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[ntr0 duction: Unlike the technical services which take
re often of indirect assistance to library patrons, the us
;he service outlets of the library and are of direct assi

seE services are provided in the part of the library most commonly referred
i Ired to as

Readers Services Division. T-his. division usually comprises of major se ti

Circulation, Reference, Auc!xowsual, Theses, Documents and anil' otheC 1ons such as:
allied functions 1o the mgjor sections. The components of the Reardsecuson vylth
Division may vary from library to library for convenience. The ReadzrS Semces
Division is the image making division of the library. This is because irts' ervnc}:]es
division that the library patrons/users usually interact directly with th;, litis at t i;
where opinions can easily be formed about the library. rary an

place pehind the scene and
Cr services are carried out at
Stance to the library patrons.

CIRCULATION SECTION
This is the most commonly available section for users to interact with the
library. In fact, it is usually the first port of interaction with the users/patrons. The
users interact with the section for the underlisted purposes, which constitute part of its

functions:
. Registration
. Lending/Charging of books
. Retrieval of books from borrowers/Discharging of books
" Renewal of loaned books
- Interlibrary lending
. Reservation of books
. Notifying borrowers of overdue loans
. Imposing penalties on overdue loans
. Introduction of patrons to other libraries
. Library orientation, user education etc

nformation/data of bonafide
d out by libraries to enable

Libraries have the right to
on of users also

f introduction to

Registration: This is an act of having detailed 1
users of the library. It is a vital routine exercise carrie
identification of those who have the right to use the library. Librari€
bar_ Whoever fails to register from using the library. Registrati
facilitates both lending process in the library and issuance of letters O
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tion of users guarantees the userg the s
istra
cS. ch

discrilninaFIOH-tiOI]: Registration procedure i Many jjp ‘b“lry |
process Of Rco1sgadepen ds on the type qf the. library_ FOrZ V"‘fiesr :
one library (0 anolh(.a-r.uous process. Each user 18 regl_stered at ap lp bl l ;0"1 :
registration is a Co.ntl:;ed for the first time; the regl§trat10n €Xpires 4 a?e hg Orzry’h'?'
shows up to be reglsbonaﬁ de, he/she has to renew h{s/her registration, Pecify, “rnhe i
For a user (0 remain in the University of I_lorm hb.rary is g contt e
Reglsm;:];):mester- When any user faﬂs to register wiFhin a gt PUlatedexercfxe 4
throughout e_?lc forfeit the right to use the library for the periog that ¢, tog: 0]
he or she w1 he still has interest in the use of the library, he/she i allowey tgls"at'
covers. If he/:-s(:ration period. There is a token amount Chargeable 4
at gnother registre s from one library to another. For Instance, at thq Uniy lop fog 1
This, o vanetl undergraduate and graduate studens Pay for o, _ers,[)., of
Ilorin library, booi]stration fee charged is two hundred Nairg (NZOgl(S)tranO"'
s reca t graduates pay five hundred Naijrg (}¥500.09 ) o :
undergraduates and post r: k. Kwara State Public 1 M0 gy
library’s account at a demgnatefi bank. Kwar . Public .le'rary Charg, |
registration fee of six hundred N_alra. (N600.00) on!y w}.uch 1S paid direct]y ¢, i o
library and National Library of ngeng does not regls.te.r 1t§ users, h.encé’ it doeg o
charge any registration fee. Registration fee where it 1S In operzfmop iS Subject ,
change from time to time as may be approved by the parent Institution. Whe,

applicable, a registered user may have to show evidence of payment by Producing
payment receipt.

other librar
without any

oy OTE
Tegistryy;

Registration Procedure

, faculty, department, ha| %

IDENTITY CARD ILLUSTRATION ,
In addition to th

€ library cargs,
guide for each registe

: red user. This sp
of the library. Thege rules and regulati

(See fig.XT and X11). .
the University of Iorin library provides I .
ecifies rules and regulations governing the
ons are specified later in this chapter.

34

Generated by CamScanner from intsig.com



Surname (in block letter)
Other Names

COUrse--==""""""7""TTTTTTTmm oo Level---emmmee .

Home Address-----===m==mmommmmemee

Library Registration Card
Fig. X

UNIVERSITY OF ILORIN
UNDERGRADUATE

Matric No:.

