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Key Points for the Guided Tour 
 

 

General Points about Procedure 

 

Encourage students to ask questions during the tour and later when they are conducting  

 research. 

 

Remember to speak loudly and clearly enough for everyone in the group to hear.  This  

 means waiting for the entire group to catch up after moving to a new location and  

 encouraging students to group around as close as possible in order to hear. 

 

Summarize the important points at the end of each section.  Repetition increases retention. 

 

As you proceed around the building, point out the location of the help phones. 

 

 

Greeting and Introduction 

 

Be ready at the Information Desk ten minutes prior to the tour starting to meet the class. 

 

Introduce yourself to the professor/instructor and ask if there are any special directions  

 (i.e. collections to be highlighted, services to be explained, etc.). 

 

Introduce yourself to the class and give them a very brief overview of the tour as well as dis-

tribute maps of Lovejoy Library. 

 

If the class would like additional information about the Library or the collections and  

 service points highlighted during the tour a Virtual Tour of the Library is available  

 on the Library’s home page at http://www.siue.edu/lovejoylibrary. 

 

Ask the class if anyone would like to leave their coats or backpacks in the metal cabinets 

across from the Instruction Classroom (the keys are kept at the Information Desk).  If  

 items are left in the cabinets return the key to the Information Desk as you proceed to 

begin your session so as not to leave the key along the way. 

 

Resource Need for Guided Tour 

 

Maps of Lovejoy Library 

Collections Directory 

 

 

Reassemble the class in front of the Interlibrary Loan Office, keeping the main passage-

way clear. 
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LOWER LEVEL DISCUSSION: 

 

Archives is housed in the basement.  Access to archival information is located in this area 

 along with materials about the University’s history.  It is best to stop at the  

 Information Desk to ask for assistance when you are needing to use archival  

 information as hours vary. 

 

The John Abbott Auditorium is also locate downstairs.  The auditorium is used for  

 classes as well as other public venues throughout the calendar year such as guest 

 speaker presentations, recitals, etc. 

 

The Student Technology Center is also located in the basement.  This area provides  

 assistance with access to the University’s networked delivered academic services.    

 Students experiencing difficulty with their E-ID or Blackboard would also start at this 

 location. 
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FIRST FLOOR DISCUSSION: 

 

Library Hours  

 

Inform the class of the Library’s hours of operation (Mon-Thurs. 7:30am-1:00am;  

 Friday 7:30am-9:00pm; Saturday 10:00am-6:00pm and Sunday 1:00pm - 1:00am) 

 for the current semester.  During certain holidays, weekends, or break periods the  

 Library may be closed or have abbreviated hours.  If in doubt about the Library’s  

 hours students can check the website or call the Information Desk at 650-2615. 

 

Circulation Desk Points 

 

The Circulation Desk is where patrons check out all materials.  Patrons must have a valid  

 SIUE ID in order to check out all materials (books, laptops, etc.).   

 

There is no limit to the number of items that can be checked out provided a patron is in  

 good standing with the Library. 

 

The loan period for undergraduate students is 4 weeks (8 weeks for grad students).   

 However, books can be renewed at the Circulation Desk or electronically via the  

 online catalog.   

 

The Circulation Desk is the only location that provides change (for photocopiers or to  

 add value to ID cards). 

 

The Circulation Desk is where patrons pick up interlibrary loan deliveries for books  

 and articles (if they specified they do not want the articles delivered electronically).   

 (ILLiad, the Library’s interlibrary loan system, is accessible from the Library’s  

 web site.  Patrons using ILLiad will need to register first.)   

 

Lovejoy Library has an internal wireless network.  Wireless laptops (loaded with all  

 Microsoft Office applications and connected to the print stations) can be checked  

 out from the Circulation Desk for 3 hours at a time.  Students checking out a laptop  

 for the first time that semester will need to complete a statement of responsibility  

 form. 

