National Open
University

of Nigeria
Library Orientation
Manual
(NOUNLOM)

Edited By
Dr. Adam Gambo Saleh




ﬂ

A
National Open University of Nigeria: Library Orientation Manual

NATIONAL OPEN UNIVERSITY OF NIGERIA
LIBRARY ORIENTATION MANUAL

Edited by
DR. ADAM GAMBO SALEH

UNIVERSITY LIBRARY

NATIONAL OPEN UNIVERSITY OF NIGERIA
! HEADQUARTERS
! JABI, ABUJA




National Open University of Nigeria: Library Orientation Manual

© 2017 by NOUN Press

National Open University of Nigeria
Headquarters

University Village

Plot 91, Cadastral Zone

Nnamdi Azikiwe Expressway

Jabi, Abuja

Lagos Office
14/16 Ahmadu Bello Way
Victoria Island, Lagos

e-mail: centralinfol@nou.edu.ng
URL: www.nou.edu.ng

All rights reserved. No part of this book may be reproduced, in any
form or by any means, without permission in writing from the

publisher.
Printed 2017

[SBN: 978-978-8521-01-3




National Open University of Nigeria; Library

LIST OF CONTRIBUTORS

Dr. Angela Ebele Okpala
Principal Librarian
Wause 2 Planning Office

Dr. Comfort Uzoigwe
Principal Librarian
Enugu Study Centre

Dr, Olaronke Fagbola
Librarian I
[badan Study Centre

Mr. Oluwaseun Babaronti
Systems Librarian
Victoria Island, Lagos
Mr. Ambrose E. Smart
Librarian 11

Benin Study Centre

Mr. Shamwil Salisu Bala
Librarian Il
Katsina Study Centre

Orientation Manual




National Open University of Nigeria: Library Orientation Manual

CONTENTS PAGE
Vision/Mission Statement of the Library........................ .0 i
Core Values. .....ooivirii e e e 11
List OF COMIBOIS oo vens imass i v e Saess s mmmmesmsmesins semones v
PRERGE ... . oo v oo s s ciwiis SE3SS s PSS 6 E3 8o e A viil
Chapter 1 Meaning of Library, Origin, Types and
their Functions - Comfort Uzoigwe 1
RO SRR . .. v i i s S s A 1
1.1 RO O JABTREY: <o bosvdon bt ssamdars saemmes 2
1.2 Attempted Definition of Library..................... 2
1.3 Many Definitions of Library in Literature......... 2
1.4 The Origin of Library..............oooiiiiiininn. 3
1.5  TypesofLibraries.............coooeviviiiinnnnn.n. 5
1.5.1 National Library.................ccoccevnnn., 5
PR atC Libraries’, ...l i, v fvdin svsions sveis 6
PO deieademic Libraries. ... .l daea e v 7
1.5.4 School Libraries................cocooviinnnn. 8
1.5.5 Special Libraries...................cc...o..... 9
1.5.6 Private Libraries............................... 10
1.5.7 The Electronic Library....................... 10
IRV LIDIary. . . ..o vveenessssinsvoninsin 11
Chapter y i Library Organisation - Ambrose E. Smart 14
2.0 Introduction.........o.ooeviiiiiii e, 14
2.1 Classification of Materials.............................. 14
2.2 Library of Congress Classification (LCC)........... 15
2.3~ Purpose of Classification Scheme in the :
Library........ooooeiiiiiiiiiiiieecceieiiie. 1S
24 Call Number...........oooiiiiiiiiieeeee 6
2.5 Ac{:essibility of Materials..................oooeiiiie 17
2.6 Personnel Structure in the Library.................. 17
v




