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INTRODUCTION

Welcome to LIS 319: Management of Serial Publicadidt is a 2 credit
course to be offered by third year students antlagt for one semester.
The course will expose students in the DepartménLilbrary and
Information Science to what serials publications, aheir importance
and how they can be managed in libraries and irdtion centres. The
essence of this course is to provide the theotetiod practical skills on
how serials publications can be selected, acquimrdanized 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 gdnlerawledge about
serials and how they can be managed effectivein¢et the needs of
the users. The course comprises of five modulels sikteen units for
clear understanding of the activities of a seflialarian.

COURSE OBJECTIVES

It is expected that at the end of this course,esttglwill be able to:
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 ngan@ent
identify the composition of an acquisition poli@y serials
identify and explain how to source for and acqseeals
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 q@pdiion of the
theoretical and practical aspects of this coursethmyoughly going
through the modules, answering the questions atrtdeof each module,
reading the recommended reading materials, actwgcppation in the
practical exercises and attendance to the onlicikt&ion.

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

ASSESSMENT

There are two types of assessment: continuous sssseas and final

examination. The continuous assessment is Compased Test (CBT)
which will be done three times for the durationtbé course and it
carries a maximum mark of 10 marks each. Therefarstudent has a
maximum score of 30 marks for continuous assessmeamks and 70
marks for the final examination that will be takah the end of the
course. A student is expected to take the three @Bd the final

examination.

STUDY UNITS

There are 16 study units in the five modules fas tbourse.

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 lseria

Unit 3 Responsibilities and qualities of a serlddsarian

Module2  Components of 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 andsesvation of
serials

Unit 3 Evaluation, cancellation and weeding ofadsr

Unit 4 Serial use policy

Module4  Application of ICT for Serials M anagement

Unit 1 ICT facilities required for serials managarh

Unit 2 Deployment of ICT for serials activities

Unit 3 ICT skills required by personnel in seriatst

Module5 Finance, Legal issues and Serials Infrastructure

Unit 1 Budgeting and financing of serials

Unit 2 Legal issues in serials management
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Unit 3 Serials infrastructure

GETTING THE BEST FROM THE COURSE

For you to succeed in this course, a personal papta internet access
is compulsory to access the materials and lectateanytime and
anywhere. You are expected to use the intendeditepoutcomes to
evaluate yourself to know if you were able to coetnd the
knowledge expected to be gained in each unit anduieo You should
make out time to attend all the facilitations foistcourse to get a better
understanding of the course. To make good gradesskyould read the
study guide very well and create a study scheduielwyou should
adhere to. It is also important that you read th&oduction and
objectives of any unit and at the end, examine hwmy you were able
to fulfill and do the self-assignment exercise twow your level of
knowledge acquisition of the lecture.

SUMMARY

Management of serial publications is a course wiktenlighten 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® met the objectives
of the course if you adhere to the instructionsgiv | wish you good
success.

vi
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MODULE 1

This module introduces you to the concept of setgl defining serials
and serials management, characteristics of seaiadisits relevance to
users. The responsibilities and qualities of aasefibrarian 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 serlddsarian

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 managem erseics

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 aredathe definition of
serials management. This unit will provide the lmgokind information
for the understanding of the other modules for tbairse. The
relevance of serials and serials management witl laé discussed.

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 differ@mfiormation material
from books. It can be in any format that is primtetectronic and are
expected to continue indefinitely. Serials can bkngd as “publications
in any medium issued in successive parts at regafairregular
intervals, usually having numerical or chronologid@signation and
intended to continue indefinitely” (Rogers, 2014, p7).

3.2 Definition of Serials Management

Serials management is explained as *“activities eoredl with the
availability, accessibility, acquisition and orgaaion 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 thtougglection of new
publications that will be relevant to users. Theiadn 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 lvanged on the
shelves for users to have access to them and vetii®@ormation
embedded in them.

Serials needs to be assessed periodically to deterihthey are still
relevant to the users through evaluation and thealsethat are
physically damaged or old will be removed througie process of
weeding. Serial management also involves the prasen of serials to
prolong their lifespan. Therefore, the overall gobserials management
is to ensure a balanced serial collection thatrgawoized and can be
easily retrieved whenever users need them.

3.3 Components of Serials Management

The components of serials management are selectoquisition,
processing, organization (cataloguing, classiftsatiand indexing),
shelving, preservation, evaluation and weeding.ndkle and Nwalo
(2017) ascertained the elements of serials managem® “serials
acquisition which involves selection, deselectiond asubscription;
organization which involves processing and disglayshelves 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 volumes andchbers and this
means serials contain current information becadg@er occurrence.

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 entrsituation of the

state of the economy of a nation can get such famtional newspaper
of that country. Likewise a researcher interestecurrent researches
and outcome of such can consult conference protgedor journal

articles where recent and current researches amid bsult can be
found. This was emphasized by Idhalama and Obi9qR®ho stated

that serials are important publications in acadeamd special libraries
due to the currency of information they contain.

Serials are important to students and researcherguise they contain
the most current and relevant information that lsarused for academic
and research purposes. Komolafe, Gbotosho and Oel€2@20) stated

that serials publication could be used by the gangublic for leisure

and entertainment, so serials are vital informat&Esources to people in
the society.

Serials management is important in libraries anfdrination centers
because users need current information and thisongnbe retrieved
and used by them when the serials are managedieflgcior users to
have access to the information contained in theamadement of serials
becomes imperative with the escalating costs ofalserand the
dwindling available library budgets which necedstahe judicious use
of available financial resources and invariably age the acquired
information resources including serials. This ifrafed by Ogunnuga
(2013) who reported that there is an increase enréfevance of serials
management by libraries due to reduction in libifangget and the need
to provide current library information materialschuas serials and this
has made serials management to be among the nadlinding routines
in the library.

The management of serials publication is importankeep track on
renewal, frequency of serials, special issues aed sgerials. Serials
management is important to the library personnelt anables them
know what serials to choose from the enormous seriblished based
on the information needs of users, how to acquirgubscribe to serials
and how to organize serials. These different aatwiif not properly
done will negatively affect the serials collectiam terms of wrong
choice of serials selection and invariably, poovise delivery to users.
Serials management therefore, must be taken sbribysthe library
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personnel for improved service delivery to usefss Will consequently,
improve the image of the library.

SELF-ASSESSMENT EXERCISE

Define the concept of serial

4.0 CONCLUSION

Serials are important information bearing materiasa library and

information centre and so libraries have to acqair@rovide access to
them in order to satisfy the information needssdrs. It is important to
manage serials so that they can be accessible es dsr ease of
retrieval and use. The management of serials gbirayigh the different
components is done systematically to allow forefie service delivery
to users.

5.0 SUMMARY

In this unit, serial has been defined as a pubdinathat is published at
regular interval and is stored in a separate Ut ldorary. The concept
of serials management has been explained. Seraiagement involves
the activities about availability, accessibility, ropessing and
organization of serials in a library. The composerdf serials

management were also highlighted as the activified need to be
carried out by the librarians to make the serialsdily accessible and
easily retrieval to users. The components are:cseige acquisition,

receipt, cataloguing and classification, shelvingyaluation and

weeding. The importance of serials and the managewfeserials to

both users and library personnel have been exmlaine

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 managementitvary

g
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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 serial@amagement and the
components of serials management were discussedniinl. The
previous unit provided the background to what therse is all about. In
this unit, the features of serials will be explairend types and examples
of serials will be highlighted.

2.0 OBJECTIVES

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

. Identify the types of serials

. Describe the characteristics of serials and diffeage them from
other library information resources

. Examples of serials

3.0 MAIN CONTENT

3.1 Types of serials

Serials can be classified as periodicals and noioglieals. Idhalama
and Obi (2019) citing (Nwalo, 2003) explained aiqeical as a serial
that has a specific title and frequency of issuleilava non-periodical is
a serial that does not have a regular frequeney,igh it is published at
irregular interval. Examples of a periodical seriale: journals,
newspapers and magazines. Examples of a non-pmaloderial are
yearbooks and monographic series.
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Serials can be classified based on the frequenpyblications such as
daily, weekly, monthly, bi-monthly, quarterly, arally, bi-annually.
Serials can also be categorized based on the tiypeldisher such as
academic society, a research institution, usitgra learned society,
a reputable publishing organization, or a fgssional body. The
categorization of serials can also be done on suljjasis such as
general topics, science, engineering, humanitiegdicme, health,
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 caadsessed without any
device, while electronic journals (e-journals) #rese that are accessed
using an electronic device such as computers, ghawoeirnals can also
be classified as open and subscription based. @peess 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 ab rtore people who
may not be able to afford the cost of access sildestiournals can have
access to such journals. Bankole (2019) explaitet the aim of
authors of open access journals is to make availtigir findings and
discoveries from studies carried out to a largeutaion who may not
be able to access subscribed journals because cb#t of subscription.

Subscription based serials especially journalgtarse that an individual
has to pay before one can access such journakalemlly. This is
done mostly by well recognized established pubiishehom articles
published with them are of high standards. Theesftur anyone to have
access to their articles, payment is necessargrelith the individual or
by the library of an institution. The disadvantagfesubscription based
access journals is it limits the number of peopks tan gain access to
such articles due to the payment before access.y occur more in
developing countries such as Nigeria where the ppuevel is high.
The consequence of this to students and researish#trs reduction in
the number of articles that they may have access to

3.2 Characteristics of serials

One major characteristic of serials is the freqyesfche publication of
the materials and this has to be known to librariamd users for them to
acquire them. Serials are information materiatst @re published at
regular intervals or periods. Serials contain qurend vital information
as some types are published regularly and thisaeadthem to users
especially researchers who need current informdtiotheir research.

Serials are housed in a separate section from otfegmation materials
in a library (Fig. 1). Large libraries like acadenlibraries usually have
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an entire section dedicated to serials publicadioa this is manned by a
librarian and other library personnel. Another eltteristic of serials is
that they are usually not loaned out in most liearHowever, in some
libraries such as special libraries, they are Idamét to users on short
term basis, usually 24 hours. Serials can be fomnHoth print and
electronic format, so users have a choice to dewidieh format best
suits them.

Serials have volumes, numbers or issues to show dbetinuity since
they are expected to be published for a long tifis helps in keeping
track of the serials to the publishers, librarysoanel and users. This
differentiates serials form other information matkr 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 volumesue or number and
coordinated by a group of people called editorseditorial members,
unlike most books that are written by one or twdhats on a single
subject area.

Fig. 1 Serials section of a library
Source:https://mrlibrarydude.files.wordpress.comi/l203/374878155
8bb8f8c87a.jpg?w=640

3.3 Examples of serials

Examples of serials include newspapers, magazinesynals,
conference proceedings, annual reports, newslgttégs 2). Examples
of serials as listed by Komolafe, Gbotosho and Gidew2020) could
include: newspapers, magazines, newsletters,ssiores, journals,
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indexes, abstracts, reports, memos, proceedargs transactions of
societies. Aghadiuno, Agbo & Onyekweodiri (20153téd journals,

newspapers, magazines, annuals, memoirs, procesedmgsactions of
societies and monographic series as examples @isséound in two

university libraries in North-central, Nigeria. Tdeeserials could come
in print, electronic or both. Therefore, exampléserials from various
literature can be highlighted as:

1. Magazines: are periodicals that contain articlesttewr by
different authors on general or specific topics eda®n the
targeted audience and organized by an editor. Aaiag can be
published weekly or monthly and are available owsstands,
bookstores or subscribed to (Figure 4).

2. Newspapers: are serials that contain news, regedammns,
advertisements, editorial comment, local and forergerest that
are published daily or weekly to meet the generablip.
Newspapers could be locally or nationally based tmehe
people it sets out to meet their information ne@dgure 5).

3. Journals: are the compilation of scholarly arscleritten by
different authors based on research findings armngted for
publication. The articles submitted are reviewedebltors and
could undergo peer review to ensure the aims amdlitgwf the
journal. A journal usually has an editorial commdtt that
oversees the quality of the journal. The frequentyournals
could be monthly, quarterly, biannually or annugfigure 6).

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

5. Newsletters: are serials that contain news, curneformation
and announcement to individuals in a specific @sifen with
common interests. Newsletters are sent to membérsno
association or organization as part of their mesiiprand are
not readily available to non-members (Figure 9).

6. Indexes: are guides to the contents of a documectltection of
documents with the same format arranged in a sehkelorder
such as alphabetical, classified, chronological nmmerical.
There is an index at the back of a good book asal iakdexes for
journals (Figure 10).

7. Abstracts: are short summaries of journal articlespks and
chapter in books that provide information about ittellectual
content of the publication. The length of an aldtceepends on
the type of the document and the purpose which sisally
specified by the editor of the publication (Figi¥).
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Bibliographies: are compilations of articles writtey the same
author or on a specific subject or country and fteguency of
publication could be annual. The person that coespih
bibliography is referred to as a bibliographer. IBipraphies
could be general, subjects or countries. An elaeatreubject
bibliography complied by a librarian could be upshtmore
frequently based on the addition of new articlestlasy are
published (Figures 12 & 13).

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

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

Yearbooks: are annual publications that contaiarmftion such
as historical, memorial of facts, photographs, atadistics about
events that took place in the preceding year ofinstitution,
profession and country. Yearbooks could be genmradubject
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 ooeice based on
fact finding. Examples include annual reports, pesg report
and committee report. A memorandum usually refeteeds a
memo is a letter that is written and distributeteinally within
an organization to one or more people and it hlasaaler stating
the logo of the organization, date it was sentwahd is sending
it and to whom it is sent to.

Biographical sources: provide information such ashpdeath
dates and accomplishment about famous peopleferetliit areas
such as politics, education, industry, professidiedtls, sports,
entertainment. Biographical sources could be génetbject,
national or international. An example of an intgronal
biographical source is Who is who.

Geographical sources: are publications that pround@mation
about places such as cities, towns, forests, mmstand
countries in connection with their description afatation.
Examples include atlas, maps, globes and travelegui
Manuals: are books or pamphlets that contain palcti
instructions, steps, procedure and rules to carryan activity or
perform a task in an organization.

Transactions of societies: are publications thataio the duties
and activities performed by a society or assoaiatio
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Fig. 2 Examples of some serials in a library
Source: https://www.google.com/FInulibraryoperasiovordpress.com

0y
»

Walanasy

Fig. 3. Serial section in a Nigerian Tertiary Insitution Library
Source: https://www.google.com/laspotechlibrary.net
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IFLA ASIA OCEANIA REGIONAL
QUARTERLY NEWS

November 2020 issue

RSCAOQ Chair’'s Message

1

Dear Colleagues,

The global fight against the
COVID-19 pandemic has not
ceased. The pandemic has caused much
severe damage to human lives and
disruptions to our daily life and work. It also
brought about unprecedented changes that
are reshaping the library communities in
Asia and Oceania and the global hibrary
world. A lot of sharing and discussions have
taken place about the curremt situations
affecting libraries. Let's work together to
survive and thrive! [Link]

Sincerely,
Tina Yang

Regional Manager's Message

Dear Friends,

Libraries around the world are still affected
by the COVID-19 pandemic. In the spotiight.
we have the inaugural series of the Leadery’
Conversations, which focused on Libraries in
the Post-COVID-19 World. This series was
jointly organised by the IFLA Regional Office
for Asia and Oceania and the National
Library Board, Singapore (NLB), in support of

the IFLA Global Vision

2,

Stay safe and healthy! [Link)

Sincerely,
Soh Lin i

IFLA reviews its Governance 10 increase
efficiency, collaboration, stronger regional
representation,  greater  financial  and
organizational sustainability, more varied
opportunites for participation and better
support for volunteers. [Link]

Foshan Library (China)
wing the coveted IFLA
Press Reader International
Marketing  Award  for
2020. [unk]

-} 1

TrW

Stephen Wyber, discusses the association’s
position on the role of librares in supporting
the achievement of the United Nations
Sustainable Development Goals. [Link]

Fig.9. Newsletter

Leaders’ Conversatio es in the Post-COVID-19 World

Wha

and start?

Libraries would stop, continue
Leam more from the
Iinteresting answers from Leaders of
Public Libraries from Australia
China, Jordan, Malaysila, The

Would Libranes colloborate and

forge portnerships to strengthen
ond grow in the Post-COVID- 19
World”™ Be inspired by the
discussion among Leaders of
Academic Libraries from
Australia, Hong Kong, Indonesia, IR
Kazakhstan, Lebanon, Sn Lanka
and Singapore. [Link]

“Would Librorses get bigger or smalier in
the Post-COVID-19 World?” Read what
Leaders of National Libraries from China,
Indonesia, Malaysia, New Zealand, The
Philippines, Britain and Singapore have
to say. [Link]

Ovpararnt by

._ !a [P Tr——

= e o 6 Gt

What is trending in the region? —— p

Public Libraries in New South Wales, Australia adapted
and innovated in response to the challenges that arose from
the COVID-19 pandemic. [Link]

Indonesian Library Association
celebrated its 47" Anniversary and
officially anncunced its Anniversary
day as Indonesian Librarian
Day, [Link]

Library and Information Science Professional in
Bangladesh worked to provide authentic information as
well as fast and innovative services to their patrons. [Link]

Myanmar Library Association provided onlfine training and discussions for its
para-professionals and disseminated information about COVID-19 and how
librarses elsewhere are responding. [Link]

—

National Library Board, Singapore launched a
children’s book subscription service that allows library

users o get a monthly doorstep delivery of eight curated
books. [Link)

Persatuan Pustakawan Malaysia enwisions to be a leader of excellence in
development, promotion and support of Malaysian kbraries and information
professionals and institutions 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

Library,
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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I . f . II()(FIUIPI]]K,
! 10971¢ I] IL}t All £
[Illl()!‘ﬂ] Ll , ( |l I- i '[]

VOILLLE

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 pubtishe regular intervals
and they have distinct characteristics that difiiege them from other
information resources in a library. There are défe types of serials
and this categorization can be based on regulafitpublishing and
frequency of publication. Some examples of commenals are also
highlighted to provide a better understanding séaal publication.

