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CHAPTER THREE
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LIBRARY
Wole B. Adeoti — Adekeye -

Hawwa B. Akanbi — Ademolake
~ Janet T. Oludipe

—_—

Objectives ik, 1ok netdate) 8

At the end of the lecture, the students are expected to:. .

1) understand that university registration automatically qualifies each
student for library registration and borrowing of coowmw

11) differentiate between circulation and reference Bmﬂonm_.mw

iii) explain the differences among types of reference materials and
how they are used; and . .

iv)  understand the rules and regulations that guide usage of library

materials and acceptable mode of behaviour of library users.
Resources

1. Library Textbook
2. Visit to the Library.

Introduction

Unlike the technical services which take place behind the scene and are often
of indirect assistance to library patrons, the user services are carried out at the service
outlets of the library and areof direct assistance to the library patrons. User services
are provided in the part of the library most commonly referred 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
sections. The components of the Readers Services Division may vary from library to
library for convenience. The Readers Services Division is the image making division
of the library. This is because, it is at thatdivision that the library patrons/users

usually interact directly with the library and where opinions can easily be formed
about the library.

CIRCULATION SECTION

1Sers Interact with the section for the underlisted urpo . :

its functions: purposes, which constitute part of
.. Registration
" Lendin m\OrﬁmEm ofbooks

Retrievalofbooks from vo:oiﬂm\gmorm@z g ofbooks
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= " Renewal of loaned books
B Interlibrary lending
n Reservation of books

Notifi ying borrowers of overdue loang
Imposing penalties on overdue loans

ln_troduction of patrons to other libraries
Library orientation, user education etc

Registration: This is.an act of il
users of the library. It is a vital rout;
identification of those who have the rj

having gietailed information/data of bonafide
e exercise carried out by libraries to enable
ght to use the library. Libraries have the ri ghtto
using the library. Registration of users -also
library and issuance of letters of introduction to
guarantees the users the use of his/her library

facilitates both lending process in the
other libraries. Registration of users
without any discrimination.

_ Process of Registration: Registration procedure in many libraries vary from
one library 1o another. It depends on the type of the library. For a public library,
registration it Is a F:ontmuous process. Each user is registered at any time he or she
shows up to be-reg;stered for the first time, The registration expires at a specific time.
Forauser to remain bonafide, he/she has to renew his/her registration. :

Registration in the University of Ilorin library isonce in a session. There is a
token amount chargeable as registration fee. This amount varies from one library to
another. For instance, at the University of Tlorin library,both undergraduate and
graduate students pay for registration as part of fees charged by the University. The
fee charged is two hundred Naira (N200.00) for undergraduates and post graduates
payfive hundred Naira (N500.00) into the University account. Kwara State Public
Library charges registration fee of six hundred Naira (N600.00) only which is paid
directly to ‘the library and National Library of Nigeria does not register i'ts
users,hence, it does not charge any registration fee.Registration fee, where it is in
operation is subject to change from time to time as may be approved by the parent
institution.Where applicable,a registered user may have to show evidence of

payment by producing payment receipt.

Online Registration Procedure: .
All%ew]y admitted students to undergraduate programmes are automatically

registered online by the Electronic Support Services Dli\SSiOII:IOf t;wrgj %fsri?agi
. iy . i ir Matriculation Numbers.

Tlorin Library. This is being done by using their M: . :

that, it is aft?; the University Matriculation exercise that the lerar)é IC'?ISI /fl%;zger’lsﬁ:

stud,ents. This Matriculation numbers are collected from the COM .

i t
following information are usually provujed such as, NameMF?gthﬁtgzpﬁﬁﬁgg;
Hall of Residence, (Residence Address if off-Campus) or Matrl )

. SR sary.
Level, Session and any other information necessary

33

NP CTITT AL U My N AT IS VAT T I 1V IR



: d to renew ey
. rc 1S no nce (& Sege:
. nline, ‘h_c iscard the u 819
_— nglSlcr;:'dtuOdy here is a Way t0 disca Sers frop, the
S ’

fegi Aﬂe,
2 rsc Y 8 Strat-
ishing the €O% - des Library Guide for Ry,
g:ll.s .ty of Ilonn Library pro‘i/rl,(;etshe USerz),f the Libra(:;ch.rreglstered

Umvo;:rslll):3 s/regulations g{)Vér}:la o * Thegg mleguser'
ThiSIS‘t)'cocr:f :rscrslll)cciﬁed Jater in this C1P ng
regulall