National Open University of Nigeria: Library Orientation Manual

27 Sections in the Library..........cooeereeeemrmmmms 17

2.7.1 The University Librarian’s Office.......... 18

272 Acquisition SECHON. .....curmursmrmmseeeeees - 18

273 Cataloguing SECtion. ........oovvmreremeses 18

274 Readers’ Services SECtON.........ooeeeeees 19

775 Reference SECON. ... coovveemmrerermrenes 19

27.6 Serials SECHON. ....oovreniemrmnmrmmrrnreeee 20

977 E-Library Section...........oovammrmrereenees 20

Chapter 3 Library Services, Rules and Regulations -

Shamwil Salisu Bala 22

3.0 IREEOAUCHON. ovvesevvneeessmresssssnnnnnnssrsserzesersrmsssannes 22

3.1  Print Resources Available in NOUN Library...... 22

32  Borrowing and Returning..........cceeereeeerseesse 23

33  Number of Items Permitted for Loan............... 23

34  Duration 0f Loan..........oioeeerermmmmmemmmmmesees 23
35  Regulations for Borrowing of Library

MIALETHALS . ... eeevnnnerrnnesnnnsnnnansssns s 24

3.5.1 Undergraduate Students..........c.ooooeeeee 24

352 Postgraduate Students...........ccoooemeeee 24

353 Academic and Senior Staff.....cooveenenes 24

3.6  Condition 0f LOAN. ......oommeimmrmmmmmmmmmmmmeres 25

37 - Return of Borrowed BOOKS. .. cvevnvenrnenaemmnneens 26

38  OVErdue NOtICES. ...ovveuveenmssssnssussssnssseseesse 26

39  Care for Library Materials.........cooeoomeeees 26

310  Library Regulations.........ocovvrinenesensrseseses 27

4.0 TAEOAUCHION. .. v e eerecrrmsssesmnnnnassssmnnnnasezeesernsssses 30
4.1 Available Electronic Resources in NOUN
LADTAIY. oo cs oo oomonbibynistssmompanpoayeps e nnntsesses 32 -
42  Accessibility of Available Electronic
RESOUITES. ...oveonescosssusmpasgedsn st ssgssse et 39
42.1 OPAC (Online Public Access
CAtBLOBUE) . v -t dugr i swsiipsimn woan sawss oot 39
vi



OLARONKE FAGBOLA
Highlight


National Open University of Nigeria: Library Orientation Manual

4.2.2 Open Access STteS......ocvvviviniineneannnn.
4.2.3 Scholarly Research Search Engines......
4.2.4 Meta Search Engines........................ “
4.3 " LIDIRLY DEIVIOEE. un svwn cin st o S SRy E SR, S
Chapter 5 Information Literacy - Angela Ebele Okpala
50 Introduction..........ocvuereiiiiiniiiiie e
5.1 Information.............ccovviiiiiiiiiiiiiieen,
5.2 The Need for Effective Use of Information........
3.3 LHCTOOP. - oo vnime s s nsmn s s s e S ARG 55
54k Information Literacy.........oumuvmiivivssnsman
5.5 The Need for Information Literacy.................
56 Technology......ccooviiiiiiiiiiiiiiiiiiiieiieeans
5.7 Technological Literacy.............cccooeivvuiinenn.n
5.8 BOUICes of TnfOmMation. ..o svesssnassmnissassssss
Bl FrImnary SUBICES. ... ommisssssmsaraies sianas
S 82 Becondary SOUTCeS.....c.csvimuevarsvcanins
5.9  General Principles of Searching Print and
Electronic Resources..............ccooviiiiiiniennnn.
5.10  Constructing a Search Strategy.....................
5.11 Information Literacy Skills for National
| o ARSI S EEY s s v wviain o wismvias s s a3
iR tiood Reading Habit...........couviemenion
5.11.2 Good Study Methods........................
5.11.3 SQ3R Reading Method.....................
5.11.4 Copyright Infringement and
PR TATISIT . o oo s i s aosinenn i
RV EEIIRE ATISIN .. ... .ovooevvoss sonssusansnsssssivss
5.11.6 The Similarities between Copyright

2 11.7

and Plagiarism..............oooviviiiinninnnn
Differences between Copyright and

Plagiarism

39
40
40
40

49

49
49
49
50
51
52
52
53
55
55
55

56
57

58
58
59
61

63
64

64

65

vii




National Open Universiry of Nigeria: Library Orientation Manual

Chapter 4
E-Resources and Services in Distance Learning Environment
Olaronke Fagbola and Oluwaseun Babarotimi

4.0 Introduction

Libraries are vital components of academic institutions. As a result of
their services to all the segments of the populace, libraries are unique
and strategic in the society. Libraries provide access, organise and
help users find the information they need (Igwe and Onah, 2013).
Libraries form an integral part of education and services as means
through which individuals, organisations and societies provide large
number of people an unhindered access to substantial information and
or level of knowledge (Fagbola, 2015). Information provision is
crucial to knowledge, the bedrock of transformation and development
in varying aspects of life. Information is indispensable. It is the only
strategic resource that contributes to the development of man
(Uzuegbu and Uzuegbu, 2013).

