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INTRODUCTION

HE Library indeed has passed through different stages
T in its developmental process. The Library in its first stage
started as the need to preserve important historical documents
arose. These documents include culture and human knowledge
at various times. But at this stage the knowledge stored were
for the traditional rulers, wealthy and renowned scholars.

The growth of civilization resulted in the movement of people
all over the world. This of course ushered in the second stage
in the developmental process of the library. This mm '
resulted into the introduction of new cultures, beliefs,

religion, western education, etc. Therefore, there was
in the information to be preserved. i aifoR

people were then recorded in clay, in tablets.
vellum, etc. But in our world toaay,_the :
technology and its effect in the world of
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be over emphasized. Libraries of whatever type serye as gy

indispensable supportive tool for teaching and researgy,
Libraries are no longer only store house of knowledge, byg
agents of education, socio-economic and political changes 0
everybody. It is now charged with acquisition, organizatiop,
preservation, storage, retrieval, and dissemination of knowledge

presented in various formats. DEFINITION OF LIBRARY

LIBRARY can be defined as a collection of books and
non -book materials organized for use in a particular place
under the guidance of a trained personnel. The encyclopedia
American describes a library as collection of books and other | P
forms of records housed, organized and interpreted to meet
broad and varying needs of people for information, quow ‘
recreation, aesthetics and enjoyment. + S SRR

This book is a guide to know what a standard library should
look like in relation to the different units that a library is made
up of and the functions of the units. This of course will help
any library user to know which unit to go to when searching
for any information. The book also provides a guide on how
to locate information in the library. Thus the various
bibliographical tools for searching information are well
explained in the book.

The chambers encyclopedia put it simply as *sf
| reading or reference and by extension a co

13

thors have




are the different types of libraries and e, ,‘ ‘ 5 |

followmid librar Phase' MY special library has specialized collection and the users are limited
1 o . .

o p.c : \\;' in terms of interest and work, The clienteles in special libraries

A usually are specialist in their interests and skills, And their
information sources are in various formats to satisfy their

| PUBLIC LIBRARY
QR o ol stCTAT S nhintained fron i “ information seekers who are mainly the professionals and
! It is a community-based institution. It is usually referred g e
a layman’s university because its doors are open to all, and it
does provide the.information, educational and recreauo :

researchers.

They are usually found in special institutions that are important,
B e comuminly. 4 ¢.g. the international institute of tropical Agriculture (11T.A)

f 4 Library at Tbadan, National Research Institute for chemical

‘* The collections of a public library are as diverse as its clientele. Technology (N.A R.I1.C.T) Library Zaria, Jos high court library, |
. Examples of public libraries are those established by the various the central Bank of Nigeria library, the library Institute of .
? state and local governments. Chartered Accountant of Nigeria, (ICAN). i

K

B

| SPECIAL LIBRARY

| PRIVATE LIBRARY
Special libraries can be defined as libraries that serve a particular They are libraries that are owned or developed by

group of people whose interest are directed towards the same individuals e.g. late Chief Awolowo Library. -
goal. According to the special library Association, a special | 500

library is defined “ as a library or information center maintained
by an individual, corporation, association, government agency

or any other group”.

Private library is small in size i
restricted clientele.

WA - IB
- Special library has the main purpose of providing information SCHOE




"~ work independently s0 that when they leave the s¢hq
I can carry on with their education without depending Sol
teachers.

i et
Vit

P ot # A
" The collections in school libraries are mostly textbooks
different subjects and their patrons are pupils, students‘b

teachers.

THE ACADEMIC LIBRARY

~ |The Academic Libraries are attached 10 institutions of higher
_ Hicaming or tertiary institutions as it is commonly called.

ey are libraries that are found in Universities, Polytechnics,

olleges of Technologies and Colleges of Education. The:
Academic Library acquires, preserve and maintain lar
ollections of materials. These materials are essentially
olars who are often en

: defined as a collection of books and non-book materials

organized for use in a particular place. UNder oy
| Sgﬁme of a +rained Pe,vsonee. a

The virtual library came about as a result of the effects of
information and communication technology on the library and
on information as a whole. The yrtual library can thus be defin od

as the combination of computer and telecommunication’
technology in handling of information.

advanced students and sch
ifferent kinds of research from time to time.

e d

It is sometimes called "“wall less* library, and this is because i
T ke oy 4 ,
s not necessarily involve a building. You only need to ha Technology Libi

" omputer in order to have access (o any library that 1s on th




* The quality and the quantity of the materials 1 the acag ":f

~ concerning both materials and human resour
mgement in the library. The secretary to the Librana

on reflect the character and Cmcwnc’ b The Technical services unit. This department 15 made up

on. The educational system 15 all abgy of Collection development Unit, the Cataloguing il

Jibrary of any institut1
that particular instituti

information, and the library 15
Thus the quality and quantity 0
[he Collection development Uit is where the selection of books

academic library i many Ways affects the quality of the produg
fany higher 1 stitution. The students who are engaged in A :quired is made. This is done hrough the use gl
jeher institutio students . orms from diff
of any hig e e i ibrary catalogues, and request forms from different users
or the other, the lec mationd . | '
form of researc 10N nging from lecturers 10 students and also from the different

| ' jate ¢ nity within which the : :
for teaching and the ippodiots. SREIRERTY h iy departments O schools. A professional Librarian heads the

Jibrary exist, all need this information 1n 0§e fgm or.the otherd  ion.
and for one use or the other. The academic library is there o
make these information ay silable and accessible to the various The cataloguing and dassification unit.
users in a higher mstitution ien the books selected, ordered and acquired armve In
sllection development unit, they are sent to the (a2

THE DIFFERENT UNITS IN AN ACADEMI C Lnd Classification Unit. This is where such t
atalogued and classified. In other words, the m ‘

a storehouse of informatjq, (lassification Umt and the serial Uit

f the information stored 1 4

LIBRARY 3
1. Administrative Unit: This department houses the officéforocessed here before they are NOW sent 1o the ‘h

Principal Officer in the University. He is directly in chargs
of this department. The department contains all the record
that pertain to the running of the library including

pist and two messengers assist in the smooth runm
[




4 Serial unit.

Hhis wmit select, order, receive and pr
0

periodicals that the library subscribe to

cess R cgistration of all new library users
ceping records of books borrowed and those retumed
aking note of when the materials borrowed are due back in
he hibrary

eceping the statistics of the unit’s activities

’ Here selecion 1s also done through requests f; 3
TOM varie.

