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INTRODUCTION

Welcome to LIS 319: Management of Serial Publicagidt is a 2 credit
course to be offered by third year students anblagt for one semester.
The course will expose students in the Departméntilorary and
Information Science to what serials publicatiores #neir importance and
how they can be managed in libraries and informatentres. The
essence of this course is to provide the theotetioé practical skills on
how serials publications can be selected, acquimdanized and
managed with Information and Communication TechgpldCT) tools
for ease of retrieval to users when required.

COURSE AIMS

The general aim of this course is to provide gdnemawledge about

serials and how they can be managed effectivetyeet the needs of the
users. The course comprises of five modules witesn units for clear

understanding of the activities of a serials lilzmar

COURSE OBJECTIVES

It is expected that at the end of this course,esitglwill be able to:
o define serials and serials management

identify the types of serials

list and discuss the relevance of serials to users
identify and explain the components of serials nganzent
identify the composition of an acquisition poliay serials
identify and explain how to source for and acqsegals
Describe how serials are processed in libraries
Discuss how serials are organized in libraries

Describe how ICTs are applied for serials managémen
Identify and discuss how to finance serials

Explain how to evaluate them

Discuss the legal issues in serials management.
discuss serials infrastructure

WORKING THROUGH THE COURSE

The completion of this course is based on the @pdiion of the
theoretical and practical aspects of this coursethmroughly going
through the modules, answering the questions agrideof each module,
reading the recommended reading materials, acavgcjpation in the
practical exercises and attendance to the onlicibtédion.

Each unit of study has an introduction, intendiegrhing outcomes, the
main content, summary, conclusion and recommenaormation
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materials for further reading. The courseware lsardownloaded into
your mobile device for access and study while ol

ASSESSMENT

There are two types of assessment: continuous smseas and final
examination. The continuous assessment is Compatsed Test (CBT)
which will be done three times for the duratiorttef course and it carries
a maximum mark of 10 marks each. Therefore, a stutis a maximum
score of 30 marks for continuous assessment mark3@ marks for the
final examination that will be taken at the endlad course. A student is
expected to take the three CBT and the final exatan.

STUDY UNITS

There are 16 study units in the five modules fas tiourse. The modules
and units are as follows:

Modulel Concept of Serials

Unit 1 Definition of serials, serials managementd atheir
relevance to users

Unit 2 Types, characteristics and examples of kseria

Unit 3 Responsibilities and qualities of a serlddsarian

Module2 Componentsof Serials Management

Unit 1 Collection Development Policy (serials)
Unit 2 Selection of serials
Unit 3 Acquisition of serials

Module3  Organization of Serials

Unit 1 Receipt, cataloguing and classificatiorsefials

Unit 2 Shelving, shelf-reading, preservation andsewvation of
serials

Unit 3 Evaluation, cancellation and weeding ofaer

Unit 4 Serial use policy

Module4  Application of ICT for Serials Management

Unit 1 ICT facilities required for serials managam
Unit 2 Deployment of ICT for serials activities
Unit 3 ICT skills required by personnel in seriatst

Module5 Finance, Legal issuesand SerialsInfrastructure

Unit 1 Budgeting and financing of serials
Unit 2 Legal issues in serials management
Unit 3 Serials infrastructure
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GETTING THE BEST FROM THE COURSE

For you to succeed in this course, a personal pegtal internet access is
compulsory to access the materials and lecturasydime and anywhere.
You are expected to use the intended learning masoto evaluate
yourself to know if you were able to comprehendkhewledge expected
to be gained in each unit and module. You shoulklenoait time to attend
all the facilitations for this course to get a bettinderstanding of the
course. To make good grades, you should read g guide very well
and create a study schedule which you should adtwerdt is also
important that you read the introduction and obyest of any unit and at
the end, examine how many you were able to fuliiid do the self-
assignment exercise to know your level of knowledgguisition of the
lecture.

SUMMARY

Management of serial publications is a course whitenlighten you to

know the types of serials available and how to rgarthem effectively
for users to have access to them whenever theytheed At the end of
the course, you will have acquired the knowledge raet the objectives
of the course if you adhere to the instructionsegiv | wish you good
success.

Vi
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MODULE 1

This module introduces you to the concept of sefigl defining serials
and serials management, characteristics of seaiadsits relevance to
users. The responsibilities and qualities of aasetibrarian will also be
discussed.

Unit 1 Definition of serials, serials managementd atheir
relevance to users

Unit 2 Types and Characteristics of serials

Unit 3 Responsibilities and qualities of a serlddgarian

UNIT 1 DEFINITION OF SERIALS, SERIALS
MANAGEMENT AND THEIR RELEVANCE TO
USERS

CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1  Definition of serials
3.2  Definition of serials management
3.3  Components of serials management
3.4 Relevance of serials and serials managemerseis

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

This unit will introduce you to what serials areldahe definition of serials
management. This unit will provide the backgroumfimation for the
understanding of the other modules for this cour3ée relevance of
serials and serials management will also be discliss

2.0 OBJECTIVES
By the end of this unit, you will be able to:

define serials

identify and the process of serials management

list and describe the components of serials managem
highlight the importance of serials and serials agament
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3.0 MAIN CONTENT
3.1 Definition of Serials

Serials are publications with distinctive titlesathare published
periodically at regular intervals and are differamfiormation material
from books. It can be in any format that is primtebectronic and are
expected to continue indefinitely. Serials can bngd as “publications
in any medium issued in successive parts at regularegular intervals,
usually having numerical or chronological desigmatand intended to
continue indefinitely” (Rogers, 2011, pg. 57).

3.2 Definition of Serials Management

Serials management is explained as *“activities eored with the
availability, accessibility, acquisition and orgaation of serials in the
library” (Aghadiuno, Agbo & Onyekweodiri, 2015 p§7). However,
selection of serials is carried out before acqoisitSerials management
involves harnessing serials into the library thiowselection of new
publications that will be relevant to users. Thdiadn of serials to the
library is done through selection and acquisitiomsich would be
organized by cataloguing, classification and indgxiSerials that have
been catalogued, classified and indexed would fzeged on the shelves
for users to have access to them and retrievenrd@on embedded in
them.

Serials needs to be assessed periodically to deteriihthey are still
relevant to the users through evaluation and thelsehat are physically
damaged or old will be removed through the procésgseeding. Serial
management also involves the preservation of set@lprolong their
lifespan. Therefore, the overall goal of serialsnagement is to ensure a
balanced serial collection that is organized and loa easily retrieved
whenever users need them.

3.3 Components of Serials Management

The components of serials management are selectioguisition,
processing, organization (cataloguing, classifaratiand indexing),
shelving, preservation, evaluation and weeding.nd&le and Nwalo
(2017) ascertained the elements of serials managem® “serials
acquisition which involves selection, deselectiond asubscription;
organization which involves processing and dismlayshelves or racks
for users; maintenance which involves updatinglingl the gap,
preservation, binding of back issues and repaidashaged ones” ( p.
216).
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3.4 Relevance of serials and serials managementusers

Serials are publications that occur in volumesramdbers and this means
serials contain current information because of rtheccurrence.
Therefore, serials publications are important infation materials to
individuals interested in knowing the current sitoia of an issue. For
instance, an individual that wants to know the enrsituation of the state
of the economy of a nation can get such from anatinewspaper of that
country. Likewise a researcher interested in curm&searches and
outcome of such can consult conference proceedingsurnal articles
where recent and current researches and theirt iemulbe found. This
was emphasized by Idhalama and Obi (2019) whodstatg serials are
important publications in academic and specialali@s due to the
currency of information they contain.

Serials are important to students and researcleeesise they contain the
most current and relevant information that can $edufor academic and
research purposes. Komolafe, Gbotosho and Ode®0RO] stated that
serials publication could be used by the generalipdor leisure and
entertainment, so serials are vital informatiorougses to people in the
society.

Serials management is important in libraries arfdrmation centers
because users need current information and thismgrbe retrieved and
used by them when the serials are managed effgcfimeusers to have
access to the information contained in them. Mameye of serials
becomes imperative with the escalating costs adlseand the dwindling
available library budgets which necessitates thejous use of available
financial resources and invariably manage the aeduinformation
resources including serials. This is affirmed byu@guga (2013) who
reported that there is an increase in the relevaheserials management
by libraries due to reduction in library budget a&hd need to provide
current library information materials such as derand this has made
serials management to be among the most challenguignes in the
library.

The management of serials publication is importankeep track on

renewal, frequency of serials, special issues aadl serials. Serials
management is important to the library personnélesables them know
what serials to choose from the enormous seriebspeld based on the
information needs of users, how to acquire or sulbs¢o serials and how
to organize serials. These different activitiesidt properly done will

negatively affect the serials collection in ternmisvoong choice of serials
selection and invariably, poor service delivery tsers. Serials
management therefore, must be taken seriously é\ilirary personnel
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for improved service delivery to users. This witinsequently, improve
the image of the library.

SELF-ASSESSMENT EXERCISE

Define the concept of serial

4.0 CONCLUSION

Serials are important information bearing materi@lsa library and
information centre and so libraries have to acqair@rovide access to
them in order to satisfy the information needss#rs. It is important to
manage serials so that they can be accessiblets s ease of retrieval
and use. The management of serials going through different
components is done systematically to allow forctfiee service delivery
to users.

5.0 SUMMARY

In this unit, serial has been defined as a pulbtinathat is published at
regular interval and is stored in a separate unét ldorary. The concept
of serials management has been explained. Seraiagement involves
the activities about availability, accessibilityppessing and organization
of serials in a library. The components of sermalnagement were also
highlighted as the activities that need to be edrdut by the librarians to
make the serials readily accessible and easilyevadr to users. The
components are: selection, acquisition, receiptialocguing and
classification, shelving, evaluation and weedindpe Timportance of
serials and the management of serials to both aser$ibrary personnel
have been explained.

6.0 TUTOR-MARKED ASSIGNMENT

Define a serial

Briefly explain the concept serials management
List the components of serials management
Enumerate the importance of serials to users.
Explain the relevance of serials managementitoary

arwbdPE
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UNIT 2 TYPES, CHARACTERISTICS AND EXAMPLES
OF SERIALS

CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1 Types of serials
3.2  Characteristics of serials
3.3 Examples of serials

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

The definition of serials, explanation of serialamagement and the
components of serials management were discusseukih. The previous
unit provided the background to what the coursaliabout. In this unit,
the features of serials will be explained and tygoes examples of serials
will be highlighted.

2.0 OBJECTIVES

By the end of this unit, you should be able:

o Identify the types of serials

o Describe the characteristics of serials and diffeate them from
other library information resources

o Examples of serials

3.0 MAIN CONTENT
3.1 Types of serials

Serials can be classified as periodicals and noiegieals. Idhalama and

Obi (2019) citing (Nwalo, 2003) explained a pergalias a serial that has
a specific title and frequency of issue, while a4periodical is a serial

that does not have a regular frequency, that is,gublished at irregular

interval. Examples of a periodical serial are: j@ls, newspapers and
magazines. Examples of a non-periodical serial y@arbooks and

monographic series.
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Serials can be classified based on the frequenpuilications such as
daily, weekly, monthly, bi-monthly, quarterly, arally, bi-annually.
Serials can also be categorized based on the typeabdisher such as
academic society, a research institution, usitgera learned society,
a reputable publishing organization, or a fggsional body. The
categorization of serials can also be done on stubgesis such as general
topics, science, engineering, humanities, medicireglth, education,
fashion, food, current affairs and so on.

Serials especially journals can be print or elegtroPrint journals are
those that are available in hard copies that caacbbessed without any
device, while electronic journals (e-journals) #rese that are accessed
using an electronic device such as computers, ghdoernals can also
be classified as open and subscription based. @pegss journals are
journals that are online and available free togheeral public without
any legal or technical challenge. The goal of opecess journals is to
provide increased access to journals for free aontiore people who may
not be able to afford the cost of access subscjtaedals can have access
to such journals. Bankole (2019) explained thatiheof authors of open
access journals is to make available their findiagd discoveries from
studies carried out to a large population who matybe able to access
subscribed journals because of the cost of suligmrip

Subscription based serials especially journalgrerse that an individual
has to pay before one can access such journataieslly. This is done
mostly by well recognized established publisheremviarticles published
with them are of high standards. Therefore, foroaeyto have access to
their articles, payment is necessary either byitlkvidual or by the
library of an institution. The disadvantage of striygtion based access
journals is it limits the number of people that gain access to such
articles due to the payment before access. This atayr more in
developing countries such as Nigeria where the pplevel is high. The
consequence of this to students and researchdhng iseduction in the
number of articles that they may have access to.

3.2 Characteristics of serials

One major characteristic of serials is the freqyesfcthe publication of
the materials and this has to be known to librar@md users for them to
acquire them. Serials are information materiabt #re published at
regular intervals or periods. Serials contain quireand vital information
as some types are published regularly and thisaesadéem to users
especially researchers who need current informdtiotheir research.

Serials are housed in a separate section from otftgmation materials
in a library (Fig. 1). Large libraries like acadentibraries usually have
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an entire section dedicated to serials publicagiad this is manned by a
librarian and other library personnel. Another euaderistic of serials is
that they are usually not loaned out in most liilesarHowever, in some
libraries such as special libraries, they are Idamgt to users on short
term basis, usually 24 hours. Serials can be faaundoth print and
electronic format, so users have a choice to decideh format best suits
them.

Serials have volumes, numbers or issues to show dbetinuity since

they are expected to be published for a long tifines helps in keeping
track of the serials to the publishers, libraryso@nel and users. This
differentiates serials form other information matks like textbooks

which normally do not have numbers, volumes orassas they are not
published in successive parts. Serials could corgaiumber of articles
written by different authors in a single volumesuse or number and
coordinated by a group of people called editoreditorial members,

unlike most books that are written by one or twehats on a single
subject area.

Fig. 1 Serials section of a library
Source:https://mrlibrarydude.files.wordpress.corif203/374878155
8bb8f8c87a.jpg?w=640

3.3 Examples of serials

Examples of serials include newspapers, magazmasials, conference
proceedings, annual reports, newsletters (Figegamples of serials as
listed by Komolafe, Gbotosho and Odewole (2020)Ia¢touclude:

newspapers, magazines, newsletters, accessiangnals, indexes,
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abstracts, reports, memos, proceedings andsacdons of societies.
Aghadiuno, Agbo & Onyekweodiri (2015) listed joulmanewspapers,
magazines, annuals, memoirs, proceedings, transaaf societies and
monographic series as examples of serials foundwm university

libraries in North-central, Nigeria. These seriatsuld come in print,
electronic or both. Therefore, examples of seffifais various literature
can be highlighted as:

1. Magazines: are periodicals that contain articlagevr by different
authors on general or specific topics based otatigeted audience
and organized by an editor. A magazine can be ghdxi weekly
or monthly and are available on newsstands, bodstmr
subscribed to (Figure 4).

2. Newspapers: are serials that contain news, regrgarmns,
advertisements, editorial comment, local and foreigerest that
are published daily or weekly to meet the generablip.
Newspapers could be locally or nationally basedtdube people
it sets out to meet their information needs (Fidhre

3. Journals: are the compilation of scholarly ars8cleritten by
different authors based on research findings armngted for
publication. The articles submitted are reviewedelltors and
could undergo peer review to ensure the aims aadityjwf the
journal. A journal usually has an editorial comemtthat oversees
the quality of the journal. The frequency of joumaould be
monthly, quarterly, biannually or annually (Fig@e

4. Conference proceedings: are the compilation of rzapeesented
by different authors at a conference which reveatent research
findings or on-going researches carried out basethe themes
and subthemes of the conference. Conferences beuleld by
professional groups or a group of individuals inparticular
professional (Figures 7 & 8).

5. Newsletters: are serials that contain news, curmnéatmation and
announcement to individuals in a specific professith common
interests. Newsletters are sent to members of socedion or
organization as part of their membership and are raadily
available to non-members (Figure 9).

6. Indexes: are guides to the contents of a documernltection of
documents with the same format arranged in a seblelorder
such as alphabetical, classified, chronologicalwmerical. There
Is an index at the back of a good book and alsexiesl for journals
(Figure 10).

7. Abstracts: are short summaries of journal articlespks and
chapter in books that provide information about ithtellectual
content of the publication. The length of an aluttdepends on the
type of the document and the purpose which is lisspkcified
by the editor of the publication (Figure 11).
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Bibliographies: are compilations of articles wrnittby the same
author or on a specific subject or country and fteguency of
publication could be annual. The person that cosspika
bibliography is referred to as a bibliographer.IBigpraphies could
be general, subjects or countries. An electronidjesu
bibliography complied by a librarian could be upmhtmore
frequently based on the addition of new articlestlaesy are
published (Figures 12 & 13).

Almanacs: are compilation of dates, facts and siesi that
indicate information about important events, fessy holidays,
meetings etc and are usually arranged in tableasaAacs could
be general or specific, that is related to a paldicdiscipline or
organization.

Gazette: is a government publication that contaursent events,
legal decisions, and public appointments and aldighed on a
regular basis.

Yearbooks: are annual publications that contaiarmftion such
as historical, memorial of facts, photographs, stadistics about
events that took place in the preceding year ofirsftitution,
profession and country. Yearbooks could be genaraubject
based.

Reports and memos: Reports are publications tleataltected
over a period of time and it could be on the pregref an
organization and on a particular situation or omuce based on
fact finding. Examples include annual reports, pesg report and
committee report. A memorandum usually referredgs@ memo
iIs a letter that is written and distributed intdlyawithin an
organization to one or more people and it has ddrestating the
logo of the organization, date it was sent and islsending it and
to whom it is sent to.

Biographical sources: provide information such ashp death
dates and accomplishment about famous people fereiit areas
such as politics, education, industry, professidrets, sports,
entertainment. Biographical sources could be génstdject,
national or international. An example of an intdronal
biographical source is Who is who.

Geographical sources: are publications that prowdiamation
about places such as cities, towns, forests, mmsdad countries
in connection with their description and locatioBxamples
include atlas, maps, globes and travel guides.

Manuals: are books or pamphlets that contain malcti
instructions, steps, procedure and rules to cauryaa activity or
perform a task in an organization.

Transactions of societies: are publications thataia the duties
and activities performed by a society or assoamatio
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Loaning Counte \

Fig. 2 Examples of some serials in a library
Source: https://www.google.com/FInulibraryoperasiovordpress.com

Fig. 3. Serial section in a Nigerian Tertiary Insitution Library
Source;_https://www.google.com/laspotechlibrary.net

11
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Marsspran Bajan
Kilshnan A=and

Proceedings of
the International

Conference on
Nanomedicine
(ICON—2019)
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b Springer

Fig.8. An example of a conference proceedings
https://images.springer.com/sgw/books/medium/978363345.jpg
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IFLA ASIA

MODULE 1

OCEANIA REGIONAL

QUARTERLY NEWS

November 2020 issue

Dear Colleagues,

The glubql Fighr againsr the

COVID-19 pandemic has nob
cedsed, The pandemic had cauied much
severg  damage to human  lives  and
disruptions to our-daily life and work. It ako
brawght sboul wnprecadanted ehanges that
are reshaping the fibrary communities in
Asia and Oceania and the global Wbrary
wofld. A lot of shating and dicussions have
taken place about the curment situations
uﬁl:n:ting libraries. Lat's work together 1o
survive and thrival [Link

Sincenedy,
Tina ¥ang

Regional Manager's Message

Dear Friends,

Libraries around the world are still affected
by the COVID-1% pandemic. in the spotiight,
wie have the insugural sered of the Leaders”
Convarsatans, which focused on Libraries in
the Post-COVID-19 Workd This senes was
jointly organised by the IFLA Regional Office
for Asla and Oceania and the Nationa
Library Board, Singapare (MLB), in suppan af
the IFLA Global Yision

Stay safe @nd healthy! [Link]

SEmcerely,
Soh Lin Li

CE | IFLA News

IFLA reveews its Governance to increase
efficiency, collaboration. stronger regional

representation,  greater  financal | and
organizational  sustainability, more vared
opportunities for participation and  better
suipgsart for volunteers [Link]

.f"-'..- | Fozhan Library (China)
{/ H ] | wing the coveted IFLA

4 L/ Press Reader internationad
L F A

Marketing  Award  fos
2020 Lirk|

":':F'|]I|'?|'- Wivbier, diseuides the asiociation's
position an the role of libraries in supgarting
the achievement of the United Mations
Sustainable Development Goals, [Link]

Fig.9. Newsletter

Whgr Libraries woidd stoy, ooihinge
ornd smt?” Leam moare from the
Interesting answers from Leaders of
Public Libranes from  Australia
China, lordan, Malaysia, The

k' ﬁhuhppmesmdimgapnre ILie L|

morate arnd
forge partnevships o strengthen
arid grow o the Pest-COWIO- 719 L=
World™ Be Inspired by the
discussion among  Leaders  of
At ademic Libearies froem
Australia, Hong Kong, Indonesia
Earakhstan, Lebamon Sr Lanka
and Singapans, [Lik]

“Woind Libraries oo

Wiwld [ihraries pet bigger oF smoller (n
the Post-COWD-T19 Woeld!" Read what
Leaders of Mational Libranes from China,
Indonesia, Malaysia, New Tealand, The
Philippines, Britain and Singapore have
to say. [Link]

W . iy i

What is trending in the region?

Public Liraries in New South Wales, Australia actapied
and innovated i respanse to the challenges that argse from
the COVID-19 pandemic. [Link]

Indonesian Library Association
celebrated its 47™ Annwversary and
afficially anncasnced it Anniversary
day as Indonesian Librasian

Library and Information Sclersce  Prodessional in
Bangladesh worked to provide authentic information as
well as fast and innovative serdces to their patrons. [Link]

Myanmar Library Association provided onfine training and discussions for its
para-professionads and disseminated information about COMID-19 and hl:lw
libranies ¢lsewhene are respanding, [Link]

Mavonal  Library  Board, Singapore lsunched a
children's book subscription service that allows library
wsers 1o et 8 monthly doorstep delvery of sight curated
books. [Link]

Persatuan Pustakawan Malayzia envisions to be a leader ol excelence in
development. promation and support of Malaysian Wbranes and information
professionals and mstitutions in the global knowledge industry, [Link]

Source:https://www.ifla.org/files/assets/asia-and-
oceania/news/ifla_ro_newsletter_nov_2020_issuegl.jp
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WEB

Science
Citat Endex

SCIENCE

Fig. 10. Example of an Index
http://www.stlawu.edu/library/sites/default/file §/20-
04/sci_cit_ind_web-of-science_cr.png

Librarvy,
Information
Science &
Technology

Abstracts

Fig. 11. Example of an Abstract
https://covers.christchurchcitylibraries.com/coyeisLISTA-
CKEY685245.jpg
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Library and
Information Science
in China
An Annotated Bibliography

Compiled by
Karen T. Wel

Fig. 12. Example of a Bibliography
https://images-na.ssl-images-
amazon.com/images/I/316YZotlyBL._SX312_B01,204,208, .jpg
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Fig. 13 Example of a type of Bibliography
https://benjamins.com/covers/3d_web/lisl.19.hb.png
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SELF-ASSESSMENT EXERCISE

Mention some features of a serial?