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 vaése highlighted

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 tlietedd examples of
serials.

PwONPE

7.0 REFERENCES/FURTHER READING

Aghadiuno, C. P., Agbo, A. D. & Onyekweodiri, N. K2015).
Availability and Management Challenges of Seriatsl ather
Continuing Resources in two selected Universityrailes 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 Likyta Library
Philosophy and Practice (ejournal). 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 stHtéigeria.
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 dscontains current
information that will be useful to users. Therefolibrary personnel in
the serials unit must know their role and functiem$¥e able to provide
good services to users. Therefore, a serials idramust have some
gualities to be able to function well in a serialdt. The functions and
qualities of a serials librarian will be explainiedhis unit.

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

o Identify and explain the functions of a serialstaitian.
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 seriaist wf a librarian and

basically expected to manage the collections iruthieso that users can
have access to the collection and harness themafoyn they need to
satisfy their information needs. The responsiletitiof the serials
librarian include:

provision of relevant and current serials

organization of serials

provision of access to serials

provision of adequate infrastructure for the seraiit

record keeping

supervision of library personnel in the serials.uni

ook whE
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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. Thereftre serials
librarian must ensure that this primary goal isfilfed. The

serials librarian must be aware of new serialsighbtl that could
be selected and acquired based on users’ needsi€linaerials
in the library have to be made known to users thinadisplays on
the shelf or putting up this information on thelbtih board or on
the social media pages of the library website. Wik promote

the awareness of the new publications to users.

2. Organization of serials
Serials that are acquired have to be processes@aohized by
cataloguing and classification process, so thatsusan search
for such series and easily retrieve them. The Isetiararian
organizes the serials using the bibliographic ¢ketand group
similar serials together using a classificationesoh so that it
would make 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 ammated library,
users can search the database for a serial ardateenumber is
retrieved which is used to locate it on the sheiftheir use. For
e-serials, the serials librarian must provide thecessary
information such as username and password, soug&s can
access such e-serials.

4. Provision of adequate infrastructure for the seials unit

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

5. Record keeping
Record keeping is an important activity in the dity;, so the
serials librarian must endeavour to keep recordy well for
every activity that is carried out in the seriatstuSome records
that should be kept are: materials selected, oddemequired,
received, catalogued and classified, sent for bipdiweeded,
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payment, income, expenditure and users statisBogd record
keeping will facilitate good decision making.

6. Supervision of library personnel in the serialsinit

The serials librarian as the head of the unit Hes duty to
supervise other library staff in the serials uniensure that they
are carrying out their activities with diligencecaading to the
goal of the library. The serials librarian shoulsholw the
competencies of the staff working with him and @ssduties
based on their competencies. The essence of tieevssipn is to
make sure that the services rendered are thosewiheaatisfy
users.

The functions of the serials unit can be summarindelg. 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/areasofautomatioramy-
191002045110/95/areas-of-automation-in-library-13-
638.jpg?ch=1569992228
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1.
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Qualities of a serials Librarian

Academic qualification

A serials librarian should possess at least a Bacluegree in
Library and Information Science from a reputableghier
institution. An additional qualification of a Masti& Library and
Information Science will be an added advantages Wili 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 abbet durrent
serials collection and how to add to the curreniatecollection
so that the users will always find the collecticglevant and
useful to them.

Possession of ICT literacy skills

In this information age with the adoption of Infaation and
Communication Technology (ICT) in libraries, a aégilibrarian
must possess high ICT literacy skills to use thailalle ICT for
the activities in the serials unit. This is affirdhby 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 packagesatimyj
editing, scanning and uploading skills. The Intérnend
networking skills involve the ability to browse ameétrieve
information from the web and ability to use seamgines.
Scanning and uploading of materials are componaenits
digitization skills, while data and text communioat using
different media are the component of communicasiiis.

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 hadadowith

having a high sense of dedication and commitmermuty. The

serials librarians with a high level of dedicatisiould always

want to make positive changes by designing new waiys
carrying out some activities and products that wilprove the
quality 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 largleréiries, the serials
librarian is not the only personnel in that unibeTunit will have
other library personnel that will be assisting #eials librarian
to perform the activities of the unit. Therefordetserials
librarian must be humble, patient and toleranthef dther library
personnel to perform well as a team. The teamtspust be built
among the staff in the serials unit for increaseddpctivity.
This is done by the serials librarian recognizihg tareas of
strengths and weaknesses of each library persamaehssigning
appropriate tasks to them based on their competeand this
allows for all staff to achieve good results.

SELF-ASSESSMENT EXERCISE

List the functions of a serials librarian.

4.0 CONCLUSION

Serials are important information resources becdluigg carry current
information and are housed in a separate placeliorary for ease of
access. The serials librarian is the person whoages serials and
ensures that the information in them can be haeuesssily by users.
Therefore, a serials librarian should possess #ggliired qualities to
perform well in managing the serials unit.

5.0 SUMMARY

In this unit, the role of a serials librarian ame tqualities necessary to
function as a good serials librarian has been éxgia These qualities
are important to know as the possession of thesdtigs will 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, I. (2019). Information Service Provision biblcarians 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 Acoms#i Competenciest
oCompetence Slides.pdf

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

http://downloads.alcts.ala.orqg/ce/20190925 Acdoisg Competancies
TrainingMap Slide.pdf
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MODULE 2

This module will discuss three components of seri@anagement:
collection development policy, selection and acdjois of serials. Each
of these components of serials management willl&éarly explained to
show their relevance to the serials units andititarly users. Collection
development policy is a guideline to be followed thy librarian on
which, what and how to choose and acquire inforomatmaterials
including serials to the library. Selection willghiight the criteria, tools
and procedure to use to choose the most relevaraisséor users.
Acquisition deals with providing access or owngpsta the library and
the various methods of acquiring serials are dsdisThis module will
discuss collection development policy, selectiord acquisition 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 deypehent
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 genant has been
handled in Module 1. You have learnt that serials enformation
materials that are published at regular periodst kea separate unit in
a library and contain current information. Serieds only be useful to
the library users when there are guidelines to enbalance in serial
collection through a collection development poldyich will also guide
the library personnel on actions to be taken instr@als unit.
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2.0 OBJECTIVES

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

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

3.0 MAIN CONTENT

3.1 Definition of Collection Development Policy

A library should have a policy that will show th&ettion that library

personnel should follow in carrying out all theiaties in the library. A

collection development policy is embedded in thealiy policy and it is

a guideline for the management of the collectiooluding serial

publications. The collection development policy miois written so that

every library personnel can have access to it ainére to it to build a

balanced collection in a library. The advantages @iritten 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 its&df serving all
parts of the community, both present and future

4. Informs everyone about the nature and scope ofdhection

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

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

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

8. Aids in weeding and evaluating the collection

9. Provides a means of assessing overall performaricéhe

collection development program

The drawback to having a written collection deveb@nt 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 shouldave some
components such as overview, details and misca@ianessues (Fig.
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15). The overview is expected to contain the oVevbjectives of the
library. This refers to the goals of establishing particular library and
it must be clearly stated. The second componeimteisietails of subject
areas and formats to collect. This refers to thexigiines or subject
areas that the institution focuses on. If it is arademic library, the
various disciplines offered in the educational itnibnal must be
catered for by selecting and acquiring relevant emias in the
discipline. This will provide information materialer the curriculum in
the various disciplines in the educational insibiut

The collection development policy must also spediie types of

materials to collect (what type of serials), thenfat to be collected and
the primary users. The specific type of serial®¥¢ocollected must be
indicated, for example, journals, newspapers, magazand the format
of these materials to collect. It is expedient tiat composition of the
users must be indicated to avoid misrepresentatiomt catering for the
appropriate users.

The third element of a collection development ppli& miscellaneous
issues. These comprise decisions to take on gifilection, weeding,
evaluation, complaints and censorship. The cobectdevelopment
policy must be clear about what to do with gifthat type of gift to
receive and from whom. The aspect of selection aeeding will
involve what to select and weed, how to selectwwadd, who does the
selection and weeding and when to select and wergalss

Evaluation is an important activity that needs ®darried out in the
library to assess if the serials in the library areeting the needs of the
users. The collection development policy shouldestae criteria for
evaluation, who does the evaluation and how oftesmould be carried
out in the serials unit. The collection developinpalicy must also
include how to manage complaints, who are thoseanage complaints
and what are criteria to use in censorship of Eeriaho will be
involved in censorship and how will it be done.
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Criurray Elements of th llection Development Poli

College of Education

* Community Profile
* Community Needs Assessment
* Collection Goals
* Selection Responsibility ¢ Collection
* Selection Criteria w
* Acquisitions
* Collection Evaluation and Assessment
* Weeding
* Reconsideration of Library Materials v

-l\ ollcy Review and Revision . 2

Fig. 15. Elements of a Collection development potlr

Source: https://image.slidesharecdn.com/policiesprocedures-
120129223011-phpapp02/95/policies-procedures-dpireddibrary-
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 &jahe following steps
should be taken:

1. Set the guidelines
The librarian in charge of collection developmenisindetermine
what should be included in the policy, who is todoasulted and
how are decisions to be made. In setting theseefines, the
goals of the institution must be taken into consitien as
whatever guideline must not be in variance with the
organizational goals. For maximum achievement ofyaod
collection development policy, it is advisable t®eua committee
system, where librarians from different units oé tlibrary are
members and decisions taken are expected to béeinbést
interest of the library.
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2. Analyze community needs

A library is established to meet the informatiorede of the users
that it will be serving. Therefore, the librariarust carry out a
community analysis of the needs of the presentfanude users.
The determination of the needs of the users catiobe through
surveys or interviews. The result from the surveyinderview
will be analysed and inferences can be made omékds of the
users.

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

4. Circulate the draft document
The draft document should be circulated to selentedhbers of
the community to have their impact and feedbaclemiwith a
stipulated deadline. Comments received can be tcs@dprove
the draft document.

5. Adopt the revised document
The document having been revised by including therments
from members of the committee can now be adopted an
published as the collection development policytfer library.

6. Provide for ongoing review
A collection development policy is not a one-timé¢atie
document as changes may need to be made basediogecim
focus, subject area and user groups. However, raugb review
process must be ensured to produce a good cofliectio
development policy that will benefit the library.

Note: Guide to developing a collection policy is dctussed in these
slides https://www.slideshare.net/joh5700/policies-procedes-
developing-library-collection-policie9

Examples of collection development policy in diffent 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/downidad
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/publicasécurre
nt/librarydevelopmentguidesguide6_Developingacdilbec
nplan_fullversion.pdf

3. School Library
a. University Laboratory High School library in \dnha,

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

b. School libraries in Kwazu Natal, South Africa
https://lwww.library.illinois.edu/uni/policies/cattiondeve
lopment/

SELF-ASSESSMENT EXERCISE

What are the importance of collection developmethicy?

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 pylimust be written
and accessible to library personnel to ensure tticge guidelines are
followed. The elements of a collection developmmariicy indicate what
should be in and the steps in formulating a cabectdevelopment
policy are provided. All these are to ensure thativaies are
professionally done without any bias to provideiceght services to
users.
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5.0 SUMMARY

The definition of a collection development poliaydaits advantages to a
library were discussed. . The three major companefita collection
development policy (overview, subject area and #&irmand
miscellaneous issues) were explained and stepkéoin formulation a
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 developmgolicy to a
library?

3. Design a collection development policy for a unsisrlibrary.

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 12D
https://www.avondale.edu.au/Departments/Libraryi&xion-
Management-Policy-2011.pdf

https://www.sols.org/files/docs/develop/publicasécurrent/librarydeve
lopmentguidesguide6_Developingacollectionplan_frbion.pdf

33



LIS319 MODULE 2

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 tlibrary that has to be
taken with every sense of seriousness and profesgm. Selection

involves the choosing of relevant serials from tlugmerous ones that
are being published regularly. The steps and howany out 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 itoirtgmce.

. Mention and explain criteria for selection of skyia

. Identify and describe selection tools and procedareselecting
serials.

3.0 MAIN CONTENT

3.1 Definition of serials selection and its relevare in a
library

Selection is the process of choosing which setfas will be added to
the serials collection in a library. This depends ihe collection
development policy which specifies the area of cage, types and
format to be acquired by a library. Selection afade is important as it
is fundamental to the success of the serials @asitsther activities such
as acquisition, cataloguing and classification emculation depends on
it. Selection is relevant as it facilitates thepsmn of the needed serials
for the users, assists in building a balanced codle and ultimately
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fulfills the goals and objectives of establishindilzrary which is to
provide the needed information resources includiegals to users. For
example, in the library of Louborough Universitynitéd Kingdom, the
collection management policy stipulates that serséak not to be more
than 70% of the serials collection
(https://www.Iboro.ac.uk/services/library/studeatsjut/collectionmana
gement/).

3.2 Ciriteria for Serials Selection

Selection consists of two major steps; identifyiaggas of needs of
library users and collecting appropriate lists €sBbn aids or tools)
from which those needs are met from various soui8esals can only
be considered for selection when their existencedéntified. This

means the serials librarian must know if a seriaste or not before
considering to select or not to select. The sefibtarian can know the
existence of a serial through reviews, publishergettising list and so
on.

The decision to select a particular serial overtlagoshould be based on
the relevance of that serial especially journasatisfy the information
needs of the library users. This implies that whemappropriate serial
is selected, ordered and eventually acquired,whllstranslate to high
use of such serial which will justify the cost oturphasing or
subscribing to it by the library. Therefore, thées&on of a serial must
be cost beneficial to library users, reflectingtteaen though the serial
is expensive, it is relevant to meet the informateeds of library users.

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

1. Information needs of library users

The essence of acquiring or subscribing to seinalke library is
to provide information materials that are relevamtusers to
satisfy their information needs. Therefore, it rees imperative
to consider what type of information the users neategory of
users and need against demand, so as to seleaa@ntlaaterials
that will be useful to them. The serials personmetd to carry
out an information need assessment of the libragrauto know
what they need. This can be done through sendinghat

guestionnaire to the library users electronicatgl &equesting for
areas where they need information. The feedbaaskwed can be
analyzed and the report from such result can be tsenake
decisions on what areas materials to select simrilthd format.

2. Reputation of authors
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In selecting a serial for a library, it is necegstr consider the
authors that contributed to the intellectual cont&irthe serial to
ascertain if the authors are competent in termknofvledge to
have written in the serial. The reputation of thehar can be
determined based on the affiliation of the author an

organization, so if the organization is one thawel rated, then
it is assumed that the author has the requisitevladge in terms
of educational qualification and expertise to hawetten the
serial publication. The title, rank and institutgdraffiliation of

authors can be useful in affirming their competetuwevrite 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 wiiéfinitely
publish serials that are of good quality, becaudmsy twill not
want to tarnish the reputation they have built oyears. Such
publishers will only accept relevant and good dyahformation
from reputable author to publish. Therefore, seridlat are
published by notable and recognized publishers viaé
considered for selection unlike serials that hagernbpublished
by new publishers or unknown publishers.

Subject coverage

The subject area which the serials publication cowaust be
known so as to see if it will meet the informatioeeds of users.
Therefore, serials should only be selected if tiigext covers the
area where users are interested or have informataas. The
serials librarians want to ensure that the subjesterage of a
serial will be relevant to the curriculum in a tery institution or

meet the area of focus for special libraries.

Cost benefits

This is an important factor to consider when salgctserials

publication. The cost (subscription) of a seriat@msidered vis a
vis the benefit the serials will be to the librarsers, that is cost
and use (demand). The implication is that if aadés expensive
in terms of price, but it will benefit a large nuerbof users in a
library, then such a serial should be considereddgection.

Editor and editorial board membership

This is relevant to scholarly journals where thenposition of
the editor and the member of the editorial commaitéad their
organizational affiliation are listed within the umal. The
composition of these individuals is a guide to cade their
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competence in terms of educational qualificatiod knowledge
in producing the journal. Top rated journals sedochndividuals
that are well qualified to become editors and meslud the
editorial board with good spread in terms of gepbreal
location in the world.

7. Alternate format availability

Serials are now published in print and electrowienfat, so the
library may decide on which format to select basadthe what
the users require, ICT infrastructure in the ligrand ICT

literacy skills of users and library personnel. \Whbke users are
not in one geographical location and the libraryaitgomated,
then it becomes necessary to acquire e-serialbaousers can
access the serials from wherever they are outselélrary. This

will enhance their accessibility and retrieval mformation from

the serials.

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 natter
connectivity, regular and stable power supply, Isat tsuch e-
serials when acquired in the library can be eaasilgessed and
used by the library users. For e-resources to leetsel, the ICT
literacy skills of the library personnel must bendao be able to
use the e-serials to provide good service deliveny.the other
hand, the library users must possess good ICTaditeskills so
that they can navigate the site for the e-seriad eetrieve
relevant information from them with minimal effort.