@ i the ease of books selection.

i ending over-due notice to defaulting library users who failed
' : :

; o return the borrowed library books at the stipulated time
¢ 5 Renders services unit. ki hei i
v = hecking users on their way out of the library to make sure
j stk s e wp of the Refere Section, The G hat library books are not taken out unlawfully.
F eRtum anl Be Resenve Section

Reserve unit.

his is the section where books that are available
opies in the library are kept. This is done so that 10 ONe
an monopolize usage of such books. In other wo
equest for such materials when they drop their iden
ith the library assistant on duty and such a user
epending whether some other users wa

% Beference wmit
Bsesewiene 4l fe reference materials are kept. "Ib
e e wSerence services like answering users ¢
densime wsers 1o the desired relevant matenals.

.-

e

e seztion 15 the best section for any user seeking fo i SERVICES PRO
Smmation to inquire from first. It also deals Wlthtbepr IBRARY

& spesiahized mformation A e Adig
' cadingm

“ Circulation unit.
i lhﬁs the section that deals directly with users ¢
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Information service: This is the provision of Specia
information on demand by users. It could be lmb”“ation' :

any university in the country. This service can algg incl
publishing new information i different fields, and makingt,

unmit also writes and lend out overdue notices to library

borrowers when books borrowed from the Iibrary are over-
due and there 15 delay i returning them. Over due books even
when they are returned attrac some fines. The amount also
varies from one institution to another

information available to users. -

St /;?) ‘
This can also include the selective Dissemination of Informgg
(SDI). In this case, information is available to a partic '
person on demand. The SDI also demands that informatiop
sent to different parts or part of the parent body where it w
be useful to individuals. For instance, getting mformation;

8 Readers Advisory Service: This service involves helping
students to the choice of materials that they need.

x.

Inter Library Loan: This involves helping the user to get a
particular mformation from other libraries when the needed
material is not available in that library. The material is
loan from another library. The library from which the
is borrowed also does the same when it has such need
because no library no matter how well equipped
sufficient in terms of availability of information,

students scholarships and placing this on strategic places withy
the institution where individual students will benefit from su
important information. '

Lending/Circulation Services: This involves 1ssuing 0
books on loan and receiving the books back into the lib |
when it is due to be returned. The number of books to 1
loaned out and the duration of the book before it is retumé
depend on the category of the user. The academic st
normally are given a longer duration than the students. -
specific number of weeks will vary from one institution

distributed to the

material is loaned

another. The circulation unit of the library carries out!




w requested for this service when sAuch d materjy is ref
7 Photocopying Service: The h.brary Provideg 3 ‘
photocopiers in strategic places i the library, Th
very beneficral to students. It makes it Possible fOrg,
make photocopies of some desired library material
can be useful to them at home or hostels. y

THE UNIVERSITY LIBRARY
Though the Academic Library has been defined above as a

library attached to a i gher institution, the University Library i
the most developed of the Academic Libraries.

S

Compilation of bibliography: Bibliography is:fl
| important reference material that is used for Various
purposes, since it could be a list of books, - m_ ‘
famous people in different fields, list of periodical arfigfeq ‘

Thus it could be very helpful in various fields of S‘tudy'.,; - The main objective of the University Library is teaching and

research. This is because the central focus or mission of the
university is the training of specialized manpower needed in a |
services. Here students can 20 and mend their torn bogkgggff <"y or the technological development of both the human
also bind their term papers, mini projects, thesis, ond mateial resoursesof a particlr country
proposals etc

Bindery Services: The academic library also render ([;_

FUNCTIONS OF THE UNIVERSITY LIBRA
Thus to be able to carry out its mission of trainin
manpower, the university library performs
functions to help the university Mﬂm} which
carry out ifs mission, P
Broad functions: R b
Provision of ma
papers an
Provision o

R
¥




collaborative rescarches. " NU 1 Fo
Provision of ial in s p s, it
f material in support of postgraduate research.  §Frmore clarity, on the acadeinic|
mic library, the University Library "

Provision of ¥
1ol expensive standard works especially in the would be discussed in m

professional disciplines.

