e 4" s

DR, Bt AVBEDKAR OPEN UNVERSITY |

UNIVERSITY - LIBRARY -

[—

Df. B.R. AMBEDKAR OPEN UNIVERSITY

Hyderabad

LT




| ‘Conrse Team (1985)
Shri R. Sreepathi Naida (Editor)
Sh_ri- N.B. Govinda Krishnan

Shri Shaik Hyder Sahib

Shri P. Soma Raju

Shri M.R. Chandran

Shri B.P. Shenoy (Course Coordinator)

Cover Design: CHANDRA

De. B.R. Ambedkar Open University .

Hyderabad - 500 633

First Published 1985

Revised Edition 1994 @

Revised By

Shri A.K. Dasgupta (Editor)

Dr. V. Chandrasekhar Rac
(Associate Editor)

Shri N.B. Inamdar

- Shri T.V.S. Prafulla Chandra

Shri N.V. Jagga Rao
Shri G. Vijay Kumar

Shri P. Divakar

Copyright(©) 1985 Open University, Andhra Pradesh

, All tights reserved. No part . of this book may be reproduced in any form without permission

; in writting from the University.

' ' This text forms part of an open University Course.

Further information on Open University Programmes may be obtamcd from the Director
(Academic), Dr. B.R. Ambedkar Open University, Road No. 46, Jubilee Hills, Hyderabad -

500033. (AP.).

Printed at : asantaarrerinters  Hyderabad.




COURSE-2 LIBRARY MANAGEMENT

The book deals with the topics in Library Management included in the syllabus for the
Bachelor of Library and Information Science (BLISc) Programme of Dr. B.R. Ambedkar Open
University. These topics cover the core area of the subject.

The course material, first published in 1985, has been updated and revised in the presenmi
book in accordance with the self-instructional format and house-style of the University, The
syllabus for the sake of conveience has been divided into blocks and units. Each unit covers
a specific area of the subject. Units covering a'related_ area are grouped toghether as blocks.
There are 20 units in this course, which are grouped into five blocks.

The units are prepared by specialists in sccordance with a format so designed to enable the
learners to read and understand them without much difficulty. Each unit begins with a statement
of its aims and objectives followed by an itroduction to the content. Seff-check exercises have
been included in the text which are intended to test the tearner’s comprehension.

The library management is important from the learner’s point of view.because the course
covers the day to day library routines of all the sections of the library and gives a complete
insight into the wc;rking of a library. In addition the type of records, charts and proformas with
their specimens gives a picture of what types of records are to be adopted in different libraries.

deal with fundamentals. The units spell out theoretical princt d also practical solutions,

In few special libraries and documentation/information #€Wes the management process may
slightly differ, however, they are indicated at appropriat fo the extent possible. '

Qj?‘

o

The library practices covered in this book are applicable to mg rity of libraries as the vni‘s
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BLOCK-I : MANAGEMENT PRINCIPLES

Like any big organisation or farge administrative unit, managing a big library is a specialised
and complicated task and requires managerial skills. Management of a modern library requires
not only managerial ability of the highest order but alse a highly cultured and sophisticated skill
to solve muiti-dimensional problems of a library. The art of managing a library is not merely
taking care of books but also furnishing information of a specialised nature. To organise and
administer libraries of today is not merely a matter of commonsense but it requires as much
ability, skill and knowledge like any other big organisation. The present block discusses the
general management principles and their application to libraries.” There are two units in this
block.

Unit-1 : General principles of management
Unii-2 : Application of management techniques to library operations

\?“O
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A variety of budgeting techniques are available to library managers for budgeting such as
line-item budgeting, lampsum budgeting, formula budgets, performance burdgeting, programme
budgeting, planning programming budgeting system {PPBS), zeroshased budgeting (ZBB), etc.
You will learn about these technigues in unif .

Self-check Exercise-3
What does the acronym PO‘JDCORB stand for 7

Mote ;i) Wnte YOUr answer in the space given below,
! i) Compare your answer with the model answer given at the end of this unit.

1.8 PRINCIPLES OF MANAGEMENT

Principles of management are generalisghiqps suMavle for universai application and formu-
tated on the basis of humun experience and. @ d exarnination of case studies. The application
of these principles should be done affer thowélgh analysis and diagnosis of the problematic
situation in the organization. For thet r use, the manager has to utilise his knowledge of
human behaviour, intellizence 4Mgeradnt skills and previous axperience. These principles are
flexible in the sense that they gl nevprofitably adapted to any changes in the work situaiion.

As we have alread 'i section 1.4.1, it was Henan Fayol, the fdfhf‘l of classical %c‘*acl
of managemen: thought, Wi formulated, for the first time, the following set of 14 principles of
general administration. These principles, which are still refevant even today, will be explained
this section.

i) Division of work.

ii) Authority and respensibility.
i) Discipline. '

iv) Unity of Command.

v) Unity of direction.

vi) Subordination of individual interest (o general interest,
vii) Remuneration of personnel.
viif) Centralization.

ix) Scalar chain.

¥y Order.

xi) Equity.

xii) Stability of tenure of personnel.
xiit) Initiative.
xivy FEsprit de Comps.




Reporting may be done either in writien form (staff manuals, notices, memos reports, staff
diaries, etc.) or verbal form (telephonic talk, personal talk, meetings, etc.). Particularly in larg
libraries, most of the reporting is in written form. '

I an organization wishes to report to the people, then it has to utilise the public relations
technigues. Public relations helps the library to improve its image among the people, It is
regarded as a management function which attempts to gauge public attitudes, identifies policies
and procedures of an individuals or an organization which have a'bearing on public interest, and .
i:hpiements an action programme to obtain understanding, support and goodwill of the public,

Ne responsive manager can afford to ignore staff reporting. ‘The librarian should ensure
that every member of the staff is weli informed about the functioning, programmes, progress and
problems of the library. This can be done in « variety of ways such as annual reports, newsletters,
notices, conducting question and answer sessions, staff meetings, staff handbooks and manuals,
circulars, etc. ' '

Apart from reporting from top to down (from librarian to lower level staft), the library
should provide for reporting from down to above also,

Examples :
i} Progress report of a ﬁ:ojcct assigned to a department in th@y.
fi) Reporting of a case of theft in the library.
’ &
i) Office diaries, : O

With the help of reports received from variou%ns, the librarian can undertake an
evaiuation of library services and procedures, '

L7.7 Budgeting

Budget i the document witich provi en-wise astimases of expected incorie and expen-
diture during a future period. Generally, library budgets are prepared at annual intervals. It js
regarded as an effective management tool. It enables the library to restrict its expenses to the
available income. Also, it helps in utilisation of its financial resources in an organised way, that
s, the expendiiure can be incurred in a planned manner,

-Budgeting is the process of preparation of budget. 1t is done keeping in view the objectives
of library in mind. It enables implementation of the adopted plans. Tt offers an opportunity to
review/evaluate the various library programmes, thereby acting as an Important control device, :
The chief librarian has to ideniify the growing or new needs of the users” and provide adequare

financial resources to meet them. He plays a key role in the preparation of budget.

The factors which need to be considered at the time of budgeting include:
e Strength of library collection, readers and staff, |
s variety of ser\{iccs offeredl.
® categories of users,
e impact of inflation,
» location and organization of various sections!departmehts.

* period of budget coverage.
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etc. Pr per care should be taken to see that these are drafted in clear and unambiguous - manner.
This is essential for giving proper direction to staff members. As for cral commurication, it
may be either through formal staff meetings and training programmes or informally through
interpersonal contacts.

1.7.5 Coordinating

For the successful ranning of an organisation, coordination is most cssential. 1t 1s a vital
management function. The management should coordinate individual efforts of all staff members
in such a harmonious manner so as {o achieve the organizational goals. Even in cases where
there are personal conflicts and differing interests, steps should be taken to clear the botile-recks
and attain the goals.

Coordination is the process of establishing and maintaining interrelationships among the
different sections/departments of an organization so as to streamling their operations for the
overall good of the organization. It involves constani adjustment ot different sectiens of an
organisation to ensure that the various procedures/activities contribute to the organizstiod (o a
maximum degree,

As organizations grow in size, coordination assumes greater importance. Tt i5 to be
remembered that coordination is possible through voluntary cooperation invelving interpersonal
relationships. Coordination is of such significance that it pervades all aspects of management of
an organizaiion. '

Let us siudy an example from library situation
Asyou know, the periodicals section of the 1
the periodicals received in the library and sen

to rstand the importance of coordination.

andles subscriptions for periodicals. 1t records
'm to the documentation section for indexing.
In the documcntation section, the ¢o WOf periodicals are scanned, index cards prepared
and then the periodicals are rety
section and documentation se

d toghe periodicals seciion. As we can scc. the periodicals

interrelated, Periodicals scction serves as a feeder 1o
the documeniation sectio
is ne proper coordinatio en these two scctions, then the documentation service of the
library is likely to suffer. SWpose if the periodicals section does notsend the new periodicals
promptly to the documentation section, then the coverage of the documentation service will not
be comprehensive. On the other hand, if the documentalion section dees not return quickly the
new periodicals to the periodicals section after indexing, it witl lead to complaints from readers.
All such problems could be easily solved by coordinating the work of both these sections in a
PIOPEr MAnnet,

supMiving the latest issues of periodicals reccived by it. 1t there

1.7.6 Reporting

Commuiication is the life blood of an organization. Reporting is an important companent
of communication. It assists the managers to keep themselves better informed and enables them
t0 take correct decisions. Also, reporting enabies the managers to inform the higher authorities
about the functioning, achievements and future needs of the organization.

-Take for example th\, casc of a un'ivcrsit}, librarian. He submits reports 1o higher authorities
such as fibrary commiitee or registrar so as to inform thcm about the activities, progiess and
needs of the library, In addmon he also makes it a point to keep the staff working under him
informed about the library activities, programmes, policies, efc. 1t should be noted that reporting
may oceur at many points in the library hierarchy, not just at the ton. The basic aim of reporiing
is to build bridges of understanding.
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o takes care of the current as well as future needs for staff.
e covers 4ll categoties of staff managers, professionals, supporting (administrative as well as

technical) staff and para professionals. o : |

The major elements of staffing process include, among others,

« adoption of efficient recruitment and selection procedure,
e providing for appropriaté classification of various staff positions and suitable remuneration,
‘ o proper placement of staff on various sections.
e offering scope for staff training and improvement of educatlondl gualifications.
| ¢ adoption of a fair policy for transfers and promotions.
¢ healthy management - worker relations. ' i
« provision of sufficient retirement benefits such as gratuity, pension, efc.

1t is relevant to mention briefly the two techniques that are utilised in statfing: job analysis
and job description.

, Job analysis seeks to collect relevant information regarding the nature (that is operations and
responsibilities) of a specific job through such techniques as observation, questionnaires and
diary method, etc. Tt finds out the tasks that coustitute a jeb and also identifies the abilities,
skills, knowledge and kind of experience required for performing the job.

Job description states in clear terms the duties and responsibiliti of a particular job. It also
indicates, among others, the position of the job in the total hi , that is, the subordinate
staff to be rnanaged the person to whom he shonld repg other posts at the same level.

Managers at ali levels should have thorough upderst g of the philosophy, policies and
procedures relating to the siaffing programme of rganization. This 1s essential for its
successful implementation. Also, staffing pr mmgcan be evaluated by the management at
periodic intervals to make necessary change '

1.7.4. Directing | @

Directing is a management function which is performed constantly and it involves

s decision-making.
» translating the decisions into official orders - bath general and specific.
» serving (issuing) these orders.

In a library, the chief librarian or his subordinate officers are constantly engaged in the
process of direction. They issue a variety of orders which specify the policies, procedures,
~permissible modes of conduct behaviour, eic. relating to the lbrary.

Directing is a challenging task for the library manager. [t sceks to accomplish tasks with
the heip of persons, either individually or collectively, -Directing aims to lead and motivate
the staff--the human resource—-to contribiite its best to the organization. Another major aim of
directing is to achieve control over the library staff. This is done by insisting that the performance .
of various library activities should confirm 10 a predetermined standard of efficiency and quality.

The function of directing is not just limited to the top management only. Actually, it |
pervades at all supervisory levels in the whole organization. Proper directing demands goo_d
interpersonal communications skills - written as well as oral, Written comrunications take the
form of office memos, letters, reports, directives, policy statements, staff manuals, work manuals,

20
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At ihe time of designing a suitable organizational structure for a library, the library man-
‘agement has fo take into considecation varjous factors such as the library's objectives, users
served, nature of documents, type of library building, library staff, extent of automation, {inancial
resourccs,' etc.

Libraries may be organized in any of the following ways:

i} Funciional arrangement (according to various hibrary functions such as acquisition, technical,
reference service, maintenance, circulation, etc.)

ii) Subject arrangeinent (humaﬂities section, social sciences section, pure and applied sciences
section, efc.)

i) Arrangement by area (This is done on the basis of arci to be served by the lbrary. For
exampie, branch libraries of public tihraries are established taking into consideration the
area to be covered.)

iv) Arrangement by persons secved {children’s section, women’s section, braille section, etc.)

v) Arrapgement by materials (books section, periodicals section, United Nations publications
" section, non-book materials section. etc)

In India, the functional arrangement is the mogt popuiar one arnong the central libraries
of nniversity libraries. In addition to this, unigrsitNlibrarics operate departmentat {braries

organised on the basis of subjects.
Library’s organisational structure sho

vt cortain changes to suit the changed conditions. -

he rigid. If the objectives of the library are
modified, then its structure may &s
it is better to adopt.centalisation in 1§ arca of acquisition (except book selection), technical
proccss'ing {classification and @ uilg), and decentralisation in the area of book seiection

and services.
1.7.3 Staffing

This is regarded as the personnel function of the management. It is manly concerned with
twWo aspects:

i) recruitment of staff and their suitable training to meet the requirements of the sreanisation;
and

i) creating and maintaining an envirorument which 1s conducive to the performance of variety
of tasks by the employees.

The staffing programme of an organisation should strive to attract bright talent sufficient
strength, who can transiate the objectives of the library into reality. The work environment
should motivate the employees to give out their best.

Staffing is considered zs a vital function for any organization since it is the staff which make
O mar an organization; that is, the success of any organization depends mainly on the guality
of iis employees.

For carrying out staffing function p'rop'erly, the management should prepare a staffing_
programme which ' : '

s states in clear terms the personnel policy of the organization. -

19




It is always concerned with the future; it tries fo anticipate the future problems and prepare
contingency plans to meet the crisis situations. Tt is a continuous prrocess that occurs at all fevels
in the library. Planning attempts to utilise the kriowledge of the past and present with & view to
predict the {uture events in similar situations.

The two broad categories of plans are:
s Shori-range plan: Its pericd of coverage is up to five years.
‘ : ¢ Long range plam: Tts period of coverage is beyond five years.

| : If a library has both short range and long range plans, then these two should be properly
-interlinked and coordinated. In other words, the short range plans should be consistent with
long range plans. Often, the long range plans are broad in scope and function as an umbrella
for the short range plans. '

Steps in Planning:

| o Harold Koontz and Cyril O*Donnel in their work, Essentials of Management (2nd ed. New
. Delhi: Tata McGraw-11ill, 19803, had outlined the various steps of planning process as follows:

» Hstablishment of planning objectives. .
» Establishment of planning premises. (Premisc is an assuniptign about the environment -
both external and internal - in which the plan s expected t

¢ Search for and eyamination of alternative courses of action,
¢ Dvaluation of aiternative courses of action.

e Selection of course(s) of action.

e Formulation of derivative plans. (Derivate plans ulated with an idea to offer support
~ to the main basic plan.)

« Numberizing the plan by budget.

Plans allow us to have control ov ration. They act as a standard, with the help of
which we can identify any deviation and correcive steps. For effective control, planning is
a must, '

As already stated, planning is done at all levels in a library. While the top management
formulates plans covering the entire library and linked with its objectives, the lower level
management prepares plans pertaining to a department/section.

As for the evaluation of plans, it can be done on the Lasis of their etficiency in realising
the objectives. We should take into account both the cost of preparing a2 plan and the cost of
implementing it. In libraries, it may be difficult to estimate the cost of impiementing a plan. For
proper evaluation, the library manager should have thorough knowledge and experience in the
concerned area. Evaluation of plars is regarded as a part of control process which no manager
can afford to ignore. : _ |

L.7.2 Organizing

Thigis the second step following the planning stage, It may be defined as the process of
creating a formal structure of authority. This formai structure of authority should be clearly |
defincd and properly coordinated vor the realisation of organization’s stated objectives, As you
are aware, an organization fulfils its objectives through the combined conicibutions of a number
of employees working in its various departments/section. '




v} Correlation: The proper correfation of not only different sections in a library but also
performance of different staff members of the same section should be ensured.

vi) Time Scheme: There must be well thought-out time limits for various jobs. Jobs may
be classified on the basis of their periodicity such as immediate, hourly, causal, daily, weekly,
monthly, quartcrly, annual, eic. '

vii} Forms and Registers: Preperly designed torms serve as eftective tools. They not only simplify
and control the work hut alsb resuit in savings of time and money. Forms should be so designed
that the stated purpose is accomplished with minimum effort and economic use of materials.

viii} Files: The general efficiency of an organization depends mostly on the efficiency of the
filing system adopted by it. Dr. Ranganathan ragards filing as a very important work in library
office. : : '

1.7 ELEMENTS OF MANAGEMENT

L. Guiick and L. Urwick had presented a a;t of elements of management process in their
famous paper, namely, Papers on-the Science of Administration (New York: Columbia University
Press, 1937). These may be regarded as the functions of management. They are:

e Planning . :
e Organizing 0
e Staffing
¢ Directing O
¢ Coordinating
e Repoiting ?\
o Budgeting
They coined the acronym PORDCORR o refer to these functions. Tt is to be noted that the
" management Process ne Iways proceed in the order mentioned above, The order of these
steps may vary depending u the time and conditions. The distinctive feature of POSDCCRB

is that it helps us to identify the objectives of manager’s work. However, it does not describe
his work. Also, it tries to show us whai a good management aims to achieve.

Let us discuss each of the above elements of management in detail.
1.7.1 Planning

Planning, the most basic of all functions of managemnt, is a criticat element in the success
or failure of an organization. We may regard planning as a rationai approach to reafisation of
previously established objectives,

Plan is a statement of the projected course of action. Tt involves taking crucial decisions
regarding the things ta be done and the methods fo be adopted for the same.

Planning helps us to coordinate the various activities of the library towards realisation of
predetermined objectives. A good plan offers proper direction for all library activities so that
various scctions function i one common direction.

A plan states in clear terms the future activities proposed to be taken up, the persons who
will be responsible for them and the time when these activities should be peroformed.

Planning is an inteliectual work of high order requiting reflection, imagination and foresight.
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' - o
iii} Work Methodology: 1t implies adoption of improved work methods based on time and.
maotion siudies, stapdardisation of teols, etc.
iy Maximum Prefiis: This principle lavs down that the organisation should be operated most

- efficiently so as o attain maximum production for dwiters and maximum prosperity for stath

‘ v) Tneceniive Wage Svystem: Ji staies that suitable incentives should be given to efficient workers
50 as to encourape them to aim for still higher level of production.

vi} Complete Harmoeny: This punciple enjoins that the nature of the relationship between
| management and workers should be most harmaonious and cooperative,

Scientific management can be usefully applied to various library jobs, which could be
aasily analysed, such as classificalion and cataloguing, book ordering, filing cards, charging and

discharging, duplicate checking, reproducing catalogue cards, shelving of books, etc. One of the
important limiting tactor for the application of scientific management method is that it can be
apphied to only sich jobs which permit proper analysis.

| f.6 D, B.R. Ranganathan’s Contributisa to Scientific Management

| Dr. 8.R. Ranganathan made aignificant contribution to the practice of library managemsnt,

_ though formulated over half 2 century ago, are still relevant today. They provide useful guidelines
te the practical aspecis of Hbrary managemeni. Dr. Ranganathan categorised the functions
of manugement inte eight groups:
s planning

e job analysis

o roniine

« elimination of waste
& Ccorrelation

s time acheme

a  forms and registers
» files

i) Planning: If planning is based on functions and adapted to the needs of particular {ibrary
taking info account organizaticnal principles, then it is likely to give best results. The first step
in planning consists of analysing and isolating different functions to be pertormed by the staff,
Then, the available staff can be atloted to the differenit sections for discharging various functions.

ii) Jobr Analysis: Job refers to an ultimate piece of work which is best done at a single stretch
and whose' duration is ordinarily short. A number of related jobs constitue an item of worlk.

A careful analysis of work into jobs should be done. A job sheet giving details of the steps
necessary to complete the job should be given to the individuat doing the job,

tii} Routine: It refers {o those regular and repetitive duties which are required for administrative |
purposes. To adopt scientific management, the librarian has te do considerable thinking, planning, .
analysis and recording of details of procedure.

iv} Elimiizafion of Waste; Scicntific management demands that in routine work utmost care
shouid be taken to eliminate wastage of human resouices (both mental and physical), materials,
space and time.

DrLBPARY  ags gy €8~ 00 2.0
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1.5 SCIENTIFIC MANAGEMENT

Scientific management is the application of pgincigs and -methods of 'miedern science to
problems of administration. Onc of the basu: prmcnp scmntrhe management is distribution,

or rather deeentrallzatlon nf re‘}onsxbil /. £ 'hd\e already seen in r4ect10n 14 1. Heder:ck _'
e manas_.,ement l“he underlvmg prmelplex of

Taylor are

i):,Replacmg rules ot thumb
i} 'Obtammg hdrmony ingroup Rgtion, rather than (liseord.

i) Aehlevmg cooperatio ﬁ iman beings; rather than LhﬂOth m(imduclir;m

iv)" Workmg for mammurﬁ output

v) Developing all workers to the fullest extent }}0<1‘§]b|6 tor thur owil 'md thur eompdny 5
highest prosperity. oL el n :

Uses ot' Selentlﬁe Managemem Lo

Sqentlﬁc management

o assists in improving efficiency and mcrea%mg production. N AP
o offers a scientific method for wage t;xatlon of workers from t;me to tnne on. II e bq:s_is of

production. BT .
. _enables us to deade whether t3 go m for ____!ion‘a-!is_ation- or np-_t _in _-an organizat.io_n‘__ L

Featureﬁ of Selentlt' c Management

The characteristic fedtures of scientific management are:

i) Job Analysis: It mvolvee determination of jobs and their analysis m[o mdependenr euh jOb‘S: '
Care ‘is taken to see that there is: no. overlapping of various jobs. - S o

ii} Division of Lahous: This*id’e'nt'ifie's"-the-“dutie'sfof:ét-éift‘-‘cipe-f&tihg‘ at various '1e\5ei5._
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The leading proponents of this school include, among others, Chester Barnard (who analysed
Contributicn-satisfaction equilibrium), Peter Drucker (who introduced the Management by
- Objectives, MBO in 1950s), Douglas McGregor (who formulated “Theory Y”) and Abraham
Maslow (who developed “Need Theory”). '

1.4.3 Decision Theory Schools

They examine management taking into account the decision-making process. Their major
interest is study of procedurés of rational decision-making and how managers take decisions in|
actual real-life situations. According to this school, management can draw profitably irom the’
available mathematical models and quantitative techniques.

Historical Periods of Management

According G. Bdward Evans, the development of management history can be divided into
the following four periods:

o Prescientific Period, Pre- 18830

Scientific Management Period, 1880-1927
Human Relations Period, 1927-7950
Synthesis Period, 1950 -present

-

Theorctical Base of Modern Management

~ General Systems Theory (GST), developed by Ludyton Bertlanffy, forms the widely
accepted theoretical base of of modern management, GSTg ppts to integrate knowledge from
various scierices - bilogical, physical and behaviour b to a single system. System is a group of
elements which are interlinked or interdependent, afgdtogether constitute a whole. It is'to be

noted that the various elements of a syste not bnly inter-related among themselves but
also with the outside environment.

Consider the library as a system. @nposed of various subsystems such as acquisition,
circulation, processing, efc. Library staff mi¥mbers, materials and finance make up the elements

of this syster and its subsystems,
Types of Activities in an Qrganization

Drawing from his rich experience of managing a variety of industrial organizations, Henri
Fayol, the French industrialist, was able to categorise the activities of an organization into the
following six basic groups: o

¢ Technical or production

e Commercial {(buying, selling and exchanging goouds)

¢ Financial (search for, securing of and efficient use of money)
.+ Security

* Accounting (including statistics and record keeping)

» Managerial (planning, organization and control)

Self-Check Exercise - 2

a) What is the characteristic feature of scientific management school?

Note: i) Write your answer in the space in the space given below,
ii) Compare your answer with the mode! answer given at the end of this unit. _
14




i) Aunthority and responsibility

iiiy Discipline

v} Unity of command

v} Unity of direction. .

vi) Subordination of individual interest to general interest
vii) Remuneration of personnel '
viii) Centralization

ix} Scalar chain

x}) Order

xi) Equity
xii) Stability of tenure of personnel
xiii) Initiative
xiy) Esprit de Coips

We shall discuss all these principles of administration in detail in section 1.8.
(3} System School

Max Weber, who researched on structure of authority in complex organizations, underlined
the importance of specilization in an organisation and the hierarchy involved in decision-taking.
He examined the nature of authority and laid stress on the responsibility of the ‘office’ instead
of the individual. '

Luther Gulick of U.S. identified the mandgull functions and coined the acronym
POSDCORB to denote them. POS!’)COR s for planning, organizing, staffing, directing,
coordinating, reporting and budgeting. Weggglfexamine these functions in much mare defail

in-section 1.7. : ?\
1.4.2 Human Relations SgHOBIs '

These schools, whichyayere Qgveloped mostly by sociologists and psychologists, lay heavy
emphasis on interpegson ions, as managing is “getting things done through people”. Instead
of merely viewing people as Whrk units, it seeks to study them as human beings. 1ts major concert |
is the individual and the informal groups in the formal organization,

(1) Human Behaviour School:

The underlying philosophy behind this school is that if the management lakes care of
happiness of employees, then it would be possibie to achieve increased production. Behaviour
of thie individuat, the group and the organization forms the main focus of study of this school.
The major concerns of this school are interpersonal relations. leadership, group dynamics and
staff motivation. ' :

One of the major contributors to this school is Mary Follett, who examined the management
from sociological and psychological point of view and identified “coordinalion™ as the critical
facter in the management process.

{2) Social System School:
The major characieristic features of this school are:

— encourageraent of empioyees to build up social groups in the work place.
— provisien for participation of employees in management procass,
— adoption of democratic style in the functioning of the organization.



1.4 SCHOOLS OF MANAGEMENT THOUGHT |

It is mainly in the present twentieth century that the systematic sti.xdy-of'manage'r'nent as a
distinct branch of knowledge has begun. In course of time, a few schools of mmgemcnt thought
have evolved. According to Prof. Krishan Kumar (Library Administration and Managemenr D.
12), we may categorise these schools of management thought into three brOdd groups

1} Scientific Schools: These comprise of scientific management schools, clas'su,dl or 11 ddstlonal
- or universalist school and system school. AR %

'2) Human Relations Schools: These comprise of hum'm beha\r’lour 5ch001 dnd Socml system
~ school. o '

3) Decision Theory Schools

Let us have-a brief.introduction. to 'these. various. schools so.-as to-have an idea.of the
development of management thought. Also, thisknowledge would provide us a good perspective
of the schools of management and help us to understand better the principles of management

" which we are going to discuss in section 1.8 .of this unit. .. - -

1.4.1 Scientific Schools
(1) Scientilic Management Schont e
According to this schivol, workers are economically motiv:@( they work to-a;maximum
degree if their work efforts-are linked with material y¢WMgds. This school aims to -achieve
maximum production with minimum eiforts through avd e of waste and inefficiency:at- the

factory level
It was in 1910 that the concept “scientj andgement” was first used by Louis Brandeist—"
during his statement before the Interstate

rce Commission. Frederick Winslow Taylor

~of U.S, w_hu_ made outstanding contrjpg®on it this ared, Is rcverred d‘i the fathér of scrennﬁc .
management school. He was a staunc cate fDI the adoptlon of sment;t"(, mmhod dnd 1n all
his writings he stressed on the importance of efficiency.

(2) Classical or Traditional or Universalist School

This schooel, which originated in France, considers management as a unwcrsal process. It
seeks to

s analyse management prbcCss

e develop conceptual framework

» identify principles

.o develop management theory on the basis of the 1dent1ﬁed prmc;p]es

Henri Fayol of France who is regarded as the father Of-this,__schoo],: adopted scientific

~approach and viewed at administration from top to bottoni. ‘He formulated the well-known set
of 14 principles of administration, namely, L '

e o

i) Division of work




for its growth. The top-level mangger mainidns close contacts wi?ﬁ" outside organizations and
acts as repres enldtl\e of fibrary in social. husiness and zovernment meetings. While formulating
plans, top management rakes into consideration not only the information gathered by it trom
external sources but also the reports submitted by the mid-level management.

i..3;2 Mid-levei Mana_gt';_m_cnf'

As we have alrcady seén in the above section, the ¢op mangement lays down the broad
strategies and policies of an erganization. Itis the duty of the mid-level management to transform
these s_trategies;’pdiicies into specific programmes of action. It also feeds the top management
with summary rcp.\’)rts. These repc.).r'ts are prepared with the help of statistical analysis of data
serit by the first-line managers. The mid -leved management shouid have deep understanding of
the various departments, and its main function is coordination; it acts as a bndg,e hetween top
and tnsl: line management.

1.3.3 First-line Management

It handles the routine daily administration of organisation's resources - human, material,
financial, etc. - for the purpose of achieving short-range objectives. It is mainly concerned with
supervising the work of the staft and solving thetr problems: For this purpose, it requires o huve
thorough professional knowledge'and abundant interpersonal skills to communicate effectively
with the lower level statf. In.addition, it is also mgsponsible for ensuring quality centrol and
maintéining standlards within the organization. ' '

N TOP \

ANAGEMENT \
MID-LEVEL Ny
‘MANAGEMENT N
S FIRST-LINE MANAGEMENT N

Figure 1: Levels of Management
Self-Check Exercis - 1
Name the three levels of management.

Note : 1) Write your answer in the the spau’: given below.
11) Compare your dmwer w1th the mo( el dnswcr gwen dt the end ot thls unit.
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ii) as a narrower tenm in refation to administration.

G, Edward Evans; author of the weil-known book, Management Technigues for Librarians,
says: ' '

Administrators establish fundamental patterns of operation and goals for an organization,
while managers primarily carry out the directions of the administrators.

In auniversity, the governing council or executive committee lays down the policies, objectives,
rules and regulacions of the whele university including its library. While the governing councit or
the executive committes represent the administration, the university librarian and his suborinate
officers constitute the management component of the library.

Scientific Approach . ‘
Tt is prefecable for a manager to adopt scientific method for problem-soving. The scientific
approach proceeds in a systoinatic manner with the following steps:
« definition of ebjectives
s fornuination of hypotheses

+ ollection, analvsis and interprefation of data
» drawing conclusion

For probdeni-solving, the manager can utilise a variety of mathe Whical and statistical methods
that are available. :

1.3 LEVELS OF MANAGEMET { s
In an organisation, we can distinguish three le f management, namely,

» [Qp managemsant
« mud-level management
s first-line manogement

The number of managers Jdecreases W we proceed from bottom level 1o top level, There
are considerabe differences in cne functions performed and skills required by managers working
at these Jevels,

Generally, there is one chief executive (in case of libraires the chicf librarian) at the top
ievel followed by a couple of mid-level managers in the middie and a small number of first-line
managers at the bottom. ' '

You should rernember that often libraries have two distinct hierarchies, namely, that of the
library itself and that of the parent organisation of which it is a part, In the case of the library
hierarchy, the chief librarizit is considered as the top managemeni. FHowever, if we take the whole

‘ parent organjsation into consideration, then the chief librarian may be regarded as bclonging
to the mid-level management with the head of the parent organisation as the top management.
Let g8 now briefly Iook into the functions perfarmed by managers at these three fevels.

‘ 1.3.1 Top Management

It takes care of the future plans, establishes policies, identifies goals and monitors the exfernsl
environment, The external environment is scanned mainly for one major purpose -1o percewve
tuture changes. As you know, the changes in the external environment may ai Hmes (urst our o
he damaging to the organisation's interests or, on the contrary, may throw u p- new opporitiities




i) Division of work

For increasing the efficiency of an organization, it is necessary to -divide the work to be
done ameng various workers. Each worker should be specifically told about the jobs he has
to do. It is always better to limit the scope of jobs to be performed by an individual. This
will enable them to develop high degree skills in that area. In other words, they can develop
specialised knowledge in their sphere of work. Moreover, it would be easy for the supervisory
staff to control their activities as they have to deal with a limited range of functions.

For example, in a university library the various functions such as acquisition, processing
(classification and cataloguing), maintaining the collection, circulation, etc. are distributed among
the various staff members. This would help them to become specialists in.a particular function,
say for example, classification and cataloguing, through acquisition of high level skills. If all the
staff members are asked to perform all the above functions, that is, if there is no division of
work, then it results in disorder, low productivity and inefficiehcy.

ii) Authority and Responsibility

The term ’avthority’ refers to the ability, power or right, to control and command in an
organization. In other words, it is the right or official powec, especially for some stated purpose.

Generally, we can distinguish two types of authority: Statutory and Personal.. While a
manager gains statutory authority from the official position he occupies, his personal authority

is the result of his leadership gualities.
Authority and responsibility are closely h‘ﬁked. They often ogether. For the successful

accomplishment of a task, the manager should delega authority and responsibility. For
example, if the mandger makes an employee responsiblefel a picce ‘of work, then he should

delegate authority to that employee to take all n steps for accomplishing the work. In
case the delegated authority is misused, it cgbe tdken back. ‘The guiding principle in this area
is: An individual should be granted only avthority which is required for discharging

the responsibilities entrusted to him.
iii) Discipline @

Discipline can be maintained well if the .

¢ employees have good and responsible leadership.
« personal disputes are promptly and impartially resolved.
o punishments are imposed without any discrimination.’

If the organization has to operate in an orderly dnd responsive manner, then it should
state in ¢lear terms how the employees should bchave, that is, what is acceptable and what is
not acceptable. In order words, every employee should be told what can and should not be
done. Whenever there is any case of indiscipiine, it should be investigated by a competent and '
understanding official and action takcn in an impartial and fair manner, if necessary.

iv) Unity of command

According to this principle, an employee should receive orders from a single supervisor only
and he should be totally responsible to him (supervisor). If this prmmplc is not followed, then
an employee is likely to be supervised by two or more supervisors and at times he- may receive
conflicting orders from them leading to staff problems and ultimately the work may suffer.



Take for example the case of a small university library. A highly simplified hierarchical
structure of staff is shown below:

University Librarian

| .
Deputy Librarian

_ N I
1 ) . ’ ; N
Asst. Librarian Asst. Librarian Asst. Librarian
| |
Professional Prafessional Professional
Assistants ' .7 Assistants Assistants
Semi-Professionial Semi-Professional Semi-Professional
Assistants Assistants Assistants
1 | \
| s
Junior Library Junior Library Junior Library
Assistants Assistants Assistants

In this, the unity of command principle implies that orders should be given in a linear
order from top to down. For example, if the university librarian wishes to give any order 1o
a professional assistant, then he should send it thro proper channel, namely, through the
deputy librarian and the concerned assistant librar g, '

The organisation should be so structu@to ensure that the work of each employee i8
supervised by one supervisor only. Thig supe  should have the authority not only to assign
the work to his subordinates but also nate it.

v) Unity of Direction

This principle presc ‘ hat \\{g;,ﬁ”ﬂould have one manager and one plan for all the operations
which have same objective W yiw. This principle enables us io achieve in mind. Unity of direction
“can be had through careful arrangement of various sections of the library.

* vi) Subordination of individual interest to General Interest

This principle states that the personéi interests of the employees should be subordinated

for the cause of general good. That is, interests of the organization should be given top priority;

_only after these are taken care of then the individual needs should be considered. If there is

“any conflict between the personal interest and general good, then the latter should be given

preference. In other words, the empioyee should have great concern for the development of the
organisation. '

vii) Remuneration of Personnel

This refers to the salaries of employees. Salaries should be reasonable, and accurate. They
should be comparable with staff members working in other departments of the parent organization
possessing similar qualifications. The salary should be fixed at a level which is _s_at'isfying both 10
the employee and the employer. It should be decided on the basis of natare of work, functions,
responsibilities, necessary qualifications and experience required. '

yiii) Centralization
In order to have overail control of an organization, it is necessary to have centralization
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of authority. Centralization can be done in areas such as-laying down the policy, framing up
of rufes and regulations, etc, At the lower level, decisions can be taken within the framework
prescribed by the central authority,

ix) Scalar Chain

This is also referred to as line of command. As you know, generally organizations are
structured in a hierarchical manner. Tn 1 library, hierarchy consists of 4 series of steps, beginning
with the chief librarian at the top and ending with lowest functionary, may be an attender,
at the botiom. According to this principle, authority and responsibility seeps down from the
top in a clear, continous, unbroken line. You should note that this line also functions as the
communication channel. Generally, while orders are transmitted from top to bottom, it is
information and proposats/requests that are normally sent from bottom to top.

x) QOrder

As you are aware, an arganization consists of various units. If these units are to function
in a harmonious manner, then they have to be arranged in the most logical and rational way.
This principle implies that the various units should be arranged in the best possible manner so
as to raise the cfficiency of the organizaticn. For example, it would be preferable to locate the
photocopying machine near the Stack area rather than in a far away corner of the library building.
This would be more convenient to the readers and staff as they Mged not travel much carrying
the books to be photocopied. '

Similarfy, the bindery can be made part of the maj NCC section and located near the

stack area. As a result, the damaged books ¢an be move

' to the bindery for repair.

i) Equity

Managers should treat all thelr staft me g
not be any unjustified discrimination or pref¥
member 18 an unique individual persor hwith his/her own personality and identity, They are
not just entities which could be ordere AYOrding to the whims and fancies of the manager. If -
the managers treat every employee with respect, consideration und equality, then they can create
good working environment,

1 @ fair and equitable manner. There should
gntial freatment towards anyone. Every staft

xii) Stability of Tenure

Turnover refers to the number of persons recruited within a period of time to replace those
leaving or dismissed from an organization. If the turnover is very hugh in an organisation, then i
means that there is some probliem in it. It is the duty of the management 1o identify it and take
corrective steps. Otherwise, the organization may have to incur heavy expenditure in recruiting
and training new staff members to replace the ones who had left the organisation. Moreover,
every new staff member needs considerable time to familiarise oneselt with the new job and gain
an understanding of that organization’s culture. ’

Another major probicm is frequent absenteeism by staff members. This nor only disrupts
the work in the concerned department but also atfects the efficiency of the total orgdnisation.

Managers have to take care that there is no unusual high turnover or frequent absenteeism
by the members of the staft, Suitable promotion opportunities can be provided ro discourage
employces from leaving the organisalion.
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xiii) Initiative

Managers should encourage and cultivate initiative among the subordinate staff at all
levels. This can be done by inviting them to offer suggestions for improvement of existing
‘procedures/practices so as to increase efficiency and _productivity.._Also, they can be asked to
prepare plans. All such suggestions and plans should be carefully examined by the managers
and the persons who offered them should be informed about the action proposcd to be taken.
Suitable incentives may be given to the members of the staff whose suggestions/plans have been
acceptad for implementation.

Xiv) Espirit de Corps

Tt literally means common spirit existing in the membess of a group and inspiring enthusiasm,
devotion and strong regard for the honour of the group. To put it simply, it is the sensc of loyalty
among members of a group. Managcss should strive to develop the team spirit and feeling of -
unity ameng their staff members. This could be achieved easily if they encourage initiative, treat
all staff members with equality, have a unified command and provide in;;piririg teadership. An
organization would survive and grow only if its staff members have the feeling of unity. An united
organization is a strong organization. I[n other words, there is strength in unity. Moreover, it
would be able to face any crisis situation if the staff members act as 4 disciplined team,

Other Principles:

According to Prof. Krishan Kumar {(Likrary Mdfninistration and Management, p.21), in
addition to the above Fayol's principles, @
of management:

s span of control Q

+ coordination

e line and staff @

s accountability

ing four can also be included in the pringiples

‘ ' Span of Control

1t refers to the number of persons that a manager controls directly. In other words, it is the
number of persons with whom he deals in a direct manner. Generally, the number of supervisors
' under the control of a single manager ranges from 5 to 9. However, a manager can control the
‘ work of a more than nine supervisors if their functions are similar.

Coordination

It relates to the function of achieving harmonious and productive work relations among
various departments and also within each department. For the effective and efficient adminis-
tration of an organization, coordination is a vital management activity. For more details on this,
please see section 1.7.5

Line and Staff : : i
Per_s‘i:ms occupying line positions take decisions, have authority and the right to command.

On the other hand, persons placed in staff positions perform the advisory function. They
_do not have authority; they are just expected to provide information or counsel. Mareover, they
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are not entitled to receive delegated authority. Their advice- may or may not be accepted by
those occupying line positions. For example, in a university library, the university librarian can
be regardcd as occupying the line position. He may contact the public relations officer (a staff
position) for advice or information. He may either accept or reject the advice given by the PRO.

Accountability

Performance measures, both qualitative and quantitative, serve as aids to achieve account--
ability of employees. They help us to know whether the library is being operated efficiently or
not. An efficiently managed library should formutate minimum standards of pertormance and
output. For example, in the case of photocopying section, the library management may prescribe

. that photocopy should be supplied within three days from the date of placing an order.

Self-Check Exercise-4
a) Mention the Fayol’s principles of management.

Note : i) Write your answer in the space given below.
ify Compare your answer with the model answer given at the end of this unit.

...........................................................................................

.............................................................................................

1.9 ROLE OF LIBRARY MANAGER

Henry Mintzberg has examined the various roles played by managers and categorized them
into ten types.(The Nature of Managerial Work. New York: Harper, 1973) A list of these roles,
their description and examples of possible activities in libraries are outlined below :

Role Description Examples of possible activities in
libraries _

1) . Interpersonal Syrﬁbolic head. Discharges a Participation of Chief librarian in

figurehead variety of legal or social duties, cultural programmes organised by

library staft.
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iii)

iv)

V)

yi)

vii)

viii)

ix)

X)

Leader

Liaison

Informational
Monitor

Disseminator

Spokesperson

Decisional
Entrepreneur

Disturbanc_e
Handler

Resource
Allocator

Negotiator

To motivate and activate lower
level staff. Take care of staff
recruitment, training and related

-activities.

- Develop and sustain a network of

contacts with outsiders who offer
help and information.

To strive and get access to differ-

ent pieces of specialised informa-

tion, mostly of current nature so

" as to gain a deep understanding of

organization and its environment.

To act as the nerve centre for both
cxterndl and internal information
relating to the organization,

To- act as a transmitter of infor-
mation rteceived from outsiders

and from subordinates to various

members of organization.

To act as a transimitter a
formation relating ¢
policies, results, etc
nization.

Offer expert ;%n the field
of activi pardnt organization.

Survey orgapization and its
4 ment and formulation of
ne jccts to effect change. Su-

pervising design of projects.
Taking remedial steps when an
organization is involved in distur-
bances/crisis situation.

Alocating the various resources

human, material, financial--to dif-
ferent sections of an organization.

Acting as the representative of
the organization at high level ne-
gotiations.

Engage in discussion with library

staff members about their im-
provement of professional gual-
ifications, training needs, elc.

Attending professional meetings
and working as office bearer of
professional associations.
Personal or telephonic contacts
with government departments,
book sellers, publishers, etc.

Conducting staff meetings, en-
gaging in canversation with few
field/lower level staff.

Preparation of annual report.
Membership and participation in

various library committees.

Intreduction of new library ser-
vices, Conducting’ library user

surveys.

Handling problematic situations
such as staff strikes, student agi-
tations, cic.

Allocating staff to various sec-
tions in a library.

- Making out a case for alloca-

tion of more funds for library de-
velopment at financial committee
meeting of the university.

Adapted from : Bryson, Jo. Effective library and Information Centre Management. Brookfield,
Vermont: Gower, 1990, pp.5-6.
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You should remember that although the above roles are listed out separately, in actual
real life situations they are performed in an integrated manner. That is, a library manager
may be enacting/engaged in more than one role simultaneously. Moreover, these roles are
interdependent on each other. The major roles played by the library' manager depends on
various factors such as his personal leadeérship style, type of organization, external environment,
characteristics of subordinate staff, availability of communication technology and organizational
culture,

According to Edward Evans, another role, namely, that of "Politician™ needs to be added
to the above list of managerial roles. This is particularly important in case of libraries supported
by public funds. The librarian should have a thorough knowledge of the political process and
strive to enlist support of local politicians and community leaders to get maximum funds for the
library,

Self-Check Exercise-5

According Henr"y'Mintzberg, a manager plays ten types of roles in an organizatio. What are-
they? '

Note: i) Write your answer in the space given below.
ii) Compare your answer with the model answer given at the end of this unit.

Tarraaa, LR RPN 49 P . e SRR R
1.10 SUMMING UP - '

The library management should be responsive and imaginative. The library manager shouid
strive to develop successful human relations among the library staff. He should make it a point to
know the staff problems personally and try to solve them with understanding and considerateness.

As we have already seen, libraries function in two distinct environments—the internal
environment and the external environnmient. The job of the library manager is not just limited
to the design of an internal enviconment which is conducive.to optimum performance. He
has to take into consideration the external environment which h_é\f_e' the potential to affect the
functioning of the library. He should develop skills to be able to forecast their impact and
prepare the library for the anticipated changes. ' '

Libraries provide excellent opportunities for innovation and testing: of new ideas. The
- library manager should encourage his subordinates to innovate so as to make the library services
much more effective and efficient. He should know the various principles and techniques. of
management and be capable of applying the appropriate one at the required time.

.
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1.11 MODEL ANSWERS TO SELF-CHECK EXERCISES

1)

2 a)

4 (@)

(b)

5)

The three levels of managcrﬁent are :
i) top management
i) mid-level managenient
iii) first-line management

The characteristic feature of scientific management school is that workers are economicatly
motivated and they work to a maximum degree if their work efforts are linked with material
rewards. This school aims to attain maximum production using minimum efforts through
avoidance of waste and inefficiency at the work spot.

The various type of activities in an organization as stated by Henri Fayol are :

technical or production
commercial (buying, selling and exchanging goods)
financial (search for, securing of and efficient use of money)

security

éccounting (including statistics and recor@g) _

managerial (planning, organization agéygont '

The acronym POSDCORB stands PQ, Organizing, Staffing, Directing, Coordinating,

Reporting and Budgeting, ?\

The Fayol’s principles nageent are : i) Division of work; ii) Authority and respon-
sibility; iii) Discipline; 1 iy of command; v) Unity of direction; vi) Subordination of
individual intere neral interest; vil) Remuneration of personnel; viii) Centralization;
ix) Scalar Chain; er; xi) Equity; xii) Stability of tenure of personnel; xiii) Initiative;
and xiv) Espirit de Corps.

Persons occupying line positions take dccisidns, have authority and tne tight of command.
On the other hand, persons placed in staff positions perform the advisory function. They
do not have authority; they are just expected to provide information or counsel.

The ten types of roles which a manager plays in an organization, as stated by Henry
Mintzberg are : i) Interpersonal tigurehead; ii) Leader; iii) Liaison; iv) Informational
monitor; v) Disseminator; vi) Spokesperson; vii) Decisional entrepreneut; viii) Disturbance
handler; ix) Resource allocator and x) Negotiator. ‘
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1.13 GLOSSARY

MBO (Management by OGbhjectives) : 1t is g process whereby the superior and subordinate
maragers of an organization jointly identify its common goals, define each individual’s major
areas of responsibility in terms of the results expected of him, and use these measures as guide
for operating the unit and assessing the contribution of each of its members,

PERT (Programme Evaluation and Review Tecnigue) : A management technique for work
analysis which invelves identifying and arranging in proper order the various steps of an activity
and assigning each step a tiine value.

PPBS (Planning Programming Budgeting System) : If is a budgeting technique which integrates
the positive features of both programme budgeting and performance budgeting.

Systems Analysis : it refers to analysis of an operation In order to identify controllable and
uncontrolfabie variables and to find out in precise terms the actugl working of a system.

‘?“O
Q)Q*
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2.0 AIMS AND OB%m«:s

Tn Unit One, we have studied the basic principles, technigues, tools and theories of
Management. We will discuss here the application of those principles and techniques to the
management of libraries.

Afer studying this unit, you should be able to:
— describe the techniques and essential elements of management i the context of libraries.

— explain how the application of principles and techniques of management helps in organizing
and managing the libraries on scientific lines with desired efficiency.

— discuss different levels of management in the conext of library.

2.1 INTRODUCTON .

Libraries have been in existence from times immemorial. They have been ¢hanging fast fo
keep-pace with developments in the society. A modern library is a4 complex organization. It's
management following scientific methods and principles, would bring in efficiency in its working
and help to meet the information needs of its users satisfactorily.

L
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machines and techniques to accomplish the tasks required of an organization to fulfil its objectives.

We need to study management theories in the context of library operations and how the
principles, techniques and tools could be adopted in library management' with good results. An
understanding of theories and techniques of management is very necessary for library masagers.

2.2 SCIENTIFIC MANAGEMENT OF LIBRARIES

The elements that constitute the bases of scientific management are: Planning, Organizing,
Staffing, Directing, Coordinating, Reporting and Budgeting (POSPDCORRB). Let us discuss these
with particular reference to Library Management.

2.2.1 Library Planning

A well thought out planning is uecessary for achieving objectives of ahy organiation including
alibrary, The plannng is a scheme made in advance covering all aspects essential for accomplishing
missions and objectives, marshalling all resources; financial, material and manpower. Planning
provides a total scenario. It is a blae print for action. ‘Briefly the planning procéss could be
explained as below: :

a. Setting of objectives that couid be attained economically within a time frame.

b. Assessment of future uncertainties that would crop up o t of economic, political,
social, technological and other environmental changes meMires necessary to overcome

them.

¢. Chalk out projects and programmes for impl ting, choosing the best method trom
among different alternatives.

d. Estimation of resources - men, financesNghysttal facilities, technolagies etc., - needed for

© successful implementation of p]zu%
e. Preparation of a comprehensive plaidfocument for guidance ot all concerned.

The planning for libraries differs according to size and type of the library. But by and large
the aspects that need attention while planning are:

i. Objectives and goals
ii. Programmes and activities to be undertaken
iii. Reading materials
iv. Clientele and their information needs
v. Information products and services
vi. Personnel
vii. Finances and
viii. Physical facilities ' A




-The following diagram illustrates these aspects of library planing

"Objectives & goals to be achieved
in time frame

T Building, reading resources of dif-
terent categories for catering in-
1 formation needs of users

. Library
Planning

Personnel

—
_\‘ Finances

—

T

\\\ 3 T . K =
- Physical facilities: bulding, equip-
ments efc.

Planning is the first step in effective amd successful management of libraries. An under-
standing of the jmportance of planning and the various aspects and steps involved, is necessary -
‘for library managers. This process will usher in definite advantages which are briefly listed below:

2.2.1 Advantages of Planning

‘ a) It provides a basic frame work of objend strategics.
i .
) .

Tt minimizes adhoc decisions.

'¢) Planning helps in identifying the ntial priority actions.

~d) It helps move systematic: ds the achievement of goals.

e} Planning helps in mg crindyerror-identifying and remodifying course of action.
£} It helps in improvin ces, operations, and fiscal control.

g} Tt ensures rational and efiective development.

Thus a large size Library nceds a well thought out planning for its building, collection ,
,[personne], services and finances. It has to be borne in mind that planning is a dynamic process
| . . . .. . N
which requires a constant evaluation of results of decisions against expectations.

QOn the national level -planning of information services calls for a partnership between
senior qualified professionals and planners concerned with, educational, sociai and economic .
development. The appointment of a working group on libraries by the planning commission
during 4th and 7th Five Year Plans were good steps in this direction.

g
Self-Check Exervcise - 1
(a) What is the Planning Process? Explain Driefly.

Nute: i) Give your answer in the space provided below.
i) Compare your answer with the model answers given at the end of this Unit.




b)  List out the advantages of Planning?

Nofe: i) Give your answer in the space provided below. -
i) Compare your answer with the model answer give at the end of this Unit.

22.2 Organizing of different units . '
As we have seen in earlier section, planning provides neccs@de]jnes for attaining a set

goal. But organised human efforts are’ required to transig® e plan into action. Organisation
could be defined as the cooperative activities of human a@a achive a set objectives through
‘a formal structure, The structure defines the role o ctionaries, their relationships, authority
and resonsiblities. v\

Organisational structures comprise dep ¥sections, units, etc. The structural pattern
relflects grouping of humogeneous actiyjiies to her making it a logical drrangcment. 'Specific
persons and positions are entrusted tH of management of these different gitupings. The
result of such systematic distribution of w ndicating nature of duties of individuals attending
to it, will bring in coordination among all sections staff decipline and increased output. .'

The libraries are generaliy organised on the folowing lines:

By functions : Acquisition, techﬁical processing, readers services ete,
By Territory : Central, Regional, District, Mandal, eic.

By User Groups T Children; Handicapped, Prisoners, eic,

By Subjects : » Science, Humanities, Social Sciences, ctc.

By Form of Materials : Maps, Photographs, Films, Video Cassetts, eic.

By Products/Services + INSDOC (Products), Referral Centres (service)

R I SR gy

By Languages _ : French, German, Hindj, Telugu, etc.
Any arrangement taking into consideration the above factors will facilitate the use of

materials. In India most of the libraries are organised by functions or by combinations of some
of the above factors.
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It is seen that most of the libraries will have foflowng sections:

aj Acquisaticn

b} Technical Services
¢) Circulaton

d} Reference

e) Documentation and
f; Reprography.

Self-Check Exercise - 2
What are the different methods for organizing libraries?

Note: i) Give your answer in the space provded below.
ii) Compare your answer with the model answers at the end of this Unit.

2.2.3 Staffing in Libraries : '

As discussed in earlier secti orgﬁzing stiupulates the structure most stuited to attain the
objectives. 1t also defines the *pes of personnel and the role they play in the structure.
Staffing is concerned wigyproviing right type of persons to man the different units of the
library. The process in recruitment, selection, placement, appraisal and development of
stafi required for the orgaMifltional structure. Staffing is crucial for successful management.

The size and type of staff to be recruited depends on job anlysis. The positioning of peopie
at different levels requires different qualitative, technical and physical abilities. '

The library is growing organism. Modern libraries have become complex organizations.
They adopt computer and other innovative devices for offering servies and manage variety of
documents. It has become necessary to p]zin in advance the manpower needs with different
specialisations over a period of time and follow it up so that the organization runs smoaothly.

2.2.4 Directing the Staft

It is essential that the energies of the staff are channelized in a purposeful manner towards
the aitainment of the goal, without wastage, duplication and working at cross purposes. Directing
is a managerial function. The managers need to exhibit the capacity fo get things done through
persons, both individually and collectively. The directing includes lending and motivating human
resources to give out their best. Interperesonal relations and human behaviour are very important
components of directing

Behaviour is the result of complex interaction, between an individual and his environment.
The mental make/up of each individual depends on education, social customs, cultural traditions,
etc, and becomes unique. It is necessary for managers to study these varissl influences on
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. internal as well as external public.

individual. The managers should possess ability and leadership qualities and motivate the staff
to work willingly towards attainment of library’s objectives. The Chief Librarians should inspire
and create environment to gef positive response from his colleagues.

The good interpersonal communication both oral and written is another important aspect
of directing. Clearly writteen communications through memos, letters, reports, policy guidelines,
and staff manuals prov:dc proper dlrectlon to the staff. Holding of regular staff meetmgs will
also help. :

It is essential to ensure that all activities in the library are carried out according to the plan
and set norms. It is controlling which ensures this. However, contro! does not mean putting
restrictions, but providing guidelines to fanction according to set standards of efficiency and
quality. Two steps in controlling are: establishing standards and instituting measures against
deviations. It implies accountability and obligations of the staff at all levels, Modern management
techniques like, Programme Evaluaticn and Review-Techniques (PERT), Critical Path Method
(CPM}) and Systems Analysis, could be profitably used for applying control in libraries. '

22.5 Coordinating of Functions

The different sections of a library have to work like different limbs of the body. If one
limb is affected the whole body feels Jhurt. Library is a total system in which every subsystem
must work efficiently and smoothly. The coordinated efforts of all4fs units will help in achieving
ultimate objective of providing documents and information se@ the user community.

2.2.6 Library Annual Report. ' ' Q |
Reporting is another important aspect of managemen™f js necessary for any organization

including libraries to keep all concerned informed »their performance, achievement and
shortfalls periodically.

Generally all libraries prepare annugl repOgts. These reports help to maintain good public
relations with, ‘administration, users, pde, etc. They also help the staff in self assessment
and knowing the strengths and weakne%ggf of the organization. Thus reports are useful for

Reports need be comprehensive providing all aspects of libraries work like, collection
development, type of users, readers services, épccial facilities, staff performance, financial and
administrative matters etc, The activities generate wseful statistical data.. The data could be
analysed and findings used jn planning various activities and overcoming the weaknesses that

- creep up in the system. Reports, although prepared annually, they could be monthly, quarterly

etc.
Although the Chief Librarians p're.pare reports, but input should be there from all units.
Self-Check Exercise - 3.

What should be contents of a library annual teport? : a -~

Note:- 1) Give your anwser in the space provided below. ,
il) Compare your answer with the model answers given-at the end of this unit,




............................................................................................

2.2.7 Budgeting Methods

Libraries are spending organizations. Therefore there is every need of financial controf. A
budget serves two purposes (a) as & plan input t© produce goods and services as outputs and
(b) as an instrument of contorl.

Budgeting is nothing hut financial planning and accounting. The main purpose of budgeting
is balancing of estimated revenue and expenditure in order to achieve set goals. It is an instrament
to bring about changes i the desired direction. Due to pressure of inflation, increasing ouiput
of information materials, impact of technology and competing demands of limited resources, it
has become imperative for libraries to have a close look at financial side. 1t is necessary to adopt
sound financial and budgetary prirciples.

BEudgets are usually prepaied for a year, but there iz no bar to prepare a perspective plan and
.estimates of financial resources and expenditure for fonger periods. Library managers should
bear in mind the following questions before they prepare the budget:

a) What are the library and _inform'ation serviw@d and how much of these required?
b) What is the cost of providing such services? _ .

¢) Who will pay for those services and h h will. be paid?

d)' What are the returns libraries get and uch?

There are different methods for %&R‘lng budgets. Some are conventional and others are
innavative. These methods wi disciksed in detail in Unit 8 of Block I11. However they are .
briefly mentioned here. The m3§{ common and conventional type of budget which is followed

by majority of librarie ia 18 Line by line budget. The income is divided into different

categories of expenditure ¢ s szlaries and wages, book fund, maintenance, supplies. services,

rent, capital expendiiure etc. n this system of budgeting no weightage is given to performance.

PPBS (Planning Programming Budgeting System) 13 considered as an innovative method. The

emphasis in this method 13 on planning of activities pased on their past performance and unit

cost. Another new method is Zero Base Budgeling (ZBB). Each programme wouid start from

point ‘Zero’ and would not consider its past. Tt requires carefrul analysis of activities that are

required to be taken up in comung yeat.

In addition fo above mentioned factors, the libraries do apply the other management
principles in their work, such as division of work, centratization vs. decentralization, scaiar chain,
systems analysis, operation research etc. '

2.3 LEVELS OF LIBRARY MANAGEMENT

"The process of scientific management and adopting different management techniques makes
it necessary for libraries (o have different levels of management viz. ‘top, middle and operational.
The functions that are performed at these levels are briefly mentioned below.




2.3.1 Yop Management

Policy decisions, Policy formulations, Planning, Quality control, Control and evatuation,
Motivating and Directing, Resource mokhilization and Publje relations. The innovative Process
through which top management attends to above functions could be Hlustrated by the following
diagram given by Reatrice V. Simon,

Becision - Making

Innovating Policy Formulation
Controlling or Planning
Measuring J

E;‘:g\ Organizing

Motivating or _ '
Directing (_//
Explain the functions that are performed by top management?

Note: i} Give your answer in the space provided below.
ify Compare your answer with the mode! answers givl@iyg at Jhe end of this Unit.

........... O

Seif-Check Exercise-4.

2.3.2 Middie Management.

Execution of programmes, Supervision, coordination, monitoring ete.
2.3.3 Operational,

Routine tasks, and other activities entrusted to them,

Thus an efficient Danagement depends on sharing of responsibiticies by al! the three levels
as indicated above.

2.4 SUMMING UP

This unit briefly describes as to how some the management principles, techniques and tools
could be applied for management of librarjes profitably. It particularly explains the applicatior:
of seven elements of scientific management in library operations. For praciical application of
principles, techniques, tools and elements of scientific management, the library staff of varied
categories is required. The dutics and responsibilities of library personne! at three levels of
management have been clearly delineated.
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Thus it could be concluded that principles of scientific management are as good for libraries |
as other organizations, ' : )

2.5 MODEL ANSWERS TO SELF-CHECK EXERCISES o ' 4

I (a). The plamﬁng is the first step in effective and successful managgement of libraries. It
presents a total scenario for action. The process involves the following steps:

(i) Setting of objectives and accomplishing them within a time frame. )
(i) Assessment of environmental changes and measures to be taken to overcome them.
(iil) Choosing best method from among different alternatives to implement programmes.

(iv) Estimation of resources: men, finanaces, reading material, physical facilities and tech- . ‘
nologies required. '

(v} Preparation of Comprehensive_Plan document for guidance of all concerned. ‘
{b). Advantages of plarming are as under:
| (i) Provides a basic frame work of objectives and helps plan strategies for action.
(i) Helps avoid adhoc decisions. ' ' |
i) Helps in identifying priorities. "
(iv) Provides right and systematic approach madifying targets.

(v} Helps in monitoring and error iclmg and modifying__course of action.

(vi) Helps improve services, operation iscal control

(viiy Ensures rational effective de ent.
2). Libraries are organized \ebions, territory user groups, subjects, form of materials,
products, services or languages '

3) Contents of Libra ual Report are usually; collection development, users, reader
services, special facilities, staif performancae, financial and administrative matters.

FEoth description and statistical data on the above are provided.
4) Functions of top management are listed below:

Policy decisions, policy formulations, planning, quality control, control and evaluation,
motivating and directing, rescurce mobilization and public relations. '

2.6 ASSIGNMENTS

(1) Visit any University Library and study the organizational setup there. Brieﬂjf describe it.

(2) ‘Briefly discuss as to how principles of scientific management could help libraries in providing
"better services. ' '

(3) Explain the functions of top, middle and operational levels in public library system in A.P.
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2.7 RECOMMENDED BOOKS
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(3) Stueart, R.D. and Morgan, B.B. Library Management, 3rd ed. Littleton: Librarics Unlimited,
1987. : .

2.8 GLOSSARY

Cost Effective : Study and evaluation to find out whether the expenditure incurred on’
products, maeterials or services justified by the benefits they provide.

Network Analysis : Planning . scheduling, monitoring and evaluating of systems for manage-
ment, '

Operation Research: A process of studying operations by using mathematical, statistical and
related scientific methods, in order to develop models and methods of
planning, fotecasting and decision making.

Programme Evaluatioin A Computerized system designed to tOR management in planning,
& Reviewing Technique: research, problem solving, decision_maki nd conirol organizational

(PERT} process.

System Analysis : The scientific study and analysis of all aspecis of management system to
determine the necessary stefpffor continuation, Improvement or correc-
tion.

@ |
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BLOCK 11 : LIBRARY PLANNING AMD @RG—ANIZAT]’[OT{

This block comprises thres tnits en physical planning and organisation of a library. The
first unit deats with library buillling. The planning of library building depends on the vision of
the librarian on future expansion. A purposeful and elegant ibrary building is the result of 4
team work of persens from academic, professional, engineering and architectural fietds. The
library building planning is guided by some norms and priniciples, which have been cxplained in
this unit,

The second unit deals with tbrary furniture and equipment. The managers of the library
should be well versed in identifying the suitable and appropriate furniture and equipment to fit
with the library building for comfort and efficiency. Different types of furniture and equipment
required in different sections of library and their use have been explained.

The third unit discusses the organisational structure of libraries. One of the ways fc
orgarise the library’s activities is to demarcate the right type of activities involved and’to identify
the persons incharge of these activities. Such a demarcation is helpful to determine and define
responsibilities and relatic.aships batween different units of a library. The organisational structure
in different types of libraries haz been lustrated with organisational charts,

Q)Q*
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Alibrary building should reflect the functional requarements of a library. This unit introduces -
you various factors that need to be considered in planning a livbrary building.
After studying this unit, you should be alie to

- explain the need for proper planning for u library building
- claborate the factors that are to be considered in planning,

3.1 INTRODUCTION

Library buildings house library collections of various kinds, chictly rooks and orher printed

matter, seating accommidations and other Fae

ities for Hwary users. Defore a Hbrary huidding
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is constructed or even planned a number of tasks should be carried ovf. The persons, directly
concerned may include an architect, the librarian and often several membcers of his staff and
construction engineer. Since the library is built primarily for those who are to use it, their needs
should be kept in mind, and possibly they should be. represented in the planning.

. It is always advisable to have a library building planning committee consisting of the
librarian, an architect, the engineer, a representative of the library commiittee, goverhing board
represetative and one or. two representatives from the users. The preparation of a programme
for the library building is generally, if not always, the most important 'single coniribution by the
institution’s representatives, and seating accommodation, book storage, furniture and equipment
and aesthetics must be dealt with in any type of library. The details are different, of course, but

" the general principles are the same. One of the great dangers in all planning of library buildings
is thar in searching for formulas and rules, the librarian, the planning team, and the architect
will make the mistake of adopting blindly what has been used by others. No two libraries are
alike, but they have much in common whatever their type, clientele and nationality.

3.2 FUNCTIONS AND ACTIVITIES OF LIBRARY BUILDING

-3.2.1. Functions

Any library building shouid be able to cater generaily to the following functions:

a) The effective technical operations of the Lilbf
b) The efficient and rapid production of thesl]
€) The provision of quiet, comfortable a @

d)y The prow?ision of individual and gollectwe#studies for the users doing intensive research
work. v .
evel®ping reading habit.

~€) The provision of facilities _
: ‘ f) The provision to facilitate tact of the users with the contents of the library.

" g) The storage and pregéiyation®of reading material.
h)} The accessibility of ding material to users without loss of time.

3.2.2, Activities

sctive areas for study.

The details of the interior of the building should take into consideration the following
activities: '

a) Book - preparation activity.
b) Book - storage activity.
¢} Book - service activity.

These activities should comprehend the present and the future needs.

In planning a functionaf building, those responsible must consider to the following essential
points:

a) Providing quarters that will as far as possible ensure the preservation of the collections’
i.c., creating proper atmospheric conditicns. But atmospheric conditions alone will not
necessarily preser(re the collections. Arrangements that will prevent their loss by vandalism
antd theft must not be neglected.
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b) Comfort of the readers and staff ife._, creaie conditions that enable the reader to forget

about matters like temperature, lighting, visual and auditory distractions.

¢} Convenience: Planning should make: it unnecessary for readers and staff to waste time in -
travelling to reach the place.

d) Space utilizatien: The fundamental:question is how much it will cost to house satisfactorily
a given number of readers, services to readers, collections and staff, and how much it will
cost to operate and maintain the building during the years to come. '

Sell-Check Exercise-1
‘What is the constitution of a library building planning committee?

‘ Note: 1) Write your answer in the space given below.

if) Compare your answer with the model answer given at the end of this unit.

.............................................................................................

3.3 LIBRARY BUILDING CONSTRUCTINPPROACHES

X

In designing a library building, we o first analyse the functions of library building and
then to think of the form. [t is possib an architect, responsible for designing & library
building, may give tirst preference to the forro rather than to the functions. But it is the librarian’s
duty to see that the building is more functional. For this he has to imagine the movements
from floor to floor and the accessibility of each department. He shall have to understand from
the architect the provisions .of natural lighting, prevention of direct sunlight inside the library,
ventijation, window detaiks, cooling, heat'ing, artificial lighting, floor covering, mechanical means
of communications and internal fittings. The architect shall have to mark out the furniture
in each area in the way they will occupy the proposed building. Once the interior design is
completed, its outer form will take its shape.

3.3.1 Functional Approach

3.3.2 Part Played by the Librarian in the L.ibrary Building Construction

The librarian should make preliminary investigations and should continue till the finat details
regrading the furniture and equipment are worked out.

He shall have the followi.ng functions:
s To know precisély the working of the insfitution for which the building is designed.
o To use basic formulas and standards applicable to various requirements. They include:
— number of books per shelf; .

46
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- number 6:‘ periodicals per shelf; : S
— space for a reader;

— space for service points;

. space for technical operations;

- space for gangways,

- pumber of potential users;

— number and nature of seats for study.

e To decide he category of reading-space jike individual study, faculty study, group study,
seminar work, ctc.

« To consider the special features for the library like auditoriom, audicvisual areas, technical
information area, reprographic area, ¢,

. To decide about the policy of access to the coflections.
» 'To decide about the physical conveniences of uscrs.
e To design the work-flow charts for main functions of the liibrary.
« To transiate into approximate square meters all space requirements.
s _.To determine the ﬁbrary persoiine! for oper#fions and services of the library.
« To study the possibility and advisabili Tther expansion.

o To examine the site in terms of afghl and size of the building taking inte consideration the
firiure exansios.

» To state clearly thf@)m ts of design in terms of space and other reguirements.
e To make definite rec endations on each major point.

s To prepare a write-up of the basic principles and primary elements in design for the guidance
" of the organization and the architect,

» To specify materials, equipment and furniture for each area of the building.

Thus the role of the librarian is very important, Hie should decide in consultation with the
architect the tratfic patterns, floor load, floos coverings, lighting, acoustic probiems, ventilatien
and climatic probiems. Sketches and drawings of each area as worked cut should be a guide for
the final design. His advice at the stage of construction and later in the organization of various
areas in the library according to the functions stated by him should be available.

3.3.3 Role of the Architect

- The architect is 2 coordinator. He is a master at blending the proper ideas worked out with
architectural features, materials and site. The architect should be willing to understand the basic
principles of design, spatial relationships and the philosophy of librarianship. It is very hetpful
for the architect if the lbrarian takes him to some libraries to explain their working. He hr
to prepare drawings and sketches for all major functions of the lbrary. His design will be 1
graphic reresentation of the functions of the building which forms the constr :ction plan.
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An architect has the following three stages of work:

a) Preliminary sketches and drawings on the basis of the details worked out by the librarian, .

b) Working drawings a_nd specifications. These include the drawings for- architecture
structures, plumbing, electric connections, ventilation and site orientation work. - '

¢) Technical information providing technical specifications and supervision in the use of
materials, construction devices and inspection work.

3.3.4 Basic Points in _Plan_nihg

Planning of -any library should be initiated from the main entrance. The general policjé'
determining the location of various elements of the library should be based on the accessibility,
utility and efficiency of each element in relation to the overall structure of the library.

In this connection the following points are of vital consideration in planning a library building.
s Work-flow to determine the functional basis of each activity, This should include:

— users-flow

— material flow

—~ service flow

— . QOperations flow

— Storing flow _ : ' '
~ Control and supervision flow. _ : .
+ Display area to be near the entrance. O ' -

. e Circulation counter to be in the central posjtidn%asy' access to public catalogue , book

stacks and reference. _
s Main caialogue to be within the easy reacgf the users and the reference staff.

£/

. Refert_f:nce' arca to be near the pub logue with a central refrence desk.
o Main study area to be near the bookstacks and on the main fioor.

e Periodicals are to be an integrated area for current periodicals. '.

¢ Carrels to face the outside wall of stacks.

] e Mutitier stacks fo be as a solid stock.

| o . Processing departments to be interconnected as a consequernice of the chain of operations
‘ of .a book. '

‘e Technical staff activity t'c_) be Ion the same floor.
s Modular concept to be _ﬁséd-in construct.ion..
335 .Standei’rd Spécifications '
The-St'an_dérd sﬁéciﬁcatons'shii’uld relate to the followng:

— Dimensions of shelving.
—  Shelf requirement.
_ O " _ .
. — General space requirement.
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In the case of shelving the height, width and depth of a shelf should be determined. In
the case of shelf requirement the number of volumes per shelf with regard to normal books,
bound volumes of periodicals reference books, undersized books should be determined. In case
of general space requirement the space required for a reader, technical staff, gangway, service
" desks should be determined. The number of seats to be provided for each category of user in a
library should also be determined on the basis of an agreed standard. The determination of the
areas on the basis of the standard is an important aspect of fibrary planning. Standards should
also be applied in designing the furniture for technical service operations to suit the needs of
the library.

3.3.6 Implication of growth

The problems to growth and expansion must be kept in view in designing a library building.
The site should providé suffcent space for future expansion not only to the book-stack area but
also for more seating space for readers and the working space for the staif. Expansion js based
o quantitative factors and the rate of development of certain technigues. The growth of book
collecticns, rise In pol)ulétion, heavy demand on the library in service and needs are some of the
quantative factors making the growth and expansion inevitable. '

The rate of growth must be slowed down buy the policy of weeding out, sforage phenomenon,
specialization and service implicatons.

3.3.7 Expansion policy 0

The capacity for expansion of the librs @ uld be based on the following factors:
a) Period of the service of the libra
b} Anticipated development;
¢y Location of site.
Vertical and Horizonta sion:
Expansion of an existinfg building can take place in two ways:

a) Vertically; and
b) Horizontally.

a) Yertical Expansion

Vertical expansion is the best method for stack construction. It helps in the creation of
several tiers in stack units and in further additions to the tiers in future as well.

by Herizontal expansion

FHorizontal expansion is generally preferred. It helps the librarian to carry out the expanded
functions on a single floor. it helps the architects in not taking the risk with the foundations for
vertical additions, and architectural view against the intended heights in terms of other buiidings_
around it. Hori_zontal expansion is helpful for the expansion of reading areas but is difficult in

~ maintaining the administrative flow between the stacks and the reading areas. Underground
book storage has been created in some libraries but has been rejected as well.

Self-Check Exercise-2

What are the factors that determine the expansion policy of a lbrary building construction ?




Note: i) Write your answer in the space given below.
iiy Compare your answer with the model answer given at the end of this unit.

........................................................................................

..........................................................................................

3.4 DESIGNING A LIBRARY BUILDING

3.4.1 The Building programme

The bibrarian should write the building programme. This will consist of a) Basic information

and b) Building requirements. Fer clearly written programme, it is recommended that the outline
shown below be followed:

A, BASIC INFORMATION

1)

i)
1ii)

A statement of the library philosophy which includes: 0

a) The libeary history; O
b} The library objectives;

" ¢) The library policies. ?\
The building budget.

Any generat statement no. covered Ly the 2rary philosphy

B. BUILDING REQUIREMENTS (fo space in building )

vi)

vii)

The name of the space
The type and number of occupants.
The required area in square feet.

The description of the specific functions of the space, its relationship to other areas, its
special problems and a description of the atmosphere which the librarian may have in mind.

A list of the building equipment which becomes part of the building construction cost {such
as telephone and buzzer system, clocks, built-in-shelves, etc.)

A list of movable furnishings which are under a separate budget from the building construction
cost (such as desks, catalogue cabinets, chairs, tables, etc.)

A list of equipment reguired fo. the operation of the library (such as typewriters, reproduction
machines, projectors, etc.} :

When the programme has been written it is time to appoint an architect.

The architect is the man who translates the programme into an actual building which witt-

incorporate the spirit and intent of the library philosophy. The achitect’s aim is to create a

—_
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bulding that is beautiful to create @ building that works well, to create 4 building within a given
budget, and to create a building which is safe.

3.4.2 The Site

The best location is near a busy shopping area, near to public transportation and close to
pedestrians. Try not to tocate the library in-a park, in 4 secondary strect.

3.4.3 The Basic Building Relationships

The first study which the architcct_ may prepare is a flow or relationship diagram. The flow
diagram will form the basis of the plan.Wilhout indicating the size or shape or levels of the
building, the diagram clearly establishes where each activily rakes place in relationship 0 all
others. Tt also clearly establishes how readers, children, stuff and books move without crossing
or interfering with each other. -

Keep the basic pian simple and avoid corners and other physical obstructions which will
comglicate visual control of the space.. ' '

Jse the largést possible structural spans which the budget will permit.

Avoid fixed 1Jartitions and built:in-fixtures . )

'Cm_“isidcr the .requiremcnts of growth. 0

The structural wall§ and cojumns mu@lanned for the basic schedule.

The ceiling height for any giﬁcn%is best determined by the architect.

Avoid using tﬁo many w but consider using windows for {hei'.r psychological effect. -

Use architectural to contro! sunlight. Use glass to seperate quiet from noisy areas.

3.4.4 The Areas of Library

While designing any area, constant thought must be given to the layout of furniture and
"equipment if the areas to function properly. '

(2) The Entry:
The library:must have only one maip entrance which serves both as entrance and exit.
(b) The Exhibit Area:

Displays and exhibits are best located in an area through which everydnel_'will have to pass,
and therefore where everyone will see them. The ideal location for displays is between the
entrance and the circulation desk, Provide a bulletin board as an integral part of the exhibit
ared. '

{¢) Reading Room:

It is essential in the planning of this space, that all related activities be as close 0 each
other possible. Thought must be given to putting everyone as close o the material he will use
as possible. The_bboks must be near the readers angd the readers near the lbrarian and the
librarian near the books.
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(@) The Circulation Desk

The clesk must be centrally [ocated since one staff member may have to handle everythmg
and everybody at one time. The desk THUSt ¢ontrol the entrance. It must bo close to the catalogue.

