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Touring 1he Fogler lerary will introduce you

to the phy5|ca! facnllfles,' ervlces, and materials.

available for'yourﬁuse. Following the path of the

- "Walking Tour" brochure, you will walk through most

of the first floor, continue up to the Periodicals
level, and then on up fo fhe top floor to see fhe

Learnlng Maferlals Center’ and Specnal Collecflons.

If'helos if you actually walk arouno look at
fhe ifems menfloned in fhns +ex+ pull ouf drawers,
poke lnfo corners, and ask quesflons |f you_gjl
confused. By all.means parTIC|pa?e actively - this
is your !ibraryvan&<if_you‘spend a littie time
becoming'acquainfed wirh it in the Jonq run you'l|
“learn more, and probably perform better on upcomlng
research projecfs and -on the qu|z that accompanles

t+his unit.

To begin the tour go to the Eas+ (Union)
Enfrance area on Level 1, " From fhis vanfage ponnf
.oyou will see a Iounge wnfh a small collection of
books: This group Is composed of detective flction,
or mysfory_sforfes, one of the Lib:iiry's leiaure
readino collecfions.  - .

Across from The tounge lS a sfaircase leadlng

to the floors above. Around fhe corner are fvo

ojevafors. N o : [

THE TOUR

INTRODUCTION




" In the center of the room you can see the card.
catalog. The CARD CATALOG is the primary tool for ~  THE CARD CATALOG
locating materials in the library., It is an alpha-

“betical !isting of books, periodib ls, newspapers,

microforms, fheses{;éudio-visgal m féria!s,.efc.
.fhaf the Librar {b&ns. Locati ‘s of the various
items are'givén wifhué'"f'd " which is known as a
“call nur“ér.‘:Each ifﬁ( sn the Library is repre-

sen+ d by at least on card in fhe card cafalog,

Aith the'excepflon of INS. and Maine Sfafe govern- °

ﬂ, ﬁeh+"pub|ica+ions which ha%e their own indexeSAand
bafalogs. ‘When all these cards are filed fbgéfher

in one alphabet, Eéllecfively they becomévﬁnown as

A

\

a CARD CATALOG. \

|
!
|

The drawers contain 3 x 5 cards wifh*éfandard '

1

sorfs of Informaflon on them: aufhor, flfleL place
of publlcaflon, publisher, dafe, plus ofher bits of

. information whlch will be discussed in Unit II. '; -

’

Pull out a drawer and take é-look at a few cards.v

!

N

. If you Sre frying to locate a béék, fhe”single :; ‘ \;
most important item on a catalog card is +he'cal1 j  CALL’ NUMBERS
numbér. The CALL NUMBER located in the upper Ieff— s
— < hand corner- of fhe cafalog card is the "code" wh;ch &

arranges books by subJecf on fhe shelves., Makeséure

- you copy the entire number. -

- . < T ) -
- - . [ :
. / i .
. . . . Ve 4
. . /
i
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L|brary uses several abbreviaTlons as
. . IocaTnc al devuces, so be sure Thaf you. check The

Iocaﬁrcn char+s posTed on The wall near +he card, ~LOCAT-ION SYMBOLS -

“catai g before you Try to flnd a book |n the sTacks.'
On each’ level near The eIevaTor or .stairway There
,are floor plans, and |T's a good idea to check

These to get your. bearlngs before striking off ln '

'search of your call number.




To further complicate maTTers;.The:Library uses
two classificaTion schemes. They are caIIed the
Dewey Decimai and lerary of Congress sysTems. An

outline ot,eaeh is included below.

, o Dewey Decimal Classification System

000-099 Genera) .works T
100-199  Philosophy; Psychology
-200-299 Religion
300-399 Social sciences
400-499 Languages L
500-599  Pure sciences : , B DEWEY DECiMAL
600~-699 Technology - o K h :
o ‘ -700~-799 The arts
il .800-899 - Literature
900-999 History

Library of Congress Classification System . L
General works
Philosophy, Religion
History, Auxiliary sciences . o
Hisftory, General and Old World =~ = . _ -
"History, America -
History, America
Gecgraphy -
Social sciences S - : _
‘Political science LIBRARY OF CONGRESS
Law - . ' : '
Education
Music ..
“Art _ .
Literature
Science
Medicine
Agriculture
Technology
Military science
Naval science- . , . -
Bibl iography T

v

FXCIETMOOD>

N<C —|u723<37ﬁ:2;§

A chart listing: IocaTlons ‘of books ‘in the
sfacks is posfed on The wall near the card

catalog and on each'level in the stacks.

o ‘ . . . 6
" . . ) S ‘ . R




lﬁ Uni+ Il you Willl}earn more  about the card ..
catalog and a few tips about Iocéfinglbooks. ‘Fof fhfs
unit you need to-know WHére fﬁe catalog is iocafed,
and that -most books are listed by author, title, and
subject. %. S ’fi |
Usually a book can be found several d{fferenf
ways, depending upon the |nforma+|on you know |
| 1t you want fo defermlne if the lerary owns
a particular book and you'only know the title, go
To the card catalog and look under the first word of

the title exciuding any initial article (A, An, The).

I3

Likewise with the author's name - if you know
the name jﬁsf chSuff_fhelproper drawer under the
author's name (last name firs+, then first name and/or

inifials).

I you need books on a parficular subJec+ buf
' don'+ know any aufhor S .name or +|+les, it is also

possible to look for |+ems,on a subJecf. If you

have froubie,a bookqehfifled Libfarx_gj_Congress -

Subject Headings will help_yéu_selecf the correct

Q

subject headings to use. '?ou will learn to use
that tool in Unit II.; Once.you master it, finding

books on a specific subject will be much easier.

.

CARD CATALOG

TITLE CARDS

AUTHOR CARDS

SUBJECT CARDS



6

Across from the card catalog is the Circulation o CIRCULATION b
: _ ‘ . I ‘ . SERVICES
P o Services area. The Circulation/Reserve Desk is where
you inQuice if you can't locate a book in the stacks,

" want to charge out, renew, or recall one. .

