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LIBRARY HOURS

BORROWING, RENEWING AND RETURNING 
HOURS FOR LENDING SERVICE



LENDING POLICY

Some of the library materials may not be lent. Rare books, reference books, 
newspapers, periodicals, microforms, etc. are for in-library use only.

The interlending service between Tsukuba and Otsuka Campus is available. For 
requests, please apply to the Main Counter or the Reference Desk of each library.

HOW TO BORROW
When you want to check out books, please present your identification card (as 

a member of the University of Tsukuba) along with the books to the Main Counter  
beside the entrance of each library. Books borrowed from the library may not be 
loaned to a third party.
A self-service check-out machine is situated at the Main Counter of the Central 

Library, Medical Library,  Library on Library and Information Science and Otsuka 
Library. You can check out books by yourself, without lining up at the Main 
Counter. A self-service check-out machine can be used only for books that have 
their barcodes on the back cover.

HOW TO RENEW
The initial loan period is 3 weeks. To renew the books, you may bring them 

into the library, or you can renew on the Library website. But if someone else has 
reserved them, you cannot renew.
１ At the Main Counter
Please bring the books again to the Main Counter. You can also use a 

self-service check-out machine.
２ On the web
Please go to the page of “My Library” on the Library website.

For more information, please access the following URL.
URL  http://www.tulips.tsukuba.ac.jp/pub/riyou_annai/riyo03.shtml(in Japanese only)
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HOW TO RETURN
Returning books is very simple. Just put them on the returning corner of the 

Main Counter. Returning will be accepted at any time while the library is open. 
When closed, a book-drop at the entrance is available. Books may be returned to 
any of the 5 libraries.

User ID and Password
User ID is very important for your study to use our library system effectively. 

To reserve a book or confirm your check-out information on the library's OPAC, 
you should use User ID and Password. Your User ID is the bar-code number of 13 
figures on your ID card as a member of the University of Tsukuba. 
For more information, visit the page about User ID and Password on the 

Library website.

OVERDUE PENALTY
If you fail to return books by the due date, you will be deprived of the privilege 

of borrowing books for a certain period. Please pay attention to the due date on the 
date slip inserted in the book pocket.

HOW TO FIND LIBRARY MATERIALS
1  Online catalog:
The University of Tsukuba Library provides all bibliographic information by 

online catalog.

To locate materials in our library, users operate the computer terminals 
by themselves. If you have difficulties in operating, please ask a librarian at the 
Reference Desk. For books already out on loan, reservations can be made through 
the terminal.
However, certain types of waso‐bon and kanseki cannot be found using the online 

catalog.
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2  Card catalog:
The University of Tsukuba Library inherited the holdings of the Tokyo 

University of Education (or Tokyo Kyoiku Daigaku) in 1973. These materials are 
held on the 1st floor (and mezzanine) of the Central Library. The card catalogs for 
this Ex-Library Collection are on the 1st floor of the Central Library. For books in 
European languages, an author catalog is available.  Japanese and Chinese books can 
be found on both title and author cards.

3  Book-form catalog:
The Tokyo University of Education Library had in turn acquired the holdings of 

the Tokyo University of Literature and Science (or Tokyo Bunrika Daigaku) .
The“Classified Catalogue of Books in European Languages in the Library of 

the Tokyo University of Literature and Science”covers the books acquired before 
March 1933 in three volumes. The 4th volume is a supplement to cover acquisitions 
until March 1936. There are‘author index’,‘index of series’, and‘index of 
reports and periodicals’.“Wakanjo bunrui mokuroku”is a classified catalog of 
Japanese and Chinese books acquired before March 1933, with a title index available.

CLASSIFICATION AND ARRANGEMENT
Books (except Ex-Library Collection) are arranged by the“NDC”(Nippon 

Decimal Classification) system.

In the Central Library, all journals are given classification codes, and then 
within the same code, they are arranged alphabetically by their titles. In the 
libraries except the Central Library, journals are simply arranged in alphabetical 
order of titles.
In the Central Library, issues of the current year(s) are on the 2nd floor. Back 

issues before 1969 are on the 1st floor. Those since 1970 are on the 3rd, 4th, or 5th 
floor, according to their classification codes.