Borrowers No:. PASSPORT
PHOTOGRAPH

N3 T0) § KT PP PP
SIGNALUTE: ... vnenerenanrnennnmeresesee]

Library Identity Card (Front View)
Fig. X1
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Lf.bl'arl‘a"
Slg ’lalu r §
RerteWid v vessvniwonenssvssans s e
Renewed ......cooveeeevnennn..,
Renewed o.cooeeveneveanannnn....
Riopoled viens s s sis s simmmnss sy
This ticket must be shown to the libra a
and must be produced at the countey before gy, "qugy .
periodical is removed from the Library " book o,-t

Library Identity Card (backN
Fig. XII ew)
Lending /Charging of Books:

Charging of books is an act of issuing out materials ¢
out of the library, i.e an act of allowing users to borrow mate
library for a specified period. All types of library lend out
registered users, except the National Library that is mainly a
are allowed to borrow materials from libraries for the conven

libraries whenever and wherever they desire. However, not al materials are |,
out of the library. The loanable ones are textbooks on various subjects eXCeprtl}‘:lbIe
placed on reserve. Reference materials which in some libraries are marked ‘REp .
not allowed to be taken out of libraries on loan. e
The method of lendin

N loan tq auy
rials for use g
their Materjg)g
reference library,

1€nce of yge Outsige the

each charging method s beyon

_ Newar.k method has been in use at university of Ilorin since jts inception. This
Is because of jts simplicity and

] . suitability for meetin g the library needs. Furthermore,
it does'not Tequire the use of any expensive equipment and it is self-charged. In some
other libraries, during registration, a user ig given a specific number of cards which
corresponds with the maximum number of books that such borrower is allowed 10
borrp W. When the user borrows a book, one of the cards is taken from him or her and
ion area. When the borrowed material is returned th?
ket and returned to the borrower (user). This type °
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LorroWing is called pocket borrowing System, T
Nigeria operate the pocket system. '

Another method is (o remove the card
Title, Call number, and Accessjop humber 1al conaipg the
porrower fills his/her particulars op e

. the carq o AUlh()r,
card and date-due slip on the book . The carqd iasnfl lhe date-dye jg showsn I:)Ocket_ Tha
js given (O the borrower. When the book i Ielained ip 1 libr oth on the

. a .
the file and put into the book pocket 4f letflmed, the book ¢ Iy while the book
the book card.

Sequential Steps in book borrowing:
Locate the library catalogue

Check the library catalogue for the entry of the desired mater: 1
icati : If
the publication, the library is likely not to hold it fal. i no entry on

If the Library does not hold the title — stop searching
the entry removed, inquire from the staff

the entry misfiled — try search again or contact circulation staff for
help

If found

- Note the call number

- Proceed to the shelves guide(s)

. Browse the shelves

- Identify and locate the book(s)

& Retrieve and proceed to the circulation desk

5 Show your library card

= Receivye and filllgle borrower’s slips. (See fig. XIIT) o oo
. Give the duly completed slips to the circulation staff for stamp

the date due on the book(s)

) orter for clearance. .
" Atthe point of exit, show fhgbeckio D due process of borrowing




ction which may lead to expulsion from the university (fq, studen,
a

persons other than students).

"_"“
Borrower's Number Accession No. m
AUTHOR LOCatIOM

Your Name and Address in BLOCK letters \
] acknowledge that this book is on loan to me from the University of Tlory \ -
in accordance with the regulations in force n L‘brary
BoOrrower’s Signature. .........covvveviueeeinnnnnn... Staff’s Signature..,
Date. ..ot Date_ ..o
- . . -.-.N
BORROWERS’ SLIP (Usually in Triplicate of different Colours)
Fig. XIII
NAME OF THE LIBRARY
ACCESSION NUMBER
CALL MARK
BOOK IMPRESSION STAMP (Usually on the back verso of the title page)
Fig. XIV
et riie
Thig© v 22 e I ooy s
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Jerials 10 the library on/before date dye. When (8) secureq and’to !

m ials to tae circulation desk DJ
materials | RECTLY B

the porrowed material(s) lhl.'ough a third persg Y YOURSELF
s returned lhrough a third person and which ; 1able for gy, it
and not found in the library. ' 10U properly dischargedy flrzg
When returning borrowed book(s), re :
hand over the materials to the circulation

borrower Slips‘(now crossed/caqcelled). The triplicate borrow
colours of white, yellow find pink at Unilorin library. The
Where book card system is in operation, ensure that yo
card after the return of the book or get your card bac
these serve as evidence of returning borrowed materials.