4.0 CONCLUSION

Serials are information materials that are publisaeregular intervals
and they have distinct characteristics that difigegde them from other
information resources in a library. There are ddfd types of serials and
this categorization can be based on regularitybfishing and frequency
of publication. Some examples of common serialsatse highlighted to

provide a better understanding of a serial pubboat

5.0 SUMMARY

In this unit, we have discussed the characteristicerials, what makes
them different from other library materials andoaéxplained types of
serials based on grouping. Examples of serials alscehighlighted with

pictures.

6.0 TUTOR-MARKED ASSIGNMENT

List some features of a serial.

Distinguish a serial from a book.

What are the types of serials?

Search either print or virtual serials for thetdd examples of
serials.

PoONPE

7.0 REFERENCES/FURTHER READING

Aghadiuno, C. P., Agbo, A. D. & Onyekweodiri, N. E2015).
Availability and Management Challenges of Seriatsl ather
Continuing Resources in two selected University rauiles in
North-Central Zone of Nigerialournal of Applied Information
Science and Technology, 8(1): 55-61.

Bankole, Q. (2019). Awareness and Attitude of Ugdeduates toward
Serial Publications in Kwara State University Lityta Library
Philosophy and Practice (e-journal). 2438.
https://digitalcommons. unl.edu/libphilprac/2438
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Idhalama, O. U. and Obi, A. I. (2019). Acquisitiand Management of
Serials in selected Academic Libraries in Edo stH#téNigeria.
University of Dar es Salaam Library Journal, 14(1): 68-81.
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UNIT 3 RESPONSIBILITIES AND QUALITIES OF A
SERIALS LIBRARIAN

CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1 Responsibilities of a serials librarian
3.2  Qualities of a serials librarian

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

Serials unit of a library is an important unit d@scontains current
information that will be useful to users. Therefdibrary personnel in
the serials unit must know their role and functibtm$e able to provide
good services to users. Therefore, a serials ldoramust have some
gualities to be able to function well in a seriatgt. The functions and
gualities of a serials librarian will be explain@edhis unit.

2.0 OBJECTIVES
By the end of this unit, you will be able to:

) Identify and explain the functions of a serialsraitian.
o Identify and describe the qualities of a serialsrarian.

3.0 MAIN CONTENT
3.1 Responsibilities of a Serials Librarian

The serials librarian is in charge of the seriatd of a librarian and
basically expected to manage the collections irutlieso that users can
have access to the collection and harness themiatoyn they need to
satisfy their information needs. The responsileiitof the serials librarian
include:

provision of relevant and current serials

organization of serials

provision of access to serials

provision of adequate infrastructure for the sertaiit

record keeping

supervision of library personnel in the serialst.uni

ok wnhE
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1. Provision of relevant and current serials

The primary goal of a serials unit of any librasythe provision of
relevant and current serials to users. Therefbesserials librarian
must ensure that this primary goal is fulfilled.eT$erials librarian
must be aware of new serials published that coelddbected and
acquired based on users’ needs. The new seritis Iibrary have
to be made known to users through displays onhbk er putting
up this information on the bulletin board or on #wrial media
pages of the library website. This will promote theareness of
the new publications to users.

2. Organization of serials
Serials that are acquired have to be processed@athized by
cataloguing and classification process, so thatsusan search for
such series and easily retrieve them. The seifabrian organizes
the serials using the bibliographic details andigrsimilar serials
together using a classification scheme so thabitldvmake ease
the process of retrieval for users.

3. Provision of access to serials

Serials that have been organized must be accedsihisers for
them to use. Therefore, the serials librarian walldlve serials
based on class numbers gotten from the classditatheme and
users can easily retrieve from the shelf. In amated library,
users can search the database for a serial aralagseenumber is
retrieved which is used to locate it on the shadftheir use. For e-
serials, the serials librarian must provide theaseary information
such as username and password, so that users cess atich e-
serials.

4. Provision of adequate infrastructure for the seials unit

The serials librarian should provide a conduciveysital
environment that has a reading area with adeqeaiding tables
and chairs, good lighting and ventilation. Inforroat and
Communication Technology (ICT) equipment such asmaters,
printers, scanner, photocopiers, and Internet adiiviy should
be provided in the serials unit. The serials lilaas must ensure
these infrastructure is provided, adequate andifumel to deliver
efficient services to users.

5. Record keeping
Record keeping is an important activity in thedity, so the serials
librarian must endeavour to keep records very viall every
activity that is carried out in the serials unibng records that
should be kept are: materials selected, orderegyiaa, received,
catalogued and classified, sent for binding, weegeyment,
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income, expenditure and users statistics. Goodddaeping will
facilitate good decision making.

6. Supervision of library personnel in the serialsunit
The serials librarian as the head of the unit hasltity to supervise
other library staff in the serials unit to ensurattthey are carrying
out their activities with diligence according toetlyoal of the
library. The serials librarian should know the catgmcies of the
staff working with him and assign duties based dwirt
competencies. The essence of the supervisionnake sure that
the services rendered are those that will satiséysu

The functions of the serials unit can be summariad€g. 14

Functions of Serial Section

> Managing library serial collections

> Contacting publishers and book
vendors

> Processing serial collections
(Kalamazoo)

- Stamping, assigning access number
and labeling of library collections

> Carrying out current awareness
services, selective dissemination of
information

Fig. 14. Functions of the serials unit
https://image.slidesharecdn.com/areasofautomatibrany-
191002045110/95/areas-of-automation-in-library-13-
638.jpg?cb=1569992228
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Qualities of a serials Librarian

Academic qualification

A serials librarian should possess at least a Bacliegree in
Library and Information Science from a reputableghter

institution. An additional qualification of a Mast& Library and

Information Science will be an added advantages Wil ensure
that the serials librarian has the professiondlssiind knowledge
to manage the serials unit effectively.

Knowledge of serials collection

The serials librarian must be knowledgeable abhbat durrent
serials collection and how to add to the curreniatgecollection

so that the users will always find the collectieterant and useful
to them.

Possession of ICT literacy skills

In this information age with the adoption of Infation and
Communication Technology (ICT) in libraries, a aégilibrarian
must possess high ICT literacy skills to use thailakle ICT for
the activities in the serials unit. This is affirthby Ajie (2019)
who posit that library personnel in this digitahenust possess
high literacy skills. The ICT skills needed by therials librarian
should include computing skills, Internet and netarg skills,
digitization skills and communication skills. Thensputing skills
comprise word processing presentation packagesingj editing,
scanning and uploading skills. The Internet anavagking skills
involve the ability to browse and retrieve informatfrom the web
and ability to use search engines. Scanning andadplg of
materials are components of digitization skillsjle/kdata and text
communication using different media are the componef
communication skills.

Innovativeness and creativity

A serials librarian must be innovative and creativehink about
new products and services that can be designediders to
improve the services delivered to them. This hatotwith having
a high sense of dedication and commitment to dlie serials
librarians with a high level of dedication wouldvalys want to
make positive changes by designing new ways ofyicayrout
some activities and products that will improve tipeality of
service provided to users.
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5. Ability to work with other library personnel

In a serials unit of a library, especially largerdiries, the serials
librarian is not the only personnel in that uniheTunit will have
other library personnel that will be assisting $leeials librarian to
perform the activities of the unit. Therefore, gerials librarian
must be humble, patient and tolerant of the otibeady personnel
to perform well as a team. The team spirit mudido# among the
staff in the serials unit for increased producyiviiThis is done by
the serials librarian recognizing the areas of ngfiles and
weaknesses of each library personnel and assigppgopriate
tasks to them based on their competences andIkwgsafor all
staff to achieve good results.

SELF-ASSESSMENT EXERCISE

List the functions of a serials librarian.

4.0 CONCLUSION

Serials are important information resources becdlsg carry current
information and are housed in a separate placelilorary for ease of
access. The serials librarian is the person whaagesiserials and ensures
that the information in them can be harnessedyebgilsers. Therefore,
a serials librarian should possess the requiretitiggao perform well in
managing the serials unit.

5.0 SUMMARY

In this unit, the role of a serials librarian aing tgualities necessary to
function as a good serials librarian has been éxgydia These qualities are
important to know as the possession of these @mlwill lead to
improved service delivery in the serials unit.

6.0 TUTOR-MARKED ASSIGNMENT

1. Enumerate the functions of a serials librarian
2. Explain four qualities of a serials librarian

7.0 REFERENCES/FURTHER READING
Ajie, 1. (2019). Information Service Provision bybkarians in the era of

globalization.Library Philosophy and Practice. Retrieved April
28, 2020 fromhttps://digitalcommons.unl.edu/libphilpract/2517
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Core competencies for Acquisitions Professionals
https://www.youtube.com/watch?v=- MXXQUwhpU

http://downloads.alcts.ala.org/ce/20190925 Acousgi Competenciest
oCompetence Slides.pdf

http://downloads.alcts.ala.org/ce/20190925 Acous#i CoreCompetan
cies AtAGlance Slide.pdf

http://downloads.alcts.ala.org/ce/20190925 Acqgois#g Competancies
TrainingMap Slide.pdf
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MODULE 2

This module will discuss three components of seri@management:
collection development policy, selection and adtjois of serials. Each
of these components of serials management willléarly explained to
show their relevance to the serials units andititarly users. Collection
development policy is a guideline to be followed ttne librarian on
which, what and how to choose and acquire inforomatmaterials
including serials to the library. Selection wilighlight the criteria, tools
and procedure to use to choose the most relevaraisséor users.
Acquisition deals with providing access or owngpstu the library and
the various methods of acquiring serials are dssdisThis module will
discuss collection development policy, selectioth aoquisition of serials
extensively.

Unit 1 Collection Development Policy
Unit 2 Selection of Serials
Unit 3 Acquisition of Serials

UNIT 1 COLLECTION DEVELOPMENT POLICY
CONTENTS

1.0 Introduction

2.0  Objectives

3.0 Main Content
3.1 Definition and relevance of a collection dexghent policy
3.2 Elements of a Collection Development Policy
3.3 Formulating a Collection Development Policy

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

The general discussion about serials and their geanant has been
handled in Module 1. You have learnt that serials mformation
materials that are published at regular periodgst kea separate unit in a
library and contain current information. Serials @aly be useful to the
library users when there are guidelines to ensw@nice in serial
collection through a collection development pohdyich will also guide
the library personnel on actions to be taken instimgals unit.

26



LIS319 MANAGEMENT OF SERIAL PUBLICATION

2.0 OBJECTIVES

By the end of this unit, you will be able to:

o What a collection development policy is and itevaince.
° Elements of a collection development policy.
o Design a collection development policy for a seriait.

3.0 MAIN CONTENT

3.1 Definition of Collection Development Policy

A library should have a policy that will show theedttion that library
personnel should follow in carrying out all theiaities in the library. A
collection development policy is embedded in thealily policy and it is
a guideline for the management of the collectiooluding serial
publications. The collection development policy mins written so that
every library personnel can have access to it ahere to it to build a
balanced collection in a library. The advantages @fritten collection
development are hereby listed:

1. Mandates staff to think through library goals andmmit
themselves to achieving them.

2. Helps them to identify the long-and-short-rangedseef users,
and to establish priorities for allocating funds

3. Helps to assure that the library will commit itstif serving all
parts of the community, both present and future

4. Informs everyone about the nature and scope afdhection

5. Reduces the influence of a single person seleatiaugrials based
on personal biases

6. Contributes to operational efficiency in termsaifitine decisions,
which helps junior staff

7. Serves as a tool of complaint handling with reganaclusions or
exclusions

8. Aids in weeding and evaluating the collection

9. Provides a means of assessing overall performaricéhen

collection development program

The drawback to having a written collection devebent policy is the
time and effort needed to write a good one by ithraly personnel.

3.2 Elements of a Collection Development Policy

A collection development policy of a library shoulthve some
components such as overview, details and miscalaissues (Fig. 15).
The overview is expected to contain the overaleotiyes of the library.
This refers to the goals of establishing the paldiclibrary and it must
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be clearly stated. The second component is théslefaubject areas and
formats to collect. This refers to the disciplirmessubject areas that the
institution focuses on. If it is an academic lilysahe various disciplines
offered in the educational institutional must béeoad for by selecting
and acquiring relevant materials in the disciplifidis will provide
information materials for the curriculum in the wars disciplines in the
educational institution.

The collection development policy must also spedife types of

materials to collect (what type of serials), thariat to be collected and
the primary users. The specific type of serialdaocollected must be
indicated, for example, journals, newspapers, magazand the format
of these materials to collect. It is expedient it composition of the
users must be indicated to avoid misrepresentatiorot catering for the
appropriate users.

The third element of a collection development poi& miscellaneous
issues. These comprise decisions to take on @gtiection, weeding,
evaluation, complaints and censorship. The cobectdevelopment
policy must be clear about what to do with gifthaw type of gift to
receive and from whom. The aspect of selectionvemting will involve
what to select and weed, how to select and weed,dslks the selection
and weeding and when to select and weed serials.

Evaluation is an important activity that needs e darried out in the
library to assess if the serials in the library areeting the needs of the
users. The collection development policy shouldesthe criteria for
evaluation, who does the evaluation and how oftesmould be carried
out in the serials unit. The collection developmpalicy must also
include how to manage complaints, who are thogeaonage complaints
and what are criteria to use in censorship of eneho will be involved
in censorship and how will it be done.
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Chiurray Elements of the Collection Development Polic

College of Education

* Community Profile
* Community Needs Assessment
* Collection Goals

* Selection Responsibility ¢ mﬁd‘ﬂcm
* Selection Criteria

* Acquisitions

* Collection Evaluation and Assessment

* Weeding
* Reconsideration of Library Materials v/
ellcy Review and Revision I

'A

Fig. 15. Elements of a Collection development poir

Source: https://image.slidesharecdn.com/policiesprocedures-
120129223011-phpapp02/95/policies-procedures-dpweldibrary-
collection-policies-12-728.jpg?cb=1327876368

3.3 Formulating a Collection Development Policy

To formulate a collection development policy thatl Wwe efficient in
balancing the collection of the library without §jdhe following steps
should be taken:

1. Set the guidelines

The librarian in charge of collection developmenistndetermine
what should be included in the policy, who is tocoasulted and
how are decisions to be made. In setting theseefjnes, the goals
of the institution must be taken into consideratas whatever
guideline must not be in variance with the orgatmirel goals.

For maximum achievement of a good collection dgwelent

policy, it is advisable to use a committee systetmere librarians
from different units of the library are members a@edisions taken
are expected to be in the best interest of tharybr
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2. Analyze community needs
A library is established to meet the informatiord of the users
that it will be serving. Therefore, the librariarust carry out a
community analysis of the needs of the presentfande users.
The determination of the needs of the users camobe through
surveys or interviews. The result from the surventerview will
be analysed and inferences can be made on the okedsusers.

3. Prepare the draft document
A draft document can be prepared from the inforamathat was
collected in writing and suggestions from membefs tlie
committee.

4, Circulate the draft document
The draft document should be circulated to selentethbers of
the community to have their impact and feedbaclemgiwith a
stipulated deadline. Comments received can be tes@dprove
the draft document.

5. Adopt the revised document
The document having been revised by including theroents
from members of the committee can now be adoptdgahlished
as the collection development policy for the lilyrar

6. Provide for ongoing review
A collection development policy is not a one-tintatis document
as changes may need to be made based on changesn $ubject
area and user groups. However, a thorough revieaegs must be
ensured to produce a good collection developméitypiat will
benefit the library.

Note: Guide to developing a collection policy is dcussed in these
slides https://www.slideshare.net/joh5700/policies-procedes-
developing-library-collection-policieg

Examples of collection development policy in diffeent types of
libraries:
1. University library
a. Washington University in St. Louis, USA
https:/library.wustl.edu/about/policies/collection
development-policy/
b. Covenant University, Ota, Ogun State, Nigeria
http://m.covenantuniversity.edu.ng/content/downldag
9/33490/file/CLR_COLLECTION_DEVELOPMENT_PO

LICY.pdf
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2. Public Library

a. New Orleans Public library, USA
http://www.nolalibrary.org/page/134/library-
policies/41/collection-development-policy

b. Halifax Public library, Nova Scotia, Canada
https://www.halifaxpubliclibraries.ca/about/library
policies/collection-development-policy/

C. State Library, New South Wales, Australia
https://www.sl.nsw.gov.au/sites/default/files/cotien_ac
quisition_policy_v2.0_april_2016.pdf

d. Public library in Johannesburg
https://www.sols.org/files/docs/develop/publicasfrurre
nt/librarydevelopmentguidesguide6 Developingactitec
nplan_fullversion.pdf

3. School Library
a. University Laboratory High School library in e,

lllinois, USA
https://www.library.illinois.edu/uni/policies/coliéondeve
lopment/

b. School libraries in Kwazu Natal, South Africa
https://www.library.illinois.edu/uni/policies/c@cttiondeve
lopment/

SELF-ASSESSMENT EXERCISE

What are the importance of collection developmehicy?

4.0 CONCLUSION

A collection development policy is a guideline ohat;, how, when and
how library information materials are acquired ts@re a balance in the
library collection. The collection development gglmust be written and
accessible to library personnel to ensure thatethgsidelines are
followed. The elements of a collection developnaslicy indicate what
should be in and the steps in formulating a calb@ctievelopment policy
are provided. All these are to ensure that actisitire professionally done
without any bias to provide efficient services ters.

31



LIS319 MODULE 2

5.0 SUMMARY

The definition of a collection development poliaydaits advantages to a
library were discussed. . The three major companenta collection
development policy (overview, subject area and &dramd miscellaneous
issues) were explained and steps to take in fotmulaa collection
development policy were also highlighted.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define a collection development policy.

2. What is the importance of a collection developmgalicy to a
library?

3. Design a collection development policy for a unsigrlibrary.

7.0 REFERENCES/FURTHER READING

Southern Ontario Public Library (20097 guide to Developing a
Collection Plan: Library Development Guide 6.

Avondale Libraries Collection Management Policy X2
https://www.avondale.edu.au/Departments/Libraryi€xion-
Management-Policy-2011.pdf

https://www.sols.org/files/docs/develop/publicasurrent/librarydeve
lopmentguidesguide6 Developingacollectionplan_krbion. pdf
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UNIT 2 SELECTION OF SERIALS
CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1 Definition of serials selection and its relesarn a library
3.2  Criteria for serials selection
3.3 Tools and procedure for serials selection

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

Selection of serials is an important activity ire tiibrary that has to be
taken with every sense of seriousness and profed@sm. Selection
involves the choosing of relevant serials fromribenerous ones that are
being published regularly. The steps and how toycawnt the selection
activity will be explained in this unit.

2.0 OBJECTIVES

By the end of this unit, you will be able to:

) Explain what selection of serials means and itsoirigmce.

o Mention and explain criteria for selection of skxia

) Identify and describe selection tools and procedareselecting
serials.

3.0 MAIN CONTENT

3.1 Definition of serials selection and its relevame in a library

Selection is the process of choosing which setii@swill be added to the
serials collection in a library. This depends om¢bllection development
policy which specifies the area of coverage, typad format to be

acquired by a library. Selection of serials is impgnt as it is fundamental
to the success of the serials units as other #esvsuch as acquisition,
cataloguing and classification and circulation dejseon it. Selection is
relevant as it facilitates the provision of the dee serials for the users,
assists in building a balanced collection and wtety fulfills the goals

and objectives of establishing a library whichasprovide the needed
information resources including serials to userst &xample, in the
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library of Louborough University, United Kingdomhe collection
management policy stipulates that serials areaabetmore than 70% of
the serials collection
(https://www.lboro.ac.uk/services/library/studeatsiut/collectionmana
gement/).

3.2 Criteria for Serials Selection

Selection consists of two major steps; identifyamgas of needs of library
users and collecting appropriate lists (selectids ar tools) from which

those needs are met from various sources. Sedaalsmy be considered
for selection when their existence is identifiethisSTmeans the serials
librarian must know if a serial exists or not be&feonsidering to select or
not to select. The serials librarian can know tkistence of a serial
through reviews, publishers advertising list anaso

The decision to select a particular serial ovettla@roshould be based on
the relevance of that serial especially journasatisfy the information
needs of the library users. This implies that wtinenappropriate serial is
selected, ordered and eventually acquired, thistrgihslate to high use
of such serial which will justify the cost of pulding or subscribing to it
by the library. Therefore, the selection of a dariast be cost beneficial
to library users, reflecting that even though thaas is expensive, it is
relevant to meet the information needs of librasgrs.

There are some criteria to consider in selectimgf gerials for a library
and they are as follows:

1. Information needs of library users

The essence of acquiring or subscribing to seinaike library is
to provide information materials that are relevanisers to satisfy
their information needs. Therefore, it becomes imafee to
consider what type of information the users neatégory of users
and need against demand, so as to select relewatiats that will
be useful to them. The serials personnel need iy cat an
information need assessment of the library useksda what they
need. This can be done through sending a shortigoeaire to
the library users electronically and requestingai@as where they
need information. The feedback received can beyaedland the
report from such result can be used to make dedsim what
areas materials to select should be and format.

2. Reputation of authors
In selecting a serial for a library, it is necegster consider the
authors that contributed to the intellectual conhterihe serial to
ascertain if the authors are competent in termknofvledge to
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have written in the serial. The reputation of theghar can be
determined based on the affiliation of the autbart organization,
so if the organization is one that is well ratdgrt it is assumed
that the author has the requisite knowledge insesheducational
gualification and expertise to have written theagvublication.
The title, rank and institutional affiliation of #uors can be useful
in affirming their competence to write the serial.