Learning in the 21st century is significantly different from learning in
the preceding centuries. Learning in the 21st century is learner-
centred, a lifelong process. With the opportunities brought by distance
learning, access to higher education is provided with no boundaries of
space and time. Distance education (process by which an individual
or institution packages information in such a way that an individual or
group of individuals learn at a distance) allows for a greater diversity
of students to have access to especially university education but also
creates a number of ‘ariables/scenario that can make deploying
library services:a big challenge (Hundu, Tuamsen and Dabis, 2013).
Distance education usually employs all available media, methods and
techniques to enable learners’ access education/information at a
distance.

The advent of the Internet and use of diverse social networking tools
(WhatsApp, Flickr, Instant messaging, Twitter, Web 2.0) through
Information Communication and Technologies (ICTs) have
revolutionised the provision of information services to library patrons
and has a major impacdt on how people find and access information.

9
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I'he rising popularity of e-books, e-journals and e-resources n
particular has helped in transforming the reading habits of library
patrons in our universities. This development to a very large extent
has altered, redefined and transformed the nature of libraries and
information services available on offer in libraries, especially
academic libraries today. In this changing landscape, academic
libraries are trying to adjust their services to these new realities while
still serving the needs of patrons who rely on more traditional
resources. Before discussing the various types of services, it is
imperative to fir=* discuss available electronic resources.

31
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5. Online Access to | e environmental science http://oare.oaresciences.org/conte
Research in the nt/en/journals.php
Environment
(OARE)

6. SAGE e SAGE Choice is offered on all SAGE’s | https://uk.sagepub.com/en-gb/eur

subscription journals and allows authors
to make their published article freely
available for an article processing
charge

SAGE pure gold open access journals
SAGE also supports green open access
archiving for authors publishing in
traditional subscription journals

-
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Project MUSE is a leading provider of
digital humanities and social sciences
content; since 1995, its electronic
Journal collections have supported a
wide array of research needs at
academic, public, special, and school
libraries worldwide. MUSE books and
Journals, from leading university presses
and scholarly societies, are fully
integrated for search and discovery

http://muse.jhu.edu/

Project MUSE
World Bank
elibrary

Development Outreach, World Bank
Economic Review and World Bank
Research Observer journal articles
published since 1996

Development Economics (DEC) policy
research working papers published
since 1995

e-books and reports dating as far back
as the 1970’s (in the case of the 52.5 .

Development Reports), plus

All new formal publications upon
release.

http://elibrary.worldbank.org/
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4.2 Accessibility of Available Electronic Resources

1. Most databases are under subscription and only accessible

with username and password, or through a Host Source.
i Resources obtained are usually peer reviewed and deemed

reliable.

. Special reference e-libraries are only accessible through
subscription or a host source.

1. Access through a Reference Librarian (ask a librarian).

v. Open access resources are easily accessible but difficult to

‘sift’ through except when accessed through authenticated
portals or host.

42.1 OPAC (Online Public Access Catalogue)

Online public access catalogue is the electronic form of the card
catalogue. The OPAC helps users to check through the library’s
holdings and to know the location of materials on the shelf through
the call numbers, and determine its present status; on loan or available

. on the shelf. The OPAC has options for searching for a book through
the TITLE, AUTHOR and the SUBJECT.

NOUN Library is currently using NewGenLib online public access
catalogue application.