To borrow books merely preséﬁf your sfudenf.
identification card to the attendant and the books will BORROW ING,
- be charged out in your name. There is no Ifmif_fo the

number of books which may be signed out, but please use

your. judgment.

o

Books are charged out for avéémesfer but are
subject to recall after two weeks if someone else
needs them.. To recéll a book fill out a recal | request ; RECALL]NGi
card whfch may be.obféined af'fhe‘Circulafiqn Desk.,

The staff will'coﬁféCT_The present user who must return

the book promptly.

- . To renew a $ook present the attendant with the cal |
number(s) and request that the book(s) be renewed. Your ° RENEWING

~ book Qill be reheyéd unless it is needed by another user.

There are several fines whiéh'may-be incurred. The

most common are: (1) Not returning a book which has been o

recal led is assessed éf five dollars plus one dollar per FINES

week until the book is returned; (2) regu]ér overdues
-are charged at two dol lars plus one dollar per week until

the ‘book is returned; (3) if a book has been overdue for




. Lo ) :
i ' i ' 7
L A ~ S
six weeks, a replacement charge will be made in

- addition to accumulated fines.

~ Books may be refurned'fo the book slot in the
Circulation Desk, the book box in the North Lobby, 'BOOK RETURNS .~
or to either of the book slots at the North or.East

Entrances. o _ -

" The RESERVE function of the Circulation
Services Deﬁarfmenflis to act as a‘"closed" or ‘con-
frolled collection for the hlgh use maferlals which
have been assigned as outside or collaferal readlng

by.lnstrucfors,, e - ' . E

'Quife effen an'lasfruclor will want akclass to
read aﬁsingle cﬁapfer, and rather fhan,haQe the : v  | "RESERVE BOOKS
. students purchase an enflre boek, the Library's copyrl°
will be placed "on ‘reserve" for use by the entire
class. Because a large number of people‘are frylng
to use a smal | number 'of items, time restrictions
must be placed on the "reserved" materiais. . Books
on reserve clrculafe for a s+a+ed .period of time,
usually four hours. Be sure-f0‘check the signs
posted beaiad the desk for due-back times.
To secure maferials on reserve, fill-ouf a reduesf
slip with the author's name and title of #he.bbok or article.

If you should forge+ the name and title, fhere are no+e— Y

books on the desk whlch list, by. deparfmenf and

.




.couree number, all mefer}als'on'reserve. -When the
affendanf re+rie§es your ifem,_presen+ﬁyour identi~
'ficafion card and rhe books and cards.wiii be pro-
‘cessed " Be sure +to check due +|mes. Stiff rinee

are dealf-ouf'fq insure that books are returned

Vi

promptly. . - o

Fines are fifty cefts for +he first hour and
twenty-five cents for each additiona! houfr uhfil RS , . REéERVE FINES
the book is refurred. Fines are doubled during

examination week. ' - , ' -

_Reserve. books should be_returned to the book
. . v . . .// . ) . _ - - . . ' . '
slot in the Reserve Secfion of the desk.” 1f the o RESERVE BOOK.
. RETURNS:
lerary is closed . books: may: be placed in the

I

outside book drops af fhe Norfh and Eas+ f

°

Entrances. - : . :

The.CircuIatieﬁ/Reserve Desk also‘has hah&~’
-fcalculafors WhICh may ‘be borrowed for use in the * RS ’ " CALCULATORS
Labrary Your |den+|f|ca+|on card musf be beld . uQ.'..)

at fhe—desk while you are 45|ng fhe machlne.

There is asmall coIIecfion of exams on f|Ie
at the Reserve Desk Occasnonally professors " TEST FILE .
deposit copies of prevnous exams to help.sfudenfs ‘ L

study for upcomlng fesfs.

10 .



'phofocopy machines,,a change machine, and some

If you find that the Library does not own a book - S

or Journal that you need you may wish to’ make use of

fhe INTERLIBRARY LOAN ‘Department which |s Iocafed in ' INTERL I BRARY

~  LOAN’ .
fhe office across from “the card catalog and fﬁe

Clrculafion Desk " The lnferllbrary Loan sfaff WI||
try to borrow what you need from anofher I|brary._ - .

The staff can inform you of fhelr procedures and

< charges you mlghf’expecf if any,

Materials you think should Be'added to the -

Library's coIIecflons may be ordered by filling ouf

fhe approprlafe order card at the Reference Desk

or in ‘The~ L|brary Office, | o . T e

L

Note, also, that in this area are located . _ - COPIERS, -

typewriters for student use. o . ' TYPEWRITERgr_ o

<

Walk past the elevators and proceed into the < - S 6 .

"Reference Room, g T S . St

Among other things, the REFERENCE DEPARTMENT

‘is where you Wwill find I|brar|ans whose function it - '\i
is to help you f|nd fhe informaflon you need During f"; = ' \'ﬁ
nearIy all,llbrary hours there is at least one refer- | -

ence librarian aSS|gned to fhe Reference Desk. DO NOT . ';' N u’é;

HESITATE TO ASK FOR ASSISTANCE. We beI|eve fhaf fheres. ;f'f_ - 1;£:

_is no such fhlng as"a- sfupld quesflon. S , S

.V

11
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The Reference Room houses the Library's collection
of reference.maferials.' Reference books are -items such‘
-as-encyclopedias, almanacs, atlases, bibliographies,. ) REFERENCE‘BOOKSJ
'nandbooks, or direcfories; books that are consulted

for a specific piece of information,

_Although reference books generalfy do not circuLafe;
many may be signed out for overnighf use if Speciai per-
misSion.is granted by a reference -librarian, . :
fhe reference coljecfioﬁ begins on your.leff as'you'
enfer fhe.room and continues toward the windon end df:
the room. All reference books have call numbers that "REF"
begfn "Ref" on fhe“fon line, a-location-symbol_over | R
.fhe call number; fhus, you know to go to the® Reference

. ; Room when you see this Iocaflon on a catalog card.

: If you.are beéinning a paper, are looking for the

oL : answer fo a quesflon, need help, or anything in between, ) INFORMAT ION
: ' \ AND/OR
drop by fhe Reference Desk and ask for a I|ff|e help. HELP ©

QU|fe offen a reference I|brar|an can help when you ve

nearly reached The end of YOUF pafience.