Reputation of publishers

The reputation of publishers is another criterioattcan be used
when selecting serials publication in a librarybFshers that are
well established and recognized internationallyl wéfinitely
publish serials that are of good quality, becabsg will not want
to tarnish the reputation they have built over ge&uch publishers
will only accept relevant and good quality informoat from
reputable author to publish. Therefore, serialsahapublished by
notable and recognized publishers will be consiiéoe selection
unlike serials that have been published by new igliis or
unknown publishers.

Subject coverage

The subject area which the serials publication ovaust be
known so as to see if it will meet the informatio@eds of users.
Therefore, serials should only be selected if thigext covers the
area where users are interested or have informagmus. The
serials librarians want to ensure that the sulgj@etrage of a serial
will be relevant to the curriculum in a tertiarystitution or meet
the area of focus for special libraries.

Cost benefits

This is an important factor to consider when salgcserials

publication. The cost (subscription) of a seriatamsidered vis a
vis the benefit the serials will be to the librargers, that is cost
and use (demand). The implication is that if aasés expensive
in terms of price, but it will benefit a large nuerkof users in a
library, then such a serial should be considereddtection.

Editor and editorial board membership

This is relevant to scholarly journals where theposition of the
editor and the member of the editorial committeal dheir
organizational affiliation are listed within the ujmal. The
composition of these individuals is a guide to cade their
competence in terms of educational qualificatiod &nowledge
in producing the journal. Top rated journals sedochndividuals
that are well qualified to become editors and meslmd the
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editorial board with good spread in terms of geppreal location
in the world.

7. Alternate format availability

Serials are now published in print and electrooicmiat, so the
library may decide on which format to select basethe what the
users require, ICT infrastructure in the librarydd&T literacy
skills of users and library personnel. When thesiaee not in one
geographical location and the library is automatieel) it becomes
necessary to acquire e-serials so that users cassathe serials
from wherever they are outside the library. Thil @mhance their
accessibility and retrieval to information from therials.

For any library to select an electronic serial, ltheary must have
the appropriate ICT infrastructure in terms of comeps with
appropriate  memory and processing speed, good neiter
connectivity, regular and stable power supply, lsat tsuch e-
serials when acquired in the library can be eagibessed and used
by the library users. For e-resources to be salettie ICT literacy
skills of the library personnel must be good tabke to use the e-
serials to provide good service delivery. On thieeothand, the
library users must possess good ICT literacy skdl$hat they can
navigate the site for the e-serials and retrieleveat information
from them with minimal effort.

8. Price

The price of a serial is also to be consideredimkif the library

can afford and sustain its continuity. A serialttisavery expensive
may not be easily affordable to a library consiagthe dwindling

library budget experienced in most libraries glbpaiowever, the

price of a serial should be considered with theulsess of the
serials to the users, so cost-benefit or cost-e¥kmness of a serial
should be used in deciding the serials to seled fiorary.

9. Place of publication

The place where the serial is published can alsa fector to
consider in selecting serials for a library. Sonieakies may
decide to select locally published serials sucilmagazines and
newspapers so that users can be abreast of the afetireir

country. Some libraries could select serials basedtudies on
particular areas and this will determine where sackerial is
published. An example is where a university hasogamme on
Asian studies, the serials librarian will have tlest materials
published on Asian studies, mostly of which will fagblished in
Asian countries.
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Selecting an electronic serial particularly jousnaleans placing a
paid subscription, signing a license agreemengssiag a title on
a pay-per issue basis, including a title in a kpisagopher and
providing access through a website. The criteoia Selecting
electronic journals are information needs of usevel of ICT
literacy skills of users and the written collectidevelopment

policy.

The following listed criteria should be considefedselecting electronic
journals:

1. Quality and content of the serials
This involves checking for the credibility in termo$ knowing if
it's peer-reviewed or indexed, its availability nmultiple Internet
sites or multiple formats, comprehensiveness ofotgtent and if
the internet version meets the needs of usersfdilesving will
assist in determining the content of the seriale®the content
meet the organizational goals of the library, h@agularly is it
updated, who are the author of the serials, whstitiional
affiliation do the authors belong to, is it goirglte available for a
long term, how current is the data and what adgntees it have
over a print serial? These questions will guidegéeal librarian
on the relevance of the content of the serialshto users. The
electronic journal to be selected must be oneishalevant to the
subject areas of the users.

2. Access

This has to do with how the electronic serial pedtion is to be
accessed. Each electronic journal has its spetdiceon the

hardware to use to access articles quickly. Theeetbe hardware
and software presently in the library have to beswtered before
selecting a journal to know if they will be compddi with the

proposed journal to be selected. If the presentiviare and
software in the library are not going to be comgatiwith the

proposed journal, then it means there will be angban either not
selecting that journal or deciding to change thedWware in the
library and this has cost implication for the lityra

How compatible will the e-serials be with the eixigt local

network?, Is the license for a single or multipter®, what type of
search engine will be used?, will the e-materialitle to recognize
users from institutions? These questions will asgie serials

librarian to decide if to select this e-serial or @ternative. The
level of ease of use of electronic journal needsetconsidered. If
the e-serial is easier to use, there is a higheterydthat the users
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will consult it more and this provide the justifican for the
acquisition.

3. Cost
The cost of the electronic journal or serialsudtide considered
in line with the benefit it would give to the usefBhe serial
librarians must consider initial costs, ongoingrges for updates
or annual subscription fees, downloading chargesd an
customization charges. These costs needs to berkhowthe
serials librarian to determine if the library cdfoed it or not.

4. Support

Support is an important factor to consider wheed@lg a serial

publication. Support that will be given to traineus and staff,

qguality of documentation and the reliability of thendor are

components of support that need to be taken intsideration. Is

the technical knowledge that the librarian and sibawve adequate
to use the e-serials that are to be selected?t/ftimen required

training has to be given to the librarians and sisethe e-serial

has to be selected. Is the publisher or vendoyreagrovide such
required training? Can the librarians and userstheee-serials
with the manual or documentation provided if thare minor

technical challenges? How reliable is the vendortdmms of

providing prompt and adequate services whenevere tie a

challenge and a call is made for assistance?

5. Legal issues

Legal issues need to be taken into consideratiamvelresources
such as serials publications have to be selecteel.lfgal issues
are copyright, licensing agreements, fair use aedgvation and
production. Each electronic journal has its ownycmht issues

that have to be adhered to when selected in ayibide library

has to know these copyright issues and determiiheain comply

with all of them or otherwise it does not seleatlsa journal to

avoid copyright violation.

Each e-resource has its own licensing agreemermwhill contain who
uses the e-resource, where, and what happenslibthey fails to abide
by the agreement. The librarian must ensure theuga for e-serials, and
electronic serials can be photocopied only for atlonal purposes and
not for commercial purpose. The legal issues ha®twith how the e-
serials can be preserved and produced such agauh@ivhen an e-serial
in CDROM is destroyed or damaged.
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3.3 Tools and Procedure for Serials Selection

There are selection tools specifically for seriablcations which allow

the serials librarian to know the recent serial tire being published.

These selection tools are aids used to choosd palikcations and they

also give information on new serial publicationdeTfollowing are

examples of selection tools:

1. Ulrich's International Periodicals Directory: The Irich's
International Periodicals Directory is the most coom selection
tool that can be used as it has a comprehensivefliserials,
annuals, conference proceedings and other sendfications
issued regularly and irregularly.

2. Publishers’ catalogues and indexes.

3. E-journal Site Guide, ARL'’s Directory of Electroniournals is
for electronic serials.

4. Publishers’ advertisement

5. Published reviews and journal lists from otherdribes.

6 Suggestions from users and staff,

The Association for Information Management  (ASLIB) has
recommended the following means of selectingoperals:

1. Recommendation by specialists involves the seridlsarian
asking for serials requests from the specialisthamn organization
(Fig. 16). The goal of this is to ensure that tkeas that are
selected are those that will be useful to the $isiEsnsince they are
the ones that suggested the serials. This givespgeialist the
opportunity of being involved in the selection pees.

2. Announcements and reviews: New serials can be krnibvaugh
announcements by publishers by sending a listwfpéblications
to the library or the vendor sends a list of nevied®to the library.
This will allow the serials librarian to know redgoublications to
choose from. Reviews will help serials librariarctiose a serial
over another, because a review of a serial will entile librarians
to select or not to select a serial.

3. Consultation of list of most cited serials will fit@ate the selection
of serials as the more cited a serial is, the nisedul it is to the
users. However, the serial librarian must be véestat search for
the list of serials most cited.

4. Recommendation by library personnel is anothelrttuat can be
used to select serials. The library personnel sstggbe choice of
some serials which they have found being used hyynibrary
users and this means it is useful to them.
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Ordering Books and other
material

Faculty and staff con order books and
non-book material, which will then be
addad tothe library: collecfions.

Contact vour Faoculty Ubearian for
informaofion on book-ordering procedurss

It &= essential that you send o copy of
recommended reading fo

your Facully Libranan 1o ensure that
recommended marenals e OvoEatEe 1o
wour students in good fime

Departments are beginning woek on
deparimental colactlon devetopment
poicies. It woulkd be worth getting
involved in that process,

T

Fig. 16. Selection notice to staff in an organizen
https://slideplayer.com/slide/2665302/10/images/86ting+Books+an
d+other+material.jpg

Selection can be done by the librarian only, big th usually done in
small libraries where the librarian is the onlyfessional staff. However,
this is not the best as users should be givengpertunity to be involved

in the selection process. For libraries which hirge collection with

several librarians and large users, the head ofe¢hials unit cannot do

the selection alone.

For example, many university libraries allow acadestaff, other staff
and students to participate in the selection ofemmt including serials
to the library collection. It is always recommendledt a serials selection
committee be constituted for the selection andnieenbers will include
library staff and users. The committee finalizes list of serials to be
subscribed to on the basis of the needs anectives of the parent
organization, recommendations of the members amdcvhilable funds
of the library. A vendor can also be involved ilestion of serial

publication through the provision of current pubéss’ list.

Click on the slides to gain more knowledge on selsan of serials
(https://www.slideshare.net/allana33193/selectiot-acquisition-of-

print-electronic-serials
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SELF-ASSESSMENT EXERCISE

What are the criteria use to select electronicslser

4.0 CONCLUSION

Selection of serials is an important activity thas to be carried out in
the library. The impact of selection of serials t@negative or positive
to users, because the wrong selection of seridlsmyply that users will
not use them as they are not useful to satisfy thimrmation needs. This
will amount to a waste of financial resources whichny libraries are
currently battling with reduction in library budgétowever, if selection
is professionally done, users will have accesslevant materials they
require to meet their needs.

5.0 SUMMARY

The definition of selection and importance of deriaelection were
covered in this unit. The criteria that can bedusa both print and
electronic serials were discussed, as well as dbés tand process of
selection.

6.0 TUTOR-MARKED ASSIGNMENT

Explain the importance of serials selection

What criteria will you use to select print sé¢s?

Expatiate on the criteria for selecting eledcaerials

Write on how you will go about selecting sesifdr a university
library.

PoONPE
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UNIT 3 ACQUISITION OF SERIALS
CONTENTS

1.0  Introduction
2.0 Objectives
3.0 Main Content
3.1 Definition and Relevance of Acquisition of sdsi
3.2  Methods of Serials Acquisition
3.2.1 Subscription
3.2.2 Purchase
3.2.3 Standing order
3.2.4 Gifts, Donations and Exchange
3.2.5 Legal deposit

3.2.6 Membership of societies, associations and

institutions
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

The why, what and how to select serials has besudsed in Unit 2. The
next activity after having completed the selectmtivity is acquisition.

Acquisition is the conscious addition to the sariabllection through
different methods. The definition, importance aretmods of acquisition
will be explained in this unit.

2.0 OBJECTIVES

By the end of this unit, you will be able to:

) the definition and importance of acquisition ofigks.
o methods of acquisition of serials.
o how to acquire serials for a library.

3.0 MAIN CONTENT

3.1 Definition and Relevance of Acquisition of Seais

Acquisition of serials means the addition of sartalthe library collection
to increase the volume of information materialsilibrary. Acquisition

of serials is important in any library and informoeat centre so that there
will be new information materials added to the edlion to cater for the
information needs of users. The availability of reswials should lead to
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accessibility to the new ones which will necessitage by library users
to satisfy their information needs. The informatieeeds of users are not
static, but varied and this requires the regulguesition of serials to meet
such varied needs. The acquisition of serials Wilfill one of the
objectives of having a library and information genwhich is to provide
current information that is embedded in serialsigers to satisfy their
needs.

3.2 Methods of Serials Acquisition

Serials can be acquired by different methods ssckubscription, direct
purchase, donation, gift and exchange. ldhalardadm (2019) reported
that serials were acquired through direct purchasne subscription,
gift, donations, direct order, exchange and instial membership of
association in seven university libraries in Sosith, Nigeria, with
direct purchase being the major means of acqunsitio University of
Louborough library, United Kingdom, electronic joals are more
preferred than print when acquiring serials forltheary, but availability
of funds, licensing, archiving and access must basidered first
https://www.lboro.ac.uk/services/library/studentbsfat/collectionmanag
ement/). Acquisition of serials could include pusé of print materials,
purchase of access to remote electronic resoutoration and document
delivery. There are basically six methods of adggiperiodicals. These
are:

Subscription

Purchase

Standing order

Gifts, donations and exchange

Legal deposit

Members of societies, associations and institutions

ok wNE

3.2.1 Subscription

Subscription of serials refers to the payment oheyoto the publisher in
advance and usually on an annual basis for a s&udscription is the
payment for all issues of a serial published in pa&r and the payment
iIs made in advance of the receipt of the first esstihis is the most
common method of acquiring serials in a library.eTherials are
subscribed directly from the publishers or vendat the amount is paid
in advance, after which the library receives thi#ate Normally, a serial
subscription takes effect from January and mustdmewed yearly.
Examples of serials that can be subscribed toraagazines, academic
journals, newspapers, memberships, newsletters, smnte annuals.
Newspapers and magazines could be subscribedweekly or monthly
basis.
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For many libraries especially academic librariegeador or an agent is
normally used. Vendors are middle men betweenighdals and libraries
and they collect a service charge for their jobsrke, Henderson and
Holden (2018) explained the duties of a serialsdeeninclude the

coordination of journals from different publishes the library. The

vendor deals with all the process of making suee délected journals
subscribed to are the ones received by the librargsing volumes or
iIssues and other things relating to acquisitiosesfals in a library. The
advantage of using a vendor is that the librarganat involved in the
process of dealing with all the publishers whoseakghey have

subscribed to and all the processes involved imatudecord keeping, but
deal with a single person and that reduces the winelss.

The role of the vendor should include quick respdosorders and claims,
accurate invoicing, prompt replies to challengesragements for various
billing and shipping addresses and management teepbne services
performed by a vendor for the serials unit of adry are: subscription
renewal, placement of new subscription, cancehatid subscription,

coordination of serials order, provision of invageclaiming and

replacement of missing issues. Others include; gwmant reports on
status of serials collection and expenditure, ptame of future serial

cost, obtaining sample issues and access to elecjournals.

The vendor must deliver on the expected functiantha continued use
of the vendor by the library will be dependent lo@ provision of efficient
services. Therefore, the serials librarian mustdrg careful in selecting
a vendor as the vendor should be selected basegbaah reputation,
diligence and reliability. A serials librarian cask from colleagues from
other libraries for a reliable vendor they haverbesing, so this will be
due to personal recommendation from professioniéagues. Vendors
include Serials Solutions, TDNet, OCLC WorldCatk iManager, SFX

The library that decides to use a vendor must peothe following to the
vendor: title, volume and issue number, ISSN, fezgpy, publisher, price,
date of order, year and month of start and duraif@ubscription period
(usually not less than a year). This informatioth& vendor is to provide
clarity on what the library wants and then an agrest is signed by the
vendor on the one hand and the serials librariatherother hand. The
vendor will also inform the serials librarian oretlservice charge for
services to be rendered, appropriate period forcaldtion of
subscription whenever the need arises and modayohent.

The vendor offers a lot of services to the seuais:

1. Printed lists: this is a comprehensive list of r@mwblications from
different publishers
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2. Title and holdings data: contains the titles antlecbons from
different publishers

3. Record sets: types of records that are requirée kept in adding
new serials to the collection.

4. Searchable scanned tables of contents: this itatite of content
of new publications

5. More sophisticated online access: awareness of rletronic
databases to subscribe to

6. Management information: the type of informationttbauld be

provided for management and used for decision ngakin
3.2.2 Purchase

Serials can be purchased directly from publishetsrough vendors. The
option of using a vendor is beneficial to librarespecially large libraries
as it reduces the stress of monitoring subscriptade and payment for
each journal, which can be very cumbersome. The aapurchase of
serials could depend on who is purchasing. The fateindividual
purchase is most times lower than institutionacpase or multi user.

3.2.3 Standing Order

Standing order is an instruction given to publisttersupply serials to the
library whenever such serial is published, and payits made only when
the serials are received in the library. The lipnaill continue to receive
any serial on standing order indefinitely exceptewhthe order is
cancelled and payment is made after each seniat&ved. Serials that
can be placed on standing orders include numbegetgraphic series,
irregular serials, book sets, and reports; yearb@okl directories.

3.2.4 Gifts, Donations and Exchange

Gifts are information materials (serials) given toe library by
individuals, publishers or organizations. Serilt can be given as gifts
are newly published serials which publishers senthé library without
any fee to gain their interest and individuals clegout their libraries or
collections. There are some organizations that sesid periodicals free
of charge to libraries. A library interested in Byzeriodicals will get in
touch with the organization so that they can ledi®n their mailing lists
to receive such periodicals as gifts. Donationssateited serials from
individuals, publishers or organization to incretsequality and number
of the serials collection in a library based onitifermation needs of the
library.

Exchange is another method through which a libcany acquire serials
publications, although this is not the prominentthod of serials
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acquisition. Exchanges occur between libraries iofilar type, one
university library and another and are usuallydngoing subscriptions.
Exchange occurs when two libraries exchange theials with each
other for free. Exchange can be done to acquitialsgublished by an
organization that are not in the market and whioh library of that
organization has and can be acquired by anothearyibto enrich its
serials collection. The advantage of exchange isoltain serials
especially journals at reduced cost; obtain jowrhat are difficult to
acquire through subscription and to contribute teider dissemination
of serials publications from one’s institution.

3.2.5.Legal Deposit

Legal deposit within the context of acquisition meahe internally
generated serials publications published by stafie organization which
becomes mandatory for such staff to submit stipdlabpies of the serials
to the library. This is another method of acquirgggials in a library.

3.2.6 Membership of Societies, Associations and kistions

A library can also acquire serials especially j@snvhen they register
with societies, associations and institutionsnasbers and these groups
will send them such serials free of charge.

Before a serial is acquired either through subsionpor purchase, the
serials personnel must go through the order reqaestke sure it has all
the necessary details such as correct bibliogrageiails, name of
selector and check that the serials is not on radstg order. Figure 17
provides a workflow of the things to do in orderiagerial publication.
The order can be sent to the vendor and recordts thaterials ordered
and name of vendor should be kept.

The following slides will enlighten you on how to equire print and
electronic serials. Click on the link.
https://www.slideshare.net/allana33193/selectiot-acquisition-of-
print-electronic-serials
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Ordering workflow

+

®m  Before placing an order, the staff must decide on: which
acquisition method to use, what vendor to use and where to
get the money

®  Order placement and receiving : - vendor selection
- Preparation of Purchase Order (PO)
- assigning order numbers for control and tracking
- submission of orders through mail, fax or e-mail
- order receipt and verification
- claims and follow-ups
- receipt of ordered items
- It_:hﬁci:ing deliveries against Purchase Order and packing
slip/lis
- checking physical condition of delivered materials
- property marking by stamping or embossing
- approving invoices for payment

Fig. 17. Steps in ordering a serial
https://image.slidesharecdn.com/acquisitionsoftyoraterials-
140216042548-phpapp02/95/acquisitions-of-libraryterals-13-
638.jpg?ch=1392524790

SELF-ASSESSMENT EXERCISE

Highlight the methods use in serial acquisition.

4.0 CONCLUSION

Acquisition of serials is the next activity to berfpormed by the librarian
after selection. A library can use any of the dghhghted methods of
acquisition, but the commonest are subscriptiongctlipurchase and
standing order to build up the serials collection.

5.0 SUMMARY
The unit has exposed students to the importanserdls acquisition and
the various methods through which serials can logiieed in a library.

Six methods of serials acquisition were discussetithe most popular
methods were subscription, direct purchase andiisigrorder.
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6.0 TUTOR-MARKED ASSIGNMENT

1 What is acquisition?

2. Write on the importance of acquisition of sexial a library.
3. List six methods of serials acquisition

4 Explain the three commonest methods of sercsiaition
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MODULE 3

This module has four units which are aimed at mhog you with the
knowledge of how to organize serials after theyehbgen acquired and
can be accessed by the library. The procedureeakiteipt of serials and
what needs to be done thereafter will be taughthia module. The
technical aspects of organization of serials sushcataloguing and
classification will be expatiated to provide easyrieval to the serials.
The storage, preservation, evaluation, weedingeoéls and use policy
to ensure their durability and longevity will bepdined.

Unit 1 Receipt, cataloguing and classificatiorsefials

Unit 2 Shelving, shelf-reading and preservatioserials

Unit 3 Evaluation and weeding of serials

Unit 4 Serial use policy

UNIT 1 RECEIPT, CATALOGUING AND

CLASSIFICATION OF SERIALS
CONTENTS

1.0  Introduction
2.0  Objectives
3.0 Main Content
3.1 Receipt of serials into the library
3.2 Cataloguing and classification of serials
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

Serials that are acquired into the library needetorganized so that users
can have access to them. In this unit, the proesttuundertake when
serials are received into the library and how talogue and classify them
will be discussed.

2.0 OBJECTIVES

By the end of this unit, you will be able to:

o Receiving serials in the library
o How to catalogue and classify serials
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3.0 MAIN CONTENT

3.1 Receipt of serials into the library

Processing of serials begins when the library weseithe serial

publication and this commences with checking theomds to ascertain
that the serials that were ordered are those detivasing the invoice.

