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COURSE-2 : LIBR_ARY-MANAGEMENT

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

~ Thelibrary practices covered in this course material are applicable to majority of libraries as the units
deal with fundamentals. The units spell out theoretical principles and also practical selutions. In few
special libraries and documentation / information centres the management process may slightly Cl]ffCI'
however, they are indicated at appropriate places to the extent possible.

This course deals with the topics in Management of Libraries and Information Centres included i 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 main objectives of this Course

are

- tointroduce the theories and principles of management and to consider their application in _

library organisation
- todescribe various administrative procedures of the different library secnons

- tofamiliarise various aspects of library'governance viz. library rules, regulatlons and commit- |

~ tees; human resource management; financial management; library statistics and annuai reports
- tointroduce collection development procedures of both print and non-print media
- to explam different cu*culatton and mamtenance methods

The course material originally prepared in 1985 was revised in 1993. In 2002 the course units
are reorgamsed into four blocks with 16 umts and the eontent has been revised.

For the sake of convenience the Course has been dmded into blocks and each block has been

divided further into units. Each unit generally covers a specific area of the subject. The course units
_ are prepared by specialists in accordance with the syllabus so as to enable you to read and understand
them without much difficulty. Each Unit begins with a list of contents. The contents of the Units are
divided into sub-themes and they ar¢ numbered upto three levels for easy reference. Each Unit ends
up with Summing up, Model Answers, Assignments, Recommended Books. Glossary and Model
Exammatton Questions, o :

Your Umversnty hopes that the course material will help you get yourself acquamted with the
contents of Course - 02 : Management of Library and Information Centres. The Counse]hng; cum-.
- contact sessions offered to you at the Study Centre will help you get clarification of your “doubts.
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BLOCK - I: MANAGEMENT PRINCIPLES &ORGANISATION

Like any big organisation of large administrative unit, managing a library is a specialised and corpli- -
cated task and requires managerial skills. Management of a modern library requires not only managerial
ability of the highest order but also a highly cultured and sophisticated skill to solve multi-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, skills and knowledge like any other big organisation. Hence,
the general management principles are discussed in Unit-1 and application of such management techniques
to library operations is covered in Unit-2. ' ' -

‘ The Unit-3 discusses the organisational structure of libraries. One of the ways to organise the library’s
activities is to demarcate the right type of activities involved and to identify the persons incharge of these
activities. Such a demarcationis helpful to determine and define responsibilities and relationships between
different units of a library. The organisational structure in different types of libraries has been illustrated with
 organisational charts. B P ' _ '
The planning of library building depends on the vision of the librarian on its future expansion.
A purposeful and elegant library bﬁil-djn_g is the result of a teamwork of persons from academic, pro-
fessional, engineeriﬁgan architectural fields. The library building plannirig is guided by some norms.
~ and principles, which have been explained in Unit-4. This Unit further deals with library furniture
and equipment. The managers of the library should be well v'e_rsed‘ in identifying the suitable and ap-
propriate furniture and equipment of fit with the library building for comfort and efficiency. Differ-
N ent types of furniture and equipment are required to fit with the library building for comfort and

.

efficiency. The furniture and equiprnent required in different sections of a library and their use have

been explained.







UNIT -1 : GENERAL PRINCIPLES OF MANAGEMENT
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A systematic study of management as a distinct branch of knowledge has bcgén in the
twentieth century with the fortulation of various schools of management thought. In ths

1.0 ATMS AND OBJECTIVES

Umt we will discuss the general principles of management. _ o

After studylng this unit, you should be able to

. explain the meaning, scope, characteristics and levels
* - provide a perspective of the various schools of management thought,
: |
. 'explam the nature of ‘scientific management and indicate the contrhibutlon made

by Dr S.R. Ranganathan to it,

. describe the various elements of management process such as planmng organizing,
statfing, directing, coordmatmg, reporting and budgetlng

1.1  INTRODUCTION

_Thiere is lot of varicty among libraries in terms of their strength of document collection,
types of documents available, objectives, organisational structure, financial resqurcefulness,
range of operations and services, etc. In addition, if we take a look fiom the management

angle, we can perceive in them a wide range' of styié of management, organisational cultures,

staff morale and motivation levels, opportunities for inﬁovation environmental factors, etc.
In the present times libraries are functioning in the environment which is constantly throwmg
up new challenges, opportunities and threats. Advanced technologies such|as satellite
commumcatmn CD-ROM and computer networks are invading the l]branes A wide range
of information services and products are ﬂoodmg the market day-by-day. “The information
needs and demands of the users are becoming much more complex and d1ff1cqlt to satisfy
through traditional hbrary services. The libraries are facing the challenge to adapt themselves
to this dynamic er1v1ronment and to continue to scrve the user’ needs effectively and efficiently.
It is no exaggercttmn to say that most of the problems which libraries face toddy pertaln to
management. ' '

In this constantly ﬂuctuating scendrio, a thorough undcrstand.ihg of the prmciples.

underlying the process of management and knowledge of advance management technique such
- as systems analysis, environmental monitoring, network analysis, etc. would immensely help
the library manager to cope with the complex situation and successfully handle theJ specialised
task-of managing the library in this turbulent environment. -

As organizations, Iibraries have cértain unigue featares: _ ‘

* they are not profit-making organizations.

= they offer services to the users free of cost. | }

~The aperation of library services involves heavy expenditure., If the library managers

have to justify the existence of their librarics, then they should offer effective and efficient
services. This would be possible only when the libraries are managed well on scie}ntiﬁc lines.




1.2  MANAGEMENT - MEANING AND SCOPE

Every organisation is established with certain goals and objectives. . In order to achieve
the goals and objectives, organisations need not only resources, but also methods.

1.2.1 Meaning of Management

The term ‘Management’ has been defined sevetal ways. Every wriler has tried to define
it in his own way. Though the nature and functions of management have increasingly become
clear, yet the experts in the field of management have not given a clear cut definition of the
term. Majority of scholats who have tried to define management had, in fact, stated the
functions of management. Some of those defini tions are given below

i)

iii)

iv)

vi)

Management is a distinct process conmstmg of planmng, organising, actuatmg, '
and controlling, utilizing in each both science and art, and followed in 01der to
accomplish pre-determined objectives. - (George R. Terry)

Management'ié the art of getting 'th_ings done through and with jnformally
organised group. (Harold Koontz) o
Management is the accomplishment of result through the efforts of oth_etj'people.

(Lawrence Appley)

A multipurpose organ that manage_s a business and manages managers and manages
workers and work. (Peter F. Drucker) ' o

To manage is to forecast, to plan, to organize, to ecommand, to coordinate and to
control. (Henri Fayol)

Management isthe process by 3 wh1ch managers create, direct, maintain and operate.
purposive organisations through systematic, coordinated, cooperative human effort.

(Dalton E. Mc Farland)

1.2.2 Characteristics of Management -

From the various definitions of Management given above, we can derive the characteristics

of managernent as follows :

i)

iii)

It is a process. Utilisation of the resources 1o the optimum benefit is the process

“of management. It involves deciding the course of action to be taken, securing

necessary  physical and financial means, recruiting staff for the performance of
requisite tasks and controlling to see that the job is properly accornplished.

It is a group effort. Management to be successful requires the effort of a group

of persons and not that of any particular. single individual.

Achievement of the objectives. Management. presupposes some goals to be
achicved. There must be pre-determined objectives and the group involved should

strive to fulfil these Ob] ectives.

Management is a system of authority Authority is considered as a basic
managerial function. It is a rule-enforcing body and is bound with a web of

relationships between superiors and subordinates.




Y Management is an entity by ltselt Management is a erarate and dlstmct entity,
The function of management is how to get the work donc and not ne(fESSdllly for

the manager to do himself.

vi) Management is n'eedied'ai: all levels. Management is not restricted to the top leve]
only. Even the lowest level supervisor pcrforms some of the management
~ functions. '

vii) - Management is both an art as well as science. It is an art as the manager
- utilisises his personal skills and knowledge for problem-solving. - In addition, for
 decision-taking he adopts his own unique, personalised style whichiiq more an’

art than science. Often, it is the personal Judgement and plain commons rense which
are employed in day-to- day management,

. Management is also regarded as-a science as it has. buili-up:a systematized body. of
knowedge the basic criterion for regarding any subject as science. This systematic body of
knowledgu 1s composed of principles, laws, rules etc. formulated after tollowing the rigorous
procedure of testing in different conditions, and possess the characteristic of universal
application. However, management cannot claim to be an' exact science as it 18 concerned
with humans. We cannot predlct acwrately at al] times how humdn bemgs behave in a
partlcular situation. : : i

1.2.3 Administration vs Management

Is there any difference between “administration” and “mandg ement’ ? Thr. is a tricky
question. There is no agreement among the management SC]]O]dI‘S o1l thws pomt Some
scholurs consider the terms as synonymous and use them interchangeahly. Howevcr there
arc others who make a distinction between management and administration. Some of the
definitions which draw out the distinction between admlnlstratmn and m'magcmen|t are given
below - :

i) Administration is the process and agency which is responsible for the:
- determination of aims for which an organization and its management are to strive,
~ which establishes broad policies under which they are to operate and which they
are to operate and which gives general, oversight to the continuing effectiveness
- of the total operation in reaching the objectives sought; Manageméent js the
process and agency which directs and guides the operations of an organmatlon
in the reatization of established aims. (Ordway Tead)

ii} Admmlstratmn is to deterrmne the policies upon which the enter prise is to be
conducted, while the function of managément is to carry out the policies laid
down by the admingstrative group. (William Leffingwell and Edwin M. Rabinson)

iii)  Administratien is function of an enterprise which concerns itself with the overall

: ‘determination of policies and objectives. Management is the Functlon of an
enterprise which concerns with direction and control of various actwmes to attain
these.objectives. (William Sprtcgel)

‘American management scholars regard admmlstrallon asa w1der term and it is concemed
with determining major aims and pO]]CIE:S of an organization. . According to them, marlagement
is largely concerned with the execution of these policies.




On the other hand, British management experts regard manageinent as a wider concept
and administration as a part of management.

In the above sections, we have presented a munber of definitions of the term managemerit
and tried to differentiate it from administration. For our practical purpose, we can'adopt the
definitions provided by the American Library Association (ALA) in this regard. This de finition
brings out in a clear manner the distinction between management and administration.

ALA Glossary of Library and Information Science (Chicﬁgo:ALA, 1983} defines
management as the process of coordinating the total resources of an organization towards

- accomplishment of the desired goals of that organization through the execution of a group of

nterrelated functions such as planning, organizing, staffing, dire'cl;ing and controlling.

It says that the term management, in the sense defined above, is usually used
synonymously with administration in current management literatuse. Further, it differentiates -
between the terms administration and management. ‘Tt states :

~ Administration may be considered as a broader term, emphasizing the planning function,
involving goal setting and major policy formulation, with management variously linited to
the process of coordination of certain functions and activities of an organization toward the
accomplishment of its goals. '

In other words, the term management is used in two senses :
1) as a synonym of the term administration,
i) a5 a4 narrower term in relation to administration.

G. Edward Evans, author of the well- known book, Management Techniques for
Librarians, says : T W :

~ Admimistrators establish fundamental patt_érns of operation and goals for an organization,
while managers primarily carry out the directions of the administrators.

- Ina University, the governing council or executive committee lays down the policies,
objectives, rules and regulations of the whole university including its library. While the
governing council or the executive committee represents-the administration, the university
librarian and his subordinate officers constitute the management component of the library.

Scientific Approach

It is preferable for a manager to adopt scientific method for problem-solving. The
scientific approach proceéds in a systematic manner with the following steps :

~ + definition of objectives
« formulation of hypotheses
»collection, analysis and interpretation of data
¢ drawing conclusion

For problem-solving, the manager can utilise a variety of mathematical and statlstlcal
methods that are available,




1.3 LEVELS OF MANAGEMENT

Tn an organisation, we can distinguish three levels of management, namely,
« top management ,
» mid-level management

« first -line management
|

The number of managers-decreases as we proceed'--from bottom level to toT level. There
are considerable differences in the functions performed and skills required by managers working
at these levels. '

- Generally, these is one chief executive (in case of libraries the chief librarian) at the top
level followed by a couple of mid-level managers in the middle and a small number of first-
line managers at the bottom. . 3 |

_ You should remember 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 chicf librarian is considered as the top management.” However, if we

take the whole parent organisation into Considerat'ion then the chief librarian ma‘y be regarded

as belongmg to'the mid-level management with the head of the parent org'mlsauon as the top
management. Let us now briefly look into the functlons performed by managers at these three-

levels.

-

1. 3 1 Top Management

It takes care of the future plans, establishes policies, identifies goals and monitors the
‘external environment, The external environment is scanned mainly for one major purpose -
to perceive future changes. As you know, the changes in the external environment may at
times turn out to be damaging to the organisation’s interests or, on the contrary, may throw
up new opportunities for its 'gmwth. The top-level manager maintains cidse contacts with
* outside organizations and acts as representative of library in social, business 'ar_ﬂj government
meetings. While formulating plans, top management takes into cousideration not onty the

information gathered by it from external sources but also the reports submitted by the mid--

level management. ' .
- |
1.3.2 Mid-level Management '

As we have already seen in the above section, the top management lays down the broad
strategies and policies of an organization. Tt is the duty of the mid-level management to
transform these strategies/policies into specific programmes of action. It also feeds the top
management with summary reports. These reports are prepared with the help of statistical
analysis of data sent by the first-line managers. The mid-ievel management should have deep
understanding of the various departments, and its main function is coordination; it acts as a
bridge between top and first-line management.

1.3.3 First -line Mﬁnhgcment | i

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 staff and solving their problems.. For this pzurp_ose, it requires
to have thorough professional knowledgé and abundant interpersonal skills to communicate
effectively with the lower level staff. In addition, it is also responsible for cnsunng quahly
© contrel and maintaining s[dndards with the orgamzatmn

Management

Mid-Level
Management

First -Line Management

Figure 1 : Levels of Management
" Self - Check Exercise - 1

Name the three levels of management
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.

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

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

14 SCHOOLS OF MANAGEMENT THOUGHT

Itis ihainly in the present twentieth century that the systerhatic study of management as
a distinct branch of knowledse has begun.  In course of time, a few schools of management _
thought have evolved. According to Prof. Krishan Kumar (Library Administration and
Muanagement, P. 12) we may categorise these schools of management thought into three broad
groups : '

1)  Scientific Schools : These comprise of scientific management schools, classical
or traditional or universalist school and system school.

2)  Human Relations Schools : These comprise of human behaviour school and social |
system school.




kY Decision Theory Scheols
Let us have a brief introduction to these varicus schools so as to have an idea of the
‘ developmeni of management thought.. Also, this knowledge would provide us a good
“Sperspective 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) Scientific Management School

According to this school, workers are economically motivated and ti’dey work to a
maximum degree if their work efforts are linked with material rewards. This school aims to
achieve maximum production with minimum efforts through avoidance of waste and
inefficiency at the factory level. _ |

It was in 1910 that the concept “Scientific mmanagement” was first used by Louis Brandeis
during his statement before the Interstate Commerce Commission. Frederick Winslow Taylor
of U.S., who made an outuandmg contribution‘in this area, is reverred as the father of scientific
management school. He was a staunch advocate for the adoption of scientific mcthod and in
all his writings he stressed on the 1mportance of efﬁucncy '

(2) Classical or Traditional or Unlversahst School

This school, which originated in France, considers management as a umvcrsdl process.
It seeks to

* analyse management process

* develop conceptual framework

» identify principles

* develop management theory on the basis of the identified principles.

Henri Fayol of France who is regarded as the father of this school, adopted scientific
approach and viewed at administration from top to bottom He formulated thé well- known
set of 14 principles of administration, namely,

1) Division of work.
ii) Authority and responsibility
iii) Discipline

iv) Unity of command

\;) Unity of direction

vi) Subordination of individual interest to general interest
vii) Centralization

ix) Scalar chain

x) Order

xi) Equity




xxii) Stability of tenure of personnel
xii1) Initiative
Xiv) Esprif de corps

We shall discuss all these pﬁnciples of administration in detail in Section 1.8.

(3) System School

Max Weber, who researched on structure of authority in cﬁomplcﬁ organizations,
anderlined the importance of specialization jn an organisation and the hierarchy involved in
decision -taking. He explained the nature of authority and laid stress on the responsibility of
the ‘office, instzad of the individual.

Luther Gulick of U.S. identified the managerial functions and coined the acronym
POSDCORR to denote them. POSDCORB stands for planning, organizing, stalfing, directing,
coordinating, reporting and budgeting. We shall examine these functions in much more detail
in Section 1.7,

1.4.2. Human Relations Schools

" These schools, which were developed mostly by sociologists and psychologists, lay heavy
emphasis on interpersonal rclations, as managing is “getting things done through people”.
Instead of merely viewing people as work units, it seeks to study them as human beings. Its
major concern is the individual and the informal groups in the formal organization.

(1) Human Behaviour School

The underlying ph'ilosophy behind this school is that if the management takes care of
* happiness of employees, then it would be possible to achieve increased production. Behaviour
of the individual, the group and the organization forms the maih 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 “Coordination”
as the critical factor in the management process.

(2) Social System School

The major characteristic features of this school are :

« encouragement of employees to build up social groups_'in the work place.

s provision for participation of employees in management process.

» adoption of democratic style in the functioning of the organization.

The leading proponents of this school include, among others, Chester Barnard (who
analysed Contribution-satisfaction equilibrium)}, Pcter Drucker (who introduced the
Management by Objectives, MBO in 1950s), Douglas McGregor {who formulated “Theory
X and Theory Y”') and Abraham Maslow (who developed “Need Theory™)
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1.4.3 Decision Theory Schools

They examine management taking into account the decision -making process. Their major
interest is study of procedures of rational decision-making and how managers take decisions

~ in actual real-life situations. According to this school, management can draw profitably from

the available mathematical models and quantitative techniques.

Historical Periods of Management

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

* Prescientific Period, Pre-1880
¢ Scientific Management Period, 1880 - 1927
* Human Relations Period, 1927 - 1950

* Synthesis Period, 1950 - present

Theoretical Base of Modern 'Management

General Systems Theory (GST), developed by Ludwing von Bertlanffy, forms the widely
accepted theoretical base of modern management. GST attempts to integrate knowledge from
various sciences - biologiéai, physical and behavioural - into a single system. System js a
group of elements which are interlinked or interdependent, and together constitutc a whole.
It is to to be noted that the various elements of a system arc not only inter-related among
themselves but also with the outsids environment.

Consider the library as a system. It is composed of varicus subsystems such as
acquisitien, circulation, processing, eic. Library staff members, materials and finance make
up the elements of this system and its subsystems. ' '

Types of Activities in an Organization

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 : '

¢ 'Technical or production

« Commiercial (buying, selling and exchanging goods)

* Financial (search for, securing of and efficient use of money)
= Security

* Accounting (including, staﬁsﬁcé and record keeping)

*. Managerial (Planning, organization and control)

ni




Seif Check Exercise - 2
a) What is the characteristic feature of scientific management school ?
Note: 1) Write your answer in the space in the space given below.

ii) Compare your answer with the model answer given at the cnd of this unit.

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

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

S e e e e T TP P EL S RELEERSELEL AL AR AL A A

1.5  SCIENTIFIC MANAGEMENT

Scientific management is the application of principles and methods of modern science
to problems of administration. One of the basic principles of scientific management is
distribution, or rather decentralization, of responsibility . ‘As we have already seen in section
1.4.1 Frederick Winslow Taylor is regarded as the father of scientific management. The
underlying principles of Taylor are ' '

i) Replacing rules of thumb with science.

ii)  Obtaining harmony in group action, rather than discord.

iii)  Achieving cooperation of human beings, rather than chaotic individualism

iv)  Working for maximum output.

v)  Developing ail workers to the fullest extent possible for their own and their
: company’s highest prosperity. '
" Uses of Scientific Managément

°: assists in improving efficiency and increasing production

, offers a scientific method for wage fixation of workers from time to time on the
basis of production

. enables us to decide whether to go in for rationalisation or not in an organization.
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Features of Scientific Management
The characteristic features of scientific management gre ; O
i Job Analysis : It invclves determination of jobs and their analysis into independent
sub-jobs. Care is taken to see that there is no overlapping of various jobs.

ii) - Division of Labour : This identities the duties of staff operating at vzirious levels.

1il)  Work Methodology : It implies adoption of improved work methods based on
time and motion studics, standardisation of tools, elc.

iv)  Maximum Profits : This principle lays down that the organisatioz? should be
operated most efficiently so as to attain maximum production for owners and
maximum prosperity for staff,

v) Incentive Wage System: It states that suitable incentives should be given to
efficient workers so as to encourage them to aim for still higher level of production.
|

vi})  Complete Harmony: This principle enjoins that the nature of the relationship
between management and workers should be most harmonicus and cooperative.

Scientific management can be usefully applied to vatious library jobs, which could be
easily analysed, such as classification and cataloguing, book ordering, filing cards, charging
and discharging, duplicate checking, reproducing catalogue cards, shelvis g of books, ete. One
of the important limiting factors for the application of scientific management methcl)d Is that it

can be applied to only such jobs which permit proper analysis, ,
|
1.6 Dr. S.R. RANGANATHAN’S CONTRIBUTION TO -SCIENTIFIC
MANAGEMENT '

Dr. S.R. Ranganathan made significant contributions to the practice of librafy
management, though formulated over half a century ago, are still relevant today. They provide

useful guidelines to the practical aspects of library management. Dr. Ranganathan has
categorised the functions of management into eight groups :

¢ Planning o ‘
* Job analysis

* routine

* elimination of waste ' ‘ . i
* correlation

* time scheme

* forms and registers | _ |
= files

i) Planning : If planning is based on functions and adapted to the needs of particular library
taking into account organizational principles, then it is likely to give best results. iThe first
stcp in planning consists of analysing and 1solating different functions to be performed by the

staff. Then, the available staff can be alloted to the different sections for discharging various
functions.

———



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

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 individual doing the job.

iif) Routine : It refers to those regular and repetitive duties which are required for administrative
purposes. To adopt scientific management, the librarian has to do considerable thinking,
planning, analysis and recording of details of procedure. '

iv) Elimination of Waste : Scientific management demands that in routine work utmost care
should be taken to eliminate wastage of human resources (both mental and physical), materials,
space and time.

v) Correlation : The proper correlation 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
he classified on the basis of their periodicity such as immediate, hourly, causal, daily, weekly,
monthly, quarterly, annual etc. '

vii) Forms and Registers : Properly designed forms serve as effective tools. They not only
simplify and control the work but also result in savings of time and meney. Forms should be
s0 designed that the stated purpose is accomplished with minimum effort and economic Use
of materials.

vii) Files : The general efficiency of an organization depends mostly on the efficiency of the
filing system adopted by it. Dr. Ranganathan regards filing as 4 very important work in library
office.

.17 ELEMENTS OF MANAGEMENT

L. Gulick and L. Urwick had presented a list of elements of management proéess 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 arc:

¢ Planning
+ Organjzing
« Staffing
"+ Directin g
+ Coordinating
« Reporting
* Budgeting

They coined the acronym POSDCORB to refer to these functions. It is to be noted that
the management process need not always proceed in the order mentioned above. The order
of these steps may vary depending upon the time and conditions. The distinctive feature of
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POSDCORB 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 what a good management'aim$ 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 management, is a critical element in the
success or faifure of an organization. We may regard planning as a rational approach to
realisation of previously established objectives.

Plan is a statement of the projected course of action. It involves taking crucial decisions
regarding the things to be done and the methods to be adopted for the same, -

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

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

Planning is an intetlectual work of high order requiring reflection, imagination and
toresight. : : '

Itis always concerned with the future. Tt trics to anticipate the future problems and prepare
contingency plans to mcet the crisis situations. it is a continuous process that occurs at ail
levels in the library. ]_3'1¢:mr11r1,D attempts to utilise the knowledge of the past and present with a
view (o predict the future events in similar situations. o

The two broad categoriés of plans are :

* Shori-range plan : Its period of coverage is up to five years

* Long-range plan ¢ Its peridd of coverage is hbeyond five years.

If a library has both shost range and long range plans, then these twa should be properly
interfinked and coordinated. In other words, the short range plans should be censistant with
long range plans. Often, the long range plans are broad in scope and function as an umbrelia
for the short range plans.

Steps in Planning

Harold Koeontz and Cyril O’Donnel in their work, Essentials of Management (2nd ed.
New Delhi:Tata McGraw-Hill, 1980), had outlined the various steps of planning process as
follows :

. Establishment of Planning objectives.

. Establishment of Planning premises. (Premise is an assumption about the
environment, both external and internal - in which the plan is cwpeuied to be
exceuted) '

. Secarch for and examination of alternative courses of action.

. Evaluation of alternative courses of action.

. . Sclection of Course {s) of action.




. Formulation of derivative plans.” (Derivate plans are formulated with an idea to
offer support to the main basic plan.)

s Numbering the plan by budget.

-Plans allow us to have control over a situation. They-act as a standard, with the help of
which we can identify any deviation and take corrective 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 basis of their efficiency in realising
the objectives. We should take into account both the cost of preparing a plan and the cost of
implementing it. In libraries, it must be difficult to estimate the cost of implementing a plan.
For proper evaluation, the library manager should have thorough knowledge and experience
in the concerned area.- Evaluation of plans is regarded as a part of control process. which no
manager can afford to ignore.

1.7.2 Organizing

This is the second step following the planning stage. 1t may be defined as the process of
creating a formal structure of authority. This formal structure of authority should be clearly
defined and properly coordinated for the realisation of stated objectives. As you are aware,
an organization fulfils its objectives through the combined contributions of a number of
employees working in its various departments/sections.

At the time of designing a suitable organizational structure for a Hbrary, the library
management has to take into consideration various factors such as the library’s objectives,
users served, nature of documents, type of library building, library staff, extent of automation,
financial resources, etc. ' ' . .

Libraries may be organized in any of the following ways :

i Functional arrangement (according to -various library functions such as
acquisition, technical, reference service, maintenance, circulation, etc.}

ii}  Subject arrangement (humanities section, social scicnces section, pure and
applied scicnces section, etc)

iit)  Arrangement by area (This is done on the basis of area to be served by the library.
For example, branch libraries of public librariés are established taking into
consideration the area to be covered.

iv)  Arrangement by persons served (Children’s séction, women’s section, braille
section, etc) '

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

In Indiz, the functional arrangement is the most popular one among the central libraries
of university libraries. In addition to this, university libraries opcrate departmental libraries
organised on the basis of subjects.

15 -




Library’s organisational structure should not be rigid. If the objectives of the library are
modified, then its structure may also require certain changes to suit the changed conditions,
It is better to adopt centalisation in the area of acquisition (except book %elccﬂon) technical
processing {classification and cataloguing), and decentralisation in the area of book selection
and bCT‘VlCG‘;

1.7.3 Staffing .

This is regarded as the personnel function of the management It is mdmly concerned
with two aspects : '

|
i} recruitment of staff and. their suitable trammg to meet the quunemf,nt% of the
organisation; and ;

1) creating and maintaining an environment which is conducive 1o the pelformdnce of

variely of tasks by the employees. : '

The staffing programme of an-organisation should strive to attract bri ght tdlcnt in sufficicnt
strength, who can translate the. objectives of the hbrary into reality. The work environment
should motivate the employecs to give out their best. Lo

|
Staffing is considered as a vital function for any organization since it is the staff which
make or mar an organization; that is, the success of any organization depcnds mainly on the
quality of its employees. '

For carrying out staffing function pr0pcrly, the mdndgement should prepare a staffing
programme which

* . States in clear terms the personnel policy of the organization.
. takes care of the current as well as future needs for staff, ' ' |
*  covers all categories of staff managers, pl‘OfBSbiOl’ldl‘% supporting (administrative

as well as technical) staff and para- protessionals D !

The major elements of staffing process include, among others, !
!

. adoption for appropriate class_ification of various staff positions and suitable
remuneration. - h _ _ - !

. Proper placement of staff on various sections.

. Oftering scope for staff training and i'mprovement of educational qu!alifjcations.

. adoption of a fair policy fof translers and promotions. '

. healthy management - worker refations. _

. provision of sufficient retirement benefits such as graruity, pensinn ?etc

It is relevant to mention briefly the two techniques that are utilised in staffmcr JOb analysis
and job description.

Job analysis seeks to collect relevant information regarding the naturc (that'is operations
and responsibilities) of a specific job through such techniques as observation, questionnaires
and diary methods, etc. It finds out the tasks that constitute a Job and also identified the
abilities, skills, knowladge and kind of experience required for performing the job.




Job description states in clear terms the duties and responsibilities of a particular job.
- It also indicates, among others, the position of the job in the total hierarchy, that is, the
subordinate staff to be managed, the person to whom he should report and other posts at the
same level. '

Managers at all levels should have thorough understanding of the philosophy, policics
and procedures relating to the staffing programme of their organization. This is essential for
its successful implementation. Also, staffing programme can be evaluated by the management
at periodic intervals io make necessary changes.

1,7.4 Directing
Directing is a management function which is pei‘formed constantly and it involves
e decision - making .
« translating the decisions into official orders - both genera_d 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 issuc a variety of orders which specify the policies, procedures,
permussible modes of conduct behaviour, etc. relating to the library.

Directing is a challenging task for the library manager. It seeks to accomplish tasks with
the help of persons, either individually or collectively. Directing aims to lead and motivate
the staff - the human resource - to contribute its best 1o 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 to a predetermined standard of
efficiency and quality. '

The function of directing is not just limited to the top management only. Actu.a]ly,_ it
pervades at all supervisory levels in the whole organization. Proper directing demands good
interpersonal communications skills - written as well as oral. Written communications take
the form of office memos, letters, reports, directives, policy statements, staff manuals, work
manuals, etc. Proper 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 oral
communication, it may be either through formal staff meetings and training programmes or
informally through interpersonal contacts.

1.7.5 Coordinating

For the successful running of an orgahisation, Coordiﬁétion is most essential. It is a vital
management function. The management should coordinate individual efforts of all staff
members in such a harmonious manner so as to achieve the organizational goals. Bven in
cases where there are personal conflicts and differing interests, steps should be taken to clear
the bottle-necks and attain the goals. ' '

Coardination is the process of establishing and maintaining interrelationships among, the
different sections/departments of an organization so as to streamline their operations for the
overall good of the organization, It involves constant adjustment of different secticns of an
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organisation to ensure that the various procedures/activities contribute to the organization to
a maximum degree. '

As organizations grow in size, coordination assumnes grealer importance. It is to be
remembered that coordination is possible through voluntary cooperation involving interpersonal
relationships. Coordination is of such significance that it pervades all aspects of management
of an organization.

Let us study “an example from library situation to understand the importance of
coordination. As you know, the periodicals section of the library handles subseriptions for

. “periodicals. It records the periodicals received in the library and:sends them 1o the

documentation section for indexing. In the documentation section, the contents of periodicals
are scanned, index cards prepared and then the periodicals are returned to the periodicals
section. As we can see, the periodicals section and documentation section are interrclated.
Periodicals scction serves as a feeder to the documentation section by supplying the latest
issues of periodicals received by it. If there is no proper coordination betweeh these two
sections, then the documentation service of the librery is likely to suffer, Suppose if the
periodicals section does not send 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 documentation section does not retumn quickly the new periodicals to the periodicals
section after indexing, it will lead to complaints from readers. All such problems could be
easily solved by coordinating the work of both these sections in a proper manner.

1.7.6 Reporting ' L ;

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

Take for example the case of a university librarian. He submits reports to higher
authorities such as library committee or registrar so as to inform them about the activitics,
progress and needs of the library. In addition, he also makes it a poiat to keep the staft working
under him informed about the library activities, programmes, policies, etc. It should be noted
that reporting may occur at many points in the library hierarchy, not just at the top. Thc basic
aim of rcportmg is to build bridges of understanding.

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

if an organization wishes to report to the people, then it has to urilise the public relations
techniques. Public relations helps the library to improve its image among the people. 1t is
regarded as a management function which attempts to gauge public attitudes, identifics policies '
and procedures of an individual or an organization which have a bearing on pubhc interest,
and implements an action programrae to gbtain undemtdndmg, suppert and goodwill of the
public,




No responsive rhanager can aiford to ignore staff reporting. The librarian should ensure
that every member of the staff is well informed about the functioning, programmes, progress
and problems of the library. This can be done in a variety of ways such as annual reports,
newsletters, notices, conducting question and answer sessions, staff meétings, staff handbooks
and manuals, circulars, etc.

A part from reporting from top to down (from librarian to lower level staff), the library
should provide for reporting from down to above also.
Examples :

i) Progress report of a project assigned to a department in the hibrary.

)  Reporting of a case of theft in the library.

iii)  Office diaries.

With the help of reports received from various sections, the librarian can undertake an
evaluation of library services and procedures.

1.7.7 Budgeting

~ Budget 1s the document which provides item-wise estimates of expected income and
expenditure during a [uture period. Generally, library budgets are prepared at annual intervals.
It is 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 is, the expenditure can be incurred in a planned manner.

Budgeting is the f)rocess of preparation of budget. It is done keeping in view the

objectives of library in mind. If enables implementation of the adopted plans. Ii offers an”

opportunity o review / evaluate the various library programmes, thereby acting as an impaortant
control device. The chief librarian has to identify the growing or new needs of the users and
provide adequate financial resources to meet them. He plays a key role in the preparation of
budget. ' ' '

The factors which need to bé considered at the time of budgeting include :
* Strength of library collection, readers and staff

= Varicty of services offered. |

» Categories of users.

+ [mpact of inflation.

» " Location and organization of various sections/departments.

+ Peried of budget coverage

A variety of budgeting techniques are available to library managers for budgetirig such
as line-item budgeting, Tumpsum budgeting, formula budgets, perfdrmance budgeting,
programume budgeting, planning programming budgeting system (PPBS), zero-based budgeting
(ZBB), etc. You will learn these techniques in Unit 7.

A
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Self-Check Exercise -3

What does the acronym POSDCORB stands for ? : !
Note ; i) Write your answer in the space given below.

it) Compare your answer with the model answer given at the end of this unit,

1.§ - SUMMING UP

The library management should be responsive and imaginative. The library manager
should strive to develop successful human relations among the library staff. He should make

it 4 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 environment. The Jjob of the libraty manager is not just limited
to the design of an internal environment which is conducive to optimum performance. He
has to take into consideration the external envionment which have 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 librar Y 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.

1. 9 - MODEL ANSWERS

1) The three levels of management are :
i) top management
if)  mid-level management ' ' ' .
iti)  first -line management

2 a) The characteristic feature of scientific management school is that workers are economlcahy
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.




D) The various type of activities in an organization as stated by Henri Fayol are :
1) - technical or production

iy commercial {buying, selfirig and exchanging goods)

iil) - financial (search for, securing of and efficient use of money}.

iv)  security |

v) 'accouming (including statistics and record keepingj

vi)  managerial (planning, organization and control}

3)  The acronym POSDCORB stands Planning, Olgamzmg Staf[mg, Directing,
Coordinating, Reporting and Budgcting.

- 1,10 ASSIGNMENT

Select any ten books on general management and study how the general principles of
management are treated by the authors.

1.11 RECOMMENDED BOOKS

Evans, G.Edward. Management Techniques for Librarians. 2nd ed. New York: Academic
Press, 1983 ' ' '

Management basis for information professionals. New York : Neal Schuman Publishers, 2000

Krishan Kumar. Library Administration and Management. ind ed. New Delhi: Vikas, 1987

Mittal, R.L. Library Administration: Theory and Pracfice. 5th ed. New Delhi. Metropolitan,
© 1984 ' ' '

Narayana, G.J. Library and Information Management, New Delhi : Prentice-Hall of India,
1991

Strategies for h'brary'adminis.trarion: Concepts and approaches/ed by Charles R McClure and
Alan R. Samuc]s Littleton, Colo: Libraries unlimited, 1982, '

Sueart, Robert D and Moran, Barbara B. Library Managemem 3rd ed. Littleton : Libraries
Unlimited Inc 1987.

Library and lnformatron Centre Management, 4th ed. En Ulewood Colo. : Libraries Unhmlted
1993

1.12  GLOSSARY

MBO (Management by Objectives) :

It is a process whereby the superior and subordinate managers 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.
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"PERT (Programme Evaiuation and Review Technique) :

|
A management technique for work analysis which involves identifying dnd arranging in
proper order the various steps of an activity and assigning.each step a time value.

PPRS (Planning Programming Budgeting Systen:):

It is a budgeting technique which integrates the posm»c features of hoth Programme
budgeting and performance budgeting.

System Analysis ;

It refers to analysis of an operation in order to identify controliable and uncontrollable
variables and to find outin precise terms and actual working of a system.

1.13  MODEL EXAMINATION QUESTIQONS

1. Essay Questions
1y What is Management? Discuss its meaning. scope and characteristics
2)  Explain brietly various schools of management thought.

3) What do you understand by scientific management 7 Discuss the centribution of
Dr. S.R. Ranganathan to scientific management in |ibraries.

H Short Notes
a) POSDCORB

b) - Levels of Management




- UNIT-2: APPLICATION OF MA.NAGEMENT

TECHNIQUES TO LIBRARY OPERATIONS

Contents

2.0 Aims and Objectives

2.1 In.troduction |

2.2 Scientific Management of Libraries
2.2.1 Library Planning |
2?2.2 Organizing of Different Units
2.2.3  Staffing in Libraries
224  Directing the Staff
225 . Coordinaﬁn_g of Activities
2.2.6  Library Annual Report
2.2.7  Budgeting Methods

23 Levels of Library Managément
2.3.1 ° Top Management
232  Middle Management
2.3.3  Operational Management

2.4 TFayol’s Principles and Library Management

- 2.5 Role of Library Manager

2.6 Summing Up

27 Model Answers

2.8 Assignments

29 Recommended Books

2.1)  Glossary

2.11 Model Examination Questions -

2.0 AIMS AND OBJECTIVES

In Unit One, we have studied the basic principles, techniques, tools and theories of

Management. We will discuss here the application of those principles and techniques to the

management of libraries.

After studymg lhl% unit, you should be able to :

. describe the techmques and esscntlal elements of management in the context of

libraries.
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. explain how the application of prisciples and techniques of manéigcment helps in
organtzing and managing the libraries on scientific lines with degired efficiency.

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

. explain the Fayol's principles of management in the context of library management.

2.1  INTRODUCTION

Libraries have been in existence from times immemorial. They have bden changing fast
to keep pace with developments in the society. A modern librar yis & compﬁex organization,
It its management follows scientific methods and principles would bring tnlefficiency in its
working and help to meet the information needs of its users satisfactorily.

Management is a process that brings together varied resources like men, taterials, money,
machines and techniques to accomplish the tasks required of an orgamzahon to fulfil its
objectives. _ ;

We need to study management theories in the context of library Operaticims and how the
principles, techniques and tools could be adopted in Hbrary management with good results.
An understanding of theories and techniques of management is very necesfsary for library
managers. _ !

2.2 SCIENTIFIC MANAGEMENT OF LIBRARIES |
|

The elements that constitute the basis of scientific management are : PldnnEn g, Organizing,
Staffing, Directing, Coordinating, Reporting and Budgeting (POS DCORB) Let us discuss
these with particular reference to Library Management.

2,2.1 Library Planning

A well thought out planning is ncce‘;ﬁary for ﬂchievihg objectives of ialrly organiation
including a library. The planning is a scheme made in advance covering all ‘u.pect% essential
for accomplishing missions and objectives, marshalling all resources; fmancml material and
manpower, Planning provides a total scenario. It is a blue print for action. Brlelﬂy the planning
process could be explained as below : oo

a. Setting of objectives that could be attained economically within aEti me frame.

b. Assessment of future uncertainties that would Crop up on ac couml of economic,
political, social, technological and other environmental changc and measures
necessary to overcome therm. o : i

e. Chalk out projects and programmes for implementing, s.hooomg lhe best method
from among different alternatives. . .!

d. Estimation of resources - men, fmcmc,r-s physical facilities, teqhnologles ete.,
needed for successful nnplementatlon of plam : |

€. Preparation of a comprehenswe plan document for guidance of al||conccrned

The planning for libraries differs according to size and type of the llbldt‘y But by and
large the aspects that need attention while planning are ;




i. Objectives and goals

ji. Programmes and activities to be undertaken
iii.. Réading materials |

iv. Clientele and their information needs

v. Information products and services

vi. Personnel

vii, Finances and

vill. Physical facilities

The following diagram illustrates these aspec'ts of library planning :

Objectives & goals to be achieved
in time frame

‘Building, reading resources of diffcrent categories
for catering information needs of users

Library planning ' " Personnel

' Finances

Physical facilities : building, equipments efc.

