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FOREWORD

~ This book Topical Issues in Social Sciences is without doubt a
remarkable achievement of the Faculty of Social Sciences, Kogi State
University. It is also a remarkable contribution to the available literature on
various issues!'in our society which social scientists are concerned with.

~ The book attempts to present some already familiar issues in a simplified
and homely manner by using simple, clear and straight forward language that
breakdown issues to the level of average students. This book is organized

around major| themes that cover the callings of Social Scientists of diverse
interests.

- The book will not only provide reading materials for students but also for
members of the society who may be at lost as to some of the issues covered.
The text is particularly| recommended for students and teachers in Social
Sciences as well as those in behavioural science. It is hoped that the book will
further help tointroduce readers to other reliable and authoritative sources.

Professor Adesola Ogidiolu
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view to bringing about better knowledge of how to live in the society. The
Faculty of Social Sciences is made up of five academic departments rga.m?ly:

Professor Adesola Ogidiolu
Dean, Faculty of Socjal Sciences.
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CHAPTER FORTY TWO
A PRACTICAL GUIDE TO THE USE OF THE LIBRARY

OMONIYI Joseph Olusegun, ADEWARA Janet Oluseyi and ABDULRAHEEM Jamiu
Wankassi '

Introduction

The library is a knowledge industry because it acquires, processes, organises, stores and
makes available to its clientele information materials from which knowledge is retrieved. That is,
knowledge in itself is obtained through an aggregate of information that can be obtained from both
the print and electronic materials that are available in the library stock. According to Omoniyi
(1998), the major objective for establishing a library is to provide reading materials for the use of its
clientele. Hence, the library is an indispensable part of the education programme of any institution of

learning because it is the library that provides literature in all areas of study for students and
researchers.

This chapter is therefore tailored towards meeting the library needs of students and
researchers. It is expected that after going through this chapter, library users will not have much
problem in accessing and utilizing the library, its information resources and services throughout their
stay in the university. Therefore, students and staff of Kogi State University in particular and other
institutions of higher learning in general will find the content of this chapter a useful guide to
locating relevant materials in the library for teaching, research and self-development.

The chapter essentially re-echoes significantly the contents of both the orientation
programme and General Studies prescribed course outlines in the aspect of Use of Library which all
new students at the 100, 200 and in a few cases 300 Levels across the Faculties must take and pass
before graduation. Therefore, readers of this chapter are encouraged to go through it meticulously
and diligently for maximum benefit as an academic, research and recreational text.

Why do you think you need a library?

Omoniyi, Adewara and Abdulraheem (2019) opined that the Internet cannot be a substitute
for a library. You need a library because as you progress through your work as a student, your
course will definitely require that you use a wider variety of materials that are physically available in
~ the library. The Internet is good as well because it contains online texts of physical materials which
can be accessed or retrieved using Information and Communication Technology (ICT) facilities.
Nevertheless, since the Internet provides you with many unwanted materials, it cannot be a
substitute for a library which gives you the opportunity to access only materials that are of benefit to
you and jettison those that you do not need. It will therefore be to your advantage to learn the
bibliographic details that is, the author, title, location market, of thé relevant works of general

reference and textbooks in your chosen course of study that are available in the library stock
(Omoniyi, 1998). !

‘ The specific purpose of this chapter is indeed to expose you to the basic introductory
knowledge that you require to use the library and its materials more lefficiently and profitably in
order to easily meet your academic, research and self-development needs. The chapter thus offers a
procedure for a systematic approach to literature search manually or eiectronically as well as to
expose you to the various information bearing resources, reference tools'and their uses.
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Meaning of the Library

N€Wspapers and other documents are kept for reading, borrowing Or consultation. This perception
merely equates the library | with 4 bookshop that houses different kinds of book and non-book
Materials for interested customers. However, one of the major things you wil] learn in this chapter is
the universally accepted meaning of the library and its mandate within the ambit of jts meaning,