-As you enfer fhe Foom. nofe the secflon of perlodl—
cal and newspaper indexes and absfracfs. Most magaZInes

‘ elfher publlsh their own |ndexes or are indexed ‘by a INDEXES AND
T A . ABSTRACTS
Iarger servuce thCh gafhers references fo arficles from :

-

more-fhvn oné magazine and publishes them in one place.

e

-5




Cumulafive Indexes are really héiﬁ?@t; rather than

o having to thumb through many magazines until yeu find INDEXES AND -
. L S - ' ABSTRACTS
- _ an article you want, you can consult an INDEX which - ’ »

will give you a-lisf’of arficlee on a parfieular sub-
jecf comp lete W|+h fhe aufhor, name of fhe magazine,

volume, issue, page, and date of the maga2|ne. ' .

An ‘ ABSTRACT goes one step beyond an index and

provides,.in,addiffgn fo.fne above citation fnfbrma- T

fien,ﬂa shor+ summary, or'absfraef,-of the arficle.

This is a real help becahseiif usuallyvgives enough

lnformaflon S0 fha? you can tell |f the article is ' L T
 'really what you wanf You'll learn more abouf u5|ng
»'newspaper and periodical - |ndexes and absfracfs |n;

- ’Unlf il

Please nofe the Journal holdlngs PRINTOUTS on fhe

'fable by fhe Reference Desk and 5ca++ered fhroughouf

" the- |ndex‘and absfracf secflon. These list, in alpha-' JOURNAL HOLDINGS: .

-PRINTOUTS
beflcal order, the maga2|nes the L|brary owns and = ' )

e
x4

glves loca+|ons-for the older,(backfiles) volumes as

well as- currenf issues.

"'" ‘- - h

<
J

Ae you walk fhrough fhe Reference Room. fry to look
around“and noflce items WhICh may be helpful to you in
fhe future. For example you'll probably noflce that . TELEPHONE BOOKS

.;There arelfelephone bopks for all of Malne, the major .
'''' U.S.'cifjes;~fhejbanadian proancee, and even'a'few
foreign cdéifalegxfmdﬂi o -':' - - f. o ) ‘

o

A T
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The f|l|ng cablnefs house wha+ is called fhe ;
"Informaflon Flle," a pamphle+ collecflon of curren+~

lnferesf maferlal fu0|+|ve maferlals such as reporfs" INFORMATION'FILE/
’ CAREER FILE
on a particular +|mely or confrover5|al foplc, travel -

brochures, etc. . Part of fhls collecflon is +he

. o, .-
3 . . .
1 < £

"Career File" WhICh is housed |n a separafe flle cabl-
net so fhaf i+ will be easier fo browse fhrough fhe o

maferlals.. lncluded |s |nforma+lon abou+ specuflc

occupaflons, the requuremenfs, a descrlpflon of wha+ e -

L an individual does on the Job,.fhe average salary, etc.

" In the same area you can browse through the none . -
| .circulating college eafaldg colleclion. The diQisions CptLEGE CATALOGS
of fheICQIlege catalog collecflon are marked by signs . . |
;j : _and.ehoﬁld be ebvleus; they are: Qndergraduale; a .
graduate, and professienal: law, aedical, dental, and’ N W

veterinary medicine. ~

As you leave the Relerence Room note the a}ea con-
taiﬁihg’aflases. Locafed strategically around_the reom
.and buildlng are dicfionary stands whithhold“qnaeaidgedg
dicfiSﬁaries. On fhe.shelves belbw;bybu will:find

" -abridged, or desk dicfionafiesy-andwoffenﬁa fhesad}us.

You may take fﬁese to your study area but try to return ) _a_w[h,_ﬂ”u”

them to the stands for'ofhers to use.

' LeaV|ng fhe Reference Room, you wi'll find yourse| f

in the North (Mall) ‘Lobby. In this area you'll‘see a

2
d
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Charge Ouf Desk Exnf confrols, d|splay cases for
- _ o sTudenf use, fhe Louis’ Oakes Room, and a stairway

| to fhe fIQors above.

e

The CHARGE OUT DESK |s where you go to borrow a
book. = AS menfloned earlier, merely presenf your ybv_ '
student |denf|f|caf|on card to the affendanf and fhe' -

books wnII be charged ouf in your name.

- The exit controls preQenflremovaI of unprocessed
materials from the Library. If an uncharged ifem
passes fhrough the control sysfem the gafe locks and

a beII sounds.

Disrlay cases are available for student use by
- sighing up with +he'eeCrefary in the Library Office
whfeh.ie at the right-hand end of the Circulafion/

Reserve Desk.

]he Oakes Room houses.a col lection of current
popular magazines, books, and national, in+ernafiona|,
and local hewspapers. Smoking'is permitted in the

Oakes Room and in the North Lobby.

Conflnue on. pasf the Oakes Room, The resf rooms,

—_— ._.__and_go up 1 The_ga95_§1a|rway to the Iand|ng _You are

CHARGE OUT DESK

' DISPLAY.-CASES
i - . .

OAKES™ ROOM

-SMOKING

now on Leve] 1B outside the U.S. GOVERNMENT PUBLICA«
“TIONS DEPOSITORY. The UnLverSIfy Library |s a

Regional Deposifory for Government Rublicafiens

1}

15

GOVERNMENT
- PUBLICAT IONS



serving the sfafes of Maine, New Hampshire, and

;’ , : "'L, Vermont. | ln add|+|on fo u.s. publlcaflons the - _ ' .
| E fcollecfion also includes Canadnan Governmen+
Publicaflons.

The_governnenf publishee-on a [argegSCaie and;f
-in many fields ranging from reoipes_+o:ae+r0physics,? '
CérdS-for»@oef-governmenf docunenfs are NOT{includedf
‘in'fhe mainjoérd cafalog" The fool needed fo locafe_;

‘o

/’ .~ documents is an . |ndex called fhe Monfhly Cafalog. It

is kep+ in the Documenfs Deparfmenf where you wull

~find librarians +o assns+ you W|+h its use.