Planning is the first step in effective and successful management of libraries. An
understanding of the importance of planning and the Various aspects and steps involved, is
necessary for library managers. This process will usher in definite advantages which are bricfly

listed below.

2.2.1 Advantages of Planning

a) It provides a basic frame work of objectives and strategies.

b) 1t minimizes adhoc decisions.

¢) Planning helps in identifying the essential priority actions.

d) 1t helps move systematically towards the achievement of goals.

e) Planning helps in monitoring, error-identifying and remodifying course of action.
f) It helps in improving services, operations, and fiscal control. |

g) It ensures rational and effective development

25
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Thus a large size library needs a well thought out planning for its building, collection

personncl, services and finances. It has to be borne in mind that planning is a dynamic process '

which requires a constant evaluation of results of decisions against expectations.

On the national level planning of information services calls for a partnership between
senior qualified professionals and planners concerned with, educational, social and econemic
development. The appointmernt of a working group on libraries by the Planning Commission
during 4th and 7th Five Year Plans were good steps in this direction.

- Self Check Exercise - 1

{a) What is the Planning Process ? Explain briefly
Note : 1) Give your answer in the space provided below.

1) Compare your answer with the model answers given at the end of this Unit.

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

b) List out the advantages of Planning ?
Note : i) Give your answer in the space provided below.

- ii) Compare your answer with the model answer give at the end of this unit.

2.2.2 Organizing of different units

As we have seen in earlier section, planning provides necessary guidelines fbr attaining
a set goal. But organised human efforts are required to translate the plan into action.
Organisation could be defined as the cooperative activities of human beings to achieve a set
objectives through a formal structure. The structure defines the role of functionarics, their
relationships, authotity and responsibilitics.

Organisational structure comprise department, sections, units, etc. The structural pattern
reflects grouping of homogeneous activities together making it a logical arrangement. Specific
persons and positions are entrusted the work of management of these different gro uping. The

re%ult of such systematic distribution of work indicating nature of duties of individuals attending

to it, will bring in coordination among all sections staff discipline and increased output.




The libraricls are generaily organised on the following lines :

1. By fu_nctions : L Acquisition, technical processing, rcaders services efc.
2. By Territory o Central, Regional, District, Mandal, etc
' 3. By User Groups :. Children, Handicapped, Prisoners, etc.
: 4. By Subjects : Science, Humanitics, Social Sciences, etc
.S. By Form of Materials : Maps, Photographs, Filnis, Video Cassettes, etc.
) 6. By Product.s,f Services : lN SDOC (Products), Referral Centres (Service)
7. By Language : Frcnch, Geriman, Hindi, Telugu, ete.

Any arrangement taking into consideration the above factors will facilitate the use of
materials. In India most of the librares are organised by functions or by combinations of

some of the above factors.
It is seen that most of the libraries will haws_ following section5 3
a) Acq.uisil'ion |
b)' Technical services
¢) Circulation
d) Reference
e} Documentation and

f) Reprography
Scif-Check Exercise - 2

What are the different methods for organizing libraries ?
Note : i) Give your answer in the space provided below.

iiy Compare your answer with the model answers at the end of this Unil.

OO T SR P PR SE P LI LR e LU AL Lt ko

2.2.3 Staffing in Libraries

As discussed in earlier section, organizitg stipulates the structure most suited to attain
the objectives. 1t also defines the various types of personnel and the role they play in the
structure. Staffing is concerned with providing right type of persons to maintain the ditferent

units of the library.. The prdcess involves, recruitment, sclection, placement, appraisal and
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development of staff required for the organisational structure. Staffing is crucial for successfuj
managemment.

The size and type of staff to be recruited depends on job analysis. The po:sitioniug of
people at different levels requires different qualitative, technical and physical abiljties.

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

2.2.4 Directing the Staff

It is essential that the energies of the staff are channelized in a purposeful manner towards
the attainment of the goal, without wastage, duplication and working at cross purposes.
Directing is a managerial function. The managers need to exhibit the capacity to get things
done through persons, both individually and co]lecnvcly The directing includes iending and
motivating human resources to give out their best. Interpersonal relations and h uman behaviour
are very important components of directing. : |

Behaviour is the result of complex interaction, between an individual and his

-environment. The mental makeup of each individual depends on education, social customs,
cultural traditions, etc., and becomes unique. It is necessary for managers to study these varied

influences on individual. The managers should possess ability and leadership qxw‘lalities and

- motivate the siaff to work willingly towards attainment of library’s objectives.' The chief

librarian should inspire and create environment to get positive response from his colleagues.

~The good interpersonal communication both oral and written is another important aspect
of directing. Clearly written communications through memos, letters, reperts, policy guidelines,
and staff manuals provide proper dlreclmn to the staff. Holding of regular staff meetings 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, control does not meah
putting restrictions, but providing guidelines to function according to set standards of efficiency
and quality. Two steps in controlling are : . establishing standards and msurutmg measures
against deviations. It implies accountability and obligations of the staff at all Ievels Modemn
management techniques like, Programme Evaluation and Review Techniques {(PERT), Critical

Path Method (CPM) and Systems Analysis, could be profitably used for applymé control in

libraries.
ra

\

The different sections of a library have to work like different limbs of the boﬁy 1If one
limb is affected the whole body feels hurt. Library is a total system in which every subsystem
must work efﬁaently and smoothly. The coordinated efforts of all its units will help in
achieving ultlmate objective of providing documents and Jnfcnmailon services to the user:
community, ' '

2.2.5 Coordinating of Functions




2.2.6 Library Annual Report .

Reporting is another important aspect of management. It is necessary for any organization
including libraries to keep all concerned informed about their performance, achievement and B
shortfalls periodically.

Generally a!l librarics prepare annual reports. These reports help to maintain good public
relations with adminisiration, users, book trade, etc. They also help the staff in self assessment
and knowing the strengths and weaknesses of the organization. Thus reports are useful for
internal as well as external public.

Reporis need be comprehensive providing all aspects of librarics work like collection
development, type of users, readers services, special facilities, staff performance, financial
and administrative matters etc. The activities generate useful statistical data. The data could
be analysed and findings used in planning various activities and overcoming the weaknesses
that creep up in the system. Keports, although prepared annually, they could be monthly,
guarteriy etc. : '

Although the Chief Librarians prepare reports, but input should be there from all units.
Self-Check Exercise - 3

What should be contents of a library annual report ?
Note : 1) Give your answer in the space provided below.
ii) 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 findncial control.
A budget serves two purposes : (a) as a plan input to produce good and services as outputs
and (b) as an instrument of control.
| Budgeting is nothing but 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 instrument to bring about changes in the desired direction. Due to pressure of inflation,
increasing output 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.
Tt is necessary to adopt sound financial and budgetary principles.

Budgets are usually prepared for a year, but there is no bar to prepare a perspective plan
_and estimates of financial resources and expenditure for longer periods. Library managers
should bear in mind the following questions before they prepare the budget :




a) What are the library and information services needed and how much of these

required ?
Ib) ~ What s the cost of providing such services ?
c) Who will pay for those services and how much will be paid ?

d) What are the returns libraries get and how much ?

There are different methods for preparing budgets. Some are conventional and others
are innovative. These methods will be discussed in detail in Unit - 7 of Block 11 However
they are briefly mentioned here. The most common and conventional tvpe of budget which
is followed by majority of libraries in India u, Line-by-line budget. ‘The income is divided
into different categaries of expenditure such as ‘salaries and wages, book fund, maintenance
supplies, services, rent, capital expenditure etc. In this system of budgeting no weightage is
given to performance. PPBS (Plamnmg Programming Bugeting System) is considered as an
innovative method. The emphasis in this method is on planning of activities based or, their
past performance and unit cost. Another new method is Zero Base Budgeting (ZBB). Each
programme would start from point ‘Zero® and would not consider jts past. ¥t requires careful

~ analysis of activities that are required to be taken up in coming year.

In addition to above mentioned factors, the libraries do apply the other management
principles in their work, such as division of work, centfalization vs. Lchenlrah?atlon, scalar
chain, systems analysis, operation research etc.

23  LEVELS OF LIBRARY MANAGEMENT

The process of scientific management and adopting different management techniques
makes it necessary for Iibrarics to have different levels of management viz. top, middle and
operational. The functions that are performed at these levels are briefly rncntloned below.

2.3.1 Top Management

Policy decisions, Policy formulations, Planning, Quality control, Control and evaluation,
Motivating and Directing, Resource mobilization and Public relations. The innovative process
through which top management attends to above functions could be ﬂluurdted by the following
diagram given by Beatrice V. Simon.

Figure
gure /,:7 Decision - Muaking ~

Innovating Policy Formulation

i o

. Planning
Controlling or

Measuring

\

Motivating or
Directing

Oreanizing




2.3.2. Middle Management

Execution of programmes, supervision, coordination, monitoring etc.

2.3.3 Operational Maragemeni
Routine tasks, and ather activities entrusted to them. -

Thus an cfficient management depends on sharing of responsibilities by all the three levels
as indicated above.

Self - Check Exercise-4

Explain the functions that are performed by top management ?
Note : i} Give your answer in the space provided below.

iiy Compare your answer with the model answers given at the end of this Unit.

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

2.4  FAYOL’S PRINCIPLES AND LIBRARY MANAGEMENT

Principles of management arc generalisations suitable for universal application and
formulated on the basis of human cxperience and detailed examination of case studies. The .
application of these principles shouid be done after thorough analysis and diagnosis of -the '
problematic situation in the organization. For their proper use, the manager has to utilise his
knowledge of human behaviour, intelligence, judgement skills and previous experience. These
principles are flexible in the sense that they can be profitably adapted to any changes in the
work situation. - '

As we have already seen in section 1.4.1. 1t was Henri Fayol, the father of classical school
of management thought, who formulated, for the first time, the following set of 14 principles
of general administration. These principles, which are still relevant even today, will be
explained in this section. -

i) Division of work.

i) Authority and responsibility

i)  Discipline

iv)  Unily of Command.

v) Unity of direction.

vi)  Subordination of individual interest to general interest.
vil) Remuneration of personnel.

viii) Centralization. 31
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ix)  Scalar chain
X) Order
xi)  Equity.
xi1)  Stability of tenure of personnel.
xh1)  Initiative,
xiv) Esprit de corps.
i) Division of work
For increasing the efficiency of an organization, it is necessary tc divide the work to be
done among 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 wil]
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 lor the supervisory
staff to confrol 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 there is no

‘division of work, then it results in disorder, low productivity and inefficiency.

i) Authority and Responsibility
The term ‘authority” refers to the ability, power or right, to control and command in an

organization. In other words, it is the right or official power, 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 p031t10n he occupies, his personal authority
is the result of his Jeadership qualities.

Authority and responsibility are closely linked. They often go togetheﬁ For the successful

accomplishment of a task, the manager should delegate hoth authority and re$ponsibility. For
example, if the manager makes an employee responsible for a piece of work, then he should
delegate anthority to that employee to take all necessary steps Tor accomplishing the work,

. In case the delegated authority is misused, it can be taken back. The guiding ‘principle in this

area 1s : An individual should be granted only that much authority which is requircd for
discharging the responsibilities entrusted to him.
iii) Discipline

Discipline can be maiﬁtaincd well if the

+ employees have good and responsible leadership.

° peréonal disputes are promptly and impartially resolved.

= pumshments are imposed without any discrimination.




If the or gamzatlon has to operate in an orderly and rcsponswe manner, then it should )

state in clear terms how the employees should behave, that s, what is acceptable and whatis
not acceptable. In order words, every employec should be told what can and should not be
done. Whenever there is any case of ‘indiscipline, it should be investigated by a competent'
and underﬁtandmg official and action taken in an 1mpartlal and falr 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 (sopérvisor) If this principle is not followed,
then an employee is likely to be superwsed by two or more-supervisors and at times he may
receive conflicting orders from them leadmg to staff problems and ultm‘lately the work may

suffol

Takc for emmple the case of a smdli umversity library. A hlghly simplified hlerarchmal
structure of staft i is shown below : -

University Librarian

S Deputy Librarian .
| — ' |
Asst. Librarian Asst. Librarian o Asst. Librarian,
Professional o Professional - Professional
Assistants . Assistaits Assistants
* Semi-Professional -  Semi-Professiopal - Semi-Professional

Assistants _ _Ass_i_stants . _ : Assist_ants
funior Library - . Junior Library . .. Iunior Library

Assistants _ _ ©- Assistants Assistants

In this, the umty of command principle 1mp11cs that orders should be given in & ]mear
order from top to down. For example, if the university librarian wishes to give any order to a
professional assistant, then he should send it through proper channel, namely, through the
deputy librarian and the concemed assistant hbrancm ' '

The orgamsdtlon should be so structured as 1o ensure that the work of each employcc is
supervised by -one supervisor anly. This supervisor should have the. authomy not only to assi gn
the work to his subordinates but also to evaluate it.

v) Unity of Dlrectlon

This principle prescribes that we should have one manager and one plan for all the
operations which have same ob]ectwe in view. This principle enables us to achieve in mind.

Unity of dll‘eCtIOI'l can be had through carcful arrangement of various \ecuom of the 11b1ary
]
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vi) Subordination of Individual Interess ¢o General Interest

This principle states that the personal 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 contlict between the personal interest and general good, then the latter should be given
preference. In other words, the employee should have great concern for the development of

o \
the organisation. . |

vii) Remyuneration of Personnel

This refers to the salaries of employees. Salaries should be reasonable, ahd 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 u level which is
satisfying both to the employee and the employer. It should be decided on the basis of nature
of work, functions, responsibilities, necessary qualifications and experience required. -

’ |

vii} Centralization . |

~ In order to have overall control of an organization, it is necessary to have Cféntralizatiun
of authority. Centralization can be done in areas such as laying down the policy, framing up
of rules and regulations, etc. At the lower level, decisions can be taken within the framework
prescribed by the central authority. '
ix) Sealar Chain

This 15 also referred to as line of command. As you know, generally 01‘ganii7,ations are

structured in a hierarchical manner. In a library, hierarchy consists of a series of steps,
beginning with the chief librarian at the top and ending with lowest functibnary.i may be an
attender, at the bottom. According to this principle, authority and responsibility Eccps down
from the top in 4 cledr, continuous, unbroken line. You should note that this Hae also functions
as the communication channel. Generally, while orders are transmitted from top to bottom,
it is information and proposals / requests that are normally sent from bottom to top.

x) Order ,
: |
As you are aware, an organization consists of various units, If these units arelto function
in & harmonjous 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
5O as to raise the cfticiency of the erganization. For ckample, it would be preferable to locate
the photocopying machine near the stack arca rather than i a far away corner of the library
building. This would be more convenient to the readers and staff as they need not travel much
carrying the books to be photocopied.
Similarly the bindery can bemade part of the maintenance section and located near the

. . ) ) [ .
stack area. As a result, the damaged books can be moved easily to the bindery for repair,

xi ) Equity _ ' |

Managers should treat all their staff members in a fair equitable manner. There should
not be any unjustified’ discrimination or preferential treatment towards anyone. Bvery staff




member is an unique individual person each with his/her own personality and identity. They
are not just entities which could be ordered according to the whims and fancies of the manager.
If the managers treat every employee with respect, consideration and equality, ‘then they can
create good working environment. '

¥ii) Stability of Tenure

Turnover refers to the number of persons recruited within a period of time to replace
those leaving or dismisscd from an organization. If the turnover is very high in an organisation,
then it mcans that there is some problem in it. Tt is the duty of the management to 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 wha had left the organisation.
Moreover, e.vcry new staff member needs considerable time to familiarise oneself with the
new job and gain an understanding of that erganization’s culture.

Another major problem is frequent absenteeism by staff members. This not only disrupts
the work in the concerned department but also affects the efficiency of the total organisation.

Managers have to take care that there is no unusual high turnover or frequent absenteeism
by the members of the staff. Suitable promotion oppottunities can be'provided to discourage
employees irom leaving the organisation.

xiil) Inifiative

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 offercd them should be carefully examined by the managers and the
persons who offered them should be informed about the action proposed to be taken. Suitable

incentives may be given to the members of the staff whose suggestions / plans have been
accepted lor implementarion. '

xiv) Espirit de corps

It literally ineans common spirit existing in the members of a group and inspiring
enthusiasm, devotion and strong regard for the honour of the group. To put it simply, it is the
sense of loyalty among the members of a group. Managers should strive to develop the team
spirit and feeling of unity among their staff members. This could be achieved easily if they
. encour.age initiative, treat all staff members with equality, have a unified comimand and provide
inspiring leadership. An organization would survive and grow oaly if its staff members have
the feeling of unity. An united organization is a strong organization. In other words, there s
strength in unity. Moreover, it would be able to face any crisis sitnation if the staff members
act as a disciplined team.

Other Principles .

According to Prof. Krishan Kumar (Library Administration and Management, p.21), in
addition to the above Fayol’s principles, the following four can alse be included in the principies

of management.
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¢ Span of control.
* coordination
« line and staff

* accountability

Span of Control

It 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 manuner. Generally, the number of
supervisors under the control of a single manager ranges from 5 to Y. However, a manager
can control the work of a more than nine supervisors if their functions are similar.

Cocordination

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
administration of an organization, coordination is a vital management activity. For more details
on this, please see section 1.7.5 l

Line and Staff
Persons occupying line positions take decisions, have authority and the right to command.

On the other hand, persans placed in staff positions perform the advisory fubction. They
do not have authority; they are just expected to provide information or counsel. Moreover,
they 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 regarded 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
accountability of employees. They help us to know whether the library is being operated

- efficiently or not. An efficiently managed library should formulate minimum standards of

performance 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. o '




Self-Check Exercise - 5

a) Mention the Fayol’s principles of management.
Note : {) Write your answer in the space given below.

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

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

25  ROLE OF LIBRARY MANAGER

Henry Mintzberg has examined the various toles played by managets 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 Symbolic head. Discharges a Participation of Chief librarian in
figurehead variety of legal or social duties cultural programmes organised by
library staft.

i) Leader To motivate and activate lower Engage in discussion with lbrary
level staff. Take care of staff  staff members about their
recruitment, training and related improvement of professional
activities qualifications, training needs, elc.

iiiy Liaison Develop and sustain a network Attending professional meetings
of contacts with outsiders who  and working as office bearer of
help and information. professional associations.




iv) Informational
- Menitor

v} Disseminator

vi) Spokesperson

wvii) Decisional
Entrepreneur

viii) Disturbance
. Hand]er

ix) Resource
Allocator

x) Negotiator

To sirive and get access to Personal or telephonic contacts
different pieces of specialised ~ with government departments,
information mostly of book sellers, publishers, etc.
current nature so as to gain

a deep understanding of .
organization and its environment. f

To act as the nerve centre for both

external and internal information

relating to the organization.

To act as transmitter - Conducting staff meetings, engaging
of iriformation received from in conversation with few field/lower
outsiders dnd from subordinates level staff

to various members of : :

arganization.
To act as a transmitter Preparation of annual report.
about information relating Membership and participation in

to the plans, policies, results,  various libravy committees.
etc. of the organization

Offer expert advice on the field

of activity of parent crganization.

Survey of organization and its  Introduction of new tibrary services.
environment and ' Conducting library user surveys.

“formulation of new projects to

effect change. Supervising

design of projects.

Taking rémedial steps when an Handling problematic situations
organization is involved in such as staff strikes, student

- disturbances/erisis/situation agitations etc.

Allocating the varions resouices Allocating staff to various sac
human, material, financial - 10 tions in 2 Hbrary.

different sections of an

organization.

Acting as the representative of Making out a case for ailocation
the organization at high level  of more funds for library
negotiations development at financial
' commiittes meeting of
the university.

38




(Adapted from : Bryson Jo. Eﬁeczwe library and Informanon Centre Management
Brookfield, Vermorit: Gower, 1990, pp5-6.) '

You should remember that although the above roles are listed out separately, in actual
real life sitvaiions they are performed in an integrated manner. That is, a library manager
may be enacting/engaged in more than one role simuitaneously. Morcover, these roles are

interdependent on each cther. The major roles played by the library méuagcr depends on

various factors such as his personal keadership 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 -

hy 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 Ixercise - 6

According Henry Mintzberg, a manager plays ten types of roles in an organization. What are
they ?

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.

2.6 SUMMING UP

This unit briefly describes as to how some the mavagement principles, techniques and
tools could be applied for management of libraries profitably. In particular it explains the
application of seven elements of scientific management in library operations. For practical
application of principles, techniques, tools and elements of scientific management, the library
staff of varied categories is required. The duties and responsibilities of library personnel at
three levels of management have been clearly delineated.

Thus it could be concluded that principles of scientific management are as good for library
ag other organizations. '
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2.7 MODEL ANSWERS ' ;
1{a). The planning is the first step in effective and successful management of libraries. It
presents  total scenario for action. The process involves the followingisteps :
(iy . Setting of objectives and accomplishing them within a time frame.
(i)  Assessment of environmental changes and measures to be taken to overcome them.
(ili) Choosing best method from among different alternatived to implement. -
PrOgramines. '
(iv) Estimation of resources.: men, f_'mahaces, reading material, physital facilities and
technologies required. |
(v}  Preparation of Comprehensive Plan document for guidance of all concerned.
. [
(b) Advantages of planning are as under : |
(i)  Provides a basic framework of objectives and helps plan strategies for action.
(ti)  Helps avoid adhoc decisions !
(iii) IHelps in identifying priorities,
(iv)  Provides right and systematic approach for modifying targets.
(v)  Helps in monitoring and error identifying and modifying course of action.
(vi) Helps improve services, operations and fiscal control
: |
(viii) Ensures rational effective development. |
2) Libraries are organized by functions, terrifory user groups, subjects, form of materials,
products, services or languages. |
. . I )
3) Contents of Library Annual Report are usnally; collection development, users, reader
services, special facilities, staff performance, financial and administrative matters.
Both description and statistical data on the above are provided. |
4) Functions of top management are listed below : Policy decisions, policy formulations,
planning, quality control, contro] and evaluation, motivating and directing, resource
mobilization and public relations. |
5(@) The Fayol’s Principles of management are : i) Division of waork ; ii) Authority and
responsibility; iii) Discipline; iv) Unity of command ; v} Unity of direction; vi)
Subordination of individual interest to general interest; vii) Remuneratibn of personncl;
viii} Centralization; ix) Scalar Chain; x) Order; xi) Equity; xii) S[abi{ity of tenure of
‘personnel; xiii) Initiative; and ix) Espirit de Corps. '
b)

Persons occupying line positions take decisions, have authority aifd the right of
Comman_d. On the other hand, persons placed in staff positions perform the advisory
tunction. They do not have authority; they are just expected to provide information or
counsel. ' . ' !




6) - Theten types of roles which a manager plays in an orgamzatlon as Stated by Henry _

) Mmtzberg are @ i) Interpersonal flgurehead i) Leader ; m) Liaison; iv) Informational

‘monitor; v} Dlssemlnator vi) Spokesperson vii). Decisional entrepreneur vii) -

_Dlsturbame handler, ix) Resourcc dHOCdtOI’ and x) NCC"OtldEOI

- 2.8 ASSIGNMENTS

(1)  Visit any University Library and atudy thc orgam?atmnal setup there. Bneﬂy
.descube it. : . s o :

@ Bueﬂy discuss as to how prmmplcs of bC]CntlflC 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. o

29 RECOMMENDED BOOKS
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Management Strategtes for Librartans a baszc reader edited by Beverly P. ngnch New
York : Neal Schuman, 1985

Narayana, G.J. Library and Information Management, New Delhi : Prentice-hall of India, 1991
Ranganathan, S8.R. Library Administmtionﬁ 2nd c.d. Bombay : Asia Publishing House, 1960

Sueart, R.D. and Morgan, B.B. Library Management. 3rd ed. Littleton : Libraries Unlimited
Inc,, 1987 ‘ ' ' '

2.10 GLOSSARY

Cost Effective : Study and evaluation to find out whether the expenditure incurred
on products, materials or services justified by the benefits _thcy
provide. '

Network AnalYSis : Plamning, scheduling, monitoring and evaluating of systems for

' management. ' '

Operation Research T A pr'ocess of s'tudying operations by using mathematical, statistical
' and related scientific methods, in order to develop models and
methods of planning, forecastlng and decision makmg

Programme Evaluation

and Reviening Technique

(PERT) : .+ A Computerized system designed to help top management in
planning, research, problem solvmg, dcmsxon making and control
orgam,:atlonal process.

Y|
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 II Short Notes

- System Analysis ~~ : The Scientific study and andljsié of all aspects of management

system to determine the necessary steps for continuation,
1mprovernent or correction.

2.11  MODEL EXAMINATION QUESTIONS

I. Essay Questions

' |
1)_ What is Scientific Management of Libraries ? Explain the application of various
-Management Techniques to library o_peratlons.

2)  Explain briéfly various levels of ménager’nent in librarigs.

a)  Advantages of planning

_. b)  Top Management.
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3.11 Model Examination Question

30  AIMS AND OBJECTIVES

- Library management is the process that involves organized activities, An organizational
structure is built around the analysis of activities, 'responsibi]ity for decisions, and relationships
which enable attamrnent of objectrves In thrs unit'we wrll study the process and prmcrples of .

' orgamzatronal structure in some detarls -

After. studymg th1s urut you should be able to; L

. explam the process of orgamzatronal structure.

. know dlfterent types of orgamzatronal structures

. dlscuss the prmcrples that help-in credtrn g organrzatronal structure.

¢ draw orgamzatlondl charts showmg the mterconnecuons mterrelatrons and mter B

-_depcndence of different umts

- 341 INTRODUCTION

The terms orgamzatron and organrzatlonal structure are qurte ofteu used _
mterchangeably But a detailed- aualys1s of the terms teveils the dtfference An orgaruzatlon.
is deﬁned as a co- operatrve endeavour of mdrvrduals to achleve an ob_]ectrve The Ol'gdHlZdHOIlal _
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42  FUNCTIONS AND ACTIVITIES OF LIBRARY BUILDING

Funetions ' o ‘
Any library building should be able to cater generally to the following funstions i
a) The effective technical operations of the library. !
by  The e_fiicient and rapid productjon of the library.
{:) * The provision of quiet, comfortable and attractive areas for study.

d)  The provisions of individual and collective studies for the users doing intensive
research work. ' ‘

e) The provision of facilities for developing reading habit.
i) The provision to fac1htatc the contdct of the users with the contents of the Ilbrary
£2) The storage and preservatlon of reading material. |
h)  The accessibility of the reading material to users without foss of time.
Activities

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

a) Book - pi‘eparation activity

b)  Book- storage activiiy

¢)  Book - service activity

These activities should comprehend the present and the future needs.

In planning a functional 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.e., creating proper atmdspheric conditions. But atmospheric conditions alone will not
necessarily preserve the collections. Arrangemcnts that will prevent their loss by
- vandalism and theft must not be ncglccted

b) Comfort of the readers and staff i.e., create conditions that enable the reader to forget
~ about matters likc temperature lighting, visual and auditory distractions. :

|
c)  Cenvenience : Planning should make it unnecessary for readers and staff to waste time _

in travelling to reach the place.

d)  Space utilization : 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.




Self -Check Exercise - 1 _
* What is the constitution of a l’lbrary building planning"committee? S
Note i) Write your answer in the space given below.

i) Compare your answer w1th the model answer glven at the end of this unit,
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43  LIBRARY BU[LDING CONSTRUCTION APPROACHES '

The construction of a hbrary bmldmg needs careful plannmg Tt is the collaboratwe wortk
of the librarian, the engmeer an archrtect and the llbrary commlttee

4. 3 1 Functlonal Approach

' Indesi gmng a hbrary buﬂdmg, we have to ﬁrst analyse the functrons of hbrary burldmg'
and then to think of the form. Ttis posslble that an architect, tesponsible for designing a library
building, may give first preference to the form rather than to. the - functioxs. But it is the

~ librarian’s duty to see that the bullclmg is more functional. For this he has to imagine the
movements from ﬂoor to floor and the accessrbrhty of each department He shall have to
understand from the architect the prov1s1ons of natural llghtmg, prevention of direct sﬁnltght
inside the ltbrary, venulatJon window: detalls, .coolmg, heatmg, artlﬁelal llghtmg, iloor covenng,
mechanical means of commumcattons aud internal ﬁttmgs The arohrtect shall have to mark
out the furniture in each area in the way they will occupy the proposed bu1ld1ng Once the
interior desrgn is complete its outer form Wlll take its: shape R

432 Part Played by the leranan in lerary Burldmg Constructlon '

The librarian should make preliminary mves‘ugatrons and should contlnue t111 the final
detarls regardmg the furmture and equlpment are worked out. '

He shall have. the followmg functlons . o
. .TO know prec1sely the work:mg of the institution for whlch the bulldlng 18 desrgned

. To use basre formulas and standards apphcable to vanous requrrements They
include : ' '

1

number of books per she]f

- number of penodreals per shelf
- spaoefo_rareader_?- e .. _. L I. T
- spaee for service points ; o |

- space for technical operations ; - -
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bound volumes of periodicals reference books, undersized books should be !detemﬁned. 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 he prowded fqr each category
of user in the library should also be determined on the basis of an agreed'standard. The

' delermmatlon of the areas on the basis of the staridard | is an important aspect of library planning.
Standards should also be applied in designing the furniture for technical serw;,c operations to
suit the needs of the: hbrary

4.3.6 Implication of growth - ' I

The problems fo growth and expansion must be kept in view in deblgnmg a llbl"ll‘y
building. The site should provide sufficient space for future expansion not only to the book -
stack area but also for more seating space for readers and the working spa&e for the staff,
Expansion is based on quantitative factors and the rate of deveﬁopment of certain techniques.
The growth of book collections, rise in population, heavy demand on the hbrdry in service
and needs are some of the quantative factors making the growth and expansiof inevitable.

The rate of growth must be slowed down but the policy of weeding out, storage

|
phenomenon spemah?anon and service implications. i

4.3.7 Expansion policy _ |
The capacity for expansion of the library should be based on the followir g factors :

a)  Period of the service of the library; i
b)  Anticipated development; o ' '

<) Location of site.
Vertical and Horizontal Expansion :
Expansion of an existing building can take place in two ways :
a)  Vertically; and _
- b)  Horizontally _ ‘ " [
a) Vertical Expansion

Vertical expansion is the best method for stack construction. It helps m] the creation of
several tiers in stack units and in further addltmns to the tiers in future as we[l

b) Horizontal expansion ' o ' |
|
Horizontal expansion is generally preferred. It helps the librarian to carry out the

expended functions on a single floor. It helps the architects in not taking thc risk with the
foundations for vertical addmons and architectural view against the interided heights in terms.
of other buildings around it. Horizontal expansion is hefpful 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 hbrarles but has been rejected as
well,




UNIT 3 ORGANIZATIONAL STRUCTURE OF LIBRARIES
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AIMS AND OBJECTIVES

Library management is the process that involves organized activities. An organizational

structure is built around the analysis of activitics, responsibility for decisions, and relation ships

which enable attainment of objectives. In this unit we w111 study the process and prmmples of

organizational structure in some details.

After studying this unit, you should be able to:

. cxplam the process of organizational structure

¢« know dlfferent types of organizational structures

. discuss the principles that help in creating rorgamzational structure.

. draw .orga.nizationa_l charts showing the iutcr_connections_, interrelations and inter

dependence of different units.

3.1

INTRODUCTION

The terms ‘organization’ and orgamzatlonal structure’ are qu1tc often used

mterchangeably But a detailed analysis of the terms reveals the dlfferencc An organization
is deﬁned as a co- operatlve cndeavour of 1nd1v1duals to achleve an obj GCUVC The orgamzatlonal
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structure specifies the roles of the individuals, their relationships, awthority and reéponsibilitics.
The structure emerges out of organizing process and governs the activities of pecple.

An efficient organizational structure that helps in achieving planned goals and objcctiv_és
of the organization is not easy to develop. Also it should not be considered awzs permanent.
There are certain principles and characteristics that help in designing the structure-and avoiding

common mistakes that occur in the process. !

_ This unit discusses the purpose of organizational structures and the principles and char-
acteristics that form the basis for them. The graphic presentation of structurgs for public,
academic and special libraries brings clarity and helps to understand the concepti.

32 PURPOSE OF ORGANIZATIONAL STRUCTURE

Tn their long history libraries have accumulated set conceptions of function$ and adopted

_rigid methods which are not conductive for efficient working in the present ;c_nvironmcnt.

Libraries are becoming larger and larger involving more and more people and are encountering
complex problems.

The main purpose of organizational structure is to bring order out of cﬁaos, remove
conflicts between people about the work and responsibility and create an atmosphere for
teamwork. It ensures both horizontal and vertical coordination between dilferent units of the

~library. An organizational structure brings together necessary resources and arranges personnel
so that work can be accomplished most efficiently. ' !

Human nature being what it is, cooperation sometimes does not come easilyl. Buta proper
organizational structure lets everyone know what they are supposed to do. It clearly speeifics
duties of each individual and thus confusion and uncertainities are reduced. Authority,
responsibility and accountability become known to everybody. Thus perfor;mance of the

. . . . |
organization is greatly improved. :

Self-check Exercise-1
Whut is the purpose of organizational structure? ' s
- Note: i) Give your answer in the space provided below.

1) Compare your answer with the model answer given at the end oF this wnit.

R R T T T

3.3  DIFFERENT TYPES OF ORGANIZATIONAL STRUCTURES

If we study the evolution of organizational structures in different organisations like army,
government, industry, libraries etc., we come to know the four types of structures: (a)
44 Bureaucratic (b) Departmentalization {c) Project Organization, and (c) Networki structure.




3.3.1 Bureaucratic 5tructure

This was the earliest form of structure to develop. It is mostly followed in governmental
organizations including libraries . Weber (1947) has given the following features of bureaucratic
structure: '

i} Control and supervision through a hierarchy of positions with authority and
responsibility. :

ii)  Systematic division of labour based on specialization,

iii)  Framing of rules and regulations that ensure uniformity, coordination, continuity

and stability.
iv)  Impersonal relationship and unbiased execution.

Although this type of organizational structure has comc to stay, but we notice in practice
it has become dysfunctional. Red-tapism and delays could be mentioned as the major
disadvantages of this structure. o

3.3.2 Departmentalization

This structure involves a rational grouping of activities 1nto different departments /sections

with the authority diminishing hierarchically lower down in the line. It 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. '

Characteristics of Departmentalization
Different organizations follow different characteristics for grouping activities into different
units. These characteristics have been discussed below with particular reference to libraries.

a) Functions

The majority of libraries use this characteristic for designing their structure. Different
departments in a library such as acquisition, technical services, circulation, reference service,
etc., are based on function methed. '

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 Centra) Library, Regional Libraries,
and District and Branch Libraries. '

¢) 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 users.

d) Form of Resources

The basis for departmentalization in librariés could also be forms of materials, eg. maps, '

reports, periodicals, machine readable forms, microforms, etc.
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334 Network Structure

e) Process and Equipment

Libraries use this method for organizing different units, such as binding, photographs,
. . . . 1
audio-visual materials, etc. : - ‘

f) Subject

University and large 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 staff.

In addition to above mentioned characteristics, others like, products, langiuages are also
used for forming departments. But subject territory, functions and form of materials are most

commonly used methods in libraries.

Notwithstanding the methods of departmentalization mentioned above, it is noticed that

| :
there are advantages and disadvantages associated with each of them. Therefore, the Chief

Librarians (Manager) need study thoroughly the tasks to be accomplised, people involved in

accomplishing them, the users served and external environment and de'f;ign suitable
departmentation. ' |

3.3.3 Project Organization

When special'projects are taken up, the bureaucratic or departmental struq‘tures will not
be able to cope with its management. The project organization method has this evolved. It
will be based on horizontal and diagonal and relationships. The project manager is given full
authority and responsibility for planning, organizing and completing the projjéct. Once the
project is completed, the structure either becomes defunct or is merged with the functional
organization of the structure. ' |

This type of structure becomes significant in as much as it provides opportunities to
libraries in sharing resources, expertise and functions, It is seen that more and more cooperative
networks are coming into existence in recent time. ' '

Self-Check Exercise-2

List different types of organizational structures. What are the main features of} bureaucratic
structure., '

Note: 1) Give your answer in the space pvaided below.

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

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




34 PRINCIPLES IN DESIGNING ORGANIZATIONAL STRUCTURES

We have dlscussed above various types of structure and their Chardctenstlcs But we need
to bear in mind that'lrrespecuve of the types, the success of different organizational structures

“depends on certain useful principles of management In Unit-1 of Block I these principles

have already been discussed. Here, only those principles that are relevant to des;gmng
organizational structures have been mentioned. They are;

1) The Scalar_prmc1ple

i1) Delegation of authority

iii) Centralization and decentralization
iv) Unity of command

v) Spsn of control -

vi) Line and staff

vii) Fun'ctifma} Autherity

viii) Coordinajtion and integration -

A brief descrip_tion of these principles is provided below :

i) The Scalar Principles and the Vertical hlerarchy

" The scalar prmc1p1es empha51ses the point that is every orgamzatmn there w111 be a
nltimate authority. It is necessary to create a line authority for effective organnizational
functioning. The subordinate. should know to whom he is responsible. He should understand
clearly his authority in relation to other employees. - o

In the process of rankmg of organizational units the vertlcal ‘hierarchy develops In any
system the hierarchy of persons or things ranked one above the other resulting in the ultimate
authority at the apex.

In a library the Chief Librarian will be the ultimate authonty The Deputy leranan
Assistant Librarians, Library Assistants etc., consititute the line of authority.

ii) Delegatlon of Authority

In any large and coroplex organization, no one-person would be ab]e to manage it all.
alone etﬁcmntly Delegatlon of reponsibility becories absolutely essential. Delegatlon is the
transfer of authority within presciibed limits. Human nature being what it is, cooper_aﬂon
sometimes does not come easily. But delegating authority and structuring work flow help

bring about willing cooperation. Library is a social system, where such cooperation is a dire

necessity. Delegation, therefore, is a means in organizing or structuring the library . The process
of delegation invelves the consideration of the following points:

a)"  The determination of the results expected
b)  Assignments of tasks |
c) Delegation of authority for accomplishing these tasks and

4 The 'hol'ding of people responsible for-failure..
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iif) Centralization and Decentralization

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

Generally in library operations such as acquisitions, technical processing, reprography
etc., could be centralized, whereas book-selection and service activities need t0= decentralized.

The factors that play important role in decentralization are managerial ph[IObophy, staff
abilities and costs involved.

|
vi) Unity of Command _ !

This principle implies that cach employee in an arganization should he|rcspomihle {o

and receive ordets from only one supervisor. Dual authori ty creates confusion and diffusion
of respensibility. '

- Such sitwations could be avoided by defining staff authority properly, mcﬂcdsmﬂr the role
ot staff authority and clearly deciding the responsibilities of staff and functional authoritics.

v) Span of Control _ !
T | )
One important element in organizing process is to guage properly as to how many persons -

that an individual can supervise, control and manage efficiently. Organizing is 2 sharing of
authority and responsibility. With sizable growth and expansion, libraries have become complex
organizations. No one therefore is capable of makin g all the decisions all alone.

Span of control denotes the degree of delegation and Shdrmg and dlectdmg about
reasonable number of subordinates one could supervise, The criteria used to determine the

* number are, assignment given and time involved in communication. According to management

experts the number of employees one could direct successfully ran ge between 4 and §

vi) Linc and Staff Positions.

