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1.0 Introduction
Unlike the technical services which take place behind the scene and are often

of indirect assistance to library patrons, the user SErvices are carrjed out at the service
outlets of the library and are of direct assistance to the | tbrary patrons. User services
are provided in the part of the library most commonly referreg to as Readers Services
Division. This division usually comprises of major sections such as: Circulation,
Reference, Documents and any other section with allied functions to the major
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s of the Re - o
e comPO“C"frhc chdmasdscrs Services Division may vary f;
. . ™, C- . ° 8 ” h M
rconvcn!cn_cc ader rvices Dnvusnomsthcima:ry rOmhbrary to
This is because, it 1s at that division that ¢ gce mak'“gdivision

1ibra . : : he libr
e 1. eract directly with the library and where opinio ary patrons/users

f
0 DI§ can easily be formed

ly i
ungn]t (he libra™y"
a

. module will dilscu_ss. the procedures for the registration of ugers ; -
This T g V arious aq;vxtnes n plrculathll and reference secti(;ns~ llfl the I!bx-a g
cxplz;I:l = swill be.lald. on ch.argmg. anq discharging of books. Inter.lqb the llbra!ry_
Emp :h . functions in circulation unit w1ll- be discussed. Adequate diScll rary len-dmg
and 0 L activitics in the reference section. Types of reference in Ission will be
given _Other services available in reference section will be hj %?ilrfs il bo
oty an d categorize different reference sources. In addition, SCW%CeSgaJSSQQIS'O’
i Jphic uthlll]:?e dlscu§scd. Asm_gnmcnt will be given to students to do i ein
]rcgrraorfl inorder t0 have interaction with circulation and reference librarians olnthe
: ;

5 Learning Qutcome
i;t (he end of the lecture, the students are expected to:
) explain how university registration automatically qualifies each student for
! library registration and borrowing of books; :

differentiate between circulation and reference materials;

i) explain the differences among types of reference materials and how they are
used; and ¥ e ‘

identify the rules and regulations that guide usage of library materials and.
acceptable mode of behaviour of library users.

30  Main Contents

31 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 under-listed 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 .
Notifyjng borrowers of overduc loan
{:‘tlsojmg.pmaltics on overdue l(?ans .
. Lib:a uctngn of Patrons to other !lbrancs
rary orientation, user education €tc

'%
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3.1.1 Registration -
;] Registration: 1_‘Ins IS an act o.f having dCtailc |
users (_»l‘ th_c lih{-znry.‘lt 1S a vital rou(mc CXercige Carrja Qr"‘au
identification of those whq have the right to yge the | d ot
bar whoever fails to register ‘from using the librg fary, Libray\“bra%f},
facilitates both lending process in the library and jsgy - Regis r !
other libraries. Registration of users guaranteeg the uncc r]
without any discrimination. Sers the uge ling, Ye b
Process of Registration: Registration Procedyr. e
one library to another. It depends on the tYPe of the rlf_" tl)n
registration it is a continuous process. Each yge, ¥t il fary, 1
shows up to be registered for the first time, The Stereq

: Cgistratjg, , . A
Forauser to remain bonafide, he/she has to reney his/ eron

Registration in the University of Tlorin library i ; g Stratjg, Specifl: 'l
token amount chargeable as registration fee. Thjg amoy e

another. For instance, at the University of Ilorip library, - from one e |
graduate students pay for registration as part of feeg e Oth  liby, "
fee charged is two hundred Naira (N200.00) for undergraq ® Unjy,
pay five hundred Naira (N500.00) into theUniversity ac

Library charges registration fee of six hundred N
directly to the library and National Library
hence, it does not charge any registration f;

institution. Where applicable, a registered user may haye ¢, sh
payment by producing payment receipt. oW ev

3.1.2 Online registration

- are usually provided: Name, Faculty, Department, Hall of
Residence, (Residence Address if off-Campus) or Matriculation Number, Level,

Session and any other information necessary. Once registered Online, there is no
need to renew €very scssion. A fter finishing the course of study, there is a way 0
discard the users from the registration list.