The personnel will check item and invoice to vetifgt what was ordered
for is what has been received. If checked and dlissovered that there
are some serials title especially journal titlesttvere received but not
subscribed or ordered, the library personnel witlard that and if it's a
print material, it will be separated from the matksr that were ordered
for and received.

On the other hand, there are cases where thesserddred for are not
found in the package of materials received, theatijp personnel has to
document this, so that this can be communicatedewendor. Some of
the challenges in the receipt of serials ordereddn be summarized as:

wrong entries/data in the invoice
wrong edition sent

items ordered but not received
items not ordered but sent

too many or not enough copies
copies received with faults

Libraries that have integrated software have thvaaihge of good record
keeping as records of activities done is documemeich module and
can be called up in another module. In the serralzdule, the
bibliographic data of the serials ordered for, datd the agent in charge
of the order will have been entered into the dagabaVhen the materials
eventually arrive in the library, it will be easyretrieve such information
to check if what were ordered are the same as dsabeen received and
then the library personnel can include the dateeoéipt in the serials
module. When a material that has been receivdtegalith what was
ordered, the library personnel then stamps thenmabate show ownership
by the library which indicates that the materigbast of the collection of
the library(Fig. 18).A payment approval is prepafedthe vendor and
sent to the office in charge of payment.

Procedure for processing library materials is avadéble in these slides
(https://www.slideshare.net/JoloVanClydeAbatayo/bdibirary-
procedures-processing-library-materals
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Fig. 18. Stamping of a library material
https://www.brodartbooks.com/data/uploads/mediagei@hysical-
Processing-Stamping-back.jpg?w=1024

Record keeping is important at each stage of psoogsserials

publication. The kind of record keeping method @srirom one library

to another and it should be one that is converardtefficient for record

keeping for the library. In small libraries, theegt of serials is done in
alphabetical order and this is easy to retrievends; while serials are
registered in registers and ledgers for biggeafibs. With good record
keeping, it is easy to detect the non-receiptdrdicular issue of a serial
publication and the serials librarian can send lant®nic message (e-
mail) to the publisher or vendor as a reminderthedublisher or vendor
will send the missing issue to the library.

Manual record keeping may be suitable for a smiathty, but definitely
not appropriate for a large library. This is dudhe fact of its slowness
in retrieval of records, lack of different acces#nps and the need for any
person to come physically to the library to acdbssrecords. However,
a library that has integrated software will be aloleovercome some of
these challenges as it will lead to more efficieimcgervice delivery. An

51



LIS319 MODULE 3

automated serials unit will allow for budget cohtrod report generation
that can be used to make decisions to enhancéssmaaagement.

3.2 Cataloguing, classification and indexing of s&ls

After acquiring serials in libraries and informatioentres, the next step
is to organize the serials to facilitate easy estal by users. Serials can
be organized through cataloguing and classificatimexing and
shelving. In a study carried out by Idhalama arul (2019) on serials
management in selected universities in South-sdiigeria, the findings
revealed that serials are organized through “cgtaig, classification,
shelving, digitalizing of available serial matesidghrough the use of
OPAC, indexing, abstracting, display of seriah racks, and display
of passwords to library database” (pg..12)

Online Encyclopedia of Library and Information Swe defines
cataloguing as the “process of creating and maimgibibliographic and
authority records in the library catalogue, theatlase that are owned by
a library. The catalogue may be in tangible forutlsas a card catalogue
or in electronic form, such as Online Public Acc€sgalog (OPAC)".
The process of cataloguing involves three majoiviies: descriptive
cataloguing, subject cataloguing, and authoritytr@n

1. Descriptive cataloguing

This the input of the attributes of a library mé&ieor bibliographic
details of the library material such as the nameawthor(s),
contributor(s), title, edition, publisher, distriion, date, the
number of pages, its size and name of series. ripase

Cataloging enables the user to find and identifpprary material,
by the name of the author, the title and othendgpaphic details.
There are two standards that are usually used déscriptive
cataloguing: Anglo-American Cataloging Rules (AACR)th the
recent one now Anglo American Cataloguing Rule\AGR?2)

and Resource Description and Access (RDA).

Anglo American Cataloguing Rules (AACR) is the miztional
cataloguing code that is used for descriptive ogtahg of library
materials. It has been revised and now is Anglo Acae
Cataloguing Rules 2 (AACR2) which is the secondiewliof the
AACR. The rules guide the bibliographic details aflibrary
material and the decision to take for choice am@gs® points. The
relevance of AACR2 is the uniformity and consistenio
cataloguing materials in libraries in any country.

Resource Description and Access (RDA) is definead ‘atsandard
for descriptive cataloging providing instructiomsleguidelines on
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formulating bibliographic data” (Online Encyclopaddf Library

and Information Science, 2014). The aim of RDAoiptovide the
access points like description, name and titleughowhich users
can search and retrieve the material. It succeg®SRR and is
designed for the digital world.

Watch a short video on RDA on YouTube:
https://www.youtube.com/watch?v=b7XJsajv-
MU&Iist=PLZSQc jA3AIWdIPGMfZGk3Y|NVROs-
Guf&index=1

The functions of RDA as outlined by the Online Erlopedia of
Library and Information Science are the provisién o

1. a flexible framework for describing all resourcasdglogue
and digital) that is extensible for new types oft@nial.

2. data that is readily adaptable to new and emerdgngbase
structures.

3. data that is compatible with existing records iriran
library catalogues.

4. guidelines on cataloguing digital resources andqsaa
stronger emphasis on helping users find, idensBlect,
and obtain the information they want.

5. mechanism that supports the clustering of biblipgra
records in order to show relationships between weankd
their creators.

2. Subject cataloguing

This involves analyzing the subject of a librarytenal (serials)
and getting a corresponding subject heading frooorarolled

vocabulary referred to as subject heading. Exampfesubject
headings are Library of Congress Subject HeadingSH), Sears
List of Subject headings and Medical Subject HegslifMESH).
With the approved subject from the subject headidgssification
numbers can then be assigned using the approptassification
scheme adopted by the library such as Library ohdbess
Classification (LCC) or Dewey Decimal Classificati¢DDC)

scheme.

3. Authority control

Online Dictionary of Library and Information Sciendefines
authority control as the procedures taken to ensoingistency in
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the access points (names, title, and subject) izsdtle catalogue
or file of bibliographic records through the applion of an

authoritative list (file) to new materials as thaye added to the
library collection. The authority control is awable from the

commercial service providers such as e-databaselssipers or

vendors.

Serials need to be catalogued and classified fee ed retrieval of
information to library users. Cataloging and dfasstion entails the
provision of bibliographic description for ¢aserial title and
provision of access to serials representedtha catalogue. The
decision to catalogue individual articles in a @lsripublication or the
entire serials publication as a whole is dependenhbe size of the library
and the users. For large libraries that are autednaterials especially
journals need to be catalogued and classified tixieabasis to facilitate
easy retrieval of information for users who may researchers and
students. The articles are catalogued using theloAmgmerican
Cataloguing Rules 2 (AACR2) and presently Resoiescription and
Access (RDA) and classified using a classificasoheme depending on
the type of the library. The library could use labr of Congress
Classification Scheme or Dewey Decimal Classifaratscheme.

Cataloguing of serials depends on the type oftibnasers and the library
policy. Libraries can catalogue serials alphab#yicasing title, issue,

author, and subject or can be catalogued on ing@idrticles especially
for journals in many special libraries due to tleune of their users.
Descriptive and subject cataloguing can be doneséorals especially
journals so that users can easily search andvetraevant information
needed. Descriptive cataloguing is the bibliograpletails of each title
or individual article for journals must be captured

The procedure for cataloguing serials is explainedn these slides
(https://www.slideshare.net/NASIG/basic-serials-caloging-
workshop-handout)

With an automated system using integrated softwiiee bibliographic

details of the serials publication will have beapttred in the acquisition
module, when an order is placed, at the catalogumy the keywords

and class marks are what will be added. The caialaghen it can be
accessible outside of the library becomes Onlirdi®Access Catalogue
(OPAC). This is so because for an integrated sw&waystem,

bibliographic details of each information mateaa¢ available in all the
modules and accessible to librarians in the diffeuaits in a library. This

reduces repetition of activities and time wastdge will have been used
to enter the bibliographic details of the seriajaia.
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Serials that are classified alphabetically makésenal easy for library
users, reduction in processing costs as classdicaumbers do not need
to be assigned to them and rearrangement is mugtress serials are
filed in a different section from books. Howevdre tdisadvantage with
this method of classification is that titles thatdised on the same subject
will not be grouped together and users may fimlifitcult locating serials
especially journals using serials title of corperatithor. After providing
the call number, the details in input into thedityr bar code machine and
the bar code no is printed and attached to thalggéiig. 19). Figure 20
shows where the barcode should be placed on 4 seria

LIBRARY NAME - UNIVERSITY

WNATR

3 1234 56818 J.L

it

Fig. 19. Example of a bar code
https://1.bp.blogspot.com/_7rKQuKTI19E/SWWFW8qCWNAAAA
AAAEc/dcbhCvDMNnAXA/s320/019.jpg

Fig. 20 Placement of bar code on a serial
https://www.myassettag.com/Companies/myassettagiibook.jpg

There are also benefits in using a classified syste serials as those on
similar subjects will be grouped together makingess easier and
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journals published by the same publishers willrimkdated as such. The
disadvantage of using a classified system for Isgpiablication include:

users have to locate the call number before gantpeé shelf and the
process of assigning classification number requiiee and cost for

processing by the library personnel. Electronica¢emre not classified,
because they are not physical and so cannot hpkgsical location and

therefore, are not shelved in a library.

SELF ASSESSMENT EXERCISE

What arethe process of cataloguing a journal in a speiety?

4.0 CONCLUSION

Serials are acquired in libraries to provide thedsa information to users
through retrieval. Therefore, it becomes neceswaoyganize the serials
through processing, cataloguing and classificdtioeasy retrieval of the
information embedded within the serials. The metbbcataloguing and
classification of serials depends on the typelohly and users.

5.0 SUMMARY

The processing of serials when it is received ¢ditfrary and cataloguing
and classification of serials are discussed in tinis. The procedure to
use for cataloguing and classification is furtheplained which is

determined by the type of library and users. Re&ebing is reflected
to be very important in processing, cataloguing eladsification stages,
so that the library can know the status of anya¢eat any time.

6.0 TUTOR-MARKED ASSIGNMENT

1. How do you process new serials that are brotagthte library?
2. Describe the process of cataloguing a journalspecial library
3. Describe the ways you can classify a journal

4. What is the importance of record keeping indbeals unit?

7.0 REFERENCES/FURTHER READING

Idhalama, O. U. and Obi, A. I. (2019). Acquisitiand Management of
Serials in selected Academic Libraries in Edo st#tdNigeria.
University of Dar es Salaam Library Journal, 14(1), 68-81.

Online Encyclopedia of Library and Information Swe.
https://www.librarianshipstudies.com/search?g=sttbjgatalogui

ng.
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UNIT 2 SHELVING, SHELF-READING,
PRESERVATION AND CONSERVATION OF
SERIALS
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1.0 INTRODUCTION

The definition of serials, explanation of serialamagement and the
components of serials management were discusseukih. The previous

unit provided the background to what the coursaliabout. In this unit,

the features of serials will be explained as welheghlighting types and
examples of serials.

2.0 OBJECTIVES

By the end of this unit, you will be able to:

o How to shelf and the importance of shelf-reading?
o Relevance of preservation and conservation oflseria
o How to preserve and conserve serials?

3.0 MAIN CONTENT

3.1 Shelving and shelf-reading of serials

The periodicals are processed after receipt, aecmdphabetically and
put up in the display area. For displaying tlseiés of periodicals, special
furniture is available in the library. In casebadger libraries that have a
large number of periodical, special furniture ispkdor display and
storage of periodicals. A display of the latestiguicals and storage
facility referred to as a pigeon hole rack is fouae most suitable in
most of the libraries.
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Shelving is the process of arranging serials orskigves using their call
number that has been assigned to each serial dinengataloguing and
classification process. It is the arrangement n&kseon the shelves using
their call number which means serials on the sambgest having the

same call number will be shelved together. Thesealsavill be arranged

alphabetically by the first three letters of théhaw's or editor’'s name or
title. The essence of ascertaining that serialsshedved properly is to
ensure that users can find what they need and cdaffalso do a stock
check.

Serials can be shelved according to the classicatumber which is
based on the classification scheme the library,estser the Library of
Congress Classification scheme (LCCS) or Dewey rDali
Classification Scheme (DDCS). After all the issaes received and a
particular volume of a periodical is completed;ah be bound and kept
like books on shelves.

The following factors should be considered befaguiring and standing

shelves:

1. The length of the space in a layer of a shelf shbel at least 36
inches to accommodate serials that are tall.

2. Shelves should be adjustable and easy to clearanvi#iast 1 inch
of airspace above the tallest serial and no roulgfe® to prevent
damage to the binding.

3. Shelves should be open except at both ends forgoottculation.

4. The bottom layer of the shelf should be at leastBes above the
floor for ease of cleaning and prevention of damegease of
flooding.

5. Shelves should be located away from heat sourctsasuradiators

6. Shelves should not be positioned against an extevell or

beneath water or steam pipes to avoid dampnessoaaiegnsation.
7. Shelves should not be placed in areas where treiviee direct
sunlight to avoid exposure to ultraviolet radiation

Guidelines for shelving

1. Care must be taken at the beginning and end ddhtblves so that
there is constant sequence of the arrangemené ciettials

2. The trolley should not be packed on the aisle tctroiot
movement, but should be packed at the end of thé shallow
ease of movement of users.

3. Check the materials on either side of the maténati was shelved
to avoid error.

4. Any serial that is out of place should be propshglved and put
in this appropriate location.

5. Serials should be straightened in case there istlaaty is not
standing well and bending on the shelf.
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6. Avoid overcrowding of serials on a shelf. Overcravgddoes not
allow the flow of air between serials and this canse damage to
serials. This can be solved by moving some of #r&ls to the
previous or next shelf. To avoid having to movaasirfrom one
layer to another, it is better to fill only threeayters of the space
in a layer of the shelf to allow for new additions.

7. Serials that are of large size should be shelvéutive spine down
to avoid pages falling off from the binding.

8. Serials are arranged upright from left to righdysihg from the top
layer of a shelf.

9. Each shelf should be well labeled based on itsestilhp facilitate
ease of finding materials on a particular subjgasers.

10. Periodicals such as leaflets, brochures and anepalts are best
kept in pamphlet boxes or magazine boxes and abkléd to
protect them and make them easily accessible. @hedicals can
then be kept on the shelves according to subjects.

Serials are displayed on shelves to create an aesseof arrival of new
serials and encourage users to make use of thegm ZE). Therefore,

library personnel in the serials unit must ensina they provide an
attractive display of the series which will addagi and interest to the
library, thereby making users to know the new $&tlzat have just been
acquired into the collection. The new arrivals pu¢ on the shelf in a
display area which is a conspicuous area in thalsamit, that users can
easily see them. The duration of new serials ondisplay shelf is

dependent on each library and also on the frequefegw arrivals to the
serials unit.

To increase the awareness of new serials, thennafibon should be
posted on the notice boards and library websitesagdthl media handles
of the library. Current issues of serials are ugudisplayed on display
racks and arranged alphabetically by title. Wherwa issue arrives of a
periodical, the previous issue must be removedheopamphlet box on
the shelf and replaced with the new edition.
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Fig 21. New serials on display
(https://www.google.com/url?sa=i&url=https%3A%2F%2F Inulibra
ryoperations.wordpress.com)

Shelf reading is defined as the periodic examimatiblibrary materials
including serials on the shelves to ensure thanthterials are arranged
in their correct positions by their call numbere8heading of serials is
done during slack periods and should be done rdgutg the library
personnel. The importance of shelf reading is trresmge serials that
have been placed on the shelves incorrectly anid aeoials not properly
positioned on the shelves, so that users can eagiigve them when
needed. Serials that are not in their correct ionatwill be lost to users,
as the users will not find them on the approprsdtelves and location.

Check these PowerPoint slides especially slides 22-Click on this
link:
https://www.slideshare.net/shaztastic/shelvingyppdwer-point

Go through these slides on how to shelf material® tgain knowledge
on shelving and shelf reading. Click on this link ® access the power
point slides:

https://youtu.be/FgamomGt8ms?t=240
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3.2 Preservation and conservation of serials

Serial publications as important information resesrin the library must
be preserved to ensure that users have accessnowhenever needed.
Serial publications have to be preserved to entee durability and
longevity in the library, so that users can haveeas to them for a long
time. Preservation refers to the principles forirgarand handling of
library materials and it involves storage and actaaation provision,
staffing, policies, techniques, and methodslved in prolonging the
lifespan of library materials and the informat contained in them.
Conservation is explained as all measures to rethecdeterioration of
library materials including serials.

Preservation and conservation process starts tiertirhe of selection by
determining the format of serials to select, wheéhectronic, print (paper
back or hard cover). The choice of the type of farmill depend on the
demand on use of such serials. Serials that haedemand by library
users should be in hard copy if print or electrdoignat to prolong the
durability of the serials. All serials publicatiomrsespective of type or
format should be preserved by the library persotmeinsure that all of
them are in good physical condition so that thay lva easily available,
accessible and used whenever it is required bgriusers.

Many libraries may not be effectively preservingl aonserving library

materials as reported in the deterioration of lpmaaterials due to some
factors such as poor storage, environment, undisilaff in preservation

and conservation knowledge, and poor handling oflse(Dare and

Ikegune, 2018). The preservation and conservationtions in a library

are highlighted in Fig. 22.

Bindery/Preservation, Security
and Digital preservation Unit

m Rl aace
Bindery/Preservation, Security and  Adding hand cover to paperback  Sman Advance bindery machines, 30D
Diigital preservation materials productions

Repairing mutilmed librany materiale.  Digitizing library materials

Performing laboratory experiments to Sennning and electronic format of the

redisce or remove acids on paper  materials

muaterials

Ensuring scourity and safety of library OCTV devices, RFID  Sirips and

collections and baildings machines

Involve in digital preservation of  scanning, digitizing and photo cditing

litrmry moterils software  {photo-shop,  core  dmw,

photo editor, lght-room ) . digital

camcras cte,

Photocopying! reprogmphic of  Sman photocopy machines
selecied libmry materials

Fig. 22. Preservation functions
https://image.slidesharecdn.com/areasofautomatibrany-
191002045110/95/areas-of-automation-in-library-17-
638.jpg?cbh=1569992228
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Print serials need to be preserved because theguéject to damage,
mutilation and loss due to their size, use and dem@ allow for
continued access to the information content theyain. Serials can be
preserved through the following ways: binding s&frials in hard cover,
binding of serials with flexible strong spjrkgitalization of serial
collections, careful handling of serials btaff availability of fire
extinguishers, and through deacidification sefrials. Serials could be
transformed into another format through digitalizatto preserve them.
Protected materials could be bought at the poirgcgjuisition to cover
the print serials (Fig. 23).

Fig. 23. Protective cover for print serials
https://image.slidesharecdn.com/basiclibraryprocesit+
190215070038/95/basic-library-procedures-proceddmgry-
materials-52-638.jpg?ch=1550214216

Methods of preserving and conserving serials

1. Disaster preparedness
Libraries should have a disaster plan well statedhe library
policy to take precautions in case there is a thsasich as fire
outbreak, floods, vandalism, war and earthquakehablibrary
materials are not affected by any disaster. A tksgsdan should
be developed and made aware to all the libraryopeed and
training on measures put in place to limit the asggeof such
disasters should be taught to the library personnel
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Reformatting

This is the change of the format of serials fromtpio electronic
forms through digitization. This is a method ofiserring text to
media and it preserves the intellectual contera skrial that is
deteriorating which can be captured and more usetsd have
access to the serial in electronic format than wheras in print
format. Microfilming involves the photographing sérials onto
reels of film and users need a microfilm readerateess the
information.

Binding

Print serials can be preserved through bindingpo§é issues in
hard cover or converting to microforms to incretigelifespan of
such print serials. Serials to be bound must batiiiled and a
binding schedule should be established for ealehdrice a year
especially during the period when users do not ctantke library

very much, for example when on vacation. Recordstroa kept
on serials sent for binding and when they are netty records
must be entered that they have been returned. NMbargries

presently have bindery sections as part of thatihrto reduce the
cost and inconvenience of sending serials for bigpdio

commercial binders.

Deacidification

This method involves the reduction of the acid eantof the
serials using chemicals. It could be done by spgagf serials with
water based alkaline solution for some time and thging them.
Each page of the serial is sprayed and bound searal loosed,
sprayed and allowed to dry before going for binding
Deacidification is effective, but time consuming.

Fumigation
The serials unit should be fumigated against pgsth as insects,
termite periodically.

Factors affecting preservation and conservatioseatls in libraries:

1.

Lack of disaster plan

Libraries should have disaster plan to take of disaster that
could occur. However, many libraries in developaogintries do
not have disaster plans (Dare & lkegune, 2018), smevhen a
disaster occurs, it is very devastating to theahpiin terms of loss
of library materials, building, furniture and eqoipnt.

Lack of competent library personnel

Preservation and conservation process require laugehble staff
that would be able to carry out all necessary pitoce efficiently.
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This implies that such staff would have been trdimma the
methods involved in preservation and conservatibriibvary

materials. Many library staff are not skilled inepervation and
conservation methods and so cannot carry out suattibns well.

3. Inadequate funds
Libraries globally are battling with reduction iarfds allocated to
them and this could have an adverse effect on wasen and
conservation as the required equipment, chemicalg not be
available to perform the activity. The inadequaieds could also
make librarians not to give preservation and coraem the
necessary priority in the library.

4. Low quality paper

The economic situation globally has affected thed&iavailable
to organizations, publishers and the library amddtnsequence is
that library materials are published with low qtapaper. This is
because the cost of paper and other printing naddeare very
expensive, so publishers may use low quality papepublish
serials and this means serious concern to libranamo should
carry out good preservation and conservation methodsuch
materials to prolong the lifespan.