Please note that copies of the same publication are
numbers which are parts of Accession number at the Universit
does not allow a borrower to present a publication that does
that is loaned out to him or her.

pack

that 1

y,our OWn copy of the
er's slips are i different
borrower’s Copy is pink.
urname is crossed out on the
k as the practice may be. All

differentiated by copy
y of Ilorin library. This
not tally with the copy

Notification and imposing of fines on Over Due materials:

When a user fails to return borrowed library books as at when due, the
circulation section sends the erring borrower a first, second, and third overdue
notices. If the defaulter fails to respond, a penalty such as fines (a token) is imposed
on him/her. This is to encourage the timely return of materials so that other users can
have equal opportunity to access the materials when needed. The policy on overdue
penalty varies from library to library. Some libraries withdraw borrowing privileges
from erring patrons while some impose fines only. The amount charged on over—dge
materials varies from one library to another. For instance, the University of Ilorin
library charges N20.00/day for first 15 days and §¥30.00/day thereafter. This is
subject to change after proper consideration by the library management committee

and due approval from the University Librarian.

Renewal of Borrowed Books:

When books on loan are due and the bo ' radh
the borrower(s) is/are allowed to renew the items provided no other user(s)

jals to the
need of the materials at the particular time. For renewal, takc:i éf:; ;I::;‘f?fvlzl“ A
circulation desk and if the materials can be 2 o the materials (0 the
another date due on their slips. You exit the li
Porter. i from any llbrary patron any

: NOTE: The porter has the right Lo oy b:rf other library-
library overdue material belonging to the library or any

rrower is still in need of the materials,

llowed, the circgl
brary after showin
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- Reserva.tion of Library Materials: No doubt, no 1:
copies of each title of 1:ts holdings that will £0 round al],itso ey Ca
Ther.eforc, when a particular title at a point is in gre Patrong in gn My,
the library is limited, librari great demang and iy PeCifi, i)
u ry 1s] 1m; ed, 1b;"ar1es usually place such bogksg on rese nd jt aVa“alg arease
¢ monopoly of use of such by a few privile TVe. This ;. , Olif, .

ged users. Magari g S 8 top Vi

n

reserve when lecturers request them f;
Or students’ asg;
gnment, wh € Plage, ™
€N the gy, od o

) ) quested ﬁ)r i

person who has made the e
materials. cquest. He/She is informed by writing to come for the

specified to ensure security and

] _ens prompt return of the materig] i
]§nd1ng service is _usua-l]y made available only to registered patron-s ZP fh;n;er—llbrfiry
library. At the university of Ilorin library, the service js open to only ijts rgg(s)t‘ggg

students and staff.

Other Functions
The circulation section of the library carries out a few other functions 5 rt
pa

from those outlined above. These are not offered directly to the users but are meant t
0

facilitate easy access to library facilities.
Shelving of Materials: Users are not allowed to re-shelve any

(1)
consulted materials. They are to LEAVE CONSULTED MATERIALS
ON THE TABLE for circulation staff to shelve or reshelve the

materials.
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Weeding: In order to assist users not to waste their time going through
materials that may not be of good use to them, obsolete materials are
removed from shelves from time to time. Worn out materials due to
heavy use may be removed from the shelves permanently or taken to
the bindery for repairs, reinforced and re-introduced.

3) Statistics: The section collects and maintains statistics of users type,

time of visits and use of library materials periodically for effective
planning and decision making.

(2)

REFERENCE SERVICES .

A reference service 1s a specialized kind of service that a library user obtains
in the reference .secti.op of the l‘ibrary. A library user may pose questions (queries) in
form of making .mqumes tolwhlch the reference personnel supply answers that match
(meet) the questions. Sometimes, the person who makes an inquiry may not be sure of
what 18 needed or how to go about r_nakmg such inquiry. The reference staff comes
into the rescue either by re-formulating the query statement or by making materials
that contain answers to the query available to the inquirer.

Types of Reference Inquiries

Katz (1982) identified four types of reference inquiries. They are Directional
inquiries, Ready Reference inquiries, Specific Search inquiries and Literature
searching inquiries. _

1) Directional Inquiries: These are general information queries which
require mere direction. They do not require the use of reference
materials but require little time and are the most reference inquiries in
the libraries. They are very short and specific. Such questions may be:
Where is the library catalogue? Where is the e-library? Where is the
University Librarian Office? etc

(i) Ready Reference Inquiries: These inquiries usually require
uncomplicated responses. Such inquiries are When is the Post JAMB
screening coming up at Unilorin? How far is Unilorin School of
Preliminary Studies to the Main Campus? Who was the first
Chancellor of the University of Ilorin? Who is the current University
Librarian at the University of Ilorin? etc |

(i)  Specific Search Inquiries: These require minimal bibliography
directional or advisory search and otherwise referred to as
bibliographic inquiries. They require the use of bibliographic tools
such as the card catalogue, OPAC, Index or a bibliography. Such
inquiries can be, May I have an advertisement on vacancy at so S0 and
s0? Do I get articles on Rat rearing? How do I get information on

invention of Aeroplane?