University of Ilorin Library provides Library Guide for each registered usct

. . % . d
This specifies rules/regulations governing the use of the Library. These rules an
regulations are specified later in this Chapter.
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3.1.3 Lcmling and charging of books
C'hz.lrgi“g of books is zllln actofissuing gy Materials o |
jibrary, i.¢. anactofa uowmg USCrS to borrow magepiaic
a specificd period. All types of library leng out thej S outsiq
users, except the Nahon;nl Library that js m
Jllowed o borrow materials from librarjeg for the
|ibraries whenever and wherever they desire. However
out of the library. The loanable ones are textbooks

Jaced on reserve. Reference materialg whicl

. , 110 some |; )
not allowed to be taken out_of libraries on loan. The librarjeg

ainly . O their registered

and

wi demic and special librari
Newark with both aca pecial libraries, As 2 tesult of
of library automa;
< ation,

the methods are computerized in some libraries. The use o

lending process not only faster but also possible to geta IiZS(c))ltl‘]Emer has made the

books with minimum efforts. The detail of each charging method issgz;s x:jht}? bhic

of this book. 4 €scope
Newark method has been in use at university of Iorin since it< i ,

S $Es pgers. SInce its inceptj i
is because of 1ts simplicity and suitability for meeting the library, Furtlfen(‘)r?(;r](;hlii
does not require thf: use of any expensive equipment and it js self-charged. In so;ne
other libraries, during regl'stratlon, a user 1s given a specific number of card which
corresponds with the maximum number of books that such borrower is allowed to
borrow. When the user borrows a book, one of the cards is taken from him or her and
put i[} a pocket at the circulation area. When the borrowed material is returned the
card is removed from the pocket and returned to the borrower (user). This type of

 borrowing is called pocket borrowing system. The majority of university libraries in

Nigeria operate the pocket system.

Another method 1s to remove the card that contains the particulars — Author,
Title, Call number, and Accession number etc of the book from its pocket. The
borrower fills his/her particularson the card and the date-due is shown both on the
card and date-due slip on the book. The card is retained in the library while the book is
given to the borrower. When the book is returned the book card is removed from the
fileand put into the book pocket after crossing out the name of the borrower from the
book card. '

Each library specifies the borrowing period and the number of bgoks to be
borrowed by a patron at a time. This may depend on the status of their patrons.
Patrons of higher status are allowed to borrow more books and fo_r a longer period.
For instance, at the University of Ilorin library, each undergraduate is allo“'red'to have
0 his/her possession on loan a maximum of 4 books for two weeks ata pointin ttme.
Postgraduate and Lecturers are entitled to 6 books respectively qnd for 4 vvsft“:l(csc ;1; :
fach case. Limits are set in order to allow as many patrons as possiblc t0 haveac

Othe limited library holdings.
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University of Ilorin Library ad()pls. Newar.k method Ofchargi
entails filling of three carbonized slips which are in turn filed in the l:ag Syslem
and discharged when the borrowed books are réturned. nsactiqn“mig
"ay
- §

3.1.4  Sequential steps inborrowing
Locate the library catalogue '
Check the library catalogue for the entry of the desired m
publication, the library is likely not to hold it. Ny,
- Ifthe 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 fo, help

atenal, If
. Cntry
0

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

- Check the Name/Matriculation Number of the User.

- Give the books to be borrowed to the staffin the Circulation degk for sjon:
of date due ' 8nin

- Give the books to Circulation Desk to staff t

to complete the procedure. b
Atthe point of exit, show the book to the porter for clearance.

An act of taking any book out of the library without due process of borrowipe

contravenes the library regulations. Such action is met with necessary discip]inarf, |

action which may lead to expulsion from the University (for student) or work (for

Staff).

0 type details into the Computer

3.15 Discharging of books

After a book(s) have been charged out to the borrower, it is the primary

responsibility of the borrower to keep the material(s) secured and to return borrowed
materials to the library on/before date due. When returning books to the library, take
the materials to the circulation desk DIRECTLY BY YOURSELF. It is risky sending
back borrowed material(s) through a third person. A borrower is liable for any item
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these serve as evidence of returning borrowed m
Pleasc note that L of the same publication are differ
numbers known as Accession numberat the Un;

allow a borrower to present a publication that g
loaned out to himor her.

aterials.

OCS not tally with the copy that is

3.1.6 Notification and imposin
When a user fails to return

have equal opportuni.ty to access the materials when needed. The
penalty varies from hbr_ary to library. Some libraries withdraw borrowing privileges
from erring patrons while some imposc fines only. The amount charged on over—c%uc
materials varies from one library to another. For ihstance, the University of Ilorin
library charges N20.00/day for first 15 days and N30.00/day thereafter. This is
subject to change after proper consideration and due approval from the University
Librarian.

policy on overdue

3.1.7 Renewal of Borrowed Books
When books on loan are due and the bo

the borrower(s) is/are allowed to renew the items provided no other user(s) is/are in
need of the materials at the particular time. Fo

_ r renewal, take the materials to the
circulation desk and if the material can be allo

- : wed, the circulation staff will stamp
another date due on its slip. You exit the library after showing the material to the
porter.