. ks: : .
. ng of BoO f issuing out materials on loap to

Lending / Ch?rgl ks 1s an act 9 . a User

chz}rgnng 91; b;,Oact of allowing users to borrlow dmattertn}?l§ for uge ounsigz““
out of the lnbrag;;-ﬁ ed period. All types of library lend out their Materj] , - e
library for a s

cept the National Library that is mainly a reference libry f’ thej,
registered users, € materials from libraries for the convenience of yge outsig Serg
are allowed 10 borrOWd herever they desire. However, not all materia)g are € the
libraries whenever an IW able ones are textbooks on various subjects Sica ?nable
sitetiighhe ll;\ltlzie;)e?)nce materials which in some libraries are markeq .REF'Ose
o S:tsg ll;‘;efaken out of libraries on loan. . . arg
o thod of lending (or charging out) materials to users varies fy
t libm;heﬁ:z method is referred to as charging system. These methg
Ifl)ewark 'Browne, Detroit, Dikman and Gaylord wl.nl(]:h are manua'lly Operateq
Browne’is popular with public libraries fmd Newark WIC; both academl.c anq Specia]
libraries. As a result of library automation, the methods are computerizeq iy, Some
libraries. The use of computer has made the lendlqg process not only faster by also
possible to get a list of users with overdue boolgs with minimum efforts. The detail of
each charging method is beyond the scope of .thls l?ook. R
Newark method has been in use atuniversity of Ilorin since its inception, This
is because of its simplicity and suitability for meeting thp .library. Furthermore, jt
does not require the use of any expensive equipment and it is self-charged. In some
other libraries, during registration, a user is 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 in 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 is 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 i retained in the library while the bookis

given to the borrower. When the book is returned the book card is removed from the

gg:‘);nd p(;’t into the book pocket after crossing out the name of the borrower from the
card. .

Om libra
ds inclyg,

) Each library specifies the borrowing period and the number of books to be
orrowed by a patron at a time. This may depend on the status of their patrons
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postgraduate a_nd Lecturersare entit]
each case. Limits are set in order ¢
to the limited library holdings,
University of llorin Library
entails filling of three carbonized g]
and discharged when the borroweg

o allow asm

in the transacti
boaks are returned, ction trays

Sequential Steps in book borrowing:

Locate the library catalogue
Check the library Catalogue for the ¢ t 5 .
on the publication, the library is like] o 1y of the desired material Ifno entry

| ynotto hold it.
L Ifthe Library does no l

thold the title — stop searchin
L the entry rémoved, inquire from the staff g
3 ;h?pentry misfiled - try search again or contact circulation staff for
€

If found ~
- Notethe 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 staff in the Circulation desk for
signing of date due ’ :

Give the books to Circulation Desk to staff to type details into the
Computer to complete the procedure. ‘
- 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!)or.ro_wmg
contravenes the library regulations.Such action is met with necessary disciplinary

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

¥ e wE o .
Dlsmm}f}&% (;fg(;)(;)]:((ss) have been charged ou-t to the borrower,‘ 1t' 18 t-h% prmm?rj
responsibility of the borrower to keep the material(s) secured ancrl‘tq I(»:lmlll-\b ?rm::;c
materials to the library on/before date due. When returning l)-‘ook% tlo t 1c lkl<1}'?/l,l o
the materials to the circulation desk DIRECTLY BY YOQRbI?‘fri.,fl;Tg ‘t:f)ry;:y e
backborrowed material(s) through a third person. /\ borrower 1@1 hdiqchzu*g;cd e
that is returned through a third personand il o1 s

records and not found in the library.
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owed book(s), report directly at the circulatio, i

he circulation staff. Get back your own Copy 5K ang
d/canéclled). The tripligatc borrower's Slipg ;)f t}?e
different colours of white, yellow and pinl.< at Urulorml llbrary..The b(?”OWcr'S c;;ym
pink.Where book card system is in operation, €nsure that your name is crosseq i is
the card after the return of the book or get your card back as the practice May be. 1(\);11

these serve as evidence of returning borrowed mat;ria!s. - .
Please note that copies of the same publication are differentiateq by cq

numbers known as Accession number at the University of Ilorin library, This doeg noy
allow a borrower to present a publication that does not tally with the COPY thy i; :

loaned out to him or her. :

