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PREFACE

| he aim of this book is primarily to provide a simple
ard o basic lestbook in Library Studices; a foundation course
o acquiring library skills.

The book is carefully written for primary and
secondary schools inorder to catch them voung. First vear
students ot [ibrary and Information Science, teachers and
all v hor seek bo lave a busic kKnowledye of Tibragy studies
will find the book o handy companion.

[n writing the book, the author took into
con=ideration the audience and theretore used simple, casy
to read and understandable language. Special words are
caplained in the slossary at the end of the book,

It has been discosered that the use of library i1s not
Lt at the primary and secondary levels of education
i Niceria because it is not provided for in the curricalum,
[ his costly omission affects students at the tertiary lesvel
bewcause they come in ill-equipped to understand and
appreciate the indispensable relevance ot the Knowledse
of the use af the Tibrary inteaching, learning and rescarch

Basic Library Stindivs tur Schioods and Colleges s
therefore written to help curriculum planners to
imcorporate the use of library as a teaching subject at the
primary and secondary schools, This will equip students
with the relevant basie library skills by the time thev gain
adniission to higher institutions of learning and thus make
academic activities casier for them.

Although essentiallv introductory, the coverage 1s
wide. Questions have been included at the end of each
Chapter lo make revision easy,
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FOREWORD

The authoris a practival and academic litraran ol
Federal Lniversity of Technology, Owerrn (ELTO Hie o
brouvcll many vears of experiences mto Lkt i th
crdeavonr and this basic textbook in Librare =stodies s
manitest product of reseavch eltorts, [Uis o koo il Hhal
indijenous basic and foundation textbooks on Library i
[nformation Science are scarce and this acadenmn
foundation course book has brideed this dea-th of b o
tesblonks.

The book expertly written for primary
secondary school children and their teachers sl el 1
accelerate the development and disseminations ot boss
information in Library and Information Science in e
sociefy.

lhe book started with the defintion ot the ters
library studies, the reasons tor using the librare and
various departments in a tvpical librarv, It also dwelt o
basic descriptions of various parts of a book, howe Dol
are purchased, processed and shelved, Reterence bochs
and functions of the reference librarian were disciesos
Discussions on Audiovisual (non book ) materals, e
riles and regulations in addition to hose Lo rogisdes o
borrow books brought the interesting ook o an end.

~ An important element in the book is that ool
chapter is spiced with relevant revision questions. Reading
the book itself excites, mspires and enriches the mird. The
language is not only simple but also appeatm o

The book is recommended tor fresh stndent-
Universities, Polytechnics and Colleges or Edoeation ol
require wood grades in the course, The Use e Dibrare
The book is therefore an invaluable compuendium o
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mfurmation to teachers, pn;'wir.»; in p|'i|‘|mr_~,, and seconda I'v
schools, trainee teachers, librarians of all categories and
all lovers of books and non- ook materials,

e N AL Agban
AG Undeersity Librarian
Arwainbra Stake Linfeersity, U
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CHAI'TER ONE

INTRODUCTION TO LIBRARY STUDIES

Have vou ever wondered what this world would
Lo been or looked like if there were no books or other
teans ol setting recorded intormation, knowledge and
caperivnees obman? Think ol o weorld without information,
coducation and entertainment. Indeed, it would have been
cdnlland an uninteresting world where vou and Dwould
have ot been alle to know what s happening in our own
country let alone knowing what s happening in other
countries of the world. 1Ewould have been a world where
people were unhappy because there would have been
nothing o entertain them,

Ihe carly man was crude in his behaviour and
wandered from place to place in search ot food because he
bad neither edocation nor proper intormation. Todav,
because of the information and knowledge we have
ubtained throush books and other information source
materials, we are better behaved and knowledgeable. We
can therefore solve our problems faster without wasting
mch Hme .

Today, we live ma modern werld, which requires
various bypes of intormation o exist and function proper/y.
Ihis intormation could be found in books, newspapers,
magazines, journals, posters, charts, films, compact discs,
computers, and audion-visual materials et.c. Library
“ludivs s concerned with managing all these information
and making them available for use.

What is Library Studies?
Library studies is the study of how to obtain various forms
of information carrving materials; organize and store them

@)



so that people can use them, Insummary, itis the study of
how to manage both the human and material resources of
a library.

What is a Library?

A library is a collection of books and non-book materials,
which have been selected and organized for the use of
patrons, '

Who are Library Patrons?

Library patrons are those people who use the library. They
are also called library users. Examples of people who use
the library are: pupils, students, teachers, civil servants,
traders, craftsmen, rescarchers a nd all those whowant ane
information or the other from the library.

What is a Non-Book Material?

A non-book material is a library material that s not made
of paper. Examples of non-book materials are films, radio,
cassettes, videotapes, compact discs, television, and
comprtters e.b.c.

THE DIFFERENCES BETWEEN A LIBRARY AND A
BOOKSHOY

Some people think that the library and a bookshop are the
same thing. Are you one of those who have this thinking!
A look at the differences between a library and bookshop
will prove yvou wrong. Now let us differentiate a library
from a bookshop.



The Bookshop

The Library

1. Books in a hibrary are
vreanized and arranged
in a particular order on
the shelves,

Books in a bookshop are
neither organized nor
arranged inany particular
order.

2 Bouks inoa Hbrary are
rot sold.

Books in a bookshop are
meant for sale,

3. Every buok v a library
Has an accession numhber.

Books in a bookshop do

nat have  accession

ruribers.

1. Every book moa library
can be located with its call
tumber.

Books in o bookshop do
not have call numbers
with which thev can be
lowcated,

5. Library books are

meant for reading

g, study

ard reforence.

Ceople do not go to a
bookshop to read, study
or make reference.

6. ‘The Library is a quict
place meant tor reading
amd studies.

-
I'he bookshop is a noisy
commercial place, which
is not suitable for studies.

7 Library books can be

t‘k!lT'i'L'l‘l.-‘&"l'd fHI' e

reading.

Books in a bookshop
cannot be loaned to

people.

©)



Revision Questions

What is library studices?

What is a library?

Give five examples of library users.

Who is a library patron?

What is a non-book material?

Mention five non-book materials known to vou.
Give four teasons why a library is different from
bookshop. _
Mention five sources through which intormation can
be obtained.

SRIRER R T e
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CHAPTER TWO

REASONS FOR USING THE LIBRARY

| ibraries are sef up to provide information,
cducation and entertainment Lo the people. They pertorm
Lhese toles by providing huoks, newspapers, magazines,
sudicvisuals, films and other information source materials,
It i~ nnportant tat we learn how o use the library very
arly i lite, The reason for this s that it will help us grow
up as intelhigent, knowledseeable and informed adults.

| ere are S0 many reasons why a child should learn
o to use the library very earlv in life. Some of the reasons
for using the hibrary are:
i o bearn how touse the library to locate and o wse

intormationm.
L, Tov learn how bo .‘-tllli_‘l.' OO oW,
Lo obtain the latest intormation on what 1s

e

happening around us and in the whole world
through newspapers, magazines, journals, e.L.c.