The documenfs collecflon is é>"closed"‘oollec-""
flon, i.&., you, may not enter the sfack areas but may

. - ©  request_ the affendanfs to refrieve fhe |nforma+|on you

[

= .neeo. “‘Ma‘ferla[s never C|rcula+e ou+5|de fhe bm Ldmg ' — . -

- . ©

. Note the sugns posfed WhICh tell whaf hours the deparf—

ment is open. . If you need fonuse materials when the
~collection is closed, iet the staff know and they will

leave materials at the Cfrculafion/Reserye Desk for _

- . Y . )

your use. R T . o
: S : L -
Exit from Documents and continue .up one more .

—_

. flight to LeveliZ, T -

__;____;____._~;;Q»__lhﬂ_e |n+o The _Lynch. Musuc Room -on on.your left - - LISTENING ROOM

< ‘and its collecflon of recorded music. Observe the _ “

- - 2

hours this collection is open.

16




and fhe affendanf wnll re+r|eve your Journal for use in- -

avallable in fhe L|brary Remember, fhese are the’ keys - e

‘.Periodlcals Desk for overnnghf use. Cusfomarlly +hese

15 -

Enter the CURRENT' PERIODICALS Room. You will note .

that the most recenflfséues of Journals are arranged

alphabefically'around the perimefer'offfﬁe*room. Some - ,'\‘CURRENT' ot
- . PERIODICALS o

o hlgh-u5e ar., hlgh theft magaz:nes are kept bethd fhe 7 i -

T Periodlcals Desk For fheoe, fill out a reques+ siip

. i . <

'fhe.bU|Id|ng Observe +he compufer prinfoufs of journals R S ,f//_v

+o +he maga2|nes and.newspapers owned by the Library. -
If you have +rouble Iocaflng a Journal, please ask fhe

affendanfs in fhis area.'“

R Circulation policies for journars are as follows“"

4 Up to four Journals may be S|gned out af Jhe Currenf _ 53: JBORROWING

go out Iafe in the day un+|l early the nexf mornlng -

\, —

v.\

°

Copying mach|nes and a money changer are avallable -~ COPIERS

_|n fhe Iobby area oufside fhe Currenf Perlodlcals Room. _'

”formaf There are readers whfoh enlarge the print to . B

Confinue s+rangh+ |n+o fhe Mlcroforms Room.

: MICROFORMS are mlnlafuﬁized phofographlc reproducfnons '.'MlCROEQBMS : -

of the pr|n+ed word. These reprOducfjons may be on

microfilm, microfiche; or microcards. For each micro=

its original size:_ There are directions on each
reader,_or you Eon ask the affeﬁdaﬁ+~for.help'+he

first time you-use one. j ' o _;;)

~



Journals.llsfed as being on m|crofilm are shelved ‘
alphabeflcally by flfle on the sheres in the center of MiCRgEORMS
the room. Help yourself to any of fhese but please do - !;J |
not try to reshere fhem, place them on The re+urn fable

In +he cenfer‘of The room.i Books and ofher.Ifems which

o

: happen fo be on mscrofilm are shelved by book number

y around the: perlmefer of the room.’

. : o Mlcroflche and microprlnf materials are held be-

hlnd ‘the Mlcroforms Desk Please askﬂfhe_affendanf ﬁ\’f'Q MICROFICHEf'
X SR _ MICROPRINT .-
for fhe onesiygu need.ﬂ Your identification card is: =~ . )

required o sign out any of these.
e S o

‘“Reader4prln+ers are avallable to copy microfilm )
“and microfiche. Pages reproduééd%on_fhese machines

will b&é the size cftfﬁe“original-paper copy. The

print will be reyersed white on a‘biack background -
a negative print, ‘The presenf charge is 5¢ per
"exposure. In fhls L|brary we do ‘nof have. mach|nes “\ . . , -

to 'make paper copies from microcards.

Confinue +hrough'+he Microforms Room and out to ‘H.<.. .

£

the red-carpeted s+ack area. ’Opp05|+e the elevafors _ PERIODICAL
B STACKS .
you WI|| find the begrnnlng of +he bound periodical B

collection. Thlo i§ what +he perlodlcals prlnfouf

.means when:|+~I|s+s the backfl}e Iocaflcn~as SO

—

"Period. Stacks." - I -




Bound perlodlcals are shelved alphabeflcally
. : _ by fifle. Note +he~5|gns qirecflng you to the A=J

and K~Z stack areas.

-
a

. Two filing rules will be discussed here becalse

/' FILING RULES

fhey cause a grea+ deal” of confusnon for many users:

Arrangemenf of perlodlcals on The shelves is alpha-

beflcal excepf for certatn lnsfances. e - S
\ a '
\

e s

: : j - 1. . If a journal is publlshed by an organlzan-v
- Lo tion it will be filed undgr the name of |
K S ' . the organization rather +nan the title. ./ ,
4 of the journal.- Exampie: "The Jdournal 7 : )
! - ° of the American Medical. Associaflon" is '
SREE “shelved in the "A's" under "Amerlcan e
j : ‘Medical ‘Associations’ Journal "o
- 2. I the name of a Journal .is an acronym or -
"+ initialism it precedes the rest of the e
alphabet. Example: the journal "RQ" is S o
Y T . filed before "Radiation Botany." ‘ o

! T 4

To revnew, +the Journals the lerary owns are,'ln_‘, a - i

vnnsf cases, shelved on Level 2." The’ perlodicals print-’ PERJOD]CALS
. . . - . . <. LOCATIONS
out will +e|| you whefher-fhe magazine title you want -
is”in fhe Currenf Periodicais Room, the Periodicals
Stacks,- the Mlcroforms Room, or any other special

Iocaflon.