The corncept of line and staff has been in vogue for many ycarq but it still casuses friction

and difficulty. Therefore this concept has to be understood in proper perQLectJve
|

Line positions are concerned with the primary objectives of the organization. They are
held responsible and accountable and constitate the part of regular structure at different levels
of the organization. Where as staff posmom are created to provide advice, supplort and scrvice
to the line positions, when libraries grow larger. These staff positions are extreniely important.
Individuals with specialized expertise and skills aré appointed as staff, particularly those who
can deal with the matters refating public relations, systcms, planning, pcrsonne%, etc.

vii) Functional Authority
|

Functional authority is the supervisory power excercised on a unit by a pOSJtlon outside
the organizational unit. In librarics, functional authority frequently develops in the area of
speciatists who work with children, young adults, etc. These specialists are called

“coordinators” regarcllcss of their title. They are expected to train the librarians in the unit in




their spec1a11tles The functional authorlty should take care and see that the prmmple of umty
of command is not vmlated :
viii) Coordination and Integration

In large libréries, creating different units is necessary for ushering in required efficiency
and achieving the objectives. But those u’nits' should not work in iselation. They should
understand that they are interconnected and interdependent both horizontally and vertically.
The success of system depends on their cooperatwn and coordination and integration of
different funcnons '

Self - Check Exercise-3

Enumerate the prmmples that underlle the creatlon of an Orgamzat.lonal structure in a
large library.

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

11) Compare your answer w1th the rnodel answer glven at the end of this unit.

e L LT At bbbt

...........................................................................................................................................................
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35 ORGANIZATIONAL CHART

In the prcv;ous sections, we have discussed elaborately the principles that need to be
considered for creating systematic organizational structure, its purpose and different types of
structures. 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 indicate
the flow of authomy and accountability, the area of jurisdiction over functions, and
interrelationships. We will be able to get overall picture of the structure. Three charts
rcpresentmo Public Library System in Andhra Pradcsh a Umversuy Library and a Speclal
lerary have been given below:
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Self -Check Exerci.se-éi

What purpose an Organizational Chart serves ?
Note: 1} Give your answer in the space pr0v1ded below

ii) Compare your answer with the model answer given at the end of this unit.
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3.6 SUMMING UP

Any formal organization 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 greater. productivity and attainment
of organizational goals, It specifies how the division of work is to be done. It also indicates

* organisation’s hierarchy and authority. A good and well planned structure provides stabil‘ity |
and continuity to the organization and hclps itin dcalmg w1th 1nternal and external environment
‘confidently. :

This unit has discussed in detail the purpose of organizational structure and principles
that uhderlie the process of structuring. The different types of organizational structure have
been explained. | To provide a better perspectwe orgamzatlonal charts for dlfferent types of
libraries are given.

37 MODEL ANSWERS .

1. The Organizaﬁonel structure serves the follbwi_ﬁg purposes:
i) Helps remove conflicts between people about the work and responsibility.
i) Creates an atmosphere for team work
iii) ~ Ensures horlzontal and verucal coordination between dlfferent units.
iv) Integrates all resources and personnel and helps accompllsh goals, . e

2. Theré aré four types of organizatibnal structures : (i) Bureaucratlc (ii)
Departmentallzatlon (i) Project Orgamzatmn and (iv) Network Structure

The main features of bureaucratlc structure ‘are:
i) Control and supervision through a hlerachy of positions.
ii)  Division of labour based on spec1ahzat10n

i)  Framing of rules and regulations for bnngmg in Uniformity and Coordmauon,
Contmmty and Stability. :

iv) Impereonal relationship and unbiased execution. . ‘ I 53
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3. The Principles that underlie an organizational structure are : o
1) The scalar principle
it}  Delegation of authority
iy Centralization and Decentralization - L
iv)  Unity of command
v)  Span of Control
~vi)  Line and staff positions o = : |

vii) Functional authority

viii) Coordination and integratioln.
4. The purposes an Orgaﬁizationai chart serves aré | D
i)  Provides \.fis.ual picture depicting Hofizonfal and vertical divisidns_. ‘ 7
ii)  Indicates clearly flow of authority area of jurisdiction and interre] ationship

iii)  Guides top management in rational distribution of personnel. o

3.8. ASSIGNMENT \N) - .
IIL.; " Visit any large library and draw its Organizational chart.

3.9 . RECOMMENDED BOOKS - N

Evans, G. Edward, Management Technigueﬁ for Librarians. 2nd ed. New York : Academic
Press, 1983 - _ |

Martin, Lowell A. Organisation Structure of libraries. rev.ed. London :'scarecro!w, 1996

Sharma, Chandrakant. Library management and organisation. Delhi. Shree Publishing House,
1983 ‘ : e
Sueart, R.D. and Morgan, B.B. Library Management. 3rd ed. Littleton : Librari;es Unlimited
Inc., 1987 '

3.10. GLOSSARY

Bureaucratic Structure ~ : * This kind of ‘organisational structure consists of control and
supervisions through a hierarchy of positions with authority
. and responsibility.

- \
Departmentalisation : This is the structure that involves-a rational grouping of
activities into different departments / sections with the

-

hierarchy of diminishing authority.

Delegation of Authority :  Itis the transfer of authority within preséribed li;mits. _

. Network structure - This structure through networking fac:i_l_itakes to share

resources, expertise and functions.




Orgahisa_tiona_l _Clial_'t -t ltisthe chart Wthh clearly indicates the flow af authority and
' R 'accountablhty, the area of _]l]I‘lSdICtlDﬂ over functions and

1nterrelat|0nsh1ps

Scalar Principle :  Scalar principle shows a line of authority for effective

organisational functlonmg and there will be an ultlmate _
authority.

Unity of command . Each Employee of an organisation should be responmble to
and receive orders only from one supervisor. - '

311 MODEL EXAMINATION QUESTIONS |

- 1. Essay Questions

. What is organisational stricture ? Explain different types of organisational
structures found in libraries.

2. Explain Organis'ational Chart of a library with a suitable 'illt:_lstratib'ﬁ.
11. Short Notes
a) Network structure

b} Unity of Command
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4.11  Recommended Books
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4.13 Model Examination Questions

4.0  AIMS AND OBJECTIVES

A library building should reflect the functional requirements of a library. This unit
explains the various approaches to designing and construction of a library building. This unit
also explains you the importahce of Hbrary furniture.and equipment and stresses that the
manager of the library should be well versed in identifying the suitable and appropriate furnltutc
and equipment to fit with the library building foi comfort and efficiency.

After studying this unit, you will be familiar with

. the need for propér planning for a library building

. the factors that are to be considered in planning
. the furniture and equipment required for a Iibrar'y
. the need for the right type of furniture for the effective working of a library.

.41 INTRODUCTION

Library buildings house library collections of various kinds, chiefly books and other
printed matter, seating accommodations and other facilities for library users. Before a library

building is constructed or even planned a number of tasks should be carried out. The persons -

directly concerned may include an architect, the librarian and often several members 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 representatives of the library committee, governing board
representative and one or two representatives from the users. The preparation of programme
for the library building is generally, if not always, the most important single contribution 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 that 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 thelr type, clientele and
nationality.

57




58

I

42  FUNCTIONS AND ACTIVITIES OF LIBRARY BUILDING

Functions ) )
* Any library building should be able to cater'generelly to the fqllowing functions :
a)  The effective technical operations of the library. |
b)  The e_f_t"ieient and rapid production of the library.
c) The p'rovision of quiet, comfortable and attractive areas for study.

d)  The provisions of 1nd1v1dua1 and colleettve studles for the users domg mtenswe
rescarch work. '

e The provision of facilities for developing reading habit.

f)  The provision to fae1htate lhe contact of lhe users with the contents of the llbrary

2 The storage and preservatlon of reachng matena] ‘

h)  The accassibility of the réading material to users without loss-of timie, j
Activities

The details of the 1nter10r of the building should take 1nt0 conmderatlon the followmg
activities :

a)  Book- preparation activity

b)  Book - storage activity

c) Book - service activity |
Thiese act1v1t1es should comprehend the present and the future needs _

In planmng a funcnonal bm]dmg, thiose respons1b1e must consider . to the followmg.

essential points :

'a) . Providing quarters that will as far as possible ensure the preservation of the collections

Le., creating proper atmospheric conditions. But atmospheric conditions al ne will not -
necessarily preserve the collections. Arrangements that will prevent their loss by
vandalism and theft must not be neglected

b)°  Comfort of the readers and staff i. ¢.; create conditions that enable the reader to forget :
- about matters like temperature llghtmg, visual and audltory d;.stractlons

C) Convenience : Planning should make it unnecessary for readers and staff to waste time
in travelhng to reach the place.

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




Self -Check Exercise - 1-
What is the consti:tufion of a library building planning committee?
Note: i) Write your answer in the s_pac'e“ given below.

ii) Compare your answer with the model answer given at the end of this unit,

........................................................................................................................................................
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43 LIBRARY BUILDING CONSTRUCTION = APPROACHES

The construction of a liBfary building needs careful planning. It is the collaborative work
of the librarian, the. engmcer an architect and the library commlttee

4.3.1 Functional Appmach

In demgmng a library bulldmg, we have to ﬁrst analyse the funcnons of hbrary bmldmg
and then to think of the form. Iti is possible that an ‘architect, responsible for designing a library
building, may give first preference to the form rather than to the functions. But it is the
librarian’s duty to sce that the building is. more functional. For this he has to imagine the
movements from floor to floor and the acce551b1hty of each department He shall have to
understand from the architect the prov151ons of natural hghtmg, prevention of direct sunlight
inside the library, ventilation, window details, cooling, heating, 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 buddmg Once the
interior des1gn is complete, its outer form w111 take its shape " -

432 Part Pl_ayed by the Llhrarlan in Ll_brary Bmldmg Construction

The librarian should make preliminary investigations and should continue till the final
details regardmg the furniture and equipment are worked out '

He shall have the followmg functions : _
L To know premsely the working of the institution for which the bu11dmg is designed.

« T use basic formulas and standards apphcable to varnous reqmrements They
mclude

- number of books per shelf ;

- number of penod.lcals per shelf
- space for a reader

- space for service points

- space for technical-operations
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- space for gangways ;
- number of potential users ;
- number and niature of seats for study.

. To decide the category of reading- space (like mdmdual study, faculty’ study, group
study, seminar work, efc.)

. To consider the special features for the library like auditorium, audioyisual areas,
' technical information area, reprographic area, etc. .

. To decide about the physical conveniences of users

. To design the work-flow charts_ for main funcﬂons of the lilbrary.

. To translate into approximate square meters all the space requirements.

. To determine the library personnel .for the operations and services of ;the library.

“ To study the possibi]ity and advisabitity of further éxpansion

. To examine the site in terms of area and size of the bu11dmg takmg into

consideration the futre expansion.

. To state clearly the basic poinis of design in terms of space and other requirements

‘ - . .. !

e To make definite rccommcndations on each major point _ |
. To prepare a write-up of the basic principles and primary clements i IP design for

the guidance of the orgamzatlon and the architect. _
« - 'To specity materials, equipment and furniture for each area of the building.

Thas the role of the librarian is very important. He should decide in aonsultatmn with
the architect the traffic patterns, floor load, floor covermgs lighting, acousub problems,
ventilation and climatic problems. Sketches and drawmgs of each area as worked out should
be a guide for the final design. His advice at the stage of construction and‘flatcr in the
organization of various areas in the hbrary accordmg to the functions stated by him should be
available. :

433 Role of the Architeet ~ - | ]

The architect is a coordinator. He is a master at blending the proper ideas ; orked with
architectural féatures, materials and site. The architect should be willing to un:gf;erstand the
basic principles of design, spatial relationships and the philosophy of librarianship. It is very
hlelp'fu] for the architect if the librarian takes him to some libraries to explain their working.
He has to prepare drawings and sketches for all major functions of the library. His design
will be the graphic representation of the functions of the building which forms the (iéonstl'uction
plan. - ' '

An architect has the foilowin g three stages of work :

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

| b)  Working drawings and specifications. These include the drawings for architecture
60 . structures, plumbing, electric connections, ventilation and site orientation work.
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.
¢)  Technical information providing technical specifications and supervision in the
use of materials, construciion devices and inspection work.

4.3.4 Basic Points in Planmng

Planning of any hbrary should be initiated from the main entrance. The general pohcy
. determining the location of var ious 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 hibrary
building. |

« . Work-flow to determine the functional basis of each activity. This should include :

- users flow

material flow
_ - service flow
. ~operations flow
- storing flow
_ . control and supervision flow.

. Display area to be near the entrance.

. Circulation counter to be in the central position with easy access t0 public catalogue,
book stacks and reference.

. Main catalogue to be within the easy reach of the users and the reference staff.

. Reference area to be near the public cafalogue with a central reference desk.

. Main study area to be near the bookstacks and on the main floor.

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

. Carrels to face the outside wall of stacks. '

. Multitier stacks to be as a sol:d stock.

. Processing departments to be interconnected as a consequence of the chain of oper atlons
of a book.

. Technical staff activity to be on the same floor.

. Modular concept to be used in construction.

'4.3.5 Standard Specifications
The S'tandar_d specifications should relaie to the following:
- Dimensions of éhclving
- “Shelf requirement
- General space requirement.

In the case of shelving the height, width and the depth of a shelf should be determined.
'In the case of shelf requirement the number of volumes per shelf with regard to normal books, 61




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 the llbrary should also be determined on the basis of an agreed standard. The
deterrmnatlon of the areas on the basas of the standard is an impoftant aspect of library planning,
Standards should also be appl;ed in designing. the fumiture for technical service operations to
sult the needs of the hbrary '

4 3 6 Imphcatmn of growth

The problems to growth and expans:on must be kept in view in designing a library
building. The site should provide sufficient space for future expansion net only to the book -
stack area but also. for more seating space for readers and the working space for the staff,

- Expansion is based on quantltatwe factors and the rate of development of eertam techniques.
The growth of book collectlons rise in population, heavy demand on the hbrary In service
and needs are some of the quantative factors making the growlh and expansmn 1nev1table

The rate of growth must be slowed down but the pohcy of weedmg out, storage
phenomenon; spec1a11zatlon and service implications.

: 4.3.7 Expansion_ policy _
The capacity for expansion of the library should be based on the following-factors :
a)  Period of the service of the library; . | R
b) Antlc,lpated development

+)) Location of 51te

Vertlcal and Horlzontal Expansmn

Expansion of an emstmg bulldmg can take pldce in two ways :
a)  Vertically; and
- b Horizontélly

a) Vertical Expansion

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

b) Horizontal expansion

Horizontal expansion is generally preferred. It helps the librarian to carry out the
expended functions on a single floor. It helps the architects in not. takmg the risk with the
foundations for vertical addltxons, and architectural view against the intended heights in'terms,

~of other buildings -around it. Horizontal’ expansion is helpful for the expansmh of reading
areas but is difficult in maintaining the adininistrative flow between the stacks and the reading
areas. Underground book storage has been created i in some 11brar1es but has been rejected as

well.




Solf-Chéck'Exercise;-- 2

What are the factors that determine the expansion pollcy of a llbrary bulldmg construction 7

Noto 1) erto your answer in the space gwen below

ii) Compare your answer with the model ans_wer given at the end of this unit.
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44 DESIGNING A LIBRARY BUILDING

4.4.1 The Building programme

The librarian should write the bu1ldmg programme This will consist of a) Basic
information and b) Bulldmg requlrements For clearly written pro gramme, it is recommended
that the outlme shown below be followed

A, Basic Intormat]on

i) A statement of the’ l1brary philosophy which 1ncludes

a)
b}
¢)

- The 1lbl’al'y hlstory_ ;

The library objeotives ;
The library policies.

ii) T he building budget

ii) Any general statement not covered by the library phllOSOphy

B, Bmldmg requlromonts (for each space in bu1ld1ng)

i)
ii)
iii)

1v)

vi)

vii)

The name of the space:
The type and number of occupants.
The required area in sqoare feet. -

The descripfion 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. B

- Alistof thebuildin-g equipment which becomes paft 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 equlpment reqmred for the operation of the hbrary {(such as typewnters
reproduction machines, pI‘()J ectors, etc) '
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When the prograrmme has been written it is time to appoint an architzt, |

- The architect is the man who translates the programme into an actual building which
will incorpof‘zgte the spirtt and intent of the library philosophy. The architect’s aim is to create
a building that is beautiful, to create a building that works well, to create a building within a
given budget, and to create a building which s safe.

4.4.2 The site

The best location is near a busy shopping area, near to public transportation and close to
pedestrians. Try not to locate the library in a park, in a secondary street.
4.4.3 The Basic Building Relationships

The first study which the architect may prepare is a flow or reldtlonsth diagram. The
flow diagram will form the basis of the plan. Without indicating the size or ‘shape or levels
of the building, the diagram clearly establishes where each activity takes place in relationship
to all others. It also clearly establishes how readers, children, staff and books move without
crossin0 or interfering with each other.

Kecp the basic plan '~nmp[c and avold corners and other physical ob: ,trucnons which will
complicate visual control of the space. '

Use the largest possible structural spans which the budget will permit.

Avoid fixed partitions and built-in-fixnires

Consider the requirements of growth ” _ I

The structural walls and columns miust be planned for the basic schedule.

The ceiling height for any given space is best determined by the architect. _

Avoid using too many windows, but cons.ider using windows for their ﬁéyciﬁologﬁcal effect.

Use architectural means to control sunlight. Use glass to seperate quiet from noisy areas.

4.4.4 The Areas of Library

While designing any area, constant thought must be given to the layoat dl“ furmture and
equipment if the areas to function properly |

(a) The Entry ' o : o

The library must have only one main-entrance which serves both as entrance and exist.

(b) The Exhibit Area

Displays and exhibits are best located in an area through which everyone will have 1o
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
area.

(c) Reading Room

It is essential in the planning of this space, that all related activities be as close to each
other possible. Thought must be given to putting everyone as close to the material he will




use as possible. - The books must be near the readers and the readers near the librarian and the
librarian near the books

(d) The Clrculation Desk

The desk must be céntrally located since one staff member may have to handle everything
aud everybody at-one time. The desk must control the entrance. - It must be close to the
: catalogue

(e) The Catalogﬁé _

It must be logated in'an area easily accessible to the circulation desk, the books, and the
readers. Itis anarea of activity and noise. Allow space for movement around the catalogue.
{f) Children’s Section

The Children’s section in the library is the gateWay to a life-long friendship between
children and books. - It must be located on the main floor. The area must be accessible from
the main entrance and children must pass the circulation desk to reach their section without
crossing the main reading room.

{g) Meeting Room or conference Room :

A meeting room is a desirable asset to any library no matter how small it is. Meetings
can be held in children’s section when other prov151ons exist. Provisions should be made for
the showing of films and slides.

(h) Reference Areas

The reference section in a library is the community’s information storage cell, It is
important to plan it as a dead-end type of area, with little or no traffic through it to any other
- part of the library and keep it seperate from the popular reading room.

() The Books

Arranging books is a primary function of a library. Wall shelving will probé.bly be
adequate. Traditional stacks can be added later if the growth of the library’s collections require
it. ' o :

() The Librarian’s Office

This is the only room in the building where the librarian can find the privacy to work, to
interview and to discuss problems with patrons and the staff. The room should be easily
accessible from the- readmg room and convemently located to the ClI‘CLl]atl{)ll desk and work
room. . - . : , : o

(k} The Work Room

Locate the work room convenient to the circulation desk and directly accessible to the

service entrance. - The'work_foom can be combined with staff room while under tighter
circumstances. . : . o
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(1) The Staif Room

The staff room should be located near the work reom, on an outside wall with a window
and direct access to the staff toilet.
(m) Public Convenience ' o !
) : . i

Public toilets are a general nuisance to the pubtic library. They create supervision
problems. They invite non-readers into the library. They require maintenance arid up-keep.

+ They should not be located directly off the main room and should be sollocated that
children have easy access to them. They must be sound proof. A staff room toilet must be
included in the programme. '

4.4.5 Envirecnmental Conditions

No matter how well a building has been designed from the practical and aekthetic point
of view, it will never function successtully unless the environmental conditions have been
properly considered. o _ ‘

The envirommental conditions are created by:
~ Ventilation

lighting

air conditioning

acoustics

: : |

(a) Ventilation o _ |
Controlled ventilation must be a specific requirement in any modern building. It is
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.

(b) Lighting | :
Lighting the library building properly is one of the essential design problems. -Light

intensity, glare, contrast and shadow control must be given sérious consideration throughout
the building. " |

(¢} Air Conditioning

In a.modern library building air conditioning is mandatory. The public often sees it as
an expensive luxury, but this is not so, especially when it is viewed in the light of a library
philosophy which encourages maximum public use of the facilities, and the pres?rvation of
the materials for which-it was built. ' '

(d) Acoustics

Sounds originate both outside and inside the library building. Sound control 1n a library

building is an absolute necessity and measures to prevent or minimize disturbing noise must
be part of the planning. ' '




4.4.6 Facilities 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 unsightty wires avoided,
(b) Fire-extinguishing Equipment _

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

A library must be a dignified, cheerful and friendly place. The wrong colours can undo

the effect achieved by good space design. . Keep the colours of thé walls and ceiling in the

natural range of white. Let the furnishings and the displays be the dominant colours. The
reading surfaces must be light in colour. 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 maintenance are simplified.

Self Check Exercise -3

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

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.

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

4.5  FURNITURE AND EQUIPMENT

The question of library furniture and equipment should be taken up simultaneously atong
with the consideration for books, readers and staff. In building as spectalised as that of a
University library, the need of furniture and equipment of individual departments and sections
should be given careful atteution so that the readers and staff experience ease, comfort,
convenience and effeciency in their work. ' '

~ The library building in itseif takes many years to get planned, designed and built yet
there is a tendency to delay the selection and the otdering of the furniture and equipment which
makes the library get going. Consequently, the furniture is not ready when the building is
complete. It is the ‘principle of simultaneity’ which is being pleaded here so that the occupation
of the library building does not get delayed.
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4.5.1 Manufacture of Furniture and Equipment | '
The furniture and equipment play a vital role in the functioning of a librar? Generally
hbrary furniture is of three types accordmg to their manufacture, i.e., wooden, metal and plastlc -

© The furniture is available as (i} Stock standard, and (ii) Custom-built.

1) Stock standard : The furniture and equipment made avallable by manufactures _
according to some standard sizes. Steel and plastic furniture are generally avaﬂﬁb]e as stock
standard. : ' '

115 Custom-built : The furmture made to order in accordance with the speczﬁcation of a
-hbrary

* It is advisable to visit some major libraries equipped with standard furniture and fifti-ngs
- _and know their experiences before deciding on the purchase of furniture and equipment. - - -

4 5 2 Different Items of Furniture

For the sake of convemence and to underetand and remember the various items of
furniture, important items are listed below : '

" Reading Tables

- Readers Chairs
Book Shelves
Book Racks - Single Faced
Book Stacks - Double Faced
" Periodical Tables

. Display Racks
Pigeon hole cupboards
Counters |
Step Stools
Atlas Stand
Map Stand or Rack Umbrella Stand

Property Counter

' Clrculancn Counter (Chargm E Desk)
Newspaper Desk |
Reference Table
Research Tab'l_e' _
Cubicle Taoles .

Classification Tables : E o . | o ‘
Catalogoe Tables |

~ Accessioning Tables




Binders Table _
Counter He’ightIS_he]ves (Single Faced and Double Faced)
Officer’s tabies‘and chair o
Typist table and chair
Revolving Book Rack
Charging Trz;lys
- Catalo gUe (Indéx) Cabinets
Recent Additions Shelves
Notice Boards . |
Display Boards
Wooden Cupbo.ards
Steel Almyrahs (Storewells)
Wall Cupboards |
Book Exhibition cases
Book Trolly
" Dictionary Stand
Bay guidc Boards

4.5.3 Different Items of Equipment

For the sake of convenience and to understand and remember the various items of
equipment, important items are listed below: ' '

Kardveyar

Kardex

Linedex

Rémdcx

Filing Cabincts

Microfilm Readers

Microfiche Rezll_dcrs‘

Micro-opaque bard Readers

Fihﬁ Projcctor.

Slide Projectof Audiovisual
' Cassette Recorder

Video Equipment (TV)

Vaccum Cleaner
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Desk Calculator

Office Calculator

Typewriter |

Telephone

Intercommunication (Inte_rcbm)

‘Hardpress:

- Paper Cutting Machine

Hard Board Cutting Machin_e
Gilding Machine

Backing Machine

Stitching Machine. _
Duplicators (Office)
Buplicating Machine (Tech.)
Insect Killing Machine
Fumigation Chamber’
Electric Stylus

Microfilming Unit

) Reprbgfaphic Unit

Book Stoppers
. Graphdt_ax
Fix-o-graph Boards

Numbering Machine

Below are given different items of furniture and equipme

4.5.4 Furniture and equipment used in Important Sections

nt used in important sections

of a library: ' i
Section - Furniture Equipmen&

1) Acquisition Accessioning Table Filing C'ab%n'et
(books and periodicals) Revolving book rack {to keep fi_l!_es)

- (To keep reference tools)

Wooden Cupboards

(to arrange the books received |

department-wise)

Book trolly
Periodicals

Office caleéndar

Numbering Machine
Kardex




2)

3)

4)

3)

6)

7

Technical

Circulation

Reference

Binding

Reading Hall

Stack Area

- Classifiers table

Cataloguer Table
Wall Cupboards

Circulation Counter

Property Counter

{to keep personal belongings)

Charging Trays

(to arrange charging cards)

Catologue Cabinets

Reader’s Tables
Reader’s Chairs
Wooden Cupboards
Book Shelves
Small Counter
Step Stool

Atlas Stand

Map Stand
Dictionary Stand
Counter height shelves
Reference Table
Research Cubicles
Tables

Binders Table

(for mending, repairing
and binding of books
and back volumes of
Jjournals)

Readers Tables
Reader Chairs
Periodical Tables
Pigeon-hole cupboards
Newspaper Desk

Bceok Stacks
Book Racks

Step Stools

Book Stoppcrs
Bay Guide boards

Duplicating machine
Electric Stylus

Desk Calculator
{to collect fines)

Kardvever

Remedex (to file
Reader’s profiles)
Microfilm Readers
Microopeque Card Readers

Microfilming Unit
Reprographic Unit

Hard Press

Paper Cutting Machine
Hard Board Cutting
Machine

‘Gilding Machine

Backing Machine
Stitching Machine
Rounding Machine

Vaccum Cleaner

Fumigation Chamber
Insect-killing machine
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2) Extension Activity Book Exhibition Cases Film Pri'ojectors
Slide Projectors

Cassettee Recorder
Video Equipment - -..
9) Office (maintenance) Office Tables : Typewriter
' Office Chairs Telephone
Typist Chair Intercom
Notice Board Duplicator
Storewells ‘ '
10}y Computer Section Computer Tables, Chairs Computer systems
Wooden Cupboards ups

Bar-coding Machine

4.5.5 Description of Important Etems of Furniture and Equipment
i) Library Stacks
Book Storages are of various types :
i) Book Shelves
b) Skeleton Book Racl_(s
C) Library Stacks
These may be made of wood or steel.

(a) Book Shelves: These are being used at homes where small number of books are
housed. These may be hung on the walls or kept on the floor, These may be Of various sizes
depending upon the needs from two and half feet height and half foot in length. The width
may be usually 3 or 3.3 feet 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 jangifzs 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 racks and need. These book
racks m'ay have heights ranging from 2'to 10’ in length, 6'to 36 in depth and 37 in width.
These racks 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 slotted angles
have holes at every half foot gap. '

(c)Library Stacks : Library stacks are sturdy in construction, easy to keep clean and
make clean. These are ideal for schools, clubs and libraries. They are made of steel. These
are protected against rust and corrosion by ultramodern phosphating process and further
stregthened with hard-faced enamel finish. Each shelf has built in sturdy side-racks and a
sliding book-stopper for (3/4). On both the sides of the unit, two upright stancthions with box
type frame are jointed with 3’ bracing or connectors, one at the bottom and the other at the
top. This unit rack can be extended to any width by adding more units of similar design.

Fach unit rack on one side will have a range indicato, and index pocket, for easier cataloguing
and label holder for each shelf for effecient classification.




The height of stacks ranges from 6°-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 side will have two hooks at the rear and to fit into
the holes made to the stanchions. These shelves or pancls are interchangeable, depending
upon the size of documents. The sliding book stopper and backrest fitted to the groo?e- of the
individual shelf ensure proper display of books and prevent damage. The narrow vertical siots
made to the stanchion with every 1/4” range are meant for immediate shelf adjustmceats.

The overall specification of the library stacks are as follows:
Dimensions:
Overall Height: 2285 m.m.
The bo-ttom half foot or 67 should be left for ground cleafance.
Sectional lengths:
Total length: 1,865 m.m.
This is measured from end to end pillar. Actual length of panel: 855 m.m. (33 347).
Overall Wi(_ith: 355 m.m. for single-faced.
560 m.m. for double-faced.
Actual Width of Pancl : 222m.m. |

iy Vaccum cleaner

This is an electrically operated equipment mostly used in the institutions to clean dust
particles. '

In a library where dust accumulated on the books as well book stacks, they have to be
cleared and cleaned pcrlodlcally to keep those objects clean and tidy. This is a part and parccl
of the maintenance section of the library.

The main equipment 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 belt to be carried on shoulders will have a 6" hose pipe fixed with a
10" norzle, to operate the twin functions of sucking and blowing out dust. While sucking the
dust it will accumulate at the other'end and where a cloth bag is attached and the same will
be cleared periodicaily.

The advantage of this equipment 18 that the breeze is forcibly pumped out through the
nozzle to clean the shelves without removing them physically every time. This type of dusting
will substitute the process. of dusting with a cloth piece or brushes to avoid delay. In big
libraries where lakhs of books are housed and hundreds of book racks are arranged, vaccum
cleaners alone are only equipment to be used for dusting.
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iii) The Lindex

This is indigencusly manufactured.

This is an equiprment meant for periodical section in the library. This will facilitate to

have at a glance, a list of periodicals subscribed to by various departments, ias a whole,
subscribed to by the library. o |

The equipment consists of three main parts, namely:
(a) A sturdy square base.

(b) A strong, circular pipe with approximately one foot length, revolving on a ball
bearing wheel with a knob at the top.- '

(c)  The sertes of panels fitted to the circular upright roller,

(1) Each panel is of 1’ in length and 8” in width. This sheet of panel will have a grooved
frame on either side and at the top right and 1 sq. inch index piece,

(2)  The journals that are subscribed are typed on perforated strip sheet (made anly for this
purpose) are inserted on the sides of the pane] frame. ' |

(3)  Depending upon the addition and deletion of the jounals subscribed to the perforated
strips can be inserted and stripped off, as the case may be.

(4)  The index frame will have the name of the DPepartment for which the journals are
subscribed to _ . _ : |

A user, at aglance, can have mental assessment of the number of journ.hls that are
subscribed by the department and can make further enquiry later.

iv) Periodical Display Rack

Libraries usually subscribe 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
stthject-wise for easy consultation and reference by the users.

These display racks are of three types
1. Pigeon hole type, 2. Step type, and 3. Inclined type.

In the Pigcon hole type, there are two parts. One is copboard in the bottc?am and the
other pigeon hole at the top. The overall height, width and depth are 7'-6” x 3°-0” x 1°-00”
(top) and 1 1/2 (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 js, the journals cannot be displayed prominently, so as to be seen by the readers. '

The second type (Step type) is beticr one than the first one in the sense that the journals
can be displayed prominently so as to see the Gile part. The overall height, width' and depth
are 6'x3'x1 172’ (bottom) and 6° (at the lop) respectively. This will have four or five steps,
holding 25 journals if it is single-faced or 50 journais if it is double-faced. The disadvantage
in this is immediate back issues connot be accommodated within the same shelf.

The third type (Inclined type) is more advantageous than the otlier two referred to above.
The overall height, width and depth is 6’-67x4°x2’-2” respectively. This is a box type shelf
with horizontal shelves, partitioned with four vertical, individual, hinged, wooden pancls with
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an inclination of 30 to the shelf plank, to give or to project better display and face-lift for the

entire journals. As the individual planks are hinged ones, it can be lifted essily and the.

immediate back issucs of the respective journals can be accommodated in that area for easy
reference. the botiom edge of each inclined plank will hold a 1 174th wodden bead for resting
journals, The entire rack will hold about 20 to 25 individual titles of the journals. All the modern
libraries are equipped with this kind of sophisticated 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 them is
called Book trolly. Depending on the number of books to be carried and weight it can
withstand, the number of wheels to be fixed are suggested. Usually, the book trolley would
be 3°-67 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 threc
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 a ball-bearing
mechanism 16 have casy rolling movement. The type of wheels (castors) are mostly swiveled
type (movement of the wheel any side quickly and easily), when the trolley is moved or pushed.

The book trolley is used commonly in the library for moving books from circulation
section to stack areas; order section to technical section and from technical section to stack
area, and also at times with the stack area to different books stacks. Bvery library should
have few books trolleys for easy movement of books,

vi) Charging Desk (Issuc Counter)

Issue counter is an expensive item of furniture and cannot be replaced very often,
Therefore, much thought and calculation should go into cstimating the requirements for
charging and discharging of books and into deciding upon the size and design of the counter.

Issue counter has to perform four functions. |
I} Registration or new readers.

2)  Charging or issue of books.

3) - Discharging or recciving books back
4) Reservation of books lent out.

Obviously enough; the counter should also have adcqilate shelving space to keep the books

which are returned. And it the counter has also to be used as reference desk (in small liabraries)

" where the same library assistant has to perform both the _]ObS there should be a few exira shelves
to keep important ready reference books.

‘ There should be enough drawer space to file book cards of all the books lent out. The

space should be quite generously 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 retum are to be administered separately, the drawers should be provided

near both the seats. - . d,_aﬁgu TR qu zg,_
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Dimensions : The height of the counter facing the reader should be 40”. The width at’
the top is usuaily kept 26 to 28 inches. Adequate knee space should be provided at all the
places where assistants have to sit and work. There also should be foot-rest to make sitting
comfortable for longer hours.

Design : It is difficult to suggest the exact length and design of the countér which may
suit every library. There are various designs in vogue: rectangular, with only one door
(recommended by the 1.5.1): L-shaped;U-shaped. etc. Whatever design is selected, it 1s better
to have the counter in small units of 3 feet each. The units may be bolled together or just
placed adjacent to cach other to give the illusion of one piece. The unit type counter is easy
to shift from one place to another, and also can be-extended whenever need arises.

A sleek elegant and functional counter should be prefered to a huge monolithic monster.
Avoid having railings at the top which serve literally as a screen between the readers and the.
tibrarian. Glass screen create cold formality become dirty and prove a hindrance to easy
conversation in low tones. Easy exchange of books is also not possible. It is surprising that

1.5.1. has recommended a glass screen all around the counter,
The top should be either hard well-polished wood or should be covered with linolium or
Jaminated plastic.

vii) Wicket Gate

Some libraries have a wicket gate near the counter to control the traffic for security

reasons. The wicket gate, however, is not an effective check for unscrupuious readers. After

a period of time, it simply does not work. It is better 1o have a janitor permancntly at the
gate. In India, where labour is comparatively cheap it is not difficult to atford a janitor.
Yiii) Kardex

This is also an equipment used in periodical section to have a journal control system.
This is a visible record system provided with all the advantages over other visible systems.
This moderm management control will have the following advantages:

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

b) Centralisation : All related data is housed in onc pocket on different cards o increase
fact for speed decisien making and action. ' o

c) Convenience : Effortless slide withdrawl and perfect pocket layback makes operations

. a pleasure. Slides can be completely removed from the assembly. Records can be kept on
correct sequence by change of pockets.

“d) Protection : Cards are houscd in protective pockets with transparent celluloid tips
and so remain clean, flat and do not “dog-eared”, through constant use. Likewise, as it is un-
necessary to remove them, they do not get misplaced.

c) Control : Vividly colored signals along the title, highlight vital facts (contained within
the records), requiring executive action.
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) Savmgs Increased clerical output and a vast- savrng in time means your mvequnent
© is wise one. Lower costs and greater profits are available,

This equ1pmcnt 1s also ideal for business ﬁrms viz, banks, bookehops departmental stores, -
clubs, government, hosp1ta1e>, insurance records, and allied organisations besides libraries. -

They are also f)erfect in so many applications, namely current periodicals records,
- borrowers records in the libraries, insurance records, materials COI]thl production control,
signature records etc '

" ix) Catalogue Cabinet

Catologue cabinet is quite complicated piece of furniture and must be made by an
experienced carpent‘é'r out of highly seasoned wood. Ready made cabinets are also available
~with dealers of hbrary equipment and furniture but these are somewhat expcnswe

Care should be taken to ensure that :

1) The Idimensi_o_ns, especially of the inner side of the drawers, are accnrate. The drawer
should not jam and should move with ease. ' :

2) The whole structure including the drawers should be sturdy and made of hard wood
like teak, the wood used should be highly seasonal so that drawers do not get stuck during-
the rainy season. ; =

3) It is better to have a modular cabinet rather than a big single piece structure having
hundreds of drawers. The standard recommended by the LS.1. is of 24 drawers. "It should
easily be of 30 drawers Whatever size is selected all the units should have the same number

of drawers.

Dimensions : "i"he stand should be 24 inches hi'gh from the ground and the hei ght of the
cabinet should not exceed 5 feet from the ground This can accommodate six trays vertically
and five trays hormontally '

The recommended size of each tray is 12.8 x 7.8 cm, to hold 12.5 x 7.5 cm catalogue
cards. The inner breadth of the tray has to be a little more than that of the cards to allow easy
movements of the cards and the inner height a little less so as to project the cards up for easy
consultations. The length of the tray is usually 40 cm. or 16 inches. “Each tray can hold
about 1000 cards of medium thickness. Each tray should have : ' '

a) A rod to hold the cards in position ;

b)  Handle for pulling out trays conveniently; _

cj Gravrty action tray-catch to prevent the drawer from falhng out;
d) A Wodden anglc block inside the tray to keep the cards. uprl ght

Steel catalogue cabmets may be avotded, as they are noisy, dull lookmg-'and expensive,
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Seif-Cheek Exercise < 4

(a) List of various types of periodical display racks.
Note : i) Write your answer in the space given below.

i) Compare your answer with the model answer given ai the end of this unit,

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

4.6  FURNITURE SELECTION AND ACQUISITION

The following factors may be taken into account in the selection and acquisition of
furniture and equipment for the library:

A)  Flexibility of arrangement is desirable. Built-in furniture and equipmernt such as
catalogue cabinets, exhibition cases and loan desks should be avoided ds these are not
easily moved or expanded in the future.

B)  Whenever it is possible, book shelving should be standardised so that the- parts are easily
interchangeable. The equipment as well as furniture should-alse be purchased in Zroups
of uniform sizes. Tables, chairs, counters and desks lend themselves 1o SuCh treatment.

G)  Comfort, beauty and variety are important in the selection of furniture and equipment,
but these need not be divorced for economy of maintenance. i

D) Comfort, durability and variety should be sought in furniture although the quality of
durability should apply generally to equipment as well.,

E)  Colours and materials should be so coordinated as to provide an atiractive and inviting
atmosphere in harmeny with the purpose of the library.

The selection of furniture is directly related to its intended function and !Ioc:aton within
the library. It 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 equi pment and the
architect should choose the chairs and tables, becanse these are the wares with which he is

78 concerned thronghout his professional life. :




In the matter of selection of furniture, mutual consultation is perhaps even more tmportant
that the decisions as to who makes the choice. The architect choose tables, but the Librarian
is vitally interested in their stability wearing quality of the tops and so on; similarly the librarian
chooses the catalogue cabinets but the architect is very much concerned with the shape, material
and colour because of their effect on the interior desi gn and the cost. If for reasons of economy
or the design, the architect recommends the purchase of furnishing from a singlc proprietary
range, the Librarian wants to inspect every item in that ran ge belore agreeing. As furniture
and eguipment commonly account for between 10 to [5% of the total cost of the library
building, this is obviously not a matter to be treated lightly.

Since furniture and equipment are very important and forms an integral part of a
-University Library building, general policies to their regard shoutd be agreed upon at fairly
early in the planning process. Metcalf recommends the appointment of a library furniture
and equipment selection team which would consist of one member of University administration
some onc locking after the building maintenance, the librarian, the architect, the interior
designer, a representative of the building planning committee, and a consultant.

47 FURNITURE STANDARDS AND SPECIFICATIONS

After five years of continuous tests, frails and experience, the librarian, the architccts
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 providing uncomfortable, unfunctional
and useless quality is avoided. Functional efficiency is secured with ease and canvenience
and with least ado on the part of the library administrator. '

Bureau of Indian Standards (formely Indian Standards Institution) hud done pioneering

work in bringing out specifications for library furniture, Its standard IS: 1829 (1961)

‘Specifications for library furniture and fittings, Part « I : Timber’ was inserted in 1961.