(e) The Catalogue:

It must be located in an area easily accessible to the circulation desk, the books, and the
readers. It is an area of activity and noise. Allow space for movement around the catalogue. -

I(f) Chiidren’s Seoion: <

The Children’s section in the llbrdry is the gateway to a life-long friendship between children
and. books. 1t must be located on the main floor. The area must be accessible from the main
entrance and children must pass the c1rculaton desk to reach their section without crossing thc_
main reading room. ' .

(g) Meetiing _Room or Conferonce Room;

A meeting room is a desirable asset to any library rio matter how: small it is. Meetings can
be held in children’s section when no other provision EXIStS Provisicns should be made for the
_ showmg of films and slides. :

(h) Reference Areas: ' - ' Q ' '
The reference section in a library is the community’s infegmatiwfstorage cell. itis important

to plan it as a dead-end type of area, with little or no tr# Nrough it to any other part of the
library and keep it seperate from the popular reads Y TOO s '

" (i) The Books:

- Arranging books is a primaiy function oNgli r. ry. Wall shelving will probably be adequate.
Traditional stacks can be added’l’atef%ro th of the library’s collections require it:

(i) The Librarian’s Office:

.- This 1s the on}y room in the building wherc the l:brarlan can fmd the privacy to work to
interview and to discuss problems ‘wth patrons and the staff. The room should be easily accessible
from the reading room and conveniently located to the circulation desk and work room.

k) Thq; Work Room:

Locate the work room convenient to the circulation desk and directly accessible to the service
entrance. The work room can be combined with staff room while under tighter circumstances.

(1) The Staff Roool’

Thie staff room should bc located .near the work room, on an out51de wall wnh a window
and direct access fo the staff toslet.

(m) Public Convehience'

Public toilets are a general nuisance to the public library. They creatc supcmsmn problems.
They invite non- readers into the library. They require maintenance and up-keep

_ They shoutd not be located dlrectly off the main room and should be so 1'0cated that children
have easy access to them. They must be sound proof. A staff room toilet must be .i‘ncludcd in

5

52




R ...
the programme. Consider keeping public toilets locked with the key available on request at the
circulation desk.

3.4.5 Environmental conditions

No matter how well a building has been designed'from the practical and aesthetic point of
view, it will never function successfully unless the environmental conditions have been properly
considered.

The environmental conditions are created by:

ventilation
lighting
| ' ~ air conditioning
' acoustics

(2) Ventilation:

Controlled ventilation must be a spccifié requirement in any modern building. Itis preferable
to opening windows which create dirt, dust, temperature and noise control problems. The lack
of proper ventilation may cause.the readers and the staff to become drowsy.

(tn Lighiing

Lighting the library*building properly is one oﬁential design problems. Light intensity,
giure, contrast and shadow control must be giffn se consideration throughout the building.

((:). Air Conditioning:

In a. modern library building air ?ﬂning is mandatory. The 13ublic often sées it as an
expensive luxury, but this is not gegspecially when it is viewed in the light of a library philosophy.
which encourages maximum p of the facilities, and the preservation of the materials for

which it was built.
() Acoust_ics: @

Sounds originate both outside and inside the library building. Sound control in a library
building is an absolute necessity and measures to prevent or minimize disturbing noise must be
part of the planning. _ |

3.4.6 Faclilities and equipment
{a) Telephone Service:

Telephone location must be shown on the plan by the architect so that the proper conduct
can be installed and unsightly wires avoided. '

(b) Fire-extinguishing Equipment:

Consideration must be given to a fire-detection and alarm system. The use of sprinkler
systemt is not recommended.

3.4.7 Colour

A library must be a dignified, cheerful and friendly place. The wrong colours cah undo
the effect achieved by good space design. Keep the colours of the walls and ceilings in the
natural range of white. Let the furnishings and the displays be the domin~»t colours. The
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reading surfaces must be light in cotour. Restrict bright colours to small areas. Floor design'
with marbelised patterns or mixed colours are preferable to simple pure colours, because dirt
and wear and less visible and the problems of maintenence are simplified,

Self-Check Exercise-3

What are the environmental conditions that are to be considered while planning a library
building? ’

Note: 1) Write your answer in the space given below.
ii) Compare your answer with the model answer given at the end of this unit.

3.5 SUMMING UP

A plan is a physical expression of a programme, a pl phy, a site, a budget and many
other factors. Since no two situations are ever the s a floor plan properly designed to serve
one set of conditions will never result only in a comm if adopted elsewhere.

In the final analysis, the design for a li iding depends on so many varying factors
that it is unwise to accept any one standagg rule Which can be applied in ait situations, However,

the successful design of a library depe large extent on the freedom used b its planners
and on their ability to adjust the material and to the specific problem. The most important
ingredient of a good building is common for the best library, its conception, development and
execution becomes an art. The architect should therefore be free to use structure and metarial
as poet uses words, to create beautiful forms and spaces not only to express and attractively
house the iibrary funtions, but to achieve the environment which is most conducive to learning
and to enjoy the wonderful world which the library has to offer.

3.6 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) A library building planning commiitee is constituted by the librarian, an architect, an
engineer, a representative of the library committee, governing board representative and one
oF two representatives from the users.

i

i

2) The factors that determine the expansion policy of library building construction arc - i) t'
: Period of the service of the library; ji) Anticipated developments, and iii) location of site. |

: 3} The environmental conditions that are to be considered while planning a library building |
are - Ventilation, lighting, air-conditioning and acoustics.
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3.7 ASSGNMENT

1) Explain the need and purpose of ptanning the library building-
2) What are the different arezs in a tibrary building ?
- 3) Write short notes on the followingi

a) Functional approach
b) Expansion policy
¢) Environmental condtions

1.8 RECOMMENDED BOOKS

KAULA, P.N. Library building planning and design, Dethi: Vikas publications, 1971
THOMPSON, G. Planning and design of Jibrary building. London: Architectural press, 1973

1S - 1553-1960 Primary eicmenté in the design of library buildings, code of praciice relating
to. (Delhi: Tndian Standards Institution) - '

3.9 GLOSSARY

Architect; One who designs plans for buildings a@s&cs their constriction.

2O
Q;Q“ '
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UNIT-4 : LIBRARY FURNITURE AND EQUIPMENT
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4.0 AIMS AND OBJE{TIVES o \_ }

This unit aims to exptain you the importance of litbrary @ re and equipment and stresses
that the managers of the libiary should be well versed in jde ng the suitable and appropriate
furniture and equipment to fit with the library buildi omiort and efficiency,

After studying this unit, you should be a
- describe the furniture and egnipme quire™ in a library;
- explain the need tm frae pight ype s) 1ture for the effeciive working of the lbrary;

- select the farnjtiire and covipment in accordance with the design and specification.

4.1 INFRODUCTON

The question of library firpiture and equipment should be taken up st
with the consideraton for books, readers and stadf. Tn huilding as spesiatised as
library, the nced of furmiture and equipment of individual departments and =

given careful attention so that the readers and SEALE CROCIENce ease, COMIGrL Cone s g
effeciency in their work,

e library buiiding in irseif takes many vears £ get planned, destuncd a0 o
& iendency to delay the selection and the of denng of the furpiture and o i, ST Lkes
the fibrary get going. Consequently, the furniture §s not cady when the budding s complete, [t
is the ‘principle of simultancity’ which is bemg pleaded hare so that the occupation of the N ary
building does not get delajfcd.




4.2 FURNITURE AND EQUIPMENT

4.2.1 Manofacture of Furniture and Hguipmend

The furniture and equipment play a vital role in the functioning of a library. Generally
tibrary furniture is of three types according to their Manufacture, i.e, wooden, metal and plastic.
The furniture s available as (i} Stock standard, and (i1} Custom-built,

i} Stock s:andard: The furniture and equipment made available by manufactures according to
someé standard sizes. Steel and plastic furniture are generally available as stock standard.

i) Custom-buiit: The furniture made fo order in accerdance with the specification of a library.

Tt is advisable to visit some major libraries equipped with standard furntiture and fittings
and know their experierices before deciding on the purchase of furnifure and equipment.

4.2.3 Different Items of Furniture

For the sake of convenience and to understand and remember the various items of furniture.
jmportant items are listed below:

~ Reading Tables
Readers Chairs
Book Shelves

Book Racks Single Faced o
Book Stécks Pouble Faced

Periodical Tables : O
Display Racks '

Pigeon hole cupboards

Couniers ' ?\

Step Stools Q~

Atias Stand

Map Stand 0;@

Umbreila Stand

Property Counter
Circutation Counter {Charging Desk)
Newspaper Desk
Reference Table
Research Table.
Cubicte Tablcs
Classification Tables
. Catalogue Tables
Accessioning Tables
Binders Tabie
Counter Height Shelves (Single Faced and Double Faced)
Officer’s tables and chair '
Typist’s table and chair
Revolving Book Rack
Charging Trays
Catalogue {Index} Cabinets
" Recent Additions Shelves

o
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Notice Hoards

Display Boards

Wooden Cupboards

Steel Almyrahs (Storewells)
Wall Cupboards

Book Exhibition Cases
Book Trolly

Dictionaiv Stand

Bay Guide Boards

4.2.3 Different Items of Equipment

For the sake of canvenience and to understand and remember the various items of equipment,
imporiant items are listed below;

Kardveyar
Kardex
- Linedex
Remdey
Filing Cabinets
Microfilin Readers

Microfiche Readers

Micro-opaque Card Readers 0
Film' Projector - :
Slide Projector Andiovisual

Cassette Recorder

Videe Equipment (TV) _

Vaccum Cleaner ' ?\
Desk Calculator

Office Calculator

Typewriter @

Telephone

Intercommunication (Intercom)
Hard press

Paper Cutting Machine
‘Hard Board Cutting Machine
Gilding Machine

Backing Machine

Stitching Machine
Duplicators (Office)
Duplicating Machine(Tech.)
insect Killing Machine
Fumigation Chamber
Electric Stylus

Mecrofilming Unit
Reprographic Unit

Book Stoppers

Graph'dex

Fix o graph Boards
MNumbcring Machine




4.2.4 Furniture and Equipment used in Important Sections:

a library:

Section

1) Acquisition

cals)

2) Technical

3y Circulation

4) Reference

53  Binding
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Below are given different item

Furniture

Accessioning Table

(books and periodi- Revolving book rack

(to keep reference tools)
Wooden Cupboards

(to arrange the books received
department-wise)

Book trolly

Periodicals
Classifiers table

Catualoguer Table
Wall Cupboards

Circulation Counter

Froperty Coystte
(to keep pe @ elongings) .

Chargipg Jrays
{to ar%harging cards)
@i hiogue Cabinets

fgder’s Tabies

@Reader’sl(:hairs

Wooden Cupboards
Book. Shelves

Small Counter

Step Stoot

Attas Stand

Map Stand

Drictionary Stand
Counter height shelves
Reference Table
Research Cubicles

" Tables

Binders Table

(for mending, repairing and bind-
ing of books and back votumes of
journais)

s of Furniture and equipment used in important sections of

Equipment
Filing Cabinet
(to keep files)

Office catandar

Numbering Machine
Kardex

Duplicating rnachine
Electric Stylus

Desk Calculafor
{to collect fines)
Kardveyer

Remedex (to file Reader’s

profiles}

Microfilm Readers
Microfiche Readers -
Microopaque card Readers

Microfilming Unit
Reprographic Unit

Hard Press

Paper Cutting Machine
Hard Board Cutting Machine
Gilding Machine

Backing Machine

* Stitching Machine

Rounding Machine




6) Reading Hall Readers Tables
Reader Chairs
Periodcal Tables
Pigeon-hole cupboards
Newspaper Desk

7)  Sfack Area Beok Stacks ' - Vaccum Cleaner
Book Racks Fumigation Chamber
Step Stools Insect-killing machine
{0 . :

Book Stoppers
Bay Guide Boards

8) Extension Activity Book Exhibition Cases Film Projectors
: ' Slide Projectors
Cassettee Recorder
Video Equipment

9) Office (maintenance)  Office Tables Typewriter
' Office Chairs Telephone
Typist Chair Intercom
‘Notice Board Duplicator
Storewells '

10) Computer Section Computer Tables, Chairs &Qmpuier systems
-Wooden Cupboards UJ

Bar-coding Machine

4.2.5 Description of Imporiant Items of Fumind Equipment

i) Library Stacks | ?\
Book Storages are of various types: Q~
a) Book Shelves .
b) Skeleton Book Racks @ -
¢) Library Stacks -

These may be made of wood or steel,
{a) Book Shelves:

These are being used at homes where small number of bocks are housed. These may be
hung on the walls of kept on the floor. These may be of various sizes depending upon the needs
from two and half feet height and \alf foot in length. The width may be usually 3’ or 3.3 and
the depth depends upon the requirements and may be single-faced or double-faced.

(b) Skeleton Book Racks:

They are usually made of steel. The slotted angles on four sides will be built and assembled
with shelves one at the top and the other at bottom with number of shelves in between depending
on the heights of the rack and need, These book racks may have heights ranging from 2’ to
10in length, 6'to 36" in depth and 3’ in width. These Tacks may be used as single or double
faced depending on the width of the shelves. The panels of shelves are interchangeable and can
be fixed at any stage as the stotted angles have holes at every half foot gap.




(c) I nbrary Stacks:

_ibrary stacks are sturdy in construction, streamlines, easy o Keep clean and make clean.

~ These are ideal for schools, clubs and libraries. They are made of steel. Thear are protected
- against Tust and corrosion by uitramodern phosphating process and further strengthened with
hard-faced ename! finish. Each shelf has built in sturdy side-racks and a stiding book-stopper
foi (“}4) On both the sides of the unit, twe upright stanchions with box type frame are jointed
~ with ¥ bracing or connectors, one at ihe boitom and ¢he other at the top. This unit rack can be
extended to any width by adding more units of similar design. Bach unit rack on one side will

have a range indicator and index pocket, for easier cataloguing and label holder for each shelf

for effecient classification.

The height of stacks sanges from ¢-6" to 7-7" and, if necessary, more heights can also
be fabricated as a two-tier with suitable fittings. These stacks are also double-faced one (28
- shelves). Each shelf or panel will have two brackets on right and left sides, inserted strongly to

shelf ends. Brackets on left and right sides will have two hooks at the rear and to fit info the |

holes made to the stanchions. These shelves or panels are interchangeable, depending upon the
size of documents. The sliding book stopper and backrest fitted to the groove. of the individual
shelf ensure proper display of books and prevent damage. The narrow vertical slots made o the
stanchion with every 1/4" sange are meant for immediate ¢ shelf adjustments.

The overall speciﬁcétion of the library s_tacké e as foliéws:
. Dimensians:
Owverall He’i.ght:- 2285 m.m
The bottom half foot or 6" sho e left for ground clearance.
.aectlonal lerigths: % |
Total lv:ngth 1,865 mQ~
This is measured § d to end pillar. Actual length of panel: 855 mum. (33 3/4").

Overall Width: 355 m.m. for single-faced.
560 m.m. for double-faced.

Acinal Widih of Panel: 222 mum.
i} Vaccum cieaner:

This is an electrically operated eqmpment mﬂsdy used in the institutions te clean dust
particles. '

~In a libvary where dust accumulated on the bocks as well book stacks, they have to be
cleared and cleaned periodically to keep those objects clean and tidy. This is a part and parcel
of the maintenance section of the library. :

The main eguipment consists of motor operated electrically. There are two types of
operations, one is blowing out the dust and the other is sucking the dust. This handy portable
equipment fixed with a beit to be carried on shoulders will have a & hose pipe fixed with a 10"
nozzle, to operate the twin functions of sucking and blowing out dust. While sucking the dust
it will accumulate at the other and where a cloth bag is aftached snd the same will be cleared
periodically.
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The advantage of this equipment is that the breeze is forcibly pumped out through the
nozzle to clear_i the shelves without removing them physically every time. This type of dusting
will substitute the process of dusting with 4 cloth picce ot brushes to avoid delay. In big libraries
where lakhs of bocks are housed and hundreds of hook racks are arranged, vacuum cleaners

‘ alone are the only equipment to be used for dusting,

| iti) The Lindex;
‘ This is indigenously manufactured.

This is ar equipment meant for periodical section in the fibrary. This will facilitate to have,
at a glance, a list of periodicals subscribed te by various department. as a whole, subscribed tg
‘ by the library,
The equipment consists of three main parts, namely:

(a) A stordy square base.

(b) A strong, circular pipe with approgimately 1 foot Jength, revolving on a ball bearing
wheel with a knob at the top. ' '

(c) The series of panels fitted to the circular upright rofler,
(1) Each panel is of 1" in length and 8" in wid th. This sheet of pancl will have a grooved ffame_
on either side and at the top right and 1 s, nch mndex piece.

(2) The journals that are subscribed are typed on perforated girip Skeet (made only for this
purpose) are inserted on the sides of the panel frame.

(3) Depending upon the addition and deletion of the it § subscribed to the perforated
strips can be inserfed and stripped off, as the cage may bef

(4) The index frame wili kave the name of the Departigént tor which the journais are subscribed

to ) % i
(A} User, at a glance, can have iental ase men®of the number of journals that a-= subscribed
to by tie department and can make fu quiry later. '

1) Periodical Display Rack

Libraries usually subseribe to periodicals in addition to the books acquired. Just as the
‘ books are arranged on shelves in a particular order, also the current periodicals are displayed
| subject-wise for easy consultation and reference by the users.
‘ These display racks are of three tyepes:

. Pigeon hole type ; 2. Step type and 3. Inclined type.

In the Pigeen hole type, there are two parts. One is cupboard in the bottom and the other
pigeon hole at she top. The oveiall height, width and depth are 7-6" x 3-0" x ¥-00” (top) and
1 3/2 (lower portion) respectively. Each unit of this type will hold 36 journals in the pigeon
hole part and the back issues of the same in the cupboard part. The disadvantage in this is, the
journals cannot be displayed prominently, so as fo be seen by the readers. )

The second type {Step type) is better one than the fiist one in the sense that the journais
can be displayed prominently so as to see the title part. The overall heighs, width and depth are .
6'x 3x 1 /2’ (bottoin) and &'(at the top) respectively. This will have four or five steps, holding '
25 journals if i s single-faced or 50 journals if it is double-faced. The disadvantage in this is
immediate back issues cannot be accommodated within the same shelf,
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The third type (Inclmed lype) is more advantageous than the other two reffered to above.
The overall height, width and depth is 6-6"x 4'x 272" respectively. This is a box type shelf -
with horizontal shelves, partitioned with four vertical, individual, hinged, wooden panels with an
indlination of 30°to the shelf plank, to give or to project better display and face-lift fov the entire
journals. As the individual plangs are hinged ones, it can be lifted easily and the immediate
back issues of the respeciive journals can be accommodated in that area for easy reference. The
bottom edge of each inclined plank will hold a 1 1/4” wodden bead for rasting journals. The
entire rack will hold about 20 to 25 individual titles of the journals. All the modern libraries are
squipped with this kind of sophisticatcd display racks for better display and use,

v} Book. Trolley

An ordinary book shelf made of wood or steel mounted on wheels with Books in thém
is called Book trofly. Depending on the number of books to be carried and the weight it can
withstand, the number of wheels to be fixed are suggestcd Usually, the book trolley would be
36" ht., 3’ wide and 20" deep with two faces, double-faced of single-faced, with a handle on

either both sides or on one side only. This entire book trolley will have two or three partitions
to carry limited number of books at a time from one place to another place, The book shelf is
mounted on four wheels, which size may range from 4" to 9", These wheels are not ordinary
ones made of steel or iron, but they are specially made with & Lall- bearing mechanism to have
easy rolling movement. The type of wheels (castors) are mostly swiveled type (movement of the
wheel any side quickly and easily), when the trolley i3 moved or pushed.

The book trolley is used cosamonly in the libraig fogmoving books from circulation section

to stack areas; order section to fechnical se and rom technical section to stack area, and
also at times within the stack area to differe @@r k stacks. Every library should have few book

trolleys for casy movement of books. _
vi) Charging Desk (Jssue Coun E '
sive Wem of furniture and cannot be replaced very often. Therefore,

shiould go into estimating the requirements for charging and
cciding upon the size and design of the counter.

Tssue counter is an exp
much thought and calc
discharging of boocks and i

Issue countar has to perform four functions:

1) Registration or new readers.
2) Charging or issue of books.

. 3) Discharging or receiving buoks back.
4) Reservation of books lent out.

Obviously enough, the coonter should also have adeguate she[vmg, space to keep the bocks
which are returned. And if the counter has also to be used as reference desk (in smail labraries)
where the same library assistant has to perform both the jobs there should be a few extra shelves
to keéep important ready reference books.

There should be enough drawer space to file ook cards of all the books lent ouf. The
space should be quite gericrously provided and the possible future increase in book issue should
be taken into account. These drawers should be able to accommodate the book cards used in
the library. The drawers also should be as near the seat of the clerk preferably on his right hand
side. If issue and return are to be administered separately, the drawers should be provided near
both the seats.
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Dimensions: The height of the counter facing the reader shauld be 40", The width at the
top is usually kept 26 to 28 inches. Adequate kunee space should be provided at ali the places
where assistants have to sit and work. There also should be foot-rest to make sitting comfortable
for longer hours. ' ' '

‘Besign: 1t is difficult (o suggest the exact length and design of the counter which may suit
every library. There are various designs in vogue: rectanguiar, with oniy one door _(recomfnended
by the 1.3.1): L-shaped; U-shaped, eic. Whatever design is selected, it is better to have the counter -
in smalt units of 3 feer sach. The vnits may be bolted together or just placed adjacent to each
other to give the illusion of one piece. The unit fype counfer |s. casy to shift from one place to
another, and also can be extended whenever need arises.

A sleek elegand and functional counier should be pre?crcd to a huge monolithic monster,
Avoid having railings at the top which serve Diterally as a screen berween the readers and
the librarian. Glass screen create cold formality become dirty and prove a hmd“trire fo easy
conversation in fow tones. Basy exchange of books also is not possibie. Tt is surprising that L.S.1.
has recommended a glass screen alf around the counter.

The t6p should be either hard well- -polished weod or shovld be covered with linolfum or
larnmated plastic. '

vib} Wicket Gate;-

Some labraries have a wicket gate near the counter to coimgol th traffic for security reasons.
The wicket gate, however, is not an effective check for ungcrupteffs readers. Afier a periad of -
time, it simply does not work, It is better fo have a jaf Bermanently at the gate. In India,
where jabour is comparatively cheap it is not difficult toWéiefd a fanitor.

viii} Kardex:

This 13 also an equipment wsed in perio seCtion to have a journal control systent. This is

a visible record system provided with he advantages over other visible systems, This modern
management control wilt have the fo advnatages: ’ '

ay Speed: Kardex system provides maximum speed of reference to a pacticular card or group
of cards because all titles and other pertinent information is always visible. Posting is quick and
£asy.

b) Centralisation: Ali related data is housed in one pocket on different cards to increase
tact for speed dicisicn making and action.

¢} Convenience: Effortless slide withdrawl and perfect pocket layback makes operatiens a
pleasure. Slides can be ccompletely removed from the assembly. Records can be kept on correct
sequence by change of pockets. '

d) Protection: Cards are housed in protective pockets with transparent cellulojd tips and so
remain clzan, flat and do not "gog-€ared”, through constant use. Likewise, as it is Lf-necessary
to remove them, they do not misplaced.

¢} Control: Vividly celored signals afong the title, highlight vital de[b (mmdmcd within the
records), requiring f'xecutlve action.

f)' Savings: Increased clci'ital ouiput and a vasi-saving in time means your investrment is
wise one. Lower costs and greater profiis are available.

-
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This equipment is also ideal for business firms, viz, banks, bookshops, departmental stores,
clubs, government, hospitals, insurance records, and aflied organisations besides libraries.

They are also perfect in so many applications, namely current periodicals records, borrowers
records in the libraries, insurance records, maferials control, production control, signature
records, etc. -

ix) Catzlogue Cabinet:

Catologue cabinet is quite complicated piece of furniture and must be made by an experienced
carpenter out of highly seasoned wood. Ready made cabinets are also available with deaiers of
library equipment and furniture but thesc are somev/hat expensive.

Care shouid be raken to ensure that:

1) The dimensions, especiaily of the inner side of the drawers, are accurate. The drawer
should not jam and should move with ease.

2) The whole structure, including the drawers should be sturdy and made of hard weod
like teak, the wood used shouid be highly seasoned so that drawcrs do not get stuck during the
rainy season,

3) It is better to have a moduiar cabinet rather than a big single picee structure having
hundreds of drawers. The standard recommended by%he LS. is of 24 drawers. 1t should easily
be of 30 drawers. Whatever size is selected, allge O¥its should have the same number of

drawers. .

Dimensions: The stand should be 24 i@nigh from the ground and the beight of the
cabinet should not exceed 5 feet from ound. This can accomodate six trays vertically and
five trays horizontally.

The recommended size of tray is 12.8 x 7.8 cm, to hold 12.5 ¥ 7.5 cm catalogue cards.
The inner breadth of the § 5 t0 be a little more than that of the cards to allow casy movement
of the cards and the inner t a little Jess so as to project the cards up for easy consuitatons.

The length of the tray is usually 40 cm. or 16 inches. Each tray can hold about 1000 cards of
medivm thickpess. Each tray should have:

a) A fod to hold the cards in position;

b} Handle for pulling out trays convenientiy;

c) Gravity action tray-catch to prevent the drawer from falling ont;

d} A wodden angle block inside .thc tray to keep the cards upright;

Steel catalogue cabinets may be avoided, as they are notsy, dull looking and expensive. -
Seif-Check Exercise-1 |

(a) List of various types of periodical display racks.

-note: i) Write your answer in the space given below.
ii) Compare your answer with the model answer given at the end of this unit.




4.3 “ELECTION AND ACQUISITION

1ase following factors may be taken into account in the selection and acquisition of furniture
and equipment for the library: B '

A)  Flexibilty of arrangement is desirable. Built-in-furniture a cquipment such as catalogue
- cabinets, exhibition cases and loan desks should be aygigded a™hese are not easily moved
or expanded in the furniture,

Whe o wor i s possible, book shelving should adardised so that the parts are casily
Inter-< eangable. The equipment as well as furnit¥e should also be purchased in groups of
uniform sizes. Tables, chairs, counters a s lend themselves to such freatment.

\.m/

'C) Comiort, beauty and variety are im @0t inthe selection of furniture and equipment, but
~ these need not be divorced for ecor f mantenance.

1) Comfort, durablity and variety should be sought in furniturc although the quality of durability
should applv generaily to equipment as well. :

E} Colours and materials should be so coordinated as te provide an atiractive and inviting -
atmosphere in harmony with the purpose of the library. '

The selection of furniture is directly reiated to its intended function and locaton within the
fibrary. 1t must fit the environment and achieve a character suitable for the purpose it serves.
‘Therefore, it must be selected by the right person. Thompson is of the opinion that the Librarian
should always choose the shelving, catalogues, and technical equipment and the architect should
choose the chairs and tabies, because these are the wares with which he is concerned throughout
his professonal life. ' '

In the matter of selection of furnture, mutual consultation is perhaps even more important
that-the decisions as to who makes the choice. The architect choose tables, but the Librarian is
vitally interested in theis stability wearing quality of the tops and 50 on; similarly the librarian
chooses the catalogue cabinets but the architect is very much concerned with the shape, material
and colour because of their eifect on the inter_ior design and the cost. If for reasons of ea:'onomyE
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or the design, the architect recommends the purchase of furnishing from a single proprietary
range, the Ljbrarian wants to inspect every item in that range before agreeing. AS farniture and
equipment commonly account far between 10 to 15% of the total cost of the library building,
~ this is obviously not a matter to be treated lightly. '

Since furniture and equipment are very irportant and forms an integral part of a University
‘Library building, general policies 0 their regard should be agreed upon at fairly early in the
planning process. Metcalf recommends the appointment of -a library furniture and equipment
sefection team which would consist of one member of University administration some one looking
after the building maintenance, the librarian, the architect, the interior designer, a representalive
of the building planning committes, and a consultant.

T 4.4 STANDARDS AND SPECIFICATIONS

After five yéars of continuous tests, trials and experience, the librarian, the architects and.
the interior designers have been able to develop certain standards and specifications for library
furniture and equipment. There are many obvious advantages of having furniture of standardised.
dimensons in a library. The sign of its proving uncomfortabie, vnfunctional and useless quality
is avoided. Functional efficiency is secured with ease and convenience and with least ade on the
part of the library administrator. ' '

Bureau of Indian Standards (formerfy Indian Standards Institution) had done pioneering
work in bringing out specifications for library sorniture Nigs standard 18:1829 (1961) ‘Specifeations
for Yibrary furniture and fittings, Part-I: TimberNwas Jnserted in 1961, It covers only a few
items of furniture and that toe not ali of thetfagpects. It was revised in 1978. The dimensions
of diffzrent items of furniture have been maglileg and the size and shape of the control region
“altered, for optimum utilisation of spav&em ¥ation for classification table and accession table

have been delayed.

The second standard 15:1 ) ‘Specifications for Library furniture and fittings, Par{-
1E: Steel’ was adopted in and Weals exciusively with the steel furniture required in the library.
There is a great need f mprehensive standard for tirary furniture as we find m other
déveloped countries. It is i€arnt that the National Institute of Designs has done a considerable
good werk in designing fanctionat library furniture but it has not been published as vef.

Since the emphasis is on the practicai aspect, the stugents need not study this chapfer
as a theoretical one, but enough if they understand ihe specification of each ifein, $O that ds

practicing fibrarians, they can entsust the work with confidence and extract the product nigely
to the specification of users concerned. '

Tt is not pessible fo iist owt all the items and their individual specfications. Hence the most
important items that are normally considered essential for any modern library is fisted in Section
42,

The items of furniture differ from library to library mostly on the basis of the type, size,
piirpose, resources and chjectives for which the library is established. Besides 151, BSI, and
other national standards instifutes which release pericdically the details of the specifications of
furniture, there are 5o many publications which clearly gives idea about them. So the student
need not feel disappointed whern: a particujar piece of furniture i3 not listed out.

There are good number of publications in USA, UK and other European colntries on this
topic but they are not much useful to ouy Indian sitoation and context, Hence it is advised
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that the students should be acquainted with the books and publicaiions that are jisted under
reference, which would give a fair idea about the furniture and equipment that should be
essentially equipped In any library. '

" The librarian should observe meticulously all the catdlogues(iﬂustrated brochures or. doc-
uments) relate to furniture and fittings with their detailed specifications. The tolIOng firms
(Supp]]t‘ls) deal with library and their catalogues may be perused.

(a) M/s. Godrej & Co., Bombay.

(b} M/s. Vinar Systems, Caicuita.

(¢) M/s. Curzon & Co., Madras.

(d) M/s. Mehra & Co., New Delhi.

{e) M/s. Remington Rand & Co., Calcutta,
() M/s. Methodex Lid. '

Self-Check exercise-2

“List the standards recommended by Bureau of Indian Standards for timber and steel
furniture. :

- Note: 1) " Write your answer in the space given below. .
i) Compare your answer with the model answer given at the end of this unit.

4.5 SUMMING UP

Tri this unit, we have studied about the furniture and equipment used in libraries. Library
furniture consists of book stacks, periodeal display and storing racks, catalogue cabinets, circulaton
counier, and other furnitare for the staff and readers. The furniture provides not only functional
efficiency, but also provide comfort, aesthetics and appearance. The librarian should see that the
farniture and eauipiment ave in accordance with the specification and standards before acquiring
them.

_ The libirary equipment consists of xerex machines (Plain paper copiers), microform readers-
- printers, kardex, filing cabinets, vacuum clenners, telephone, telex, TV/Video recorders, etc.

;.6 MODEL ANSWERS ' "} SELF-CHECK EXERCISES -

14a) lhe periodical display racks are of three types:

i) P}geon-n”ic Lype.
i) Btep type.
it} Inclined type.




1{b) *Kardex’ is a vital record system used in serial control. Its advantages are:
D Speed in retrieval of information.
il) All related data about a periedical is at one place (Centralizaton).
ity Convenience in shide withdrawl, ' '
iv) Cards are protecied in pockets.
v) Saving of labour and time.

(2) The standards recommended by Burea of Tndian Standards for timber and steel furniture
are: '

iy Specfication for library fumiture and fittings. Part-I: Timber (15-1829-1978) (First revision)
i) Specificaton fo.? library furniture and fittings - Part-IT : Steei (IS-1829-1977)

4.10 RECOMMENDED BOOKS

1. RAFWANT SINGH. University Library Buildings in India. Delhi: Academic Publications.
{Chapter 7} ' : '

2. SHARMA, H.D. Library Bailding and Furniture, Juliunder: India Bibliographic Centre.
(Part-I1, p. 83-104) (1972). '

3. University Grant Commission{India). Library Committee Report, 1958. p, 14-15.

4. Bureau of Indian Standards: :
18-1829-1978 Specificativn for Library Eygnituesfnd littings. Part-I: Timber.

AALEN
' 18-2672-1966 Code of practice for lihrting.

15-4116-1970 Wooden shelving c 5. (a(ljuStaii[e tvpe} {First revision)
18-2695-1974 Drawing filin um(}‘irst revision).

1S-1883-1975 Metal SheEVQﬁs (adjustable type) (Second revision)
[8-3312-1974 Steel @g Cabinets (adjustable type)

18-3313-1974 Stéel Filittg cabineis for general office purpeses (First revision)

18-1829-1977 Specilicaton for library furnifure apd fittings. (Part-IT) : Steel.

4,11 ASSIGNMENTS

1) Draw a sketch of a Library Issue Counter (Charging Iesk) for a college Library.

2) Mention a detailed specfication for a 12-drawer Catalogue card cabninet,

3) Whether you prefer furniture made of wood or steel? If steel what are rhe reasons? If wood,
why do you prefer? '
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5.0 AIMS AND OBJECTIVES C\
Library management is the process that invaly ganized activities. An organizational

structure is built around the anzlysis of activitieg
which enable attainment of objectives. In thig
organizational structure in some details,

respnsibility for decisions, and refationships
e Wil study the process and principles of

After studying this ;.mit, you shoui le to:
- Explain the process of organizational struciyre.
- Know different types of organizational structurcs,
- Discuss the principies .Ithat help in creating organizational structure.

- Draw organizational charts showing the interconncctions, interrelations and inter-
dependence of different units.

5.1 INTRODUCTION

The terms ‘organization’ and ‘organizational structure’ are quite often used interchangeably.
But a detailed analysis of the terms reveals the difference. An organization is defined as
a cooperative endcayour of individuals to achieve an objective.  Whereas the organizational
structure specifies the roles of the individuals, their refationships, authority and responsibilities.
The structure emerges out of mg:zm?mg process and governs th{, dcnwnes of people,

Ar efficient organizational structure that helps in a(,hle\amg planned goals and ohjcuivcs
of the organization is not easy to develop. Also it should not be considered as permanent.
There are certain principles and characteristics that help in designing the structure and avoiding
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common mistakes that occur in the process.

This unit discusses the purpose of organizational siructures and the principtes and charac-
teristics that form the bases for them. The graphic presentation of structures for pnblic, academic
and special libraries brings clarity and helps to upderstand the concept.

5.2 PURPOSE OF ORGANIZATIONAL STRUCTURE

Tn their long history libraries nave accarulated set conceptions of functions and adopted
rigid methods which are not conducive for efficient warking in the present environment. Libraries
are becoTiing larger and larger involving more and move peopie and are encountering compiex
problems. ' : .

The main purpose of organizational structure is (0 bring order out of ciiass, remove confiicts
between people about the work and responsibiltify and create an atmosphere for teamwork. it
ensures both horizontal and vertical coordination between different vnits of the library. An
organizational structure brings fogether necessary resources and arranges personnel so thal work

.can be accomplished most efficiently. '

Human nature being what it i3, cooperation sometines 4oes not come easily. But a propet
organizational structure iets everyonse know what they are supposed to do. It clearly specifies daties
of each individual and thus confusion and unceriaWities are reduced. Authority, responsibility
and accountability become known {0 evcrybody.@rformance of the organization is greatly

improved.
Self-Check Excereise-1 o O
What is the purpose of ot aniz% structure?

Note: 1) Give your ans space provided below. _ .
it} Comparf@ms er with the model answer given at the end of this unit,

5.3 DIFFERENT TYPES OF ORGANIZATIONAL STRUCTURES

If we study. the evolution of organizaticnal struciures. in different crganisations tike army,
government, industry, Tbragies etc, We come o know the four fypes of structares; (&) Bureancratic
(b} Departmentialization {c) Project Grganization, and (¢) Network structuse.

5.3.1 Bureaucratic Struciure

This was the earliest form of structure o develop. It is mostly followed in goversmental
organizations including [ibraries. Weber {1947} has given the following features of bureancratic
sfructure:
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i) Control and supervision through a hierarchy of posmons with duthonty and responmblhty

it} Systematic division of labour based on SpeC]allZdtIOI]

1) Framing of rules and_ regulations that ensure’ uniformity, coordination, continuity and
btablllt}’ :

) Impersondl re!ationshlp and unbiased cxecutlon

Although this type of organizationa]-structure has come to stay, but we notice in practice it
has become dysfunctional. Red-tapism and delays could be mentioned as major disadvantages
of this structure. ' ' '

- 5.3.2 Departmentalization

_ ~This structuré involves a rational grouping of activities into d_iffereht departments/sections
with the authority dimishing hierarchically lower down ip the line. ¥t has been universally accepted
‘that such grouping of activities into different units yield best results. But the characteristics used
for division should be relevant to the purpose. ) '

CInunit 1 & 2 we have'brjgﬂy described the criteria that are followed-in departmentalization
of libraries. They have been discussed in more details here.

Characteristics of Departmentalization:

Different organizations follow different characteristics for ghQupinlgs activities into different
units. These characteristics have been discussed below w@hcu ar reference to libraries.

a) Functions:

The majority of libraries use this characteristid§¢for designing their structure. Different
departments in a library such as acquisition, ical services, circulation, reference service, etc.,
are based on function method. ' '

b} Territory: @ :

Public libraries use this method for their structural design and create a system. For instance
in many states such :system comprises of State Central lerary, Regional lerarles and District
& Branch Libraries.

c) Users:

This method of organization is again used in public libraries. Separate services are provided
to user groups like children, blind persons, physically handicapped, women, etc. Such divisions
help in meeting special needs of those categories of uscrs.

d) Form of Resources:

The basis for departmentalization in libraries could also be forms of matcrials, eg. maps,
reports, periodicals, machine readable forms, microforms, etc. :

e) Process and Equ:pment

Libraries use this method for orgamzmg different umts such as bmdmg, photographs,
audio-visual materials, etc.. :




f) Subjects:

University and Jarge Public Libraries use this method for organizing the departments viz.,
humanities, social sciences, sciences, etc. This type of organizing is useful for providing in depth
reference service. It calls for subject background on the part of the staif.

In addition to above mentioned characteristics, others like, products, langugages are also
used for forming departments. But subject territory, functions and form of materials are most
conimonly used methods in Libraries. : o

Notwithstanding the methods of departmental_ization mentioned above, it is noticed that there
are advantages and disadvantages associated with each of them. Therefore, the Chief Librarians
(Managers) need study thoroughly the tasks to be accomplised, people involved in actomplishing
them the users served and external environment and design suitable departmentation,

' 5.3.3. Project Organization

When special prjects are taken up, the bureaucratic or deparfmental structures will not be
able to cope with its management. The project organization method has thus evolved. It will
be based on horizontal and diagnol relationships. The project manager is given full authority .
and responsibility for planning, organizing and completing the project. Once the project is
completed, the structure cither becomes defunct ot is merged with the functional organization

of the structure, 0
5.3.4 Network Structure .
This type of structure becomes significe s much as it provides opportunities to libraries

in sharing resources, expertise and furigtags. it is seen that more and more cooperative networks
are coming into existence in recggt tink. '

Seif-Check Exercise-2

List different types@nizational structures. What are the main features of bureaucratic
structure. :

Note: i) Give your answer in the space provided below.

i) Compare your answer with the model answer given at the end of this unit.

5.4 PRINCIPLES TO BE FOLLOWED IN THE PROCESS OF STRUCTURING

We have discussed above various types of structures and their characteristics. But we need
bear in-mind that irrespective of the types, the success of different organizational structures
"depends on following certain useful principles of mangagement. 1n Unit-1 of Block T these
principles have ajready been discussed. Here, only those principles that are relevant to designing
organizational structures have becn mentioned. They are;
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R
i} The Scalar principle ‘
if) Delegation of autharity
- iif} Centralization and decentralization
iv) Unit of command
v) Span of control
vi) Line and staff
vii) Functional Authority
viii) Coordination and integration

A brief description of these principles is providerd below.

i) The Scalar Principles and the Vertical hierarchy

The scalar principles emphasises the poinrt that in every organization there will be a ultimate
authority. It is necessary to create a line of authority for effective organizational functioning. |
The subordinate should know to whom he is responsivble. He should understand clearly his |
authority in relation to other employees, '

In the process of ranking of organizational units the vertical hierarchy develops. In any
system the hierarchy of persons or things ranked onc above the other, resulting in the ultimate
authority at the apex.

In a library the Chief Librarian will be the nltimate authority. The Dy. Librarian, Assistant
Librarians, Library Assistants etc., consititute the line of aul‘hori%

ii) Delegation of Authority:

In any large and complex organizétion, no one pcrso be able o manage it all alone
efficiently. Delegation of responsibility becomes absglutely €Ssential. Delegation 1s-the transfer

of authority within prescribed limits. Human natur§#fc™My what it is, cooperation sometimes
does not come easily. But delegating authorit strubturing work flow help bring about willing
cooperation. Library is a social system, whereNuch cooperation is a dire necessity. Delegation,
therefore, is a means in organizing or g ring the library. The process of delegation involves
the consideration of the following poi% '

a) The determination of the results expected

b) Assignments of tasks .

¢) Delegation of authority for accomplishing these tasks and
d) The holding of people responsible for failure.

iii} Centralization and Decentralization:

This is another aspect that need to be taken into consideration while designing the structure.
The Chief Librarian (Manager) should clearly conceive, how much decentralization should take
place and how far down it should extend? In libraries, the reality of day-to-day operations makes
it obligatory to introduce a well thoughtout decentralization.

Generally in library operations such as acquisition, technical processing reprography ete.,
could be centralized, whereas book-selection and service activities need be decentralized .

The factors that play important role in decentralization are managerial philosophy, staff
abilities and costs involved. '
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iv) Unity of Commang:

This principle implies that each employee in an organization should be responsible to and
receive orders from only one supervisor. Dual authority creates confusion and diffusion of
responsibitity. ' '

Such situations could be avoided by defining staff authority properly, increasing the vole of
staff authority and clearly deciding the responsibilities of staff and functional authorities,

v) Span of Control:

. One important element in organizing, process is to guage properly a3 to how many persons
that an individual can supervise, conirol and manage efficiently. Organizing is a sharing of
autherity and responsibility. With sizable growth and expansicn, libraries have become compiex
organizations. No one therefore is capable of making all the decisions all alone.

$pan of contol denotes the degree of defegation and sharing and deciding about reasonable
numbey of subordinates one could supervise. The criteria used to determine the number are,
assignment given and time involved in communication. According to mangement experts the
number of employees one could direct successfully range between 4 and 8.

vi) Line and Staff Positions:

The concept of line and staff has been in vogu for many years, but it still casuses friction
and difficulty. Therefore this concept has to be ugder¥ood in proper perspective.

Linc positiohs are concerned with the objectives of the organization. They are held
responsible and accountable and constitut rt of regular structure at different levels of the
organization. Where as staff positioﬁ e created to provide advice, support and setvice to the
fine positions, when libraries grow lardéf. These staff positions are extremely important. Indivi
duals with specializéd expertis skills are appointed as staff, particularly those whao can deal
with the matters relating publicSglations, systems, planning, psersonnel, etc.

vii) Functional Authori

Functional authority is the supetvisory power excercised on a unit by a position outside the
organizational unit. In libraries, functional authority frequently develops in the area of speciaftsts
who work with children, young‘adults, etc. These specialists are called “Coordinators”, regardless
of their title. They are expected to train the librarians in the unit in their specialities. The
funcrional authority should take care and see that the principle of unity of command is not
viclated.

viii) Coordination and Integration:

In large libraries, creating ditferent units is necessary for ushering in required efficiency and
achieving the objectives. But those units should not work in isolation. They should understand
that they are interconnected and interdependent both horizontally and vertically. The success
of system depends on their cooperation and coordinatiosi and integration of different functions.

Self-Check Exercise-3

Enumerate the principles that underlie the creation or organizational structure in a large
library.

Note: i) Give your answer in the space provided below.
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1)) Compare your answer with the model answer given at the end of this unit.

5.5 ORGANIZATIONAL CHART

In the previous sections, we have discussed efaborately the principles that need to be
conmdcleu for creating systematic organizational structure, its purpose and different types of
structares. It will be appropriate and help in better understanding of the structure if organizational
charts are drawn for different types of libraries. Such charts will clearly mdicate the flow of
authority and accountability, the area of jurisdiction over fucntions, and interrelationships. We
will be able to get overall pictuire of the structure. Three charts representing Public Library
System in Andhra Pradesh, a University Library and a Specm] Library have been given below:

o
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Self-Cheek Exercise-4
What purpose an Organizational Cha_rt_scrves.

Note: i} Give your answer in the space provided below.

iy Compare your answer with the model answer given at the end of this unit.

...............................................................................................
............................................................................................

. 5.6 SUMMING UP

Any format organizafion is expected to function on the deliberate assignments of tasks,
functions, responsibility and authority. The Organization is nothing but an organism or structure
of integrated units. Proper structuring of Units results in greateNproductivity and attainment
-of organizational goals. 1t specifies how the division of workNg to be done, It also indicates
organisation’s hierarchy and authority. A good and well plamged sffucture provides stability and
continuity to the organization and he]ps it in dealing emal and external environment
confidently.

_This unif has discussed in detail the p'urp of Eganizationa[ structure and principles that

underlie the process of structuring. The di pes of organizational structures have been
. explained. To provide better perspectivgprgargational charts for different types of libraries are
given :

5.7 MODEL ANSWERS.

1. The Organizational structure serves the following purposes:
‘ i) Helps remove conflects between people about the work and responsib_ility.
‘ i) Creates an atmosphere for team work
iy Ensures horizontal énd verticél'coordination between different units.
‘ iv) Integretes all resources and personne.l and helps accomplish goals.

2. There are four types of organuanonal structures: (i} Bureaucrarlc (ii) Dcpartmentahzanon
-(iii) Project Orgamzatlon and (iv) Network Structure.

The ma_in features of bureaucratic structure are:
i) Control and supervision through a hierachy of positions.
ii} Division of labour based on specialization.

ili) Framing of rules and regulations for bringing in Uniformity and Coordination, Continuity
and Stability.
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iv) Impersonal relationship and unbiased execution.
3. The Pr\;"nciples that underlie an organizational structure are:
| i) The scalar principle |
ii) Delegation of authority
iii) Centralization and Decentralization
iv) Unity of command .'
v) Span of Controt |
vi) Line a'nd staff positions
vii) Functional authority

viii) Coordination and integration,

4. The purposes an Organizational chart serves are:

i) Provides visual picture depicting horizontal and vcrticai divisions
i) It mdlcates clearly flow of authority area of jurisdiction and thrrelatlonshm'

iii} Guides top management in ratlonal dlstnbutlon of pelbonnel.

5.8 ASSIGNMENT NG
Nﬁrt.

1. Visit any largé l'ib.ra'ry and draw its Org;@
5.9 RECOMMENDED BOOK

{. Bvans, G. Edward. Mana@ezmques for Librarians, :.‘i:nd ‘ed. New York: Academic

Press, 1983,

2. Stueart Robert D. a@rgam, Barbara B. Library Management. _31‘_{1 Littleton, Cotorado:
Libraries Unlimited, 1987. : C :
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Biock - III : LIBRARY GOVERNAN CE

This block deals with fibrary governance. The system of administration to control and
regulate the activities of libraries has been explained. There are six units (unit numbers 6 to 11)
in this Bock.

The first unit of this block entitled as ‘Library committees’ discusses the role of the library
committee in framing policies, designing plans and prgrammes and supervision of the overal]
activities of the library. '

The second unit explains the need for the Importance of rules and regulations in the library
for its successful functioning. A set of rules followed in a university library and special library
has been appended, '

The third unit deals with personnel management. in libraries and discusses the need for
manpowes in the libraries, how to recruit, train and use manpower in achieving the library's aims
and objectives.

The fourth unit ‘Financial management in libraries’ emphasises the need for finance in the
library and explains various sources of finance in different libraries and methods of estimation
of library tinance.

- sources of library statistics, processing and analysis, kinds of maintained in different

The fifth unit is on Library statics and records. The unit expla What is meant by statistics,
ist1
sections of a library and their purpose.

Preparation of annual reports has been explained in t@unit of this block. The meaning,
need, purpose and preparation of annual report %Iained. A draft annuat report of a.

&%

university library is also provided.




UNIT-6 : LIBRARY COMMITTEES

Contents
6.0 Aims and Objectives

6.1 Introduction
6.2  Library committees

52.1 Need and purpose of Library Committee

~ 522 Types of Library Committees

5.2.3 Functions of Library Committees

'62.4 Advantages of Library Commitiees

625 Disadvantages of Library Committees
63. Role of Librarian in Library Committee Meetings
6.4. Committees in different type of Libraries

6.4.1 University and College Libraries

64.2 Special Libraries

6.4.3 Public Libraries

65 Summing up

6.6. Model answers to self-check exercises

6.7  Assignments : 0
6.8 Recommended Books

69  Appendix O

6.0 AIMS AND OBJECTI ;

Library Committecs % beewidely recognized as an important mechanism for promoting

coordination and coope roblem solving and decision making, and incorporated into the
organizational structure of Mbraries.

We will discuss in detail all aspects of Library Committees in this Urit.
After stludying this unit you should be able to:

Explain the need and purpose of Library Committecs
- Identify different types of Library Committees
- Describe the functions of cach type
- Weigh the advaniages and disadvantages of the Committces
Describe the role to be played by the Librarian in arranging Committee Meetings
. Describe the functions of Committees in University, Special and Public Libraries.

6.1 INTRODUCTICN

For the scientific management of modern complex organizations including libraries, Com-
mittees have become indispensable organs. They act as modifier to the hierarchical organizational
system. Particularly in libraries, where organizational siructures cut across various departments
and. sections, Committee play a very important role. Commitiees provide means to bring 4
wide variety of knowledge and experience to the operation of libraries. They help libraries in
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stimulating the interest of the user community and keeeping in touch with it. Some Library
Committees are statutory, while others are standing or adhoc in nature. Dependmg on their
nature, these committees are responsible for providing policy guidelines, advising and making
recommendations refating to different activities and programmes of the library, -

In this unit we describe as to how different types of committees contribute to the growth,
. development and operation of libraries and help in achieving their objectives,

6.2 LIBRARY COMMITTEES

Library committees are constituted in accordance with the provision of statues and acts. In _.
India all existing Public Library Acts and Statues of Universities contain such provision which
provide details about the consitution of committees and thier functions. Library Committees are
also formed by executive orders. The role they are expected to play is delineated in the order.
In libraries attached to autenomous institutions, the top management, in consuliation with the
| libragy, draws up the detail about the role and functions of such committees,

_ - While discussing the Library Commitiees, we must understand the difference between a

‘ Library Committee and a Library Authority. The Library Authority is empowered ta petform ex-

' ecutive functions, whereas in most cases the Library Committee is an adwsory or recommendatory
body.

| 6.2.1 Need and Purpose of Library Commitiees
The factors listed below justify the néed and explain the pu@ Library Committes:

- * Al Libraries are supported by Public funds either fu]lrtly. It is, therefore, necessary
for Libraries. to build a favourable image among the pude#about their usefulness to public

at larﬂe "l‘he lerary Committees can effectively uch image.

* Depending upon the nature of the libe rary committees consist of members from
wider cross-section of the society or from va¥gus departments and sections of the concerned
- organizations possessing rich experi d expertise. This helps in the effecient mangement
and rationa) decision-making.

The association of such members with the committee is helpful in obtaining support and
cooperation from various agencies particularly in getting adequate financial support,

The collective decisions of the committte provide the necessary strength and moral author-

ity to librarians to implement plans and programmes of the library with confidence and
| commitment.

Delegation and decentralization are the hallmarks of effective management. Libraries can
achieve this through different types of committees.

The Committees can play useful role in evaluating the library service and provide apropriate
advice and direction for the furure development.

Self-Check Exercise-1

List out the factors that justify the need of Library Committees.




Note: i) Write your answer in the space provided below. _ _
ii) - Check your answer with the model answey provided at the end of this unit. - -

6.2.2. Types of Library Committees

A brief reference to different types of Library Committees has been made in-section 6.1 &
© 6.2 above, In this section a detailed account of different types.of commitices with examples will
be given. ' '

a) Statutory Committees: These types of committees are constituted in accordance with the
provision of the acts or statutes of the concerned organizations. The Acts or Statutes clearly
mention the details about the composition of the Committees, method .of consifuting them -
whether through elections or nominations -, the terge of members, their powers and duties,
the functions of the committee, the nature of conMmitiges - whether advisory or executive.’

. The provisions made in the existing "L'ibraw “Acts in eight states are ‘examples of

Statutory Committees at State-1evel e . :
State Public Libraries Acts ' ; Library Cqmmittces (Nomenclature)

Tamil Nadu (Orginally Mad_ragé%g ST State Library-_(?ommit_le_e (Advisoryj e
Andhra Prades 1960 - ~ - AP Granthalaya Parishad { Advisory and with
' ' o Authority) SR o

Karnataka 1965 L State Library Authority (Advisory and with

' - _ N .- Authority) _ -

Maharashtra 1967 ' State Library Council (Advisory)

West Bengal 1979 o Stéte__ Library Coﬁnci_l (Advisory)

Manipur 1988 © State Library Committee (Advisory)

Kerala 198% _ _' : - - State Library Cou_ﬁcii (Advisory and with Au-
- _ thority} _ .

Haryana 1989 State Library Authority (Advisory)

Similar provisions also exist for committees at city and district levels.

* The statutes of different Universities in India have alsc provision for Library Committees.
For example, the Statute No.VIIn of Osmania University Act, 1959, provides details about the
consitution, duties and powers of the Library Committee. (See Appendix). C

b) Standing Committees: These commiittees are created by executive acders of Universities or
Library Authorities in public librarics to carry out specific tasks, e.g. Rook: Selection Commit-
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tees, Grievances Committees, Welfare and Games Committees, etc, Facuity-wise committees
constituted in University Libraries for book selection are examples of this type.

¢} Sub-Committees: The Statutory Committees being quite large, sub-committees (often”

Executive Committees) are formed to look after and provide guidance in day-to-day mangement, _
Also reporting committees constituted to investigate and get to the real situation of certain -
- aspects of iibrary fall under this category.

d) Fask Forces: They are created oy the head of the library to deal with specific probiem
or task. Task forces are usuaily formed_to deal with complex problems or tasks that invelve a
number of organizational sub-units. For example Budget Co_mm'itttée,'Discjiplihary Committee,
Purchase Committee, etc, ' : o

e} Ad hoc Cnmmittees: Such Committees are ot related to éparticUIar_libI‘ary' but are set up
by the government either at State-level or all -India level to advise them on the development of
library sys'tems and services. Such committees cease to function once the reports are submitted, .
The foliowing two are good examples of Ad hoc Commit_teés: \_

1) The Committee to review the work_ir_lg of Andhra Pradesh Public _LIbra_ry Act, 1960 consti-

tuted under the Chairmanship of Justice Gopal Rao Ekbote in 1978,

i) The.Committee on prjvatc libraries constituted by the dec”rnmént.'of,A.P. under the
- Chairmanship of S¢i Vavilala Gopalakrishnayy& in 1978. o N\
1ii) Staff Selection Committees, Assessment & Promotion'COm (e,
It should be noted that  library niced not necessari all types of committees. The

constitution of committces depend upon the size and' the W€ of activities of the concerned
library. Apart from the statutory committees, stand mmittees for selection of books are

" constituted. _ .
* Seli-Check Exercise-2 ' ' q _
a) What are the different types of %ttees? Provide examples.

Note: 1) Write your answer in the space provided beiow.
iy Check your answer with the model answers at the end of the unit,

Act.




The functions of statutory comunittees, as listed in acts and siatutes may be summarised as
under:

*  Approve plans and policy guidelines

*  Allocate budgetted graunts o different departments/subjects.

+  Scrutipise and sanction proposals for major purchases involving rapital expenditure.

*  Approve guidelines for staff recruitment, assessment, promotions, staff development, ete.
*  Approve annual repoits

* Frame Library rules and regulations

*  (onstifute committees for selecnon of staff and appoint task forces and sub-com miitees for
specific purposes providing terms and conditions.

*  Advise and suggest new programmes and activities
* ook after all matters of importance that concern growth and development of the library.

In the appendix is reproduced the text of the Qtatute of a University regarding the Consitution.
Duties and Powers of the Library Committee as an example. Lt can be inferred from the nature
of functions of Library Committees that they proviflg guidance and advice to the library and are

~not concerned with its day-to-day administratio

Self-Check Exercisce-3
Diescribe briefly the functions gfthe 5 ory Committee in i University Library,

Note: 1) Write your answc in (M¢space provided below.

ii) Check your ansg

vith model answers at the end ol this unit,

6.2.4. Advantages of Library Commitfees
a) Better Quality of Decisions:

A Committee brings togsther experts from a variety of fields who provide a wide range of
knewledge and insights that are heyond the ability and scope of any mdividual dJecision-maker.

b) Improved Coordination:

In the course of committee discussion, members become increasingly aware of the activities
of different units and their impact on the other units. This results in willing coordination and
cooperation among all units and help to achieve overall goals of the organization,
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¢} Enhanced Acceptance of Decisions:

Dispassionate views and advice of committee members on crucial and critical issues result in
enhanced acceptance of decisions by the library staff, admisnistration and the user community.

d) Training Librarians:

Committee deliberations always serve as a training ground for young library executives. They
fearn how to free themselves from parochial concerns of their individual units and think of wider
issues that corifront the library as a whole.

e) Dispersion of Power:

Too much concentration of power in one person is likely to lead to abuse of power,
favouritism and erroncous and arbitrary decisions. Committees working at different levels help
n decentralization and dispersion of powers.

Thus jt will be scen that Library Commiltees are neccssary for overat] growth and development
of libraries and their wider acceptance by the Society,

Self-Check Exercise-4
Describe in five lines, the advantages of a Library Committee,
Note: 1) Write your answer in the space provided below.

i) Check your answer with the' model answers at theend W the unir.

6.2.5. Disadvantages of Library Committees
4) Waste of Time and Moncy:

The Committee meetings may often cost the library a great deat in terms of time and money.
Poerly managed committee meetings, in particular, become unproductive.

b) Individual Domination;

Some individual members tend to dominate the proceedings of Committee Meetings which
may result in conflicts and create difficulties in arriving at objective decisions.

¢) Delay in Action:

Many important activities of the library get delayed, as they have to be formally approved
by the Committees,
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d) Lack of Respensibility:

Since many committec members may not e} responsible for the implications of the decisions,
they may be less caretul in arriving at decisions. Librarians may find difficolty in implementing
such decisions.

Despite such shortcomings, Committees are essential adjuncts to any democratic institutional
set-up. The librarian at the helm of affairs must learn how to make use of Committees eifectively
and profitably to achieve the objectives of libraries.

6.3 ROLE OF LIBRARIAN IN LIBRARY COMMITTEES

The }ibrarian has to play a significant role in the affairs of the library committee to ensure
that it contributes to the growth, development and smooth functioning of the library. His
involvement with the committee work at all stages is essential, the compositon of committees, .
convening of meetings, active participation in the deliberations and taxing cffective follow-up
action of the decisions.

a) Composition of Committees:

The librarian should be familar with provision of the acts and statufes that govern the
functions of different Committecs. Accordingly, he should suggest a panel of members to
the appropriate authority for constituting the Com ittee. It js a convention in university and
autonomous institutions that such panel is alwalssugbested by the librarian. Whiie suggesting
the names, the librarian should see that @talent i available to the library.

b) Convening of Meetings:

The librarian is generally coXlener or secretary of library committees. 1t is his duty to
convene meetings in accord ih the relevant statutes. Fle should consudt and find out the
convenient date from th& ChaMman for the meeting. It s also his responsibility to decide in
consultations with his ues the agenda items and prepare background notes on each item
supported by facts and figeftes. He should ensure that agenda papers reach the members well In
advance. :

¢) Deliberations of the Meetings:

Having a thorough knowledge of the working of the library, it becomes necessary for the
librarian to actively participate in the deliberations and assist the Committee in arriving at proper
decisions. He should also assist the Chairman and see that all members participate in the
discussion. He should record the proceedings and prepare the draft minutes of the meeting.
'The draft should then be circulated to members for thier comments and finally approved by the
Chairman. The minutes as approved are generally ratified in the next meeting of the commuittee.

d) Implementation of Decisions:

After the minutes are approved, the librarian should initiate follow-up action. The extracts
from. the minutes relevant to concerned divisons or sections should be forwarded to them for
taking appropriate action. Actions taken on various decisions of the Committee arc generally
reported in subsequent meetings.

Librarian, thus has to play an active and key role at every state of the meeting of Library
Committees. :
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Self-Check Exercise-5

Explain briefly the role of the Librarian in Committee Work., . -

Note; i) Write your answer in the space provided below.
ii) Check your answer with the model answers at the.end of the unit.

6.4 COMMITTEES IN DIFFERENT TYPES OF LIBRARIES

The Commiftees have come to sfay in all types of libraries. They help libraries in proper _
functioning. The composition of committees vary because they would be constituted in accordance
with provisions of the relevant acts or statutes. Some committees age created through executive
orders. It is seen that committees ¢o exist in almost all Public Li ran University and College
Libraries and in Special Libraries,

'6.4.1. University and Colizge Libraries . O |

In all universities there is a provision in the sta?_ﬂr forming Library Committee {See
’ Appentl'ix for statutory Library Committee of aj@Miversity Library). These statutory committees
consist of dean of facuities, sentior uriversity te Sprincipals of campus colleges etc. The Vice-
Chancellor would be the Chairman and Uq’ rsity Bibrariay member-secretary, These commitiees

_are responasible for framing policies and mes, rules md regulations, approving budget and
evaluating services. Besides the statutory ¥ommittee, sul -comniittees or standing committees

are constituted by the Library Committee. Book selection committees, assessment committees,
special project committees are good examples of these categories.

In college libraries, the Pricipal will be the Chairman of the Com mittee.*-Sch teaching staff
members from various disciplines and college librarian witl be members. The College Librarian
acts as'a member- sé‘crctary or convener, These committees will he having more or fess the same
powers and duties as University I ibrary Committee, but jurisdiction is conﬁned to the working
of that particular Col]ege Library. '

6.4.2. Special Libraries

The Libraries of industrial concerns, research institutions and laboratories, business organi-
zations and various government departments invariably consitute library committees. Usually the

. Director of respective organization will be the Chairman and Librarian/Documentation Officer
act as the Member-Secretary. These Committees are advisory in nature and are responsible to
provide guidelines for the smooth and efficient running of the 1.ibrary. ' ' B

‘Thus lerary Commlttee do exist in all types of libraries dnd contribute to their growth and
devclopment : :
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6.4.3 Public Libraries

In section 6.2.2. above, it has been cicatly indicated as to how the existing Public Library
Laws contain provision for Committees at State, City, District and cther levels, These acts clearly
provide number of each committee, whether they would be nominated or elected, what would be
thier powers and duties, how are the chair persops and secretaries nominated/elected or oocupy
the position in their ex-officio capacity, etc.

Usually in Public Libraries, members of the Committee are drawn from public life; who have
contributed to the field of education or libsarianship, some library experts, representatives of
Library Association and ex-officio members. Librarian at State, City, Dristrict and branch/block
level serve as member secretaries of respective committees. Depending op their levels these
committees enjoy powers to plan and make policies, evaluaie and oversee the services offered
by the library system in the state.

Self-Check Exercise-6

Briefly explain the composition of Library Committees, in a public, university and special
library.

Note: i) Write your answer in the space provided below. ' |
ii) Check your answer with your model answers at the end of the unit.

6.5 SUMMING UP

It has been unversally accepted that thie role of Library Committee is very important for
growth and development of ail types of libraries, whether it is a special libray, university or
college library or a public library. ' '

These committees are of different types- statutory, standing or ad hoc. They meet periodically
and take decisions that are useful for libracies to serve their respective communities meaningfully.
They may be advisory or executive in naturc.

By and large, the head of institution will be the chairman and librarian as a member-
secretary of the committee. Expert members from uses communities will also be there on Library
Committees. Their unbiased and balanced views are of immense valuc for fibrarics to serve as
socially accepted useful instifutions.

6.6 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) Factors that justify library commiftees are:

i) To build -an image amung public about libraries being useful service agencies.




-

i) The rich experience and expertise and unbiased views of committee members help in
efficient mangement of libraries. .

’ " iii) The decisions arrived at prowdc confidence and strength to library statt in Imp]ementmg
’ plans and policies,

- iv) Operating through committees results in democratization, decentralization and coor-
" dination of library activities.

v) The deliberations of Library Committees provide right direction for future growth and
development. :

2.{a) Different types of Library Committees.

Types Examples

Statutory Committees Library Committee of a University, Andhra
Pradesh Granthalaya Parishad

Standing Committee Book Selection Committees; Grievances Commit-
tees

Ad hoc Committee ‘Ekbote Committee for the Review of Andhra

Pradesh Public Library Act (1960); Vavilala Com-
mittee on Private Libraries in A.P. '

Sub-Committees - Executive Committee toWanage City Granthataya
o  Samstha; Reporting 8gmphittees.
Task Forces Committee CgfiStited for Computerization of
: _ _ Library OperDiscipiinary Committee.

2.(b) Nomenclatures of Public Library Committees e Level according to provisons in the
existing acts. .

Andhra Pradesh Act 1960 @ranihalaya Pa_fishﬁd (Executive Powérs)

Haryana Act 1989 tate Library Authority (Advisory)

o

Karnataka Act 1965 State Library Authority (Advisory with Executve
| / . : Powers)

Kerala Act 1989 State Library Council {Advisory with Executive -

Powers)
t Maharastra Act 1967 . State Library Council (Advisory)
' Manipur Act 1988 ' State Library Committee (Advisory)
Tamil Nadu Act 198§ State Library Committee ('Adyisory)
West Bengal Act 1979 State Library Council (Advisory)

3) Functions of Statﬁtory Committee of a University Library:

" Approve policies, plans, budget, annual reports etc;
Altocate budgeted grants to different Departments/College Libraries;
Sanction capital expenditure for major items;

Frame library rules and regulations;

Constitute selection committees, task forces, etc;




4) Advantages of having Library Committees.

i) Betier quality decision owing to participation of outside experts, public men who are
interested in libraries; o

i) Improvcd coordination among dlffercnt sections of the library resulting in achieving objec-
tives;

iii) Acceptance of decisions by library staf, uscrs, public at large and administration;
iv) Dispersion of power and making jibraries a meaningful democratic service auchuc%

v} Training for library staff - the unbaised, dispassionate, expert views of mc.mhers expressed
during deliberations of the meeting provide such training.

5) Role of Librarians in Comsmittee work.

i) Suggests panel for composition of the Committee;

ii) Prepare agenda and refevant backeround notes to enable members to participare meaningfuily
in the delibcrations and communicate them well in advance;

ii) Actively participate and lead the discussion during deliberations of the mecting;

iv) Prepare minutes, get them approvgd,'and take tollow-up action.
6) Composition of Library Committees in Public, Unigersity and Special Librarics.

In Public Libraries, the members of the committge wanld be public mer. of standing, officials,

educationists and representatives of profcssi!!|!soa-tions. The State Librarian would be the

Member-Secretary and the Chairman would § ber nominated by the Government oF elected

by Comumittee members
In University, the Vice-Ch llorEould be the Chairman and University [ibrarian as
the member-secretary. Other of the Committee would include Deans of Taculiies,

principals of campus colicges and Professors.
In Special lerdrm%cad of the institution would be the Chairman of the Lihrary"

Commltteg The Committee also includes senior pr ofessionals and officials and might also include
a few outside experts. The Librar ian/Documentation Ofticer would act as a Convenor/hMember-
Secretary.

6.7 ASSIGNMENTS

1. Briefly describe the functions of AP Granthalaya Parishad.
5 List out the statutory provisions for Library Committee or any University Library in Al

3. Explain the Constitution and working of Book Selection Committecs in the state central
library, Hyderabad or any University Library.

6.8 RECOMMENDED BOOKS

1. Evans, G. Edward. Mangement Techinques for Librarians. 2nd ed. New York: Academic
Press, 1983. ' '

5 Mittal, R.L. Library Administration: Theory and Practice. Sth cd. New Delhi: Metropolitan
Book Company, 1987. '
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3. Sweeart, R.D. and Mogan, B.B. Library Management.
2rd ed. Littleton: Librgrics Unlimited Inc,, 1987.

6.9 APPENDIX

STATUTE NO. VI
Constitution, Duties & Powers of the Library Committee (Effective from January .I, 1960)

- In exercise of the powers conferred by Clause (1) of Section 44 of the Osmania Uhiversity
Act, 1959 (Andhra Pradesh Act IX of 1859), the Scnate hereby makes the following Statute in
respect of the Constitution, duties and powers of the Library Commirtee, namely,

L. The Syndicaic shall nominate a University Library Committee, consisting of the following: -
iy The Vice-Chancellor, who shail be the Chairman of the Committee:
ii) Threc Principals of the Campus CoIl'eges;
iy Three Icads of Departments of the University; and
I¥) The University Librarian who shall be the Convener of the Committee.

Members, other than the Vice-Chancellor and the University Librarian, shall hold oftice for
a period of threc years.
2. 1In the absence of the Vice-Chancellor, a member nggaiate Y the Vice-Chancellor, shall
preside, : O

have the power to;

1) frame rules for the use of the UnivcrsiQAi)r"ﬁry,

ii) consider and approve the Annu ot for the University Library:

3. Subject to the control and supervision of the Vhancellor, the Library Committee shall

1t} consider and recommend to the Vice-Chancellor, the acquicition of special collections of
books or manuscripts offered to the University Library tor purchase:

¥} determine the proportion of granis to be made to Department of the University,
vi) consider and sanction the purchase of books suggested by the Heads of Departments;

' v) decide the number and nature of the periodicals to be ordered for the University Library
and the Departments:

vil) consider the Anpual stock-raking Report submitted by the University Librarian and decide
the action to be taken with regard to missing or damaged boaoks;

vill consider and .adopt the Annual Report and Statistics on the work and progress of the
- Unwersity Library; and

ix} consider any other question relating to the University Library which may be referred to it
from time to time by the Vice-Chancellor or the Syndicate or the Academic Council,
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7.0 AIMS AND OBJ FCTIVES g i

The successful functioning of a ice organisation depends on a set of unambiguous -
rules and regulations. The sta@z s of the library should have fuil knowledge of them and

should adhere to them. This wscusses the rules and regulations required for day-to-day

operations of a library. %
After studying this u ou should be able to:

- PExplain the need and purpose of library rules and regulations

. Describe the factors that underlie the rules and regulations

Frame rules and regulations for a library

- Interpret them for the benefit of users.

7.1 INTRODUCTION

The library is social organisation which is crteated for the benefit of the society. Society
‘needs libraries in order 0 make the records of civilization avai!alﬂc to those whoe need them.
 The libraries, thus function fev the benefit of individuals with the uitimate aim of creafing a
cultured society of which an individual is member.

A library acquires varieties of graphic records and is responsible for their organization and [
maximising their use and their maintenance and preservation for the use of the posterity. Tt has :
to serve the clientele without any discrimination. The management of libraries to achieve such
objectives has become a complex affair.
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Rules may be defined as laws or regulations that is aimed ar guiding the conduct of a group
of people and is uniformly applicable to all. Ty the library context, they cover both the vser
comnwunity as well as the library staff to ensure the smooth functioning of a library for achieving
its objeciives. Library rules are essential for the proper upkecp of reading materials und to cnsure
their uses. Rules enstre maintenace of order and decorum. They enumerate dudes and user
community, The ruies and regnlations should facilitate nse and pot restrict i, Even whatever
restrictions are lmposed, they shou!d, in the ultimate analysis, benefit the uscrs, The rules should
be written in simple and precise language leaving no ooy for ambiguity. There should be no
confusion in the wminds of users about the proper use of library materials and services offered by
the Hbwary stalf. ’

1.2 LIBRARY RULES AND REGULATIONS

7.2.1 Meed and Purpase

“he library rales provide gmdance to the lbrary staff in respect of their day-to-day work
as f2r as the users are concerned and such the rules are wvseful In devclopmg cordial staff-user
relationships. Specifically sreperly framed rules serve the fo"r“vmp purposes:

Provides guidance and direction in the use of [§ brary materials, fafvm‘ms and services;

¥ Frotect library property - documents, furnitures, etc,, from age and misuse;

* Prevent loss of tbrary docoments; '

* Inform members of their piivitegs and responsibilitic

¥ AMaintain calm and congenial atmosphere in the libra d

T Empower librarv staf with authority to enforce les and .Ecgufations and often using

thelr discretion whenever nece Ssary.
Setf-CUheek Exercize-]
Explain the factors that justily the | of library ;uIes.zmd regulations.
Nofe: 1) Wrlte your unswer in the space below.
i} Check your answer with the model answers given at the end of this Unjt

7.2.2. Enforcement of Rules and Regulations

It is evident from the discussions that the rules ang -gulations are necessary for aveiding
confusion ir; the management of library resources. B is, there fore, necessary that propes care is
taken while drafting the rules and subsequently enforce them appropy Ialuy There is a tendency
among cevtain sections of the society to feel that it is for others to observe the ruies. They are
above the rules. It is, thercfore, es ssential that rules should be Framed in such way that they-
are entorceable. The drall rufes showtd be discussed i1 the Bbrary commitiee and it approval
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obtained. But, before adopting them all pros and cons of various provisions that are to be
adopted need be carefully considesed. The contents should be presented in clear and simple
janguage. It needs to be appreciated that purpose of the tules is to help the readers in proper
use of library facilities and scrvices and not to create hindrance.

The librarian has to act as a friend, philosopher and guide of the users and interpret rules
and regulations. He has to be firm, but polite. He should patiently explain to readers the need
to abide by the rules. The librarian should also take a note of the fecdback from the users in
order to understand the genuine problems faced by readers so that he can get the relevant rules
suitably amended.

Self-Check Exercise-2
Describe what attitude need be adopted by the librarian while interpreting the rules.

Note: i) Write your answer in the space provided below.
ii) Check your answer with model answers at the end of this unit.

...........................................................................................

7.3 PARAMETERS OF %ES‘QND REGULATIONS

the provisions in respe ecific issues will differ from library to library depending upon its
nature. For example, univefsity ibrary rules will not be the same as those of a special library.
Even in some libraries, the same rules may not be applicable to all users. For example, in
university libraries rules relating to borrowings would not be uniformly applicable to both faculty
members and users, : '

The basic parameterEf ruléyand regulations are common to alt types of libraries. However,

"The basic parameters may be enumerated as under:
1) Address: _

Name and Postal Address; Telegraphic Address; Telephone/ Telex/Fax Numbers
2) Working Days .and Houys:

Library Working Hours
Holidays
Working Hours on Holidays

3 Membership
Eligibility
Categories
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4) Loan Facilities:

Category of Library Documents Issued on Loan

Number of Documents Issued to Different Catogery of Members.
Duration of Loan ' _

Overdue charges for Late Return of Documents

Penality for Loss or Damage of Documents

5) Loan Services:

Reference Service

Information Retrieval and Literature Search Services
Document Delivery Service (Providing photocopies)
Inter-Library Loan Facilities '

Charges for varions services

&) General:

Admission of Visitors

Restrictions on Bringing Personal Effects in the Library
Use of Rare Documenis

Maintance of Silence in the Library

Prohibitions on Smoking '

7) General and Discretionary Powers of Librarians:

The library profession has been introducing various i tions in providing services to
users. For example, literature search services, referral sef ind document delivery service
were not included in library rules before 1940s. Bugego library to-day can afford to function
without offering them. Providing on-line literature se s Mas increasingly becoming a common

feature in many special libraries. As a result, j
and those of a library attached to an post-expe

understand the factors that govern the fr of [ibrary rules and regulations.

rulés and reguiations of a university library
anagement education (a special library).

In addition, a set of modei rules is pr%n ection 7.6, These will enable you to better

Self-Check Exercise-3
What should be contents of library rules and regulations?

Note: i} Write your answer in the space given below.
1} Check your answer with the model answers given at the end of this unit,

.............................................................................................
............................................................................................
.............................................................................................
..-..-.....-..-..--...........-.....-..-..-............. ....................................

............................................................................................
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74 LIBRARY RULES IN DIFFERENT TYPES OF LIBRARIES

As discussed in Section 7.3, althqugh'factors that govern the framing of rules ar¢ aimost

the same for all types of libraries there are variogs in respect of several issucs from library 1o
library. These variations occur becease of several factors: :

Types of library ~ public, ecademic, research, et
Types of reading materials -

Types of users _

Types of services provided.

The discussion below will provide some idea about university and special libraries in the
Tndian context. :

(a) Prai)lic Libravies:

Public libraries are People’s universities’. All segments of society, house wives, chileren,
handicapped, professicnals, sindents, cic., arc entitled to utilize the services of public libraries.
The nature of documents that are acquired to cater o thier information needs widely differs
from university and special libraries. Extension sexvice in public libraries is-an essential element. .
Even among public libraries at differeat levels - district, block, mandal, viliagé - there would be

variations in respect of working hours, admission to the library, borrowing privileges and types

- of services.