When returning borr
hand over the matcrials to t
borrower slips (now Crossc

Notification and imposing of fines on Over Dues material

When a user fails to return borrowed library books as at when dye, the
circulation section sends the erring borrower a.first,second, and third OVerdye
notices.If the defaulter fails to respond,a penalty such as fines (a token) is imposeg -
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 overdye
penalty varies from library to library. Some libraries withdraw borrowing privileges
from erring patrons while some impose fines only. The amount charged on over-duye
materials varies from one library to another. For instance,the University of Ilorin
library charges N20.00/day for first 15 days and N30.00/day thereafter. This ig
subject to change after proper consideration and due-approval from the University
Librarian. : . , 20, 0k 2wk

Renewal of Borrowed Books: . .. P |
When bqoks on loan are due and the borrower is still in need of the materials,
the borrowe,r(s)_xs/.arc allowed to renew the items provided no other user(s) is/are in
nfaed of_ the matenals_ at the particular time.For renewal, take the materials to the
circulation desk and ;f the_ material can be allowed, the circulation staff will stamp
ancr)tther date due on its slip. You exit the library after showing the material to the
porter. ‘ i '
NOTE: The porter has the right to take back f; ny library patro;
; : ‘ _ rom any library patron an
library overdue m.atenal belonging to the library or any other libg;ry. P '
. Reservgtlon qf lerz}ry Materials: No doubt, no library carries multiple
%(})lples of each title of its hold{ngs that will go round all its patrons in specific areas.
. elr';fore, .wh.en_ a par}’lculz;:lr title at a point is in great demand, and its availability in
th: rln ;Erlll;)y xslhmlfted, hb;arlesil usually place such books on reserve. This is to prevent
poly of use of such by a few privileged users. M '. '
- Materials are placed on
reserve when lecturers request them for students' ass;j : "
12 TEL ents’ assignment, when the book(s)
cut(s) across many disciplines and are in d ’ ol
: € I
rare books are placed on permanent reserve. mand by many users. In the same vein,

The reserve collection j )
lection is usually placed in close access in the circulation
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o
3

accessed by library users through inter-lib

within the library and contact address for week
Any book on reserve Joa &
V€ loan may p .
request form. When such item is disciare T;q}l ested for by completing a res
person who has made the request. He/Sh%e- > it . erve
materials. ' | 1 2 C is i

the 1i 2
enduse, b-,r ATy at the time of use

‘Inter—'Lib.rary Leﬁdin e G ;
require. For this reason, librari B 1lbrary can hold all materials that it r
q ) o 1P ©S enter into a cooperative sch N
enal‘alleb lte ?1]1] __Ollrlrg\;l'be thell)r. patrons with inter-library s:rv?crée ‘;\'/‘Ith one another to
avauablc 1brary but which are not available in-the (.)the’(rni:ilgi?’yﬁ::?nakrjee
Tary cooperation: The lending library may

make available either original or photocopies of the material &) 63 tolich Lo o

borrowers. If the original copy of the material ;

i : , 1al 1s on-loan to the user. the d .
Spec'lﬁed’ DD S ey g prompt return of the material. The int?:tl?\?rzg
l?ndmg Sewﬁce s S“'?‘?Y made qval}able only to registered patrons of the borrowing
library. At the university of IlQljln library, the service is open to only its registered
students and staff. - o2k S * open g

OtherFunCtioﬁs o

The circulation section

‘ ; _ of the 1ibtar){‘carrie_s out a-few other functions apart
from those outlined above. These are not offered directly to the users but are meant to
facilitate easy access to library facilities. | '

(1)  Shelving of Materials: Users are not allowed to re-shelve any
~ consulted materials. They are to LEAVE CONSULTED
MATERIALS ON THE TABLE for circulation staff to shelve or
reshelve the materials. . ..
(2)  Weeding: In order to assistusers notto 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 forrepairs,reinforced and r_e-m‘troducc?d.-' ; gafge o b
(3) Statistics: The section collects and maintains statistics otf use;, tytp\e,:é
time of visits and use of library materials periodically oL.e ecti
planning and decision making.
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VICES . . _
REF El}\fﬂr’:tginscl?:crw ce is a specialized kind of service that a liby,