Cl;;l ; ‘ . o T q® ~ yelh s YN s g o ¢ \ Q( ~
(IV) l Ill)'( > Thls‘ ianlry lchl]Cb ]L(]ULS““Q |()r I l V(“ . l . I
topl S. i . DA h or erm apers. ~1C : ]S
op . I 1

OTHER SLRV:thhmain reference services, the section may rendey
S

. i
side e - e ‘ | .
Be hich are: referral, current awareness, use; edUCatlgn : ”led
services among W A | eseamh
sistance and Readers advisory
assis

i Referral service: This is a process of dlrgcting lil_)rar User(

(i) ther agency for further help as regards informatjq, OF my % to
222(1 of the patrons. At times, the reference libra-rian may haye totf:ai}(ls
direct contact with the agency thro_u_gh appointment o Sometime
escort the patron to the agency. .Spemf.lcally, Reference Librarian maes
be charged with the responsibility of introducing the patrons tq Othey
libraries for usage. ' i '

(i)  Current Awareness Service: This is a mpde of -followm
the attention of library patrons to any in-coming docy
library or any information that may be relevant to the |
The information may be conveyed through accession lists of pey
arrivals in the library, information bulletins, telephone calls, currep
content lists and bill boards especially for cal] for papers and

advertisements for seminars and conferences, etc. This 1S t0 keep the
library clientele abreast of developments in their areas of
specialization and it is most commonly found in academic libraries,
documentation centres and special libraries.

(1)  User education: This involves giving instructions to library clientele
on how to use the library and its resources, particularly, the reference
tools. For instance, Use of Library course in any university is a way of
educating students about the library, its resources and services. Putting
through an individual library user in the course of searching for an
item through the library catalogue is also user education.

(iv)  Readers’ Advisory Service: This is in form of assisting library users in

the choice of materials relevant to their needs. This is commonly

provided by the public and school libraries.
(v) Research Assistance: Thj

formulation anq sel
feasibility studies, p
style, deciphering u
Journals for publishin

g and bﬁnging
ments into the
1brary Patron

ection of their research topics and research
utting them through literature search, citation
nfamiliar citations as well as recommending
g of research reports.
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s, usually located and arranged in a defipit
CTIgI(ZIU(I))f a library and can be differentig © order at the REFERENCE

s 3 ted from 0
the call mark. Principally, THEY ARE T

O BE CONSU

1o BE BORROWED OUT OF TyHg LTED
NO:;TAIN FACTUAL INFORMATION.
icn(c)lude the fact that . N

They are normally comprehensive ip SCOpe, condensed ip treatment and
ARRANGED IN SOME ORDER usually alphabetica]] fi i
e e e Y Tor ease of retrievg]
They are not for consecutive reading but for finding out bits ang pieces of
information. -

] They are usually in high demand byt held in limj
expensive.

bClO\V

Types of reference sources
Reference matetialrerof twig categories, those that provide information
directly and those that will serve as a gatew

ay to the real source(s) of information,
The former includes Encyclopedia, Dictiona

ries, Directories, Biographies, Almanacs,
Handbooks, Manuals, Gazettes, Year Books, Maps, Atlases, Gazetteers, Guide books.

The latter includes Indexes, Abstracts and Bibliographies.

Encyclopedia:
They are generally in multi-volume and
within the scope of the subject in concise and a

essential facts only but they are not to say the |
Tn into several

contain a whole corpus of knowledge
ccessible form. They provide first and

ast on a subject. Some articles in them
pages and into much technical detail. They contain both short and
long articles and are uniform in content. In order to ensure that related subjects are
dealt with in proximity with each other rather than separated by the random vagaries
of the alphabets, they may not be arranged in alphabetical order. For a clo_ser
investigation, they may not offer any more than a starting point for a topic for wh¥ch
they have designed. They usually have bibliographies to articles which may guide
to further reading. Encyclopedias are divided into genera.l and subject ones.
0S¢ dealing with all areas of knowledge are general encyclopedias and t.hose whosc;,
COverage is limited to specific or group of subjects are subject encyclopedias. Gf:nerad
“icyclopedias are good sources for background information on any general topic an

t .
°Y answer facts or ready-reference queries.
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Examples: )
ncyclopedia: &
: New York: Grolier Incorporated, 1990, 3 y,
% ()IS‘

General E :
. ‘ »ricand

[”]Cycl()pCdld /\muncd'n . ' e o A
Encyclopedia Britannica 15" ed. Chicago: Encyclopedia Britannic, I

: LV | |
Vols. 990_32 |

Subject Encyclopedia: _
Mcéruw—}lill Encyclopedia of Science and Technology, 6™ ed.
Kirk-Othmer Encyclopedia of Chemical Technology (Interscience) 23 Vol
s are one of the most common reference bogkg D.

