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1. General Information
(1) Opening hour

Mon. - Fri. Semester:
8:30-21:30
Vacation:
8:30-17:00
Holidays in which lectures are open:
8:30-18:00
Sat., Sun., and
National Holidays in 11:00 - 18:00
Semester

Days closed
- December 29 — January 3
- Last Saturday and Sunday of March
- First Saturday and Sunday of April
- National Holidays during vacation
- Others

% The Library calendar can be accessed on our website.

(2) Access to the University’s LAN
You can connect your computer to our university’s LAN. The university’s wireless LAN
can be accessed from anywhere 1%, 2" and 3™ floors of the Library. In the Learning

Commons, Global Area and at the window seats on the 2" and 3™ floors, you can

connect the computer to the LAN by wire.

In order to access the university’s LAN, you need to get our University’s network
account, which can be applied for at the Information and Communication Technology
Center counter, Tokyo Gakugei University. This account is also required for using “My
Library” online services. You will also need the SSID and security key for accessing the
wireless LAN.

(3) Appropriate Behavior
1. For avoiding spread of COVID-19 infection, please remember:
- Do not enter the Library if you are in bad condition (ex. currently experiencing a
fever).

- Keep physical distancing with another person.
- Wear a mask.
- Entering the Library, use hand sanitizer equipped near the entrance gate.
- No conversation in the Library.
©Usually you can discuss for your group study in the Learning Commons and

Global Area. But, unfortunately, in the present time of COVID-19
Pandemic, YOU CANNOT.



- After using seat, books/journals, photocopier, use hand sanitizer equipped in each
floor.

- After use, please put the materials on the book cart located in each floor.
ii. Please use your cellular phone in the cellular phone booth located on 1% and 2™ floors.
iii. Eating, drinking (except sugar-free drinks in bottles with screw-top lids) or smoking
inside the Library is not allowed.
iv. Please watch your valuables (the Library is not responsible in the case of theft or
loss).
v. No photography or video-recording.

2. Floors

(1) First floor

1. Entering the Library

To enter the Library, please touch your library card to the gate.

1i. Service Counter

The following services are available:
- Borrow and return library materials
- Request use of audiovisual materials (for members)
- User Registration
- Requests for materials stored in closed stacks (for non-members)
- Register for entering closed stacks (for members)
- Guidance in using the library's resources
- Reception of visitors
- And others

iii. Learning Commons
Japanese school textbooks, teachers’ manuals, picture books, and books for children are
found in the Learning Commons. Seats in the Learning Commons are for members.

1v. Stacks for Audiovisual Materials (For members)

You can select DVDs, videocassettes, and CDs. If you wish to watch or listen, please
bring the item to the service counter with your library card. You can watch or listen to
the item(s) in the audiovisual booths (2" floor). For using audiovisual materials, please
prepare your own earphone or headphone (the Library does not lend headphone for the
reason of avoiding infection).

vi. Global Area --International Student Area
In this area, we hold foreign language volumes that are useful for learning about Japan.

The following types of books are available in various languages, such as English,
Chinese, and Korean:

- Japanese language textbooks
- Books on Japan
- Guidebooks for daily life in Japan



We also collect books that are listed on your course syllabuses. Books for the Short-
Term Program in English (ISEP) are also found in this area.

(2) Second floor
Various kinds of books are placed on shelves and classified. Large- and compact-sized
books are placed separately.

In this floor you can also access reference materials (bibliographies, catalogs,
dictionaries, encyclopedias, statistics, maps, atlases and so on) related to your theme.

At Audiovisual booths, you can play CDs, DVDs, etc. that are available at the Library.
Group Study Rooms are not available now. Sorry for your inconvenience.

(3) Third floor
The following materials are available:
- Journals (current editions)
- Back and current editions of education and psychology journals
- Back and current editions of some Japanese literary journals - University bulletins
related to education, psychology, and a portion of humanities
- Our university journals

(4) Basement
The following kinds of materials are stored in closed stacks:

- Older books

- Rare books (the Mochizuki collection, the Matsuura collection, special
collections showcasing British, French, and German education, the Sugoroku
collection, the Rudolf Steiner collection, etc.)

- Back issues of journals and bulletins (except for education and psychology)

Members of the University can enter the basement after registering at the Service
Counter.

3. Accessing library materials

(1) Search Guide

1. Books

In the Library, books are arranged by their call numbers (classification numbers are
based on the "Nippon Decimal Classification"). You can look for books directly on the
shelves (based on the same classification code (theme)). Using the Online Public Access
Catalogue (OPAC), you can also see whether our library has the required books or not.
Please search the shelves after making a note of the call numbers.

i1. Journals
You can also search for journals using OPAC. Japanese journals are arranged according
to their title (the Japanese syllabary order); Western journals are arranged according to



their title (alphabetical order); and Japanese bulletins that are published by Japanese
universities are arranged according to their publisher (Japanese syllabary order).

After use, please put the materials on the book cart located in each floor (because of
avoiding infection).

iii. Online Public Access Catalog (OPAC)
Our library provides OPAC terminals on each floor. You can also access the library’s
OPAC system via a personal computer connected to the Internet.