 

 

Course Reserves Points 

 

The Circulation Desk is also where material that has been put on reserve by instructors  

 is located. Course Reserve materials are items that instructors want students to  

 have access to in addition to the required texts for a class and may include: articles  

 for additional reading, class notes, answers to quizzes, old tests to study from,  

 books to use for additional research, etc. 
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FIRST FLOOR DISCUSSION (CONT.): 

 

Loan periods on reserve items are determined by the instructor and vary depending  

 upon the course and type of material.   

 

In order to retrieve an item on reserve, students should use the online catalog to locate  

 the call number for the item desired and present this information to the staff at  

 the Circulation Desk. 

 

Most files that have been placed on reserve are also available in an electronic (.pdf)  

 format in the Course Reserves section of the Library’s online catalog.  A student  

 does not have to be in the Library to access these files. 

 

Information Desk Points 

 

The Information Desk is the area where patrons should come with all types of questions 

(research, directional, general information, etc).  

 

On weekdays from 9:00 a.m. until 9:00 p.m. a subject librarian is on duty; in-depth  

 research questions should be directed to this individual.  Students can also set up  

 one-on-one consultations with a librarian in their field of study or with the  

 Instruction Office. 

 

There is a library staff member at the desk from 8:00 a.m. until 4:00 p.m.  A Graduate  

 Assistant staffs the desk virtually every hour that the Library is open.  These  

 individuals can help with the use of the computers and answer basic research  

 questions. 

 

The Information Desk can be reached using help phones located on the Library’s upper 

floors.  

 

Library Policies and Information Rack 

 

The Information Rack to the class contains maps and handouts that have additional  

 information about the Library and its policies.  Research guides explain how to  

 understand basic library operations (Understanding Call Numbers) or perform  

 basic elements of library research (How to Locate Journals at Lovejoy Library).   

 

Music Listening Room and General Area Points 

 

The Music Listening Room (MLR) services both the music curriculum (students may  

 be required to come to the MLR to listen to a piece for a class) and personal listening.  

 

Any materials placed on Music Reserves will be located in the MLR instead of behind the 

Circulation Desk with the other Course Reserve materials. 
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FIRST FLOOR DISCUSSION (CONT.): 
 

MLR Continued 

 

The books beginning with the call numbers M or ML are located in the MLR. 

 

The terminals by the Information Desk permit access to the online databases  and can  

 also be used for general Internet access.  Several programs (including Microsoft  

 Office, etc.) are available on these computers.   

 

Students may use any of the terminals to conduct research or access the Internet but 

  preference is given to academic users (people needing to conduct research) on  

 all terminals.  During peak times students not using the terminals for academic  

 purposes might be asked to make room for patrons needing to conduct research.   

 

Students wanting to use these terminals will have to log on using their SIUE e-ID  

 and password.     

 

Move the class to the Reference Collection.  Stand in front of the second row.   

 

Reference Area Points 

 

Reference sources are materials that provide facts and information in a concise manner.  

The reference section is a very useful place to begin research.   

 

A reference book can give you facts and basic information about a topic.   

 

Articles in reference works are often followed by bibliographies that list other books  

 and articles about the topic that may be useful for further research.   

 

In addition, getting basic information on a topic from a reference work allows students to 

develop a vocabulary that they can use when searching the online catalog (for 

books) and print and electronic indexes (for journal articles). 

 

Some examples of reference works are general encyclopedias, subject encyclopedias,  

 dictionaries, thesauruses, handbooks, and almanacs.  These sources are updated in a 

timely manner (annually or every few years). 

 

The reference books of all disciplines are kept in the reference area on the first floor.  

 

The notation of Reference Collection in the SIUE Catalog indicates that the book is a  

 reference source and will be shelved in this area.  Reference books cannot be  

 checked out and should be used on the first floor. 
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FIRST FLOOR DISCUSSION (CONT.): 

 

Reference Area Points continued 

 

Use the copiers located on the first floor to copy from a reference book.  As with any  

 books or materials in the Library, students should not re-shelve the items; staff  

 members will collect and re-shelve books and other resources.  

 

If a student finds a wooden block in the Reference Collection, this book is housed in the 

Ready Reference Section behind the Information Desk. 