8. Price

The price of a serial is also to be consideredtwkif the library
can afford and sustain its continuity. A serial ttha very
expensive may not be easily affordable to a libi@gsidering
the dwindling library budget experienced in modbrdries
globally. However, the price of a serial shouldcbesidered with
the usefulness of the serials to the users, sebewstfit or cost-
effectiveness of a serial should be used in degithie serials to
select for a library.

9. Place of publication
The place where the serial is published can alsa l&ctor to
consider in selecting serials for a library. Sorieakies may
decide to select locally published serials suctmagazines and
newspapers so that users can be abreast of the ofetheir
country. Some libraries could select serials basedtudies on
particular areas and this will determine where sackerial is
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published. An example is where a university hasog@amme on
Asian studies, the serials librarian will have &lest materials
published on Asian studies, mostly of which will jpeblished in
Asian countries.

Selecting an electronic serial particularly joumaleans placing
a paid subscription, signing a license agreemegssing a title
on a pay-per issue basis, including a title irbeally’'s gopher 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 considerddr selecting
electronic journals:

1.

38

Quality and content of the serials

This involves checking for the credibility in terro$ knowing if
it's peer-reviewed or indexed, its availabilitynmultiple Internet
sites or multiple formats, comprehensiveness ofatstent and if
the internet version meets the needs of usersfdlloaving 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, whstititional
affiliation do the authors belong to, is it goirgglie available for
a long term, how current is the data and what atdggndoes it
have over a print serial? These questions will guige serial
librarian on the relevance of the content of théateto the users.
The electronic journal to be selected must be baeis relevant
to the subject areas of the users.

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. Theeefdhe
hardware and software presently in the library havebe

considered before selecting a journal to know #ythwill be

compatible with the proposed journal to be seledfatie present
hardware and software in the library are not gotog be

compatible with the proposed journal, then it methrese will be
a change in either not selecting that journal aidieg to change
the hardware in the library and this has cost iogtion for the
library.

How compatible will the e-serials be with the exigt local
network?, Is the license for a single or multipker?, what type
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of search engine will be used?, will the e-matebal able to
recognize users from institutions? These questidhassist the

serials librarian to decide if to select this eledeyr an alternative.
The level of ease of use of electronic journal e¢d be

considered. If the e-serial is easier to use, tiseaehigh tendency
that the users will consult it more and this previdhe

justification for the acquisition.

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

4. Support

Support is an important factor to consider wheedelg a serial
publication. Support that will be given to traineus and staff,
quality of documentation and the reliability of twendor are
components of support that need to be taken intgideration. Is
the technical knowledge that the librarian and sisbave

adequate to use the e-serials that are to be egRedt not, then
required training has to be given to the librariand users if the
e-serial has to be selected. Is the publisher adaeready to

provide such required training? Can the librariand users use
the e-serials with the manual or documentation iplexy if there

are minor technical challenges? How reliable is ¥ieador in

terms of providing prompt and adequate serviceshewer there
is a challenge and a call is made for assistance?

5. Legal issues

Legal issues need to be taken into consideraticenveresources
such as serials publications have to be selected.ldgal issues
are copyright, licensing agreements, fair use aedgyvation and
production. Each electronic journal has its ownycight issues

that have to be adhered to when selected in ayibfde library

has to know these copyright issues and determiiheah comply

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

avoid copyright violation.

Each e-resource has its own licensing agreemerdhwhiil contain who
uses the e-resource, where, and what happenslibthey fails to abide
by the agreement. The librarian must ensure theuse for e-serials,
and electronic serials can be photocopied onlethrcational purposes
and not for commercial purpose. The legal issussdao with how the
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e-serials can be preserved and produced such astavida when an e-
serial in CDROM is destroyed or damaged.

3.3 Tools and Procedure for Serials Selection

There are selection tools specifically for seriablications which allow
the serials librarian to know the recent serials tire being published.
These selection tools are aids used to choosd pahbécations 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 sendiicptions
issued regularly and irregularly.

Publishers’ catalogues and indexes.

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

4. Publishers’ advertisement

5. Published reviews and journal lists from otherdiies.

6 Suggestions from users and staff,

w N

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

1. Recommendation by specialists involves the seriidgsarian
asking for serials requests from the specialisteab organization
(Fig. 16). The goal of this is to ensure that tleeads that are
selected are those that will be useful to the s$isiE) since they
are the ones that suggested the serials. This ¢ineespecialist
the opportunity of being involved in the selectimocess.

2. Announcements and reviews: New serials can be krtbvaugh
announcements by publishers by sending a list oW ne
publications to the library or the vendor sendsstadf new serials
to the library. This will allow the serials libran to know recent
publications to choose from. Reviews will help akilibrarian to
choose a serial over another, because a review safrial will
make the librarians to select or not to selectrialse

3. Consultation of list of most cited serials will fate the
selection of serials as the more cited a serigdhssmore useful it
is to the users. However, the serial librarian nhestversatile to
search for the list of serials most cited.
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4. Recommendation by library personnel is anothelrttoat can be
used to select serials. The library personnel sstgghe choice of
some serials which they have found being used hyynfibrary
users and this means it is useful to them.

Ordering Books and other
material

*  Faculty and staff can order books and
non-book material, which will then be
added to the library collections.

* Contact your Faculty Librarian for
information on book-ordering procedures.

* |t is essential that you send a copy of
recommended reading 1o
your Faculty Librarian to ensure that P 3
recommended materials are available for [
your students in good time.

* Departments are beginning work on
departmental collection development
palicies. It would be worth getting
involved in that process.

Fig. 16. Selection notice to staff in an organizain
https://slideplayer.com/slide/2665302/10/images/84&Ding+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 only fessional staff.

However, this is not the best as users should \nghe opportunity to

be involved in the selection process. For librandsich have large

collection with several librarians and large uséng, head of the serials
unit cannot do the selection alone.

For example, many university libraries allow acadestaff, other staff
and students to participate in the selection ofenigs including serials
to the library collection. It is always recommend#tht a serials
selection committee be constituted for the selacaad the members
will include library staff and users. The committéealizes the list of
serials to be subscribed to on the basighef needs and objectives
of the parent organization, recommendations efrttembers and the
available funds of the library. A vendor can alse involved in
selection of serial publication through the promisi of current
publishers’ list.
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Click on the slides to gain more knowledge on sel@n of serials
(https://www.slideshare.net/allana33193/selectiot-acguisition-of-
print-electronic-serials

SELF-ASSESSMENT EXERCISE

What are the criteria use to select electroniaglsér

4.0 CONCLUSION

Selection of serials is an important activity thas to be carried out in
the library. The impact of selection of serials tennegative or positive
to users, because the wrong selection of seridlsmply that users will
not use them as they are not useful to satisfy tinédrmation needs.
This will amount to a waste of financial resoureggch many libraries
are currently battling with reduction in library dget. However, if
selection is professionally done, users will haweess to relevant
materials they require to meet their needs.

5.0 SUMMARY

The definition of selection and importance of derigelection were
covered in this unit. The criteria that can beduf® 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 s¢s®

Expatiate on the criteria for selecting elecitaerials

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

PONPE
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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 s¢si
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 begstudsed in Unit 2.
The next activity after having completed the sébectactivity is
acquisition. Acquisition is the conscious addittorthe serials collection

through different methods. The definition, impodanand methods 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.
. 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 seriab the library
collection to increase the volume of informationtengls in a library.
Acquisition of serials is important in any libraayd information centre
so that there will be new information materials edido the collection to
cater for the information needs of users. The abdity of new serials
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should lead to accessibility to the new ones whidh necessitate use
by library users to satisfy their information need$ie information
needs of users are not static, but varied andrégsires the regular
acquisition of serials to meet such varied needs &cquisition of
serials will fulfill one of the objectives of hawna library and
information centre which is to provide current imfmtion that is
embedded in serials to users to satisfy their needs

3.2 Methods of Serials Acquisition

Serials can be acquired by different methods ssckubscription, direct
purchase, donation, gift and exchange. Idhalam& @bi (2019)
reported that serials were acquired through dimatchase, online
subscription, gift, donations, direct order, exaj@rand institutional
membership of association in seven university tiegin South-south,
Nigeria, with direct purchase being the major meahacquisition. In
University of Louborough library, United Kingdomleetronic journals
are more preferred than print when acquiring sefiat the library, but
availability of funds, licensing, archiving and ass must be considered
first
https://www.lboro.ac.uk/services/library/studengfat/collectionmanag
ement/). Acquisition of serials could include puash of print materials,
purchase of access to remote electronic resourdesation and
document delivery. There are basically six methadsacquiring
periodicals. These are:

Subscription

Purchase

Standing order

Gifts, donations and exchange

Legal deposit

Members of societies, associations and institutions

oohkwnE

3.2.1 Subscription

Subscription of serials refers to the payment oheyoto the publisher
in advance and usually on an annual basis for ials&ubscription is
the payment for all issues of a serial publishedbie year and the
payment is made in advance of the receipt of tfs iEsue. This is the
most common method of acquiring serials in a Ifrdie serials are
subscribed directly from the publishers or vendut the amount is paid
in advance, after which the library receives thdate Normally, a
serial subscription takes effect from January angstrbe renewed
yearly. Examples of serials that can be subscribedre: magazines,
academic journals, newspapers, memberships, neésvsleand some
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annuals. Newspapers and magazines could be sudx$dobon weekly
or monthly basis.

For many libraries especially academic librariegseador or an agent is
normally used. Vendors are middle men between ighdis and

libraries and they collect a service charge forirtjebs. Clarke,

Henderson and Holden (2018) explained the duties sérials vendor
include the coordination of journals from differegmuiblishers for the
library. The vendor deals with all the process odking sure the
selected journals subscribed to are the ones mtdiy the library,

missing volumes or issues and other things relattn@cquisition of

serials in a library. The advantage of using a wensl that the librarian
is not involved in the process of dealing with thé publishers whose
serial they have subscribed to and all the prosessmlved including

record keeping, but deal with a single person &iad teduces the work
stress.

The role of the vendor should include quick resgots orders and
claims, accurate invoicing, prompt replies to ctradles, arrangements
for various billing and shipping addresses and rgameent reports. The
services performed by a vendor for the serials ohia library are:
subscription renewal, placement of new subscripticencellation of
subscription, coordination of serials order, proons of invoices,
claiming and replacement of missing issues. Otharslude;
management reports on status of serials collecéiod expenditure,
projection of future serial cost, obtaining samjg@sues and access to
electronic journals.

The vendor must deliver on the expected functiangha continued use
of the vendor by the library will be dependent ¢ tprovision of

efficient services. Therefore, the serials libnanaust be very careful in
selecting a vendor as the vendor should be seldeséd on good
reputation, diligence and reliability. A serialdrarian can ask from
colleagues from other libraries for a reliable vendhey have been
using, so this will be due to personal recommendaitiom professional
colleagues. Vendors include Serials Solutions, TDRELC WorldCat

Link Manager, SFX

The library that decides to use a vendor must pgevhe following to
the vendor: title, volume and issue number, 1S$&fdency, publisher,
price, date of order, year and month of start am@iibn of subscription
period (usually not less than a year). This infaramato the vendor is to
provide clarity on what the library wants and tham agreement is
signed by the vendor on the one hand and the sdifmbrian on the
other hand. The vendor will also inform the seriditgarian on the
service charge for services to be rendered, apiatepiperiod for
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cancellation of subscription whenever the needeariand mode of
payment.

The vendor offers a lot of services to the seuais:

1. Printed lists: this is a comprehensive list of npublications
from different publishers

2. Title and holdings data: contains the titles antlections from
different publishers

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

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

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

6. Management information: the type of informationtticauld be

provided for management and used for decision ngakin
3.2.2 Purchase

Serials can be purchased directly from publisherthmugh vendors.
The option of using a vendor is beneficial to liiea especially large
libraries as it reduces the stress of monitoringsstption rate and
payment for each journal, which can be very cuntdraes The rate of
purchase of serials could depend on who is pursgasihe rate for
individual purchase is most times lower than instinal purchase or
multi user.

3.2.3 Standing Order

Standing order is an instruction given to publishir supply serials to
the library whenever such serial is published, pagment is made only
when the serials are received in the library. Tiheaty will continue to
receive any serial on standing order indefinitelgept when the order is
cancelled and payment is made after each senat&ved. Serials that
can be placed on standing orders include numbemtbgnaphic 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. Serialttcan be given as gifts
are newly published serials which publishers senthé library without
any fee to gain their interest and individuals gleg out their libraries
or collections. There are some organizations teatl dheir periodicals
free of charge to libraries. A library interestedsuch periodicals will
get in touch with the organization so that they tenlisted on their
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mailing lists to receive such periodicals as gidenations are solicited
serials from individuals, publishers or organizatito increase the
quality and number of the serials collection iniadry based on the
information needs of the library.

Exchange is another method through which a libcary acquire serials
publications, although this is not the prominentthme of serials
acquisition. Exchanges occur between libraries iofilar type, one
university library and another and are usuallydogoing subscriptions.
Exchange occurs when two libraries exchange themiials with each
other for free. Exchange can be done to acquiialsgrublished by an
organization that are not in the market and whioh fibrary of that
organization has and can be acquired by anothearyito enrich its
serials collection. The advantage of exchange isoltain serials
especially journals at reduced cost; obtain jowrhht are difficult to
acquire through subscription and to contribute twider 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 stafthe organization
which becomes mandatory for such staff to subnipukited copies of
the serials to the library. This is another methbdcquiring serials in a
library.

3.2.6 Membership of Societies, Associations and titations

A library can also acquire serials especially j@snvhen they register
with societies, associations and institutions nmesmbers 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 reqoestake sure it has
all the necessary details such as correct biblggcadetails, name of
selector and check that the serials is not onradstg order. Figure 17
provides a workflow of the things to do in orderiagerial publication.
The order can be sent to the vendor and record aia, dnaterials
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-acguisition-of-
print-electronic-serials
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Ordering workflow

T = 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
- daims and follow-ups
- receipt of ordered items
- It_:hﬁcicing 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/acquisitionsoftypreaterials-
140216042548-phpapp02/95/acquisitions-of-libraryenals-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 dghlighted methods of
acquisition, but the commonest are subscriptioreatlipurchase and
standing order to build up the serials collection.

5.0 SUMMARY

The unit has exposed students to the importanceéls acquisition
and the various methods through which serials caradguired in a
library. Six methods of serials acquisition wersadissed and the most
popular methods were subscription, direct purclaaskestanding order.
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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 ser@jsiaition
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MODULE 3

This module has four units which are aimed at mhong you with the

knowledge of how to organize serials after theyehbeen acquired and
can be accessed by the library. The procedureeofdhbeipt of serials
and what needs to be done thereafter will be taungtitis module. The
technical aspects of organization of serials sushcataloguing and
classification will be expatiated to provide easyrieval to the serials.
The storage, preservation, evaluation, weedingeoéks and use policy
to ensure their durability and longevity will bepdained.

Unit 1 Receipt, cataloguing and classificatiorsefials

Unit 2 Shelving, shelf-reading and preservatiosearials

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 needbeaaorganized so that
users can have access to them. In this unit, tbeedure to undertake
when serials are received into the library and hHowcatalogue 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
. 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 wesithe serial
publication and this commences with checking theoms to ascertain
that the serials that were ordered are those delivasing the invoice.
The personnel will check item and invoice to verihat what was
ordered for is what has been received. If checkedl iiis discovered
that there are some serials title especially joutittes that were
received but not subscribed or ordered, the libpemgonnel will record
that and if it's a print material, it will be sepaed from the materials
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, theatjppersonnel has to
document this, so that this can be communicatedgoendor. Some of
the challenges in the receipt of serials ordered¢dn 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 theaathge of good
record keeping as records of activities done isudwmnted in each
module and can be called up in another modulehénserials module,
the bibliographic data of the serials ordered ttate and the agent in
charge of the order will have been entered intodifiiabase. When the
materials eventually arrive in the library, it Wile easy to retrieve such
information to check if what were ordered are thee as what has been
received and then the library personnel can incthéalate of receipt in
the serials module. When a material that has beesived, tallies with
what was ordered, the library personnel then stathpsmaterial to
show ownership by the library which indicates tthee material is part
of the collection of the library(Fig. 18).A paymemproval is prepared
for the vendor and sent to the office in chargpajfment.

Procedure for processing library materials is avadéble in these
slides fttps://www.slideshare.net/JoloVanClyde Abatayo/bdibirary-
procedures-processing-library-maternals
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Fig. 18. Stamping of a library material
https://www.brodartbooks.com/data/uploads/mediagi@i@hysical-
Processing-Stamping-back.jpg?w=1024

Record keeping is important at each stage of psiogsserials
publication. The kind of record keeping method esurifrom one library
to another and it should be one that is converaadtefficient 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 biggeaties. With good record
keeping, it is easy to detect the non-receipt gfadicular issue of a
serial publication and the serials librarian camdsean electronic
message (e-mail) to the publisher or vendor asnainder and the
publisher or vendor will send the missing issuéhlibrary.