(b} University Libraries:

Compared to public Jibraries the re ip form a homogencous group consisting of:
students, researchers and teachers iri icersity libraries. Obviously their information needs and
documents are ditferent from thgge of ¥ie users of public library services. Textbooks, j_ourn'als and
reference boeks have apredo ' ote. As such, borrowing facilities, reference, documentation

and bibliograhical servicgg, worligg hours have to be geared to these requirements and nieed 10

be taken into considers rile framing rutes and regutations in university and coliege libraries.
R

(c) Special Libraries:

These libraries are subject or mission oriented. Small but highly speciaﬁ%séd collection and
intensive service are peculiar to speciat libraries, CAS. SDI, Document Delivery Service hecome
essential aspect of the functioning of a speciai tbrary. All members of special libraries generally
enjoy equal privileges. Journal and repor( literature, paten’s, and nascent documents get priority
over books. '

The rules and regulations i special libraries are framed in accordance, with the working .
hours and objectives of the parent organisation, of which the libraries are part,

Self-Check Exercise-4

Bricfly discuss the factors that effect vatiations in rules and regulations of pubiic, university
and special libraries.

Note: _i) ‘Write your answer in the space provided below.
i) Chicck your answer with the model answer given at the end of this unit.




7.5 LIBRARY HAND-BOOKS/BROCHURES

A modern librazy is expected to prepare a hand book/brochure for the use of clientele. These
handbooks need be given to alt new entrams of the library. They are useful in educating the
-readers about the type of reading materials availabie in the library, their artangement on shelves,
free access to these materials and various types of services - hibliographical, documentation,
photocapying etc., made available by the library. '

- The details as to what penalty would be imposcd about the misuse and loss of books and
late returin of boaks are atso ncluded in the handbooks/brochures, Making these matters clear
in the begining itself will help library staff in avoiding clashes and embarassing situations with
the readers in day to day work. Besides the rules are useful in maximizing the use of documents.
Supplying handbooksfrachures te all nsers will result in saving their tine as well as the time of
library staff. It helps in procection of library properiy. '

Details refating to location of different units, types of do® : available in the lbrary,
how to use public catalogue, what documcntation, bibliggeaghica™and photocopying facilities
are provided and rules and regulations tor usimg thes @ ies, are induded in the hand-
books/brochures.

SeM-Check Exercise-3
Write in five lines the utility of a library Mpd book.

Note: i} Write your answer in the ¥ provided below,
1) Check your answer with the model answer given ar the end of this unit.

7.6 MODEL LIBRARY RULES

A set of modei rules in zelation to a public {ibrary have been provided below.
1) Name of the Library:

2y Address:




3) Telephone and Telex number: |
4) Working hours: ' . ‘

The library will be kept open for public from 8.00 am. to 8.00 p.m. on alt working days and
9.00 a.m. to 5.00 p.m. on holidays znd sundays. '

The issue counteer will be kept open daily from 10.00 a.m. to 4.00 p.m.
5) Membership and Loan Privileges.
Membership:

i} Any person living within the area of the library and guaranteed by a responsible person
in his locality is eligible to enrole himself as a member. ‘

i) A person working in an institution within the area of the library shall produce-a
guarantee from the head of his institution.
Enrolment:

i) "To get enrolled as a member, a person.shall fill up and sign a registration form, which
can be had free of cost at the circulation counter. :

ii) A deposit of rupees fifty has to be paid towards enrolliment.

Membership Card/Ticket: Q '
i} Each member will be given two e tick¥§ which entitle him to borrow two books.

ii) The membership will be valid for and need be renewed.

i) Incase the member wants to w membership, his deposit amount will be returned,
provided he returns ai!?oks ue from him and pays overdue charges if any.

Loss of Tickets:

i} If a member lo ticket, he has to immediately report it to the librarian.
ii) He "vill be issued duplicate tickets after a lapse of three months against an indemnity !
bond in the prescribed form and payment of rupees two for each ticket.

G) Borrowing of Books:

i} A member is entitled to borrow one book against one ticket.

ii) The member shall satisfy hiraself, as to whether the book issued is in sound physical
condition, if not he shal bring .he matter to the notice of the circulation incharge, otherwise
the member shall be held responsible for any damage discovered while returning the book.

ifi) The books are issued for a fortnight and have to be returned on or before the stipulated
date.

w) A overdue charge of 10 paise per day per book shall be levied after the ¢xpiry of the due
date. '

v) Books borrowed could be renewed for another fortnight provided there is no demand from
other members.

vi) The librarian will have power to recall the book borrowed when required urgently.

vii) Reference books, periodicals and rare books shall not be lent out.

|
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viii) ‘Borrower's tickets are not transferable. Members shall be responsible for all the books
issued on their tickets. '

7) Loss or Damage of Books:

i) Members shall be responsible for the safe custody and return of books borrowed.
ii) Dzimage or loss of books shall be immediately reported to the [ibrarian,

i} Members are liable to replace the damged or lost books or pay the cost of hooks as per
carrent market rates, '

tv) If one book of a set is damged or lost, the member concerned shal! be liable o replace or
-pay the cost of the whole set. '

8) Use of the library:

i) Person desirous of using the library shall euter his name and address legibly in the gate
register. '

it} Person who is not of sound mind shall not be admitted to the [ibrary.

ili) Sticks, umbrellas, bags and other personat articles shall be deposited at the property counter
and not to be taken inside the library, :

v) Dogs and other animals shall not be admitted.
v) Silence shall be strictly observed.
vi) Smoking, eating and sleeping is strictly prohibited in libre

vii) Members are free to browse and consult the books her reading materials and leave

them on the table after they finish with them. :
vili} No pe'rson shall write, damage, make a mark orgnderline on any. book or other materials

belonging to library,

9 General: @
1) The librarian may refuse under sp circumstances, admission into the library to any
person on the use of any book without assigning any reason thereof.,

1) Any one who violates the rules and regulations of the library would be Jiable to lose the
privilege of membership. ' '

7.7 SUMMING Up

The rules and regulations are necessary for all libraries for disciplined. and systematic
operations. They should be drafted using simple and clear language. '

The contents should include ali factors like working hours, enroliment of members, the
proper use of materials, stipulations for lean of documents, provision for providing documentation,
referral, inter-library loan and other modern services and facilitics.

Information about rules and facilities provided should be dessiminated among all users
of library through a hand book/brochure so that they could be aware of their rights and
responsibilities and allow the library to function smoothly. The basic philosophy behind framing
the library rules should-be maximizing the use of library resources and services,




7.8 ANSWER TO SE}LF CHECK EXERCIES

1 The factors that ju%hfy the need of rules and regulations are as under:

iy To provide gmdancp and directions to users in 1he use.of hibrary mﬂtumia facilities
and services.

' i) To protei.t docunients and other properties of the library from 1K umg!a d.’ld mistise,
’ : iii) To mform library users of their rights and responsibilities. _
iv) To help library staff in knowing their authority and proper'1nter1)retzsrioh of rules.
2) The attitude of the Librasian while interpreting the rules:
i) The librarian should bear in mind that basic p! losophy behind f,'aminfg the rules is the
ontimal use of library materials and services.

iiy He should theretore act as a friend philosoplier and smtcle users wlu‘e mtcrp:ctmw rthe
ruies. ' :

_iii) The facuities of humour, patience, rcsourcetulnec;s sympathy and medth should
convince the users with hls poini of view and acceptance of the wuomg, ('one without
bitferness. ' o

iv) He should be firm and potite. _
v) The librarian should use the fecdback recNyed Yrom clientele for improving the SErViCes

and facilities Q :
3) The important contents of library rules a gulations are provided below:

) Name, address and telephne REmber.

[e—

ii) Workihg hours

") Elgilibility for -rship
iv) Borrowing privil 4

v} Proper use of library properties. *

vi) Compensaiion for misuse or damage done to the library pI‘O'?c‘J ty.

vii) Services offered ~ interlibrary loan, documentation, referr: |l and *Uppf}, of copies of
documents, gtc.

viii) Discretionary powers of libsarian. .
4) Factors that effect variations in library rules and regulations of Public, University and Special
libraries are as follows: Co ' '

iy The workmg hours dltfei in these three types of libraries. - _ ' |

i) The clientele in university and ﬁ,pemal libraries are homovcnvovs but in public libraries
all members of the community without any discremination are entitled to use the
services, ' '

iif) The guality and forms of documents acquired vary in these libruries awing [0 variarons
of clientele and thier information needs.

53 The items that included in library handbooks/brochures,
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1) A floor plan indicating ditferent units of the library.
i) The different types of documents their arrangements of racks in helpful sequence.
iy Bricf exp\lantion of classification scheme used and cataloguing entries prepered.
v} Bibliographical and documentation services offered. |
¥} ifhwtocopying facilities | |
vi} Library rules an'(i_ regulations.
vii) Names of senior officers.

VHI) Special features if any.

7.9 ASSSIGNMENTS

1} Visit the City or District Central Library and note down important provisions from its ri2les
& regulations. .

2)  Get hold of any handbook/brochure from a special library and note down its Contents.

7.10 RECOMMENDED BOOKS

Mittal, R.L. Library Adminisiration: Theory and }’r'a(_:rice, Sth W New Delhi: Metropolitan
Baok Co., 1987. :

Rangnathan, S.R. Library Adminstration, 2nd. ed. Bom Bsia Publishing House, 1959,

Librarians and Library Workers.

Rangnathan, S.R. Library Manual for Library Authwgitics,
2nd ed. Banglore:. Sarada Rangnathan Endom%r Library Science, 1988,

7.11 GLOSSARY

Document Delivery: Supplying -ph@and docume ts.

Referral Service: Directing user to appropriate organizations/source where information required
will be available. '

- Regulations: Guidélines that govern the conduct, procedures etc,

Floor Chart: Mapping of the flocr indicating the location of differrent units,

7.12 A‘I;PENDIX: RULES AND REGULATIONS OF A UNIVERSITY LIBRARY

Appendix-A

RULES OF A UNIVERSITY LIBRARY
{Source: OSMANIA UNIVERSITY LIBRARY)

1. WORKING DAYS AND JIIQURS OF THE LIBRARY;

The Library will remain open on all days including holidays and Sundays except six days in
a year which will be notified on the notice board of the Library.

‘The t.imings of the Library will be from 9.00 am. to 9.00 p.m, During Sundays and holidays
the library will be kept open from 10.00 a.m. to 4.30 pm.




The working hours of the 1 x:ndmg Section wﬂl be from 9.00 a.m. to 430 p.m. on all working

2. LIBRARY MEMBERSHIP:

days and 10.00 am. to 4. 30 p.m. on holidyas and Sundays.

The following categories of Persons are eligible to enrol themselves as members of the

Library @ -

A. Members of the University Syndicate,
the Academic Council and the Senate.

B. Teachers of the
9) University
ii) Constituent Colleges and

Gazetted Officers working in the
Campus '

{No deposit will be collected from i,
ji, and iii.)

iv. Research/Technical Assistants and
Temporary employees of the Campus
Colleges not below the rank of LDC

Registered Graduates of the Univo

sity v
Serious minded rcau@& can be-
come members ith th pecial per-

D. a) Teachers of the A tiliated Colleues

b) Retired Teachers of Campus and
Constitutent  Colleges of Osmania

University.

.Reselarch Scholars (Ph.D. Studentsj

b) MA., MSc, M.Com,
M.CJ., MLISc. & MEd,
¢) ' B.E., BTech, LL.B, B.LCJ. and B.Lib.
Sci.,
Past-Graduate students of consitu-
tent colleges

M.Tech,,

i) shail borrow fwo volumes at a time without

making any deposit.

i) shall boirow six volumes at a time.
i) Three volumes at a time.

i) Threc Volumes at a time.

iv) shall borrow two volumes at a time.
© Permanent employees working in

the Campus not below the rank of
L.1D.C.’s shall borrow two velumes at
4 time without making any deposit.

shall make a deposit of Rs.100/- and pay an

annual fees of Rs.50/- They can borrow

two volumes at a time.

shall make a deposit of Rs. 100/ and

pay an annual fee of Rs. 50/-. They can

borrow two volumes at a time.

shall make a deposit of Rs.100/- and pay an

annual fee of Rs. 50/-. They can borrow

two volumes at & fime.

shall pay a deposit of Rs.100/~ and annual
fee of._ Rs.25/-. They can borrow 4 volumes
at a time.

a) shall make a deposit of Rs. 50/- and

can borrow 5 volumes at a fime.

b) shall borrow 4 vols. at a time.
¢) shall borrow Z vols. at a time.

shall make a-deposit of Rs.50/- and
borrow 3 vols, at a time.

d})

F.1) Membership in more than one category Ot class is not permissible.
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G. i) Members of category ‘B’ may retain books for a period not exceeding one month and
others for a fortnight, provided that the Librarian may at any time recall a volume for
special reasons.

ii) Books shall be issued to the members of the teaching staff of the constituent and
~ Affiliated Colleges on rhe responsibility of the Pricipals of the Colleges concerned.

iii)y For the purpose of these rules any work which is seperately bound shall mean a "Volume”.
3. DEPOSIT:
The deposit will be refunded to the Depositor when he ceases to be a member. A week's
hotice must be given by members of categories ‘C’ and ‘TY before a deposit is withdrawn,

No deposit will be repaid unti! all the books ouistanding against a member's name and the
borrowers tickets issucd to him arc remiriicd to the Library and all fines and other dues are paid.

4. MODE OF ISSUE:

1} Every member, including the members of the teaching staff shall be provided with
borrowers* tickets which must be produced every time books are borrowed. If the ricket
is lost, a new one will be issued only on payment of Re.1/-. In case of student members

* no fresh cards will be ssued if they loose any of the cards during the academic year.

ii) The borrowers wiil b responsible for all the books b@l on their tickets and for
all fines payable against them. Members are not aliowe sub-lend the books to the

others.

is difficult to rectify mistakes later on.

Iv) Tickets are not transferae Qs

v) Books will not be sent by pd

ifi) Members shall see that books have been 1@ 1ssued and return on their cards, It

vi) Any book which is temporarily in great demand »aall be issued for such shorter period,
as be necessary, or temporarily declared as a reference book under Rule 7. Loans may
at any time be terminated by the order of the Librarian,

vii) Before leaving the countr.r the borrower shall satisty himself thar the book lent to him
1s in good condition, aad if it is not, he/she shall immediately bring the matter to the
notice of the Issue Clerk and get it stamped. Othérwise the borrower is liable for
replacement of the book by a sound copy or pay the cost of the book (See 6 iv),

vili} Books will be issued to students only on production of their own [dentity Card.
5. BOOKS OVERDUE:

1). If a book is not returned by the members of category ‘L’ when due, charge of Ten paisc
per volume per day shall be levied. In case of all other members the tine shall be 25
paise per volume per day. '

i) The maximum amount of fine to be collected shall be Rs.10/- or 50% of the cost of
the books whichever is highest, '

iif) No intimation will be given to members of Class ‘'E’ of the dates when the books fall
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due. For members of other classes 4 reminder will be served informing them that the
books are due and asking them fo return the books as finc on those books is being
levied. '

iv) A member against whom any amount is overdue or other charges are outstanding for
a fortnight will not be aliowed to borrow books untill he has paid the amount due.

v) Books may be re-issued for a future period of a month or 4 fortnight, as the case may
be, provided:

~a) the book i.S actually brought to the Library.
b) no other reéder has applied for the book in the meantime,
6. USE OF BOOKS: |
i}, All markings, underlining etc. on books Shéll be absolutely forbidden.

ii) No tracing or mechanical reproduction shall be made without express permission from
the Librarian. '

iii) Before leaving the Library, readers shall retarn to the assistant at the Counter any
books or maps which they has taken for consultations. '

iv) - Readers shall be responsible fo any dam ge or injury done-to the books or other
property belonging to the Library shallbe réguired to replace such books ar other
property damaged or injured, or paydhe © aable value thereof. Those found guilty
of damaging the books shall be @

~ concerned Deans. If any ong bookNedd set is fost or damaged the whole set will have '
to be replaced. In case of o book one has to pay the {cuirent) cost if the title
1t tiRes 4 times of the cost of boaok shall be collected.

¢d from the Libary in consuitation with the

is in print. For out of

v) Books can be bggrowe Jfler production of identity cards by the students.

7. REFERENCE BOOK!
Books of the following description shall not be lent out:-

a) Current periodicals. (In special circumstances bound volumes of periodicals not exceed-
ing two in number shall be lent for a period not exceeding onu week to the members
of the University Staff and Research Students at the discretion of the Librarian). -

) Dictionariés and other works.of reference.
¢) Maps ”

d). Rare and Valuable books

e) Manuscripts |

f) Boqks specially reserved under the instruction of the Heads of the Departments.

g) A new book shall not be taken out of the Library during the first fortnight after it has
been classified and catalogued.

Note: Members of the categogies ‘A’ and ‘B’ may be permitted in special cases to borrow
any of these books for such specified period as the Vice-Chancellor may determine.




8. TEX" #0Q0KS:

The Text-hook collection is inteisded enly for Post-Graduate students. Two copies of each
text-book will be kept in Text-Book section for consultation in the Tibrary premises only against
identity cards. They will not be lent out. They have to return these r=¢t books while leaving the
library and take back their identity ar!. .

i CARRELS:

9. RESEAT

There aze at present only 80 carye's and as such adniission to these carrels shall be restricted.

1) The carrels shall be alioted to the fo]!owing:-' i

(1} For tuli-time M.Phil and Ph.DD, research work.

' {2) Teacher candidates who are doing Ph.[3. research work.
(3) UGKC research scholars, professors

(4) Temporary assignments,

iy Allotment shall be made by the University Librarian on the recommendations of the
Deans concerned, but to be eligible a research student would be required tc have atleast
one year's standing after registration. Seniority shall be taken into consideration as fas
as possible.

i) Research schofars, if they do not use the Research carrel for a week continiousiy shall
forfeit the carrel and will have to get it realloted.

iv) The carrel shall not be used for taking tea or JAMes. The research scholar shali be
soleley responsible for the furniture and ather @ s in the hall and also for the key
handed over to him. If the key of the ceme! is lost by him/her, he/she shall have to
replace the key. v '

iting, the right of the carrel. In addition
1 with the Dean, shall take any other action he

v} Misuse of the carrels shall resul

the University Librarian in comeuitate
deems necessary.

vi) Research carre! wil! be aiiotted to only such Research scholars who have passed thier
Pre-Ph.D. / M.Phil Entrance Test and enroiled themselves as 4 member ofthe Library.

vii A Research Scholar may retain a carrel for a period not exceeding 2 years, The time
limit may be extended by snother 6 months if the concerned Tiean approves of it.

viii} A register shali be maintanined to observe the attendence oi the research scholars who
are alloted the carrels.

ix) Library books should not be (aken inside the carrels,

x) The Researcii carrel #all could be used only from 10.00 am. w0 5.00 p.m. on working
days and 10.60 am. 1o 4.30 p.m. on holidays,

10. THESES:

i) All theses and M.Phil Dissertations in all subjects, forwarded by the Registrar to the
Library, shall be placed in the University Library.

ii) Ali theses shali be kept in book cases and shall be grouped according to subjects. Each
. thesis shall be duly entered in the special theses index. '
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i) All these shall be avéilable for persual on demand to readers in the University Librar)f.
The readers shall be also give an undertaking to the University Librarian,;on a prescribed
form, regarding the use ‘made of the manucripts.

" GENERAL RULES

1. Books may be consulted in the Library by the members of the Univérsity,; students of the
“university and of the affiliated Colleges and others who have obtained the specidl permission of
_ the Librarian. ' : : :

2 Members desirous of using the Library shall enter thcir names legibly in a register at
the entrance and will be aflowed to carry only & notebook with them. All other articles shall be
deposited at the counter. ' '

3. Strict silence should be maintained in the Library. o
4. Spitting, smoking and other offensive or objcctionablé practicies are strictly prohibiteé.

. 5. Anyone who violates the rules and regulations of the Library would be liable to lose the
privilage of Membership. : !

Appendix-B.

_ . ' . Guidelines for Libragy Users ’
'A. Library Timings | 6

Al The Librarjr is kept open through year except on 26 January, iSth August and
- 2nd October. ' -

A2 The Libraty observes the fo@ng working hours:

_A_NATI’ONAL LEVEL POST-EXPERtENCE “iANAGEMENT DEVELOPMENT INSTITUTE f

8.00 Hrs. - 20.00 Hr | | _
©8.00 Hrs. - 17.00,Hrs. 8g Sundays and Holidyas and during Summer Vacation (15th
April to 2%th if there are no coUrses. ' :

The Libiary may Ye kept open till 22.00 Hrs. during the two sessioris of the ‘Course
_in General Management for Senior Executives at the request of the participants. -

B. General

B:1. To ensure safety of the library collection, please rcffain from smokiﬁg in the Library
premises. : ' S S

B2 Observance of silence is in the intetest of all users. _
B3 If you have personal books and bags with yoi: when you visit the Library, please deposit
' them at the Checking Counter. Before that, make sure that no money or valﬁables

. are left in your bag. : : '

- B4 After use, please leave the documents on the tabl‘e._. We shall replace them.
C. Borrowing Facilities -

C.1 Who is a Borrower?

C.1.1 Ifyouarea member of the professional staff (i.e., a member of Facuity, a Consuftant, -
-a Research Assopiate;’Assistant) you are entitled to borrow library materials other’
than those specified in Section D. - '
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Cl2. If, however you are a project-tied or temporary- staff, p’Iease use the reading room
l’acnhtles oily '

€C13. Ifyouarea supportmg staff there isa collection of textbooks You may borrow these
books, if you are appearing in any examinations, - :

Cl4. Ifyouarea part1c1pant toa Course you are most welcome fo borrow library material.

C.1.5. Please do not borrow any library documents for the use of others. However, if you
wish any of your acquitances to use the Library, piease introduce him to us. We shall
~ provide him a temporary card for using the readlng room facilities only

C2 How fo Borrow"

C2.1. There are two cards in each book Please sign both, record your memberbhlp number
and date and retum both to the staff at the Checking Counter ' :

C2.2 Ifyou are a Course Parttc:pant please record your room number in place of membership
number. : :

C.23. In case of serials, please fill up the spec1f1ed form dwa[ble at the (,heckmg Counter '
Please use a separate form for each document. :

C.24. Please visit the Library and sign the loan records yourselves. This w1|l he[p in avoiding
o any future comphcatlons

to discharge the loans. If, however, you wish us to disch ¢ loans in your presence, please
return the documents between 8.00 Hrs. and 12:30 HrsNaa Orking days. If you return the
material through messengers, you may send a list W™ licate. We shall sign and return the
duplicate copy in token of acknowledgement. ) :

C3 How to Return? - : : '
Please return ali borrowed documents at the Checklni Coued We take all possible care

C.4 How Many?

Please limit your borrowings to 1 kg, five loose issues of serials and two bound volumes
of serials. This will help you in keeping of the borrowed material, ' _ -

C.5 For How Long?

C.5.1 Thirty (30) days for books and 15 days for serials are reasonable periods of loan,
_Please return the borrowed documents before this period. You will save our time for
sendmg reminders to about 200 actlve borrowers.

C52 If you are a participant to a Course, please return the borrowed documents at least
one day before the Course is over.

D. Documents for use in lerary

The followmg types of documents are for use in the lerary premises only:

- feference books

- . Bound Volumes of Newspapers

- Out of Print and Irreplaceable Documents

- Newspapers/Magazines Displayed at the Brong Lounge

. CaIendarsiBrochurcs of Educational/Research Institutions
- Consultahon/Asmgnment Reports

- Reading Material for Courses




The last two items are for exclusive use of the professional staft mentioned in Geciicn CLL
above. ' o

E. Reservation

You may reserve library documents which you are.using. 3%.use collect a Reservation form
from the Checking Counter and keep it along with the documents on the table. If, however, you
do not use the material consceutively for three days, we shall repiace the m aterial oo shelves,

F. The_ Browsing Lounge

The Lounge is primarily for the use of the Course Participants for browsing through
newspapers/magazines. Please ensure that they get preference in using this. facitity.

G. Inter-Library Loan

We have inter-library loan arrangement with selected libraries within and outside Hyderabd.
1f you need any material to be borrowed, please advise us.

H. Visitor

If'you are not a member of the College staff, we need an appropriatz intfoduction on the
basis of which we shall issue a temporary pass for using the reading room Tacilities only . Please
sign the visitors Register every time you visit.

L Loss of Library Documents

In case of loss of a library document 3
unable to acguire a replacement copy, you Wy

* (convertible at the current exchange raég, in cise of foreign publications) of the document.
(Source: Library _:and Informatj Scéices'at ASCI (1978) Adminstrative Staff College of

India, Hydcrabad. }

jusist Ton a replacement Copy. In case you are
Lyaisvid o pay the publigher's catalogue price -
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UNIT-8: PERSONNEL MANAGEMENT IN LIBRARIES
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8.0 AIMS AND OBJECTIVES

In a service oriented organisation like Library, manpower resource becomes of utmost
importance. The effective use of other resources, books, buildings, funds etc. depends o human
‘resources, The purpose of this unit is to introduce you to all aspects of mangement of personnel.

After studying this unit, you should be able to
- explain the different carégeries of staff needed for o Hhiary:

~estimate the manpower re ired using the techniques like job desceiption, job evaluation,
iob analysis, standard staif formulae, eic.,

- work out details for recruirmaent, selection, orientation and siafl develapment;

- describe the methods used for performance appriisil




8.1 INTRODUCTION

Three basic components of a library are documents, users and staff. The stdff brings users
and books into purposefull contact. Well trained and motivated human’ resources are of vital
importance for a service organization like library.

Therc are various types of library jObS to be performed. 1t requires persons with professional
knowledge, competence and proper attifude to render effective library service.

The present complex working of a large library requires different categories of staff, pro-
fessional, semi - professional specialised in the use of modern technologies, administrative and
fipancial work.

In order to achieve goals and objectives of the library, manpower requirement need to be
assessed, located and harnessed. Job analysis and knowledge of work can help in determining
manpower requirements, skills necessary for the duties and responsibilities entrusted.

Orientation of newly appointcd staff, their training and periodic evaluation of pcrfmmance
are sina-qua-non of good personnel management. The activity which directs and coordinates the
manpower into a kind of dynamic organization is the personnel management.

8.2 LIBRARY PERSONNEL

The type of library, the nature of clientele, the serdiges offered and area of working space are
the factors that help in estimating manpower regu at irrespective of the number, looking

at the working of different libraries in In Q services offered by them, it will be seen that
various types and levels of personnel are reQyUIg#H to plan and execute the activities to the fullest
satisfaction of users. ?\ - .

Categories of Staff: ' '

A modern library wikgsualéhave the following categories of staff:

i) Professionals
iiy Semi-professionais

iii) Specialised in skills other than Library and Information Science ie. Computer and Com-
munication Technologies, Reprography etc.

iv) Persons involved in Adminstrative and Financial work

v) Unskilled workers.
8.2.1 Professionals

These persons work at the top and middle level management.. They possess high academic
and professional qualifications and several years of library work experience.

Top ranking professionals will be responsible for planning, policy making, quélity control,
budgeting, resource mobilizaticn and public relations. They have to be on different decision
making committees and play leadership role. Their involvement will be predominantly in
intellectual and non-routine activities.

The professmna]s working at middle level or as heads of different sections have to develop
innovative methods, new procedures and take responsibility for exccut:on of activites as per
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general guidelines, policies and objectives. Supervision and monitoring also come under their
purview. They need display professional expertise and fulfil the information needs of users.

Librarians of University, Special and Public Libraries, Deputy Librarians and Assistant
Librarians and Professional Assistants fall under the professional categories,

8.2.2 Semi-professionals

The persons in this category perform routine and repetive jobs. This type of work forms
essenfial part of all sections of the LIbrary, ie. acquisition, technical services, maintenance,
circulation and reference service. Checking up for bibliographical details of books to be ordered,
accessioning, physical processing of books, typing and filing of catalogue cards, charging and
discharging, claiming non-receipt of issues of current periodicals, preparing periodicals for hinding -
ele. are some examples of routine jobs in the library. '

The gualifications required of 2 semi-professional is a certificate in library science or
equivalent under-graduate quakitications. They are designated as technical assistants, cataloguers,
recoerd assistants ete.

8.2.3 Supporting Staff wiih specialized skiils

- A large modern Hbrary irrespective of its type has to adopt computer, communication and
media technologies for providing library and information service e ficiently. Use of computers
for house-keeping and storage and retrieval of information, xerox Wd micrographic facilities,
use of audio-visual materials, bringing out regularly indexing an gracting bulletins ete, has
become unavoidable for providing comprehensive and effi@brary and information service.

It therefore becomes necessary to employ personnel (h ssess specilized knowledge and
skills, like technical writing, system and analysis, pro ing, operation research, information
technology, reprography, micrography, etc.

This supporting staff shonld work with h in hand of library and information science
personnel and earmn a good name for th '

8.2.4 Administration and Finance PMsonnel

Vhisis another category of personnel which is very necessary for an efficient management of a-
library. Jobs like purchase of stationary, maintenance of building, making payments in accordance
with budgetary provisions, maintaining personal files and records of all staff, etc. are the duties
of administrative and finance personnel. Admistrative and finance officers, accountants, scction
officers, office assistants, stcnogr‘:@\phers, typists etc. belong to this group.

8.2.5 Unskilled Workers

These personnel do not require special skills, cleaners, attenders, sweepers, chowkidars are
afl unskilled workers. Generally there will be no clear cut gradation of the’ cadres. But they are
required in good numbers in a large university, public or special library to matutanin cleantiness,
~ take care of library property and to act as messengers,

Self-Check Exercise-1

Mention different categories of staff employed in libraries. Briefly describe their functions.




Note: i) Write your answer in the space given below,
i) Compare your answer with the model answer given at the end of this unit.

£

8.3 STAFF REQUIREMENTS

Aftrér we discussed the varicus- categories of staff, it becomes necessary fo assess the .
requirement of personnel. We can estimate the number of persons required under ditferent
categories based on library activities, Jevels of responsibilities, workload and performance of
routines. : k :

1t js an important task of the top management to find out the right type of staff to perform
various jobs satisfactorily. The management techniqu ike job analysis, job description and job
evaluation will be useful in this respect. ' '

8.3.1 Job Analysis

Dr. Ranganathan defines a job as@gultimate piece of work which is best done at a single .
stretch and whose duration is ordinariiypgnort. A number of related jobs constitute an item of
work. A number of items of wo uid Rrgregate to form blocks of work, nsually entyusted to 4
section. In a very large library, sedons are greuped into divisions and divisions into departinents
and s0 on and thus high wals of organizational structure is created. '

Job analysis implies the®process ot analysis a given job into different distinctive iterns, in
arder to estimate the quantity of work involved and type of qualifications required for performing
those jobs. o

It finds out whatis to be done and determines best method of doing it. ft provides invajuable
indicators which help in the entire opefational process and results in higher productivity.

In brief we can say that the following advantages accrue owing to the use of job analysis
tecnique: '

4) we can determine the need for personnel in concrete terms

) st_ep by step proca:dui‘e could be established for each operation leading to fhe prepartation
of work flow charts. - : .

c) help's in spécii‘ying the duties and responsibilites required of each j.oh.
d} a manual _ci:)uld be prepared for training the staff. |
- e) provides a scientific base for fixing salacies and wages. for various types of jobs
f) leads to job description which would be helpful in the recruitment Process.
helps in é:a;perimenting, with modern dcvicies - like time and Jnofio:1 studies which are .
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mstrumental in increasing overall efﬁciency and productivity.
hy will be he_Ipful in computer applications to library work;.
Sclf-check Exercise-2
What is job analysis. List out its advantages. _
Note: i) Write your answer in the spacé given below. _
n) Compare your answer with the model answer given at the end of unit.

8.3.2 Job Description

A thorough Job analysis helps in job description. Job descgipti provide reyuirements of
various operations, duties, equipments, mcthods and working cOwgdifions, responsibitities and
other essential factors relating to a particuiar jab, Al job description is necessary o
improve the selection and training of staff. The selected e % es will have an idea as to what

is expected of them and whether they will be able tﬁwm duties satisfactorily.

A good job descr.ip['ion shduld be abie tg

- identiiy the iob

= provide the job title : %

- . give a clear description of duties including procedures to be followed and tasks to be
performed.

= explain the type of degree of SUpErvIsion

- identify the relationship of the job to the totdl institution mc[udmsz the title of the person
to whom the incumbent reports;

- describe .cducation, experience, spe"cia[ skills, knowledge and abilities required
- explain salary scale and ihe total emoluments 1n<.111d1ng ﬂnwe benetits

- inform of }nomolmn avenues. . _ "

Self-check Exercise - 3 _ _ ' -

What coustitutes a good job description? -

Note: i}y Write your answer in the space given below,
) Compare your answer with the mode] answer given at the end of this unit,




8.3.3 Job Evaluation

This technique is used for establishing the worth of a job in relations to other jobs in the
organisation. Job evaluation proyides a scientific basis for fixing responsibilities in 4 positien and
corresponding compensation. The following four methods are used for job evaluation:

(a) Rankiﬁg method (b) Classification system, (¢) Factor comparison method and (d) Point
system.

a) Ranking Methed: This method involves comaparing each job in relation o athers in terms
of technical skills, corplexity,work environme'nt,'and other specitic job description factors that
help in determing the value of the job. By comparing jobs under consideration and ranking them
tow to high, job requirements and emeluments ar¢ fixed. '

) Classification System: This is a rraditional merhod of job evaluation. Classcs of jobs are '
defined on the basis of duties, skills, abilities responsib¥gies and other job related qualities. The
jobs are arranged in a hierarchy with several job arrsgs. Jis is a flexible systern in as much as it
allows riew positions in the hierarchy. In Indi ibrane® usually this system of joOb ciassification
is used as discussed in section 8.3.1 above.

conditions for each job. The sala eack job is fixed by taking these factors into consideratiorn.
The following factors are Toun st all jobs of an organization.

(¢) Factor Comparisen Method: Thi?ﬁod presupposes some essential pre-requisites and

« Mental requirement iob consists of counting, calculations or mere copying

- Skill requirements i.e. cMability to grasp and communicate

- Physical requirements i.g. whether job needs heavy or fight physical work
- Responsibility ie. physical plants, safety of persons employed in the organisation

- Working conditions i.e. climatic and atmospheric conditions of the place of working having
bearing upon the health of the workers.

They key jobs are then ranked under each of the factors. The next step is to decide for
each job the current rate to be paid for each factor. Comparisons are then made between the
zanking and agreed facior rates. Finally factor comparison schedule is prepared indicating the
picce rate value of all the key jobs under each of the factor heading. 'The sum total of thesc
factors value represents the cash rate for the job i question. All other jobs are fitted into the
scales obtained for the key jobs and remuneration fixed by taking into consideration these five
factors. '

d) Point System: In this method jobs are evaluated by identifying specific compensation factors
in each job, Each factor then assigned points according to its importance. in fulfilling the
objectives of the organisation. Points are correlated to rates of compensaticin. Each job is
assessed in terms of comparable factors and paints. These faciors include {23 skili, {b) effort,
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(c) responsibility and (d) job conditions. Fach factor may be further divided into education,
experience, training and mental complexity and adaptability. Each of these sub-factors may be
further graded into five degrees. Each degree is then assigned points which in turn indicate the
rate. The aggregate points allotted to each job form the basis of the salary scale.

Self-Check Exercies - 4

List out different method of job evaluation.

Note: i) Write four answer in the space given below.
i) Compare your answer with the model answer given at the end of unit.

B R R I R T R T L T T T TR,
e e A B T T .

............................................................................................

8.3.4- Staff Size

The factors like library working hours, total number of do and users, new additons

per annum, books borrowed and returned every day, avegameunumber of reference yueries and
answers per day , documentation services offered inc!udin copies supplied etc, are helpful

~ In determing the size of the staff. _
foEuIa but there is no unanimity or finality

about them. Dr.S.R. Ranganathan based o erience and research has prepared a staff
formula for Indian libraries. Althoughyjt is Pegtty old, but still provides good guidance for
deciding the number of staff require some niodificatio_ns this formula could be applied
to any library. '

A number standards are avilable about st

The details of the formula are presented below in relation to public and university/college
libraries. :

Sections Public Libraries ' University/College Libraries
Books 1 person for every 6,000 vol- Same as for public libraries,
' umes added in a year
Classification & Cata- 1 person for every 2000 vol- - do -
loguing : umes added in a year _
Pericdicals ; 1 person for every 1000 peri- 1 person for every 500 period-
odicals currently taken icals currently taken
Reference 1 person for every 50 readers Same as for public iibraries,
using the library in a day '
Circulation 1 person for every 1500 hours - do -
' for which one counter is
" open
Documentation - - 1. person for every 1000 entries
prepared
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Maintenance - 1 person for every 6000 vol- 1 persons for every 6000 vol-
umes added in a year and 1 ~ umes in a Year
person for every 50,000 vol- 1 person for very 500 volumes
umes in the library. - to be replaced i a day

1 person for every 1,060,000 vol-
umes i the library.

Sel!‘-(‘hcck Exercise - 5

State the factors one need to take 1nto consideration for determmg the staff size.

Note i) Write your answer in the space glven below,
). Comparc your answer with model answer given at the end of umt

5.4 STAFF RECRUITMENT AND ORIENIPTION

The recruitment of library staff has planned properly. It will be ideal to have a

poticy relating to recruitment, traini d promotion of staff. Such pobicy guidelines will heip
administration to follow a syste atic Wrocedure in recruitment and selection of staff. Various
steps to be taken in this conn re planning, selection and oriéntation of the new]y reciuited

stafT.

8.4.1 Planning @ | |

(a) Proper planning is essential to assess the number of pelﬂons required and also theie catcgories
Improper planning may lead to either overstaffing or understatfing.

The planning should aim at:
- avmdmg imbatances in distribt utmn or allocation of manpower
- contralling the cost aspect of huplan resources
- formulating transfer and siiccession policy.

(b) The second step necessary will be to cail for applications advertising through newspapers,
professional journals, newsletters etc. Details about the post need be made available, if necessary
through a proforma application form which should contain title of the post, personat data, like
name, address, sex, marital status etc. educational and protessional qualifications required, work
experience, scale and salary, fringe benefits, promotionat avenues, a brief resume of duties and
responsibilities and last date for submission of application.

/(c) The planning should also include constituting of 4 well thought selection committee and the

dates for its meeting,
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8.4.2 Selection Procedure

The process of selection is very crucial in as much as it finalises the recruitment. herefore
the person chosen should be a successful match to the post advertised.

An objective analysis of personal data provided in the application farm and verification of
past performance from the letters of referees and previous employer, conducting intelligence,
attainment and aptitude tests, personal interviews by the statutory sclection committee, etc, are

| the means for selecting suitable candidates.

The selected candidates are issued letters of appointments after the recommerndations of'
| the selection committee are approved by competent authority. |

Self Check Exercise - 6
Briefly explain the process of recruitment and selection of staff.

Note: 1) Write your answer in the space given below.
1) Compare your answer with the model answer given at the end of this unit.

8.4.3 Crientation Q -

The newly appointed person cannot woNglelTitiently immediately. He wiil have numerous
. questions in his mind. His doubts and s need to be cla ified. Irrespective of their experience
or qualification, all new employees nee al training/oris ntation. Purpose of orientation is to
instiil confidence in them about the new €nvironment and motivate them to do their best with
interest and involvement.

The orientation programme covers two basic areas; general information and the goals,
objectives and philosophies of organisation,

Information concerning pay periods, vacations, different types of leave they are entitled to,
leave travel concessions and other fringe benefits consitute the general information.

Introduction of objectives and goals of the library and various activities and services offered |
by it and finally specific jobs that are expected to be performed by such appointees from the
second area of orientation.

‘Lectures by senior staff, audio visual presentation, staff manuals, library tours, etc. are the
methods used in initiating the newly recruited staff to their new organisation.




Self-Check Exercise-7
How is a newly appointed person oriented {o the new organisation?

Note: i) Write your answer in the space given below.
i) Compare your answer with the model answer given at the end of this umit.

............................................................................................
............................................................................................
.............................................................................................

............................................................................................

8.5 STAFF DEVELOPMENT

With the progress of knowlédge and use of rew technologies, it becomes necessary for each
library to make provision for providing continuous training and eduction to its staff. This is
necessary for quality output from the staff and their best performance. The rapid changes that
are taking place in all types of libraries are compellingWpraries to attach new importance to staff
development.

in India, staff deveiopment activities ogrammcs have gained importance in recent
years. The various continuing education progt#ines are being conducted by nafional professional
associations - ILA, TASLIC by' arrar&mt term training courses in computer application,
thesaurus construction, biblio s ant various aspects of library management. Workshops and
seminars organised by them arc\giSo Mseful for updating the knowledge and skills of professionals.
At the national level INBBOC afid DRTC and International level IFLA, I_UNESCO, ete. are
conducting such traininammcs.

UGC as a part of new educatjonal policy and its action plan has established academic staff
colleges in universities. These colleges are conducting orientation and refresher courses for
library professionals..

Every library, regardless of size or type needs a planned staff development. Human resources
are very valuable for all libraries. Their_potenn'al could be exploited by upgrading knowledge
through regular training programmes.

Self-Check Exercise - 8
Why staff development programme is of utmost importance for all libraries 7

Note: i) Write your answer in the space given below.
ii) Compare your answer with model answer given at the end of the unit.

............................................................................................
............................................................................................
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8.6 PERFORMANCE APPRAISAL

Performance appraisal is an important tool for assessing the job-related strengths and
weaknesses of an employee. A systematic written performance appraisal system provides a sound
method for comparing the performance of employees which in turn helps in taking decisions for
pay Increase or promotions. [t aiso helps in assessibng the potentin! of employees, their goad and
weak points and designing manazement development programmes for them. The performance
appraisal is an important comm.and in the hands of scniors which the subordinates respect.

Briefly we can summarize the purposes of appraisal or performance as follows:
a) Administrative Use:

- tasks assigned and fulfilled

- suitability for promotions
- transfers, lay offs and termination
- evaluation of training needs

- personal traits, honesty and integrity, discipline, conductNgd behaviour, relations with
other empioyees, ete.

b) Seif-improvement of the employee: O
- He should know where Le stands
- He should make up for his deficiengg E
Each organisation will have its own sche and methad for performance appraisals, Indian
almost all organizations including librgfleSagcord perforn ance appraisal once a year in specially
designed confidential report forms. Th 0 prepared by ‘mmediate supervisors. These reports
are reviewed by senior officers and finally assessed by Chief Librarians. Generally rating scales

used are, excellent, very good, good, satisfactory, unsatisfactory, etc. Any defect or inadequacy
recorded is commnicated to the employce and then he is given an opportunity to correct himeself.

The success of performance appraisals depends on estabiishing standards to judge thie quality
and quantity of work. Though performance appraisals have come to stay, the methods applied
for their recording are not fool proof. Individual traits of the reporting officers, like prejudice
and partiality, leniency or strictness, central tendency, etc. influence the ratings,

Self-Check Exercics-9

What purposes are served by performance appraisal?

Note: i} Write your answe. in the space given below.
ii) Compare your ar:wer with the model answer given at the end of the Unit.




8.7 SUMMING UP

In this unit., we have discussed various aspects of personnel mangemertin fibraries. Ditferent
categorics of staif that work in libraries, professiohais, semi-professionals and supporting staff
with specialized skills like computer appplications {o library, reprography, micrography etc, and
trained in adminstrative and financial matters including unskilled persons have been meniioned
providing Drief details about the functions they perform.

The assessment of functional reguirements of personnc including their number under various
categories could be done by using management techniques like, job analysis, job description, job
evaluation and standard staff formulae.

The process that need to be followed for recruitment and seleerion of personnel, their
orientation, development through continuing education programmes and performance appraisals,
has been delineated and discussed.

é.S MODEL ANSWERS TO SELF-CHIE

iy Professionals: They possessehiieh aoferalc and professional guadifications and work

policy making, budyeting, quality control,

experience. Their functions it > planning, §

They provide leadership, direetion and pet the
] =)

iiy Semi-professio sually possess ceriificate in Library Science and perform routine

johs and assist professionals.

i) Supporting statf with specialized skills: Compurer applications, reprography, Microgra-
phy, audic-visual etc. are some of thelr functiens,

i) Adminstrative and Finance personnel: They are responsible for maintenance of Duild-
ings, purchases, service records, etc,

v} Unskilled workers: Jobs like cleanliness, secuyity of property. Ccarrying messiges and
communications, are performed by them.

2) The advantages of job analysis are: They spell out staff requirements in concrete 1erms e
gualifications, experience and skills required. Provide scientific base for fixing salaries and
wages, help establish step by step procedure for each jeb. Help preparing staff manuals and
wark fiow chart and adapting moderm technologies including compatier apwlications.

3) A good job description includes detais like title, salary, dutles anc responsibilitics, gualifica-
tions required, minimum expericnce, promotional avenues. [0 whon [0 report, supervision,
etc.

4) The job evaluation methods are lsied below:




a) Ranking method: Comparing a job in relation to others and raking it low or high in
terms of job requirements and emoluments,

b) Classification system: Classes of jobs are defined on the basis of duties, responsibilities,
skills and abilities.

¢} Factor comparison method: Tactors like, mental requirements, skili requirements,
physical requirements, working conditions etc. form the basis for ranking and rating.

d) Point system: Specific compensable Factors in each: job are identitied and graded and
salary scales are decided. '

51 The factors that form the basis of staff formulac are:
‘ Library hours per day

Total number of documents in the library

L

Number of additions per annuam
Daily visitors to the librarv.
Current periodicals in-take
Book circulation
MNo. of reference questioné asked per day
| Bibliographies and documentation services offer
. 0y Recruitment anc_l.selection process include the followi p8:

a) Planning - avoid imbalances,. proper ailodyfion of manpower, controlling cost and
deciding transfer and succession p

b} Advertising through newspap
_ Paj

% proi@esional journals and newsletters, etc, providing
all particulars, '

¢) .Constituting a thought out selection Commitiee
d) belecting by analysing personnel data, arranging tests, and personnel interviews.

7} Orientation programmes should inctude: Iniroduction to goals and objectives of the library,
its tunctions, services, future plans, a tour of the library, audio-visual prescntation, pasting

in each section for few days and getting the newly employed staff practical knowledge of all
aspects and routines of library work. : :

8) Professional knowledge and skills are expanding very fast. The computer and communication
technologres are begin adopted for efficient library operation and servies. Therefore providing
continuing education for library staff has become essential., The potential could be put to
maximum use allowing staff to develop by participating in professional, conferences, seminars,
training programmes efc. .

9} The performance appraisal serves the following purposes;
2y Administrative purposes:
- tasks assigned and fulfilied -

- transfers; lay offs and tfermination
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8.10 RECOMMENDED BOOKS

_ Induetion: Initiation of 0 =wly d

- evaluation of personal traits - honesty, integrity, discipline, conduct and behaviour

h) Self improvement of the employee:
- Employee should know where hé stands

. He should make up from his deficiencies.

— e

[
8.9 ASSIGNMENTS

e

1) Make a case of different categories of personne! working in any standard public hbrary in
Andhra Pradesh.

2) Write a critique on staff formula of Dr. §.R.Ranganatham.

3) Briefly discuss the continuing education programmes of TLA. INSDOC, and TASLIC.

-

1. Khanna, JK. Personnel Management in Lil)rariéé. New Delhi: ESS ESS Publishing, 1981,

2. Mittal, R.L. Library Administration: Theory and Practice 5 th ed. New Delht: Metropolitan
Bock Co., 1989 .

3. Narayana, G..J Library and Information Manag sment New Delhi: Prentice-Hall of India,
1991, '

4. Ranganathan, S.R, Library ADministr@ 2na. ed. Bombay: Asia Publishing House,
1960.

8.11 GLOSSARY

ointed staff to the library 1o fit them into'a new environment.

Job Analysis: The proc analysing specific job based on various tasks involved, machines

and equipments used, skillsy knowledge and personal traits required to perform the job.

Job Evaluation: The process of establishing the work of a job in relation 10 other jobs in the
_organisation.

Organisation Development: A planned process designed to improve organisational effectiveness
and health through modliﬁcations of individual and group behaviour.

Performance Appraisal: A systematic cvaluation of an cmployec’s job-related strengths and
weaknesses.

Staft Development:  Continuing education programmes to keep the stafi well informed of current
developments in the field and provide opportunites to acquire new skills and knowledge.
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UNIT-9 : FINANCIAL MANAGEMENT IN LIBRARIES
o e N LABRARIES

Contents

9.0 Aims and Objectives
9.1.  Introduction
9.2 Library Finance
9.2.1 Source of Income
9.2.2  Library Expenditure
93  Methods of Financial Estimation
9.3.1 Per Capita Methods
9.3.2 Proportional Methods
9.33 Method of details
94  Library Budget
94.1. Budgetary Methods
942 Usc of Standards and Norms
9.5 Budgetary Process

95.1 Preparation of Budget
952 Detending the budget request 0
9.5.3 Approval and implementation of budget

9.6 Accoun_ring O

- 96.1 Different types of Accounts Registers ?\
9.7 Auditing Q~

2.8 Summing up

99  Mode! Answers to Selt Check @
930 Assignments

9.11 Recommended Books
9.12  Glossary ' _
- —_—

9.6 AIMS AND OBJECTIVES
.—-'__\_u_.u——-.__a_._——.___'-—-_._\_"_—‘_"—'—-—-_._\_\—___._

Finances act as the live-wire of al| institutions, and library is no exception to this rule,
Therefore, librarians need know ail nuances of fiscal management. This unit provides detajls
necessary to mange the fianances of libraries.

After studying the Unit you wili be able to:

- Identity sources of fianances for different types of libraries
- know the methodology for the cstimation of finances.
- explain budgetary methods and procedures

apply norms for preparing library budget,

- describe the importance of accounting and auditing procedures

—
N
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- gel acquianted with different types of financial records.

. e——

e
2.1 INTRODUCTION

- "

~ To organize libraries and for providing the services needed by users, finance plays a vital
role. Most of the libraries are not revenue earning instituions but they ar¢ growing organisms.
They, therefore, need perenniai sources of finance for sustenance and growth. As such. libraries

have to be carefu) in managing their finances andl controlling expenditure,

This unit discusses in detail all aspécts of fiscal management such as sources of income,
items of expenditure, methods of financial estimation, fypes of budgets, uses of budgets, ptanning
and preparing of budgets and getting themlapproved, accounting and auditing and maintenance
of appropriate records. '

Budgets are central to the financial management as it is an instrument of financial control.
Due to growing emphasis on accountability, pressure of inflation, profiferation of reading materials
that need to be acquired, impact of technology and most importantly competing demands on
limited soufces, a careful look at the budgetary methods has become essential.  This unit,
therefore, discuss traditional and pewer budgetary methods to get a clear idea about the relevant
issues.

. . - e ——

9.2 LIBRARY FINANCE

cohiinuous and up-to- date information to

its users. The rythm and tempc of readers’ s S¥nd on good physical facilitics, availability
of reading materials in diffterent physical %
basis, providing reprographic, microgr i and tomputer based bibliographic and literature search
committed and motivated professionals, who could

Jd available facilities. Only an adequate and continuous

nd updating the Jibrary stock on continuous

services, etc. Equally important is gua
maximize the use of reading als a
provision of funds can ensure dRSUC activities and facilities.

9.2.1 Sources of Fin

The sources of finance differ from library to library. 1hey include: (1) Government, (i1)
Funds from parental organisations, (iii) Library Cess, (iv) Subscriptions. {v) Endowment, (Vi)
Gifts and Donations both in cash or kind, (vii) Selling of library services. The sources of finances
for different types of librarfes are discussed below. '

1) Public Library
a) Library Cess:

There are eight states inn India which have Public Libraries Acts. But only Five States,
. iz, Tamil Nadu, Andhra Pradesh, Karnataka, Kerala and Haryana have made provision in the
acts to levy Library Cess. However, there is no such provision in the Public Libraries Acts of
Maharasira, West Bengal and Manipur.

Although the amournit collected from the cess is not adequate for the efticient functioning
of pubtic libraries, it helps creating awareness about public libraries among the public.




by Government Grants:

Public library service in Tndia has not received much attention of hoth the State and Central
Governments as it deserves. The States,wherc Public Library Legislations exist, the governments
have made provisions in the Acts for providing grants linked to the amount collected as library
cess. Often such States also provide ad hoc grants to tide over financial crisis for public libraries,
The public libraries are better placed in such States ag comparcd to States without Acts.

The Central grants to public libraries are channelized through Raja Rammohan Roy Library
Foundation (Calculta) both in the shape of reading material an. amounts for construction of
buildings, purchase of storage materials, etc, However, these grots are not at all adequate
compared to the needs. Enact of a Central Law and State Laws in all States will g0 a long way
in improving the situation. '

¢} Subscriptions:

In spite of the fact that UNESCO’s public libraries manifeso (1972) eavisaged that public
library service should be available to all without any charge, subscriptions are coIIected'by many
libraries in our country which are the only source of their revenue. The plea not to collect subs
cription was made by Dr.S.R.Ranganathan as early asin 1931. The Library Advisory Committee,
Government of India in its report (19537) describes subscription libraries as "stagnating pools”,
However, subscriptions continue to be one of the major sources of revenue although inadequate

fo maintain [ibraries.
d) Endowments:

In USA and other Western countrics, endowments ivate benefactions, aré comman
sources of finance. But in India it is not so. The ggants received from endowment or private
benefactors are not of recurring nature and hence be spent only as a capital fund for

building, furniture, etc. Tn India, such R reveRue are rarely available to public libraries,
The practice is not that common ii- India as Wt i Wesiern countries,

e) Minor Sources: @

These include fees and fines, gifts in cash or kind, sale of old newspapers, xerox and
micrographic charges. _

Self-Check Exercies-1
List the sources of finance for Public libraries,

Note: 1) Write your anwer in the space provided below

i) Compare your answer with the model answer given at the the end of this unit.




2} Academic Libraries
a) University and College Libraries

(i) Major Source of Revenue:
Univessity and College libraries receive their major funds from (wo SOUTCES:

(1) Budgetary Grants: The univ_ersities and colleges make allocation {0 university and college
libraries regularly from their own budgets.

(2) Grants from University Grants Commission (UGC): Thé UGC under its development
programme, provides funds to university and college librarics. These grants are plan or
non-plan grants and recurring or non-recurring grants (Grants that are given for meeting
capital expenditure such as construction of library buildings and purchase of computers, are
non-recurring grants. Recurring grants are utilized primarily for acquiring library materiais
~and processing them for use. Al times, University and College Libraries get ad hoc or
special grants from poth UGC and State Governments.

(iij Minor Sources of Revenue: The foliowing types of income could be categorized as mmor
sources: '

- Income from library fees collected from .s'[udents

- Income from gitts - Individual or organizations Mgke such gifts, in cash or Kind.

- Fines collected from borrowers for overdue b '

- Money collected from rcaders for reso D n_lal[)racticc.s
. Sale of wastepapers {oid newspa magazines ctc.)
- Charges for providing phot pmocuments .

(b} School Libraries:

Although libraries @most important adjuncts of schools which promote reading habits
of students at an early age) ffortunately very few schools in India have good libraries.

The schol libraries depend mostly on the following sources for funds:

- The Library fees collected from students
. Contribution from the management
- Government grants

- Donations from public
(c) Special Libraries:

Comparatively, special libaries are in a better position 50 far the sources of income are
concerned.  Institutions invoived in research activities are very much concerned about the
availability of latest information and thercfore, make regular provisions in their budgets for
libraries. In addition, whenever special research projects are taken up, 30me amount allocated
for the purchase of books and journals. Many funding agencies which utilize the services of such
institutions for doing rescarch on specific issucs (spbnsored research projects). The research
grants usually include special ailocation for acquiring reading material.
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9.2.2 Library Expenditure

Income and expenditure are rwo very important components of financiat management, We
have already discussed in Section 9.2.1 the sources of income of different types of libraries.
All types of libraries face financial constraints, Therefore, it becomes necessary to understand

some basic characteristics of library expenditure so as to strike a balance between income and
expenditure,

Characteristics of Library Expenditure:
Some of the essentia! characteristics of libary expenditure are described below:
a} Spending Institutions

Libraries do not fetch any revenue for providing services but are spending institutions,
They are also not profit-making instituions. Unlike industries and public utilities like clectricity
boards, the gains from library are not visible. Economic returns ot library and information are
not directly measureable, but they provide information that contributes to social and economic
development of the nation. Information is an essential ingredient in the dccision-making process
In research, business, Industry and as such investment in libraries leads to invisible economic
returns. Expenditure on libraries in educational institutions is an investment in human resource
development,

b) Growing Institutions

As has been rightly pronounced by Ranganathan in the FiftN\Lawof Library Science "Library
is 4 growing Organism”, There is continuous growth in d nts, readers and staff necessitating
increasing in expenditure. :

¢} Recurring Expenditure

Libraries are not only growing instit S, bt once established stay for ever. Their
effectiveness depends on continuous flow o ances and recurring funds, '

d) Equitable Allocation @

While allocating funds, equal weight need be given to all subjects and services. Distribution
of funds has to be balanced: Comparative prices of reading materials in different subjects should
be borne in mind. '

e) Overall Economy

The expenditurc has to be balanced with income, because the sources of income are always
limited. Utmost economy has, therefore, to be achieved while incurring, One needs to keep in
mind the dictum of Melvil Dewey " Best books for the largest number at the least cost”.

Self-Check Exercise-2

What are the charateristics of libraiy expenditure?

-Note: 1} Write your answer in the space provided below.
ii) Compare your answer with the model answer given at the end of this unit,




9.3 METHODS OF FINANCIAL ESTIMATION

Having known about the sources of income and the basic characteristics of expenditure, it will
be worthwhile to understand the methods that help in the estimation of financial requirements.
There are certain thumb rules that help libraries in arriving at reasonable estimates of financial
requirements of various types of libraries to provide a reasonable tevel of service, They are Lriefly
discussed below. ' '

9.3.1 Per-Capita Method

In this method, a minimum amount per head of population is fixed, considered as essential
to Library service maintaining certain required standards. Estimation of this basis becomes
difficult in respect of public libraries. :

The probiem is whether the entire population of a given area or only the literate peopie,
or the adult literate population should form the hasis of such estimation. Besides, by using

Various Commissions, Committees and ExpertNgay#from hme to time recommended certain

norms for per capita expenditure althoug old, could be used with certain modificafions
keeping in mind such factors as the rate 0 fion, increase in cost of reading materials and

staff salaries. ?\
Details about these norms prodided beiow:

i) Public Libraries: ~Way ba®g in 1950, Dr. Ranganathan suggested 50 paise per capita
expenditire. Obviousiy te has to be much higher now.

technologically advance mass media, libraries can@evcn illiterate population.

i) University and College ibraries:
a) The UGC Library Committee (1957) suggested Rs.15/- per student and Rs.200/- per
teacher as per capita rate. :

b) The Education (Kothari) Commisssion (1964-66) recommended, Rs.25/- per student and
Rs.300/- per teacher.

¢) Pr. S.R.Ranganathan’s suggestion was Rs.2{)f- per student and Rs. 300/- per teacher or
50/- per student.

9.3.2 Proporiional method

In this method, A fixed proportion oOf percentage of the total budget of an organization has

to be allocated for libraries. In case of public libraries, such proportion could be worked out in
relation to budgetary allocation for education.

Details of various recommendations are given below:

}

s
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(i) Public Libraries:
a} Raganganathan: 109% of the total budget of the State/l.ocal/Central Governments;
OR 6% of the education budget of d local/state/federal government;
b) Working Group of Libraries {Planning Commission, 1967): 1-3% of the education budget.
ii) University and College Librarfer '
4) Unversify Education '(i{adhakrishnan) Commission £1948-49) : 6.5% of University’s
budget,

by Edufzation {(Kothari) Commission (1964-66): 6.5% to 10% of University/College budget
depending on the stage of development of the concerned library. _
¢) Khandala Workshop on College Libraries organised by the UGC (1979) : 4% of the
College budget for books and journals, binding and other library cxpenditure. Separate
allocation for salaries and capital expenditure.

d) Association of Indian Uniniversities (1986): 10% of University and Coltege budget.
9.3.3 Method of Details

In this method, al! items of probable expediture are worked out while preparing financial
estimates for the [ibrary. The major items are: salaries and wa ¢s, reading materials (Books,
periodicals, newspapers, microdocuments and other non-hook 5, binding and maintenance
of the Iibrary building including heating, cooling and lighting).

The estimation has to be based keeping in mind t ber of readers to he served and

types of services to be provide 7, _

Dr.Ranganathar: suggested that while pr ringsuch detail estimates for public libraries,
the items cof expenditures shouid be divid€d Mg two categories: recurring (Curre'nt), and
non-recurring (capital) expenditure. The finaMgial estimates prepared by the Libary Advisory
Committee, Government of India (2 creating neiwork of public libraries are prepared
on this basis. UGC Library Committee ) has worked out details of expenditure for college
and university libraries using the Method of Details, .

Scif-Check-3
List the methods of estimating funds for libraries?

Note: i) Write your answer in the space provided below.
1} Compare your answer with the model answer given at the end of this unit,
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9.4 LIBRARY BUDGET

The word budget is derived from a French word ‘Bougetitee’. The word denotes a leather
pouch in which funds are appropriated tor meeting anticipated eXpenses. In fact, this continues
to be the basic idea behind budgetting. Budgets are formal statements of the financial resources
set aside for carrying out specifiic activities in a given period of time. In fact, this continues to
be the basic idea behind budgetting. Budgets are formal staternents of the financial resources
set aside for carrying out specific activities in a given period of time. It is a numerical statemcht
indicating the plans, policies and goals of library for a specitied period. 1t is a guide for incurring
expenditure for different library activities and operations throughout the ycar, as budgets are
generally preparcd for a ycar. The basic principle behind the budget is that the cstimated
expenditure should not exceed the income. '

Budgeté are-most widely used means for ptanning and controlling of library activities at
every level. Besides being an instrument of contyol, it helps in communication, coordination,
evaiuation and motivation. A good budget is an outcome of discussion befween the Chief
Librarian and different section heads. Such interaction during budget development process will
help define and integrate the activities of different sections of a library. '

Being a very important instrument, it becomes essential to know the budgetary process and
different methods of budget.

9.4.1 Budgetary Method

The methods followed in Indian Librariessor preparing budget are mostly traditional. More
of en than not, the allocations made in th @ ous financial year become the bench mark for
the current year. But in recent times, e imative methods are being considered by librarians

%ethods are listed below: '

for preparing their library budgets. T

i) Line by line Budget

i) Planning Program%udgeting System (’PBS)
iiiy Zero Base Budget ( )

iv) Site Budget
1) Line by Line Budget

~ Thisisa traditional method. It divides items of expenditure, line by line into broad categories
such as books and other reading materials, salaries and alllowances, utilities, maintenance, supplies,
travel contingencies, etc. These are all.operating eXpenscs {recurring). Besides, provision is made
whenever necessary for capital expenses {(non-recurring). The following items are included under
this category. '

a) Equipment: Typewriter, filing cabinets, racks, chairs, tables, copying machines, computers
and computer accessories. "

b) Renovations or remodelling: Fixing new partitions, doors, or remodelling of stack area;
¢) Major Construction: Extension of the existing building, or the construction of a new buidling.

Tn formulating line by line budget various standards and ratios are taken into consideration.
But usually this budget is prepared taking into account past years’ expenditure on each item.
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In order to cover the increased cost of materials, salaries and wages, proportional incremental
changes are made in the figures. This method of budgetting is relatively easy but of traditional
nature. It is inflexible and does not allow review activities. The libraries cannot depict dynamism
in thelr working and wili be slow in adoptmg mnovatmns

2) Programmes Planning and Budgeting System (PPBS}

An innovative method ‘was first introuced by Charles Hitch in 1961 in the Department of
Defence of the U.S. Government. While in Line by Line budget, funds are allocated on the
basis of fixed heads, in PPBS they are allocated to programmes produced to atrain goals set
in the plan. It enables libraries to delineate objectives, analyze cost of benefits of the existing

‘programmes, and find better and cheaper alternative methods to achieve sct objectives.

PPBS is based on the following three operational concepts:

a) Develobing an analytical ability for examining in depth the objectives and the programmes
designed to meet them.

b) Ferming a 3-year or more’ programming process combined with a eophntmdu.d man-
agement information system.

¢) Creafing a budgeting mechanism that can take hroad programmes decisions, translate
them into refined budgetary decisions and present the results for action.

The factors that help in accomplishing the process of PPB%
1) Identifying library objectives _
i) Relating cbjectives to specific service programn@ :
iii) Relating programmes to resource require%
iv) Relating resource inputs to budget eesy.
Under this budgeting system, libgary seWjces and activities are planned, analysed ‘and
interpreted. It emphasizes on proces e and achievement.

The application of PPBS requires knowledge of costing. Cost is assigned to each programme
on the basis of unit cost of operation measurement. The staft requirement is determined by
correlating number of units of work involved in a job with the number of hours a person works
in a year. Individual programmes are then integrated to prepare performance budget for the
whole library. A feedback during the progress of programmes helps in detecting deviations,
and re-ekamining objectives and programmes and introducing necessary changes. The unit cost
technigue and work measurement helps develbp a standard cost and purpose of various functions,
activities and sub-activities.

3) Zero-Base Budgeting

Zero-Base Budgeting method was introudced in 1970 by Pcter Phyrr in Texas Instrument,
Inc. (USA) as a means of effective planning and fiscal control. The zero base is derived from the
first steps in-the process - the development of hierarchy of functions bascd on the assumptions
that the unit or agency starting operations for the first time (zero points). Thus the focus of

- ZBB is on the units purpose and functions. It aims at removing activities that are not neede.

The smalier action plans, with the indication of their goals, activities, required resources and
pricrities are the main stay in ZBB. Each function or package is prepared and then ranked
against the others.
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The main advantages of 7Z.BB are listed beiow:

a) 1t offers alternatives in the selection of packages
b) Onty those activities that can be justified are included in the budget
¢) The relationship berween the quality and level of service and the money required is well
established.
4) Site Budgeiing

This budgeting system ensures that éveryone who is to be served will have access to equal
services. The goal of site budgeting is equal funding to cach reader and equitable distribution
to each unit/branch within a system.

The steps required to be taken to formulate budget under Lhis system are:

i) Find out how much moncy is required for the system as a whole;
i) Deduct all tue costs for central services and costs not easily assigned to a particular location;
iii) After deduction of expenses required for above mentioned two, remaining funds are allocated

to different outlying sites on per capita basis. There are two advantages of this budgeting
method: &) patron participation, and b) equitable funding within a system.

Seif-Check Ex_ercise-4

List the different methods of Library Budget

Note: i) Write your answer in the spaccmq ided*below. '
iy Comparc your answer with th | answer given at. the end of this unit.

- 9.4.2 Use of Norms and Standards

Budgetary standards and norms are necessary for preparing budgets and applying different
m_ethodlé'-discussed above. These norms provide guidelines for estimatior. of funds required to
offer satisfactory service to readers and how these funds could De . distributed on various items
of expenditure. ' Ce -

We have already discussed in Section 9.3 above three methods ot é’f_stimating financial
requireinents for libraries viz. (1) per capita method, (i) proportional méthqd and (iil) method
. of details. Under all these methods, we have provided the norms and standards delineated by
various Commissions and Committees and professional experts for different types of librarics
and therefore, we are not repeating them here. You can go back and study them there.
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However, how to distribute the funds on different items of expenditure has not been
discussed earlier. Some norms available relating to this aspect are briefly described below. -

Indian

a) Ranganathan suggested for umversﬁy llbranes in India the following ratios for major items
‘ . of expenditure:

i Statf 50%

| Books and other 40%
reading materials

‘ Miscellaneous 10%

b) General norms based on recommendations of various Commrttees and Commissions and
experts;

1) University libraries

Salaries and allowances 50%
Books o 20%
Periodicals 13%
Binding : ' - 7%

’ : Others (Supplies, Maintenance etc) - 10%
| ii) Public Libraries _ 0 '
‘ _ Salaries and allowances O _ . 50%
- Books . ' 20%
Periodicals and Newspaper 5%
Binding : 5%
Others Qﬂ 20%

Evans (Management Techniques for Efbrarians, 2nd i New York: Academic Press, 1983)

American

Books and Periodicals 20 to 30%
Salaries S 640 to. 70%
Utilities : 4 to 5%
Maintcnance . ' 3to 4%
Supplies ‘ 310 4%
Travel 1%
Insurance 1%

United Kingdom

James Thomson:

Salaries _ 50%
Books and Periodicals 40%
Binding : ) 5%
Sundries ' : : 5%

With the changmg scenario of libraries and introduction of infomation technology, new
standards and norms need be worked out be professionals, associations and experts ‘The norms
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provided above can only provide some guidance. Individua! librazries have to incorporate changes
according to local situations and variations.

Self-Check Exercise-3

What are the steps involved in preparing site budget?

; Note: i) Write your answer in the space given below.

if) Compare your answer with this model answer given in the end of this unit.
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9.5 BUDGETARY PROCESS

After studying budgetary methods, it would be adisabie to know that process practically need
be adopted for making ihe entire budgetary exerci m8antul experience and its implementation
* faultless. ' \

The pians and policies laid down by paQrganizaitons - industriss, governments, Univer-
sities, local bodies, etc. - should be b ip mind by libraries while preparing the budget. Also
care has to be taken to see tha
resolved satisfactorily. This pré

onfliting interests of various divisions and departments are-

1d be discussed under the following three steps:

(i} Preparation of t (1) Defending the budgetary provisions, (i} Approval and
_implementation.

9.5.1 Preparation of Budget

The budget preparation is a cyclic activity. It is prepared for a year. The cycle of operations
includes initiation of process, preparing estimates of revenue, working out expenditure for each
unit, consolidation of unit budgets in the overall budget and revision of estimates.

The, budget format depends on the financial norms followed by the parent body. The normal
practice onsists in showing rcvenuc on one side and the expenditure on the other side followed
by explanatory notes. Some major heads that form the content of budger are indicated below.

Revenue Head Expenditure Head
Allocation from parent body Salary and Wages
Cess and Taxes | Book fund

Fine amount Maintenance
Reprographyimicrography charges Supplies

Deposits ' Services

Ad-hoc grants : Travcl




Donations Training
Rent
r Sale proceeds from discarded items  Capital Expenditure
Interest on deposits Refund of deposits

Loan recoverics
‘ While presenting the budget the items are listed in the following formats;

i) Actual expenditure of previous year.
ii} Orginal financial cstimates for the current year
1y Revised estimates for the current year and

v} Orginal financial estimates for the next year
. Self-Check Exercise-6

! State the contents of budget documents.

: Note: {) Write your answer in the space given below.
ii) Compare your answer with the model answer given at the end of this unit.

The Library budget forms apart of the overall budget of the parent body. The final ailocations
rest with the executive committee of the Instituion, -They will critically examine the merits of
the library request. The library has to compete with several other departments. It has to be
recognised that libraries generally do not carry the same weight as other functions.

Therefore, a good public relations strategy and defending the proposed budgetary allocations
with statistical data and convincing authorities, how approval of allocaticns would help the
library to support the over all policies and programmes of the parent organizations is necessary.
Sometimes comparing the figures and allocations with similar othet libraries will be helpful.

The budget document should be prepared in simple and easy to understand language. While
defending the budget, the librarics shouid be prepared to compromise on minor and peripheral
issues in order to safeguard the allocation to major activities.

9.5.3. Approval and Implementation of Budget

Almost all types ot libraries will have Library Committees. All policy decisions including
approval of budget is the responsibility of the library committees. The librarian who acts as
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Secretary of the Committee should work out the budget meticuluusiy II2 has to involve his
senior staff in budget preparation process.

The Library budget orce appro ed by the Committee will be incorporated in the total budget
of the orgamzation and passed by the appropriate authority.

Once the budget is passed, the same is communicated to the fibrary. Tn turn the librarian
informs all section heads of academic departments, etc. about the funds allocated to their
sections/subjects and programmes. The follow up action is taken to see that funds are spent
rhythcally and carefully within specified period.

Self-Check Exercise-6

Briefly explain the steps involved in budgetary process.

Note: i) Write your answer in the space given below.

ii) Compare your answer with the model answer given at the end of this unit.

............................................................................................

9.6 ACCOUNTING %

Accounting is a basic aa_ ity for an efficient financial administration. To ensure that the
library funds are utilized properly as per the provision in the budget, a systematic record of income
and expenditure is necessary. Maintenance of proper accounts helps detect misappropriations,

‘underspending and overspending.

* The following financiat records are maintained by libraries to keep tract of receipt and
expenditure:

9.6.1 Types of Financial Negisters

The important accounts rcgisters are:

(a) Cash Book, (b) Ledger, (c) Allocatlon {d) Invoice and (:.) balaly hill. A brief de%cr!pnon
of each with %pecﬁcns is provided,

a) Cash Book Regisier

This is a record of daily transactions of income and expenditure. Daily income like deposits,
fine, fees, xerox charges, etc. and expenditure of contmgency type is entered in this register. The
specifmen of the register is given below:
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Receipts

Expenditure
Drale Particulars of N[p & !l)ntc Head of Ac- |Amount Dute Paticufars of |Np & Daic |Head of Ac- [Amount
receipls Voud con ns&o he receipls ol VOUL WL (counts (o be
rec!:lc' cr Julu
1 2 3 4 5 H 2 3 4 5
Total Tatal

b) Ledger Register

This record indicates the budge[ provision at the top and expe

nditure on all items and
subjects is cntered one by one.

Name of the Library

Year
Budget Provision Rs. Head
Serial Name Bitt Amount Amount Propgre- -~ No. of Swenature Hemarks
Mo of No. & passed ssive Bo ol Libra-
Vendor Drte for " Tatal rian
Payment
1 2 3 4 5 7 8 B 10

¢) Allocation Régister

Accounts are maintained in this register headwise and subjectwise. Separate registers are
maintained in libraires for books, periodicals, binding, stationary, contingency etc.

Name of Library

Year
Head of Demand

Amount Alloted Rs.
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Serial Name Bill Amount Amount Progre- Balance No. of Subject Signature
No. of No. & passed ssive Books - of Libra- ]
Vendor Dale Tolal rian |

1 2 ! 4 5 6 7. 8 9 . W

d) Bill Register

Name of the Library: Month: Year:
5.No. Bill Name of Ammount Signature Signalure Remarks
" No. with Publishery -of Librarian of bill
date book seller ] receiver
- ! 2 3 4 s 6 7
..'}.:.'. - -~y

e) Salary Bill Register

Name of the Library: Month: Year:
] Ongaanisa- House  Loan  Other Tetal Signature
Name Pay DA CCA HRA al otal licn's Grand PF De-  Rent Instal-  deduc- dedu- Net  of ihe
ances contribu-  Total duction Deduc- menl de-" lien  etion paid employee
. tion 1o PF tion duction  if any
1 23 4 S 6 7 5 9 10 1 2 . W 14 15 16

Self-Check Exercise-7
List the important accounts registers that are maintained in a library.

Note: i) Write your answer in the space provided below.
i) Compare your answer with the model answer given at the end of this unit.




9.7 AUDITING

It is necessary to scrutinize the financial transactions. The auditor is entrusied this job.
It checks irregular, inappropriate and wasteful spending. In India, auditors report becomes
important document for authorltles to be convinced that a particular Ilbraryf:nstltunon is runnmg
on proper lines. L o .

1t is, therefore, necessary for libraries to mamtam all records properly. The Chief Librarian
needs to study the audit code and rules so that unneccssary interference in library services could
be avoided. L

Self-Check Exercise-8

Discuss briefly the necessity of audit in a library.

Note: {) Write.your answwer in the space provided below. .
i) Compare your answer with the mode} aner given at the end of this
unit.

...........................................................................................

9.8 SUMMING UP

Libraries are low priority item in Indian polity. They are spending institutions. They keep
growing continuously and need perennial sources of income. The fiscal management in librarics
includes sources of income, items of expenditure, estimation of expenses bascd on standards and
norms, budgetary methods and procedures, maintenance of accounts records and registers and
knowing audit rules. All these aspects have been discussed in detail in this unit.

9.9 MODEL ANSWERS

1. The fo]lowing are the sources of finance for public libraries:

i) Library Cess, (ii) Government Grants (iii) Subscription from members, {(iv) Endowment,
(v) Minof sources - Fces Fines, Gifts, Xerox charges and salé of old newspapers.

2. Characteristics of library expendlture.

a) Libraries are spending institutions




b) Libraries are growing institutions
¢} Library expenditure is recurring
d) Expenses need be equitable on all subjects

e) Utmost economy is required in expendifure

3. Methods of estimating funds:
i) Per capita method,.(i_i) proportional method, (iii) method of detals.
4. Ihfferent mcthods of library budget:
i) Line-by-line budget ' . ‘
if) Planning, Programming, Budgeting System (PPBS)
iii) - Zero Base Budgeting (ZBB)
iv) - Site Budget |
5. Steps involved in preparing "site budget":'
i) Find out how much money is required for the system as a whole,

ii) Deduct all the costs for central services and costs not easily assigned to a particular”
location.

iii) After dedupting expenses mentioned in (i) M (i) above, remaining funds are allocated
10 different outlying sites on per capita 9gsis. ) '

6. Budgetary process includes three steps. Ware briefly explained Lelow:

(i) Preparation of Budget: TheybudgcMfreparation is a cyclic (yearly) activity. Estimates
of revenue and expenditure epared unit-wise and consolidated in overall budget

and represented in s c fomnat decided by the organizations.
ii) Defending the BudgeWNRequest: The libraries are low priovity items. Besides they

have to compd{e Jigh other departments. Therefore, budgetary provisions need to be
defended using ‘ s and statistics and comparing with simifar other libraries.

iii) Approval and implementation of Budget: The approval of Library Committee is
necessary, before the budgetary figures are incorporared in general budget and voted
by concerned authority. '

All section heads need be informed of the approved provisions and asked to implement
them meticulously. '

7.Important accounts registers are listed below: (1) Cash Book Register, (2) Ledger Register,
{3) Allocation Register, (4) Bill Register and (5) Salary Bill Register,

8. Audit is necessary in libraries to scrutinize financial transactions and check irregular, inap-
propriate and wasteful spending. Audit repoits are seen by administrative authorities to find
out whether allocated funds are spending. Audit reports are seen by administrative authorities
to find out whether allocated funds are spent properly.