 

The Ready Reference section is a subset of the Reference Collection and contains the 

most frequently used reference works.  A few examples of Ready Reference  

 materials are: the MLA, APA, and Turabian style manuals, the Statistical Abstract  

 of the United States, the Encyclopaedia Britannica, Current Biography, and  

 Sorkinôs Business Directory.   

 

Patrons may come behind the desk and retrieve these resources themselves.  Like all  

 reference books, these materials should be kept on the 1st floor.  However, these  

 resources should be returned to the Information Desk staff so they can be  

 immediately re-shelved.  

 

Print Indexes Points 

 

The Reference Collection is also where the Libraryôs print indexes are shelved.   

 

Print indexes are used to find periodical (journal or magazine) articles on a particular 

subject.  There are two types of indexes – general (covering all subjects) and  

 subject-specific (covering one or a few subjects, including science, education,  

 art, psychology, etc.). 

 

An index for periodicals works somewhat like an index in a regular book does,  

except that instead of covering one text it covers all of the articles in a group of  

 magazines and journals, indicating where articles about a specific topic are  

 located. 

 

In a print index a list of citations is provided for each subject.  A citation is like an  

 address for a periodical article, listing all the information needed to find an  

 article: the article title, the name of the periodical, the volume number of the  

 periodical, the specific issue number of the periodical, the date of publication  

 for the periodical in which the article appears, and the page numbers on which  

 the article appears.    

 

Move the class to the area by the Instruction Classroom, keeping the main passageway 

clear. 
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FIRST FLOOR DISCUSSION (CONT.): 
 

Computer Area 

 

The online databases are online equivalents to the print indexes; they are available in 

 both general and subject-specific forms. 

 

Online databases can be accessed both on and off-campus.  However, students  

 attempting to access the databases from off-campus will be prompted to enter their e-ID 

and password.   

 

Only SIUE faculty, staff, and currently enrolled students (in good standing with the  

 University and Library) are allowed to access the many of the electronic resources. 

 

Many electronic indexes and online sources offer full-text availability.  The Library has  

 implemented SFX, a journal management system that integrates full-text capability  

 into almost all of our databases.   

 

SFX helps students determine if an article is available electronically.  However, if an  

 article is not available in full-text it does not mean that it is not available in the  

 Library in some format. 

 

The next step of the process would be to determine if the Library carries the magazine  

 or journal in a physical format (print or microform).   

 

The remainder of the tour will be dedicated to highlighting some of the locations where 

physical periodicals are kept and some of the other features of the upper floors of 

the Library. 

 

General Area Points 

 

The print stations on the first floor (two black and white and one color printer) are  

 the central printing locations for most Library terminals or machines (including  

 the all of the Microforms machines).   

 

Students may use their Cougar Card in the printers and photocopiers if they have  

 designated monies for printing on them otherwise (photocopiers also take coins).   

 Printing cost $.10 per page for both printers and photocopiers (color copies are  

 $.50 per page). 

 

A coin-operated printer is also available. 

 

The CSVT (Card System Value Terminal) outside of the Administration Offices is  

 where students add value to their ID cards. 
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SECOND FLOOR DISCUSSION: 

 

Move the class to the area just outside Microforms.   

 

Journal Collection, Microforms, and Media Area Points 

 

If Lovejoy Library has the past issue of a journal or newspaper that is not available in an 

electronic format, that source will be located in the Journal Collection or in  

 Microforms.   

 

The journals from all subjects are shelved together in the Journal Collection.   

 

A bound journal consists of the journals or magazines of a specific year or volume that 

have been stuck together inside a hard cover.  The spine contains the title of the  

 journal as well as the volume and year information.  Bound journals are arranged  

 alphabetically on the shelves by title and then numerically by volume. 

 

Current periodicals are shelved in red boxes. These are issues for the current year or  

 volume.     

 

Move the class to the Microforms area.   