1. To entertain ourselves by reading novels, comics,
et

B [0 learn and develop reading skills,

i, Tu learn more about a subject or topic by reading,

ather hooks on the subject or topic.
[+ have access o read many other books we do not

have,
H. To develop the habit of using books and libraries.
Y, To borrow books free of charge.
1, To learn more through the television, audio films,

video films, audio cassetles, radio, computer, e.t.c.
that are found in libraries.

©



Revision Questions

L. Using the library helps us to get
i . -
a. Education, information and entertainmuent

Entertainment, imagination and encouragement
Enrichment, improvement and entertainment
Give five reasons why every child shoald use the
library.

Sl



CHAPTER THREE

TYPES OF LIBRARIES
The following are types of libraries:
~[he Public Library
The Schoal Library
The Academic Library
The National Library
~The Special library
s Private or Personal Library

Ll

7 Community Library

Yl i ha

.

The Public Library

A Public 1 ibrary is the type of library prov ided by
1 State or Local Government for use by every member of
the public without any charge. A public library can be
found in state capitals, towns, cities and local ;._;uwmm::-ntﬁ.
Public libraries are built with money obtained from taxes
paid by members of the puhiic and therefore allow every
moember of the society to use them without anv charge;
thev do not discriminate against people who use them.
The public library contains varipus types of books,
NUWSPApers, Magazines and audio-visual materials for use
by members of the public.

The School Library

“The School Library is a library that can be found in
a primary or a secondary school. The major users of the
schoo! library are pupils, students and teachers. Those who
work in the school can also use the school library.
Fxamples of uther groups of people who can also use the
chool library are clerks, typists, cashiers, bursars, and
security men. The school library provides books and other

@



materials ke newspapers, magasines, 00 et e,
cassettes, viden films, compact dises, compufirs, et ar
the use of patrons.

The government funds the schoal Hbrary. Other e
help in providing finance tor the school Bibrary are Parenls
Leachers Association (LAY, sood-spirited mdis -
philanthropic orgamz. vtions ke UNICEE, Book AL
liternational, et o Chaners of private solonls proscide the
funds for their school libraries, The person trained foomanaee
a school library is called a Teacher s Lalrarian.

The Academic Library

An Academic Library is a library that con be foviee o
instilutivms ol hi".hx*r' learning like Lnversities,
Polytechnics, Colleges of Education, €. v '

The person incharge ot a Lniversity 1 tbrary i called
the University Librarian; the person m caargd at
Palvtechnic | 1hran is called the Polvtechnie Librarian
while the librarian in charge of a College of Bducation
Library is called the College Librarian.

The function of an acadermic librars s fo pros e
books and other librarv materials to support teaching,
learning and research. Users of academic libraries arve
students, lecturers, staft and other me amlaers o the
university community.

The National Library

A National Tibrary iy the tvpe of library establh shed
maintained by the national government af any countes
Nigeria hasa National [ ibrarv which is called the Nationa tl
Library of Nigeria. The heruiq_umh ra of this library 1= al
Abuija. The National 1 ibrary of Nigeria has setup branchies

in most states of Nigeria.



e National library ol Nigeria has powers to collect and
CrCseT L TS af Books werilten and pul'?]iwht'd in Migeria
ar gttt Miverias This T hv we sav that 1he National
| ibrary of Niserin is a legal deposit library:

Lo conmtey ik ralioridl library, The National
e GF Britainy s radlod the British Museum while the
datiomal Tikrare of America is called the Library of
Congress,

Lhe National |ilrars of Nigeria serves the necds of
covernmenl arencies, Nigerian citizens and the whole

o

I he Special Library

A Speial Library 1= a library set up to serve the
loriration necds ol its parent’s body, This type of ibrary
can he tornd m bantks, rosearcel instilutes, companies,
publin CoTporations, vovernnien! departments, hospitals
TR SR

Il by pue ol hibrary matorals found naspectal
Librare depends on the Bepe al wirk or business the body,
whicl eatablished it does, For instance,. a Spu tal library
ara hank will acquire and preseryve books, newspapers,
journals, reports, dises, videotapes, films amd other
craleriale, which deal on banking,

Private or Personal Library

Iliis is a hibrary, which belangs to an individual or
0 tamilv, A private librarvy is psually located i the
connpound ob the individual or family who owns ik A
| awyver, Libraran, Doctor, Teacher, an Engineer or anybody
cany hoave o pvt'mndl library; vou can also have vour own
private library: The tvpes of books and other materialsina
sriviabe library Jepend an the interest of the owner.

| ©



Community {Rural) Library

A Community Library is a library lovated in the
rural area. Most community (rural) lihraries are extensons
of the state public library established to serve the rural
communities. The state or local government can eatalbilish
acommunity library. A rural community can alsv establish
and own a library.

Those who use community libraries are primary and
secondary school pupils and students; teachers, civil
servants, retired workers, traders, artisan= and membuers
of the community.

Materials in a community library mclude books,
newspapers, magazines, journals, maps, charts, posters,
pamphlets, cassettes, videotapes, et

Revision Questions

Mention five types of libraries known to you.
Write short notes on a public and a sc hoal library.
Mention the main users of the school library.
Mention other users of the school library.

What types of materials does the school library
provide?

The library found in aninstitution of higher learning,
iscalled

A, School library B, Academic library

C. Public library D, Special library

E. Community library

Which of these are found in.the school hibrary?

A. © Books, magazines and newspapers,

B. Bags, pencils and ink.

C. Sandals, crayon and school badge.

12, Eraser, wrists watch and pen.

@
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The Nativnal Library of Nigeria has its head office
mn

The National Library of Britain is called

[ he persan in charge of a school library is called



CILAPTER FOUR

DEPARTMENTS OF A LIBRARY

Every large library should have two majot
departments. These are Readers Services Departiment el
the Technical Services Department. Each of these
departments has other sections under it Let us bretly ook
at them and their functions.

1, The Readers Services Department i madu up o
the following:

il

b.

The Circulation (Tending) Section: This o
where library users o to read cnd borrow
ks, .

[he Reference Section: This s where users
o to look for one information ur the other,
Thev also use reterence books to doa caretol
study of a subject in order to timd opt new
facts or information about it This s called
recearch, Reference buoks are not meant Le
be borrowed, ’

The Serials Scection: Selects, orders, by s,
PrOCesses and preserves books ¢ nd printed
library materials that are ot buoks. These
tvpes of materials are called serials. Serials
are materials that may be published daily,
weekly, fortnightly, monthly, quarterly.
vearly or bi-annually. Examples are
NeWSPapers, ma;c:n/ilmﬁ, ]ULI[’]M|H, researeh
reports, annuals ete.

2. The Technical Services Department (TSD)
This department contains the following sections:

©
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The Acquisitions Section: Selects, orders and
acquires library materials. They also give
books accession numbers and stamp them
with the library ownership stamp. They get
library materials  through  purchase,
domations, gitts, exchanges, bequeaths, legal
deposits cte

Cataloguing and Classification Section:
Describes and puts books in the class they
belong, These are called cataloguing and
classification. When books are catalogued
and classitied they are given special numbers
called call numbers; with a call number, a
book can be casily located on the library shelf,
Bindery and Reprographic Section: Damaged
librarv books are repaired in the bindery
section, Books with light covers (paperbacks)
are also given thick covers at the bindery
while photocopies of books and other
materials are reproduced with photocopying
machines at the reprographic section.