NOTE: The porter has the ri

ght to take back from any library patron any
library overdue material belonging to

the library or any other library.

3.2 Reservation of books in the library

No doubt, no library carries multiple copies of each title of its holdings that
will go round all its patrois in specific areas. Therefore, when a particular title at a
point is in great demand, and its availability in the library is limited, libraries usually
place such books on reserve. This is to prevent the monopoly of use of such by a few
privileged users. Materials are placed on reserve when lecturers request them for
students' assignment, when the book(s) cut(s) across many disciplines and are in
demand by many users. In the same vein, rare books are placed on permanent
reserve. , -

The reserve collection is usually placed in close access in the circulation
section of the library. Only the circulation staff that has access to and retrie-:ve reserve
Material for any user on demand. Reserve materials are to be used in the library fora
Specified duration. However, such materials could be allowed for _weelfend
borrowing when the library shall not open to the users. Whether a reserved item s to
be used within the library or over the week end, the users shall have to sign duly for
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the item and indicate their seat number or location in the library at the time of
« use

ithi i Iress for weck endusc.
/ the library and contact adc : |
within Any borgk on reserve loan may be requested for by completip,

request form. When such item 1s dischargc_d,_nt is kczlbaSIdc and resery
person who has made the request. She/he is informed by writing to ¢cq

matcrials.

. Inter Library Lending _ . ‘
- NonliT)rary Can}!’wld all materials that 1ts users rhay require. For thjg Teag,

libraries enter into a cooperative sc_:hcmc Wit_h onﬁ an().fller tf; fl;l;al?le them Provig,
their patrons with inter-library servicce. Matcrials that arc available in one ljp;

a ['ese
ed fy fve

¥ [h

: a
which are not available in the other library can be accessed by library users throy }tl

inter-library cooperation. The lending library may make a‘i?‘lli‘ble either origing %,
photocopies of the material(s) at a token cost to borrowers. I the original copy of the
matcrial is on loan to the uscr, the date duc1s spcmﬁcd 'to ensurc sccurity and Promp,
return of the material. The inter-library lending service 1s usually made avajlyy,
only to registered patrons of the borrowing library. At the university of Ilorin library,
the service isopentoonly itsre gistered students and staff.

Other Functions ) ) .
The circulation section of the library carries out a few other functions apart

from those outlined above. These are not offered directly to the users but are meap
tofacilitate casy access to library facilities.

(1) Shelving of Materials: Users are not allowed to re-shelve any consulteg
materials. They are to LEAVE CONSULTED MATERIALS ON THE
TABLE for circulation staffto shelve or reshelve the materials.

(2) 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.
34 Reference Section
34.1 Reference Services

A reference service is a specialized kind of service that a library user obtains |
in the reference section of the library. A library user may pose questions (queries)in.
form of making inquiries to which the reference personnel supply answers that malch
(meet) the questions. Sometimes, the person who makes an inquiry may not be surc|
of what is needed or how to go about making such inquiry. The reference staff come®

into the rescue either by re-formulating the query statement or by making matenals

that contain answers to the query available to the inquirer. .
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esof crcrencc}nqu_irics
Typ Katz (1982) identified four}){pcs of reference inquirics. They are Directional
uiries, Ready Reference inquiries, Specific Search inquiries and Literature

in . . -
searching inquIrics.

() Direcli9llal .Inquiries: These are general information queries which require
mere direction. They do notrequire the use of reference materials but require
little time and are the most reference inquiries in the libraries. They are ve
short and specific. Such questions may be: Where is the library catalogu?‘;
Where is the e-library? Where is the University Librarian Office? etc .

(ii) Ready Reference Inqpi.ries: 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 llorin? etc

(iii) 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 so and so? Do I get articles on Rat rearing? How do I get
information on invention of Aeroplane?

(iv) Literature Searching Inquiries: This calls for comprehensive search on’

topics. This inquiry requires requesting for relevant materials on a topic such
as for Research or Term Papers.