. il Scr

: i A library user may pose questiq Obt,:
i > section of the library. ns .
in the rcfch‘_‘CC, iries to which the reference personnel supply answer, Uenes) i
fmaking Inquitd i who makes an inquij th Mat .
(meet) the questions. Sometimes, the person make quiry may o gy
of what is necded or how to go about making such inquiry. The reference Staff : Sug
into the rescue either by re-formulating the query statement or by making o
that contain answers to the query available to the inquirer. :

formo

fReference Inquiries o
Types OKatz (1982) identified four types of reference inquiries. They are Direcy

inquiries, Ready Reference inquiries, Specific Search inquiries and Li}ter:mal
searching inquiries. o ’ i . =
(1) Directional Inqumgs: These are general mformatlon Queries yy:
require mere direction. They do not require the uge Of refore Ich
materials but require little time and are the most reference inquirienc'
the libraries. They are very short and specific. Such questions ma 1:1
Where is the library catalogue? Where is the e-library? Where ii th:
University Librarian Office? etc | o &
(i)  Ready Reference Inquiries: These inquiries ‘usually require
uncomplicated responses. Such inquiries are When is the Post ) AMg
~screening coming up at Unilorin? How far is Unilorin School of
Preliminary Studies to the Main Campus? Who wag the firgt
- -~ Chancellor of the University of Ilorin? Who is the current University-
Librarian at the University of Ilorin? etc | | _

- (iii)  Specific Search Inquiries: These require minimal bibliography |
directional or advisory search and otherwise referred to a5
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 atsosoand -
so? Do I get articles on Rat rearing? How do I get information o
invention of Aeroplane? ;

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

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

(1) Referral service: This is a process of directing library user(s) ©©
another agency for further help as regards information or materials
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needed. At times, the reference librar

contact with the 1an may have to make direct

agency thr : ;
patron to the ag%:ncy}.l szlé’iggcaﬁllm”;{mfentorsom.eUm.esescoruhe
charged with the responsibility of }il,lnroediz:gcelhbranan may be
libraries forusage. g the patrons to other

(i1) fiil;fz]etxq/t\i\zsrel]e'ss Service: This is a mode of following and bringing

of library patrons to any in-coming docu ts into th

library or any information that mav b y s,

, , y be relevant to the libra :
The information may be convevyed th © brary patrons
arrivals in the library, informati yebt ro}lgh FesElof, 8IS 0 DoV
E i i o biil e on u!letms, telephone calls, current
advertisements for seminars deSpecmlly tor <] f'or. papers and
library clientele abreast and conferences, etc. This is to keep the

e W : of developments in their areas of
spemahzatxgn and it is most commonly found in academic libraries,
documentation centres and special libraries.

(iii)  User education: This involves giving instructions to library clientele
on how to use the library and its resources, particularly, the reference
tools. Forinstance, 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: This is in form of aiding library patrons in the
formulation and selection of their research topics and research
feasibility studies, putting them through literature search, citation
style, deciphering unfamiliar citations as well as recommending

journals for publishing of researchreports.

Reference Sources: ‘
The terms Reference Sources and Reference materials are synonymous. The

materials can be in different forms specifically prepared and Qesigned ip solvi'ng
queries from library users. It may be primary, secondary or tertiary material Wh.lch
has been enlarged, condensed, or evaluated by a second party. Reference materials

are in groups, usually located and arranged in a definite order at the REFERENCE
SECTION of a library and can be differenti ated from other materials by putting REF.
THEY ARE TO BE CONSULTED WITHIN AND

below the call mark. Principally, !
NOT TO EE BORROWI])SD OUT OF THE LIBRARY. Reference mateqals
CONTAINFACTUAL INFORMATION. Other features of reference materials

include the fact that
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scope, condensed in tre,

rehensive in ! Mg
sormally CSE%?{DER usually alphabetically for eage Ofre‘::' |
rhey ar¢ e . iy
] /\RRANG shelves: e reading but for finding out bits anq Pie
on the library for conSﬁcuuv Cey y
They ar¢ N0 but held in limited copies ang ;-
. in,rormat10ﬂ~ Al in high demaﬂd fclanve‘y
They arc
— expensive
rces of tWO categories, those that provide infy, .

o pateway to the real source(s) Ofinform;l.mﬂ |
ictionaries, Directories, Biograph‘?n.
Gazette, Year Book, Maps, Aﬂagcs’

: . 1 1. C§
Almanacs, Hqutl))ocz)k,s The latter includes Indexes, Abstracts and Blbhographie&’
Gazetteers, Guide DOO™>
Encycmpedia: n multi_volume and contain a whole corpug of :

They are generally 1 ubject in concise and accessible form, Ty,

<ni0 the scope of the s . ?
lmowéedf%rest\zlgglensstential fgcts only but they are not to say the lastona subject, gop, |
provide

articles in them run into several pages and into much technical detail. They contaiy
icles
poth short and long 2

rticles and are uniform in content. In order to ensure that relate
subjects are dealt with in proximity with each other ratglér tllla}lll Ze}:.aralted by the |
random vagaries of the alphabets, they may not be arranged 1n alphabetica ordef. For
a closer investigation, they may not offer any morIe than a starting point fora topicfor
which they have designed. They usually haye blbllq gI:aphlc?S to articles which may f
guide 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 is limited to specific or group of subjects are subject encyclopedias. |
General encyclopedias are good sources for background information on any generd |
topic and they answer facts or ready-reference queries.