Information and Communication Technelogy
(ICT) Section:
With the coming of the computer and the benefits it

ofters, when used in rendering services to people in
ditferent occupations and other fields ot knowledge, the
library all vver the world have started to use computer in
their services.

A computeris an electronic machine, which accepts

data as mput; processes it at a very high speed and gives
out (information) result. Data are figures, words and
svmbals, which the computer works on. Large library like

®



the National 1ibrary of Nigeria, public and academii
libraries have set up Intormation and Communication
Tochnology (ICT) sections where computers arv ] b
render services to users with ke or no waste at thne

At the 1CT section of a librarv can e Fesannd

computers, Internet Facilities, audio and video compat
dises (CDs and VCDs), electranic bovks and [ournals et
A library is said to be automated if it uses computers NI

SeTVICeS O L1sors,

Revision Questions

<

10
LE,

2

What are the two major departments ot a fibrars
Write short notes on the runctions of these secbions:
Circulation or lending section.

[Referenoe section.

Serials section.

What tvpes of library materials are called serals?
Give five examples of serials.

Mention the sections contained ina [echnical
sServices Department.

What is the function of a Bindery section!

In what scction will one go to photocopy bueoks and
documents?

a. Bindery section by Reprographic section
Serials section d. 1T section

What is the meaning of [CT?

What are the types of materials found inan 1]
section of a library?

What 1= a computer?

What are data?

A library is said tobe 1F it ases
computer in its Services b Lsers,

@



Amalgamated
Avtocratic
Mutomated
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CHAPTER 5

THE BOOK

What is a book? A book is a collection of shecks of paper
containing printed characters fastened toeether and bound
between bivo covers. A book can be a fiction or non-fiction.
What is a fiction book? A fiction book is a book which
describes imaginary things that are not usualiy true. v,
storvbooks and novels.

What is a non-fiction book? This is a book which describes
real things or events. e.g, textbooks, A book which has a
soft cover is called a Paperback while a ook with o thack
cover is called Hardeover or Hard bound.

I*arts of a Book and their Uses:
A bouk is made up ot different parts. Fach parl of a1 bk
performs a-particular function as can be seen below,

T

oo

hpare

Figure 1: A Book Shotwing the Covers and the Spine.
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e Taost Jacket:

The Cover:

The Spine:

The Fid f‘LIE'JL‘r"

Fhe Preliminary Pages:

Lhe Halt Title Page:

The Title Page:

Copyright

I'his is a beautitully designed
cover, which protects the cover of
a book with a hardcover. The dust
jacket attracts the attention of the
'bn_x-'m' or a reader of the book.
Fhir baok vover is the thick cover.
which is seen when the dust jacket
isremoved. It provides protection
tor the book,

Fhis is the part of a book cover,
which is visible when the book is
placed on a shelf. Tt usual |y
contains the title of the book.
I'his is the blank sheet, which
comes before the preliminary
pages.

[hese are the pages, which come
betore the main textual pages and
are numbered in Roman figures.
Fhis page contains a brief title of
a book wsually without the
author's name or the imprint (i
the publisher, place and date of
publication).

Fhe page which contains the  title
ot the book, the author, publisher,
place and date of publication,
edition ete.

Fhis shows that the book is the
lawful property of an author or a
publisher. This means that
nubody can claim the book from
the author or publisher.
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Avuthor:

Place of Publication:

Year of Publication:

Publisher:

[SBM:

[redication:

Acknowledgement:

The Preface:

This is the person v i b
book ar the person w Tvey wetote
particular book. Lo or muore
persons can wrile a book,

I he town or city wherea [STRIRI SRR
published e Ak T i,
Caerrn v

The vear a ook was |‘Il||1||-ﬁ|‘.-\'i1
e 2000, 2008, RN U

The company which prepares 4
book and makes it available
public use v.g. Longmans, Fuvans,
Liniversite Pross ele

The  abbreviation A TER TR E
International Stancard LTRTRE N
Number. It is o number given bo
4 buok to differentiate it brom
ather books. [SBN contains ten
(10} digits eg. O0-19-231 1006
This is where the author showe
appreciation tey sonreone, 1f s
usually very brief and conmes
before the prefoce.

This is a show of appreciation [+
an author to persons sl s e
troom where e reveaved help
while writing a bouk,

This is a briel discussien about 2
book written by the auther,  Lhe
preface explains why the author
wrole ﬂ“\_u book and the tvpe ol
readers :thu book is meant for

®



Foresord:

Labide oot Cisitents:

Fovtrosdinction;

I'lhe Towe:

Faderopees:

ik o rapl:

Loliimssar:

TR T

Ihis isa briet romark about A
book written by someone who
Knows what the author has
woritten.

This shoses the order in which
the topics in a book are
arranged. It shows the chapters
m a book and the pages where
thev canm b o,

This gives o brief and veneral
mtormation on what a book is
discussing,.

[his is the main part of a book
and is divided into chapters,
i< is a list of books,
nuewespapers or journal articles
and other sources, which an
author used when writing g
book. It is placed at the end of
a book or a chapter ot a hook.
st is an alphabetically
arranged list of books and
other  sources  whether
published or unpublished
which an author used while
writing a book, Tt is found at
the end of a book,

The page where unfamiliar
words are explained.

This 1= a list of words, names,
places, topics, or ideas treated
in a book arranged
alphabetically and showing the
pages where they can be found
in the book.

®
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Kevision Questions

L

What 15 a buok?

wWhat is the difterence between a fiction and a non-
fiction book?

Worite short notes o

Author (b) Publisher (¢) Copyright

What is [SBN?

Explatn anv five of the following terms;

L) Preface (b Preliminary page (c) Glossary {d)
[ abile of contents

(e The Text (1) Index

What is the difference between the book cover and
the dust jacket?

Lnfamiliar words are explained in one of these:

(o) prlossary (b) index () bibliography (d) references.

The forward of a book is written by the

lal publisher (b] author () one who knows the
aulhsr.
e main part of a book s called

Ihe dedication of a book is written by the

(a1 the friend of the author (b publisher {c)author.



CHAPTLER 51X

HOW LIBRARY BOOKS AREACQUIRLLD)
A Kbrary com obtain books and other materials throuzie
Purchase

bdiies

[ onatiom
Bequeaths
Caitls
Exchanges

U L

Purchase: Books can be purchased diectly troo the
publishers or book vendors (hoos sellers;

Clifts: People and fricnds of the library can hand
aver books and other materials to the librar
withont pray ment.

Donation: Incdividuals, The Parent Veachers Associabion
{(PTA), UNICEF, Local Governnmients
Companies and any kind person can donate
books and other materials to the schod!
library.

Exchanges: A library cap exchange some ot the books if
has in Jarge quantities tor those of otho

libraries.
Bequeaths:  Any person can write inoa will that hishe
books be given toa school library or any

library when he/she dies,

HBook Selection for the School Library:

Book selection is the act of choosing books which are
to be purchased for the library, Before a school buys books
for the library, the teacher/librarian will have 1o select the
appropriate books based on the selection policy of the
school. These two terms are important in book selection:

@



Silecton IJUHL':\':

selection Criterin:

This is a written statement, which

states the tvpe af books to be

¥

selected and purchased by the

arhoal.