I’l'm'fsion ol materials for self-development. UNIVERSITY LiBRA

l’rOYlsl(.)h of specialized information on the region within whicl The Univernty Librie et . ished

e ciaed. other academic libraries o snpport t:\e :‘c::elsame b

Cooperation with other academic libraries with a view tg and objectives ofthe parentbody which n ;‘:ﬁ;‘:‘l‘:ﬁhe o
around teaching and research for the purpo‘ssec:e::;e z;i

developing a network of academic library resources that are g
the disposal of all scholars. (Ifidon and Nkoli, 2002). Ydevelopment of Sklned manpower
3 1 14 "“"‘:'l'

THE SPLCIFIC | i ,
LCIFIC FUNCTIONS INCLUDE THE}rhe lbrary is usualy tnade up'of the following urits, buf here

I O1LLOWING: noitenl :
Hcould be more units in other academic fibraries.
| aceess the information requirements of the universityfthe Administrative Unit wdl - uolisamt
bongid on 21 swudl - uolisnnolm
VHE1E e big fmnumm

through formal and informal means, usmg illhe CO]leGﬁOTrDevelbbm‘ehtU o
fhe Catzlrgulng and Classification Unit "~ bm

hé ervices Unit

he Reference Upighiode bas giol ‘3'0"0"“ 15 38
he Reserve Unit Gl

¢ Circulation Unit " '
he Bindery Unit "8
hese units have

section that treated
£ 76k 'thk)‘ _

continuously,
segments of the university.
To select from available informati

qii

by the academic community.
To interpret and publicize other range of information A
mmunity

advertise services to benefit the university €o
arrange these information S0

on sources most needed xt S

To acquire, organize and

such a way as (o make the us
1o make available and publicize other mfonnatlon*

through mter library foan ’.i i
",_TO mtlupalc and prowde information needed accor

hanging needs of the university activities.



! 8 o enable the students 1o be independent in their information

ceking activities.

heir studies.
o develop skills in finding mformation, Wdentifying and locating
ibliographic references for specific purposes.
1o teach effective method of approach i information library
search situation.
o encourage users 1o ask for assistance.

[t is a course that equips the students with the
getting information within the library in the shortest time )

ontains, when it is open and closing time.
o know some essential services that are provided

The following are therefore long and short-term ol;j
User Education. g
- To ensure that the user can exploit library re
adequately and to his own satisfaction. -
- Toestablish alink between the subject taught an
resources available.
= Todevelop in the user confidence in the‘use of ¢
and in the library staff :



similar things. It is sorting and grouping of things. Arthur

atby defined Book classification as “the systematic
rrangement by subject of books and other mateﬁ.a\s on shelves
¢ catalogue and index in the manner which is mo# us”efu\ to
hose who need or seek a definite piece of information”.

ORGANIZATION OF KNOW]
Today, we are in the age of information exploﬁ
caused by some forces which include hnprovem'
and paper technology, progress made in science
speedy communications such as radio, televigigl
etc. Inview of these surplus mformation or kng
available: it 1s not easy for someone to get the i
or she needs. This 1s what led to the organization

YPES OF LIBRARY CLASSIFICATION SCHEMES
ibrary classification schemes or schedules are as follow:-

Dewey Decimal classification scheme (D.D.C)

ibrary of congress classification scheme BT
niversal Decimal classification scheme (U.D.C.)
Bliss classification scheme (B.C.S)

olon classification sckeme (C.C.S)

which makes it easy for information seekers to
the mformation needed and in the shortest time p

[However. there are some classification schemes thg
designed to suit a particular environment or hb;%

In fact mformation sources are also presented in vz : o i
p sometimes called Abridged classification % 1

and to enable the information scientist make thin,
{Isers. some tools are used which are called Retri

Ihese Devices are carried out in two ways:
(lassification

P ) B
FUNCTIONS OF A I
SCHEME

I. — Ithelps the

Cataloguing.

CLASSIFICATION

Classification is the arrangement of things in
according to their degree of likeness. It is the P



!' "~ books for readers.
~lItis a time saving device for both the reader ang the hb
= It1s also useful in compiling bibliographies.

y o
i

we use the alphabet, thep We can increase the base to 26

ost classifications however used mixed notation because #

an be more comprehensive and detailed.
NOTATION

Notation can be defined as a sign or symbo] llse DUALITIES OF A GOOD NOTATION

d notation should:-
classification to represent the classes and sub- d1v1slon i
classes in a classification scheme. No book claSSIﬁcd'

scheme can function without a notation. It is a short hap
system. b

onvey order

Be brief and simple
Be easy to say, write and recall SR
Be flexible.

A notation may consist of any symbol (s), letters, ﬁgures :
signs to represent the terms of classification scheme. The ty Wi
types of notation are as follows -

(). PURE- Consists of one kind of symbol, e-g  Dewe
Decimal Classification (DDC) has a pure notation, using o i
Arabic figures. :

IBRARY OF CONGRESS CLA ‘
SCHEME (LC) > 4§
'his classification scheme uses alphal
rganize knowledge. This means that_ it
Jetters. 1t uses simple alphabets for the
ind Operating Alphabets f
subclasses can be

(b). MIXED: - Consists of two or more kinds of symb
¢.g. library of congress classification scheme (1.C) uses a mi
notation of letters and figures.

Ihe pure notation of numbers has ads vantag> in that it ¢ nv
order and it is relatively simple. It has the disadva ‘t;
being restrictive i e know ledge has to be divided i Intc
and each subject has to be subdivided in to 9 or IO‘\'

R e

Ririsr.



. E-F: American History

)

1

G: Geography, Anthropology

' ; OB - L /\stronomy "
H- Social sciences Bl oC - Physics ‘
J Political sciences QD - Chemistry .
k  Law MOE - Geology 4
L. Education . "M QH - Natural History (General)
M Music MoK - Botany
N:  Fineart QL - Zoology
P: Languages and literature oM - Human Anatomy
Q Sciences o - Physiolggy
R Medicin MOR - Microbiology
S Agneulture M Class T, for example, is divided n to the following St
T Technology 4T - Technology (General)
U: Military science 4 . Engineering (General)
V. Naval science TC - Hydraulicengineering
Z  Bibliography and library science 41D

Envuonmentak !
TE er
SUBCLASSES : TF
Each of the main classes with the exception of classes E-F 2 1( TG

Z1s divided into subclasses, representing disciplines or ma o 'H -

branches of the class. TII4N
TK &%

Class Q for example, is divided into the following subclas

# indipt Science (General)
OA - Mathematics
. A‘_.“\_“



Photography

18 Manufactures | o
T Handicrafts hemistry hgf;]g::ii‘:"Ong divisions:-
X e e 26 - Alrc);wemy (chemistry of the middle Ages)
! 42 - Analytical chemistry :
Class N, for example, is divided into the fOIlo : 16 197 - Inorganic chemistry :
N - Visualarts g 50 - 731 - Physical and theoretical chemis
NA Architecture ‘ - 999- Crystallography
NB -  Sculpture
. NC - Drawing, design and lllustratlon ;. BDIVISION
ND Painting gain, each of the divisjsps n
NE -  Pnntmedia 3
{ ~ NK - Decorative arts, applied arts, eté 4
NX - Arsin general .