Examples:

General Encyclopedia:

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

%glcsy clopedia Britannica 15" ed. Chicago: Encyclopedia Britannica Inc. 199032

Subject Encyclopedia:
McGraw-Hill Encyclo

! di - th
Kirk-Other Encydopepe 12 0f Science and Technology, 6 "ed.

dia of Chemjca] Technology (Irclter science) 23 Vol.
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24 fa particular subject and may e in
s Ses (bilingual) or several languages (multilingual),

languasDiCtiOnary canbe of language or subject.

Examples:

Language Dictionaries include

Thcbxford English Dictionary 2" Ed.

Longman Dictionary of Contemporary English 3" ed. London Longman

Subject Dictionaries include

McGraw-Hill Dictionary of Scientif;

'€ and Technical termg 4 e, New York:
McGraw Hill, 1989
LM Mall and D.W.A Sharp. A new dictionary of Chemistry London:
Longman, 4" ed, 1968

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

Examples:

The National Telephone Directory 6" ed. Lagos:

Nigerian Telecommunication Ltd. 1990
The ABS Directo
Heinemann.

ry of Business Schools London: Butterworth and

World of Learning, Lond(A)n': Europa Publishing.

Others are The Nigerian Medical Directory; and The

Nigerian Industry
Directory. ye 1l

Almanacs and Year Boél_{s: These COntain_important events of the preceding
year. # : :

Almanac is a compendium of data and Statis.tics relating to countries,
Personalities, events and subjects and are more retrospective than the year book.
- Examples: Whitaker's almanac, London: J. Whi_taker sonsLtd. -
NigeriaYearbook, Lagos: Daily Times of Nigeria ftue b eiizn 599
Hil McGraw Hill Year book of Science and Technology. New York. Mc Graw
il

yrlonse i d iiaving
.. Handbooks ang. Manuals: . They are: synonymously use
lnforrnation' in handy formfmé_aiit for ready reference to established knowledge
Bther thap recentadvances. i

andbooks contain skillful_ly.s_c_l;iéféd ,datg preserited in tabular form and
.M
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ith 1 ctions for makin .
judiciously indexed. They contain formulas with instru g pa”lcmar
juc g :

products or producing certain rcactions.

ll:i(‘,ql\ljl”:r]l?: The Standard Handbook for Mechanical Engineers. New York: V. Gray,

ll : Mc Graw Hij|.
:-I.IH Huskey and G.A. Korn. Computer handbook. New York raw Hill
The steel designers manual.

New York Cross by Lockwood .
CDS Tomlin. The Pesticide manual 11

Council 1997.

ed. Famham: British Crop PrOtCCtion

Biographies: They contain information on prominent tln&glf:a}lls dead o,
alive in given areas of endcavour. If written by one self, itis an autobiograp y.
Examples G5 e
Who's Who in International A ffairs. London: E_uropa P.ubllca1§1_0nls.
Who's Who in Nij geria. Lagos: Nigeria International Biographica Center

Autobiography of Chief Obafemi Awolowo.

Maps and Atlases .
Map is a representation of earth's surface and its features usually on a fly¢

surface while Atlas is a collection of maps which_ may be bound-together.--Both
materials provide information about locations, identifications an_d features of placeg

contain various types of maps and serve the purposes that the constituent types of
maps will serve. A thematic atlas deals with a particular subject.

Examples: Map of Nigeria. Abuja; Deptof Surveying

Times atlas of the World. London: Times Books. This materia] provides a
comprehensive treatise on the people, land, water, minerals, ford and maps of

material describes the topography and Iandscapes of Canada and the United States of
America using a series of samples of maps.