[his is the standard, which s used

to determine the book to be
selected for the library,

Criteria for Selecting Books for the School Library
he criteria for selecting books fora school library are:

|
|

|4

i

L |

T

g]

Authority:

CRelewancoe:

CAccuracy of Intormation:

CWriting, Ht}'h*:

CAMractiveness:

- Scope:

The author af the book should
be one who 1s q_unliﬁi:d to
write on the subject.

The vontent of the book must
pravide for the needs and
interest of the students who
will use the book.

The information contained in
the book must be accurate and
Jhould not misinform the
readers.

The words and languages
used in writing the book
should be simple to be
understood by the readers.
The boaok should be attractive
with good illustrations and
layout because these features
attract young readers.

The range, which the book
covers, must be suitable for
the readers.

@



7. Special Features; Strevial Pevalinros The dos

1
glossary, and bibliverasay ane
VOV TTPOrLant Lo ey bt
bororks.

8, Physical Format: Features fike the guaslive ar i,

binding, the Lypetaoo
whether bold o small are
|T]'I["¢f'f'115||! Fegbuiros by viomi=inly

Book Selection Aids for School Libraries

Book Selection aids are published materials wlich

help the teacherZlibrarian to seleet vood Pooke Fovg e
-

school library, Some of these selectiong aide are.

L.

i

3

i,

Children's [—.:il'rtfﬂgth- For Blementary Selhool
Libraries.

Standard Catalogue tor | lih schonl Libr avivas, 4w
bwao catalogues are puablished by HLW Witson
Company. They are rogolarh updated and oo s ey
good tools for selecting books tor schoal i e
Publishers Cataloguies of various local Pubiisiy -
like Macmillan, African Universily Pross, | SIATIA AR
Lvans Brothers, Oxford Universite Pross o ane
good for selecting books written by local aathor-
Book Fairs: Book Fairs are inarkets wlhiore Bk are
sald from tme to trme. The teacher Tiearen oo
visit book tairs to select books for the seboo] Tibearm
Book Exhibitions: A public show of books for <alu
The teacher/librarian can visit book e ribitiogs to
select books.

Book Reviews: There are nowspapers, FRTAAPIRR S
and publications, which write account ol new books.
The teacher /librarian can select books Lh otterh bowk,

TEVIOW S,



Snceestion Slipss Phese are printed shps, which can
B civen Lo leachers and students toowrite books
e wonld swant the library to buy, Atter books
[y e been selecled, they can be oblained through
Einar .'.U”U'n'-.'illj._( Vel ikl

! [Yrect order trom the publisher
i B e i R e

(53 're hase Trom book sellers in the open
nrarkel.

Revision QDueslions

Wention five wavs theough which a school library
Carn clitai bonks,
Wb can o le books booyvouar libraey?

Fronm e hoecan o book be purchased?

} Faplain the following terms (a) Book selection (h)
Sele o criteria 1o} Selection policy.

' Sention our criteria used for selecting library
RIS

. What are book selection ands?

' Nention three selection ards,

o What i= o book exhibition? i
What do v cnderstand }."}.-‘ A sugeestion shp?

i Benbon e local publishers known to vou.



HOW

CHAPTER SEVEN

BOOKS ARE PROCESSED

After books and other library materials are
ptirchased, they have to be processed so that thev can b

easily located and used by users. Techniea! v

SOCES ST 1S

a series of activities, wnich nerp to make library materials
to be easily located and used.
The following are stages involved in processing

i. Collation:

i, Stamping:

iii. Accessioning;

iv. Cataloguing:

v, Classification:

The checking of newly purchased boiks
to make sure that they are in ovder. It
book has bad printing, missing pagues ar
any fault, it will be sent back to the vendor
or publisher to be replaced.

Stamping of ownership stamo on a book
shows that it belongs to a library
Ownership stamp contams the name of
the library using, it.

This is the act of giving a particular
number to a book. This aumber -
recorded in a book called Accessions
Register and also stamped on the verso
page of a book, No two books can have
the same accession number.

The process of describing a book by
writing down the title, avthor, place it
publication, publisher,  date ot
publication, and number of pages, 15BN
cte .

This is the grouping of book= according,
to their classes using internationally
recognized tools.

@



vic Labeling and Pasting:

I'his is the pasting of date due

Slips and book pockets ¢ :mtml,n]u, book

cards on bkaa

¥

vil Book Binishmg: The tvping and pdt.tmL, uf call
numibers on a book spine. 2

ke Ll The alphabetical arrangement ot
cittiloeue cards in the catalogue cabinet,
5/N  Author Title of Book Price| Source |Accession
MNumber

[ ke L Forsic Tihrme Siet o
o Schds g | Kingdom
Lol SO0 Booksbaep (001

webaiin e Liseoot Booiks amld I Caliv
Dl s F0 Pulvshers (o0

[k AL Mlatheratics tor M
Prnnn 53100 Nlacmullin {005

Chche: S | ey Ceilificate b Johirsen
Biologs | 500[ Booas [1d [00H

Pivure 40 An Accessians Revister



Revision Questions

A=

[

Why are library materials processed?

What is ownership stmp?

Explain the following terms {ady Filing (L)
classification {c) cataloguing,

When newly purchased books are checked toensure
that they are not faulty, we ase the term o) collation
(b) stamping (c) accessioning

What is accessioning?



CHAPTER EIGHT

CLASSIFICATION OF LIBRARY BOOKS

The word "classification” comes from a Latin word
called “classis”. The word “classis” is used to refer to a
proup of persons who have qualities in common and also
belong tio the same class.

The waord classification is a library term, which
means the yrouping of books together according to their
¢lasses. Classitication makes materials in the library to be
orderly. This orderly grouping of knowledge (classification)
helps a library user to locate books and other materials,
withdraw and use them without wasting much time, When
a book is classified, it is given a special number called
CALL NUMBER, which is used to locate the book on the
shelf. The call number is derived by adding the author
number to the classification number,

Functions of Classification

[t arranges library materials orderly.

It helps hbrary users to locate materials easily.

It helps a library user to know what the library has
in his area of interest,

4. It wroups works that have the same features together
and separates them from others that do not have
these features.

It makes shelf arrangement to be systematic.

b, Itis used to arrange catalogues, bibliographies, shelf
lists and indexes in orderly manner,

It helps to identify not only books but also parts of
books, articles in periodicals, reports as well as the
smallest bit of information.

@
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e} It 15 an intermational standard nsed fo oresaniee

knowledgo.

Types of Classification Schemes

A classification scheme is a set of docoments
d signed for grouping books and other library materials
according to their classes.
There are different types ot classitication schemes but we
shall briefly discuss the two popular ones. The tao popular
schemes are:

{i} The Dewey Decimal Classification Scheme

(DD

(iij  The Library of Congress Classification

Scheme (LC)

The Dewey Decimal Classification Scheme (DDC)

An American called Melville Dewey in 1B73
developed the DDC, [t divides the whole knowledge into
ten (10) main classes, Each ot the main classes are furthoer
subdivided with a decimal point to make a total ot 1010
classes numbered from 000 - 949 1t is commuonly vsed i
public and school libraries. [t uses numerals and thus
simple and easy to remember.