Besides the main reference services, the section may render other
allied services among which are: referral, current awareness, user education,
research assistance and Readers advisory services:

(i) Referral service: This is a process of directing library user(s) to another
agency for further help as regards information or materials needed. At times,
the reference librarian may have to make direct contact with the agency
through appointment or sometimes escort the patron to the agency.
Specifically, Reference Librarian may be charged with the responsibility of
introducing the patrons to other libraries for usage.

(ii) Current Awareness Service: This is a mode of following and bringing the

~ attention of library patrons to any in-coming documents into the library or
any information that may be relevant to the library patrons. The information
may be conveyed through accession lists of new arrivals in the library,
information bulletins, telephone calls, current content lists and bill boards
especially for call for papers and advertisements for seminars and
conferences, ete. This is to keep the library clientele abreast of developments
in their areas of specialization and it 1s most commonly found in academic
libraries, documentation centres and special libraries. :
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i volves giving instructions to library Clie“lele
tion: This 1n : ticularly, the ref On
! and its resources, par ’ Crence ¢,

(iii) User educ . , th o
ibrary course 1 any university is a way o o Ry,

to usc the librmyL
instance, Use of

: 1 5 UQy
i ervices. a
(he library, its resources and services Pu'lllng . in
students about th or in the course of searching for an iter, thrgy, S
o divi ibrary us )
individual library oo uscreducation. y

: is - F assisting li
library cataloguc . o+ This is in form of assisting libra .
; e: This 1 TY usery
. ders' Advisory Servic

. 5 i . nl
hoice of materials relevant to their needs. This is commonly proyi, dbyt}}:e
choice O MERERTE™ 7=,
ic and school libraries. e .
Puth'l}':dASSistance: This is in form of aiding library patrop, i
) ResearlC tion and selection of their research tOP]CS, a]?d fesearch fe
Aforg‘msa utting them through literature sear‘ch, citation style, dec
Smfallzi’lila)r cit:tions as well as recommending journals for pypj;
un )

research reports.

n [he
lpheﬁng
Shing o

34.2 Reference sources o

The terms Reference Sources and Reference materials are synonymous, Ty,
materials can be in different forms spe'mﬁcally prepared and designed in Solyiy
querics from library users. It may be primary, secondary or tertiary materia whicl
has been enlarged, condensed, or evaluated })y a secqnd party. Reference Materi]g
are in groups, usually located and arranged in a definite order at the REFERENCE
SECTION of a library and can be differentiated from other materials by putting REF
below the call mark. Principally, THEY ARE TO BE CONSULTED WITHIN ANp
NOT TO BE BORROWED OUT OF THE LIBRARY. Reference materias

CONTAINFACTUAL INFORMATION. Other features of reference materials
include the fact that

- They are normally comprehensive in scope, condensed in treatment and

ARRANGED IN SOME ORDER usually alphabetically for ease of retrieval
on the library shelves. |

- They are not for consecutive reading but for finding out bits and pieces of
- information. '

- They are usually in hi

; gh demand but held in limited copies and relatively
expensive. | -

1 34.2.1 Types of reference sources

_ Reference materials are of two cat
directly and those that will

The former includes E
Almanacs, Handbook,

Gazetteers, Guide books.The latter includes Indexes

et



EnC)’CI('}ll)]c;(:/lﬂ‘;rC generally in multi-volume and contain a whole corpus of
dee within the scope of the subject in concise and accessible form. They
O“.rlC ﬁr“ and essential facts only but they are not'to say the last on a subject. Some
r",wdﬁ_n {hcm run into several pages and into much technical detail. They contain
arllclelS lrl and long articles and arc uniform in content. In order to cnsure that related
botl,‘S :g are dealt with in proximity with each other rather than Separated by the
subéecin vagaries of the alphabets, they may not be arranged in alphabetical order. For
raﬂlocs’er investigation, they may not offer any more than a starting point for a topic for
gv(l:xich they have designed. They usually have bibliographi

: : . ¢s to articles which may
uide users to further reading. Encyclopedias are divided into general and subject

ones. Those dealing with all areas of knowledge are general encyclopedias and those

whose coverage 1s limited to specific or group of subjects are subject encyclopedias.
General encyclopedias are good sources for background information on any general
topic and they answer facts or ready-reference queries.

Examples: -
General Encyclopedia:

Encyclopedia Americana, New York: Grolier Incorporated, 1990, 30 Vols.

Encyclopedia Britannica 15" ed. Chicago: Encyclopedia Britannica Inc. 1990 32
' Vols.