Manual record keeping may be suitable for a sniathty, but definitely

not appropriate for a large library. This is dudhe fact of its slowness
in retrieval of records, lack of different accessnps and the need for
any person to come physically to the library to emscthe records.
However, a library that has integrated softwaré kel able to overcome
some of these challenges as it will lead to mofiiehcy in service

delivery. An automated serials unit will allow fbudget control and
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report generation that can be used to make desismenhance serials
management.

3.2 Cataloguing, classification and indexing of sexls

After acquiring serials in libraries and informaticentres, the next step
is to organize the serials to facilitate easy estul by users. Serials can
be organized through cataloguing and classificatiomdexing and
shelving. In a study carried out by Idhalama ard 019) on serials
management in selected universities in South-solilgeria, the
findings revealed that serials are organized thmougataloguing,
classification, shelving, digitalizing of availalderial materials through
the use of OPAC, indexing, abstracting, dgplof serials on
racks, and display of passwords to library daseb (pg. 12)

Online Encyclopedia of Library and Information Sue defines

cataloguing as the “process of creating and maimgibibliographic

and authority records in the library catalogue, tregabase that are
owned by a library. The catalogue may be in targiokm, such as a
card catalogue or in electronic form, such as @nlRublic Access
Catalog (OPAC)". The process of cataloguing invelw@ree major
activities: descriptive cataloguing, subject cagalog, and authority
control.

1. Descriptive cataloguing

This the input of the attributes of a library maéror
bibliographic details of the library material suak the name of
author(s), contributor(s), title, edition, publishdistributor, date,
the number of pages, its size and name of seri@sscriptive
Cataloging enables the user to find and identifiprary material,
by the name of the author, the title and other ibgobphic
details. There are two standards that are usuadgd ufor
descriptive cataloguing: Anglo-American Catalogingules
(AACR), with the recent one now Anglo American Qagming
Rules 2 (AACR2) and Resource Description and Ac(RE).

Anglo American Cataloguing Rules (AACR) is the int&tional
cataloguing code that is used for descriptive ogtahg of
library materials. It has been revised and nowngld American
Cataloguing Rules 2 (AACR2) which is the secondiedliof the
AACR. The rules guide the bibliographic details aflibrary
material and the decision to take for choice ancksg points.
The relevance of AACR2 is the uniformity and cotesigy in
cataloguing materials in libraries in any country.

54



LIS319

MANAGEMENT OF SERIAL PUBLICATION

Resource Description and Access (RDA) is defined aas
“standard for descriptive cataloging providing mstions and

guidelines on formulating bibliographic data” (Qrdi

Encyclopedia of Library and Information Science12)) The

aim of RDA is to provide the access points likeatiggion, name

and title through which users can search and vettiee material.

It succeeds AACR?2 and is designed for the digitatle

Watch a short video on RDA on YouTube:
https://www.youtube.com/watch?v=b7XJsajv-
MUG&Ilist=PLZSQc_JA3AIWdIPGM{ZGk3Y]NVROs-
Guf&index=1

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

1. a flexible framework for describing all resources
(analogue and digital) that is extensible for ngpes of
material.

2. data that is readily adaptable to new and emerging

database structures.

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

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

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

Subject cataloguing

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

vocabulary referred to as subject heading. Examptesubject
headings are Library of Congress Subject Heading3SH),

Sears List of Subject headings and Medical SubléEadings
(MESH). With the approved subject from the subjeeadings,
classification numbers can then be assigned ubm@ppropriate
classification scheme adopted by the library sugtiiarary of

Congress Classification (LCC) or Dewey Decimal Gifsation

(DDC) scheme.
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3. Authority control

Online Dictionary of Library and Information Sciendefines

authority control as the procedures taken to ensomsistency in
the access points (names, title, and subject) izsdte catalogue
or file of bibliographic records through the apption of an

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

commercial service providers such as e-databadesipers or

vendors.

Serials need to be catalogued and classified fee ed retrieval of
information to library users. Cataloging and difasstion entails the
provision of bibliographic description for déaserial title and
provision of access to serials representedtha catalogue. The
decision to catalogue individual articles in a a@ksripublication or the
entire serials publication as a whole is dependenthe size of the
library and the users. For large libraries that avtomated, serials
especially journals need to be catalogued andifitab®n article basis
to facilitate easy retrieval of information for usewho may be
researchers and students. The articles are cattlogsing the Anglo
American Cataloguing Rules 2 (AACR2) and preserf@gsource
Description and Access (RDA) and classified usinglassification

scheme depending on the type of the library. Theaty could use
Library of Congress Classification Scheme or DewBgcimal

Classification Scheme.

Cataloguing of serials depends on the type of hibrasers and the
library policy. Libraries can catalogue serialshalpetically using title,

issue, author, and subject or can be cataloguethdimidual articles

especially for journals in many special librarieeedo the nature of their
users. Descriptive and subject cataloguing can bwee dfor serials

especially journals so that users can easily seamchretrieve relevant
information needed. Descriptive cataloguing is Ibitdiographic details

of each title or individual article for journals stbe captured.

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

With an automated system using integrated softwihies bibliographic
details of the serials publication will have beeaptured in the
acquisition module, when an order is placed, atctitaloguing unit, the
keywords and class marks are what will be added.cHtalogue when it
can be accessible outside of the library becomdm®©PRublic Access
Catalogue (OPAC). This is so because for an intedrasoftware
system, bibliographic details of each informatioatemial are available
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in all the modules and accessible to librarianth different units in a
library. This reduces repetition of activities atimie wastage that will
have been used to enter the bibliographic detéilseoserials again.

Serials that are classified alphabetically makéseral easy for library
users, reduction in processing costs as classdicatumbers do not
need to be assigned to them and rearrangementds easier as serials
are filed in a different section from books. Howeuhe disadvantage
with this method of classification is that titldgat focused on the same
subject will not be grouped together and users firay it difficult
locating serials especially journals using setiidlis of corporate author.
After providing the call number, the details in utpnto the library bar
code machine and the bar code no is printed aadhetl to the serial
(Fig. 19). Figure 20 shows where the barcode shbelgplaced on a
serial

LIBRARY NAME - UNIVERSITY NAME

L

3 1234 56818 990

Dumb Barcode Label

Fig. 19. Example of a bar code
https://1.bp.blogspot.com/_7rKQuKTI19E/SWWFWS8qCWHAAAA
AAAEc/dcbCvDMnAXxA/s320/019.jpg
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Fig. 20 Placement of bar code on a serial
https://www.myassettag.com/Companies/myassettagfiibook.jpg

There are also benefits in using a classified syste serials as those on
similar subjects will be grouped together makingess easier and
journals published by the same publishers willrim#aated as such. The
disadvantage of using a classified system for Isgpiablication include:
users have to locate the call number before ganthe shelf and the
process of assigning classification number requiee and cost for
processing by the library personnel. Electronicas¢eare not classified,
because they are not physical and so cannot hpligsical location and
therefore, are not shelved in a library.

SELF ASSESSMENT EXERCISE

What arethe process of cataloguing a journal in a speitiehty?

4.0 CONCLUSION

Serials are acquired in libraries to provide thedes information to
users through retrieval. Therefore, it becomes ssa1g to organize the
serials through processing, cataloguing and cleasiin for easy
retrieval of the information embedded within theias. The method of
cataloguing and classification of serials dependsh® type of library
and users.

5.0 SUMMARY

The processing of serials when it is received te tiorary and
cataloguing and classification of serials are dised in this unit. The
procedure to use for cataloguing and classificaisofurther explained
which is determined by the type of library and gss&ecord keeping is
reflected to be very important in processing, caaing and
classification stages, so that the library can ktiosvstatus of any serials
at any time.

6.0 TUTOR-MARKED ASSIGNMENT

1 How do you process new serials that are brotogthte 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 indéeals unit?
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UNIT 2 SHELVING, SHELF-READING,
PRESERVATION AND CONSERVATION OF
SERIALS

CONTENTS

1.0  Introduction

2.0 Objectives

3.0 Main Content
3.1  Shelving and shelf-reading of serials
3.2  Preservation and conservation 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 discussedniinl. The

previous unit provided the background to what therse is all about. In

this unit, the features of serials will be explaires well as highlighting
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?
. 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 theués of periodicals,
special furniture is available in the library. ¢tase of bigger libraries
that have a large number of periodical, speciahifure is kept for

display and storage of periodicals. A display lod {atest periodicals
and storage facility referred to as a pigeon haék iis found to be most
suitable in most of the libraries.
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Shelving is the process of arranging serials onstiedves using their
call number that has been assigned to each serigigdthe cataloguing

and classification process. It is the arrangemésenals on the shelves
using their call number which means serials onstrae subject having
the same call number will be shelved together. &@hs=vials will be

arranged alphabetically by the first three lettefsthe author's or

editor's name or title. The essence of ascertairtimgt serials are
shelved properly is to ensure that users can findt\they need and staff
can also do a stock check.

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

The following factors should be considered befoeguiring and

standing shelves:

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

2. Shelves should be adjustable and easy to clean atitbast 1
inch of airspace above the tallest serial and nghoedges to
prevent damage to the binding.

3. Shelves should be open except at both ends for gmod
circulation.

4. The bottom layer of the shelf should be at leastohes above
the floor for ease of cleaning and prevention ahdge in case of

flooding.

5. Shelves should be located away from heat sourceb &3
radiators

6. Shelves should not be positioned against an extevall or

beneath water or steam pipes to avoid dampness and

condensation.
7. Shelves should not be placed in areas where thesyviee direct
sunlight to avoid exposure to ultraviolet radiation

Guidelines for shelving

1. Care must be taken at the beginning and end dfitelves so that
there is constant sequence of the arrangemene cettials

2. The trolley should not be packed on the aisle tctrolot
movement, but should be packed at the end of te &hallow
ease of movement of users.

3. Check the materials on either side of the matahalt was
shelved to avoid error.
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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 istlaatyis not
standing well and bending on the shelf.

6. Avoid overcrowding of serials on a shelf. Overcrawgldoes not
allow the flow of air between serials and this canse damage
to serials. This can be solved by moving some efstrials to the
previous or next shelf. To avoid having to movaaierfrom 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 shelvatl tie spine
down to avoid pages falling off from the binding.

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

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

10. Periodicals such as leaflets, brochures and amepalts are best
kept in pamphlet boxes or magazine boxes and wbkléd to
protect them and make them easily accessible. En@dicals
can then be kept on the shelves according to sisbjec

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

library personnel in the serials unit must ensuna they provide an
attractive display of the series which will addaal and interest to the
library, thereby making users to know the new ¢etlzat have just been
acquired into the collection. The new arrivals ptg on the shelf in a
display area which is a conspicuous area in thelseaunit, that users
can easily see them. The duration of new serialtherdisplay shelf is
dependent on each library and also on the frequehagw arrivals to

the serials unit.

To increase the awareness of new serials, thenmafoon should be
posted on the notice boards and library websitesacthl media handles
of the library. Current issues of serials are ugudikplayed on display
racks and arranged alphabetically by title. Wherewa issue arrives of a
periodical, the previous issue must be removeddopamphlet 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 thahthterials are arranged
in their correct positions by their call numbere8heading of serials is
done during slack periods and should be done rdgulg the library
personnel. The importance of shelf reading is &rreenge serials that
have been placed on the shelves incorrectly anddaserials not
properly positioned on the shelves, so that usanseasily retrieve them
when needed. Serials that are not in their cotoeettions will be lost to
users, as the users will not find them on the gpate shelves and
location.

Check these PowerPoint slides especially slides 28-Click on this
link:
https://www.slideshare.net/shaztastic/shelvingyppawer-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 resesr in the library
must be preserved to ensure that users have attcélssm whenever
needed. Serial publications have to be preservedensure their
durability and longevity in the library, so thateus can have access to
them for a long time. Preservation refers to thegyles for caring and
handling of library materials and it involves stpeaand accommodation
provision, staffing, policies, techniques, amdethods involved in
prolonging the lifespan of library materials antthe information
contained in them. Conservation is explainedllam@asures to reduce
the deterioration of library materials includingiaés.

Preservation and conservation process starts fhantime of selection

by determining the format of serials to select, thke electronic, print

(paper back or hard cover). The choice of the tyjplermat will depend

on the demand on use of such serials. Serialshthat high demand by
library users should be in hard copy if print oeatonic format to

prolong the durability of the serials. All serigdablications irrespective
of type or format should be preserved by the Ip@ersonnel to ensure
that all of them are in good physical conditiontlsat they can be easily
available, accessible and used whenever it is redjloy library users.

Many libraries may not be effectively preservinglaonserving library

materials as reported in the deterioration of hpraaterials due to some
factors such as poor storage, environment, undksttaff 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

T T

Bindery /Preservation, Security and  Adding hard cover 1o paperback  Sman Advance bindery machines, 3D
Drigital preserva ion matcrials productions

Repairing mutilacd library maicrials  Digitizing library matcrials

Performing laborstary cxporimants to  Scanning and clectronic format of the
redice of remove acikds on paper masterials
mmerials

Ensuring sccurity and safety of libkary CCTV devices. RFAD  Swuips and
collections and buildings muachines

Imvolve in digital presarvation of scanning. digitizing and photo editing

library matcrials software  {photo-shop, core  dmw,
photo oditoe. light-room ) . digital
camerms cic

Photocopying! reprographic of Sman photocopy machines
selecied libmry matcrials

Fig. 22. Preservation functions
https://image.slidesharecdn.com/areasofautomatioramy-
191002045110/95/areas-of-automation-in-library-17-
638.jpg?ch=1569992228
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Print serials need to be preserved because thegudject to damage,
mutilation and loss due to their size, use and daeim@ allow for

continued access to the information content theyain. Serials can be
preserved through the following ways: binding akrials in hard
cover, binding of serials with flexible stgprspine, digitalization of
serial collections, careful handling of sevidby staff, availability
of fire extinguishers, and through deacidificat of serials. Serials
could be transformed into another format throughitdiization to

preserve them. Protected materials could be boaghhe point of
acquisition to cover the print serials (Fig. 23).

N Y —|--

protect book jackets, prolong the life
of materials, increase the

attractiveness of materials, and
protect call number labels.

* Clear mylar covers can be purchased
as part of the processing contracted
from a jobber or commercial
cataloguing service.

Fig. 23. Protective cover for print serials
https://image.slidesharecdn.com/basiclibraryprooesi2+
190215070038/95/basic-library-procedures-procesidimgry-
materials-52-638.jpg?cb=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 thsagich as fire
outbreak, floods, vandalism, war and earthquakehablibrary
materials are not affected by any disaster. A tisgdan should
be developed and made aware to all the libraryopeed and
training on measures put in place to limit the adeeof such
disasters should be taught to the library personnel
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Reformatting

This is the change of the format of serials fronmpio electronic
forms through digitization. This is a method ofséerring text to
media and it preserves the intellectual conterd gkrial that is
deteriorating which can be captured and more userdd have
access to the serial in electronic format than wiheras in print
format. Microfilming involves the photographing sérials onto
reels of film and users need a microfilm readeratzess the
information.

Binding

Print serials can be preserved through bindingoo$é issues in
hard cover or converting to microforms to incretiselifespan of
such print serials. Serials to be bound must batifikd and a
binding schedule should be established for eathdiice a year
especially during the period when users do not cdmehe

library very much, for example when on vacationcé&ds must
be kept on serials sent for binding and when theyraturned,
records must be entered that they have been retuiany

libraries presently have bindery sections as phtt@ library, to

reduce the cost and inconvenience of sending sdoalbinding

to commercial binders.

Deacidification

This method involves the reduction of the acid eantof the
serials using chemicals. It could be done by spoayf serials
with water based alkaline solution for some timd #ren drying
them. Each page of the serial is sprayed and beendls are
loosed, sprayed and allowed to dry before goingbmding.
Deacidification is effective, but time consuming.

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

Factors affecting preservation and conservatioseofls 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), smavhen a
disaster occurs, it is very devastating to thealiprin terms of
loss of library materials, building, furniture aaduipment.

Lack of competent library personnel

Preservation and conservation process require letgelble
staff that would be able to carry out all necessamycedure
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efficiently. This implies that such staff would feabeen trained
on the methods involved in preservation and corsenv of

library materials. Many library staff are not skdl in

preservation and conservation methods and so camamnot out
such functions well.

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

4. Low quality paper

The economic situation globally has affected thed&iavailable
to organizations, publishers and the library are ¢bnsequence
is that library materials are published with lowatity paper. This
is because the cost of paper and other printingmadg are very
expensive, so publishers may use low quality papepublish
serials and this means serious concern to libren@mo should
carry out good preservation and conservation meathtodsuch
materials to prolong the lifespan.

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

Slides on Preventive measures for preservation armbnservation
https://www.slideshare.net/bubblyface95/preservatio-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 thdvelsewell arranged for
easy retrieval. Serials used by library users neeble placed in their
appropriate place on the shelf every day. Howewethe process of
shelving serials used, the library personnel néedmnsure that serials
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on the shelves are in their appropriate place twaeoce retrieval. To
prolong the lifespan of serials, it is importantdarry out preservation
and conservation which can be done in various ways.

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

Preservation and conservation of serials was defiredevance and how
preservation and conservation can be carried ostexplained.