4.2.2 Open Access Sites

Examples of open access sites include:

1. PubMed Central - hard sciences:
>www.pubmedcentral.nih.gov/<

2. BioMed Central — medicine: >www.biomedcentral.com/<

3. DOAJ — all subjects: >www.doaj.org/<

4. Bioline — research from  developing countries:

http://www.bioline.org.br

39
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4.2.3 Scholarly Research Search Engines
Some popularly used scholarly research search engines include:

i, ACADEMIC INFO - hiip://www.academicinfo.net/subject-
guides

1. NATIONAL ARCHIVES -
http://www.archives.gov/research/arc/about-arc.html

1il. BASE - http://www.base-search.net/
iv. CITEULIKE - http://www.citeulike.org/
V. ERIC - http://www.eric.ed.gov/

vi. GOOGLE SCHOLAR - http://scholar.google.ca/

vii.  INFOMINE - http://infomine.ucr.edu/

viii.  INFOTOPIA - http://www.infotopia.info/

IX. LIBGUIDES -
http://libguides.com/community.php?m=i&ref=libguides.com

%; REFSEEK - http://www.refseek.com/

X1. THE VIRTUAL LRC - http://'www.virtuallrc.com/

4.2.4 Meta Search Engines

Meta search engines send user requests to several other search
engines and return the results from each one.

i. They enhance the search because access to all the other search
engines is simultaneous.
1. Examples of Meta search engines include: Meta-crawler and

Dog pile.’
4.3 Library Services

The library in any given community (academic, public, school or
special) is expected to provide unique and effective services to the
community where it is located. According to Aina (2002), the library
is a store which stocks all kinds of knowledge/information
carriers/materials that are meant to be consulted and used by patrons
(staff and students) with little or no expense. The services provided to
users of libraries basically will depend on the objectives of the parent
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body. A major component of library service is ensuring that users
access and use library resources effectively.

library services are information services aimed at providing users
with the right information needed to accomplish a task or for
decision-making or reduction of uncertainty level. There are basic
mformation services expected of an ideal academic library which are
veared toward supporting the objectives of the parent institution -
teaching, learning and research. These services can be categorized
mto two basic types. They are:

A. Specialised library services: These are special library
services that are on offer in some types of library. They
include:

Literature search: This involves the systematic

- search for literature in any form on a particular topic. It

forms the very first step of a research pursuit. It also
makes available latest facts in writing articles or topic
(Igwe and Kolawole, 2013). It can be done through e-
mail alerting system online.

Selective dissemination of information: This is
service within a library that concerns itself with the
channeling of new items of information from various
sources to those points within the organisation where
they can be useful (Edom, 2013). It is a system
deployed by librarians/libraries to  selectively
disseminate information about new documents to
researchers, interested patrons who might have

_potential interest in a given research area. Libraries

usually compile the bibliographic details of all the new
acquisitions to produce complete or selective list for
circulations to patrons.

Current awareness services: These are services

“which provides library patrons with information on the

latest developments within a given/specific subject
area. It is a device for alerting specialist about latest
developments and publications newly acquired by the
library{(Edom, 2013 as cited in Kumar, 2004). It is a
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readers’ service function that is employed to inform
users about new acquisition in the library through the
use of displayed boards and shelves to draw attention
of users to recent addition of the library. Thts type of
service is meant for every information user. It helps to
create awareness on recent library acquisition. In a
distance learning library such as the library of National
Open University of Nigeria, blogs can be used as a
timely communication tool to inform patrons about
events in the library, news on updated resources,
subject guides to assist researchers.

Referral services: This type of library services
involves directing enquirers to source(s) of
information which may be an organisation or an
individual expert.

Translation service: Translation is a process of
transforming precisely the information contents of the
text from one language to another. The former is called
the source language and the latter is called the text
language.

General library services: These are services directed at

actively exploiting the collection of information resources in
response to users’ information requirements that have direct
impact on the users for the satisfaction of their information
needs. They are services generally provided to users of
libraries. Some of the general library services include:

Lending services: This entails giving out books or
other library resources to registered users of the library
for a short and defined period of time.

_ Inter-library loan: This is a service where a student,

faculty or staff of a university may obtain books or
photocopies of articles from other institutions’ library.
This is a cooperative activity that entails a given
library going an extra mile to meet the information
needs of her user(s) by using the resources of another
library. Also, registered users of a given library can be
permitted to visit and use the resources of another
library.
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° Document delivery services: This service provides
access to articles and book chapters that are available
from publishers and/parent organisations. It is a fee=
based service which requires the scanning of journal
articles and mailing to interested patrons.

e Digital library services: This provides consulting,
applications, and infrastructures to help libraries
create, manage, and preserve digital content for use by
patrons.