] words of a la - Digy
he genera nguage or the special ( Nary

Sofa

Dictionaries: Dictionarie
be in one language (monolingual) o |
“NUagey

concern is words, either t

particular subject and may )
(bilingual) or several languages (multilingual).
Dictionary can be of language or subject.

Examples:
Language Dictionaries include

The Oxford English Dictionary 2" Ed.
Longman Dictionary of Contemporary English 3" ed. London Long
man

Subject Dictionaries include
McGraw-Hill Dictionary of Scientific and Technical terms 4™ ¢4 N
” cw YOrk:

McGraw Hill, 1989
LM Miall and D.W.A. Sharp. A new dictionary of Chemistry-Long
~LOndon;

Longman, 4™ ed, 1968
H.J. Gray and Alan Issacs. Dictionary of Physics, Longman 2™ eq, 1975

Directories: These list names and addresses of individuals or organization
arranged to match the need of their users. There are city directories Insi'::l ntd >
> 1tutional

directories, professional directories or trade and business directories

Examples:
The National Telephone Directory 6" ed. Lagos:

¥égerian Telecommunication Ltd. 1990
¢ ABS Directory of Business Schools London: Butterwarth aﬁd

Heinemann.
gﬁrelr(i Oirtef‘lfl?iﬂg, London: Europa Publishing,
e Nigerian Medical Directory; and The Nigerian Industry

Directory.

Almanacs and Y
ea : .
year. r Books: These contain important events of the preceding

Almanac j

34 § a com i .

personalities, events and SUbl_)endlum of data and statistics relating to countre
Jects and are more retrospective than the year book.
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Examples: Whitaker’s almanac, 1 oy
Nigeria Yearbook, Lagos: Daj|
McGraw Hill Year book of §

Hill.

don: J. w
)’_Times of N]g
cience and Te

hitaker sons (g
eria

chnology. New York. Mc Graw

Handbooks and Manuals: They are g o
in handy form meant for ready reference to establ; ing information
advances.

Handbooks contain skillfully selected datq presented in tabular f
judiciously mdexefi. They contain formulas with instructions for ma;?{ 01;111? alnd
products or producing certain reactions. g particular

Examples:
LS Marks: The Standard Handbook for Mechanical Engineers. New York: Mc Graw
Hill

H.H Huskey and G.A. Korn. Computer handbook. New York: Mc Graw Hill

The steel designers manual. .
New York Cross by Lockwood

C D S Tomlin. The Pesticide manual 11" ed. Famham: British Crop

Protection
Council 1997.

Biographies: They contain information on prominent individuals dead or alive in
given areas of endeavour. If written by one self, it is an autobiography.
Examples
Who’s Who in International Affairs. London: Europa Publications.
Who’s Who in Nigena. Lagos: Nigeria International Biographical Center.
Autobiography of Chief Obafemi Awolowo.

Maps and Atlases

Map is a representation of earth’s surface and its features usually on a flat
surface while Atlas is a collection of maps which may be bound together. Both
materials provide information about locations, identifications anq features of places
and serve as geographical sources of information. There are various types of maps.
They serve different purposes. For instance, physical map illustrates Physwal features
such as mountains, hills, rivers, valleys etc of an area. Road map illustrates roads,
rail-roads, and bridges. Political map limits itself to polit?cal boundaries such as
towns, cities, countries and states. An atlas which is a collection of maps may conta}lx;
various types of maps and serve the purposes thgt the constituent types of maps wi
serve. A thematic atlas deals with a particular subject.

Examples: Map of Nigeria. Abuja: Dept of SUrveyimg_ = .\ iges a
Times atlas of the World. London: Times Books. 'Thls m? rd and maps of
Comprehensive treatise on the people, land, Water’.mmerals’ r:ferences.
Countries having an index of over 2,100 place names with country
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dge and Westore. London: Loy

nowle . .
Mot b aﬁl.wKﬂnd landscapes of Canada and the Uniteq SF' Thig
. ; topogr e
erial describes thc , i
Xdlzgia using a Serics of samples O p
m S
Atlas of Human Anlzitomy
idebooKs: | ..
Gazetteers al?e(;.sG.“'These are lists of geographlcal fé'atur(frsh such as ctics, -
t igZ;c Witf'l necessary information for their location. They may form pay o
mountal

i blication.
- constitute a separate pu ' -
s ((;uidebooks: These are otherwise known as travel guides.

They provide travellers with information ab(}ut wf;_a(tmto seel, Where to
where to dine and how to get there. Thiey contain TGt 03 places of int
hotels and restaurants etc. Hence, they are also termed tourists guide.