6.0 TUTOR-MARKED ASSIGNMENT

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

7.0 REFERENCES/FURTHER READING
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UNIT 3 EVALUATION, CANCELLATION AND
WEEDING OF SERIALS
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1.0 INTRODUCTION

The definition of evaluation, its importance andivhid can be carried
out in the serials units is explained in this unihe concept of
cancellation, weeding, its relevance, criteria tonsider and the
procedure 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 weedar@ls

3.0 MAIN CONTENT

3.1 Evaluation of serials

Evaluation is the assessment of the library catbacagainst the stated
objectives. Therefore, evaluation of serials is #ssessment of the
serials collection against the stated objectived ins carried out to
measure the set goals. Evaluation of serials isoagss carried out by
the serials personnel to assess the collectiorst¢er&in its usefulness
and the demand of them by the library users. Tlealtrédrom the
evaluation process will determine the acquisitibn@w serials, transfer
or removal of serials to meet to satisfy the infation needs of users.
Evaluation is relevant for the following reasong)(R24).
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Relevance of serials evaluation

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

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

1. How much? : The number of serials in the collectivrknown
and this can be based on total number and alsalijgds.
2. How old? This relates to date of publication of Hezials. This

can easily be known from when the serials wereiplubtl and it
determines the currency of the serials.

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

Analyzing how it is used is ascertained by:

1. Statistics taken in the serials unit: Statisticchstas usage
statistics is taken in the serials units and ttas be used to
determine the level of use of the serials.

2. Electronic counting-website, databases: For elaatrovebsites
and databases, there are inbuilt facilities to rdeitee the number
of visits to the websites and by extension numhxrseads,
downloads which assist in the use of a particldaiab

3. Periodic use trends: : The level of use of theateiin a library
could be compared over a period of time, such as fiears
duration to determine if the use of serials is ioyimg or
declining.
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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 tanuseder to
determine if the serials are still fulfilling theason why they
were acquired in the library. Such records willused to make a
decision whether the serials are still meetingabgectives of the
library.

2. User survey
The serials librarian could design a simple quesi@re to
determine if the serials are still relevant to thewhich subject
areas and the currency and send electronicallyseysu These
responses will be collated, analyzed and the reguksented 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 methodswvafluation.
The standard list is the holdings of a highly resee library or
the recommended list prepared by experts such lamryi
association or society. The serials collectiontted library is
compared against such standard list to ascertdireitcollection
is up to standard and relevant.

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

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

3.2 Cancellation of serials subscription

Cancellation of serials is the termination of catresubscription of
serials publications in a library and can be duedwondling library
budgets or a change in the subject coverage in llection. The
cancellation of serials has become a reality inlitrary due to increase
in the costs of publishing serials and reductionlitmary budget. It
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becomes imperative that a serials librarian shaaldcel some serials
subscription, but this has to be done with utmasé @nd based on some
factors.

Some of the factors to consider in cancellatiopesfals:

1. Use
The level of use of a serial should be considedédirom
statistics, it has been determined that a seriabisbeing used
maximally, then there is the likely need for then@allation of
such a serial. The serials with the least use shbalve their
subscription cancelled.

2. Foreign language titles
These are normally among the first set of serialhidve their
subscription cancelled. This is so, because itssumed that
those that use these foreign materials are in tinenty, and so
the cancellation of these titles will only affectranority and the
majority library users.

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

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

5. Users’ input
The users’ input is necessary as the purpose ddahals unit is
to provide relevant and current serials to usersatisfy their
information needs. When the serials librarian aiiedata on the
users’ needs using questionnaire and is reportgdstime serials
are no longer useful to them, consequently, theealtation of the
subscription becomes inevitable.

In University of North Texas library, the reasoms €ancelling serials

are highlighted as overlap, usage, inflation faetod librarian’s output
(Fig. 25).
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* Journal
» Database

» 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 when tals librarian

realizes that such a serial is no longer in high which means it is no
longer meeting the information needs of users. Thisrrived at based
on the records that are being kept in the serials such as request.
Prevailing cost of serials due to current high castl reduction in
library budget may also lead to cancellation of soserials in the
library.

In many university libraries, the serials librarieampiles a list of serials
to be cancelled based on factors such as usagerpaiterlap, inflation
and their judgment and sends the list electronjidallthe lecturers with
a request of a feedback. This is to allow the lergiwho use the serials
or recommend to students have an input on whidalsdo cancel. The
feedback from the lecturers will be used to finalcide the serials to
cancel (North Carolina Serials Conference, 2014).

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

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

1. Notify supplier

2. Notify the financial services department
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Notify the reference staff

Record this information in the database

Keep the copy of the correspondence with the sappli

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

oukw

3.3 Weeding of serials

Weeding is the removal of unwanted information mate from the

library. Weeding can also be defined as the aatnfoving materials
that are no longer useful to users or those thatimrpoor physical

condition. Therefore, weeding of serials publicatie the taking away
of serials from the library collection that are loager relevant to meet
the information needs of users. Weeding of sedaldd be temporary
or permanent. Temporary weeding is the removalooh tserials for

binding and later returned, while permanent weedinthe removal of
damaged serials or those no longer meeting thenr#ton needs of
users completely from the serials collection.

Weeding is necessary because some libraries atimeeor the other

may have some materials including serials that maylonger be

relevant to the collection. Some of the reasomafippersonnel engage
in weeding are listed as improving quality of sksrim the collection,

making the library attractive and appealing as dgdaand torn serials
will be removed from the shelves. Other reasonkidecsaving space on
the shelves that would have been occupied by setigt are in bad
physical condition and not relevant in content sengs. Weeding will

provide a feedback on the status of the seriathawn in Fig. 26.

Improves
quality of
collection

Provides
feedback on
collection
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Fig. 26. Reasons for weeding serials (self-constted)

The relevance of weeding of serials is to imprdwe ¢fficiency of the

serials in satisfying the needs of the users imseof subject coverage
and quality of the serials. The benefits of weedim@ library can be

summarized in Fig. 27.

== Collection is more relevant in terms of content —

Frees more time during selection process —

Librarians know what is on the shelf is useful

mmm Negative feeling of throwing away materials is esdd ggm

Fig. 27. Benefits of weeding

In a Florida library webinar on weeding (2015), dieg 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 andadgcollected
through record keeping) can be used to weed sanatse library. A
weeding manual (2008), gave the criteria for wegdm be MUSTIE,
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 determiree skrial is still
useful or not. The level of use can be arrivechadugh statistics
taken at the serials unit when users make requestdrials.
Serials that are found not to be used by libragraisieed to be
weeded.

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

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

Weeding should be a regular activity in a libraoyeinsure that only
current, relevant and non-damaged serials makehepcallection for
library user’s information requirement. Weeding wsldobe undertaken
mostly because the materials are no longer me¢hiagneeds of the
users or because the materials are not in goodigathysondition. In

many libraries, weeding is done when there is noergpace on the
shelves to accommodate new arrivals and this claald to inability to

carry out the weeding process carefully.

The process of weeding should be carried out duttiegperiod when
the use of the library is at the lowest ebb. Faneple, in an academic
library, weeding can be carried out at the end h&f session when
students are not on campus or during holidays.dLination for weeding
depends on the size of the library and collectiébrihe serials. For a
large library with a large collection of serial pightion, weeding will
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take a longer period than a small library. Weedingld be done every
five years to ensure the collection has only rai¢waaterials to users.
For effective weeding, not all staff should be ilvea in the process.
Therefore, the serials librarian should selectstiadf that will participate
in the weeding process and adequate educatiomevijiven to them on
how to determine the serials to be weeded and miagtrials should be
physically removed from the shelves either templyrar permanently?
Any serial that is weeded either for temporary ernpanent purpose
must be documented. This indicates that recordikgdap important in
the weeding process.

Weeding in many libraries is not a priority actyithat is taken

seriously because many librarians assume that whaterials are
removed from the shelves, the shelves will becompty and this will

not attract users to the library. The librariangnkhthe larger the
collection in the library, the better the imagelod library, but this is not
so, because the quality of the materials includieigals is a determining
factor of the use of the materials in the librayyusers and not quantity.
Weeding is also seen as time consuming and wastagle many

librarians could be afraid on engaging in it beeatihey do not want to
make mistakes in removing a serial from the cabectonly to later

realize that the serials is still being requestediy users.

Serials that are weeded from the collection notabse of their poor
physical state can be kept in storage for abowetimonths to ensure
that users do not actually require such serialsnagtfter a period of
three months, the serials librarian has to dispa#ie such serials based
on what is written in the collection developmentipp about weeded
materials. Some options on what could be donedontkeded materials
could be for free book fair, donation to librangkose areas of focus 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 neetiee library users.
However, these needs are not static and can chaweyea period of
time. It becomes important that the serials litarshould assess the
serials collection periodically to know if the sds collection is still
meeting the needs of users. When the needs alenger being met,
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the serials librarian will have to cancel the suipgion of materials not
satisfying users’ information needs and also wéwdabllection based
on some important criteria. This will keep attragtiusers to the serials
collection as the collection will be meeting themried information
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 vaé3e highlighted

with pictures.

6.0 TUTOR-MARKED ASSIGNMENT

1. How can you evaluate your serials collection?
2. Explain the importance of cancellation of sarial
3 Describe the procedure for weeding.
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1.0 INTRODUCTION
Serials are publications that are not loaned owtstrs generally. Some
libraries such as special libraries do loan outateto their users on

short term basis. The policy for using serialsiibmdries will 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
. enumerate challenges to serial use policy andgrefflutions 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 formatiéds are not widely
circulated to users unlike books as there is gin to their use and
borrowing. This is because they do not come in ipleltcopies and
many users may want to use them. Therefore, thair period is usually
shorter if at all allowed to be borrowed and it mag restricted to
certain users (postgraduate students, lecturers rasdarchers in
university library, researchers and scientists pecsal library). The
decision to loan out serials or not is dependenivbat is written in the
acquisition policy of a library. In some speciabriiries, serials are
loaned out for a maximum period of 24 hours (a dafter which the
user is expected to return the serials to therlbra

Serials need to be organized properly to make theoessible to users
since they can only use serials if accessible émthin a study carried
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out by Bankole (2019) on use of serials by undehgases in Kwara
State University library, Nigeria, newspapers, jmls and government
publications were the serials that had high acbéggirate, that is, they
are the serials which the undergraduates couldyeasiess. This high
accessibility could translate to increased use hef serials which
invariably will justify the cost placed on the adgsjtion of serials in the
library.

In many libraries, print serials are not allowedbloaned out to users
and this constitutes a challenge, especially wheretectronic version is
not accessible. However, some special librariealrse of the nature of
their users allow print serials especially journ@ide borrowed for 24
hours. This gives the users access to such joumaétls the advent of e-
journals, users in many libraries can access eleictjournals online, if
their libraries have subscribed to such journalsf dhe journal is an
open access one that allows free access to joartcles.

For libraries that have subscribed to electronigrpals and online
databases, the library is expected to fill an agesd, pay and the
library will be given a username and password te. uBhe serials
librarians would make the username and passworithbiato users and
also educate users on the need to use the logimation appropriately
by not giving out the username and password todsewho are not
users of the library. The serials librarian wouldorm users about the
consequence of violating such regulation, which I¢olbe outright

stoppage of access to such electronic journalalide databases.

The economic situation globally has affected thedfng of libraries;
consequently those in developing countries do mwehadequate funds
to acquire current and relevant information resesrand equipment
such as ICT to deliver prompt and efficient sersite users. This has
had an adverse effect on library resources especealials which
contain current and relevant information and ultiehaled to libraries
not being able to continue with many subscriptiod the acquisition of
modern technology. The effect of this situation lealsto cancellation of
serials subscription and the non-acquisition of exndICT. However,
libraries have to provide information resources users and some
libraries have decided to form consortium so thsdrs can still have
access to current and relevant information fromatger

A library consortium is a group of two or more hiies that have agreed
to cooperate with each other in order to fulfil te@r similar needs,
usually resource sharing. Online Dictionary of laiyr and Information
Science defined library consortium as “an assamatf independent
libraries established by formal agreement usualdly the purpose of
resource sharing” (Reitz, 2004). Examples of lipraonsortium are
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OhioLink, serving the college and university libesr of Ohio and the
Ohio State library.

The objectives of forming a consortium are as foo

1. Rational utilization of funds.

2. Increase the access base to journals and onliabaks#s 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 wscription to
journals and online databases

6. Develop the technical capabilities of staff in @sgyjournals and
online databases
7. Reduce the cost of information resources as libsado not

subscribe to the same information resources

The library personnel in the serials unit must adhe the collection

development policy on issues relating to use, agkype of users and
the privileges they should enjoy. The professioathics guiding the

delivery of services by library personnel to usarsst be adhered to. It
is necessary for all library personnel in the deumit to be aware of the
collection development policy and the content aisd &e rules guiding

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#fms that
serial publications are not to be loaned out tosusehis might be
challenge to the serial librarian in adhering ts tiule, especially
when a user cannot access the required serialsagieally, but

it is available in the library as a print copy. Téerials librarian
may decide to use his or her initiative to loan tha serial for a
very short period usually 24 hours or alternativalpw the 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 shouldnb@naged and
used. However, some libraries do not have a writtelicy and
this could affect how library personnel carry dugit tasks in the
serials unit and could lead to inconsistency inigiex making.
Libraries that have written policy must ensure thath a policy
is not obsolete and this relevant for the libraryherefore, a
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policy guiding the use of serials should be updatedhe need
arises due to advancement in technology and useisne

3. Lack of awareness and/or inadequate knowledge of ¢h
content of serial use policy
A library must have a written collection developrhguolicy
which highlights the procedure for serials managemé&he
personnel in the serials unit must be aware ofpiblecy and its
content. The lack of awareness of the policy asdtantent may
violate the serials use policy when the serial @amsl are
carrying out some tasks. Therefore, the policy nhestwritten
and be made available to the personnel in thelsarrat by the
library management and this will avoid not contrang any of
the rules and regulation guiding the managemeséenéls which
include the use of serials.

SELF ASSESSMENT EXERCISE

Highlight the challenges of serials in library?

4.0 CONCLUSION

Serials are information materials that are not etqreto be loaned out,
but some libraries have a short term loan policygers because of the
type of library and the category of users. The aderiibrary may
encounter some challenges in the policy on useedgls and these
challenges needs to be addressed by the managehdbtaries to
ensure 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 usgedals and solutions
proffered are also explained in this unit.

6.0 TUTOR-MARKED ASSIGNMENT

1. Give reasons why libraries have different ym®icy for serials
2. What are the challenges that affect the usertls in libraries?
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MODULE 4

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

Unit 1 ICT facilities required for serials managarh
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 faology (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:
. The definition of ICT

o Relevance of ICT in a library
o Different types of ICT that can be used in a senalit
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30 MAINCONTENT

3.1 Definition and Relevanceof ICT inalLibrary

ICT is defined as the application of electronic ides such computer
and communication technology for the acquisitiongamization and
dissemination of information. Aiyebelehin, IkenwedaOkpetu (2017)
defined ICT as any “equipment which enhances thquiaiion,
organization, packaging and sharing of knowledg®ugh software
applications and computer hardware” (pg. 43).

Libraries have harnessed the potentials of ICTsfiaming from the

traditional way of providing services to electrosiervice delivery. The
transformation was from traditional libraries wheeetivities are

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

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

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

Syndication (RSS) and Radio Frequency Identifica{iBFID) are used
to provide digital services. Presently, librariesdeveloped countries
have advanced as they are using Web. 4.0 and Wklo5provide

services.

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

carried out by library personnel. This was empleasizy Roberts (2018)
who affirmed that ICT use in libraries has broughbut innovation in
the way activities are carried out by the libratgfls Such innovations
include the users’ sending their request to thetipelectronically and
the feedback given to such request electronicaillyhout the user
coming physically to the library to meet the sevialibrarian.

Introduction of new services has been facilitatgd®r 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, retrievafafmation and
Consortium building.

Nogk~wNE

ICT adoption in libraries facilitates quick accégssnformation as users
can serve for information on the Internet or in libeary database and
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such information is retrieved easily. The relevamd ICT use also
reduces duplication of efforts. For example with iategrated library
software, the bibliographic information of a sesiaince entered in the
database for ordering, does not need to be repedied cataloguing
and classification have to be done. This allows ifoproved service
delivery and increased productivity which will ingwe the image of the
library to users.

The organization of library materials is faster aeadsier with the
deployment of ICT. It is easy to search variousalogiue from
publishers to know the recent publications with thge of ICT.
Publishers can also send the library their cataegunce the library is
on their mailing list and the library receives necpublications through
mails. With the use of ICT, cataloguing and clasation has been made
easy, as new publications are received with Catéhggin Publication
(CIP) and class number already included at the batke title page and
this reduces manual cataloguing and the time thatldvhave been
expended in cataloguing and classifying library enats including
serials publications.

Accurate record keeping and management become easiehe use of
ICT and quick retrieval of records for decision nmakis enhanced.
Records keeping in a library is important and tmalgsis of such
records could be called for at short notice anddusegenerate report
that will facilitate quick decision making. The pision of timely and
updated information is enhanced through the ud€®fand this allows
for quick delivery of services to users whenevechsiservices are

required. The importance of ICT use in librariesdéscussed can be
summarized 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: Relevanceof ICT tolibraries
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3.2 Typesof technology in a serialsunit

ICT tools can be used in a Serials Unit to carry the different
activities. Examples of ICT are: computer, the in&t, telephone,
scanners, fax, multimedia projectors, optical disogl television (Fig.
29). Others include video conferencing, satelldenmunication, email,
networking of computers (Fig. 30), Wide Area Netlw¢wWAN), Local

Area Network (LAN), barcode sensors, electronicrdeaphotocopiers,
and personal digital assistants such as tabletsd land I-pod.