Subject Encyclopedia:

McGraw-Hill Encyclopedia of Science and Technology, 6 ed.
Kirk-Othmer Encyclopedia of Chemical Technology (Interscience) 23 Vol.

. Dictionaries: Dictionaries are one of the most common reference books.
- Dictionary's concern is words, either the general words of a language or the special

terms of a particular subject and may be in one language (monolingual), two
languages (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 Longman
Subject Dictionaries include :

McGraw-Hill Dictionary of Scientific and Technical terms 4" ed. New York:
McGraw

Hill, 1989LM Miall and D.W.A. Sharp. A new dictionary of Chemistry Londor:;
Ie‘:lmlggrg;m, 4"ed, 1968H. J. Gray and Alan Issacs. Dictionary of Physics, Longman 2

Di : : e, 7 e
anrecm“eS= These list names and addresses of individuals or organizations and arel
irzlé?e(-l 0 match the need of their users. There are city directories, Institutiona
ones, professional directories or trade and business directories.
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Examples: _ . o

The National Telephone Dircctory ]()()90(()] Lagos:
igerian Tele Junication Ltd.

Nigerian Telecommunication L -

. incss Schools LLondon: B

The ABS Dircctory of Bus b blishing

‘I enrnine. London: Europa 'ublk: 2 .
World of Learning, Londo p andThCngCﬂanllldustryDircCl .
0

are” - erian Medical Directory;
Others are The Nige ant events ofthcprcccding :
YCar

Almanacs and Year Books: These contain gn:_porl it
. g statistics relat ntries. per :
Almanac is a compendium of data and st : pClSO"alilieq

events and subjects and are more retrospective t-han the yca[iljclook_
Examples: Whitaker's almanac, London: J. Whitaker sons Ltd.

Nigeria Yearbook, Lagos: Daily Times of Nigeria -
Mchraw Hill Year book of Science and Technology. New York. Mc Gr_aw Hill

utterworth and Heinemy,
¢ nn.

They are synonymously used hav;
ng

dbooks and Manuals:
Handboo ady reference to established Knoweg
8e

information in handy form meant for re
rather than recent advances. _
Handbooks contain skillfully selected data presented in tabular fory, ang
judiciously indexed. They contain formulas with instructions for making part; Culyy
- products or producing certain reactions. ¢
Examples: _ _
andbook for Mechanical Engineers. New York: Mc Gray,

LS Marks: The Standard H
Hill
H.H Huskey and G.A. Korn. Computer handbook. New York: Mc Graw Hill.

The steel designers manual.
New York Cross by Lockwood
CD 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 Nigeria. 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 and 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 physical
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} Iy as mountains, hills, rivers, valleys etc of
$ an

v »Q QUC ]
A ca. Road map tllustrates

, " oads. and bridges. Ead e s

= roads lall—n.otlds. 1 lmié:“ rolmml map limits itsclf to political b

.ities. countrics and ste An afl. c : et

| {OWNS, citics, d states. An atlas which is a CO”CCtiol(])UI}ddncs such

‘ Ol maps ma
: y

L ontain various types of maps and serve the purposes that the const
", b aps will serve. A thematic atlas deals with a particular subject siuenttypes of

Examples: Map of Nigeria. Abuja: Dept of Surveying

‘Times atlas of the'World. London: Times Books. This material :
éomprelleﬂswe trea_tlse on the people, land, water, minerals f(frr(lla i
countries havinganmdcx of over 2,100 place names with countr;/ refc e e o
‘North America 1n Maps by R. Knowledge and Westore. London: Iif)‘;ccs. -
material describes the topography and landscapes of Canada and thé Un'tgl(?gn. s
Americausinga series of samples of maps. e alenot

",‘Atlas of Human Anatomy

' Gazetteers and Guidebooks:

Gazetteers: These are lists of geographical features such as cities, rivers

»fmountains etc \yith necessary information for their location. They may fom; part of

‘anatlas or constitute a separate publication.

" Guidebooks: These are otherwise known as travel guides.

,‘ They provide travelers with information about what to see, where to stay

| where to dine and how to get there. They contain information on places of intcrest’

},hotels and restaurants etc. Hence, they are also termed tourists guide. ,

" Examples:

. (i) Gazetteer of Ilorin province/by H.B. Horman Hedge: London: Allen and
Unwin. This material provides information on the history of llorin province,.
and the individuals who at one time or the other played crucial role in the

development and administration of the city, province and population.