9.10 ASSIGNMENTS

4.
3

Describe the sources of income available for a University Library.

Explain the proportional method of estimating expenditure, delineating recommendations
made by different committees and commissions.

Discuss PPBS method of budgeting. Why is it not followed by Indian Libraries?
What are the norms for distributing funds on different items of expenditure in Libraries?

Describe any two important accounts registers maintained in T_braries.
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9.12 GLOSSARY \)
Accounting: A systematic maintenanc income and expenditure record.
Auditing: Statutory, scrutinizi financial transactions of an instituion.
Budget: An estimate o enu§ and expenditure for a financial year.
Financial Estimation: Estimating the @giount of money required for administering ser-

vices.
Non-plan Grants: Regular getary grants given every year.

Non-recurring Expenditure: Expenditure that is incurred occasionally on items like building,

equipment, machinary etc.

Plan Grants: Funds made available for development programmes under five year
plans. '

Recurring Expenditure:. regular amount that is spent every year, on books, journals, staff
salaries etc, _

Unit Cost: Cost of a single unit of operation viz., cost of cataloguing a single
book.
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10.0 AIMS AND OBJECTIVES

This unit deals with library statisty
of Library Statistics, processing and an
of the library, purpose and me of
activitics through application of tistical methods will not onty help to measure the performance
of the library but also fag

nd 2Ms to explan what is meant by statistics, sources

kinds of statistics maintained in different sections

esentation of collecred statistics. The study of library

. taRing necessary steps for the imrovement of services.

After studying this unit¥ou should be in a position o

- explain what is meant by library statistics and the purposc. kinds, and sources of library
statistics; '

- describe the methods of presentation; and

- present library statistics in the tabular and graphical form.

10.1 INTRODUCTION

The word “Statistics” is derived from the Latin word "Status”. Statistics {plurat) vefers to
guantitative information {number of books added to alibrary each year, numbcer of books received
on Tnter-Library Loan). Statistics (singular) refers to a methoed of dealing with quantitafive
information involving collection. analysis, presentation and interpretation of data. Statistics is a
branch of mathematical scicnce which appears fo have originated in the 18th century.

Statistics are facts and figures which are presented in tabuliy or other forms, Facts and
figures about any phenomena are called statistics. This discipline does the work of reduung
the mhass of information to a readable, intclligent and comparable form. Statistics are tabulated
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figures employed by most modern scientists in order assess the progress or regress in various
fields of study. Statistics is regarded as one of the important tools for making dicisions in the
midst of uncerfainity. Statistics help us in planing and controlling the activities in a library.

Statistics also help us in comparing & particular library with other libraries, and thus effect
nacessary Improvements in hbrary services. Further, the study of the library based on statistical
methods helps the administrtive or the governing body to measure the performance of library
activities and to take proper decisions for improving them.

10.2 LIBRARY STATISTICS

The main sources of Libtrary Statistics are the diaries maintained by different ssections of the
library. Daily/weekiy/ Monthly/Quarterly Statistical reports prepared by the different sections are
considered useful sources of Statistics. For Statistical returns, routing forms should be designed
very carefully and revised periodically in the light of experience.

Collection of data must be done with atmost care because it is the basis for statistical analysis.
The data may be collected from primary or secondary sources either published or unpablished,
Raw data collected on a regular basis, say weekly/monthly etc, from different sections of the
brary have (o be orgainsed. The first step 1 organising a group of data is editing. The collected
data should be datefully edited and tabulated. After editing, thegata shoutd be classified s as
to arrange them according to some charcteristics possessed lyy thé\jitems constituting the data,
From tables, inference can be drawn, Inference when related ¢ functioning satisfactorily,

it reveals their drawnbacks, and what €conomy meas ay be applied without impairing
etliciency. Data presented in anorderly manner facilitaMgs sfatistical analysis.
Analysis of data is important to find ouf thagfeldtion between data. Methods used in

analysing the presented data are numerous ing ffom simple ohservation to complicated and
highly numerical techniques,

10.3 SOURCES OF _LEBRAR@‘ISTECS

The Kinds of statistics to be maintained will vary frowa library to library. This will depend
upon the use to be made of Statistics. On the basis of various practices foilowed by different
“libraries, Library Statistics can be divided into three categories.

1) Statistics of processing Departments,
2) Statistics of Service Departments,
3) Miscellaneous Statistics.

10.3.1 Statistics of Processsing Departments
(A) Acquisition Seection

The acquisition section maintains the records of all the books, periodicals and other reading
matcrials acquired by the library by purchase, gift or on exchange basis. Weekly Statisticss of the
number of books passing through the acquisition section are required to find out the adequacy
of the staff to control the volume of work and also introduce important changes in routine
work. Acquisition performance will be a useful basis for evaluation of the achievement of the
Acquisition department. Tauber enumerates the following measures used by R.W. Giichrist to
evalute the acquistion work in libraries, '
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() Time lags:

a) From receipt of indent to issue of order.
b) From issue of order to receipt of book.
¢) From receipt of book to completion of acquisition process.

(ii) Discount received:
(iii) Bibliographical accuracy:

a) Number of un-intentional duplicates received.

b) Number of incorrect items received.

¢) Number of items rejected by dealers as not identifiable.

d) Percentage of successful orders from booksellers/publishers catalouges.

(iv) Expenditure on books:

Acquisition statistics preparcd subjectwise will be helpful to kriow the strength and weakness
of the library collection. The forms used in acquisition work should be designed properly. A
specimen form used for recording acquisition statistics is given below:

SPECIMEN ROUTINE FORM

Month .....ooviiinns ' 0 | YEAT «verearinnenes :

Subjectwise according to Decimal Classifisation _
000 | 300 | 200 e, 200 1500 | 600 | 700 | 800 | 900

Reading to to t to to to to | f0 to
099 | 199 L 29 399 | 499 599 | 699 | 799 | 899 | 999

1. By Purchase
Books

Periodicals

Others ‘
Total

2. By Exchange
Books ‘
Periodicals :
Others
Total

3. By Gift
Books
Periodicals
Others
Total

4. By Legal
Deposit
(Delivery of
Books Act)
Books
Periodicals
Others
Total

Grand Total

147




e

(B) Periodicals Section

In the periodicals section it is necessary to maintain Statistics to Sf‘IOW how many periedicals
are received daily /weekly, monthly etc., the number of periodicals for which reminders are sent
about non-receipts, the number of periodicals sent to the bindery, the number of peribdicals
bound and accessioned etc, in a standard form. This will enable us to take necessary steps to
overcome the hurdles if any by restoring to better techniques and providing more staff for proper
functioning of the section. The proforma for the maintenance of statistics in the periodicals

‘ section is given below. ' “

| , STATISTICS OF PERIODICALS

| Number of

Number of Number of Periodicals
Frequency of . Periodicals Periodicals for which Remarks
Publication received registered reminders
' sent

_Daily

. Weekly ' 0
Fortnightly ' O
Monthiy _ ?‘
Bimonthly
Quarterly
Others | @

Total

Technical Section

Generally this section does not deal directly with the reading public. Its work is properly
described as work behind the scene. The staff employed in this section attend to the processing
of books and other reading materials by using accepted technigues such as classitication and
cataloguing to facilitate their use by the public. In order to know whether the persons engaged
in the technical section are fully employed, averworked or underworked, it is essential to have
information about the work done on an average by every classifier and cataloguer. This will
help to lay down a reasonable standard or stipulate an optimum amount of work to be done
by classifiers and catatoguers individually in this section. The following are the specimens of
Statistical tables of the Technical Section.




PROFORMA STATISTICS OF CLASSIFICATION OF WORK

MONN oo~ TEID e
Name of the _ -
Serial incumbent Number of books Classified Re-
Number - and Tyays of the month marks
designation - _
|
s 6|7 ]8 ]9 w \ . 10 3]
1. Classifier !
2. Classifier
A Classifier
4, Ciassifier
5. Classifier - \
PROFORMA S’TATIST@-‘ CATALOGUING OF WORK:
Month ................ L e W YR
Name of the umber of books catatogued
Serial Employee Number of cards prepared ie-
Number with Days of the month marks
Designatio
a 2 6 |7 (8 |9 | W
|
1. Cataloguer !
2. Cataloguer
3 Cataloguer
4. Cataloguer
Cataloguer
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10.3.2 Siatistics of Service Department
(A} Circulation Seclion

This is one of the most important scctions of a library having direct contact with the readers.
To know the reader’s tastes, likes, dislikes, their reactions to the various services offered in the
library, it is necessary to maintain different types of statistics an the basis of transactions in the
Circulation Section.

Laily Visiiors Altendance Statistics:

It is necessary to maintain a visitor's register and keep the same at the entrance wicket gife
in the library tor recordi ing ihe attendance of visitors. This will enabe the librarian to prepare
statistics of different typcs of visitors by \mﬂ' Sex, Occupation ete, The proforma of the visitor's
register maintained normally in loose leaf form in the libraries is given below,

VISITOR'S ATTENDANCE REGISTER
(To be maintained in a public library)

Name of the Library

Momth ... L. o Year oo
' ' | Name of the ' \ -
Serial Visitor Age | Sex | Occupation | Purpgse )‘x‘ign:-lrure Remarks
Nuntber fin Block i of Vis

i. ferrers)

Y?p |

%]

VISITOR’S ATTENDANCE REGISTER

{In Academic Libraries)

Name of the ‘
Serial Visitor (in -Class/ Department Signature Remarks
Number Block letrers) Designation




Statistics of Library Members

The Circulation Section should keep a complete and upto date record of the members in
the library. The Statistics of library members will enable the librarian (¢ firnish the number of
members admitted, the number of members withdrawn from the library during the course of the
year and ultimately the total number of members on the Tolls of the library at the end of an year.
Further, the maintcnance of statistics of library membership in academic libraries, especially
University Libraries, will give an idea of the different categories of members (Students, Research
Scholars, Teaching and Non-Teaching Sraff members, Deposit borrowers ete) and the number
of members category wise during a particular period. The specimem form for the maintenance
of library membership statistics is given below.

MEMBERSHIP STASTICS

Number .of Number of Number of | = Total
Date | Category | membersas | mew members members number of | Remarks
: per tolls enrolled withdrawn members |

Issue statistics:

The Circulation Section ds % maintain other kinds of Statistics yiz Tssue statistics (a)
Language wise (b) Subject-¥ ¢) Reader-wise on the basis of books lent by the Circulation
Section for outside use gugrydaw This will help to know which category of readers are the largest
percentage of library I%HJ which language books arc borrowed by the mujority of the library
members ete. The foliowMg table deals with the Issue statistics, Language wisc.

(a) ISSUE STATISTICS, LANGUAGE-WISE

Date \ Language Number of books issued

English ...
Hindi
Tamil
Tclugu
Sanskrit ...
Others

Total
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e
ISSUE STATISTICS, SUBJECT-WISE (according to Decimal Classification)

Date | 000 200 |300 400 [S00 | 600 | 700 | 800 900 Ldose issue of Total
Periodicals i"c‘_:riodicals

|

l

| In the case of the Public Library, the table shown below is used for maintaining reader wise
' issue statistics. '

ISSUE STATISTICS, READERWISE

Date Nature of Readers Number of books issued
\

Adults- . \)
Male O

Female 1?5
Children .. Q§
Blind @
Sick

Others

Total-

In respect of Academic Libraries Le. University, College and School Libraries, the statistics
should be maintained on the following pattern:
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ISSUE STATISTICS BY CATEGORY OF MEMBERS

Date Category of Members Number of books issued

Higﬁer Secondary
Graduate
P'oﬁtgraduate
‘Research Scholars ...
Teachers

an - Teachers

Others

Total

Inter-Library Loan Stafistics:

In the case of a library participating in libra@cratioﬁ or resource sharing programme,
it is necessary to maintain statistics of the pumberr oks got on inter-library ioan from other
libraries and the expenditure incurred th' and also the numiber of books sent to other

| libraries etc. '

(B) Reference Section Q o

The next important secti Refernce Section. It is very difficult to maintain statistics

of the Reference Secti a libYary following the open access system. In the case of libraries
adopting closed access,% prepare stafistics on the basis of the request slips given by readers.
However statistics relating to the reference scrvice rendered can be maintained in the proforma
given below. '

REFERENCE SERVECE STATISTICS

Date ............ Menth ......c.v.ts Year covevveninis
Number of Readers Number of Enquiries Answered Number of
Directed ' ' Enquiries Total

Short Rahge Long Range un-answered .




(C) Indexing, Abstracting and Documentation Services:

Proper statistics must be obtained (o know the NIGETess or I'f.’gIR:‘SS of these services and their
impact on the readers. Indexing is a technique which is an essential tool for research purpose.
The periodicals received in the library must be scanned and an index be prepared for the use
of researchers. Important articles published in learned periodicals must be abstracted and made
available to the research scholurs, The tollowing table reveals the number of periodicals indexed,
abstracted and documented. This should be prepared every week.

Date ... ....... Meonth ............ Year ..o,
Number of Number of | Number of

Subject Periodicals articles articles
' indexed ahstracied reproduced

4=
[
=
=

10.3.3 Miscellaneous Stafistics

The library must know the number of its clientele or the total number of people served.
Thses figures can be obtained from the latest Census report. The figures giving the hook fund,
periodicals fund etc. and total expenditure should be maintained properly to assess accurately
the service rendered by the library.
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STATISTICS OF INCOME AND EXPEN DITURE

Ttem Book Periodicals Staff Others Total
Fund Fund Fund -
. ' | —
Income
. !
Expenditure
|
STAFF STATISTICS
Month .....ooenn R'411) SRR
— S
Name of Number of Number of | Amount spent ~ Amount saved
the Post . Posts filled Posts lying on Saiaries on Staff
Vaccant ' Salaries

4

> |

)
SeMions/departments yield important imformation regarding

These statistics of the vari

the per capita amount s@m providing library services in an arca.
Self-Check Exercise-] ' N '

What are the various sources of collecting library statistics?

Note: i) Write your answer in the space given below,
ii) Check your answer with the model answer given at the end of this unit.
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10.4 PURPOSE OF LIBRARY STATISTICS
nitelottcheehtaob S

Statistics are helpful for the measurement, evaluation and control of current output of work
and services, Statistics play an important part in helping the administeator or governing body to
measure the success of the !ibrarj. To reduce the mass of information to 2 comparable form
and to ensure objectivity we need the help of Statistics. Statistics is meant to bring out facts
in an objective and unbjased manner. The ultimate aim of statistical returns is the control of
current services and their evaluation. Statistics help us in assesing the progress of the library at
a given time through a comparison of the figures of the past services with that of the present.
A comparison of the figures of a library with those of other tbraries of the region help us to
know if a particutar library is run on more efficient lines than others.

Statistics serves the tollowing purposes in libraries:
(1) For compilation of an anmual report.

(2} For assessing the progress of a library through comparison of Statistics of the past few
years, '

(3) For measuring rthe efficiency of different sections or individuals in the library.

planned or an existing service can be Improved,

{5} Statistics wili be helpful to assess the extent of d @ for a particular service/services
1 a library. .

(6) Statistics will be helpfui to justify the librari%m:md for more funds and additional
staff. '

(4) For planning a library and its services. On the basjs o%:istfcs a new service can be

{7) To enlighten the users and the & horitRes about the achievements of the library.

On the other hand, statistics can als isused. But misuse of statistics has to be aveided
as far as possible. e '
Limitations:

Statistics have certain limitations.

(1) Statistics are quantitative in natuze.  As such it will not. disclose the quality of work
turned out by different staff members in different sections,

(2) Statistics do not give the complete picture of a library,
Selt-Check Exercise-2
What is the purpose of library staristics ?

Note: i) Write your answer in the space given below.
i) Check your answer with the model answer given at the end of this unit.




10.5 METHODS OF PREESENTATION

_ Statistics can be presented in a variety of forms such as tables, graphs, diagrams etc. The
forms to be used must be simple, ctear and attractive. '

10.5.1 Tabular form

A table is the systematic organisation of statisticai data in columns and rows. Rows. are
horizontal arrangements and columns are vertical arrangements. The table usnally simplifies
the presentation and facilitates comparison of two or more data sets. A table consists of the
following parts (1) Titie (2) Sub-title, if any (3) Stub (4) Caption (or head) (5) Body of data. The
other parts present in a table are head note, foot note and source notes apart from the above
mentioned parts. A title at-the top of the table usually answers the question like what, where
and when. Some times it even answers how the: data are classified. The stub consists of a stub
head and the stub entries. The captio labels the data found in the column of the table. The
body contains the data. A head note is a statement {below the title) which clarities the contents
of the table. A source note is used to state clearly {f¥gsource of the data if it was collected by
some one. 6

Table numbg

q of the Table
(HdagMote)

~ Caption
Stub head
& “Column - Column
head - head
Stub entries Body . ..

Tabies reveal patterns within the figures which can not be seen when information is presented

in narrative form. It also.faciiitates the summarization of figures. Tables are by nature two

- dimensional, for instance, if the users of an academic library have to be classified by sex and age,
the table may be cons:tructed as follows;




Table 1.1: DIFFERENT AGE GROUP OF STUDENTS, SEX WISE,
USING THE COLLEGE LIBRARY Two Factor Table

e

Age group of students 7
_,4\#_%,‘
Sex of 15 17 19
Students

—
Male

=1 T 1T 1T

The following is the model of a three factor tahle:

Table 1.2: DIFFERENT AGE GROUP OF STUDENTS, USING THE COLLEGE
LIBRARY, FACULTY WISE AND SEX WISE

Faculty &
Sex of
Students -
25

— —_—

ARTS
Male

Female
kw—““—— : S
Male
Female
-~ COMMERCE
Male
Female

Like-wise any number of variables may be adopted to represent the facts or data in a table.

10.5.2 Graphical presentation

The objective of presenting data i graphical form is to summirise clearly the facts and
inferences drawn from the data, The graphical form is used for presentation of data for easy
understanding and inferpretation. Graphical form can be used as medns of identifying changes
In library services. The graphical presentation of data can also be used to evaiuate services
and functions of libraries by comparing the individual operations over defined periods, There
are several varieties of graphical presentation such as pie chart, bar chart, etc. The important
function of diagrams and graphical forms is both to attract the attention and arouse the interest
of readers, as well as to give precise information. 1t is hardly possible to construct a graph
without constructing a table,

{iy Pie Chart:

A Pie Chart is one of the most common diagrams used for the presentation of a set of data.
It essentiaily partitions a population or a set of data. Each partition of the data is represented
as & portion of a Pie. Pie Charts are used for dispiaying the comparisons of percentages rather
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than the number of measures in each category. or group. Fach pic in the chart is displayed
either in ascending or descending order of size. It is helpful and most convenient it one tries to
summarise the data into a minimum number of categories since (00 many categories make the
pie chart difficult to intecprct.

Figure 2.1 is an example of a Pie Chart for the data shown in Table 1.3.

Table 1.3 CATEGORYWISE DISTRIBUTION OF MEMBERS OF UNIVERSITY LI-
BRARY DURING THE ACADEMIC YEAR e

\ Jumber of Members |
Categorics

Members Percentage Degrees

1. Students

(a) ML.A, M.Com etc. 1527 37 *133
() B.Tech. & M.Tech 800 19 69
2. Research Scholars . 712 17 61
(PhD. & M.Phil) '

3. Teaching Staft 366 ' 9 32
4, Non-Teaching Staft 690 19 58
5. Deposit Borrowers 8 2 7

Total | - 410 100 | 360

STUDENTS
McA v; M.SC.- 1 MCOIT\.

STUDENTS
B.TECH g {19 °I‘o)
M.TECH.

NON- .
STAFE (16%:)

TEACHING
STAFR gora)

Scale 3.6° = 1% of the members

Figures 2.1 A Pie Chart: Category wise distribution of Library members.
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ii) Bar Chart

A bar chart is a graph thart consists of a number of bars of equal width arranged vertically
or horizontally. The length of each har varies with the magnitude of data collected over a period
of time or space. Figures 2.2 and 2.3 are examples of bar charts (for the data shown in tables 14
and 1.5). Single bar chart consists of a number of single bars cach representing some variable.
One can use a group of double bars. to compare the magnitude of onc variable with another.
Figure 2.4 is an example of double bar based on the data given in Table 1.6 The double bar
usually has no gap between the two bars; but between each group of bars, there should be a gap.

‘ Table: 1.4
NUMBER OF MEMBERS ON ROLLS, CATEGORY WISE IN .. UNIVERSITY
' LIBRARY DURING THE YEAR 1982-83

Serial Category . Number of

Number Members

I (o) : Students 1859
(M.A., M.Sc,, M.Com)

(b; Students 732

(B.Tech. & M.Tech.)

2, : Research  Scholars 0 811
3. Teaching  Staff O _ 369
4, Non-Teaching Sté 727
5. Deposit _borrgrs 111
STUDENTS b

2000-1(M.A,M.5c. & M.LCom)

1800 -4
1600-4

1400 -

1200~

A RESEARCH |
10¢o STUDENTS  SCHOLARG NON-TEACHING

200- (a.TnR:& STAFF

800+ . . TEACHING
STAFF
400~ DEPQSIT

BORROWERS
200-

NUMBER OF MEMBERS

SCALE 1CM. = 200 MEMBERS

Scale 1Cm = 200 members.
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Table: 1.5
NUMBER OF MEMBERS ENROLLED _IN .. UNIVERSITY
LIBRARY DURING THE YEARS 1977-78 TO 1982-83
. - | _
Serial Year Number of
Number Members
1. 1977-78 3669
2. 1978-79 3606
3. 1979-80 o : 4049
.
4. 1980-81 ' _ 4209
5. : © 1981-82 : 4160
6. _ ' 1982-83 4609
"
5600-
_ 196283
45004
N o 1980-81 10482
40004 1977-78 49,8 99
0 3600+ ' _
o
B
2 3000
ul
g 250601
= 7000
€ 15001
=2 .
Z 1000
5004
0

SCALE VERTICLE AXIS 1CM = 500 MEMBERS

i
il

Figure Bar Chart-Number of members enrolled in University
Library during the years 1978-79 to 1982-83.

‘Component Bar Chart:
To compare over a period of time the changes that have taken place in the parts of a total,

the data can be presented in component-part bars. For proper display different colours or shades -
can be used for the components in the bar for differentiation. '

i
Pl
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Table 1.6:

NUMBER .OF MEMBERS ENROLLED IN .. UNIVERSITY LIBRARY

CATEGORY WISE DURING THE YEAR 1977-78 TO 1982-83 = -

Category of members 1977-78 '197__8-79 1979-80 | 1980-81 | 1981-82 | 1982-83
- |
1. Students . 1545 1498 1500 . 1 1563 1527 . 1859 |
(M.A., M.Com., M.Sc.) ' -
| 2. Students 632 700 908 845 800 732
(B.Tech & M.Tech)
i -3. Research Scholars 517 385 55 638 712 811
4. Teaching Staff 296 312 354 386 366 369
5. Non-Teaching Staff | 604 | 641 668 | 683 | 6950 727
6. Deposit borrowers 75 70 68 94 85 111
‘ Total 3669 3606 | 4049 \b 4160 4609
5000;5 B
:.sooui ?‘ .
400051 . - ¥ S _
ﬁ 3900-1 s 2554 T ) 2 352333595
. : '_. ._ T I — G
g so00- 7 L
& #50¢-¢ T JEARHING
€ 7000--
& 2000~ 5
g oo I zeesy
I’ STUDE. :
10003 | erecn g mecny
500=-~ STUDENTS
; (M-A,M.Comt
M.SE,)

B77-78  1978-79 1975-80 1980-B1 1981-82 1982-33

' SCALE IN VERTICAL AXIS 1Cm =500 MEMBERS.

F_iglife 2.4 A Component-bar Chart - Distribution of different
Categories of members enrolled in ... University Library during
' the year 1977-78 to 1982-83,

Thus the most symbolic and appealing method of presentation of statistics should be used
to make the library users benefit from the performance of the library either during a given period

of different periods.

Self-Check Exercise-3

List various methods of presenting the library statistics ?
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Note: i} Write your answer in the space given below. '
iiy Check your answer with the model answer given at the end of this unit. ;

............................................................................................
.............................................................................................

............................................................................................

10,6 SUMMING UP

Statistics serve a useful purpose. Statistics are useful in planning a library and its services.
Statistics are numerical staiements of facts. The gualitative aspects like intelligence, reading
tastes cannot be directly studied. In the absence of other-reliable methods best use of Statistics
should be made with propér precautions. Statistics are true only on an average. The conclusions
obtained statistically are not universally true. Statistics provide a charnce to minimise the collected
data. If statistical conclusions are based on incompl®g information, it will lead to fallacious
conclusions. It is possible that statistical data can be ated in such a wdy s0 as to establish

the foregone conclusions. Hence statistical gemashould always be considered in the light of
background information to avoid wrong con.

16.7 MODEL ANSWERS OF SE%HECK EXERCISES
:  J

1) The library statistics arc co@ﬂ'om the foliowing departments of a library:

i) Processirig depa {Acquisition, Fechnical and Periodicals Sections)
i) Service department {Circuiation, Reference and Documentation Sections)

2) The library statistics are helpful for the measurement, evaluation and control of library work
and services, Statistics help in assessing the progréss of the library at a given time thrbugh'a
comparison of figures of the past services with that of the present. On the basis of statistics,
existing services can be improved and new services can be planned.

3) The library statistics can be presented in '

i) Tabuiar form, and

i) Graphical form (Pie'ch_art, Bar chart, Component Rar char, etc)

10.8 ASSIGNMENT

(1Y State the need for maintenance of Library Sfatistics in a library and their vsefulness,

(2} Explain the purpose of Library Statistics and various methods of presentation of Library
Statistics. '




10.9 REFERENCES

(1) Krishan Kumar
(2) Mittal, R.L

(3) Mookerjee, S.K and Sengupta, B
(4) Ravinchandra Rag, T.K.

(5) Sharma, 2.8,

Library '_man'ual, p.219-22
Library Administration, p.653-73

Library organisation and Library Administration. p,
440-31 '

(uantitative methods for Library and Information
Science. p.0-23.

Library Organisation.




UNIT-11: PREPARATION OF ANNUAL REPORT

Contents

11.0 Aims and Objectives
1.t Tntroduction )
112 Need and Purpose of Annual Report
" 1121 Need For Annual Report
11.2.2 Purpose of Annual Report
113 . _Annual Report - Features, Form and Content ‘

o 11.3.1 Features . : -
1132 Form )
11.3.3 Contcnt _
11.4 Compilation of an Annual Report . 1

11.5 Draft Annual Report
"11.6  Summing Up
11.7 Model Answers to Self-Check Exercises

11.8 Assignment
11.9 Referenies : 0
11.0 AIMS AND OBJECTIVES g j

This unit aims to explain the g, need and purpose and features of library Annual
Report. En addition it also ai prayide a draft annual report. '
" After studying this unit yolshould be able to .

- explain the meani d and purpose of the annual report.

. describe the features and farm of annual report
- list the contents that go into the annual report

- draft an annual report for your library.

11.1 INTRODUCTION

An Annual Report is a public document which accounts for the work done in the library

' durmg the past tweive months. The Annual Report summarises the activities and achievements

- off the various departments of the library. It is a record which a responsible administrator sabmits
to his superior officer.

) Tt differs from the Budget as the latter is an estimate for the coniing year while the former
is the medium through which we can know the performance of the various departments in the
previous year. Report covers the period from 1st July to 30th June of the succcedmg year.
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11.2 NEED AND.PURPO.‘;’IE OF ANNUAL REPORT

11.2.1 Need for Annual Report

~ As in other organisations, a librarian is'expccted fé keep his superiors informed about
the achievements, shortcomings and problems of the library with suggestions for improvement.
This is done by reporting. Through Annual Report based on data colected from the different
sections of the library, the librarian is able to reveal the condition of the library., The information
contained in these reports provides evidendce for determining the effeciency of the library. Thus
- Annual Repoit is an account of the activities of the tibrary for justification of the expenditure
incurred over it’s maintenance.

In the case of a University hbrary, the librarian makes use of the Annual Report as 4 means
of reporting of the activities and services of his library to the University authorities to justify the
amount spent on his library. Similarly, a librarian of a public library is answerable to the public -
who financed the library through the payment of llbrary cess. A librarian of the special library
is also expected to justify to it’s parent organisation the financial assistance received over the
maintenance of his library. Hen.e an annual report is necessary for reperting the activities as of
4 library to the superiors to justify the fianacial support received for its maintenance.

11.2.2 Purpose of Annual Report

istrator submits to his authorities. The Annual Report serves the Wglloying purposes.

1) Library is a social institution meant for public seIt' is financialI}‘f supported by

public funds and therefore an Annual Report will be_helpf reporting the performance of
the library to justify the expenditure involved in runni » library.

An official stock-taking device, the annual report is a record@the respensible admin-

2 It kccps'the authorities of the library re of the services and sources in book and
non-book materials, finance, manpower etc. andNgyf the working of the different departments.

3) The Annual Report is also bem as a part of publicity media in order to attract
the large number of readers to the library. It is used as a tool to give publjcity for the services
provided by the library.

. 4) It cnables the librarian to assess the pcrformance of the library and to estimate the future
financial requirements.

5) It serves as an important instrument in library’s public relations in educating the non-users
about the services offered by the library for the intellectual advancement of the community.

6) By a comparative study of Annual Reports of previous years, the librarian can know the
achievements and shortcomings of the services of the library together with the reasons there of
which will enable him to rectify the defects as far as possible.

7) An Annual Report which c.bnta_ins an account of the annual financial condition of the
library-in relation to the services and need for thieir improvement will help the librarian to assess
the actval needs and also to find. out ways and means to procure more funds '

8} By a study of the staff position in relation to the services presently rendercd and to be
“ rendered according to national standards of efficiency, the librarian can ask for more staff or
the retrenchment of the staff as may be the_ case. The library statistics of various departments




will be helpiul in this respect.

9) Annual Report serves as effective method of educating the faculty, the cifizens, patrons
and the authorities as to the work and needs of the library. In other woris, the Annual Report,
as an official document is used as an instrument of telling people just what the library has done

is doing and plans to do.

10) A well prepared and published Report inteligently distributed to an important group of
- individuals will enlist support for library development and encourage gifts.

Self-Check Exercise-1

‘What is the purpose of an anriual report in libraries ?

Note: i) Write your aniswer in the space given below.
ii) Check your answer with the model answer given at the end of this umt.

.............................................................................................

11.3 ANNUAL REPOR EAPURES, FORM AND CONTENTS

11.3.1 Features of I Report

The Annual Report being a public document, should be written in an interesting form. The
figures should be minimised and it is desirable to present them in tabular form. The Annual

Report should be brief, clear and presen'ted in the language easily understandable to the users.
11.3.2 Form of the report

The Annual Rpport prepared on the basis of data collected from differsnt sections of the
fibrary must be readable, clear in thinking and easy to understand. The Report may be either
presented in tables, graphs or narrative tashion with certain catch-words to attract the attention
of the readers. The presentation of the Report should be very plcasing It should be prinfed on
goad quality paper with well designed covers and circutated ona mde srale or inaximum publicity.
In view of the high cost of printing and postage, libraries are brmgmg out abridged versions of
the Annual Report for cuculation 13 Giter institutions to convey information. Circulation to
- other institutions: dssoaatcd with it is a kind of extension service. In India, the Annual Report
) -_of the hbrary is incorporated ir: the Annual Report of the parent ins tituitions.
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11.3.3 Content of the Report

The Annual Report should have an introduction giving information about the name of the
library, type (nature) of the library, date of establishment, working hours, the holidays obseryed
by the library, summary of important achievements of the preceding year and future plans of
development. The majority of libraries publish their Annual Reports in two parts: 1) Report
on the work of the library relatively informal and designed to be read throilgh. 2) A statistical
summary in a prescribed standardised form containing details mostly in the form of tables and
graphs pe‘rtaining' to books and non-book materials, services, clientele, staff, finance etc.

The second important feature of a Report is it’s contents. A report can be divided into the
following main head: 1) Clientle, 2) Book Stock, 3) Technicle services, 4) Public Services, 5)
o .

Finance and 6) Miscellancous. '

i) Clientele;

The information on Clientele is the basic issue of the popularity of the library, The number
of registered readers is to be clearly furnished along with statisticcs showing percentage of readers
when compared o population. The comparison of the actual and potential readership will reveal
the extent of usscfullness of the library. The number of members along with different categories

{Adult, children, blind etc in the case of Public library; Teacher, Nqo-Teacher, Rescarch scholar,

student etc. in the case of University library at the beginning an end of the year should be

furnished. Further the rise or fatl in the membership sho ¢ indicated with rcasons therefor.
Thus the Circulation Statistics wil} enable the librarian s@ the usefulpess of the library and

to take necessary steps to provide reading materia}v:dblc to their tastes,
ii) Book Stock (library Collection):

Books and Non-book materials Jikganicrg ms, gramophone records ele, in the possession

W

more persons to become regular members

of the library is the second important without wh; ‘h the library can not exist. To extract
of the hbran the report has to enlichten the users
about the nature of book collection. This will help tc assess the fibrary’s resources and judge
the capacity to serve the diverse needs of the community of readers. The report should contain
subject- wise break-up of the number of hooks at the beginning and at the end of vear and
additions durmg the year. The report should also conlain the number of current periodicals

subscribed to and also the details of non-books materials acquired.
iii) Technical Services:

Technical services include accessioning, classification, catalouging and documentation. These
services are provided by qualified professional staff. These scrvices are the back bone of library.
These services bring a helptul order amongst all spheres of library activities 1o promote the use
of books by the large number of readers. The annual report must depict the impact of these
technical services on the library service as a whole. The Report must show whether the staff
provided in the technical section is adequate and fully qualified in accordance with the accepted
norms. The Report should contiin the number of books classified and catalogucd and also

different types of technical services provided by the_li_brary.




iv¥) Public Services:

The public services are those which are rendered by the staff members to the readers directly.
These services relate to the provision of lending of books for outside use, arrangements made for
home delivery of books through post and mobile library service (fibrary on wheels) and helping
readers throngh Reference service and Reader’s Advisory service. An annual report should
sincerely evaluate these services and report the shortcomings in the operation of these services.
The practical suggestions should be inen to rectify the defects. '

Reader’s Advisory service including Reference service is the mosi siitable agency fo interpret
the reading materials of the library. The efficiency of a library depends upon the service rendered
by this wing of the library to the users. ' «

Due to publication explosion, a library must try to adopt the latest stechniques such as
Indexing, Abstracating and Doéumentation to meet the actual needs of the users if necessary.
These facts must be brought forth in the Annval Report to convince the authorities to finane for -
the adoption of latest techniques. The Report should contain a statistical statement dealing with
the number of books, lent, consulted and books got on inter-library ioan. Reference enquiries
answered and unaswered, the types of services rendered to the blind and handicapped which will

enable the librarian to take necessary steps for the improvement of the services of the library.
v) Finance 6

The efficient functions of the library a operation of different services depend-upon
the financial condition of the library. Fitth Law of library Science states that "library is a
grewing organism™. It indicates t co%us growth in library collection with additions every
year necessiating the proportio ase in library staff. To keep pace with the ever increasing

demands of library client is eNMential to assess the financial needs periodically and to provide

D

- actual financial condition of the library to enable the librarian to request for allocation of more

adequate finance to me anticipated expenditure. The annual Report mus¢ indicate the
money in the next budget if the present budget allecation is not suficient. Sources of income
from library cess, library fees, fines, grants from the Management, State Goveriunent; University

Grants Commission, and donations have to be mentioned in the Annoal Report.
Similarly the expenditure on the items viz,

(1) Books and Non-Book Materials. (2) Salaries of Staff. (3) Librarv fitfings and furniture.
(4) Book Binding (5) Printing Stationery and contingences (6) Maintenance of Buildings etc.
have to be furnished in the Annual Report. The Annual Report has to suggest ways and means
to exploit source for additional income. The tbrary must be administered on economic lines. To
ascertain the total expenditure on various services a system of cost accounting be followoed to
know the cost of purchase of books, cost involved over salarics of staff etc. A statement showing
the cost of various items must be given in order to fix an-average pcrcentage of expenditure to
be spent on books periodicals binding repairs cte.
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T

Statr:

The Annual Report should show the number of staff members, cadrewise. Any change in
library Staff should be indicated. The Staff formula should be kept in mind while reviewing the
staff position. The qualified staff must be provided for etficient scrvice in accordance with [he-

statf formula of Dr. S.R. Ranganathan. Promotions oramtf.«md their participation in conferences,
national and international, should be mentioned in the Annual Report,

Miscellancous:

- The Annual Report should include other matters such as binding equipment, Stock veritfi-
cation etc. The activitics like extension lectures, film shows, mobile tibrary service etc. must be
given due publicity. The services rendered by the library through inter-library co-operation must
be made known to the redders and the authorities. In short the Annual Report should bring

out clearly the achievements and short- -comings of a library. The Report must be symbolic in
suggesting certain remedies, )

Self-Check Exercise-2

List the contents that go into the library annual report.
Note: i) Write your answer in the space given below.
i} Check your answer with the modél-answer given ut d of this unit.

o

.............................................................................................

11.4 COMPILATION OF AN ANNUAL REPORT

The period of the Report mav cither be the Cidendar year or the Financial v ar of the
period cover:ng st July to 30th June of the following year as may be the practice with the parent
body.

The following procedure is followed to bring out the- Annual Report in time, The labrarian

should carefully decide the kind of Annual Repart .that should be compiled so that the statistics

required for the purpose can be maintained in a proper torm. This should be decided before the
beginning of the period of Annual Report, The protorma to collect data for the prepuration of
Annual Report should be circulated during the end of the month of the Report. Each section
should be given two copies of the proforma. On the basis of the returns from dificrent sections
and last year’s Annual Report, a Draft Report should be prepared. A scnior member of the
staff will be entrusted with the 168[)0n§l|)1]1fy of collecting data and preparing the draft. The
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report besides containing the factual daia in tabular form about services performed by each
section of the library should also provide a summary of the salient teatures of the ycar's work
and indicate the outstanding developments planned for the ensuing year. The draft Annual
Report is presented to the libranian for his approval. The changes suggested by the tibrarian
will be incerporatied in the Report. Finally several copies of the Report will be printed for
wide circulation. The Report should be readable, clear in thinking and easy to understand. In
the light of the comments by the Library authorities action should be taken to improve Ii'brary

Services.

{15 DRAFT ANNUAL REPORT

DRAFT ANNUAL REPORT
Fortheyear .............. .. RN
A. General

1. Name of library ............

2. Nature of the libracy .............. ..

3. Date of establishment ... 0
.4. Arca/population served ..o r@rban.
5. Working hours: ............

6. Number of days dosed in thg ea? ...........

B. Clientele

. Toml Number of M@ .....................

20 Male .o

30oTemdde o

d. Chaldren oo

5. ‘Total number of active members ...

6. Number of new members envolled during the period .........
7. Number of memberss withdrawn during the periad ... ..
8. Cendition of membership ... L

9, Ratio of members to the total population ........... ... ..
C. Book Stock

1. Total number of volumes at the beginning
of the year.

2. Number of volumes added during the year.

171




3. Number of volumes withdrawn during fhe
year.
4. Total number of volumes at the close of

the year,

5. Total number of current periodicals sub-
scribed.

0. Total numbeér of volumes in Stock per head
of population.

D. Technical Services

A

1. Whether the book stock is Classified or not

2. Classification scheme inuse ......... . Dewey/ Colom/ Qthers.
3. Catalogue code inuse .......... . Dictionary/ Classified/ Others

4. Physical form of the Catalogue (a) Card/Book/Sheit. (b} Manuscript/Typed/Printed.

5. Numbeer of books Classitied and Catalogued during the period,

E. Staff - 0
L. Total number of employees ...... ... ... . O
2. Professional

3. Semi-professional Q
4. Others Q“

F. (I) Public Services @

1. Issue system in voguee ......... Newark/ Browne/ Others
2. Total number of books issued and returned during the year.
3 A\:e_rage_ number of books issucd during the year.

4. Number of books issued Subject wise ............

5. Total number of users of Library during_rhe year.

0. Average humber of readers using library daily,

(1) Reference Section

1. Total number of Reference Volumes in Stock ...............
General ...,............... Sublect ...

2. Number of books cansulted daily ... L

3. Number of enquirics received datly ... ...,

4. HTotaI number of readers who used the

Reicrence section during the period,




5. Type of enquiries received for answering.

{a} Fact finding
{(b) Directory

{c) Dictionary

(d) Research Type

{(I1) Indexing, Abstracting and Documentation

1. Number of indexes made ............

2. Number of indexes used .............

3 ‘Numbcr of periodical articles abstracted .............

4. Number Iof periodicﬁl articles documented ... ...,
(IV) Mobile library Service

1. Number of Villages/Deposit centers/Stations visited.

2. Number of average working hours pre week .............

1. Number of books issued and returned during the period ...........

G. Finance : 0
a. Income (Receipts)
1. Library Cess ............ O

2. State Government/U.G.C. % ...........

3. Endowments ..... Q~
4. Library fecs, BfiGg . ...0. ...
5. Others ..... % .....
b. Expenditure (charges) Recurring
1. Books and back volumes tﬁ periodicals ...
2. Current periodicals ............
3. Staff Salaries ....... e
4. Binding ............
5. Printing and Sta.tioncry ............
6. Equipment and Furnitures ............

7. Contingencies ............

8. Other Services (Reprographic mobile services etc) ............
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Non-Recurring

1. Construction of library building/Extension wing ...,
‘2. Building Repairs ....... .
3. Total (1+2) ........ ..

H. Cost-Accounting

1. Cost of service per book

2. Cost of service per reader.
3 Budgq‘t provision pér reader
I. Misceltaneous

L. -General condition of the library:
New services rendered

Extra-mural activities

Publiccations, it any ' 0
. Any other suggestions _ : Q
Date ............... ... Sighwfire of the librarian

2

3

4. Inter-library cooperation
5

6

11.6 SUMMING Up _ .
An Annual Report is a type of repgrting zthe librarian to the higher authoritics. This

serves a useful purpose. A report pre t the basis of statistical data should be objective,
It should mention the shortcomings in th

library and the ste‘ps'necessar}* tor streamling the
administration and im'proving the library service. Such a Report will also help in evaluating and
Judging the progress of the library and in'preparing the budget estimates for the next financial
year,

The Draft Annual Report furnished Section 11.5 may be adopted by librarjies with cectain
modifications, if necessary.

11.7 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The purpose of preparing the annual. report in a library is to inform the administrators
of the library as well as the public about the achievements, shortcomjngs and problems of the-
library. The annual report gives an account of the activities of the library and justifies the
expenditure it incurs. |

2) The contents of an annual report include: i) clientele, it) library coliection, 1i) technical
services, iv) public services, v) finance, vi) staff and other matters, such as prominent visitors to
the library and extension activities of the library.




11.8 ASSIGNMENT .

1) What is an Annual Report ? Fxplain its useiullness.

2) What are the Contents of the Annual Report? Explain.
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The block introduces you to the methods ot developing a balanced library collection. There
are six units (Unit nos. 12 to 17) in this block.

The first unit of this block deals with Book séIection principles, theories and procedures,
It discusses various issues and factors in book selection policy for every library. The book
sclectoion principles/ theories propounded by Drury, Dewey and McColvin and the implications
of Ranganathan’s five laws in book setection have been explained.

The unit on ‘Book selection *ools’ provides various sources available for selecting books
and non-book materjals i differ g, types of libraries.

The third unit deals with Phrary acquisition policies and procedures. It stresses the necd:
for following the criteria such as permanent or termporary value, accurate information, au-
thoritativencss, clear presente ron and readability and sociy significance betore acquiring the
documents.

The fourth unit ‘Book publishing and book trade with spectl reference to Indin’ focusses
on publishing and distribution of books in India, '

Physical and techideal processing of books tn librarics his been explained in Unit-16. The

processes carried in acquisition, selection, ordering, aceessioning aghecking and prassing of bills,

preparation of ook for use, eic have also been dealt.

The Tast unit of this block deals with Serials cong
subscription of perjodicals, especially the problems invol
have Deen explained.

Wonnagement. Selection and
subscribing (o foreign journals
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12.0 AIMS AND OBJECTIVES

This Unit aims to mtroduu:t you various principles of book . succtlon and the factors that
influence the book selection policy in different types of llibraries.

After srud}mg this umt you <;hou|d be n posmon to

- explain the need and purpose of book selection.
- discuss the factors and issues involved in framing book selection policy of af library;

- - describe the principles of book selection i In general as well as those propounded by library
scientists;

- apply book selection principles in different types of libraries.

‘ 12.1 INTRODUCTION

Boaok selection means choosing books for aiibrary. It is the process of choosmg books and
‘ other reading mclterldls tor a library acuordmg to established principles.

A library’s collection consists of various types of documents, These documents may be
categorised according to their physical form or thought content. Book and non-book materials,
| (llke microforms, audio-Visuals, reports, patents, standards, trade l§crature, ph()fo(’rdphb maps,
! and atleses form a worthwhile collection and librarians oughi roknowgbout their characteristics
and use 1n libraries bewfore selecting them. The necd f pri /, secondary and tertiary
literature depends on the type of the library and selec these sources involves careful
scrutiny.

Book selection is the choice of library material§fo Caler to the needs, requirements and

demands of the clientele of the library. B lectfon is an important activity to meet the
Iinformation needs of a large number of librarMsers. Book selection requires critical judgenent
and skill. Book selection is an active, ¢ and-intellectual activity involving a wide spectrum
of principles and tools. Book sclection arded as a'fundamental function of the library as

~ the library is judged by the quality and suitability of its collection, Book selection is a deliberate

effort to restrict indiscriminate acquisition. The best book selection would ideally bring to the
. library the largest number and variety of materials useful fo the clientele. T hus book selection
Is the choice of materials to be added to the stock of the library.

12.2 BOOK SELECTION - NEED_ AND I’URPOS'E

Thousands of books are published every day But not all books are useful and upto the
standard. No library has the funds to acquire, the personnel to process and space to shelbve
everything that appears in print or non-print. 1t is essential for the libraries to select the most
useful, suitable and standard books. Hence the selection and choice ofhbrary materials becomes
necessary principally for two reasons, viz., Financial and Spatial (rclating to space). The selcciion

~of library materials is of primary Importance to the library because the quality and smtabmry

of library collection ensures the maximum use of books. According to KW, Drury the tusks of
bock selection are “to choos‘e and furnish the books which sausly lhe demand m’l(]{.. upon the
mstltut:on” )
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The primary function of the librarian is to start, build up, develop and organise a collection
of library materials to achieve the objectives of the library concerned and to meet the needs and
demands of the library clientele. This kind of ﬁbrary service which brings together people and
books must be based on an intelligent book collection leading to the wise choice of books that
offers materials of knowledge to satisfy or stimulate individual and collective interests.

Every library should observe the following pre-requisites for systematic development of its
collection:

iy Every library should have a statement of library philosophy and over-ail objectives of the
individual library system for the formulation of book selection policy.

iy The functions of the library determine the character of book selection.

i) Materials should be selected, retained and discarded in the light of the stipulated objectives
ot each library.

12.3 BOOK SELECTION POLICY

In building an effective collection'for-alibrary, it is essential to frame certain pollcy guidelines,
Such policy guidelines are imperative because of the library's wide range of functions and limited
financial allocations. The characteristic of policy guidglines are -

i) Every libraryshould have a written ststement of covering the selection and maintenance

of its collection of books and non-boo@rials;
i) The stipulated book selection policy for srary has to be adhered to until it is proved

inadequate in practice and substit y a new policy.
12.3.1 Basic Issues and F

Each type of libr rll" ts a clientele according to the aims and objectives of the library
concerned. 1n order to 8 Q the right book (right piece of information) to the right reader
at the right time the sclector must have knowledge of the extent and character of the readers’
demands, and of books which meet them in terms of their value and variety. Thus the knowledge
of the readers, knowledge of books and administrative efficiency ensure efficient library service.

Survey of the community of clicntele is necessary to assess the extent and character of their
needs. The community survey has to be supplemcnted by the study and comparison of varicus
records of library use. The librarian should build up and maintain a ccllection of materials
through wise selection bearing in mind the financial position and space available in the library.
Each type of library should formulate and develop a definite book selection policy consistent
with its pre -determined objectives, The efficiency of the sclection poticy 1s judged by the book
selection programme which implements it.

The basic issues and factors in book selection are given below:
i) What to select ?

The first primary factor involved in book sclecton is the choice of books and the issue 1o
be considered in What to select? [t involves the nature, form and variety of materials to be
selected. The materials may include books, periodicals and non-book meterials. The selector
needs to have a professional knowledge of bocks and knowledge of the aids 1 book selection.
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li} For Whom to select 2

The next factor is the Interest of readers who'use the library which raises the issue, For
Whom to Select? Tt involves sympathetic view of the ilihrai'y’s clientele and _théir interests
and preferences. A study of library’s users through personal contacts, commumty surveys and
intefpre[ation and analysis of library records will enable the selector to be acquainted with the
readers’ interests and demands, The demand must, however, be assessed and differentiated as
to value, volume and variety.

iii} By Whom 7

This issue related to the location of responsibility for seiection and expenditure of book
funds. Tt also relates to the performance of actual selection whether by a librarian assisted by
the library staff, by the book selection committee or by the members of the faculty or by a
combination of two or more of them. '

Roughly speaking, in a pubiic library book selection should be vested to the library staff
who alone can have the experience necessary to assess the possi'hility of book finding its readers.
In large libraries which are divided into a number of departments, the selection can be made
in relation to supply and demand in consultation with the heads of the departments. In an
academic [ibrary, however, book selection should be the joint responsibllity of the library staff

and the teaching staff,
tv} For What Purpose ? 0

This issue involves the relation of book selecton and § fcction which result from it to
the objective and functions of the libracy. Fach ypgof 1ibriry must decide on’its objectives
and the question of inclusiveness of its collection. Ba these decisions the book selection
policy is to be formulated jn written form andy® approved by the library authority, This is
ta be followed Dy a programme of book selechgfl ™r a public library the aim of which is to
educate and raise the cultural and intell ! leve® of the reading public, book selection must
be made on a fairly comprehensive basj oviding information, recreation, inspiration and
knowledge as well as guidance in dajly life a¥ in cooperative existence. For a university library,

the issue involves the determinaiion of the programme for teaching and research in various fields
of learning.

v} How ?

The issue of book sclection involves the method by which the selection is carried out.
Examination of the book itself and book evaluation in relation to readers’ requirements are
central to book sclection.

Self-Check Exercise-1

What are the basic issues and factors that are to be considered in framing the book selection
policy ?

Note: i} Write your answer in the space given below.
i) Compare your answer with the model answer given at the end of this unit,




12.3.2 Factors governing Book Selection Policy

The resaurces of the library are to be considered in the mater of book selcction. The
resources that affect the selection-and pur(.]n%e of books in a library are - i) Book resources:
holdings in the library concerned; ii) Fund resources: tunds available for the purchase ot hooks;
iii) Human resources: the staff assistance at the disposal of the selector for choosing titles,
building up and strengthening the collections and helping the full use of the books on hand; and
iv) outside resources: such of those books which are available through infer- ||1)|c11y loan from
other libraries or accessible in near-by libraries need not be purchased.

i} Book resources:

The present hoidings of the library must be taken into consideration when selections are
made. The strength of the presnt collection in any drea will prompt the selector to make it as |
comprehensive as possible. Similarly, the weakness of the collection in any area will make him ‘
build up the collection by filling up the gaps through wise selection. The book sclector may also
avoid unnecessary duplication of the infrequently used items in case they are available from the

collection of other iibraries under inter-library loan pggramme.

ii) Human Resources:

Bock selection will not be etfective if w rary has not competent and sufficient staff to
assist in the selection and also to profesg the new acguisitions in time. The staff also should be
properly equipped with the knowledgeNéT books and subjects for effective selection of books.

iii} Fund Resources:

The important fact%e matter of book selection is finunce. The selection and acquisiton
of books are based on loted amount for the purchase of books which varics from one
institution to another depending upon the type of the library and the financial resources of the
institution. Hence the book selector should maintain a record of receipt of book grant and |
expenditure incurred on book purchase periodically. The ultimate aim of book Selection 15 to
‘make the moét effective use of the alloted fund. However, certain limitations need to be imposed
in using the alloted fund.

The reading of reviews is the most effective and quickest aid to selection of books, since
the reviews give advance information coverning the merits and demerits of books published.

The growth of the library play an important part in book selection. Book selection should
be based on the strength of the staff and availability of space and cquipment. Book selection
helps the library to grow, Non-conventional materials like microforms are helpful in providing
adequate information to the readers and accupy less space than other forims.

12.4 PRINCIPLES OF BOOK SELECTION

The following are the general principles of book selection followed in the libraries: '

i) Select the right book for the fihrary readers




ii) See that no race, national™y, culture, profession, trade or local customs is overlooked

i} Every library collection sl-ould be built according to a definite plan and on a broad gencral
foundation.

A part from them, there are principles of book selecton followed in different types of Iib‘rafies__
under different conditions. They are 1o he followed with vegard to '

| 1) Library users, ii) Library collection, 1) Demand, iv) Groups and special tndividuals, v}
‘ Standards of selection, vi) Controversial issues, vii) Non-book materials, and viii} Relationship
with other libraries. '

12.4.1 Library usg’rs ~ Actual and potential
The following book selection principles are used in the context of actual and potential users:

1) THe princigal purpose of boo selection is to provide the right book for the right reader at
the right time (Drury) '

1) The best reading for the lergest number at the least cost (Dewey)
iii) The first step in book scl:ction should be 10 ascertain the reading interests of the readers

iv) Book selection must be in relation to the needs of the communiry which the library serves

v) 1t should provide for both actual and potential users, satisty
demand as far as possible, and anticipate the demarjﬁl'
the latter (Drury)

1ers generid and specific
ght or should come from

12.4.2 L-'ibrary collection - Completeness, p ion and balance

The following book selection principles a phicdwith regurd to library collection:

1} The library shouid not strive for co eness in sets, and series unless it is convinced that
‘It is necessary for real usefulrs5s (1 '
1) It should get what its read s need, and want or can be made to want.

i) Every library should be bui: up according to a definite plan, It'devclnpment must be flexible.
- The library collection must be balanced and comprehensive so as to mect the different needs
of its readers.

| 12.4.3 Demand - Actual and anticipated

The following book selection principles are followed in the case of actual and anticipated
demand from the library vsers:

1) Demand is a large governing factor in selection (Drury) -
i) Representation must he comprehensive of and in proportion to demand and not subject.

iii) The quality of meterials must be related to the other two basic standards of selection,
purpose and need.

iv) The library should provide for actual demand and anticipate any reasonable demand which
‘may be made upon its rerources o
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y) Variety of demand ariscs from the complexiety of human nature and ability represented in
the community and from the several different aspects of any subject (Drury).

vi} The library should study its community and compare its needs witk. its demands

vii) The library shounld select a'mediocre book that will be read in preference to a superior book
that will not be read (Drury) .

- 4iif) The library should duplicate the best rather than acquire many.

ix) The library should select some books of permanent value regardless of whether or not they
will be much used. _ "

12.4.4 Groups and special individoals \
The following principles of book selection are applied to groups and special individuals:
u

i) No one group should be served at the expense of the other - ~

i) The library should be willing to buy, asiar as funds permit, the works asked for by specialis?i‘ -
and community leaders (Drury)

iif) The library should select some books to mect the needs of only a few persons if the society
at large wili be benefited by such selection.

12.4.5 Standards of Selection
The following principles are app'&ed while appNiefE the standards of selection:

i) Meterials acquired should meet the andards of quality in content, expression and
format :

i) Books selected must be b@a;established set of standards whether written or unwritten.

{ii) The library should sglect b ks that represént any endeavour of human development

iv) Factors such as fa accuracy, effective cxpressmn sugmhcamc of subject, smcer:ty
Tesponsibility for opinion and such others must be cons1dered and balanced one against
- another.

V)’ _.-The 11brary should secure any book which it can u%e to ddvantape for knowledge and
mformatlon for power and inspiration, for amusemcnt or recreation either now or in the
ruture (Drury)

vi) -Wlthm standards of purpose and quality, coilectlons should be built fo meet the necds and
intcrests of people.

vii) It should buy such volumes as are suitable for the library piirpose in format as vzl as in
contents, being attractive, durable in binding, paper and printing (Drury).

12.4.6 Controversial issues
The following book selecnon principles guide us in the context of controversial issues:

i) The tibrary collection should contain opposing views on controversial topics of 1ntereat to
the people.

if) No political or sectarian bias should influence the exclusion of good books
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iif) The library should not reject u book because of the opinion of a few narrow-minded people
who think it harmful or even bad, ' '

v) Thetibrary should not intolerant of fiction, if it measures upto the standard, it has educational
as well as recreational valuc (Drury)

v) The library should make its collection of hooks on local history as exténsive and usctul as
possibe.

12.4,7 Non-Book materials
The following principles are uscful in selecting non-book meterials:

i) Non-book materials should form an integral part of the collection depending upon their
availability and usefuiness

i) Sclection of non-book and non-print materials should be done in accordance with the
standards and specifications recommended by the national standard institutions.

12.4.8 Relationship with othe, libraries
The following book sclection principles guide us in develeping library collection in relationship
with other libraries; E

i) The character and emphasis of the public library collection sNeuld be influenced by the
existence of ather library collections in the area.

ity The library should not duplicate valuable books, it e in other libraries in the town

and are easily accessible to the pubtie,

iy Extensive use of inter-library loan tacilities an g avaited of for books of limited use.

iv) The library should discard or reirain fromadding books {other than classics and standard

works) for which there is neiticr 26Mal nor anticipated demand.
Self-check Exercise-2
What are the three basic principles of book sclection?

Note: 1) Write your answer iri the space given below.
i) Compare your answer with the mode! answer given at the end of this unit,

12.5 PRINCIPLES/THEORIES PROPOUNDED BY .LIBRARY SCIENTISTS

. Asseen above the book selection principles are broad and varied and we can easily understand
that they have been developed threugh experience in library service over the decades by many.
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Now let us examine the principles/theories propounded by pioneers in the field of library science
who laid down trroad principles of book selcction.

12.5.1 Drury’s principles

Francis idrury in his book entitled Book Sclection (1930} advocated the following basic
principle:

“TO PROVIDE THE RIGHT BOOK TO THE RIGHT READER AT THE RIGHT TIME”

To provide the right book to the reader in getting the right type of information by him
should be the sole aim and function of the library. This principle fall into three parts: (1)
knowledge of books and sources of information; {2) knowledge of the needs and requirements
of the clientele; (3} Administrative efficiency in coupling these two. This means that knowledge
of books and of the needs of the readers is not enough to select books, since there should also
be some efficient mechanism by which the library material can be made available at the service
point expeditiously. The crieteria tor evaduation of books are accuracy in the presentation-of
facts and clear and systematic exposition of the subject.

Right Book is not necessarily a good book according to its acsthetic and moral value, but
any book can be & good book if it stimulates interest among the maximum number of readers.
Tn the narrow scnse, & right book is one that means 4ge informational needs or requirements of

select any book which may be of use

a particular reader at the moment. So the hbrar
to its clicntele.

. Right Reader means different categorid aders according to their age, educational level,
45 {0 serve,

reading habits which a particular libr

Right Time means the i e efficiency of the library staff in procuring the book
demanded by the reader with
select book-sellers who suply
at the right time. The librarian should be able 10 make ouf the
reading needs and requirenmients by studying the community interests for selection of the right
book.

qst time involvement. It also implies that hibraries should

he books ordered within a reasonal tirne, Thus the prompt
procurement of books 18

Ta serve the readers’ needs at the right time means to have a well balanced coflection
of comprehensive and the latest reading materials which are to be procured according to' the
nresent and anticipated demands of the clientele. This is possible if the statf is efficient and
professionally trained having thorough knowledge of the resources of the library.

Prary suggested a number of guidelings for selectors, which may De summarised as follows:
- estiblish suitable standards for judging all books;

- strive to get the best on any subject, but do not hesitate to add o mediocre title that will be
rrad rather than a superior title that will he unread

- duplicate the best rather than acquire the many

- discard or do not add titles for which there is no actual or anticipated demand - except for
“classic and standard works;

- stock the classics and standard works in attractive editions

- select for possitive use - not just good books but ones that serve usefully




- buy editions in bindings suitable for library use - circulation and borrowing
- know publishers, costs and values

- know authors and their works -if possible, develop a rankfng system

- provide for both actual and potential users. Satisfy the former’s general and specific demands

as far as possible; anticipate demands that might or should come from the latter

- do not attempt to complete scts, serics, or subject areas unless there is actual demand for
completeness

12.5.2 Dewey’s principles

Another important book selection principle propounded by Melvil Dewey-in eleven words

reads as follows;
"THE BEST READING FOR THE LARGEST NUMBER AT THE LEAST COST”

The theme of the principle is to procure good books for rendering satisfactory service to the
maximum number of readers within the available resources. There are three aspecis on which
the book selection depends: (1) Best reading. (2) Largest number, (3) Least Cost.

Best reading

Books which always give masimum pleasure to the readcr@posed to be suitable for

best reading. The term,‘best reading,’ is a relative term. The be st be modificd with ‘for’,

The best books for a defined purpose. ‘he best boaks sho, vf: some positive use, It must be
best for something and be of some service. In choosing thy book, the book selector should

observe a balance between the utlitarian principle exw by the actual reading necds and the
)

interests of the library’s clientele and the humanjst pQiciple bascd on literary standards,

The books which are known to be thé 0oks in the field of Uterature cannot be
considered to be the best books i che jit! of s®ence. Hence in the words of F. Drury “What
may be given as best may be the bes own field. the best that will be read, used and
will answer certain demands”. Classics a famous liter. ry works arc considered hest books.
However, a book which is demanded most may be terme:’ the ‘best book’. According to C.A.
-Cutter “the best books are those that satisty the just demands of the patron tor recreation,
knowledge and study”. As per the argument of Willam F.Pooli, ‘there are as many Kinds of best
Looks by one reader may not be the best in the opinion of another.

Charles A. Cutter while expressing his opinion about hest books 'put the following questions
viz, Best in what? in siyle? in inferest? In instructiveness? Best for whom? For the people in
general, for the college students or far the retired teacher. As the librarian has to serve various.
categorics of readers, the variety of materials have to be acquired'rhc quality of which might vary
according to their usefulness for one group or another. The bodk selector should be impartial
‘and free from bias in choosing the best books to give adequate representition to the scientific,
social and intellectual forces that are reshaping the modern world. The best books should be
up-to-date. ‘

Largest Number

Books in the larges‘t number can be purchased if they giﬁe the best reading and if they
are in-the greatest demands. The main objectives of the library is to serve the largest number
of readers. In providing books for the largest number of clients, the library should consider,
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both actual and poteatial users. Unduly agpressive readers with pealliar demands should be b
restrained but specialists and community jead-rs should be provided with materials to the extent
funds permit. The limitation in this respect is only due to the limitation of resources.

At least cost

The ultimate aim of all book selection is to make the effective use of alloted book fund.
The budget of the library is always limited and never adequate to meet all the demands of the
readers. Every means should be employed to stretch adeguate funds. Discounts, books, acquired
through gift and cxchange save money for additional purchase, On the other hand adequate
book service should not be given up on grounds of economy. A book which is important in order
to meet a desirable demand may of necessity have to be acguired at any cost. Funds should not
stand in the way of acquiring new books promptly and of muking the book collection up-to-date.
Through library cooperation if may be possib'ie to meet the reader’s demands by procuring the
required books from other libraries. Further Inter-Library loan programme will help to avoid
the duplication of costly and rarely used refr:fencr_: books.

12.5.3 McColvin’s Principles

Book Sclection and the theory of quality of demand: Supply has to be considered in relation
to the demand. Standard thought contents and utility to the reader makes the book popular.
According to McColvin “Book Selection is based the principle of Supply and Demand”
Demand refers to the kind of books which the us particular library need or may ask for.
Supply refers to types and varieties of read yasg d books from which the {ibrarian makes
the selection. “Boeoks are of no usc or v iless they are maie serviceable by demand”.
Advocates of the Demand theory ar the Bfinion that books should be sclected only on the
basis of the need expressed by the cli » If demand theory is strictly followed, a library may
house a large collection of wg ss b8oks. But a procurement of reading materials based on
demand can be justitied if toolN at trom the angle of reader’s demands.

Not oniy the dem@ the readers but also other factors are to be considered while
selecting books. While diand is in the essentially a guiding factor of supply, it should be
remembered that the great books of literature form the foundation of library structure and as

- such books of permanent value and lasting influence and impact must be selected irrespective

of the extent of the their use, Evidently, some flexibility is essential for selecting books.

What is best versus what is demanded: Best books tend to have a lasting quality where as
those demanded tend to serve a temporary interest. The Demand theory of selection can always
be justified in terms of use but it should never be used to sacrifice the library’s fiterary standards.

Demand for books must be differentiated according to its value, volume and variety. These
three qualities are applicd to assess the nature of demand. ‘Volumé’® is the quantity of demand
and variety is the multiplicity of demand. Demands made upon books in the library are not of
equal measure and may vary from one group to another.

VALUE:- The guality of books depends upon their value to the readers. Subject books are
generally valuable books. Valuable books are sources of knowledge. Mass reading materials are
- of low standard and are meant for general reading and not for serious study. :

The desire or need for book arises because it provides in_téllectual, :spiritual_'on recreative.
stimulus. For the evalution of the book, we require a common standard to judge. The demand
- is what the people Want. The deniand and its proper evaluation standardise the quality which '
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is the aim of book selection,

The best course of demand theory is to select and purchase all the books demanded by
the clientele without sub]ectmg them to any process of selection on differentiating among them.
Here comes a second factor for differentiation, variety.

VARIETY: Various interests, habits and tastes would lead to varieties of demand. Varieties
of demand cvolve due to the comlexity to human nature. In libraries many books on the same
subject fields by different authors are needed. '

The way of approach of one reader to a subject may be different from that of another
reader due to educational and intellectual differences among readers. So, in order to cater to
the needs of different clients in the library, books on the same subject with different approaches
and treatment are necessary.

VOLUME: Volume of demand is generally estimated by the extent of books used. Tt is also
‘ assessed by notes, the number of times a particular title is issued to the readers and by examinning
whether the demend for it is a stable or a temporary one. Therefore, in book selcction both
quantity and guality of demand are to be considered together,

The demand for baoks in each library whether public, academic or special, is to be examined
’ for the purpose of book selection from the point of view of quality and quantity. Thus all the
, three factors, Value, Volume and Variety, of Demand theory hage t0Me considered, related and
i balanced to make book sclecnon into a useful process.

basis for book selection in his
raries (1925). His premises may be

Lioncr R McColvin outlined community demand al
monograph entitled The theory of book selection for ggblic i
stated briefly as follows:

- Public libraries are established in respo wand in anticipation of, demand

- The process of book selection iny oth supply and demand. The library's function is
to discover and assess community ¢ d, then to satisfy those demands.

The basic criteria for book selection propounded by MecColyin may be summerised as follows:

-« the information shouId De as accurate as possible.

- the book should be complete and properly balamed w1th dve regard being given to its
subject and intended scope;

- the currency of the information is frequently the determing factor;

- the writing style and treatment of the subject should be approprlate to the type of demand
to be met.

Broadly McColvin's princiles are applicdable to any type "of-lib_rary not just to public libraries,
12.5.4 Ranganalhan’s Prin’ciples

Ranganathan was a great theoretician and a practioner, who could apply scientific approach
to collection development His five laws of library science are also helpful in formulating the
princples of book selection. The first three laws underlie the Rabgdndthan $ concept ot how a.
library collection should be bm]t : : :

The first law_'Books are for use’._makeé the'librarcs obligatory to select the books which are
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of use to the library users. While selecting the books, actual and potenti

'_—_.lﬁ
al needs of the users |

are to be kept in mind.

The second law Every reader his/her book’ also emphasises the need for keeping the user’s
requirements while selecting books for a library. Tt further stresses-that the language, subject
and style should be suitable to the level of the readers.

The third faw ‘Every book is reader’ sugpests that cvery effort should be made to put to use
the collection to the readers. This aiso emphasises the need for selecting the books according
fo users’ necds. '

In a nutshefl, utitity should be the first consideration in book sciccton.
| © 8elf-Check Exercise-3

What are the two basic premises propounded by Lionel R McColvin with regard to the
book selection ?

Note: i) Write your answer in the space given below,
~ i) Compare your answer with the model answer given at the end of ths unit.

12.6 USERS’ STUD

As the preceding discMSon suggest, user turns out to be the target of all activities of the
library. Therctore, it becomes necessary to know about uscrs in order to build up the library
collection which would meet their informational requircments.

Use of questonnaires, interview, and observation methods are the most common approaches
for conduction user studies. '

User surveys are usually undertaken to assess the informaton gathering habits of users,
their approach to seek the use of documents, the cxtent of reliance of collection in librares, etc.
These studies help to understand users” approach and in turn help the librarians to determine
the priorities and allocation of funds for collection development. '

12.7 APPLICATION OF BOOK SELECTO“N PRINCIPLES TO DIFFERENT
TYPES OF LIBRARIES

12.7.1 Public Library

Book selection is the proce:s of compromise. It means the rejection of many books for the
selection of a few books. The Public Library attempts to achive the (i) Educational, (2) Civic and
(3) Utilitarian aims. (1) The Public Library provides people with information and knowledge
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which, it is hoped, will lead to wisdom and understanding (Educational aim). (2) The Public
Library offers the citizens of a remocracy the means by which they can become informed and .
entightened citizens (Civic aim). (3) Apart from offering facilities for the individuals to become
enlightened citizens and educated persons, the public library should help the individuals to
improve their occupational abilities (Utititarian aim), i.e, the library should help school children
to get better grades, to help the businessmen to make more money, etc.

Accordng to Thomas Brary, "Library is an open door through which people can partici pate
in all the accumulated wisdom of the race, “The promotion of reading has been advanced by the
public libraries since its inception. '

‘ Public fibrary - Book Selection Policy :

‘ ' The Book Selection policy in a public library depends on its clietele. While the demands of
users are taken into consideration, the policy of collecting is influenced by other factors such as

‘ the age of the library, its income, and its {ocation. During 1914-1918 (The First World War),
five general principles were promut. ated. '

- ) . . - g . I
, . 1. Book Selection should be of such nature that it can reflect the education, iformation,
aesthetic approciation, recreation and research,

"' 2. Book Selection should aim at fulfilling the common need oﬁjmmunir}h
| a

3. The poliicy should be conceived as a living and changi I _
‘4, The procedure should be carefully planned and orga\@ every pﬁblic-!ibrary. '

5. Evaluation should be on the basis of services, q%tions and energy. of the staff, public
relations programme, location and physic: ect$of library buitding and service outlets.
d

Sufficient number of books should be a every year to reflect the current and useful

information. According to A.L.A. the Wrary has to serve the followng purposes to enable
the people to :

1. Contribute to the growth of knowle.dge;'
2. Make much use of the leisure time;
3. Appreciate and enjoy work of art;
} 4. Develop creative and spirituai capacities;
3. Discharge political and social obligation;
6. Become better members _of home and community;
7. Educate themselves continuously, .
The public library should be free and open to all.

Active Approach:- The public library should buitd up the collection of reading materials so
as to enable the people to make use of books of their choice. .

Passive Approach:- The public library should apart from books, add non-book materials
and audio-visual materals to attra.t others also who are not interested in readng books in order
to bring about an increase in the use of library collections.




The pubtlic library should prowde mdmduallsed service whereby each gets the prcmsc thmg
~which is best suited to his particular needs, to his ability, to his interest and backround. The
public library with alt its resources should meet the book needs of different types of users.

"['hc following methods are followed for selection of boks in public libraries.

1. Through the personal selectiﬁn_ of key prot_'cssionals;
2. By Committee of Members; |
3. By the Staff and \
4. By inviting suggestions from the public.
12.7.2 Book Selecton in the Academic Library

“The Library is an indispensible limb of the educational organisaton. In the words of Carlyle.
“A true academic institution is a coliecton of books”. Ne Academic institution can fulfill its
mission without a well equipped library and -'properly trained staff. The Library is not merely a
store-house of baoks; it should be dynamic and set out to assist and attract the borrowers and
make them use it. In a country like India where public libraries are not developed, the academic
“library, especially the university library, may preserve and disseminate knowltedge among the
educated people and all teaching and research activities can be radiated from these libraries. An
academic library should have books on alt subject anfthe best books.

The best thing for any library programpesig its Ok collection. Sometimes actual demands
are overlooked and books on demand are d. They do not fulfill the expressed demand or =
. the potential demand. Text-books shguid no¥™de given such importance as to discourage wider

reading. The aim of book selectio:% be to provide a variety of the best to the fargest

number at the least cost. Th should keep in touch with the students and teachers
book needs and must be awa e largest number at the least cost. The librarian should -
keep in touch with the ents ¥nd teachers book needs and must be aware of the different
types of publications b@wut in the various parts of the workd. The library staff should be
familiar with the research done in varous branches of knowledge resulting in the publication of
a number of books for building up a balanced collection.

ari

Book Selecton is easier in the academic library than in the public hbrary. Here, subject '
specialists in each subject are available; syllabus, publishers, catalogues and book selection sources
are also available for selecting books. Academic institutions have dstributed their library book
grants among the teaching departments on the basis of formula worked out out in-the interests
of the given institution. But where the library regulates funds, the \ibrarian is responsible for the
book acquisition. Publisher’s weekly and standard publishers’ catalogues are consulted and the
best possible books are acquired on the basis of the indents received from the staff of different
Faculties. Big institutions or libraries receive publishers’ catalogues and announcements regularly
reporting new titles to enable the faculty members and the library staff to select and acquire
titles suitable to their libraries. ' '

The foliowng factors influence book selection in a university library: (1) Nature of the
Univeersity; {2) Size and the nature of the present holdings; (3) Curricula; (4) Teaching
. methods; (5) Research programmes; (6) Number of Students. (7) Number of Facultes, (8)
Library System and (9) Funds available. All the problems arise while making book selection.
Some librarians prefer to make existing collections more comprehensive while others prefer to
purchase new titles, mostly ol reference nature. The university library should not favour the




collecting of rare books and manuscripts unicss there is a necessity or a purpose behind it and
" money specialy available for it. The librarian and the faculty should work together in rational book
selection. The university library should not buy pocket books and cheaper editions. Apart from
books and periodicals, the universty libarary should acquire and make available research reports,
conference proceedings, seminar papers and non-book materials in Microforms (Micro cards,
Microfilms, and Microfiche, Audio Visual Cassesttes etc) necessary for research programmes.

12.7.2 Beok Selectloal in Special lerary

A Special library requires access to all types of published information: in order to enable
prolessionals and researchers to keep abreast of the latest research and information relevant to
the interest of the OrganiS'itioﬁ concerned. A special library is thus motivated by a particutar
objective and the collection of the material will reflect this objective. Tts main aim is, however
to collect information rather than material.

The special library’s main function is to disseminate nascent micro-thought to its clientele.
The acquisition of materials for the special library fuifills the immediate needs and facilitates
the establishment of a comprehensive basic collection to provide for future interests. The
collection represents a variety of materials of research value such as monographs, handbooks,
encyclopaedias, technical subject dictionaries, bibliographes on subjects, periodicals, indexing and '
abstracting periodicals, government documents, techrical trade iterature, patents, standards,
translations, theses andjlissertations, research reports, confergnceNyreceedings, ete. In certain
special Iibrarics maps and plans are -acquired through selection! prehensive acquisition of
the latest literature in the subject field is its Tirst objecjfve 9§ it is needed and vsed. Though
the emphasis is on the current publications, the build % of a retrospective collection of

books on the relevant subject area should also be . Many of the books procured may be
infrequently used, though they are required for resech and evaluated by experts to be relevant
and important. 1n a special library the val o0k is not judged primary by rhe frequency
of its nse. '

12.7.4 Book Selection in Chiid-ibrm_‘y

There are three major principles for managing thé™ children’s library: (1) Well qualified
librarian, (2} Good books, and (3) Modern facilities. Sound knowledge is required for the
selection of children’s books. The great problem is the rapid increase in the number and varicty
of titles, many of which are of great value for their own sake and for their usefulness in the
school curriculum. Children’s libraries must cater for different age groups, The librarian should
be in the know of the current fads of his clients in order to kecp abreast of their interests.

12.7.5 Hospital Library

Hospital libraries cover main hospitals, mental hospitals, and sanatorinms. Book selcction
piay an important role in hospital libraries. The librarian is responsible for selecting the books
to suit the patient’s tastes and demands. The Hospital libraries should cooperate with the
neighbouring public libraries for getting out-of-print books and books ‘on special subjects. In
addition to fiction, non-fiction-books dealing with travel, sports and pastime, and history have to
be selected. Picture books and books with an attractive get-up-in addltion 10 books on dlﬁea‘;eq
should be selected.