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

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 descwkbsites and
applications that allow individuals to create, shacollaborate and
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communicate information online. Examples of web ®d@ls are blogs,
micro blogs, Really Simple Syndication (RSS), im$tanessaging,
social networking sites, mashups, podcasts, anccasid(Fig. 31).
These tools are used for marketing their serviggsymation about
print and digital resources, sharing news, and camoation
between library professionals and users.
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Fig. 31 Web 2.0 Technology
https://www.researchgate.net/profile/Brian-Jones-
5/publication/242341749/figure/figl/AS:298529034693@14481862
76552/Components-of-the-social-web-Web-20.png

Library 2.0 technology is web 2.0 technology useécHically in the

library (Fig 32). The importance of Library 2.0t® work to meet the
changing needs of users and searching for apmcatihat will meet
these needs. Library 2.0 is meant for all librasens as it facilitates
communication, connection and collaboration witlergsonline. 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 queationsee
what is happening on the library home page

Highlight collection

Be where users are through technology

Collect local information

o gk
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Examples of Library 2.0 technology are social mediakis, blog,
library software.

LIBRARY 2.0 MEME MAP

Library
that fits
that suggests
that learns
that gather s STAFF
that cembinas Creation of an Emerging
that organizes Technology Comnenittee
s oo Intagration
 Library that LETS with (&) learming
o environrment

The libr ary
haz no

« User-contricity barriers

. Technology -savwy environment

. Reaching of the patrons long tail

. Conten t for more than one device

. Component-based software, not monolithic ILS
. Constant change

. Use of Web 2.0 apps and services The library
« Open standards %

The libr ary
invites
participation

W NS W N e

OPAC
- Federated search
- RSS for cataloging
records & zearch
results
= Records tagging
= User raview £

human

The library iz
THE PHYSICAL LIBRARY avaryv hare

Loud spaces for callsboration Patron 2.0 = fremn

& conversation contart consurrer
Mobile devices for usars to contert crestor

Tha library uses flaxibla,
best-of-br eed systems

Fig. 32Map for Library 2.0 adoption in alibrary
https://In3.googleusercontent.com/proxy/ul0b2-
i60lvhuUjCfyZtICRBGIhHfAOKYZddYQQ2GhMNR32vIhN8yuijl-
pwGd0zH2waj090gQJJozAqQ7DIdtjwhsDbAYD7zgBQg9UjN;jKgO
Oc4Vw

Technologies that can be used in the serials umstude library
software. A library software is a set of computestiuctions written by
programmers to perform library routines such asutation, cataloguing
and classification, reference, acquisition, seadininistrative tasks. In
this modern technological age, libraries shouldpadutegrated software
to facilitate better organization of informationsoeirces, ease retrieval
of information, reduce repetitive tasks and inceelaservice delivery to
users. Integrated software is one that has differeadules for the
different units in a library which include the sd#si module. Presently,
many library software are integrated, that is theividual modules for
different library activities are able to communiatith one another,
such that there is elimination of repetitive tasksd this improves
service delivery to users. The relevance of intiegrasoftware 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

Fig. 33: Relevance of Integrated software in a serials unit

The adoption of library software varies from on@eyof 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 usteful

Library software Typeof library
. KOHA Academic/ Special/ Public library
. Millennium Academic library
. Alice for Window Academic library
. 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 beingdusm the library
globally and the serials unit (Fig. 34) Social medan be defined as
channels of communicating that could allow for reéme
communication that aid the use of audio, visual @ideéo among group
of users, for example, library personnel and uéig. 35). It can also
be used in the serials unit for the creation ofrawass of the serials and
marketing of services, communication, informatiooguisition and
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organization in the serials unit (Fig. 36). Exanspté¢ social media are:
social networking (Face book, Twitter, LinkedIn, Wlube) wikis, pods,
Really Simple Syndication (RSS), social bookmarkamg tagging.

Social media has been deployed in libraries to awprthe services
provided by library and information professionalusers. Social media
is useful to the serials unit in this informatiogeasas many of the library
users are currently using one social media or therand are therefore,
familiar with it. However, the use of any social die by the library

must be based on the needs of the users to ensprevied service

delivery.

Fig. 34 Types of Social media for library activities
https://oedb.org/wp-content/uploads/2013/02/somaidialll-
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
" How are libraries

gl using social media?

Which channels are used
1P 11T on a regular basis?

pee e feee 1
TRTT TITT TEOT TTOV
tiee e 1100 1900

meda b g socad souid cre thas
et reachs for ks o 5 et

Social media
planning and policies
28% of libraries

42% have no plans
for & policy

75% of libraries
schadule social
media posts ad hoc

OPPORTUNITIES
SIONITIVHI

-

Want to know more? Read the Social Media in Library White Paper 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 advancemeat @veb 2.0 and it
involves the participation and collaboration betweegroup of people,
such as library users and library personnel. l& igechnology that is
based on semantic web, where data and informasodrawn from
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diverse sources. It allows for intelligence seaatcid personalization
because it is based on block chain application. \®€b technology
allows individuals to connect everyday items angliapces to the web.
Web 3.0 introduces a few newer concepts used mtis@m web such as
contextual search, deductive reasoning, evolutibnthe 3D Web,

personalized search and tailor made seaEtamples of Web 3.0
technology are Cloud computing, Augmented Realitgd #nternet of

Things.

Fig. 37 Web 3.0 Technology
https://www.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 technokbgy 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 (2015clkaimed that cloud
computing reduce library costs such as maintenasfcequipment,
updating to newer versions of software and hardveerdat does not
require inquiring costs for new infrastructure atidensing new
software. Cloud computing can be used for acqarsiticataloguing,
metadata storage and retrieval of information nteincluding serials.
It can be used to improve service delivery andnadtely lead to users’
satisfaction.
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Storage L ff Applications
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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 aisdrs can only have
access to the information they contain when theynaanaged properly.
ICT has been adopted in libraries globally to inyerdoetter and new
services to users. The types of ICT that can be usehe library to

improve service delivery are varied and librarieedh to know which

and how to use them in a serials unit to providgimam satisfaction to
users.

5.0 SUMMARY

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

6.0 TUTOR-MARKED ASSIGNMENT

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

In this unit, the use of Information and Communmat Technology
(ICT) for different activities in the serials unitf a library will be
discussed as well as challenges that can affecuk&Tin the library.

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

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

30 MAINCONTENT

3.1 Useof ICT in serialsunit

Library has been transformed by Information and @wmication
Technology (ICT) in the delivery of services frohettraditional to the
ICT- based ones, where innovative and new serVviage 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 lilrarto market services,
indexing and abstracting services and other sesvae reported by
Qutab, Bhatti and Ullah (2014) in the use of tedbgyp in universities
in Pakistan. The essence of using technology barybpersonnel is to
provide improved and efficient service deliveryTI& now used in the
management of serials publication.
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ICT including the Internet can be used in manadwogh print and
electronic journals. The use of the Internet fonagang print journals is
listed as follows:

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

2. World Wide Web (WWW) Home pages
WWW home pages can be found belonging to diffepuple
involved in the serials management business sugiullshers,
individual journal pages, vendors and serials urfitee creation
of homepages by these different groups is to fatdliaccess to
information about them, products and services.

3. Online Public Access Catalogue (OPAC)
This is a catalogue that can be accessed on teenéttand it
allows users even from another library to searehcidtalogue of
any library for information. The importance of OPAE€that it
could support serials resource sharing throughptioeision 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 usedarians and
vendors for professional meetings, pricing tremdissing issues,
titte 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 orderingynpent and
receipt of articles and it can be used for faximgsoanning
articles from one library to another for interlibydoan.

ICT can be used in the serials unit for differecii\aties (Fig. 39) such
as selection purpose. This is done by knowing tleav rserial
publications in the world and communication withbpshers, vendors
and users. For the serials librarian to be awaresof publications, there
must be communication with the publishers by beinghe mailing list
of publishers so that they can receive updatessenserial publications.
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Such communication can be done through email usingbile phone,
computer and the likes.

~T1
.-/

Serial Section

Serals

Managing library serial collecions

Contacting  publishers and  book
vendors

Processing senal collections
{Kalamazoo)

Stamping, assigning access number
and labeling of library collections

Carrying omt  current  awareness

services, sclective dissemination of

Use of Library softwar: Dspace,
FEDORA, Greenstones, Koha etc
OPAC

Emals, Smart phones, Conference
calls, e-chats

3950, other library datsbases online,
Micro Soft Access cte

Barcode machine, OCR devices

Social media plaforms, email alens
dc

information

Fig. 39. Useof ICT in serials unit
https://image.slidesharecdn.com/areasofautomatioramy-
191002045110/95/areas-of-automation-in-library-14-
638.jpg?ch=1569992228

The librarian can also be in contact with a venttoough an email,
phone call or sending a text message. Recordswefpublications can
be kept in the database of the library for easyienal. ICT makes
record keeping and retrieval easier and fastehasstatus of materials
can be easily known, such as list of new publicetjonaterials selected
and those to be ordered. Figure 40 represents dtngtias that ICT
could be used for in a serials unit.

The acquisition process in a serials unit of aaliprcan also be carried
out using ICT. Placing order, subscribing for dsriplacing standing
orders and payment can be facilitated by ICT sushcamputers,
telephone and library software. A library with amegrated software
will enhance record keeping, because the modulsdnals will be able
to take care of selection and acquisition processksre activities
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carried out are recorded and records can easilyetieved to make
decisions. Activities such as when orders wereqaapayment made,
serials received can easily be tracked and decidaken.

‘ Acquisition
N /
- I 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 aggl With the global trend
of copy cataloguing, cataloguing and classificatitas become much
easier and less stressful, as the librarian carclsdar the cataloguing
and classification details from bibliographic eest like Library of
Congress Online (LOC) and the World Cat, and thepycthat
information for that journal and input into the aladse. A library that is
on the web can then have an Online Public Accesal@pe (OPAC),
where users can search for serials from whateveatin they are,
without coming physically to the library. This witlive the library
increased web feasibility and invariably incredasemage.

Preservation is another activity in the librarytth@T can be used for.
ICT can be used for digitization of serials frome tprint format to
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electronic format to preserve the content of théakefor longer period
of use. ICT can also be used for binding paper-lsacials to hard cover
to prolong the durability of such serials. ICT calro be used to keep
records of materials that have been sent to thelebyn or for
digitalization, when and date of return, so that #tatus of a serial
publication is known as soon as one searchesliharyi database. This
will promote service delivery in the sense thatrsigleat request for such
materials will be told that the material is nottwe shelf, but the exact
location and when such material can be accessihisdrs again.

ICT can be deployed for evaluating serials pubiicat Evaluation of
serials is done to know the strength and weakné#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 sedalection is fulfilling
this role by designing a questionnaire and adnenisy it to user.
Questionnaire can be designed using a computesamidelectronically
to users email boxes to fill and submit. The ser@rsonnel can carry
out the survey using online questionnaire surveynaas survey monkey
and providing links to users to fill. The responsaa be analyzed using
statistical packages and inferences drawn to shbe level of
satisfaction users have from using the serialsipatidn. The analysis
of the survey can be done using statistical packageh as Microsoft
Excel, Statistical Package for Social Science (§RSfag ICT tools and
the result retrieved using a computer for onwaidtjmg using a printer
or sending as an attached file using an emailis8ts that has been
collected through keeping of records of serialsduseloaned out from
the database can also be used to assess the selliadsion. The use of
ICT can easily facilitate the process of evaluasegals collection.

Weeding is another activity carried out in a serighit of a library

which ICT can be deployed. Weeding is the removaevials that are
no longer useful to users, and this can be tempdi@r binding or

permanent. ICT can be used to determine the lelveise of serials
through the statistics collected on use of sergaid recorded in the
database. This record can be used to decide whatkerial should be
weeded or not. A criterion that can also be usedvieeding is date of
publication especially for science based seri&ls journal articles and
this can be retrieved from the database. The u$€Tofor weeding can
facilitate the weeding process as some manual itetivcan be done
with the use of computers and database, e.g. asued level of use
and date of publication.

The use of ICT for different activities in the sdsi unit will lead to
improve service delivery as time wastage will ba&imized due to the
reduction in manual processes. Libraries in dewsdopountries have
deployed Electronic Resource Management (ERM) syster their
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electronic resources including serials publicatistsch has improved
the accessibility of users to serials publicatiMMan Ballegooie and
Borie (2015) reported that University of Torontdtary subscribed to
ERM to manage their serials publication and it dlé®swved for e-journal
access to be simple and e-serials are also catdaggithe print serials.
The authors reported that with this ERM system,rtbmber of serials
especially in open access databases are availasditledan be accessed.
The system also allows for usage statistics whih reecessary for
decisions relating to purchase of serials to rediwgdication of serials
that will be purchased.

3.2 Challengesto ICT usein serialsunit

One of the major challenges to ICT use is low I®illspossessed by
library personnel especially in developing courstifigzeani, 2011). The
possession of low ICT skills by library personnedymot be unrelated
to their lack of adoption of ICT due to the belieat ICT will take over
their jobs and lead to unemployment. The trendrfegeally changed
after eight years with Ajie (2019) reporting thiae tuse of ICT by library
personnel in Nigeria is not in tandem with the ptitd of ICT as library
personnel were not skilled enough in their use@r Kfor performing
their duties in the library. This is a major chatle, as library personnel
in Nigeria cannot be left out from the global tremiddeploying ICT in
libraries for improved service delivery.

Inadequate training is another challenge to uskC®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 we useful to users.
This challenge was reported in a study carriedbguBaro, Obaro and
Aduba (2019) to assess the digital literacy slafidibrarians in some
university libraries in Africa. The result revealdtht the librarians had
basic computing skills, but lacked the skills inimaining the system,
which meant whenever a hardware problem occucgnihot be rectified
by the librarian except a consultant is called ditves the problem and
this has cost implication for the library.

The use of ICT by library personnel to perform tikities in the serials
unit can only be accomplished when adequate ICTstace bought,
installed and accessible to use. However, manwriks do not have
adequate ICT due to dwindling library budget whintariably affects
or limits the kind of services that can be rendetedusers. Other
challenges that could affect the use of ICT forisdermanagement
include poor infrastructure such as power supdltiiating internet
connectivity, inadequate ICT and so on. This wasrotmrated by
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Omeluzor, Pelemo, Agbawe, Onasote and Imam (2018 study on
reasons why librarians in universities in Nigerr@ anoving from one
library to another.

Many libraries in Nigeria do not have the resourtee®nsure regular
power supply, adequate internet connection andigioov of relevant
ICT, so these affect the level of services delidete users. This is
reflected in social media not being used maximiallgnany serials unit,
because of unstable internet connectivity, irregylawer supply and
poor perception of library personnel (Fig. 41). Thee of recent
technology such as cloud computing and augmentatityres non-
existent in many libraries.
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Fig.41 Challenges of Social media use
Source: Abdullah, N., Chu, S., Rajagopal, S., Alhiga., and Man, Y.
(2015).

Libraries in many developing countries especiallygedia have
inadequate infrastructure such as poor telecommatiarc network,
irregular power supply, poor internet connectiwatyd inadequate ICT.
These challenges affect the maximum use of ICT enaks unit.
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Inadequate infrastructure, manpower and financeehailso been
observed as major challenges faced by librariar&@auemic libraries in
Nigeria.

For increased use of ICT in the serials unit, teeats librarian should
source for funds from individuals, national and emntational

organisations to improve the funds available to uhé&. Once there is
adequate funds, internet connectivity could be owpd through the
purchase of adequate bandwidth to use the ICT &su purchase of
more ICT facilities to meet the needs of the senalit. The availability
of more funds will also allow the provision of attative power supply
such as use of inverters, solar and generatotewiate the challenge of
irregular power supply. The availability of morenfls to the serials unit
could cater for training programmes for the libragrsonnel to acquire
the necessary skills to carry out their variouggas

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 theateunit to add value
to the services being provided in the library, eliéint and relevant ICT
needs to be acquired and used and the challengeaftéct its use must
be solved.

50 SUMMARY

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

preservation, evaluation and weeding. The differ that can be
used for each of the enumerated activities in mlseunit is discussed.
For maximum use of ICT by library personnel, chajles such as low
ICT skills, inadequate ICT, lack of adequate tnaghmust be solved by
the library management through the provision oéveht and regular
ICT training programmes and ICT equipment.

