
, 

• 

ANUNOBI ,  C.V. 

«  

maintenance. uti l ization, storage, retrieval and disposition Kanter, 1987 

large and national examination bodies l ike WEAC and JAMB; and the manner 

the very essential ,  but often-neglected, information materials found in some 
academic libraries is the question paper. Its management follows the basic 
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MANAGING PAST QUESTION PAPERS IN  ACADEMIC L IB RIES . 

•  

to conf irm the information prov ided by the interv iewees. The l ibrar ies use 
•  •  

three methods of acqu is i t ion :  stand ing order depos i t ,  request by the l ibraries 
and serend ip ity. On acqu is i t ion ,  past quest ion papers are processed by some 
of the l ibrar ies by stamp ing and sorting according to the course of study and 
stored in f i les, folders and bag enve lops. Some of the l ibraries create access 
through indexing. Open and close access services are be ing practiced in 
the use of past quest ion papers. Lack of cooperation from faculty is one of 
the prob lems that h inder comp lete acqu isit ion. The fragile nature of the 
materials and constant use pose danger to their preservat ion . The l ibraries 
are also contend ing with theft and muti lat ion emanat ing from open access . 
The use of Information and Commun icat ions Technology is expected to 
ameliorate the rigour of acqu is it ion whi le reduc ing the problems associated 
with handl ing.  
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quest ions. Furthermore, past question papers could be used to trace the 
•  

accreditation. Hence, Johnson and Kal laus 1987 reiterated that Information 

and outside wor ld ,  provides a record of the past, and supp l ies data useful 
for legal purposes. 
The management of these impcrtant archival materials follows a typical 
information cycle viz. 

-Collect ion; 
-Retent ion; 
-Storage; 
-Retr ieval ;  
-Transportation; 
-Use; 
-Return; 
-Destruction 

Therefore, the management of past quest ion papers from the academic 
l ibrary par lance involves acqu i s i t ion ,  process ing ,  use ,  and storage/ 
preservat ion .  
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The traditional mode of acquisit ion of purchase, gift and exchange may not 
apply to past quest ion papers as it were , recognizing that it consists of the 
un iversi ty document  emanat ing from the var ious departments .  The 
processing, use, and storage/preservation may depend on the importance 
each institut ion attaches to its archival materials . For the developed nations 
emphasis is placed on co l lect ing ,  processing and preserv ing historical 
papers, records , books etc. As a result some countr ies have Specia l  
Col lect ion Departments with the sole aim of ass isting in preserv ing their 
history by select ing and car ing for papers, photographs and other related 

.. materia ls of historical importance .  . l ib .  iastate . edu ). Some of their 
practices to ensure · the posterity of the needed materials include: 

'  temperature and relative humidity; 
•  

:  2 .  Avo id ing storage in basements or garages ; 

4. Protection from ants, pests and other pol lutants. 
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•  
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Three methods of past question paper acquisition are appl ied i n  the 

each. 

RESULTS AND DISCUSSION 

I t  was discovered that the l ibraries of the research institutions have evidence 
of past question papers at different degrees of management. 

Acquisition 

•  

Data for this study was collected through interviews and personal observation. 
Visits were paid to l ibraries of the four academic institutions in Imo State, 
name ly  Federa l  Univers i ty of Technology, Owerri F U T O ;  I m o  State 

•  

University, Owerri I M S U ;  Alvan lkoku Col lege of Educat ion,  Owerri AICE 
and Federal Polytechnic Nekede, Owerri FPN . Interviews were held with 
Librarians in charge of past question paper management .  Observations were 
a lso made to confirm the avai lab i l i ty of these archiva l materials ,  the mode 
of process ing and the organization system .  Unfortunately no user was 
observed as the study was carried out at the beginn ing of the semester 
when students were busy settling down and others attend ing lectures . 

«  

•  

METHOD OF DATA COLLECTION 

•  

Jackson Coun Histor ica l Socie w .jchs .org/preservat ion. uses the 
same method to increase the posterity of documents .  The Society and many 

•  

•  

inst i tut ions wh ich are custodians of every archival document from the 

inst itut ions .  
It is against th is background that the work seeks to find out methods of 

past quest ion paper managemen t  in some academic l ibraries in  Imo State. 
Specifical ly i t  intends to find out :  

a .  The method of past question paper acquis i t ion ;  
b .  The method of processing and storage ; 
c .  The mode of use .  