Preservation and conservation slides. Click on thiyperlink
https://www.slideshare.net/diluwarhassan/preservatin-and-
conservation-69774208

Slides on Preventive measures for preservation armbnservation
https://www.slideshare.net/bubblyface95/preservatie-of-library-
materials

SELF ASSESSMENT EXERCISE

Describe how to preserve and conserve serials

4.0 CONCLUSION

Serials after being organized need to be accessihisers and this can
be done through paling the print serials on thdvsisewell arranged for
easy retrieval. Serials used by library users rteebde placed in their
appropriate place on the shelf every day. Howewethe process of
shelving serials used, the library personnel nézéssure that serials on
the shelves are in their appropriate place to erdnagirieval. To prolong
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the lifespan of serials, it is important to carryt @reservation and
conservation which can be done in various ways.

50 SUMMARY
In this unit, we have discussed the need to shelfshelf read serials.

Preservation and conservation of serials was d&firevance and how
preservation and conservation can be carried ositexplained.

6.0 TUTOR-MARKED ASSIGNMENT

1. Why do you shelf and shelf read serials?
2. What is the need for preserving and conservenigls?
3. How can you preserve and conserve print serials?

7.0 REFERENCES/FURTHER READING
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1.0 INTRODUCTION

The definition of evaluation, its importance anavhibcan be carried out
in the serials units is explained in this unit. Tduacept of cancellation,
weeding, its relevance, criteria to consider amdpfocedure to follow in
weeding serials is discussed.

2.0 OBJECTIVES
By the end of this unit, you will be able to:

What evaluation is and its importance

Criteria for evaluating serials

The process of cancellation of serials

Importance of weeding and the procedure for wees@ngls

3.0 MAIN CONTENT

3.1 Evaluation of serials

Evaluation is the assessment of the library catbactgainst the stated
objectives. Therefore, evaluation of serials isgbgessment of the serials
collection against the stated objectives andatisied out to measure the
set goals. Evaluation of serials is a process erarout by the serials
personnel to assess the collection to ascertaimsiésulness and the
demand of them by the library users. The resulinfrine evaluation
process will determine the acquisition of new dsyimansfer or removal
of serials to meet to satisfy the information neefdssers. Evaluation is
relevant for the following reasons (Fig. 24).
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Relevance of serials evaluation

Fig. 24. Relevance of serials evaluation (self- cstnucted)

Evaluation of serials collection is analyzing wiiati have and how it is
used. Analyzing what you have is determined by:

1. How much? : The number of serials in the collectsoknown and
this can be based on total number and also by asbje
2. How old? This relates to date of publication of $keals. This can

easily be known from when the serials were pubtished it
determines the currency of the serials.

3. How does it compare to others? This item has towihb the
comparison of the serials in a library to otherdiiies and it could
be the comparison of the serials to the standatdofi a well-
recognized library.

Analyzing how it is used is ascertained by:

1. Statistics taken in the serials unit: Statistioshsais usage statistics
is taken in the serials units and this can be tsatttermine the
level of use of the serials.

2. Electronic counting-website, databases: For elagtrovebsites
and databases, there are inbuilt facilities tordetee the number
of visits to the websites and by extension numh#rseads,
downloads which assist in the use of a particldaak

3. Periodic use trends: : The level of use of theaseiin a library
could be compared over a period of time, such s jiears
duration to determine if the use of serials is ioayamg or declining.

67



LIS319 MODULE 3

Factors to consider in evaluating serials:

1. Compilation of statistics: total current subscriptions, volumes
held and expenditure
Record keeping is important in every process ofiaker
management and this becomes a veritable tool tonuseder to
determine if the serials are still fulfilling theason why they were
acquired in the library. Such records will be ugedmake a
decision whether the serials are still meetingabjectives of the
library.

2. User survey
The serials librarian could design a simple quest&re to
determine if the serials are still relevant to thewhich subject
areas and the currency and send electronicallysewsu These
responses will be collated, analyzed and the egulisented in
tables and charts. The results could be interpretedcertain the
usefulness of the serial collection to them.

3. Using standard lists
This is one of the most frequently used methodsvafuation. The
standard list is the holdings of a highly respedtkdary or the
recommended list prepared by experts such asyilassociation
or society. The serials collection of the libraagompared against
such standard list to ascertain if the collecteuop to standard and
relevant.

4. Observation
This method involves the observation by the libraeysonnel in
the serials unit over a period of time to deterntime serials that
are mostly and rarely used. By walking round thefskerials that
have not been withdrawn from the shelves in a tong would be
noticed.

5. Online feedback from users
Users can inform the serials librarian about theakein the
collection that are no longer relevant to meetimgrtinformation
needs, this may be due to lack of recency in tHiernmation
contained in the serials.

3.2 Cancellation of serials subscription

Cancellation of serials is the termination of catreubscription of serials
publications in a library and can be due to dwimgllibrary budgets or a
change in the subject coverage in a collection. ddmeellation of serials
has become a reality in the library due to increesehe costs of
publishing serials and reduction in library buddebecomes imperative
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that a serials librarian should cancel some sesidbscription, but this has
to be done with utmost care and based on someacto

Some of the factors to consider in cancellatioresfals:

1. Use
The level of use of a serial should be considdfdobm statistics,
it has been determined that a serial is not begggl unaximally,
then there is the likely need for the cancellatwdrsuch a serial.
The serials with the least use should have thersaiption
cancelled.

2. Foreign language titles
These are normally among the first set of serialfidve their
subscription cancelled. This is so, because isssiimed that those
that use these foreign materials are in the minoahd so the
cancellation of these titles will only affect a mrity and the
majority library users.

3. Duplicate subscriptions
Duplication of subscriptions could occur in a skrianit.
However, when this is discovered, it should be top
immediately as it leads to wastage in terms of teohilibrary
resources.

4. Cost and cost-effectiveness
Serials that are expensive and not beneficialli@aty users will
have their subscription cancelled. This is to jygtie effective use
of financial resources.

5. Users’ input
The users’ input is necessary as the purpose @ehials unit is to
provide relevant and current serials to users tisfgatheir
information needs. When the serials librarian atiedata on the
users’ needs using questionnaire and is reporegdstime serials
are no longer useful to them, consequently, thealation of the
subscription becomes inevitable.

In University of North Texas library, the reasoasdéancelling serials are

highlighted as overlap, usage, inflation factor ndarian’s output (Fig.
25).
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e Journal
» Database

e Low use from statistics
» Cost per use

» Expendure from records kept for
over five years

« Average change per year

Librarian's * Ease of use .
« Uniqueness to curriculum or

areas of focus

factor

Fig. 25. Factors for consideration of cancellationf serials
(https://digital.library.unt.edu/ark:/67531/metadé@83/m2/1/high_res
d/Planning%20for%20the%20Budget-ocalypse).pdf

Subscription to serials can be cancelled whenehals librarian realizes
that such a serial is no longer in high use whicdans it is no longer
meeting the information needs of users. This ivedrat based on the
records that are being kept in the serials unihsagrequest. Prevailing
cost of serials due to current high cost and rednat library budget may
also lead to cancellation of some serials in thialty.

In many university libraries, the serials librari@ampiles a list of serials
to be cancelled based on factors such as usagemaitverlap, inflation
and their judgment and sends the list electronjidalthe lecturers with a
request of a feedback. This is to allow the lectiveno use the serials or
recommend to students have an input on which settakcancel. The
feedback from the lecturers will be used to finallgcide the serials to
cancel (North Carolina Serials Conference, 2014).

When the serials librarian decides to cancel soemals subscription,
enough notice (minimum of two months) as stipuldigdhe agreement
signed with the vendor must be given to the vendtis becomes
necessary, because the vendor and invariably tbéspars will have

been using this information to prepare their budgeaerms of revenue
expected to be received. Delgado (2003) listeddlewing as steps to
take in cancellation of serials:

1. Notify supplier

2. Notify the financial services department

3. Notify the reference staff
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Record this information in the database

Keep the copy of the correspondence with the seppli

Update the union list by changing the status ofsiéal that has
been cancelled.

o oA

3.3 Weeding of serials

Weeding is the removal of unwanted information mate from the

library. Weeding can also be defined as the ac¢mbving materials that
are no longer useful to users or those that ap@an physical condition.
Therefore, weeding of serials publication is thiertg away of serials
from the library collection that are no longer k&let to meet the
information needs of users. Weeding of serials @¢dad temporary or
permanent. Temporary weeding is the removal of $emnmals for binding

and later returned, while permanent weeding ig¢neoval of damaged
serials or those no longer meeting the informati@eds of users
completely from the serials collection.

Weeding is necessary because some libraries dtnoa®r the other may
have some materials including serials that mayongér be relevant to
the collection. Some of the reasons library persbengage in weeding
are listed as improving quality of serials in thalection, making the
library attractive and appealing as damaged and sarials will be

removed from the shelves. Other reasons includengaspace on the
shelves that would have been occupied by seriatsatte in bad physical
condition and not relevant in content to users. dlifege will provide a

feedback on the status of the serials as showigir2b.

Improves
quality of
collection

Provides
feedback on
collection

Fig. 26. Reasons for weeding serials (self-constted)
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The relevance of weeding of serials is to imprdwe éfficiency of the

serials in satisfying the needs of the users ims$eof subject coverage
and quality of the serials. The benefits of weedma library can be

summarized in Fig. 27.

= Collection is more relevant in terms of content —
mmm rees more time during selection process —

Librarians know what is on the shelf is useful

= Negative feeling of throwing away materials is exdd —‘

Fig. 27. Benefits of weeding

In a Florida library webinar on weeding (2015), deg was averred to
be “Musty +Data”, where “M” is misleading informati

“U” is ugly

“S” is superseded by better works

“T” is trivial

“Y™ is your collection has no use

This means that the interpretation of “musty an@'tigcollected through
record keeping) can be used to weed serials idilthary. A weeding
manual (2008), gave the criteria for weeding tavkéSTIE, where:

M= Misleading

U= Ugly

S = Superseded
T= Trivial

| = Irrelevant

E = Elsewhere
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Serials librarian should consider the followingteria to weed serial
publications:

1. Physical condition of the serials
The physical condition of a serial needs to be raketo
consideration when the librarian want to weed se@aad this is
applicable to print serials. A serial publicatidrat is damaged or
have missing pages need to be taken out of theatwlh.

2. Level of use
The level of use of serials is used to determire serial is still
useful or not. The level of use can be arrivechadugh statistics
taken at the serials unit when users make reqoesefials. Serials
that are found not to be used by library users nede weeded.

3. Change in subject coverage
Serials can also be weeded from the serials unénwthere is a
change in the curriculum which implies a changsubject area.
Such serials will no longer be useful by usersiaadriably not be
used since their subject areas have been changedchk serials
must be removed.

4. Date of publication date/age of library material
Date of publication can also be used as a critdnomeed serials,
but this is not applicable to humanities as seiiadd have been
published for a long time are still useful. Howe\tars can be used
to weed serials in the science-based disciplingiseasiore current
a serial is, the more relevant it is.

Weeding should be a regular activity in a libraoyensure that only
current, relevant and non-damaged serials makehepcollection for
library user’s information requirement. Weeding wldobe undertaken
mostly because the materials are no longer me#tangeeds of the users
or because the materials are not in good physigadliton. In many
libraries, weeding is done when there is no moeesmwn the shelves to
accommodate new arrivals and this could lead toilit\ato carry out the
weeding process carefully.

The process of weeding should be carried out duhagyeriod when the

use of the library is at the lowest ebb. For exaniplan academic library,
weeding can be carried out at the end of the sesdien students are not
on campus or during holidays. The duration for viegdlepends on the
size of the library and collection of the seridsr a large library with a

large collection of serial publication, weeding Ividke a longer period

than a small library. Weeding could be done everg years to ensure
the collection has only relevant materials to users
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For effective weeding, not all staff should be ilweal in the process.
Therefore, the serials librarian should selectstiadéf that will participate
in the weeding process and adequate educatiorevijiven to them on
how to determine the serials to be weeded and mhagrials should be
physically removed from the shelves either templyrar permanently?
Any serial that is weeded either for temporary @mpanent purpose must
be documented. This indicates that record keemnignportant in the
weeding process.

Weeding in many libraries is not a priority actyihat is taken seriously
because many librarians assume that when matarialsemoved from
the shelves, the shelves will become empty andattisiot attract users
to the library. The librarians think the larger gw@lection in the library,
the better the image of the library, but this i$ s, because the quality
of the materials including serials is a determirfiacfor of the use of the
materials in the library by users and not quanWgeding is also seen as
time consuming and wastage and many librariansdcbel afraid on
engaging in it because they do not want to makéakes in removing a
serial from the collection, only to later realibat the serials is still being
requested for by users.

Serials that are weeded from the collection notabse of their poor
physical state can be kept in storage for aboeethtonths to ensure that
users do not actually require such serials agaiter/A& period of three
months, the serials librarian has to dispose witthserials based on what
Is written in the collection development policy abeveeded materials.
Some options on what could be done to the weedéeriala could be for
free book fair, donation to libraries whose areafoous are in that area
and sent to recycling centre.

SELF ASSESSMENT EXERCISE

Explain the process of library material weeding

4.0 CONCLUSION

Serials are acquired based on the information nektee library users.
However, these needs are not static and can clusmegea period of time.
It becomes important that the serials librarianusth@ssess the serials
collection periodically to know if the serials aadkion is still meeting the
needs of users. When the needs are no longer beggthe serials
librarian will have to cancel the subscription o&terials not satisfying
users’ information needs and also weed the catlechased on some

74



LIS319 MANAGEMENT OF SERIAL PUBLICATION

important criteria. This will keep attracting usérsthe serials collection
as the collection will be meeting their varied imf@tion needs.

5.0 SUMMARY

In this unit, we have discussed the characteristicerials, what makes
them different from other library materials andoaéxplained types of
serials based on grouping. Examples of serials aleehighlighted with

pictures.

6.0 TUTOR-MARKED ASSIGNMENT

1. How can you evaluate your serials collection?
2. Explain the importance of cancellation of setial
3 Describe the procedure for weeding.
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UNIT 4 SERIALS USE POLICY
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1.0 INTRODUCTION
Serials are publications that are not loaned ouistrs generally. Some
libraries such as special libraries do loan outtseto their users on short

term basis. The policy for using serials in libeariwill form the
discussion in this unit.

2.0 OBJECTIVES

By the end of this unit, you should be able to:

o design a serial use policy for any type of libragyial use policy
in different types of libraries and
o enumerate challenges to serial use policy and @rsfflutions to

these challenges
3.0 MAIN CONTENT

Serial use policy in libraries

The circulation of serials to users is dependentype of library, user
category, loan period, type of serial and formatri&ds are not widely
circulated to users unlike books as there is &in to their use and
borrowing. This is because they do not come inipieltopies and many
users may want to use them. Therefore, their leaiog is usually shorter
if at all allowed to be borrowed and it may be niettd to certain users
(postgraduate students, lecturers and researchensiversity library,
researchers and scientists in special library). déeision to loan out
serials or not is dependent on what is writterhmdcquisition policy of
a library. In some special libraries, serials aankd out for a maximum
period of 24 hours (a day), after which the usexxigected to return the
serials to the library.

Serials need to be organized properly to make thecessible to users
since they can only use serials if accessiblegmthn a study carried out
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by Bankole (2019) on use of serials by undergraguat Kwara State
University library, Nigeria, newspapers, journalsdagovernment
publications were the serials that had high acbégirate, that is, they
are the serials which the undergraduates couldyeastess. This high
accessibility could translate to increased use hwd serials which
invariably will justify the cost placed on the adcsjtion of serials in the
library.

In many libraries, print serials are not allowed®loaned out to users
and this constitutes a challenge, especially wheretectronic version is
not accessible. However, some special librariealmse of the nature of
their users allow print serials especially journmie borrowed for 24
hours. This gives the users access to such jountls the advent of e-
journals, users in many libraries can access eleictjournals online, if
their libraries have subscribed to such journal$ thre journal is an open
access one that allows free access to journalestic

For libraries that have subscribed to electroniarpals and online
databases, the library is expected to fill an aged, pay and the library
will be given a username and password to use. Ehels librarians

would make the username and password availableséosuand also
educate users on the need to use the login infawmappropriately by
not giving out the username and password to frigvius are not users of
the library. The serials librarian would inform useabout the
consequence of violating such regulation, which ldobe outright

stoppage of access to such electronic journal®alige databases.

The economic situation globally has affected thedfog of libraries;
consequently those in developing countries do aveladequate funds to
acquire current and relevant information resouacgsequipment such as
ICT to deliver prompt and efficient services to ngseThis has had an
adverse effect on library resources especiallyalkenvhich contain
current and relevant information and ultimately tedibraries not being
able to continue with many subscription and theugition of modern
technology. The effect of this situation has lec¢amcellation of serials
subscription and the non-acquisition of modern |IEdwever, libraries
have to provide information resources to userssonmde libraries have
decided to form consortium so that users canlsilMe access to current
and relevant information from serials.

A library consortium is a group of two or more hbies that have agreed
to cooperate with each other in order to fulfilta@r similar needs, usually
resource sharing. Online Dictionary of Library dntbrmation Science
defined library consortium as “an association afependent libraries
established by formal agreement usually for theppse of resource
sharing” (Reitz, 2004). Examples of library consort are OhioLink,
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serving the college and university libraries of ©and the Ohio State
library.

The objectives of forming a consortium are as fefio

1. Rational utilization of funds.

2. Increase the access base to journals and onliabakss in terms
of number and subject

3. Ensure continuous subscription

4. Cost benefit per subscription is maximized

5. Avoidance of duplication of resources in terms wbscription to
journals and online databases

6. Develop the technical capabilities of staff in gsetjournals and
online databases
7. Reduce the cost of information resources as liesado not

subscribe to the same information resources

The library personnel in the serials unit must aehe the collection
development policy on issues relating to use, sisdiype of users and the
privileges they should enjoy. The professionalesliguiding the delivery
of services by library personnel to users musidbeeed to. It is necessary
for all library personnel in the serials unit to &d&are of the collection
development policy and the content and also thesmiiding the delivery
of library services.

Challenges to serial use policy

1. Non loaning out of serials publication

The serial use policy which is a component of tledection

development policy of a library in many cases d&mas that serial
publications are not to be loaned out to userss Thight be
challenge to the serial librarian in adhering ts tiile, especially
when a user cannot access the required seriatsagimally, but it

is available in the library as a print copy. Thaas librarian may
decide to use his or her initiative to loan out sleeal for a very
short period usually 24 hours or alternatively wallthe user to
make few pages of the serial.

2. Lack of a written policy and updated serial use paty
Libraries are expected to have a written collecti@velopment
policy which should stipulate how serials shouldnenaged and
used. However, some libraries do not have a wriitdicy and this
could affect how library personnel carry out th&sks in the
serials unit and could lead to inconsistency inigies making.
Libraries that have written policy must ensure ghath a policy is
not obsolete and this relevant for the library.efifore, a policy
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guiding the use of serials should be updated asdkd arises due
to advancement in technology and user needs.

Lack of awareness and/or inadequate knowledge ofécontent
of serial use policy

A library must have a written collection developrnpalicy which
highlights the procedure for serials managemerg. gdrsonnel in
the serials unit must be aware of the policy asccdntent. The
lack of awareness of the policy and its content miajate the
serials use policy when the serial personnel amgiog out some
tasks. Therefore, the policy must be written andnbaee available
to the personnel in the serials unit by the libnaagnagement and
this will avoid not contravening any of the rulasdaregulation
guiding the management of serials which includaugeof serials.

SELF ASSESSMENT EXERCISE

Highlight the challenges of serials in library?

4.0

CONCLUSION

Serials are information materials that are not etgueto be loaned out,

but some libraries have a short term loan policyders because of the
type of library and the category of users. Theadghibrary may encounter

some challenges in the policy on use of serialstla@ske challenges needs
to be addressed by the management of librariessdore appropriate use
of serials.

5.0

SUMMARY

In this unit, we have discussed the user policystarals and highlighted
that different libraries have their own user polibpsed on some
characteristics. The challenges to policy on uUssedals and solutions
proffered are also explained in this unit.

6.0

1.
2.

TUTOR-MARKED ASSIGNMENT

Give reasons why libraries have different ys#icy for serials
What are the challenges that affect the useridls in libraries?
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MODULE 4

This module discusses the use of Information andni@onication
Technology (ICT) in managing serials in a libramhe ICT facilities
required, how they are deployed and the ICT skiélguired by the
personnel in the serials unit are discussed.

Unit 1 ICT facilities required for serials managam
Unit 2 Deployment of ICT for serials activities
Unit 3 ICT skills required by serials librarian

UNIT 1 ICT FACILITIES REQUIRED FOR SERIALS
MANAGEMENT

CONTENTS

1.0 Introduction

2.0  Objectives

3.0 Main Content
3.1 Definition and relevance of ICT in a library
3.2 Types of ICT in a serials unit

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

The definition of Information and Communication hiaology (ICT), its
relevance in a library and the type of ICT that banfound in a serials
unit will be discussed in this unit.

20 OBJECTIVES

By the end of this unit, you will be able to:

o The definition of ICT
o Relevance of ICT in a library
o Different types of ICT that can be used in a senadit
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3.0 MAINCONTENT

3.1 Definition and Relevanceof ICT inaLibrary

ICT is defined as the application of electronicides such computer and
communication technology for the acquisition, oligation and
dissemination of information. Aiyebelehin, IkenwedaOkpetu (2017)
defined ICT as any “equipment which enhances thquiation,
organization, packaging and sharing of knowledg®ufh software
applications and computer hardware” (pg. 43).

Libraries have harnessed the potentials of ICTsfiaming from the

traditional way of providing services to electroservice delivery. The
transformation was from traditional libraries wheetivities are

performed manually and this was stressful to staff does not allow for
quick service delivery to hybrid libraries. A hytbrilibrary is a

combination of the manual and use of ICT for seruvitelivery. This

advanced to Library 2.0 where library software aodial media were
incorporated into service delivery and now Libré&8y¥) where more
advanced technology such as cloud computing, Re&liynple

Syndication (RSS) and Radio Frequency ldentifica{l@FID) are used
to provide digital services. Presently, librariesdeveloped countries
have advanced as they are using Web. 4.0 and Welo5provide

services.