(i) Chambers World Gazetteer
(i) 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 Mapsisa travel guide

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

. the general notion of an entry.

: ‘Examples: . s
- Websters New Thesaurus of English Language New York: Population Pubhshl(leg
. Co. This reference material covers over 340,000 related and contrasted words,

: e i mes ) : s e in
. Synonyms, autonomies, idiomatic expression, definitions and words usag
] English Language.
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”ZH.:UC S I r(l(lLln:lr I . S
> ating froma G

and obtained from Minisuy Oflnfgenc
0

Y

Oy

Gazette: Thisisa government doc >
L . - . ) O ‘) 7
it Federal or State. Gazettes arc pri

through Government Press.

hlet form and contains information on 2overny,
Cnyt

A Gazette is in a pamp it ther o .
i : : ar vein, some other governme
activities of its agencics. In a simi > 5 ent dUCumca"‘l e
provide some reference information. Dty '"ay
Examples .G
. - coria  Gazette. Tlorin:  Government Pre
Kwara State of Niger SS, Warg

Government. It provides legal notices, news about appointmentg biis Slatc
T . ’ Mas:

results of examinations €tc. . . ' “Otlons

deral Bureau of Statistics provideg

Digests of statistics, Lagos: Fe 1
for planning purposes by the various arms of the government.

dat ’
a0n activitie
§

Gateway to Sources of Information
Apart from the sources outlined above, three_ other sourceg Provide
sources. However, these other sources do not provide information dirccureferem:e
the users' needs. In order to meet the users' needs, each type of this set o £ t}’ to Mey
directs an inquirer to another type of reference source whijcl mgyormatign
COntyj

information that meet the inquirer's needs. These are Indexes Abstrac
) S al’ld

Bibliographics.

Index:
' Books usually show at the end of all their chapters the list of more iy
Portant

authors, key words, subject wise or other terms with their speci
within the book(s). These are called book indexes and they arﬁ(;i)lfrfdl)iigsi re(fi'erences
books. However, keys to the contents of back files or bound volumes ofm andard tey;
and analys;s of the contents of periodical(s) are referred to as period; OsltJOurnals.
They are primarily used to generate references (reading lists) on given tolc.a Indexes,
Indexes can be included in the final issue of the year or volume o]zl'cs.l i
E;?t liubls-equent 1ssue of a journal. A list of cited articles, ‘under each ofl?vch;t:(:\e(ijsm
er list to a document where they have been citgd within the period by the index iz

Examples:

Science Citati i i
ltation Index Philadelphia: Institute for scientific information. The

material issues citations whi
e ik which . .
blbhographnc Information and Sogéﬁnzlep):labencally arranged by author, provides

Education Index
author, number of pages tylee“;:a (::](:n P;.W. Wilson. This material lists cumulatit®
SR » degree and date etc of an article
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others ﬂg?‘;lx%
fndex ™ Current index to scientific and technical literature

gl Hume. Technical article index
r——

Clealf_‘;d science and technology index
1

qumanity Index cte
pstracts: It is a summary of the contents of a document in 2 S
A document (Rowley J. E. 1988). An abstract is indicat
ation on the items covered and informative w
b ential points in the orlglr}al_ document. Both are helpful aids to users for
d;:ci ding whether or not the originals of the documents listed are worth consulting
when the original doc;uments are not available or an overview of their contents is noi
qatisfactory, informative abstract can be consulted.
Abstracts are mainly used to generate reading lists on given topics or subject
matter. They CITE and SUMMARISE the content of publications on a given subject

area.

tyle. similar to the
ve 1f it gives a brief

inform hen it gives details of the

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

Others are Computer Abstract, Chemical Abstracts, Building Science Abstracts,

Abstracts of world medicine, Training Abstracts, Instrumentation Abstracts,
Forestry Abstracts, Water Resources Abstracts, American Society of Civil Engineers
Publications Abstracts, Dissertation Abstracts International, The Biological
Abstracts etc.

3.5 Reprographic services

35.1 Photocopy Services A

Reprographic Services are offered to users by libraries to meet the special
needs of users. These services among others include photocopying and binding. Not
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 may no
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 a
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
ofa few pages that may be required. At the same time, the library won't want a patron
tobe tempted to pilfer or mutilate a library publication because of their desire for the
publication or part ofit.