The major divisions o DC are:

(o0 - teral Works

110 - - losophy

200 - Religron

300 - social Sciences

400 - Languages

5000 . - Pure Sciences

(00 - Technology [Applied Science!
700 - Fine Arts



S [iterabure
v Flistary and General
Crengraphy

The Library of Congress Classification Scheme (LC)

The American Coneress developed the scheme in
1500 1t divides knowledge into twenty one (21) main
Classes. [t elassifies books by using letters and numbers. It
uses Jetters of the alphabets for the main headings and
Arabic numbers for subdivision. The major divisions are:
A - Ceneral works

& - Philosophy and Religion

& - Historyv: Auxiliary Sciences

13 3 Historyv: General and European

F - History: America (General US History)
E: History: America (Local and |atin America)
C - Geography, Anthropoly, Recreation

11 - Sacial Sciences

| - Political Science

k. = [.aw

| : Fducation

Ml . Music

M - Fine and Applied Arts

I? - Language and Literature

L) - Science

R : Medicme—

5 - Avriculture

[ . | echnology

L - Military Science

Y - Naval Science

£ % Bibliographv and Library Science



Revision Questions

The word “classification” originated tram g
word called
English word called classes

Latin word called classics

Latin word called classis

English word called Clamsy

The grouping of books together according to their
classes is

Cataloguing

Accessioning

Classification

Processing

When books are classified, thew are given special
numbers called

Author numbers ( (b) Accession numbers (¢) Call
nunmbers

Book numbers

Which of these options is not true of
classification?

It arranges library materialy order]y. [

It helps easy location of materials,

It makes shelf arrangement disorde rly

It helps a library user to know what the

library has in his area of interest, []
Whatis DD?

What is LC?

The Dewey Decimal Classification Scheme divides
knowledge into main classes,

The Library of Congress Classification Scheme
divides knmfledge into __ . main classes,

&)



CHAPTER NINE

TIHE LIBREARY CATALOGUE
A catalogue is a record of everything contained ina
library, Some of the things contained in a library are books
and other inlormation materials like magazines,
newspapers, tilms, video cassettes, audio cassettes,
Compact Dises (CDs), Video Com pact Discs (VO Ds), maps,
charts, computers e.l.c.

Functions of the Library Catalogue

I'he library catalogue performs the following functions:

I It shows a book by a particular author,

2 [t helps a uscr to locate a book on a particular
subject.

3, It helps a user to locate a book with a particular
title.

4. It helps a user to know whether a particular book
is available in the library,

5 It gives a complete description of a book,

fr. It shows what a library has collected in a specific
subject e.g. what a library has on primary science
or physical geography ete,

It can be used to know the number of books in a
library.,

]

Catalogue Cards

A catalogue card measures 7.5¢cm x 12 5cm or 3inches
by 3 inches, On it are recorded all the essential particulars
of a book.
[hese important particulars are the author of a book, the
title, place and date of publication, number of pages, size,
[SBN, call number ete.



Catalogue Entries

A user can easilv find int urmation in the hibrary
withoul wasting much time by se arching the st.:lw'm
cabinet as shown in figure 9. For our level, we are todearn
three major types of catalogue entries:

1= Author catalogue entry
i Title catalogue entry
=4

Subject catalogue entry
Before we discuss the three major types of catalogue
entries, lot us illustrate a catalogue card and its parts

Parts of a Catalogue Card

.. At
510 DIKE, AGNES O
l-}l}{ I Callnereher
[ ~I-l.JlnLr‘ lics Tor pranary baAgnes (1 Diae ol
[t oy
prbrication

Ongrtis Cel-Bez, 2009, - — —

’QJ] l}ul —l—-_.,q_:____

—— Wace i
puanleaticn

P Pubrasher

the bk

= Muehe ol
M\\,\\ paes
-,
i T
0 .
M [~ 1SRN
oy
4

S el el riesy
Precminare Mages

Figure 5: Parts of u Catalogue C arid



Having, ilustrated a catalogue card, let us discuss
thieauthor, title and subject catalogue cards and when they
are to be tsed Lo search for information. We shall still use:
Mathermatios for Primaey 6 written by Agnes € Dike in
our examples. -

Author Catalogue Card

An author catalogue card is a card, which has the
author as the main heading. This means that the author's
name appeirs first on the card. The author card 15 also
known as themain entry card.
When the name of an author is known, we search fora book
in the catalogue cabinet under the name of the author.

10 DikecAsnes O
K NLatheratics lor primary féAgnes 0. Dike
Owerri: Col-Bew, 22009
X, 2000 | 5em
ISBN 978 1701022
| Malhematics

i Tibe

O

Figure 6: Au Author Cafaloge Card (Main Entry)

Title Catalogue Card
A title catalogue card is one on which the title of the
book appears tirst on the card. When the title of a book is



known, we scarch for the book thruugh the title catalogue.
In the example below, the title of the hook {'.-“u-’quJ'.rwmr!.":"ﬂ_.“E;J'
Primary 6} appears first on the card.

510 MATHEMATICS TOR PRIMAR 6

MK
Ly [Jike, Apnes O.

Mathematics for Primg ry 6/Agnes O, Dize

Owerri: Cel-Bez, 2009
X, 200p: 1 5¢m
ISBN97R-170- 1022

[ Mathematics

O

i Title

Figure 7: A Title Card

Subject Catalogue Card

A subject catalogue is a card on which the subject
appears first on the card. When we do not know the author
or title of a book, it is advised that we search for the book
through the subject. Examples of subjects are Mathematics,
English language, Economics, Primary Science, Biology,
Chemistry, Physics e, t. ¢. '



s MATHEMATICS

DIK
Dixe, Agnes 0.

Mathematics for Primary 6/Agnes O. Dike
Owerri: Cel-Bez, 2009,

X, 200p; 15em

ISBN 978 - 170 1022

[ Mathematics

O

i Title

Figure 8: A Subject Catalogue Card

Revision Questions

L.
8
b.

A library catalogue is not one of these:

A list and design of clothes.

A list of the content of a library.

A record of materials in a library.

A tecord of books and other materials in a library.
Mention four functions of a library cataloguc.

A standard catalogue card measures:

2 inches by 5 inches,

4 inches by 3 inches.

3 inches by 5 inches or 7.5em X 12.5em.

A X 10 inches.

Which of these is not found in a catalogue card?

The author.



Pl title of the ook

Mace ol publication.

Permber ol students

Faplain the tollow s

Author cataloguwe.