12.8 BOOK SELECTIC*N PROCEDURES

Most of the library authorities constitute Committees to go into the matters relating to
book selection.

In selection procedure, there are three methods followed in the libreries: i) a book seiler
may supply books on approval to the library on his own initiave, ii) Some titles for selection may
be derived by library staff, and iii) a proportion of titles for the purpose may come in the form
of users’ requisition. Before the committe meets to recommend for procurement, the source
materials could be checked against previous records in the library coliection to avoid duplication
until and unless being deliberately duplica{cd.‘ When the recommendations of Committee are
accepted by the appropriate authority the list of selections could be passed to the order procedure.

In respect of periodical titles, both considerable time and careful attention are devoted to
the initial selection decisions as they involve long lasting commitment of library funds.

There are various ways of determining which are the most important periodicals in a subject
field: '

- Surveys and interviews with users, about the needs of periodicals. Surverys of in-house
. periodical use refating to other libraries may also serve some purpose, '

- Select lists of periodicals from ap authorit_at%ce. For example, some selective bibli
- ographies and ‘some guides to the literature’ | e lists of recommended periodicals in
their subjects field;

Analysis of periodicals covered byglndex and abstracting services,
Bibliometric analysis. %

12.9 SUMMING UP

Book Selection for%)rary is a specialised job. The book selection in a library is to
enrich the knowledge of its clientele in general and to further their intellectual, spiritual ;_i-.r]d
social development. With the funds available a library must ot only provide books but also
stimulate intellectual curiosily, encourage independent thinking and inculcate value that will
shape individuals into responsible citizens of the country. Bock selectior. is based on certain
principles in relation to the objectives of the respective libraries. Book sclection policies should
aim at a reasonable cost. Tt is based on demand which should be difterentiated as to value, volume
and variety, The problems of bouk selection differ from library to library. There js a balance to
be maintained between books of ephemeral value and those. of lasting value, The requisition of
duplicate and second hand books should be discouraged. The latest books should be selected
* to enrich the library collection. Thus book selection must e an orderly and coordinate process.

12.16 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The basic issues and factors in book selection are -

What to select {refers to nature, form and variety of materials)
For whom to seleet (refers to library’s clicntele)

By whom (refers to selection anthority)

For what purpose (refers fo library’s aims and objectives)
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How (refers to evaluation of books in relation to users’ requirements)

2) The three basic principles of book selection are -
1) Select the right book for the library readers _
ii} See that no race, nationality, culture, propfesson, trade or local custom js overlooked

iiiy Every library collection should be built according to a definite plan and on a broad
general foundation.

3) The two basic premiscs of McColvin are

1} public libraries are established in response to and in anticipation of demand:

ii) the process of book selection involves hoth supply and demand. The library’s function
s to discover and assess community demand then to satisty those demands,

12.11 ASSIGNMENT

1} What are the principles of Bock Selection?

2) Mention the basic issues and factors imvolved in book selection,

3) Demand is one of the factors governing book selection. Demfad should be differentiated
as to Value, Volume and variety. Explain.

4} Explain the Statement, BEST READING FOR TF RGEST NUMBER AT THE
"LEAST COST, with reference to Book Selection. . :

5) . State briefly the application of principles of Boo tion to difterent types of librarics,

12.12 RECOMNENDED BOOKS :
1 Carter, Duncan Mary 4 ding Library Collection
.11-39. :
2) Chakrabarti, Ajit Kumar : Treatise on Booi: Selection
' pp.1-6, 35-42.
3) Muthuswamy, Thirumalai : ABC of Library Science,
' ' pp.77-98.
4) Sharma, Chandra Kant ¢ Book Selection and physical Bibliography,
- Ix-x1, ppp.i-41.
5) Sengupta, B, : Book Selection,
pp.1-42,,
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13.0 AIMS AND OBJECTIVES
This Unit aims to provide an axcount of the different guides or tools available for selecting
book and non-book materials for different types of libraries and also the necessary guidelines

to be followed for building up a balanced and wise selection of documenss in fulfillment of the
determined objectives of the libraries.

After studying this unit, you should be able to

trace Sources for book selection, both Indian and foreign;
- explain the importance of national bibliographies, INB and BNB;
. discuss the role of trade bibliographies in book selection

- desecribe book exhibitions and book fairs.

13.0 INTRODUCTION

Efficient functioning of & library depends upon the provision of suitable reading materials
to the majority of its users. This is based on building up wise and balanced collection of reading
materials in fulfillment of the objectives of the library. To achieve this, the library has fo make
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use of the tools or guides to select available books in different forms both Indian and Foreign. N

A library has to acquire basic materials to build up the collection and to make additions
in relation to the changing interests and requiremients of the parent institution. In order to do
this, it is necessary t0 know the existing publications. There are different approaches to achieve
this task. (1) The information about the important and standard books in any subject can be
obtained by scanning the accession lists of other libraries speacializing in the required' subjects,
(2) An examination of the list of books stocked by book sellers will also be helpful. (3) The
perusal of the lists of books available with the second hand book-sellers will be useful to know
the basic collection in a subject field.

A library has to keep pace with the new publications to make its collection upto-date. This
requires knowledge of the sources giving information about the different publications. Sources
range from general list covering varying degree, embracing all the branches of knowledge (e.g.,
Social Sciences) and specialized lists dealing with a specific subject (e.g., Economics}.

| Sources can be grouped into two categories; (1) Those which list existing publications useful
for huilding basic collection of the library, and (2) those which contain information about new
| and forth coming publications. - ' - '

The primary sources in the first category are bibliographies and published library catalogues:
Any library of normal size should have some volumes of either the national or trade bibliography,
of the concerned countyy like British National Bibliography, WhilakeNg Curnulative Book list ete.
For a library specialising in a narrow subject in which books ard\pulished by few publishers,

respective publishers catalogues will be more useful. Q :
' \
The guides of A.J Walford and C.M.Winchell ligt a nu r of reference publications in all -

subjects and for science subjects, F.I3.Jenkins Scicnce nce Sotrces serve.the same purpose.
the collections of major libraries like
ary value as book sclection sources. Series.
bjects published by M/s. Butterworths & Co.
Ltd.,, UK., are important guides and aid? ok selection in their respective ficlds. (e.g. Use of

i Mathematical Literature; Use of Physics Liferature; and Use of Social Science Literature, etc.)

13.2 NEW AND FORTH COMING PUBLICATIONS

Sources for obtaining information about the recently published and also forth coming titles
are many.

(1) A number of book-seliers now provide announcement service. for new publications,
Book-sellers like B.H.Blackwe!l Ltd., Oxford send printed cards for individual titles describing
the details of new books to make the libraries order for them.

(2) The library making substantial current acquisitions may need the weekly or monthly
issue of the national (e.g., Indian National Bibliography) or trade bibliography (e.g., Indian Books
in Print, American Book Publishing Record). Since these lists appear in cumulative volumes with
provisioh of indexes, they are useful for the library for retrospective searching. For the majority
of libraries which select books by subject BN.B. and A.B.P.R. are more useful since they contain

. classified list of books. ' :

~ Some abstracting and indexing services also announce books, monographs, patents and
standards within their sphere of interest. : :
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(3) Inspite of time lag, the most useful sources of information about new publications are
reviews and notices communicated in the periodicals and newspapers.

(4} The exchange of accession or recent additions lists regularly between libraries will help
te know the details of new titles.

13.3 SOURCES FOR SELECTION OF INDIAN PUBLICATIONS

The publisher’s and booksellers” catalogues are important sources for the current Indian
publications. There ave three types of publishers in India: (1) Publishers of books in English
language (2} Pubtishers of books in regional languages, (3) Publishers of transfations in regional
langueages from English or other languages. Only a few publishers and book-sellers are of
standarde type with all the organisational capacities. Their catalogues are available either in a
regular or irregular manner.

13.4 BOOKS SELECTION TOOLS

We can broadly classify the different fypes of book selection tools under the following
headings : '

i) National Bibliographies

ily Book Trade pcfiodicals '
i) Trade Bibl'iographics . 0
iv) Book Reviewing Periodicals .

v) Book Reviews

~ vi) Pubishers and book-sellers catalo an
"vii) Government publications and othéWsources.
The number of book selecNgn T00ls, both retrospective and current, is numerous and we
can discuss only some of impoPtant tools.
13.4.1 National Bibliogwfphies
Many countries of the world publish national bibliographies and are the best source to select

both current and retrospective publications. [n India the stock of majority of libraries are in
Engish and Indian languages and hence the selection tools are restricted to these languages only.

(i) British National Bibliography (1950 - )

For British books, the best selection tool js the British National Bibliography. Being a
“weekly publication, it gives latest information on British books. Tt is a classified list, arranged by
Dewey Decimal Classification, with author and subject indexes, The monthly issues include an
index of the previous weeks and is further cumulated every quarter and then issued in annval
volume. There are alse five yeariv index. Hence BNB serves both as a current selection too
“as well as retrospective selection tcol, It gives complete bibliographical details and hence those .
Tibraries subscribing to BNB ¢:m also use it in the cataloguing department to trace the class -
number and the catalogue ent,y.

(i) National Union Catalogue of LC (I1.5.A.)

In U.S.A. there is no national biblicgraphy on the lines of BNB, but the Mational Union
Ca\talogue of Library of Congress serves the purpose. It is a monthly publication and includes -
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books received in the Library of Congress and titles reported by other 1).S.libraries, Very few
libraries in India subscribe to this as there are alternative foals to check U.S. Publications.

(i) Indian National Bibliography (1957- )

Indian National Bibliography is published by the Central Reference Library, now a section
of the National Library of India, Calcutta. It was started as 4 quarterly publication in the year
1957, became a miontly from 1964. It includes 13 Indfan languages and English. The major
drawback of INB it is much behind publication schedule and as a book selection tool it is of not
much use. If it can keep up with time schedule it can be the best tool for Indian books as it
covers 14 [ndian fanguages and will be a handy tool for all libraries.

(iv) National Biblipgraphy of Indian Literature - (1901 - 1953

It is a four volume publication, published by the Sahitya Akademi. It is a retrospective
bibliography and is a handy tool for old books published in Indian languages.

Vol 1 - Assamese, Bengali, English and Gujarati

Vol. 2 - Hindi, Kannada, Kashmiri and Malayalam

Vol. 3 - Marathi, Oriya, Punjabi and Sanskrit

Vol. 4 - Sindhi, Tamit, Telugu and Urdu

Vol. 5 - Dongri, Konkani, Maithili, Manipuri, Nepali and Rgjasti (1901-1980)

The subjects covered are philosophy, religion, histopf™gerature and other humanities
subjects. Each volume has an alhabetical list and servece boks written by particuiar

author, :
13.4.2 Book Trade Periodicals Q

There are a number of commercial ventu whose main job is to bring out jpublications

about publications. Such publications hg .@ Qrcguiar periodicity and the subscription rates are
also considerably high. A fow of them ard&dis ussed below :

1) Cumudaive Book Index (CB1) » Is @ world ist of bodks published in English fanguage( 1898-
J published monthly (except in July) by HW.Wilson, New York. Entries arc darranged in one
alphabetical sequence of authors, titles and subjects. It can be stated as an international trade
bibliography for English books. It is cumulated semiannually, annually and quinquennially. Being
one of the comprehensive book selection tools it is acquired by many libraries.

2) American Book Publishing Record (ABPR): Better known to librarians as BPR. Published
as monthly since 1960 by R.R.Bowker, New York. 1t is a well used book selection tool, Covers
all American publications, Arranged by Dewey Decimal Classification and entries arc made
according to AACR Rules. Hence it is a handy tool to the catatoguers who can rely upon its
classification and catalogue entries. Cumulated annually and is now available in a 15-volumes sct
covering the years 1950 to 1977, Being arranged subject-wise, it is an excellent tool to prepare
adhoc bibliographies on a given subject. The entries also provide subject headings,

3} Booklist : 1t is published from Chicago by A.L.A. since 1905 as a fortnightly publication.
Another good tool for American buoks. Entries are classified by Dewey Decimal Classification.
Provides author and subject indexes and brings out annual volumes giving the authors and titles,

4) Bookseller: Tt is the oldest book trade journal »ublished from London by J.Whitaker
& Sons, since 1858, It is now a weekly publication and conﬁgiins information on all important
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Dritish books. Entries are arranged in alphabetical order. Also brings out annual cumulation.

S) Whitaker's Cumulative Book Lisi:{1924-} This is a quarterly publication of British books.
The arrangement is subjcct-wise, under broad subject headings, with author and title index. 1t
is based on the entries made in the Booksefler and libraries subséribing to Bookseller, will not
find much use.

6) Indian Book Industry:(1969- ) A monthly publication from Delhi by Sterling Publishers.
Covers information on books published in English language in India. Besides it includes articles
on publishing and hook trade, significant news items, Government policies on book trade and
other pertinent items useful o librarians. Jt also publishes occasionally subject bibliographies
and.brings out special 1ssues. '

7} Publishing in India : A monihly pubtication brought out by DK Publishers & Distributors.
It contains majority of the Enligh books published in India and which are distributed by this
agency.

Other Book Trade Periodicals:

i) D K Foright : Good tidings for fresh books (19R8 - ) published by [ K Pubtishers, New
13ethi. '

i)y Book Talk (1972 -) published as monthyy by iley Eastern, Mew Deifht.

ity Springer Scan (1987 - }, issued b}@};cr Books (India), Delhi.

i) Allied Book News : A warld of bo

o within your reach (1992 - ), published by Allied
Publishers, New Delhi, ' '

vy Laws & Flaws {190 monthly published by Law publishers (Indial, Allshabad.
(Specialised in law publy ation

vi) J M J Book In 4 -3, a monthly published by J M Jaina Bros., Dethi. (Specialises
in Government publications) :

vii) SCTENTIAL : A review from Narosa (1987 - ), issued by Narosa Book Distributors, New
Delhi. (includes book reviews and new journals)

viil) The Academic Update (1991 -), published by Academic Press, San Diego (USA)

ix) New Publications Bulletin (1975 - ) , published by Pergamon Press, Oxford. (Tt covers
books, journals and reference '

Sell-Check Fxercise-1
List any five book trade periodicals useful in selccting books published in India.

Note: i) Write your answer in the space given below.
i} Compare your answer with the mode! answer given at the end of this unit.
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13.4.3 Trade Bib!iographies

Trade blb[lography 1s one issued by commercial orgdmzatmns like publlshers book%el]cm
“distributors and printers for a partlcular country with business motive.

I. INDIA
Current Bibliographies

(1) Indian Book.s_, (1971- ) an annual bibliograhy, New Delhi: deay and Tommorrows Book
Agency

It attempts to record Indian books publlshed in English or reprinted in India during the
year. It covers books and monographs published by the book trade, publications of the State
and Central Governments and those issued by learned societies and institutions, The entries are
arranaged in separate sequence -author, title and subject.

(i1) Indian Books published by Indian Bibliographic Centre, Varanasi.

It is an annual publication dealing with Indian books published or reprinted in the English
language during the year. Children books, school text books, a Government publications
(except those of Ministry of Information and Broadcasting and Wstri gazettes) are exclcuded.

It consists of an author, subject asnd tite part, cacining cemplete entries and is a
reliable publication, _ . '

Retrospective Bibl'iographies Q

(i) Indian Books in Print: A bibffogmp%rdmn Books in Fngiish ,’anguage (1935 67),

published by Indian Bureau of Bibliogg Ihi (1969). .
Itis a éélect bibliography of Englis oks pubtished in India from 1955 te 1967 and was

released towards the end of 1969.

It includes over 40,000 books and pamphets by about 1500 publishers. It also covers a large
number of publications brought out by various societies and institutions as well as Government
publications including pamphlets. Only those pamphlets rel.mng to non-government publications
which were found important are included.

The book is divided into five parts: (i) Classitied, (i) Author Indes. (m) Title Index, (iv)
Subject Index, and (v} List of indian publishers.

In the classified part, entrics have been arfanged by subject according to Dewey Decimal
Classification and suitable feature headings have been provided. ‘The eritries included in this
part give the usual biinographica] infor'mation.

The author’ and title index entries contain complete blbllographm information and satisfy
the approaches through author and mIe

The subject index provides subject approach and directs the vser to the classified pirt when
entries for the same specific subject are to be found in one place. Entries in general have been
prepared according to rules given in the Classified Catalogue Code: with additional rules for
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Dictionary Catalogue. Since the work has been compiled by librarians, it can serve as a useful
aid in cataloguing and classifiction of publications included here.

The book is a major contribution to the bibljographic organisation of Indian materials. It
is of immense value to librarians and book- sellets for procurement of books.

(ii) Indian Boocks in Print : 19?2.‘ A bibliography of Indian books published upto December
1971 in English language by Indian Bureau o, Bibliographies in 1972 in 3 volumes.

It covers about 60,000 publications in English published from 1901 to 1971, 1t follows the
same pattern a that of Indian Beoks in print 1955-°67. The first, second and third volumes cover
author, title and subject entries respectively. 1t fills an impotant gap in the bibliographic control
of Indian publications. It covers a period neglected by Indian bibliograpkies. The edition of 1986
published in three volumes on the same pattern includes 2,355,000 entries of books published
upto the end of December 1985, Though there is time lag in its publication, it is a uscful source
tfor Indian publications. The latest edition of 1994 contains 3,50,000 entries.

[1. United States of America
Books in Print (New York: R.R.Bowker, 1948 « ) Annual

Books in Print was started in the year 1948, B.LP. lists what is available. 1t draws its basic
information from publishers Trade list annual. It is now in six volumes. The first three volumes
deal with author entries. The other three volumes sist of title and series entries arranged in
:-1Iph;1be'tic.'1| order.

Tt covers books published in the U@ available for purchase. It lists both new and
old titles. All items listed in Publishers List AnnualP T.L.A. are found in BIP. BIP.
is in fact an author, title, serics ind TL.A Tt covérs aver 3,553,000 books.  Information
includes authar, tite, price, cdisan, yder of puliication, 1SBN, etc. It is a valuable additien to
ibliographic information is provided for each rtitle. It tells
rchase, from whom and at what price. 1984 edition has listed .
titles brought out by 6 ishers. Tt is an extremelyvaluable source of American publications.
Its reliability depends on We accuracy of the information supplied by individual publishers. its
main object is to inform the book trade and the purchaser what bocks are still in print with
the publishers and to furnish other bibliographical details. As a book selection tool its value is
limited as the listing is done by authors artd titles.

trace bibliographic details.
whether a book is availy

ITI. United Kingdom

British Books in Print: 1967 - Annual {London: Whitaker) Books on all subjects are
tncluded. Qriginally it was published vnder the tite Reference Catalogue of Current Literature.
‘The main sources for the list ot books are Book Selfer and Whitaker's Cumulative Book list. 1n
this publication books published by more than 6,300 publishers are included. Coverage with
regard to non-book materials may not be exhaustive. Maps, manuscripts and microcopies are
also included. 90% of the publications are conventional books. So its coverage with respect fo
type of materials Is adequte. Most of the books are in English language althdugh books in other
European languages are included in this catalogue.

Most of the publications included in the bibliography are of British origin. The British
publications of many foreign publishers which are avaitable for sale in the United Kingdom are
" also listed in this bibliography. Since thg_éoveragc is exhustive with respect'to British books, it
can be considered as a very valuable bibliographical tool.
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There is no restriction with regard to the period covered. Tiie only criterion for the inclusion
of a title is its availability for sale. Hence, its coverage is wider than it appears.

It is published in two volumes. The order of arrangement of entries s alphabetical by
author, title, series, cross-references etc. This is not. very helpful arrangement. Both author
and title entries are not seperated by putting them in separate volumes as was the case in the
carlier editions prior to 1971. Entries of related subjects are scattered thought the bibliography.

! Absence of subjet grouping to a great extent reduces the usefulness of a bibliography. Non-
provision of a separate index for subject entries affects the quality of the bibliography. Extensive
use of abbreviations is found in prearing enties. Provision of list of abbreviations given in the
preliminary pages is helpful for consultation, As in the case of Books in Print (American), British
Books in Print is more useful to the ordering section of the library to know the publisher, price
and date of publiction. The 1986 edition containing 650,000 entries was issued in 4 volumes.

IV. INTERNATIONAL

Intemational Books in Print, 2 Volumes (2nd edition 1981-82). Detroit: Gale Researc_:h Co,,
1981. '

. This new 1981-82 edition lists over 80,000 titles in English published outside the USA énd

UK from publishers in 89 countries. The countries and areas fromgvhich the largest number
of titles are included are Canada, Australia, India, and Africa. @ndicams thousands of

English language titles whose main languages are French, German, sh or other languages.

| For casy consultation, all books are listed under both autho jtle. The set also includes the
name and address list of all publishers mentioned.

International Books in Print is a valuable aid in m%n of books in large research and
academic libraries. ' Q~ :
Self-Check Exercise - 2 '
‘ What is the arrangement of entries m%n'ﬂooks in Print ?

Note: i) Write your answer in the space given below.
ii) Compare your answer with the model answer given at the end of this'unit.

o v
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............................................................................................
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-

............................................................................................

............................................................................................

13.4.4 Book Reviewing Periodicals

The above mentioned trade periodicals rapidly communicate informatin about the books
published and also to be published providing neceésary bibliographical details. In the age of
publication explosion, this may not help the libraries and specialists to know whether the titles
are relevant to their needs. Uniess the brief description of the contents of the titles along with
their merits and demerits are made available, proper book selection will not be possible. This
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situation paved the way for the pub]ication of book reviews in newspapers and periodicals. The '
Book Reviews should be standard ones, unbiased, balanced and written by subject specialists.

For speedy communication of Book Reviews, periodicals reporting Book Reviews, both in
India and foreign came to be published. Some of them are given below by way of example. -

i) Book Review Digest (FLW. Wilson). 10 issues a year. Tt is devoted to reviews of setected
American books. Only such books which are reviewed in at lcast two journals appear in this
digest. Entries are alphabetical by authors with full bibliographical details along with Dewey
numbers. It is cumulated half yearly and yearly.

ii) Publisher’s Weekly (R.R. Bowker). It is both a book trade journal as well as a reviewing.
periedical. It is a popular book selection 100} as it covers the reviews of forthcoming books. It
gives advance information with probable dates of publiction of new hooks. Another feature of
the weekly is, it lists what are called ‘Best Seflers’. The weekly issues cover both paperback and
hard bound best sellers and is a valuable guide for popular boeks. The ‘Best Sellers’ is hased on
the sale of a particular volume on the American hook stands. It also brings out a Weekly Record
which now forms part of American Book Publishing Record.

i} Library Jounal. Another Bowker publication, The journal is useful both as a Library
Science subject journal and a book selection: tool. Covers annotated lists of books, arranged
subject wise. Special lists are published on chi]dre@ks, reference books and paperbacks.

iv) British Book News (1940 - ): A monilly pu whed by the British Council London. It
gives exhaustive reviews. of select lists of by r@ ntries are classified and arranged by Dewey
Decisnal numbers. Usually one or two articles terest to librarians are included in every issue.

v) Indian Book Chronicle (1976 - )N Orinightly pubdished from Delhi. 1t gives reviews of

Indian books. Reviews are wit sublect specialists and are valuable 10 evaluate in the book
selection process. There are sev | other reviewing journals tike, Choice, New York Times Bock
Review, Times Library 5 nt, Saturday Review, elc.

13.4.5 Book Reviews

What is described above of journals which are solely devoted to the review of books. There is
another type of useful book selection tool and they are subject journals. Well known periodicals
usually have a book review section. They cover the subject of the pericdical or allied subject.
'For example a library science journal covers reviews of books on library science. Hence this type
of reviews are more valuable tor seleciion of books.

Reviews are also covered in newspapers, There a several newspapers that brings out weekly
supplements on book reviews and are uscful to supplement other reviewing journals.

13.4.6 Publishers and Bookseliers Catalogues

For the day to day selection of books many libraries depend on publishers’ catalogues and
announcements. Major publishers bring out catalogues annually, listing all their publications,
f_inc[uding the forthcoming books. In addition, at regular intervals they send their advertisement
materials. In USA, a combined catalogue of major publishers is availabie on subscription basis.
This is published by R.R. Bowker annually and is known as Publishers’ Trade List Annual. Many
publishers bring out their own newsletters at regualy interval and uvsually available on gratis.
Libraries caii a2k publishers to put their library on the free mailing list of the publishers. In




India mify publishers and book seliers bring out their catalogues and newsletters which can be
procured gratis. : '

134.7 Govemment Publicatiéns and other sour'ces'

Various agencies of central and state governments issue catalbgues of their publications at
regular intervals. The publications include books, reports and other occasional papérs priced
and unpriced. Many current publications are notified in Official Gazettes which though belated
can be used as a secondary source for book selection. The Publications Division of the Central
Government publishes a list or cataogue of jts publications, which can be acquired from the
Manager of Publications, Government of India, Delhi and authorised agents. The catalogue of
Paliamentary Publications is a list published by the Lok Sabha Secretariat and it is an important
source for book selection. The Manager of Publications is considered as the major publishing:
agency for the Cen‘_l_tfal Government publications, o

Catalogues of State Government publications are generally issued in an irregular manner by
the Controller of Printing and Stationery Superintendent, Government Press. Such catalogues
are not much helpful in book selection,

A bibliography of Indian scientific and technical publications 1960-65 was published by the
Council of Scientific and Industrial Research (CSIR), New Delhi. :

Bibliography of I A.R.1. publications 1905-1963 was published b@n Agriculiural Research’
Institute, New Delhi. - :

Bibliography of Dictionaries and Encyclopedias in India ! ges (1964) by National Library
of India, Calcutta, '

Further, institutions like Sahitya Akade jonal Book Trust of India, publish both
original and English translations of works of lite merit in Indian languages. Similarly Telugu
Academy, an institution under the co @ of the Government of Andhra Pradesh publishes
standard books of literary value in Telugy' uagc. ' '

For Indian libraries there is another good book selection tool, i.e. Accessions List South
Asig. This is 2’ monthly publication of the Procurement Centre of Library of Cogress at Delhi.
) Under the U.S. PL-480, the Deilhi procurement centre buys in muitiple copies selected Tndian
books in all Indian ianguages, including English. The books so procured are listed monthly
and this list is a reliable book selection tool. Arrangement is alphabetical and also by language.
Wherever necessary small annotation is alsa given. =~ :

Another selection tool one can depend on is the accession lists of other libraries. It would
be a good practice to exachange lists of new books added with other libraries.

13.5 BOOK SELECTION TOOLS : NON-BOOK MATERIALS

- Non-book materials include audio-visual materials, microforms, computer based marterials,
etc. Most of the non-book materials, tilt recently, have been produced by advanced countries
like, United States. Indian libraries acquire them and then available to their readers. Now a days
many of these non-bock materials have been in India also, The selection of these materials pose
some problems as the bibliographic control of such materials is not well organised. However,
some of the selection tools of non-book materials have been collected from different sources.
and provided below: ' ' '
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13.5.1 Micro_forms

Backfiles of newspapers, bibliographics, out- -of-print materials and now some of the scientific
]ournals are published in microforms. Some of the wellknown newspapers, like New York Times,
Washington Post are issued in microfiche or microfilm besides in print form. Some of the technical
and research reports are available in microfiche. Bibliographies and catalogues are produced in
the Computer-Output-Microfilm (COM) forms. Some of the guides to microforms are given,
below:

i) Guide to. Microforms in Print, published by Meckler Publishers
ii) National Register of Microform Masters, published by LC -

iii) Micraform market place (It is an international directory of micropublishing, published by
Meckler)

iv) Microform Review (covers cuirent and retrospective publications on microforms)
13.5.2 Audno-vnsnal materials

Audio-visual materials are mainly uscful in the field of education. There is a series of indexes
published by US National Information Centre for Educational Media. The indexes are updated

regularly. E.g.
Index to 16mm Educational films 0
- Index to 35mim Educational filmstrips
Index 1o Educational Audiotapes O
Index to Educational Slides '
Index to Educational Videotapes ?\
Index to 8mm Motion cartridg,

Index 10 Overhead transparenc :
* Audio Video market plu :medm guide. New York: R R Bowker, 1969 - (Annual)

Guide 1o Micro-forms in '@ ¢ print. (London: Microform Review Inc., 1978)
The following journals also list audio-visual materials: .

Library Journal (Bowker)
School Library Journal (Bowker)
Wilson Library Bulletin

13.5.3 Computer - based materials

Electronic publishing has gained importance in recent times with the development of
computerised bibliographic databases in large numbers. Some of the sources which provide
information on the products of these databases are:

Computer-Readable Darabases A Directory and Data Source-Book. Chlcago ALA, 1978 -
(1rregu]ar)

Database Directory, White plains: Knowedge Industry Publicatiorns, 1984 -

CD-ROMS in Print: An Intemational Guide, compiled by Norman Dt,smarals Westport
Meckler, 1991,




13.6 BOOK EXHIBITIONS AND BOOK FAIRS

13.6.1 Book Exhibitions

The Book Exhibitions are organised by booksellers to make known to the public the books
- available with them. The exhibition provides an opportunity to the libraties and also to the
public to browse the books and select according to their needs. This is intended to push the
. sales of books which are tying idle with the booksellers, Book exhibitions are arranged generally
on important occasions like conferences and seminars. This will be helpful for proper book
selection and also promotion of sales f_roﬁl the point of view of book sellers,

13.6.2 Book Fairs

Book Fairs are national or international trade fairs where publishers trade with one another
and exhibit their wares to book sellers. The main purpose of these fairs is to enable the publishers
to show and promote their new books to their own trade.

- Most of the Book Fairs are annual events. They are sometimes sponsored or supported
by governments who are interested in their wider dissemination of their national literature for
cultural or political purposes. However most book fairs are self supporting,

-

war 1I phenomenon. Originally it was a gathering of the boolg tradk (o settle their accounts,

The use of book fairs both to sell books and to promote DQﬁlimerests is a post World
booksellers with publishers and publishers with printers, WI ich is. superseded by negotions

between publishers for the sale and purchase of rights in O%s language publications all over
the world. Publishers from the USA, Europe, arrive at Wsarfkfurt with specifications of their
forthcoming books, looking for other publishers i W2 to bring out editions in their own
languages. Frankfurt Book Fair is an importgag anfpal event in the international publishing
world.

. The extraordinary growth of boo an be attributed to the internationalisation of the
publishing industries of Europe and Un @. tates looking more for exjort markets for income
and to publish more books than expected at minimum cost through coltaboration of publishers.

Self-Check Exercise - 3
What is the role of book fairs in book selection ?

Note: i} Write your answer in the space given below:
i) Compare your answer with the modei answer given at the end of this unit.

.............................................................................................
-...--o-.---..----.---z.---.----.----.---.--.-.-----.- ----------------------------------------
............................................................................................
............................................................................................

............................................................................................
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13.7 SUMMING UP

_ There are various sources for proper and balanced selection of books i libraries. The

. following tools and methods are used to build up proper and balanced collection of books. All
these sources have to be propetly evaluated for selection of books keeping in view the fulfillment
of the programmes and objectives of the library.

1) Booksellers and publishers catalogues
2) Trade Bibliographies
3) National Bibfiographies
4) Subscription to book reviewing periodicals
5) Scanning of weekly editions of daily newpapers
6) By getting directly publishers’ announcements and publishers” news bulletins about
published titles
7) By attending exhibitions and book fairs
8) Conducting book clubs and obraining readers’ suggestions
6) Through exchange of accession lists of ather librari'es
10) Consultation of union catalogue of books

13.8 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The following book trade periodicals are @n selecting books published in India: -
i) Allied Book News O

ii) Indian Book Industry

iii) Publishing in India ?\

iv} Book Talk :

v) D K Fortnight Q‘

2) The entriesint \ficd part of Indian Books in Print are arranged by subject according -
to DDC scheme. Suitabie Ygdfture headings and usual bibliographic information are provided.

3) The main purpose of book fairs is to enable the publishers and distributors to show and
promote their new books. The book fairs also help for negofiations between publishers for the
sale and purchase of rights of various language publications. The pre-publication announcements
at book fairs help libraries to book their copies.

13.9 RECOMMENDED BOOKS

1. Batten, W.E. (ed) :  Handbook of Special Librarianship and
Information Work, 4th ed. p.72-84
2. Chakrabort_i, A -t A treatise on Book Selection, p.289-93
' 3. Gitja Kumar and ~ :  Bibliography, p46-57
Krishan Kumar
4. Job, MM. . Theory of Book Selection, p.78-122
5. Kent, Allen (ed) . Encyclopedia of Library and Information

Science, Vol. 2, p.682-86.
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0. Mittal, R.L. Library Administration, p.197-208

7. Sengupta, B. : Book selection, p.119-79.
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13.10 ASSIGNMENT

e

1} What are the various book selection tools or Sources available and describe them briefly?

2) What are trade and nation

al bibliographies ang how they are useiuf in baok selection ?
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14.0 AIMS AND OBJEC

[Library acquisition @and procedures are designed fo help the librarians, to tackle the
problems that arc encountersgin sclection and acquisition of library materials. The tibrary should
acquire and make available such books and other materiats as are necded for the education,
information, and rescarch promotion and recreation. In this unit we discuss various acquisition
procedures that are followed in various types of libraries.

After studying this unit you should be able to

- describe various book acquisition procedures;

explain acquisition procedures used in different types of libraries;

- enumerate the problems encountered in the acquisition of non-book materials.

14.1 INTRODUCTION

The library collection of books, periodicals, pamphlets, documents, neWspapers, maps,

~ microfilm, microifiche and other materials should be provided and organized in such a way as to
give strength and support to the educational programme of the college or university. It should be
suitable for all levels of teaching and learning organised by the college and should keep the facufty
members abreast of new research in their respective fields. lis contents should include great
works of the related resources. All of these should be kept up-to-date as new waorks are regularly
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produced. There should be books of popular nature for informative, recreational reading; and
the reference collection should be rich in bibliography. Periodicals should be selected with care
{or covering al! fields of interesr to the college.

Normally the librarian should be responsible for building the collecction. He, of course,
will seek the help of the Faculty, Library Committee and subject experts in evaluating books
and other resources to he bought. Cienerally, there should be a Faculty Advisory Committee
to help formulate policy and procedure and develop collection, search for founds and resources
and suggest ways of improving service in the library. The librarian should organize the library
and keep such statistical records as will give a clear picture of its uctivities, acquisitions and use
of-the library. He shouid bring out annual report for official purposes,

The acquisition policy of a library should be set down with reference to the requirements
(actual and potential) of the library of which it js a part. In the absence of a well defined
acquisition policy, haphazard collection of materials unsuitable tor the purpose is likely to result,

Book selection procedures differ from library to library, since the book resources, financiai
resources, reading habits, needs and demands of readers vary from library to library.

14.2 ACQUISITION OF LIBRARY MATERIALS

Library materials means all reading materials viz, convewtion type of books, non-book
materials, microforms gramophone records or discs or tapes or a her media on which matter

is recorded and disseminated,

~InIndia the academic libraries excepting thoscQ¥ versities possess only reading materizls
in the form of books, back volumes of journals and Mrrent periodicals, Other types of materials
can be acquired and housed in different type les for which they are established. However,
for all types of libraries, the question of acquisition is the main problem.

Acquisition means the acquiring ding matcrials. The acquisition may be by way of
purchases, exchange or donation and gitts. As for the last two types exchange and donation the
institute, may or may not accept them subject to its own polices and procedures. But 4acquisition
by way of purchases is inevitable for any madern, up-to-date library. No library can acquire alj
the books that are published in the world. None_‘the less, there- is no need to acquire alf since it
depends upon the aim and the objective of the library and the purpose for which it is established.
Acquisition of books in another way is called proper scientific and Systematic selection of books,
Book selection is many-sided and needs a certain amount of skill and knowledge.

As the Academic Library (School, College and University) is intended for secondary,
undergraduate and post-graduate courses of study, to cater to the necds of the students as well
as those of the teaching community respectively, it should contine itseif only to acquiring the
prescribed text-hooks according to the syllabus, the reference books and a minimum of basic
Source materials and a few bibliographies. '

In the case of public libraries it js intended to cater to the needs of their clientele (general
public within the vicinity of a library}); and in the case of a special library it needs information on
specifications-and patents. Great Importance has been attached by librarians to the acquisition
of library books, According to Melvil Dewey’s motto, the best reading is to be devised for the
largest number at the least cost’. S.R. Ranganathan arrives at the principles of book selection -
in two different ways -by the empirical method which consist of field work in libraries and the
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second one by which a prior épproach relates to the judgement to be exercised in the selection
of books either directly to the Five Laws of Library Science or to some principles, which are
derivable from those Laws’ Let us examine the various acquisition procedures of a lbrary.

| 14.3 ACQUISITION PROCEDURES

Acquisition of library books is affected in three ways: 1) Purchases, i) Gifts/Ponations, and
iii) Exchanges. -

14.3.1 Acquisition by Purchase

Purchases occupy a major portion of book acquisition in libraries. The following methods
are followed in purchasing books by libraries: ' '

a) Net Book Agreement/Tender System
b) Quotations '

c) Appointing Approved Iirms

d)y Books on Approval

e) Dealer Library Plan (DLP)

f) Standing Orders
Let us describe each of the items mcntioned@

(a) Net Book Agreement/Tender System: O

Many systems of book purchase a valent in India and abroad. In the United Kingdom,

a ‘net book agreement’ is in fo AsWer this the books arc sold at the net published prices
and no trade discount is'alloanbe libraries. In India, a tender systern 18 in v'ogue by which
is se™ to various book sellers and the order placed with the firm

otfering the lowest quo or each book. Through this system many librarians have faced
many problems and experi®ed many hurdles in building the collection. They find it ditficcult

to make use of funds of the library judiciously through the tender system within the given time
and unutilized funds lapse after the stipulated period.

each list of required boo

(b) Quotations:

In general, the acquisition policy and procedures depend upon the preferences of Heads of
the institutions.The majority of the colleges do acquire bocks through their cooperative store,
while a few colleges procure them from a local book shop by way of quotations. The reason for

_ preferring cooperative stores for getting books is that they offer 13% discount,in general, on all
types of book, while other firms offer only 10% discount on any book excluding postage. The
colleges wish to have quotations with regards to the terms and conditions for the supply of books.
But with a view to avoid audit objections and undue criticism, they prefer the cooperative stores
for the supply of their requirements with the maximum discount ranging from 15% to 20%.

The guotation system, commonly followed in India, is inviting quotations for the sﬁpph’ of
books at the beginning of the vear, preferably prior to the commencement of the financial year.
Various quotations with rates of conversion in the case of foreign books and the percentage
of trade discount in the case of Indian books are invited from important book sellers of the
country. Owing to import licence difficulties, it is deemed advisable to procure books thrbugh
the Indian book sellers. '
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Another system foliowed by many important libraries of the country is the appointment “
of a vendor for a specified time, generally for a year or two or till he continues to supply the
books efficiently and at the approved rates. Al the qudtations received are tabulated and the .
rates are got sanctioned by the competent authority. Books for libraries can be aquired when it
is known that particular books are available in ready stock with particular book sellers, which
can be ordered straightaway and in thjs Wiy, unnecessary correspondence is avoided which is
otherwise necessary. Books can be procured at competitive and, even sometimes, at lower rates,

Books can aiso be procured after ascertaining as to in which subject a book seller specialized
and orders for books in the specific subjects can be placed with him directiy. This saves a lot of
time and energy. ' '

{¢) Appointing Approved Firms:

For the acquisition of books the financial resources of the college or university libraries, for
.€xample, is a primary factor and secondly, the judicious selection for proper use by the clientele.
Great importance has been attached by librarians to the acquisitions of a library. Based upon the
-financial resources of library a librarian has to assess the firm’s suitability, in respect of-supply,
dccuracy, timebound supply, honesty and previous experience, business reputation, turnover for
the past few years, discount allowed, etc., and then such firms {book pubfishers, whole-sale
dealers, book-sellers) have to be listed out and recommended to4he approving authority for
the appointment of approved firms for the library so as to effec ¢ sBpply of books and other
reading materials. These approved firms will be liable for termin®ién of their services if the
nanagement is not satisfied for-any reasosn. The approye $ should cover the 'supply of
Indian and Foreign books and books in Indian languages t he order will be placced by the
librarian only with the élpproved firms. In case these xpress their inability to supply then.
the librarian can place orders with any other fir sinCe the materials are urgently required in
the library. : ' '

(d) Baoks on Approval: @

The publishers, book dealers and book $eflers send books to the library through their agent or
.by mail for evaluation, physical verification and selection by the Departmental Heads on approval
basis in the interest of thier business. Ar times the agent will arrange book exhibitions and
display current and the latest books, After the completion of such dispiays and exhibitions they
will have to pack up and take away their unseld books for which they have to incur considerable
expenditure and hence they request the Faculty members and librarians to go through the titles
at their leisure and approve them if they are interested. This will take sufficient time, since the
books have to be gone through by the subject specialists. The rejected books will be returned to
the firms concerned at their cost. Sometimes, though the books are of interest to the department
and w0rthy of being kept in the library the funds allotted to them might have been exhausted,
in which case additional grants or spillover grant will have to be provided as a special case. Tjl]
such time the librarian will advise the book seller or publishers to leave the books in the library
on approval basis. The [ibraian will take steps to get the funds or show some provision to meet
the additional expenditure for purchasing such titles,

(€) Dealer library plan (DLP)

Dealer Iibrary_ pianis a mode of acquisition of books which is in practice mainly in developing
countries. Under the Dealer library plan an agreement is to be reached between the fibrary and
the publisher or a group of publishers whereby the pulisher sends books as soon as f.h‘cy are
published to the concerned tibrary on specified subjects, to select or reject them. Secondly, these
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books will be sent immediately by the publishers to the library as soon as they are published until
the agrement is revoked. For books to reach India from the UK., US.A,, etc, it will normaily
take 40-45 days. But the libraries can get books under Dealer library plan earfier than the book
sellers and publishers.

Advantages: (1) The latest books publised in the fields of interest are automatically received
by the Jibrary within the shortest possible time.

2) The books so received can be read or consulted by the concerned experts to judge
whether they are worthy for purchase for the library. Thus the plan, Dealer library plan’ assists
in selecting of suitable books for the library.

3) The books which are finally approved for the library are paid for in the focal currency to
the publishers or agents.

4) Book which are not approved for purchase can be refurned to the local agent.

5) Freight chagges (to and fro) are borne by publishers’ agents. Thus there is no financial
commitment on the part of the library either for receipt of books or for returning them to the

“agent.

Disadvantages: 1) At times the books which are not required for the library can be sent
(shipped) because of human or mechanical error. NI the experts of tibrary, books selection
authority who do not go through books, reject thwg fogsome reason or other ihe Dealer tibrary

plan will fail. Q
2) At times books shipped under this p e lost in transit or received by the library much
later than expected.

Although the advantages Dedler library plan outweighs the disadvantages, there is need
of making a systematic study of Wgs plan in several libraries with reference to its actual operation
in arder to realise fullyg 1e and utility. Theoretically speaking, it is really advantageous but
practically therc are cert ags which have to be rectified in the Dealer library plan.

(f) Standing Orders:

The librarian can place standing orders direct with the publishers and dealers for such
publications as sequentially published sets, viz, Annuals, Year books, Almanacs, Series, (Gazetters
and Encyclopaedias expected ta be published by specified date with a request to register the
institution’s name under the list of ’standing orders’, so that as and when such materials are
published they will be sent direct to the library and payment claimed. The advantage of this
system is that the latest reference materials can be procured for the library without any Joss of
time; otherwise by the time we reccive the information concerning such publication and ptace
orders for them in the market, they may not be available; moreover we may have to correspond
or seatch for the same with the book seflers. To avoid all such problems it is always advisable
to place a standing order with the publisher for supply of the copies of books as and when they
are published.

(g) Foreign Exchange:

Acquisition of foreign publications reguires payment in the respective countries currencies tor
which foreign exchange is necessary. The Good Offices Committee, consisting of representatives
of Ministry of Education, UGC, librarians and publishers, meet and fixes the conversion rate
which is accepted by all. From time to time the monctary exchange rates will be naturally
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subject to revision, The libraries will have to make payments according to the current exchange’
rates. The Government on request will direct the Reserve Bank to issue instructions for the
announcement of coversion rates and arranges the libraries to get the foreign exchange for the
required amount so as to effect payments, '

Self-Check Exercise-1
(a) What are the three modes of acquiring books in libraries ?

Note: i) Write your answer in the spacce given below,
ii)  Check your answer with the model answer given at the end of this unit.

14.3.2 Acquisition by Gifts/Donatigus

Gifts and Donations also form as portant supply of materials. Many big libraries
particularly university and national librarics, have grown with gitts and donations. Gifts are z
valuable source for enriching the library’s book collection, They usually take the form of books,
although donations of money for purchase of materials are sometimes made. Gitts frequently
raises administrative problems involving the procedure of acceptance, technical processing and
future cost. Often unworthy books alse make their way into the.fibrary.

Most librarians prefer to accept only such gifts ax have nio strings attached. If this rule is
followed, difticulties arising out of the donor's stipulation of restrictions can be avoided. For .
instance we may demand that no markings be put on the bindings or that the gift collection be
kept infact as one unit. Again the library will be free to dispose of any titles which are dupiicates
in the library or discard any material which the library feels does not meet its standards of
selection. '

The librarian should be free to decide whether all or part of the gift should be integrated
into the colletion, discarded, exchanged or sold,

There may be cases where gifts can be an important source for the acquisition of Tire,
unusual or expensive items which the library with its timited budget cannot afford. It is also
true that the offerings of gifts may include such material which would only prove .a burden
to the library. There are instances where libraries have on occasions refused a gift collection
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because the cost-of processing the materials exceeded the cost of the collection. Therefore it
is necessary for every library to have a policy regarding the acceptance of gifts, without which
needless duplication and expense in handling materials may occur,

When a gift i3 received from patrons of library or donors, it should be acknowledged
p’fomptly. Various forms may be used according to the importance of the material. The gift
collections are often memorial in nature. The librarian should also be on the lookout for securing -
free materials from various sources. e can request the concerned authorities to include the
library's name in the mailing list of varions Government and private offices, organisations and
institutions which send out free copies of their publications. '

Self-Check Exercise-2
What are the problems posed by gifts and donations ?

Note: i) Write your answer in the space given helow.
i) Check your answer with the model answer given at the end of this unit.

14.3.3 Acquisitions b chnges

Duplicate material ¢ to accumulate in every library. It is often categorised for the
purpose of disposal: (1) discarded-books which are wern out and are oniy fit to be sold as
waste paper; {2) duplicates which may be sold; (3) those which the library can exchange with
some other library to acquire materials which it does not have. Exchange of publications is
possible only if a library of its parent body has its own publication programme, In addition to
official publications, annual reports and duplications, may be earmarked for exchange. Thus the
exchange of publications with other institutions supplement the acquisition by purchase. The
term. “Exchanges”, also refers to the prdces{s by which libraries connected with institutions which
publish their own materials exchange them with those produced by other institutions {as for
example, the exchange of one University’s publications with those of another, which is done on
a wide scale, national as well as internationat). It 1s important that business-like procedures for
exchanges a formulated. '

The United States Book Exchange (USBE) was established in 1948 as an outgrowth of the
American Book Centre for war-devasted libraries. The United States Book Exchange acts as
a pool for participating libraries who want to dispose of their duplicate materials of value to
get in return other materials which they do not hold. It is the one centralised place where a
participating library may send its duplicate materials with the least amount of labour and with the
certainty that they be utilised in the best possible way. This service is proving to be an excellent

" means of exchanging materials at the national as well as international levels.
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Exchanges may also be facilitated through dealers and through certain associations of special
libraries such as the Medical Library Association, The American Association of Law Librarics
and the American Theological Library Association. The Unesco’s Library division also promotes
international exchangé and maintains a clearing house for publications which acts as a centre
for information about the materials available for exchange. The UNESCO Builetin tor Labraries

{now ceased) regularly inciuded a section listing the materials available on exchange basis for-

foreign libraries.
14.3.4 Cocperative Acquisitions

The consideration of the question of the promotion of exchanges leads to a consideration
of that of cooperative acquisition. 1t is only one step from the USBE and UNESCO’S efforts
to facilitate exchange through cooperative efforts in the coltecting of materials, making them
available through the publication of union catalogues and storing little used materials in regional
depositories. Most of the librarians have realised that no library can hope to acquire everything
published in every field. The need for dividing responsibility for acquisitions in various subjects
has become all the more pressing if a library printed a catalogue of a special collection it had,

and distributed the copies of such catalogue it would bring its holding of such a collection ta
the notice of others.

Union Catatogues and inter-library loan through actual circulation of materials and re-
production of copies by photography have been developed in anatempt to make the best
use of existing resources. Regional union catalogues have appedgd agross the country. Since

micro-copying is expensive libraries have often worked out Ceuive methods of purchase and

- use, '

Cooperative acquisitions involving censiderable @ of libraries will facilitate joint pur-
chase and shared ownership of selected materialgavithdbt costly duplication of copies,

Cooperative Storage Libraries have appe; a result of the rapid rate of increase in
the size of research collections. These r. the individual member library of the pressure of
constantly increasing holdings and also P a central collection upon which all members may
draw for more researéh materials than any of them could hold. Cooperative Storage Libraries
were first proposed about 1900 by William Coolidge Lane, Librarian of Harvard. His proposal
was supported by president Eliut but opposed by the Faculty. As collections grow in size and
as the range of materials published constantly increases the need for effective cooperation will
grow ever more acute. This need can only be met through inter-library cooperation.

Self-Check Exercise-3
What is cooperative acquisition®
Note: 1} Write your answer in the space given below. .
ii) Check your answer with the model answer given at the end of this unify




14.4 ACQUISITION PROCEDURE IN DIFFERENT TYPES OF LIBRARIES

The problem of procuring hooks and other reading materials for the libraries is both easy
and difficult to tackle. It depends upon the pature and size of the library. A bbrary for the
purpose of enriching its book stock should not follow such blind methods of acquisition, as
the placing of orders by going through the book seller’s cafalogue which does not indicate the
condition of the book, the quality of paper used or the quality printing. In finding a solution of
this problem the following three principles should be kept in view:

1) Type of Library. ie, whether it is a pullic library or a university library or a private
library for a particular reading circle.

2) The users whether they are highly educated persons, children or neo-literate people.
3) Library fund or grants.

14.4.1 Public Library

it is obvious that the users of the pubtic library are gencrally the people at Jarge. But it is
necessary to classify them according to the status, Le, the class to which they betong (Whether
they are labourers or workers who visit the libraryjo refresh their mind and get relief from
physical tiresomeness) and the kind of books whi ~ople are interested in reading especially

those residing in the surroundings of the Ibragar b usually visit the iibrary. Surveys should
therefore be conducted, statistics collecte people residing near the fibrary. Taking those

statistics into consideration the book procules ht for the library shoutd be undertaken.

Apart from what is indica by $he other statistics kinds of hooks may also be acquired

and kept in the library. The ould specialise in certain arcas of literature which will suit
its readers. Religious bogks maipe kept but not those that contain matter which is deliberately
and maliciously inten utrage the religions feelings and promoic enemity between one

section of citizens and a er and which are punishable under the lndian Penal Code. Such
books or documents containing copies, reprints, trapslations, or extracts from such books will
be farfeited to the government,

14.4.2 The Univefsity Libraries

The University Libraries are meant mainly for university students and faculty membeis.
The materials acquired should include not only those required for .-l"}ighaar studies and research
but also those needed for general knowledge. The evatuation of books can be entrusted to the
Faculty members of various disciplines and selections made on a priority basis by classifying them
as urgent or ordinary.

14.4.3 Special Libraries

The Special Libraries will have books and pcr_iodicals concerning only one subject in which’
they specialize e.g, Medical libraries, Engineering libraries, lslamic library, eic. They purchase
only books pertaining to their special subject and they are mostly interested in promoting
studies in that subject as far as they can. Government reports, patents and special documents :
published in this regrad serve as the latest trends in the subject. Reviews, Abstracts, Indexes, and .
Bibliographies are some of the important materials procured for the advancement of research.
Reading materials concerned with allotted subjects may also be acquired for these libraries. '

217




e

The librarian has to use his discretion in allocating funaus. The principle of equal distribution
among the various faculties and year-wise expenditure of the funds has to be adopted by the
librarian. These are some of the suggestions for the acquisition of books and the buiiding of the
library collection which will prove helpful in establishing a good library.

Self-Check Exercise-4

What are the three basic principles that are to be kept in view while procuring books for
different types of libraries ? :

Nate: 1y Write your answer in the space given below,
ii) Check your answer with the model answer given at the end of this unit,

_ ~.__
| 14.5 ACQUISITION OF NON-BOOK MATERIALS 5 ,

Non-Book materials include atiases, maps, logarithmi @ globes, microforms, cassettes,
discs, gramophone records, music scores, slides, etc.@fie origin of this new form of the book,

“namely, the microform, dates back to the vear 1839, at year John Benjamin Dancer, an -
optician and professional photographer, produ e firSt microphotograph. Microforms evolved
into many types. These tvpes can be classitiednto the following categories: (1) Miicrofilms,
which were the first to be invented. ¢ normally avaifable in 16 mm and 35mm width
(2) Microfiche (3) Ultrafiche. Formulae, S, graphs ar illustrations produced by an electric

typewritter which provide a camera ready copy. The main advantages and disadvantages of the
microform are as follow:

ADVANTAGES - DISADVANTAGES

1) A small space is required for stocking it. 1) Increased subscription cost for the micro-
form version of a journal.

2) All stock held in the library at all times: 2) Special equipment required.
3) No binding costs. 3) Possible customer reaction.

4) Lower floor weight loading. 4) The user cannat refer simultaneously to
more than one document.
5) Automation of microform holdings possi-
ble o
6) Decreasing losses and wear; theft, mutila-
tion are climinated.
7) Increase in house use of the library.

8) Decreasing man power requirement at
lower levels.
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Microforms offer an alternative fo bock storage and help io solving the space problems in
University libraries. 1t 1s proposed that only one print copy be purchased by one of the libraries
and its microform copies be made available to other. libraries. If the focal libaries in an area
cooperate in this way, the space problem may be solved to certain extent.

The 113C (Switzerland) has jaunched a massive programme for publishing rare and out of
print books and backsets of periodicals pubii'she-d'in India and other Asian countries in microform.
They have also offered to supply a microfiche-reader provided that the total amount of the order
exceeds the specified amount. Some institutions have prepared plans for microfilming some of
_ their documents. Following are the institutions which are involved in this activity.

1. Nehru Memorial Museum and Library, New Delhi.
2. INSDOC, New De!f;i.

3. BARC, Bombay.

4. National Archives of India, New Delhi.

A farge collection of manuscﬁpts is available in India’s refigions and research institutions.
Manuscripts and newspapers are required by research scholars. Fortunately, the microfilming
tacility has been extended to some of these institutions which has benefited the scholars,

The potential and the widely increasing use oNMicroform is possible only if the UGC
provides substantial grants to the University Libragicgfior procuring the required microforms
and reading eguipments.

istica;communication media of the present century
ifferent types of documents, as the microforms are

Microforms are one of the so
adopted for the transfer of informati
produced by using microphot hic &chnigue: they are also known as Micrographics. Indian

libraries must be prepared toNg€guitt and maintain microform collections in addition to hard

copy collections, if the%tto Rrve the readers effectively.
The most significant Wit of microforms acquisitional work is that which invelves planned

selection of material, the placing of orders with refiable firms, thorough checking of the material
received and careful preparation of the budget to strengthen the Library resources for instruction
and research. '

Types of Non-Book Materials

Microform: The back numbers of periodicals and serial titles are available in microform
and the collection of microform materials is necessary for research. Many important collections
that extend the research capabilities of the library have to be acquired. The subscriptions to
microform collections such as the ERIC and HRAF newspaper and periodicals shoulé be a
continuous process in the University Libraries. :

Music Scores: The library collects only study scores; performing scores are collected by
the Music Department. The collection will prove helpful in the implementation of the music
programme at the university. Tt must also obtain records of plays, poetry and other documentaries .
in future. The tape cassettee preparation section may 0ccupy considerable space in the library
but will strengthen its audiovisual capabilities. '

Slides: The library has to develop a collection of slides, especially art slides. Difficulties in
processing the material {cataloguing, mounting, marking, etc) as well as the lack of space for
good viewing have come in, the way of undertaking a large scale programme in this record.
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Video Cassettes: These also form A.V. Programme. The information available in this format
is also most useful to the users.

. Self-Check Exercise -
What are the disadvantages of microforms ?

Note: i) Write your answer in the space given below.
i) Check your answer with the model answer given af the end of this unit.

............................................................................................
............................................................................................

14.6 SUMMING UP

Technological advances have pblayed a great role in the fash ¢ of libraires. On account of the

To sum up acquisition policies and procedures vary l”E one type of library to another,
proliferation of world literature, it is impossible for § library to procure all the desired books,

since it has limited space, and limited funds and has kon with high costs of maintenance.
Hence, Microforms of literature will replace B rmthough not completely. But the rare and
out-of-print books, back numbers of periodicMgneWspapers, manuscripts, reports and reprints,
theses and dissertations can be broug t in Microform. The Inter-Library Loans, printed
Catalogues, and Union Catalogues ca@icroﬁlmed and sent to ‘the participating libraries.
The non-book materials, apart from the icroforms, include Maps, Atleses, Charts, Giobes,

Cassettes, Gramop_hone' Records, Film Strips and other audio-visual aids which are essential for
the purpose of educating both iiterates and illiterates.

The U.G.C sho_uld'be liberal in providing grants for special equipment and non-book materjals
as the libraries are an integral part of higher-education. INSDOC and IASLIC organisations
should take up the responsibility of formulating polices and procedures for the acquisition of
Microforms and other non-book materials in India and a method to.develop our libraries on
the same basis as libraries in foreign countries are developed. The necessary training should
also be given to-the librarins to make use of these new inventions and the required information
should be disseminated through Microforms -and other audio-visual aids for the advancement
of research and higher education in the Universities. Such a programme of action has to be
followed in rcspéct of special and private librarics, and some of the fregional and public {ibraries.
in the cities. To achieve this desired goal the ‘Trio’ librarians, readers, and reading materials in
the libraries-are to be taken into account and adequate funds are provided to the libraries.

14.7 MODEL ANSWERS TO SELF-CHECK EXERCISES

1(a) The three modes of acquiring books in libraries are i) By purchase, ii) By gifts/donations,
and iii) By exchange. - B
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2)

3)

4)

5)

The methods of purchaging fibrary books are
i) Net book agreement/Tender syster.

ii) Quotations

iii} Appointing approved firms

iv) Books on approval

v) Dealer library plan

vi) Standing order

Gifts frequently raise certain administrative problems such as i) procedures of acceptance,
ii) technical processing, and iii) futare cost of maintenance as unworthy books may often
make their way into the libraries,

Two or more libraries coming together and jointly purchasing the selected items of demand
and providing a central collection upon which all members may share.

The following are the three basic principles to be kept in view while making purchases:

i) Type of library and the particular reading circle;
ii) Level of education of the uscrs
iiiy Library funds or grants

The disadvantages of microforms are -

i} Additional subscription coéf for the microf version of a journal, (if sﬁpplemeﬁted)
i) Special equipment requirement 6 |
jil) Possible customer reaction

iv) More than one document caw referred simultaneously.

14.8 ASSIGNMENT @

The acquisition pol@d procedures should satisfy the Fifth law of Library Science -
Discuss.

The acquisition procedurés vary from one type of library to that of another ?- Explain.

Explain the acquisition methods for the purchase of reading matenals and the acquisition
of books through exchanges, donations and gifts to the library.

Describe the acquisition policies and procedures adopted for Non-Book Materials in the
Library.

Microforms offer an alternative fo Book storage and a solution to the space problem in
University Libraries? - 1Jiscuss.

14.9 RECOMMENDED BOOKS

CARTER and Bonk. Building Library collections. New York: The Scarecrow press, 1959.

MITTAL, R.L. Library Administration, 5th ed. New Delhi: Metropolitan Book Co, 1984.
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15.6 AIMS AND OBJECTIVES

This Unit aims to bring to your notice that state of the book publishing and book trade in
India and how they effect the building of a balanced library collection.

After studying this unit, you should be able to

- explain the need for knowing about the book publishing and book trade in India;

- describe book publishing in India; '

- grasp the nature of booksellers in India;

- appreciate various book promotion activities undertaken by Government Agencies.

15.1 INTRODUCTION

In university and special libraries, the type of documents that are to be procured are varied
and in several cases, hard to obtain the requisite tities. Unless the librarian knowns how to obtain
the titles demanded by the faculty and research scholars, he is likely to incur the displeasure
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of the faculty and also at the same time he will be failing in his duty to supply what is actually
needed for teaching and research. Books are to be procured not only in English language but in
several other languages. In a university 12 to 15 languages are taught and the university library
has to procure books in French, German, Russian, Sanskrit, Hindi, Teiugu, etc. Most of these
languages have fulfledged departments in the universities. In addition there are another 30 to
35 departments in the ficld of science, social sciences, humanities, engineering, law, etc.

To build up a balanced and up-to-date collection of books, the librarian must have a sound
knowledge of the book trade industry of the country. As librarians have to mainly depend on
publishers and booksellers, he must have a good rapport with the trade, sound knowledge of
international, national and local institutions of the book trade. The libraries which have huge
funds to spend on different subjects and on different languages have additional responsibility of
spending the grant judiciously. Tt is specially true in case of university libraires in India. They
get substantial grants both from their own universities as welt as from the University Grants
Commission (UGC). In several cases the grants are to be spent within a specific period of time,
failing which the amount lapses.

Self-Check Exercise-1

What is the need for librarians knowing about book trade?

Note: i) Write your answer in the space given b dow.
ii} Compare your answer with the mod@nb'er given at the end of this unit.

15.2 BOOK PUBLISHING IN INDIA

Book publishing is an activity that involves preparation and marketing of printed matter.
The process of book publishing is a complex activity and depends on the team work of a wide
range of professionals like authors, editiors, publishers, book designers, illustrators, book binders -
and also booksellers. The end product is book and is used by individual readers directly or
through libraries. '

The first book in India was known to have printed in 1557 by Jesuit Missionary. During
the British rule the limited requircments of educational books and general reading were met by
British publishers. Only after Independence Indian publishing industry come of its own. The
increasein-the literacy rete, growth of educational and research institutions, cstablishment of
scientific and technical institutions, etc are some of the important factors which'he]ped growth .
of Indian book industry. . "

India is one of the woild’s leading publishers of books. It occupies the eighth place after
USA, USSR, Germany, Japan, UK, France and Spain. India is the third largest producing
country of books in English and the largest in the Third World in terms of total book production.
There are at present about 7000 pubtishers in India producing around 25,000 titles annually.

223




Having nearly 15 per cent of the world’s population (850 million in 1991}, India accounts for
barely 3 per cent of the world’s book titles. According to Unesco Statistical Yearbook (1993),
the total number of pi{les published worldwide in 1991 is 863, u), o

Approximately 45 per cent of the titles published in India are in English and the balance in
difterent regionai languages. Among the Iegional language publications, books in Hindi, Bengali,
Tamil and Marathi occupy the major part.

Subjectwise grouping of Indian publications indicate that more than a third of the total
output is literature, followed by social science (25 per cent), science & technology (12 per cent}
and religion (8 per cent).

Among the States, Delhi produces the maximum number of titles and the other states like
West Bengal, Maharastra, Tami] Nadu, Utteu_‘ Pradesh, Kerala and Karnata_l_(a with more than a
thousand titles cach.

The significant characteristic of Indian book production is 90 percent educational publications

and only 10 per cent entertainment/ leisure literature. The production of school text books has

been nationalised and Statc-owned book production agencies receive huge subsidies from the

governments for the production of university level books in regional languges. For example, the

Telugu Akademi publishes books in Telugu for undergraduate and post-graduate level courses
offered by the Intermediate Board and the universites in Andhra Pradesh,

Indian publishers rarely venture to publish research docurigtts #s such publications have
restricted market. The result is many of the research findi do not see the iight of the day
and the work produced is actually loss to the couniry. olars publish on their own but’
the percentage is very low. Publishers are mainly c@ncerncd™vhether they are in a-position to
recover their investment and hence £0 only for pop ¢ of books or texthooks where they
are assured of profit. However, in recent Ve ere¥s a spurt in the publication of doctoral
theses with the financial assistance from the Q}\d other agencies,

N

15.3 BOOK PROMOTION AN RT '
g @5 -

The Government have been promoting book publishing and trade through various activities.
Some of them include constitution of National Book Development Council (NBDC), amendment
of copyright act, establishment of National Book Trust (NBT), seti! ng up of Raja Ramohan Roy
National Agency for allocation of ISBN and organisation of hook fairs and book exhibition.

15.3.1 National Book Development Council (NBDC)

The book industry in India is a large complex organisation and needs the support ang cooper-
ation of the governmental agencies like Ministries - Human Resource Development, Com merce,
Industry, Finance, etc for its development. To stipiulate and ‘coordinate the production and
distribution of books on sound ljne it was felt ever since Independence 4 need for a centra
agency. Such an agéncy Was set up in 1967 and was called National Book Development Board.
The Board was advisory in nature. It was entrusted to lay down guidelines for the development
of book industry and trade, The Board worked for two terms, i.e., till 1974 and became defunt.
The need for revival of the Board was telt when the Unesco has given encouragement to the
establishment of national book development councils to promote and develop book publishing
in developing countries. The Government revived the Board under the name ‘National Book
Development Council’ in 1983,




. The National Book Development Council (NDBC) was entrusted with drafting a nationa!
book policy. After four-ycar term, the Council was also expired in 1988. Again in 1990, the
Council has been reconstituted with the aims to review the progress of book publications in
the country; to advise the government regarding the measures to be taken for the development
of publishing industry and trade; to promote the availability of special purpose books of good
guality, etc.

15.3.2 National Book Policy

The National Book Policy drafted by the National Book Development Council made wide-
ranging recommendations for the promotion of book industry in India. Some of the important
recommendations are-

i) Production of quality literature at all levels of education, particularly in Indian languages;
ii) Encouraging authorship, especially in Indian languages;
iiiy Promotion of the reading habit, specially among children;

iv) Promoting lifefature especially relevant to children and rural iiliterates;

y) Removal of constraints in the development of indigenous authorship and provision of
adequate infrastructural fucilities for book production and distribution, including imports
and exports;

vi) Qrganising seminars, workshops and traiping cougscs for book industry personnel;

vii) Undertaking and promoting rescarch@js and special projects; and

viii) Encouraging Indian avthors to write e text books and Indian publishers to publish
books, particularly in scientific ?‘;{Lhnicai disciplines for highcr‘education.

- The above recommend@e o be approved by the Government.
Self-Check Exercis _ o

€
What are the aims objectives of National Book Development Council {(NBDC) recon-
stituted in 19907

Note: i) Write your answer in the space given below.
i) Compare your answer with the model answer given at the end of this unii.

15.3.3 Copyright Protection

-_.’-T‘_sspyright protection in India is governed by Copyright Act, 1957. The Copyright Act has been
am_enclcd thrice in 1983, 1984 and 1992. By the latest amendment in 1992, the term of copyright
has been extended from 350 to 60 years.
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‘the Copyright office registers the following classes of works: 1) Literary Dramatic, i) MUSlCd[
and Records, iii) Cinematographic films, and iv) Artlstlc works.

The Copyright board, a qua51-Jud|c1al body was constituted in 1958 (recomstituted in 1990) It
hears the cases and dlsputes and also grants the licences.

India is 2 member of two international conventions on copyright, namely, Berne Convention
for the protection of litcrary anc artistic works and the Universal Copyright Convention. The
special provisions of these conventions enable the developing countries to issue compulsory
licences for reproduction and translation of books of foreign origia for specific purposes in case
these rights could not be obtained freely on negotiated terms from the owners of copyright, The
World Tntellectual Property Organisation (WIPQ), Geneva is the International %cretarlat for
the Berne Convetion for the protection of literary and artistic works.

15.3.4 Raja Ramchan Roy National Agency for ISBN

The International Standard Book Number (ISBN) plays a vital role in promoting publications.
The ISBN system was introduced .in India in 1985. It is an international system by which a
distinct identifying number is assigned to each book. This Code indicates the subject, title,
publisher and county of the publication. It is very helpful to deal the books with ISBN, so
many booksellers, library/ information systems prefer this system, The Raja Rammohan Roy
Educational Resources Centre, New Delhi has been entrusted wit assigning ISBN to Indian
publications. Till December 1992, about 1712 big and small publi nd authors in India have
become the members of the systera and thousands of the@ications today bear the ISBN.

15.3.5 National Book Trus¢, (India) _ .
- The National Book Trus¢ (NBT), India, gtonomous organisation set up in 1957

under then Ministry of Education, (now Dep%ﬂf Education, Ministry of Human Resource
Development). The NBT plays a sjgnifiqt rol&Nin book promotion programmes.

The objectives of INBT are -

- to produce and encourage production of good reading materml at moderate prlccs
and

- to foster book mindedness among the people.
The activities of NBT broadly are -

“ - 1o publish books;
-~ 1o provide assistance to authors, illustrators and publishers; and -

- to promote books ih-ough exhibitions and fairs. .

The Trust publishes low-priced books on a variety of subjects including physical environ- -
ment and culture of India, folklore, popular science, biographies and books for children, adults
and neo-literates. The Triist has published dve: 6,000 titles in 13 languages. NBT also organises
book fairs and exh1b1t10ns seminars and workshops to promote books publishing industry in
India.
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Self-Check Exercise-3
List any- three major activities of NBT of India.

Note: i) Write your answer ins the space given below.
i) Compare your znswer with the model answer given at the end of this unit.

..............................................................................................

15.3.6 Book Fairs and Exhibitions

Book fairs and exhibitions of various dimensions are held in many countries. These book

fairs and exhibitions geneizlly aipe # .t - Q ) )
- 'exposing the books and putlications in the localwsfate, national and world market; '

- interacting with the national or intcrnaommunity engaged in preparation, production
and marketing of books; : : :

- boosting the export market fqr bodks and to offer on-the-spot facilities to publishers from
home and abread for neg he buying and selling rights for co-production or reprints
or translations. -

. The book fairs and tions ‘are a market place for authors, publishers, artists, bock
binders, printers, book-sellers and exporters and librarians. Some major publishers ‘transact
almost S0 per cent of their annpual turnover at the book fairs.

The following international book fairs have achieved great significance in the recent past:

i) The International Frankfurt Book Fair
i London International Book Fair
iii) International Book Fair, IMoscow
iv} International Bock Fair, Cairo
Q) Singapore Festival of Books and Book Fair
vi) Beijing International Book Fair
vii) Malaysia Book Fair
viii) ABA Trade Exhibit, USA
ix) New Dethi World Book Fair

Resides the above regular annual/biennial book fairs the book fairs held in Hannover (FRG),
Paris (France), Geneva (Switzerland), Madrid (Spain), Belgrade (Yugoslavia), Baghdad (Iraqg),
Manila {Phillippines) and the Children’s Book Fair, Bologne (Italy) have acclaimed popularity
throughout the world. NBT, India has been participating in the international book fairs since
1969.
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The Frankfurt Book Fair is the biggest annual book show in the world. Every alternate year,
it chooses a particular theme associated with publishing, literary heritage and book development.
In 1986, “India - Change in Continuity” was the theme of the Frankfu:_:t_Book Fair. India’s.
- ancient culture and civilization side by side with its continuity in development were €xposed to
the Western world. ' : '

The New Dethi World Book Fair Is a ten-day event which is orgamised every alternate yedr
by NBT, India. 1t was started in the year 1972 to mark the year as International Book Year.
The eleventh World Book Fair was held in January 1994. The Fair attracts large number of
leading publishers from India as well as from other countries, such as USA, UK, Europe, West
Asia, Arab countries, Nepal, Bangladesh and Pakistan. At the venue of the Fair, books are
sold directly to the clients and a number of booksellers, librarians, individual buyers and general
visitors are attracted to the Fair.

The New Delhi Book Fair also offers a platform for the exchange of views on publishing
and allied topics. A number of seminars, symposia, workshops, etc are organised. Federation of
Indian Publishers (F1IP), Authors Guild of India, Indian Library Association, Raja Rammohan

" Roy Library Foundation, NCERT and Government of India also hoid their conferences during
the period of the Fair on the topics related to book promotion.

The Festivals of India are celebrated in major countries of %ﬂd since 1981 to expose
Indian art and culture. To mark the occassion a number of ¢ I, literary and religious
functions are organised to profect the impage of India. | part of these Festivals book
exhibitions were also organised in France and USSR. '

15.3.7 Export and Import of Books Q

India exports books to 80 countries of thaWyorld. The largest buyers of Indian books are
the UK, the USA, Japan and WestGermaf® carly 60 per cent of our country’s exported books
are going to only ten countries and it-is n3 T one per cent of the total world export of books,
India earned Rs.50 crores of foreign éxch_angc through book exports in 1992-93, _

The publications on Indjan phitosphy, religion, yoga, culture and ancient classics, history,
natural sciences and current tapics are exported to Western countries, Children’s literature has
a good market in Singapore, Malaysia, Kenya, Nigeria, Fiji, Mauritius and West Indies. Nea‘rly
75 per cent of these exported books are in English language. Books in various Indian languages '
like Hindi, Urdu, Bengali, Punjabi, Gujarathi, Tamil and Malayalam are in great demand in
those countries where Indians are settled,

The book export in India is looked after by the Chemical and Allied Export Promotion
Council (CAPEXIL). The CAPEXIL was established in 1960 at the joint instance of Government
of India and the Traders and Manufacturers for the export promotion of Indian Chemical and
Allied Products. CAPEXIL’S Book Division was set up in 1981 at New Delhi for the promotion
of book exports. It helps the Indian publishers/exporters, in collaboration with the NBT, India,
to participate in various important international book fairs and exhibitions. The Government of
India also encourages cxport of Indian publications by giving incentives, :

However, imported books outnumber the indigenous books. The ratio of export to import
of books comes to niearly 1:10. The cost of these imported foreign books runs into millions of
US dollars and pound Sterlings.
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The Government of India has always had a liberal book import policy for the import I
books/publications on educational, scientific and technical subjects. Import of such books and
journals, news magazines and newspapers is allowed under Open General Licence (OGL) by all
persons. To ensure that this policy does not work to the detriment of the indigenous publishing
industry a quantitative restriction of 1000 copies of each title per importer per year has becn
prescribed. But the recent policy announced by the Ministry of Commerce (with effect from 1st
April 1992) has excluded such a restriction. The present Import Policy of OGL permits under

~ quota licences, any title irrespective of its quality and utility can be imported as many number
of copies as are recjuired by a distributor.

This results in importing the sub-standard books which are discarded within a year or so, in
Europe and the US and called "remainders”. These titles are pruchased at very nominal price
by importers and sold to libraries in India at printed prices at a 10 per cent discount. Such a
practice needs to be discouraged,

Self-Check Exercise-4
How CAPEXIL helps in promoting book e.,\'prots ?

Note: i) Write your answer in the spaée given below.
ii) Compare your answey with the mode! answer given at the end of this unit.

15.4 BOOK TRADE IN INDJA

Book distribution in India is a very complex business. The distribution network consists of
whole-sate distributors concentrated mainly in four metropolitan cities - Delhi, Bombay, Calcutta
and Madras. Other cities and towns have a moderate book distribution systein, while the rural
areas have hardly any facilities for book trade. Most of the regional language publishers operate
on a small-scale because of their limited resources and meagre readership. A good percentage
of books published are sold to wholesalers and retail booksellers. Librarians and book clubs
purchase them through different modes.

A book distributor takes about 40-50 per cent discount on the ]Jrinted' price from the
publisher and offers 20-25 per cent discount to retailers and booksellers. The retailers and
booksellers in turn give 10 per cent discount to the libraries and varying per cent of discount to
the readers. Uniike Western countries Indian publishers and distributors have to mainly depend
on sale to fibraries. Individual purchases in our countsy is negligible and In tecent years the
publishers mark the price three to four times the cost of production, so that even with a limited
number of sale, they are assurad of recovering their investment as early as possible.
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Indian booksellers can be broadly categorised under the tollowing headings :

(i) Representatives of Foreign Publishers

(i} Wholesale suppiiers who import books from a restricted number of foreign publishers
(1ii) Booksellers who import books from any publisher abroad

(iv) Retail booksellers who mainly depend on (1) and (2} above

(v} Booksellers without any base
15.4.1 Representatives of Foreign Publishers

Few Forcign publishers have their offices in India but their number s negligible compared
with the total number of publishers. Some publishers appoint their representatives or agents.
The agents usvally have sole rights for sale of books whom they represent, Books of such
publishers who have offices in India or who have sole agents, Indian libraries have to mainly
depend on them. But the experience fs, indian representatives do not keep all the stock. Old
publications are hardly available and they import restricted number of new titles and once they
are sold, the libraries will have to wait for monifs together without any definite assurance of
supply.

There are another type of booksellers who are stockists. Some foreign publishers instead
ot appointing any one us sole agent, they give the right to manWbooksellers to stock their
publications. Booksellers get limited credit from the foreign pubMsheg and if the payment from
Indian bookseilers is not prompt, the publishers stop furt oplies. The result is when orders
are placed with such bookselers, naturaily supply is doul@

15.4.2 Wholesale Suppliers

The representatives, agents and stockis 4@: preign books are not expected to sell books
directly to the libraries. They are expected to rolle through booksellers. Thisis not being observed

now by majority of the stockists. Lib aan get books directly from the representatives or

wholesale stockists. Only in case of agen y do not keep any stock. Their work is to promote
the sale of books of publishers whom they represent as agents. Agents usually contact wholesale
stockists and not individual libraries or booksellers. However, they supply publishers catalogues
and anpouncements of forthcoming books. They also give information to libraries from which

“Indian wholesalers books can be peocured. Some of the Indian wholesalers have branches in
major citics, specially they are toncentrated in Delhi, Bombay, Madras and Bangalore.