The origin of the mv;:amng of the word library can be traced to the Latin word /iber which
Means book. It is on the basis of the Latin Interpretation that the early library and information

and knowledge acquisition, The emphasis of this definition s the presence of librarians who do not
only make |j brary materials available to users byt also ensure that the libi‘ary clientele are assisted to

The Library Mandate

I'here are three primary mandates of the library with which library users must be properly
familiar with- )

The library is a centre of information resources because it Provides book, non-book and
electronic materials that can assist library users to learn, prepare for €xaminations, write Projects or
research work and for self-development. A standard university library mu#t be adequately equipped

with appropriate information materials on diverse fields of knowledge that fall within the scope of

the university curricular and provide Opportunities for library users to freeljr access the materials.

3. Library as a house collecgion development.

The responsibility of the_library js to acquire materials in varied disciplines in hardbbund,
soft bound, audio-visual and electronic formats. As the library develops its stock of resources, it



Types of Library :

The library is categorised into different types such as: Academic library in the university,
College of Education and Polytechnic, School library located in pre-tertiary institutions, public
library. such as National library, and State library or local government library as well as Research
library sited in Research Institutes. Each library type stock materials that its clientele requires.

Types of Materials in the University Library

The type of materials in the university library are usually dictated by the nature, content and
mode of utilisation of such materials. Library materials can thus be in print (i.e. book) form, non-
print (i.e. audio-visual) form or electronic (i.e. e-materials) form. g

Print materials: - Print library materials include monographs (i.e. short books, pamphlets, printed
sheets or mimeo, theses and dissertations), fiction, government publications, ephemeral, maps and
atlases, photocopies, rare books and reference materials. Print materials may or may not be
classroom textbooks but they are relevant to the curriculum.

Audio-visual materials: - !Thcse library resources are gradually being replaced by modern
Information and Communication Technology facilities. Therefore, virtually all audio-visual
materials have little relevance in today’s library system.

Electronic resources: - These materials are being used in the library for information storage and
retrieval by library users. Examples of electronic facilities in the library include e-library which
stores databases and e-materials that can be accessed via computers, CD-ROM and the Internet.
Online Public Access Catalogue (OPAC) is another example of electronic facilities in the library.
OPAC is an electronic version of card catalogue which is operated manually but OPAC search is
done online electronically through the use of computers.

Reference Sources

Any standard university library has a Reference Section. Reference implies sending or
directing a person to an information aid. Books in the Reference section can only be consulted in the
library; they cannot be borrowed for use outside the library. Referenc¢ materials are very expensive
and they sometimes come in volumes. They are usually shelved separately from the other materials.

They are usually in very high demand though limited in copies and t]wy are consulted for the bits
and pieces of information that they contain.

Types of Reference Materials/Tools and their Use

L. Dictionaries and Glossaries: - These reference tools define words o; terms. A dictionary provides
information about words and explains terminologies of various supjects, pronunciation, slangs,
synonyms, antonyms, rhymes, abbreviations, etymology of words, ugage and curriient status of the
words. Similar to the dictionary many of which give quotations, historical or geographical
information or illustrations, the glossary is a brief dictionary which gives a list of terms or words that
relate to specific subjects or texts ¢.g. A glossary of Geographical terms published by Longman. The
dictionary is of three types: General dictionaries which present information about words in general.
General dictionaries do not limit their vocabularies to any specific field of study nor do they contain
highly technical, scientific and professional terms. They are also called language dictionaries
because they can appear in any language. There is also subject dictio aries containing vocabularies

that are restricted to specific fields of knowledge. Special dictionaries are those that focus on words
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or aspects of t*ords and spegific aspects of a language like slangs, dialects, grammar, quotations etc.
a dictionary can be of abridged, unabridged and pocket or desk size. Examples of dictionary include:
Concise Oxfom English )[’)I:'Ftionaly, Stroud’s Judicial dictionary of words and phrases, Webster’s

New Dictlonar’/ of Synonynis.