F ina l ly ,  it wil l  proffer suggestions to improve the management of this important 
mater ia l .  
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Libraries 
•  

Acquisit ion method 

•  

•  
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The l ibrar ies of FUTO and I M S U  have no formal method of acquis i t ion.  
Rather the materials are col lected by any staff that has access to them. I n  

•  
•  

col lected many of which are engineer ing and general courses. That justifies 
the prevalence of more engineering-based past question papers in that 
l ibrary. Examinations are not conducted i n  IMSU library so there are very 

• 

few of such materia ls in the l ibrary. The serendipity method is not a hea lthy 
method of acqu is i t ion espec ia l l y  where l ibra r ians are not invo l ved in 
examination superv ision.  Such method is a matter of chance .  Hence it does 
not ensure completeness and continuity in any l ibrary co l lect ion . FPN and 
A ICE e m p l o y  wr i t ten commun icat ion  and  s t a n d i n g  order  me thods 
respect ively. Both methods are effective, espec ia l ly where the inst i tut ion 
recognizes the impor tance of the archival funct ions of the inst i tu t ion.  
However, where there is laxit on the part of faculty, written communication 
is encouraged. Faculty can a lways be reminded through this method. 

Processing and Organization 
The libraries of FUTO and AICE house past question papers in the Document 
Un it  of the l ibrary. They are located in the Reader Serv ices , at the FPN and 
IMSU l ibraries .  

include stamping, creat ing of access and storage. 

a Stamp ing: 
In FUTO, AICE and FPN librar ies, question papers are stamped as they are 

that their materials are not usua l ly stamped . Stamp ing is very essent ia l  for 

Acquisition 
Libraries Method Total •  Percentage 

•  

Standing Order 
• 'CE l 25% 

Deposit 

Request by the 
l 25% 

Library FPN 

Serendipity 2 50% 
FUTO SU , 
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is located i n  a n  area that cannot be e a s i l y  torn . 
• 

Nigerbiblios ol. 16, Nos. 1 & 2, Jan.-Dec., 2005 S 

c Storage: 
•  

The organization method i n  A I C E  a n d  F P N  make for e a s e  of storage. The 
m a t e r i a l s  s o  o r g a n i z e d  are p u t  i n  bag e n v e l o p e s / f o l d e r s  conforming to the 
storage e q u i p m e n t  recommended for s u c h  materials by J oh n s o n  a n d  K a l a u s  

1 9 8 7  .  According to t h e m ,  a  c o n t i n u o u s  collection of past q u e s t i o n  papers 
is expected, so t h e s e  l i b r a r i e s  s h o u l d  be m i n d f u l  of the type a n d  v o l u m e ;  
d e g r e e  o f  required protection ; efficiency and  ease of use of the storage 
equ ipm e n t  Jo h n s o n  and Kalaus 1987 .  ·  

d Access creation: 

AICE creates access for l i b r ary staff that render the service. Indexes are 
prepared a nd pasted on the surface of each envelope .  ith such index, the 
schedule  officer sees, at a glan c e ,  the contents of each folder/envelope. 
Other l ibr a r i es have no evidence of in d ex, access po int or call number either 
for staff or users. 

Use 

The nature of past qu est i o n  pape r  storage with restricted access, or as in 
some cases, absence of access points has made the use of past question 
papers i n  these ·  l ibrar ies a n  o n e r o u s  task. At the AICE and FPN, students 
present th e ir  requests to the sch e dule  officer who retrieves the required 
quest io n  paper. FUTO an d  IMSU a l low the students to sort and find the 

•  

b Organization: 

Two l ibr a r ies;  FP N  a nd A IC E  have pr o fess i o na l  m e t h o ds of o rganiz ing these 

F P N ,  A ICE is an enhancement from the unarranged method of I M S U .  Such 
w i l l  facilitate retrieval by staff a n d  save the users' t ime. here quest io n  

number of  users that come for these materials. 