- Indexes and‘absf}aofs that tell -in which magazine
you can'find an'armicle on a particutar subjecfaare
Iooafed in the Refenenceikoom on Level fg vafoy‘need
1help'loca+ing an index or, an abstract, ask aﬁmeference

o, librarian., . - _ - S . S ’
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"~ the. elevafors and sfalrway you WI|| see a f’loor plan. . BOOK STACKS... .+

18

There are also book sfacks on LeveI 2. Opp05|+e s

XS

H Be sure fo check fhese fo get your general Iocaflon and

direcfion. Noflce fhaf the areas are d|V|ded by sfudy

tables and carrels. Unit 1l will cover finding books 5

&

fn the card cafalog, caII numbers, and Iocaflng books

in the stacss. t ;;- T e S
. . , - R o . RO

>

Wander down +he cenfer alsle, passing the study.

areas and turn rlghT near fhe end Go fhrough one of ,;N;j‘\\~\;

. ‘\,J;/\
fhe doorways near fhe water founfaln lnfo the Flne - R ﬁ'r//ﬁlf -
Arfs book sfack. This is Jus+ anofher book stack area, R fT':;‘*____
'mainly for music and ar+ books. ’ ;
: o 3 _ ro i
Exit from this area into the upper lounge area, ;
pass/jne'Phofgcopy_Departmenf, and.go up ‘the stairs on o PHOTOCOPY , ;
G — e : 3 o =T DEPARTMENT
. your left. o . S - ;
At the top of the stairs is the LEARNING MATERIALS
CENTER. Housed here are items used with children and - LEARNING
P - MATERIALS
in educafibn (K-12). Collecfions include: chlldren s : L CENTER
: Ii+era+ure, teen !|+era+ure gurriculum guides, pamphle+
- files, K—12 fexfbooks, and an audlo—V|suaI coIIecflon
confalnlng both hardware’ and software. '’ In addition, a »
"colTection of posf—secondary'mU!fi-media materials is
shelved in LMC. ’
Because items in +he.Learning Materials Center
" are ndt'cemplefely'ca$albged in the main card cafaiog, »
o0



.-"/“ B ,"" ; rl :.'.4 »
o
|

:,fhere is a separafe card cafalog for the collecflon

located Jusf inside +he door. Maferlals are llsfed
by author, +|+le,_and subJecT, Curriculum gdides_and

VerTICaf<file pamphliets haye'subjecf llsfinge,_“

“Items %rom 19 do‘circulafe. Wlfh fhe excepfion

‘of audio-V|sual materials which have -a. fwo week non-

renewable loan perlod +he usual loan perlod is for

~ .one monfh and |+ems may. be reneved.. All'ma+er1als

are- checked ou+ a+ +he LMC Desk

Leave LMC and walk sfralghf ahead |n+o fhe
unflnlshed +h|rd level add|+|on Turn lef+ and head o

+0wards +he elevafors

. To fhe left of the elevafors is fhe enfrance to -

fhe SPECIAL COLLECTIONS Deparfmenf Thls area houses B

.

'documenfs; the Unlver5|+y Co]lecflon, a marifime'col-
+ lection, manuscript col lections, ‘and many- other valu--

-able col lections and rare books.

r.

> L

A card cafalog for these collecflons is located”
in the deparfmen+ There are llbrarlans to. help you
W|+h either general |n+eres+ ques ions or |n-dep+h

research on; Ma|ne relafed topics.

~

Before you leave note the signs llsflng the hours

N

the deparTmenf is open. As with -government publlca-

i

21
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tions, special arrangemenfs_can be made to have maferials

left at the Clrculaflon/Reserve Desk for your use ‘when HOURS - p
the collecfion |s normally closed During regular hours ' '
o you will be asked fo Ieave your |denf|f|caf|on card at '
fhe Desk whlle u5|ng the coIIecflons. ' .
Exit and return to Level 1.,
Fhe only area you have hef seen is Technical -Services. _
This deparTmenf Iocafed in fhe .area Jusf pasf TECHNICAL
o ' SERVICES:

Inferllbrary Loan and the Blbllography Room, is where

all books and Journals are ordered, recelved, cafaloged

checked in, processed, andlrssqed.'_FeeI free to peek

in - and ask questions qf—fhe éfafffif"you see . something

.....

Bl
’

you do nof'undersfand,“ - .
> Your feur of the Fogler Library is now complefed ' T
PIease feel free to reV|ew the |nformaf|on presenfed in

fhls pamphlef before you return |f”fo the Reserve Desk.

When you feel you are ready, ask a librarian at
THE END .

fhe Reference Desk for fhe Tesf for Unit l
_ . L UNIT |: THE
' ) *  LIBRARY . -

Remémber, if you have questions do not hesitate

to ask for agsistance at the Reference Desk

./'
A

Good tuck! . - -
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. .. STATEMENT OF OBJECTIVES: LIBRARY SKILLS MODULES

-

GENERAL OBJECTIVE:

A student, by .the time he or she completes a program of undergraduate studies,
should be able to-make efficient and effective use of the available library
resources and personnel in the 1dent1f1cat10n and. procurement of material-to
meet an informational need.

TERMINAL OBJECTIVE I: | .

2 _
The student recognizes the ‘library as a primary source of 1nformat1on, knows
. the location of the major service desks and understands their funct1ons in
the library.

1

ENABLING OBJECTIVES:

leen a map of the’ llbrary, a student w1ll be able to 1dent1fy key service
points. ,

Given a map of the llbrary, a student can locate the card catalogs and the
other holdings lists or prlntouts.

Given a list of services and departments, a student w1ll be able to- match

" . one to the other.

The student’ will recognize members ‘of the library staff especially the
reference. staff .as prime people to _ask for asslstance.,

TERMINAL OBJECTIVE II:
The student/understands procedures-and rules governing use of the llbrary.

ENABLING:OBJECTIVES:

s

A student can correctly check out library materials from the llbrary

A student can rorrectly 1nterpret library forms such as search requests,

recalls, overdues, etc. ~

23
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TERMINAL OBJECTIVE III:
‘The student can make_efféétive use of the library resources available to him, ~
can differentiate between collections, and can interpret’ institutional holdings

records (card catalog, serials holdings, etc.) to locate materials. '

ENABLING OBJECTIVES:

Given a list of materials, the student in a specified time can identify and
locate on the shelves those items which the library owns. The list will include
incomplete citations for books (individual and corporate authors), journals
. (backfiles and current issues), newspapers (backfiles and current issues),”
pamphlets, documents (US and Maine), microforms, and non-book items. .