Some wholesalers specialise in few subjects. They do not deal in ail types of books. For
example, there are wholesalers who specialize only in law books or medical books, Librarians
must have a knowledge of sucl booksellers in case their needs are restricted to few such subjects.
In this category even there are retail booksellers who specialize in few subjects. They may be
dealing in some allied subjects also, but they are more knowledgeble in their specialization.

15.4.3 Independent Importers

: Compared to the total number of publishers, their representatives in our country is a very
* small fraction. In addition to the commercial pubishers, there are several dssociations, societies
and institutions who also publish books at irregular intervals. There are several other publications
which are hard to obtain. Some booksellers_in our country obtain books from any publisher
abroad. Either they have direct contact with the publishers or they have their agents abroad. In
USA, and UK there are export firms who act as agents for booksellers abroad. These firms are
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better equipped to procure books from their own country and export abroad. Individual Indian
booksellers who are not tagged as reprcsentdtwes of any firms take advantage of these agents
One drawback in such cases is it is likely to take more time for supply

15.4.4 Direct Import

One question often raised is why libraries cannot dlrectly import books. There is no bar
to 1mport books directly and no licence is requ1red and there is no hablllry to effect foreign
payment. Any bank dealmg in foreign exchange will arrange payment. The banks will obtain
the Reserve Bank permlssmn to remit the money in the currency of the country conccrned But
there are several difficulties:

i) Foreign commercial publishers usually do not sell directly to libraries.
2) We have to appoint an age~i in the country of import
3) Foreign publishers and many agents or booksellers do not give any discount.
4) We will have to péy the postage and insurance charges
. 5) Some booksellers ask for advance payment
6) . Foreign correspondence works out costly

If there are Indian booksellers who can give good service, procuring books in the country
works out cheaper. Only in case of society or other instituttional publications direct order is
preferred because booksellers are not interested to import such publications. In several cases
booksellers themselves do not get any discount fromNgociety or institutional pub]icﬁriohs; but

‘ _ instead they have to make prepayment and as su@.n booksellers are not keen to import
such books. - : ' '

It will be advantageous for Indian libraQ depend on independent importers who are
prepared to supply almost all the book e it is better to select three or four such importers '

provided they adhere to the ter nd 8onditions set out by the Good Offices Commlrtee
- 15.4.5 Approval Method Q |

In the last ten ycars%is a large number of mushroom book%[lers sprung up in the
country. They do not have any base or knowledge of the book trade or publishing industry. They
work more as jobbers, select some books from wholesalers or publisher’s rcpresentatwes and
take round to the libraries on approval basis. Approved books they bill and return the rest from
where they have selected. They cannot independently supply books with the result libraries have
great disadvantage. As easy to obtain books are purchased from such jobbers, ‘the independent
importers do not oblige to procure hard to obtain books. There is a-greater danger to this type

* of approval method. The departments committees, or individuals who usually recommended
books for purchase fall a prey to the books brought on aproval. Ultlmately many good books
are not added to the library as thc grant's get exhausted by the books selected on approval basis.

15 4.6 Etl‘llCS ot‘ the Book Trade _

- There was con51derable diff§ culty in procurmg forelgn books due to various reasons, The
greatest bottleneck was exchange rate of foreign currencies. There was no uniform rate of
conversion and no uniformity is discount. To get over these difficulties a committee was formed
consisting of library profession, publishers and booksellers, representatives from University Grants
Commission and observers from Ministry of Education, Government of India, This committee
is callcd Good Offices Committee’. The commlttee functlons as stated in their c1rcular quoted
below:
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The Good Offices Committee is a voluntary organisation formed to establish uniform terms of
book suppiies to libraries, and to ensure a fair working margin to booksellers and an efficient service
io the libraries. The committee meets ar regular intervals and after taking into consideration the
fluctuations in the clirrency raies, decides on the rates of conversion governing the sale of books and
periodicals. ., - - -

The Ministry of Finance vide their letter No.F23(73-EII(A)83 dated 7-2-1984 have made -

changes in the General Financial Ruies which dispense with the necessity of calling for tenders or
quotations. Inspite of such recommendations some booksellers tempt by offering extra discount.
Such booksellers only corner the orders and supply only such books where they get more profit
and ignore the rest. This unhealthy practice in the trade brings several hurdies in the smooth
procurement of boeks.

Buying at the end of the financial vear is a direct offshoot of the malady of placing orders
with firms who tempt of offcring more discount, As those booksellers are not able to fulfill the
orders, the grants remain unspent with the result there is a spree to buy books at the fag end of
the financial year. This unhealthy practice of buying anything at the last minute the library will
be stocking unwanted books and wasling its meagre financial resources. If the libraries stick to
the book selection policies and order the books well in advance with reputed booksellers, they
will be doing' yeomen service to the organisation where they are a part. -

Self-Check Exercise - § 0
What are the functions of the GOC Y

Note: i) Write your answer in the space given below.
n) Compare your answer with the model w given at the end of this unit.

15.5 SUMMING UP

In this unit we have discussed the state of book publishing and book trade in India and
examined how they affect the buiiding up of a balanced library collection. The major items
covered in this unit are book publishing in India, book promotion activities of the Government
though National Book Trust, Book Fairs and Exhibitions, Copyright protection, allocation of
ISBN to Indian books by Raja Rammohan Roy Educational Resources Centre, New Delhi,
framing of National Book Policy by Natinal Book Development council, ete. Export and import
of books and book distribution systems are also explained. And finally booksellers in India are
classified into five categories as i) Representatives of foreign pubh’éhers; ii) Wholesale suppliers
‘who import books from a restricted number of foreign publishers; iii) Booksellers who import
books from any publishers abroad; iv) Retail booksellers, who mainly depend on (1) and (i),
and v) Booksellers without any base, '
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15.6 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) Librarians have to depend on booksellers and publishing industry for building a balanced
collection of books and other publictions. He has to spend huge amounts judiciously on
books and non-book material. Therefore he should have a sound knowledge on international,
national and local book trade.

2) The aims and objectives of National Book Development Council (NBDC) reconstituted in
1990 are -

- to review the progress of book publications in the country,

- to advise the Government regarding measures to be taken for the development of ‘
publishing industry and trade; '

to promote the availability of special purpose books of good gquality, etc.

3) The major activities of National Book Trust (NBT), India are -
i) Publishing low-priced booksona variety of subjects for children, adults and neo-literates;

ii) Providing financial assistance to authors,qllusthgtors and publiishers; -

iii) Organising book fairs and exhihitio.
4) The book expor.t in India is loo tter by the Chemical and Allied Export Promotion

i)
Council (CAPEXIL). CAPEXILK’% Division, in collabaration with NBT, helps the
Ir_ldian publishers and expgafer® to pdrticipate in various impostant interrational book fairs.
It also assists in identifying Mospective markets for Indian publications.

5) The Good Offices C@ee {GOC) is voluntary organisation formed to establish uniform
terms of book supply toYibraries and to ensure a fair working margin to booksellers and an
efficient. service to libraries. The GOC decides the rates of currency in order to facilitate
the sale books and periodicals.

15.7 ASSIGNMENT

1) Write a short description on book publishing in India,
2) What should be the basis of selecting booksellers in our country?
3) Do you prefer higher discount or better service 7 Discuss,

4) Describe briefly various book promotion activities supported by Government.

15.8 RECOMMENDED BOOKS

1). EXPORT of Indian books: Promotion and marketing, edited by KX. Kaul. New Delhi :
Institute of Book Publ_ishing, 1989,

2) MITTAL, R.L. Library administration : Theory and practice. New Dethi : Metropolitan,
1984. pp. 725-700.
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4)
5)

NARENDRA Kumar. "Book Publishing: Problems and prospects.” Granthana 3 (1} Jan -
1992, pp.7-28.

PEARCE, Douglas. Textbook production in developing countries, Paris : Unesco, 1982,

SATYANARAYANA, P. and M. Yadagiri Reddy. "Promoting the reading habit."” Indian
Book Industry XLII (3) June 1990. pp.§ - S.
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16.0 AIM AND OBJECTIVES

This unit aims to explain the importance and purpose of Accessioning of reading materials
in the libraries with special reterence to receipt of ordered books, the registering of various
particulars of books in the Accession Register and the passing of bills and the process involved-
in the Technical Section. : '

After studying this umt, you should be able to

- explain the meaning and functions of accessioning;

- describe the process involved in the receipt of ordered books, price verification, passing of
bills and collation;

register various particulars of books in the Accession Register;

describe various processes involved in Technical Section for preparing books for use in
libraries. '




16.1 INTRODUCTION

Generally, readers have got a very vague idea about the importance of technical services such
as acquiring, preparing (Accessioning, Classification and catalogning processes) and preserving
the reading materials in a library, since they do not have any chance to watch and examine
the technical aspect of the working of library, but it is beyond doybt that technical services are
essential for carrying our any tibrary activity successfully. This has become of late all the more
important because the work r_é[ating to the'ordering of books and receipt of books etc., has
become complex. Once the books are received in the library, the Acguistion section should
direct the person concerned, who has been assigned the job of accessioning, to check and ta][y
with the bills received duly arranging the books as per the seriatum order of list in the Bill so
as to assign the serial number of the stock, '

16.2 ACCESSIONING PROCESS

Accessioning is the act of adding and in libraries it means the assigning of a copy identification
number to each volume or any other form of library in which all the books purchased/ received
in exchange of or as gift are entered, Each book is given a consecutive serial number, This
register is known as ‘Accession Register’ and the serial numbcr@:d ‘Accession Number',

16.2.1 Accessioning Work

A sequence of technical formalities have to be gone t before a baok acquired for the
library goes into the tive collection for release to the reade ccessioning is an important part
of the technical work and forms a pérmanent recor ed to find out the stock position of
the library at any time. The Assistant in-char acc8ssioning arranges the books in the same
order in which the books are listed in the bil%ers them in the Accession register serially.

Accessioning is that part of the w library whereby every book to be included in the
stock of the library would receive a seria ber called the accession number and is entered in
the Accession Register which is an essential record in the library. The books in stock and those
added to the library are entered in this register in the order in which they are received with the
price paid on them. Every volume or copy is entered on a separate line and given a different
number. The number assigned to it in a seriatum in the Accession Register should be given on
back of the title page of the book and also on a selected page or pages for identification. (This
number should also be written in the upper right hand corner of the book-card and on the flap
of the book the pocket). Accrssion register specifically designed for the purpose can be had
from firms dealing in library supplies and equipment.

Alternatively, a strongly bound register or ledger size may be used with ruied lines in vertical
columns across both pages for recording (1) date of acquisition,(2) Accession number. (3)
Author (4) Title (5) Publisher's name and place of publication (6) Year, (7} Volumesfpar'_ts,
(8) Edition, (9) Sources of supply, (10} Price (11) Call no. and (12) Remarks on any other
information (l‘.c.r_ebo'und, discarded and cost written off with authentic authority and date). The
specimen columns of accession register and Gift Register are given in Appendix. Tf the book is
lost or discarded and if another copy bought to replace it, the new copy must be given ifs own
Accession number and not that of the book lost or discarded. )

A bock purchased for library must be entered in the accession register and its accession
number entered in the stamp affixed on the title page and also noted on the bill, before the
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paymcnt order is passed by the Head of the institution. If a book is acquired for the library by
means other than purchases, it must also be entered in the Accession Register indicating it asa
GIFT in the Remarks column. The Accession Register is an indispensable. record of stock which
is'cheked by the auditors at the time of audit. It is also a valuable document for compiling the
annual report on the working of the library.

i) Receipt of Books

Books are received in the library severai ways. They arc delivered by the booksellers,
received by post, comes through railway or lorry parcel or by any other mode. Usually bills are
also received with the books and if the bills are received separately, they are to be kept pending
. until the books are received. '

iy Checking of Bills

On receipt of the supply the Bills are checked with the order copy which is lying pending in
the order file to ascectain the correctness of the items ordered on a form meant for the purpose.
The books are tallied with the bills and order list and their editions and imprints are verified.
As books are published in many editions, it is most essential to take this fact into consideration.
The popular edition, the paper-back, is cheaper than the library edition. It will also be verified
whether the supply is in accordance with the items mentioned in the suppliers, bill and cost.
No advance payment is made in respect of supply ofboaks except in case of certain publishers.
Further, books sent by Vv PP, wili be honoured gpecNn the case of Government publications
where it is conditicnal.

iii) Collation and Tallying Work O

The tallying work includes the t?p of the prices of the books. The price is generally
given on the inner flap of th st c@ver of the title page or on its back. For others, the
price is found out from the pt and book scllers catalogues. Those items which are not
found in accordance withesge act®al specifications or for which the price charged is more than
the published one, a di y letter is prepared and sent to the bookseller for Suppl)’]n" the
documentary proof in supp®rt of the price charged. Collatidn is that part of the work verifying
page by page whether the book contains alt the pages intact or defect in pagination, irregularities
in printing and physical defects. Defective copies are to be returncd to replace with sound copies
or reject the damaged book and delete the cost from the bill.

iv) Bill passing Procedure

The Accession Assistant gives.a certificate on the bill that the books have been entered in
the Accession Register vide such and such Accession number and affixes his intials. The books
are then sent to the processing section (Technical dept) for the work or processing viz., labelling,
stamping, classification and cataloguing and numbering and sending them to the shelves in the
stacks: :

"v) Passing of Bills for Paymcnt

_ The bills are handed over to the Bills Assistant by Accessioning Asustant after checking
the total and coversion rates, confirming the fact the library discount allowed has been deducted
from the gross total of the bill amount and only the net amount is claimed by firm gives a
certificate on the bill to the effect, "Certified that Bill is verified and passed for payment of net
amount” duly affixing the signature and entering in the Bill Register the releted item on the
order form or making the order card, if maintained, with a stamp, Received”. ' -
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In some libraries where indents ‘ércl prepared as against order cards at the time of placing
orders with the firm, soon after the supply of books cards will be prepared for the received
items. The Accession number will be entered on these cards and these cards will be sent to the -
Technical (Processing) section along with the accessioned books. At the.time of classification of
books the call numbers will be entered on these cards and filed in 'the_' cabinets as shelf list cards
according to the classified order. : '

The Specimen Columns of the ‘Accession Register (wh;ch are printed on both sides of the

pages), the Gifts Register, the Indent Register, the Bill Register and the Shelf card are glven in
the following pages. . .

[lustration-1: The Entries of Accession Register
- (Name of the Library)

Remarks

Date | Acession | Author | Tille -| Volumes | Edition | Year | Publisher | Source | Cost | Call
Number ' - Es. | No.
Illustrdtron 2 The Entries in the Gl['t Reglster o
(Name of the Lnbrary) '
batc _ Accésion 1. Author Title - Presented Pub]lsher Volume Year Call” Remarks_ o
5 ' - ' by L o " | 'Ne. '

Number .

oy
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Hlustration-3: Shelf List Card

Class No. Author

Accession No. Title

Order

of Edition Place Published

Received Daie Vols. List Price

Cost Recomended by

Charged to Address

Date of Bill

L.C. No. Received in

Illustration-4: Verso of the Shelf List Card
INITIAL AND DATE _
Classified Individualised = Checked
Approved | Accessioned and Type Number and Card
. Catalogued and Labelled Sernt to filed
Shelves
Illustration-5: The Entries in the Bill Register
(Name of the Library)
Serial Rill No. [ Amount of Date of | Amount Date of
No. |Date of Receipt {Supplied |and Date | the Bill | Passing the | Passed | Iayment & [REMARKS
Bill Cheque No.
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Self-Check Exercise-1

List various columns marked in the Accession Register,

Note: i) Write your answer in the space given below. .
i) Check your answer with the model answer given at the end of this unit,

16.2.2 Accessioning Records

A fult accession record gives the library (1) a complete record of each item added, when
the item itself is not at hand; (2) a direct record of the library’s growth; and (3) a chronological
record of the growth of the coliections.

The accession number itselt is yseful in distinguishing among
title; in matching library cards with books quickly and accurs

charging system; and for inventory purposes in a colicct:@ange

dies or volumes of the same
8- as an clement in the
in a fixed location. Some

libraries have given up the accession record but have e accession number because of |
theses advantages, '

i) Accession Methods : Q

Accessioning practices in librarics vary full record for cach item to no accession
record at all with its function distribute ong Bther library records. The process and functions
of accessioning have been adopted by rary to suit its own particular needs with the tesult

that na single method of accessioning ma¥be cited as the most common or as the best.

Accession records may be made in relation to the acquisition process and the cataloguing
process and 1n a separate unit of the library depending on the use to be made of the Accession
number and the information to be included. The method choosen depends on the function to
be served. '

if) Accession Number

The Accession Number may be placed in as many as five locations in addition to its
registration in the ‘accession record; in the fore section of the book such as on the title page
or on the first page thereafter; on some selected pages within the book in case the title page is
lost; on the shelf list card; on the book card and on the book poc’.ct. The most common single
location in the book is on the back of the title page.

iil) Accession Register Types.

a) Ledger Type:

Libraries offer standard ledger-type accession registers with numbered lines and with columns
for most of the items of information which librarians want. A more flexible record is also available
in the form of a loose-leaf binder with sheets which fit into a typewriter. This form allows several
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persons to do accessioning at the same time and facititaties the replacement of pages in case
excessive changes or €rrors 0ccuy.

b) Card Accession Records:

These may be made up of the Order Cards once they have served their primary functions.
This is particularly effective if the order numiber serves as the accession number or that of cards
specially designed as the accession record.

Advantages: Advocates of the card record, specially the use of the order slip or a spectal slip
generated in a multiple order form system point out that it is as accurate as the accession register,
is less cumbersoe, takes less time, can give the statistics on growth of the collection broken
down by subject ueld and is as pcrmanent as the accession register.

Disadvantages: [ts principal disadvantage is the nece‘ésiry to provide storage for a curd file which
is seldom referred to and which serves no additionai function. If the accession card is produced
from automated library purchasing procedure, the tallying by subject field or by assigrunent to
public service division becomes easy and the accession record can be kept on storage Lpes.

iv) Accession Record as a permanent Historical Record

Above all, an accession ledger serves as a pegganent historicat record of the growth of
collection in respect of both size and content, &
comes into the collection. It identifies each volo ving its source and cosi, providing the
price of a lost book for which a borrower m pay and furnishing the answer (o patrons who
ask where a book has been obtained or how

he history of every individual book that

/h it costs. 1t helps in keeping a statistical count

of the growth of the collections and planned to give the number of volumes in particutar
subject fields or in particular lggation nd in keeping an easy check on special colleciions. It
can serve as a record of gift emorials received by the library. It offers facts for quick

computation of the cost_gf bo s purchased during any given period, incluiding the complete
cost figures in evaluati ections for insurance purposes. It may be Kept to meer a legal
requirement including th nishing or proof to the effect that a Book paid for has been added
to the library collection. It can be useful in taking inventory. [t provic:lés a charge record for
books circulated before proccessing is completed. 1t is a popular tool in collection control, where,
it sometimes serves as shelf list and catalouges as well. - '

v) Use of Accession Records

The modern libraries using the traditional Accession record detend its retention by listing
a number of advantges such as the following: -

(1) Ready information as to source and price paid for each publication.
(2) Ready Statistical count of collections.

(3) Permanent historical record of the growth of the library.

(4) Insurance record.

(5) Circulation record for books loaned before cataloguing.

{6) Absolute identification; of each copy of a book.

(7) Less frequent "discharging errors’ in circalation,

(8) More easily used by an untrained person than a shelf list.

{9) Confirmation of gifts for income fax purposes and

{(10) Tdentification or ownérship of titles in a combined library.
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The Accessioning process will streamline the record of feading materials and show its stock
position to the Hbrary authoritics. The method of Accessioning may differ from library and the
bibliographical description of the printed and non-printed materials will not be the same in every
library. In the management of library the process of accessioning which play a great role, since
1t is a boon to the library.

- Self-Chek Exercise-2
What is the major purpose of an Accession Record 2

Note: i) Write your answer in the space given below.
iy Cheek your answer with the model answer given at the end of this unit.

I(.S PROCESSING OF BOOK IN TECHNICAL SE@

The Technical section of a library is the pivot on whichctivities revolve. The functions
of this section are considered to be mysterious by the [y publi®™The work of the Technical section

s basic to that of the other sections of a library. Th section which help fransformation
of a collection of books are into serviceable ary

has now given way to that of Books are for us

. TRe old idea 'Lc., Rooks are for preservation
Is context it is worth knowing in detail the

technical process through which a book gmgses D®fore it is sent to the shelves after it acquired.
A chain of activilies are to be com@after a book is acquired for the library and before

it goes into the live collection for release to the reader. Tt consists of:

a) Physical preparation, b) Classification ¢) Cataloguing d) Shelf-list,
16.3.1 Receiving books in the Technical Section

Accessioned books are transferred to the Technical section fo prepare them for the use
of the readers. Tn bigger libraries where large number of books are received, there should be
some. built-in arrangement to process the books. Books that are to be released urgently, the
Accessioning scction inserts a coloured rush slip to indicate to the Technical Section that those
books should be given priority.

The first duty of the head of the Technical Section is to arrange the new bool. ' in some
order. Books can be arranged in several ways (1) by date of receipt (2) by alphabetical ord-.r of
authors (3) under broad subject hezidings. The purpose is two told. One is the order Section
is likely to check for duplicates before ordering books and secondly new books are likely to be
asked and should be traced without much waste of time.

There must be clear cut demarcation of duty in the Technicai Section. It is better if
classification and subject cataloguing is donc by the one and the same person. The advantage is.
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while classifying the document, the classifier analyses the subject and will have better grasp of the
content of the document. If the work is assigned to two different persons, they have to analyse
‘the subject twice. Descriptive Catataloguing can be assigned to another cataloguer. There can
be also division of work in case of fiction books, serials, language books and non-book materials.
This depends on the guantity of materials to be classified and catalogued. There cannot be one
yardstick of the libraries. A policy decision is to be taken first how the work is to be divided by
the librarian in consultation with the Head of the Section.

16.3.2 .Physical preparation of book for use

Soon after the receipt of books and other reading materials in the Acquisition Section of
the library, the process of acquisition, accéssioning, preparation of shelf hist cards and the passing
of bills for payment, elc., are completerd, such books and other reading materials are sent to
the Technical Section together with order cards for future processing, ie. classification and
cataloguing.

The physical preparation of the books inviove the stamping of the name of the library on
the title page and on onc or two other conventionai'pages of the book. A book plate ownership
jabel should be pasted on the inside of the front cover showing the mark of owernship of the
book. A book pocket should be pasted on the inside of the back cover and a 'date due slip’ on
the fly leaf opposite the book pocket is aftixed. The author’s jast name is written on the top line,
the brief title of the book on the second line, placed 1MNghe book-pocket, The preparation of the
book depends on the type of issue method adoptedbyhe library concerned. The description
given here is for the Browne system of iss ethod and hence it may differ from library to
library. This work of stamping and labelli % be done by the library attendant under the

supervision of the Technical proccess%istant.
16.3.3 Classification & _C%ﬂj g
stionNand cataloguing of new books the person concerend has to

check either in the publ gue or from the master catalogue (if maintained in the Technical _
Section) whether a copy oIWhe same title already exists in the library. If rhere is already a copy

of the book is available, this information is to be noted on a slip with the call number and

the same is to be handed over to a clerical assistant of the section to note the details of the

second or additional copy and also to prepare an additional shelf list card. Same produce is to

be followed in case of serial publications like year books which are received at regular intervals'
and the previous volumes arc already available in the library. In case of bound periodicals if

the previous catalogue entry is open entry, there is no further information required as far ‘as the

catalogue entries are concerned. Only the volume is to be prepared, by giving the -call number

and preparing the volume for shelving, This work also to be assigned to the clerical assistant.

Before starting clasifi

If the work is divided between the classifier and cataloguer, the classifier has to give the full
~call number including subject heading. The classifier has to check the previous numbers given
for similar books, check from different bibliographical tools for the correct class number in such
cases where the subject is cofnplicated and he is unable to assign the coextensive number. The
books so prepared are to be passed on to the Cataloguer who has to prepare process slips or
cards. Each process slip with complete catalogue entry is to be passed on the Head Cataloguer
for scrutiny. The slip should indicate the number and kind of added entries to be madc for each
document. The book and the slips are now passed on to the typist for making additio‘n_al": cards
which are to be checked again by the Head Cataloguer or Section-in charge. Mistakes if any are
to be corrected at this and will be difficult to rectify later. ' -
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The Technical section should usually maintain a manual for assigning classification numbers
and subject headings, if there are any variations from the printed tools. If authority files
are already maintained, they are to be consulted before classification and cataloguing work is
undertaken. At the same time the authority files are to be updated as and when-new items
are traced. There should not be any deviation from the tools used, or from the manuals and
authority files.

16.3.4 Shelf List

In addition to the card catalogue the library should also maintain a list of its books in the
order in which they appcar on the shelves, This card file is fechnical[y called the Shelf-list. Tt
is not open to public view, being primarily intended for use of the librarian in preparing the
inventorj( and for annual stock-taking. And also for noting the sequence numbers at the time of
filing. Teachers or researchers can profitably consult the shelf-list while preparing bibliographies
for the themselves or to find out how many copies of a book the library has before setting an

. assignment. '

16.3.5 Cataloguing Tools required in Technical Section

The Technical Section must have at their disposal serveral tools which they have to refer
constantly. Some of the important ones are:-

(1) Classification schedules 0
(2) Subject Heading List

(3) Author marks (if they are used)

(4) Standard dictionaries -

(5) Catalogue codes _ | . |
(6) Biographical dictionaries (if available, two copies M'the library- one can be kept for the use
of the Technical Section). - ' '

In addition to the above all types @i statiohery required for daily use should be made
available. For want of any of the libra @ isites, the work in the Technical Section should
not suffter. Even samil iterms, for example Book labels are exhansted, the new books cannot be
released for use. Hence it is the duty of the Section Head to keep a watch on the Stationery
and other items of daily use and place the indents well in advance and not after the stock is
exhausted. '

16.3.6 Reclassification & Recataloguing

Definitions: what is meant by reclassification and recataloguing ? Changing seiled or worn
out cards, or halfsized or manuscript cards for new, fuil-sized or printed cards may appear to
be recataloguing but only in a mechanical sense. The actual changing of call numbers on cards

- and books has been termed Reclassification : in short, renotation, The term, "Recataloguing”
as used here means any change made in the original cataloguing, ie., in the form of content of
the entries of the main or secondary cards, the bodies of cards, the various types of notes or in
the form or terminology of the subject headings, ' '

"Reclassification™ is meant to describe the regrouping of collection of books into subject -
classes different from those previously employed. The term includes the reassigning of a distin‘ct_ivé
call number to each item, which indicates the group to which it belongs and the place which it
should occupy within that group in relatior to other books, |
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Complete reclassification may refer to a change within a Classification such as expanding an
abridged system or to a change from one system to another and involving complete, partial or
no recatalogning, Partial reclassification involves the arrangement within a classification which
result from temporary classification or detection of misplacements and obvious errors. The
process involves much cost 1o the library. The remarking of books, withdrawal of cards from the
Catalogue and Shelflist, the ordering of new cards or the reasing of old ones, the refiling and
changing of book cards and pockets all represents added activities,which increase the cost.

Recataloguing may mean a number of things such as eliminating obsolete main and subject
entries, revising descriptive information on cards, giving up the use of one subject heading list
for another, introducing a new system of cross references and information cards and subdividing
subjects which have grown rapidly. Tt may also reffer to the substituting of standard sized card
for odd-sized card and the replacing of hand written and worn. cards with typed and printed

ones. This is called complete editing of the catalogue.
16.3.7 Final processing in Technical Section

After the completion of Cataloguing work, the book card and a book pocket have to be
prepared. The book card containing the details of call number, accession number, author's name,
title of the book has to be written legibly or typed for accuracy. The Call Number has to be
written in Indian ink on the spine label of the book. The book pocket is pasted on the inside
cover of the book; and a Due Date slip is pasted oppasite to it. After the filing of Shelf list cards
and different Catalogue cards in respective alphabeticigequence in the Catalogue Cabinets, the
processed books are thoroughly checked and sent Myth stacks for the use of the readers.

Some libraries display their new book’ {imited period, before they are seni o ihe
Stack Room. In some cases only selggted fi are exhibited, Whatever policy is adopted n
your library, it is the Technical Scctio%onsibilim. ' '

16.4 FILING OF CAT@ CARDS

Catalogue cards hc filed alphabetically in tHe Catalogue Cabinct following the
standard filing rules such a¥etter-by-letter or word-by-word system. Accuracy in fiting is most
important. Wrong filing of Catalogue Cards will tell upon the efficiency of the library. They can
be approached in three ways: (1) by Author, (2) by Title and '(3) by Subject exclusively for the

" sake of users. The following are a few basic rules followed in the filing of cards:

(1) Fite alphabetically word by word.
(2) Disregard the article, (a an, the) when it occurs as the first word of the file.
(3) Expand the_abb_reviation. '

16.5 PREPARATION OF RECENT ADDITIONS LIST

" Generally, modern and big tibraries like University and Public libraries bring out Recent
Additions monthly list of a particular library containing particulars of Serial Number, Author,Title,
Accession Number etc in Classified order. To prepare the list of Recent Additions the master
cataloguing slips will be first prepared before the preparation of catalogue cards and preserved
upto the end of every month soon after sending the newly added Looks to the stacks after
having completed the process of work in the Technical Section of the library. Such slips are then
arranged in a classified order, incorporating subject headings under each class, and tagged for
sending them for typing as Recent Additions list for a particular month. '
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These lists will be circulated to the staff and students, to the other institutions (Libraries)
and the Departments which are included in the mailing list of the library at the beglnmng of every
month. This list will be give information about the new books added to the library during the
period. The users may select from the recent additions the books that interest them. This service -
will mostly help the researchers who seek current information on a particular topic of research.
This is an essential service to the users of the University Library in particular. These Recent
Additions lists will also supplement the information concerning the holdings of a particular
library used in preparing the Union Catalogues,

Self-Check Exercise-3

(a} List various tools required 1n a Technical Section for cldss:flcatlon and cataloguing of
books.

Note: 1) Write your answer in the space given below,
i) Check your answer with the model answer given at the end of this unit.

.............................................................................................

{b) Explain the meaning of the terms ‘Reclassif% and ‘Recataloguing’,

16.6 SUMMING UP

To sum up, the technical processing of books and physical preparation of books carried out
in the Technical Section of a library is comparable to that of a Laboratory.

Although the structure of the Technical Division may vary from library to library, it generally,
includes the Acquisition department and the Cataloguing department. In some libraries, it may
also include the Binding and photography departments. The Technical division can thus be
called Preparation Division since acquisition, cataloguing and binding are 'undertakcn by it. The
major Technical processes which a book has to undergo it the Technical Division are as follows:
(1) labelling, stamping {embossing), marking of notation (numbering in Indian ink) {2) The
preparatlon of Author, Title, Subject and other analyticat entries (Cards in the Catalouging wing
under the»ruies of Catalouge codes fotlowed in the library) and (3) The classification of books
as per:;Ae Scheme followed in the classification wing.
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The Librarian or Assistant in-charge of the Technical Processing Division will superwise the
whole process and after final checking the catalogue cards will be filed alphabetically in their
respective sequences, in the Catalogue Cabinets as per the rules of filing. The Shelf List Cards
will be filled separately in the Catalogue cabinet for the use of the library and the books will
then the transferred from the Technical processing Division (o the Stack Area where the books
will be arranged in a systeraatic classified order for the use of the readers. It is only then that
the readers services will be initiated in the library. A Recent Additions List will be brought out
by the Technical IProcessing Division every month to make the new additions to the haldings of
the library known to the students and the staff. Thus this division plays a vital role in the Ybrary. '

16.7 MODEL ANSWERS TO SELF-CHECK EXERCISES

1. The following are the entrics of Accession Register: Date of accession; Accession Number;
Author: Title; Publisher’s name and place; Ycar; Volumes/parts; Source of supply; Price;
Call Number; and Remarks.

2. The majo'r purpose of Accession Records: (i) It is a recard of each item (documents) added
to the tibracy; (i) a direct record of the library’s growth; and (lii) a chronological record of
the growth of library coliection.

(2} The following tools are required i the Technical Sectiomn:

i) Classification Schedules

i) Cataloguing Codcs

i) Subject Headings list O

iv) Author marks (if used)

v) Standard dictionaries ?\

vi) Biographical diction; - ' '
‘ificaEn’ means reassigning of class numbers on catalogue cards and

-eorouped. 'Recataloguing’ means any change made in the entries

(b) The term ‘Reclig
books when the coliec
of the original cataloguc.
a4 new schemme of classification or a difierent code of cataloguing is emp.oyed.

Classification and recataloguing are required when a new edition or

16.8 ASSIGNMENT

(1) What is the purpose and functions of Accessioning of reading materials in the libraries ?
Describe the Accession Register. '

(2) What are the varions methods of Accessioning ? What are the Advantages and Disadvantages
of cach method of Accessioning ? o

(3) Write short notes on the foilowing: (i) Accession Register (ii) Gift Register (iii) Shelf List
Card (S.L. Card) (iv) Indent Register (v} Bills Register.

(4) Explain the Technical process through which a book passes in a library before it is sent to
the shelves after it is acquired. '

(5) Write short notes on the. following: (i) Subject Authority filc (ii} Reclassification and
Recataloguing (iii) Filing of catalogne cards (iv) ’Recent Additions ‘Tist’.
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17.0 AIMS AND OBJECTIVES

Serials form an important portion of the library collection . This unit aims to explain the
ditferent types of periodicals, sources for their selection, problems of subscription, especially
forcign journals, steps to be taken to safeguard advance payments made, the role and functions
of Good Offices Committee, processing of serials etc.

After studying this unit, you should be able to

- explain the purpose of serials In libraries
- categorise different types of periodicals
- describe the procedure for the selection of serials

249




- explain how to subscribe to foreign journals

- enumerate the problems resufting trom subscription to turrent foreien journals
- describe the method of processing serials in libraries

17.1 INTRODUCTION

A periodical according to A.1.A. Glossary of Library terms is defined "as 4 publication issued
In successive parts usually at intervals and as a rule intended to be continued indefinitely., "The
publication known &s "Journal " published periodically is called 'erindical. A periodical is a°
confinuous publlcanon with a single and distinctive title issued af sceular or irregular infervals
of less than a year.

A periodical is an agency for reporting current obsérvations, new ideas and research fi ndings
of piccemeal nature. The periodical is a medium of first publication for speedy commincation
of the latest information and rescarch findings in most fields of knowledge. Periodicals are of
utmost importance to the work of a rescarch organisition since rthey contain the lutest ideas and
rescarch data. They are an important source for speeialised information.

The periodicals are distinguished on the basis of their periodicity or period of publication,
They can be classified as (1) Weeklies (e, Natwre UK ); (2) Fortnightlies (e.g, Froatline published’
by ‘“The Hindw, Madras, twice & month); (Bj Monthlies {c.g, American Matfematical Monthly,
o-Times 5 (5) Quarterlies
18, (6) Halfyearlics (c.g.
" by the University of Delhi) (7)
Annuals published once a yewr (e.g. Advances in Litwaria Bl IK)

17.2 TYPES OF PERIODICALS ? >

published by American Mathematical Socicty: (4) Bi-monthlics (¢.g.,

dournal of Library and Information Science, published twiccgls

: 4

The periodical publications are of different andards fo suit the different types of readers,viz,

Scholar, ete. There are certain periodicals which
ation, so journals communicate information helpful
to self-education while others convey information for the-intellectual development of the readers.

17.2.1 Primary and Secondary periodicals

The periodicals are published under synonymous terms, viz., (1) Journuls (Libraty Journal)
(2) Magazine (Philosophical Magazine) (3) Bulletin ('!LA Bitlentin, (4) Proceedings, and (5)
Transactions (eg. Transactions of the ASAE)‘ American Mathematical Society publishes three
periodicals individually under the ritles, Bulletins, procecdings and Transactions respectively.

The Primary journdls, otherwise known as "Recording Journ: s’ form the basic source of
information for original research in scientilic and [t‘LhI‘10|0§:IL‘Il fields, ¢.g., Annals of Borany,

The Sccondary Journals known as "Newspaper Journals’ interpret the research work reported
in primary literature, e.g., Chemisiry in Britain, (But Chemistny and Indusiny is an example of a
journal containing' rescarch’ papers as well as secondiry materials). Abstracting and Indexing
Journals also come under the category of Secondary Journals, ' o

Abstracting Journals

Abstracting journals contain abstracts or stimmaries of the dIlICIC% published in \»(ulous ;
periodicals with bibilographical citations: c. g,, chemical abstracts, USA: '
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Current Contents

Cusrent Contents is another type  of secondary source journal published as weekly by the
Institiie of Scientific Information, Philadelphia, in different sections dealing with different
subjects and reproducing the contents pages of various journals relating to the articles under
publication. The Current Contents Journals offer current awareness service which communicates
in advance the periodical articies under publication in journals in various languages in different
par'ts of the world in the respective subject tields unknown to the researchers and specialists.
The Abstracting journals arc helpful to retrospective searching by means of cumulative indexes.

Indexing Journals

Indexing Journals index the articles published in ditferent periodicals in their chosen fields
or jurisdiction and containing tull bibliographical information about them: e.g. Engineering Index
(This annuai publication enables a specialist to know the titles of articles published in different
languages in his field of specialisation, Engineering). Similarly, the periodical, “Index India”
(a quarterly publication) lists articles subject wise published in several Indian newspapers and
journals and provides author and subject indexes to help the uscrs.

Review of Journals

© It is a periodical comprising articles briefly surveying the developments in a particular field
during the given period. In other words, the review joulNgal summarises the information found in
articles on a particular aspect of a subject in ditferefjoy#nals during the particular period which
may not be known to the specialists. For exgfMpNgBivlogical Reviews of Cambridge philosophical
Society and Science progress are the journals 'me under this category. Similarly, the annual
‘publication viz., Annual Review of Bioc istry gives @ summary of the developments and research
activities in the fleld of Biochemistry duigg the period of one'year based on the articles published
in various periodicals, reports, the respective subject during the period of one year.

J'. 2 Periodicals by #aurce™f Publication
The following are the 8fcoent agencies which publish the periodicals.

Learned Societics

Peridicals come into existence to serve as organs of learncd societies to record the scientific
and research activities of the members and to communicate research activities of the members
and to communicate research findings reported elsewhere unknown to the researchers. These
Journals known as Reserach Journals’ provide an opportunity to members to publish the results
. of their investigation. Socicties publish primary journals containing papers of original research
periodicaly and also secondary journals dealing with the minutes of the meetings, brief accounts

of the papers, etc. For instance, American Mathematical Society publishes primary and scholarly
journals entitled "(1) Proceedings and (2) Transactions and also two 'secondary journals under
the titles",{1) Bulletin and (2} Notices to supplement the former. Similarly, ASLIB {Association
of Special Libraries, UK.} regutatly publishes ASLIB Proceedings in the field of Library science.

Institutionalised Research

Nowadays it is not possible for a scientist to carry out research individually. Thus research
has become institutionalised. Academic institutions lke universities report ihcre‘asing]y results
of research in their Journals which do not enjoy wide circulation compared to learned society
publications, e.g., {1) Joumnal of Geolegy (University of Chicago,) (2) Japanese Joumal of Phys:cs
(University of Tokyo, Japan}.
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Goverpment Bodies

The research activities and scientific progress achieved by various institutions which are
tinanced by the Government are reported in the official publications of Government at national
level e.g., Canadian Journal of Chemistry (National Research Council of Canada),

Professional Bodies

The work of professional bodies overlap the work of learned societies. The journal published
by a professional body primarily deals with education, status and professional responsibilities of
. the practitioners in the respective fields in addition to the subject matter, e.g., Structural Engincer
{Institution of St'ructu:ral Enginzers, UK). Like learned societies, professibnal institutions
_publish_ more than one Journsl to serve a variety of interests. These Journals known as
“Technical Journals’. They are iavaluables in that they bring the new processes; equipment, etc.
to' the notice of manufactures, sales and commerciat personnel. They are often of high standard-
and shcolarly. Much of their value lies in their advancements or announcements dealing with
the new machinery, chemicals, etc. which are not available from other sources: e.g., American
Dye Stuff Reporter (USA). ' ' '

Commercial publishers

The majority of the periodicals are brought out by commercial lishing hou_sé_s in Science
and Techpology with a’business motive. Since the societies lacR\gdeguate financial resources
for the publication of periodicals, commercial publishers s the Academic press, US.A.,
Pergammj press, London have come forward to publish sev dred primary 'rcsear(:h Journals
as a signiﬁcant contribution to the communication ews dnd views concerning scicnce and
té_chnologj_i. The commeréial pressures force them ntain the standard and reputation
of their Journals by enéuring quality, content tecPnical accuracy of the published articles:
through. the consrituri'oﬁ uf a eciiurial boar entinent scientists and subje'ct specialists for
each of thf_e_ir journals. ‘Since « large r-of*institutions subscribe to their periodicals to
" meet. the needs of the users, cc-mmercia%hcrs may take an undue advantage by raising the
- subscription rates from jffear te year. ' ' '

Trade Journals ar'e:: more commercial than technical ones and more news oriented than
subject-oriented ones ani, they relay on revenue form advertisements, eg. Printing world. Some
" are useful sources of business and commercial information whil_e' other Journals are widely read”

by the scientific and teclinological community, e.g., Chemical Age. '

R

House Journals

House journais iﬁclude generally those which are issued by various firms and hodies.and
are meant generally to be distributed free of charge with a limited circie of clients and members.
The house journals issued in English are meant for advertising by'manufactuers, dealers and
public corporation; e.g., Phikps Technical Review. Like other forms of literature, they contain
information of value which cannot be obtained elsewhere. This category also includes the News
Letters issued by various librarics such as Library News Letter issued by- Himachal Pradesh
University and published by -M?.cmillan Co. Lid., UX. ' ' : '

_ Independent Journats

_ Independen_t journa]:s are numerous in number and cover almost the whote Universe of
. Knowledge such as Times of India (Daily) and Hustrated weekly of India, published by the Times
of India Press, Bombay, a'nd' The Nature (Weekly) published by Macmillan Co., Ltd, UK. .
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Communmication Journals

The demand for fast flow of information has given raise fo the communication or letter
journals. It contains short preliminary announcements of work in progress’in the manner of the
letters to Nature and Scicnce. To ensure prompt dissemination, the communications are published
on an unedited form to give an indication of the fuller publicafion in a more conventional journal,
e.g. Applied Physics Letter (American Institute of Physics), Chemical communicalions, (Chemical
Society, London).

=
x

17.3 SELECTION OF SERIALS

The selection of periodicals for subscription, exchange or gift is an important functon of
the library. The library is an agency of graphic comimunication. The library needs to know its
readers requirements and also have knowledge of periodical publications: The selection of a
wrong periodical unsuited to the readers entails waste of time, ctfort and money.

The selection of periodicals for subscription, by library depends on the following factors:
(1) The scope of the library
(2) The financial resources of the lila'réry

| | : (3) Demands of readers

| ' {4) Periodicals which the library is subsgrithgg. aﬁc

l _ (5) Whether the title is available elsewﬁ

17.3.1 Criteria for Sclectioa of ials

The selection of periodic: id be determined by the kind of library that it is and
clientete that it has. To mpleXin a small library it wiil be improper 1o subscribe to highly
advanced journals. A co has to be entrusted with the selection of journals in the case of

university Iibraries, Informafion Bureaux, London has recommended the following criteria for
the selection of periodicals:

(1) Recommendatio.n by Specialists

(2} Recommendation by members of the libracy statt
(3) Announcements and Reviews

(4) Consultation of list of most cited serials

The serials or periodicals which are cited very often by the specialists in their books can be
safely subscribed to; when people citen quote and refer to certain serials and periodicals, it can
safely be inferred that these puilications contain useful matter for the use of research scholars
and specialists. Simitarly, the journals and serials which are mostly abstracted and indexed in
standard indexing and abstracting journals can be subscribed ta, because only the articles of -
those journals can be subscribed to because only the articles of those journals are standard ones.

The journals of professional societies, manufacturing organisations and international bodies
can be selected easily for subscription on the basis of their sesearch value and reputation in
the respective branches of knowledge. Apart from those mentioned above, the foliowing factors
have to be kept in the mind for selecting periodicals: ' '
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(1) Regularly indexed titles should be selected first.

(2} Journals should supplement rather than duplicate each other.

(3) Quality, varicty and intercst.should_be considered

(1) Periodicals useful for circulation as well as réfcrencc should be chosen.

In the case of University Libraries, the periodicals arc subscribed to department wise based
on the recommendation of the respective Heads of departments, The Head of the Department
of a subject (discipline) is expected to recommend a list of periodicals which are standard ones,
helptul to meet the needs of researchers and staff of his department after ascertaining the views
of his colh.agues in this regard.

17.3.2 Sources for Sclection of Serials

Periodical Dll‘L(‘tUrlLS -1t is essenhal to acquire the periodical selection tools regularly to
+ get the latest information without any difficulty. These tools facilitate the acquisition of good
perigdicals. The following are some of the important belectmn tools, which should be kept in
each good library.

1) Ulrch’s International periodicals Directory published annually by R.R Bowker & Co,,US.A.—-a
classified gnidc to select current list of foreign and domestjc periodicals in two volumes
containing an index of titles of periodicals in alphabetical ogder. ¥ also furnishes information
about the periodicals which ceased publication.

2} - Union Catalogue of periodicals is one of the sources tion of periodicals. For example,
The world list of Scientific priodicals, published by M/s™8utterworth & Co., London.,

3) British Union Catalogue of periodicals (BUCOP)
4) Directory of Periodicals, New York.

5) Catalogues of periodicals publish@grious periodical subscription agencies like M/s.B.H.
Blackwell & co. Ltd., London, Th&€ Catalogues furnish the titles of the periodicals in
alphabetical order and contain details of periodlt:lty, the latest subscription rates and postal
rates for overseas subscribers.

6) The Directory of Indian Scientific Periodicals published by the Indian National Scientific
Documentation Centre, New Delhi (1968)

7) Nifor for Guide to Indian periodicals ( 1955-56)

8) Indian periodicals: An Annotated. Guide, edited and published by Rajasthan University
Library, Jaipur is a useful and valuable source for selection of Indjan periodicals.

9) New periodicals are announced and reviewed in current periodicals. For example College
and Research Libraries and Times Literary supplement are perlodlcal titles which furnish
informaiton about new periodicals.

10) National Bibliographies like Indian Nationat Bibliography and British National Bibliography
list new periadicals published in their respective countries. Documentation lists and recent
additions lists are other sources of information about new periodicals. Directories . of
periodicals are often used for the initial selection and building up of the periodicals collection,
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Self-Check Exercise-1
What are the factors that determine the sclection of periodicals for subscription ?

Noter i) Write your answer in the space given helow,
if) Check your answer with the model answer givenat the end of this unit.

'17.4 ACQUISITION OF SERIALS

17.4.1 Assessing the Standard of Serials

selection tools or sources. The next procedure igto d¥ess the standard of each periodical and
to make suitable selection 6n the basis of grading ation to the needs of the library. There
are various methods of grading, which are

The initial step is to compile a list of all the Ss subjectwise with the help of periodical
)

(1) to examine the holding lists o erlibraries and note the frequency with which particular
titles appear in the lists of libraries sp§gfalising in the same subject. '

(2) to count citations in ing and indexing publication giving weight to those items
useful to a particular libpamg.

. (3) to take into acco& other factors like the status of publishing house, and the value
of special features such as abstracts, reviews and indexes that the journal may contain and any
special supplement that it issues,

The results of these gradings should then be checked against the opinions of subject experts
and finally a choice is made according to the special needs of the library.

In the case of ncw titles, it may not be possible to assess their usefullness by examining one
or two specimen copies. Their utility can be assessed by subscribing to those periodicals for a
period of one year to start with and discontinue them the next year if their use and views of
the academic staff do not warrant acquisition. Thus subscription depends on users demands,
financial resources and periodicals collection of the library.

17.4.2 Methods of Acquisition

The periodicals can be acquired through any one of the following methods:

1)} By subscription _
2} Through Institutional membership of socities and learned institutions
3 By Gift

4} By Exchange
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1) By Subscription:

The periodicals are generally procured directly from the publishers or though subscription
agents. The subscription agents are appointed as standing vendors on the basis of their terms
and rates of supply of periodicals either arnually or for a period of three years depending upon
the policy of the Iibraiy.

2) By Becoming members of [earned socictics:

Learned socicties gener alty publish one or more regular publicitions to communicare their
activities, programmes and achizvements to their members Iwulnri\' These publications will be
rcceived by the libr ary it it is an instirutional member of lemned socicties,

3) By Gilt
Many socicties send their publications to the library frec of cost for the s ake of publiciry.
Some publishers also supply some of their publicarions to make the libraries subscribe to them at

a later date. The acceptance of ¢ gifts may create storage problem. So the gifts shouid e accepted
with much care and scrutiny atter ascer td:nmg their usefulness to the clientle of the lilrrary.

4) By Exchange

The two commonest forms of exchange are one picce tor piece basis or on i value for vilue
basis._ In other words, in the use of the former method of exch:
sent in exchange of #nother publlc.-irlon irrespective of their ¢
exchange of publications should be in terms of the costs of
relctionship. The former has the advantage of not requi
reasonable and suitable item is sent or received in exchang®

ze, o publication has to be

respect of the latter, the

aions cavered by exchinge
Lich accounting provided that a
the value of the item received is

uncertain, it may be advisable t3 insist on a closer ¢ requality in respect of the materil
sent.

Smithsontan TInstitution, U.S.A. offers exchiange of their publications with those of
interested organisations of various coyfMic . The University of Madras which publishes the

Indian Year Book of International f.aw Wdsdhs copies ta foreign universities to get in exchange
their law publications for their library. The publications which m: 1y not be availuble -through
normal trade channels can be acquired through exchange. i exch: NEC AEreemeits ure considered
carefully, they can help to acquire the otherwise unobtainable m: tierials for the libiary. But it

entered mnto thoughtlesdly it nuy resutt in waste of time and energy with little benefit 1o the

libeary,

cal prblications are of two types: (i) Indian, and (i) Forcign. In-the case of

ihe problems of subs SCYHION to current journals are less when comparcd

journals. T is beiter 1o deal directly with the publishers in respect of

Gonstive regular supply and safely of advance npayments made towards the

subswcription of poicdicads,

SelClhack Do

Yarnous meihods of acquiring periodicals 7

e your answer in the space given below,

Creur answer widh the model answer given at the cud ol this uni.




17.5 SUBSCRIPTION OF FOREIGN SERIALS

There are four ways of procuring foreign periodicals for Indian libraries.
(a) Directly from the resnective fureign publishers
() Throhgh foreign subscription agencieé
(c) Through subscription agenrs in India
(d) Through a Centralised agency like 8.T.C.

The libraries subscribing to few periodical titles can acquire them through a reliable sub-
scription agent in Endia, Problems will arisc in subscsil bing to formgn [JBI'IO(IJCAI% in the case of
big libraries attached 1o universities and research institutes.

17.5.1 Direct Procurement from Respective Foreign Publishers

There are many libraries and documentagion gntres in India, which perfer to procure
peridicals directly from the publishers. The follo re the advantages of this method.

Advanfages: - . O

(1) Normally uninterrupted receipv issues ef periodicals is a-ssﬁred.
(2) Publishers being relil::lJFQii no chance of over or under payroent,
(3) The publishers will_ggpply Nfew issucs of the periodicals to the institutions even after the
expiry of subscrip%;od i anticipation of renewal of subscriptions.
' {4) Remittancce of subscription amounts to the publishers s assured.

(3). There is no need for any further proof for verification of the subscription rates.

(6) No riskis involved in making advance payments for the supply of current periodicals in the
case of publishers; safety for amounts paid is assured. :

(7} There is practically no chance of the amount bf,mg mlsused as experienced in the case ol
agenis. :

(8) Some per10d1caIs which can be acquired through agents can be got by ordering directly from
the pubhshers ' :

Disadvantages:
(D Correspondence with pubiishers individually for each title will increase clerical work.

(2) Unless the first issue is received, it is difficult to ascertain about :e(elpt of payment by the
publisher.

(3) The postal expenses wili be heavy for sending Air Mail letters while ordering, issuing
reminders, despatch of bank drafts for payment individually to the publishers,
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{4) The library’s financial commitment towards bank draft charges for each publisher will be
heavy, '

(3) Most of the pubiishers do not entertain requests for replacement copies for non-rece pis
© nor do they agree to refund the proportionate cost of the missing issues.

(6) Publishers offer no discount on subscription rates.

(7) If subscribed through agents, the discount offered by the publishers to the tormer wil result
in the saving of Foreign exchange to the country, '

17.5.2 Procurement through Foreign Subscription Agencies

Advantages:

(1) If subscribed through foreign subscription agents like Mys, B.FL. Blackwell & Co., London,
W.M. Dawson & Co., London, Clerical work and correspandence ¢an be reduced,

(2) The conversion rates charged will be at the prevailing exchange rates.

Disadvantages:

1) The foreign agents claim handling charges in respect of some periodicais,

2) They are not bound by agreémenr& Q
3) They do not offer any discount to individual subscribers which fered to middlemen or

subscription agents. It means loss of foreign exchange extent.

(4) Libraries cannot always enforce proper sateguards gg their 8Wn interest in the case of foreign
agents and the transaction has to be on the basis%t only.

(5) Foreign subscription agents do not enteerests for replacement copies or agree to

refund the subscription amounts in respect ONjssues lost in transit,

(6)- In case of non-receipt of issues, the bing librar s has to write to the agent whp will
in turn inform the publisher about the non-receipts. The matter witl be delayed by this

Process.
17.5.3 Selection of Subscription Agent

The first and foremost problem is the selection of a subscription agent. It is rather difficult
to decide as to whom to select among the innumerable agents competing 'émong themselves
and trying to underquote as much as possible in order to get business. The task of selecting a
subscription agent does not end by simply inviting quotations and appointing one on the basis
of attractive and favourable terms,

Since moneir 18 paid in advance, it is necessary to choose an agent of intergrity and_sincerity
.father than one who merely quotes the lowest states. There .are cases of non-remittance of
Subsﬁrjption amounts to the publishers, The signing of the agreement form and selection on the
basis of lowest rates will nat Justify the selection of a subseription agent, The best course for the
Government is to prepare a national register of reliable subscription agents. The Government
has to lay down a uniform policy in regafd to-selection of agenices,‘ conversion rate, mode of
payment and matters connected with non-receipt of journals,
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(i) Calling for Quotations/Inviting Tenders:

Administrative procedure necessitates the calling for quotation to make purchase on the
basis of competitive rates. Likewise, libraries are also expected to call for quotations for selection
of an agent for subscribing to the periodicals. 1t is not necessary to invite quotations individually
for periodicals, since it will not be possible for the agent to underquote the publishers rates and
arrange supply to them, : '

The subscription agehcies would be required to furnish their terms of contract in respect of
the following: (a) conversion rates for foreign currencies, (b) Advance payment {0 subscriptions,
(c) percentage of discount, if any, offered over subscription rates, (d) percentage of handling
charges over the supply of certain pericdicals coming under no-discount category, (e} postal
charges, (f) supply of missing issues, and (g) the executing an agreement. Apart from these
terms, the reliability, reputation, quality of service, promptness in attending to correspondence
and the subscription agent have to be considered before appointing him as the vendor for a fixed
term of one, two ot three years depending upon the policy of the library.

[n the case of some university hibraries which incur expenditure in terms of lakhs of rupees
per annum, wide publicity to be given in the daily newspapers calling for tenders from the
subscription agents in India for the supply of current foregin periodicals.

i) Exceution of agreement:

It is necessary as per Government rules th in #ase any advance is paid in respect of

subscription of journals, the stipulated agr has to be executed by the subscription agent.
To safeguard themselves agamst unscrupul cription agenecies and for assured supply, the
libraries shouid get the agreements d by the middlemen who will act as agents. Though

they sign the agréemcnts the agencies, §€ cxperienced on many occasions. do not strictly comply
with the terms stipulated in t cement.

iii) Appeintment of ian SWbscription Agent:

_Am_ong the Tndian suBggfiption agents, the sclection of the subscription agent for the suppiy
of foreign perindicals should be based on the reliability, reputation, financial status and effciency
of that subscription agent. In the case of small libraries, it is advisable and economical to
subscribe to the periodicals through Intiian. Subscription agents. '

Advantages:

(1) The Agents allow a certain percentage of discount over the subscription rate of some
periodicals where publishers do not offer any discount to subscribers. ' '

(2) Agents get agency commission from most of the publishers which results in the saving of
foreign exchange to the extent of 10% to 15%.

(3) Payments are made in Indian currency. There is therefore, no need to apply to banks for
: obtaining bank drafts for payment of subscriptions in foreign currencies,

(4) Correspondence 1s restricted to one party, i.e., the Agent concerned.

(5) Expenditure on postage and correSpondehce work will be reduced, if subscribed through an
agent. '

(6) The Agent will act on the subscriber’s complaint about non-teceipts and arrange for
replacement or refund of proportionate amount for missing issues.
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Disadvantages:

(1) When subscribed through an agent, it will not be possible to correspond with the publishers |
regarding the missing issues of periodicals in the absence of details of paynient of subscription:
rates. '

(2) It is necessary to check the subscription rates claimed by the agent for each and every title
with the publishers rates which consumes the time and energy of the staff,

(3) The Agents will not be able to know about the non-receipts till they are intimated by the
subsc':ribers,_ since the publishers supply the periodicals directly to the subscribers. Hence
somie agents decline to undertake the responsibility for arranging replements for the missing’

_ issues, '

(4) There are cases of some agents who have not remitted the subscriptions in time to the
- publishers leading to delay in the supply of periodical and resulting in incomplete volumes

due to interrupted supply of the issues of periadicals,

(5) Agents claim handling charges in case of periodicals published by learned societies and
professional institutions, which do not offer agency commission.

(6) Institutions will r;emain in the dark about the non-receipt of subscription amounts by the
publishers till they are intimated by the latter,
{(7) The conyefsion rates for foreign currencies clained by the have to be checked with
the conversion rates circulated by the Good Offices®|ittcc from time to time,
(8) There are cases of subécription agents who greate mlﬁlications by. refusing to take
' responsibility over claims for missing issues in v?m of the agreement. In such cases the
execution of bond is no remedy unless si rtedbby security deposit. :
*{9) The subscription agent ‘has to be appoin after calling for quotations and selecting the
lowest. The work involved in calli Njuotations and appointing the agent will take much

time resulting in the delay of pz{ym subscriptions which effect the regular and prompt
supply of periodicals. T .

(10) Change in the administrative set-up and subscription agents cause interruption and sometime
complete stoppage of supply. - -

(11) Normally the lowest quotatigil“ is accepted, but it may-arayent the selection of a reliable
agent. g ' h . :

The necessa'ry step to get over the above mentioned diffii:_ulties would be to set up a
~ Government sponsore;d centralised- agency which can function with service motive rather than

profit motive. State Trading Corporation with a big organisational set-up may be able to cope with - o

* the task-of subscribing to various libraries in Thdia ad also uct as a check-over the unscrupuious
subscription agents exploiting periodical trade. The S.T C. equipped with adequate and trained
personnel will offer better service to the libraries than the private trade agents.

17.5.4 Efforts of Stlate.Trading Corporation(S.T.C.)

Due to trade’s failure to handle subscription to periodicals efficiently, a large amount of
valuable foreign exchange is lost cvery year as many big libraries have chosen to-subscribe
through foreign vendors and publishers directly. To remedy the situation, the S.T.C. can play its
role effectively by procuring the publications where trade has hopelessly failed. The ‘;TC can
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~ function properiy piovided that it has a separate mﬁéh'iﬁéry to attend to this type of work. The
following are the advantages of subscribing through a centralised agency (S.T.C).

Advantages:

(1) Procurement of periodicals through the S.T.C. would eliminate the fear of embezzlement
of library funds resorted to by agents. :

@) It would. avoid audit object’ons.

(3) Since there wilt be a good proportion of common titles and common publishers among the
“orders placed by various libraries as a centralised processing unit it would ensure economy’
as well as streamline the ordering process.

(4) Official exchange rates are only charges and there are no handling changes in some cases.

(5) There wiil be no need to correspond for getting invoices and obtaining bank drafts for
remittance to foreign publishers. Further, expenditure on postage is saved to some extent.

(6) Verification of subscription rate is not essential.
(7} There will be no need to ask for quotations from the open market.
(8) The safety of the money which Jibraries pay in advance would be ensured.

(9) Assuming, the government machinery to be efficieni\the payment will reach the publishers
in time and there is no chance of the first few isNiggissing.

Disadvantages:

(1) TheST.C. offers no disccunt to su?h;rs. - _
(2) The S.T.C. disowns the resp ility Yor getting replacement of missing issues.
d for the issues lost in transist leading to audit objections.

(3) The S.T.C. will not arr re
(.4) In case of non-rcceip;%e issues of periodicals, fﬁe library has to correspond with the

_‘publishers directly which increase postal expenses and clerical work.

(5) Asisa Government organisation with a cumbersome procedure, there is bound to be delay
in forwarding payments to publishers in rime. This will mean non-receipt of the first few
issues of the Journals. -

(6} ~The S.T.C. lacks adequate and expericnced staff, well conversant with periodicals trade.

To overcome these drawbicks, a centralised agency should have a separate division manned
by competent staff to deal with the acquisition of periodicals. It should function in an effective
manner. Computerisation viill bring down the cost in due course. '

~Tos0lve the problem of nussing issues, the centralised agency should get all the periodicals
“subscribed from the publishers at its office for distribution to the subscribing libraries and for
dispatch. Further, the agency should work out a system to speed up the delivery of periodicals
by Air Mail, even at extra cost to overcome the-delay of three to four months, which occurs if
sent by surface mail by the publishers. The centralised agency should send reminders for missing
issues and arrange refund for unsupplied 1ssues. - '




17.5.5 Role of Good OfTices Committee

i} Constitution and Functioni'ng of the Good Office Committec:

The Committee consits of representatives drawn from the Government of India, Indianﬁ
Library Association, Jawaharlal NehruUnversity and Jamia University Libraries, ICAR, INSCQC,
DESIDOC, CSIR, 1T, National Medical Library, Federation of Publishers and Book Sellers
- Association of Tndia and University Grants Commission, Representatives from Integrated
- Finance Cell and Books promotion wing of the Ministry of Education, Culture and Social
welfare participate as observer members,

. 1i) Functions:

The Committee meets at regular intervals and after taking into consideration the flictuations -
In the currency rate, decides on rates of conversion which are widely circulated amongst the '
libraries all over India either directly or through the book scIIers,' thus dispensing with the
necessity of cailing for tenders or quotations.

The Committee is housed in the Central Secretariat Library, Department of Culture,
Government of India, New Delhi.

iii) Usefulness of Good OI"ﬁces'Committee:

Good Office Committee plays an'in—lpbrtant role in laying do oper terms and conditions
for the supply of periodicals and for registering approvts 80 as to standardise practices
which will heip to solve the problems faced by the libraridy is will eliminate the procedure of
catling for quotations for the selection of a subscri§®eg agent. Accounting procedure will also
get simplified and in code of ethics laid down th& agents to get their due profits. Libraries
will get improved service from Indjan Vend agenis can undertake on a cooperative basis
bulk lifting of periodicals from abroad which gl not only minimize their over head costs but
also Improve their services. The prot missing issues can be overcome thereby to a large
extent. The subscribing libraries will he for getting regular and timely supply of periodicals.

17.5.6 Problems of Subscription to Foreign Serials
i) Advance Payment:

Subscription to the periodicals has created problems on account of advance payment of
subscriptions. It is found that in certain cases some Indian Subscription agents have either failed
to trasmit the subscription amounts to the publishers in time or have not paid subscriptions at all
resulfing in non-receipt of the issues of the periodicals which leave gaps in periodical collections.
To safegaurd the money paid in advance, the bank guarantee may be insisted upon.

ii) Bank Guarantee:

The agent selected to handle subscriptions is required to submict a bank guarantee equivalent
to the amount of subscription to be paid in advance. The guarantee is in force till the agent
- fulfils his obligrations according to his contract. In case the agent within the guarantee period
has not transmitted the subscription amounts to the publishers, an equivalent amount has to be
recovered through the bank standing guarantee on behalf of the agent concerned. But most of
the Agents will not agree to this condition. ' o
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iii) Banking Certificate Regarding Payments:

Another method to ensure the safety of advance payment is to insist on the submission of
publishers paid invoices in support of the remittances made to the publishers or a certificate from
the bank about the actual payment made by the concerned agent to the publishers on behalf of
the library within thirty days of ‘the date of payment made by the library. Though the work in the
library increases in this regard, the libra_ry' is assured of the remittances made to the publishers.

ivj Discount:

A few agents offer discount to big Vibraries spending lakhs of rupees annum towards the
subscription of periodicals to attract busingss. The discount offered will depend upon the
percentage of discount which the agents get from the publishers as agency commission.- There
are certain _periodicals_ published 'by _lf;érned societies and Government institutions -which do

not offer sufficient trade discount for which agents will charge them as "No discount issues.”
Hence before appointing the subscription agent, the discount and no-discount items have to be
ascertained. . '

v) Handing Charges:

In the cases where publishers offer no discount, the agent has no other go than to claim
cxtra-chafges to cover the expenditure over establispment and postal charges in the form of
service charges known as 'handing charges’. Hegce Bgtore appointing the agent, it is to be
confirmed which of the items come under the categ _fecessiating payment of handing charges
and what percentage over and above the tion rates has to be paid in addition to the
subscription.amount by way of handling cha '

vi) Postal Charges:

In most of the cases, the’ tion rates are inclusive of postal charges. For instance,
in the case of periodicalg@plished by the American Institute of Physics, the postal. charges for
inland and overseas sub @ are mentioned separetely apart from-subscription-rates. In such
cases, the claims of the agelits for postal charges have to be honoured after checking with the
postal rates announced by the-publishers. ' ' o e '

e fate

ptios - agencies  clain subscrintion Tatés it Fadian currency on ihe basis of
jadicdls, it is likely

g

: for dilfferent forgipn curgencies, i fhe case-of for

et

© it theagents may clshn af f icher raies of exchange than tite i

¢, Hence the dgenis

'be_ff.r_gé_,' ointrment should be made.ts. give arcundéraking o the eftect that they Wit clzim

st the offical raies of exchange stipulated by the Covernment from time to timme thich wotid -

eliminate excess chaim. As Good Officers Committee {53 recognised body-of the:Goevernment of

- India, the agents have to- claim at the prevailing exchange rates circulated by the Good Officers
Commitiee from tims to tome, e ' ' '

i Wilssing of Essues (Lass in Postal Transis

The libraries face zudit objections due (o nom-receipt of isseas of peciodicals. 1 thecase of
" -issues of ceriain .peﬁia dicals sent by post, the postal wrappers are such .(5@;._ Time periodicalythat
-~ they.are-Jikely 1o be separated from ‘the contents during sorting in the post office if they are not
‘handted with-proger care.. Fortiers, there is: the.possibility of piiferage in the Sorting Dffice, stnee
fhie periodicals have saleable vatue. The postal anthorities will not entertain somplaints for less
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of issues sent by ordmary post. The publishers do not send replacement COp]eS for the i 1ssucs lost
in transit. Hence to sofve this problem a reliable subscription agent has to be appointed who will _
wither get replacement copies for missing issues or arrange to refund the proportionate cost for

‘ missing issues or credit notes for adjustment of advance which will eliminate audit objections.
The second method is to have a centralized agency like the S. T C. to arrange for bulk lifting of
multiple copies-of the. periodicals on behalf of various subscribers in Indla and to supply them
in big bundles to subscrbers to avolid loss in transit.

‘ ixy Reﬁmd'

In the case of mlssmg issues the publishers will not refuna the proportlonate cost, if

subscrlbcd directly. Hence a refiable and reputed agent has to be appointed who can arrange

: for the refund of the proportionate cost towards the loss of issues in transit in case replacement

‘ copies of the issues of periodicals were not received, The recovery of cost for non-receipts will
cllmmatc audit objections, '

X) Time F actor:

) The foreign perio'dica[s which are subscribed to are suppiled by surface mail which takes
three to four months to reach the subscribers i iny India after their publication. Thus the purpose
of subscribing to the periodicals is defeated, since the users in Indian libraries will come to know
of the latest developments in their respective subject fields only three or four months after their
foreign counterparts. Hence to serve the users information needs, Tnstitutions have to make
arrangements to air lift at no extra cost at least the important als on cooperative basis

to avoid delay in transit. _ O
Self-Check ExerciSe-3 L _
- What are the varlous methods of subscribing fo?xﬁ:urrcnt journals ? .

Note i} erte your answer in the space low. :
i) Check your answer with t ode[Nanswer given at thc cnd of this unit.

...............................................................................................

T B T T T

E T S

17.6 PROCESSING OF SERIALS

In the :_case of university libraries and research institutes where a thousand or more of
periodical titles with different frequencies of publication, viz, Dailies, Weekies, ‘Fortnightlies,
Monthlies, Bi-monthlies, Quarterlies, etc., are on the subscription list involving advance payments
amounting to lakhs of rupees per annum. “Therefore, it is essential to develop the necessary
system to record receipt of the issues of the periodicals as and when received, to intimate the the
hon—receipts, to send prompt and periodical reminders claiming replacement of missing issues
to take action for the f'recoven"of the proportionate cost of the unsupplied numbers, if the
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replacement copies are not available. This necessitates the maintaining of permanent records

~ for registration of journals. It may be either Register system of Ledger system or Three Card
system or Kardex system of Remington Rand of India depending upon the type of the library
and the number of periodicais subscribed by it. The recording of receipts and accounting for the
recovery of proportionate cost over unsupplied issues from the supplier will enable the librarian
to satisfy the auditors through the proper maintenance of records.

On receipt of supply, the receipts have 10 be entered in the periodicals register in the
respective columns. and their covers and other pages are stamped on as per the library policy
before displaying them on the periodical tables for the use of readers. As and when the current
numbers are received, they will be immediately displayed previous numbers in the respective
pigeon-hole racks. When all the issues of a volume of a periiodical are received including
the index, the volume will be bound. The bound volume of the periodicals tike books will be
accessioned, classified, catalogued and sent to the stacks far shelving and preservation for the use
of readers in view of the importance of the periodicals in commuinicating the latest developments
in different fields of knowledge to research, the periodicais or serials section iis consisdered to
be the important section in the Library.

17.6.1 Method of Recording Receipt of Periodicals

Different methods are avialable for recording receipt of the issues of periodicals. The
methods used for recording receipt of the periodicals Mg (1) Register systcm, (2) Ledger system,
(3} One card system, (4) Three Card system, (3 d

(1) Register System :

fitles. Tt serves as a permanent record §f receipt (0 account for the payments made towards the
supply of the issues of the p «@. s subscribed to record for audit. The periodicals may be
entered in the Regiéter in an alpMbetical order or according to the frequency of their publication.
Under this systeem th hlies, Quarterlies and Halt‘-ycaflies may be entered on one page.
The specimen page of th riodical register for Monthlies, and Quarterlies is shown in the
following page.

Register system may be adopted iwn library subscribing to onc or two dozen periodical -

Rlustration-1:Specimen page of the Periodicals Register (Journals)

NAME OF THE ....... N PLACE ...ooivvvinens FOR THE YEAR ............¢

S Volume . PERIOD Bill No. Date
No. Title and Publisher Supplier Subscription Remarks
' Year - | Jan, Feb. .... Dec. Amount
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Hlustration - 2:Specimen page of the Periodicals Register

( For dailies and weeklies)

Name of the Library ....................... Place ......... ... ... ...
Title oo
Publisher ....... e
Supplier ..o,
Volume and Year ............ccovuiunni...
Bill Number and date ......................
Subscription amount .......... ... ...
Sl DAYS .
- Nao. Month Remarks
1 2 3 O k|
Jan.
Feb.

Mar. 0
Apr,

May. O

Jun. v

Jul.

Aug. ' @

Sep.

Oct.

Nov.

bec.

As soon as the issue of a peridical is reccived in the library, the date of its receipt is entered
in the month column of the concerned periodical title with the initials of the assistant recording
the entry. The ownership stamp of the library is put on the title cover of the periodical and
other pages inside the periodical as per the policy of the library before displaying the same for
the use of readers. '




(2) Ledger System

The Ledger system is suitable for libraries. Under the lcdger system the periodicals received
in the libréry are entered in a permanent ledger in alphabetical or numerical order alloting one or
two pages to each periodical. If the numerical order is followed, then the index to the peridocal
titles subscribed to must be provided at the begining of the ledger. The specimen page of the

ledger is given below.

Periodicity . .......

Order Number and Date ......

Payment
Volume Annual Bill number
of Year Subn. and Date

Volume
& Year

Remarks

O
\g

(3) One Card Sy.slcm

It becomes ditficult to ascertain which of the subscribed journals are supplied regularl'y‘ So
a handly card system has been adopted. One card system may be used by libraries subscribing .
to about one hundred periodicals. If this number goes beyond this limit, this system may not be
found suitable. In the one card system.; blank cards of 6" x 4 with the following columns are

used:

Name -of the Iibfa@
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Supplier ...l e

Volume _

and
Year

Jan.

Feb. | ‘March | apil | ‘May | ..... i, Dec

VYol. 2
1986

Vol. 3
. 1987

Vol 4 .

1588

Vol. 5
1989

Vol 6
1950

Vol 7
1991

Vol, 8
1992

u

~ VERSQ OF THE CAR

Vdlume
and
Year

Bill
Number
Date

-Subscription -
Amount
Rs.

" vel 2
1986

Vol. 3
C 1987

Vol 4
1988

Vol. 5
1989

Vol. 6
1590

Val. 7
1991

Veol. 8
1992

Vol. 9
1993

| | | | -] MRS




" At the time of placing orders, one card is prepared for each new periodical ordered. In
the case of renewal the coloumns on the veso of the relevant cards are filled in. When the
periodicals are received by post the addresses on the wrapppers are verified before opening the -
packets. The wrappers covering the periodicals will be separated only when they are addressed
_ to one's library. The issue of the periodical received will be noted in the respective column
against the particular volome and year of the concerned periodical card. The date of receipt and
4lso the initials of the assistant recording the entry will be noted simultaneously. These cards
are arrranged alphabetically in a tray. For example; if the magazine belongs to the month of
Febraury 1994 is received on the 15th Masch 1994, the serials assistant will make an entry in the
Febraury column only mentioning the issue number and also the datc of receipt. '

If the packet does not relate to one's own library, the packet will be treated as a wrongly
delivered packet and returned to the post office. The particulars of payment of subscription are -
entered in the verso of the card in the relevant columns. In case of nor-receipts, the numbers
and dates of reminders for unsupplied issues are noted on the verso of the card in the appropriate
columns. This is necessary because it is laborious to scan through all the cards fo find out the
unsupplied issues of the periodicals for sending reminders for non-receipt and to keep a watch
over their supply. ' '

{4) Three Card System

_ Dr.S.R.Ranganathan wtroduced the Three Card System in the Madras University Library.
For prompt receipt of current issues of peridocs pulcations the staff has to be vigilant. To
ascertain the unsupplied issues of periodicalg, theroN
in finding out automatically the non-recel @ g the hundreds of subscribed periodicals for
sending reminders to the vendor without d8 or arranging supply of unsupplied issues. The
Three Card System is found useful requiring only minimum staff working well in the

Madras University Library
_ (i) Structure and Functiog! three Cards: .
The three Cards us is system are (1) Register Cagd‘ (2) Check Card and (3) Classified
Index Card. In small librdries only the first two cards are used. But in big libraries all the
three cards are used. Thé size of the cards normally are of 12.5 x 7.5 cm (5” x 37). To identify

these cards easily the cards printed in different colours like Blue, Pink and Green are used. The
periodical contro! record is maintained maily on three cards.

42 necd to have a system that can assist

The specimen of the Register card is given here :
Register Card :

The Register Card records information about the title of the periodical subscribed to, ils

" publisher, vendor, periadicity, order aumber and date, volume or year, bill number and dare

of receipt, etc. ‘The Register Card is a centralised main reccord. Register Cards are arranged
alphabeticafly by the title of the periodical concerned.
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[ N Fayment
Title
Vocher
Vendor Volume or Number
o Year Date
Class Number Period in wecks Order Number T
| Girace weeks and Date
An'nual
Subsription
Volume Voluimne
Number Date of Date of Number Date of Date of
Tssue Publication receipt and Issue publication receipt
Number Number
1
|
L N
The Register Card performs the following functions: \)

1) These cards provide complete and authentic data 0N receipt and non-receipt of the
issues of the periodical titles subscribed by a particular lib i

2} These cards furnish information about annua%ription rates and details of payment

during a particular year (or Years). _
3) These cards disclose whether a particug 1SSU¢ is received in time or supplied late.

4) Thesc cards furnish information he change in the name of a periodical publication
or its merger with an other periodical tit] '

5) Since these cards are arranged alphabetically, it will be easy to inform whether or not a
given periodical is being subscribed by the library.

Check Card (Due Date Card)

The specimen of the Check card is given below:

Title - Period Grace weeks
Volume Pue Week © Libn Volume Due Week Libn
Issue week of Inirials Issue week Reminder of Initials

MNumber Reminder Number




The columns giviﬁé_volume and issue'number, reminder date and librarian’s initials are
repeated at the back of the Check Card.