How to use OPAC

1. Input keywords, such as title (part of title is also acceptable), author's name, etc., into

the “Searching for items in our library” field and click the "Search" button. For

Japanese books, you need to input key words in Japanese. Japanese kana can also be
used.

3. A list of search results will be displayed.
4. Click the book title for detailed information including bibliographical records,

locations, call numbers, status, etc.
5. You can find other works by the same author, etc., easily (with one click) on a

detailed information screen.

% Databases (such as “Scopus”) and e-Journals (such as “Science Direct”) are also
available for University members. Please check “Appendix 2” for accessing them from
outside of the University campus.

(2) How to use Library materials

1. Library card

University ID cards with barcodes can be used as your library card.

Otherwise, we issue library cards to our university students and staff members. A library
card is required at the time of admission, for the loan of books or journals, when
entering the basement, and for use of audiovisual materials.

i1. Reading in the Library

You can read the books or journals (magazines, bulletins) in the Library freely. After
use, please put the materials on the book cart located in each floor (because of avoiding
infection).

iii. Use of materials in the closed stacks

If you are a member of Tokyo Gakugei University, you can enter the basement and pick
your required items from the stacks. For the first time, however, you need to register to
enter the basement at the 1% floor Service Counter.

iv. Photocopying
You can make one photocopy of library materials within the limits of Japanese
Copyright Law.



v. Borrowing
When you borrow books or journals, please show your library card and complete the
necessary procedures at the 1% floor Service Counter.

(1) Limits on borrowed materials and loan periods

Category of users Items Limits Loan period

Members of Tokyo Gakugei Books 12 vols. | 1 month
University (Faculty members,
university staff, graduate and
undergraduate students, research
students, and so on)

Journals | 3issues | 1 day

(i1)) THE FOLLOWING MATERIALS ARE NOT FOR LOAN
- Reference books (dictionaries, yearbooks, catalogues, etc.)
- Audiovisual materials and CD-ROM software
- Microform materials
- Original editions of newspapers
- Master's theses and doctoral dissertations
- Rare books (the Mochizuki collection, the Matsuura collection, and so on) -
Materials with a red label

(iii))Renewal

If books are not reserved by other users, a loan period can be renewed for a period of up
to two weeks from the day of procedure. You can also make a procedure of renewal with
our “My Library” system on our website (in Japanese only).

vi. Return
Please return books and journals into the book drop in front of the entrance (this is
tentative measures because of avoiding infection)

> Caution!

(1) Additional book-borrowing is not permitted if any of the books you have borrowed
are overdue. BE CAREFUL NOT TO HAVE ANY OVERDUE BOOKS!

(2) If you lose or destroy a borrowed book, you should provide recompense!

vii. Reservations

If the book(s) you wish to read are currently on loan to someone else, you can reserve
them on OPAC. You can reserve a book by clicking the “Reserve” button and using our
“My Library” system on our website (in Japanese only).




4. Reference service

(1) Reference service

Please feel free to consult a librarian at the 1% floor Service Counter if you need
assistance. Inquiries can be made between 9:00-17:00 on weekdays (Monday — Friday).

For detailed inquiry, you can also send an e-mail to libref(@u-gakugei.ac.jp.

(2) How to get materials that our library does not hold

1. Photocopy / loan requests to other university libraries

You can also make requests for photocopies / loan requests to other university libraries
(etc.). You need to pay the cost of the photocopy charge and postage. Please click “My
Library” button on our library’s homepage for using “My Library” system in order to
applying this service.

ii. Request for purchasing books

If you wish to request that the book you require be purchased for the Library, please
click “My Library” button on our library’s homepage for using “My Library” system.

(3) Way of Inquiry

- Please feel free to consult a librarian at the 1% floor Service Counter between 9:00-
17:00 on weekdays (Monday — Friday).

- For detailed inquiry, you can also send an e-mail to: library@u-gakugei.ac.jp.

Thank you very much for your Cooperation!



Appendix

1. Nippon Decimal Classification [NDC]:
classification codes for our books

—https://lib.u-gakugei.ac.jp/sites/default/files/2022-
09/Appendix1%EF%BC%88NDCY%EF%BC%89.pdf

2. GakuNin: Electronic Journal/Database remote access
service for members of Tokyo Gakugei University

—https://lib.u-gakugei.ac.jp/sites/default/files/2022-
09/Appendix2%EF%BC%88GakuNin%EF%BC%89.pdf

E-Journals & E-Books (https:/lib.u-gakugei.ac.ip/en/search/journals)

Home—>Search—E-Journals & E-Books

), RRFEAFHERERE

Tokyo Gakugei University Library

Guide ~ Collection ~

Search ~

Advanced Search (OPAC)

» Appropri: -Journals & E-Books ;n

Database

Theses & Dissertations

Tokyo Gakugei University Repository

Gakugei Univ. Digital Bookshelf Gallery

. Gakugei Muticenter OPAC for affiliated schools

% You can download this document from the page” Using the Library” (https://lib.u-
gakugei.ac.jp/en/guide/library/use) .

Home—Guide—Using the Library
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