Use of ICT for activitiesin Serials Unit
. Searching publisher’s catalogue: Computer withrivgefacility
. Selection: Computer with Internet facility, telepieo
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. Ordering: Computer with Internet facility, photodep telephone

. Acquisition: Computer, photocopier, telephone

. Weeding: Computer, printer, photocopier, scanméephone

. Evaluating collection: Computers, printer, photaeop

. 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 In&grtelephone

. Making payment: Computer with Internet, telephone

. Stock taking: Computer, printer, photocopier

6.0 TUTOR-MARKED ASSIGNMENT

1. Enumerate five activities in a serials unit dst corresponding
ICTs that can be used to carry out these activities
2. Explain some challenges to use of ICT in a Beuait.
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1.0 INTRODUCTION

A serials librarian is expected to perform differectivities using ICT
to improve service delivery. The ICT skills requirdy a serials
librarian to carry out relevant activities in anfarmation age is
discussed in this unit

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

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

30 MAINCONTENT

3.1 Typesof ICT skillsrequired by personnel in serials unit

The present information age is an era dominatelCihyin every sphere
of life, and the library is not an exception. Caqsently, library
personnel should have the necessary ICT skillséotlie ICT adopted in
the library to provide relevant services to usizd. skill is explained as
abilities that an individual has to use computerd ather information
technology to achieve some tasks (Quadri, 2012pti#er definition of
ICT skills that relates to the library is the atyilio apply computers and
other technology in selection, acquisition, orgatian and
dissemination of information (Ugwuanyi, 2009).

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

2. Computing application skills
3. Internet navigation skills and
4. Computer management skills.
1. Computing skills

Computing skills involve the ability to word prosedocuments,
print, edit, scan, upload, download, format docutmeand
prepare power point slides. The library personheufd possess
computing skills so that the typing or input of oets into the
database can be easily carried out. The documgmsl tmay be
required to be used, so the library personnel inestble to print,
scan and send as an attachment to the serialgidibbravhen
requested for. The list of new publications frone trendor will
normally be sent as an attachment to the sertalarlan and this
has to be downloaded, saved on the computer anhil dua
printed or sent electronically as an attachmemhémbers of the
selection committee to discuss and select the wesdegals for
the library. The ability of having high computingills will
facilitate carrying out these different tasks bye tlibrary
personnel in the serials unit.

2. Computing application skills

The ability to store, preserve, use bar codeswee3.0, digitize
documents are components of computing applicakdrs.sin an
automated library, the use of ICT becomes inewdalsb the
library personnel must be able to have computingliegtion
skills to be able to store and record recordsc¢batd be used for
decision making. Bar codes are presently attacloedibtary
materials including serials and the library persdnmust be able
to do this and attach bar code to serials that Ih@en received
into the library through any acquisition methodbefiefore, the
ability to use a bar code reader becomes necegslan/Web 3.0
is being used in many libraries and some librahni@ge advanced
to Web 4.0 for service delivery, so the library gmmel in the
serials unit must learn these web 3.0 technologiesapply it to
the activities in the serials unit.

3. I nter net navigation skills
The library personnel in the serials unit must @essess Internet
navigation skills. Internet navigation skills corgar the ability to
browse and navigate the Internet, use search engewaluate
information sources and create web pages. In tifrmation
age, the Internet has become a useful tool in itrary, where
materials can be searched and retrieved from. Tiierrlet
provides the opportunity to the personnel in thréakesection to
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browse for newly published serials, get cataloguamgl class
marks for materials using search engines. Theratarould also
be used to search for standard list of serialsotalrie libraries
which can be used for evaluation of the seriakhnlibrary.

4, Computing management skills

Computing management skills are the abilities twulite shoot
when there is a problem, create data and manag&llimnd

activate software, manage emails and manage ttserpel and
other resources in the serials unit. Skills foubi@ shooting are
necessary in the use of ICT for carrying out taslezause the
ICT sometimes may malfunction and the library persg should

be able to fix minor problems without asking fosiatance from
the ICT unit of the organization or a consultahtisimandatory
for library personnel in this information age to &lgle to install,

activate software such as antivirus and othersopatly with no

assistance. The serials librarian needs to betaldapervise and
coordinate all the activities and personnel in tineit, 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 th&dahat will lead to
increased service delivery.

3.2 Methodsof ICT skillsacquistion 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 task the library
including the serials unit. The training proposedtlbe library for the
serials personnel must be need- based, that isebe of the personnel
should be known in the areas of gap in ICT knowdedhat will
facilitate skill acquisition for improved serviceldery. The essence of
undergoing relevant training is to ensure that @i skills possessed by
the personnel in the serials unit will be relevémtuse the ICT and
increase productivity of the unit.

ICT skills can be acquired on the job by the pensbim the serials unit.
This can be achievable by the constant use of I€Thb personnel to
perform different tasks related to serials managgmidowever, the
personnel must be inquisitive and willing to leamthe necessary skills
can be learnt and used to improve services rendeargde unit. The
library personnel can also acquire ICT skills tlglouprofessional
development programmes such as short coursesfjozetidiploma or
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master programmes. There are many ICT coursesithdieing offered
physically and online which a library personnel esngage in, based on
the ICT skill requirement by the personnel. Manytledse courses have
hands on practical that will allow the personnelctry out different
assignments and exercises to ensure that the n¢lskils 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 amel library has
adopted it for improved service delivery. Therefoserials personnel
should possess ICT skills that would be used tdopar various
activities in the serials unit. These ICT skills shibe acquired and
regular training should be done to improve thelskidb ensure that
requisite skills are being acquired for new techggladopted in the
library

50 SUMMARY

The possession of high ICT skills by the persommehe serials unit is
mandatory to harness the potential of the ICT ab#a 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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MODULES5 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 butlgethe serials unit
and sourcing for funds to enhance service delivéhe legal issues
relating to serials management such as copyrighiess relating to
photocopying of serials materials, digitization acehsorship will be
explained in this module. The infrastructure regdiin 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

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1 Definition and relevance of a budget
3.2 Composition of a budget for a serials unit
3.3 Source of funds for serials unit

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

Budget is a very important aspect of the succeshekerials unit. The
definition of a budget and its objectives in a ariunit will be
explained in this unit. This unit will also discugge composition and
preparation of a budget for a serials unit and seaof funding for a
serials unit.

20 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
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. identify and explain the sources of funds in aadeninit
3.0 MAINCONTENT

3.1 Definition and relevance of a budget

A budget is an important document in a serialseedhat will take care

of all the financial aspects for the unit. A budgstdefined as
statement of the financial position of an admirg@gtn (as of a nation)
for a definite period of time based on estimateg)gienditure during
the period and proposals for financing them (Mend@/ebster, 2021).

It is a financial statement that is prepared fa #xecution 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 whichpplies and can be
used for planning and control (yourarticlelibrapnt, 2020). As a
planning tool, the budget reveals plans to numestangth 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 evaluadioactual performance
to assess if what was intended has been achieved.

Relevance of a budget

A budget is to provide a guide to ensure that fuatlscated for

different activities are used specifically for thattivity to meet the

objectives of the library. Ratha (2015) assertett the objectives of a
library budget as: a statement of estimated reveaund expenditure for
a given period of time, a plan for the effectiveatination of resources
and expenditure, presentation of details aboutstheices that will be
provided in the future and a basic financial contrechanism. This
implies that it is necessary to have a budget sogam have a plan of
the revenue expected and the expenditure thatbeilinvolved over a
period of time usually a year.

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

financial plan after the period for the budget toWw if the budget was
implemented as stated in the beginning of the firedryear. A budget is
also relevant as a tool for financial managemehis Ts because the
budget has included the different activities analdfiallocated to it and
this will guide the librarian on how to manage fireancial resources
according to the stated guidelines in the budgdiudget also forms the
basis of future policy and this could happen whie budget is

evaluated at the end of the year to know its l@fgberformance and
implemented and this can be used to prepare thgebudr the next
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year. The characteristics of a budget are: it igtevr in advance for a
future plan of action, used for a future period daded on goals to be
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. TH®Wong 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

oukwnhE

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

(at least three months) before the end of the sidtien 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 thedoerhad sent the
invoice, fluctuation in the currency exchange edpecially if the serial

is a foreign one, published outside the country additional 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 sotfiealibrary can enjoy
all the benefits of belonging to such societies assbciations. Some of
the benefits may include discount on serials phblisby them and on
conference fee registration. Therefore, the budbeuld take care of
such membership fees. Libraries could have standinders to
publishers for serials publication and such finahcommitment must
be included in the budget. Standing orders arerunosbns given to
publishers of serials that they should supply thec#ied serials to the
library whenever it is published. So the library shinclude such costs
into the budget, so that whenever the serials @peled to the library,
payment will immediately be made.

The budget for the serials unit should also contaist for new serials
subscriptions. This becomes necessary as newssar@lpublished and
the serials librarian may realize some of these sewials have been
selected and found useful to the users. It becdmpsrative that the
serials librarian include the cost of subscriptionthese new serials to
facilitate its acquisition into the library and atidthe serials collection.
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For large libraries, the serials librarian usuaiygploys the services of a
vendor to take care of activities such as provisainlist of new
publications, acquisition, subscription renewal antice for payment at
a fee. This reduces the burden of the serialsrldoran doing all these
activities which can be managed by a reputable weadd face other
activities in the serials unit to provide efficiesgrvices to users. The
serials librarian and the vendor must agree onvrelor fee and this
must be documented and signed by both parties. 8ddbrary, must
therefore, include the vendor fee into the budgetfl the services that
will be specified to the vendor to take up.

The library budget should also take care of théaiiwin rate for the
coming year. This is important for libraries in tieveloping countries,
as many serials especially journals are publishedhe developed
countries. This means that libraries in developgingntries will acquire
such serials in foreign currency and the rate afherge for foreign
currency is not static, as this is determined byhyn#orces such as
inflation rate. Therefore, a library should makepsions 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 theumwds would be
funded from the same budget as other serials, wioitenat-based
budgeting indicates that there will be a separat#gbt for electronic
serials, but approaches can be used for budgefirggraals. In large
libraries, the serials unit is allowed to prepaseown budget which will
form part of the library budget.

The preparation of the serials budget is not domg by the serials
librarian, but by a committee of staff in the sksrianit, so that input can
be made from different people. The eventual buftget the serials unit
is then passed to the library budget committedeflibrary, which will

have heads of different units being members inaolydihe serials
librarian. The library budget committee will scrude 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 ifalte@ving ways:

1. Use of budget of previousyear
The serials librarian could use the budget of thevipus year as
a guide to determine what item was listed, how mmomey was
assigned to each item vis a vis the available fumte proposed
budget will be an improvement over the previousspihet based
on availability of funds for the current year. Witke reduction of
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library budgets in many libraries even globallye tiserials
librarian must therefore prepare a realistic arfdea@ble budget.

2. I n accor dance with work programmes or cour ses
The serials librarian must consider the servicdsred and the
subject focus of the library in preparing a buddeit will be
tailored to meet the objectives of the library amdariably meet
the information needs of users.

3. By using professional standards
Each profession has standards that are not staticmay be
modified due to some changes such as advancement in
technology; innovation and provision of new sersi@nd this
could lead to some accepted practices. The acaptainthese
practices by many libraries will make them becomoenrs that
need to be followed.

The procedure for budget preparation is in thefeihg stages:

1. Review the current budget
2. Preparation

3. Submission and approval
4 Implementation

1. 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 curredittta® next year.
However, in large libraries, the serials librarianll form a
budget committee made of relevant personnel in gbgals
section who will collate all the needs and plarsusnize and
deliberate on what item and amount to be in th@@sed budget.
The proposed budget will then be submitted to teeals
librarian who vets it to make it is in accordancéhwlibrary
policy. For smaller libraries that do not haveidist units headed
by a professional librarian, the head of the lipraho is the only
professional librarian will prepare the budget.

2. Preparation
When preparing a budget, the serials librarian nensure 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 neesln isers as it
is comprise of different personnel from the seriaig. 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 wamtrmow be
submitted to the head of the library, where thedmudwill be
discussed and scrutinized by the library budgetmdatae which
is encompasses all the head of units in the libfarya large
library. The budget can be corrected based on comntsnmeade
and the revised budget is submitted for approval.

4, I mplementation
When the budget of the serials unit is approvedn tthe next
stage is implementation. The budget must be impheatebased
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 fadlestate or
local government will be funded by such governm#émbugh
monthly allocation to the organization and releatsethe library.
The library will be expected to have prepared adetdand
defend such budget, before funds will be allocated by the
management of the organization. The serials uniigoa unit in
the library will have prepared a library that whlave been
integrated into the library budget which will becemart of the
budget for the organization.

2. Internally Generated Revenue
This is income that is generated by the serialg thriough
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 cashh gerials unit
to assist in providing relevant services to us8wmne individuals
or organizations may decide not to donate cashrdthér pay for
some services such as annual subscription for semals which
the serials unit is expected to pay for. This waduce the
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amount of money that would have been spent by éhals unit
for 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 thedd+al
government to provide funding to libraries of pablertiary
institutions in Nigeria. The funds could be prowdde terms of
buildings or providing infrastructure to the libies based on
needs assessment. Such intervention will addesg projects
or equipment which will reduce the financial burdée library
would have carried.

Private-public partnership could also assist liesrin meeting their
financial obligations. The library can search foivate organizations
that will be ready to go into partnership withritareas that will be spelt
out such as providing buildings, provision of adatguinfrastructure,
payment of subscription and purchase of ICT equitmé@n agreement
is prepared and signed by both parties and thisawilance the services
rendered in the library. The library personnel atso write proposal for
grants to different bodies and when such propoaadsapproved, 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 wiitch states the
financial aspects of income and expenditure foreary The serials
librarian needs to prepare a good budget that lvalimplemented for
effective service delivery. The source of fundsilatde to the serials
units were highlighted to indicate that the senaitg should not depend
on only one source of funds.

50 SUMMARY
Budget definition and its relevance to a libraryrevexplained in this
unit. The components of a budget and how to prepageod budget

were discussed to show the importance of it to gaeals unit. The
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sources of funds available to a serials unit weighlighted. This
becomes necessary as library budgets are gettidgced due to
economic situation in many countries, so the sefiidrarian needs to
know other sources of funds to explore to and mai@e funds
available to carry out the necessary activitiedhaserials 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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UNIT 2 LEGAL ISSUESIN SERIALSMANAGEMENT
CONTENTS

1.0  Introduction
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3.1  Copyright issues
3.2 Licensing Agreement
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6.0 Tutor-Marked Assignment
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1.0 INTRODUCTION

This unit will discuss the copyright issues in alErimanagement which
the serials librarian must be aware of and adleent 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.

20 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 liaraend vendor

30 MAINCONTENT

3.1 Copyright Issues

The personnel in the serials unit and the librasers must be
knowledgeable about the law guiding the use ofakersuch as
copyright law especially as it relates to conversad the format of a
serial to another and the photocopying of serialstary personnel and
users can make photocopies of serials but it meststictly for
educational purposes and not for commercial puposaemplies that
serials can be photocopied, but such copies mudiensold. Serials can
be photocopied as long as it is under fair use #m& criteria for
determining fair use of a serial is:

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

b. Copyrighted nature of the work

C. Amount used in proportion to the whole work and

d Effect upon the copyrighted work’s potential markelue
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Copyright affects serials and their managemertténfollowing ways:

1.

Photocopying for users by thelibrary

Many libraries have photocopying facilities that able

duplication of materials. This becomes necessarthé serials
unit, where there is restriction on loaning outiasr so the
library personnel may photocopy some aspects ofemals
publication for a user on request. The library nsake a copy of
one article per journal issue for a user, but naadstere to these
conditions: the copy becomes the user’'s propehty, user has
stated that the copy will be used solely for edoocal purposes,
a copyright warning is displayed where photocopyuests are
accepted and also on the request form. This isrodept the

library from any act of copyright violation comnatt by library

users.

I n-house photocopying by users

Users are also allowed to make photocopies themselv a
library in the public access areas where photocapynachines
are placed. The library personnel do not supervise
photocopying made by the users and therefore, t¢admadeld
liable to copyright violation by such a user. Howegvwarning
signs are expected to be placed in areas wheree ther
photocopying machines to warn the users againsyrigy
violations.

Photocopying for reserve

Serials especially journal articles can be photemband kept in

the reserve section of the library for users toehaecess to

satisfy their academic information needs. Sometinaekecturer

may request that a journal article may be placedeserve for

students, so the library can decide to make a pbptpof that

article for that purpose. The photocopying of npldticopies by

the library for reserve must adhere to the follayvwguidelines:

a. The amount of material should be reasonable irioal&o
the total amount of material

b. A reasonable amount of copies (normally less thah s

may be made based on the number of students @jféran

course

Copyright notice should be attached to the item

Photocopying should not be a hindrance to the clthe

serial

oo

Digitizing for Electronic reserve
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Serials can be digitized for electronic reserveallow users to

have access to such materials. However, the pslid@

university electronic reserve are:

a. The system is limited to lecturers, researcheedf sind
students affiliated with the institution

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 each
system is completed.

5. Photocopying for replacement purposes

Serials in a library sometimes get damaged or mgssind it

becomes a challenge to library personnel espeacmetgn such
missing issue or volume is still relevant to usansl users are
asking for the material. A library can make a ploofoy to

replace damaged, missing or stolen material iflittrary after a

lot of effort cannot get the original material togaire at a fair
price.

6. Photocopying for classroom teaching purposes
The lecturer can request to make a photocopy afglescopy of
a newspaper, journal article, graph or chart fropeaodical for
educational purpose (teaching, research or classroo
preparation). However, multiple copies can be rstpeefor by
the lecturer for every student in that class, Imet article to be
copied must be less than 2500 words, one illuetmatior only
one course, no more than two articles from the sautbkor or
three from the same volume of the serial and natentivan nine
instances of copying for one course during a semmedthe
essence of these guidelines is to make the lecamérstudents
purchase the serial instead of photocopying thealsér the
course per semester, year in year out.