Atlas of Human Anatomy

re—e g~

A



mform;
o dinc and how 1o get there The alion abgyg what to g
wh .staurants ctc. 1 Y contain ipf, ; ¢, Where to sta
potels and resle seie.tence, they are algg ¢ ormation on places of inter yt
< cs

(ii) Chambers World Gazetteer
Guide m

(iii) E ducatimla.gl'h(;z rrllz?di}nfby J " A. Majasan, Ibadan: Institute of

_ erial describeg Ibadan, its settleme;nt patt tﬁ

: 3 €rn, inc

w1 131}111}(’1810?1 fzatures, location of institutions

. ersta ' - ,

(iv) Spectrum Road Mapsisa trave] guige P enetihea,

Thesaurus: This reference sour

- ce rec :
depicting the general no; ords under a single entry, all words

onofan entry.
Examples:

. Websters New Thesaurus of English Language New York: Population
publishing Co. This reference material covers over 340,000 related at.xd contrasted

words, synonyms, autonomies, idiomatic expressio .. _
- n, definitions and words usage
English Language. ? sage in

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

g Gaze_ttte: This 1s a government document emanating from a Government
| Agency, pe it Federal or State. Gazettes are printed and obtained from Ministry of
Information through Government Press.

A Gazette 1s in a pamphlet form and contains information on government and
the activities of its agencies. In a similar vein, some other government documents
may provide some reference information.

Examples

Kwara State of Nigeria Gazette. Ilorin: Government Press, Kwara State
Government. It provides legal notices, news about appointments, promotions,
results of examinations etc.

Digests of statistics, Lagos: Federal Bureau of Statistics provides data on
activities for planning purposes by the various arms of the government.

Gateway to Sources of Information .
Apart from the sources outlined above, three other sources provide reference

sources. However, these other sources do not provide informat:lon diregtly to rr;eet
the users needs. In order to meet the users needs, each type of this §et of informa tlt?iIrll
directs an inquirer to another type of reference source which may con
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quirer's needs. ‘

on that meet the in d Bibliographies.

informati ndexcs, Abstracts an

These are ]
; their chapters the list of more :

Jow at the end of»all : _ t Mpor

Books usually sl_cct wise or other terms with their specific page referenigt

authors, key words, subj d book indexes and they are found in Standarq te

ot These are calle
e ;];c‘lz/gsgsl)(eys to the contents of back files or bound volumes of most joumalg
boc(i) l:;‘al)(f)scs of the contents of periodical(s) are referred to as periodical indexeg
an '

_ » A , ding lists) on given topics
: imarily used to gencrate refa e irea it
They arc primarily be included in the final issue of the year or volume or Includeq j,

Indexes can : : : _
the subsequent issue of a journal. A list of mtec_i artlc-les‘, under each of which .
further list to a document where they have been cited within the period by the index i

termed A CITATION INDEX. They ONLY CITE jou1:na1 articles. The userg have
search journals that are cited for the articles. The articles are usually arrangeq in g

specific sequence in the journal that contains t.

Index:

Examples: o _ e . _
Science Citation Index Philadelphia: Institute for scientific information. The

material issues citations which are alphabetically arranged by author, provides

bibliographic information and some index. o
Education Index New York: H.W. Wilson. This material lists cumulative author,

number of pages, title, citation, degree and date etc of an article |

Others are:

Index medicus.
Pandex: Current index to scientific and technical literature

Clearer—Hume. Technical article index "
Applied science and technology index -
Humanity Index etc =%

Abstracts: It is a summary of the contents of g document in a style similar to

matter. ’?1:)&:83 é?t]?g ;enr;g%b’MKjZ%)Sgenerate readjng 1iStS ‘on giveh topics or subject
area. G B 05 Tt - E t_he;CQ,n_tE}n"t prublicétion's*dn a given subject
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Abstracts, Abstracts of W
Abstracts, Forestry Abstract
‘ Engineers Publicationg
“ Biological Abstracts etc

()I'ld m

Ine el

S, Water R ' “Talning Ay,

Csou Stracts,
Abstracts . C¢S Abstracyg

Instrumentation
> Dissertagjq,

»American Socicty of Civi

REPROGRAPHIC SERV|CEg

Photocopy Services

publication or part of it.
In order to find a substitute o ilati
: sut I prevent mutilation of th i i
Users are given opportunities to make g erials, library

: photocopies of the relevant orti '
- materials, however, some libraries t portion of the

' : estri.ct 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 whichisa very serious offence among scholars.