Fitle catalow e
Subiject cataluene

Lsine vour name as an aulhor, wiite an aither
catalogue card of the bonk: Nation Wide
Mathematios pablished in Fnogo by Longmans in
AOCEL ] e Bk Dars three D) preliminare pages and
teasures 20 The [SBM IS 975-120- 1141,



CHAPTER TEN

THE CATALOGUE CABINET

Avvatalogue cabinet 1s a box containing drawers in
woich catalogue cards are filed. When author, title and
subject cards are produced, they are tiled alphabetically
o the catalogne cabinel by pulling out the drawers and
tiling the cards in their appropriate positions. Each of the
s ers conttitins a rod, which holds the cards.

lnstead of having a separate author, title and subject
vatalogae cobinets, ibis recommended that a school library
shonlad vse a dictionary catalosae

Acdictionary catalogue is o catalogue in which the
author, it and subject cards are inter-filed alphabetically
ke weords i a dictionary, The rules for tiling catalogue
cards are comtamed ina book called ALA Rules for Filing
Cortedogue Cards. These rules will not be discussed here
But at o gher level in the book, Theory and Practice of
Fibweartanshp by Chidi AL Dike and Nkechi MLIN. Amacechi,

o ever atis impaortant for us to know that articles
ke o an, and the, are ignored while filing cards in the
coabimel Foresample, if the book, "The adventures of Souza"
= b riled, the article " The" will be ignored and the book
Hled with "Adventores”. Ssimilarly, the user will have to
sesarcl for the bosokom the catalovue under A and not 1)



Figure 9: A User Searcling for Inforntation in the Catalogne,

Revision Questions

I What is a vatalugue cabinet?
2 What i o Jdichionary cataloeue?
4 The rules for tiling catalowne cards are Towd inoa
book called
. ALA Rules tor Tilhing Catalopoe Cards
b, ABA Rules tor Filing Catalowue Cards
C. Author Filing Rules
4. Author, title and subject cards are filed
i a catalogue.
i Pagomallv b Horiaontalle ¢ Alphabetically.

@



CHAPI'ER ELEVEN

REFERENCE BOOKS

Every library has a duly to supply the various
intermation needod By ils asers. The intormation, which
il rary wsers ey need, oy be for education, intormation,
citertainment, or tor g carvetul study of asubject inarder
For discowver noew tacks or intormabion aboul il Owchich s
valled resdaich) eatc

Fovcarey out ils doties very well, every library tries
it Pest Lo solect, purchase, process, store and make available
dilrerenl v pes ol inlormation materials toomake ibs gsers
happ.
What then are reterence book<? Reterence books are special
Pocks that are aol meant Lo be read from page to page.
[ hew are only consulted when a vser needs a particular
mtormation. Referenee books are keptan the library and
ares med meant foe borrowinge,
Examples of reference books are: dictionaries,
chcyclopedias, vearbooks, biographies, direclories

coraclles, ard review s edc

Plictivmaries: A dictionary s a book, which gives the
meinting and spelling of words, their
prronunciation, Fiova for nser then oot A
example ob a dictionary s Oxtord
Adowneed Leirniors Lhctionsiory.

EFoovelopedias:  An encvelopedia provides intormation
an all branches ot knowledge, An
cocyclopedia nay be inone volume or
several volumes, There are gseneral and
special encvelopedias, Examples ot
encyvclopedias are Dmoyclopedia

GD



Yearbooks:

Mtlases:

Handbaoks:

Almanacs:

Gazettoors:

Bretarndoa that is in 30 volumies ard
Encyclopedia Americana, which 1= alan
L M vadumes,

Yoarbooks are Prblished ones Wl
give informalion on events ol
particular vear, Yearbooks contam
currentinlarmation on Latest invention -,
welghts and measures, =1aistivs vl
]’mmp]h e Croiinas Booh b B
NEerin Y emrbook and Statesanns s oty
A atlas s oa collection ol D, plates
or charls bound together, Fxamples ane
Times Atlas of the World, Book ol Pt
and Phillip’s Modern Atlas

A handbook is g book, whieh provides
correct informalion o g Pl g
subject. Thev are used it vhecking
fUr'n‘m]:lL‘, dl.*:ﬂ'l'r'fﬂiun LH |.'-Z'l:'|'k"'-:'-:l."- =
Examples are Handbook of Unciiecris
Science and ibearians Ciossar
Analmanac s a hook ot tacls and tirLires
usually arranged in charts, tables o
lists. It is prubili=hoed viarhe and provides
important  data and  statistical
information on countrivs, = ibjects and
important personalilios. Framples are
World Almanac ond Beok of 1o
Whitaker's Alnmanac, ety

A gazetteer is o dictionary of place-
cities, towns and countrivs 1 ean al-.o
be called . *"E_*U'l_:]'ﬂ}"l"lii'.:'ll dictiomars,
ltis used to get information abot tae



vz raphies:

[ s bories;

Catelekbos:

Revivws:

[calion ot |."|il-.'l‘--. their correit
pronunciation, desceiption, latitude and
lomentude ete, Lxamplesare T -J"'|.IF-‘"."-I
[ Eds B I?,'J "n'l."'.' W |'I:'!lr BAPEE S N
il and ."'ht'h'm%:

PR D pdzioal Ll
| hese are publications shich give
aceount of peaple viLJwr Living or dead.
]..m1|11]1lr.*-~ are’ Wite ds Wha o Nigeria,
hileriational Wik s -.-".'.'_Ici irid Webster's

1
ool e Ficiniary.

|}I|
Directories contain a bst ond addresses

PUTSUHYS, institutions, oreanizations,
P |.;'§|L|1'l':-., Lordarns o Cornlries Ll[‘]':.‘l["lil.l"t‘li
i L]|"-"mlwlim| arder. Lyamples are:
[ |L| shone Directory, Worlid Guenide 10
Lreeries it P ury |'.' Lx‘nlu ke it
|I '|II|',|:

Mis 1e a Lederal and State sovernment
()

sl i |l‘u.-;'~':'.' T

publications that contain laws and
cdicts nuade by povernments. They also
cimtain  workers'  records  like
.'I'|"'|."|I}||"I1[T'll:'|1|..‘-u_. confirmation 1
appoilments, p]'umutimnh. Leanster ol
SUTV UL, lfmlm]mh-r- are Aapiilien Sl
Gaeeneint Cazette, i Skite Gooveiben!
Crizette il Dederal CGovernnien! Gazette,
[yese are publicalions, which give
critical account of new books. Such
accomnt bas todoowith how good a wik
in, wehat i lacking in it, additions to be
made and bhow suitable b s for ats

@



readers. There are pewspa poers,
magazines and journals, which des ote
SONTEE DALeS TOF 'eviews,

THE REFERENCE LIBRARIAN

The Reference Librarian is a trained and qualificod
librarian who is in charge of the reference section of any
library. He gives various types ab personal assistance to
users who come to him for one Lype of information or the
other. This personal assistance given to users s ocalled
reference services.

The Reference Librarian pives assistance b nsers
through reference books and advice, We have carlior on
mentioned and discussed some of these reference sonrie-
{(books and other library materials),

Functions of the Reference Librarian
The Following are some of the functions of o Reterence
Librarian:

i He provides reference books and other materiale
which users demand.

2. He answers questions from users. [hese SISTR S TR E
may be on general or specific picce of intormation

3, He directs and also helps users o locate books and
other materials from the shelves.

4, He selects various bonk and non- book materials,

which his users may necd.

He interviews users so as to know the buepe ol

information they need and help them.

b. He obtains materials, which are not in his librar,
from other friendly librarices for bis ysers.

