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LMC Guidelines on Returning Materials for Administrators, Faculty, and Staff (S.Y. 2019-2020) 
COVID-19 SAFETY PRECAUTIONS 
 
In observance of the protocols set by the government and school, the High School Library Media 
Center (HS LMC) will adhere to and strictly implement social distancing measures when returning 
your borrowed materials once work resumes. Furthermore, the HS LMC will follow a skeletal 
workforce schedule in order to assist and address your concerns.  

Steps in Returning Books and Periodicals  

1. Go to the 1st floor Library of the HS LMC building.  
2. Locate the lockers adjacent to the Library’s entrance doors (near the lavatory).  
3. Place your material/s in the assigned locker on the date of your return. Note that the 

locker doors will be labelled with corresponding dates. Also, at exactly 4:00 P.M., the 
assigned locker for the day will be locked by the librarian. Furthermore, the 
librarian/staff in-charge will get the materials inside the locker and process them in 
Follett Destiny Quest for CHECK IN after 3 working days.  

4. Check the status of your returned books. Log-in to your account in Follett Destiny 
Quest (http://mclib-destiny.mc.edu.ph) 

Username: student / employee number 
Password:  SURNAME (ALL CAPS) 

5. Click on the MY INFO TAB then VIEW HISTORY in order to view all transactions made 
under your name. If you have any concerns regarding the status of your returned 
book, send an email to Ms. Laarni Torres (mtorres@mc.edu.ph). 
 

 
Steps in Returning Audio-Visual Materials 

1. Place the audio-visual material/s in the box located at the AV Office counter. Write 
your name and the date of return on a piece of paper then tape it on the returned 
material/s.  

2. Note that all laptops and iPads assigned to faculty members are automatically 
renewed for S.Y. 2020-2021.   

3. Proceed to the AV Office if you wish to have your laptop unit replaced (e.g. defective). 
Know that the replacement of units are on a first-come-first-serve basis due to limited 
number of service units available.  

 
 

 

 

 

Memo No. 1/ SY 20-21 

 

http://mclib-destiny.mc.edu.ph/
mailto:mtorres@mc.edu.ph