It covers only a few items of furniture and that too not all of their aspects. It was revised in

1978, The dimensions of different items of furniture have been modified and the size and

shape of the control region altered, for optimum utilisation of space. Specification for
- classification table and accession table have been delayed.

The second standard 1S: 1829 (1977} ‘Snecifications for Library furniture and fittings,
Part-II: Steel’ was adopted in 1977 and deals exclusively with the steel furniture required in
the library. There is a great need for a comprehensive standard for library furniture as we

find in other developed countries. It is fearnt that the National Instituie of Designs has done

a considerable good work in designing functional library furniture but it has not been published
as yet. ' o

Since the emphasis is on the practical aspect, the students need not stady this chapter as
a theoretical one, but enough if they understand the specification of each item, so that as
praciicing librarians, they can entrust the work with confidence and extract the product nicely

to the specification of users concerned.

Ii is not possible to list out all the itcms and their individual specifications. Hence the
most important items that are normally considered essential for any modemn library is listed

in Section 4.2.
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The items of furniture differ from library to library mostly on the basis of the type, size,
purpose, resources and objectives for which the hibrary is estabished. Besides ISI, BSI and
other national standards institutes which telease periodically the details of the specifications
of furniture, there are so many publications which clearly gives idea about them. So the student
need not feel disappointed when a particular piece of furniture is not listed out. -

There are good number of publications in USA, UK and other Europcan countries on
this topic but they arc not much uselul to our Indlian situation and context. Hence it is advised
that the students should be acquainted with the books and publications that .are listed under
refercnce, 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 catalogues (illustrated brochures or
documents) relate to furniture and fittings with their detailed specifications. The following
firms (suppliers) deal with library and their catalogues may be perused.

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

(b)  M/s. Vinar Systems, Kolkatta -

(c} M/s. Curzon & Co., Chennai

(dy M/s. Mehra & Co., New Delhi.

(¢) M/s. Remington Rand & Co., Kolkata.
()  M/s. Methodex Ltd.

Self-Check Exercise - 5

List the standards recomnmended by Bureau of Indian Standards for timber and steel furniture,
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.

48 SUMMING UP

A plan is a physical expression of a programme, a philosophy, a site, a badget and many
other factors. Since no situations are ever the same, a floor plan properly designed to serve

one set of conditions will never result only in compromise if adepted elsewhere.

- - - ’ I} - |
In the final analysis, the design for a library building depends on so many varying factors

that 1t is unwise to accept at one standard rule, which can be applied in all situations. However,
the successful design of a library depends to a large extent on the freedom used by its planners

and on their ability to adjust the material at hand to the specific problem. Theimost imposrtant




ingredient of a good buiiding is common for the best library, its inception, development
ingredient of a good building is common for the best library, its inception, development and
execution becomes an art. The architect should therefore be free to use structure and material

as poet uses words, to create beautiful forms and spaces nat only to express and attractively
house the Jibrary functions, but to achieve the environment which is most conductive to learning
and to enjoy the wonderful world which the library has to offer. '

Library furnitare consists of book stacks, periodical display and storing racks, catalogue
cabinets, circulation counter and other furniture for the staff and readers. The furniture provides

- not only functional efficiency, but also provide comfort, aesthetic and appearance. The

librarian should see that the furniture and equipment are in accordance with the specification
and standards acquiring them. '

The library equipment consists of xerox machines (Plain paper copiers), microform
readers-printers, kardex, filing cabinets, vaccum cleaners, telephone, telex, TV/Video recorders,
elc.

49 MODEL ANSWERS

1) A library building plahning committee is constituted by the lilbrarian, an architect, an
engineer, a representative of the library committec, governing board representative and
one or two representatives from the users.

2)  The factors that determine the expansion pelicy of library building construction are (i)
- period of the service of the library; (ii) Anticipated developments and (ii) location of

site.

3)  The environmental conditions that are to be considered while planning a library building

are - Ventilation, lighting, air-cenditioning and aco_ustics.
4)(a) The periodical display racks are of three types @ .
(1)  Pigeon-hole type;
(i)  Step type;
(iii) Inclined type. _
4)(b) ‘Kardex’ is a vital record system used in serial control. Its advaﬁtages are :
(i)  Speed in retrieval of information | _ -
(iiy Al related data about a periodical is at one place ('Cen_tral_isation)
(iii) Convenience is slide withdrawl.
(iv) Cards are protected in pockets

(v)  Saving of labour and time.
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411 RECOMMENDED BOOKS

5 The standards recommended by Bureau of Indian Standards for timber an‘d steel furniture
are: ' o
i) Specification for library furmrure and fittings : Part - I : Timber (15-1829- 1978) (Fll‘bl

revision) I

i)  Specification for Ifbmry fu’rniture and fittings : Part-II :Steel (IS~1829—1977)

4.10 ASSIGNMENTS

1), - Explain the need and pufpose of planning the library building ?
23 What are the different areas in a librﬁry building ?
3) Write shert notes on the follov?ing :

ﬁ) Functional approach

b)  Expansion policy

<) _ Environmental conditions . i
4y Dréw a sketch of a Library Issue Counter (Charging Desk) for a college Ilibr_::n:y'? ‘

3)  Mention a detailed specification for a 12-drawer catalogue card cabinet ¢

6) Do you prefer furniture made of wood or steel? If steel, what are the rea,,ons'? If wood,
why do you prefcr?

Bufeau of Indian Standards : : |
1S-1829-1978 Specification for Library furniture and fi 1tt1ngs Part-I Tirnber. |
18-2672-1966 Code of practice for library lighting.
1S-41416-1976 Wooder shelving cabinets (adjustable type) (First revisioh) i .'

1S-2695-1974 Drawing fitting equipment (Fitst revision) | |

15-1883-1975 Metal Shelving racks (adjustable type) (Second revision)

1-3312-1974 Steel shelving Cabinets (adjustable type) .

1S-3313-1974 Steel Filing cabine_fs for general office purposes (First revis_ion)f

1S-1829-1977 Spccification for library fumituré and fittings (Par~ID ' Steel.

18-1553-1960 Primary elements in the desi gn of libr ary bulldmg, code of practIce relatmg ‘
to {Delhi: Indian Standard Institution}

Kaula, EN. Library building planning and design. Delhi : Vikas publications 1971

Rajwant Singh. University Lzbrary Buildings in India. Delhi: Academic Publications,

1984(Chapter 7) i




Sharma, H.D. Library Buildings and Furniture. Jullunder: India Bibliogr.aph.ic Cenire, 1972

(Part-1I,p.83-104)

Thompson, G. Planning and design of library building. London: Architectural press, 1973

Unliversity Grants Commission (India). Library Committee Report, 1958, P. 14-15.

412 GLOSSARY

Architect

Expansion Policy

Functional approsach

Kardex
Liﬁdex

Wicket Gate

One who designs plans for building and oversees their
construction.

It is the capacity for the expansion of the library by keeping
in view the factors like period of the service of the library,
anticipated development and location of site. ‘

Tt is the designing of a library building by analysing the

functions of a library.

This is also equipment used in periodical section. This visible
record system allows to have a control on the journals

subscribing.

It is an equipment used in periodical section to have access (o

the list of periodicals subscribing in various departments at a
glance.
It is a gate near the circulation counter to have an effective

check for unscrupulous readers and to control the traffic for
security reasons. '

4.13 MODEL EXAMINATION QUESTIONS

1. Essay Questions

1) Explain the functions and activities of library building.

2) List out various approaches to library building and briefly explain them.

3) Give a list of items of turniture and equipment required for a library.

II. Short Notes
a) Kardex

b) Standard and Specifications.
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BLOCK -I1 : LIBRARY GOVERNANCE

This block deals with Library Governance. The system of administration to control and
regulate the activities of libraries has been explained. In total this block consists of four units.

The Unit-5 of this block entitled as “Library Rules, Regulations- & Committees”. This
unit explains the need for the importance of rules and regulations in the library for its successfu}
functioning. A set of rules followed in a university library and special library has been
appended. Further, this unit discusses the role of the library committee in framing policies,
designing plans and programmes and supervision of the overall activities of the library.

The Unit-6 of this block dealt with personnel management in libraries and discusses the
need for manpower in the libraries. Further, it explains how to recruit, train and use manpower
in achieving the library’s aims and objectives. '

‘Financial Management’ is the Unit-7 of this block, which emphasises the need for the

finance in the library and explains various sources of finance in different libraries and methods
of estimation of library finance.

The Unit-8 of this block focussed on Library Statistics and Annual Reports. This unit
explains what is meant by statistics, sources of library statistics, processing and analysis, kinds
of statistics maintained in different sections of a library and their purpose. Moréover, re garding
the annual reports the meaning, need, purpose and preparation of annual report are explained.
A draft annual report of a university library is alsc provided.




UNIT -5 LIBRARY RULES AND REGULATIONS;
COMMITTEES =

. Contents _
5.0 Aimsand Oi)jective_s
5.1 Introduction
52 lerary Rules and RegulaUOns
5.2.1 Need and Purpose of lerary Rules

5.2.2 Enforceinent of rules
5.2.3 Parameters of rules and regulations : o
524 Lilbrary rules in different types of libraries |

5.3 Library Handbooks/Brochures

‘54 Model Library Rules

5.5 Library Committees _ _
5.5.1 Need and Purpose of Library Committee | _
5.5.2 ‘Types of Library Committees -
5.5.3 Functions of Library Comnittees - |
5.5.4 ‘Advantages of Library Committees
5.5.5 Disadvantages of Library Committees

5.6  Role of Librarian in Library Committee Meetings
5 7 ‘Committees-in Different Types of lerarles

5.7.1 Umversﬂy and College lerarles
5.7.2 Special leranes
5.7.3 Public Libraries

5.8 :Summiﬁg Ui)

59. Model Answers

5.10 Assignments

5.11 .Rccommended Books

5.12 Glossary: |

5.13° Model Exammatlon Questlons '

5.14 Appendix - Library Rules and Regulations; lerary Commlttee

50 AAMS AND OBJECTIVES

The successful functioning of any s.erVice. organisation depends on a set of unambiguous
rules and regulations. “The staff and users of the library should have full knowledge of them | _
and should adhere to them. The rules and re_gulations required for day to day operation of a c85
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Self-Check Exercise -2

Describe what attitude need to be adopted by the librarian while interpreting the rules.
Note :1) Write your answer in the space provided below. |

if) Check your answer with model answers at the end of this unit.

5.2.3 Parameters of Ruies and Regulations

The basic parameters of rules and regulations arc common to all types of libraries.
However, the provisions in réspect of specific issues will ditfer from library to l'ibrary depending
upon its nature. For example, university library 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 parameters may be enumerated as under:

1) Address ‘ _ _ . _
Name and Postal Address; Telegraphic Address; Telephone/Telex/Fax Numbers

2) Working Days and Hours
Library Workiﬁg Hours
" Holidays |
Working Hours on Holidays
3) Membership
Eligibility
Categories
4y Loan Facilities
Category of Librﬁry Documents Issued on Loan
Number of Documents Issued to Different Category of Members
Duration of Loan | |
Overdue charges for Late Return of Documents

Penalty for Loss or Damage of Documents




5) Loan Services
- Reference Service
Information Retrieval and Literature Scarch Services
Document Delivery Service (Providing photoéopies)
Inter-Library Loan Facilities

Charges for various services

6) General
Admission of Visitors
Restrictions on Bringing Personal Effects in the Library
Use of Rarc Documents
Maintenance of Silence in the Library

Prohibitions on Smoking

7) General and Dlﬂ;LrLtnonary Powcrs of lerarlans

The hbrary profession has been introducing various mnovatlons in p1ov1d1ng services [0
users. For example, literature scarch services, referral service, and document delivery service
were-not included in library-rules before. 1940s. But no library to-day can afford to function
without oifermcr ‘them. Prov 1d1ng on-line literature services has increasingly becoming a
common feature in many special libraries. As a result, library rules and regulations of a
university Yibrary and those of a library attached to an post-experience management cducation
(a special library). In addition, a set of model rules is provided in Section 5.4. These will
enable you to better undexstand the factors that govern the framing of library rules and
regulations. .

Self-check Exercise - 3
What should be contents of library rules and regulations?

Note ;i) Write your answer in the space given below.

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

e T T T T ek Rt
......................................................................................................................................................

89




Kerala 1989 _
Authority)

State Library. Council {Advisory and with

554 Advantages of Library Committees

B Improved Coordination

, in enhanced acceptance of dccmons by the library staff, adnunlbtrat:lon and the:

of wxder issues that confront the library as a whole.

; _'favourmsm and erroneous and arbitrary decisions. Committees workmg at
. help in ‘decentralization and dlspersmn of powers

In the Appe'ndix we reproduced the text of the Statute of a Universi
cousitution, duties and powers of the Library Committee as an example. T
from the nature of functions of Library Committees that they provide guldar
the hbrary and are not conccrned with its day to-day administration.

Self-Check Exerc1se—3

Descmbe bmeﬂy the functions of the Statutory Committee in a University Lib

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

fy regarding the
t can be inferred
ce and advice to

i) Check your answer with the model answer provided at the end of this unit!

.............................................................................................................................
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a) Better Quality of Decisions

A Committee brings together experts. from a variety of fields who prov

de a wide range

of knowledge and insights that are beyond the ablhty and scope of any individual decision-

tndker

In the course of committee dlscussmn, mermbers become mcredsmg
actwmes of different units and their impact on the other units.

organization.

¢) Enhanced Acceptance of Decisions -

ly aware of the

This results in willing '
~ coordinatiop and cooperation among all umts and help to achieve DVBI‘.—ll] goals of the

Dispassionate views and advice of committee members on crucial and critical issues result

d) Trammg lerarlans

HSer commumty. '

Committee deliberations always serve as a tramlng ground for young hbrary' executives.
They learn how to free thiemselves from parochial concerns of their individual units and think

e). Dlspersmn of Power

- To6 much concentration of power in one person is hkeiy to Ieacl to abuse of power,

different levels
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5.0 A&MS AND OBJECTIVES

The successful .funct_lomng of any service organisation depends on & set of unambiguous
rules and regulations. The staff and users of the library should have full knowledge of them

and should adhere to them. The rules and regulations required for day to day operation of a
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i
library are discussed in this unit. The library committees have been widely recognised as an
important mechanism for promoting coordination and cooperation, problems solving and
decision-making, and incorporated into the organisational structure of libraries.

After studying this unit you will be able to

e explain the need and purpose of library rules and regulations.

. frame rules and regu!ationé fora libréry and interpret them for the benefit of users

» explain the need and purpose of Library Committees =~ | '

* identify different types of library commitiees and describe the func;ttions of each
type _ s |

. weigh the advantages and disadvantages of committees and ‘Functions of

committees in university, special and public libracies -

. describe the role played by the Librarian in ananging Committee Meetings.

51 INTRODUCTION | | |

The library is a social organisation, which is created for the benefit of the sotiety. Socicty
needs libraries in order to make the records of civilisation available to those wﬂo need them,
The libraries, thus function for the benefit of individuals with the ultimate aim’ of creating a
cultured society of which an individual is member.

A library acquires varicties of graphic records and is respousible for their organisation
and maximising their use and their maintenance and preservation for the use of prosperity.. It

has to serve the clientele without any discrimination, The management of lbrarjes to achieve

such objectives has become a complex affair. _ i

Rules may be defined as laws or regulations that is aimed at guiding the|conduct of a

' group of people and is uniformly applicable to all. In the library context, they cover both the

user community as well as the library staff to ensure the smooth functioning of a library for
achieving its cbjectives. Library rules are essential for the proper upkeep of reading materials
and to ensure their use. Rules ensure maintenance of order and decorum. They_ enumerate
duties and serve the user commuhity.' The rules and regulations should facilitate use and not
restrict it. Even whatever restrictions are imposed, they should, in the ultimate ana!llysis, benefit
the users. The rules should be written in simple and precise language 'lcaving no room for
ambiguity. There should be no confusion in the minds of users about the proper Fsc of library
materials and services offered by the library staff.

5.2 LIBRARY RULES AND REGULATIONS

5.2.1 Need and Purpose

The library rules provide guidance to the library staft in respect of their daj‘/-today work
as far as the users are concerned and such rules are useful in developing cordﬁal staff-uscr
rclationships. Specifically properly framed rules serve the following purposes:

. Provides guidance and direction in the use of library materials, facilities and
services '




. Protect Iibrary property - documents, furnitures, etc., from damage and misuse;

. Prevent loss of library documents;

. Inform members or their privilegs and responsibilities;

. Maintain calm and congenial atmosphere in the library; and

. Empower library staff with authority to enforce the tules and re gulations and often

using their discretion whenever necessary.

Self-Chieck Exercise -1
Explain the factors that justify the need of library rules and regulations.
Note : 1) Write your answer in the space below.

i1) Check your answer with the model answers given at the end of this Unit.

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

5.2.2 Enforcement of Rules and Regulations

It is evident from the discussions that the rules and regulations are necessary for avoiding
coniusion in the management of library resources. It is, therefore, necessary that proper care
is taken while drafting the rules and subsequently enforce them appropriately. There is a
tendency among certain sections of the society to feel that it is for others to observe the rules.
They are above the rufes. It is, therefore, essential that rules should be framed in such a way
that they are enforceable. The draft rules should be discussed in the library committee and its
approval obtained. But, before adopting them all pros and cons of various provisions that
are to be adopted need be carefully considered. The contents should be presented in clear
and simple language. It needs to be appreciated that purpose of the rules is to help the readers
in proper use of library facilities and services and not to create hindrance.

The librarian has to act as a friend, philosopher and guide of the vsers 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 feedback from the
users in order to understand the genuine problems faced by readers so that he can get the
relevant rules suitably amended.
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Self-Check Exercise -2

Describc what attitude need to be adopted by the llbl‘d.[‘ldn while mterpretm;r the rule%
Note : 1) Write your answer in the space provided below.

1) Check your answer with model answers at the end of this unit.

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

5.2.3 Parameters of Rules and Regulations

The basic parameters of rules and regulations are common to all types of libraries.
However, the provisions in respect of specific issues will differ from library to library depending
upon its nature. For example, university library rules will not be the same as thosé 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 parameters may be enumerated as under: -

1) Address . _ _ _ .
~“Name and Postal Address; Telcgraphic Address; Te[ephone/Te.lefo ax Num;bers.
2) Workihg Days and Hours |
Library Working Hours
"Holidays : ‘ |
Working Hours on Holidays '
3) Membership
Eligibility
Categories
4) Loan Facilities
Category of Library Documents Issued on Loan
Number of Documents Issued to Different Category of Members
Duration of Loan

Overdue charges for Late Return of Documents

Penalty for Loss or Damage of Documents




5) Loan Services
Reference Service
Information Retrieval and Literature Search Services

Document Delivery Service (Providing photocopies)

Tnter-Library Loan Facilities

Charges for various services

6) General
Admission of Visitors
Restrictions on Bringing Personal Effects in the Li b.rafy
Use of Rare Documents |
Maintenance of Silence in the Library

Prohibitions on Smoking

7T Ga.neral and Discretionary Powers of lerarlans

‘ The library profession has been introducing various innovations in plov1d1ng services to
users. For example, literature search services, referral service, and document delivery service
were not mcluded in llblary rules bcfore 1940s. But no hbrary to- day can aﬂold to funcuon

common feature in many special libraries. As a result, ]1brary ruies and regulations of a

university library and those of a library attached to an post-experience management education
‘ (a special library). In addition, a set of medel rules is provided in Section 5.4, These will

enable you to better undeystand the factors that govern the framing of library rules and

regulations.

Self-check Fxercise - 3

What should be contents of library rules and regulations?

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

ii) Check your answer with the model answers given at the end of this unit. .

......................................................................................................................................................
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5.2.4 Library Rules in Different Types of Libraries

As discussed in Section 5.2.3 although factors that govern | the framing of rules are almost
the same for all types of libraries, there are variations in respect of several issues from library
to library. These variations occur because of several factors:

Types of library - public, academic, research, etc.
Types of reading materials

Types of users

Types of services provided.

The discussion below will prov;dc some idea about urnvelsity and speddl libraries in
the Indian context.

(a) Public Libraries | ' _ I

Public libraries are “People’s universities’. All segments of society, house w‘jivcs, children,
handicapped, professionals, students, etc., are entitled to utilize the services of public libraries.
The nature of documents that are acquired to cater to their informarion needs widely differs
from university and special libraries. Extension service in public libraries is an essential
clement. Even among public libraries at different levels - district, block, mandal, village -
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 libraries the readership form a homogeneous group consisting of
students, researches and teachers in university libraries. Obvijously their information needs
and documents are different from those of the users of public library services. Textbooks,
journals and reference books have a predominant role. As such, borrowing facilities, reference,
documentation and bibliographical services, working hours have to be geared to these
requiremenits and need io be taken into consideration while framing rules and regulations in
university and college libraries.

(2} Special Libraries

These libraries are subject or uission oriented. Small but highly specialised collection
and intensive sérvice are peculiar to special librarics. CAS, SDi, Document Delivery Service
become essential aspect of the functioning of a special library. All members of special libraries
generally enjoy equal privileges. Journal and report literature, patents, and nascent documents
get priority over books.

The rules and regulations in special libraries are framed in accor dance with the working
hours and objectives of the parent organisation, of which the libraries are part.




Self-Check Exercise - 4

Briefly discuss the factors that effect variations in rules and 1"egu]ati0ns of public, university
and special libraries.

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

11) Check your answer with the model answer given at the end of this unit.

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

53  LIBRARY HAND-BOOKS/BROCHURES

A modern library is expected to prepare a handbook/brouchure for the use of clientele.
These handbooks need to be given 1o all new eatrants of the library. They are useful in
educating the readers about the type of reading materials available in the library, their
arrangcment on sheives, free access to these materials and vartous types of services -
bibliographical, documeniation, photocopying ete., made available by the library.

The details as to what penalty would be imposed about the misuse and loss of books and
late return of books are aiso included in the handbooks/brouchures. Making these matters
clear in the beginning 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 handbooks / brouchures to all users will result in saving their time as
well as the time of library staff. It helps in protection of library prosperty,

Details relating to location of different units, types of documents available in the library,
how to use public catalogue, what documentation, bibliographical and photocopying facilities
are provided and rules and regulations for using these facilities, are included in the handbooks/
brochures.

Self-Check Exercise-5

Write in five lines the utility of a library handbook.
Note: 1) Write your answer in the space provided below.
ii)  Check your answer with the modél answer given at the end of this unit.
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5.4  MODEL LIBRARY RULES

A set of model rules in relation to a public library have been provided below.
1) Name of the Library:

2) Address :

3) Telephone and Telex Number :

4) Workmg hours:

The library w111 be kept open for public from 8.00 a.m: to 8.00 p.m. on all workmg days
and 9.00 a.m. to 5.00 p.m. on holidays and 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
persen in his locality is cligible to enrol himself as a member.

" H) A person working in an institution within the area of the library shall produce a
guarantee from the head of his institution. P
Enrolment :
i To get enrolied as a member, a person shall fill up and sign a 1cg1~,tlat10n form,
which can be had free of cost at the circulation counter.

) Adeposit of rupees fifty has to be paid towards enrollment.
Membership Card/Ticket:

1) Each member will be given two readers tickets which entitle him to bormw two
books. : : |

ii)  The membership will be valid for a year and need to be renewed.

“iii}  In case the member wants to withdraw membership, his deposit amount will be
returned, provided he returps all books due from him and pays overdue: charges
if any.

Loss of Tickets:
1) . If amember loses his ticket, he has to immediately report it to the librarian.

ii)  He will be issued duplicate tickets after a lapse of three mionths against an
mndemnity bond in the prescribed form and payment of rupees two for each ticket.

6) Borrowing of Books: |

i) A member is entitled to borrow one book against one ticket.

1i} The member shall satisfy himself, as to whether the book issued.is in sound
physical condition, if not he shall bring the matter to the notice of the circulation




i)
v)
v)

vi)

vii)

incharge, otherwise the member shall be held responsible for any damage
dlbcovered while returning the book.

The books are issued for a fortnight and have to be returned on or before the
stipulated date.

A overdue charge of 10 paise per day per book shall be levied after the expiry of
the due date. |

Books borrowed could be renewed for another fortnight provided there is no
demand from other members.

The librarian will have power to recall the book borrowed when required urgently.

Reference books, periodicals and rare books shall not be lent out.

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)
it)

iii)

iv)

Members shall be responsible for the safe custody and return of books borrowed.
Damage or loss of books shall be immediately reported to the librarian.

Members are liable to replace the damaged or lost books or pay the cost of books
as per current market rates. '

If one book of a set is damaged or lost, the members concerned shall be liable to
replace or pay the cost of the whole set. '

8) Use of the library:

1

i)

-iil)
iv)

vi)

vii)

vill)

Person desirous of using the library shall enter his name and address legibly in
the gate register.

Person who is not of sotind mind shall not be admitted to the library.

Sticks, umbrellas, bags and other personat articles shall be deposited at the property
counter and not 10 be taken inside the library.

Dogs and other animals shall not be admitted.
Silence shall be strictly observed.
Smoking, eating and sleeping is strictly prohibited in the library. '

Members are free to browse and consult the books and other reading materials
and leave them on the table afier they finish with them.

No person shall WI‘ltC damage, make a mark or underline on any book or other
materials belonging to library.
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library.

9) Generat : ' . _ |

i) The librarian may refuse under special circumstances, admission into the library
to any person on the use of any book without assigning any reason thereof.

ity Any one who violates the rules and regulaticns of the library would be liable to

lose the privilege of membership. |

55 LIBRARY COMMITTEES

For the scientific management of modern complex organizations inchi!lding libraries,
Comunittees have become indispensable organs. They act as medifier to the hicrarchical
organizational system. Particularly in libraries, where organizational structures cut across
various departments and sections, Committee play a very important role. Comﬁnittees provide
means to bring a wide variety of knowledge and experience to the operation of libraries. They

- help libraries in stimulating the interest of the user community and keeping in touch with it.

Some Library Committees are statutory, while others are standing or adﬁoc in nature.
Depending on their nature, these comumittecs are responsible for providing policy guidelines,
advising and making recommendations relating to different activities and programmes of the

Library committees are consfituted in accordance with the provision of statutes and acts.
In India all existing Public Library Acts and Statutes of Universities contain 5|'.uch provision
which provide details about the constitution of committees and their functions. Library
Committees are also formed by executive orders. The role they are expcc:tcd to play is
delineated in the order. In libraries attached to autonomous institutions, the top management,
in consultation with the library, draws up the detail about the role and functions of such

committees. : : ]

While discussing the Library Committees, we must understand the difference between
a Library Committee and a Library- Authority. The Library Authority is empowcﬁcd to perform
cxecutive functions, whereas in most cases the Library Commitiee is arl advisory or
recommendatory body.

;

5.5.1 Need and Purpose of Library Cominittees |

- The factors listed below justify the need and explain the purpose of Library Committees:

® All libraries are supported by public funds eiiher fully or partly.. It| is, therefore,

necessary for libraries to build a favourable image among the pubilic about their
usefulness to public at large. The Library Committee can effectively build such
an image. ' '

* Depending upon the nature of the _iibrafy, library cornraittees consist of members
from wider cross-section of the society or from varicus depar%mcntsl and sections
of the concerned organizations possessing rich experience and expertisie. This helps
in the effecient management and rational decision-making. | ‘

» The association of such members with the commiitee is helpful in obtaining support
and cooperation from various agencies particularly in getting adequate financial
support. ' |




. The collective decisions of the committee provide the necessary strength and moral
authority to librarians to implement plans and programmes of the library with
confidence and commitment.

. Delegartion and decentralization are the hallmarks of effective management,
Libraries can achieve this through different types of committecs.

. The commiitees can play useful role in evaluating the library service and provide
apropriate advice and direction for the future 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 answer provided at the end of this unit.

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

5.5.2 Types of Library Committees

A brief reference to different types of Library Committees has been made in the sections
above. In this section a detailed account of different types of committees with examples will.
be given.

a) Statutory comumittees: These fypes 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 constituting them

whether through clections or nominations, the tenure of members, their powers and duties,

the functions of the committee, the nature of commitiee - whether advisory or executive.

The provisions made in the existing Public Library Acts in eight states are examples of
Statutory Committees at State level. '

State Public Libraries Acts Lib_rary Committees (Nomenclature)

Tamil Nadu (Orginally Madras) 1948 State Library Committee (Advisory)

Andhra Pradesh 1960 : AP Granthal aya Parishad (Advisory and
with Authority) '

Karnataka 1965 State Library Authority (Advisory and with

' Authority) _

Maharashtra 1967 : State Library Council (Advisory)

West Bengal 1979 State Library Council (Advisory)

Manipur 1988 | State Library Committee (Advisory)
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Kerala 1989 State Library Counc:l {Advisory and with
: Authority)

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 also provision for Library Committees.

For example, the Statute No. VIII of Osmania University Act, 1959, provides details about
the constitution, duties and powers of the Library Commitiee. (Sce Appendix)‘

-b) Standing Committees: These committees are created by executive orders of
universities or Library Authorities in public libraries 1o carry cut specific tasks, e.g. Book
Selection Commiittees, Grievances Committees, Welfare and Games Comumittees, ete. Faculty

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 Jook after and provide guidance in day-to-day

management. Also reporting committees constituted to investigate and get to the real situation

of certain aspects of library fall under this category.

d) Task Forces : They are created by the head of the library to deal with specific problem
of task. Task forces are usually tormed to deal with complex problems or tas]fgs that involve a
number of organizational sub-units. For example Budget Committee, Disciplinary Commuttee,
Purchase Commitiee, etc.

¢) Adhoc Committees: Such Committees are not related to a particular library but are

set up by the Government either at State-level or all India level to advise them on the

development of library systems and services. Such committees cease to function once the
reports are submitted. The following two are good examples of Adhoc Committecs.

i) The Committee {0 review the working of Andhra Pradesh Pub';lic Library Act,
1960 constituted under the Chairmanship ol Justice Gopal Rao Ekbote in 1978.

ii) The Committee on private libraries constituted by the Government df AP under
~ the Chairmanship of Sri Vavilala Gopalakrishnayya in 1978.

iil)  Staff Selection Committees, Assessment & Promotion Commitiees,

1t should be noted that a library need not necessarily have all types of L‘Lf)mmi.t[ees. The
constitution of committees depend upon the size and the types of activities of the concerned
library. Apart from the statutory committees, standing committees for selectiion of books are
constituted. ' P




Self-Check Exercise-2

2) What are the different types of Committees? Provide examples.
~Note: 1)  Write your answer in the spﬁcé provided below.

ii) Check your answer with the model answer provided at the end of this unit.

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

b) State the nomenclatures of state-level committees as per the existing Public Libraries Act.

5.5.3 Functions of Statatory Committee

The functions of statutory committees, as listed in acts and statutes may be summarized

as under:
- Appmvé plans; and policy guidelines _
o Allocate budgetted grants to different departments / subjects |
. Scrutinise and sanction proposals for major purchases involving capital expenditure

. Approve guidelines for staff recruitment, assessment, promotions, staff

developinent, etc

. Approve annual reports
. Frame Library rules and regulations
» Constitute committees for selection of staff and appoint task forces and

subcommittees for specific purposes providing terms and conditions.

. Advise and suggest new programmes and activities
. Look after ail matters of importance that concern growth and development of the
library. '
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In the Appendix we reproduced the text of the Statute of a University regarding the
consitution, duties and powers of the Library Committee as an example. IL can be inferred
from the nature of functions of lerary Conumittees that they provide guidarice and advice to
the library and are not concerned with its day- to-day administration. i

Self-Check Exercise-3 ' N

Describe briefly the functions of the Statutory Committee in a University Library.

' i

: i

i) Check your answer with the model answer provided at the erid of this unit!

Note: ) = Write your answer in the space provided below.

5.5.4 Advantages of Library Committees

a) Better Quality of Decisions

A Committee brings together expcrts from a variety of fields who provlde a wide range
of knowledge and insights that are beyond the ability and scope of any individual decision-
maker. ; :

. ) |
b) Improved Coordination R |

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
orgamzcmon

¢} Enhanced Acceptance of Decisions

Dispassionate views and advice of committee members on crucial and critiéal issucs result

.in enhanced acceptance of decisions by the library staff, admnmstratmn and the user community.

|

Committee deliberaticns always serve as a tralmng ground for young library executives.
They learn how to free themselves from parochial concerns of their individual umts and think
of wider issues that confront the library as a whole.

(i} Trammg Librarians

e) Dispersion-of Power

- Too much concentration of power in one person is hkely to lead to abuse of power,

_ favounusm and erroneocus and arbitrary decisions. Committees workmg at d{fferent levels

help m decentrahzauon and dJspersmn of powers




Thus, the Library Committees are necessary for overall 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: i) Write your auswer in the space provided below.

ii) Check your answer with the model answer provided at the end of this unit. |

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

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

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

3.5.5 Disadvantages of Library Committees

a) Waste of Time and Money

The Committee meetings may often cost the library a great deal in terms of time and
money. Poorly managed committee meetings, in particular, become uriproductive.
b) Individual Doemination

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 Commiftees.
d) Lack of Responsibility

Since many committee members may not feel responsible for the implications of the
decisions, they may be less careful in arriving at decisions. Librarians may find difficulty in
implementing such decisions. o

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 effectively and profitably to achieve the objectives of libraries.

56 ROLE OF LIBRARIAN IN LIBRARY COMMITTEES

The librarian has to play a significant role in the affairs of the library. His involvement
with the committee work at all stages is essential, the composition of committees, convening
of meetings, active participation in the deliberations and taking effective follow-up action of
the decisions.




a) Composnmn of Committees

The librarian should be familiar with prowsmn of the acts and btatutes thal govern the
functions of different Committees. Accordingly, he should suggest a panel of members 1o the
- appropriate authority for constituting the Committee. It is a convention in university and
autonomous msntutlons that such a panel is always suggested by the llbranan While

suggesting the names, the librarian should see that ploper talent is available Lo the library.
A

b) Convening of Meefings

The librarian is generally the convener or secretary of library corumittees. It is his duty
to convene meetings in accordance with the relevant statutes. He should com,ult and find out
the convenient date from the Chairman for the meeting. It is also his 1espom51b1l1ty o decide
in consultation with his colleagues the agenda items and prepare backgmu;nd notes on each
item suppmfed by facts and figures. He should ensure that agenda papers reach the members
well in advance. ' ' |
: |
¢) Deliberations of the Meeting

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 Commitiee in arriving at
proper decisions. He should also assist the Chairman and see that all 1‘nemb@ers 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 their comments and finally approved by
the Chairman. The rainutes as approved are generally ratified in the next meeting of tthe

committce, : - |

"d) Implementation of Decisions

After the minutes are approved, the librarian should initiate follow-up action. The exiracts
from the minutes relevant to concerned divisions or sections should be forw%lrded to them for
taking appropriate action. Actions taken on various decisions of the Committee are generajly
reported in subsequent meetings.

i
Librariari, thus has to play an active and key role at every state of meeting of Library
Committees. |

Self-Check Exercise - 5

Explain briefly the role of the Librarian in Committee Work.
Note: i) Write your answer in the space provided below.

it) Check your answer w1th the modcl answer provided at the end of th]s unhit.

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




57 COMMITTEES IN DIFFERENT TYPES OF LIBRARIES

The Committees have come to stay 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 commiitiees arc created
through executive orders. It is seen that committees do exist in almost all Public Libraries,
University and College Libraries and in Special Libraries.

5.7.1 University and College Libraries

Tn all universities there is a provision in the statutes for forming Library Committee (See
Appendix of Statutory Library Committee of a University Library). Thesc statutory commillees
consist of dean of faculties, senior university teachers, principals of campus colleges etc. The
Vice-Chancellor would be the Chairman and University Librarian as the Member-secretary.
These committees are responsible for framing policies and programmes, rules and regulations,

" approving budget and evaluating services. Besides the statutory committee, sub-committees
or standing committees are constituted by the Library Committee. Bock selection committees,
assessment committees, special project committecs are good examples of these cate gories.

In' college libraries, the Principal will be the Chairman of the Committee. Some teaching
saff members from various disciplines and college librarian will be members. The College
Librarian acts as a Member-secretary or convener. These committees will be having more or
less the same powers and duties as University Library Committee, but jurisdiction is confined
to the working of that particular College Library.

5.7.2 Special Libraries

The Libraries of industrial concerns, research institutions and laboratories, business
organizations and various government departments invariably constitute library committees.
Usually the Director of respective organization will be the Chairman and Librarian/
Documentation Officer act as the Member—Sccrétary. These Committees are advisory in nature
and are responsible to provide guidelines for the smooth and efficient running of the library.

Thus Library Committec do exist in all types of libraries and contribute to their growth
and development.

5.7.3 Public Libraries

In the above sections, it has been clearly indicated as to how the existing Public Library
Laws contain provision for Commitices at state, city, district and other levels. These acts clearly
pi'ovide number of each committee, whether they would be nominated or elected, what would
be their powers and duties, how are the chairpersons and secretaries nominated/elected or
occupy 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 librarianship, some library experts, representatives
of Library Associations and ex-officio members. Librarian at state, city, district and branch/
block level serve as member secretaries of respective committees. Depending on their levels
these committees enjoy powers to plan and make policies, evaluate and oversee the services
offered by the library systemn in the state. '
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' Self-Check Exercise-6 ' !

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

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

i) Check your answer with the model answer provided at the end of this unit,

i

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

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

R e T L

58 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 all factors like working hours, enrollment of mernbers, the proper use of materials,
stipulations for loan of documents, provision for providing documentation, refecral, inter-library
loan and other modern services and facilities.

Information about rules and facilities provided should be disseminated among all users
of Hibrary through a handbook/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 maximising the use of library resources and services.

1t has been universally aceepted that the role of Library Comumittee is ?ery important for
growth and development of all types of libraries, whether it is a special hbta; v, umvemt v or
college library or a public library. '

These committees are of different types - statutory, standing or adkoc. T They meet
periodicaily and take decisions that are useful for libraries to serve their respective commuities
meaningfully. They may be advisory or executive in nature.

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

59 MODEL ANSWERS

1) The factors that justify the need of rules and regulations are as under:

1 To provide guidance and directions to users in the use of libr ary mdtcnals facﬂmcs
and services. : . i

i) To protect documents and other properties of the library from damage and misuse.




i)

iv)

To inform library users of their rights and responsibilities.

To help library staff in knowing their authority and proper interpretation of rules.

2) The attitude of the Librarian while interpreting the rules :

i)

ii}

iii)

The tibrarian should bear in mind that basic philosophy behind frammg the rules
is the optimal use of library materials and services.

He should therefore act as a friend philosopher and guide to users while
interpreting the rules,

The faculties of humour, patience, resourcefulness, sympathy and empathy should
convince the users with his point of view and acceptance of the wrong done
without bitterness

He should be firm and polite.

The librarian should use the feedback received from clientele for improving the
services and facilities.

3) The important contents of library rules and regulations are providéd below :

i) Name, address and telephone number.
i) Working houfs
iiiy  Eligibility for membership
iv)  Borrowing privileges
v)  Proper use of library prbperti es.
vi)  Compensation for misuse or damage done to the tibrary property.
viii) Services offered - interlibrary loan, documentation, referral, bupply of copies of
documents, etc,
Vii) Discretionary powers of librarian.
4) Factors that effect variations in library rules and regulations of Public, University and

Special libraries are as follows :

1)
i)

iii})

The working hours differ in these three types of libraries.

The clientele in university and special libraries are homogeneous, but in public
libraries all members of the community without any discremination are entitled
to use the services, '

The quality and forms of documents acquired vary in these libraries owing to -

variations of ¢lientele and their information needs.

5} The items that included in library handbooks/brochures.

A floor plan indi.caﬁng difterent units of the library.
The different types of documents their arrangements of racks in helpful sequence.
Brief explanatioh of classification scheme used and cataloguing entries prepered.