ICT availability in libraries enhances immediateegs to information,
removal of physical boundary and this has changedway selection,
acquisition, organization, retrieval and dissemoratof information is

carried out by library personnel. This was emplebizy Roberts (2018)
who affirmed that ICT use in libraries has brougiut innovation in the
way activities are carried out by the library st&ffich innovations include
the users’ sending their request to the libraryctedamically and the
feedback given to such request electronically, evitnthe user coming
physically to the library to meet the serials Itaa. Introduction of new
services has been facilitated by ICT such as:

Current Awareness Services (CAS):

Table of Content (TOC) for journals

Selective Dissemination of Information (SDI)

Online Public Access Catalogue (OPAC) and web-OPAC
Electronic delivery of documents

The internet and database searches, retrievatamiation and
Consortium building.

NookrwdNE

ICT adoption in libraries facilitates quick acceéssnformation as users
can serve for information on the Internet or in libeary database and
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such information is retrieved easily. The relewamf ICT use also

reduces duplication of efforts. For example withiategrated library

software, the bibliographic information of a sesiance entered in the
database for ordering, does not need to be repeduen cataloguing and
classification have to be done. This allows foriiayed service delivery
and increased productivity which will improve timeage of the library to

users.

The organization of library materials is faster aeadsier with the
deployment of ICT. It is easy to search variouslcgiue from publishers
to know the recent publications with the use of I€Tblishers can also
send the library their catalogues once the librargn their mailing list
and the library receives recent publications throgwails. With the use
of ICT, cataloguing and classification has been enadsy, as new
publications are received with Cataloguing in Peddion (CIP) and class
number already included at the back of the titlggpand this reduces
manual cataloguing and the time that would havenb&eended in
cataloguing and classifying library materials imbhg serials
publications.

Accurate record keeping and management become @alighe use of
ICT and quick retrieval of records for decision nmakis enhanced.
Records keeping in a library is important and thalysis of such records
could be called for at short notice and used tcege report that will
facilitate quick decision making. The provision tohely and updated
information is enhanced through the use of ICT thmslallows for quick
delivery of services to users whenever such sesvace required. The

importance of ICT use in libraries as discussedosasummarized in Fig.
28.

e Quick access to information
e Reduction in duplication of information

e Organisation of library materials

e Record keeping and retrieval

e Timely service delivery

Fig. 28: Relevance of ICT tolibraries
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3.2 Typesof technology in a serials unit

ICT tools can be used in a Serials Unit to carrtytbe different activities.

Examples of ICT are: computer, the Internet, teteygh scanners, fax,
multimedia projectors, optical discs, and telewsi@-ig. 29). Others
include video conferencing, satellite communicatiemail, networking

of computers (Fig. 30), Wide Area Network (WAN),dad Area Network

(LAN), barcode sensors, electronic boards, photecepand personal
digital assistants such as tablets, I-pad and I-pod

Fig 29. Typesof ICT for serials management
Source: https://www.google.com/identification-and-uses-ctFgadgets-

I-primary

Fig 30 Example of Networked Computers (LAN and WAN)
https://www.google.com/url?sa=i&url=https%3A%2F%2kw.|legit.ng
%2F1129797-ict-gadgets-functions.html

Web 2.0 technology is the concept used to descwbbésites and
applications that allow individuals to create, shacollaborate and
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communicate information online. Examples of web t&d@ls are blogs,
micro blogs, Really Simple Syndication (RSS), imstanessaging,
social networking sites, mashups, podcasts, ancdasid(Fig. 31).
These tools are used for marketing their serviagsrmation about
print and digital resources, sharing news, and camaoation between
library professionals and users.

Newsgroups
FPodcasts Blogs
Forums ‘\ l{ / —
and chat Nab 2D , Wikis
rooms — eh <.
/ l Social
Mail groups bookmarking
Social
networks

Fig. 31 Web 2.0 Technology
https://www.researchgate.net/profile/Brian-Jones-
5/publication/242341749/figure/figl/AS:298529034699@14481862
76552/Components-of-the-social-web-Web-20.png

Library 2.0 technology is web 2.0 technology usedcdically in the

library (Fig 32). The importance of Library 2.0ts work to meet the
changing needs of users and searching for applitatihat will meet
these needs. Library 2.0 is meant for all librapers as it facilitates
communication, connection and collaboration wittergsonline. The
benefits of Library 2.0 are:

1. Allows for communication with users

2. Share knowledge easily and more effectively

3 Becomes more transparent as users can ask quemtidsee what
Is happening on the library home page

Highlight collection

Be where users are through technology

Collect local information

o oA
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Examples of Library 2.0 technology are social mgai&is, blog, library
software.
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Fig. 32Map for Library 2.0 adoption in alibrary
https://ln3.googleusercontent.com/proxy/ul0b2-
i60lvhuUjCfyZtICRBGIhHfAOKyZddY QQ2GhMNR32vIhN8yuijl-
pwGd0zH2waj090gQJJozAgqQ7DIdtjiwhsDbAYD7zgBQq9UjNjKgO
Oc4Vw

Technologies that can be used in the serials nclide library software.
A library software is a set of computer instructonvritten by
programmers to perform library routines such asutation, cataloguing
and classification, reference, acquisition, seadiministrative tasks. In
this modern technological age, libraries shouldpadaegrated software
to facilitate better organization of informatiorsoeirces, ease retrieval of
information, reduce repetitive tasks and increasexvice delivery to
users. Integrated software is one that has differeadules for the
different units in a library which include the sdsi module. Presently,
many library software are integrated, that is th&iviidual modules for
different library activities are able to commungatith one another, such
that there is elimination of repetitive tasks ahd timproves service
delivery to users. The relevance of integratedrsi can be summarized
in Fig. 33.
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Increased service delivery to users

Better organisation of serials

Easy retrieval of serials

Reduces repetitive tasks

Increased productivity

ceeex

Fig. 33: Relevance of I ntegrated softwarein a serials unit

The adoption of library software varies from ongeyof library to
another. There are library software that are spadly written for
academic libraries and those for special librartesamples of library
software and types of library they are most usteiul

Library software Typeof library
. KOHA Academic/ Special/ Public library
. Millennium Academic library
. Alice for Window Academic library
o GLAS Academic library
° X-LIB Academic library
° VOYAGER Academic library
° VIRTUA Academic library
° INMAGIC Special library
. Library Portal Special library
. LIBERTY 3 Special library
° CDS/ISIS Special/School library
. POLAWA School library

Social media is another technology that is beingdus the library
globally and the serials unit (Fig. 34) Social medan be defined as
channels of communicating that could allow for gake communication
that aid the use of audio, visual and video amoroym of users, for
example, library personnel and users (Fig. 35alt also be used in the
serials unit for the creation of awareness of #réaks and marketing of
services, communication, information acquisitiod anganization in the
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serials unit (Fig. 36). Examples of social medie: aocial networking
(Face book, Twitter, LinkedIin, YouTube) wikis, podReally Simple
Syndication (RSS), social bookmarking and tagging.

Social media has been deployed in libraries to aw@rthe services
provided by library and information professionalisers. Social media is
useful to the serials unit in this information a@ge many of the library
users are currently using one social media or ther@nd are therefore,
familiar with it. However, the use of any socialareby the library must
be based on the needs of the users to ensure iethsavvice delivery.

Fig. 34 Typesof Social mediafor library activities
https://oedb.org/wp-content/uploads/2013/02/soai@dialll-
300x187.jpg

Soclal Media in Libraries

Fig. 35 Purpose of use of social mediain alibrary
https://onlinetraining.tsl.texas.gov/pluginfile.gdbhf993/course/section/1
420/socialmediatitle.jpg
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A white paper from Taylor & Francis
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Want to know more? Read the Social Media in Library White Faper at bit.ly/LibrarySM

Fig. 36 Use of Social mediain thelibrary
https://librarianresources.taylorandfrancis.com/wp-
content/uploads/2017/10/thumbnail-1.png

Web 3.0 technologies (Fig. 37) is an advancemeeat Web 2.0 and it
involves the participation and collaboration betweegroup of people,
such as library users and library personnel.dttischnology that is based
on semantic web, where data and information is drém diverse
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sources. It allows for intelligence search andspealization because it
iIs based on block chain application. Web 3.0 teldgy allows
individuals to connect everyday items and applianoghe webWeb 3.0
introduces a few newer concepts used in searctebrsuch as contextual
search, deductive reasoning, evolution of the 3DbWmersonalized
search and tailor made seareRamples of Web 3.0 technology are Cloud
computing, Augmented Reality and Internet of Things

Fig. 37 Web 3.0 Technology
https://lwww.researchgate.net/profile/Rajiv-
2/publication/272863519/figure/figl/AS:314857774898@ 145207
9351081/Web-30-Tools-Services.png

Cloud computing is an example of Web 3.0 technolibgy can be used
in a serials unit. Cloud computing is the storimgl sharing of resources
over the Internet and this improves the creatietrjaval, dissemination
and use of information (Fig. 38). Makori (2015ckatmed that cloud
computing reduce library costs such as maintenasfcequipment,
updating to newer versions of software and hardaaiedoes not require
inquiring costs for new infrastructure and licemgsimew software. Cloud
computing can be used for acquisition, cataloguimgtadata storage and
retrieval of information materials including sesallt can be used to
improve service delivery and ultimately lead torsseatisfaction.
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Mabile

Storage

CLOUD
COMPUTING =

J3G =

Fig. 38 Cloud computing architecture
https://networkencyclopedia.com/wp-content/uplo2d$9/09/cloud-
computing.png

SELF ASSESSMENT EXERCISE

Highlight the 5 ICT facilities used in serials unit

40 CONCLUSION

Serials are information resources in a library asdrs can only have

access to the information they contain when theynaanaged properly.
ICT has been adopted in libraries globally to inyerdetter and new
services to users. The types of ICT that can bel usdhe library to

improve service delivery are varied and librarieschto know which and

how to use them in a serials unit to provide maxmsatisfaction to users.

5.0 SUMMARY

The explanation of ICT and why it is essential ilibaary are discussed
in this unit. The various advantages of using IQT a library are
enumerated and the types of ICT that can be usedsirials unit are
listed.

91



LIS319 MODULE 4

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain the importance of ICT in a library
2. List five ICT facilities that can be used inexials unit
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UNIT 2 DEPLOYMENT OF ICT FOR SERIALS
ACTIVITIES
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1.0 INTRODUCTION

In this unit, the use of Information and Communmaflechnology (ICT)
for different activities in the serials unit of iarary will be discussed as
well as challenges that can affect ICT use in ithraty.

2.0 OBJECTIVES
By the end of this unit, you will be able to:

o The different activities that ICT can be appliediiserials unit
o Challenges to use of ICT in a serials unit

3.0 MAINCONTENT

3.1 Useof ICT in serialsunit

Library has been transformed by Information and @amication
Technology (ICT) in the delivery of services frohettraditional to the
ICT- based ones, where innovative and new seriags emerged. This
transformation has affected all units in the ligrarcluding the Serials
unit where there have been changes in the ways taskpresently being
carried out. Technology is currently used in lilarto market services,
indexing and abstracting services and other ses\aseeported by Qutab,
Bhatti and Ullah (2014) in the use of technology universities in
Pakistan. The essence of using technology by iibp@rsonnel is to
provide improved and efficient service deliveryTIS now used in the
management of serials publication.
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ICT including the Internet can be used in manadgwagh print and
electronic journals. The use of the Internet fonaging print journals is
listed as follows:

1 Communication through E-mail
Communication is necessary in the management @lseand it
can be between librarians on one hand, publishevemdors on
the other hand using email for various purposeg. filrpose of
communication using e-mail could include price @liohns,
ordering and problem solving (missing volumes).

2. World Wide Web (WWW) Home pages
WWW home pages can be found belonging to diffepadple
involved in the serials management business sugiulkshers,
individual journal pages, vendors and serials uiiit® creation of
homepages by these different groups is to faali@tcess to
information about them, products and services.

3. Online Public Access Catalogue (OPAC)
This is a catalogue that can be accessed on tekenéttand it
allows users even from another library to searehcdtalogue of
any library for information. The importance of OPAE€that it
could support serials resource sharing throughptio®ision of
subscription of serials and it can be used as ektiseby another
library in the evaluation of its serials collection

4, Listservs
These are communication channel that are usedsritkins and
vendors for professional meetings, pricing tremdissing issues,
title changes, automated serials control systemadher serials
management issues.

5. Support of Document Delivery and Interlibrary Loan
With the use of the Internet, the databases of mendcan be
accessed to identify the availability of an artialed then make a
request. The Internet also facilitates orderingnpant and receipt
of articles and it can be used for faxing or scagrarticles from
one library to another for interlibrary loan.

ICT can be used in the serials unit for differesthwaties (Fig. 39) such as
selection purpose. This is done by knowing the semal publications in
the world and communication with publishers, vesdaond users. For the
serials librarian to be aware of new publicatiotisere must be
communication with the publishers by being on thailimg list of
publishers so that they can receive updates onsegial publications.
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Such communication can be done through email usingpbile phone,
computer and the likes.

- |
o
#

Serial Section

Sernials

Munaging library serial collections

Contacting  publishers  and  book
vendors

Processing serial collections
{ Kalamazoo)

Lke of Libmry softwar: Dspace,
FEDORA, Greenstones, Koha et
OpPAC

Emails, Smart phones, Conferense
calls, e-chats

239510, other librry databases online,
Micro Saft Acoess ele

Stamping, assigning access mumber  Bamode machine, OCR deévices
und labeling of likrary collections

Carrying ot corent awareness: Social media plaforms, email alens
services, selective dissemingtion of e
infrmuntion

Fig. 39. Useof ICT in serialsunit
https://image.slidesharecdn.com/areasofautomatibrany-
191002045110/95/areas-of-automation-in-library-14-
638.jpg?cb=1569992228

The librarian can also be in contact with a vertdavugh an email, phone
call or sending a text message. Records of newiqaiioins can be kept
in the database of the library for easy retrieM@l. makes record keeping
and retrieval easier and faster as the status ¢érrals can be easily
known, such as list of new publications, materssdkected and those to
be ordered. Figure 40 represents the activitiesI@ih could be used for
in a serials unit.

The acquisition process in a serials unit of alifpican also be carried out
using ICT. Placing order, subscribing for seriglacing standing orders
and payment can be facilitated by ICT such as ceoenputelephone and
library software. A library with an integrated se#tre will enhance record
keeping, because the module for serials will bee abl take care of
selection and acquisition processes where acsvitarried out are
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recorded and records can easily be retrieved terdakisions. Activities
such as when orders were placed, payment madelssezceived can
easily be tracked and decisions taken.

Weeding ‘ Acquisition

- 0\ Receipt of
/ \ serials
Cataloguing

Preservation &
Classification

Fig. 40 Useof ICT for Activitiesin Serials Unit (self-constructed)

ICT can be used for organization of serials sucfoagataloguing and
classification of serials especially journal adgl With the global trend
of copy cataloguing, cataloguing and classificatims become much
easier and less stressful, as the librarian caxlséar the cataloguing and
classification details from bibliographic entitidse Library of Congress
Online (LOC) and the World Cat, and then copy thidrmation for that
journal and input into the database. A library tisadn the web can then
have an Online Public Access Catalogue (OPAC), ebisers can search
for serials from whatever location they are, withooming physically to
the library. This will give the library increasedelw feasibility and
invariably increase its image.

Preservation is another activity in the librarytthaT can be used for.

ICT can be used for digitization of serials frone thrint format to
electronic format to preserve the content of thekefor longer period

96



LIS319 MANAGEMENT OF SERIAL PUBLICATION

of use. ICT can also be used for binding paper-Isacials to hard cover
to prolong the durability of such serials. ICT caso be used to keep
records of materials that have been sent to treebyror for digitalization,
when and date of return, so that the status ofial geiblication is known
as soon as one searches the library databasewilhgomote service
delivery in the sense that users that requestuidn saterials will be told
that the material is not on the shelf, but the el@mation and when such
material can be accessible to users again.

ICT can be deployed for evaluating serials publicat Evaluation of
serials is done to know the strength and weakngs#iseoserials in the
collection and assess if the collection is stilletieg the needs of the
users. A survey can be done to know if the sedallection is fulfilling
this role by designing a questionnaire and adnanisg it to user.
Questionnaire can be designed using a computeseamidelectronically
to users email boxes to fill and submit. The sen@rsonnel can carry out
the survey using online questionnaire survey sgcsuavey monkey and
providing links to users to fill. The responses d¢an analyzed using
statistical packages and inferences drawn to shewetel of satisfaction
users have from using the serials publication. dimeysis of the survey
can be done using statistical packages such agsdittrExcel, Statistical
Package for Social Science (SPSS) using ICT toald the result
retrieved using a computer for onward printing gsanprinter or sending
as an attached file using an email. Statistics tizt been collected
through keeping of records of serials used or |dang from the database
can also be used to assess the serials colleciiomuse of ICT can easily
facilitate the process of evaluating serials coidec

Weeding is another activity carried out in a seriatit of a library which
ICT can be deployed. Weeding is the removal obéethat are no longer
useful to users, and this can be temporary foribgndr permanent. ICT
can be used to determine the level of use of setimbugh the statistics
collected on use of serials and recorded in thabdae. This record can
be used to decide whether a serial should be weadadt. A criterion
that can also be used for weeding is date of patodic especially for
science based serials like journal articles ansl ¢bn be retrieved from
the database. The use of ICT for weeding can fatglithe weeding
process as some manual activities can be donehdthse of computers
and database, e.g. ascertaining level of use aedd@aublication.

The use of ICT for different activities in the s#si unit will lead to
improve service delivery as time wastage will benimized due to the
reduction in manual processes. Libraries in deweopountries have
deployed Electronic Resource Management (ERM) syster their
electronic resources including serials publicatiaisch has improved
the accessibility of users to serials publicatidan Ballegooie and Borie
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(2015) reported that University of Toronto Libraybscribed to ERM to
manage their serials publication and it has allofeee-journal access to
be simple and e-serials are also catalogued gmititeserials. The authors
reported that with this ERM system, the numbereasfads especially in
open access databases are available that candssadcThe system also
allows for usage statistics which are necessaryéaisions relating to
purchase of serials to reduce duplication of settzt will be purchased.

3.2 Challengesto ICT usein serialsunit

One of the major challenges to ICT use is low I®s possessed by
library personnel especially in developing courstiigzeani, 2011). The
possession of low ICT skills by library personneymot be unrelated to
their lack of adoption of ICT due to the beliefth@T will take over their
jobs and lead to unemployment. The trend has radlyrehanged after
eight years with Ajie (2019) reporting that the uwdelCT by library
personnel in Nigeria is not in tandem with the patd of ICT as library
personnel were not skilled enough in their useCdt for performing their
duties in the library. This is a major challengs,liarary personnel in
Nigeria cannot be left out from the global trenddgfploying ICT in
libraries for improved service delivery.

Inadequate training is another challenge to useC®fin serials units.

There is advancement in ICT for service deliveheréfore, library

personnel must be trained on new skills to be &blmanage the new
technology. This training programme should be l@gand not once in

a lifetime to ensure good service delivery that bal useful to users. This
challenge was reported in a study carried out lhyp B@baro and Aduba
(2019) to assess the digital literacy skills ofditlans in some university
libraries in Africa. The result revealed that thbrdrians had basic
computing skills, but lacked the skills in maintaiyp the system, which
meant whenever a hardware problem occurs, it cammogctified by the

librarian except a consultant is called to solve plnoblem and this has
cost implication for the library.

The use of ICT by library personnel to perform tlarities in the serials
unit can only be accomplished when adequate ICTstace bought,
installed and accessible to use. However, manwariks do not have
adequate ICT due to dwindling library budget whimvariably affects or
limits the kind of services that can be renderedsters. Other challenges
that could affect the use of ICT for serials mamaget include poor
infrastructure such as power supply, fluctuatingerinet connectivity,
inadequate ICT and so on. This was corroborate@rogluzor, Pelemo,
Agbawe, Onasote and Imam (2017) in a study on rsasdy librarians
in universities in Nigeria are moving from one &by to another.
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Many libraries in Nigeria do not have the resourte®nsure regular
power supply, adequate internet connection andigmv of relevant
ICT, so these affect the level of services delidete users. This is
reflected in social media not being used maximiallynany serials unit,
because of unstable internet connectivity, irregodaver supply and poor
perception of library personnel (Fig. 41). The a$eecent technology
such as cloud computing and augmented reality msaxistent in many
libraries.
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Fig.41 Challenges of Social media use
Source: Abdullah, N., Chu, S., Rajagopal, S., Alhigl., and Man, Y.
(2015).

Libraries in many developing countries especiallygeédia have
inadequate infrastructure such as poor telecommatiait network,
irregular power supply, poor internet connectivatyd inadequate ICT.
These challenges affect the maximum use of ICT enak unit.
Inadequate infrastructure, manpower and finance a#so been observed
as major challenges faced by librarians in acaddbriaries in Nigeria.
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For increased use of ICT in the serials unit, theats librarian should
source for funds from individuals, national an@mational organisations
to improve the funds available to the unit. Oncereéhis adequate funds,
internet connectivity could be improved through plaiechase of adequate
bandwidth to use the ICT and also purchase of n@rdacilities to meet
the needs of the serials unit. The availabilitynafre funds will also allow
the provision of alternative power supply such ss of inverters, solar
and generator to alleviate the challenge of irr@agpbwer supply. The
availability of more funds to the serials unit abwater for training
programmes for the library personnel to acquirertbeessary skills to
carry out their various tasks.

SELF ASSESSMENT EXERCISE

Explain some of the challenges involved in using I serial unit

40 CONCLUSION

ICT use in serials unit enhances service delivenyegally. The use of
ICT for different activities in a serials unit issdussed to reflect the
importance of ICT use. This means that for thea¢rinit to add value to
the services being provided in the library, diffgr@and relevant ICT
needs to be acquired and used and the challengteaftlct its use must
be solved.

5.0 SUMMARY

ICT is used in serials unit for different activéiesuch as selection,
ordering, acquisition, organization (cataloguingd aclassification)

preservation, evaluation and weeding. The diffel€iitthat can be used
for each of the enumerated activities in a sewual$ is discussed. For
maximum use of ICT by library personnel, challengesh as low ICT

skills, inadequate ICT, lack of adequate trainingstrbe solved by the
library management through the provision of relévamd regular ICT

training programmes and ICT equipment.