Students will be able to select- from-a variety of collections available that
information which is most appropriate to his needs. C

o

Students will be able in a stated period of time, to acquire data and other
factual items of information provided that the information is clearly documented

and can be located in a simple and- obvious search method.




TERMINAL OBJECTIVE 'IV: R o
Thé student willxde&elop skills necessary to.locate -and use library materials ‘73
, effectively, =~ . ' ' ’,’,/,,,7—’“”ff: L
N A:**The*student“WIII”deVéloplskzlls in the use of the ;ard catalog. R

Vi Hh N -

ENABLING OBJECTIVES:

In a:guidéd exercisé on the card catalog the studgntTWill be aBle“to:

,l].-
"2-

4.

_ENABLING OBJECTIVES:

2 =B B )}

"List‘and locate the different card catalogs avaiiable}in théélibrar}: :

. -« e . o
s . T .

4

List items.in th€ catalog on a given topic ‘within a spécified-length.of
time.' Topics will require use of Library of Congress Subject Headings..
Define the functions of "see" and "see. also" references. = . ‘
Correctly identify and explain items on a catalog card. Items will include:
author; title, place of publication, publisher, date -of publication, = -

‘bibliographic notes, tracings, and the call number. : R
Determine if the library has in-its holdings given sample titles. Filing

Tules selected will -include those dealing with the initial articlej

. - 3 1 .y
Mac, abbreviations, numberals, dates, etc.

’

I <y
4
5]

The student will develbb.skills in the use of ieribdical literature.

“Areas mastered will include: . index 'selection and location, article

selection, periodical location and the overall application of the above
three. - . o K .

In a gﬁided,éxercise on periodical literature the student will:

:Bé'able.fo.define "index",}ﬁabstr@ct", "serial", "periodical", "journal", etc.
_Be familiar with the current natire of periodical literature. .

Be familiar with subject headings used in periodical indexes. .
Identify that the explanation'of use is located in the preface of the index.

Be able to differentiate between the "see", "see also" and "about" notations

in index citations.. ' -

 Determine. the meaning of abbreviations used in citations.. °

Be able to identify all parts of -an entry. ,
Recognize the similarity between the format of various indexes.

Students working infivisually should be able to- locate sufficient relevant
periodical articles-as well as books to produce a substantial essay on any-
given topic. : N S - -

[ . o PR S
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Test I/t .

- 1. The Circu!aTion Services Deparfmenf is Iocafed -opposite the main card

“To ThefReference Desk = located on fhe second floor.

13, Speclal,CoIIecflons is located on fhe second floor. - T T

.o e B | ! s o
14, The. documents collection is located in the Reference Room.

PR ) o L [ . . 1

Please respond'Trueﬁor:False unless o+herWiseuTndIca+ed.

catalog on the left as you enter, from the- Union. . P o

2, The main Card Cafalog is =+ra|gh+ ahead as you enfer from fhe Unlon.
3.. To check out’ a book, you should have a dorm securify card

-—‘L

4. Reserved maferlals are avallable af the Reference Desk
5. “In +he card cafalog books can be searched by subJecf onIy. o

‘6. All governmen‘ documenfs are Iisfed in the main. card cafalog.

o . . BN

' 5 RN = . INEEA
8. Per|od|cal |ndexes and abs+rac+s can be found |n +he Governmen+ Documenfs
Deparfmenf e
- 9. Library of Congress CIass|f|ca+|on Sysfem caIl numbers begln W|+h o ~§
' numbers. : : ' C

10, Dewey Decimal CIasslf!caflon Sysfem caII numbers begin W|+h numbers.,

The Learnlng Maferlals Cenfer is Iocafed beside fhe L|s+en|ng Room.
To renew a’ book present elfher the book or the. call number fo fhe
CTrculaflon staff. :

N

15, The loan period for reserve maTerTafs;is appromeafe]y: ‘a.. 4 hours

N _ . b« 24 hours’
. L C o R K : ' L c. 12 hours.. o
L S o ‘ d. 2 weeks :
16. The call number is located in the: a. ‘upper left :
s - ‘ b. upper-right
- €. -center
d. bottom line

17. |If you have general questions or needfhefp, go,¥o the:

a. - Mlcroforms Room :
b. Special Collections Deparfmenf .
¢. Reference Desk L o _ ) 4
d. Charge Out Desk ) - '



S Tes'f’-'t/y(conf.) e A
n"18. Copies of the Perlodlcal PrlnTouT which’ Tenls if the lerary has = -
- a journal +itle and where it is located are in: A
. a. The Current Periodicals Room
v . - b. The Documents Collection - : ) ,
.~ €. At the Circulation Desk . Lo : -
. “d. - In Technical Servnces : e
=+ 19. Current Journals are shelved
‘a. in The Microforms Room :
b. In the Curtrent Periodicals Room /
*c. " in the Reference Room
d. in The bound perlodlcals sTacks
20. Bound periodicals are shelved ;~' - o : T
a. _in_GovernmenT DocumenTs
b. in the Microforms Room ' .
C. alphabeflcally by title
-d. by caII number’ :

Lo

A4}

A7
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Test 1/2 - -

Please respond True or Faise unless otherwise Indicated.
SR , , .

< 2

The Circulation Services Department is located sfraighf ahead on the left
as you enter from +he Union :

2. The main'card catalog Is on'fhe'eecond roor.

3. To check.out a book, you shodld have a Unlversify'meal flckef.
,4.: in the card'bafalog books,can be Searched by auThor and°fi+leIOnly;-
5. Governmenf documenfs may be- charged ouf for use oufside.fhe build|ng

6, The Reference Desk is Iocafed on fhe leff as you enfer from The Un|on.

7. Periodlcal |ndexes and absfracfs can be found in SpeC|aI Collectlons

8.: Library of Congress CIass:fuca*lbn Sysfem call numbers begln W|fh leffers. .
9. 'Dewey Decnmal Cla55|ficaf|on YSfem call numbers begln W|fh letters.