Exampl(e;;. Gazetteer of Tlorin province/by HB Horm.an Hedge: London: Allep
and Unwin. This material provides information on the history of Il
province, and the individuals who at one time or the other playeg
crucial role in the development and administration of the city, province
and population.

(ii) Chambers World Gazetteer

(iii)  Guide map of Ibadan/by J. A. Majasan. Ibadan: Institute of Education,
This material describes Ibadan, its settlement pattern, the roads within
the city, the physical features, location of institutions, etc that can help
visitors to understand the terrain of the city.

(iv)  Spectrum Road Maps is a travel guide .

Thesaurus: This reference source records under a single entry, all words

depicting the general notion of an entry.

stay,
Crest,

Examples:

o Websters New Thesaurus of English Language New York: Population
ublishing Co. This reference material covers over 340,000 related and contrasted

words, synonyms, autonomies. idj : . . .
= ’ » 1d1omatic expression, definiti S usage In
English Language. P : nitions and word g

Hague’s Trademark Thesaurus: Chicago: Morton’s Press

Gazettes: These
. . are government docum i ent
Agencies be it Federal or State. Gazett SSAETEs emanatinglfrom,; Govert

Information through Government Press ** are printed and obtained from Ministry o

A Gazette is in a
T s pamphlet f o :
the activities of its agencies,pln Orm and contains information on government and

- a simil i ts
May provide some reference informatijon ar vein, some other government documen
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Ex“mpKwara State of Nigeria Gazette Ilorin:

L.
yernmen!
Goexaminauons etc.

Digests of statistics, Lagos: Federal Bureau o

. f Statistic :
activities for planning purposes by the various armg > They provide data on

of the government,

Gateway 10 Sources of Information

Apart from the sources outlined above, three other sources provide referenc
SOUICES- However, these other sources do not provide information direct] y to meet thg
users’ needs. Ip order to meet the users’ needs, each type of this set of information
directs an inquirer to another type of reference source which may contain information
that meet the inquirer’s needs.

These are Indexes, Abstracts and Bibliographies.

Index:

Books usually show at the end of all their chapters the list of more important
authors, key words, subject wise or other terms with their specific page references
within the book(s). These are called book indexes and they are found in standard text
books. However, keys to the contents of back files or bound volumes of most journals
and analyses of the contents of periodical(s) are referred to as periodical indexes.
They are primarily used to generate references (reading lists) on given topics. i

Indexes can be included in the final issue of the year or volume or included in
the subsequent issue of a journal. A list of cited articles., under e_ach of wh_mh is 2
further list to a document where they have been cited within thp period by the index is
termed A CITATION INDEX. They ONLY CITE jou_mal articles. The users hav.e to
search journals that are cited for the articles. The articles are usually arranged in a

specific sequence in the journal that contains it.

Examples: at , :
Scienclg: Citation Index. Philadelphia: Institute for scientific information. The material

; - e
issues citations which are alphabetically arranged by author, provides bibliographic

information and some index.
Education Index. New York: H-W.
number of pages, title, citation, degree and date, €
Others are:
Index medicus.
Pandex: Current index to scientilic
Clearer — Hume. Technical articl.e index
Applied science and technology index
Humanity Index etc.

Wilson. This material lists cumulative author,
tc. of an article

ific and technical literature
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Abstracts: It is a summary of the contents of a dOFfumept in a style gy, . i
document (Rowley, 1988). An flbstract 1s'1nC¥ICauc\1/c ,I']lt g;ves a brief info 't() e f i
the items covered and informative whep it gives ct;u s; lhc essentia] DOintsl-on 5;“
original document. Both are helpful aids to uscgsl orW(;]cldmg Whether o n(l)n the M
originals of the documents listed are wort_h consulting. When u_]e Original g, lthg ,
are not available or an overview of their contents 1s not satlsfactc)ry’ infq Meny, )
abstract can be consulted. . ' .

Abstracts are mainly used to gencrate reading llS[S.OI'l Z1ven topics o sub:
matter. They CITE and SUMMARISE the content of publications on g Ziven SUij? /
area. ' &

Examples . . !
Abstracts of microbiological methods. New York: Wiley — Inter Science

Others are Computer Abstracts, Chemical Abstracts, Building g,
Abstracts, Abstracts of world medicine, Training Abstracts, Instmmemat{lce |
Abstracts, Forestry Abstracts, Water Resources Abstracts, American Society of Cil\(:'r} f
Engineers Publications Abstracts, Dissertation Abstracts International, The Bi010gic;|

Abstracts etc.