_ "'The Check Card is regarded as an important part of this system since it helps to check
automatically receipt or non-receipt of a pamcular issue of a periodical and to send remmders
for the non-supply of the issues without loss of time. This card contains valuable information
required to claim the unsupplied issues. It furnishes information about the title, publisher, agent,
periodicity, volume and issue number, date of payment, etc. The cards are sorted out according
to their periodicity. :

The weeklies and fortnightiies are arranged alphabetically behind the Due Week Guide
cards. Reminders are sent to the pubhshers or agents, as the case may be, every week about
non-receipts.

.. The Monthlies, Bi-monthlies, Quarterlies and others are arranged behind a Due-Month in
. an alphabetical order. The cards also include those for each month of the year from Janvary to
December plus special guide cards such as those indicating irregulars and ’urgent’ for irregular
publications and long ovcrdué issues respectivcly ' '

- The machanism of this automatic check is based on the division of the year into snxty weeks,
a gu1de card for each week. The guide cards will be numbered as 1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2,

. 2.5.12.1.. 12.5. The check cards are arranged in an alphabctlcal sequence behmd mdmdudi
gulde cards arranged in the numerical order.

Evcry time a new periodical issue is recei@ed, ic dife date cards are shifted to the next due.
» dates calculated according to its periddicity. £90gs which do not get shifted to the next due date
for the month indicate the overdue issues _need to send ;_eminders. to the agents about
in the case of the periodical of which not even a single
issue has been received for the current¥yéary To overcome this difficulty, an additonal control is
~ established through colour indj s posted on. the registration cards (i.e.,Red signal signifying
non-receipt of all the issues du the current year, yellow indicator to denote non-receipt of
'the\is_sui;s due to delay mplications in payment and blue indicator to denote those long
_over'd'ue requiring specia tion. In the event of non-receipt of issues due even after three
remlnders a separatc letter has to be addressed to thc agent to arrange for the unsupphed issues.

non-receipt. The met_h_od does not w

The chcck card performs the followmg functions:-

1. It helps to keep a watch on receipt of different issues of the p'eriodica]'s”and'rcfninds
the person handling the system as and when a particular -issue becomes overdue, thereby
indicating the need for sendmg a remmder '

2. As and when the remmdcrs are sent the dates on which rcmmdcrs are sent are notcd in
~ the respectwe cards. ' :
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Classified Index Card (Subject Card)

The specimen of the classtied index card is given below.

CLASSIFIED INDEX CARD

Class ?Jo.l ' Annual subscription ' _ Periodicity
Title - |
Vcn_do'r

Publisher

Vols. available

Indexes, ctc.:

Supplements, etc.

The classified index card contdins the followmg information: Class Number, Annual subscrip- .
© tion, periodicity, title, publlsher etc. The classified index card prowdes additional information

regarding the periodicals on a particular subject in the holdings of a library including supplements .
and indexes. These cards are arranged in classified sequences b%@ class numbers,

" The classified index cards perform the foliowmg functiog o
_ 1. As these are arranged by ciass numbcrs they mthe periodical titles which are
received by the the hbrary in a given subject . .
. 2. Since these cards furnish 1nformat10n t thEVO]UIﬂeS of periodical titles available in
the library, it will be possible to know what ¢ €s or gaps in collection are..

(i) Routines Involved in Preparing tb@ . o
- The three cards discusscd above have to be prepared for each periodical at the time of

placing orders. After filing the cards with the requisite information, they will be érrang‘cd in
separate sequences as stated in the fore- gomg pages. On receipt of the supply of the issues of the
periodicals by post the address mentioned on the wrapper has to be verified. The wrappers have

to be removed only if the address is correct. The periodicals will be collated before enteringinthe . .

Register cards. If the periodical received is found defective and spoited; the publishers/venders .
will be requested to replace it with a good copy. The issues of the periodical will be entered
in the respective Register cards immediately on receipt, after ‘taking it out of the tray, After
makmg the entry, the Register cards will be put back at the right place. :

.

The date of publication and the date of receipt are recorded on the chister card in question
and the week column of the check card concerned is filied in after taking it out of its previous
posmon and is then shlfted to the next due week. The year is divided into sixty weeks because
some months have 31 days, i.e. the Sth week in which certain issues of periodicals fall due and
it is-easy to-check if the S5th week is also recorded, i.e., altogether 60 weeks), One day in a wcek
say Monday or any other day may be frxed for checking the cards.

The number of the guide cards and the shifting of the check cards depcnd upon thf: frequency
of the periodical in questlon If the publlcatlon Is a weekly one, the next due week will be 24 if
the previous number is 2.3. In the case of a fortnightly publication, the next n_umber will be 2.5
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and in the case of monthly magazine, the next due date will be 3.3, If the periodical is a quarter'ly )
one, the next due date will be 5.3 (the first tigure denotes the month in which the number i3
due date while the second figure after the dot denote$ the week number). When a reminder 1s
sent for an issue of a periodical which has not received, the issue number is mentioned in the
appropriate column of the check card which is then shifted to its next due weck.

Some grace days are generally aliowed before issuing reminders say one week for weeklies,
a fortnight for fortnighties, four weeks for monthlies and eight weeks for quarterlies in view of
postal delays. '

iiiy Advantages of Three Card System :

The three card system has got many good gualities. Tn view of this many fibraries have
adopted this system.

1) By its prompt service, moncy and cnergy of the staff members and readers are saved.
2) The method is fiexible enough to accommodate any change required.
3) As it is an efficient system of maintaining periodicals, accurate information is provided;

4) This systemisa methodical and scientific one as proper mechanisms are suggested for doing

particular jobs.

5) The system is simple, efficient and economica@intain.

6) It is a comprehensive, accurate and icicnt system because it is equipped with
alphabetical and classified indexes,

7y Enquiries pertaining to the s are replied very ex_peditiouﬁiy with the aid of alpha-
betical and Classified seq egister Cards and classified cards respectively.

8) The check cards faci the Yssue of automatic reminders for the unsupplied items which
save the time of the

9) Tt indicates overdue issies and make it convenient to tend reminders to the publishers in
time and with least cffort. '

10)' The check cards and colour indicators ensure a complete control over the matters on
non-receipt of the issues of periodicals.

11) It enables to find out quickly which is the latest issue of a periodical received in the hbrary
and when the next issue is due. The classified index cards provide information about the
periodicals in a given subject.

12) Due to separate sequences of weelies, fortnightlies and others, it is possible to pay more
attention to the periodicals with greater periodicity than to others.

Disadvantages :
1) It is laborious and time consuming involving additional work in shifting the due date cards.

2) There is the possibility of the cards being misplaced or lost due to removal or insertion of
card at the time of registration of the issue of reminders.
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3} In the event of loss or misplacement of cards, inforn:. iion about the periodicals recorded
in those cards will not be known which affect the functioning of the system.

4) The cards have to be preserved carefully and filed propérly for effective functioning.

5) The information recorded on these cards must be accurate to ensure the smooth functioning
of this.system. '

Considering that its advantages outnumber its disadvantages, the system is suitable for
adoption in libraries, '

. {5 Kardex :

The Remingtion Rand of India has introduced an apparatus known as "Kardex” for keeping
visible records of periodicals. It is made of steel. The Cabinet is approximately 10 3" (breadth)
x 24" (depth) x 20;—" (hieght). Each Unit consisting of seven trays and holding a total number
of 304 card holders has a sliding dust cover and locking device.

For each periodical title there are two cards, namely, Bottom Card and Top Card. The
Bottom and ‘Top Cards are available for replacement. Crimped signars and the said cards are
supplied by Remington Rand of India.

Botiom Card:

At the time of ordering journais, one bottom card is prepgred each periodical with the
ritle and other particulars typed or written on the lower portion e said card. This card in

addition to the usual information contains the fol[owing@m.

1. Library has
2. Library lacks ?\
3. In bindery

4. Nature of binding Q~

All these columns provide useful @tion about the journals. The columns, Library has
and Library lacks enable the research scRgfar to know wi:at volumes of periodicals are available
and what are not available in the library coliection. The card is fixed in the punched holes of
the card holder and a plastic tab is put at the month, when the next issue is due, The tab falls

“down or sets get misplaced quite often. Therefore many libraries have abandoned the use of
plastic tabs. The specimen of the bottomcard is given below.

Name of the Library ........ N Subscription No. . ... .o i,
Title ..o Periodically ... .. e
Volume

Year Number Jan. Feb. Mar, | ... Dec TP1
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Volumes per year: ' Library has: Library lacks:

TIIE «eeerevnermear i arranannen Jan Feb Mar Apr May June July Aug. 5pt Oct Nov Dec.

Type along the dotted fine, then fold back or detach the stub. The Bottom Card is useful
for the following purposes: '

1. lloldings of the Libra.ry. 2. Latest issue received in the librarary. 3. Gaps in holdings.
4. Location of the volumes and issues 5. The plastic tab indicates when the reminder is due for
_those overdues 6. Records of issues not received.

Top card

The top card is fitted oppesite to the Bottom card. Tt lies on the verso of the next card
holder in such a manner that when card nholder for a given title is Jifted, the cards, ie., the
Bottom and Top cards face each other.

This card serves the purpose of keeping recard of payments made to dealers and provides
information regarding the follow up action connected with the receipt of periodicals, l.e., issuing
reminders and keeping a record of such reminders. It ajso serves &s a classified card. It cannot
“serve all those functions performed by a card in thegingle card system because the "single’ cards
are handy as they are arranged in a classified s@. But the card in this system cannot be

made to serves those functions because these carCigh placed in the card holders opposite the
hottom cards which are arranged in an al 'cal order. These cards are also printed on both
sides and each of these contains the requigig formation for 20 volumes as the card has 10
columns on each side for recording s for Monthlies, Bimonthlies, Quarterlies, etc. The
card contains the following infagmatign, Volume number, date of publication (year), date of
receipt of bill, Voucher nu ription amount along with date of payment and name of
the agent.

Specimen of the top car%

Volume No.

Date of publication

Date of receipt of bill

Voucher Number

Amount of Subscription

Agent

Volume Number

Date of Publication

Date of receipt of bill

Voucher Number

Amount of Subscription

Agent




Kardex as a method for recording the receipt of periodical publications is quite popular
specially in large libraries, subscribing to a large number of periodicals: Modificaiton of the
Remington Rand Standard proforma is generally done by individual libraries for their kardex
periodicals control. The Rémington Rand of India takeb the respomlb;hty of printing the cards
in accor cianu. with the needs of the library.

In this systcm the cards are held in paper pockets with a transparent strip at the lower edge
into which the bottom edge of the card on which the title of the periodical is usually typed may be
inserted. Since these pockets in the tray are arranged in a slopping manner, it ehables a person
to scan at a stretch seventy two periodical titles and locate the required titles immediately. Since
these cards are inserted inte paper pockets the loss of cards is prevented. It also ensures the
safety of these records, since the cabinet containing the tray has a locking mechanism. Owing to
the vse of different plastic signals for periodicals control, it is possible without much difficulty
to know the overdue items for issning reminders time for their replacements.

- Self-Check Exercise-4
(a) List various methods of registering the re'ceipt of periadicals.

Note: 1) Write your answer in the space given below,
it} Check your answer with the model answer given at the end of this unjt.

17.6.2 Computerization of Periodicals Control

With the advancement of Science and Technology, the library routines of repetitive nature
can be computeriscd. The increasing number of periodicals and the repetitive nature of work
nvolved in establishing control of current periodicals justify the use of computers.

Speed and accurate processing are the commbn_advantages of all computerised activities.
Consistency and uniformity in the maintenance of records can be achieved. .In addition to
maintaining the complate up-to-date information about each periodical, the stored data can be’
utilised for preparing reminders to the publishers for non-receipt of overdue issues, preparation
of various lists Le., list of subscribed periodicals, list of periodicals received on gift, agent-wise,
country-wise, language-wise and subject-wise lists of titles in the holdings of the library.
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17.6.3 Finance Control

Financé is the main source for acquisition' of readring materials, appointment of staff and
organisation of services in the library. For scientific management of library finance, it is essential
to prepare an annual budget. The Budget is a financial statement of estimate of revenue and
expenditure of an institution for a definite period of time. It is an instrument of financial control
ensuring maximum utilization of the available fianancial resources. .

i) Budget Allocation

The Budget of the library forms part and parcel of the Budget estimates of the parent
institution. In. the case of Budget Estimates if will cover the period from the 1st of April of
a particular year to the 31st of March of the following year(i.e,;1-4-1994 to 31-3-1995). While
submitting the budget proposals, the librarian has to estimate the financial 'reqqirements for books
and periodicals, salaries of the staff, stationery and contingencies taking into consideration, the
likely increase in staff salaries, in cost of books; enhancement of subscription rates of periodicals,

etc.

The financial commitment in respect of periodicals is a recurring one, since the periodicals .
once subscribed have to be continued every year. On the basis of observation made by librarians,
the subscription rates of the periodicals increase by 15% from year to year. While submitting
budget proposal, the proportionate increase by 15% over and above the budget allotement of
previous year has to be requested to meet the po ible increase in subscription rates for the
coming year. For instance if the expenditure in@wjr subscription to cirrent periodicals -
for the year 1993 was Rs.2.00 lakhs, the librggian s d request the authorities to increase the
budget provision for periodicals for the y4 to Rs. 2.3 lakhs to cover enhancement of

subscription rates of periodicals by 13% for ¥he’year 1994.

The control of expenditugg i

ii) Maintenance of Bills tcr:

The Bills Register for current periodicals will enable us to know the number and details
of bills passed department-wise and the expenditurc incurred during the financial year. The
columns used in the Bills Register are such that they prevent us from spending beyond the
alloted amount. It gives no scope for double payment, since the particulars of bills passed for
payment are entered in the respective columns. S '

SPECIMEN OF THE BILLS REGISTER

" Departmient © : " Amount allocated:
' : ot Amount
_Date of | Name of Bill No. Whencer- | Dateof 1| . S
Receipt | -the and Date | . tificd for | payment | -Passed Total | Balance | Remarks
Supplier ' payment | for pay- Rs. Rs
ment Rs.
ga?
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subscription catalogues and the announcement in the periodicals themselves, .

Further, at the time of passing bills the details of the bill have to be entered then and
there title-wise in the columns provided therein to watch the receipt of issues and recover the
cost of unsupplied issues for which advance payments have been made to the agent. Similarly,
the details of supplemental bill {(undercharged bills} in respect subscription under-charged of
bassed for payment and credit notes received from the agent towards the refund of amounts for
unsupplied issues have also to be rcgi‘.'lar[y noted in the respective periodicals cards.

iv) Issuing of Reminders, Monthly, Quarterly, etc.

Since the subscriptions to the periodicals are paid in advance, the supply p'osition has to
be periodically reviewed and timely action’ taken for sending monthly, quarterly and annual
srateménts, of over due issues ta the agents to ensure their supply or to claim refund of
proportionate amounts if the replacement copies of missing issueg.are not available, This is
made possible by the maintenance of the Register showing reqoverWof advance paid to the
periodicals and also Kardex periodical control system with necessa dificaions to suit needs
of the individual libraries.

v} Recovery of Proportionate cost for Unsupplied issyes: '
If the subscription agent fails to supply the er-S%_issucs in spite of reminders and long

'corresponcence, necessary action has to be recover the proportionate cost of the
unsupplied issues for adjustment to adva paitNjo the agent to account for the non-receipts
and also to avoid audit objections at a te in respect of non-receipts. The subscription
agent will refund the proportionate cost o pplied issues of the periodicals through the issue

of credit notes in the name. of the institution, The amount mentioned in the credit notes has to
be deducted while passing other bills of the agent for payment. The number, dates and amounts
of credit notes deducted from other bills have to be entered in the columns of the respective
periodical cards for adjustment of advance Over non-receipts and to answer the audit queries at
a later date,. : '

17.6.4 Display and P'reservation

For the preservation of current periodicals for future use, the volumes of current periodicals
have to be bound, accessioned, processed and arranged systematically on the shelves,

i} The Periodical Display Cum Preservation Rack

The rack contains pigeon-holes for preserving the back issues of periodicals and sioping
shutters fixed to all the pigeon-holes for the display of current issues of the Tespective periodicals
with a locking mechanism to avoid the loss of back issues of periodicals. :

ii) Binding of Journals

Before binding it is to be ascertained whether all the issues of the periodicals ihcluding. the

title page and index relating o a volume have been réceived. Only complete volumes havc-fo'
be bound. In'the case of binding of Journals; only such journals like subject periodicals which
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are of research value are likely to find demand in later times need be leather-bound for the sake
of durability. In the event of gaps occurring in supply: affecting the continuity of a volume, the
binding of that volume has to be delayed until all the issues are received. The back volumes
which remain incomplete even after three years may be put together with ordinary binding to

- differentiate them from complete volumes. The spine of the bou nd volume of the periodical will
bear the abbreviated title, volume number, year of publication and the name-of the library for
identification. For the sake of convenience in handing them, the volumes which are bulky have
to be bound in two. or three parts, as the case may be.

ii} Accessioning of Journals :

After binding, the bound volume of a periodical will be treated like a book and taken into

‘ the stock of the library. A separate (stock) accession register will be maintained in the library
for bound back volumes of periodicals containing all the details relating to them. The accession

' _ mumbers of those bound volumes will be noted on the back of the title pages and also in due
pages adopted by the library, and at the same time the shelﬂlst cards will be prepared for each -

of the back volumes accessioned and sent to the Technical section for processing.

iv) Technical processing of journals:

' Like books the back volumes of the periodicals will have to be classified and catalogued for

| systematic arrangement on-the shelves. Once a periodigal title is classified and cata[oguc_d. there

‘ is no necessary to type catalogue cards for the su@_ volumes of the same periodical, since -
the same class number and ‘catalogue cards 6 uded for making entries,

v) Shelving of Journals:

The bound volumes ot periodica]s?ﬂe arranged in a separate sequence in the stock are

- on volume number or yearwis@a e may be.

Self-Check Exercise-3 @
' Whaf-are the advantag® of computerizing Serials Cofitrol ?

Note: i) Write your answer in the space given below.
ii) Check your answer with the model answer given at the end of this unit.

..............................................................................................
o T e A R I LI I B IR LS
.................................................................................................

T T R R R R R AL R Al I

' 17‘.7_"'SUMM1NG UP

The Serials are of various types published by learned societies, Government departments, and
commexcial firms. They may be issued with varied frequenmes weeklies, monthlies, bimonthlies,
quarterhes annuals etc. The serials may be acqmred through subscr;ptlon mémbership ancl by
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gift 'and exchange. Certain problems arise in respect of subscription to current foreign journals,
State Trading Corporation (S.T.C.) of India has made some efforts to solve the problems faced
by libraries in subscribing through foreign venders and publishers directly, however, it failed as
it lacked a separete machinery to attend to this complicated work of periodical subscription.

Among the different methods of registering the periodical receipt, the following five methods
are used in our libraries: (1) Register system (2) Ledger System (3) One card system (4) Three
Card system, and (5) Kardex. The Three Card system was introduced by S.R. Ranganathan and
it has got many inherent advantages over other systems of registeriug the receipt of periodicals.
Now a days libraries have started using computer for serials contre!,

17.8 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The factors that determine the selection of periodicals for subscription in a library are -

i) The scape of the libeary

i) the funancial-rescources of the library
iii} demands of the readers '

iv) periodicals which the library is subscribing, and
v) whether the title is available elsewhere

2} The periodicals arfé acquired through ' 0
D) by subscription

1) through institutional rnembership of societies aed societies
iii) by gift ' . N
™) by exchange ' Y

3) Thbe methods of subscribing foeign curr@ are -

i) directly from the respective forgi publishers
ii) through foreign subscription %@ )
iii) through the subscription agents WAndia |

iv) through a centralized agency

1(a) The methods used for recording the receipt of the periodicals are

i} Register system, ii) Ledger system, 1ii) One card system, iv) Three Card system, and
v) Kardex : C

(b) ‘Kardex' is an appzi_ratué for keeping visible records of periodicals. It is made of steel and .
supplied by Remington Rand of India. The cabinet is approximatety 10%\ "(breadth) x 24

(depth) x 20 %" (he_ight). Each unit consists of seven trays and holding a total number of
" 504 card holders. It has sliding dust cover and locking device, .

5) The advantages of computerizing serials control are

i} Large number of periodicals can be handled with ease
1f) Consistency and vniformity in records
iii} Uptodate information can be provided
iv) Reminders about non-receipt or over-due issues can be sent automatically.
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178 ASSIGNMENT

- (1) What are the problems that arise over subscription to current foreign pericdicals in Indian

libraries ?

(2) What are the different methods in vogue in Indian libraries for subscribing to the foreign
periodicals ? State their merits and demerits.

' (3) A centralised agency like the State Trading Corporation can solve most of the problems in

respect of the acquisition of foreign journals. Discuss.
{4) What are the different systems followed for Serials Control?
(5) Given an account of the Three Card system and explain how it is suitable for serial control.

(6) Explain the Kardex system of Serials Control.
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BLOCK-V: CIRCULATION AND MAINTENANCE

~ This block deals with circulation and maintenance work in libra_ries. There are three units
in this Block (Unit Nos. 18 to 20)

Unit 18 deals with work and methods of circulation in' libraries, various jobs of issue and

' - rteturn of books and other documents. Maintenance of records and registers preparation of
- circulation statistics, automated circulation systems etc are also dealt in circulation routines.

'Unit 19 explains various collection maintenance methods, such as shelving, stock'vcriﬁcation,
weeding, etc in libraries. :

Unit 20 deals with Binding and Preservation. Need and purpose, cirteria for book binding-,;
organisation of Binding department in libraries, tools and methods of binding and staff required -
have been discussed in this unit. '
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UNIT 18 CIRCULATION WORK & METHODS

Contents

18.0 .Alms and Objectlves
181 Introduction .
182 Need for Circulation
183 Dr S.R. Rangdnathan s Views on Circulation
18.4 Lendmg Scmccs
18.5  Factors in Planning Circulation Process
18.6  Functions of Cir;cu[a'tion System
18.6.1 Registration of Members
18.6.2 Charging and Discharging
18.6.3 Contro[.Proccsses
18.64 Inter - Library Loan _
1865 Maintenance of ecords and Statistics
18.6.1 Miscel!a:ncous Functions .

18.7 Features of Circilation System _ 0
18.8  Types of Circulation Systems '
18.8.1 Day Book System o _ o
1882 Ledger System ; -~ o
18.8.3  Dummy System ?\ .
i8.84 Indicator System Q~ E
1885 T.emporéry Stip System .
18.8.6  One Card System @ |
1887 Two Card System e
18.8.8 Semi-Me;ch'anigai System
_ 1889  Automated Circviation System
189 Summing Up
18.10 IModcl"Answer to; Self-Check Exercises

| 18.11 Recommended Books
- 1812 Glossary

18.0. AIMS AND OBJECTIVES

This Unit introduce$ the circulation wo'rk and its methads in libraries.
After studying this unit, you should able to

- explain the need for circulation services;

- identity the factors that should be considered in planning circulation procéss;
- discuss the features of an ideal chargmg system;

- describe the various functions performed by the circulation section; and

- have an idea of the evolutlon of various circulation systems
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18.1 INTRODUCTION

Circutation section performs one of the most important activities of a library. Lt issues books
to borrowers and receives back from them and maintains an accurate record of the transactions.
Tts importance also lies in the fact that a large number of users come inte contact and interact
with the staff manning the circnlation desk. Courteous behaviour and heipful attitude of the
staff at the circulation desk not only helps in buﬂdmg up the good image of the library but also'
encourages use of the library collection.

18.2 NEED FOR CIRCULATION

One of the basic functions of a library is to promote the use of books and other reading -
materlals by users. This is mainly done by:

s offering facilities for reading books and other documents w1thm the library premises; and

» lending of books and documents for reading at home.

The circulation section is responsible for the second functlon Lendmg, of books helps the
readers who may not find time to read in the library. Such readers can borrow books from
the library and read them at home at a convenient time. Lending of books not only promotes
good reading habits outside the library but also beyond library hours. This facility is most likely
to encourage more readers to use the library. In aMgition, the provision of borrowing facilities
ing¥n libraries, which normally have limited

is-helpful in minimising the preblem of overcro
seating capacities. It is throught the provigeR of b8ffowing facilities that libraries try to satisfy
Dr. S.R. Ranganathan’s first law of L-1bracenee--}300ks are for use.

Circulation activity invotves le of books and other library materials, rccewmg them
=nance of records of such transactions in a systematic manner.

tion is based on factors such as size of the library, types of
departmentalisation.

back from borrowers and mai
-The organisation of a circul @ ;
services offercd and the gdegree

18.3 Dr. 8.R. RAN THAN’S VIEWS ON CIRCULATION

According to Dr. S.R. Ranganathan, in libraries books are collected far Use, kept for Use
and served for Use. All the technical processes and roufines such as receiving suggestions for
new books, acquisition, accessioning, classifying, cataloguing, shelving ard circulation are carried

-on only For Use.

The paramount function of a library therefore is to provide maxirnum facilities to Ieaders
to use books.

Generally, the two sections of the library come in frequent contact with the readers:
Reference Section and Circulation Section. While the reference section endeavours to bring the
readers and the books together in a personalised manner, the circulation section is responsible
for the operation of a suitable mechanism which -encourages use of books by readers through
home lending,

Often, readers judge the library on the basis of the performance of the circulation section
and the attitude of the staff manning it. In fact, the reputation of a library depends, to a large
extent, on the capacity of the circulation section to render eftective and efticient service to its
readers. ' R
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18.4 LENDING SERVICE

The number of books or other items allowed on loan to each member depends on various
factors such as: . .

* category to which the members belongs (teaching staff, non-teaching staff, research scholar,
student, etc.), '

. fota[ number of members

¢ size and nature of library collection

» book selection policies relating to vauisition. of multiple copies of books
e period of loan

¢ availability of photocopying machine

o area covered by the [ibrary, that is, whether the majority of users are residents of surrounding
localities or whether they are dispersed at far away places.

i) Number of books to be issued: The number of books issued to a member at a time is
determined by the loan policy of the library. For example, in a_uniWggsity library which serves
different categories of users such as students, research scholars, Jfaching staff and teching
staif the number of reader’s tickets issued varies from one pAT®ory to another. In this case, the
students may be allowed to borrow three books at a time, rescho[ars 5 books, non-teaching

staff 2 books and teaching staff 10 books. :
ii} Not to be issued books: Reference book h Eencyclopaedias,' dictionaries, research

dissertations are in constant demand and they nt for consultation within the library only.
- Hence, these are normally not issued ou loarMn most of the libraries. In addition to these,
other categories of books such as rare ut-of-pririt books, books in brittle condition and

books in great demand are alse not lent o

iii} Period of loan: The period of loan differs from library to library. It is also determined by the
loan policy of the library. The loan period varies from a single day to a few weeks or months,
depending on the type of material borrowed. General bocks are issued for a fortnight or a
month. Textbooks are ient for a much shorter period.

iv) Overnight issite: Some libraries offer overnight issue facility to its readers. In every library,
there are certain books which should be available for consultation at al!e‘ti_mes within the library.
Though these are not reference hohks, they are nc-)'f'i‘ssued under normal conditions as they are
in heavy demand and in constant.use, As a-gpecial case, such books are issued 'for-._overnight to
these readers, who require to read them urgently, so as to enable them to read at hofne._ In this
method, the books are issued ar the of closing of the library on the condition that they Shoul_.d
be returned by the borrower on the following day, within an hour of the opening of the library.
A member who fails to return the books within the stipulated period is not permitfed to take
advantage of this fac-ilit}?"for a specified pe'riod‘ This is done as a punishment and to instill a
sense of discipline among the library membeys, -
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Self-Check Exercise - 1

What factors determine the number of books or- other items issued out on loan to zach
member? '

Note: 1) Give your answer in the space give befow.
ii) Compare your answer with thie mode! answer give at the end of this nnit.

12.5 FACTORS IN PLANNING CIRCULATION PROCESS

Library management has to take into consideration a number of Zactors at the time of
planning circulation process. Some of these are:

e Variety of materials
e Categories of member$s '
« Nature of services
« ¢ 'hoice of charging system
s :izrsonnel requirements O
i) Variety of materials: A library ac ]u%\?aricty of material such as books, periodicals, audio
| cassettes, video cassettes, films michoforms. For the utilisation of some ot thesc materiais,

| certain special equipment is redNged."The library management has to take into consideration the
' size of various libre.y ¢ jons dnd their rate of borrowal at the time of planning circulation
| process.

ii) Categories of members: Ina special library, the users arc @ homogenous group with specific

fields of interest, which can be easily identified. On the other hand, in a public library the
i users are a heterogeneous group, that is, they belong to different social categories (like child_rcn,
youth, zkdults, women, etc.), educational levels and have diverse arcas of interest. Morcover,
their purpose of visit to the library may differ from person to person. We have to plan the
circulation process keeping these points also in mind,

iii) Nature of services: There are many questions refating to library service that require to be
answered while planning circulation process, Should all types of library materials be allowed
for circulation? Should audio-visual materials such as cassettes, films and gramophonc records
lent for home use or should their use restricted within the library? Should the library provide
equipment necessary for vsing these audio-visual materials? What should be the loan period
for various types of library materials and for different categories of users? What should be the
renewal policy? Should the libreuy collect overdue charges? If yes, by what method?

jv) Choice of charging system: This is one of the crucial decisions in the planning of circulation
process. It has o be decided keeping in view the factors such as work load at the circulation
desk, type of users, oan periods and information which the circulation system shoutd provide.

287




v) Personnel requirements: Professional staff who are trained in library and information science
are required for determination of basic policies and procedures and general supervision, the
routine jobs of charging and dischdrging, renewals, etc. can be done by semi-professionals or
even by clerical staff. The only essential requirement is that these personnel (semi-professionals
or clerical staff) should have thoro_ugh understanding of the basic process of charging system
and have a clear idea of library loan policies,

18.6 FUNCTIONS OF CIRCULATION SECTION

The functions of the circulation section are:

e registration of members
charging and discharging

¢ inter-library loan _

s maintenance of records and statistics _

e miscellaneous functions such as maintenance of visitors register, property counter, checking
at entrance and exit-point, etc, ' :

18.6.1 Registration of members

exploit the collection t+ a maximum extent. It is essential for a to maintain a record

Labraries lend out books and other reading materials to readersgo that they can utilise and
of its registered borrowers. This is necessary for various reasops su accountability, safety of
@

books, sending reminders for overdue books and recalling Y which are required urgently in
the library. The registration of library members serves the Thilg ving purposes:

i) To identify the bormfwer:?_ Registration helps us t(% the place of residence or working
of the member so that reminders could be se ovetdue books or books required urgently
for other members. By checking the membersiWtorm or card, the library staff can find out the

address of the borrower. @
i) To collect statistics for performance evNffation:

Regtistration of members provides us statistical data that is required for measuring the
effectiveness/usefulness of a library in terms of its services to the user cornmunity.

iii) To find out the characteristics of borrowers: Registration of library members enables us
to estimate the percentage of population which has enrolled as regular members of the library.
Also, we can get data on various categories of library members such as adults, children, youth
students, males, females, businessmen, .gg;achers, etc. This data is valuable at the time of book
selection and collection development. By acquiring books which meet the needs of the various
categories of users and which stimulate their Interests, we can attract them to the library,

Registration procedure

At the time of registration, the person is i*equested to fill up the prescribed application
form, which contains details such as name, present and permanent residential address, present
official address, age, occupation, subjects of interest, name and address of the guarantor, etc.
Application forms shou_ld preferably be in the form of a card (size 5" x 3") so that they can be
arranged alphabetically in a tray. This alphabetical arrangement helps us to check the bonafides
of any visitor and to gather information about any particular library member immediately. §0me P
libraries, especially the public libraries, -insist upon signature of the guarantor on application '
form. This is done to ensure check on deliquent borrowers, :




After receiving the application form from the applicant along with his consent te abide
by the library rules and regulations, the libwary assigns him/her a membership number. This
membership number is noted on the membership form, membership card and borrower’s tickets,
The user is given a specified number of borrower’s tickets as per the rules and a copy of the
library rules and regulations. :

In special libraries, the botrowing facilities are restiricted to those working 1o thdir parent
organisation. Acaderic libraries such as coliege and university libraries offer borrowing facilities
to all members of the teaching and non-teaching staff and registered students. In pubfic libraries,
the membership is open to all and is free of cost, Generally in academic and public libraries,
the members are required to pay a specified amount towards library deposit. This deposit is
refunded at the time of cancellation of library membership.

Self-Check Exercise - 2
Mention the three purposes served by member’s registration.

Note: i) Writc your answer in the space given below.
ii) Compare your answer with the mode] answer given at the end of this 1 ..

18.6.2 Charging and Discarging

Ch_arging refers to of issue of books to the readers and discharging pertains to the
job of attending to the ref¥rn of books. We shall discuss about these in detail in section 18.8.7

18.6.3 Control processes

To regulate the circulation of library materiais and to prevent monopolisation of use of
library resources by a few selfish individuals, certain steps are taken by the circutation section of
the library. These are collectively termed as control processes. They include:

e renewals

» reserves or holds
« recall

s reminders

« overdue charges
« notifications

Let us discuss each of the above control process:

i) Renewals: Renewal is the extension of foan period by reissuing the same book to the same
individual. Generally, a book is renewed only if there is no demand for the same from any other
) reader. Renewal can be done in persen or by post/telephone depending on the policy of the
| .. library. The readers are expected to return the renewed book immediately if recalied by the
g liveary.




i) Reserves or Holds: Sometimes the book requested by a reader may be issued out to some
other person. In such cases, the reader fills in *he reservation card and hands it over at the
circulation desk. Reservation card contains details like call number, accession number, author,
title of the book and the address to which intimation has to be sent on receipt of the required
book. The counter assistant verifies the charged tickets and puts the reservation card along with
the book card of the issued book. When the book is returned, the circulation record shows
that the book is “on hold” for the reserving person. This “on hold” book is piaced in a separate
shelf and the person who had requested for it is informed about the availability of the book in
question.

i

In academic libraries such as college and university libraries, normally there is a heavy
demand for textbooks and other related materials. FHowerver, due to shortage of funds, the
libraries cannot afford to buy too many multiple copies of these books to meet the demands
for the same books by a number of students. Moreover, there is a need to maintain balance
‘between the two conflicting needs: the need to acquire multiple copies of the same titles and
the need to procure different titles to achieve variety on collection. In such circumstances, the
library can effectively utilise the reserve or hold procedure to control the circulation of books.

lif) Recall: This involves calling back the book renewed/overdue so that another person who
had requested for the same title can borrow it. After receiving a request from a reader for a
renewed/overdue book, the circulation incharge sends a notification to the borrower requesting
him to return the book immediately. As already stated in the abovesgection, books are renewed
on the condition that they would be returned to the library wh:@ed.

iv) Reminders: Some readers do not return the books on gMENLhis may be due to many factors
such as forgetfulness, selfishness, carelessness and incons & ness. The circulation staff are
expected tn send reminders promptly for overdue b at regolar intervals. This is regarded
as one of the most important functions of the circilfion section. 1t is essential to prevent
monopolisation of books by a few individua 'to Hlow reasonable opportanities to other
readers to utilise the resources of 'brary.

v} Overdue charges: Generally librari se fines fou the late return of books. Such fines
are called as overdue charges as they are coected only for those titles which are returned to the
library after due. Qverdue charges'are meant to discourage individuals frem keeping the books,
which are in heavy demend, with them for long periods. Also, it is aimed at ensuring proper.
use of books and maintaining discipline. The library policy determines the amount of fine to be
imposed and the mode of its collection. '

The two most common methods for the collection of overdue charges are:
a) Straight line method: In this method, a fixed amount per day is imposed, say 10 paise per
book per day,

b) Sliding scale method: In this method, the amount of fine imposed either increases or decreases
gradually in course of time.

Normally, fines are cumulated upto a certain amount per book and then remain static at
that maximum amount.

As for the collection of overdue chages, it may be done by issuing receipts or by keeping
a conscience box. Collection of overdue chages through issuing receipts is considered to be a
costly and time-consuming method. In the conscience box method, a smail locked box, with a
slit at the top for inserting money is placed at the issue counter. Those individuals who return
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the books late drop the amount of overdue charge in the conscience box. At the end of the day,
the money is taken out from the box and recorded in the cash register.

vi) Notifications: The success of a crculation section depends on its ability to send various
notices to its members promptly and on time. Most of the control processes such as holds or
reservas, recalls, fines/ overdue charges depend on this function. The process of notification is
expedited if accurate and up-to-date records of registered members are maintained 4nd if the
tibrary formulates clcar policies relating to loan periods and overdue cliarges.

Self-Check Exercise - 3
a) State the function of the circulation section.

Note: i) Write your answer in the space given below.
i}y Compare your answer with the model answer given at the end of this unit,

18.6.4 Inter-library loan

In view of literature explosion and financial constraints, no library can claim to be totally
self-sufficient, that is, it cannot assert that it is capable of meeting all the requirements of its
users from its own document collection. At times, it may be required to borrow books and other
materials from other libraries, both local and outstation. The term inter-library loan is used to
refer to such loan transactions between two libraries and it is regarded as the earliest form of
library cooperation. Generally, the circulation section takes care of inter-tibrary loans.

Library networks involving participation of various libraries in cooperative programmes and
union catalognes facilitate inter-library loan operations.

Inter-library loan operations may be discussed under two headings:

« borrowing
s lending
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i) Borrowing: On receiving a request from the reader for a book not available in the library staff
try to find out the library possessing the required book, In this task, union catalogues and union
lists are very helpful. After identifying the library, a request is sent to it through a standard
form or lettrer. As soon as the required book is received from the lending library, the reader is
informed and book may be issued to him or he may be asked to refer to it within the library,
At the end of the loan period, the book is returned to the lending library.

i) Lending: When the request for a book on inter-library loan is received by the lending library,
it checks its catalogue. If it is readily available in its collection, then it is sent to the borrowing
library on inter-library loan. All the inter-library loan transactions are recorded in a separate
register.

18.6.5 Maintenance of Records and Statistics

The circulation section has to maintain records proper]y as these provide statistical data
about the number of beooks lent out, types of users, their borrowing pattern, popularity of
particular books, etc. Some of the registers maintained by the circulation section are: members
register, inter-library loan register, overdue charges register, suggestions register, gate register,
etc.

Circulation statistics help the library in planning its acquisitions and reader services. In
addition, these statistics are utilised in the compilation of annaal reports.

18.6.6 Miscellaneous Functions
Normally, the circulation desk is located near the enty#feg, exit-gate. Due to this fact, the
circulation section is entrusted with the responsibility of & ning gate register and property

counter and checking at the exit point.
i) Gate Register: This is a complete record of pergns who visit the library. Every visitor to

the library is requested to note down in a re near the entrance his/her personal details
such as name, course/ designation, place @f stu ork, purpose of visit, ctc. Gate register helps
us to know about the library users the se of visit.

ii) Property Counter: Normally, users are not allowed to bring inside the library their personal
belongings like bags, purses, books, et¢. These are to be deposited at 4 place near the entrance
“known as property counter.

iii} Checking at the Exit-point: Generaily, the circulation staff also perform the checking function.
at the exit point. They record the books that are issued out and prevent theft of books from the
library.

18.7 FEATURES OF A CIRCULATION SYSTEM _

A circulation system should have the capacify to provide answerrs to the following questions::

i} who has taken out on loan 2 particular book and when is it due? -

ity Which books have been issued out in various subjects on any date and what is their total
number? ' .

1i1) Which books are due on any particular date?

iv) How many books have been returned to the library on a particular date?

292

o




In addition to the above, a circujation system should have facilities for renewal of books,
reservation of books in circulation, recording of books lent to other institutions on inter-library
loan and compilation of statistics.

The other desirable features of a circulation system are listed below:
A circulation system should
e help in having complete control over materials on loan without sacrificing speed and simpliéity.
« provide an accurate record of books lent or returned.
e be economical in terms of staff, monéy and materials.
e be able to issue and take back books speedily without sactificing efficiency.

« help in smooth flow of reader traffic at the circulation desk, that is, the adopted system
should be able to charge and discharge books quickly thereby avoiding congestion at the
circulation desk.

o requirc minimum preparatory work.

18.8 TYPES OF CIRCULATION SYSTEMS

Circulation system is a méthod for the issue aNg return of books in a library. It is also
known as charging system or circulation controWNsysidm. Normally, users prefer to borrow
books from the library and read them at horpesdyring their leisure time. This fact had prompted
the libraries to develop suitable methods foan of library books and other materials.

Various types of circujation syste been developed over the years. The earlier systems
include day book system, ledger system fummy system, indicator systein, temporary slip system
and card system. Later syste ise, among others, the following: photographic charging
system, punch card chargipg syst®g and computerised charging system. In India, ledger system
and card system are fo]l%‘, a majority of Jibraries.

In the following sections, a detalled account of the following circulation systems is given:

¢ day book system

s ledger system

» dummy system

s indicator S}}Stem

= temporary slip system

s« one card sysiem

s two card system
Browne charging systern
Modified Browne charging system
Ranganathan’s Reader’s Ticket, Book Ticket system
Newark system

s semi-mechanical systcms
e automafic circulation systems
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18.8.1 Day Book System

This was the first circulation system introduced in librar
date of issue, suthor's name, title of the
recorded in a register. This register was known as day
were recorded in it In chronological order {
cancels the relevant entry in the register, puts his initials and records the date of

specimen page from the day register is shown below:

return.

tes. In this system, details such as
'book, name and address of the borrower, etc. are
register as all the books issued daily
date-wise). When the book is returned, the librarian

A

Author and Name and Librarian’s
S.No. Date of title of address Injtials Remarks
issue the book of the and date
issued Lorrower of return

—

O

A)  Advantages: ?
1) It provides a permanent record of books 1216(] to the borrowers. '

i) It is a simple system as all the tran

$ arc¢ nofed in a register day by day.
B) Disadvantages:

1) As the books are entered date-wise, it is difficult to know:

a} the due date of a particular book.
b) the number of books borrowed by a particular borrower.
) the borrower of a particular book.

It can be used only in libraries where the number of borrowers and the number of books
issued daily is very small.

18.8.2 Ledger System

In this system, a ledger (regisver) with numbered pages is used. Each borrower is afloted
one or more pages and the necessary entries are made at the time of issue and return of books.
An alphabetical index of the porrowers is maintained at the beginning of the register. This
helps in locating the borrowers and issue details easily and quickly. A page from the ledger is
reproduced below to give you an idea of the columns which are normally included in it.
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Name of the borrowe'r:. Page No. .
Address:
iJate of Accssion Author Title Signature Due Date of Libra-
issue Number of the of the of the date return rian’s
' book book  borrower nitials

L

At the time of issue of a book, the page assigned to the borrower is located with the help of
borrowers index provided in the beginning of the ledg®, Then the date of issue and particulars
+f the borrowed book are recorded. The borrowelNgi in the column against the particular

entry and takes the ook,

borrower and the corresponding entrie ¢ borrowed book are cancelled.

At the time of return, the borrovg:s ichomulted to find the page(s) allotted to the

JA)  Advantages:

i) It enables us to kna@kly the number of books borrowed by an individual reader.
4

ii) It is suitable for a smalMibrary with limited number of borrowers.

iti) It provides a permanent record of the books issued during a given period.
B) Disadvantages:

i) - It is very difficult to find out the due date of the required book and the number of books
overdue. For such information one has to refer the entire ledger, which is a tedious and
time-consuming process.

ii) This system does not tell us easily who has borrowed a particular title.
jii} It is time-consuming, both the members of the library staf and readers as a number of details
have to be recorded in the register for each book borrowed.

18.8.3 Dummy System

As already mentioned, in the fwo circulation systems described earlier, namely the day book
system and the 1ecl'ger systemn, it is not possible to find out easily and quickly to whom a particular
book is issued out. To solve this problem, a moditied systemn known as dummy system was
devised. In this, a small wooden or cardboard block of the size of an average book is utilised. .
Each such block was covered with ruled paper and details about the borrowed book like call
,number, author’s name, title of the book, borrower’s name, etc. were recorded on this paper
cover.
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At the time of issue of a book, the above particulars were noted on the paper cover of the
dummy and the dummy placed in the exact location of the book on the shelf. In other words
whenever a book was issued out, its place was occupied by a dummy.

¥

A) Advantages:

1) With the help of the dummy we can know immediately to whom a p’lrnculdr baok is issued
out an¢ when it is due.

B) Disadvantages:

1) As the dummies are scattered throughout the shelves, it is not possible to sty how many
books are issued to each borrower and the due dates.

i) It does not provide mformatmn on the number of bocks issued on a particular day

18.8.4 Indicator Sysiem

This system COHblbt‘; of a ldrge wooden frame having many pigeen holes. Blocks or pegs,
representing books loaned out, are inserted into the pigeon holes. Call number of the book is
written at each end of the block. One end of ihe block has blue background and the other red,
Red indicates that the book is on loan. This system, which is suitable for a closed access library,

" uses 4 ledger for charging. '
18.8.5 Temporary Slip System o '_ - _
We have seen that dummy system cannot provide a to the questions: How many

books were issued on a’particular day? This is becauge the dMfimies are scatterred throughout
the shelves. _ _ UV '

To overcome this problem, a new syste as temporary slip system was devised. In

-this system, the particulars of each book apd its rrower’s number are recorded on a fresh slip.
These slips are filed at the circulation d y of the following order: date-wise, alphabetically

or by serial numbers -of members. At th&Nfme .of retur. of books, these temporary slips are
cither destroyed or given to the borrower as teceipts for the returned books.

A) 'Advantages:

i) This qystem helps to know the total numbu of books issued on a particular day.

1) If the temporary b]]pS dre arranged alphabetmlly by title, one can know to whom a par tlcuiar
book is issucd out, -

iii) If the temporary slips are filed by due date, then we can find out the overdue books easily.
B ) -Disadvantages:
i) 1t is time consuming as it 1nv0‘vts preparation of a tempr dry slip for each issued book,

ii) If the temprary sllps are filed date-wise or by serial numbcrs of the borrowers then it is
©difficult to know to- whom a particular book is issued out.

18_.8.6 One Card System

This has evolved from the temporary slip system described in the last section (18.8.5). In
this system, instead of a_temporary slip, a permanent card made of tougher paper is used. This
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card is known an book card and it contains partlcuiars of the book such as ‘author’s name, fitle,
- class number, author mark and accession number. The procedure for issue and return of books .
s srmrlar to that of temporary shp system.

A)‘ Advantages:
i) As the cards are made of tough paper_ they can withstand wear and tear.

ii) There is no need to prepare book cards each time a book is issued out. Generally, one
book card is prepared for each book at the time of cataloguing and i. is used till all the
- gvailable space is over, thereby economrsmg on statlonery :

i} It enables quick 1ssue and return of books thereby sdving the time of readers a 11brary staff.

B) Dlsadvantages

1) If the book cards are flled date-wrse or by serlal number of borrowers, then it is drfﬂcult to
determine the borrower of a specrﬁc title., -

18.8.7 Two Card System

" In t}ris syétem, the following two identify card:re- used for different purpe'ses v

i) Members-cum-borrower’s ticket—for identific

i) Book Card- for identification of the
The three most popular two ear?&ms are:l |
s Browne Charglng systc“Qs . : _
. Mo_dified._Browrre ging System _ . :
e Ranganathan's .Re%ﬁeket, Book Ticket M.e-t}rod

. Newark Charging system

of the members.

Browne Chargmg System

This systern is named after Miss Nma E. Browne, hbrarran of the Lrbrary Bureau {Boston,
Us. AJ), who developed this system towards the end of the 19th century. It was not very popular -
in U.S.A,, the country of its origin, but i is widely used in- Great Brltam and Indla itis consrdered
as an efficient method for issue and refurn of books :

A) Items Require(] E

1. For the book

a) Date Slip: Every book avarlable for issue is provided with a date Sllp This is a prmted
slip of the size 5" x 3" or 12.5 cm x 7.5 cm, which is pasted on the page facing the book pocket.
The book pocket may be pasted eithier inside the front or back cover of the book. Generally,
for books which are not to- be issued out like reference books, bouncl volumes of periodicals,
rare books; etc., date slips are not pasted. -
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A specimen date slip js shown below:

Name and address of the library
Call Number _ Accession Number

This book should be returned on or before the last
date stamped below.

\

b) Book Pocket: It measures 5" x 3" and is pasted ejti 5 iMe front or back cover of

the book. It is meant for keeping the book card. A spec f the book pocket is illustrated

below.
b@! the ]i_brary

Brief rules of the Hbrary

L
2,
3.




¢) Book Card: For each book, one book card is prepared. Boek card is made of tough
paper, mEeasures 4" x 2" and may be plain or ruled. As it is supposed ro identity the baok, it
contains particulars such as call number, accession number, author and title of the book. A
specimen is shown befow.

Call Number Accessioﬂ

Number
Author '
Title

BRI
o T

- —

I1. For the berrower

a) Borrower’s fickei Jockets: These are made of manila or tough paper. They measure
v x 2* and are in the shape of a pocket with opening on {wo stdes, namely, upper edge and right
edge. It carrics details such as name and address af the borrower, his rembership number, date
of expiry of membership, sienature of borrower, signature of the libranan, few library rulzs and
libragry emblem. A specimer 1s shown below.

Name and address
of the library

_ Name SHMao.
. Address

Date of expiry
‘of membership

Borrower's
signature

Librarian's
Siznature




The number of borrower’s tickets or pockets issued to a member depends‘-ﬁn the number
of books he is eligibie to borrow. For example, it a member is entitled to'borrow four books at
a time, then he is given four borrower’s tickets or pockets.

111, For Counter Staff '.

i)

i)

D)

i}

A) Ttems Reﬁuireci

Registration forms,{;:ards of borrowers
Borrowers ticketsz’ﬁockets

Prate stamp and ink pad

Wooden chafging trays

Date guide cards |

Reminder cards, reservation cards, fine receipt book, fines register, printed standard forius

. for correspondencc and preparation of circulation statistics.

Charging

The reader presents the required book for issue along with@tr’s ticket/pocket.

The circulation counter incharge takes out the book card from“a€book pocket of the book
&

Then the counter inchage puts due date stamp % date slip and gives the book to the.

reader for taking out of the library. hole®process of issuing a book is known w’
charging.

and inserts it in the borrower’s ticket. The book cas

the borrower’s ticket together
are referred to as ‘charge’. ' :

ervals, these charged tickets are sorred and filed
ng tray.

At the end of the@day or at perio
behind the due date guide in the char}

(N

Discharging

The borrower pres«f_:'nts the book he wishes to return at the circulation desk. The circujation
incharge checks the due date stamped on the date slip and other particulars of the bogk,
Then, he locates the charged borrower’s ticket behind the due date guide and removes the
book card from the borrower’s ticket. He replaces the.book card in the book pocker of
the returned book and hands over the borrower’s ticket to the borrower. This process of
removing the charged book ¢erd from the borrower’s tlcket is called dlschar;,mg

If the book is overdue (that is, returned after the due date) then overdue charges are
calculated and collected as per the library rules.

Advantages

This is a simple and time-saving system. This is because the signature of the borrower is not
necessary either at"thc time of issue or return. In addition, as the particulars of the hook
are mentioned on the book card there is o need to copy these particulars at the time of
issue.

It enables reservation of books.
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Y

i)

vii)

.__E)

Circulation statistics can be compiled easily and without any loss ot time.

As the book cards are arranged behind due date guide cards, we can send reminders to

overdue books promprly Even the overdue charges can be calculatcd with ease.

Books can be 1ssued qmckly as only one date stamp needs to be put on the date slip for the
issue of a book.

A comp[etc record of the horrowor is available at the c1rculat10n counter...

If the borrower’s ticket is in the charglng tray, it indicates that a certam book was borrowed .
by a reader whosc name appears on the borrower’s ticket, :

' .D:sadVa-ntages

This system fails to tell us casily
a) 'to whom a parncular book is lssued and when it is due.
b) how many and which books were issued to a partlcular reader.

This is because all the charged tickets are filed date-wise however, one can check all the

charged tickcts'to find out the above information but takes a lot of time and energy. - -

ii)
jiif)

1)

V)

: vi)

vii)

viii)

)

xi)
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If the charged tickets“aie lost then it is very dlfflcult to identify the books issued out as
there is no permanent record, :

Durlng rush hours the charged tickets sli
books. _ 6 '

There is a possibility of misuse o wer's tickets and wrong charging of books: A person
may bring a borrower’s tickgt beldfiging to some other person and get a book issued out
agamst that ticket. : '

dfown or be {ost because of quick issue of

If a wrong book cag Jaced in the book pocket of a book, then there is scope for wrong
chargmg of that boo ' B

1t is vcry cumbersome to reserve a beok as we have to check all the chargmg trays for
-locatmg the book under issue. '

This systcm does not provide any record of the nature and number of books borrowed by
a readcr prcwously :

'I'he charging trays require much space at the issue counter. In case of big llbrarles such as
university libraries, state cental libraries, etc. issue counter may become crowded with large
number of chargmg trays containing thousands of charged borrower s tickets.

During rush time, the counter staff may not be abie to file the charged tickets lmmedlately
Thus, there is a high possibility of wrong filing if these charge tickets are not filed immeditely.

This system does not permit issue of extra books to the readers. This is because the number
of books to which a reader is eligible is determined by the number of tickets issued to him.

Whencvc:r a reader wishes to borrow another book after returning a book, then he has to
Spend a considerable amount of time. First, he has to get the issued book discharged at the
teturns counter and collect his borrower’s ticket. Then, he has to stand again m the quene
at the issue counter to gct the book 1ssucd out.




Self-Check Exercise-4
State briefly the major disadvantages of Browne charging system. "

Note: 1) Write jour answer in the space given below, :
i) Compare your answer with the model answer given at the end of this unit,

“"""""'""""'.-"""“""'-"""“""‘.""""""" ...............................
................................................................ ..............................
e e e
.. ......

..............................................................................................

Modified Browne Charging System

We have already seen in the lagt section that the Browne charging system suffers from
certain disadvantages. In order to eliminate'or minimise a few of thgin, R.S. Naidu has suggested
introduction of pass book sysiem to supplement the borrower’seicke : '

Browne charging system suplemented by pass book is most suitable for adoption in.
Indian university librari:es. : . :

Pass book is iés_ued_ to every borrower in additio usual number of borrower’s tickets
to which he is normally entitled. It contains ongeic fir§f page the following columns:

)

Register No.

Passport size
. Photo

Name of the
borrower

Address .




On the remaining pages of the pass book, the following details are printed:

Accn. Call | Borrower's Date of Due Initials. Date of Initials
number | No. | initials | Issue Drate of the .| return | of the
with date issue : o assistant
' assistant - at the
return .
_counter
A) Charging _
i) The borrower fills the columns in the pass book and presents it to the issue . counter assistant
' along with his/her borrower's ticket, . :
. . [ .
ii)  The issue counter assistant records the.due dateqgnd puts his initials against the entry in the
pass book. ' : '

ifi)

iv)

.v).

Then, he removes the book card. from ook ket and inserts it in the borrower's ticket
to form the charge., ' :

He puts the due date stamp on thg date of lhe book and gives the book to the borrower.

The pass books are erranged alph twally by the names of the borrowers and the charged

- tlickets are arranged behiQLda guide.
__B).Discha_arging ' .

The borrower presents'the book to be returried at the returns counter.

D
ii)  The counter incharge picks out the pass book. Then, he removes the charged borrower's ticket
with the help of due date and call number market on the date slip of the book. _
iii)  Counter incharge cancels the entry in the pass book, puts his initials and date of return. Then
' he removes the book card from borrower's tickets and puts it m81de the book pocket. The
borrower's ticket is returned to the borrower. :
) 'Advantages _
i) It provides a complete record of the books borrowed and returned by a part:cular borrower
along with dates of issue and refurn, .
: ii) Tt prevents unauthorised use of borrower's uckets by persons other than bonaﬁde library
Co " members. It checks sublending of borrowers uckets - :
- 303 S : - B
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iif) If any mistakes are committed at the time of charging, we can correct them with the help
of entries in the pass book.

iv) The entries in pass book offer statistical data such as nature and number of books borrowed,
ete. This information is helpful in determining reader’s interests.

D) Disadvantages .
i) It involves additional work both for the borrowers and library staff.
ii) It requires more time.

Browne charging system supplemented by pass book system is most suitable for ddopr:on
in [ndian universities.

Ranganathan’s Reader’s Tickets, Book Ticket Method

This system, which is a modified Browne system, was introduced by Dr. S.R. Ranganathan
in Madras University Library in the late 1920s. It was adopted by many university and special
libraries in India. With an idea of achieving speed and accuracy in charging and discharging, the
following modifications were made :

i) The book card was changed intn a pocketed form and the borrower’s ticket into a non-

pocketed form. Q
i1) For collection of overdue charges, the conscience box intfsluced.

3

The materials required, charging and discharging pr@es are almost similar to that of

Browne charging system. As a result, this system to he same advantages and disadvantages
of Browne system discussed in the last section.

Self-Check Exercise-5

What is the main characteristic fi f Dr. S.R. Ranganathan's Readrs’s Ticket, Book
Ticket Method? -

.............................................................................................

Newark System

This system was introduced in the Newark (New Jersey) Public Library in 1900. It soon
became highly popular among American libraries. It is a very simple and tlexible system most
suitable for all tyeps of public libraries, both big and small.

A) Items Required

a) Date Slip: It measures 1& cm x 11 ¢m and is pasted inside the front/back cover of the
~ boek. Due date is stamped on it at the time of issue of book. A specimen date slip is shown
below. L




b)

Call Number
Name of the library

This book is due on *he date st stamped.

Accession Number

Book Card:

For each boek. a bookses
details is prepared: naine f the libra
the book, vertical columns cort

| (size 5 cm x 10 cm) containing the following
number, accession number, author and title of
e date, borrower’s registration number and borrower’s

Cafl Number
Author-

Title of the book

"%

This book is due on the date last stamped.

bl
signature. A specimen book car}%en below:

_ Accession Number

Due
date

Borrower’s
registration
number

. Borrower’s
signature

Due
date

Borrower's
registration
number

Borrower's
signature
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Book Pocket: It measures 5'; x 3" or 7.5 cm x 12.5 cin and is pasted inside the front or
back cover of the book. It holds the book card. A specimen of the book pocket is shown below:




Name of the library
. _Brj.cf rules. of the library .
I
2.

|

d) Borrower's Card: Each member is provided with a or& card containing detaiis
such as his/her name, address, registration number, date @ of membership and signature
of the borrower. In addition to these, columns for record; e due date and date of return
are provided, A specimen borrowarfs card is shown b

Borrower’s Name

Address %
* Registration Number

membership

Not transeferable

The following titles were issued to me.

Signature

Due Date of Due Date of
date return date . oreturn




B) Charging

i) The reader presents the book he wishes to borrow at the issue counter along with his
borrower’s card.

ii} The circulation counter incharge stamps the due date on the borrower’s card, date slip of the
book and the book card. He writes down the accession number of the book borrowed below
the date due on the borrower’s card. Also, he notes down the membership; registration
number on the book card against the doe date marked.

iii) The book and borrower’s card are given to the reader.

iv) The book cards are arranged by call numbers behind date guide cards in the charging trays.
Charging trays are made of wood or steel and meazure 6" x 4"

C) Discharging

i) The reader returns the book and the borrower’s card at the return countef. The counter
incharge finds out the due date by checking the stamp on the dr ~.ite stin of the book.

ii) Then, the counter incharge locates the appropriate date guide and picks out the book card
of the returned book with the help of call number and accessionr number.

iii} The counter incharge puts the date of rctur@ on the borrower’s card and returns it
to the reader.

iv) Then, the counter incharge replaces t card into the book pocket, thereby releasing

the book from the charge”. ?\
D) Advantages Q“ .
i} This system enables Qto mMntain a permanent record of books issued. This is not possibie

in Browne chargin

ii) As a duplicate record of books issued out is maintained on borrower’s card, the problem
of loss of issue records duc to reasons such as misfiling, slipping, efc. is not very severe.

jij) This system allows us to know easily

a) the number of times a particular book was borrowed by a particular reader.
b) the total number of borrowers who borrowed that particular title.

All this information is recorded on the book card.

iv) Anexamination of borrower’s card gives an idea of the nature of books utilised by a particular
reader, '

v) There is less possibility of misuse of borrower’s card by unauthorised persons as the borrower
is required to sign on the book card at the time of issue. The signature on the borrower's
card and book card can be compared for verification.

vi) Wrong charging of book {s minimised as transaction is recorded both on borrower’s card as
well as on book card. The borrower feels assured of the correctness of transaction as books
are issued on the basis of his/her signature and discharged in his presence at the time of
returi.
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'E) Disadvantages
i) It is unsuitable in :bi'g Iibrar'ieswit'h heavy circulation of books.

n) It is relatively more tlme-consummg than Browne system In the Newark system it is not
possible to issue and take back books quickly as in Browne system.

iii) The readers may - have to waiv for longer periods at rush time as the issue procedure is
cumbersome. Also, mistakes can be committed at the time of making entries lcadmg to
problems at the time of dis. ‘harging.

Self Check Exercise-6
State the two maih advantages of the Newark system.

Note: i) Give youf_ answer in the space given below.
ify Compare 'your answer with the model answer given at the end of this unit.

..............................................................................................

L R L R R R R e R R T RN R R R T T T T T

' 18.8.8 Semi-Mechanical Systems %2 | -
€ 1

Most of the semi-mechanical SySterpear '6a[1y variants of Newark system designed to

. reduce physical labour with the help o%es. In one of these, cards with pre-punched holes
around the edges are used. These holes cut to mark the due date of the book. The cards
are arranged by call number in a singlé__prder. A Knitting nee_dlé is inserted throngh a given
hole and the cards lifted. All cards which are due on a particular date fall into the tray. In this

system, the burden was more on the borrower as he had to note down on the punched card his
name address, call number and author and title of the book every time he borrowed a book.

Photocharge System: In this system, microphotos of the borrower’s card, the book card
and a sequentially numijered date of issue or due date slip is taken. In other words, the due date
slip contains all relevarft information .of not only the book but also the borrower. However, this
system has a major- opcratlonal drawback is that information about chargmg is available only on
a roll microfilm which i Is difficult tr. refer.

18.8.9 Automated Clrculanon Systems

The electronic data processmg systems, which were mtroduced 1nto the market towards the
end of 1940s, prompted. the fibraries to explore the possiblity of utilising this advanced tcchnology=
for circulation control. ‘Most of the early automatic circulation systems adopted Batch processing
systems and used 'pun(;:hed cards. The attractivg Peatures of thesc systems were: speed and
reliability. Moreover, there was no need for filing of charged buok cards in these systems and
it was possible to get, on demand, overdue notices from the machines imnwdiately. In Splte of
these advantages, they suf‘eiul from certain drawbacks such as: :
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i)- These were incapable of offering all items cf information relating to -circul-ation’.

iiy A special computer run was necessary to find out what books have been issued to a partlcular
reader. '

iiiy If the systems operate in batch mode it was very diffi cult to know accurately, between
computer runs, whether a partlcular title was on loan. (Gerieraily, the procéssisng was done
overmght)

Online C1rculatlon Systems

In the early 1970s, the onlme clrculatlon systems were developed This was possﬂ)le -due to
the advances made in computer technology in terms of increased memory power, reduction in
the cost for storing data, improved systems for fite handling and time-sharing. .

Online circulation systems were developed both by the libraries as well as outside firms.
Among the suppliers of these online systems, CLSI (Computer Library Systenis, Inc.) of USA
is a major one. ‘In fact CLSI specialised in supply .of turnkey online circulation systems._ It
manufactured and installed 90 per cent of alf such systems in operation throughout the worid
till around 1985. | '

Apart from CLSI, many other firms developed automated circulation systems utilising
different computer equipment. Now we have a wide ragge to choose from. For exarnple, we have
not only simple microcomputer-based systems whigh satigfy the needs of sniall libraries such as_
school libraries, but also huge complex rn'ainfrarn_é-b ystems required for use in big library

networks Q

Many libraries in developed counggies arc using Optical Character Recognition (OCR)
labels and bar codes to identify library ls and members. This has resulted in tremendous
improvement in the charging an harging process as these systems are easy to operate, quick
and free of errors. Rather tharNImiting automation to just circulation activities, m'aj_crity of
{ibraries are opting for i ted library systems which are capable of supporting not only
circulation services but a er services such as online public access cataloguing(OPAC),
serial_s control, acquisition, etc. ' : '

18.9 SUMMING UP

Circulation desk _ot circulation counter, where books are issued out and returned, occupies
a pivotal place in the lib-rary organisation. A large number of readers interact with the staff .
~manning the circulation desk, Courteous behaviour and helpful attitude of circulation staff -'
ot only builds up the image of the library but also encourages optimum utilisation of library
Iesources. : '

Circulation section should edopt a suitable charging system capable of
e providing all the required circulation information.
» recording loan transactions efficiently, accurately and speedily.'

. reducmg coOsts-in terms of staff, equlpment and satationery.

The c1rculat10n system can be evaluated with the aid of modern m.inagement techmque
such as sybtems_analyms and cost-benefit analysis.




18.10 MODEL ANSWERS TO SELF-CHECK EXERCISES

1. The factors which determine the number of books or other items issued to each member
are: . '

* category to ;'wh'ich'_the member belongs {teaching staff, non-teaching staff, research
scholars, students, etc.) :

¢ fotal number of members

* size and nature of library collection _

* book selection policies relating to acquisition of multiple copies of books
e period of foan |

¢ area covered by the library, that is, whether the majority of users are residents of
surrounding localities or whether they-are dispersed at far away places.

2. The three purpbs_es served by member’s registration are:

¢ It identifies the borrower.

e It enables us to collect statistics for performance eva@

o It helps in fihding out the characteristics of borrowers:

3(a) The functions of the circulation section are: O
¢ registration of members ' '
e charging and discharging ' ?\
* control processes Qs
e inter-library I.oan '

» maintenance of records and statistics

miscellaneous functions such as maintenance of visitors register, property counter,
checking at entrance and exit-point, etc,

(b) The six items whi{:h constitute the “control processes” of the circulation section are:

& renewals
e reserves or holds
» recall

e reminders

overdue charges

notification

L

4. The méj_or disadvantagcs'o,f Browne cﬁarging system are its failure to provide the following
information: ' ' o

a). To whom a particular book is issued and when it is due, : ' ' ' /,

b} How many arid which books were issued to a particular reader? : ' /




5. The main characteristic feature of Dr. S.R. Ranganathan's Reader’s Ticket, Book Ticket
method is that the book card is in a pocket form and reader’s ticket is in a non-pocketed
' form. ' o '

6.  The two main advantages of the Newark system are:

a) It enables us to maintain a permancnt record of books issued.

b) As duplicate record of books issued out is maintained on borrower’s card, the problem
of loss of issue records {due to misfiling, slipping, etc)) is avoided.

" 18.11 RECOMMENDED BOOKS

- Fayen, Emily Gallup. “Circulation Systems” IN ALA World Encyclopaedia of Library anc
Information Services, ed. by Robert Wedgeworth, et al. 2nd ed. Chicago: American Lib.
Asscn., 1986, pp. 195-197. ) -

Krishan Kumar. Library Manual. New Delhi Vikas, 1989, pp. 170-180.

Mittal, R.L. Library Administration: Theory and Practice. 5th ed. New Delh_i'. Metropolitan,
1984, pp 453-494 and 521-585. '

Ranganathan, S.R. Library Administration. 2nd ed ndon: Asia Publishing House, 1959, P
272-350. : o : S . :

18.12 GLOSSARY )\

Batch-processing: A system in whic s to be processed 1n data processing machines (such
~as compiiters must be collected jgto gioups before their processing. '

Charging: The process of isanmook out of the library.

Circulation Desk: A c%or desk where books and other items from library collection are
“jssued and taken back. Al called as Circolation counter. :
Discharging: The process of taking back of a book.

Holds or Re_,ser\"e: A book, already under isSue; that is kept on reserve for another réadér.
Overdue charge: Fine collected by libraries for the late return of issued books.

Punch Card: A card with hole punched in it (may be near the edges or in the body) to denote
particular information. '

. Recall: Calling back a book already issue.d out of the library for the use of another reader who..
requests for the same title. ' o

" 'Renewal: Extension of loan period by reissuing the same book to the sime individual

System: A groﬁp of set of interrelated parts/elements/ components v, raing together to achieve
the stated objective or goal. ' : ' '
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19.0 AIMS AND OBJECTIVES

This unit aims to explain the importance of collection maintanance in libraries.
After studying this unit, you should be able to:

o describe the functioning of the maintenance section in a library.

e explain the various stacking systems available for the storage of library documents.
« identify the different types of arrangement of books on the shelves,

e discuss the various methods of stock verification.

o appreciate the importance of weeding in collection maintenance,

19.1 INTROBDUCTION

In a library, documents are procured, processed (that is, classified and ¢atalogued), arranged
on book shelves and displayed for use of its readers. These documents should be maintained
properly so as to keep them in gnod physical condition. 1f this is not done regularly in a systematic
manner, then the document collection in a library is most likely to be damaged duc to dust and
harmful insects. Also, if the documents in the library are not displayed properly with correct

shelf guides, then the users will not get the books gequired by them quickly and easily. The
maintenance work ig a vital one in a service Iibmo '

19.2 MAINTENANCE SECTION { _S
R _

19.2.1 Relation with Other Sec?
Maintenance section fun ose relation with other sections of the library such as

processing section, circulation Segtion and reference section. In has direct contact with the

readers.
Figure 1
READERS L
PROCESSING - MAIN"I"EI\IAI\TCE“__H_| CIRCULATION
SECTION SECTION L 1 SECTION
BINDERY REFERENCE
SECTION

Let us now examine ihe relattonship of the maintenance section with other sections in the
library. The processing sectior. serves as feeder to the maintenance section by supplying new
books after processing. The Circulation section gets its supply of books required for issuing to
readers from the maintenance section. It also sends back to the maintenance section the books
returned by the borrowers.
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As for its relation with refcrence section, the books taken out by the readers for reading
in the library are returned to the maintenance section for filing. The readers too have close
contacts with the mainteriance section in course of their search for books on the shelves.

19.2.2 Management

The work load of maintenance section depends on various factors such as the number of
volumes in library collection, types of documents available, services oftered, type of shelf access
provided (whether closed access or open access).

For example, in a library following closed access system, shelvir.g work will be comparatively
less. But, the maintenance section has to bear the heavy work load of paging. Paging is locating
the required book on the shelf and handing it over to the requesting reader.

In libraries following open access systei, shelving is a major activity.

In smail and medium libraries, there are no separate maintenance sections. Often this work
in taken care of by the circulation section. However, in large libraries such as university libraries
do have a separate maintenance section with an assistant librarian as incharge and necessary
support staff. ' ‘

19.2.3 Function.s

The functions of maintenance section are: _ 0
1) Shelving : '

il Document location O

ii) Collection movement

iv) Dusting and cleaning ?\

v) Guiding '

vi) Document maintenance

vil} Maintenance of shelf list @
viii) Shelf rectification
ix) Stock verification

x) Binding
xi) Vigilance

Let us discuss each one of the above functions in detail.
i) Shelving:

Shelving is the process of replacing the books on the shelves in their correct positions. This
is done atleast once in a day and in some large libraries many times in a day if there are many
books to be shelved. Shelving has to be done for the following books:

a) Books returned by the readers at the circulation counter. :

b) Books removed from shelves by the readers for consultation and left on tables or book
. shelves. '

¢} Books removed for making corrections.

d) Books removed from topical sequence.

e) Latest additions to the library.




Sequences of Shelving:

Now let us discuss briefly the various sequences (Collections) that are maintained in libraries.

As you know, all the different types of documents such as periodicals, reference books,
audio-visual materials, etc. are not arranged in a single order in our group. Different types
of documents are organised in a number of sequences. Sequences are simple collections. The
sequences, that is, arrangements of various documents in a library are broadly of two categories:

1. Permanent sequences; and

II. Temporary scquences.

1. Permanent sequences: These remain static for a fairly farge period of time. They include the
following types:

- Main sequence

- Textbook seﬁuenoe
- Refer_chce sequence
- Periodicals sequence

- Close sequence (containing documents such as rare books, costly books, small-sized books,

efc.) '
- Theses sequence

@ diofvideo cassettes, microfiims, microfiche, etc)

- Non-book materials sequence (contai

I1. Temporary Sequences: These are§n~ge for a specific purpose for a relatively shorter span
of time.

Examples:

a) Binding Sequence: @ sists of damaged/torn/worn out books removed from the shelves
for repair/binding. The ks are replaced in the permanent sequerice as soon as they are
repaired/bound.

) Topical sequence: Tt consists of books which are taken out of shetves for any special current
event such as seminar, workshop, etc. or loca) festivals. As soon as the special events/estivals
are over, then these books are sent back to the shelves.

¢) Display Sequence: It includes new books added to the library. Generally, libraries display

new books, after their processing, in a special boek shelf known as "New Arrivals’ rack for a
g Y

short duration, may be a week or ten days. During this pericd, the new books are not issued
out to readers. After the prescribed period, they are sent to the stacks.

) Correction Sequence: Sometimes books are puliled out of shelves for correcting efrors such

-as wrong spine labels, books cards and due date slips. These books are temporarily stored in a

correction sequence. After making the necessary corrections, they are returned to the stacks.

e) Returned Books Sequence: Tt includes books which are returned by the readers and awaiting
shelving.
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if) Document Location:

It is the duty of the maintenance section to locate documents requested by readers and
library staff. Frequently, it receives requests for help from the ysers and reference and processing
staff in the location of documents. In addition, the maintenance section also picks out from
the shelves books required for preparing various temporary sequences such as binding sequence,
correction sequence, etc.

iii) Collection Maintenanee:

As you know, library is a growing organisation. In course of time, the size of the collection,
number of readers and library staff will increase. As a result, it may be necessary fo rearrange
the library collection in a different manner to satisfy the growing users’ requirements. This may
invoive shifting of collections from one place to another. It is the maintenance section which
takes care of this function.

iv) Dusting and Cleaning;

This is a routine day-to-day function of the maintenance section. If it is not done regularly,
then dust and harmful insects are likely to accumuiate and damage the library books, Dusting
books and shelves, sweeping and mopping the floors and removing cob-webs should be done at
regular intervals. We shall discuss about conservation and presergation of library documents in
detail in the next unit 20.

v} Guiding: Q _

Guides are direction labels which show the way fo us sections of a library such as
newspapers and magazines section, periodicals sect ference section, stack area, etc. Also
they help in the quick and easy location of gle reQuired books by providing class numbers

and their equivalent subjects in various pa stack area. It is the responsibility of the
maintenance scction to prepare and maigtain ides apart from book tags (spine labels which
provide call numbers). The following re prepared for the stack area:

a) Tier Guide: Sometimes the books are arranged in more than one tier stack. In such CASeS,
tier guides are prepared for each tier giving the class numbers included along with their subjects
in natural language. : '

b) Gangway Guide: These are placed in each gangway and they show the class numbers of the
books covered and their equivalent subject names in natural language,

¢} Bay Guide: As you know, bay is the part of the face of the book rack between two consecutive
book shelves. Bay guide is provided for each bay in the stack area and it gives the inclusive class
numbers of the subjects covered in thar bay and their corresponding subjects in natural language.

d) Shelf Guide: Every shelf in the stack area should be provided with a shelf guide mentioning
the inclusive class numbers of subjects covered and names of subizcts in natural language.

e} General Guide: Normally, this is displayed near the a. « of the stack area. It gives a plan
of the complete arrangement of shelves in the stack area. i~ dition, the library may display a
layout diagram of its various sections near the main door (entrance) of library building.

Apart from the above, the maintenance section also prepares General instruction guides
such as the following for displa: in various sections of the library:




No smoking please

Thank you for mammmmg silence.

Please do not shelve the books. Leave them on the readmg tables
Save power. Switch off lights and fans when not reqmred.

Use spittoons. - ' '

An up-to-date, accurate and easy to follow. guiding system facilitates optimum use of the
library resources: : ’

vi) Document Mamtenance

Due to normal wearand tear,the tags (Spine labels) on books are llkely to becomc faint or
invisible or they may even fall off. In such cases, the maintenance section should arrange for
the preparation and pasting up of fresh tags. Also, the maintenance section should undertake
regular examination od physical condition of books on the shelves and remove worn out/torn or
damaged books for repair/binding.

vii) Maintenance of Shelf List:

As we have already seen in section 19.2.3 (i), there are a number of sequeﬁccs (collections)
in a library. We should have a system which enableg us to keep track of documents in various
sequences. This is done with the help of shelf list '

e sdtne order as -théy are plz;iced on the book
Js measuring 7.5 ¢cm x 12.5 cm. These cards

Shelf List: This is a catalogue of booksye
shelves. Usually, it consists of standard-si
may be either coloured or without lingg, TheMracteristic feature of shelf list is that the cards
are arranged in the classified order, t%n the same order in which the books stand on the
shelves, Each shelfiist card con tial bibliographic detaits such as call number, accession
number, name of author (s), thig} edition, year of publication, etc., Generdlly it is not meant

for public and it should%?‘e ded pmperly as-it is an important record..
ment - ' |

Principle of parallel

As already mentioned above shelf list cards are arrangcd in exactly the same order as .
the books on the shelves.. We have to maintain differnt groups of shelf list cards for various
sequences (collections) in the Ebrary such as reference sequencee, periodicals sequence, rare
books sequence, etc. The principle of paralle]l movement prescribes that if a book is shifted from
one sequence to another, then its shelf list card should also be shifted accordingly. For example,
if a book is transferred from the general collection to the rare books collection, then its shelf
list card should also be shifted from the general collection shelf list to rare baoks shelf list.