frequently published but they can be updated by annual supplements. An encyclopedia can be a
general type when it provides basic facts On many subject fields e.g, Encyclopedia Americana and
Encyclopedia Britannica. A special or subject encyclopedia focuses On a subject field very
comprehensively, Encyclopedia of Social Sciences is an example of a subject encyclopedia. An
abridge encycl] pedia is usuaﬁly in one volume and it contains most recent information,

| f

3. Yearbooks a:nd Almanacs; - These reference tools devoted to the most important recurrences of
the preceding year, and published as quickly as possible-after the close of the year. They contain
facts and data infonnatipn;. on miscellaneous items such as events for- the preceding year
biographies, weight and measure, statistics, definition, abbreviations, latest discoveries etc,
Yearbooks and Almanacs are published annually and they contain information that cannot be found
in general encyclopaedias. There are many yearbooks and Almanac in various specialised fields e. g.

American Universities and Coplleges, Nigeria Yearbook, Guinness Book of Records etc.

2. Encyclopedias: - Ap EnEyclopedia contains series of particular topics. Encyclopedias are not

4. Handbooks: - Handbooks provides concise information on miscellaneous specific subjects that are
of great importance to the universe. However, unlike yearbooks and Almanacs, handbooks do not

5. Hiographies:, - They proyide comprehensive biographical information about dead or living

eminent peoples, countries and professions. For examples, BiographiaNigeriana Who’s Who,
Makers of Modern A frica etcy - )

3

tools.

7. Bibliographies:; - bibliographical reference tools are used generally to verify and identify materials
on specific subjects that are of interest to researchers. Bibliography is of four types:

I, Bibliography of bibliographies: - This gives a general list of bibliographies and not on a
ii.  Subject bibliography: - This provides to the literature and the most important contributions

information sources in Economics.
iii.  National bibliography: - This is a list of some available publications on a subject. such as
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iv.  Trade bibliography: - These are produced by publishers or book vendors in a particular
country or society to promote the book business of the company that produces the

bibliographies e.g. Publisher's Catalogue, American Book Publishing Record Cumulative
are a few examples of Trade bibliographical tools.

8. Directories: - A directory contains a list of persons, clubs, organizations, places, and institutions.
For example, The ABS Directory of Business Schools, Nigeria Institutional Directory and Nigeria
Telephone Directory are a few of directories.

9. Indexes and Abstracts: - As a reference tool, an Index helps to trace articles on a given topic either
in books or in periodicals without having to run through the full texts. There are different types of
indexes in various fields including; Social Sciences and Humanities Index, Comprehensive
Dissertation Index etc. unlike Indexes, Abstracts give a summary of the content of a publication in a
given subject field. Abstracts enable library users to assess the relevance of a publication before
seeing the full text. The information in an abstract may be sufficient for one to substitute it for the
original text. E.g. Dissertation Abstract, International for Humanities and Social Science,
Psychological Abstract, Geo Abstract, Education Abstract are a few exanples.
|

10. Thesaurus: - A Thesaurusg is a special kind of reference material that contains records of words
expressing the general notion of that entry under a single entry. Thére is always an index to a
thesaurus which one must first check for a desired word. One has to note the section number of the

word in the index and consult that same section in the main part of the thesaurus for detailed
information about the word. y

11. Periodicals: - A periodical is a publication that appears regularly or irregularly, either on daily,
weekly, monthly, bi-monthly, annually or biennial basis. Periodicals are usually published by
associations, government agencies, institutions of learning or a group of individuals. There are
different kinds of periodicals including journals, newspapers, magazines, government documents,
non-governmental organisations publications, transactions of clubs, and societies, proceedings,

monographic series. As reference tools, periodicals contain more current information than what
textbooks can provide.

The Library Catalogue )
[

A library catalogue is simply a book or any tool that provides a list of books or other library
documents arranged in a systematic order alphabetically or chronologically. Effective use of the
library begins with accurate knowledge of how to use the library catalogue. Therefore, the first point
of call when you want to use library materials is the catalogues which are located in the circulation
area of the library. There are too broad categories of library catalogues; the manually operated
wooden card catalogue and electronically operated Online Public Access Catalogue (OPAC).