Bibliographical and documentation services offered.
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v) Pht;a.tocoplying facilities |
vi)  Library rules and regulations.
vif) Names of senior officers. | | | o
viii) Specia].features, ifany

6) Factors that justify Library Comrhittccs are :
i) To build an image among public about libraries being useful service agencies.

ii)  The rich experience and expertise and unbiased views of committee nlembers help
_ in efficient management of libraries. )

ili}  The decisions arrived at provide confidence and strength to llbrary staff in

implementing plans and policies. Ny

iv)  Operating through committees results in democratization, decentralization and
coordination of library activities.

v)  The deliberations of Library Committees provide right direction for future growth
and development, - c ]

7(a) Different types of Library Committees.

. Types ' Examples ‘
Statutory Committees | - Library Committee of a Umveralty Andhra Pradesh
Granthalaya Parshad. _ : |
-Standin g Committee Book Selection Committees; Grievances Committees
Adhoc Committee - Ekbote Committee for the Revicw of Andhra Pradesh
Public Library Act (1960); Vavilala Committee on
Private Librarics in A.P. '
Sub-Cominittees " Executive committee to manage City Granthalaya
_ : Samstha; Reporting committees.
Task forces : Committee Constituted for Comput%rization of
Library Operations; Disciplinary committee. '
7 - (b) Nomenclatures of Public Library Committees at State Level according to provisions
in the existing Act.- i
Andhra Pradesh Act 1960 Granthalaya Parishad (Executive Powe;frs)
.Haryana Act 1989 State Library Authority (Advisory)
. . Karnataka Act 1965 State Library Authority (Advisory w1qh Executive
! . Powers)
Kerala Act 1989 - _ State Library Council (Advisory w1th Executwe
. Powers) :
Maharastra Act 1967 State Library Council (Adwsory) ,
|
Manipur Act 1988 State Library Committee (Advisory)
Tamil Nadu Act 1988 State Library Committee (Advisory)
- West Bengal Act 1979 State Library Council {Advisory)
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8) Functions of Statutory Comrhi_ttee_of a University Library:
| Approve policies, plans, budget, annu.al- repoffs etc;. '
Allocate budg{:ted grants to diffefeﬁt Depaﬂments, College Librari.cs;
Sanction capiteﬂ expenditure for .major items;
Frame library rules and regulations;
7 Constitute selection commitiees, task forces, etc.
9) Advantages of having Library Committees

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

il  Improved coordination among different sections of the library resulting in
achieving objectives;

iii)  Acceptance of decisions by library staff, users, public at large and administration;

-~ ————1v) - Dispersion of power and making libraries a meaningful democratic service
agencies; '

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

10) Role of Librarians in Committee work.
i) Suggests panél for composition of the Committee; -

i)  Prepare agenda and relevant background notes to enable members to participate
meaningfully in the deliberations and communicate them well in advance;

iil)  Actively participate and lead the discussion dtir:ing deliberations of the meeting;
iv)  Prepare minutes, get them approved, and take follow-up action.
1) Composition of Library Comrmnittees in Public, University and Special Libraries.

In Public Libraries, the members of the committee would be public men of standing,
officials, educationists and representatives of professional association. The State Librarian
~ would be the Member-Secretary and Chairman would be either nominated by the Government
. or elected by Committee members. ' '

In University, the Vice-Chancellor would be the Chatrman and University Librarian as
the members-secretary. Other members of the Committee would include Deans of Faculiies,
principals of campus colleges and professors. '

In Special Libraries, the head of the Institution would be the Chairman of the Library
Comunittee. The Committee also includes senior professionals and officials and might also
include a few outside experts. The Librarian/Documentation Officer would act as the
Convenor / Member - Secr_'etary.
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510 ASSIGNMENTS

1) Visit the City or District Central Library and note down important provisions from
its rules and regulations.

2} Get held of any handbook/brouchure from a special library and note down its
cobtents. ' :

3)  Brefly describe the functions of AP Granthalaya Parishad.

4) . List out the statutory provisions for Library Commitiee or any University Library
in AP, |

5)  Explain the Constitution and working of Book Selection Committees in-the staie
Central Library, Hyderabad or any University Library. .

51f RECOMMENDED BOOKS

Evans, G. Edward. Management Techniques for librarians. 2nd ed. New York. Academic
Press. 1983 '

Mittal, R.L. Library Administration : Theory and Practice. 5th ed. New Delhi: Metropolitan
Book Co., 1987

Ranganathan, S.R. Library Administration. 2nd ed, Bombay: Asia Publishing House, 1939.

Ranganathan, S.R. Library Manual for Library Authorities, Librarians and Library Workers.
2nd ed. Bangalore: Sarada Ranganathan Endowment for Library Science, 1988,

Stueart, RD and Mogan, B.B. Library Management. 3rd ed. Littleton: Libraries Unfimited
Inc., 1987, ' |

512 GLOSSARY

Adhoc Committees T These committees are not related to any particular
library but set up by either state or central govérmment
to advise them on the developiment of library systems
and services.

Document Delivery . o Supplying photocopies and documents.
Floor Chart : Mapping of the floor indicating the location of different
o units. i

Referral Service : Directing user to appropriale organisations/ source
where information required will be available.

Regulations ' : - Guidelines that govern the conduct, procedure etc.

Standing Comnittees : These Committees are created by executive orders of
Universities or Library authorities to carty out specific
tasks.

Statutory Committees : These arc the commitiees constituted in accordance

with the provision of the acts or statutes of the
concerned organisations.




Task Forces " . These are one kind of committees created by the head
of the library to deal with a SpBC]flC task

5.13 MODEL EXAMINATION QUESTIONS

I. Essay Questions’ _ _
[} Discuss the need and purpose of Library Rules and Regulations.
2) Enumerate various typcs of library committees and explain their functions.
3) | Explain briefly about different type of conﬁnittecs you find in academic and public
libraries. ' '
I, Short Notes
a) . Model Library rules

b) Standing Committees

5.14 APPENDIX: RULES AND REGULATIONS OF AUNIVERSITY
- LIBRARY—--

Appendix - A
Rules of a University Library
(Sourée: Osmania University Library)

1. WORKING DAYS AND HOURS OF THE LIBRARY ___

The library will remain 5pen 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 timings of the Library will be from 9.00 a.m. to 9.00 p.m. During Sundays and

- holidays the library will be kept open from 10.00 a.m. to 4.30 p.m.

The working hours of the Lenclmg Section will be from 9.00 a. m. to 4.30 p.m. on all
working days and 10.00 a.m. to to 4.30. p.m. on holidays and Sundays.

2. LIBRARY MEMBERSHIP

The follow.ing categorieé of persons are eligible to enrol themselves as members of the

Library: |
A. Members of the University Syndicate, i) Shall borrow two volumes ata time -
the Academic Council and the Senate without making any deposit.
B. Teachers of the .. _
i) University | : 1) Shall borrow six volumes at a time
ii) Constituent Colleges and i) Three volumes at a time
iii) Gazetted Officers Working in the iii) Three Volumes at a time. h

Campus .

(No deposit will be collectcd from i,
© i, and i) ' ‘
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|
|
iv) Research/Technical Assistants and  iv) Shall borrow two volumes at a time.
Temporary employees of the Campus Permanent employees working in
Colleges not below the rank of LDC the Campus not below the rank of
L.D.C.s shall borrow tw¢ volumes at a
=" time without making any, deposit.

C.1) Registered Graduates of the University shall make a deposit of Rs. 100/- and pay
' ' - an annnal fees of Rs. 5(}/— They can -
borrow two volumes at a tlme

~ ii) Serious minded readers who can become Shall make a deposit of Rs. [00/- and pay
-members with the specml permission of  an annual fee of Rs. 50/-. They can of
the Librarian. o . borrow two volumes at a time.

b) Retired Teachers of Campus and Consti~ shall pay a deposit of Rs, liOOI- and annual
tuent Colleges of Osmania University. = fee of Rs 25/-. They can borrow 4

volumes at a time.

E. a) Research Scholars (Ph.D. Studeﬁts) a) Shall make a cleposit of Rs. 50/~ and can
' “borrow 5 volumes at a time.

b)' M.A., M.Sc..M.Com, M.Tech,, - b) shall borrow 4 vols. at a time.
MCJ.MLISc&MEd B

¢) B.E., B.Tech, L.I.,'fB'.',- BCJ ._“z_md ¢} shall borrow 2 ﬂfols. at.a time.
" and B.Lib. Sci., :

Post-Graduate students of consitu  d) shall make a cleposu of of Rs 50/- and
tent colleges : borrow 3 vols. at a time.

1) Membershlp in moje- Lhan gne category « or class is not permissible. |

ii) Casual students be trcated as any other students of the Campus Col[ ges

G. i) Members of category ‘B’ may retam books fora pcnod not exceeding one e month
and others for a fortnight, provided that the Librarian may at any‘ time recall a
‘volume for special Ieasons.

ti) Books shall be issued to the members of the teaching staff of the Constituent and
~ Affiliated Colleges on the responsibility of the Principals of the Colleges
concerned, ' |

iii) For the purpose of these rules any work which 1s 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
notice must be given by members of categories ‘C” and ‘D befoie a deposit is withdrawn.

No deposit will be repaid until all the books outstanding against a member’s name and
| the borrowers tickets 1ssuecl to him are returned to the Library and all fines and other dues are
pald '

4. MODE OF ISSUE |
1} Every member, including the members of the teachihg staff shall be irovided with
borrowers’ tickets which must be produced every time books are orrowed.  If
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i)

iii)

v}
- V)

vi)

vii)

the t1cket 18 lost a new one w111 be issued only on payment of Rs.-1/-, In case of
student members no fresh ca:ds wrll be 1ssued if they loose any of the cards during
the dcadcmtc year. '

The borrowers will be respons1b1e for all the books borrowed on their tickets and :

for all fines payable against them. Members are not allowed to sub-lend the books
to the others :

Members shall see that books have been properly issued and returned on their

cards. Tt is difficult to rectify mistakes lateron. . - I

Tickets are not transferable

Books will not be sent by post PR

Any book which 13~te*nporar11y in great demand shall be issued for such shorter
-period, as bé necessary, or temporarily declared as a reference book under Rule
7. Loans may at any time be terminated by the order of the Librarian.

Before leaving the counter the borrower shall sati sfy hunself that the book lent to
~ him 15 it good ¢or Caﬂa.rmn and if it is not. he/she shall_ lmmcdlatelv bring the matter

to the notice of the Issue Clerk and get it stamped. 0thcrw1se the berrower is

liable for replacement of the book by a sound copy or pay the cost of the book
(See 61v)

viil)™ Books will be issued to students only on production of their _own Jdentity Cad.

5. BOOKS OVERDUE

1ii)

v}

v)

If a book is not returned by the members of category ‘E’ when due, charge of

Ten paise per volume per day shall be levied. In case of all other members the

fine shall be 25 pa.lsc per’ volume per. day

The maximum amount of fine to be collected shall be Rs. 10/- or 50% of the cost
- of the books whichever is highest. - '

. No intimation will be given to members of Class ‘E’ of the dates when the books

fall due.. For members of other classes a reminder will be served informing them
that the books are due and asking them to return the books as fine on those books
is bemg levied. '

A member agdlnst whom any amount is overdue or other charges are outstanding
for a fortnight will not be allowed to borrow books untill he has paid the amount

due.

Books may be re-issued for a future period of a month or a fortnight, as the case
may be, provided:

a) the book is actually brought to the Library.

b) no other reader has applied for the book in the meantime
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6. USE OF BOOKS

7. REFER

DTN ONKE R i L
¥ Iy "L AFVE Y F AR :

All markings, underlining etc. on books shall be absolutely forbidden.

No tracing or mechanical reproduction shall be made without express permission
from the Librarian.

Before leaving the Library, readers shall return to the assistant at the Counter any
books or maps which they have taken for consultations.

Readers shall be responsible to any damagc or injury done to the bOOk’i or other
propeity belonging to the Library shall be required to replace such books or other
property ddmééé’ci*-opiniured or pay the replaceable value thereof. Those found
guilty of damaging the bocks shall be debarred from the Library in consultation
with the concerned Deans. If any one book f 2 set is lost or damaged the whole
set will have to be replaced. In case of ordinary book orie has to pay%the {current)
cost if the title is in print. For out of print titles 4 times of the cost of book shall
be collected. :

Books of the following description shall not be lent out :-

a)

b)
)
d)

g)

Note

Current periodicals. (Inn special circumstances bound volumes of periodicals not
exceeding two in number shall be lent for a period not exceeding one week to the
members of the University, Staff and Research Students at the discretion of the
Librarian) '

Dictionaries and other works of reference.
Maps

Rare and Valuable books

Manubcnpts

Books specially reserved under the instruction of the Heads of the Départments.

A new book shall not be taken out of the Library during tflc first fortnight after it
has been classified and catalogued :

Mcmbers of the categories ‘A’ > and ‘B’ may be 'permittcd in special cases to borrow
any of these books for such specified period as the Vice-Chancellor may determine. _

8. TEXT BOOKS

The Text Book collection is intended only for Post-Graduate students. Twio copies of
each text-book will be kept in Text-Book section for consultation in the Library premises only
against identity cards. They will not be lent out. They have to return these text books while
leaving the Library and take back their 1dent1ty card. |

9. RESEARCH CARRELS

There are at present only 80 carrels and as such admission to these carrels shall be
restricted,




Y
(1) For full-time M.Phil and Ph.D. rescarch work.

(2) Teacher candidates who are doing Ph.D.. research wotk.
(3) UGC research scholars, professors
(4) Temporary assignments.

i) Allotment shall be made by the University Librarian on the recommendations of
the Deans concerned, but to be eligible a research student would be reguired to
have atleast one year’s standing after registration. Seniority shall be taken into
consideration as far as possible.

iii)  Research scholars, if they do not use the Research Carrel for a week continuously
shall forfeit the carrel and will have to get it realloted.

jv)  The carrel shall not be used for taking tea or tunches. The research scholar shall

= - ———besvlcley rcspon31ble for the furniture and other fixtures in the hall and also for
the key handed over to him. 1If the key of the carrel is lost by him/her, he/she
i shall have to replace the key. :

v)  Misusc of the carrels shall result in forfeiting, the right of the Carrel. In addition
the Univ'e:rSily-Librqfian in consultation with the Dean, shall take-any other action
deems necessary. __ o -

vi) Research carrel will bc a]lotted to only “such Research scholars who have passed
their Pre-Phd. / M. Phil Entrance Test and enrolléd- themsclves as a member of
the Library. N : '

vii) A Research Scholar may retain a carrel for a period not exceeding 2 years: The
time limit may be extended by another 6 months if the concerned Dean approves
of it.

vii) . A register shall be mamtamcd to observe the attendance Uf the rescarch scholars
who are alloted the carrels. '

ix)  Library books should not be taken inside the carrels.

x)  The Research carre] hall could be used only from 10.00 a.m. to 9.00 p.m. on
working days and 10.00 a.m. t0 4.30 p.m. on holidays.

-10. THESES |

i) All theses and M, Phil Dessertations in all subjects, forwarded by the Registrar to
the Library, shall be placed in the Umversny Library.

ii) Al theses shall be kept in book cases and shall be grouped according to sub] ects.

i)

The carrels shall be alloted to the following :-

Each thesis shall be duly entered in the special theses index.

" All theses shall be available for persual on demand to readers in the University

Library. The readers shall be also give an undertaking to the University Librarian,
on a prescribed form, regardmg the use made of the manuscripts.
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GENERAL RULES i

1. Books may be consulted in the Library by the members of the University, students of
the unwer51ty and of the affiliated collegés and others who have obtamed the special permission
of the Librarian. ' : N |

2. Members desirous of using the Library shall enter their names legibly iL'l a register at
: the entrance and will be allowed to carry only a notebook with them All othel articles shall |
! be deposited at the counter. ‘

3. Strict silence should be mainteined inthe Library,
4. Spitting, smoking and other offensive or objectionable practices are Is_trictly prohibited,

. 5. Any one who violates the rules and re‘gulatioris of the Library would be liable to lose
 their privilage of Membership. .

APPENDIX : CONSTITUTION DUTIES & POWERS OF THE LIBRARY COMMITTEE

STATUTE NO. VIII ) R —_—

T . #

|
Constltutlnn, Dutles & Powers of the Library Committee ‘

(Effective from January 1, 1960) S

_»—"/

Tn exercise of the powers conferred by Clause (1) of section 44 0[ the Osmania University

Txr

“Act, 959 (Andiira Pradesh Act FX of 1959); the Senate hereby makes the following Statute
in respect of the Constitution, duties and poiers of the Library Committee, namely

1. The Syndicate sha 1l nominate a University Library Committee, consisting of the
- following:- ‘ - _ . i

i) The Vice-Chancellor, who shalll be the.Ch'airm'an of the Committee;

i) ‘Three Principals of the Campus Colleges; ' _

4it)  Three Heads of Departments of the Umversuy, and - | '
Y The University Librarian who shall be the Convener of the Commlttl;:e

Members, other than the Vice- Chancellor and the University Librarian, shall hold office
fora period of three years.. . - T - - |

2. In the absence of the Vlce—Chancellor a member nominated by the Vlce—Chanceller
shall preside.

3. Subject to the control and superwsnon of the Vice- Chancellor, the Ltbrary Comrmttee
shall have the power to :

i) frame rules for the use of the Umversny Library, _ -
ii) consnder and approve the Annual Budget for the University lerary, o

" iii)’ consider and recommend to the Vice-Chancellor, ‘the aC(]UISlthP of special
collectlons of books or manuscnpts offered to the Umversxty Library for purchase;

-v)  determine the proportion of grants to be miade to Department of the University;

vi) consider and sanction the purchase of books suggested by tht: Heads of
112 : Departments;’ . : '




vii)

viii)

1x)

‘decide the number and nature of the periodicals to be ordered for the Uni'versity

Library and the Departments;

consider the Annual stock—taking' Report submitted by the University Librarian
and decide the action to be taken with regard to missing or damaged books;
Consider and adopt the Anuual Report and Statistics on the work and progress of
the University Library; and

Consider any other question relating to the University Library which may be
referred to it from time to time by the Vice-Chancellor or thé Syndicate or the
Academic Council.

Appendix-B

A NATIONAL LEVEL POST-EXPERIENCE MANAGEMENT DEVELOPMENT

INSTITUTE

Guidelines for Library Users .

A.LIBRARY TIMINGS

Al

The Library is kept open throughtout the year except on 26 January, 15th August
and 2nd October ' '

A2 The Library observes the following working hours:
8.00 His - 20 Hrs.
8.00 Hrs - 17.00 Hrs. On Sundays, and Holidays and during Summer Vacation
(15th April to 29th May) if there are no courses; : '
The Library may be kept open till 22.00 Hrs. during the two sessions 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 refrain from smoking in the
Library premises.

B.2 Observance of silence is in the interest of all users. _

B.3 If you have personal books and bags with you when.you visit the Library, pleasc
deposit them at the Checking Counter. Before that, make surc that no money or
valuables are left in your bag.

B.4  After use, please leave the documents on the table, we shall replace them

C. BORROWING FACILITIES

C1

Who is.a Borrower ?

C.1.1 If you are a member of the professional staff (i.e, a member of Faculty, a Consultant,

a Rescarch Associate/Assistant) you are entitled to borrow library materials other
than those specified in Section D. L

C.1.2 If, however, you arc a project-tied or L‘erhporary staff, please use the reading room

facilities only
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C.1.3If you are a supporting staff, there is a collection of text books. ?You may borrow
these baoks, if you are appearing in any examinations. 1

C.1.4 If you are a participant. to a Course, you are most welcome to borrow library
material. ‘

C.1.5. Please do not borrow any library documents for the use of othérs. However, if
you wish any of your acquitances to use the Library, please intrioduce him to us.
We shall provide him a temporary card for using the reading room facilitics only.

C.2 How to Borrow ? _

C.2.1. There are two cards in each book. Please si gn both, record Vour inembcrship
number and date and return-both to the staff at the Checking Counter.

C¢.2.2 If you are a Course Participant, please record your room numiber in place of
membership number,

C.2.3.In case of serials, please fill up the sp.ccified form available .zf1t the Checking
Counter, Please use a separate form for each document. i

C.2.4. Please visit the Library and sign the loan records yourselves. This will help in
avoiding any future complications.

C.3. How to Return ?

Please return all borrowed documents at the Checking Counter. We tike all possible
care to discharge the loans. If, however, you wish us to discharge the loans in your presence
please return the documents between $.00 Hrs. and 12.30 Hrs. on working days. If you
return the material through messengers, you may send a list in duplicatc. We shall sign and

return the duplicate copy in token of acknowledgment. |

C.4 How Many ?

Please limit your borrowings to 15 books, five loose issues of serials and two bound
volumes of serials. This will help you in keeping track 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 sending reminders to about 200 active borrowers. '

C.5.2. If you are a participant to a Course, please return the borrowed docyments at least
one day before the Course is over.

D. DOCUMENTS FOR USE IN LIBRARY | |
The following .types of dc')cumé.nts are for use in the Library premises on]y:: |
-~ Reference Books - _ 5
- Bound Volumes of Newspapers

- Out of Print and Iireplaceable Documents




- Newspapers / Magazines Di.splayed at the Browsing Lounge
- Calendars / Brochures of Educational / Research Institutions
- Consultation/Assignments Reports

- Reading Material for Courses

The last two items are for exclusive use of the professional staff mentioned in Section
C.1.1 above. '

E. RESERVATION

You may reserve library documents which you are using. Please collect a Reservation
form from the Checking Counter and keep it along with the documents on the tabie. If,

however, you do not use the material consecutively for three days, we shall replace the material

on shelves.

F. THE BROWSING LOUNGE

The Lounge is primarily for the use of the Cou'rse.Participants for browsing through
newspapers/magazines. Please ensure that they get preference in using this facility.

G. INTER-LIBRARY LOAN

We have inter-library loan arrangement with selected libraries within and outside

Hyderabad. If 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 appropriate introduction on the
basis of which we shall issue a temporary pass for using the reading room facilities only. Please
sign the Visitors Register every time you visit.

1. LOSS OF LIBRARY DOCUMENTS

In case of loss of a library document we insist on a replacement copy- In case you are
unable to acquire a replacement copy, you will be required to pay the publisher’s catalogue
price {convertible at the current exchange rate, in case of foreign publications) of the documents.

(Source : Library and Information Services at ASCI (1978} Administrative Staff College
of India, Hyderabad)
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UNIT - 6 : HUMAN RESOURCE MANAGEMENT
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6.0 _ AIMS AND OBJECTIVES | o

In a service oriented organisation like Library, manpower resource becomes of utmost -
importance. The effective use of other resources, books, buﬂdmgs funds etc. | depends on

human resources (HR) The purpose of this unit is to introduce you to all aspects of
management of personnel.




" After stﬁ_dying this unit, you should be able ta
*  explain the different categories of staff necded for a library;

. estimate the manpower required using the techniques like job dﬁ:bCI‘lpthH job
evaluation, job analysis, standard staff formulae, etc.,

. work out details for recruitment, selection, orientation and staff development;

. describe the methods used for performance appraisal.

6.1  INTRODUCTION

Human Resource Management (HRM) means the task of handling the human resources
of any organisation. Human resources are the key and the most valuable resources. They
use theory, skills, knowledge, experience to enable the organisations successfuily achieve their
objectives. With the help of their work talent, creativity and drive, they contribute for the
growth and development of the organisat.ion.

Looking at the importance of the HR, the organisations have a separate section with a
manager exclusively to look after the human resources. It is concerned mainly with managing
people at work. It covers all levels of personnel including blue-collared employees (craftsmen,
foremen, operators and labour) and white collared-cmployees (professionals, technical,
managers, officials, proprietors, clerical workers and sales workers) to get better results with
their collaboration and active involvement in the organisational activities.

The term HRM is defined as “It js that part of the management function, which is
concerned with people at work and with their relationships within an enterprise. Its aim is to
bring together and develop into an effective organisation, the men and women who make up
an enterprise and having agreed to the well- being of an individual and of working groups, to
enable them to make their best contribution to its success”

HRM is also called as Personnel Management. According to Michael J. Jucius,
“Personnel Management is the field of management which has to do with planning, organising
and controlling the functions of procuring, developing, maintaining and utilising a labour force,

such that the (a) Objectives for which the company is established are attained economically

and effectively; (b) Objectives of all levels of personnel are served to the highest possible
degree, and (c) Objectives of society are duly considered and served”.

In brief, as said by Andrew E Sikufa, ‘It is concernéd basically with, manpower of people
and organisational resource of output.

The main objectiveé of HRM are:

. to achieve an effective utilisation of human resources in the achievement of
organisational goals.

. to establish and maintain an adequate organisational structure and a desirable
working relationship among all the members of an organisation '

. to secure the jntegration of the individuals and groups with organisation

* 1o generate maximum individual/ group development within an orgam‘;atlon by
offering opportumtlcs for advancement to employees
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. to recognise and satisfy individual needs and group goals by offering an adequate

remuneration |

. to maintain a high morale and better human relations inside an organisation.

62 LIBRARY PERSONNEL

The type of library, the nature of chentele the services offered and area of workmg space
are the factors that help in estimating manpower required. But jrrespective of ‘the numbetr,
looking at the working of different libraries in India and services offered by them, it will be
seen that various types and levels of personnel are required to plan and exccute qhe activities
to the fullest satisfaction of users. '

Categories of Staff :
A moderm library will usually have the following categories of staff :
i Professionals |
i) | Semi~professi.o.nals
i)  Specialised in skills other than Librﬁry and Information Scicﬁce €. Ciomputer and
Communication Technologies, Reprography ete. ' -
iv)  Persons involved in Administrhtive and Finanr;ial work

V) Unskilled workers

§.2.1 Professionals

Thcsc persons work at the top and middle level mandgemcnt They possess high academic

and professional quahﬁcatmns and several years of 11brary work experience. r
I

Top ranking professionals will be responsible for planning, policy making, quahty control
budgeting, rescurce mobilization and public relations. They have to be on different decision
making committees and play leadershlp role. Their involvement will be predomlmntly in,
inteliectual and non-routine activities.

* The professionals working at middle level or as heads of different secnons hayc to. dcvelop
innovative methods, new procedures and take responsibility for execution of activities as per
general guidelines, policies and objectives. Supervision and monitoring &lsc comg under their

- purview. They need display profeasmnal expertise and fulfili the information needs of users.

Librarians of university, special and public libraries, and Deputy Librarians and Assistant
Librarians and Professional Assistants fall under the professional categories. |
6.2.2  Semi-Professionals

“The persons in this category perform routine and repetitive jobs. This type of work forms
essential part of all sections of the Library, i.e. 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

periogicals for binding etc. are some examples of routine jobs in the library.
; _ |




6.2.3  Supporting Staff with specialized skills

A large modem library irrespective of its type has to adopt compauter, comununication -

and media technologies for providing library and information service efficiently. Use of
computers for house-keeping and storage and retrieval of information, xerox and micrographic
facilities, use of audio-visual materials, bringing out regularly indexing and abstracting bulleting
etc. has become unavoidable for providin g comprehensive and efficient library and information
service,

It therefore becomes necessary to employ personnel that possess specialized knowledge
and skills, like technical writing, system and analysis, programming, operation research,
information technology, reprography, micrography etc.

This supporting staff should work with hand in hand of library' and information science
personnel and earn a good name for the library.

6.2.4  Administration and Finance Personnel

* This is another category of personnel which is very necessary for an efficient managemeht
of a library. Jobs like purchase of stationery, maintenance of building, making payments in
accordance with budgetary provisions, maintaining pérsonal files and records of all staff, etc,
are the duties of administrative and finance personnel. Administrative and finance officers,

accountants, section officers, office assistants, stenographers, typists etc. belong to this group. .

6.2.5  Unskilled Workers

These personnel do not require special skills. Cleancrs, attenders, sweepers. and
chowkidars are all unskilled workers. Generally there will be no clear cut gradation of their
cadres. But they are required in good numbers in a large univérsity, public or special library
to maintain cleanliness, take care of library property and to act as messen gers.

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,

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

6.3  STAFF REQUIREMENTS

After we discussed the various categories of staff, it becomes necessary to assess the
requirement of personnel. We can estimate the number of persons required under different
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categories based on library activities, levels of responsibilities, workload and pcr;fbrmance of
routines. ' |

It is-an important task of the top management to find out the right type of staff to perform
various jobs satisfactorily. The management techniques like job analysis, job description and

job evaluation will be.useful in this respect. o !
6.3.1 Job Analysis |

Dr. Ranganathan defines a job as. an ultimate piece of work which is best done at 2 single
stretch and whose duration is ordinarily short. A number of related jobs constitute an item of
work. A number of items of work would aggregate to form blocks of woik, uqua[]ly entrusted
to a section. In a very large library, sections ar¢ grouped. into divisions and divisions into

departments and so on and thus higher levels of organizational structure is created.

Job analysis implies the process of analysis a given job into different distinctive items,
in order to estimate the quantity of work mvolved and type of quallﬁcalmm required for
perforrmng those jobs. :

Tt finds out what is to be done and determmes best method of domg it. It provides
invaluable indicators which help 1n the entire operational process and reqmt,s m higher

productivity.

In brief we can say that the following advantages accrue owmg to the use ol _]Ob analysis

technique:

a) we can determme the need for personnel in concrete terms o

b)  step by step procedure could be e%ablishcd for each operatlon leading to the
preparation of work flow charts.

¢) helpsin spcc1fy1ng the duties and respons1b1lltles required of each qu

| 4 a man_ual could be prepared for training the staff. '
e)  provides a scientific base for fixing salaries and wages for various types of jobs.
n leéds to job description which would be help.ful in the recruitmeant pjocess.

g)  helps in experimenting with modern devices - like time and motion studies wh1ch

are instrumental in increasing overall efficiency and produr,tmty
|

h) wiil be helpful in computer applicatlons to library work. :

Self-Check Exercise -2
What is job analysis List out its advantages - : _ i
1) Write your answer in the space given below. o

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




e

6.3.2 Job Description

A thorough job analysis helps in job description. Job description provides requirements
of various operations, duties, equipments, methods and working conditions, responsibilities
and other essential factors relating_'to a particular job. A clear cut job description is neccssary
to improve the selection and training of staff. The selected employees will have an idea as to
what is expected of them and whether they will be able to perform duties satisfactory.

A good job description should be able to :
- identify the job
- 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 total institution including the title of the
person io whom the incumbent reports

- describe education, experience, special skills, knowledge and abilities required
- explain salary scale and the total emeluments including fringe benefits

- inform of promotion avenues.
Self -Check Excrcise - 3

What constitutes a good job description ? _
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. ' '

6.3.3 Job Evaluation
This technique is vsed for establishing the worth of a job in relation to other jobs in the
organisation. Job evaluation provides a scientific basis for fixing responsihilities in a position
and corresponding compensation. The following'iﬁour methods are used for job evaluation:
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(a) Rankmg method, (h) Clasmhcauon system (c) chtor comparison method, and (d)
Point system. !

a) Ranking Method : This method involves comparing each job in refation to others in
terms of technical skills, complexity, work environment, and other specific job description
factors that help in determing the value of job. By comparing jobs under consideration and
ranking them low to high, job requirements and emoluments are fixed. |

(b) Classification System : This is a traditional method of job cvaluati!oh. Classes of
jobs arc defined on the basis of duiies, skills, abilities responsibilities and other job related
qualities. The jobs are arranged in a hierarchy with several job arrays. ThJ:iS is a flexible
system in as much as it allows new positions in the hierarchy. In Indian libraries usually this’
system of job classification is used. '

(¢} Factor Comparison Method : This method presupposes some essential pre-requisites

and conditiens for each job. The salary of each job is fixed by taking thé_se factors into
consideration. The following factors are found in almost all jobs of an organiz%ation.

- . Mental requirements i.e. a job consists of counting, calculations or mere copying

- Skill requirements i.e. capability to grasp and communicate ‘

- Physical requirements i.e. whether job needs heavy or light physical work
- Responsibility i.e. physical plants, safety of persons employed in tﬂe organisation

- Working conditions i.e. climatic and atmospheric conditions, of the place of
working having bearing upon the health of the workers,

The key jobs are then ranked under each of the faciors. The next step is to decide for
cach job the current rate to be paid for each factor. Comparisons are then made between the
ranking and agreed facior rates. Finally factor comparison schedule is prepared indicating
the piece rate value of all the key jobs under each of the factor heading. The sum total of
these factors value represents the cash rate for the job in question. All other iobe are fitled
into the scales obtained for the key jobs and remuncmtlon 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 compensation. Each job
is assessed in terms of comparable factors and points. These factors include (a) skill, (b) effort,
(c) responsibility, and (d) job conditions. Each 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 peints which irl tuen 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: 1) . Write your answer in the space given below.

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

6.3.4 Staff Size

The factors like library working hours, total number of documents and users, new additons
per annum, books borrowed and returned every day, average number of reference queries and
answers per day, documentation services offered including photo copies supplied etc. are helpful
in determing the size of the statf. '

A number standards are available about staff formula but there is no unanimity or finality
about them. Dr. S.R. Ranganathan based on his experience and research has prepared a staff
formula for Indian libraries. Although it is pretty old, but still provides good guidance for
deciding the number of staff required. With some modifications this formula could be applied

to any library.

The details of the formula are presented below in relation to public and university/college

libraries :
Section Public Libraries University/College Libraries
Books person for every 6,0000

Classification &

Catalogunig

Periodicals
Reference
Circulation

Documentation

volumes added in a year

- person for every 2000
volumes added in a year

person for every 1000 1 person for every 500 period-

periodicals currently taken

person for every 50 readers
using the library in a day

person for every 1500 hours
for which one counter is open

Sarne as for public libraries. -
-do-
icals currently taken
Same as for public libraries
-do-

1 person for every 1000 entries

prepared
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|
Maintenance 1 person for every 6000 1 persen for every 6000 volu-
volumes added inaycarand 1 - mesina Year '
person for every 50,000 1 person for very 500 volumes
volumes in the libt‘ai‘y- to be replaced in a day
' 1 person for every %,00,000 vol-
umes in the library.

Self-Check Exercise - 5 !

State the factors one need to take into consideration for determing the staff size.

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

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

64 STAFF RECRUITMENT AND ORIENTATION

The recruitment. of library staff has to be planned properly. It will be ideal to have a
policy relating to recruitment, training and promotion of staff. Such pohcy guxdelmes will
help administration to follow a systematic procedure in recruitment and oelectlon of staff,
Various steps to be taken in th1s connection are planmng, selection and orientation of the newly
recruited staff, : : | :

6.4.1 Planning

(a) Proper planning is essential to assess the number of persons rcquired and also their

categories. Improper planning may lead to either overstaffing or understaffing,

The planning should aim at : - ' .
- avoiding imbalances in distribution or allocation of manpower
- controlling the cost aépcct “of human resoufceé
- formulating transfer and succession policy.

(b) The second step necessary will be to call 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, personal data, like name, address, sex, marital status etc. educational and professional
qualifications required, work experience, scale and salary, fringe benefits, promotional avenues,

- a brief resume of duties and responsibilities and last date for submission of application.
- |

(¢) The planning should alsc include constituting of a well thought selection committee .
and the dates for its meeting. .




6.4.2 Selection Procedure

The process of selection is very crucial in as much as it finalises the recruitment.
Theretore, the person chosen should be a successful match to the post advertised.

An objective analysis of personal data provided in the application form and verification
of past performance from the letters of referees and previous employer, conducting intellioence
attatnment and aptitude tests, personal interviews by the stalutory t-.C]BCtlorl committee, etc.
are lhc means for selecting suitable candidates.

The selected candidates are issued letters of appointment after the recommendations of
the selection committee are approved by competent authority.

Self Check Exercise - 6

Bricfly exptain the process of recruitment and selection of staff.
Note : 1) Write your answer in the space given below,

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

6.4.3 Orientation

The newly appointed person cannot work efficiently immediately. He will have numerous
questions in his mind. His doubts and fears need to be clarified. Irrespective of their experience
or qualifications, all new employees need initial training/orientation. Purpose of orientation
is to instill confidence in them about the new environment 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 Icave they are entitled
to, leave travel concessions and other fringe benefits constitute the general information.

Introduction of ohjectives 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 organisations.

125




126

changes that are taking place in all types of libraries are compelling libraries to attach new

Self -Check Exercise -7
How is newly appointed person oriented to the new organisation ?
Note : 1) Write your answer in the space given below.

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

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

RE R T R L L L L L R E LT

6.5  STAFF DEVELOPMENT - 5

With the progress of knowledge and use of new technologies, it becomes rlncccssary for
each library to make provision for providing continuous training and education to its staff.
This-is necessary for guality output from the staff and their best performance. The rapid

importance to staff developrent. : ' . !

In India, staff development activities and programmes have gained importance in recent
years. The various continuing education programmes are being conducted: by national

~ professional associations - ILA, YASLIC by arranging short term training cwurseﬁ in computer

application, thesaurus construction, bibliometrics and various aspects of library management.
Workshops and seminars organised by them are also useful for updating the knowledge and
skills of professionals. At the national level INSDOC and DRTC and at International jevel
IFLA, UNESCQ, etc. are conducting such training programimes.

UGC as a part of new educational 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 developmeént. Human
resources are very valuable for all libraries. Their potential could be exploited by upgradin £
knowledge through regular training programmes. ‘




Self - Check Exercise - §

Why staff development prograrame is of utmost importance for all libraries?
Note: i) Write your answer in the space given below.

ii) Compare your answer with model answer given at the end of the
unit. '

6.6 PERFORMANCE APPRAISAL

Performance appraisal is an important tool for assessing the job-related strengths and
weaknesses of an employee. A syslematic written performance appraisal system provides a
sound method of comparing the performance of employees which in turn helps in taking
decistons for pay increase or promotions. It also helps in assessing the potential of employees,
their good and weak points and designing management development programimnes for them.
The performance appraisal is an important command in the hands of seniors 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, conduct and behaviour, relations
with other employees, etc.

b) Self-improvement of the employee :
- He should know where he stands
- He should make up for his deficiencies

Each organisation will have its own schedule and method for performance appraisals. In
India almost all organizations including libraries record performance appraisal once a year in
specially designed confidential report forms. They are prepared by immediate 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 communicated to the employee and then he is given an 77
opportunity to correct himself.

1
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The success of performance appraisals dcpc:nds on establishing stzmdar-fds {o judge the
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 reportir}g officers, like
prejudice and partiality, leniency or strictness, central tendency, ete. influence the ratings.

Self-Check Exercise - 9 |

What purposes are served by Performance Appraisal ?
Note : iy  Write your answer in the space below.

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

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

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

6.7 SUMMING UP

| .
In this unit, we have discussed various aspects of Human Resource Management in
libraries. Different categories of staff that work in libraries, professionals, semi-professionals

and supporting staff with specialized skills like computer applications to librar}"r, reprograply,

micrography etc. and trained in administrative and financial matters including unskilled persons
have been mentioned providing brief details about the functions they perform. |

The assessrhent of functional requirements of personnel including their number under
various categories.could be done by using management techmqueq like, ]ob analysis, job
description, job evaluation and standard staff formulae. o

The procaSs that need to be followed for recruitment and selection of pérsonnel, their
orientation, development through continuing education programmes and performance
appraisals, has been delineated and discussed. 0

6.8 MODEL ANSWERS | | S

| B] The categories of staff emploved in tibraries and their functions are :

i) Professionals : They possess high academic and professional qualifications and
work experience. Their functions include, planning, policy making, budgeting,
quality control, fund-raising, public relations, ete. They _provid;e legdership,
direction and get the programmes executed by adopting innovative practices.

il)  Semi-professionals : Usually possess. Certificate in L]brdry Suencq cmd perform
routine jobs and ass1st professtonals. '




ili)  Supporting staff with specialized skills : Contputer applications, reprography,
micrography, audio-visual ete. are some of their functions. '

iv)  Administrative and Finance personnel : They are responsible for maintenance of
buildings, purchases, service records, etc.

V) Unskilled workers : Jobs like cleanliness, security of property, carrying messages
©and communications, are performed by them.

2) The advantages of job analysis are : They spell out staff requirements in concrete
terms i.e. qualifications, experience and skills required. Provide scientific base for
fixing salaries and wages, help establish step by step procedure for each job. Help
preparing staff manuals and work flow chart and adapting modern technologies
including computer applications.

3) A good job description includes details like title, salary, duties and responsibilities,
qualifications required, minimum experience, promotional avenues, to whom to report,
supervision, etc.