B -
D .
BE .
SH -
§K

&‘or’ !

; DIVISIoNg

"Eéich subclass 18 further divided into di
| nents of the Subclass. For exam

Agriculture (General)
Plant culture

Forestry

Animal culture
Agriculture and fisherieg * "
Hunting sports '




ubclass of T. But this 1s not the case with ¢,
as

7 which have only a letter and are used integral]y' ARD CATALOGUE - This is the type of catalogue, where

Picg e entries are done on a separate card and the whole entries

ge. Decimal pounts are used Tor furtieg subdj , re filed i a senies of drawers called trays. The c-olleC“o“f’E ]
5 SIC 5L
vet further arrangement 1s often alphabeticg] using eyt

after a point

with gaps to :accommodate new subjects o o

E ese trays 1s then called catalogue cabinet.
T TR

i

yHEAF CATALOGUE -t comprises a set of slips. he

/ R cially manufactured loose — leave binders
e " atalogue 1s not however popular with the i

t is mainly used in the special libraries.

DEFINITION - Catalogue in ibrarianship s a ety

[t1s a means through which informatiop 1 stored and ghy 300K CATALOGUE —Ts

from the library. Cataloguing is the process of mak ontaining several entries on
mto the catalogue. A catalogue can also be de ned a@columns. They are

comprehensive list or collection of reading materi
particular library or groups of libraries. It records
bibliographical mformation of each reading materi |
library for easy identification and retrieval

Cataloguing and classification are complemen

devices. While one describes the item the other

an order that facilitates retrieval within a short tim

FORMS oF CATALOGUE
There are diffe

fent forms of catalogues such as
sheaf, the )

book and fhe comlputer catalogues.

T



It describes each book or reading materials in hbl'ary

0

given author, title and subject. WSBN - This stands fo; Intermational standard book
umber [t 1 important for ordering a hook
PARTS OF A CAT@ALOGUE IRACING - These are addeg ent

AUTHOR - s the person responsible for the intellec 1 tors, subgee B o
well as the artistic production of the contents of 5 dOCUm ,

“, T'YPES OF CATALOGUE
TITLE - Is a word or phrase appearing in publicatiop a
the publication or work contain in it.

1y headings ¢ g joint

| here are three types of catalogues, namely* The amhormﬂg  : ]
atalogue, the classified catalogue and the Sub]ect l 1

IMPRINT - This 1s dealing with the following:
(A). Place of publication

UTHOR/TITLE CATALOGUE - Intlrrstype
entries, the authors name and the fitle are e
alphabetically arranged. ¥

(b). ~ The name of publisher

(¢). Date of publication -~ JCLASSIFIED CATALOG
M here the entries are a

COLLATION - This has to do with
Pagination or number of volumes

Information of pagination, illustration and diagram 1
Size of the book.

(hat are a
equally ar

SERIES - If the book s in series, it has to bo
library sciene series |
NOTES

- This refers to a brief descnptloﬂe. '
and it comes affer collation and series.



b

,5,
i

Fundamentals of general Organic, ang
? st /bV J()hn R .l
; Lhemlj;:,um'_ 4!! edl.“.()n,-NeW York: JOhn W[]ey’l 0g -
xix, 792p. 1l
Includes index
3 9-2 o
ISBN Of 4?’ 5"244h . 1104 - WRuthor’s surname if it is the Authorcatalogueyon are.
o f0 AL Loheemietoy o will do the same if it s g subject catalogue.
e dictionary catalogue contains either
HOW TO LOCATE MATERIAL IN THE LIBRA pr the title of any book They are all
To locate a desired library material, yoy ¢q ike the dictionary, i e
between the shelves but this of course IS time hen you have locatedlhg card b
1e same card bears some
book, like the number
mportantly its locati
Ou are expecte
ontains catalogue cafl°’ Paper becau ’
§ emoved from th
ular library. e -
There are three
the author/title, the s

> You could go straight to the -
pne you are used to, Assuming jt

ise the title catalogye efe

uld by
You could go straight to use the computer terminal
and locate the items desired
You can also use the traditional library catalogue )
exist side by side with the use of computer in most
that are computerized The library ¢
that represent the holdings of 4 partic
are arranged alphabeucally in drawers,
Catalogye entries, they are
classified Catalogues

This means thyy
be located throy
This alsy means

Particular book js described and
gh any of these entries. g
that you coylq find a book in the lib
know any of the tbuomng. name of the author,

Mk, or the subgecl Matter in the book. :

o \\ -



ludes @iving individua] assistance to individual users efc.

us the Reference service is indeeq enormous especially in
is era of the information technology.