Useof ICT for activitiesin Serials Unit

. Searching publisher’s catalogue: Computer withrirgefacility

. Selection: Computer with Internet facility, telepieo

. Ordering: Computer with Internet facility, photooer telephone
. Acquisition: Computer, photocopier, telephone

. Weeding: Computer, printer, photocopier, scanmdephone

. Evaluating collection: Computers, printer, photaeop
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. Communicating with users, staff publishers , vesd@omputer
with Internet facility

. Compilation of Selection list: Computer with Intetn printer,
scanner, telephone

. Tracking of ordered materials: Computer with Ingtrtielephone

. Making payment: Computer with Internet, telephone

. Stock taking: Computer, printer, photocopier

6.0 TUTOR-MARKED ASSIGNMENT

1. Enumerate five activities in a serials unit distl corresponding
ICTs that can be used to carry out these activities
2. Explain some challenges to use of ICT in a teuait.
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UNIT 3 ICT SKILLS REQUIRED BY PERSONNEL IN
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1.0 INTRODUCTION

A serials librarian is expected to perform differantivities using ICT to
improve service delivery. The ICT skills requiregdserials librarian to
carry out relevant activities in an information ageéiscussed in this unit

2.0 OBJECTIVES
By the end of this unit, you will be able to:

o the types of ICT skills required by personnel iras unit
o methods of ICT skills acquisition by serials persein

3.0 MAINCONTENT

3.1 Typesof ICT skillsrequired by personnel in serials unit

The present information age is an era dominatelChyin every sphere
of life, and the library is not an exception. Casently, library personnel
should have the necessary ICT skills to use thed@dpted in the library
to provide relevant services to users. ICT skiébiplained as abilities that
an individual has to use computers and other inftion technology to
achieve some tasks (Quadri, 2012). Another dedimitf ICT skills that
relates to the library is the ability to apply camgrs and other technology
in selection, acquisition, organization and diss&tion of information
(Ugwuanyi, 2009).

Library personnel need to possess requisite ICTisskb carry out
activities in the serials section that are ICT-lbasech as selection,
acquisition, ordering, organization and record kegpo ensure efficient
service delivery. The types of ICT skills requitadthe library personnel
including those in the serials unit are:

1. Computing skills
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Computing application skills
Internet navigation skills and
Computer management skills.

o

1 Computing skills
Computing skills involve the ability to word prosedocuments,
print, edit, scan, upload, download, format docurs@nd prepare
power point slides. The library personnel shouldssess
computing skills so that the typing or input of seds into the
database can be easily carried out. The documgnesl tmay be
required to be used, so the library personnel iestble to print,
scan and send as an attachment to the serialgidibravhen
requested for. The list of new publications frone trendor will
normally be sent as an attachment to the serlaiarian and this
has to be downloaded, saved on the computer ard beyrinted
or sent electronically as an attachment to memiifeise selection
committee to discuss and select the needed séoratlse library.
The ability of having high computing skills will ¢ditate carrying
out these different tasks by the library persomméte serials unit.

2. Computing application skills

The ability to store, preserve, use bar codesywede3.0, digitize
documents are components of computing applicakdls.sin an
automated library, the use of ICT becomes inewalsb the
library personnel must be able to have computimiegtion skills
to be able to store and record records that coeldused for
decision making. Bar codes are presently attacloedibtary
materials including serials and the library persgmmust be able
to do this and attach bar code to serials that bhaea received into
the library through any acquisition methods. Therefthe ability
to use a bar code reader becomes necessary. Als@Wes being
used in many libraries and some libraries have rack@ to Web
4.0 for service delivery, so the library personinghe serials unit
must learn these web 3.0 technologies and apfitite activities
in the serials unit.

3. I nter net navigation skills
The library personnel in the serials unit must glessess Internet
navigation skills. Internet navigation skills congar the ability to
browse and navigate the Internet, use search es)gewvaluate
information sources and create web pages. Inrtfesmation age,
the Internet has become a useful tool in the ipnahere materials
can be searched and retrieved from. The Intern&tiges the
opportunity to the personnel in the serials sectmbrowse for
newly published serials, get cataloguing and classks for
materials using search engines. The Internet calstwlbe used to
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search for standard list of serials in notablealilas which can be
used for evaluation of the serials in the library.

4, Computing management skills

Computing management skills are the abilities twultie shoot
when there is a problem, create data and managgllimnd

activate software, manage emails and manage tisempezl and
other resources in the serials unit. Skills fouble shooting are
necessary in the use of ICT for carrying out tabksause the ICT
sometimes may malfunction and the library persomsheluld be

able to fix minor problems without asking for assiee from the
ICT unit of the organization or a consultant. Itniendatory for
library personnel in this information age to beeald install,

activate software such as antivirus and othersopaily with no

assistance. The serials librarian needs to betaldapervise and
coordinate all the activities and personnel inuhi, so computing
management skills becomes useful.

The possession of high ICT skills will facilitatieet ability of the serials
personnel to perform in an ICT environment whichasv a global trend
in the world. Therefore, personnel in the serialg of a library must
possess the requisite ICT skills to perform thédathat will lead to
increased service delivery.

3.2 Methodsof ICT skillsacquisition by serials personnel

With technology that is changing, library personmelst embrace ICT
and update their ICT skill through regular trainiagd retraining to
achieve the relevant ICT skills to perform the &iskthe library including
the serials unit. The training proposed by thealiprfor the serials
personnel must be need- based, that is the negbd personnel should be
known in the areas of gap in ICT knowledge that vatilitate skill
acquisition for improved service delivery. The esse of undergoing
relevant training is to ensure that the ICT slplssessed by the personnel
in the serials unit will be relevant to use the I&W increase productivity
of the unit.

ICT skills can be acquired on the job by the pengbim the serials unit.
This can be achievable by the constant use of I€Thb personnel to
perform different tasks related to serials manageémiowever, the
personnel must be inquisitive and willing to leamthe necessary skills
can be learnt and used to improve services rendetkd unit. The library
personnel can also acquire ICT skills through msif@nal development
programmes such as short courses, certificate rdglar master
programmes. There are many ICT courses that aregbeffered
physically and online which a library personnel esigage in, based on
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the ICT skill requirement by the personnel. Manytledse courses have
hands on practical that will allow the personnelctory out different
assignments and exercises to ensure that the nelgkitls required will
be attained.

SELF ASSESSMENT EXERCISE

Explain how a librarian can acquire ICT skills

40 CONCLUSION

ICT is used in many areas including education aedibrary has adopted
it for improved service delivery. Therefore, sesigiersonnel should
possess ICT skills that would be used to perfornoua activities in the
serials unit. These ICT skills must be acquiredragilar training should
be done to improve the skills to ensure that reguiskills are being
acquired for new technology adopted in the library

5.0 SUMMARY

The possession of high ICT skills by the persomméhe serials unit is
mandatory to harness the potential of the ICT abdel to provide
adequate services to users. Library personnel dramguire these skills
through regular training and use such ICT skillpéoform their various
tasks in the serials unit.

6.0 TUTOR-MARKED ASSIGNMENT

1. Discuss ICT skills that a serial librarian shibpossess
2. Explain how a serial librarian can acquire I&ills
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MODULE 5 FINANCE, LEGAL ISSUES AND SERIALS
INFRASTRUCTURE

This module has three units with the goal of prongdyou with the
knowledge of relevance and preparation of a butigethe serials unit
and sourcing for funds to enhance service delivéhe legal issues
relating to serials management such as copyrighies relating to
photocopying of serials materials, digitization arehsorship will be
explained in this module. The infrastructure reedin a serials unit will
also be discussed.

Unit 1 Budgeting and Financing of serials
Unit 2 Legal issues in serials management
Unit 3 Serials Infrastructure

UNIT 1 BUDGETING AND FINANCING OF SERIALS
CONTENTS
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3.2 Composition of a budget for a serials unit
3.3  Source of funds for serials unit
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1.0 INTRODUCTION

Budget is a very important aspect of the succesbeokerials unit. The
definition of a budget and its objectives in aalsrunit will be explained
in this unit. This unit will also discuss the comsfimn and preparation of
a budget for a serials unit and sources of funfbn@ serials unit.

2.0 OBJECTIVES
By the end of this unit, you should be able to:

define what a budget is

Mention and explain the relevance of a budgetlibrary?
Identify the composition of budget for a serialtuni
prepare a budget for a serials unit

identify and explain the sources of funds in aasninit
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3.0 MAINCONTENT
3.1 Definition and relevance of a budget

A budget is an important document in a serialsi@ec¢hat will take care

of all the financial aspects for the unit. A budigedefined as statement

of the financial position of an administration (aka nation) for a
definite period of time based on estimates of edgeare during the
period and proposals for financing them (Merriambater, 2021). It is

a financial statement that is prepared for the etea of policy
formulated by the top management of an organisation
(yourarticlelibrary.com).

A budget can be defined as a statement of expeetdts stated in
numerical terms in advance of the period to whicipplies and can be
used for planning and control (yourarticlelibrapnt 2020). As a
planning tool, the budget reveals plans to numesttangth and relates
to people what is expected of them. A budget erplarogrammes and
indicates the steps to take to achieve the expeetdt. As a means of
control, the budget is used as a tool of evaluatioactual performance
to assess if what was intended has been achieved.

Relevance of a budget

A budget is to provide a guide to ensure that fualtixated for different
activities are used specifically for that activity meet the objectives of
the library. Ratha (2015) asserted that the oljestof a library budget
as: a statement of estimated revenues and expenébitua given period
of time, a plan for the effective coordination esources and expenditure,
presentation of details about the services thakt val provided in the
future and a basic financial control mechanism.sTimplies that it is
necessary to have a budget so one can have afpit@nrevenue expected
and the expenditure that will be involved over aqukof time usually a
year.

Budget is also important as it allows the librasyetaluate its financial
situation based on the income and expenditure igsilaed in the

financial plan after the period for the budget tmW if the budget was
implemented as stated in the beginning of the firryear. A budget is
also relevant as a tool for financial managemehis Ts because the
budget has included the different activities anadfiallocated to it and
this will guide the librarian on how to manage firencial resources
according to the stated guidelines in the budgdiudget also forms the
basis of future policy and this could happen whenkudget is evaluated
at the end of the year to know its level of perfante and implemented
and this can be used to prepare the budget fornthe year. The

107



LIS319 MANAGEMENT OF SERIAL PUBLICATION

characteristics of a budget are: it is writtendwvance for a future plan of
action, used for a future period and based on dgodils achieved.

3.2 Composition of a budget for a serials unit

The budget will stipulate what activity should becluded and what
should be spent based on the library policy. THeWeng items are
expected to be in the budget for the serials unit:

Cost of current subscription of serials

Memberships

Standing orders

Cost for new serial subscriptions

Vendor fee

Inflation rate for the coming year

2B e

Subscription for serials are paid annually anddwamce, so the vendor
or publisher usually sends an annual invoice tdititary early enough

(at least three months) before the end of the suythen year. However

there may be changes in the amount to be paid, sopplementary

invoice is sent to the librarian. The supplementavpice may arise due
to a price increase by the publishers after theleehad sent the invoice,
fluctuation in the currency exchange rate espacidlthe serial is a

foreign one, published outside the country andtaufdil volumes issued
by the publisher.

The library could belong to some societies and@asons and this has
cost implication as annual fees must be paid stiigglibrary can enjoy

all the benefits of belonging to such societies assbciations. Some of
the benefits may include discount on serials pbblisby them and on
conference fee registration. Therefore, the buslgetld take care of such
membership fees. Libraries could have standingrerttepublishers for

serials publication and such financial commitmenistrbe included in

the budget. Standing orders are instructions giwgublishers of serials
that they should supply the specified serials ®library whenever it is

published. So the library must include such cao#is ihe budget, so that
whenever the serials are supplied to the libraaynpent will immediately

be made.

The budget for the serials unit should also contaist for new serials
subscriptions. This becomes necessary as newssaralpublished and
the serials librarian may realize some of these sewnals have been
selected and found useful to the users. It becamepsrative that the
serials librarian include the cost of subscriptionthese new serials to
facilitate its acquisition into the library and atitdthe serials collection.
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For large libraries, the serials librarian usu&iyploys the services of a
vendor to take care of activities such as provisainlist of new
publications, acquisition, subscription renewal aontice for payment at
a fee. This reduces the burden of the serialsrldman doing all these
activities which can be managed by a reputable s'eadd face other
activities in the serials unit to provide efficiesgrvices to users. The
serials librarian and the vendor must agree onéhelor fee and this must
be documented and signed by both parties. Sutihayi must therefore,
include the vendor fee into the budget for all Heevices that will be
specified to the vendor to take up.

The library budget should also take care of théaiiin rate for the
coming year. This is important for libraries in theveloping countries,
as many serials especially journals are publishedhe developed
countries. This means that libraries in develomagntries will acquire
such serials in foreign currency and the rate aharge for foreign
currency is not static, as this is determined byhyn#orces such as
inflation rate. Therefore, a library should makewsions for inflation

rate for the coming year to take care of changgsiaes of serials.

Budgeting could have two approaches, subject-basddormat-based.
For subject-based budgeting, it means that theiewgds would be funded
from the same budget as other serials, while fotmaged budgeting
indicates that there will be a separate budgetelectronic serials, but
approaches can be used for budgeting of serialirgye libraries, the
serials unit is allowed to prepare its own budgkicW will form part of
the library budget.

The preparation of the serials budget is not domlg by the serials
librarian, but by a committee of staff in the skyianit, so that input can
be made from different people. The eventual buttget the serials unit
is then passed to the library budget committedneflibrary, which will
have heads of different units being members inalgidihe serials
librarian. The library budget committee will scruie the budgets
submitted by various units of the library and coope with a library
budget that has taken care of all the units irlibrary.

Preparation of a budget for a serials unit
The budget of a serials unit can be prepared ifiall@ving ways:

1 Use of budget of previous year
The serials librarian could use the budget of tle¥ipus year as a
guide to determine what item was listed, how mudney was
assigned to each item vis a vis the available fumtde proposed
budget will be an improvement over the previousspheit based
on availability of funds for the current year. Witte reduction of
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library budgets in many libraries even globally erials librarian
must therefore prepare a realistic and achievaluigét.

I n accordance with work programmesor cour ses

The serials librarian must consider the servicdsrel and the
subject focus of the library in preparing a buddeit will be

tailored to meet the objectives of the library ameariably meet
the information needs of users.

By using professional standards

Each profession has standards that are not staiicmay be
modified due to some changes such as advancenitechimology;
innovation and provision of new services and tlosld lead to
some accepted practices. The acceptance of thasécps by
many libraries will make them become norms thatdnte be
followed.

The procedure for budget preparation is in theofwilhg stages:

1.

2.
3.
4

110

Review the current budget
Preparation

Submission and approval
Implementation

Review the current budget

The serials librarian has a duty to review the entrbudget and
find out an outline of procedure to be followedpreparinghe
new budget. The personnel in the serials unit wbeldequested
to present their needs and plans for the currethtttad next year.
However, in large libraries, the serials libranaitl form a budget
committee made of relevant personnel in the sestsion who
will collate all the needs and plans, scrutinizel a@eliberate on
what item and amount to be in the proposed buddpet.proposed
budget will then be submitted to the serials lilmamwho vets it to
make it is in accordance with library policy. Fonaler libraries
that do not have distinct units headed by a pradass librarian,
the head of the library who is the only professiditmarian will
prepare the budget.

Preparation

When preparing a budget, the serials librarian neumsture that
wide consultation is made to determine the majadseof the
serials unit in terms of users and library persbmeeds. This is
done to ensure that the needs of users and lilpengonnel are
taken into consideration. For large libraries, Hezials budget
committee is formed to take care of diverse nesats users as it
is comprise of different personnel from the serial. After the
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collation of all these present and future needsstrials librarian
can draw up a tentative budget which will includerent and
estimated income and expenditure.

3. Submission and Approval
The proposed budget prepared for the serials w@amtow be
submitted to the head of the library, where thedgeadvill be
discussed and scrutinized by the library budgetrodtee which
Is encompasses all the head of units in the litharg large library.
The budget can be corrected based on comments amatéhe
revised budget is submitted for approval.

4, | mplementation
When the budget of the serials unit is approvesh the next stage
Is implementation. The budget must be implementaset on
what is in it.

3.3. Sourceof fundsfor serialsunit

The source of funds available to the serials uhd bbrary is based on
the ownership of the library, internally generatedenue, donations and
others.

1. Government Funds

A library that is owned by a government either fatlestate or
local government will be funded by such governmgmbugh

monthly allocation to the organization and releasethe library.

The library will be expected to have prepared agetidnd defend
such budget, before funds will be allocated to 1t the

management of the organization. The serials unitgoa unit in

the library will have prepared a library that whiave been
integrated into the library budget which will bec®mart of the
budget for the organization.

2. Internally Generated Revenue
This is income that is generated by the seriald thmough
photocopying and binding of materials for usersisTkind of
funds is generally not much and cannot be reliezhup fund the
budget of a serials unit of a library.

3. Donations
Individuals or organizations could donate caslnéoserials unit to
assist in providing relevant services to users. &omdividuals or
organizations may decide not to donate cash, libergay for
some services such as annual subscription for semas which
the serials unit is expected to pay for. This watluce the amount
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of money that would have been spent by the seuiailsfor the
annual subscription of that serial.

4. Other sources

A library can also get funds from other sourceshsag TetFund
Library Intervention, private-public partnership dangrants.
TetFund Library Intervention is assistance by theddtal
government to provide funding to libraries of puabbertiary
institutions in Nigeria. The funds could be prodda terms of
buildings or providing infrastructure to the libies based on needs
assessment. Such intervention will address sorogeqts or
equipment which will reduce the financial burdere thbrary
would have carried.

Private-public partnership could also assist ligsrin meeting their
financial obligations. The library can search favate organizations that
will be ready to go into partnership with it in asethat will be spelt out
such as providing buildings, provision of adequatérastructure,
payment of subscription and purchase of ICT equigm@&n agreement
Is prepared and signed by both parties and thisewhiance the services
rendered in the library. The library personnel also write proposal for
grants to different bodies and when such proposedsapproved, the
grants given will be used to improve the servicethe library including
the serials unit.

SELF ASSESSMENT EXERCISE

Define budget

40 CONCLUSION

A budget is an important document in a serials wiiich states the
financial aspects of income and expenditure foreary The serials
librarian needs to prepare a good budget that belimplemented for
effective service delivery. The source of fundsilaée to the serials
units were highlighted to indicate that the seriaig should not depend
on only one source of funds.

50 SUMMARY
Budget definition and its relevance to a libraryevexplained in this unit.
The components of a budget and how to prepare d badget were

discussed to show the importance of it to the seuait. The sources of

112



LIS319 MODULE 5

funds available to a serials unit were highlightBus becomes necessary
as library budgets are getting reduced due to enansituation in many
countries, so the serials librarian needs to kntherosources of funds to
explore to and make more funds available to cautytbe necessary
activities in the serials units.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define a budget?
2. Explain the relevance of a budget to a library
3 Prepare a budget for a university library
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1.0 INTRODUCTION

This unit will discuss the copyright issues in alrimanagement which
the serials librarian must be aware of and adlesnd the relevance of
a license agreement. The essence of the discussitimese topics is to
highlight the legal issues in serials managemerthabsuch issues are
abided by and none of them is violated.

2.0 OBJECTIVES
By the end of this unit, you should be able to:

o the copyright issues in serials management
o relevance of licensing agreement to serials liaraeind vendor

3.0 MAINCONTENT

3.1 Copyright Issues

The personnel in the serials unit and the librasers must be
knowledgeable about the law guiding the use olfsesuch as copyright
law especially as it relates to conversion of tivefat of a serial to another
and the photocopying of serials. Library persorared users can make
photocopies of serials but it must be strictly éducational purposes and
not for commercial purposes. It implies that serizdn be photocopied,
but such copies must not be sold. Serials can b®pbpied as long as it
is under fair use and the criteria for determirfizg use of a serial is:

a. Purpose of use by the user (educational or comaligrarpose)

b. Copyrighted nature of the work

C. Amount used in proportion to the whole work and

d. Effect upon the copyrighted work’s potential markalue
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Copyright affects serials and their managemertterfollowing ways:

1. Photocopying for usersby thelibrary
Many libraries have photocopying facilities thaable duplication
of materials. This becomes necessary in the seui@ls where
there is restriction on loaning out serials, soliheary personnel
may photocopy some aspects of a serial publicdtipa user on
request. The library can make a copy of one arpiee journal
issue for a user, but must adhere to these conditithe copy
becomes the user’s property, the user has stadéthid copy will
be used solely for educational purposes, a coplyrkgning is
displayed where photocopy requests are acceptedlsown the
request form. This is to protect the library fromyaact of
copyright violation committed by library users.

2. I n-house photocopying by users

Users are also allowed to make photocopies theeseé&ha library
in the public access areas where photocopying mashare
placed. The library personnel do not supervisepthaocopying
made by the users and therefore, cannot be hélé lia copyright
violation by such a user. However, warning sigresexpected to
be placed in areas where there are photocopyingimesto warn
the users against copyright violations.

3. Photocopying for reserve

Serials especially journal articles can be phota@mband kept in

the reserve section of the library for users toehascess to satisfy

their academic information needs. Sometimes, audectmay

request that a journal article may be placed oarvesfor students,

so the library can decide to make a photocopy af #mticle for

that purpose. The photocopying of multiple copiggte library

for reserve must adhere to the following guidelines

a. The amount of material should be reasonable inioaldo
the total amount of material

b. A reasonable amount of copies (normally less thgmsay
be made based on the number of students offeriag th
course

C. Copyright notice should be attached to the item
d. Photocopying should not be a hindrance to the ciatke
serial
4, Digitizing for Electronic reserve

Serials can be digitized for electronic reservallmy users to have

access to such materials. However, the policiesufaversity

electronic reserve are:

a. The system is limited to lecturers, researcheedf sind
students affiliated with the institution
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b. Only one article per serial (journal) can be erdento the
system

C. Materials on electronic reserve must contain cabyri
notice as well as deleted from the system when sgstem
Is completed.

Photocopying for replacement pur poses

Serials in a library sometimes get damaged or mgssind it
becomes a challenge to library personnel especratgn such
missing issue or volume is still relevant to usansl users are
asking for the material. A library can make a plofuy to replace
damaged, missing or stolen material if the librafier a lot of
effort cannot get the original material to acquite fair price.