REPROGRAPHIC SERVICES |
Photocopy Service X
Reprographic Services are offered to users by libraries to meet the Special :

needs of users. These services among others include photocopying and binding. No;

all library users would be able to afford original copies of materials they need. They ’
may not have the fund for the materials or if they have the money, the item mayno
longer be available in the market or in print. The library copies of such materials may |
not go round every patron at the time of need. In most cases only a part of 2 |
publication may be needed. As a result, if the publication is available in the market, it
“may not be economically reasonable to buy a whole copy of the publication because

of a few pages that may be required. At the same time, the library won’t want a

patron to be tempted to pilfer or mutilate a library publication because of their desire

for the publication or part of it.

In order to find a substitute or prevent mutilation of the materials, library users
are given opportunities to make photocopies of the relevant portion of the materials,
however, some libraries restrict the type of materials from which photocopies can be
made. For instance, university of Ilorin Library, does not allow photocopying of any
part of theses and dissertations. This is to prevent and discourage plagiarism which is
a very serious offence among scholars.

. Libraries offer photocopy services within and they charge a token for the
services. Wh_ere such service is provided by a vendor i.e an operator from outside the |
:g:f‘),’;it]};l];b;:rr); hriesg‘llates the charges by the operator. However, if a photocopier}]i: 3
i el ]li)tl)lrr:rose within the library, the patrons are allowed to take t

y after due process and return them shortly after. In such 2
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on may have to deposit collateral in fo F an ‘ident!

;56 b h Timilar vein, the.library can also arrangenporo fofnolf;.m“
cafd' 1s that are not in the library stock but are available in an otlt?
mﬂ[cl;g 1 request through Inter Il;ibrary Lending Service. e
atro NOT abuse copyright laws when you m ies f :
p aD.O [n order to guide against the abuze, theakl?bfrl‘?;ﬁczl;:zi i
matgsl O recommendations on reproduction of materials for academl?cvokes e

5CO recommended that no material or any part of it should be photocggli‘ggsg;
wiod quced for sa}es or o.ther uses other than for academic or research purpose. In
r I;er (0 ensure this law, libraries allow patrons to make ONLY A COPY of an .art
o; any material that are requested for.photoc0p.ying, otherwise approval mlic,tp be
ought from t.he. copyright agency. This must first be obtained in writing before
canting permission t“o r_nake (,Z,OPICS above what the law of “fair use” allows. For Inter
ﬁbraﬂ’ Jending, the fal-r use” form must be completed by the borrowing (Library)
Jibrarian before the lenc-lmg.(owr_ler) library can grant the requests.
In a similar vein, libraries can make photography service available to their
patrons. This may be one of the services offered at/by the Audio-Visual section of a
library. :

Binding Service: Where a library has a virile binding section, its service may
be extended to their patrons by mending or rebinding their worn out books. Patrons
especially the students can also take their project reports, theses or/and dissertations
(o the library for binding. The prices charged for these services at the library bindery
are expected to be relatively cheaper than what obtains outside the library with

commercial binders.

y Card/Library
photocopies of
r library for her

LIBRARY RULES AND REGULATIONS
Libraries make rules and regulations to guide the usage of library materials

and instil acceptable mode of behavior in library users. Such rules and regulations
focus primarily on library materials, safety of persons and properties in the library, as

well as general conduct of library users. :
Some of the offences that library users frcquentlyvc:ommit include the

following:
()  Noise making
(i)  Removal of pages from library books
Giii)  Theft of library and personal properties
(iv) Marking of pages of books with a biro, pencil, pen etc
(v)  Transfer of library cards to other person(s)
(vi)  Shelving of library books
(vii) Hidding of library books on inappropriate shelves
(viii) 'Wilful damage to library materials
(iX)  Failure to return over due books
(X)  Entering the library with prohibited items
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: rt loss of library books Prompy)
(%17 l]:al;:;sr;t?orsesgmit oneself for checking o
(x!!) Dio ping of overdue library books ip unamhoﬁzed
) o inlerI:tion to escape sanctions. .
It is a common practice among ligran.ebs to . 3
library behaviours as outlined above and distri ute same to llbrar e ellg A
ibrary I notice board (in the case of school library), Sanction, Fohoss or Dag, i
the schoo r(‘i ulations are also usually made clear to the library ol 10]qy;
viliee ;r(z%n le, A Guide to the University of lorip Libr t
book s;;(l)lrs i)ut crl)ca,rly rules and regulations that library yge

P.16.
) : lati IS myg Obey 2TO) hayy
categorized as general regulations, borrowing T€gulations ang d‘SCipline : |

Dlaces !
ith o
Prepare g oy, thay h "

GENERAL REGULATIONS
1 Members must show their li-brary. tickets on entering lbrg |
: borrowing books, and at other times 1f. asked to do sg by the Porte, s;y, Whey |
any member of the senior staff of the library. » Secury i
2 Library tickets are not transferable. Readers are adviseq tq keep their
securely; they are valuable documents and readers are hejq reSPOTlsibl]Cke[s
books issued against their tickets. € foy
3. Books must be returned immediately on demand from the library, The
issued out only with this strict understanding. Y e
4, Books may not be taken out of Ilorin without the Special Permissiqp of
University Librarian. ¢
5.