7. Interlibrary loan

Interlibrary loan can be undertaken by a libraryt the library
has to abide with copyright laws. The copyright lan
interlibrary specifies that a library is allowed toave five
requests per year from the journal’s most rece® fiears from
another library. This is to forestall the libraryom using
interlibrary loan as a substitute for subscribirg & journal.
However, the requesting library must keep a writteoord of
each request.
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3.2 License Agreement

A license is a form of agreement between the lipard the vendor
such that the right of both parties are clearlytestaand protected.
Licensing issues include method of calculating paymrestrictions on
use and what happens upon termination. The sdibadgian could sign

an agreement with a vendor (s) stating functiorsjerof payment. The
serials librarian must read all agreements wellofeefsigning such
agreement, so that the library does not default inateécomes a legal
issue and may have cost implication or demotiontloé library

personnel.

A library could join a consortium with other libfas to have access to
more information resources and human resourcesafibpersonnel)
expertise is in agreement. A library could be dediras a group of
libraries coming together with the aim of shariregaurces (human,
information and technical) to users in the othlerdries. Bharti (2011)
defined a library consortium as “a group of libesi preferably with
some homogeneous characteristics by subject, tuin@nal affiliation,
or affiliation to funding authorities, who join tether 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 dudhesence to
copyright compliances™ttps://slideplayer.com/dide/4632082/)

Libraries that have decided to form a consortiuimst,f start with

informal meetings between the heads of such liesathat have a
common goal and the same type of users and prodcedsrmal

meetings where the following issues will be propéikcussed:

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

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

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

4. What resources, financial, information, technicapestise are
needed to support the consortium’s mission andgae?p

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

The issues (Fig. 42 and 43) when discussed ex&gsivuld lead to the
libraries willing to form a consortium, after whiehlegal document has
to be signed by all interested parties. With tigmisig of the documents,
the consortium can begin. The signed legal docuneemione by all
participating libraries. Members should go throughe prepared
document and allow a lawyer to read before signingo that all the
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information and clauses are well understood befeigning the

document. The signing of the document by eachrijbmaakes it binding

on and the contravention of any the statementdanises would have a
negative consequence on the library. Such consequeould involve

legal actions taken, stoppage of access to infeomatemoval of the

library from the consortium or payment of fine. Thirary should

therefore, adhere to all the rules guiding the faiom of the

consortium. This agreement signed by all the cbating libraries can

be used to subscribe to online databases joirfigresinformation and
human resources. Members in a consortium could afgragreement
with publishers and this is referred to as conaditensing.

Functions

<+ Agreement for establishment of a consortium — A concrete agreement is
needed to be established for participating libraries in consortia to achieve
a common target.

++ Administrative of library consortium = To run the total functions of a
consartium smoothly a statutory body is very much essential to be formed
taking chief librarian/chief information = manager from every
library/information centre.

“* Financial control — Whether a consortium fund be created to'subscribe to
the core journals in different subjects in multiple copies at a discount rate.

<+ Joint Work — Prepare list of titles
Subscribe to Core titles
Prepare the union list of titles
TOC services

«» Evaluation — After a certain period, the whole activities of a consortium,
(i.e., individual as well as cooperative) must be evaluated on the basis of
pre-determined objectives.

Fig. 42. Functions of a consortium
https://image.slidesharecdn.com/libraryconsortid@830041456-
phpapp02/95/library-consortia-9-638.jpg?cb=1409ZK22
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Major issues of Consortia approach
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Fig 43. Major issuesin library consortium

https://image.slidesharecdn.com/libraryconsortid@830041456-

phpapp02/95/library-consortia-10-638.jpg?cb=1402ZF2

Consortia licensing is a legal process of acquimisgge rights of the

intellectual property governed by the copyright $aler a community of

members, such as the participating members of rarjibconsortium.

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

following:

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

. Authorized users

) 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 simultaneosesr on any
of the resources subscribed by the Consortium. Amyber of
users can access e-resources including e-journald a
bibliographic databases at any given time. Walksers (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 jouritlastthat are
added during the contract period at no additionat.c
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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 targ 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-inddpeh
Discontinuation of print subscription which is dable through
consortium should not be binding to member Insgut

8. Protection on Increase of Price
There should be no annual increase of the pricennuAl
increment of the price should be below 5%.

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

For sustainability of consortium, the library musteate ways to
generate and manage funds. The adequacy in fundd etlow for
subscription to more e-resources, provision ofréggiired infrastructure
and operational cost.

SELF ASSESSMENT EXERCISE

What are some legal issues in serial management?

40 CONCLUSION

Serials are acquired in libraries to be used tesfgathe information

needs of users. However, be aware of such rulesadhdre to such
rules to avoid violation of the rules. The seridisarian also has a duty
to educate users on the appropriate use of sewalss not to violate
rules guiding the use of serials. Licensing agredgmeare signed
between the serials librarian and vendor or betwhberserials librarian
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and publishers and these agreements must not laeleef by either
party.

50 SUMMARY

This unit has discussed the rules guiding the @iserals extensively to
avoid violation of legal issues such as copyrigbtation and licensing
agreement. The essence of the discussion of lagake$ in serials
management is to know these legal issues and atth#rem, so that the
serials unit will continue to benefit from collalabion 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 signingcehsing
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 organized iseaals unit of a
library to facilitate access and use to the diffikreategories of users.
The infrastructure to facilitate use of serialslviié discussed in this
unit. Such infrastructure include physical resosrgepace, shelves,
lighting, ventilation, ICT, internet connectivityelectricity), human
resources (staffing) and financial resources valdiscussed in this 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

30 MAINCONTENT

3.1 Physical infrastructurefor a serialsunit

The financial investment on serials acquisition acdess is to satisfy
the information needs of the various users of theaty. Users’ could

access and use these serials where the librargrbagled the requisite
physical infrastructure to promote use of the ¢$eridhe physical

infrastructure in a library is therefore, an impmrt factor in achieving
effective service delivery.

The physical infrastructure is reading space, @®lvlighting,
ventilation, ICT, internet connectivity (bandwidthglectricity, noise
level, room temperature, humidity, building desmmd aesthetics. In a
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serials unit, there should be a space allocatedders to sit and use the
serials physically (Fig. 44) and this reading spsleeuld be equipped
with good reading tables and chairs for the udeig. @5) that are well
arranged to allow for easy movement of users aaffl Jthe serials unit
should also have offices for the librarian and ottaff and this should
be furnished to provide a work environment thatasducive for the
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%82F%2Fgreg
miller21stcenturyleadership.wordpress.com/physeralironment

'PERIODICALSECTION  fus | Slpmmmmmsg |

Fig. 45: Serials section in a library showing reading area and
shelves
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Source: https://www.google.com/Fenvergalibrary.vpoess.com
Adequate shelves should be provided in the satiailsto accommodate
the serials that have been organized so that wsershave access to
them. The shelves if made of wood must be of goaality that can
withstand the weight of the series when placedhenshelves (Fig. 46).
Metal shelves (Fig. 47) can be alternative to woosleelves to prolong
the lifespan of shelves and avoid insects eatiegwbod. The shelves
should be properly positioned in the serials usit,that it would not
obstruct the passage of users or the library peedonThe serials
librarian must ensure the acquisition of good dwadnd durable
shelves.

0 {

Fig. 46. Serials on a wooden 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&personpop
e.com%2F2018%2F09%2F18%2Flibrary-storage-benebits-space-
saving-solutions

Good lighting systems, fans, air conditioners anehtNation are
expected to be provided in the serials unit as¢bidd have a positive
impact on users using the serials unit and theuibstaff carrying out

129



LIS319 MANAGEMENT OF SERIAL PUBLICATION

their activities. The serials unit that is well il the day through the
positioning of the library towards allowing natutight to penetrate the
Serials unit, will allow users to use the resouraé®n they visit the
unit. However, if it does not have good naturahtigg due to the design
and location of the serials unit, then artificiglhiting could be provided
to enhance the lighting situation, using electutbb but this will have
cost implication as bulbs have to be bought andeese in amount paid
for electricity.

The air conditioners, fans and windows that all@w dross ventilation
will provide the coolness and calm environment &cilitate use of
serials for learning and research. The intricacigish different
geographical locations such as weather and temperateed to be
considered. For example, there are countries ti@iunter extreme cold
weather and such libraries should provide heat&rgnthe serials unit
to reduce the effect of the cold. Countries wittrexe heat should have
their libraries furnished with good cooling systemssch as air
conditioners and fans. These heaters, air coneéitooand fans would
only be functional when power supply is regular aodstant, so the
library has to provide constant power supply foesth facilities to be
operational at all times.

The provision of adequate ICT such as computerg. @), printers,
scanners, telephone, fax, bar code and internatembivity with high
bandwidth for the serials unit will facilitate gos@rvice delivery. The
consequence of having inadequate ICT and interoextivity could
be ineffective service delivery. The serials urhbwd also provide
adequate ICT such as printers and photocopietsaaisers can operate
them. This becomes necessary as serials are iniomraaterials that
usually are not loaned out, so a user that seaae$inds an article of
importance can print them in the library. Photoeopi should be
provided to ensure that users can make photocomeidls but they
must adhere to copyright laws guiding the use chserials.

Libraries that have subscribed to electronic jolsr@ad databases must
have high internet bandwidth so that users cansacsearch, download
and retrieve the information as fast as possiblangttime of the day.
When the internet connectivity is slow, it will aft the speed of
searching and downloading materials from the irgeand 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 awdllaboration
between users, vendor and library personnel.
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Fig 48. Different ICT needed in a serials unit
https://www.google.com/ict-gadgets-functions.html

Regular power supply is also required in the sengdit and the library
as a whole to power the available ICT and librarftvgare to perform
maximally. In Nigeria and some other developing rdoes, regular
power supply is not constant and this becomes amudjallenge to
libraries as the most of the infrastructure neerbgfliire electricity to
power them. Therefore, for maximum use of the #erimit and
collection, alternate power supply such as genesaioverters and solar
system could be provided to harness electricifyower the equipment.

Libraries globally are expected to operate in @xienvironment, where
the noise level is very low. Noise could be gereztdtom the use of
equipment such as printers, scanners, photocopi@ass, air
conditioners and other gadgets in the serials asitwell as noise from
external sources such as from vehicles on the roathan and others.
The library management should ensure that suchenwisuld be
controlled to the lowest. When the level of noisethe serials unit is
high, users would not want to come to the libranysically to use the
materials and this could result to low level ofigleresources. For new
libraries, it would be beneficial to construct thew building with noise
proof materials to provide a serene and noiselés®sphere in the
serials unit to increase the level of use of matety users.

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

conveniently. The librarian must therefore, consithe peculiarities of
users and cater for the general and specific nefetie users.
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Good and adequate physical infrastructure shouldphmided to
facilitate optimal use of serials by users to hasnéhe information
content embedded in them and also to provide awmwe environment
for library personnel to carry out their variousks efficiently. The
inadequacy in the physical infrastructure couleetfEervice delivery.

3.2 Library personnel in a serials unit

The serials unit is a component of the library ahe personnel will
consist of librarians, paraprofessionals and suppstaff. The
professional and the paraprofessional are the nhjary staff that has
been trained to carry out library activities fofeetive service delivery.
The librarian is someone that possesses a minimuen Bachelor of
Library Science and or a Bachelor degree in anotmerrse with a
Master in Library and Information Science. The alerilibrarian is the
professional that heads the serial section and dooates all the
activities. The tasks that the serial librarianfpens are: selection,
acquisition, ordering, cataloguing and classifizati supervision of
subordinates (paraprofessionals and support staffjanning,
administrative and financial issues (subscriptiemewals).

A paraprofessional is a holder of a minimum of @IBna in Library
and Information Science and referred to as a §baodficer. The library
officer is trained in the activities of a library tprovide technical
assistance to the professional who is a libradialorary officers could
be regarded as middle level manpower and they cemmgait the effort
of the librarian. Library officers are the stafatrusers will first come in
contact with in the serials unit of a big libranyino a small library where
there is no distinct serials unit. In a big autoedatibrary, a library
officer will carry out online copying of cataloggnand classification
numbers, provide assistance to users on how toQudae Public
Access Catalogue (OPAC) and search for materiatb®ulatabase. The
library officer could also carry out shelving arfte reading of serials

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

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

paraprofessionals. A library should have the righik of library

personnel in terms of qualification and experiefareeffective service
delivery. The ratio of professionals (librarian®) paraprofessionals
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depends on the size of the library, library adigtand services. This
means that the number of professionals to paragsimieals in a serials
unit is determined by the size of the library, aksricollection and
services rendered to users. Inadequacy in the nurobelibrary
personnel would affect the service delivery.

3.3 Financial resourcesfor a serialsunit

The serials unit should have adequate funds touweed! its activities

for the year. This can be done by the serials lgaangood budget
prepared which will highlight what the income ancgenditure of the

unit and items that the unit will spend money orggdd budget must be
properly prepared with the input of other librargrgonnel apart from
the serials librarian. The budget, its componertt haw to prepare a
budget has been extensively discussed in Unitthi®imodule.

For libraries owned by government, the major sowfcinding is the
subvention from the parent organization. Manydii®s especially in
developing countries are experiencing inadequatdifiy to carry out
all the expected services by users. It behoovab@serials librarian to
solicit for funds outside the mandatory sourcelofary subvention from
the parent organization. This has become necedsarjo the dwindling
library budget because of the global economic s8dnawhich has
affected the funds available to take care of nafiporganizations 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 incoredees generated from
printing and photocopying of serials, which in meases is not much
and this goes directly to the library account. T™ezials unit could
charge fees for some services provided such asraiér document
delivery to users. Sources of funding in a librarg 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 gamotocopying),
translation and compilation of bibliographies

1. Subvention from government or private owners

The major source of funding in many libraries issdx on
ownership. A library that is owned by governmentetiges its
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funding directly from the government based on tiganizational
budget submitted. The library budget is a componenthe
organizational budget, so when resources are edefs the
organization, the organization then allocated theaty funds to
it based on the approved budget. Libraries thataavned by
private individuals or organization are strictlyntied by the
owner of such libraries and this is also based e written
budget and the availability of funds.

Subscription from members

This relates to libraries that are owned by gro@ipenple and
managed by a board. Members of the board are tee tat
provide the funds for such a library to carry oist goals and
activities.

Library tax or rate

In many developed countries, organizations and eon@s are
expected to pay some amount of money as library fExe tax

could be on property, local sales, local governmiees and

additional tax revenue (excise, sale and incomg Exs 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 Buex.

Marketing of library and information services

The library can make some money through marketihgome
services in the library. The services include thevjsion of
Selective Dissemination of Information (SDI) and r@mt
Awareness Service (CAS) and provision of internedrehes.
Selective Dissemination

Donation and endowment

Libraries could seek for donations from individyat®mpanies
and organizations to provide the necessary infdanaesources,
physical and human resources that are needed ibraryl to

enhance service delivery. Funds could also be vedeihough
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 searghfor

interested people and organizations that would ilengvto give

endowments.

Sale of publications

Funds could also be gotten from sales of publicaiio the
library. The library could have some publicatiofs;, example
compilation of bibliographies that would be relevémusers and
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can advertise such to users to make purchase. dheymaccrued
form such sales could be added to money from osberces
received and used in the serials section of arljbra

7. Income from reprographic services and translation

Serials are usually not loaned out to users andisgos that
require the serials are allowed to photocopy sospeéet of the
serials based on fair use. The money paid for oy belongs
to the library and is a source of library funds.ryldibraries have
a bindery, where they bind information documentsuiers for a
fee. For example, some libraries make it mandaforystudents
to bind their projects in the library. The moneydphy users for
printing, photocopying and binding adds to the fsiadailable to
the library.

Availability of adequate funds will afford the s&s unit to acquire the
necessary physical infrastructure and informatesources for the unit
to provide efficient service delivery to users. hoyed funding 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 librarytsat users can
harness the information embedded in them. Howeahere should be
necessary infrastructure such as physical, humdriaancial resources
to facilitate meeting this objective. This infragtture should be
provided by the management of the organizatiomstify the huge cost
of serials acquisition for the library and the nmaxim use of these
serials by users.

50 SUMMARY
The infrastructure required for efficient servicelidery in the serials
section of a library is discussed in this unit. Tin@t explained the

physical, human and financial resources that shbaldnade available
to facilitate a functional serials unit that is fideo users.
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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 aridghlights the
meaning, characteristics and types of serials.al8edre publications
that have unique titles and are published at regidgervals for
continuity. Serials are important to library uséecause they contain
current information that could enhance decision in@kor users. The
course material showcases why the personnel irgehafrserials in any
library must have the necessary qualities and wtaied the job
responsibilities. This will ensure that the relevaerials are selected,
acquired, catalogued, classified, indexed, presenghelved and
accessible to users for retrieval when needed.s Ehihe essence of
managing serials and this can be facilitated thinaihg use of ICT tools
to improve service delivery.

The publication also highlights the use of ICT #arials management
which requires the possession of relevant ICT sKdly the library
personnel. However, the library personnel can aeghie requisite ICT
skills through training and retraining, learning thre job and engaging
in professional courses that are tailored towailtsdg the gap in ICT
skills. The book also discusses the relevance mdnftial and legal
aspects to serials management and describes thgoonemt of serials
infrastructure. This publication provides the funmtal knowledge
required by a potential serials librarian to beyvproductive in the
delivery of services to users.
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