Use of Rajshahi University Central Library (RUCL)

Books are the lifeline of any library. Without books there cannot be a library. The

Rajshahi University Central Library was set up in 1955 with the mission of serving
teachers and students on their needs for research and knowledge acquisition. The
following document describes how one can use the RUCL facilities:

PROCEDURE FOR USING THE RUCL

1.

There is a counter on the right side of the main entrance to the library. Deposit all
your belongings (bags, books, diaries) and collect a token against it from the staff
manning the counter. You may only carry a valid ID, library card and loose sheets
once inside the library.
Show your ID to staff stationed a level up (1* floor) from the entrance near the
corridor.
On each side of the corridor, there exists a cabinet box for catalogues on books. A
catalogue card is an information system of cards on books or journals. This
catalogue contains vital information on subject, title, author, year of publication
etc. on books and journals that are necessary for locating a book. These cards are
arranged alphabetically inside the cabinet box and may not be removed from the
box at any time.
Pull out the tray of the catalogue box on the left side of the corridor that says
‘Card Arrangement for English Books, Dictionary wise, Author and Title
entry together’. Now identify the author and/or a specific book title in the same
manner you would identify a word in a dictionary. Write down the call number of
the book that you have identified on one of your loose sheets. For example, the
call number appear something like 541.2254

BAP
Similarly, you may identify an author in Bengali by pulling out the tray of the
catalogue box that says “Bengali: Author Index”. Utilize the box that says
“Bengali: Title Index” to further help you with searching for books per title or
subject matter.
You may find the generic call numbers for a subject matter (e.g. Physics,
Chemistry, Philosophy etc.) from the list of call numbers provided for your
perusal on a wooden bulletin board on the left side of the corridor.
On the right side of the corridor, there exist two catalogue boxes saying
“Classified Catalogue (DDC Scheme)”. By identifying the numbers listed on
item#6 on the wooden bulletin board, you may browse through the cards in this
box. This box of cards will also tell you the books that the library has on your
desired subject matter. Please do not try to remove the cards from this box.
There exists another bulletin board on the left side of the wooden board where
you may find the list of sub-disciplines or sub-areas within a subject matter as
well their call numbers. Using this call number you may identify the specific call
number for your book from the Classified Catalogues.



10.

11.

The call number is like a book’s catalogue number that is used to arrange the
books physically inside the library. It helps one to find the physical location of the
book. Once you identify the book physically, you may read it inside the library.
There exists another catalogue box on the right side of the corridor saying
“Arabic, Urdu, Persian Author Index” and “Arabic, Urdu, Persian Title
Index”. Find the specific book in Arabic/Urdu/Persian that you are after using
this catalogue box and locate it among the books stacked in the general reading
room of the library.

The cards contained in the catalogue box have a set of alphabets printed on one
corner of the card. These alphabets are designed to indicate the language in which
the book is published (English, Urdu, etc.) or the type of book it is (reference,
periodical, etc.).

Alphabets used to denote Alphabets used to denote type of publication

language of publication

A- Arabic DOC- Document in English
BU - Burmese P-Periodical or Journal in English
C-Chinese PA-Pamphlet

F-Farsi R-Reference materials
R-French RA- Rare materials
G-German WK- ewsjv fvlvg WKigU
H-Hindi “:MS- essjv Filig T cic” MS
I-Italian c- ewsjv fvlig RWvj/ibDR tccvi
J- Japanese

K-Korean

N-Nepali

RUS-Russian

S-Sanskrit

U-Urdu

Reading Room (Room Number 201, 202):

12.

13.

14.

15.

Print and sign your name on the sign-in booklet at the entrance to the reading
rooms. You must also include your study year and enrollment number along with
your signature and name on the sign-in booklet.

The general reading room (# 201) contains books on arts and social sciences.
Once you enter this room, the right side will lead you to another reading room
#202 that contains books on the sciences (science, life science, geoscience etc.).
Collect the required book from the shelf and read it on one of the reading tables.
After you are done, please keep the book on the table. One of the staffs will
periodically sweep the area and put the books back on the shelves in the right
order.

If you wish to photocopy a section of the book, contact the personnel in the
photocopier room 202-Ko. You may get the sections copied against a nominal fee.



16. Please maintain silence. As you focus on reading, kindly be mindful of others and
allow them to concentrate as well. Cellphones/mobiles must be switched off at all
times. No audible discussion is allowed between two persons or among a group of
readers. Do not remove pages from a book. It is considered a punishable offence
to physically damage a book.

17. If the student/teacher/researcher requires the library to procure a specific book for
its catalogue, he or she may bring that to the attention of the library administration
by providing the details of the book (title, author, isbn number, price, publisher)
on a booklet kept in room #201.

18. Please address your concerns regarding the reading room directly with one of the
staffs manning the rooms.

19. On the left side of the general reading room, there is a complaint booklet where
you may register your complaints and constructive suggestions regarding the
library.

20. The wide corridor on the second floor of the library has a branch for reference,
rare and data collection.

21. Reference books, periodicals, manuscripts that are considered rare and any
general book in reading room are not available for loan outside the library.

Reference Section (Room #203)

The reference section room contains books and manuals for your quick and easy
reference (such as encyclopedias, dictionaries, world book, directories, Banglapedia etc.).
If you need to find out if the reference section has the book you need, please have the call
number identified from the catalogue box next to the corridor. The call number is the
number that listed on the right corner of the card with the first two letters of the author
printed below it. For example, R/303 DIC, the ‘R’ stands for ‘reference’, while 303 is the
call number for a book that has the type ‘Dictionary’. This call number will help you
physically locate the book in the reference section. Please seek the help of the library
staff if you can not find the book.