The Card Catalogue

A card catalogue is usually a wooden box consisting of trays compartment. Each tray
contains “3 by 5” cards while each card contains full details about a given book material. All the

cards are filed alphabetically in each tray. The card catalogue essentlally provides a complete list of
all information materials available in the library stock. |

"
-

|
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a) Author Catalogue: + This Catalogue contajng cards that gre arranged u]phabetically by the
authors of materig]j available in the library. The catalogue is congylted for books whose
authors or edjtors are known, Arrangement of authors’ cards in the catalogue is by the

b) Title c&mlogue: - This is used when you know the title of a book and YOu want to know also
e . : in . : g

d) Shelf Iist Catalogue: - This js a catalogue that Provides the list of all books that are available

H Social Science (General)
HA: Statistics
HB - HJ Economicg (including Transport, Commerce Finance) |

regulations and photoc0pying service. According to Alao, Omoniyi and Adeoﬁ-Adckeye (2009),

=
-

USEr ‘registration refers to the act of registering a user by the library, Ag an important routine




l.  For the purpose of identifying those who have the right to use the library :
ii.  To give a user some special form of identification to facilitate the charging out of materials
to such registered clientele

iii.  To facilitate the issuance of letters of introduction to other libraries.

Procedure for Library Registration

Registration procedure in any university library may or may not be a continuous exercise all
through the session. However, Kogi State University library registers its prospective clientele all
through the session. The period set aside for membership registration of clientele is prescribed in
many libraries and failure to register within the stipulated period frame implies that such clientele
will not be eligible to use the library for whatever purposes. i

The procedure for registration varies from library to library ditto the amount chargeable as
registration fee. Usually, however, clientele will be given some registration cards or slips to fill. The
cards will contain some basic information about the clientele such as name, faculty, department, hall
of residence, matriculation number, level, session and signatures. After the cards have been filled
and handed over to the circulation staff, the personal copy of the card is stamped and given back to

the clientele who must always produce it on demand when entering the library and when borrowing
library materials.

Most university libraries (excluding Kogi State University Iibrat'y) provide their users with
library guide document during registration. The guide contains all that the library user needs to know
about the library, its rules and regulations, opening hours and penalties for breaching the rules.

Lending Services

Lending service connotes allowing users to borrow materials /for use out of the library.
Lending service in kogi State university library, like in most academic libraries, is for staff and
students. There are two categories of materials in the library; those that can be lent out to users.
Textbooks on various disciplines which are on the open shelves can be borrowed by user while

materials that cannot be lent out to users for use outside the library are kept as reference materials on
closed shelves.

There are different types of lending systems, depending on the library in question. In Kogi
State university library, a library user is usually issued with a certain number of cards upon
registration and the cards correspond to the number of materials that the user is allowed to borrow.
Anytime a user wants to borrow a material, one of the cards will be collected from the borrower. The
card is then inserted in the packet attached to the material in the Circulation Section so that as the
material is returned, the card is retrieved and given back to the user.

The borrowing period also differs from library to library. As in many university libraries,
borrowing period in Kogi State University is two weeks period for students and four weeks for staff
and lecturers. At the expiration of the borrowing period, the borrower may wish to renew the
materials for another round of period or return the item to the library. ¢

g ¢
Overdue Notice and Fines B
* When a book is overdue, overdue notices are usually sent to the borrower. If the borrower
fails to respond to the first notice, a second and third notice respectively will be sent as a follow up

to the previous notice. After the third notice is sent, the accrued fine is calculated and the defaulter is
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administratiye charges,’ |

Specific search: This is ;'also known as bibliographic search, directional of advisory search,
Questions such as Wwhere do I find the definition of library? What do | do to find a topic for my

research etc specific reference question can take advisory, directional or bibliographic answers from
the librarian?
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