4) The job evaluation methods are listed below:

a)  Ranking method : Comparing a job in relation to others and ranking 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 : Factors fike, mental requirements, skill requirements,
physical requirements, working conditions ete. form the basis for ranking and
rating.

d) Point system : Specific compensable factors in each job arc identified and graded
and salary scales are decided.

5) The factors that form the basis of staff formulae are :
Library hours per day ‘
Total number of docﬁments in the library
Number of additions per annum
Daily visitors to the library.
Current periodicals in-take
Book circulation
No. of reference questions asked per day
Bibliographies and documentation services offered.
6) Recruitment and selection process include the following steps:

a) Planning - avoid imbalances, proper alfocation of manpower, controlling cost and

deciding transfer and succession policy




’ |
b) Advertlsmg th:ough newspapers, professwna] _]ournals and dews]etters etc.

~ providing all partlculars ‘

: |
c) Constltutmg a thought out selectlon Commlttee -
d). Selecting by analysing personnel data, arranging tests, and personne] interviews.

7 Orientat_lon Programmes should include : Introduction to goals-and abjectives of the
' library, its functions, services, future plans, a t'our of the library, audio- vishal presentation,
posting in each section for few days and getting the newly employed staff practwal
_ knowledge of all aspects and routines of hbrary work _ |

8)  Professional knowledge and SkIHS are expanding very fast The compu|ter and
.c:omr_numcatlon technologies are being adopted for efficient h_br_ary operation and

services. ' Therefore, providing continuing education for library staff has.become
~ essential. The potential could be put to maxlmum use allowmg staff to develop by
'partlmpat:mg in professional conferences semmars trammg programmels etc.

9) The Performance Appraisal serves the followmg Ppurposes :
a)  Administrative purposes : : o _ o

- tasks assig-ned_and_ ful_ﬁile_t‘l e o

- transfers, lay offs and termination

= evaluation of personal traits - honesty, mtegnty, d1s<:1pllne condttct and
behaviour ' '

b} - Self improvement of the employee:
. Employee should know where he standls' ' ' ' |

- He should make up from hlS deflclenmes - _ |

6.9  ASSIGNMENTS

T

|
1) Make a case of dlfferent eategorles of personnel workmg in any standard pubhc hbrary
in Andhra Pradesh ' [

2) Wnte a critique on staff formula of Dr. SR. Ranganatham, |

3) Briefly discuss the continuing education programmes of ILA, INSDO.C:‘md JASLIC.
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611 GLOSSARY -

Induction ":  Initiation of newly appointed staff to the library to fit
- : them into a new environme'nt o T ' ‘
Job Analysis - St The process of analysing spec1ﬁc job based on various |
tasks involved, machines and equipments used, skills, . ; ‘
'knowledge and personal traits required to perform the
"+ Job Evaluation _ : The process of estabhshmg the work of a job in relation
to other jobs in the organisation. o

Organisation Development  : A planncd process designed to lmpfove' oi'gahisational
 effectiveness and health through modlflcanons of
~ individual and group behav1our

Performance Appraisal A systematlc ‘evaluation of an employee s Job-related
strengths and weaknesses . ' :

Staff Development : g Continuing education programmes to keep the staff well
' informed of current developmients in the field and
provide opportunities to acqmre new skllls and

knowledge

6. 12 MODEL EXAMINATION QUESTIONS

L. Essay Questions

1) What is Human Resource Management ? Explain the different categories of staff
' required in a library. '

2)  Describe the procedures involved in stafl recruitment and orientation.
11. Shert Notes

a) - Job Analysis

b)  Performance Appraisal
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Details about these norms are provided below :
i) Public Libraries :

Way back in 12950, Dr. Ranganethan suggested 50 paise per capita expenditure.
Obviously, the rate has to much hi gher TOW,

if) University and College Libraries: i
a)  The UGC Library Committee (1957) suggested Rs 15/- per etudent and Rs. 200/
- per teacher as per capita rate. - :

b) The Education (Kothari) Commission (1964-66) recemmended' Rs. 25/- per
student and Rs. 300/- per teacher.

.¢) Dr S.R.Ranganathan’s suggestion was Rs, 20/- per student and Rs. 300/- per
teacher or 50/- per student.

7.3.2 Proportlonal method | |

In this method a fixed proportion or percentage of the total budget of an organization
has to be allocated for libraries. In case of public libraries, such proportion eow‘lld be worked
out in relation to budgetary allocation for education.

Details of various recommendations are given below:

() Public Libl_'aries

a) Raganganathan : 10% of the total budget of the State/Local/Central Governments;

OR 6% of the education budget of a local/state/federal government'!

b)  Working Group of L1brar1es (Planning Commission, 1967) : l -5% Ofl the education
budget.

if) University and College Libraries

a) University Education (Radhakrlshnan) Commission (1948 49) 6 5% of
University’s budget.

b) . Education (Kothari) Commission (1964-66) : 6.5% to 10% of Univelj'sity { College
budget depending on the stage of development of the concerned librpry.

¢}  Khandala Workshop on College Libraries organised by the UGC (11979) 1 4% of
the College budget for books and journals, binding and other library expenditure.
Separate allocation for salaries and capital expenditure.

d) Association of Indian Uniniversities (1986) : 10% of University and College
‘ budget. '

7.3.3 Method of Details :
i

In this method, all items of probable expenditure are worked out while preparing financial

¢stimates for the library. The major items are : salaries and wages, reading materials {books,
periodicals, newspapers, microdocuments and other non-book materials, binding and

maintenance of the library building (including heating, cooling and lighting).




The estimation has to be based keeping in mind the number of readers to be served and
types of services to be prowded ‘

Dr. Ranganal,han ‘;uggested that whlle preparing such detailed estlmates for public
librarics, the items of expenditures should be divided into two categories: recurring {current),
and non-recurring {capital) expenditure. The financial estimates prepared by the Library
Advisory Committee, Government of Inia (1957) for creating network of public libraries are
prepared on this basis. UGC Library Committee (1957) has worked out details of expenditure
for college and university libraries using the Method of Details.

Self-Check Exercise-3.

List the methods of estimating funds for libraries?
Note : i) Write your answer in the space provided below.

- ii) Compare your answer with the iiodel answer given at the end of this unit.

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

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

7.4 LIBRARY BUDGET

The word budget is derived from a French word “Bougettee’.” The word denotes a leather
pouch in which funds are appropriated for meeting anticipated expenses. In fact, this continucs
to be the basic idea behind budgetting. Budgets are formal statements of the financial resources
set aside for carrying out specific activities in a given pertod of time. In fact, this continucs
to be the basic idea behind budgetting. It is a numerical statement indicating the plans, policies
and goals of library for & specified period. It is a guide for incurring expenditure for different
library activities and operations throughout the year, as budgets are generally prepared for a
year. The basic principle behind the budget is that the estimated expenditure should not exceed
the income. '

Budgets are most widely used means for planning and controlling of library activities at

every level. Besides being an instrument of control, it helps in communication, coordination,

evaluation and motivation. A good budget is an outcome of discusSion between the Chief

Librarian and different section heads. Such interaction during the budget development process
will help define and integrate the activities of different scctions of a library. "

Being a very important instrument, it becomes essential to know the budgetary process
and different methods of budget.
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7.4.1 Budgetary Method

- The methods followed in Indian libraries for preparing budget are mostly traditional.
More often than not, the allocations made in the previous financial year become the bench
mark for the current year. But in recent times, some innovative methods-are bemg eonmdered
by librarans for preparmg their library budgets. These methods are hsted below: ‘

i) L1ne by line Budget

ii)  Planning Programming Budgetlng System (PPBS)

iii}  Zero Base Budget . S _ . !
iv)  Site Budget - o | - o ‘ ‘

1) Line by Line Budget

This is a traditional method. Tt divides items of expenditure, line by line into broad
categories such as books and other reading materials, salaries and al]owancﬁs utilities,
maintenance, supplies, travel contingencies, etc. These are all operatmg expenses (recurring).
The following items are included under this category.

a} Equipment : Typewriter, ﬁhng cabinets, racks chairs, tables, cepymg mach;nes computers
and computer accessoties.

b} Renovatlons or remodelling : Fixing new partitions, doors, or remodelling of stack area.

¢} Major Coenstruction : Extension of the existing building, or the construction of a new
building. '

_ - . o
In 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.

In order to cover the 1ncreased cost of materials, salaries and wages, proportional
incremental changes are made in the fi gures. This method of budgetting is relatwely casy by
of traditional nature. It is inflexible and does not allow review activities. The libraries cannot
depict dynamism in their working and will be slow in adopting innovations. ‘

2) ngramlnes Planning and Budgeting System (PPBS)

An innovative method was first introduced by CharJes Hitch in 1961 in the Department
of Defence of the U.S. Government. While i 1n Line by line budget, funds are allocated on the
basis of fixed heads, in PPRS they are allocated to programmes produced to attail 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 _m_ethods to achieve set objectives.

PPBS is based on the following three operational concepts: ' |
a)  Developing an analytieal ebility for examining in depth the 'o'bjectivéfs and the |
programmes designed to meet them. '

b)  Forming a S-year or more.programiming process combined with a sophisticated
management information system. '

) Creating a budgeting mechanism that can take broad programmes, decisions,
transiate them into refined budgetary decisions and present the results for action.




6.11 GLOSSARY

Induction

Job Analysis
Job Evaluation
Organisation Development

Performance Appraisal |

Staff Development

Initiation of newly appointed staff to the library to fit
them into a new environment.

The process of analysing specific job based on various
tasks involved, machines and equipments used, skills,

“knowledge and personal traits required to perform the

job.

* The process of establlshmg the work of a job in relatlon

to other jobs in the organisation. -

A plarmecl process designed to improve: organisational
effectiveness and health through modlflcatlons of
individual and group behavmur

A systematlc cvaluatlon of an employee 8 _}ob-related

strengths and weaknesses.

Continuing education programmes to keep the staff well
informed of current developments in the field and
provide opportunities to acqulre new skllls and
knowledge.

6.12 MODEL EXAMINATION QUESTIONS -

1. Essay Questions

1)  What is Human Resource Management ? Explain the different catc_gqries of staff

required in a library.

2)  Describe the procedures involved in staff recruitment and orientation.

11. Short Notes
a)  Job Analysis
b Performénce Appraisal
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UNIT -7 : FINANCIAL MANAGEMENT |
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.I 7.10- Assignmente
7.11  Recommended Books | S |
7.12  Glossary

_ 7.13. Model Examination Questions - B . ‘

7.0 AIMS AND OBJECTIVES IR |

Fmanees act as the live-wire of all 1nst1tut10ns and library is no erception to this rule.
Therefore, librarians need to know all nuances of fiscal management. This unlt prowdes details
necessary to manage the finances of libraries. ' - ‘

132 | *  know the methodology for the estimation of finances. N

After studying this Unit you will be able to :

. /{dentify sources of finances for different types-of libraries

S




. explain budgetary methods and procedures
. apply norms for preparmg library budget
. “describe the Importance of accountin g and- audltmg procedures

. get acquianted with different types of financial records.

7.1 INTRODUCTION

To organize hbranes and for providing the services needed by users, finance plays a vital
role. Most of the libraries are not revenue earmng institutions but they are growmg OIganisms.
- They, therefore, need perennial sources of finance for sustenance and growth. As such, libraries

have ta be careful in managing their finances and controlling expenditure. '

This unit discusses in detail all aspects of fiscal management such as sources of ineome,
items of expenditure, methods of financial estimation, types of budgets, uses of budgets,
planning and preparing of budgets and getting them approved, 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, proliferétion of reading
materials that need to be acquired, impact of techﬁology and most importantly competing
demands on limited sources, a careful look at the budgetary methods to get -a clear idea about
the relevant issues. ' '

7.2 LI—BRARY FINANCE

Once established, a library is expected to provide continuous and up-to-date information
to its users. The rythm and tempo of readers services depend on good physical facilities,
availability of reading materials in different physical forms and updating the library stock on
continuous basis, prouiding reprographic, micrographic and computer based bibliographic and
literature search services, etc. Equally important is qualified, committee and motivated
professmnals, who could maximize the use of readin g materials and available facilities. Only
an adequate and continuous provision of funds can ensure all such actlvmes and facilities.

7.2.1 Sources of Finance

The sources of finance differ from library to library. They include : (i) Government,
(i) 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 libraries are discussed here. ' s '

1)  Public Library

a) Library Cess

There are eight states in India which have Public Libraries Acts. But only Five States,

viz., 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 Maharastra, West Bengal and Manipur,
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‘Although the amount collected from the cess is not adécjuate for efficient functioning of

. public libraries, it helps creating awareness about public libraries among the public

- b) Government Grants

Public library service in India has not received much attention of both the State and
Central Governments as it deserves. The States, where Public Library Legislatigns 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 oyei financial--
crisis for public libraries. The pubhc libraries are better placed in such States as compared to

- States without Acts. | '

The Central grants to public libraries are channelized through Raja’ Ramhmohan Roy
Library Foundation (Calcutta) both in the shape of reading material and amounts for
construction of buildings, purchase of storage materials, etc. However, these grants are not at
all adequate compared to the needs. Enact of a Central Law and State Laws in 4t States will

|
|
In spite of the fact that UNESCO’s Public leranes Mamfesto (19;2) env;saged that

public hbrary service should be available to.all without any charge SlleCI'lpthIlS‘ are collected

g0 a long way in improving the situation.

¢) -Subscriptions

by many libraries in our country which are the only source of their revenue. The plea not to
collect. subscription was made by Dr. S.R.Ranganathan as earty as in 1931. 'The Library
Advisory Committee, Government of India in its report (1957) describes subscrlﬁatlon libraries
as “stagnating pools”. However, subscriptions continue to be cne of the major sources of
- revenue although inadequate to maintain libraries. R ]

d) Endowments . o

In USA and other Western countries, endowments and brivate benefactionsq} are common
sources of finance. But in India it is not so. The grants received from endowment or private
benefactors are not of recurring nature and hence could be spent only as a Cabital fund for
building, furniture, etc. In India, such sources of revenue are rarely available to plﬂbllc llbrarles

The practice is not that common in India as that in Western countr 1es

¢) Minor Sources

- These include fees and fines, gifts in cash or kind, sale of old newqpapehs Xerox and '
micrographic charges. : _ .
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Self-Check Exercies_ -1

List the sources of finance for Public libraries
Note: i) ‘write your answer in the space provided below

ii) Compare your answer with the model answer gi_ven at the end of
* this unit. : ' : -

B T T D T T T T TR T T Y T T T T T TR T LT T iy

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

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

2) Academic Libraries
a) University an_d College Libraries

(i) Major Source of Revenue _
University and College libraries receive their major funds from two sources:

(1)~ Budgetary Grants : The unlvemltles and colleges make allocation to umversny and
college libraries regularly from their own budgets

(2) Grants from University Grants Commission (UGC) : The UGC under its development
programme, provides funds to university and college libraries. 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 building and purchase of
computers, are non- recumng grants. .Recurring grants are utlhzed primarily for acquiring
library materials and processing them for use. At times, university and co]]ege libraries
get ad hoc or special grants from both UGC and State Governments. -

(ii)) Minor Sources of Revenue The followmg types of income could be categorized as
minor sources: -

- Income from library fées collected from students |
. Income from gifts - Individual or organizaﬁons.make such gifis, in cash or kind,.
- Fines collected from borrowers for overdue books o
Q_ ;. Money collected from readers for :rcsorl;in'g to méip;acticeé .
- Sale ef wastepapers (old newspapers, :magazines etc.) |
- Charges‘for providing photocopies of documents |
(b)  -School Libraries

-Although libraries ‘are the most important adjunc"ts of schocls which promote reading
habits of students at an early age, unfortunately very few schools in India have good libraries. -
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The school libraries depend mostly on the following sources for funds: \

|

- Government grants I ' : |

- The Library fees cbllecte_d from students

- Contribution from the management

- Donations from public ‘

(©  Special Libraries

Comparatively, special libraries are in a better position so far the sources of income are
concérned. Institutions involved in research activities are very much concerml:d about the

availability of latest information and therefore, make regular provisions in their budgets for
libraries. In addition, whenever special research projects are taken up, some amount allocated

~ for the purchase of books and journals. Many funding agencies which utilize the services of

such institutions for doing research on specific issues (sponsored research projects). The
research grants usually include special allocation for acquiring reading material. ‘

- 7.2.2 Library Expenditure _ . |

Income and expenditure are two very important components of financial management. -

We have already discussed in Section 7.2.1 the sources of income of different t'ypr,s of libraries.
All types of libraries face financial constraints, Thereforé, it becornes necessary to understand
some basic characteristics of libréry expenditure so as to strike a balance'bet\:»lv.een income
and expenditurc. : ‘

~ Some of the e_ssehtial characteriéﬁc_s_bf ]jbrary'cxpcnditure are described be!l(_)w:'

Charaecteristics of Library Expen.ditu're:'

a) Spending Institutions ' . ' : _ .
. _ . o |
Libraries do not fetch any revenue for providing services but are spending institutions.

They are also not profit-making institutions. Unlike industries and public utilities l|rike electricity

boards, the gains from library are not visible.. Economic returns of library and information
~are not directly measurable, but they provide information that contributes 'I{o social and

economic development'of the nation. Information is an essential ingredient in the decision-

.making process in research, business, industry and as such investment in libraries i‘n educational

institutions is an investment in human resource development. .

|

As has been rightly pronounced by Ranganathan in the Fifth Law of Library Science
- [ ] . - ) - . !
“Library is a growing Organism”. There is continuous growth in documents, readers and staff
necessitating increasing in expenditure. C }

b)- Growing Institutions

¢) Recurring Expenditure

Libraries are not only growing institutions, but once established they stay forever. Their
effectiveness depends on continuous flow of finances and recurring funds. |
. _ o \




| d) Equitable Allocation

While allocating funds, equal weight need to be given to all subjects and services.
Distribution of funds has to be balanced. Comparative prices of reading materiais in different
subjects should be borne in mind. '

e}  Overall Economy

The expenditure 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 characteristics of library expenditure ?
Note: i} Write your answer in the space provided below.

~il)  Compare your answer with the model] answer given at the end of this unit.

7.3  METHODS OF FINANCIAL ESTIMATION

Having known about the sources of income and the basic characterstics 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 varicus types of libraries to provide a reasonable level
of service. '

7.3.1 PerCapita Method

I this method, a minimum amount per head of population is fixed, considered as essential

to library service maintaining certain required standards. Estimation of this basts becomes
difficult in respect of public libraries.

The problem is whether the entire population of a given area or only the literate people,
or the adult literate population should form the basis of such estimation. Besides, by using
technologically advance mass media, libraries can reach even illiterate population.

Various Commissions, Committees and Experts have from time to time recommended
certain norms for per capita expenditure although very old, could be used with certain
modifications keeping in mind such factors as the rate of inflation, increase in cost of reading
materials and staff salaries.
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Details about these norms are provided below :
i) Public Libraries : |
Way back in 12950, Dr. Ranganathan suggested 50 palse per capita expenditure.
Obviously, the rate has to much higher now.
ii) Umversﬂy and College lerarles

a)  The UGC Library Committee (1957) qugge‘;ted Rs. 15/~ per student- and Rs. 200/
- - per teacher as per capita rate. :

b) The Education (Kothari) Commission (1964- 66) recommended Rs. 25/- per
student and Rs. 300/- per teacher '

¢y Dr SR. Ranganathan 8 suggesuon was Rs 20/- per student.and Rs. 300/- per
_teacher or 50/- per student

7.3.2 Propurtmnal method

In thls method, a fixed proportlon or 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.

Detalls of various recommendations are glven below

(i) Public lerarles

a) Raganganathan : 10% of the total budget of the StatefLocal/Cen'tral Governments;
OR 6% of the education budget of a local/state/federal govemrnent'

by  Working Group of leranes (Planning Cormmssmn 1967) 1-5% of Ihe education’
budget. : : B
ii) Umversﬂy and College Libraries

a) University Education (Radhakrlshnan) Commlsmon (1948-49) : 6.5% of
- University’s budget. '

~ b) Education (Kothari) Commission (1964 66) : 6.5% to 10% of Unwemty / College
_budget depending on the stage of development of the conce:neci_}lbrqry

- ¢) Khandala Workshop on _Colle_ge _L_i_braries organised by the UGC (1979) : 4% of
’ the College budget for books and journals, binding and other library éxpenditure.
Separate allocation for salaries and capital expendlture

d)  Association of Indian Ummversmes (1986) 10% of Umvemty and College
o budget.

7.3.3 Methed of Details

In this method, all iterns of probable expenditure are worked out while preparing.ﬁnancia'l
estimates for the library. The major items are : salaries and wages, reading materials (books,
periodicals, newspapers, microdocumments and othér non-book materials, binding and
maintenance of the library building (including heating, cooling and lighting). '




The estimation has to be ba%ed keepmg in mind the number of readem to be served and
types of services to be prowded

Dr. Ranganath—an suggested that while preparing such detailed estimates for public
libraries, the items of ekpenditures should be divided into two categories: recurring {cuirent),
and non-recurring (capit_;ﬂ) expenditure, The financial estimates prepared by the Library
Advisory Committee, Government of Inia (1957) for creating network of public libraries are
prepared on this hasis. UGC Library Committee (1957) has worked out details of expenditure
for college and university libraries using the Method of Details.

Self-Check Exercise-3

List the methods of estimating funds for libraries?
Note : 1) Write your answer in the space provided below.

ii) Comparc your answer with the model answer given at the end of this unit.

S LT e R R AR
.....................................................................................................................................................
........................................................................................................................................................
.....................................................................................................................................................

74 LIBRARY BUDGET

The word budget is derived from a French word ‘Bougettee’. The word denotes a leather
pouch in which funds are appropriated for 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 specific activities in'a given period of time. In fact, this continucs
to be the basic idea behind budgetting. It is a numerical statement indicating the plaris, policies
and goals of library for a specified perlod It is a guide for incurring expenditure for different
library activities and operations throughout the year, as budgets are generally prepared for a
year. The basic principle behind the budget is that the estimated expenditure should not exceed
the income. '

Budgets are most widely used means for planning and controlling of library activitics at
every level. Besides being an instrument of control, it helps in commﬁn’ication coordination,
- evaluation and motivation. A good budget is an outcome of discussion between the Chief -
Librarian and different section heads. Such interaction during the 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. '
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7.4.1 Budgetary Method

The methods followed in Indian libraries for preparing budget are mostly traditional.
More often than not, the allocations made in the previous financial year become the bench
mark for the current year. But in recent times, some innovative methods-are bemg considered
by librarians for preparing their library budgets. These methods are listed below: |

i) Line by line Budget I
ii)  Planning Programming Budgeting System (PPBS)
i} Zero Base Budget

iv)  Site Budget

1) Line by Line Budget

This is 2 traditional method. It divides items of expenditure, line by ]me ‘mto broad
categories such as books and other reading materials, salaries and allowances, utilities,
matntenance, supplies, travel contingencies, etc. These are all operatmg expenses ccurlmg)
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 Conslructlon Extension of the existing building, or the construction of a new
building.

In-formulating line by line budget various standards and ratios are taken into conideration.

- But usually this budget is prepared taking into account past years expenditure on edch item.

In order to cover the increased cost of materials, salaries and wages, propornonal
incremental changes are made in the figures. This method of budgetting is relatively easy by
of traditional nature. It is inflexible and does not allow review activities. The libraries cannot
depict dynamlsm in their working and will be slow in adopting innovations. |

2) Programmes Planning and Budgeting System (PPRBS) %

An innovative method was first introduced by Charles Hiich in 1961 in the Dzpartment
of Defence of the U.S. Government. While in Line by line budget, funds are allocaied on the
basis of fixed heads, in PPBS they are allocated to programmes produced to attain goals set

~ i 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 set objectives.

. i
- PPBS is based on the following three operational concepts: !

a) Developing an analytical ability for examining in depth the obJe,ctlv 8 and the
programmes designed to meet them. 7

b}  Forming a 5-year or more. programming process combined with a sophisticated
management information system.

c) Creating a budgeting mechanism that can take broad programmes, decisions,
transiate them into refined budgetary decisions and present the results for action.

|

' | o
e e




The factors that hélp in accomplishing the process of PPBS are:
i) Identifying library objectives |

ii)  Relating objectives to specific service programmes

iii) Rclqting programmes o resource requirements

iv) Rel‘_a-ting resource inputs to budget (Rupees)

Under this budgeting system, library services and activities are planned, analysed and
. interpreted. It emphasizes on process, purpose 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 staff 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-examining objectives and programmes and introducing necessary changes.

‘ The unit cost technique and work measurement helps develop a standard cost and purpose of
various functions, activities and sub-activities.

‘ 3) Zero-Base Budgeting

Zero-Base Budgeting (ZBB) method was introduced in 1970 by Peter Phyrr in Texas

Instrurnent, 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 based
on the assumptions that the unit or agency starting operations for the first time (zero pbints).
Thus the focus of ZBB is on the units purpose and functions. It aims at removing activities
that are not needed. The smaller action plans, with the indication of their goals, activities,

_required resources and priorities are the main stay in ZBB. Each function or package is

prepared and then ranked against the others.

The main advantages 6f ZBB are listed below :
a) It offers alternatives in the selection of packages
b) - Only those activities that can be. jﬁstified are included in the budget.
¢)  The relationship between the quality and level of service and the money required
is well established. '
4) Site Budgeiing

This budgeting system ensures that everyone who is to be served will have access to
equal services. The goal of site budgeting is equal funding to each reader and equitable
distribution t& each unit/branch within a system.

The steps required to be taken to formulate budget under this system are :
1) Find out how much money is required for the system as a whole;

iif)  Deduct all the costs for central services and costs not easﬂy assigned to a particular
location;
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iti)  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 : a) patron participation, and b) equitable
funding within a system. i

Self-Check Exercise - 4 |

List the different methods of Library Budget. -
Note: i) Write your answer in the space provided below.

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

S T L R T e R e A AL R LR LL LA
e e e L R TR N R R L e A LR L bbb

7.4.2 Use of Norms and Standards

Budgetary standards and norms are necessary for preparing budgets and a_p_:p]ying different
methods discussed above. These norms provide guideiincs_'for estimation of funds required
to offer satisfactory service to readers and how these funds could be distributed on various
items of expenditure. ' L

We have already discussed in Section 7.3. above three methods of estirr;pating financial.
requirements for libraries viz. (i) per capita method, (ii) proportional method and (i) method
of details. Under all these methods, we have provided the norms and standards delineated by
various Commissions and Committees and professional experts for differcnt types of libraries

and therefore, we are not repeating them here. |
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 desclribed_ here.
Indian | |
a) Ranganathan suggested for university libravies in India the following ratios [or major
items of expenditure: o
. i
Staff o ' -~ 50%;
Books anf other reading matcrials _ 40%

Miscellaneous 10% ‘




b) General norms based on recommendations of various Committees and Commissions
and Experts: '

iy University libraries

Salaries and allowances 50%:
Books - 20%
‘Periodicals 13%
Binding %
Others (Supplies, Maintenance etc) 10%

1) Public Libraries

Salaries and allowances _ 30%
Books ' 20%
Periodicals and Newspapers 5%
Binding | 5%
Others 20%

American

Evans (Management Techniques for Librarians, 2nd ed. New York : Academic Press, 1983)

Books and Periodicals 20 to 30%
Salaries 60 to 70%
Utilities | 4105%
Maintenance ' ' ' Lo | 3 t0 4%
Supplies ' - 3t04%
Travel ' 1%
Insurance _ 1%
United Kingdom
James Thomson :
Salaries 50%
Books and Periodicals 40%
Binding | 5%
Sundries _ ' 5%

With the changing scenario of libraries and introduction of infornation technology, new
standards and norms need be worked out by professionals, associations and experts. The norms
provided above can only provide some guidance. Individual libraries have to incorporate
changes according to local situations and variations.
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‘Note : i) Write your answer in the space given below. ;

Self-Check Exercise - 5

What are the steps involved in preparing site budget ?

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

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

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

75 BUDGETARY PROCESS

After studying budgetary methods, it would be advisable to know that process practically
need be adopted for making the entire budgetary exercise & meanful experience and iis
implementation faultiess.

The plans and policies laid down by parent organizations - industries, governments,
universitites, local bodies, etc. - should be borne in mind by libraries while preparing the budget.
Also care has to be taken to see that conflicting interests of various divisions and departments
are resolved satisfactorily. This process could be discussed under the following three steps:

(i) Preparation of Budget (ii} Defending the budgetary provmom, (m) Approval and
implementation.

7.5.1 Preparation of Budget o ' i
The budgét 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 foliowéd by the patent body. The
normal practice consists in showing revenue on one side and the expenditure on the other

side followed by explanatory notcs Some major heads that form the content of budget are
indicated below : ' |

Revenue Head Expendituré Head
Allocation from parent body © Sal ary and Wages

Cess and Taxes Book fund

Fine amount g - Maintenance
Reprog'raphy/micrdgraphy charges Supplies

Deposits Services |




Ad-hoc grants Travel

Donations ' ‘ Training

| _ Rent
Sale proceeds from discarded items Capital Expenditure
Interest on deposits Refund of deposits

Loan recoveries

While presenting the budget the items are listed in the following formats :
i). Actual. expeniiiture of previous year

i) Orginal_financiai estimates for the currcent vear

ili)  Revised estimates for the current year and

iv} - Orginal financial estimates for the next year

©7.8.2 Defending the Budget Request

The library budget forms apart of the overall budget of the parent body. The final
allocations rest with the executive commiitee of the Institution. They will critically gxamine
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 authoritics, how approval of allocations would
help the library to support the overall policiés and programmes .of the parent organizations is
necessary. Sometimes comparing the figures and allocations with similar other libraries will
be helpful.

7.5.3 Approval and Implementation of Budget

Almost all types of libraries will have library commitiees. All policy decisions including
approval of budget is the responsibility of the library committecs. The librarian who acts as
Secretary of the Committee should work out the budget meticulously. He has to involve his
senior staff in budget preparation process.

The Library budget once approved by the Committee will be incorporated in the total
budget of the organization and passed by the appropriate authority.

Once the budget is passed, the same is communicated to the library. In turn the librarian
informs all section heads of academic departments, etc. about the funds allocated to their
sectionsfsubjects and programmes. The follow up action is taken to see that funds are spent
rhythmeally and carefully within specified period.
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Self -Check Exercise - 6

Briefly explain the steps involved in budgetary process. |
Note : 1} Write your answer in the space given below.

ii) Compare your answer with the model answer given at the end o this unit.

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

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

7.6  ACCOUNTING

Accounting is a basic activity for an afﬁci‘gnt financial administration. To ensure that
the library funds are utilized properly as per the provision in the budget, a systdmatic record
of income and expenditure is necessary. Maintenance of proper accounts 1helps detect
misappropriations, underspending and overspending.

The following financial records are maintained by libraries to keep tract of receipt and
expenditure: '

Types of Accounting Registers . i

The important accounts registers are :

(a} Cash Book, (b} Ledger, (¢) Allocation, {(d) Invoice and (e) Salary bl” A brief
description of each with specimens is provided.

a) Cash Book Register

This is a record of daily transactions of income and expenditure. Daily income like
deposits, fine, fees, xerox charges, eic. and expenditure of contingency type is entered in this
register. The specimen of the register is given below: _ o

Receipts

Date | Particulars of | No & Date | Head of Ac-fAmonnt
receipis of Voucher | Accounts to
be credited

Total




Expenditure

Péfti‘culars-- of

No & Date

{Date " Hedd of | Amoun
| receipis of Voucher | Accounts to | =
be credited -
1 2 3 4 5
Total

N

b} Ledger Register

This record indicates the budget provision at the top and expenditure on all items and

subjects is cntered one by one.

Year

Name of the Library
- Budget Provision Rs, , Head
Serial Name = Bill Amount Amount Progre = No.of Subject Signature Remarks -
No.  of No.& passed ssive  Books of Libra
Vendor Date “for Total rian
Payment
3 6 7 8 9




1 3 3 ._.4 ’ . -5 E . 6

_ c) Allocation Reglster
ACCOUﬂtb are maintained in_this register headwise and SUb_]ﬂC{WlSC Separate registers
are maintained in libraires for books, perlodlcals blndmg, statxonery, contmgency etc '
Name of Library ' Year '
Head of Demand o ~ Amount Alloted Rs.
Serial Name Bl ~ Amount Ambount Progre  Balance No.of Subject ISignature
No.  of  No& passed  ssive’ Books of Libra-
Vendor: Date Total Tian
1 y 3 4 5 6 7 8 9 10
* d) Bill Register
' Name of the Library : - Month “ Year:
S.No. Bil Name of Amount Smgnaturc Signature ~ Remarks
No.with = Publishet/ : of Librarian  of bill
date book seller T - receiver
: x




¢) Salalry Bill Register

Name of the Library : Month: : Year:
Other Orgunisa House Loan  Other Total . Signanne
Name Pay DA CCA  HRA allow- Tow!  fion's Grand PH Rent Instal  duduc- dedu- Net  of the
ances Contribu-  Total deductionDecuc- mentde- tion  ction paid employee
tion to PR clion  duction if any
l 2 3 4 5 6 7 g 9 10- 11 12 13 14 I3 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.

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

7.7  AUDITING

It is necessary to scrutinize the financial transactions. The auditor is entrusted this job.
He checks irregular, inappropriate and wasteful spending. In India, auditor’s report becomes
important document for authorities to be convinced that a particular library / institution is
running on proper lines, -

1t is, therefore, necessary for libraries to maintain all records properly. The Chief Librarian
needs to study the audit code and rules so that unnecessary interference in library services
could be avoided.
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Self-Check Exercise - 8
Discuss briefly the necessity of audit in a library. !
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.

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

78 SUMMING UP . i

Libraries are low priority item in Indian polity. They are spending institutions. They
keep growing continuously and need perennial sources of income. The fiscal fnanagement in
libraries includes sources of income, items of expenditure, estimation of expenscs based on
standards and norms, budgetary methods and procedures, maintenance of ac!coums records

and registers and knowing audit rules. All these aspects have been discussed in detail in this

unit. |

79  MODEL ANSWERS - | |

I
_ |
1) Library Cess, {ii} Government Grants, (iii) Subscription from members,
(tv) Endowment, {v) Minor sources - Fees; Fines, Gifts, Xerox charges and sale of old
newspapers. ' :

1. The following are the sources of finance for public libraries:

2. Characteristics of library expenditurc
- a}  Libraries are spending institutions
b)  Libraries are growing institutio_ns.
c} Library expenditure is recurring
d)  Expenses need 1o be equitablé on all subjects
e)  Utmost economy is reguired in expenditure
3. Methods of estimaﬁng funds:
1) Per capita method, (i) Proportional method, (iii) Method of details.
4. Different methods of library budéét _
1) Line-by-line budget

it) Planning, Programming, Budgeting System (PPBS)



iii)  Zero Base Budgeting (ZBB)
ivy  Site Budget

5. Steps involved in preparing “site blldgétg’. |

i) Find out how much money is required for the system as a whole,

ii)  Deduct all the costs for céntral setvices and costs not easily assigned to a particular
location, '

iii)  After deducting expenses mentioned in (i) and (ii) above, 1emam1ng funds are
aflocated to different Ouﬂaymg sites on per capita basis.

f. Budgetary process includes three steps. They are briefly explained below :

(i}  Preparation of Budget : The budget preparation is a cyclic (yearly) activity.
Estimates of revenue and expenditure are prepared unit-wise and consolidated in
averall budget and represented in specific format decidéd by the organizations.

.ii) Defending the Budget Request : The libraries are low priority items. Besides they

have to compete with other departments. Therefore, budgetary provisions need
to be defended using norms and statistics and comparing with similar other
libraries.

i)  Approval and implementation of Budget : The approval of Library Committee is
necessary, before the budgetary figures are incorporated in general budget and
voted by concerned authority.

All section heads need be informed of the approved provisions and asked {o
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,
inappropriate and wasteful spending. Audit reports are seen by administrative authorities,
to find out whether allocated funds are spent properly. -

710 ASSIGNMENTS

1. Describe the sources of income available for a UniverSity Library.

2. Explain the proportional method of estimating expenditure, delineating recommendations
made by different committees and commissions. _

3. Discuss PPBS method of budgeting, Why is it not followed by Indian libraries?

4. What are the norras for distributing funds on different items of expenditure in libraries?

5. Describe any two important accounts registers maintained in libraries.
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712 GLOSSARY

Accounting :
Auditing :
Budget

Financial Estimation :

Non-Plar Grants :

Non-recurring Expenditure :

Plan Grants

.

Recurring Expenditure

Unit Cost

A systematic maintenance of the income and expenditure

record. |

Statutory, scrutinizing of financial trahsactions of an
|
institution.

An estimate of revenue and expenditure for a financial
year. _

1
Estimating the amount of momney rcquired for
administering services. : ,
Reguiar Budgetary granis given every ycar.

Expenditure that is incurred occasionally on items like

building, equipment, machinary elc.

Funds made available for development programmes under
five year plans.

i

Regular amount that is spent every year, on books,
journals, staff salaries etc. :
: |

Cost of a single unit of operation viz., cost of cataloguing

a single book i

7.13 MODER EXAMINATION QUESTIONS

_ 1 Essay Questions

[}  Explain briefly various methods of financial estimation in relation to libraries.

2)  Explain various Budgetary Methods used in libraries and informaltion centres

II Short Notes
a) Accounting
o) Auditing
¢y ZBB
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8.0  AIMS AND OBJECTIVES : o o

This unit dealt with library statistics and annual reports. i

After studying this unit you should be in a position to

. explain what is meant by library statistics and the purpose, kinds and sources of
library statistics. i

. describe the methods of presentation and
. explain the meaning, need an.d purpose of the annual report |
. describe the features, form and contents of an annual report i
. draft an annual report for your library |

81 INTRODUCTION S |

The word “Statistics” is derived from the Latin word “Status”. _Stal:iSticé (plufai) refers
to quantitative information (number of books added to a library each year, number of books
received on Inter-Library Loan). Statistics (singular) refers to a method off dealing with

- quantitative information involving collection, analysis, presentation and imerprletation of data.

Statistics is a branch of mathematical science, which appears to have originated in the 18th

century. |

Statistics are the facts and figures which are presented in tabular or othe:lr forms. Facts
and figures about any phenbmena are called statistics. The discipline does the work of reducing
the mass of information to a readable, intelligent and comparable form. Statistiés are tabulated
figures employed by most modern scientists in order assess the progress ar reg|ress in various

fields of study. Statistics is regarded as one of the important tools for making decisions in

the midst of uncertainty. Statistics help us in planing and controlling the activitics-in a library.
' i
Statistics also help us in comparing a particular library with other libraries and thus effect

* necessary improvements in library services. Further, the study of the library base}d on statistical

methods helps the administrative or the governing body to measure the performance of library
activities and to take proper decisions for improving them., i '

8.2 LIBRARY STATISTICS

[

‘The main sources of Library Statistics are the diaries maintained by differ(i:nt sections of
the library. Daily/Weekly/Monthly/Quarterly Statistical reports prepared byl 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 gtmost care because it is the basis for statistical
analy;;i_s._ The data may be collected from primary or secondary sources eithet published or
unpublished, “Raw data collected on a rcgi;lar basis, say weekly/monthly ete, from different
sections of the library have to be orgainsed. The first step in organising a group of data is
editing.- The Collected data should be carefully edited and tabulated. After editing the data
should be classified so as to arrange them according to some charcteristics poséessed by the

items constituting the data, From tables, inference can be drawn. Inference when related to




one functioning satisfactorily, it reveals their drawbacks, and what economy measures may
be applied without impairing cfficiency. Data presented in an orderly manner facilitates
statistical analysis.

Analysis of data is important to find out the relation between data.” Methods used in
analysing the presenied data are numerous ranging from simple observation to complicated
and highly numerical techniques.

8.3  SOURCES OF LIBRARY STATISTICS

The kinds of statistics to be maintained will vary from library to library. This will depend
upen the'use to be made of Statistics. On the basis of various practices followed by different
libraries, Library Statistics can be divided into three categories.

1) Statistics of Processing Departments
2) Statistics of Scrvice Departments.

3) Miscellaneous Statistics.
8.3.1 Statistics of Processing Departments

(A) Acquisition Section

The acquisition section maintains the records of all the books, periodicals and other
reading materials acquired by the library by purchasé, gift or on exchange basis. Weekly
Statisticss of the number of books passing through the acquisition section arc 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. Gilchrist to evalute the acquistion work in libraries.