In order to find a substitute or prevent mutilation of the materials, library .

levant portion of the

USErs are gpj iti ies of the re
given opportunities to make photocop m which

Materials; however, some libraries restrict the type of materials fro
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photocopies can be made. For instance, university ol'“ Horin Liby, 0
photocopying of any part qf thescs Z.l'lld dissertations. Thjs iS (o % gy d
discourage plagiarism which is a very scrious qff(?ncc among scholarg Prcvent N
Libraries offer photocopy services within ar}d they charge ,
services. Where such service is provided by a vendor i.e an operatoy i en fod
library, the library regulates the charges by_ the operator. However j fa Dl?o Sigy
, not available for this purpose within the library, the patrons are allow@d t
’ material(s) out of the library after du; process anc} return them short]y aftey
! case, the patron may have to deposit collateral in form of an identity Ca -1 gt
card. In a similar vein, the library can also arrange for or obtain pho[r ibraa
materials that are not in the library stock but are avalla_ble in any othey libr(;comes p
patrons on request through Inter Library Lending Service. Iy for
! Do NOT abuse copyright laws when you make photocopies ot
materials. In order to guide against the abuse, the librarian often iom
4 UNESCO recommendations on reproduction of materials for acader;, S th,
UNESCO recommended that no material or any part of it should pe pho tocpur.p"se. |
reproduced for sales or other uses other than for academic or researe 1 pu Miedy,
order to ensure this law, libraries allow patrons to make ONLY A COPY, fan 0%e. 1y |
any material that are requested for photocopying, oth.erwise approval mygt p, Eagof :
| from the copyright agency. This must first be obtained in writing before & ;”ght :
permission to make copies  above what the law of “fair uge” allows. FOrf;tlng
library lending, the “fair use” form must be completed by the borrowing Lib tey
librarian before the lending (owner)  library can grant the requests. fary)
In a similar vein, libraries can make photography service avaj
patrons. This may be one of the services offered at/by the Audio
library.

“ B o s i 2 . B

1 lable ¢, thej;
-Visual Section of a

3.5.2 Binding Services: |
Where a library has a virile binding section, its service may be extende
their patrons by mending or rebinding their worn out books. Patrons especially the
students can also take their project reports, theses or/and dissertations to 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 commercil
binders.

€ . R T

3.6  LibraryRules and Regulations
Libraries make rules and regulations to guide the usage of library materials
and instill 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 frequently commit include the following:
(1)  noise making

\ (i) removal of pages from library books

50

Generated by CamScanner from intsig.com



theft of library and person

&l e
() shelvingoflibrary book Pencl pency
(vi) hiding of library books on INappPropriag

(vii) wilful damage to library materials ale shelyeg

(viii) failure to return overdue books
(ix) entering the library with prohipi
(x) failureto reportloss of library b prompt|
(xi) refusa.l to submit oneself for checking Py
(xii) dropping of ov_erdue library books in unauthor;

to escane sanctions. “Hhonzed places wig, the inteniop,

editems

It is a common practice among librar
library behaviours as outlined above and distrit
the school notice })oard (in the case of school |
the rules and regulations are also usually ma : : ,

ot geaile, A et i Snivgfs;:tlea;;(;lt(l:reilill;ji?c]:entelc.
book spells out clearly rules and regulations that library users ?n Epp, 16-20) hand
categorized as general regulations, borrowing regulations and discl;;liﬁzzgﬁ(e)zv are

S:

: . IS Or paste it o
tbrary). Sanctions for violating any or}

3.6.1 General Regulations

1. Members mugt show their University Identity Card on entering the library
when 'borrowmg books and-at other times if asked to do so by the Porter
Security or any member of Library Senior staff. ’

2. Books must be returned immediately on demand from the library. They are
issued out only with this strict understanding.

3.  Books may not be taken out of Ilorin without the special permission of the
University Librarian.

4.  Before leaving the University finally, each member must return all books on
loan to him/her from the library as well as surrender his/her library ticket.
Failure to do so will result in delay in signing of the person's clearance
document.

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

6.  Absolute silence is to be maintained in and around the library. No any form of

group discussion is allowed in the library. e Lo
7. The use of cell phones in the library 1s prohibited unless 1t IS put on

vibration/silent mode. . i
8. Smoking of any kind is not permitted inany part of the library.
9. No food items or drinks are allowed in the hbrgry. s icaldin
10.  The use of candles, matches, kerosencor hurricane lanterns and che
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.

1

14.

3.6.2

the library i1s prohibited.