e Reference service has become more important even now

REFERENCE SERVICES ; ' the face of the New Technology. The effect of technology

B : 3 '- information in our world today can be described a
The Reference Unit is the backbone of every Librar volutionary’. There is therefore no doubt that the em

the different kinds of technology — the compme:;;
about any academic research, we are talking aboygyellso drastically affected the librar,y.; j[‘hs;_," oce:
miormation. Thus when we talk about any acade mﬁv' formation, the methods of organizi
all, be it the undergraduate or whatever, we talk ab ol ormation that pour.indailyr?s%rss
~ e all been affected. Thus

..formation in the librar
ve also further expar

the library is the backbone of every institution.

en

and the manipulations of information. E

[herefore the use of information cut across every
endeavor. The importance and the use of relevant inf
cannot be over emphasized

Ihe Reference service therefore is centered ar
dissemination of various kinds of information tOf
wusers. It ranges from suggcslmg'lo the user
hiormation to use and directing the user on how
her own information in the library. It also e
the user on how (0 use the library collections ;A

the different sources of imformation in the librat



—

e of information technology. and jtg huge o8
a -  eff
In ths in reference sources can further e ¢ ]
o fon,
jnforma

20,

lzgq Apibliography of Bibliggrypy:
10 sand the C .o b1 b ; p i€s - Thi ) '
Traditional Reference Sources an OmPUtenZed Refor. Tother Bibliographies: eXxample, A world of ’B"’Of h.ﬁ :
Sources ~ Mpibliographies. , bliography of

[HE TRADITIONAL REFERENCE g, .\

l;'bhographv - This could be defined as 4 lisg w‘
I ) :

ournals, thesis, conference papers, etc. useq in ani
ournals, M an g
\Jvork and which includes names of authors, s of th

he following are some of the yseg PR o
Biblig y
forward by Opara, U N (2001), graphy T p;‘;

Bibliographies give necessary bibliographica] infor

_ as author, publisher, place of Publication_efc whidk e
[ t . 1
:; article, pagination, publisher, place of publicatiop ad vl number of purposgs ranging from Clarifying i
I 7 x . ! | 1 53 e et
in a special and alphabetical order. A Blbliogmp o locating an item by subject greq s,

- e aid in searching for fes Aok
er or a rescarcher to locate a particular book of jter hey : g : fnatenals na given
us : hey save time by providing already made

b pi iH]
survey on one’s subject. W&

may also help user to choose books that will be refe

her work. There are three main categories of Bibliogn

3

iterature (e.g. book) to
hen working in an unf:
Bibliographies help in
[ the major librar

The General Bibliography ~ This cover broad sy
The examples iclude British National bibliog iphy,
National bibliography, Library of Congress, C
bibliography. They run into many volumes,

¥

r . ABSTRC(
Subject Bibliography - Like the name imphies, locument, 58
Specialized subject areas

Some examples are a
Bibliographical Guide (o Law, the American Scie ‘YPES.‘
Who Is Who i Chemistry, efc. he Ing .

: 10 (he poy

———



' gl about. It will do this in a way that ap
" jnow whether he/she needs the origing] 4 Ddy

Pii

( the substitute for the original dogy: X GLOBES - These are iy
;}sr:ative Abstract - this is equally a g |ﬂ€rcnt countries, towns, of the , oﬂd,
doc(:lment but it is more detailed, longer ang “l;:. cographical features of each of e §
more information than the indicative abm ;
abstract cannot substitute the original tex bllt b

. Abstract can substitute the original abstract
more information than the indicative gpg,
abstracts of different subjects like Biological \
Index, Medical abstracts, etc.

. TRAVEL GUIDES - fhege 1
utes represented dlagrammatlcally

oints that can easily be understood by
literate will understand it very Gleaqy e

THE IMPORTANCE OF THE ABSTRA“ xample includes the Bntaum
It saves the time one will use in searching for j ;

il d A hese are diagrammatic repr
original documen f3 dicating towns andim
One knows immediately whether the origg n :

ingly represented-
value to the user or not

3. GEOGRAPHICAL SOURCES - Theé

materials that are yged by surveyors, explor laces, Organiz
ravelers, etc. These include globes, travel guid phabet
- like regional physical, historical, econo otel.dir' -‘

It also inclyde directories like the te.lepho e ing Y

nd hotel directories - hg!p;"

R ——



' |t can be useful in @ s‘ituanon tl?at .m?e has f, o
7 el chief executive, or an individua] ora
n

There are two types Of the Encyclopemi~ The’ﬁﬂes h‘ . ; .
; NARY - This is a reference il e treated In alph§betlcal order. The artileg inthe encyclopedia
./ THE DICTIO ook, are written by various specialists in different fielqs.

list of words and their meanings and it is fﬂI_Jhahe g ‘
from A—Z. They also carry the pronunciation anil

YPES OF ENCYCLOPEDIA
eneral Encyclopedia —

of each word in 1t.

This type of encyclopedia gives you
2 general information on the different subjects treated Thus
e information it gives on the different subjects are no
shallow, but essential and basic or factual issues on ez
are treated. The general encyclopedia is nor t
beginners and the general public. g

encyclopedia Britannica and the Encyclo
hey are cheaper than the subject
o A6

USES OF THE DICTIONARY n
It gives the meaning of words, phrases and eXpr
They contain antonyms and synonyms, abbre
acronyms, signs and symbols. :
It gives the meaning and use of foreign terms
language or in English such as modus operadum
It gives parts of speech like adjectives, verbs,
It checks spellings, syllables, etc. b
It contains names of important places and im,
politics, history, etc.
[t shows pronunciation of words.
they provide important quotations.
Itis very useful in any academic work.
[thelps to improve ones spoken and writt >

‘The Subject encyclopedia —
ontain in more detailed form
and concentrate on speci
different subject
cost more than
Encyclopedia of
Encyclopedia of Edt
and Technology,