 

There are two kinds of microforms – microfiche (3 ½ ” x 5” plastic card) and microfilm 

(reel of 35mm or 16 mm film).  Microfilm is generally used for newspapers and  

 older issues of periodicals.  Most newer issues of periodicals will be on microfiche. 

 

(Demonstrate this part as you talk through it.)  Periodicals in microfiche are  

 arranged alphabetically by journal title.  Students need to find the folder for the  

 specific volume and issue of the journal.  The journal title, volume, issue, and date  

 information are listed on the microfiche. 

 

When pulling out the folder of microfiche, pull out the entire folder and not just a few 

sheets of microfiche from within it.  It is very important to put a “file out” plastic  

 sheet in the spot from which they took the folder.   

 

The reader/scanners located near the Microforms desk should be used to copy microfilm  

 or microfiche articles.  These machines scan an article to save (to a flash drive, etc.), 

email (to any email account – not just SIUE), or print (to the network printers  

 on the first floor). 

 

Do not re-file any microfilm or microfiche.  Place the film or fiche in one of the baskets on 

the tables and a staff member will re-shelve the material. 
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SECOND  FLOOR DISCUSSION (CONT.): 

 

Patrons can have the Microforms Department do their printing for them for an additional 

charge ($.15 per page).  Patrons need to complete an order form and then they will be 

given a time when they can come and retrieve their copies. 

 

Point out where the cabinets with microfilm periodicals and newspapers are located. 

 

The Microforms staff can help locate materials or provide assistance using the reader/

scanners.  

 

Self Instruction Lab Points 

 

The Self-Instruction Lab (SIL) is located next to the Microforms area.  SIL contains ma-

chines for students to view films (VHS and DVD).  There are also several computers 

loaded with various multimedia software. 

 

Students wanting to use the private viewing room need to speak to the Microforms staff. 

 

The Library’s films and other forms of media (VHS and DVD are housed in the Media 

Collection but are available for student check-out.  Films and other A/V material 

placed on reserve for a class are kept with the rest of the Course Reserve material at the 

Circulation Desk.   

 

General Area Points (west side) 

 

Point out where the books beginning with the call numbers A-C are located. 

 

Point out that at the north (behind the Book Collection) and south (behind the Journal Col-

lection) ends of the second floor are the quiet study areas with a number of study car-

rels for silent, individual studying.  These are the some of the only designated quiet 

study areas in the Library.  

 

The copiers next to Microforms can be used to photocopy items from the Journal Collec-

tion.  Microforms staff can assist with operating the copiers.  

 

Move the class to the end of the Journal Collection, by the Group Study area. 

 
General Area Points (east side) 

 

Point out where the books beginning with the call numbers D-K are located. 

 

Point out where the Curriculum Materials Collection, Childrenôs Collection, and  

 Masterôs Theses and Doctoral Dissertations are located. 

 

Point out the group study area.  
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THIRD FLOOR DISCUSSION: 

 

Government Documents and General Area Points 

 

Point out where the books that circulate beginning with the call numbers S-T are  

 located. 

 

The Government Documents area is also on the third floor.  Lovejoy Library is  

 an official government documents depository and receives over 50% of  

 what the government offers its depositories. 

 

Government documents include items such as: Census materials, House and Senate  

 hearings and bills, reports and publications from various government agencies  

 and departments, statistical materials, and numerous other types of documents  

 that may be useful for many types of research. 

 

Many government documents are received in an electronic format and can be  

 accessed directly through the Library’s online catalog. 

 

Point out where the books beginning with the call numbers Q-Z are located. 

 

The Collaborative Computing Center, a group study areas equipped with computers,  

 is on the west side of the building, next to the books with the call numbers Q-R. 

 

Point out where the books beginning with call numbers L, N, and P are located. 

 

Conclusion 

 

Thank students for their attentiveness during the guided tour.  

 

Ask if anyone has questions. 

 

Encourage students to never hesitate to ask for assistance from the Library staff.   

 

Ask the professor/instructor if there are any additional instructions for the class or if  

 further details can be provided to clarify any point discussed during the session. 

 

Walk down with the students to retrieve coats and backpacks from the first floor. 