Photocopying for classroom teaching purposes

The lecturer can request to make a photocopy wighescopy of a
newspaper, journal article, graph or chart fromeaqalical for
educational purpose (teaching, research or classpoeparation).
However, multiple copies can be requested for leyldlsturer for
every student in that class, but the article tedy@ed must be less
than 2500 words, one illustration, for only one rs&y no more
than two articles from the same author or threenftbe same
volume of the serial and not more than nine instaraf copying
for one course during a semester. The essences# tiuidelines
is to make the lecturer and students purchaseetiie sistead of
photocopying the serial for the course per semegéar in year
out.

Interlibrary loan

Interlibrary loan can be undertaken by a librany, the library has
to abide with copyright laws. The copyright law wmrerlibrary
specifies that a library is allowed to have fivguests per year
from the journal’s most recent five years from duaotibrary. This
is to forestall the library from using interlibralgan as a substitute
for subscribing to a journal. However, the requegstibrary must
keep a written record of each request.

L icense Agreement

A license is a form of agreement between the lipbaand the vendor such
that the right of both parties are clearly stated protected. Licensing
issues include method of calculating payment, ic&ins on use and
what happens upon termination. The serials libnagauld sign an
agreement with a vendor (s) stating functions, moldpayment. The
serials librarian must read all agreements wellofeefsigning such
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agreement, so that the library does not defaulitasecomes a legal issue
and may have cost implication or demotion of thedy personnel.

A library could join a consortium with other libras to have access to
more information resources and human resourcegaijibpersonnel)
expertise is in agreement. A library could be dedias a group of libraries
coming together with the aim of sharing resourt¢esnan, information
and technical) to users in the other libraries.afih(2011) defined a
library consortium as “a group of libraries, prefiely with some
homogeneous characteristics by subject, or ingtitat affiliation, or
affiliation to funding authorities, who join togeth with the primary
objective of providing expanded access to infororatesources needed
by its user community through a process of poolargd sharing
information and infrastructure resources with ddeesence to copyright
compliances”ittps.//slideplayer.com/slide/4632082/)

Libraries that have decided to form a consortiurat,fstart with informal
meetings between the heads of such libraries ¢ B common goal
and the same type of users and progress to forreatings where the
following issues will be properly discussed:

1. What is the mission and purpose of the consortium?

2. Who is the consortium meant to serve: by librargetysize or
geography (location)?

3. What values and benefits would member librariegsiolfrom the
consortium?

4, What resources, financial, information, technicapextise are
needed to support the consortium’s mission andgaap

5. What other consortia have the same or similar missand
purpose?

The issues (Fig. 42 and 43) when discussed extgsiould lead to the
libraries willing to form a consortium, after whiehlegal document has
to be signed by all interested parties. With tlymisig of the documents,
the consortium can begin. The signed legal docuneentone by all
participating libraries. Members should go througie prepared
document and allow a lawyer to read before signingo that all the
information and clauses are well understood befy@ng the document.
The signing of the document by each library makésiding on and the
contravention of any the statements or clauses dvbalve a negative
consequence on the library. Such consequence tale legal actions
taken, stoppage of access to information, remaivedeolibrary from the
consortium or payment of fine. The library shoudldrefore, adhere to all
the rules guiding the formation of the consortidrhis agreement signed
by all the contributing libraries can be used tdssuwibe to online
databases jointly, share information and humanuress. Members in a
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consortium could sign an agreement with publislae this is referred
to as consortia licensing.

Functions
o Agre%ﬁnt for establis;gm of a mrtsortlumr’:- A concrete ag ement is
needed to be established for participating libraries in consortia to achieve
a common target.

+ Administrative oi,lihmrv ;.‘unsortium - To run the total functions of a
consartium smoothly a statutory body is very much essential to be formed
takin chief librarian/chief information - manager fro every
library/information centre. i

o Fmar&:ial control — Whether a consortium fund be created to subscribe to
the core journals in different subjects in mu Itlpfecoples at a discount rate.

% Joint Work— Prepare list of titles AR '
Subscribe to Core titles AR
Prepare - the union list of titles
"~ TOC services \
% Eval — After a m.mﬁmi., - whole activities of a ¢
(i.e., individual as well as cooperative) must be evaluated on the basis of
pre- determmed objectives.

- s

8/30/2014

Fig. 42. Functions of a consortium
https://image.slidesharecdn.com/libraryconsortid@8B80041456-
phpapp02/95/library-consortia-9-638.jpg?cb=14092K22

Major issues of Consortia approach

Y FsaiFeE THEAURESHEH |
O ey
|
—

| Licensing and Copyright Issues

Usage and Usability lssues |

g/30/2014

Fig 43. Major issuesin library consortium
https://image.slidesharecdn.com/libraryconsortid@880041456-
phpapp02/95/library-consortia-10-638.jpg?cb=1402ZK2
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Consortia licensing is a legal process of acquinisgge rights of the

intellectual property governed by the copyrightsafer a community of

members, such as the participating members of rarfibconsortium.

Bharti (2011) reported that the content of a lieesbould address the

following:

1 Publishers and consortium sign license agreement which is
binding on both. The standard license agreement addresses
following clauses:

o Authorized users

o Restriction of commercial use

° Electronic reserves

o Members, fees, secure network, subscription petisdge

rights, ILL and other terms and conditions.

2. Simultaneous Users and Walk-in Users
There should be no limit on number of simultaneossr on any
of the resources subscribed by the Consortium. Auyber of
users can access e-resources including e-journald a
bibliographic databases at any given time. Walksars (visiting
researchers), physically present at the subscribstgute should
also be allowed to use the resources.

3. Inclusion of additional Titles
The licensor should provide access to new jouritlaktthat are
added during the contract period at no additionat.c

4. Electronic Link
Licensor should use suitable technology to estabdiectronic
links to all the articles of licensed materials.

5. Print Copy of Journal
A print copy of the digital content should be kegta backup of
journals subscribed under the consortium.

6. Perpetual Accessand Archival Rights
In case of termination of the agreement or on tare of the
agreement, licensor should extend perpetual atoessesources
for the paid period of subscription along with thback files
offered during the subscription period.

7. Print-independent Subscription
Subscription to e-resources should be print-inddpeth
Discontinuation of print subscription which is dahie through
consortium should not be binding to member Insgut
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8. Protection on Increase of Price
There should be no annual increase of the pricenual increment
of the price should be below 5%.

9. Inter Library Loan
Licensee should be allowed to fulfil ILL request®rh non-
authorized users using (Arial software) electrazopy of article
downloaded from the licensor’'s Web site

For sustainability of consortium, the library mastate ways to generate
and manage funds. The adequacy in funds could &tiosubscription to
more e-resources, provision of the required infuastire and operational
cost.

SELF ASSESSMENT EXERCISE

What are some legal issues in serial management?

40 CONCLUSION

Serials are acquired in libraries to be used tefyahe information needs
of users. However, be aware of such rules and adieesuch rules to
avoid violation of the rules. The serials libraraao has a duty to educate
users on the appropriate use of serials so asonablate rules guiding
the use of serials. Licensing agreements are sigeesleen the serials
librarian and vendor or between the serials lilarand publishers and
these agreements must not be defaulted by eithir. pa

50 SUMMARY

This unit has discussed the rules guiding the fiserals extensively to
avoid violation of legal issues such as copyrigbtation and licensing
agreement. The essence of the discussion of |lesgalkes in serials
management is to know these legal issues and atthdrem, so that the
serials unit will continue to benefit from collalation between
publishers, vendors and users.

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain some legal issues in serials management
2. Why must the librarian be careful in signingehsing agreement?

7.0 REFERENCESFURTHER READING

Bharti, V. (2011). Managing Consortia in Libraries.
https://slideplayer.com/slide/4632082/
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UNIT 3 SERIALSINFRASTRUCTURE
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1.0 INTRODUCTION

Serial publications are acquired and organizedsereals unit of a library
to facilitate access and use to the different categ of users. The
infrastructure to facilitate use of serials will tiecussed in this unit. Such
infrastructure include physical resources (spadeglves, lighting,
ventilation, ICT, internet connectivity, electrigyt human resources
(staffing) and financial resources will be discussethis unit.

20 OBJECTIVES

By the end of this unit, you will be able to:

o physical infrastructure required in a serials unit
o staffing requirement
o financial resources needed to manage a serials unit

3.0 MAINCONTENT

3.1 Physical infrastructurefor a serials unit

The financial investment on serials acquisition aodess is to satisfy the
information needs of the various users of the jarblsers’ could access
and use these serials where the library has proviterequisite physical
infrastructure to promote use of the serials. Timgspal infrastructure in

a library is therefore, an important factor in a&sting effective service

delivery.

The physical infrastructure is reading space, g lNghting, ventilation,
ICT, internet connectivity (bandwidth), electrigityjoise level, room
temperature, humidity, building design and aestketin a serials unit,

121



LIS319 MANAGEMENT OF SERIAL PUBLICATION

there should be a space allocated for users tamgituse the serials
physically (Fig. 44) and this reading space shbal@&quipped with good
reading tables and chairs for the users (Fig. A& dre well arranged to
allow for easy movement of users and staff. Thelseunit should also
have offices for the librarian and other staff &md should be furnished
to provide a work environment that is conducivetfa staff to carry out
their various tasks.

Fig 44. Serials section showing users reading serials and using the
computer
Source:https://www.google.com/url?sa=i&url=https%882F%2Fgreg
miller21stcenturyleadership.wordpress.com/physecaironment

wil
. R, o, I U] I:'r:
~ PERIODICALS SECHONAS

Fig. 45: Serialssection in alibrary showing reading area and shelves
Source: https://www.google.com/Fenvergalibrary.vpoess.com
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Adequate shelves should be provided in the saur@tsto accommodate
the serials that have been organized so that aaersave access to them.
The shelves if made of wood must be of good qu#tiag can withstand
the weight of the series when placed on the shelvgs 46). Metal
shelves (Fig. 47) can be alternative to woodenvsiseto prolong the
lifespan of shelves and avoid insects eating thedw®he shelves should
be properly positioned in the serials unit, so thauld not obstruct the
passage of users or the library personnel. Thalsdibirarian must ensure
the acquisition of good quality and durable shelves

Fig. 46. Serialson awooden shelf for display
Source:https://www.google.com/url?sa=i&url=https%882F%2FInulib
raryoperations.wordpress.com%?2Fserials

Fig. 47. Serialson a metal shelf
https://www.google.com/url?sa=i&url=https%3A%2F%2&ersonpop
e.com%2F2018%2F09%2F18%2Flibrary-storage-benebis-space-
saving-solutions

Good lighting systems, fans, air conditioners agwltNation are expected
to be provided in the serials unit as this couldeha positive impact on
users using the serials unit and the library stafrying out their

activities. The serials unit that is well lit imgt day through the positioning
of the library towards allowing natural light tonmdrate the Serials unit,
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will allow users to use the resources when theiy thie unit. However, if
it does not have good natural lighting due to teeigh and location of
the serials unit, then artificial lighting could peovided to enhance the
lighting situation, using electric bulbs but thidlwave cost implication
as bulbs have to be bought and increase in amaichfqr electricity.

The air conditioners, fans and windows that all@w dross ventilation
will provide the coolness and calm environmentidlitate use of serials
for learning and research. The intricacies withfedént geographical
locations such as weather and temperature neeé tmoiisidered. For
example, there are countries that encounter extrestte weather and
such libraries should provide heaters within thgaseunit to reduce the
effect of the cold. Countries with extreme heatutidnave their libraries
furnished with good cooling systems such as aiditmmers and fans.
These heaters, air conditioners and fans would beljunctional when
power supply is regular and constant, so the hbiaas to provide
constant power supply for these facilities to beraponal at all times.

The provision of adequate ICT such as computerg. (#8), printers,
scanners, telephone, fax, bar code and internetentinity with high
bandwidth for the serials unit will facilitate goaervice delivery. The
consequence of having inadequate ICT and inteoretectivity could be
ineffective service delivery. The serials unit sldoalso provide adequate
ICT such as printers and photocopiers so that usersperate them. This
becomes necessary as serials are information @iatéhniat usually are
not loaned out, so a user that searches and findstiale of importance
can print them in the library. Photocopiers shdwddprovided to ensure
that users can make photocopy of serials but thegtmadhere to
copyright laws guiding the use of such serials.

Libraries that have subscribed to electronic jols@ad databases must
have high internet bandwidth so that users cansa¢csearch, download
and retrieve the information as fast as possiblangttime of the day.
When the internet connectivity is slow, it will afft the speed of
searching and downloading materials from the imteand this could
frustrate users from accessing such e-resources.ifternet is also
required for communication and collaboration, seréhmust be constant
internet connection to facilitate communication acdllaboration
between users, vendor and library personnel.
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Fig 48. Different ICT needed in a serialsunit
https://www.google.com/ict-gadgets-functions.html

Regular power supply is also required in the seuait and the library as
a whole to power the available ICT and library wafte to perform
maximally. In Nigeria and some other developing rdaes, regular
power supply is not constant and this becomes amtjallenge to
libraries as the most of the infrastructure neegsplire electricity to
power them. Therefore, for maximum use of the &erianit and
collection, alternate power supply such as genesaioverters and solar
system could be provided to harness electricifyawer the equipment.

Libraries globally are expected to operate in @ngienvironment, where
the noise level is very low. Noise could be geremtdtom the use of
equipment such as printers, scanners, photocofaers, air conditioners
and other gadgets in the serials unit, as welb&serfrom external sources
such as from vehicles on the road, human and otldrs library
management should ensure that such noise wouldtieotied to the
lowest. When the level of noise in the serials imitigh, users would not
want to come to the library physically to use thatenials and this could
result to low level of serial resources. For nelrdries, it would be
beneficial to construct the new building with nopeof materials to
provide a serene and noiseless atmosphere in tia¢gsaanit to increase
the level of use of materials by users.

The serials unit should be constructed to accomteaalatypes of users
irrespective of their physical challenge. Usershwphysical challenge
could require specific attention to access sendilipations and such
provisions must be made so that they can use thlsseunits

conveniently. The librarian must therefore, consitthe peculiarities of
users and cater for the general and specific nefeti® users.
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Good and adequate physical infrastructure shouftd»aded to facilitate
optimal use of serials by users to harness thernmdton content
embedded in them and also to provide a conduciwvéa@mment for
library personnel to carry out their various taséficiently. The
inadequacy in the physical infrastructure coule@etfservice delivery.

3.2 Library personnel in a serials unit

The serials unit is a component of the library &nel personnel will
consist of librarians, paraprofessionals and suygtaff. The professional
and the paraprofessional are the major library #tat has been trained
to carry out library activities for effective secei delivery. The librarian
IS someone that possesses a minimum of a Bachelobrary Science
and or a Bachelor degree in another course wittast® in Library and
Information Science. The serials librarian is tmef@ssional that heads
the serial section and coordinates all the ac#isiti he tasks that the serial
librarian performs are: selection, acquisition,evndg, cataloguing and
classification, supervision of subordinates (pavégssionals and support
staff), planning, administrative and financial issu (subscription
renewals).

A paraprofessional is a holder of a minimum of gldmna in Library and
Information Science and referred to as a libraficef. The library officer
Is trained in the activities of a library to proeitechnical assistance to the
professional who is a librarian. Library officersutd be regarded as
middle level manpower and they complement the etibthe librarian.
Library officers are the staff that users will fime in contact with in
the serials unit of a big library or in a smallraby where there is no
distinct serials unit. In a big automated libraaytibrary officer will carry
out online copying of cataloguing and classificatimumbers, provide
assistance to users on how to use Online PublicegscaCatalogue
(OPAC) and search for materials on the database. libnary officer
could also carry out shelving and shelf readingeofals

A support staff is one that has a qualificatioranother area apart from
Library and Information Science such as secretdinistrative officer
and driver. This group of staff is engaged in secral, administrative
and financial activities.

The number of staff in a library is usually detemed by the population
of the organization that owns the library. A sniigfary could have just
one professional who heads the library and caraes the entire
professional functional and decision with a minimafihone or two

paraprofessionals. A library should have the righk of library

personnel in terms of qualification and experiefareeffective service
delivery. The ratio of professionals (librariang) paraprofessionals
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depends on the size of the library, library adtgtand services. This
means that the number of professionals to paragsinfieals in a serials
unit is determined by the size of the library, aksrcollection and services
rendered to users. Inadequacy in the number darifopersonnel would
affect the service delivery.

3.3 Financial resourcesfor a serials unit

The serials unit should have adequate funds toutaed! its activities for
the year. This can be done by the serials haviggoal budget prepared
which will highlight what the income and expend&unf the unit and
items that the unit will spend money on. A gooddptdnust be properly
prepared with the input of other library personaghrt from the serials
librarian. The budget, its component and how tpare a budget has been
extensively discussed in Unit 1 of this module.

For libraries owned by government, the major sowfc@nding is the
subvention from the parent organization. Manydil@s especially in
developing countries are experiencing inadequatdifig to carry out all
the expected services by users. It behooves orsdhals librarian to
solicit for funds outside the mandatory sourcelwfry subvention from
the parent organization. This has become necedsaryo the dwindling
library budget because of the global economic s8danawhich has
affected the funds available to take care of nafHporganizations like
libraries.

The serials librarian has to be proactive and $eekunds or financial
assistance from private individuals and organiretithrough donations,
fund raising and grants. Other sources of incoradees generated from
printing and photocopying of serials, which in measses is not much and
this goes directly to the library account. Theasrunit could charge fees
for some services provided such as electronic deotatelivery to users.
Sources of funding in a library are as follows:

1. Subvention from government or private owners

2. Subscription from members

3. Library tax or rate

4. Marketing of library and information services

5. Donation and endowment

6. Sale of publications

7. Income from reprographic services (printingl @motocopying),
translation and compilation of bibliographies

1. Subvention from government or private owners

The major source of funding in many libraries issdxh on
ownership. A library that is owned by governmenteiges its
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funding directly from the government based on trganizational
budget submitted. The library budget is a compon@nthe

organizational budget, so when resources are edefw the

organization, the organization then allocated i@ty funds to it
based on the approved budget. Libraries thatwaned by private
individuals or organization are strictly fundedthg owner of such
libraries and this is also based on the writtengeticand the
availability of funds.

Subscription from members

This relates to libraries that are owned by grotypenple and
managed by a board. Members of the board are tks tivat
provide the funds for such a library to carry otst goals and
activities.

Library tax or rate

In many developed countries, organizations and eones are
expected to pay some amount of money as library {Exe tax

could be on property, local sales, local governmiesis and

additional tax revenue (excise, sale and incomg Txs library

tax is used to provide funds for public librariefigh provide

services to people in a community. The serials lo@ihg a subset
of the library will get its own percentage from Buax.

Marketing of library and information services

The library can make some money through marketingome
services in the library. The services include thevision of
Selective Dissemination of Information (SDI) and r@at
Awareness Service (CAS) and provision of internedrshes.
Selective Dissemination

Donation and endowment

Libraries could seek for donations from individyatempanies
and organizations to provide the necessary infaomaesources,
physical and human resources that are needed ibraryl to
enhance service delivery. Funds could also be vedethough
endowment by individuals and this could be spedifier the
duration. Such endowment would provide additionalds to the
library. The librarian has to be thorough in searglior interested
people and organizations that would be willing taveg
endowments.

Sale of publications

Funds could also be gotten from sales of publicatiahe library.
The library could have some publications, for exkEmp
compilation of bibliographies that would be relevémusers and



LIS319 MODULE 5

can advertise such to users to make purchase. dheyraccrued
form such sales could be added to money from ogloerces
received and used in the serials section of arlybra

7. Income from reprographic services and trandlation

Serials are usually not loaned out to users angsrs that require
the serials are allowed to photocopy some aspetheferials
based on fair use. The money paid for photocopgrgs to the
library and is a source of library funds. Many débes have a
bindery, where they bind information documents dsers for a
fee. For example, some libraries make it manddtmrgtudents to
bind their projects in the library. The money payl users for
printing, photocopying and binding adds to the fagailable to
the library.

Avalilability of adequate funds will afford the sa&s unit to acquire the
necessary physical infrastructure and informatesources for the unit to
provide efficient service delivery to users. Impedvfunding is the
assurance of the provision of the needed infragtrador a serials unit.

SELF ASSESSMENT EXERCISE

Why do you need finance in serial unit?

40 CONCLUSION

Serials are acquired and organized in the librarthat users can harness
the information embedded in them. However, themkhbe necessary
infrastructure such as physical, human and findnes®urces to facilitate
meeting this objective. This infrastructure shoblel provided by the
management of the organization to justify the hwgst of serials
acquisition for the library and the maximum usé¢hafse serials by users.

5.0 SUMMARY
The infrastructure required for efficient servicelidery in the serials
section of a library is discussed in this unit. Tingt explained the

physical, human and financial resources that shibelchade available to
facilitate a functional serials unit that is usefulusers.
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6.0 TUTOR-MARKED ASSIGNMENT

1. Discuss the physical infrastructure requiradafgerials unit.
2. Explain the role of having qualified personmethe serials unit
3 Why is finance needed in the serials unit?

7.0 REFERENCESFURTHER READING
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BLURB

This course material is on serials management ardghlights the
meaning, characteristics and types of serialsafesire publications that
have unique titles and are published at regularwals for continuity.
Serials are important to library users because tbeytain current
information that could enhance decision making Users. The course
material showcases why the personnel in chargerdadls in any library
must have the necessary qualities and understarjdlihresponsibilities.
This will ensure that the relevant serials are el acquired,
catalogued, classified, indexed, preserved, sheladdiccessible to users
for retrieval when needed. This is the essenamarfaging serials and
this can be facilitated through the use of ICT $om improve service
delivery.

The publication also highlights the use of ICT &a&rials management
which requires the possession of relevant ICT sHKiy the library

personnel. However, the library personnel can aedghie requisite ICT

skills through training and retraining, learningtbe job and engaging in
professional courses that are tailored towardadilthe gap in ICT skills.

The book also discusses the relevance of finamridl legal aspects to
serials management and describes the componestiaanfrastructure.

This publication provides the fundamental knowledgquired by a

potential serials librarian to be very productinghe delivery of services
to users.
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