ENCVCLOPEDIA %

This contains a s | ne
B v

Wledge, giving detailed explanations of t



=

|I CHARACTERISTICS OF REFERENCE ‘;-‘.‘
ome of the characten-sﬁm 3

T
T

The following are §
materials. ]
they are not o be read from cover to cover, ¢ g dul

encyclopedias. . iy

— They are designed to be consulted for SPecifie
information. i ol
«They. lack comtinuous exposition e.g. one, ehtry
encyclopedia may have no relationship with the ey
— They are usually organized as separate Coﬂegﬁmﬁm
and cannot be borrowed. :

L DG, gy
— The information in reference books are- delibe‘rat
alphabetically so that they can be located with ease, .
~They belong to the category of secondary and te
of information, ; s

Opara, UN. (2001),

013003
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§ Serials are one of the various sources of information like bo ks

§ covernment publications
® programmes, CDs, video tape

PERIODICALS/JOURN/
They are type of sert

They are produ
are also pu :
different suby
contain |

l

SERIALS

and the other reference sources. As described by Agl
A.A. (2004) “serials are sources of information (p i
electronic) that are produced in successive parts at
intervals and intended to be continued indefini
news papers, minutes of meetings, ne

and other periodicals. fi

issued in successt




OF PERIODICALS

TYPES i ot periodicals, Primary and Seconda,};;!
¢ WO [YP® {

There ar
sources.

the Kardex.

ry has a particylar title, a ‘strip
uwill consult 3 catalogue cabinef

has. The strip index containg
- the list of gl he periodicals in (he library,

s i

' QOURCE »

“L\R‘ bOl AT M N o1 4 b

PRIM nformation on current research lmdlngs n dlﬂ?ere
This carry 1nic

F| In this age of the computer, any computer termina| (in a

$ | computerized library) can be yseq {0 find out what Journal ig
available, and any other information one deserves to know

coneerning a particular o even the choice of g relevant ffle

\ONDARY SOURCE
These digest, comment and nterpret the research reported i

{
.
g

discussed above. However, when an issue i8¢
sent to the bindery, bound and shelved. Butin
libraries that lack adequate bindgry nqtq/ |
issues are held together by astrp T0pe 2

in the serial unit.

the primary perodicals ‘Opara, U.N. (2001).

I > subj aor
[hey also contain news generated from one subject area 0 ,

Other. It ncludes recreational news, entertainment news, ef@
P e /]
ORGANIZATION OF PERIODICALS

ntering all the serial titles on a .
this 1s nomnally done by entering all the seri essentially is beg

and lost rep

g il ins al

that each of the fitles was recerved and contat /
' 2 Q ( . les-
chssification mark that 15 assigned to the said tit '

y o nrp nOW'
nformation aﬁcnlcrcd i the card before they are o




CHARACTERISTICS OF PERIODICALS é
- they contain current articles

- the contributors are usually specialists in theyr field !

- they carry permanent titles

- they are produced at regular intervals |

- they have contents that are different each time they are issudl

'ht\ are prd“(Ld 1N SUccessIve parts that are lntended to REFERENC[NG

| t1s that ability to use information from other SOurces 10 p
- they have u)rpumh mnhur\lnp but different umlnbuu | @ pointorassertions as you conduct researches, wn

papers, thesis, wnite conference papers, ete, You
consult and get mformation from other sources g
pomnt, or compare results. \A e

continued indefinitely

IMPORTANCE OF PERIODIC AL
- they are one of the main means of - dissemimation of currs
: As the encyclopedia of Library and I

s the skill ofmgdmau“
utmost valug'. |

seientific information that result from research findings,
unlike books, the current information i contains appear w
very short intervals as they are produced. While books @

take several months or years before they are published.
they conta factu;

When a student :
IS given a
order for

ll.nnluumn mtormation or lL‘\CiIfC]l ind
on vanous fields of knowledpe

- they

e primary source of nformation, and rlurcfom
useful “,)UI (Hll(]m[[“w anew research

~ they have gue contents

“the titles i d Journal are wnitten |m|lultwcdby

MOSE mportant information sou A
bormat age g :

- they Constitute the




R o previous works done by
-« of Jooking al previous wor by

wiance o ' e ’ &

e ng out any academic work is because o onea s is called ‘Bibj . a

whes ¢ Y ¢ . |

L . poly of knowledge, and therefore believe thygpy <Mt be over emphasized lfuamhms.“

. " ¢ . : .

‘ = wisult other SOUrces oflntunnaum 4 of the prev " b‘ | .

Aol CORSU | £ 10 |

1§

| mllnotbcwherewemlodayrﬂuwwﬂaw
 of bemg able to consult authonties when writine being developed because ple keep study % and g “ &

The advantages « 0nprevious knowledge of others No wonder hm

of Library and Information Science has this 1o say

recorded by whatever means historical development
1$ the foundation of al) actvity”

she can

academic work can not be over emphae; ‘
o out anv academic .
of carTyag 4

Among many advantages 15 that it makes vour assertions
M. wve and therefore dependable; you wall become g
suthority i the particular field of study and also other peg

will be able 1o consult you, efc

It1s therefore important scholars and 1
compile these sources used for future o

[Tus 15 normally done at the 0 he work
e cormect referencing style o Citati

| the academic world and curren

| referencing style. The APAes

o

B 18 however important 1o add that the authonties or the
sowrces you have consulted in vour academic work _
acknowledged  This 15 to avoud being accused of *scadel
thefl by the owner of the work used one day, and this .
ARt & poson term or payment of some fines. It can b

embartassing

BIBLIOGRAPHIC CITATION
Thas 15 the process of acknowledging and writing
Sources of the mlormation you consulted in your

work It could be conlerence papers, term papers, e
Pt work o1, i



: bibhiographic details of g e "
\’ .‘ t"
H foavoud repeat

viously wnitten, some l‘ﬁn ” he followmswm"“lﬁﬁ
altr 1 08 wm:r When a subsequen WOrk refas (a) Book ‘ )
SR wsly cited and immediately procag Udoye, A. J.(lm)NmMaunm
same work previ University of Califomia press_pg 28 ‘

word IBEDEM (ibnd) 15 used. This means - o
Latm : e
place For example, . -
i idens: JIN(2002)Gwde to the use o Ibrary §
. : i
b) Ibsd. pp. 30-33 !