@
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e teaches the users how Lo use the library
catalogue to locate liinmr}' materials.

= 1o refers users to other libraries, which have
materials thal are net avatlable in his library.

L. | e weatcbes the reference materials so that they will
not beostolen or destroved.

[0l Fle draws the attention of users when new materials

arrive. He does this by displaying them and also

publishing the list of new books and through other

mclhods,

Revision Questions
I Every library has a dulv to supply the various
mtormation needed by its

A Lsers (b) friends (o) students (d) pupils

2 Tocarry out its duties very well, every library tries
its st
a. Fo provide ditferent types of information
materials Lo =atisby its users.
b For provide newspapers and magazines for
LSS
5 F'o provide only books tor user's happiness.
k. I p:'m'idu mavasines and books for users.
; What are reference books?
4 - buooks are not meant to be borrowed,
2 Cive five examples of reference books,
i Wirite short notes on the tollowimng:
h Dictionaries (k) Encvelopedias (c) Yearbooks (¢)
Atlases.
v Who is o Reterence Librarian?
SF What 1= meant by reference services?
o, Sention Hy e functions= of a Retefence Librarian.

®



CHAPTER TWELVL

SHELVING I T4RARY BOOKS
Atterbooks have been processed (that is catalowned
classified and given call numbers) the Ware sent i Iu i th,
truck to the Readers Services [ partment where they gee
shelved far use,

Whatis shelving?

Shelving is the orde rlv arrangemoent of books oy
library *-‘hl.lnhm.umi]w tor their call ntnbers Avenrle
shelving of books is ve v important becavse il he Hps e
folocate the books they want with oot was s mch bine,

Library users are required to leasy Ji' conrsi e d
books an the table: 1t s wrone for o Ilhran e Loy shief vy
back books on the she Iwaﬂirn usterr them Thists bovas ond
=helving books on the wrong shelves, Whon bonkes e
wrongly shelved, users will Tind it difficult to locate so s
books and will thus be frustrated. 1t e duty ot traded
library statt to shelyve books, so; do not bother vourselt
shelve back books after using them.

Having too many books tovercrowding ! on the
sheives should be avoided. The reasca is At
overcrowding causes damave to books when e ik
forced in and ot of setaces too ~mall for thor To allowe
tor additions of new books, it is advisable to Ll ety sl
about three-quarters full and o uae bookends to mls
hold the books. A beekend i 5 motal or v o sl e
placed at the end of hooks on a <helf to Faldd them fimmly
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Kevision Questions

“LE

Y,

IRER

Books areshelved at the — _forusg
d. Technical serviccs

e Bindery

k. Acquisitions section

o Readers services department.

What do vou understand by shelving?

Why is proper shelving of books important in
libraries?

Library users are to shelve back books alter using
them,

{i.) Yo (b)) No |

Why isit wrong to shelve books after using them?
Whose duty is it to sholye library books?

Over crowding books on shelves causes
—— o books,
Libraries use __tohaeld books firmiy on
the shelves,

Where are library users to leave books after using
them?

Whathappens when books are w ronglyv shelved?



CHAPTER THIRTEEN

AUDIO-VISUAL MATERTALS

Andio-y istal materials are library materials that are
Aot made of paper. They are often called non-hook
materials Audio visual naterials use both seund and
pictures. Lhey are used in teaching and learning to shiow
real hite situativnms.

Forexample, when vou watch a video Bl on Clier
st Tl Bl Apart or Tidives Cacsar, vou will remember
Uhent botter than when you read the books.

LI tollining are mﬁrﬂpl:m‘nf audio-visual materials:

[ Cameri

il Computer

3 Loarbonn

4 Film projector

3 Film <trip

i Maps

. Nolwon piclures

A, Soded

&, Phatograpis

L [Micbires

ML Ladio

22 [Ladio cassette

i Record plaver

| Shde

| [ s parenaics

[is, Video cassetbe recornder
e Video compact Dise (VCD)
| = Video tape.
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Hevision Questions
I What Jdo vou understand by audios visual
nnikerials?

2. Cave tour examples ot audio - visual materials.
it Which of these is not an audio- visual material?
T [ elewision
3. Connputer
& Video C.D plaver
. Prictionary
| Audhiovisual materials use both anel
(¥, Music and disco
[+, Reasding and comprehension
¥ Siht aned somed, '




CHAPILR FOURTEEN

LIBRARY RULES ANI? REGULATIONS

Every library has a set ol rules and resmtlations.

Rules and regulations are laws, which grovern the conduct
of nsers as well as how to use library materials; some ot
these rules are:

I

o

LL).
s

T

Fvery |:|L|'pil,-'.-t1|dm1’r af the school Bas the reht to
use the sehool library,

Thev can unly borrow two bowaks at a time.

They must return boarrawed books at the end of the
two-wecks loan period.

Over due fines (determined by the schooll are
charged per dav on overdue buoks,

Wash vour hands betore using hibrars SNTRICH

Do not pour ink, eil ordirt on librare books.

o not expose library books to ram or tire.

e not fold back library books when reading them.
Books should be gentlv removed trom the shielves
without torce.

Food items should not be broughtl into the library.
Do not press in pages of books or tear any page ot
Baots should not be read while eating o drinking
at hame.

Do not repair damaged books yourselt; report to
the librarian.

Revision Questions

I
.
2.

What are library rules and regulations!
The laws, which state the behaviour of tsers as well
as how to use library materials are ¢alled

a. Acquisition and processing,

|
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b. Cataloguing and classification.
& Circulation and user services
ir Fules and regulations
Mention four library rules and regulations.
Fupils and stodents can only horrow

_baoks ata time
a. Three (b} four (¢ ) five (d | two
Books borrowed from the school library are returned
attheendof yweeks,
(a) three {b) four (0) five (d) bwo
I books are not returned when they are due, the
Liser 15 b pray -
(i a chegue (b a deposit () overdue fines (d) PTA
[y,



CHAI'TER FIFTEEN

HOW [O KLGISTER AND BORROW BDOKS
When a library acquires books, they are processed
and shelved according to their mul‘-uu,l artids= andd vall
numbers. The reason for this arransement = b ik il
easy for users to locate and withuraw books B tses cilbe
in the library or borrow them for home readine:

Library Registration:
[t i important thal anvhody who wants loouse or borrose
books from any library must be registered with the lbeary

To be registered, one 15 given a registration or
membership card to complete. Ina schoal Tibra A pupil ;
student will be required to till in Missd Ter name, class, vear
of admission, admission ounibaer, ome address, name aned
address of parents/guacdians, sigrnatureaf skudent s paoapl,
signature of the school Tibrarian, date and aon ot
intormntion whieh the school Ay reguire

he name and addross of the parentsoardian is
required because they are gruarantors for the papil/ studens.
This means that the parent or gquardian will sav Lor e
cost of the book it the book is Tost or damaeed.
As soon as vou are registered, the school brasy will g
vou a Borrowers' Card with which vou can borros the
number of books approved. The maximum number of
Losoks to be borrowed by a pupil/stodent at o time s
ustally two and for a loan period of bao weeks,

How to Borrow Books:

Every registered library user hos the right koooee
the library and als=o borrow books: TF vou want 1o bops
Books from vour school library, vou are o dothe Icﬁllu'\~.'|||g.;:



Mresent vour identity ard at the entrance,

Lot the catalogoe cabinet (see figure S and pull
ot the drvser, which contains the author, title or
subijvct of the book votrwish 1o borrose.