(1) Time lags:
a) From receipt of indent to issue of order.

b)  From issue of order to receipt of book

T C) From receipt of book to completion of acquisition process -
{11) Discount received :
(iii) Bibliographical accuracy:
_ a) Number of un-intentional duplicates received.
b) Number_ of incorrect items received.

c) Number of items rejected by dealers as not identifiable.

d) Percentage of successful orders from book sellers / publishers catalogues.

(iv) Expenditure on books:

Acquisition statistics prepared subjectwise will be helpful to know the strength and

" weakness of the library collection. The forms used in acquisition work should be designed 155

propetly. A specimen form used for recording acquisition statistics is given below:

———




- | SPECIMEN ROUTINE FORM l o
MOMth. cccovrrcivrccrnrisemsisssnes ‘ D OO IO
Subjectwise according to Decimal Classification

. 000 {100 .| 200 |300 |400 |s00 |e0o | 700 ] 800 [900.
Reading to | to to to to to to to o |to
099 [199 | 299 399 [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
Bboks Act)
Books
Periodicals
Others =
Total

Grand Total

(B) Periodicals Section -

In the periodicals section lt is necessary {o maintain Statistics to sholw how many
periodicals 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 periodicals 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 staft for proper functioning of the section. The proforma for the mamtenanLe of statistics

in the periodicals section is given below.




SPECIMEN ROUTINE FORM -

Month.......cooiniiniinn SO : . Year......wiiusimannninnniens
_ . Number of
Number of Number of | Periodicals _
Frequency of ‘| Periodicals Periodicals for which Remarks
Publication received registered + reminders
' sent

Daily

Weekly

Fortnightly

Monthly

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 techniques such as classification and
cataloguing to facilitate their use by the public. In order to know whether the persons engaged
in the technical section are fully employed, overworked 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 cataloguers individually in this section. The following are the specimens of
Startistical tables of the Technical Section, o
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. PROFORMA STATISTICS OF CLASSIFICATION WORK
Month Year e rerererserernesesessessaaioere,
Name of the -
Serial incumbent o Number of books Classified Re-
Number and. | . Daysofthe month marks.
Designation .
tepllslel|r (8o |10} w03t
I. Classifier
2. Classifier
3. Classifier -
4. Classifier
5. Classifier
PROFORMA STATISTICS OF CATALOGUING WORK
Month (521 N SR
| | Name of the . Number of-books catalogued
Serial Employee Number of cards prepared Re-
Number | -~ with : Days of the month marks’
Designation. | N |
1[213]14]5(6]7]18]|9]10}..t03] |Total
L. Cataloguer |
2, Cataloguer
3. Cataloguer 1
) |
4. Cataloguer
-5 Cataloguer \




8.3.2 Statistics of Service Department

(A) Circulation Section

This is one of the most important sections 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 on the basis of

transactions in the Circulation Section.

Daily Visitors Attendance Statistics

It is necessary to maintain a visitor’s register and keep the same at the entrance wicket

gate 1n the library for recording the attendance of visitors. This will enable the librarian to

prepare statistics of different types of visitors by age, sex, occupation etc. The proforma of

the visitor’s register maintained normally in loose leaf form by the libraries is given below.

VISITOR’S ATTENDANCE REGISTER

(To be maintained in a public library)

Name of the Library
MOnth...iieiierereanerrenenss b (G
Name of the
Serial Visitor Age Sex | -Occupation | Purpose | Signature | Remarks
Number {(in Block of Visit
letters)
VISITOR’S ATTENDANCE REGISTER
: (In Academic Libraries) N
Name of the
Serial Visitor (in Class/ Department Signature Remarks
Number Block letters) Designation
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Statistics of Library Members

The Circulation Section should keep a complete and upto date record of the members
the library. The Statistics of library members will enable the librarian to furnish 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 rolls of the library at the end
of an year, Further, the maintenance of statistics of library membership in acadjcmic libraries,
especially University Libraries, will give an idea of the different Cate;goric%s of members
(Students, Research Scholars, Teaching and Non-Teaching Staff members, Deposit borrowers
etc) and the number of members category wise during a particular period. The Qgpemmen form
for the maintenance of library membership statistics is given below. '

MEMBERSHIP STATISTICS

Number of Number of Number of Total |
- Date  Category members a3 new members members  number of Remarks
perrolls enrolled ~ withdrawn  members

Issue Statistics

The Circulation Section needs to maintain other kinds of Statistics viz Issue statistics (a)
Language wise, (b) Subject-wise, and (¢) Reader-wise on the basis of books lent by the
Cireulation Section for outside use everyday. This will help to know which category of readers
are the largest percentage of library’users, and which language books are botrowed by the
majorlly of the library members ctc. The following table deals with the Issue statistics,
Langyage wise, ;
(a) ISSUE STATISTICS, LANGUAGE -WISE

Date Language Number of books ;issued

English ...
Hindi
Tamil
Telugu ...
- Sanskrit ...
Others ... _ ‘

Total




ISSUE STATISTICS; SUBJECTQWISE (according to Decimal Classification)

Date [000] 200 300| 400] 500{ 60q 700} 800| 900| Looseissue | Total

of Periodicals | Periodicals

In the case of the Public Library, the table shown below is used for maintaining reader
wise issue statistics. '

ISSUE STATISTICS, (READER-WISE)

Date Language . Number of books issued

Adults
Male

Female |
Children™ ...
Elind

Sick

Others

Total

In respect of Academic Libraries i.e. University, CoIleg'e and School Libraries, the
statistics should be maintained on the following pattern:
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ISSUE STATISTICS BY CATEGORY OF MEMBERS i

Date Category of Members _ Number of 1)001{3 issued

Higher Secondary : i
Graduate ..
Postgraduate | '
Research Scholars ...
Teachers ...

Non-Teachers

Others .

Total

Inter-Library Loan Statistics
i

In the case of library p"ulticipating in library cooperation or reseurce sharing programime,
it is necessary to maintain statistics of the number of books got on inter-library loan from
other libraries and the expenditure incurred there on and also the number of books sent to
other libraries ctc. :
i
(B) Reference Section

The next important section is the Reference Section. Tt is very difficult to maintain
statistics of the Reference Section in a library following the open access system. In the case
of libraries adopting closed access, we can prepare statistics on the basis of the request slips
given by readers. However statistics relating to the reference service rendered can be
maintained in the proforma given below.

REFERENCE SERVICE STATISTICS i

Date 1% (1117 | NN Year . mmensensssenseruss
Number of Readers Number of Enquiries Answered Number of |
Directed ShortRange/ L.ong Range Enquiries Total

un-answered




(c) Indexing, .Abstractiﬁg and_-]-)ocumcntafiﬁn Services

Proper statistics must be obtained to know the progress of regress or 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 usc of researchers. Important artictes published in learned periodicals must be abstracted

and made available to the research scholars. The following table reveals the number of
periodicals indexed, abstracted and documented. This should be prepared every week.

Month ..o,

YRAT oo e cviinrsnrennanns

" Subject
Subject

Number of
Periodicals
indexed

Number of
articles
abstracied

Number of
articles
reproduced

......

......

......

8.3.3 Miscellaneous Statistics

The library must know the number of its clientele or the total number of people served.
These figures can be obtained from the latest Census report. The figures giving the book

fund, periodicals fund etc. and total expenditure should be maintained properly to assess

accurately the service rendered by the library.




STATISTICS OF INCOME AND EXPENDITURE, .~

ltem - Book |  Periodicals |  Staff Others | Total

Fund  Fund Fund '
Income L
Expendi.tlu're

~ STAFF STATISTICS
Month........ccoirvemrenen Year....oiuneirnenens

- Name of Number of Number of Amount spent | Amount saved

the-Post Posts filled ~ Posts lying ' on-Salaﬁes on| Staff

' Vaccant . _ Salaries

These statistics of the various sections/departments yield 1mp0rtant information regarding

the per capita amount spent on providing library services in an area.
Self -Check Exercise - 1

What are the various sources of collegting library statistics ?

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

ii)  Check your answer with the model answer at the end of this uni.

8.4 PURPOSE OF LIBRARY STATISTICS

Statistics are helpful for the measurement, evaluation and control of current output of
work and services. Statistics play an Important part in helping the administrator or govemmc
body to measure the success of the library. To reduce the mass of information to a comparable

164 form and to ensure objectw;ty we need the help of Statistics. Statistics is meant to

bnng out

T



facts in an objective and unbiased manner. Thé'_lil't'ffnatc-aimof_ statistical returns is the contro}
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 libraries of the region help us to

konow ifa particular library is run on more efficient lines than others.

Statistics serves the following purposes in libraries:

(1)  For compilation of an annual report.

(2)  For assessing the progress of a library through comparison of Statistics of the past

few years.

(3)  For measuring the efficiency of different sections or individuals in the library.

(4)  For planning a library and its services. On the basis of Statistics a new service -

can be planned or an existing service can be improved.

(5)  Statistics will be helpful to areas - the extent of demand for a particular services
in a library

{(6)  Statistics will be helpful to justify the librarian’s demand for more funds and
additional staff. : ‘

(7)  To enlighten the users and the authorities about the achievements of the library.

On the other hand, statistics can also be misused. But misuse of statistics has to be avoided
as far as possible. '

Statistics have certain limitations.

(1) Statistics are quantitative in nature. 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 libréry.
Sel_f-Checl; Excrcise-2
What is the purpose of library statistics ?
Note : i). Write your answer in the space given bélow.

i)  Check your answer with the model answer given at the end of this upit. -
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8.5 METHODS OF PRESENTATION

Statistics can be presented in a variety of forms such as tables, graphs, diagrams etc.
The forms to be used must be simple, clear and attractive. i

8.5.1 Tabular form |

A table is the systematic organisation of statistical data in columns and rows. Rows are

T horzontal grran gements _and columns are vertical arrangements. The table usually simplifies

tne presentation and facilitates, cofnparison of two or more data sets. A table consists of the
following parts: (1) Title, (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 cla§sificd. The stub
consists of a stub head and the stub entries. The caption labels the data found in the column
of the table. The body contains the data. A head note is a statement (belovl.r the title) which
clarified the contents of the table. A source note is used to state clearly the source of the data
if it was collected by some one.

Table number: Title of the Table |

{(Head Note)
Caption .
Stub head
Column Column | '
head : head
Stub entries Body l

_Tables reveal patterns within the figures which can not be seen wheh information is
presented in narrative form. It also facilitates the simmiarization of figurcs. Tables are by
nature two dimensional, for instance, if the users of an academic library havé to be classified
by sex and age, the table may be constructed as follows;




Table 1.1: DIFFERENT AGE GROUPS OF STUDENTS, SEX WISE,

USING THE COLLEGE LIBRARY (Two Factor Table)

Age group of Students
Sex of 15 | 17 | i9 21 23 | 25
Students ' '
Male
Female

 The following is the model of a three factor table:
Table 1.2: DIFFERENT AGE GROUPS OF STUDENTS, USING THE COLLEGE
| LIBRARY, FACULTY WISE AND SEX WISE

Faculty & _
Sex of Age group of Students

Students 15 17 - 19 21 23 25

ARTS
Male
‘Female

SCIENCE
Male
Female

COMMERCE
Male -
Female

Like-wise any number of variables may be adopted to represent the facts or data m a
table. ' '

8.5.2 Graphical presentation ©

The objective of presenting data in graphical form is to summarise cléarly the facts and
~ inferences drawn from the data. The graphical form is used for presentation of data for easy
understanding and interpretation. Graphical form can be used as means of identifying changes
in library services. The graphical presentation of data can also be used to evaluate 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. It is hardly possible to construct a graph
without constructing a tabie. . - o




. (i) Pie Chart

A Pie Chart is one of the most common dlagrarns used for the presentauon of a set of
data. It essentially partltlons a population or a set of data. Each partition of the data is
represented as a portion of a Pie. ' Pie Charts are used for displaying the comparisons of

- percentages rather than the number of measures in each category or group. 1|Each pie in the
chart is displayed either in ascending or descending order of size. It is heipful and most
convenient if one tries to summarise the data into a minimum number of categorles since too

- many categories make the pie Chalt difficult to mterpret

Figures 2.1 is an example of a Pie Chart for the data shown i m Table 1.3.

Table 1.3: CATEGORYWISE DISTRIBUTION OF MEI\/I]BERS or UNlL[VERSITY

LIBRARY DURING THE ACADEMIC YEAR................
Number of Members
Categories -
Members. =~ | Pércéntage - Degrees
1. Students : | .
(a) M.A, M.Com efc.. 1527 37 133
(b) B.Tech. & M.Tech 800 ) 19 - o AQ
2: Resgarch Scholars 712 | 17 | 61
(Ph.D. & M.Phil) . | . K : |
3. Teaching Staff 366 : 9 o 3"2
4. Non-Teaching Staff 690 16 58
5. DepositBorowers | - 85 | 2 | 7
Total | 4180 100 3

STUDENTS
M.A,M.S5c., M.Com,,
37%)

STUDENTS
B. TECH & {19%}
M.TECH.

DEPOSIT (2%)
BORROWERS

NON-TEACHING
STAFF (18%)

TEAGHING
STAFF {9%)

Scale 3.6°=1% of the members

o les Figures 2.1 A Pie Chart : Category wise d]StI'lbl.lthll of Library me mhel|'s

i - ] . 'IJ




(ii) Bar Chart

A bar chart is a graph that consists of a number of bars of equat width arranged vertically
or horizontally. The length of each bar 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 1.4 and 1.5). Single bar chart consists of a number of single bars each representing
some variable. One can use a group of double bars to compare the- magnitude of one variable
with another.  Figures 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 cach 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 Memebers
I. (a) Students 1859

(M.A., M.Sc., M.Com)

(b) Students 732

_ (B.Tech. & M. Tech)
2. Research Scholars 811
3. Teaching Staff ' 369
4. Non-Teaching Staff ' 727
5. Deposit borrowers 111
. 8TU DENTS :

(M-8, M.8c., & M.Com..)

2000 — A
1800 —
1600 —
1400 —

1200 —

RESEARCH
1000 = - S(EUTEE:TE SCHOLARS NOH-TEACHING
t.Tecn.) STAFF-

200 —

q —
£ TEACHING . e

STAFF DEPDSIT

00— _ BORROWERS
200 — of

Scale 1cm = 200 Members

Séale lem = 200 members.




Table - 1.5 :: NUMBER OF MhMBERS ENROLLED IN..... UNIVERSITY |
LIBRARY DURING THE YEARS 1977-78 TO 1982-83 ‘

i Serial Year '. R SR Number of
i Number o - Memebers ‘
. N 197778 . 3660 |
2. 197879 | 3606
3. 1975-80 . _ 4049
4, ~ 1980-81 4209
5, 1981-82 ) . 4160
6. 1982-83 |- 4609
| LR
5000 = o . . . ) . . 1981.82 1.98'2-83
4500 — 4 o \ 1080-81 - ——
1979 - BO . .
4000 — 1977 -78" 1978 -78
’ _ssdn =
. aobg >
2560‘-;-
2000 == =
1500 — ~
1000 = o
500 —
0

Scale Verticle Axis lcm = 500 Members
Figure Bar Chart - Number of members enrolled in Umversn'y
lerary durmg the.years 1978-79 to 1982- 83

Compnnent Bar Chart -

. To compare over a period of time the changes that have takcn 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 d1ffcrcnt1at1on
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CATEGORY WISE DURING THE YEAR 1977-78 TO 1982-83

- Table : 1.6: NUMBER OF MEMBERS ENROLLED'IN ..... UNIVERSITY LIBRARY
|
|
|

Category of members 1977-78 [1978-79 | 1979-80 [ 1980-81 1 1981-82 |1982-83
1. Students = - - 7 1545 | 1498 1500 | 1563 . | 1527 | 1859
(M._A., M.Com., M.5c)
2. Students . 632 700 908 845 800 732
(B.Tech & M. Tech) ' '
3. Research Scholars : 317 385 55 638 712 811
4. Teaching Staff 296 312 354 386 366 369
5. Non-Teaching Staff 604 | 641 | 668 | 683 | 690 | 727
6. Deposit borrowers ' 73 70 68 94 1 85 111
Total | 3669 | 3606 | 4049 |4202 | 4160 | 4609
i
1
s000 — -1
- \
4500 =~ <
o 4000 — - :
| b W (]
- T O
o . _ . | ' TEACHING
s O L e
= 2000 == I : - SR ] RESEARCH
o1 SCHOLARS
: L STUDENTS
1000 — - | (B.Teeh & M.Tech)
: l STUDENTS
500 — -| o (M.AL, M.Com., &
.5c.)

1977 -78 1978.79 1979-80 tago-at 198.1-B2 1982-83

Figure 2.4 A Component-bar Chart - Distribution of different
Categories of members enrolled in ..... _Univcrsity' Library during
the year 1977-78 to 1982-83

“Thus the most symbolic and appeating method of presentation of statistics should be used
to make the library users benefit from the performance of the library cither during a given -

period of different periods.
| o
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Self-Check Exercise - 3

List vartous methods of presenting the library statistics 7 Sl

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

8.6  ANNUAL REPORT

An Annual Report is a public document which accounts for the work done in the library
during the past twelve months. The Annual Report summarises the activities and achievements
of the various departments of the library. Tt is a record which a I'CSPOI‘[SIb]C zudmmlstrdtm
submits to his superior officer.

It differs from the Budget as the latter is an estimate for the-coming year while the former
is the medium through which we can know the performance of the various depart!ments in the
previous year. Report covers the period from 1st J uly to 30th June of the succeeding year.

8.6.1 Need for Annual Report |

As in other organisations, a librarian is expected to keep his superiors informed ahout
the achievements, shortcomings and problems of the libr: ary with suggestions for i improvement,
This is done by reporting. Through Annual Report based on data collected from the different
sections of the library, the librarian is able to reveal the condition of the library. The ‘information

0 . . . - 0 . Vi - . !
contained in these reports provides evidence for determining the effeciency of the library. Thus

Annual Report is an account of the activities of the library for justification of the expenditure
|

|
In the case of university library, the librarian makes use of the Annual Report as a means
of reporting of the activities and services of his library to the university authorities to Justlfy

incurred over it’s maintenarice.

the amount spent on his library. Similarly, a librarian of a public library is answekable to the
public who finances the library through the payment of library cess. A librarian of the <;pec:1dl
library is also expected to justify to its parent or ganisation the financial assnbtanqe received
over the maintenance of his library. Hence an annual report is necessary for 1efport1'ng the
activities as of a library to the superiors to justify the fmcmc:al support |e(,c1ved for its
maintenance. '

8.6.2 Purpose of Annual Report

An official stock-taking device, the annual report is a record which the rfesponsible
administrator submits to his authorities. The Annual Report serves the following purposes.

1} Library is a social institution meant fDl public service. 1t is financially supported by
public funds and therefore an Annual Report will be helpful for reporting the
performance of the library to justify the expenditure involved in running the Jibrary.



e

2)

4)

3)

6)

7

8)

9

10)

It keeps the authorities of the library fully aware of the services and sources in book
and non-book materials, finance, manpower etc. and of the working of the different
departments.

The Annual Report is also being used as a part of publicity media in order to attract the

large number of readers to the libraiy. Tris used-as a-4oel & to-give nublicity for the services —
provided by the library. : C e

It enables the librarian to assess the performance of the library and to estimate the future
Hinancizl requirements.

It serves as an meonant 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.,

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.

An Annual Report which contains an account of the annual financial condition of the
library in relation to the services and need for their improvement will help the librarian
i assess the actual needs and also to find out ways and means to procure more funds.

By astudy of the staff position in relation to the services presently rendered and to be
rendered according to national standards of efficiency, the librarian can ask for more
staff or the rctrenchment of the staff as may be the case. The library statistics of various
departments will be helpful in this respect. '

Annual Report serves as effective method of educating the faculty, the citizens, patrons
and the authorities as to the work and needs of the library. In other words, the Annua!
Report, as an official document is used as an instrument of tellj ng people just what the
library has done is doing and plans to do.

A well prepared and published Report intelligently distributed to an important group
of individuals w111 enlist support for library development and encourage gifts.

Self-Check Exercise-4

What is the purpose of an annual report in libraries?

Note :

i) Write your answer in the space given below.

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

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

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

173




174

- 87  ANNUAL REPORT - FEATURES, FORM AND CONTENTS

8.7.1 Features of Annual Report i

The Annual Report being a pub[lL document, should be wrlfft,r;l i@ an m[eleqlmo form.

The figures should he minimised 358 i1 desirable to present “them in tabular fofm. The Annual

Repoit should be brief , clear and presented in the language casily understandablc to the users.

The Annual Report prepared on the basis of data collected from different sections of the

8.7.2 Form of the report

library must be readable, clear in thinking and easy to understand. The Report may be either

- presented in tables, graphs or narrative fashion with certain catch-words to attrict the attention

of the readers. The presentation of the Report should be very pleasing. 1t should be printed
on good quality paper with well designed covers and circulated on a wide scale for maximum
publicity. In view of the high cost of printing and postage, libraries are bringitllg out abridged
versions of the Annual Report for circulation to other iastitutions to convey information.
Circulation to other institutions associated with it 1s a kind of extension servic;1 . In India, the
Annual Report of the library is incorpotated in the Annual Report of the parent institutions,

8.7.3 Content of the Repori B

The Annual Report should have an introduction giving information about the name of .
the library, type (nature) of the library, date df establishment, working hours, the holidays
observed by the library, summary of important achievements of the preceding lyear and future
plans of development. The majority of libraries publish their Annual Reports in twe parts: 1)

“Report on the work of library relatively informal and deugncd to be read ihrouoh 2) A

statistical sunmmary in a prescribed standardised form containing details mostly tn the form of
tables _and. graphs pertaining to books and non-book materials, services, clienlelrla, stalf, finance
ete. _ L |

The second important feature of a Report is it’s contents. A report can be divided into
the main heads : 1) Clientle, 2) Book Stock, 3) Technical service, 4) Public Services, 5) Finance
and 6) Mlscellaneou% |

D Clientele : ' : ‘ |

The information on Clientele is the basic issue of the popularity of the 'librar;y. The number
of registered readers is to be clearly furnished along with statistics showing; percentage of
readers when compared to population. The comparison of the actual and potenltial readership
will reveal the extent of usefullness of the library. The number of members along with different
categories (Adult, Children, blind etc. in the case of Public library) Teachers,) Non-Teacher,
Research scholar, student etc. in the case of University library at the beginningland at the end
of the year should be fumished. Further the rise or fall in the membership should be indicated
with reasons therefor. Thus the Circulation Statistics will enable the librariaih to judge the
usefulness of the library and to take necessary steps to provide reading materials suitable to
their tastes. .




ii) Book Stock (Library Collection)

Books and Non-book materials (like microfilms, gramophone records etc) in the
possession of the library is the second important factor without which the library can not exist.
To cxtract more persons 10 become regular members of the library, the report has to enlighten
the users about the nature of book collection. This will help to assess the library’s resources
and judge the capacity to serve the diverse needs of the community of readers. The report

should contain subject wise breakup of the number of books at the beginning and at the cnd

of the year and additions, during the year. The report should also contain the number of current
periodicals subscribed to and alsc the details of non-book materials acquired.

iii) Technical Services

Technical services include accessioning, classification, catalouging and documentation.
These services are provided by qualified professional staff. These services are the back bone
of library. - These services brmg a helpful order amongst all spheres of library activities to
promoie 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 contain the number of books classified and
catatogued and alse different types of technical services provided by the library.

iv) Public Sefvices

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 (library on wheels)
and helping readers through Reference service and Reader’s Advisory service. An annuat
report should sincerely evaluate these services and report the shortcomings in the operation
of these services, The practical suggestions should be given to rectify the defects.

Readers’s Advisory service including Reference service is the most suitable to interpret
the reading materials of the library. The efficiency of a library depends upon the service
tendered by this wing of the library to the users.

Due to pubhcahon explosnon a library must try to adopt the latest techniques such as
Indexing, Abstracatin g and Documentation to meet the actual needs of the users if necessary.
These facts must be brought forth in the Annual Report to convince the authorities to finance
for the adoption of latest techniques. The Report should contain 2 statistical statement dealing
with the number of books, lent consulted and books got on inter, library loan. 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.

¥) Finance

The efficien! functions of the library and the operation of different services depend upon -

the financial condition of the library. The Fifth Law of Library Science states that “library is
a growing organism”. It indicates the continuous growth in library collection with additions
every year necessiating the proportionate increase in library staff. To keep pace with the ever
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increasing demands of library clientele it is essential to acess the financial neelds periodically
and to p}OVidE adequate finance to meet the anticipated expenditure. The Annu'al Report must
indicate the actual financial condition of the library to enable the Iihrarianlto request for
allocation of more money in the next budget if the present budget allocation 13 not sufficient.
Sources of income from library cess, library fees, fines, grants from the Management, State
Government: University Grants Commission, and donations have to be mentioned in the Annuaf
Report. ' : S |

Similarly the expenditure on the items viz. i

(1) Books and Non-Book Materials, (2) Salaries of Staff, (3) Library fittings and fumilur(;.
(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 library must be administered on economic lines.
To ascertain the total expenditure on various services a system of cost accounting be followed

to know the cost of purchase of books, cost involved over salaries of staff et_c! A statement

[

~showing the cost of various items must be given in order to fix an average percentage of

expenditure to be spent on books, periodicals, binding, repairs etc.

|
Vi) Staft

The Annual Report should show the number of staff members, cardre~-wise. 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 efficient service in accordance
with the staff formula of Dr. S.R. Ranganathan. Promotions of staff and their participation in

. ) . . . . |
conferences, national and international, should be mentioned in the Annual Report.

Viii) Miscellaneous ' o i

The Annual Report should include other matters such as binding equipment, stock
verilication ete. The activities like extension lectures, film shows, mobile library service etc.
must be given due publicity. The services rendéred by the-library through int;«L:r—]ibrary co-

. operation must be made known 1o the readers and the authorities. n short the Annual Report

should bring out clearly the achievements arid short-comings of a library. Thei Report must
be symbolic in suggesting certain remedies. '

Self-Check Exercise-5 o ' | |

List the contents that go into the library annual report.
Note:i).  Write your answer.in-the space given below. |

ii)  Check your answer with the model answer at the end of this unit.
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8.8 COMPILATION OF AN ANNUAL REPORT -

__. The period of the Report may either be the Calen_daf y_ear or the Financial year of the
period covering Ist 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 librarian
should carefully decide the kind of Annual Report thatshould be compiled so that the statistics
required for the purpose can be maintained in a proper form. This should be decided before
the beginning of the period of Annual Report. The proforma to collect data for the preparation
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 different sections
and last years’s Annual Report, a Draft Report should be prepared. A senior member of the
staff will be entrusted with the responsibility of collecting data and preparing the draft. The
report besides containing the factual data in tabular form about services performed by each
section of the library should also provide a summary of the salient features of the year’s work
and indicate the outstanding developments planned for the ensuing year. The draft Annual
Report is presented to the librarian for his approval. The changes suggested by the hibrarian
will be incorporated 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 authoritics action should be taken to improve library

SEerviCces.

89 - DRAFT ANNUAL REPORT

DRAFT ANNUAL REPORT

For the year......cccoovveeiaiinns
A.General
i.  Name of library......... e '
2. Nature of the liDIATY .....ccooeorrocrscrsasiss
3. Date of establishment ..........occoc.oveen
4, Areafpopulation'scrved Rur_alfUrban
5. Working hours .......cccliviiinnen
6. '_Numbef of days closed in the year
~ B. Clientele

L. Total Numﬁer-of Members ...........
2. Male e

3. ' Female............. ..........

4. Children e e
5

Total number of active mem-bers
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- Number of new members enrolled dur_ihg the period..........cccovevvennnn ‘

6

7. Number of mermbers withdrawn during the period .........coo........
8. Condition of membership S
9

_ Ratio of members to the total populatlon .......................... ' | ‘

C. Book Stock
1. Total number of volumes at the'begiﬁniog of the year. _
Number of volumes added during the year. o ‘

. Number of volumes withdrawn during the year

2

3

4. Total number of volumes at the close of the year, -
5. - Total number of current periodicals subscribed

6

Total number of volumes in Stock per head of population

D. Technical Services

1. Whether the book stock is Classiﬁed OF NOL varernen... R

2. Classification scheme in use ................ ST D_ewey/Colon/'Others; _ |
3. .Catalogue code in use............ rervernennarer Dictionary/Classified/Others
4, Physical fonb of the Catalogue (a)-Card{Bo_ok/Sheaf. (b) Manuscript/T ypecVPrinted.
5 | Number of books Classified and Catalogoed during the pericd.

 E. Staff - o ‘ - :
1. Total number of embloyees D, N | ‘ |
2. Professional
3. Semi-Profe_ssional _
4. Others - _ | . ‘
FD) Public Services |
L. Issue system in vogue ........ et Newark/Browne/Others

Total number of books issued and returned durmg the year .
Average number of books issued during the year

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

2
3
4. Number of books issued Subject -wise
5 Total number of users of Library durmg the year.
6

Average number of readers usmg llbrary dally '

(II) Reference Section
} 1. Total number of Reference Volumes in Stock .......... ...

General ...c.ooeeeervenn.. Subject ................ SR : | . |
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Number of books consulted daily ................ S

Number of enquiries ri;ceived daily

A

Type of enquiries received for answering
(a)  Fact finding

(b)  Directory

() | Dictionary

{(d) Research T;'pe

J11) Indexihg, Abstracting and Documentation

1. Number of indexes made ...........ccccoeervernn,

2. Number of indexes uscd ..... I _ ..........

3. Number of periodical a_.rﬁc]es abstracted ............
4. INumber of periodical ar1::i_cles documented ........cceeereerneevanen

(IV)  Mobile library Service

1. Number of Villages / Déposit centers / Stations visited.

2. Number of average working hours per s S
3. Number of books issued and returned during the period .......ocoeevevrienen
G. Finance

a. Income (Receipts)

L. Library Cess ........ S

2 State Government/U.G.C. Grants .............. SO '
3 Endowments ......cccccoceeiveennennes o

4 Library fees, Fines ........coocvveninarin

5 Others...oimiviinenns

b. Exp.e.r'ldit'ur_e (charges) - Recuirring

1.  Books and back volumes of p‘eriodicals..................;...-:...
2. cun-gnt Periodicals .............. S— |

3. Staff Salaries ...o.o.... ..........

4 BInding oo

5. Printing and Stationery .............eoeerceens

6.  Equipment and FUMITULE ooveveeeeoeeeeee _'

7. - Contingencies ...,

Total number of reac'ig'r_s‘ who used the Reference section during the period.
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B, Other Services (Reprographic, mobile services etc) .....ovcvceereenens.enn,

L Construction of library bulldmg/Extcnsmn wing...

" 1. Miscellaneous

Non-Recurring

2 Bu11dmg Repairs ...
3. Total (142) v -
H. Co_st-Accoimting

L. Cost of service per book

2. Cost of service per reader
3. Budget provision per reader

L. General condition of the library
2. New services rendered

3 Extra-mural activities

4. Inter-library cooperation

5 Publications, if 'any

6 Any other suggestions

Date ..oiveeriecran, : ' - Signature of the librarian

8.10 SUMMING UP

Statistics serve a useful purpose. Statistics are useful in planing a library and its services.
Statistics are numerical statements of facts. The qualitative aspects like intelli g:‘znce, reading
tastes cannot be dlrectly studied. In the absence of other reliable methods best use of statistics
should be made with proper precautions. Statistics are true only on an average. The
conclusions obtained statistically are not universally true.. Statistics provide a chance to
minimise the collected data. If statistical conclusions are based on incomplete information, it

will lead to faflacious conclusions. It is possible that statistical data can be manipulated in

such a way s0 as to establish the foregone conclusions. Hence, statistical data should a]ways

be considered in the light of background information to avoid wrong ‘conclusions;

An annual report is a type of reporting by the 1_1brar1an to the higher auth_ori_ties. This

‘serves a useful purpose. A report prepared on the basis of statistical data should be objective.

It should mention the shortcomtings in the library and the steps necessary for streamlining the
administration and improving the hbrary service. Such a report will also help in cvaluatmg-
and judging the progress of the library and in preparmg the budget estimates for the ncxt
financial year. . : _ EE ‘

The Draft Annual Report fumlshcd in Sectlon 8.9 may be adopied by libraries with cerlam

modifications, if necessary. ~ : L ‘




8.11

MODEL ANSWERS

The library statistics are co.lle(.:tedrfro_gn the .fbllowing departments of a ]ibfary:

813

i) Processing Department (Acquisition, Technical and Periodical Sections)

ii) Service _Depélrtmcnt (Circulation, Refe_rence and Documentation Sectioﬁs)

2y The libral_"y statistics are helpful for the measurement, evaluation and control of library’
work and services. Statistics help in assessing the progress of the library at a given
time through 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} Tabular form and _
i)  Graphical form (Pic chart, Bar chart, Component Bar chart etc.)

4)  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, shortcomings and problems
of the library. ~The annual report gives an account of the activities of the library and
justifies the expenditure it incurs.

5) The contents of an annual report include :
i) Clientele, i) Library collection, iii) 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. .

8.12 - ASSIGNMENTS

(1}  State the need for maintenance of ' Library Statistics in a library and their
- usefulness. ' _ '
(2). Explam the purpose of lerary Statistics and various methods of presentation of
Library Statmtlcs
(3) What is an Annual Report? Explain its usefulness
. (4)  What are the contents of the Annual Report? Explain. .
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8.14 GLOSSARY - - |
Abstracting Service : It is the preparation of abstracts for the articles published
' in recent periodicals of respective subject fieid.

Annual Report : It is a public document which accounts for dhc work done
in the llbrary durmg the past twelve months.

. Bar Chart : : Itis a grdph consists of a number of bars (Tf equal width

arranged verticaily or horizontally.

Component Bar Chart - :  The data can be presented in compcnent- -part bars, to
compate the changes that takes place in the ;i)arts of a total
over a period of time.

Indexing Service : It is the preparation of index to the articles published in
recent periodicals of respective subject field)

_PieChart ..~ Thisisonekind of chart used for the presentation of a set
of data. Here each portion of the data is presented as a
portwn of a pie. : |

8.15 MODEL EXAMINATION QUESTION

I Essay Questions

1) Explain the purpose of Library statistics and describe the methodsjof presenting
them. ' ' | '

2) What is an Annual Report ? Describe the features, form and content included in -

a library annual report. ' |
|

II Short Notes
a) Sources of library statistics . B

"b)  Purpose of Annual Report.
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9.0 . AIMS AND OBJECTIVES

This unit alms to mtroduce you various principles of honk selectlon srocedures and-t00ls.

e _)____d_

that_mﬂ —m—c-um—ﬁ"sc‘lectlon fion policy 1 in dlfferent hbrarles

After studying this unit you should be able to:

. explain the need and purpose of book selection

o describe the principles of book selection in general and as well as propqﬁnded by
~ library scientists and their application in different types of 1ibraric$ '

. discussthe various book selection procedures
. trace sources of book selection . o ‘ _ ‘
. explam the selccuon tools of both books and non-book’ matcnals

: I
9.1 - INTRODUCTION -

 Book sélection means choosing books for a liBrary. It is the process of choosing books
and other reading materials for a library according to established principles.

A library’s collection consists of various types of documents. These documents may be
categorised according to their physwal form or thought content. Books and non-pook materials
(like microforms, audio-visuals, reports, patents, standards, trade literature, photogr'lphs maps,
and atlases) form a worthwhile collection and librarians ought to know about their.
éhdracteristics and use in libraries before selecting them. The need for primary, secondary

- and tertiary literature depends on the type of the library and selection of these sources involves
careful scratiny. _ _ _ . ‘ '

" Book selection is the choice of library materials to cater to the necds requirements and
demands of the clientele of the library. Book selection is-an important activity to ‘meet the
mforrnatlon needs of a large number of library users. Book selection requires critical judgement
and skill. Book selection is an active, complex and intellectual activity mvolving & wide
spectrum of principles and tools. Book selection is regarded as a fundamental function of the
library as the library i 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 to the clientele! Thus
. book selection is the choice of materials to be added to the stock of the kbrary.

92 BOOK SELECTION - NEED AND PURPOSE

Thousands of books are pubhshed cvery day. But not all books are useful and upto the
standard. No llbrary has, the funds to acquire, the personnel to process and s‘ ace to shelve
_everythmg that appears in pnnt or non-print. It is essential for the libraries to select the most
useful, suitable and standard books. Hence the selection ané choice of library materials
becomes necessary principally for two reasons, viz., Financial and Spatial (relinn g to space).
The selection of library materials is of primary importance to the library because the quality

- and suitability of library collection ensures the maximum use of books. According to Drury
- the tasks of book selection are “to choose and furnish the booka which sanstly the demand

184  made upon the mstltutlon




The primary function of the librarian is to start, build up, develop and organise a collection
of library materials t_o achieve the objectives of the library concerned and to mect the needs
and demands of the library clientele. This kind of library service which brings together people
and books must be based on an intelligent book collection Jeading 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- requlsltes tor syqlematac developement
of its collection: '

1) Every library should have a statement of library philosophy and over-all objectives
of the individual library system for the formulation of book sclection policy.

i) The functions of the library determine the character of book sélection.

iii)  Materials should be selected, retained and dxscarded in the light of the stipulated
objectives of each Ilbmry

93 BOOK SELECTION POLICY

In building an effective collection for a library, it is essential 1 rame certain policy
guidelines. Such policy guidelines are imperative because of the library’s wide range of
functions and limited financial allocations. The characteristic of policy guidelines are -

i) Every library should have a written statement of policy covering the selection and
maintenance of its collection of books and non-book materials;

11)  The stipulated book selection policy for a library has to be adhered to until it is
proved inadequate in practice and substituted by a new paolicy.

9.3.1 Basic Issues and Factors

Each type of library attracts: clientele according to the aims and objectives of the library
concerned. In order to supply the right book (right piece of information) to the right reader at
the right time the selector must have knowledge of the extent and character of the readers,
dcmands, and of books which m'ec‘_t 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 clientele is necessary to assess the extent and character of
their needs. The community survey has to be supplemented by the study and comparison of
various records of library use. The librarian should build up and maintain a collection of
materials throngh wise selection bearing in mind the financial position and space dvailable in
the library. Each type of library should formulate and develop a definitc book selection policy
consistent with its pre-determined objectives. The efficiency of the selectlon policy is 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 invalved in book selection is the choice of books and the issue
to be considered is What to selcct? It involves the natute, form and variety of materials to be
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iii) By Whom ?

" v)How 7

|

selected. The materials may include books, periodicals and non-book materials. The selector '

needs to have a professional knowledge of books and knowledge of the aids in book selection.

i) For whom to select ?

The next factor is the interest of readers who use the library which raises the issue, For
whom to Select ? It involves sympathetic view of the library’s clientele and thLeir interests

‘and prefé_rehces. A study of library’s users through personal contacts, community surveys

and interpretation and analysis of library records will enable the selector to be acquainted with
the reader’s interests and demands. The demand must, however, be assessed and dkfferentiated
as to value, volume and variety. - -

* This issue related to the location of responsibility for selection and expenditure of book

funds. It also relates to the performance of actual selection whéther by a librarian assisted by

the library staff, by the book sele'ction_ committee or by-the metmbers of the faculty or by a

combination of two or more of them.

" Roughly speaking, in a public library book seléction should be vested to the 1ibr£1ry staff

who alone can have the experience necessary to dssess the possibility 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 library, however, book selection should be the joint responsibility oE the library
staff and the teaching staff. ’ o

iv) For what Purpose ? : ; . ' - '

This issue involves the relation of book selection and the coliection which result from it
to the objectives and functions of the library. Each type of library must decide on its objectives
and the question of inclusiveness of its collection. Based on these decisions the bopk selection
policy is to be formilated in written form and got approved by the library authoi'ity. This is

-to be followed by a programme of book sélection. For a public library the aim of|which is to
educate and raise the cultural and intellectual level of the reading public, book sellL,ction must
be made on a fairly comprehensive basis for providing informat'i'on_, recreation,. inspiration

" and knowledge as well as .guid'ancc in daily life and in cooperative existence. Fora .university' .
library, the issue involves the determination of the programme for teaching and |research in

various fields of learning.