All forms of dressing prohibited by the university authoriticg are

in the library. Not allnw
Scats may be reserved for 15 minutes only after whicly other ¢
occupy them. fCadery
Bricf cases, umbrellas, bags c.t.c must be left in the cloak roo
however, advised not to leave valuable (e.g handsets, Money o ? Yoy g
the cloak room or unattended on reading tables within the librar'y.cV

left in the cloak room or on the tables are at your own risk Since.t al.
will not be liable for the loss or destruction of such valuables he I‘brary
Readers must show all books in their possession to the porter apg
themselves to body search at the exit when leaving the library tq . SUbjey
all library books have been properly issued and no any materia i S-l hay
removed from the library. The library reserves the right to leblegally
checking of hostels anytime it deems it fit to recover al| books anq ark oy,

illegally removed from the library JOurng)g

Borrowing Regulations

Books will normally be issued for a period of two weeks to under
students and four weceks to postgraduate students, academic ap
administrative and technical staff.

A loan may be renewed on request for another period of two or foyr Wweeks
specified in paragraph 2 above, after which the book must be retumed ¢, tﬁs
library. ;
Undergraduate students are allowed to have four books in their possessionat
a time while academic staff, postgraduate students and other senjg;
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 last date stamped inside each book.
No book may be removed from the library until the loan transaction has been
duly recorded and the date-due-slip stamped. Illicit removal of books from
the library will be treated as theft and will be punished accordingly.
On.ly m'embers with provision for clearance when they will be leaving the
umvgrsﬁy finally are allowed to borrow library books. Others will be
permitted to, however, use the library materials for Reference only.
Rquegts ﬁ?r private study room (carrel) are open to academic staff
admmxstratxve/technical senior staff and doctoral students. Such requests
shall be made in writing to the Readers Services Librarian. A carrel shall not
be left unused for more than three weeks consecutively after which the

gradUate
d senioy
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all relocate it to another applicant. E

- h
|ibrary S : ach
the place of collection when e 1ser shall drop keys to the

carrels atth . aving the libra
Under no circumstances will keys to the carrels be he'dg"(‘;:“?;ﬂ:say of use.
1t by the user

Violators of this will be appropriately sanctioned by the library

3.7 piscipline Naia
. inc of twenty Naura N20:=) 1s charged fore :
l' I?O{; the first fifteen days and thirty Nai%a (N3O:2§}I;gragai'l:l?§:(egsff( eptoverdue
Afincof IS (N5:=) Naira is charged for failure to return a book?‘-
3 he library from the third day of the recall notice. c-called by
Studesits Who persistently fail to return library books or settle library fines
hall:- v
(a) bsc reported to their De-ans in writing
(b) have g pub_hshpd on the library and faculty notice boards
(c) be refuse.d registration in subsequent semester or year (if they are non-
graduatin 2)
e their certificates withheld (if they are graduating students)
(e) becausedtopay three times the current price of the book(s).
Lost or damaged book(s) should be reported to the library immediately. The
borrower shall be required to pay for the replacement three times the original
cost of the material plus N500.00 administrative charge.
2 All cases of stealing, mutilation or defacement of library books shall be
regarded as serious offences and shall be referred to the students' disciplinary

committee for appropriate measure.
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 amonth's

‘ notice. 7
7. Persistent staff defaulters shall be suspended from using the library and

refused borrowing facilities for periods to be decided by the university
library management committee.

8. The library reserves the right to suspend or withdraw all library privileges
from persons who contravene library regulations. Such cases shall also be
reported to the appropriate university authorities for further disciplinary

action.
40.  Summary

In_ this unit, you ought to have been able to:
i)  describe how university registration automa
_ library registration and borrowing of books;
{Q differentiate between circulation and reference materials;
iii)  explain the differences among types of reference materia

tically qualifies each student for

Is and how they are
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é? L 1 ,.',”‘4:

iy i ide usage of librar . ",
V) identify the rules and rcgulallops that glll(‘C sag ary materlals i
acceptlable mode of behaviour of library users. a
{
0. r Marked Assessment .
51. D]illégssn/:;c Registration procedure by users of the UmVersity of |
Library. _
Discuss the following terms in brief:
a) Overdue Fines
b) Handbooks and Manuals
c) User education |
d) Encyclopedias o _
Discuss the importance of rules and regulations in the Library ang give g,
examples. .
Why arlza serials important ref erence sources in the Library?
List the steps you nced to take in ord
University of Ilorin Library.

Oriy,

g

er to borrow materialg from the «]
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