T ;f~. 10. " The Learning Maferials Center is locafed on the fhlrd floor

- R —— ,« .

11. A book cafti- be recalled from you affer you have had it for fwo weeks
’ LSRN - ok ~" \ _ o
12. Special Collecflons is locafed ih the Reference Room.

13. The Documenfs Collecfiohgfeoﬂocafed on the second floor .

14. I tems on "reserve" aFé!kep

a.' .in the. Reference Room , . :

b. behind the C|rculafion/Reserve Desk : o
‘cs in your lnsfrucfor s office : i
'd, in the general sfacks ' '
l5. The loan perlod for reserve maferials is approximafely a. 4 hours T

- : : o b. 12 hours - - -
. _ " c. 24 hours
:\ + » .de 2 weeks?

)

u

!

o

16. The call number is located in the: a. upper &t ¢
. = R : b. upper right

i c. center
d. bottom line

SERY T you have questions or need heip, go to the:

a..-Reference Desk .
b. * Charge.Out Desk :

c. Current Periodicals Room
-d. Documents Room .




N
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19. Curféﬁ+”journa]s are shelved in:

a.

. . ,/ ‘7 .( ‘; :,__w
?9§+'l/2 (conf.) ' | -
18. Copies of the Periodical- Printout whlch fells if the Library
Journal +|+le and where it is Iocafed are in: “
’ a. The Card Cafalog-
b. Trchnical Services’ .
c. t 2 Current Periodicals Room

-at the Charge Out Desk

i

the” bound periodicals sfacks
b. the Microforms Room
- €. The Reference Room
- d, the Curren+ Periodicals Room
20. Bound periodicals are shelved: | - .
a. in'GoVérnmenf Documents ..
b. in the Microforms Room i
c.. alphabetically by title :
by call number.

- 'd-

has a

T
£
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Test-1/3 —- S e w' N

. . Please respond True or False unless otherwise indicafedLﬁ

.:,;

1. Circulation Services Deparfmenf is located on the +hird f loor..

N

.2. The main card cafalog is opposite the Clrculafion/Reserve Desk.

3. To check ouf a book, you should have a s+uden+ idenflflcafion card

4, 'In the card cafalog, books ctan be searched by author only.

(.

5,,_Governmen+ documents may be charged ouf for use ou+5|de the . bUIIdlng.

+

6. The Reference Desk is locafed cpp05|+e the card cafalog.

7. 'Periodical |ndexes and absfracfs can be found be5|de the card cafalog.

b 8. . Dewey DeC|mal Classlflcaflon Sysfem call numbers begin.with leffers.

i"'

9. Library of Congress Classiflcaflon System call numbers begin W|Th Ie++ers. i
-IO:"Beckflles of Journals are alvavs in book form and - shelved on Level 2.
11. ‘lf a book has been requesfed by anofher user, you may nof renew it.
12. The Learning Maferials Cenfer is located in the Refefrence Room,
:f‘ 132 SpeC|aI Collecflons is locafed in the Governmen+ Documenfs Deparfménf

14." The Documenfs Collecfion |s located near the Gard Cafalog._ ‘

© 4 15.. Ask for "reserve" haferlals at fhe;: a. Charge Ouf Desk
L ' ' b: Reference Desk

e . .. c. Periodicals Desk - .
_ Sy S d, Circulafion/ReserVe Desk
; o 16. The loan period for reserve maferlals is. apprOX|ma+ely a. 1 day

1 _ , b. 2 weeks
. ’ *c. 4 hours: -

d. 24 hours
17. The call number is located in the: a. upper left
B T _ © b. upper right
: SR : " ~ c. center

".d.  bottom lfne'

18. If you have general questions or need help, go to the:

b. Learning Maferials Center

.o

~——

: c. - Réference Desk
T " d. Periodicals Desk

e -

N
“5‘ .'° _M&? v ~a. Charge Out Desk . ' . o
\ |
Q
Q

—
-
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19. Copies of The Periodicals Prlnfouf whlch tells if the lerary has ‘a
_ Journal and where 1t is IocaTed are: _ U
, a. at the Reserve Desk
: : ‘b in the Reference Room:
: “c. at the Circulafion Desk
d. at the Card Catalog

-

20. Bound periodicals'are»sheIVed:' i ‘ i S ‘ ‘?1

a. alphabefically by title
b. by call number’ - o

'c. in:the Curfrent Perlodicals Room
d. in. the Reference Room
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K Test. /4

Please respond True or-False unléss otherwise indicated. ' L

‘.'A, s ! K] v . “ u
1. The Circulaflon Services Deparfmenf is locafed a+ the big desk ‘near +he
card catalog;on +he flrs+ floor. - v

N

« - . 2. The main card cafalog is fn +he Reference Room..

A Y

. 3 To check ou+ a book, you should have permission from your insfrucfor.
4. If you need a book whlch has been checked out to ano+her user, it may be _
recalled for you.~ o

5. In’ +he card _catalog books can be searched by: fifle onIy.

a~

. _Dewey Decimal Classificafion System. calI numbers begin with numbers. '

6
7. Library of Congress CIassificaflon’Sysfen cal | numbers begin quh numbers.
8

;"All governmen+ documen?s are Iisfed in the card cafalog.
l

9, 'The Reference Desk is Iocafed in +he cenfer of t+he \Reference Room.

10. Periodical lndexes and absfracfs can be found in the Currenf Perlodlcals
7 X ROOm . . v . 9

11, :Backfiles of journals~are always on microfilm.