Purpose

Shelf list serves many useful purposesz

- it enables maintenance of proper sequence of books.

- It helps us to replace a book in its correct place.

-t shows the location of book on the shelf.

- It serves as a record of temporary sequences created in the library such as binding sequence,
correction sequence, etc.

- Tt is of immense use in stock verifi catlon work.




The maintenance section i< entrusted with the task of preparwg, maintaining and updating
shelf list. This is considered as a very important job and it should be done with great care and
responsibility.

viii) Shelf Rectification:
In a library books are likely to be misplaced due to the following reasons:

a) Deliberate hiding of useful books by selfish users.
b) Unintentional misfiling of books by readers browsing in the shelves.

¢} Library staff may file books at wrong places. This may happen unintentionally or in some
cases may be due to their laziness or tendency to avoid work.

If the required books are to be found on the shelves, then the filing order on the book
shelves should be perfect. Mistakes, if any, should be corrected on regular basis. This process is
referred to as Shelf rectification It is simply replacing the misplaced books in their right places.
This can be done by reading the shelves in a systematic manner, locating the wrongly placed
books and putting them back in their correct posItions.

In an open access library, more number of books are likely to be misplaced as the readers
are allowed to move freely in the stack area, browse the books andaake out the ones they wish
to read. Hence, in [ibraries following open access system, shelf r
regularly,

ix) Stock Verification: ' O

1t 1s the physical check up of documents recorc the library. Its main aim is « find
out the loss of books, if any. This is one of t ostymportant functions of the maintenance

jon should be done more

~ section. We shall discuss about it in detail in 19.6.

%} Binding:

Binding is regarded as one of the vital fufictions of the maintenance section. The maintcnim

section ¢an locate the demaged books during its operations such as shelving, shelt rectuication

and stock verification. Such damaged books can be sent for binding to keep them in good
physical condition. '

Xi} Vigilance:

In libraries, particularly those following open access system, the staff of the maintenance
section are expected to keep a close watch on the activities of readers in the stack area, This is
done to protect the collection trom damage by vandals through such acts as tearing off pages,
stealing books, etc, Adequate number of maintenance staff should be stationed at important
places in the stack area to keep watch on the readers.

Self-Check Exercise-1
(a) List out the functions of maintenance section.

Note: 1) Write your answers in the space provided below.

1) Compare your answers with the model answers given at the end of the unit.




............................................................................................

b) Mention the various types of guides that should be prepared by the maintenance section.

.............................................................................................
.............................................................................................

.............................................................................................

.............................................................................................

.............................................................................................

19.3 STACKING PRINCIPLES :
In the present times, the philoso un;:mg library services is that “hooks are for use,

not presegvation”. Accordingly, the a stacking system should permit proper Gigplay of
yarious documents so that rea@‘l et hold of them easily and quickly. A good stacking

system would

- provide for maximu ge capacity with minimum [oss of space,
- enable storage of all types of documents -books and non-book materials.

- offer quick access to books and related areas such as library catalogues, circulation counter,
etc.

- have facilities for proper ventilation providing adeguate flow of fresh and dust-free air,
inciuding facilities for controlling temperature and humidity.

- have sufficient degree of artificial lighting.

- enable us to go in for future expansion to meet the demands of storing increasing number
of documents added to the library collection.

19.4 STACKING SYSTEMS

Having learnt about the stacking principles, let us have an overview of various stacking
systems in use in libraries.

A good stacking system will not only provide for economy of space but also enable the

users to consult the books on shelves with ease. Space is one of the major problems in big

tibraries with growing collections. The different stacking systems attempt to offer solutions to
this problem. The mnajor stacking systems are: . :
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- Double Rows on %Fixed Shelves

- Hinged Stacks

- Rolling Stacks
- Multitier Stacks -
- Tower Stacks |
- Compact Storage’

- Conventional Shelving
19.4.1 Double Row_s on Fixed Shelves

Books are arranged in two rows on normal fixed shelves, that is, there is a visible front row
of books and another back row of books behind it, partly visible. Although this system increases
the number of books that can be shelved. Tt is very difficult to take out the books on the back
row. To avoid this problem, a modification is made; two saparate shelves for two rows of books
are used and prowsmn is made for the swinging of front layer to the side to consult bocks on
the back row.

19.4.2 Hinged Staéks

In this system also two shelves are used; one shelf is fixed anf\the second is jointed to the
first one with the help of hinges at one side. As a result, the mpRte sheif in the front can
be operated like a door and the books in the rear shelf (which is ed) can be consulted. To
ensure smooth movement of hinged shelf, rollers are prot its bottom and they slide on a

curved metal track fitted to the floor. :
19.4.3 Rolling Stacks Q
In this system, the stacks, which are made?fai, are provided with the ball bearing wheels

at the bottom. They are ptaced adjuce each'other and the ball bearing wheels enable us to
move the individual units without mu culty.- It is stimated that about 50 percent more
bocks can be stored in this merhods when' compared to-r.ormal fixed stacking system.

19.4.4 Multitier Stacks

It s composed of wooden stacks supported by metal framework right from the basement
to the roof. It is the basement which bears the loads of books and shelves and as such it has a
strong foundation. In thls method, it is desirable to go in for vertical expansion of stacks rather
than horizontal one as it is more economical and floor of stack area being made up of wooden
tramework or light steel or concrete frame may not be able to bear the heavy load of multitier
stacks The method has been adopted by a number of Indlan libraries to save space,

19.4.5 Tower Stacks

In this system, the stacks, which reach the roof level, are placed adjacent to the walls and
fixed to them. As.aresult the walls provide support to the stacks, A major disadvantage of this
system is that it is very difficult to reach the top shelves of racks Moabile fadders or step stools
should be provided to gain access-io the top shelves. ' '

19.4.6 Compact St{n age

This is a space saving, modern system of btonng library materials. A[thouoh COI'I1pd(.[ storage
systems are in use since last cenfury, they have gained popularity during the past two decades.
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At present, a vanety of types of compact Storage systeinis are avaitable in developed counftries
such as US.A., UK and Canada. However, in India they are very rarely usec. Recently, M/s.
Godrej & Boyce Manufacturing Co. Ltd., had inatroduced their compact storage system. But

whether this system is suitable for storing heavy library books is not clear.

Compact storage systems are specialised types of sturage equipment which allow considerable
increase in the tota! space available for storage. 1t is called as compact storage as the materials
are stored in a highly compact manner. '

Compact shelving is of the following three types:
-i) Stationary shelves combined with movable revolving segments.
ji) Stationary shelves with movable drawers.
iii) Movable sliding shelves.

A simple compact storage system is explained below raking thc one being manufactured
by M/s. Gedrej & Boyce as the example. In this system, the storage units are mounted on
mobile trolleys thereby elementing non-productive aisles (passages for movement of persons).

The movement of storage units on rails can be done manually or mechanically by using the
handles provided. {See Figure 2)

How Space is saved? :
Examine the figure 3 given below which sho th concentional shelving and compact
shelving. In the conventional shelving muc is left for aisles (passages between racks). By

adopting compact storage space can be incriagad by about 50 per cent. This is made possible as
aiste space is reduced thorugh use of le racks.
Advantages:

i) 1t increases space a Mgbie tOr storage of books by about 50 percent.
i) Books can be protec el from dust and light.

iiiy Security of books is enhanced.

RAILS FOR
MOVEMENT OF
STORAGE UKILTS

n| 0O U

ol j o
— : | SE— a
7~ — | 5;
SINGLE DOUBLE STNGLE '
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MOVABLE MOVABLE FIXED
UNIT . UNIT UNIT
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Figure 2: Compact Storage System
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Disadvantages:
i) The floor may not bear the load of storage unit. _
ii} The cost of installation and maintenance considerable.
jii) Tt discourages browsing by readers as books are not directly Wgceghible.
iv) Moving units may produce noise.
v) It is cumbersome to shelve books as the units shoul oved to and fro to gain access

to the required shelf.
vi) Tf proper security system i3 not provided, then ad@idents may occur,

19.4.7 Conventional Shelving

This is the most prevalent systent @brarie& In his both single-faced and double-faced
book racks are used. Generally, the singlcXg€ed book rack < are placed near the walls. (See figure
4) Books are stared in open racks which are placed in par. !lel order with passages of about 1.35
metres between rows. As per the standards prescribed by the Burcau of India Standards, the
gangway between racks should be 1.35 metres. The distance between the side face of the rack
and the wall bearing windows should be atleast one metre.

Single faced racks may have 6-7 shelves while the double-faced one may have 12-14 shelves.
According to the Guidelines for public Library Systems and Services, issued by the Raja
Rammohun Roy Library Foundation, the standard dimensions of book racks are as follows:
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Figure 4. Specimen Layout of Stack Area 392
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Standard Dimensions of Book Racks:

Height Length Depth Height of
lowest shelf
from tloor
level

&

(ig miNgmeters)

Double-faced rack 2175 18 460 100
Single-faced rack 2175 ('\mo 230 100
N/

Note: For over-sized documents th hs of 600 mm and 300 mm for douljle-faced and
single-faced racks respectively qpagecofgmended. Shelves should be able fo carry a load of 460
kg per shelf,per bay.

Generally, there are th@us of book racks:
i) Open Skelcton Type: W has strips on side and back.

ii Closed Type: In this sides and backs are covered with sheets.

iii) Side Closed Type: In this only the sides are covered with sheets.

1t is estimated that only 30 percent of floor space is actually used for placing the book vacks.
The rest of the space is left for passages to allow free movement of readers in the stack area.
This system has the advantage of providing high accessibility to book racks. However, in terms
of saving space it is not a good system. This conventiona shelving system is regarded as the
best one for library collections which are heavily used by readers and for libraries following open
access system,

Self-Check Exercise-2

What are tower stacks?

Note: i) Write your answer in the space given below.
i) Compare your answer with the model answer given at the end of this unit.
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19.5 SHELF ARRANGEMENT

The main aim of shelf arrangement is to help in the location of the required book easily
and quickly and if it is not readily available to suggest alternative titles. The arrangement of
books on the shelf can be done in a variety of ways:

i} According to their Size: For arranging books by size, the collection can be divided into
three broad groups: small-sized books, normal books and over-sized books. '

ii) On the basis of accession numbers: This is usejfuf in libraries following closed access system
and having detailed and indepth subject and author catalogues. It can be adopted in large -
libraries like national libraries or national depository libraries.

iii) According to nature of materials namciy, books, periodicals, reference books, non-book
materials, etc.

iv) According to purpbse, namely, reference, lending, etc.
v) On the basis of category of readers, namely, aduits, , chilldren, students, etc.
vi) Alphabetical arrangefﬁent by the names of titles of am

vii) By classification number given to the books%e basis of the classification scheme
adopted by the library, that is, taking intg/cohsidetation the subject content of the work.

It is not necessary for a library to agegt on single method of shelf arrangment nf books,
Often, libraries use a combination of ’ s to meet the needs of their users. For example,
in a public library, the collection may be di¥ided first on the basis of purpose : reference baoks,
lending books, textbooks, rare books, etc. This collection may be further sub-divided according
to the target groups: children’s books, adult education literature etc. The final arrangement of
books on shelves may be in classified order. In the fol [owmg sections, we shall cxplam the major
types of shelf arrangement of books, namely, :

- Classified Arrangement
.- Broken Order ._
- Parallel Arrangement.

- Block Arrangement
- Ribbon Arrangement
19.5.1 Classified Ar"rangement

In this method, the books are arranged on the shelves in the classified order, that is, on
the bass of classificaton scheme adopted by the library. Generally, class numbers are marked
on the spine labels along with author marks and accession numbers. For example, in a library
using Dewey Decimal Classification scheme, the arrangement of books w:ll start from the class
000 and end with 999. . :
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19.5.2 Broken Order

In this arrangement, those books which are in heavy demand are placed on the front stacks.
" For example, often in public libraries categories such as novels, biographies, children’s works,
topical books, etc. are much in demand. Hence, such works, are separated from the main
collection and kept in the beginning stacks. The main purpose of this arrangement is-to help
the readers to select the books they wish to read easily and quickly with least inconvenience.

Similarly, special types of books such as referenéc books, rare books, etc. are separated..
This makes them more accessible to the readers as they find all works of a specific type at one
place.

For example in a library follbwing broken 61*_der system, the front stack may contain fiction
books, followed by biographies in the second stack, etc. Later on, the other subjects will be
arranged in classified order. In other words, the arrangement is not in perfect classified order.

19.5. 3 Parallel Arrangement

In this method, books are arranged on the basis of two factors number and size. The main
purpose is to arrange the books of different sizes beiongmg to a specific subjeci- on the same
shelves avoiding wastage of space and physical effort in their retrieval. In this, small-smcd books
of a specific subject aré placed behind the normal-siged books of the same subject Large-sme
books belonging to the same subject are arrangc@e bottom most shelf. Thus a system of
parallel order is created. ' ' '

19.5.4 Block Arrangement O

In this method, books are shelvc?egul_ar shelf-to-shelf, case-to-case order on the basis
of adopted classification schemgegor example, in public libraries a modification of this meuiod
can be adopted .In a heavily Q‘wﬁlic library, non-fiction stock can be placcd between the
much used and overcrowded fictn stacks to reduce congestion and also to encourage use of
non-fiction books. But,%case there is a possibility of fiction and'non-fiction books getting
mixed up. . 3 ' : '

19.5.5 Ribbon Arrangement

This is a special type of shelf arrangement wherein fiction books are arranged on the middle
planks while non-fiction books are placed on the top and bottom planks. The main idea behind
this arrangement is to motivate readers to read non-fiction books and to discourage them from
reading fiction books exclusively. '

A decision regarding the method of shelf arrangement of books should be taken considering
- various factors such as available storage facilities of the library, needs of users, types of documents,
etc. For example, arrangement of books by accession numbers or size may be done in case of
national libraries/depository libraries. In academic libraries, the classified order may be the most
suitable one. In popular public libraries, broken order may be very helpful to readers.

19.5.6 Shelving principles -
9) "':Books in' shelves should be kept in a straight line with their spines parallel._'t_d the edge of
the shelf. ' O ' |

ii) Books should not be allowcd to 'lean’. Thc loosely shelved books should be pushed frpm
right to left and supported with book ends. o -~
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i) As far as possible, the titles of books should be vmble even without removing the books
from the shelf. e

19.5.7 Tools
For the proper functioning of a maintenance section, the following tools are to be provided:

1) Book ends or Book supports: These help us to make the books stand straight instead of
leaning, '

ii) Book lifts and trollies: While book lifts are essential for taking books to various floors,
bock trollies are required for moving books to various areas of a floor.

i) Shelving tables: These are needed for sorting books to be shelved. Atleast one such table
should be provided for each floor.

iv) Stools: These are required for short persons. They enable them to pick out or replace
books located on top shelves.

v) Ladders: These may be of two- -step or three-step and help in reaching the top of the shelves
for cleaning and dusting,

| Self-Check Exercise-3

(a) What is the characteristic feature of "classified arrange@lf books on the shelf?

Note: i} Give your answer in the space given below, .
i) Compare your answer with the model answe at the end of this unit,

............................................................................................

............................................................................................

.............................................................................................

..-....--....-.........'.--....-.....-....--.-........-‘.....--.... ...........................
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19 6 STOCK VERIFICATION

- Stock verification may be defined as the physical check -up of the documents recorded in
the library. Its purpose is to find out whether all the documents procured by the library are in
its actual possession or whethe1 any of them have been lost




Often, government departments undertake annual stock verification wherein stock articles
such as typewriters, almirahs, work tables, chairs, etc. are checked against stock register to
detect losses/thefts. In libraries, various documents such as books, periodicals, dissertations,
audio-visual materials, etc. constitute its stock. Verification of library stock is also done in
similar fashion for identifying loss of documents and for taking remedial steps against theft of
books. :

19.6.1 Need for Stock Verification

During normal course of library service operations, some books are likely to be stolen/lost,
damaged or misplaced. If a popular book, that is, which is in much demand from readers, is
lost/stolen, we may have to replace it with a fresh copy. In case of a damaged book, it needs to

" be repaired through binding. When a book is misplaced then it has to be replaced in its proper
location. If the number of such books which are lost/stolen, mutilated or misplaced is high in a
particular library, then the concerned library authorities would have to take steps to safegnard
the collection. It is only through regular stock verification that we can identify these problems.
The need for stock verification is an imperative one.

S 19.6.2 AlmS of S.fo:cl:( Verification

"The aims of stock verification are:
' i) ‘to list out the fost books.
ii) to identify the misplaced books and remhe n correct position.

iii) to check the worn-out or torn books a d them for binding.

v) to identify the books which are %orrected, for éxample, errors in class numbers on
~ spine lables, bibliographic ils od due date sips, book cards, etc.
v) to pull out the books that be weeded out.
- 19.6.3 Advantages ‘
i) It enabies us to know the lost books. This knowledge hélps the lbrarian to replace the
‘lost books, which are popular, much in demand and essential. Availability of correct and
reliable information about lost books avoids unnecessary search for these books, both by

the users and library staff members. Library staff members can provide right answer to
readers’ questions.

if) " During stock verification, it is possible to replace the wrongly placed books in their correct
tocations. Often, shelf rectification is undertaken as a preparatory step to stock verification.
Shelf rectification is simply replacing the misplaced books in their correct places. This is
done by reading the shelves in a systematic order, indentifying the misplaced books and
putting them back at their correct positions.

iiiy The long overdue books can be recalled in the name of stock verification.

iv) It helps the librarian to take decision whether to have open or closed access to book shelves.
If the stock verification reveals that the loss of books in open access system is not more
than in closed access system, then he can introduce the open access system.

v) As stock verification provides informatjon about the number of lost books, it is possible to
estimate the percentage of lost books.
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vi)

x)

It helps the library management to check about the honeéty, dedication and security
consciousness of the library staff. If it is found that the losses are due to activities of
dishonest or careless members of the library staff, then ne(,essary steps can be taken to
prevent further losses.

Normally, the books which are stolen are the ones that are most used. The library staff can
have an idea of the popularity of a subject on the basis of the number of books lost in it. If
a large number of books are lost in a particular subject, we may conclude, with reasonable
accuracy, that it is one of the most popular subjects in that library.

Stock verification helps .i_n shifting and dusting of books at regualr intervals. Thus, we can

prevent accumulation of dust and insects in the book shelves.

Stock verification offers scope for review of the library collection, We can check physical
condition of books and remove damaged or worn-out books, Also, outdated old editions
can be removed from the general collection and kept in a repository.

It helps the members of the library staff to familiarise themselves with library collection.
This knowledge would be very helpful to them in providing efficient reference services to
readers.

it facilitates maintaining the various library records such as catalogues, shelf list, accession
register etc. in an up-to-date manner. Updated records enabl®&ghe library staff members to
offer better services such as reservation, inter-library loansNocatipn of documents, etc.

b :

4 .

19.6.4 Disadvantages

i}

i)

iii)

reader services will be affected. While some 1ibgdn®s are completely closed during stock

verification, other restrict their services % ime.
Often, during stock verrifics*:. o bogks iss out are recalled for physical verification and

this causes much inconvenience t rs.

Stock verification is most likely to disturb the r¥al working of a library. As a result, the
l
ted®ti

It involves considerable expenditure, both for materia:s and manpower. In a service library,
some books are likely to be lost. This is unavoidable. The cost of stock verification is
very high when compared with the cost of lost books. Many librarians argue that it is not
advisable to spend so much just to find out what books have been lost. Moreover, a book
once lost is lost forever. There is no need to incur additional expenditure just to know
which books have been lost. If any popular book is lost, it can bé known very easily from
the repeated public demands and replaced.

19.6.5 Reasons for Loss of Books

In libraries following open access system (that is, where readers are allowed to go to the

book shelves, handle books freely and pick up the ones required by them) there are bound to
be loses. In addition, a small percentage of books issued out are also likely to be lost due to
various factors such as theft, misplacements, phy51cal damage, etc. The major reasons for book
losses are mentioned below:

i)

Certain individuals have the dangerous habit of stealing. In splte of security measures they.
Tesort fo stealing as a compuisive habit.




i) Sometimes the vigilance system in library may not be Adcquate ql.}u::h as absence of watchmen
in stack areas, improper vhecking at exif-point, etc. This fact may encourage a few mdmduals
to steal the books. This is said to be the major reason for the theft of books. - '

iii) In some cases the library rules may not permit issue on loan of ¢ertain types of documents
such as periodicals, refercnce books, etc. outside the library. As a result, the readers may
be forced to steal the required documents. '

- 19.6.6 Steps to Reduce Laoss of Books

It is impossible to totally prevent loss of books. but we can take certam preventwe steps
atleast to reduce such losses. They are: ) ; :

1) Tightening the sccur;ty check at the emt point and malnrammg strict \ngll in the stack area.
ii) Pr0v1d1ng efﬁclent photocc)py services. '

_111) Extr;:ndmg the library hours, particularly during examination periods in academic llbrarles
' Self-Chek Exercise-4
Define stock verification and state its main aims.

Mate: 1) Write your answer in the space given bglow, _
Y Compare your answer with the modgl anyer given at the end of this unit.

18.6.7 Methods
In the following sections, we shall discuss the various methods used for Stotk verifiéation,
1) Accession Register.

As you have already learnt, accession register is a stock register maintained in the library
for recording ali the documents received in the library through purchase, gift or exchanage. In
this method a Jibracy staff member takes the accessiion register to the book stack, reads out the
details of beoks i inding accession .number and another person puts a tick mark with pencil
against the particvisr accession nusber in the accession register. After checking the complcte

~collection, a list of missing books 1s made and stcps taken to trace them.

Advantage:
i). 1t is a simple method.
Disadvantages:

i) Itisacumbersome procedure as the library staff have to flip through a number of pages to
locate the required accession number for every book. If the library collection is very large,
then they may have to carry a number of volumes of accession register, '
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1) Tt is time consumine as the books on the shelf are artanged by call pumber and the books
i1 the accession register are arranged by accession number. i~ difference in arrangemcnt
of book sequences required considerable time in locaating the required accession number.

il Tt causes spoiling of the aceession register. As some tick or otlier marks are made in it for
books located, it disfigures its appearance,

Example:
Accession  Author Title Publisher Supplier Editfen  Price Call No. Remacks
Number
1. KRISHAN Library Manual  Vikas Visa- Lst 6300 0251 KRI  Checked
KUMAR lanchia '
2. MITTAL, Library Metro- -do-  dth 40.00 0251 Checked
R.I. - Administration  politan MIT

2) Separate Register With Acession Numbers

In this method, a separate stock-taking rogister is desigaed o follows

Acession 92 1993 1994 1995

6 Remarks

Number ( ’

— ) U - -
2.
3

While onc library stafi member ca Ut the acces: an number of the book on the shell,
another puts tick mark in the particular year column ag ast the caled out accession number.
After completing the checking of all books, a saparate list of books not found is prepared. Then
other sequences such as books issued, books sent for binding, cic. are checked and entrics of
those books which are found are struck off. Iinally, a list of all lost books along with their
complete bibliographic details including price is prepared and the total cost of the lost books is
found out. a

Advantage:
i) It avoids spoiling of accession register with marks and erasings.
Disadvantages:

1) It is a slow process and required much time.
ii) It cannot be used in big libraries with large callections because of time factor.

ili} Stock-taking register can be used for a limited period, may be 5-10 years, till ail its years
columns are used. After that another register has to be opencd. This involves considerable
amount of money, time and effort.
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3) Separate Sheets With Accesséion Numbers

Instead of using separate stock-taking registers as described in the previous section, separate
sheets containing accession numbers in serial order are used as shown below:

GANDHI MEMORJAL LIBRARY
STOCK-TAKING SHEET FOR THE YEAR 1992
1 11 21
2 2 22
3 13 23
4 14 24
5 15 25
6 16 26
7 17 27
8 18 28
9 19 29
10 20 30

The accession numbers are either typed, printed or marked with a humbering machine. In
this method, the accession riumbers of books which4qge located en the shelf are struck off. The
rest of the items are checked at the issue countéy, bin8ing sequence, efc. and the found items
n

are crossed out. Finally, the remaining accessig €rs are written on separate sheets along
with full bibliographic details. Thus, a list books is prepared.

This is because copies of -taking sheets can be made easily.

Advantages: v
i) Itis possible for many lingl; embers to undertake stock verification simultaneously. -
5

iy It enables comp]eti@tock verification work in less time.

4) Numerical Counting

As you are aware the accession register provides us the total number of documents available
in the library. Just through snnple physical counting of books on the shelves, issue sequencc
binding sequence, ete. we can know the total number of books actually available in the library.
By substracting this number from the total number of books as per the accession register we can
find out the number of lost books. : '

Advantages:

i) 1tis a very simple methed,

it} It provides a rough estimate of the loss of books.:
Di.sad'vantages:.

i} It can be used by only those libraries which do not wish to go in for actual physical verification
of each book in the library.

ii) It cannot tell us which books have been lost and their total cost.




5) Book Cards

This method utlllses the book cards available in each book. These book cards are removed
from book pockets and rearranged according to accession numbers. After checking all possible |
places such as issue sequence, binding sequence, cotrection sequence, etc. finatly a list of missing
accession numbers is -prepared and their bibliographic details ascertained -from the accesson
register. After stock verification, the book cards are rearraanged by call number and replaced
in their respective book pockets.

Disadvantage:

i) This is a very cumbersome method eSpec1alIy when the library has several thousands of
boaoks. :

6) Check Cards

o

In this method, check cards measuring 5 ¢m x 7.5 cm are used. Every book rack is allotted -
a serial number/symbol. A check card, containing accession number and location symbol is
prepared for each book. After preparing check cards of all books on shelves, under issue, sent
for binding, etc. they are arranged according to accession numbers. This helps us to identify the
missing accession numbers and to prepare a list of untraced books.

Disadvantage:

iy This method is of use in small libraries which do not h#¥®ghelf fist. For libraries maintaining
shelf list, it is a sheer waste of time and money to p % check cards. :

7) Sample Stock Verification

This involves selecting a portion of t ibrary collection using a suitable sampling
method and doing stock verification. Often thgse sections which are heavily used are verified.

Through this method we can make a stimate of the loss of books.
8) Computer Application

In this method, the accession numbers of the books present on the shelw_es, issued out on
~ loan, sent for binding, correction work, etc. are noted on plain paper and then punched on punch
cards. This information is recorded in the computer. Also, the accession numbers of the total
collection of the library are also fed into it and the computer is asked to give as output the list
of missing accession numbers. These accession numbers represent the lost books. The reliability
of this method depends on the accuracy of data (accession numbers) fed into the computer.

9} Stock Verification Using Shelf List Cards With Special Columns

The methods described above suffer from many disadvantages and are not much used in
reputed libraries. They do not help us in shelf rectification, that is, replacing misplaced books in
~ their proper locations. This is mainly because most of the above methods use accession number
as the basis for checking. Moreover, they do not enable us to know easily if a book is shelved
in its correct place. So, a new method using the shelf list was developed for stock verification,
If you wish to rccollect about shelf list, please see section 19.2.3 (vii).

For the purpose of stock verification using shelf hst cards the following conditions should
be fulfiled:

ij Shé]f list should be up-to-date, accurate and properly arranged. _
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ii) It should be in card form.

iii} Shelf list cards should not oniy provide essential bibliographic details but alsc have space
for noting stock verification entries. '

iv) Shelf rectification should have been done properly.

v) 'The call numbers of books should be individualising and the spines of books should bear
cal{ numbers. This would enable us to identify the books by reading the call number.

An example of a shelf list card with special columns is shown below:

Ui5.81 Hyman, RJ..

Shelf access in libraries /
R.J. Hyman. Chicago: ALA,
4500 1982 ..

-

[ 1902 | 1993 1994 | 1995
199 | 39971 1098 | 1999

o !

In this method, a library staff member takesNhe drawer containing shelf list cards to the
book shelves. Another staff member reads g#ond the cali number of the book on the shielf by
looking at the spine iabel or inside the b the person with the sheif list cards locates
the particular shelf list card of that cglled b8k, puts a tick mark in the relevant year column
and pushes the shelf list card toward%elf. This precess goes on tif! all the boeoks of the
day’s quota are checked. The g ist cards of those books which are not found on the shelves.

are lifted and made to stand o =it short edge. Then, these shelf list cards are checked with
other sequences like iss ence, binding sepuence, withdrawals sequence, etc. At the end
of stock verification, a fi of these standing shelf list cards is prepared. This list provides

information about the lost/missing books. The books in this list are written off after making
necessary entries in the withdrawals register. The shelf list cards of the books withdrawn are
arranged separately in a withdrawals sequence.

Advantages:

i} Itis a quck and easy method as the arrangement of books on the shelves and the: shelf list
cards is same.

ii) Simultaneously many persons can do stock verification work with each person taking a shelf
list drawer.

Disadvantages:

i) As it involves putting a tick mark on the shelf list card, some time is required.

ii) In view of limited number of columns that can be accommodated on a shelf list card, they
may get filled after a few years. Consequently, we may have to prepare new sheif [ist cards
for all the books in the.library callection. :

jit} If the library is following descriptive cataloguing, there may not be sufficient space to draw
columns on the shelf iist card.
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16) Shelf List Cards Without Special Columns

This method is exactly similar to the one described above except for the fact that the shelf .
list cards do not have any columns for making stock verification entries. If the book is found,
then the checking person simply pushes the particular shelf list card towards himself. The other
procedure is same as the above method.

Advantages:

1) It enables us to do stock veritication very quickly.
iiy Many individuals can do it simuitanecusly.
i) It assists us in shelf rectification.

v As the books on the shelves and shelf list cards are in same order, checking is very easy.
11) Dr. S.R. Ranganathan’s Method (Combining Shelf Rectification and Stock Veritication)

Dr. S.R. Ranganathan advocated & system which combines shelf rectification with stock
verification. He said that these jobs should be done in a phased, smooth manner so as not to
disrupt the niormal services of the library, that is, without closing the tibrary or restricting the
services. The various steps of this method are described below:

i} Deciding the Quota: As a preliminary step, the quota of b@ be checked for the day
is decided. Then, the correspanding shelf list card frays are t out. -

it} Checking With Charged Tray: The next c*ep is to t the issue counter. The issue
counter assistant cails our the call numbers of alling in the day’s quota) from the

issued books sequence, The checking person m ¢ shelf list card of the book called

stand up, thereby making their call numb jsible? So, at the end of checking, all the shelf
list cards which are standing on their shone g are those of books which are issued out

an loan, .
1ii) Shelf Rectification: Before embarkingn checking book shelves, shelf rectification has to
be done. In addition, ali the returned books should be filed.

1v) Shelf Checking: This is done by two persons; while one person calls out the call number
menticned on the spine label of the book, another person checks for that card in the shelf
list tray, finds it and then he simply pushes it towards himsclf, If he finds any shelf list card
which has not been called, then he removes that card and puts in investigation box. The
cards in investigation box represent those books which are not found.

if) Investigation: The person checks for the books i_n the investigation box at the following
places:
- books just returned
- books left on reading tables
- books in reader’s hands

- misplaced books

After this stage, the shelf list cards of those books which are traced are replaced in thei;
shelf list trays.




vi) Reporting: Finally, a list of books which are lost is prepared. On the basis of this report
the librarian takes corrective steps such as

- replacing important and much-in-demand lost titles.
- writing off lost books not much in demand.
- strengthening security measures.

According to prof. Krishan Kumar (Lihrarjr_ Manual p.196), a slight modification can be
made in the above method by including one column for year of stock verification. A tick mark
or initials can be put against the years on shelf list cards of books which are traced.

Advantages:
i) It can be adopted without either restricting services or closing the library.
i) Itis most suitable both for small and large libraries,

iii) It enables the library to undertake stock verification as often as necessary. For example, a
section in which there is heavy loss of boeks can be subjected to stock verification at frequent
intervals and if the situation warrants those sections can be shifted to reserve section.

iv) Tt can be done by a number of persons as varipus sections can be entrusted to different
individuals. '

v} It can be done quickly.

vi) As it is combined with shelf re;tiﬁcatchndbics the library to locate Imisplaced books
and replace them at their correct ipns. '

19.6.8 Controversial Issu

1) Responsibility for m@ooks: - .
Particularly in small libraries, the loss of books is a major problem for librarian$. Sometimes |

the librarian may even be asked to pay the cost of lost books from his salary. This often happens
" in public libraries. . :

In Western countries, the librarians are not hefd responsible for loss of books. Unfortunately,
in India they are made accountable for the lost books. Of late, fortunately, there are very few
cases of action being taken against librarians for lost books; this has been mainly due to the
efforts of library associations. If the loss of books is within the permitted level, then it should
be written off by the library authorities. The permitted level of loss of boaks, as specified by the
Government of India, is three volumes_i)er one thousand volumes issned/consulted in a year.

In cases where there are heavy losses, that is, those above permitted levels, detailed
investigation has to be done and preventive steps taken to avoid further losses. If there are any
dishonest librarians, then disciplinary action should be taken against them.

2) Frequency:

o

We can undertake stock verification in a small public library once every year. But we cannot
do the same in case of big libraries with large collections running into lakhs of books. In these
libraries, it is better if the shelf rectification and stock verification are done simultaneously.
Those sections where there are heavy losses should be subjécted to stock verification frequently.
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Based on the coverage, stock verification is of two types:

i) Complete Verification: In tiis all the documents in the library are physically checked.

i) Sample Vérifcatioﬁi: In this only a specific part (sample) of the total collection is verified.

The Government of India has issued guidelines relating to stock verification in libraries. It
states as reasonable Joss of three volumes per one thousand volumes issued/consulted in a vear.
However, such losses should not be due to d:shoncsty or negligence on the part of the librarian.
Loss of books of the value exceedmg Rs.200.00, rare or special books should be investigated and
action taken. All such books can be written off by a competent authority only. It also provides
that stock verification should always be subject to surprise checks by some independent officers.

| FREQUENCY OF STOCK VERFICATION
{accorn‘ng v guidelines issued by the Government of India)

Total Whether complete or sample Frequency

document verification to be done

collection '

Upto 20,000 Compléte-verification Once in a year

volumes - ' (If the [ibrary has only one quali-

fied libragy staff member, then Ithe
veriﬂ%’nay be done atleast
once j € years.)

20,001 to 50,000 Complete verification t once in three years

volimes - : . :
Above 50,000 Sample verification - ?\Atleast once in five years.
volumes " (If such verification r un

usual or unreasonable o1 3ge,
then complete vepffation Should -
be done.)

3) Closing the Library -

\

1t is a normal practice for the library to close down completely whenever they take up stock
verification work. This disrupts the rhythm of library service and it should be avoided. We can
select those stock verification methods (such as the one using shelf list cards) which do not
require closing the !ibrai'y or limiting the reader services.

4) Who Should Do Stock Verification?

Generally audit is done by persons who come from outside agencies/ government departments.
This is a statutory requirement. But, in practice an exception has been made in case of libraries
wherein their stock is certified often by library professionals only. It is preferable if the library
stock checked by library professionals as they have intimate knowledge of varinus library sequences
(collections) and are better equipped to trace any missing books.

Self-Check Exercise-5

A library has over S0,000 documents, How often should stock verification be doné by it
according to the guidelines issued by the Government of India? Should it be sample verification
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or complete verifcation?

........................................................................................

.........................................................................................

.........................................................................................

19.7 WEEDING

Scon after stock verification, it would be possible for a library to undertake the work

of weeding out books from its slock. Weeding or discarding is the process of withdrawing
unserviciable reading materials from circulation in a library. The following types of books are
weeded out:

i)

iii)

V)

(Qid Editions: Sometimes following the publication of new editions, the old editions become
outdated. They can be weeded out. However, it should be dene with great care since some
of the old editi'ons_ may contain certain useful material not inciuded in the new cdition.

Obsolete Books: The thought content of soge bdgks may become vbsolete and sometimes
they may provide wrong information. Such oMggafed books can be safely withdrawn from

damaged. The condition of the may be such that it can no longer be used by the
reader. In such cases, the oks¥which are shabby and cannot be bound, can be weeded
out. If there is demand forshy stich book, then a new copy coulid be purchased and replaced.

the collection. Q
Torn or Damaged Books: If theﬁooks heavily used, then they are likely to be torn or

Unuosed Books: In%s, there are likely to be some books which are never used by the
readers. Such books 8n be removed from the active collection and deposited in a store
room/ repository,

19.7.1 Advantages:

.
ii)

i)

It provides adequate space for book stock that is being used actively.
Removal of shabby and torn books makes the collection much more attractive and appealing.

The library collection is likely tc be extensively used as the readers find new books or latest
editions of books on the shelf.

19.7.2 Disposal of Wecded Meterials

1)
if)

i)

The weeded out materials can be disposed off in any of the following ways:

Gifting to local libraries which are likely to wtitise them.
Sending them to depository centres at the regional/state/ national level.
Maintaining a separate sequence of weeded out books in the library.

Selling them as waste paper.
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19.7.3 Process

Weeding out of unwanted books has to be undertaken periodically, The guidelines issued
by the Government of India allow the librarians to dispose mutilated/damaged/obsolete volumes
if it serves the best interest of the fibrary. However, they prescribe that disposai of such
volumes should be done on the recommendation of a three-member committee appointed
by the Administrative Machinery/ Department. The committee should certify that the books
mutilated/damaged/obsolete are not fit for use. Weedng out should be done by the librarian .
exercising great care, following the prescribed procedure and with utmost caution.

Self-Check Exercise-6
Mention the types of materials that can be weeded out of a library.

Note: i) Write your answer in the space given below. _
i} Compare your answer with the moodel answers given at the end of this unit.

19.8 SUMMING UP

In this unit, we have seen that the maMEnance section of a library plays a vital role in
the proper arrangement, display and in"good p vysical condition of the various [ibrary
documents. This is done to ensure that cuments reg rired by the readers are made available
to them quickly and easily. The maintenance section pe:forms a variety of functions such as
replacement of documents in shelves, location of documents, shifting of collections, preparing
and maintaining guides, maintaining the documents in good condition, shelf rectification, stock
verification, arranging for repair and binding of damaged books and maintaining vigil in the stack
area to avoid thefts. The ultimate purpose of all these activities is to encourage and facilitate
the maximum use of the library collection by the readers.

19.9 MODEL ANSWERS TO SELF-CHECK EXERCISES

1(a) The functions of maintenance section are:

1) shelving

i) document location.

iii} collection movement

iv) duosting and cleaning

v) guiding

vi) document maintenance
vii) shelf rectification
viil}) maintenance of shelf list
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UNIT-20 : BINDING AND PRESERVATION
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20.17 Recommended BookKs

20.18 Glossary '

20.0 AIMS AND OBJECTIVES

This unit aims to introcluce you various binding and preservations methods used in libraries.
After studying this unit, you should be able to:

o undesstand the objectives of library binding and criteria for binding of various types of
documents.

"'« describe the process of biurling.
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e identify the various types of binding and their use,

o familar with the materials used and specifications for binding. '

» have an idea abou; the drganisation émcl management of binding section in a library, :
+ discuss the need for and methods of preservatidn. ' |

e identify the various destructive agents of library meterjals.

20.1 INTRODUCTION

It is universally admitted that a library is a growing organism and the main parts of the
organism that are capable of growth are the books, the readers and the staff. Thousands of
books and periodicals are daily published all over the world. Each library adds to its collections
some reading materials according to its funds and policies.. Books and periodicals are issued
to readers for their use. In this process naturally, wear and tear of thg'l'readin'g materials is
inevitabe. Some materials ot of lasting value are weeded out and written off but there are
some publications which are repaired for the constant use of readers. It is here that the need
for binding and repairing of books and periodicals comes into picture,

Book binding is the art of attaching stout covers by means of tapes or cords to the sewn

gatherings of books for their protection and convenience of handligg, and originated when thc_
codex form displaced the rolled manuscript. ' \ > '

202 BINDING o e
20.2.1 Objectives of Binding E - 8
The major purposé of binding is to stren the book .so that it ‘can bear the wear and

n
tear of the readers’ use and to enable us to @Dthem for future use.

The three major objectives of bin@: ' : '
e to increase the life span of the book throu gh protecting it within certain covering materials

such as cardboard, leather, rexin, plastic sheets, etfc.

‘s to add to the durability of library documents. (Durability means maintaining in good shape
when in use). : : o

¢ to enhance the aesthetic appearance of the various library documents. If the damaged
books are properly repaired and bound, then they are likely to attract more number of
readers. 3 -

20.2.2 Binding Policy for Libraries

The practice of getting the books and periodicals bound varies from library to library. Some
libraries get their materials bound through the commercial book binders, while some prefer to
have their own binders.

At times, the question arises whether a papérback edition or a book has to be bound as._
soon as it is purchased: or after its use for some time when the cover becomes loose and the
' stitching breaks. Some libraries prefer binding of books as soon as they are purchased while
some others only after they are damaged. This is one of the reasons why the library prefers
purchasing library editibns, which are bound originally. Even these types of bound books need
to be rebound after some time when they are worn out and torn. The books that are originally _'
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bound possess case binding and hence need not be bound completely because they retain their
cardboards intact, but require only repairs with calico and stitching.

The question of biﬁding should also be discussed mot just from the points of view of
decoration and economy, but from the perspective of utlity and st_rcngth and its strength to
* withstand wear and tear resulting from constant use. '

What is to be bound?

The librarian is the person who has the ability to say that a particular type of book requires

4 particular type binding. Rinding of books is not a big problem in the case of scientific and

" technological books and reference books like dictionaries, direct vies and encyclopaedias which

are originally case-bound accroding to their value, use and requirement. Butitisa problem with
fiction and other language books and especially with books published in India.

Criteria for Book Binding

All the books do not require the same attention. Only books that require binding should be
bound and the rest discarded, and withdrawn from the stock. For example, fiction books need
not be paid much attention with regard to their binding. Subject books cn sciences, humanities,
technology, reference books, manuscripts, etc., should be bound according to their purpose and
utility. Apart from the cost of the book, its utility and purpose, the number of readers using

wmerits of various types of binding like leather binging Yyith gold-fettering {Law-book binding),

it should be the criteria £ book binding. Eve;@ards back numbers of periodicals, the

bwiedge of the technical aspects of the binding
work is a most valuable asset to the liprarian: the proverb goes, "a stitch in time saves nine",
Unless the book is bound in time, it i ossible to preserve it '

full calico binding, half leziner binding, ordigagg typ binding and wrapper binding should be
considered before taking iiie final dccision.‘ '

W.R. Thurman, formerly@&a foreman of the New York Public Library offered certain
criteria for deciding the JapdingNpolicy. He suggested that the librarien may ask himself the
following cleven questi re sending a volume to the binder:

i) How much use is the volume going to have?
ity In what way is it going to be used?
iii) What kind of readers are going to use it? |
iv) How guickly does such a volume usually get worn out?
v) At what points will it be likely to get most worn out?

vi) How long are the contents of the book going to be timely and how soon will they have only
historical value?

vii) How much is the book worth now? How much.is it likclj.; to be worth in the future?
viii) Can it be easily replaced now? Can it be easily replaced in the future?

ix) Is it such a size and weight that it needs special attention of the binder?

x) How about the kind of paper in the volume, plates, maps, inserts, etc.? .

xi) What is the present condition of the book or periodicals?
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20.2.3 Binding of Ceriain Special Types of Documents
(&) Periodicals

The periodicals department generally maintains close relations with the bindery, and par-
ticipates in the formulation of binding routines. The department also has the responsibility of
arranging the volumes for the binder and making su. 2 that title pages, indexes, supplements,
inserts, errata sheets and other parts are included in the volumes, Library manuals shouid
provide guidelines for binding, quality of paper, format, intrinsic value, and possible or probable
use. '

(2) Newspapers

Of all the source materiuls bearing upon the life of a community, the local newspaper is
probably the most comprehensive, easiest to secure, and the most evanescent. Each nevispaper
file is expensive; the cost of subscription, binding, storing the bulky volumes, and seqvicing the
newspaper back volume collection may quickly take up a large part of the library’s budget. The
library’s responsiblity for preserving local materials should be taken up seriously. Of course, the
number of local newspapers purchased may create an acute problem. Most libraries will find
it necessary to maintain a file of atleast one large metropolitan daily. Rag-paper editions and
microfilm editions of these publications tend to simplify this part of the conservation programme,

(3) Pamphlets

Libraries collect pamphlets. If these materials are to be uw@t advantage considerable
attention must be given to their proper care, Some researck lbriM bind pamphlets mych as

they bind books in boards with cloth or paper covers, A fd pries group pamphiets on special
subjects and bind them into volumes. Other libraries plac3Nefnphlets in vertical files, books or
envelopes, or wire staple them into manila covers. cision as to which method a library
sheuld follow will depend upon the emphasigmiacedyon preserving pamphlet materials, their
nature, probable use both present as well as

(4) Binding ol Gther Reading Materi

Very thin items, especially if they are¥in a similar. ser e, may be held, tied in boards, untif
thick enough to he combined into a regular cloth volume: but if they deal with varied subjects,
they can be better bound as individual volumes. Some items are printed on paper which is of
too poor guality or fragile for reguiur Linding. If these materials are to be retained permanently,
then they may have to be Japanese tissued or otherwise protected and then bound, or, they
may be placed in cloth portfolios and marked to match other parts of the sets if these have
been bound. Materials such as press releases, which have awkward formats insufficient margins,
will also need special attention. As noted earlier, distinction should be made between items
which are rare and those which require less expensive treatment. Finally, consideration should
be given to the probable use of materials, Items that are likely to be heavily used may be bound
In separate pamphlet style covers, On the other hand, items that are likely to be little used may
be kept unbound indefinitely.

' Mending and Repair of Books

Whether the library maintains its own bindery or not, it will have to face problems of repair.
The decision which needs to be made involves determining what to discard, what to rebind, and
what to repair. Books in bad condition and worn out beyond repair should be considered for
permanent removal from the collection. Qutdated books, especially text books and technical
books can be discarded. )
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Both fiction and non-fiction books which possess any of the following characteristics may
rebound:
» heavily used continuously

e established as standard works
o expensive titles
Mending is done when
e pages are loose, torn or rumpled.
s back is breaking at the joihts, either at the top or bottom.

e spine or joints are broken.

Self Check Exercise-1
What are the three major objectives of library binding?

Note: i) Write your answer in the space given below.
ii) Compare your answer with the model answer given at the end of this unit.

.......................................................

...............................

20.3 BINDING PR&SES -

The process o binding may be conveniently studied under the following 8 headings:

i) Folding
ify Gathering
ili) Sewing
iv} Gluing
v) Rounding
vi) Trimming
vii) Covering
viii} Lettering and Tooling

i) Folding

Folding is done by hand with a bone fbldin_g-stick. Because of continuous practice, great

speed and accuracy are achieved. Subsequent folds are made in the same mannes to complete
the section.
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ii) Gathering

The signatures, wnich may be a letter or figure, are placed by the printer for the guidance
of the binder at the foot of the first page of each section. These are visible when folding is
finished. The sections are gathered together in correct sequence according to the signatures.

Please remember that the above procedure is for binding of new books coming out of the
printing press. In case of library books and periodicals, the following operations are necessary :

a) Collation: All the parts and pages of volume are arranged in ~~rrect order. For example, in
case of periodicals, all the four issues of a quarterly periodical shorli be placed in proper order
carefully.

b) Pulling: If an already bound book has to be rebound, then it has to be first "pulled”, that
is, separating cover from text, removing stiching threads, adhesives, ete.

iii) Sewing

After gathering, the sections are sewn together. Sewing is done on a frame. The vertical
cords stretched on the frame are primarily intended to fasten the book to the boards and they
are responsible for the projections on the spine of the hand bound book. The binder has the set
of sections before him,.and he takes them one at a time and sews gach to its neighbour on the
frame, turning the thread round the cords and using a series f stifghes of the kind hallowed
by tradition. The final result is that each section, sewn through middle is attached to its
neighbour at head and tail by special stitches calied "K STITCHES" and also to the
cords, When all the sections are sewn, the cords are cut le3 short length projecting at each
side: these ends are called ‘SLIPS’ and will be used ?{1 attaching the book to its boards.

But, first the book must be consolidate Nhis % doue by hammering the edges where
the folds lie and is completed by putting theNafok between boards and screwing it down in a
standing press for a whi:le. Before cnns ion tfe book is a loose, floppy collection of sections,
afterwards it has the firm, solid feeh’ng%r to every . ne. :

iv) Gluing

The spine is now given a coating of glue, which is applied with a brush and well worked in
so that it penetrates between the sections and helps to hold them together. The glue is allowed
to dry until it is elastic.

Then, the rounding of the spine is done.
v} Rounding

Rounding is carried out with a hammer. The book is [aid on a firm surface and tapped with
the hammer until it assumes the correct shape, after which it is placed in a press between backing
boards and the outer sections are tapped over to form the joint. Next the spine is covered with
paste and left to soak until the glue is soft enough to be scrapped off, leaving a surface clear and
clean again except for hair lines of glue showing where the adhesive has been forced between
the sections. The book'is then nipped up sgare and left to dry. '

The boads in which the book is to be bound are cut to size so that they will project in the
familiar way on the foredge, head, and tuail when the edges of the book are trimmed later. They .
are lined with thin white paper, which as it dries, causes the boards to be drawn inwards, This
helps to counteract a contrary pull when the cover is drawn later, which come against the spine,
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the boards are pierced and through the holes the siips are threaded, frayed out, and hammered
flat on the board and there giued in position. After this the book is ready for trimming and
covering.

vi} Trimming

The edges of the book are trimmed after the boards are on. In hand bound books, only
the head is trimmed usually. Trimming is done with a special plane or plough.

vii} Covering

The materials used for covering are of many kinds but leather principally {with vellum a
poor second) appear to be the most popular. Hand cloth takes the lower place.

The leatheyr is damped on the outside to prevent staining from the paste which is now
appited on the rwer surface (ghie is used for cloth) and after soaking for a few munutes the
cover is carefully drawn on over the spine and boards. After the spine, the Jeather is smoothed
over the boards, turned in over the edges and pasted down on the inside, where the edges are
frimmed square,

There js ...« fineness about the addition of end papers to handbound bocks. The ordinary
end paper is simply a sheet of string paper. It becomgs the first leaf of the book, Technically, it
serves to conceal the mechanics of binding. For %cr it is like a theatre curtain, the lifting
of which commences the show.

vili j Lettering and Taoling O

The book is now ready for
gold. Substitutes may get tar

ering and tooling. Gold lettesing and fooling is done in real
hile gold stays bright.

8lind Tooling: Blind iog consists of simply putting impressions in the leather, that is,
without gold. It is done ressing the heated tool on the material. Then an i:ﬁpressing is
made corresponding to the pattern on the tool. Tt is an effective method of design, either alone
or in conjunction with gold {ooling.

20.4 TYPES OF BINDING

. The various types of binding are:

a) Full Leather Binding

b) Half Leather Binding

c) Full Cloth Binding

.d) Half Cloth Binding

¢) Hard bound books

f) Paper backs

g) Peifect binding

a) Full Leather Binding : 1In this, cardboard is covered whoily with leather. This binding
i used for expensive and rare books. Generally, i¢ is employed for reference books like

ncyctopaedias, dictionaries, atlases, directories etc. The major disadvantages of this method are
high cost and need for constant care.”’
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b) Half Leather Bindirig Only the spine. and half portion of the cardboard are covered

with leather; the remaining portion is covered by materials such as rexine, cloth, marble paper, |
etc. Book covers may also be covered with leather in some cases. This method is often used in
Indian libraries for back volumes of periodicals. '

¢) Full Cloth Bindmg In this, the cardboard is totally covered with cloth. This method is
widely used for heavﬂy used documents such as popular books, standard works, text books, eic.

d) Half Cloth Bmdmg Cloth is used for covering only the spine and corners of the book.
The remaining portion is covered by inexpensive materials such as paper, laminated decorative
sheets, marble etc.

¢} Hard Bound Beoks : Often the publishers bringout liardbound editions of their books.
As such, there is no immediate need to get them bound. In this type of binding, the book is
enclosed in a cardboard cover with thick paper attached to it. On the inside of the cover near
its spive, section stltch and a piece of cloth are used to add to the stiffness and durability of
binding. -

f) Paper Backs : "This methiod is used for popular fiction books and pocket books which
are sold at cheap rates. In this method, a single sheet thick paper isgised to cover the book. This
paper cover is just pést_ed to the spine of the book. Section stiches used to hold the papers.

g) Perfect Binding : This is a temporary method ofBMging. In this all the pages of the
book are pasted near its spine side only. Then it is coveret @

recommended for library use and is often utilised fo pads, paperbacks of pupular fiction,

attachment of seme additional materia ay be strengthening the hinge with cloth or a page
with plastic sheets, tissue, etc.

et < :
Library Reinforced Binding : Thisq‘:-rs toMhe practice of strengthening the book through
Self-Check Exercises-2
(a) List the eight steps of binding process.

Note: i) Write your answer in the space given below.

i} Compare your answer with the model answer given at the end of this unit.

hick paper cover. There are no
section stiches even. In other woids, the adhesive %a Substitite for stitching. This is not .

i
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20.5 SPECIFICATIONS FOR LIBRARY BINDING

20.5.1 Dr. S.R. Ranganathan’s Guidelines

Dr. S.R. Ranganathan had provided detailed specifications for the bidnding - both rebinding
4s well as first time binding - of library documents. Let us look at-them bricfly:

i) Collection: All books received by the contractor are to be examined and coilated and
any found to be imperfect or serlous[y damaged are to be returned unbound to the Librariar.

a A perlodical shail not be held to have been collated properly nor to be perfect, unless
all the parts of a volume are bound in correct sequence of papmatlon and the usual

title.

b) Wrappers and advertisements in periodicals and books are to be bound in, if the
contractor is instructed to do so; otherwise, they arc not to be bound in.

where thinness of paper makes it necessary to s sheets on) with unbleached thread of
suitable thickness over unbicached linen apgs B - nted on soft, spongy or brittle paper
are to be lined at inner and outer folds witl.of thin but tough paper before tiey are sewn.
All sections broken at the back are to be d with tough paper or linen strips, and where

necessary neatly overcast on modern s of cross stitching before being sewn to the tapes.
The first and last sections of alons e to be enclosed at back in linen strips. All separate

ii) Sewing: Books prinied on paper of good g ali; are to be sewn one sheet on (except
ob

leaves, plates, maps, plans ete ¢ mounted on guards of linen, or tough thin paper and

to be sewn in. Pasting o not t® be permitted. Two of the tapes are to be placed within cne
inch of the head and tah book. Straight-fine - - chine stitching will not be accepted.

iit) End papers : End papers are to be of goc i tough opague paper of approved mild
colour, with at least one plain white leaf between eac!: of them and the printed marter. The end
papers are to be made with strong linen of cloth and fo be sewn on as I

iv) Cutting edges : Unless otherwise instructed, the contractor is to cut edges of books
accurately and to take care to leave margins as wide as possible. '

v) Forwarding: Unless otherwise directed, ali books should have French joints and tight or

‘close flexible backs with the covering material attached directly to the back-tapes fiemly inserted

between split boards.

Leather is not to be unduly paired down or unduly stretched in covering. The covering,
material of back is to extend over boards to « i~ -+~ one-sixth of the width of the book. All
books should open up freely and lie flat. '

vi) Lettering : Lettering is to be impressed in best gold directly on to the material which
covers the book.

vii) Sizes : The size of a book is to be determined by the measurement of the board, the
square of which must not exceed one eighth of an inch in books upto the crown octavo, and
proportionately for larger sizes.
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20.5.2 American Standards for Binding |

In 1935, the American Library Association prepared a standard for library binding, namely,
"Minimum Specification for Class A Library Binding”, In 1939, in collaboration with the Library
‘Binding Institute, it formutated another standard, namely “Standard for Reinforced (Pre-Library
Bound) New Books". These standards are revised at periodic intervals. Extracts from these are
give below as they provide us valuable information about the many vital aspects of binding,

i) All books shall be carefully collated before being taken apart to detect any missing
or damaged leaves or any peculiarities of paper or constructions that might take rebinding
inadvisable. :

1) All tears through print shall be mended with J apanese tissue or onion skin bond, and all
tears in margins with bond paper of suitable weight. '

iii) Books unsuited for oversewing shall be prepared and reinforced through their folded
.sections,

iv) Books that are to be oversewed shall be divided into uniform sections, each section not
to exceed .050 inch in thickness, except flexible pulpy paper which may be thicker sections not
to exceed.60 inch each, : '

v) All end papers shall consist of three functional parts; a@uwn or outward end-leaf
which becomes the cover lining; at least two free-leaves, Qﬂforcing fabric.

vi) The contruction of end papers shall be such that the
fabric the same as through the sections of the book.

ng will go through the reinforcing

vii) Most books having proper inner ma suitable paper shall be sewed with thread
by oversewing method, either by machineor byWand. If sewed by machine, all sections shall be
. pasted. No oversewing shall exceed 3{% from the back of the edge of the volume and no
nearer to the head and tail than 1/2 inch.
viii) All books shall be trimmed as slightly as possible.

ix) Edges shall be sprinkled, stained or left plain as instructed.

x) Backs of books shall be ghied with approved flexible glue, well rounded and backed, and
lined with approved canton flannel extendng to within 1/4 inch of head and tail of books and
well into each end paper (approximately 1 1/2 inches.)

xi) Covers shall be made of heavy weight starch-filled or pyroxylin-filled buckram or drill-

base pyroxylin-coated material of a quality at least equal to the standards set forth in part v of
these specifications, '

xii) Covers shall be made cover hard-rolled binders board, with uniform squares, in a neat
manner. The thickness of the board shall be suited to the size and weight of the book.

xiii) Books shall be cased in with glycol paste and pressed between metal- edged boards
until thoroughly dry. .

Xiv) Lettering shall be done after proper sizing in clear type of a size appropriate to the

book in style and position as instructed, usinlg x-X-23 carat gold deeply impressed to insure long

adhesion to the cover.
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xv) All books shall be sprayed or treated with a protective material evenly and lightly applied
over their lettered backs. :

20.6 BINDING MATERIALS

The various materials required for a binding section can be grouped under 3 categories:
a) Covering Materials |
b) Lettering and Tooling Materials
¢) Machines and equipment
d) Miscellaneous
a) Covering Materials:
i) Suitable leathers for binding.
ii} Book cloth, calico and buckram for_ binding.

iii) Swuitable paper for binding such as high cellulose containing paper, waxed paper, end
and lining paper.

iv) Good record paper : 0 .

v) Japanese tissue, parchment paper

vi) Good quality siik and white ust@h. calico for repair and mending of books.

‘vii) Card boards of variou 'ze&

viii) Thread. Q‘
ix) Paste and glu@ :

x) Cord for reinforcing upper and lower edges of new spine.
b) Lettering and Tooling Materias :

i) Gold coloured coated paper.
ii) Letters made of lead.
iii) Guilding machine with electricaliy operated equipment.

¢) Machines and equipments required for book binding:
i) Hard press (Small press).
ii) Rounding machine.
iii) Electrically operated (power) cutting machine and hand operate(::l.cutting machine.
iv) Pinning machine.
v) Card board or hard board cutting machine.

vi) Hammers.

vii) Needles and Book Saw.




vili} Stove for the Preparation of paste/glue or an ejc. . ic glue pot,

ix) Brass pot for cocoking paste.

4) Miscellaneous :

1) Mending materials such as art gum erasers, ink erasers, steel erasers, ink eradictors, alcohol
and gasoline used as solvents to remove oii spots and stains, white soap, vinegar, sand
paper, shellac and book lacquers for wa ter-proofing, vulcanised brush with mefal handle for
applying shellac, plastic book sprays. ' '

i} “General office shears, a sharp pointed Knife, two or more bone or plastic folders, dusting
powder, a straight ruler with steel edge, brushes, blotters, cord for reinforcing upper and
lower edges of new spine, ' : C '

20.7 BINDING ORGANISATION ;kND MANAGEMENT

20.7.1 Home Binding Vs. Commercial Binding

As we have already seen, the library may get documents bound in its own bindery located
within the library or it may enirust the work to an outside binder,

There are both advantages and disadvantages in the Iibrary@ining its own hinaery.

Advantages ;

) Itis always economical and reduces ihe cost of bindir@

1i) Personal supervision can be done and applicat%specia] methods to the needs and
conditions of the library is possible,

i) Experiments in cheaper binding can haumadh : : :
v) The documents, if required for imm € referen. 2, can be consulted within the library

even when they are in the process of binding.

v) It-saves the time and labour of the staff in preparing binding list, accounting and bundling’
up. ' :

Disadvantages:

1} Additional investment of capital in equipment, space, and facilities necessary for the orga-
nization of a bindery. This will result in an increased fixed cost to the library. These and
other expenses, will place a burden on the library which will be difficult to reduce even after
several years.

All costs, both fixed and variable, must be predicted acéurately and then compared with
the money spent for commetcial binding for determining whether g bindery-in the library would
be a saving or an extra burden, In rare instances will it be wise for the management to allow

convenience to outweigh financial considerations.
20.7.2 Factors in Choice of Binder

Qutside commercial binders ray be selected by calling quotations or through open selection,
The librarian has to take into account the following factors at the time of selection of binders:
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e quality of workmanship

. location of bindery _

» ﬁnanciél'rcsqurcefulness

o capacity to undertake the work load

o past experiences of other local libraries with that binder

. 'prornptness in delivering bound volumes

« provision for security of documents such as their sale locatlon, security deposit, etc.
e rates quoted for binding. ‘

20 7. 3 Duties of Person-in-charge of Bmdmg Section

" The American LIbrary Association has statcd that the following should be the duties of the
person-in-charge of the Binding Section:

i) determining methods and techniqﬁes for pre_servatior{: '

ii) establishing policies concerning binding, mchd’i_n_g and ﬂiscarding:
iii) pfcpéring binding specifications :

iv)  making final decisions on items ta be'bou@ed or discarded;
v) negotiating with binding agents if th any; and
{ri) supervising up-keep processes: g

Other duty of person in-chatge oL binding is maintaining stock of various types of covering

'matcrlals tike leather, cloth ckram, card boards, etc. which his library prefers.

20.7.4 Binding per%l

At least one person tibrary bindery shiould be thoroughly skilled in the détails of binding
operations. The head of the department, whether skilled or not;should have intimate knowledge
of binding materials. He shouid be methodological towards work and possess supervisory skills.

The following is staff pattcrn for the bindery in a library:

Chief Binder - - - one

Binder - - Two
Asst. Binder - Two
Revisers/Attendants - Four

The expansion of the staff will depend upon the increase in work load.

20.7.5 Binding Register

leranes can maintain recerds of documents sent for binding in the form of a register or
on cards. The various columns in a binding register are shown below:




Name and address of the Library

oL Dateof  Cal  Author Tife Kindof Date of Cost of Payment
No. Despatch No. Binding  Receipt Binding  Voucher No. -
: ' Rs. Ps. '

Binding register serves the following purpose:

* provdes a permanent record of documents sent for binding.

s meets the needs of audit

* payments towards binding can be easily calculated, . :
For quick and easy location of Information about books @ binding, the library can
maintain the above record on cards also, These cards car@ranged by titie. :
Self-Check Exercise-3

Association? o

Note:- i) Write your answer in t ce given below.,
i) Compafe your answer Wi e model answer given at the end of this unit,

............................................................................................

What are the duties of incharge of the Bindi S'e&:on- s suggested by the American Library

............................................................................................
............................................................................................

............................................................................................

20.8 PRESERVATION: AN INTRODUCTION

Before we take up the various preservaton techniques that can ‘be used in libraries, it -
is nmecessary for-us to understand the meaning of the following three terms: conservation,
preservation and restoration. Censervation means preservng from the destructive effects, natural
decay or waste. Conservation has two main components: i) prcseWatio_n and ii) Restoratiog.

Preservation is the process which tries to resist or delay the harmful (destructive) effects of
the various factors in envicanment ' ' '
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Restoration is the process which seeks to imbrove the ph_ysi_éal“condition of the object so
that its original or almost original condition is regained. This is done by either totally or
partially removing the effects of the envirenment. :

A library is a store-house of human knowledge. This knowledge is generally kept in records;

which are made of paper and leaf and these records are housed in materials composed mainly
of wood, glass, iron, leather, fabric and paper.

Every thing in the world decays in course of time. But science attempts to keep them in

good trim for a certzin length of time. It is an onerous task to preserve library records. But

at the same time modern scientific researchers are finding out means of saving human records:’
from the attack of hostile forces. '

20.9 DESTRUCTIVE AGENTS OF LIBRARY MATERALS

The destructive agents of library materials are mainly of seven kinds:

a) Climate b) Insects ¢) Light d) Moisture e} Atmospheric conditions f) Dust and dirt g)

Bécteria and fungi :

a) Climate

Sudden variatons in temperature and moisture &¢ the two most deteriorating factors for

most of the articles of a library. So it is necessarywo aflopt means to keep the articles i such
a way that they may be in a comparatively!"m cmparature and in dry places. To secure

them against variations of temparature and§

dire, scientific preservation should also be used

where necessary.
b) Insects ' - E '

et

Insects of various kinds eat¥gto the vitals of wood, leather, fabrics, paper, board, buckram,
In preserving the fif se materials, careful treatment by chemicals is sometimes essential.

‘¢) Light,

Certain colours on papers, fabrics etc., fade and become soft and their mediums become

fragile under the action of direct sunlight. Injury is also caused by the diffused day light but not
so much as by direct sunlight. The complete protective measure is darkness, but it has practical
disadvantages. To compromise between the two and from economic as well as from aesthetic
points of view, the satistactory colour to be taken into consideration should be one near the
middle of the spectrum, the yellow tint.

d) Meisture

coal
1)
i)
i)

The
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It contains carbon-dioxide derived from the air and sulphur acids from the burning coal or
gas. It plays as important role on the following:

The life of bacteria and fungi
Fading
Action of salt

Here the most vital thing is to remove the moist air. This can be done by propce ventilation:
use of catcium chloride inside the showcase or almirah has proved to be useful.




) Atmospheric conditions

If the temperature runs on a very great range the condition of the object becomes very
bad. In high temperature, parts of the object sometimes crack and in low temperature squeeze,
provided the two temperatures run in variation of 24 hours. To avoid this condition, as far as
possible, an equable témperature should be maintained.

'f) Dust and Dirt

Directly these do not cause damage to the object but they accelerate the action. For this,

occassional cleaning is réquired and the best remedy suggested is to vse dust and dirt proof steel
showcases. ;

g) Bacteria and fungi

Bacteria and certain vegetable growihs such as lichens and fungi are the main destructive -

agents to an old object. Moistuie and warmth accelerate the growth of these bacteria and fungi.
The protective measure is to keep the objects in dry condtions

20.10 PRESERVATION METHODS
Preservarlon of library materials involves:
® ascertaining the constituent elements of the object to be prese

e finding out the cause of change or deterioration of the

- adopting suitable means to remove the cause of dv‘and fo counteract the destructive

agents.

Objects, specially of organic materials, are € 10 be attacked and sometimes are quickly

destroyed by insects. The larvae of beet]eot s, cockroaches, silverfish and white ants are

the enemies with whom we have to fight. v@ sects can be removed or killed in the following
two ways, ' '

a) By taking preventive measures: This can be best done by frequent inspection, cleaning and
keeping naphthalene balls or camphor cakes or raw lime cakes. A powder of orrisroot (bach),
cloves (lavanga), black pepp=r and cinnamon may be taken in equal proportion, dried, powdered
and kept in smali cloth bags and put on the book shelves. This powder is to be changed at
an interval of about 3 months. This country-made preservative powder consisting of cloves,
. cinnamon, etc. is quite good for small libraries but it is costly for big libraries and archives

- because considerable labour is required when a large amount of the preservative has to be mixed
- and put in bags. ' . S :

!h) Destroying the insects by fumigation: It should be dene with the following chemicals:

i) Carbon-dioxide
1} Formaldehyde (Formalin)
ni) Carbon-disulphide
v} Thymol _
v) Three parts of ethylene-dichloride and one part of carbon-tetrachloride. -

d) Other Preserva_ti{re measures

The following preventive and curative measures can also to taken in a library:




i) Free circulation of air at a regular interval of fortnight or a month.
ii) Dusting of books at regular intervals. It should be remembered that dust invites bookworms.

jii)y Books should be exposed to sunlight for .a short time as long time eXposure may render the
paper brittle. Under the direct sunrays, eggs and larvae of the insects cannot live.

iv) Phenyl or crude creosote diluted with kerosene oil should be sprinkled on the shelves and
- naphthalene balls of camphor should be spread on the sides of the DOOKS.

v) Dry neem (Melia azardirachie) and tobacco leaves should be placed inside the folds of the
book’s pages.

vi) Books should be treated with some insecticides. The chemicals used as insecticides are:
Corrosive sublimate '

Ca_rbolic acid
Methylated spirit

To the covers of the books, both inside and outside, this solution should be applied, four
times a year, by means of brush.

Anothef solution of rectified spirit, mercuric chloride and phenyl may be effectively used in

applied with a brush in the joints and in-bé every ten or fifteen pages of the books. A little
of this solution can also be safely ad ed totheDaste used for binding books.

the same manner. :
Further a solution of rectified spirit, c' 08iv limate and creosote may be effectively

Shell Tax: It is product QfgBur Gil Company (now Indian Oil Company) and is very
effective against the insects @ white ants. Without any injurious effect, it can be used

safely on paper, cloth, leather ahg photoprints.
When books, docu , almirahs and shelves are attacked with insects, benzene should be

immediately used as a curative. Jn cases, where the rooms are kept closed this chemical serves
well.

Spreading a mixture of chopped tobacco and pepper in equal propoction on the racks
and sheives of the almirahs where books are kept is also effective. It is also advisable to add
Keating's insect powder to this. Pepper may be substituted by camphor, But whatever may be
the ingredients, they should be changed every two or three months. This preservative is quite
good for small libraries but it is expensive for big libraries. - :

When library materials are terribly attacked with insects, the remedial measure is fumigation
by suitable fumigants.

Self-Check Exercise-4
a) Mention the destructive agents of library materials?

Note: i} Write your answer in the space given below.
ii) - Compare your answer with the model answer given at the end of this unit.

............................................................................................

............................................................................................
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20.11 COMMON INSECT PESTS AND THEIR PREVENTION

Insect

1) Coc’krogc’hcs

1i) Siiverfish

lii) Bookworms

Preventive and curative measures

H

b.

Various kinds of commercial Insecticides may be used.

A mixture of 12 parts of sodium flucride in 100 parts of
flour, a white powder bait can prinkled in the haunts
of cockroaches. 1t should b@ in mind that sodium
flouride is poisonous to an Defngs,

Borax may be sprayed @places where they are likely
to encounter. '

Camphor balls an alene cakes are effecnve in keep-
ing books fr f th&se insects.

Baygon Smemmerc:al lnsecticide, may be uséd for
destroyigg theh, _
Main% a high d. gree of cleanliness,

Spread a mixture of ¢ .ic acid and ﬂour wherc'they are
likely to encounter,

A mixture of 12 parts of sodium flouride in 100 parts of
flour may be used,

Sprlnk!mg of phenyl water.

Baygon spray is very effective in keeping books and docu-
ments free of these insects,

Naphthalene and camphor cakes may be used over the
shelves. '

N aphthalene in the form of blocks or. paradlch[orobenzene
crystals will give off fumes which wiil repel the beetles,
Book in which live bookworms have been found may be put
into an airproof cabinet or container with paradichloroben-
zene crystals. The crystals should remain in thé container
for at least a fortnight.




S system 1> . -

temparature and humidity and clean air 1s by central air-conditioning. "[‘hi|

efficient when designed into new construction but-it can be installed in existing structures too.

20.13 NON-BOOK MATERIALS

The recent development of microcards and of microfilming materials and techniques is
too well known now-a-days. The bibliographer may dislike and distrust miérofitm, the learned
scholars may deplore the discomfort of using it but it remains at least a possible way of preserving
and transmitting printed texts. Its use for newspapers is a saving on every score. It saves binding

 costs, shelf space,.and there is nothing of repairing expenses.

Protection _

Non-book materials like books need to be piven proper care and attention. Films, even
those on cellulose acetate, can suffer real damage while in use and storage. Dust, heat, and
humidity are harmful to film as well as 10 paper. Dust and dirt in contact with the film can very
easily scratch it. Like books, microfilms with excessive humidity attract the growth of mould
or mildew over the films, and there is also chance of the rusting of the spools on which the
films are wound., Whatever microf_ilm reader is used, it must be protected from dust and should
be operated with consideration for the film itself. Keeping all the above hazards in view it is
suggested that air-conditioned storage is important for the non-book material.

20.14 PROTECTION-OF LIBRARY BUILDING

- The library building should be well p_rotect@ destruction by hurfi_canes, typhoons,
earthquakes, tidal waves, heavy rains etc. Thelibrar oncerned with.planning a new building
must take account of the immediate envir At of his library. Libraries should always have
lightning conductors fitted to the m%f. Surgldre: must not be allowed to penetrate as it will

damage. the books. Gound floor wind ged metal burglar-proofing. Dianol may be added to .
paints as an insecticide when paiffyworRis executed. To safeguard against the possibility of fire, ",
every library should be equipr\‘Eﬁre extinguishers, preferably carbon dioxide type. The best
protection any coliection/6h book¥ can have is a concreate building, preferably air-conditioned,
carefully designed by an and an architect working in conjunction. Finally it 1s always
better to get the building iMSured.” ' '

20.15 SUMMING UP

A bindery may be set up in the modern library so as to expedite ‘the binding work with the
assistance of skilled craftsmen and under the supervision of a chief of the departmerit who is
conversant with the binding techniques and mechanics. Tn comparison with commerical binders,
library bindery is most convenient, economical and time-saving. Apart from the varjous kinds of
binding operations mending and repairing of books can be carried out. The budget allocation for

binding materials and for the purchas'c of tools and equipments will depend upon the financial '

' resources of the library and it may vary from library to library.

The operations involved in binding are simple, It is a cqntinuous process throughout the
year. To suit the Indian conditions, and in view of the availability of low cost paper backs at
cheaper rates, the hand binding may be preferred by the library within the budget sanctioned for
this purpose. For neat and tidy up-keep of the library materials, a separate bindery is a must in
the big libraries. Normally 10% of the amount allotted for current periodicals subscription may

be set aside in a year for binding of periodicals.




Problems of preservation should receive regular and systematic attention of senior members
of the library staff. Cleanliness is the most important factor and calls for great and unremitting

care. Books should not be packed too tightly on the shelves, It is always better in all libraries”

- in which readers are admitted to the sheives to have a daily shelf checking or stock rectification.
This first thing to be done is to check the order of the books, and as they pass alone each
shelf, watch should be kept for book_s showing signs of damage such as loose pages or torn
bindings or effected with fungi, etc. Such books should be taken -out for repair and proper
preservation. After a reasonable amount of practice, this work can be done very quickly and its

' regular performance gives the library well-kept appearance. '

20.16 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The three major objectives of library binding are to:

e increase the life span of the book.
¢ add to its durabﬂit_y.
e enhance its aesthetic appearance.

2)(a) The eight steps of binding process are:
I} Folding :
ii} Gathering _ ' o
iif) Sewing : _
i¥) Gluing ' . \ O
v} Rounding _ '
vi) Trimming " ?\
vi) Covering . - _
viii) Lettering and Tooling, '
2(b) The various types of binding are: @

i) Full Leather Binding
fi) Half Leather Binding
iii) ' Full Cloth Binding
v) Half Cloth Binding
v) Hard Bound Books
vi) Paperbacks
vii) Perfect Binding,

3. The duties of the incharge of the Binding Section are:

i) determining methods and techniques for preservation;
~1i)  establishing policies concerning binding, mending and discarding;
iii) - preparing binding specifications; '
Iv) making final decisionsion items to be bound, mended or discarded;
V) negotiating with binding agents if there are any; and
vi) supervising up-keeping processes. -

' 4.(a) The destructive agents of library materials are:
i) 'C‘Hmate

i) Insects

fif) Light

-




12017 RE_COMMENDED BOOKS . = &

" Collation: Arranging in proper order all the parts and pagésJof g'volume'before binding.

iv} Moisture _

v) Atmospheric Conditions ) i -

vi) Dust and dirt ' ' o ‘
vii) Bacteria and Fungi. : _ ' |

(b) The chemicals generally used-in f_umjgation for destroying insects are:

i} Carbon-dioxide . _ T
ii) Formaldehyde (Formalin) _ ' . |
itiy Carbon-disulphide - o o ‘
iv) Thymol |

v) Three parts of ethylené-dichloride and one part of carbon-tetrachloride. : ‘

5. The preventive and curative measures that are taken for controlling mildew or moulds are; |

i) Storage in hight and well ventilated rooms where books are kept dry.

1) Thymol fumigation. :
iii) Applying antl-fungal chemical varnishes on book covers such as

Shcllac flakes, Mastic, Sandrac, Camphor, Alcohol Ofl of Lavender and Mercurlc Chlonde

Mehta, SP. Art and Science of Book Prese[ aMne: Swaraj Publications, 1976. |

Mi\ttal, R.L.Library Administration: Th Practice. 5th ed. New Delhi: Metropolitanf
1984. | ?\ | | | |
Mukhopadhyay, Kalyan Kuthi uha, Partha Subir. Library Conservation. Calcutta

Information Research -Academy,

20.18 GLOSSARY @

Codex: A manuscript book especially of scripture, classics, or of ancient annals.

Fumigation: Clearing harmful insects by means of chemical smoke or gas.

Restoration: Process of improving physical condition of an object to regam its ongmal or almos!
original condition.

Trimming: Cutting the edges of the book.
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