We have another category of materials, with call numbers beginning with‘Z’
followed by two digits. They are annual books, and shelved on the book-stacks. 
For example, if a call number starts with‘Z33’, then that material is located 
immediately before ordinary books with classification number‘330’.  But in the 
Medical Library, most of the annual books are located in the corner of ‘review 
journals’in alphabetical order of titles.

4



5



REFERENCE DESK
The Reference Desk is available to advise and assist you in acquiring library 

materials or information.
At the Reference Desk, we provide the following services:
a. Guidance in use of the library and library materials
   (including the operation of the online catalog or database services)
b. Literature searching (both in and outside our Library)
c. Information retrieval (JDream, NIKKEI TELECOM21, etc.)
d. Interlibrary cooperation (photocopy, loan, external resources)

NOTE :  Information retrieval, interlibrary cooperation and literature 　　　　　 
searching outside our library are only for University members.
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PHOTOCOPY SERVICE & INTERLIBRARY LOAN SERVICE
PHOTOCOPY SERVICE
Photocopying is permitted under certain conditions legally prescribed. Please fill 

out a form prepared at the photocopy machines and put it into the application post.
There are two types of self-service copy machines in our Library. The coin 

operated machines are for users in general. The card operated machines are for 
users in general and for those who can use the faculty expenditure.

INTERLIBRARY LOAN SERVICE
Interlibrary Loan (ILL) Service provides access to materials not available at our 

library through a network with other libraries. 
You may submit an ILL request at any Reference Desk of the Library. 

Requests are also available from the Library's website. And you can get a 
photocopy of the material or a book itself by mail. The charge shall be paid when 
you receive the material. Please ask our Reference Desk for details.
 ILL is available for the students, staffs and faculty members of the University 

of Tsukuba.

LETTER OF INTRODUCTION
When you visit other university libraries or special libraries, you may need a 

letter of introduction. Please ask our Reference Desk in advance.
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DIGITAL LIBRARY SERVICE 
(URL http://www.tulips.tsukuba.ac.jp/)
The Digital Library is available anytime, anywhere via internet. Many 

electronic information resources can be searched simultaneously by putting 
keywords into the search window and clicking a button once on the top page of 
the Library. Not only library holdings but also bibliographic data of databases (such 
as Web of Science, FirstSearch, Science Direct and CiNii), electronic journals and 
internet resources can be obtained as results, and full texts are linked with them. 
Especially, full text data of dissertations, rare books, research reports and the 

bulletins of our university are main collections of the Digital Library.

OTHER SERVICES
USE OF AUDIO-VISUAL MATERIALS AND MICROFORMS
In the Central Library, to use audio-visual materials and microforms, please 

apply to the Audio-Visual Media Room on the 2nd floor. For the other four libraries, 
you are expected to ask at each Main Counter.

SEMINAR ROOMS AND STUDY CUBICLES
Please apply to the Main Counter to use the seminar rooms and study cubicles.
Seminar rooms can be reserved for up to three hours per day. The use of study 

cubicles is limited to faculty members, graduate students, non-degree students 
(kenkyusei(kenkyusei( ).
Applications may be accepted up to one week in advance.

EDUCATIONAL COMPUTER SYSTEM
In the libraries of Tsukuba Campus, there are desk-top terminals of 

Educational Computer System which are managed by the Academic Computing 
and Communications Center. They already contain some softwares such as 
wordprocessor. You can use them freely in the library.
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VOLUNTEER STAFF
In the Central Library, the Volunteer Staff will help you on any issues in both 

Japanese and English. Please feel free to ask them.

CAUTIONS
・No smoking, no foods or drinks are allowed in the Library.
(Water in a water bottle is permitted only in the lounges.)

・Turn off cellular phones in the Library.
・ After using library materials inside the Library, you have to return them on 
the shelves by yourselves for next users. Please put them back on the places 
where they were.
・ Take care of the safety of your baggage and valuables on your own 
responsibility.

Central Library



LOCATION OF LIBRARIES