° Reservation service: This is very common in
academic libraries. There are some documents that are
heavily consulted by users, or are of high risk if kept
on the open shelves. Hence, such special documents
are kept in a restricted section of the library called the
reserve collection room. Such kept materials can only
be used for a certain period.

. Provision of seating and study facilities: Apart from

' general reading seats and tables, readers who intend to
use the library for research or any serious academic
activity, academic and large public libraries provide
study carrels. In addition, libraries provide equipment
and other facilities necessary for viewing and listening
to audio visual materials.

. Reference services: Readers are provided this service
on request. People have different reference queries that
need to be solved by the librarian. Hence, it is
generally a person-to-person service. In many cases,

' re_ferencé processes involve interviewing the reader to
enable the reference librarian articulate the problem of
the user clearly.

a User education: This entails any effort formal or
informal, which will guide and instruct existing and
potential library users in the recognition and
formulation of their information needs. This is for the
effective and efficient use of information services and

. specific information requirements. With the advent of
IT, which has penetrated almost all the activities of
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many libraries, it is important to explain the workings
of a library to a new user in detail. The ultimate
objective is to enable users exploit the resources of-a
library to the fullest.

. Information literacy Programs: This is a more
holistic programme of user-education. Libraries
emphasis the need for users to acquire skills that will
enable them search for information independently on
any aspect of knowledge using both traditional and
electronic methods of accessing information.
Information literacy programme 1s geared towards
attaining competence in the use of library and
computer networks/technologies. Information literacy
and library use instruction can be incorporated in

1 student’s course materials. Also, online tutorials on
how to use the library can be designed for them. Audio

. and video streaming can be used to provide library
orientation and information literacy.

° Library materials exhibition and displays services:
Libraries acquire information materials almost on daily
basis. These new products are displayed upon arrival
in the library on display racks and tables at reading
corners, circulation counters in order to attract client’s
attention and use accordingly. However, in this era of
technology such displays and exhibitions can be done
through the library websites and social media
networking tools to perform the exhibition services.

e  Photocopying services: Photocopiers are made
available and equipped at the designated position in
the library for the provision of photocopying and
printing self-services.

+ Bindery services: This evaluates and prepares serials
and monographs for commercial library binding and
re-binding and does in-house pamphlet binding.
Bindery staffs are also involved in development of
bindery contracts. resolution of commercial binding
problems, and quality control inspections of materials
returninig from the commercial bindery.
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The advent of modern technologies expanded the horizon of libraries
services and the processes of serving both information seekers and
diverse users of information to include but not limited to:

Internet services

Packaging of information to meet specific user’s need
Analysis and interpretation of information

Database search

Thesaurus construction

. Text messaging/e-mail alert

. Social networking platform

s Rich site summary (RSS).

Apart from the list of library services stated above, the most common
services that libraries offer to distance education students can be
supported by the library through the following services because of the
peculiarity of their programme:

Remote access to online library catalogue.
Electronic databases.
Electronic books and journals.
Electronic research guides on academic and special interest
topics: These are electronic help pages that can be used to
provide subject guides resource lists, instruction on how to
conduct research, instruction on use of database and Web
resources, help on locating books and articles, information on
* plagiarism and copyright, help with citations and style guides.
¢ Electronic general library guides.
. Ask-A-Librarian (chat, e-mail or telephone): This is a service
designed to provide real-time assistance to users at a distance.
It is one of the core duties of Reference librarians. In addition
to chat services, webinars and individual instruction can be
provided via telephone, Skype, online conferencing amongst
others.
. Electronic reserves.

!
i

v
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s Collection development: This entails providing students,
lecturers with access to a wide range of reading materiais
relevant to their course(s) of study.

° Timely student support: Student support services can be
designed to help students’ in a distance learning environment
maximise their academic potential and achieve their academic
and personal goals.

Conclusion

Libraries are the home of knowledge, the key enablers and providers
of access to diverse information and knowledge, which is produced
when information is absorbed, processed and internalised by
individuals. Supporting distance learners with library services can be
a herculean task. This is more so in the utilisation of electronic
resources because for them, visiting a physical library can be
challenging. Librarians in distance learning institutions are therefore,
encouraged to ensure that library users are empowered through
information literacy tutorials. Patrons should also be encouraged to
use the various social networking tools to enhance unhindered access
to information regardless of the format in which they appear.
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