I vou tind the book on the catalogue card, copy
the call number on o picee ol paper.

Cio to the shelf whore vou can locate the book with
the very call number you have copied. There are
however, shell guides pasted on shelves, which
lelyr users in locating books.

It vou hind it ditlicult in locating any library book,
tewl froe toask o library stat! for help.

When vou Hind the Book, take it to the Lending
{(Circulation) Counler where the library slaff will
lend vour the book By stamping the date you will
vl e ok on the date due- slip paste «l on the
Lok

Library books must be retormed on or betore the
date due tor their return, Failure to retarn books
when they are due attracts [iries,

Charging and Discharging of Books

When a book i stamped the date when it shou ld be
returned and piven to the user, the book is said to be
CHARCED. When the book is returned, the date will be
Cancelled and the borrowers’ card returmed to the us=er, the
[+ |Lr|-\' I H'Il."[] ‘iL]iLl i |‘-'l‘ l:‘[c“(i ]"'LHL-!”



‘ " IGWEBUIKE GRAMMAR SCHOO!.
AWKA ANAMBRA STATE

| Name:

‘ Class:

Years of Admission:

Admission Numboer:

Parents/Guardians Name and Address:

Student’s Signature: Dale:

| Librarian’s Signature: Date:

Figure 12: Registration Card

IGWEBUIKE GRAMMAR SCHOOL
AWKA ANAMBRA STATE
Date-Due Slip |

Books borrowed must be returned on ar

betfore the date helow. Defaulters will be fined.

Date-Due Date Keturned |

Figure 13: A Date-Due Slip




Reasons Why a Book May not be found on a Library Shelf

sometimes we go to the library to borrow or read a

book but may not find it on the shelf. There are many
reasons why a book, which a library has in its stock, may
not be tound on the shelfat a particular time. Some of these

FLLES - T

e led —

A user may be reading the book at that time.
Another user may have borrowed the book,

The book may have been wrongly shelved (mis-
.‘wht‘h-‘ﬂnfll

The book may have been taken to the bindery for
repairs.

Ihe bouk may have been old and therefore weeded
(withdrawn} from the library stock.

[he book may have béen wrongly removed from
the library without proper record.

A bad user mav have stolen the book.

Kevision Questions

=2

d

Why are books arranged according to their subjects
and call numbers on library shelves?

Everybody who wants to use a library will do one
of these:

a. Must be registered.

k. Need not be registered.
& May be registered,

d. Just walk into the library,

Why is the name and address of a parent or
guardian important when filing a Library
Registration Card (Membership Card)?

Who of the following has a right to borrow books
from the library?

a. Any villager.

@
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b. Any trader.

G Any registered user.

. Any hawker.

Where cane yvou bormony hbrary bhooks?
s At B lending counter.

b At ihe bank counter.

C. At a bookshop counter.

d. . Atthe teacherst
Explain the following:
s Charging of oo

able,

k=,

b. Dscharging of hoaks.

Give four reasons why
a library shelt.

4 book may not be found on

Drﬂ‘r’\':
a A Registration Membership) Card.
ki, A Date-Due Ship.



At S

Acresstons Mesnster:

-

Acquisition:

f 11_*1']11 eath:

tii t'.df;r},':

Borrower's Card;

GILOSSARY

A special number given o any
book that is acquired by alibrary,
Nov twn books in a library can
have the same accession number.
The number is serially given to
buoks in ascending order,

The register, which contains the
books, acquired by a library, the
number of copies and their
various accession numbers, A
properly kept Accessions Register
1= tsed to know the total number
of books a library has at a givea
time,

The various ways through which
a library obtains books and other
materials, These may be by
purchase, donations, bequeaths
and gitts,

A written statement (will) by a
living person requesting that his/
her books be given to a library
upon his/her death.

A section of the library where torn
or damaged books are repaired.
Books with light covers are also
wiven thick covers at the bindery.
A card issued to registered library
users, which entitles them to
borrow books,




Call Numbers:

Catalogue:

Catalogue cabifict:

Calalogue card:

Classitication:

Misshelving:

Paperback:
Readers services:

Anidentitication number given to
a classilicd book, which s
derived from a classification
scheme. A call number is made
up of the class number and the
author numboer.

A list ot books and other materiais
contained ina library

A boy with drawers mounted on
a stand where cards measuring 3
inches by 5 inches are filed,
Acard, which measures 2 inhes
by Sinches or 7.5cm x 12 5cm. On
it are recorded all the cssential
particulars of a book hike the
author, title, place and date of
publication, size, call number ete,
It helps users to locate bouks on
the library shelves.

The grouping ot bouks together
according, to their classes usinge o
classification scheme.
Classification makes librars
materials to be orderly <o thal
thev can be casily located and
used,

Wrong shelving of books, by
shelving books either on their
wrong locations or on completel
different shelves where they are
not supposed to be.

A book with a light or soft couor
The department where libra-v



Yok BRI

Will:

Fooks and other materials
cachanee hands with members of
the public, Readers services can
also reter o the various services
rendered tolibrary users e.g. book
fending, information searching,
reader's advisory services, book
reservation, inter-library loans,
indexing and abstracting ete,
meant to assist users to satisty
their information needs,

This is the back of the title page
whoere intormation like the
author, vear and place ol
publication, edition, publisher,
ISBN and copyright information
can be obtained when processing,
a book.

A legal document that savs who
will inherit one's property or
money when one dies.
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THE BOOK

he book Is a simple textbook written to provide a
oundation course in library studies for Nigerian
students. In writing the book, the author took into
onsideration the audience and therefore used
kimple, easy to read and understandable language.

All those who seek to have a basic innwiedg#ofﬂ:e use of library, first year
students of Library and Information Science and students who offer the Use
of Library as an elective course in Collages of Education, Polytechnics, and
Universities as well as teachers will find this hbnl:a handy companion.

ABOUTTHE AUTHOR
M. Chidl Augustine Dike, an experienced and prolific writer and Librarian
has written many articles in Library and information Science.

He attended former Anambra State Polytechnic, (Federal Polytechnic) Oko
and Imo State University, Owerri respectively and holds the following
qualifications: HND (Library Science), Postgraduate Diploma in Public
Administration (PGDPA) and a Masters Degiee in Library and Information
Science (MLS).

His academic awards include: Best Gradmtmg Student in Library and

information Science {1993) as well as khe ‘Best Graduating Student
of the School of Information Techmfnﬁq k}fqﬁeral Polytechnic Oko,
Anambra State. : -n;’;b 5 = 1

Chapter and has attended mah'_grc;'l
is presently a cataloguer and classifie
Library, Owerri-imo State. e

Basic library studies for schools, colleges and higher education By Dike, C.
is licensed under a Creative Commons Attribution-NonCommercial-

NoDerivatives 4.0 International License.