Libraries offer photocopy services within and they charge a token for the
services. Where such service is provided by a vendor i.e an operator from outside the
library, the library regulates the charges by the operator. However, if a photocopier is
not available for this purpose within the library, the patrons are allowed to take the
material(s) out of the library after due process and return them shortly after. In such a
case, the patron may have to deposit collateral in form of an 1dept1ty carde{brary
card. In a similar vein, the library can also arrange for or obtamn ph_otocoples of
materials that are not in the library stock but are agaila_ble in any other library for her

h Inter Library Lending Service. , .
Patronsgcl)r;]qg?gté];g: %:opyright lav?; when you makc_a photocopies from library
2 ide against the abuse, the librarian often gwokes the
materials. In order to gui g . £ materials for academic purpose.
UNESCO recommendations on repmqlicnro:no ;rrltaoetf ;?should be photocopied or
UNESCO recommendéd that o matiﬂa tl(l)an fgrpacademic or research purpose. In
reproduced for sales or other uses other

(F art of
order to ensure this law, libraries allow patrons to make ONLY ACOPY of any p

: : t be sought
any material that are requested for photocopying, otherwise approval mus g

1 iti ting
i btained in writing before gran
i his must first be o tar . o
gom ’th? COtp yngﬁi 2%;?:31 :al;rove what the law of “fair use allows. For Inter library
crmission tom
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. the “fair use” form must be Complefdrlgy&l;:tls)orrowmg (Library) librari
lcndmgi i ding(owncr)library can grantt ch (til st .h e - a
el g ilar vein, libraries can make photography [C€ availap)q 1O the:

]I’]fl?i: 1;:&)’ be one of the services offered at/by the Audio-Visyg] S€Ctiop gelr
patrons.

a
library.

Binding Services: Where a library has a wrll,l-e B-‘ ndla;g section, ity gop

be extended to their patrons by mending or rebinding their wor g, o e

Bt s especially the students can also take their project reports, thege ) 8,

giast;grriatiogs to the library for binding. The prices chat;ged fzr thebSC SCrvices gt t‘}]](i
library bindery are expected to be relatively cheaper than what obtaing Outside

T e
library with commercial binders.

ESAND REGULATIONS
LIBRAII}i:ri{rE:IsJ msake rules and regulations to guide the usage of libra
and instil acceptable mode of behavior in library users. Such rules an
focus primarily on library materials, safety of persons and properties in
well as general conduct of library users. '
Some of the offences that library users frequently commit inclyge the
following: _
(1) Noise making
(i)  Removal of pages from library books
(1)  Theftoflibrary and personal properties
(iv)  Marking of pages of books with a biro, pencil, pen etc
(v) Shelving of library books
(vi)  Hidding oflibrary books on inappropriate shelves
(vii)  Wilful damage to library materials
(vii1) Failure to return over due books
(ix)  Enteringthe library with prohibited items
(x)  Failure toreport loss of library books promptly
(xi)  Refusal to submit oneself for checking

(xii) Dropping of overdue library books in unauthorized places with the
Intention to escape sanctions.

It is a common practice amon
library behaviours as outlined above
the school notice board (in the case
the rules and regulations are also us

For example, A Guide to
book spells out clearly rul
categorized as general re

ry Materjg)q

d Tegulatiopg

g libraries to prepare a text that spells out anti-
and distribute same to library users or paste it on
of school library). Sanctions for violating any of
ually made clear to the library clientele.

the University of Ilorin Library (pp.16-20) hand
¢s and regulations that library users must obey. They ar¢
gulations, borrowing regulations and discipline as follows:
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GF

l.

11.
12.

13.

14,

L.

BORROWING REGULATIONS

GULATIONS

McmbCfS mu..qt show their Univcrsily Ident:

when -borrowmg books apd at other 1im22‘_l;.y P .
gceurity Or any member of Libmry Senior : "uaskcd 0 do 50 by | ¢ library
Books must be returned immcdiatcly 01 JM”' S
issucdoutonlywith thisslriclundcrs[ ol
Books may not be taken out of 11oy;

University Librarian.

Before leaving the University finally, ¢ac|

: . » €ach m .
loan to him/her frOr_n the library as wel] a girgbcrmu_s't return all books o
Failure to do so will result in delay ip Sig‘nin?ndcr his/her library ticket
document. g of the person's clearance
Mutilation of library books, marking or tracj

: ) in ' ;
is strictly fc_)rblddn-zn; offenders will be heavily p:‘%er(:;?gg'dkmd on ibrary books
Absolute sﬂcqcc is to be maintained in and around the IiB
group discussion is allowed in the library, AN any form of
The use of cell phones in the library is prohibi
: _ ohibit it i

vibration/silent mode. P fed unless it is put on
Smoking of any kind is not permitted in any part of the library
No food items or drinks are allowed in the library. |
The use of candles, matches, kerosene or hurricane lanterns and chemicals in

the library is prohibited.
All forms of dressing prohibited by the university authorities are not allowed

in the library.
Seats may be reserved for 15 minutes only after which other readers may

occupy them.
Brief cases, umbrellas, bags e.t.c must be left in the cloak room. You are,

however, advised not to leave valuable (e.g handsets, money e.t.c)items In
the cloak room or unattended on reading tables within the library. Valgables
left in the cloak room or on the tables are at your own risk since the library

will not be liable for the loss or destruction of such valuables. _
session to the porter and subject