Documentation and Rare manuscript section (Room#203Ko0)

This section is located on the 2™ floor of the library. It is recommended that you
use this section when you require very specific information on a subject matter. This
section is open to only teachers and researchers who have been pre-approved to use the
section for their research. Many of the theses and dissertations for higher degrees (M.S,
MPhil and PhD) awarded by Rajshahi University are housed here. These documents may
not be photocopied or issued for loan. They may only be accessed inside the section.
Over the years, this section has grown to a rich collection of rare manuscripts, gazetteers,
liberation war documents, shahnama etc. In order to use the documentation section,
researchers need to fill out a form requesting approval from the library administrator.
Regular students can avail this section by submitting their ID card to a staff in the room.
The ‘DOC’ in the call number for books in this section denotes ‘documents’. In order to
find out if this section has the book or manuscript you need, please refer to the catalogue
box in the room or seek the help of the library staff in the room.



Periodical Section (Room# 305)

This section is located on the 3™ floor of the university. This section houses all
types of serial publications (other than books), such as journals, magazines, weeklies,
monthlies, Who’s Who, Almanacs etc. This section is open to students, teachers and
researchers. Students may enter this section by first logging their name on the entry form
located at the entrance of the room. However, students will need to submit their ID cards
if they wish to read the periodicals and research journals. This section is open from
8.30am to 7.45pm. None of the items in this section are available for loan, although
certain items may be photocopied per the standard procedure of the library.

Newspaper Section (Room#312)

This section is located on the third floor of the library and is open from 8.30am to
7.45pm to all students, teachers and researchers of the University. Photocopying facilities
are available per standard procedure. Twenty-nine news dailies are collected every day
for this section among which 11 are archived for research purposes.

Internet Laboratory (Room#311)

Computer and the world wide web (internet) are nowadays the most effective way
to be connected to the rest of world on research, knowledge and current affairs. Hence,
this section is always open to those students who wish to obtain the highest form of
education using internet and computers. Those students who are in a post-graduate
program of such as Masters degree of higher are automatically eligible to use this section.
The use of the internet is limited to search, knowledge acquisition and research. The
section is open from 9am to 6.30pm. Students can use this section as a group based on
procedures formulated by the library for internet usage.

Acquisition Section (Room#302)

This section has the responsibility of collecting books and periodicals to keep up
with the state of knowledge. The section is mandated with the role to build on collection
of books for each department as per need and availability of funds during each fiscal
year. An important feature of this section is the acquisition of syllabi for curricula and
building of a useful collection of books based on student demand. This section is also
connected online to various databases worldwide via the internet which facilities access
to further journals and periodicals for R.U researchers and students. Refer to the R.U
library website at www.ru.ac.bd for more information on the online system.


http://www.ru.ac.bd/

Cataloguing Section (Room#310)

This section is located on the west side of the 3" floor of the library. This section
processes all the books and periodicals acquired for serving the needs of the readers.
Each book is first catalogued, given a call number, entered into a database and provided
with a card stack for keeping track of issues before they are released to the reading room.
Additional copies of books are stacked in the ground floor of the library.

Issue Section (Room#103)

This section is located on the south side of the ground floor. Any eligible
student/teacher/researcher with a valid identification card may issue books for loan from
this section. Only those books that in more than 3 copies are available for loan to
students/teachers and researchers. Under extra-ordinary circumstances the 2" or 3"
copies of certain books may be issued to students for 5 days and to teachers for 7 days.

Signing up for library card (Teachers)

An application to the administrator via the head of the department at which the
teacher is appointed is required for obtaining a library card. A teacher may borrow up to
15 books at any given time.

Signing up for library card (Researchers)

Researchers may obtain a card by making an application to the administrator the
library via his/her supervisor and head of the department, submit two copies of his/her
picture, a copy of his/her ID card and a bank check of 100Taka (payable to “R.U”). A
researcher may borrow up to 5 books at any given time.

Signing up for library card (Students)

First-year students can be provided with library cards four months after the start
of classes. An application to the administrator via the head of the department with two
attested photographs are required for signing up for a card. Each student may borrow up
to 2 books for a maximum period of 15 days. Books borrowed for more than 15 days
without proper authorization for an extension will result in a fine of Taka 1.00 per day
(payable to Agrani Bank, R.U.)

Obtaining library release by students

Every student is required to obtain a release order from the library before the
onset of the annual exams. Students at departments that follow a semester system require
this release each time during the end of the semester.



Procedure to obtain release (students):

If the student has a library card, then that needs to be surrendered to the library
If the student does not have a library card and the ID card, then he/she needs to request to
the administrator upon the recommendation of his/her head of the department.
If the student has only the ID card, then he/she may obtain release by requesting release
only to the library administrator.

Procedure to obtain release (Researchers)

Each researcher may obtain a release by directly applying to the administrator via
his/her supervisor and head of the department.

Release for transfer or no-show admitted students

If a student transfers to another university or an admitted student does not show
up for attendance, then the release may be obtained through an application to the registrar
via the head of his/her department.

On the return of security deposit

Each student can obtain the library security deposit through an application with
ID card to the administrator after the end of the Masters exam. If the ID card is not
available, then the student needs to apply via his head of the department. Researchers
may obtain their security deposit through an application via the administrator to the
registrar of the university.

Library Office (Room#303)

All administrative responsibilities are dispensed in this office. This is also the
office for the administrator. Each section head also assists the administrator in the timely
and efficient running of the library.

Prof. M. Delawer Hossain
Administrator
R.U. Central Library.
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