-

12. The Learnung Maferials Center 'is. located. on the second floor.
- 13, Special Collections is Iocafed on +he +hird floor. 3 . e

14, The Documents Collection is Iocafed in fhe SpeciaI/CoIIecfions
S Deparfmenf. 1;.,

. " 15. The call number is located in fhe:,‘a.'iupper left . -
: : - : .be upper right
c.  center o

d. ‘bottom line |

~ L

* The Reserve Collection is located: -
a. in Special CoIIecfions
'b. :in the Reference Room
' c. behind the Clrculaflon/Reserve Desk
d. - in fhe Learning Maferlals Center
The?loan.period for reservedmaferlals is approkimafely: a.. 12 hours: -
' o _ C o  b. " 4 hours
il R 4 o 7 e 1.day
' e s . _-de 2 weeks
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Test /4 (cont.y-

18: I'f you have: general quesf?éns 6r need help, go to the:
| .‘a: Univer5|Ty Librarlan s Office
b. Reference Desk. ) ;
. ¢. Current Periodjcals Desk
. d. Charge OuT Desk

. 19, Copies of the Perlodicals PrlnTouT which Tell if The lerary has a
’ journal and where it is locafed are:

-in Special Collecflons

p. at the Charge Out Desk }
" "in the Reference Room . o :
dw. at the Reserve Desk o g g o
20. 'Bound periodlcals are shelved L .
'_ : .‘aw 'alphabefically by Tlfle .
SPLAE ~° b. by call number. '
L ... €. in the Current Periodicals Room o
R - 'd.- in the Reference Room - i
o R o : 7. T
Y \\\".
e I A

“
U
W .
o ! ° -
7! -
. o
i .
.
/ .,
8 . . C.
: : : 33 ~
/_/ \ .
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Tost 1/5 | . ..
o ) " Please respond True or False unless’ otherwise indicafed..
: e , _ . . , _
e - The- Circulafion Services Department is. Iocafed in’ +he second floor Iobby

outside the Current Periodicals Room

: The main card cafalog is sfralghf ahead as you enfer from the. Un|on...

- To check out a book, you should have a driver s l|cense.

“Books circulate for a semesfer but are/subjecf to recail affer +wo weeks.
‘Governmenf documenfs may be chaf/ed out for use outside +he buildrng. .
In the card cafalog books—¢: can’be.searched by aufhor, fifle, or subJec+
'Library of Congress CiaSSiflcafion Sysfem caIl numbers begin with letters.
Dewey Decimal " Classificaflon Sysfem call numbers begin wifh le++ers.

The Reserve Collecfion is locafed in +he Reference Room. )

The. Reference Desk is Iocafed on the third floor.

Periodicai |ndexes and absfracfs can be found in +he Mlcroforms Room., - -
The Learning Maferlals Cenfer is located near +he main card cafalog.
Special Collections is' located in AIUmni HaII.

*?he\Documenfs Collecflon is locafed on Level 1B."

upper teft

The ca!l number is located in the: a.
T ' ‘ - b. upper right
: , Cc. center
¢ . d. bottom. line.
 The loan period for reserve materials is approximately: 'a. 2 weeks
. . : o : b. 12 hours
; : - ' ' 4 .hours,

a . . * L - C.
: ‘ d..24.hour5'~

I you have.general qUesficns or-need help, go to fhe;

Charge Out Desk =~ - .- T e s
b. “Learning Materials Cenfer N R
'c.. Current Periodicals Desk . : o
"|d. Reference Desk . S L e
P




“ - 18. Copies of the Perlod:cal Printout whlch Tells if The Library has a «,

journal title and where it is IocaTed are:
v a. in the Perlodncal Stacks
b...-tn"the Learning Materials Center -
) -~ c.  at the Charge Out Desk
- d. at the Circulation Desk
19. Most current magazines are shelved:-
g - " a. at fhe Reserve Desk .
v b. in the Current Periodicals-Room
c., In the bound periodical stacks
d; _|n The Mjcroforms Room:
20. Bound perlodlcals are’ shelved:

i

N et

0 Test |Z5 (gom.)

—a.
. be
C.
d.

alphabeflcally by title
by call number -
in the Current- Periodicals Room

in the Reference Room e

35
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10.

1.

13,

4.,

15.
16.

17.

'Special Collecflons is located near fhe main card cafalog.

Please respond’ True of False unless otherwise indicated.

o - & . . . ) .

The Circulation Services Deparfmenf is locafed on your rlghf as you enfer
from the Union. . " . St

The maIn card cafalog is oufslde fhe Oakes Room

“To check ouT a book you should have permlsslon from a llbrarian.

In fhe -card cafalog, books‘may be searched by aufhor and _subject only.,

Dewey Decimal Classlflcaflon System call numbers begln with numbers.”:;"

- Library of Congress Cfasslflcaflon System numbers begin wifh numbers.

All governmenf documenfs are Ilsfed in the main card cafalog. s

Ask for reserve |fems af fhe Charge 'Out Desk.

+ Books may be refurned to fhe oufsnde book slofs when fhe buiidlng is y

closed.

The Referente Desk is Iocafed on your right Jusf pasf the elevafors as
you enfer from t+he Union. ,

—

Perlodlcal indexes and abstracts can be found inyfhe'ReferenCe'Room;

3

The Learnlng Maferlals Center is located in Shlbles Hall

¥ e n e e e

The Documen.s Collecflon is on the fhlrd floor. - .' _ ok

The call number is located ih the: a. .upper left «
o ‘ - “ . b. wupper right-
. v + c. center .
- . . . bottom Ilne £,

The loan period for-. reserve maferials is approximately: a. 12 ncurs~

s . b. 2 weeks,
S e ‘ ! c. 24 hours
o - ' L d. - 4 hours

1f you have general quesfions-or-need help,.go to the:

_a. Learning Maferlals Cenfer W
b. Charge Out Desk o

c. Reference Desk

d. Microforms Room .
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_ Test I/6j(conT;; '

Copnes of the Periodicals Printout which tells .if the lerary has a
Journal and where it is located are:

an_

at the Charge Out Desk

b.-: at the Reserve Desk
C. \nn -the Oakes Room
d. in the Currenf Peruodlcals Room
Current maga2|nes-may be found' “ - :
.a. .in The bound per|od|cal sTacks -
b. on microfilm
c. ‘on:open shelves in the.Curre T Perlodlcals Room
.d. in the Reference Room \\\ i
Bound perlodlcals are’ shelv’d f_\\
a. in GovernmenT DocumenTs
b. in the Microforms Room .
C. aIphabeTlcaIIy by TITIe &
- d. by call number ‘
. %\.
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