When references 10 the same work are W
 lerences used, the Latin word OPEREA (T "
- wwsed This means i the work cited In this case ’
- mame must be cited also For example b
Udensi, 1 N.(2002)Gunde 1o the use of 1 thrary Ny
Publishers. pp 30.11 b
BINwankwo, 0 P(2000)Classification of
mﬂndm Coleman Publishers. p 40

- denst, op (it py 5.7
'. .lmooonnm.-

There are iffeyn methods of cinng or writing &
ﬁmﬂfwmuum sed Ty however diffferss
- sowce |, Your source from a

Oshoma, W i (2000) Collection use study. A study of
chemistry materals in K 1L (unpublihed M § «BLS

B

s T

TR T
% At

S

A i i

e iy

T,




s ik
{0 correct one § own we

fo criticize previous work#‘ facls to subort

{0 substantate claims - o
4 Al ol ,
Jert researcher of forthcoming w

-loa S

10 disclaim work or ideas of oll‘lcr.s
o dispute the prionity claims of others

que, debnde, quarel i wovl
as 7

- Evi - coleman Publications
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FVIEW QUESTIONS

R . , )
Woun o g VA
T collection of ey e | Mathematies. .../,
I"Lt (I Engineenng........... 4
o
CLR (1l Home economies ...
JCatalogue and classification
u Is IV Architecture.., .......\'A
h‘x)k matery
ks and non-
(b)m Jopedha and Dichionarnes A
(@)lneyelor S - (10 lmprnt - catalogue consist o,
d 87 . o o R

@(\mw! and A Wl () Place of publication, the publisher and date of publication.

() Pagmation, illustration, volumes and size of the book.

o any fout (PRS of library that you Know

(I)MON‘ (©) Added entry

s r 1) Services and notes
Q) and AR comphmentary retieval devices ¢ o
(Imw and classification s ‘ : 1 (1) Mixed notation consist of;
(@)lmpont and collaton () Two or more Kinds of symbal
(©Map and atlas (1D One Kind of symbol
(@DDC and VX - (D) All of the above

(1) Indhcate any two lim

for any hbrary m L
(1) Mention thiee
cuculation unit

(Give thiwe fos of catalogue that you know
(State throe long-term oabjectives of user oducation
~(O)Give any three function of the hibrary catalogue tha
Know r
(7)What s notation” Name the fwo types of notation
(OExplain any thee function of classification

(9 )What 1s the library of congress (1) eque
following subjects




for mformanon !
- (15) Asastudent searching which secndf idance of a -28. Patrons or library users consult these
i the library do you contact first? 2eris oo 1Ak gy
(16) L,bmy of congress classmcatmn sche ’ ‘

~“and T.9% . to organize knowledge.

collections for -29.

USeS. i iee thaI / : . - ; : ;
(17) Any type of pubhcanon is not read from °0ver & e o e | |
— 0n
(4 cover |s fEfren i3 : Academic
¥
| Isﬂxemeansdlrough which information are g ore i PrC;ate GeSChx:j Ezfch School
adohanedmﬂ)ehbmw . - ege . } ‘ (‘aabg' e
: N - 35 Academic  Imprmt Collation Special
{19) Mention any three units you know in an academic [jhyar : il ol -
' stics of a D8 % Pimay  Umesty  Classficaion  Pubhe
{20) Mention three characteristics of a journal. g % agkd
(lenabmchhanes...y,(..v. schemeisusedinclassifina® - - Organzed : oo,
their mformation while .-~ i essenger  Securtty
&5 used m public libranes : chike .
INSTRUCTION. - R

Use the answers provided in the box below to answer questig

F. - - ' .
e mnes are collected in this part of

(a) Cataloguing

3 ' : (b) Reference
B Q) ......... libraries are established in specialized institufic (¢) Circulation
- @ NARICT library, while 23 libraries are d (d) Reserve bo

ymnedndmdmls hbrane> are setup
md secondary schools. 25 ibraries are esi

lllmnsdﬁmfmm boohhopb&auseme T ,;A
hhw:" for use, and the collections are und

253




See also the different units ; .
Atlas 40, 4] units in an academic library §
Sumwmw
Aesthetic 3

BOOK o 1,2,3,4,5,7,9, 10, 19, 2
e 20,23, 24,31, 12,47
Book pocket 21
Hook catalogue 31
Hook classificanon 23

Bindery 14,47

Bound and shelved 47
Hiological abstract 40
fibliographies 14, 38
Creneral ibliography 38
Subject bibliography 38
Bibliography 39

Bibliography citation 50, §7

ibliography style $)

pliss classification s hemes 2}

porrow 19
Borrower s card 19
See charging system 19

Catalogue 9, 21
§ee also forms of €
Catalogue cabinet drawers
(lassified catalogue 33
Call number 23
See classification mark 23
Collation 32
Collections 3
Collection development 9
Crrculation wnit 10, 12,17
Current articles 18
Colon classification scheme 23
Computer 6, 37
Computer terminal 47
Computensed reference sources 38
Chentele 4 %
Classificabion 9, 22, 25 ¥

atalogue 30, 31

()“

Date due 20



[ireotores 0, 41 v
mmhilmiun 16, 37

Document 30

Jducation 4, I8

Preyelopacdia 34249
Pssential services 19

See short-term objectives 19

Factual 48

Fines 20

Flexible 23

See qualities of notation 25

Geographical sources 40
Goal 4

Government publications 45

Helpful 14, 39
Historical 40, 41, 51
Higher learning 7
See higher institution 8, 15 18
resources §
Housed 3, 8
Home 14
Homage 53
Hostels 14

ldentiying 19,30, 3
Mustation 3

;bomms‘ 12,14, 18,33 35
EErovement 22 47 5

+

137,41, 42,47, 48, 50.