•  

•  
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All the l ibraries studied have encountered some difficult ies in an effort to 
acquire and preserve these important historical university documents. In 
some cases, the faculty members are reluctant to .release the quest ion 
papers, a situat ion pecul iar to materials acquired through serendipity. Using 
the later without co-ordination imp l ies  that the schedule officer may not 
have access to the examination centers always. Heads of Units or Deans 

'  tend to forget batch ing the materials to the l ibrary as at when due .  Where 
they are informed through offic ia l  request ,  some treat the issue with l ittle or 
no importance. The resu lt is inconsistency and gaps in the past question 
papers acquired. 

•  

processing, use and preservat ion .  Actual ly severa l  of such prob lems have 

•  

to recant them. 

PROBLEMS 

and AICE presents great pressure to the schedu le officers. Ev idence of this 
is when a large number of students clusters to col lect these materials .  

•  The completeness of acquired information materia l notw i thstand ing, its 
organizat ion and storage just if ies the profess iona l prowess of a l ibrar ian .  
Thus the scenario where past question papers are gathered into one storage 
facil i without any in-house method of organization leaves much to be 
desired. Time and energy of both schedu le officer and users are wasted in  
an effort to retrieve the des ired quest ion papers .  Furthermore ,  the wear 
and tear resu l t ing from cont inuous shuff l ing reduces longevity of these 
mater ials. Storage facil it ies are not exempted in the deteriorating prob lems. 
Libraries that receive the quest ion papers in batches a lso have the problem 
of high labour requirement for sort ing and organization of the bulky materia ls. 

The gravit of the problems created by the use of quest ion papers is relat ive 
to the nature of access be ing practiced. Open access operation experiences 
the major prob lems of d isorgan izat ion, theft and rough handl ing by students. 
Disorganization requires da i ly and cont inuous reorganization. Such prob lems 
in addit ion to theft deprive other students ' access to the needed quest ion 
papers on real time. Though close access practices may not be l iab le to the 
above problems, a lot of demand is made on staff that serve these students , 
especia l ly during revision periods. S ituat ions abound whereby the number 
of question papers cont inues to reduce in the l ibrary unt i l  a comp lete 
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libraries w e 

erence to past 

• 

e and used to serve students. 

3. 

2 .  

The m a n a g e m e n t  of  past q u e s t i o n  papers i s  one of the archival functions of 
a c a d e m i c  l i b r a r i e s .  Evidently, the four l i b r a r i e s  s t u d i e d  are i n v o l v e d  in the 
functions. Three methods are employed in the a c q u i s i t i o n .  AI C E  has s t a n d i n g  
order d e p o s i t  agreement with Deans of Faculties /Schools, while F P N  makes 
r e g u l a r  formal requests. FUTO and I M S U  collect question papers by chance. method on the mater ials .  FUTO and I M S U  practice open access wh i le AICE 

and users access them via the workstation. 

should be paid to Deans; 
in-house class fication scheme could be develo for them; 

question paper man tement; 4 .  Du licate copies should be 
« 

CONCLUSION AND RECOMMENDATIONS 

•  

'  
•  

PROSPECTS As the l ibraries studied continue to g r a p p l e  with the prob lems of past question p a p e r  m a n a g e m e n t ,  they are not w ithout h o p e s .  The o p t i m i s m  is that faculty w i l l  g e t  to a p p r e c i a t e  t h e  place of a c a d e m i c  l i b r a r i e s  as c u s t o d i a n s  of u n i v e r s i t y  d o c u m e n t s .  To ach ieve t h i s ,  the l i b r a ry  w i l l  c o n t i n u e  t o  create a w a r e n e s s .  Information a n d  C o m m u n i c a t i o n  Technology I C T  is p r e s e n t i n g  a  lot of hopes for the a r c h i v a l  f u n c t i o n s  of a c a d e m i c  l i b r a r i e s .  Past qu e s t i o n  
papers could be received o n- l i n e  o r  s can n e d  i n t o  the computer system a n d  stored in  a  fo lder .  Such  can reduce the time a n d  energy e mp l oye d  for its 
manage m e nt . The inc i dence  of theft a n d  mutilation w i l l  be drastica l ly reduced if not totally e l im in a ted .  Workstations w i l l  also fac i l itate use a n d  reduce time , 
energy and money spent du r i ng the retrieval a n d  photocopy serv ices .  

•  

•  
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