Readers must show all books in their pos :
leaving the library to ensure that

themselves to body search at the exit when o
all library books have been properly issued and no any material 1s 1liega y

removed from the library. The library reserves the dghtktoaﬁgnpjslrcn ;]rsl
checking of hostels anytime it deems it fit to recover all books andJ

illegally removed from the library

and fr s
anding, om the hhrary. They are

N withc ' '
ut the specig| PErmission of the

of two weeks t0 undergraduate

Books will normally be issued for a period
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students and four wecks to postgraduate students, academic and ge i

- . i Nioy
administrative and technical staff. 4 ot

2. A loan may be renewed on request for anplhcr pCl‘lO](( 0 V\{obor'four Weekq as
specified in paragraph 2 above, after which the book must be returpeg 10 {he
library. ; :

3 Undergraduate students are allowed to have fout books in their POssession .,

a time while academic staff, postg}g,}raduatet sstik)l(dems and other SCni;t
administrati d technical staff may have up L0 S1x. .

4. I’eriodii:alast Wlii?erence materials, Governments, Corporatlop DocumemS
cannot be b’orrowed for use outside the library except by special Permissiq,
from the Head of section where the materials are located. .

5 Borrowers will greatly help other library uscrs and also the library staff
they return books as soon as they have finished with them and never |ate, than
the last date stamped inside each book. . .

6. No book may be removed from the library until tbe.loan transaction has beey,
duly recorded and the date-due-slip stamped. I].]lCIt remova} of books frop,
the library will be treated as theft and will be punished accorflmgly.

i Only members with provision for clearance yvhen they will be leaving the
university finally are allowed to borrow library books. Others wij| be
permitted to, however, use the library materials for Reference only.

8. Requests for private study room (carrel) are open to academic staff,
administrative/technical senior staff and doctoral students. Such requests
shall be made in writing to the Readers Services Librarian. A carrel shal] o
be left unused for more than three weeks consecutively after which the
library shall relocate it to another applicant. Each user shall drop keys to the
carrels at the place of collection when leaving the library on each day of use,
Under no circumstances will keys to the carrels be held overnight by the user.
Violators of this will be appropriately sanctioned by the library.

DISCIPLINE

1. Afine of twenty Naira (N20:=) is charged for each day a book is kept overdue
for the first fifteen days and thirty Naira (N30:=) per day thereafter.
2. A fine of five (N5:=

) ) Naira is charged for failure to return a book re-called by
the library from the third day ofthe recall notice.

3. S}:u;:llents who persistently fail to return library books or settle library fines
shall:-

E]i% Ee reported to their Deans in writin
ave theirnames published on the 1ib id fa 1 d
& ko refr fogts 1orary and faculty notice boards

i
(d)

lon in subsequent semester r (if they are
non-graduating) & e ’

have their certificateg withheld (if they are graduating students)
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" Hompson, James (1974). An Introduct

 Hassison, K. C. (1973). First steps in librariqnship: a

be
i g:o)st or d(z:n?qaauggdd ll)(z)gi}(l t)hr;:e times the current
> S)s
borrower shall be requireq tl(?md bc feported (o the Jibrare ; :
cost of the material plyg NSOODOag fc(l)r the replacementth:g t‘_mmc(:natcly The
. 22 . Imes the original

. vecha
tion or deface rge.

price of the book(s).

. All cases of stealing, muti],

regarded as scrioug offenc

: e
gotlge. rsuch staffshould haye been given a month's
; ersistent st
7 miv-ls boirifiiiefa;ﬂt?r's' shall be Suspended from using the I
lib 8 tacilities for periods to be deciged o e ro, 20d
ibrary management committce. ecided by the university
8. The library reserves the rj
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Evaluation Questions

1. Discuss the Registration procedure by users of the University of Tlor:
Library. =
2, Discuss the following terms in brief:
a) Overdue Fines
b) Handbooks and Manuals
C) User education
d) Encyclopedias
3. Discuss the importance of rules a ' ' i -
ot p nd regulations in the Library and give some
4. Why are serials important reference sources in the Library?
5. List the steps you need to -

_ take in order to b .
University of Horin Library, OTTOW materials from
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