_—

[ndependently 6, 19
(ndioative 39,40
[ndexes 37, 40, 47

(ndividual 4, 5, 12, 17,42
tnformation 3, 4.5, 0. 8, 10,12, 13, 16,

16. 37, 39, 40, 43, A, 46, 49

[ntellectual 32

Interfiled 35

Institution 3,

[nstitution of higher learning
Qee also tertiary mstitution 7
Internet O

[nvolves 6,9, 12, 13

[nterest 4, §

[nquire 10

[nstreductions 15

[nter library loan 16

Journals 38, 39, 45, 46, 47, 48, 52, 53

Kardex 46, 47
Kept 10 :
Knowledge 4, 22, 24,25, 48,49,
Letters 24, 29
L.earning 7
Lecturers 8
Lend 13

4.5, 7, 12,13, 15, 16, 18, 36

18, 19,22, 30,31, 3038




5T Limined S

Number 12, 23, 29, 30,31, 33, 35, 39

 Office 8

Operea citato 52
Operating alphabet 25
Organisations 3, 4, 9, 22
Original 46
Over-due 11, 13
Owned 5

Mns6
Periodicals 10, 14 45 :
> 14,45, 46, 47, 48
Personnel 3

Photocopying 14

(!

B : ices provided b i
Locating 19. 34. 39 ee services provided by academic
private library 3 hmty 1
Magazines 37. 45, 40 Restricted clientele 5
w{ 7. 51 pnmcd 31. 45
Sy s 9
w% Pr\‘f‘?-‘ & N Y 0" it g |
Materials 3. 5.6 7.8 9. 10 11, 13 gec function of university library 15 v h ;;Si_ bl
el preserve ! e i O
Mutilation 20 professionals 3, 9, 16 : e ol oY
4 publishing 12, 16,32, 38,39, 45 48" “8 K50 &8 iy fi
Necessanly public library 4 SE i
639 st g
Newsletters 4; Pure 24 e i
Newspapers 32 See notation -
Network 16 :
; 599 12 Quality 8
o .7.329 £ Qualities of a good notation 25
Non-book material 3. 6 Quantity 8

Recreation 3
Recreation news 46
Records 3, 8, 21, 31, 51
Reference 3, 10, 14
see reference materials 19,
reference services 36,

referencing styl
Registration 11, 19
Renewed 13
Renowned individ

o



8 15 16,18

findings 46. 48
Retrieval devices 22, 30

I 116

Reading materials 32
Recalled 13

Searching 39, 40
Secondary literature 39
Subject areas 39, 53

Science and technology 22

Schemes

Symbols 24,42
Sub-class 26, 27, 29, 30
Senials 45

Secondary sources 46

Primary sources 16
Services 12

See services provided by academic hibrary 12

Series 31, 32
Shelves 9, 34,35, 47
;' “30

See sheal catalogue shps 31
Short-term objective 18, 19
Scholars 7, 16, 51

7.8 14,16, 17, 36, 46, 47, 48,49
Researchers 43, 46,47, 48,49

Retrieving information 31

Reading 3, 11, 13, 15,24, 30, 49, 53

See organisation of knowledge

See classification schemes 23, 24, 25

:

{ore house 8
ool library 5,6

Sch _ el
see types of library 3 i
school 9 oo |

Selective dissemination 12
gelf-development 16
gubject entries 31,33
Gubject catalogue 33, 34 35
gubject bibliographies 38
Gubject encyclopaedia 43
Qubject specialist 45
qubscribe 10
Qubject class 9
qummares 39
Abstract 39
Supplementary tm 15
Specralized manpower 13
Skill manpower 17
Spectal library 4, §
Specialized collection §
Special mstitution §
Special information 10,
Special place 3 i
Selection 9, 10
Surveyor 40
Students 7, 8, 12, 13
Stnp index 47

litle caulom,‘

[radinonal libra
Iracing 33 '
Trays 31



See card \'&lll(\guc 3
Iypes of Notation 24
\‘l\(‘\! 24
Pure 24
fypes of library 3
Public hibrary 3
Special hbrary 4
Private hibrary §
School ibrary §
Virtual library 6
\cademic library 7
Travel puides 41
Techmical serviges 9
lcdmulug_\‘ 3,6,22 3738
lelecommunication technology 6
Technology developmen 15
Training of specialized manpower 15
Science and technology 22
Trained personnel 3
fextbooks 6

University 7, 16, 18, 40
University librarian § 1% 17

Unpublished 46
Users 5,9 10 1,12, 13, 18 19, 20, 36,
Video tapes 45

Virtual library 6




§an assistan; ! : wit
deral Unijye- ity of Techno
‘Ma in Library » ' A
Zario in 1988, She also obtair
rame urversity in 1093 She is .
acquisiiion Librari+n in the Unlve'dly_'

bees- t¢ aching the 11~ . .f Library cov

Libray -

Services of the F,
Minna. She had Dip.
Bell

from the

Um’vonity,