Before leaving the University finally,
loan to him/her from the library as

€ach member myst retum all bogj
well as Surrender his/her §;

6. Mutilation of library books, marking or tracing of any kind op library books 5
strictly forbidden; offenders will be heavily penalizeq.

T Absolute silence is to be maintained in and around the library. No any form of
group discussion is allowed in the library.

8. The use of cell Phones in the library is prohibited unless it is put on
vibration/silent mode.

9. Smoking of any kind is not permitted in any part of the library

10.  No food items or drinks are allowed in the library e

1. The use of Candles, matches, kerosene or hurricane lanterns and chemicilsit
the library is prohibjteg. - ol

12. All forms of dressing Prohibited by the university authorities are not allo¥

i in the library. |

méy
Seats may be feserved for 15 minuytes only after which other readefs
OCcupy them. ,
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prief cases, gmbrcllas, bags et
however advised not to leaye val
cloﬂk room or unattended o ' oy
in the cloak T00m or on the tables gre at Within g, ieye

not be liable for the loss or degyry oy - Of such N Tisk gip
Readers must show all bogkg in thej, 0llch Valuabjeg €¢ the )y
themselves to body search at (e et WheSsessnon to ¢

: € o
all 1foraty HOOKS have been properyy o IeaVing ey Porer and sy,
removed from the library, The libry and

Uable (o o 1T in the

g cl
reading tabl%s andse[s Oak Tog

Iy re 1Y materjq) o e that
- B o sery ) is il
checking of hostels anytlme_ It deems iy fit 1o rees he o emba;%a“y
illegally removed from the library “Over all books 44 ioumna,
Ma

NG REGULATIONS

All loans must be signed for in Person at the

Books will normally be issy
students and four weeks to Postgraduate styge
administrative and technical staff,
A loan may be renewed on request for an

other period of two or four
. 2 1 w
specified in paragraph 2 above, after which the book must be retumecf i];stl?:
library.

Undergraduate students are allowed to have four

time while academic staff, postgraduate students and other senjor

administrative and technical staff may have up to six.

Periodicals, Reference materials, Governments, Corporation Documents

cannot be borrowed for use outside the library except by special permission

from the Head of section where the materials are located. ‘ .

Borrowers will greatly help other library users and also the library staff if they

return books as soon as they have finished with them and never later than the
date stamped inside each book. : :

ﬁt book maypbe removed from the libraryk until the loan trlan;zlt;:(;t)c])g l;:snll)iﬁg

duly recorded and the date-due-slip §tamped. 'Ith:it relg(;;iz:] g(;y.

library will be treated as theft and will be pumshc; ac:;] T b Joavin e

Only members with provision for clearance when they

; Others will be
univ i ow library books.
niversity finally are allowed to borr

: i r Reference only.
permitted to, however, use the library materials :rc; 08 emic staff,

el hall
ini ) ical senior sta _ s carrel s
adrmmstr.anve{tf:chmc he Readers Services Libranan. Awhich the library shall
be made in writing to the eks consecutively after to the carrels at the
unused for more than three we hall drop keys Under no
relocate it to another applicant. Each user s on each day of use.
place of collection when leaving the lbraty

books in their possession at a
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circumstances will keys to the carrels be held OVernigh b u
of this will be appropriately sanctioned by the fibrary, Y the User, .

l()lal()rS
DISCIPLINE

L A fine of twenty Naira (N20:=) is charged for each day 4 book ;

for the first fifteen days and thirty Naira (N30:=) per day thereaf:e ep OVerg,
2 A fine of five naira (NS5:=) is charged for failure to return 3 b00krr'

the library from the third day of the recall notice. e'Canedb
¥ Students who persistently fail to retum library books o Settle libry,, ..

shall:- TY fing

(@) be reported to their Deans in writing
(b)  have their names published on the I brary and faculty notjce boardj

(c) be refused registration in subsequent semester or year (if they are no
graduating) -

(d) have their certificates withheld (if they are graduating Students)

6. Staff who fail to pay fines or replacement cost shall have the amount involved
deducted from their salaries after such staff should have been given a month’s
notice.

7 Persistent staff defaulters shal]l pe suspended from using the library and

A management committee, :
8. The library reserves the nght to suspend or Wwithdraw a] library privileges
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