The issue of book sele'ctibninvolves the methed by which the selection is carried out.
Examination of the book itself and book evaluation in relation to readers’ requitements are
central to book selection. ' ' '

Self-Check Exercise-1

What are the basic issyes and factors that are to'be considered in framing the book

selection pblicy‘?

\
\

o

| ‘



Self-Check Exercise - 1
Note : i) Write your answer in the space given below.

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

e LT T N L)
.....................................................................................................................................................

| 9.3.2 Factors goverl_ling Book Selection Policy

The resources of the library are to be considered in the matter of book selection. The '

resources. that affect the selection and purchase of books in a library are - 1) Book resources:
holdings in the library concerned; ii} Fund resources: funds available for the purchase of
books: iii) Human resources: the staff assistance at the disposal of the selector for choosing
titles, building up and strengthening the collections and hefping the full use of the books on
hand: and iv) Outside resources - such of those books which are available through inter-fibrary
loan from other libraries or accessible in near-by libraries need not be purchased.

i) Book Resources

The present holdings of the library must be taken into consideration when selections are
made. The strength of the present collection in any area 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 selector
may also avoid unnecessary duplication of the infrequently used items in case they are available
from the collection of other libraries under inter-library loan programme.

il) Homan Rcsources
Book selection will not be effective if the library has not competent and sufficient staff

to assist in the selection and also to process the new acquisitions in time. The staff also should
properly equipped with the knowledge of books and subjects for effective selection of books.

iii) Fund Resources

" The important factor in the matter of book selection is finance. The selection and
acquisition of books are based on the alloted amount for the purchase of books which varies
from one institution to another depending upon the type of the library and the financial
resources of the institution. Hence the book sector should maintain a record of receipt of
- book grant and expenditure incurred on book purchase periodically. The ultimate aim of book

selection is to make the most 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 covering the merits and demerits of ‘books published.
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The growth of the library play an important part in book selection. Book scléction should

be based on the strength of the staff and availability.of space and equipment. Book selection

helps the library to grow. Non-conventional materials like microforms are heipful in providing
adequate information to the readers and occupy less space than other forms. 5 | _

94  GENERAL PRINCIPLES OF BOOK SELECTION

i
The followmg are the general prmuples of book selection foltowed in the ]ilLraries:

1) Select the right book for the library readers

i) See that no race, national, culture, profession, trade or local customs js overlooked

iii}  Bvery library collection should be built accordmg to a definite plan and on a broad
general foundation. |

Apart from them, there are prihciples of book selection followed in different types of

libraries under different conditions. They arc to be followed with regard to ‘

i) Library users, ii) Library collection, iii) Demand, iv) Groups and special individuals,
v} Standards of sclecllon vi} Controversial issues, vii) Non- book materials, and viii)
Relationship with other libraries. R |

. 1) Library users - Actual and Potential

The following book selection principles are used in the context of actual and potential
users:

1) The principal purpose of book selection is to provide the right book for the right
reader at the right time (Drury) ) : |

i)  The best reading for the largest number at the least cost (Dewey)

iii)  The first step in book selection should be to ascertain the reading interests of
the readers ‘ ‘

iv)  Book selection must be in relation to the needs of the community wh1ch the library
Serves ‘

v) It should provide for both actual and potential users, satisfy the formers general

and specific demand as far as possible, and anficipate the demands which might

or should come from the latter (Drury) - |

2) Library celleciion - Completeness, proportion and balance
.
The following book selection principles are applied with regard to library collc?ction:

© i) The library should not strive for completeness in sets, and. series unless it is
"~ convinced that it is necessaiy for real usefulness (Drury) : i

i) It should get what'its readers need, and what or can be made to want. ‘

i) Every library should be built up according to a definite plan. Its dev elopment
must be flexible.  The library collection must be balanced and complcl'wemwc S0
as to meet the different needs of its readers.




3) Demand - Actual and Anticipated

The following book selection principles are followed in the case of actual and anticipated
demand from the library users: '

1)
ii)

1ii)
iv)
v)
vi)
vii)

viii)

ix)

Demand is a large governing factor in selection (Drury)

Representation must be comprehensive of and in proportion to demand snd not
subject.

The quality of materials must be related to the other two basic standards of
selection, purpose and need,

The library should provide for actual demand and anticipate any reasonable
demand which may be made upon its resources

Variety of demand arises from the cemplexiety of human nature and ability
represented in the community and frofn the several different aspects of any subject
{Drury)

The library should study its community and compare its needs with its demands

The library should select a mediocre book that will be read in preference o a
superior hook that will not be read (Drury)

The library should duplicate the best rather than acquire many

The library should select some books of permanent value regardless of whether.

or not they will be much used.

4) Groups and special individuals

The following principles of book selection are applied to groups and special individuals:

i)
i)

it)

No one group should be served at the expense of the other

The library should be wiiling to buy, as far as funds pernit, the works asked for
by specialists and community leaders (Drury)

The library should select some books to meet the needs of only a few persons if
the society at large will be benefited by such selection.

5) Standards of Scleétion

The following principles are applied while applying the standards of selection:

i)

Materials acquired should meet the high standards of quality in content, expression
and format ' '

Books selected must be based on an cstablished set of standards whether written
or unwritten
The library shoulid select books that represent any endeavour of human

development

Factors such as factual accuracy, effective expression, significance of subject,
sincerity, responsibility for opinion and such others must be considered and
balanced one against another
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' | _
v)  The library should secure any book which it can use to advantage for knowledge -
" and information for power and inspiration, for amusement or recwatmn either

now or in the future. (Drury) _ ) |

vi)  Within Standards of purpose and quality, collections should be built to meet the
needs and interests of people. i _
viii) It should buy such volumes as are suitable for the library purpose in format as
well as in contents, being attractive, durable in binding, paper and printing (Drury)
| .
6) Controversial issues

" The following book selection principles guide us in the context of controversial issues:

i) The library collection should contain opposing views on controversial topics of
interest to the people |

'ii) No p'o'litical or sectarian bias should influence the exclusion of g-'ood books

i) The library should not reject a book because of the opinion of a few narrow-minded
people who think it harmful or even bad - |

iv)  The library should not intolerant of fiction, if it measures upto the standard, it
. | :

has educational as well as recreational value (Drury} |
v) The library shonld make its colle_ction of books on local histor}f as extensive and
" useful as possible. _ _ N

|
7) Nen-Book materials
The following principles are useful in selecting non-book materials. |
i)  Non-book materials should form an integral part of the collection depending upon
their availability and usefulness _ !

ST} Selectmn of non-book and non-print materials should be done in accordance with
" the standards and specifications recommended by the national standard institutions.
|
8) Relatmnshlp with other libraries
The following book selection principles guide us in developmg librdry collecnon n
relatlonshlp with other libraries: : |

i) The character and emphasis of the public library should be influenced by the
existence of other library collections in the area.

ii) The library should not duplicate vajuable books, if available in othér libraries in
the town and are easily accessible to the public. ' '

iii)  Extensive use of inter-library loan facilities can be availed of for books of limited
use. |

ivy  The library should discard or refrain from adding books (other than classics and
standard works) for which there is neither actual nor anticipated demand. ‘
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Self - Check Exercise - 2

What are the three basic principles of book selection?
Note :i1) = Write your answer in the space given betow. S -

1)  Compare your answer with the model answer given at the end of this unit.
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- 9.5  PRINCIPLES / THEORIES PROPOUNDED BY LIBRARY
SCIENTISTS

As seen above the book selection principles are broad. and varied and we can easily
understand that they have been devcloped through expcrlcncc in hbrdry service over the decades
by many. Now let us examine the principles/theories propounded by pioneers in the field of

library science who laid down broad principles of book selection. .

9.5.1 Drury’s Prmc1p1es

Francis Drury in his book entitled Book Selection (1930) advocatcd the followmg ba%lc
principle: ' :

“TO PROVIDE THE RIGHT BOOK TO. THE RIGHT READER AT THE'RIGHT TIME”

To prowde the right book to the teader in getting the rlght type of mformatmn by him '

stiould be the sole aim and function of the library. This prmmple falls 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 Qf 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 for evaluation 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 aesthetic and moral value,

but any book can be a good book if it stimulates interest among the fn'a;&imﬂm number of

- readers. - I the narrow sense, a righ.t book is one that means the informational needs or

requiremenfs— of a pafticular.readef at the moment. So the library should select any book which
may be of use to its clientele. o ' '

nght Reader means different categorles of readers dccordmg to their age, cducatlona}
level, reading habits which a particular library hds 1o serve.

Right Time means the administrative efﬁc1ency of the hbrary staff in procuring the book
demanded by the readcr with the least time 1pvolvement It-also implies that libraries should
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| |
sclect book-sellers who can supply the books ordered within a reasonal time. Thus the. prompt
procurement of books is made at the right time. The librarian should be able to make out the
reading needs and requirements 'by studying the community interests for selection of the right
book. i

To serve the readers needs at the right time means to have a weli balanded collection of
comprehensive and the latest reading material which arc to be procured according to the present
and anticipated demands of the clicntele. This is possible if the staff is cfficient and

professionally trained having thorough knowledge of the resources of the library.
Drury suggested a number of guidelines for selectors, which may be summarised as
follows: ' ' |
- establish suitable standards for judging all boaks; .
- stiive to get the best on any subject, but do not hesitate to add & mediocre title
that will be read rather than-a superior title that will be 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’ o !
' |

- stock the classics and standard works in attractive editions

- select for positive use - not just good books but ones that setve usci:fully

- buy editjons in bindings sujtable for library use - circulation and borrowing

- Know authors and their works - if possible, develop a ranking sysfem

- know publishers, costs and values

- provide for both actual and potential users. Satisfy the formelw'"s general and
specific demands as far as possible, anticipate demands that might or should come
from the latter ' ‘ | '

: : . :

- do not attempt to complete sets, series, or subject areas unless |there is actual
demand for completeness '

: i

9.5.2 Dewey’s principles ' ' . |

Another important bouk selection principle propounded by Melvil Dewey in cleven words

reads as follows: o . _ - i

“The Best Reading for the largest number at the least cost™ -

The theme of the principle is to procure good books for rendering sa‘tist‘aq‘tory service to
the maximum number of readers within the available resources. There are three aspects on

. which the book selection depends : (1) Best reading, (2) Largest number, (3) Least Cost.

‘ |
Best reading '
Books which always give maximum pleasure to the reader are supposedito be suitable
for the best reading. The term, ‘best reading’ is a relative term. The best must be modified -
with “for’. The best bocks for a defined purpose. The best books should have some positive



use. It must be best for something and be of some'service. In choosing the best book, the
book selector should observe a balance between the-.tiﬁitarian principle expressed by the actual
reading needs and the interests of the library’s clientele and the humanist principle based on
literary. standards. ‘

The books which are known to be the best books in the field of literature camnot be
. considered to be the best books in the field of science. Hence in the words of F. Drury “What
may be given as best may be the best in its own field, the best that will be read, used and will
answer certain demands”. Classics and famous literary works are considered best books.
However, a book which is demanded most may be termed as the ‘best book’. According to
C.A. Cutter “the best books are those that satisfy the just demands of the patron for recreation,
knowledge and study.” As per the argument of Willam F. Pooli, ‘there.arc as many kinds of
best books by one reader may not be the best in the opinion of another.

Charles A. Cutter while expressing his opinion about best books put the following
questions viz, Best in what? in style? in interest? in instructiveness ? Best for whom? For the
people in general, for the college students or for the vetired teacher, As the librarian has to
serve various categories of readers, the variety of matcrials have to be acquired the quality of
~ which mj ght vary according to their usefulness for one group or another. The book sclector
should be impartial and free from bias in choosing the best books to give adequate
representation 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 largest number can be purchased if they give the. best reading and if they
are in the greatest demand. The main objective of the library is to serve the largest number
of readers. In providing books for the largest number of clients, the library should consider

both actual and potential users. Unduly aggressive readers with peculiar demands should be -

restrained but specialists and community leaders 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
rcaders. Every means should be employed to stretch adequate funds., Discounts, books,
acquired through gift and exchange 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 acquired at any
cost. Funds should not stand in the way of acquiring new books promptly and of making the
~ book collection up-tadate. Through library cooperation it may be possible 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 reference books.

© 9.5.3 McColvin’s Pinciples

Book Selection and the theory of quality of demand: Supply has to be considered in
refation to the demand. Standard thought contents and utility o the reader makes the books
popular. According to Mc Colvin “Book Selection is based on the principle of Supply
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and Demand” Demand refers to the kind of books which the users of 4 particular library
need or may ask for. Supply refers to types and varielies of reading titles amli books from
which the librarian makes the selection. “Books are of no use or vaiue unless they are made
sér\_ficcalhle by demand”. Advocates of the Demand th'ec')ry are of the opinion that books
should be selected only on the basis of the need expressed by the clientele. If demand theory
is strictly followed, a library may house a large collection of worthless bpoks. But a
procurement of reading materials based on demand can be justified if looked at flom the angle
of reader’s demands. '

Not only the demand of the readers but also other factors are to be considered while
selecting books. While demand 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 their use. Evidently, some flexibility is essential for selecting baoks. -

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 Iibhlry’s literary
standards ‘ '

Demand for books must be differentiated according to its value, volume and 1!'a_rfety. These
three qualities are applied to assess the nature of demand. “Volume’ is the qu antity of demand
and “variety’ is the multiplicity of demand. Demands made upon books in the library are not -

|
VALUE : The quality of books depends upon their value to the readers. Subject books
are generally valuable books. Valuable books are sources of knowledge. Mass reading

of equal measure and may vary from one group to another.

- materials are of low standard and are meant for general reading and not for Serioius_ study.

The desire or need for book arises because it provides intellectual, spiritual on recreative
stimulus. For the evaluation of the book, we require a common standard to judge. The demand
is what the people want. The demand and its proper evaluation standardise the quality which

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 subjecting them to any process of selection on cli‘fferentiatingi 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 evolve due to the complexity to buman nature. In libraries many Pook’s 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 edudcational and intellectual differences among readers. So, in orciler to-cater Lo
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 bool%s used. It is
also assessed by notes, the number of times a particular title is issued to the readers and by
examining whether the demand for 1t is a stable or a temporary one. Therefore, in book

selection both quantity and quality of demand are to be considered together. ‘ :




The demand for books in each libl'aiy 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, Volumes and Vari ety, of Demand theory have to be com]dm ed,
related and balanced to make book selection into a useful process. '

Lioner R McColvm outlines commumty demand as the basis for book selection in his |

monograph entitled The theory of book selection for public libraries (1925). His premises
may be stated briefly as follows:

- Public libraries are established in response to, and in anticipatilon of demand

- The process of book selection involves both supply and demand. The library’s
function is to discover and. assess community demand, then to satisfy those
demands.

The basic criteria for book selection propounded by McColvin may be summarised as
follows:

- the information should be as accurate as possible;

- the book sh'ould__be complete and properly balanced, with due 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 sﬁbject should be appropriate to the type of
demand to be met; N\

Broadly McColvin’s principles are applicable to any typo of library not just to public
libraries. b '

9.5.4 Ranganathan’s Principles

Ranganathan was a great theoretician and also a practioner, who could apply scientific .

' approach to collection development. His five laws of library scicnce are also helpful in
formulatmg the principles of book selection. The first three laws underhe the Ranganathan’s
concept of how a library collection should be built., '

The first law ‘Book are for use” makes the librares obligatory to select the books which

are of use to the library users. While selecting the books, actual and potential 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 bocks for a library. it-further stresses that the language,
subject and style should be suitable to the level of the readers.

, The third law ‘Every book its reader’ suggests that every effort should be made to put to
usg, the collection to the readers. This also emphasises the need for selecting the books
according to users’ needs. '

Ina nutshell, utility should be first consideration in book selection.
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Self-Check Exercise-3 :

What are the two basic premises propounded by Lionel R Mc Colvin with regarrd to book
selection? : :

Note +i)  Wiite your answer in the space given below.

ii)  Compare your answer with the model answer given at the end of this uinit.

9.6 APPLICATION OF BOOK SELECTION PR]NCIPLES TO
DIFFERENT TYPES OF LIBRARIES

1) Public Library

Book selection is the process. of comprormse It means the rejection of many books for
the selection of a few books. The Public Library attempts to achieve the Educauo al, Civic
and Ut111tanan aims. ‘(1) The Public Library provides people with information and knowledge
which it is hoped, will lead to wisdom and understanding (Educational aim). (2) The Public
Library offers the citizens of a democracy the means by which they can becomg informed
and enlightened 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 (Utilitarian aim), i.e., the libr'ary should'hélp school
children to get better grades, to help the businessmen to make money, etc. :

Accordmg to Thomas Brary, “Library is an open door through which people can.
patticipate in all the accumulated wisdom of the race. The promotion of reading has been
advanced by the public libraries since 1ts inception”, :

Publlc llbrary Book Selectmn Pollcy _
. The Book Selection policy ina pubhc llbrary depends on its chentele 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 locatlon Durmg 1914-1918 (The First World -
War), ﬁve general principles were premulgated : '

1. - Book Selection should be of such nature that it can ref]ect the educatlon
mfermatlon aesthetie apprec:1auon recreation and research.

2. Book Selection should aim at fulfilling the common need of the communiiy.'
3 The policy should be conceived as a living and chang’i-ng organism.

- 4. The procedurs should be catefully planned and organised in every public hbrz'fry




5. Evaluation should be on the basis of services, qualifications and energy of the
stalf, public relations programme, location and physu,dl aspem of library building
and service outlets.

Sufficient number of books should be added every year to reflect the current and useful
information. According to A.L.A. the public library has to serve the following purpeses to
enable the people to

L. Contribute to the growth of knoWledge;

2 Make much use of the leisure time:

3 Appfeciate and enjoy work of art;

4. Develop creative and spiritual capacitics;

3. Discharge political and soctal obligation;

6 Bécome better members of home and Community;
7 Educate themsclves continuously. _
The public library should be free and open to all.

Active Approach: The public 1ibrary‘sh0uld build up the collection of reading materials
s0 as to enable the people to make use of books of their choice.

Passive Approach: The public library should apart from books, and non-book materials
and audio-visual materals to attract others also who are not interested in reading books in order
to bring about an increase in the use of library collections.

The public library should provide individualised service whereby each zets the precise
thing which is best suited to his particular needs, to his ability, to his interest and back round.

The public library with all its resources should meet the book needs of different types of users.

.. The foHowing methods are followed for selection of books in public libraries:

1. Through the personal selection of books professionals;
2. By Committee of Members;

3 By the Staff and

4, By inviting suggestions from the public.

} Book Selection in an. Academic Library

The Library is an indispensible limb of the educational organisation. In the words of -

- Carlyle, *“A true acadernic institution is a collection of books”. No Academic institution can
~ fuifill its mission without a well equipped library and properly trained staff. The Library is
not merely a store-house of books; 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, éspecially the university library, may preserve and disseminate

knowledge among the educated people and all teaching and research activities can be radiated

from these libraries. An academjc library should have books on all subjects and the best books.

The best thmg for any 11brary programme is ItS book collection. Sometimes actual
demands are ovcrlooked and beoks on demand are acquired. They <o ot fulfill the expressed
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demand or the potential demand. Text-books should not be given such importance as 1o
discourage wider reading. The aim of book selection should be to provide a variety of the
best to the largest number at the least cost. The librarian should keep in touch wyith the students
and teachers book needs and must be aware of the different types of publications brought out

_ in the various parts of the world. The library staff should be familiar with the research done

in various branches of knowledge resulting in the publication of a number of books for building
up a balanced collection.
: : ' | :
Book Selection is easier in an academic library than in a public library, Here, subject
specialists in each subject are available; syllabus, publishers, catalogues and book sclection

 sources are also available for selecting books. Academic institutions have distributed their
library book grants among the teaching departments on the basis of formulalworked out in

the interests of the given institution. But where the library fegfﬂatcs funds, the librarian 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 Hbraries réceivc publishers’ catalogues
and announcements regularly which report pew titles to enable the faculty :m%smbers and the
Tibrary staff to select and acquire titles suitable to their libraties. ' '

The following factors influence book selcction in a university library: (1) Nature of the |
University; (2) Size and the nature of the present holdings; (3) Curricula; (4) Teiching methods;
(5) Research programmes; (6) Number of Students. (7) Number of Facultes, (8) Library System
and () Funds avaﬂab_]e. All the probléms arise while making book selection. $ome Yibrarians
prefer to make existing collections mote comprehensive while others prefer to purchase new
titles, mostly of reference nature. The university library should not favour the collecting of
rare books and manuscripts unless there is a necessity or purpose behind it and maney 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 university library should acquire and make available résea-rch reports,
conference proceedings, seminar papers and non-book materials in Microforms (Micro cards,
Microfilms, and Microfiche) Audio Visuals Casseties etc necessary for resear(%h PrOgTammes.

3) Book Selection in a Special Library

- . A Special library requires access to all types of published information iniorder to enable
professionals and researchers to keep abreast of the latest research and information relevant
to the interests of the organisation concerned. A special library is thus motivated by a particular
objective and the collection of the material will reflect this objective. Its main dim is, however,
to ¢ollect 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 monograghs, handbooks,

encyclopaedias, technical subject dictionaries, bibliographes on subjects, periodicals, indexing

and abstracting pericdicals, government documents, technical trade literature, patents, standards,

transiations, theses and dissertations, research reports, conference preceedings, etc. In certain

special libraries maps and plans are acquired through selection. Comprehensive acquisition
S ;



of the latest literature in the subject field is its first objective as it is needed and used. Though
the emphasis is on the current publications, the building up of a retrospective collection of
books on the relevant subject area should also be done. Many of the books procured may be
infrequently used, though they are required for research and evaluated by experts to be relevant

and important. In a special library the value of a book is not judged primary by the frequency -

of its use.

4) Boaok Selection in Children’s Library

There are three major principles for managing the 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 variety
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 be abreast of their interests.

5) Hospital Library

Hospital libraries cover main hospitals, mental hospitals, and sanitariums. Book selection
play 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 with an attractive get-up in addition to books on diseases
should be selected. '

9.7 BOOK SELECTION 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 libraries: 1) a book seller
may supply books on approval to the library on his own initiative, ii) Some titles for selection
may be detived by library staff, and iii) a proportion of titles for the purpose may come in the
form of user’s requisition. Before the committee meets to recommend for procurement, the
source materials could be checked against previous records in the library collection to avoid
duplication until and unless being deliberately duplicated. When the recommendations of the
- 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 Jibrary funds.

There are various ways of determining which are the most Iimporta'nt periodicals in a

subject field:

- Surveys and interviews with users, about the needs of periodicals. Surveys. -of
in-house periodical use relating to other libraries may also serve some purpose;
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headings:

|
- Select lists of periodicals from an authoritative source. For example, some
selective  bibliographies and ‘some guides to the literature’ include lists of
recommended periodicals in their subjects field;
- Analysis of periodicals covered by indexing and abstracting services;:

- Bibliometric analysis.

98 BOOK SELECTION TOOLS | -

“ The efficient functioning of a library depends upon provision of suitzble reading materials
to its user community and in turn this is based on building up wise and ba'lianced collection
of reading materials in fulfillment of the objectives of the library. To achicve this the library
has to make use of different book selection tools or guides to select available books in different
forms both Indian and foreign. In order to do this its is necessary to know about the sources
(i) that can list out the existing publications and (ii) that contain the information about the
new and forthcoming publications. The sources that come under the first Category are
bibliographies, published library catalogues and respective publisher’s czltaloéues.. However,
the sources of obtaining information about the recently published and also forthcoining titles
are many. Some of them among are book sellers announcement service Ihrou}zh printed cards’
for individual titles, weekly or monthly issue of national or trade blbhographes, abstracting
and mdexmg periodicals, reviews and notices published in periodicals and newspapers and
also exchange of accession or recent additions lists regularly among the libragies will also be
much useful to know the details of the new tities.

We can broadly classify the different types of book selection tools llIldE%l’ the following

) National Bibliographies ' . i
ii}  Book Trade periodicals

iii)  Trade Bibliographies |
iv)  Book Reviewing Periodicals |

V) Bock Reviews

vi) | Publishers and Book sellers catalogues and

vil}  Government publicétions and other sources o
viii) Internet

The number of book selection tools both retrospectlve and current is numerous and we
can discuss only some of the important tools.

9.8.1 Mational Bibliogrphies _ |

Many countries of the world publish national bibliographies and are the! best source to
select botly current and retrospective publications. [ India the stock-of majority of the librarics
are in English and Indian languages and hence the selection tools are restricted to these
languages only.



' (1) Bntish Natmnal Blbllography (1950 )

For British books, the best selection tool is the British Natlonal Blbhography Being a
weekly publication, it gives latest information on British books. Ttis 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 annual
volume. There is also five yearly index. Hence, BNB serves both as a current selection too) = .
as well as retrospective selection tool. 1t gives complete bibliographical details and hence
* those libraries subscribing to BNB can also use it in the cataloguing department to trace the
~ class number and the catalogue entry.

(D) Natlonal Umon Catalogue of LC (U.S.A)

In U.S.A there was no national bibliography on the lines of BNB, but the national union
catalogue of Library of Congress serves the purpose. It is a monthly publication and
includes books received in the Library of Congress and titles reported by other U.S. libraties.
Very few libraries in India subscribe to this, as there are alternative tools to check U.S.
publications.

iii) Indian National Blbllography (1957-) .

Indian National Blbhography is published by the Central Reference Library, now a sectlon
of the National Library of India, Calcutta. It was started as a quarterly publication in the year
1957, became a monthly from 1964. It includes 13 Indian 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 Indian languages and will be a handy tool for all libraries.

iv) National Bibliography of Indian Literature : (1901 - 1953)

It is a four volume-publicaﬁon published by the Sahitya Akademi. It is a retrospective
bibliography and is a handy tool for old books published in Indian Ianguages

Vol 1 - Assamese, Bengali, English and Gu;aratx

Vol.2 - Hindi, Kannada, Kashrmiri and Malayalam

Vol.3 - Marathi, Oriya, Puﬁjabi and Sanskrit

Vol.4 - Sindhi, Tamil, Telugu and Urdu © |

qu.ﬁ_ - Dongri, Konkani, Maithili, Manipuri, Nepalli. and Rajastani (19011 - 1980)

The Slibjects covered are philosophy, religion, history, literature and other humanities
subjects. Each volume has an alphabetlcal list and serves to trace books written by particular
author. '

9.8.2 Book Trade Periodicals

There are a number of commercial ventures whose main j"ob is to bring out publications
about pubhcatlons Such publications have no regular periodicity and the subscription rates
are also cons1derab1y high., A few of them are discussed below:
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Other Book Trade Periodicals . ' !

1) Cumudative Book Index (CBI) : Itisa world list of books published in Eng!Lsh language
(1898-) as monthly (except in July) by H.W. Wilson, New York. Entries are arranged 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. Itis a well used book selection
tool. Covers all American publications. Arranged by Dewey Decimal Classification and entries
are made according to AACR Rules. Hence it is a handy tool to the cataloguers who can rely
upon its classification and catalogue entries. Cumulated annually and is now aivailablo in a
15-volumes set covering the years 1950 to 1977. Being arranged subjeét-'wise, it it an excellent
toal to prepare adhoc bibliographies on a given subject. The entries alsp provide subject

headings. _ _
3) Booklist : It is published from Chicago by A.L.A. since 1905 as a fortnightly
publication. Another good tool for American books. Entries are classified by Dewey Decimal

Classification Provides author and subject indexes and brings out annual vo]um{lrs giving the
authors and fitles. : _ o '

4) Booksellers: It is the oldest book trade journél published from London b}éL J. Whitaker
& Sons, since 1858. It is now a weekly publication and contains information on all important
British books. Entries are arranged in alphabetical order. Also brings out annual cumulation.

5) Whitaker’s Cumulative Book List: (1924-) This is a quarterly publication of British
books. The arrangement is subject-wise, under broad subject headings, with author and title °
index. It is based on the entries made in the Bookseller and libraries subscribing ti) Bookseller,

: _ o
6) Indian Book Industry: (1969-} A monthiy publication from Delhi by Sterlin!g Publishers.

Covers information on books published in English language in India. Besides it includes '

will not find much use.

articles on publishing and book trade, significant news items, Government policies on book
trade and other pertinent items useful to librarians. Tt also publishes occasionally subject
bibliographies and brings out special issues.

7) Publishing in Indza A monthly pubhcallon brought out by D.K. Fublishers &
Distributors.” It contains majotity of the Enghsh books published in India aJ
distributed by this agency. o |

d which arc

i) D K Formight : Good tidings for fresh books (1988-) published by Dk Publishers,
New Delhi.

i) Book Talk (1972-) published as monthly by Wiley Eastern, New Delhi.
ii).  Springer Scan (1987-), issued by Springer Books (India), Delhi.

iv)  Allied Book News: A world of books within your reach (1992-) pubhshed by Alhed
Publishers, New Delii. \

V) Laws & Flaws (1962-) a monthly published by Law Publishers (India), Allahabad.
(Specialised in law publications)




vi)  JMJ Book Info (1984-), a monthly published by .M. Jaita Broé.. s Delhi. (specialises
in government publishcations) |

vii) S CIENTIAL ! A review fmm‘ Narosa (1987-), issued by Narosa Béok Distributors,
New Delhi. (includes book rcv1cws and new journals}

viii)  The Academic Update (1991-), published by Academic Press, San Diego (USA)

ix) New Publications Bulletin (1975-), published by Pergamon Press, Oxford. (It
covers books, journals and reference works) '

Self - Check Exercise - 4

List any five book trade periodicals useful in selecting books pﬁblished in India:
- 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.

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

9.8.3 Trade Bibliographies
Trade bibliography is one issued by commercial organizations like publishers, booksellers,
distributors and printers for a particular countty with busingss motive. '

I India

Current Blbhographles

(1) Indign Books, (1971 Y an annual b:bhography, New Delhi: Toclay and Tommorrows
Book Agency.

It attempts to record Indian books published in English or reprinted in India during the
year. It covers books and monographs published by'thf: book trade, publications of the State
and Central Governments and those issued by learned societies and 1nst1rut10m The eniries
are arranaged in separate sequences-author, title and SUb_]CCl

(ii) 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, and Government publications
(except those of Ministry of Information and Broadcasting and district gazettes) are excluded.

It consists of an author, subject and tite part, each containing completc entries and isa
reliable publication. : '
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Retrospective Bibiographies

. (i) Indian Books in Print: A bibliography of Indian Books in English fanguage (1955-

67), published by Indian Bureau of Bilio graphies Delhi (1969)

It is a select bibliography of Enghsh books publlshed in India from 1955 to 1967 and .

was released towards I;he end of 1969.

It includes over 40,000 books and pamphlets by about 1500 publishers. Tt dlso covers a
large number of publications brought out by various societies and institations as well as
government publications including pamphlets. Only those pamphiets relatmg to non-
government pubhcatlons which were found important are included.

The book is dmded into five parts (i) Classified, (ii) Author Index, (111) Title Index,
(Iv) Subject Index, and (v) List of Indian publishers. '

In the classified part, entries have been arranged by subject according to Dewey Decimal
Classification and suitable feature headings have been provided. The entries included in this
part give the usual b1bhographlcal information,

The author and title index entries contain complete b1b110 graphic mformatmn and satisfy
the approachcs through author and title.

The subject index provides subject approach and directs the user to the classified part
when entries for the same specific subject are to be found in one place.. Entrle‘ in general
have been prepared according to rules given in the Classified Caralogue Code: with additional
rules for Dictionary Catalogue. Since the work has been compiled by librarians,|it can serve
as a useful aid in cataloguing and classification of publications included here

The book is a major contribution to. the bibliographic orgambam‘* of Indian materials.
Itis of i immense value to llbranans and book sellers for procurement of books.

(i) Indian Books in Prmt 2 1972: A bibliography of Indian books published upto
December 1971 in English language by Indian Bureau of Bibliographies in 1972 in 3 volumes.

It covers about 60,000 publications in English published from 1901 to 1971, It follows

 the same pattern that of Indian Books in print 1955-67. The first, second and third volumes
_cover author, title and subject entries respoctwely It fills an important gap in the blbhographlc

control of Indian publications. It covers a period neglected by Indian blbhographles The
edition of 1986 published in three volumes on the same pattern includes 2,55,000 entries of
books published upto the end of December 1985. Though there is ‘ome lag in its publlcatnon

it is a useful source for Indian publications. The latest edition of 1994 contains 3 50 000 entries.

IL 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. It draws its
basic information from Publishers’ Trade list Annual. Iti is now in six volumes. The first

~ three volumes deal with author entries. The other three volumes consist of title and series

entries arranged in alphabetical order.

. It covers books published in the USA and available for purchase. It lists bath new and
old titles. All items listed in Publishers Trade List Annual (PT.L.A ). are found in B.LP.

T




Infact B.LP. is an author, title, series index to PT.L.A. It eovers over 3 55,000 books.
Information includes author, title, price, edition, year of publication, ISBN, etc. It is a valuable

- addition to trace bibliographic details. Detailed bibliographic information is provided for cach

titke. It tells whether a book is available for purchase, from whom and at what price. 1984
edition listed titles brought out by 6900 publishers. Tt is an extremely valuable source of
American publications. Its reliability depends on the accuracy of the information supplied by

- individual publishers. Its main object is to inform the book trade and the purchaser what books

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 authers and titles. *

I1L United Kingdom L L
British Books in Print: Annual (London: Whiteker, 1967) Books on ail subjects are

included. Originally it was published under the title Reference Catalogue of Current Literature.

The main sources for the list of books are Book Seller and Whitaker’s Cumulative Book list.

In this publication books published by more than 6,800 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
to type of materials is adequate. Most of the books are in English language although books
in other European languages are included in this catalogue.

Most of the publications included in the blbhography are of British origin. The British
publications of many foreign publishers which are available for sale in the United Kingdom
are also listed in this bibliography. Since the coverage i§ exbaustive with respect to British
books, it can be considered as a very valuable bibliographical tool.

There i 1s no restriction with regard to the period covered. The only criterion for the

" inclusion of a title is its avallablhty for sale. Hence, its coverage is wider than it appears.

It is published in two volumes. The order of arraiigement of entries is alphabetlcal 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
earlier editions prior to 1971. Entries of related subjects are scatteréd thought the bibliography.
Absence of subject grouping to a great extent reduces the usefulness of bibliography. Non
provision of a separate index for subject entries affects the quality of the bibliography.
Extensive use of abbreviations is found in preparing entries. Provision of list of abbreviations

_given in the preliminary pages is helpful for consultation. When compared to 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 publication. The 1986 edition containing 650,000
entries was issued-in 4 volumes. =~

iv. International

Co., 1981.

This new 1981-82 edition Lists over 80,000 titles in English published outside the USA
and UK from publishers in 89 countries. The countries and areas from which the largest
number of titles are included are Canada, Australid, India, and Africa. It also indicates
thousands of English language titles whose main languages are French, German, Spanish or

International Book in Print, 2 Volumes (2nd edition 1981-82). Detroit: Gale Research
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other languages. For easy consultation, all books are listed urder both author and title. The
set also includes the name and address list of all publishers mentioned.

International Books in Print is a valuable-aid in selection of books in Jarge research and
academic libraries. ' .
. |
Self-Check Exercise - 5 _ |

What is the arrangement of entries in /ndian Book in Print?
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.

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

9.8.4 Book Reviewing Periodicals

The above mentioned trade periodicals rapidly communicate informatiorii about the books
published and also to be published providing necessary bibliographical details. In the age of
publication explosion, this may not help the libraries and specialists to know whether the fities
are relevant to their needs, Unless the brief description of the contents of the titles along
with their merits and demerits are made available, proper book selection wili not be possible.
This situation paved the way for the publication of book reviews in newspapers and periodicals.
The Book Reviews should be standard ones, unbiased, balanced and wrltten by subject

specialists,

~ For speedy communication of Book Revi.cws, periodicals reporting Boq’k Reviews, both
in India and foreign came to be published. Some of them are given below by way of example.

i) Book Review Digest (H.W. Wilson) 10 issues a year. It is devoted to reviews of selected
American books. Only such books which are reviewed in at least two journals appear in this
digest. Entries are alphabetical by authors with full bibliographical detzils along with Dcwey
numbers. 1t is cumulated half yearly and yearly: I

ii) Publisher’s Weekly (R.R. Bowker). It is both a book trade journal as well as reviewing
periodical, It is a popular book selection tool as it covers the reviews of forfhcoming books.
It gives advance information with probable dates of publication of new books. Another feature
of the weekly is, it lists what are called ‘Best Sellers’. The weekly issues cover both paperback
and hard bound best sellers and is a valuable guide for popular books. The ‘Best Sellers’ is
based on the sale of a particular volume on the American book stands. It also brings out a
Weekly Record which now forms part of American Book Publishing Record.



i) Library Journal : Another Bowker publication. The jownal is useful both as a Library
Science subject journal and a book selection toal, ‘Covers annotated lists of books, arranged
subject wise. Special lists are published on children’s books, reference books and paperbucks.

iv) British Book News (1940-) : A monthly published by the British Council London. Tt
gives exhaustive reviews of select lists of books. Entries are classified and arranged by Dewey
Decimal numbers. Usually one or two articles of interest to librarians are included in every
issue. ' '

v} Indian Book Chronicle (1976-): A fortnightly published from Delbi. It gives reviews
of Indjan books. Reviews are written by subjéct specialists and are valuable to evaluate in
the book selection process. There are several other reviewing journals like, Choib_e, New York
Times Book Review, Times Library Supplement, Saturday Review, etc.

9.8.5 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
‘pericdicals usually have a book review section. They cover the subject of the periodical or
allied subject. For example a library science journal covers reviews of books on library science.
Hence this type of reviews are more valuable for selection of books. .

Reviews are also covered in newspapers. There a several newspaper that brings out
weekly supplements on book reviews and are useful to supplement other reviewing journals.

9.8.6 Publishers and Booksellers Catalogués

For the day to day selection of books many librarics depend on publishers’ catalogues
. and announcements. Major publishers bring out catalogues annually, listing all their
publications, including the forthcoming books. In addition, at regular intervals they send their
advertisement materials. In USA, a combined catalogue of major publishers is available 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 regular interval and
usually available on gratis. Libraries can ask publishers to put their library on the free mailing
list of the publishers, In India many published and book sellers bring out their catagues and
newsletters which can be procured on gratis.

9.8.7 Government Publications and other sources

Various agencies of central and state governments issue catalogues of their publications
- at regular intervals. The publications include books, reports and other occasional papers priced
and unpriced. Many current publications are notified in Official Gazettes which through related
can be used as a secondary source for book selection. The Publications Division of the Central
Government publishes a list or cataogue of its publications, which can be acquired from the
Manager of Publications, Government of India, Delhi and authorised agents. The catalogue
* of Parliamentary 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 Central Government publications.




Catalogues of State Government publications are generally issued in an irregular manner
by the Controller of Printing and Stationery Supermtendcnt Govammenl 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. ’

jan Agriculturat

Bibliography of LA.R.IL publications 1905-1963 was published by Ind‘;'
Research Institute, New Delhi. . ‘

Bibliography of Dictionaries and encyclopedias in Indian languages (1‘3164} by National
Library of India, Calcutta. |
Further, institutions like Sahitya Akademi, and National Book Trust U;f India, publish
both original and English translations of works of literary merit in Indian languages. Similarly
Telugu Academy, an institution uder the control of the Government of Andhra Pradesh

publishes standard books of literary value in Telugu language. |

For Indian libraries there is another good book selection toel, i.e. Acces.};ions List South
Asia. This is a monthly publication of the Procurement Centre of Library of Congress at Delhi.
Under the U.S.PL-480, the Delhi procurement centre buys in multiplc_copieslsclcctéd Indian
books in all Indian languages, including English. The books so procured are listed monthly
and this list is a reliable book selection tool. Arrangement is alphabetical and aéso by language.
Wherever necessary small annotation is also given.

Another selection tool one can depend on is the accession lists of other libraries. It would
be a good practice to exchange lists of new books added with other libraries. |

9.8.8 Internet

Apart from the above book selection tools we can consult hundreds of bciok reviews and
also read complete books on-line. We can also order the books we like from the on-line
‘bookstores available on the Internet. Some of the well known on-line bookstores websites
are:

Books nook http:/fwww.booksnook.com |

Book Wire htip://www.bookwire.com/ ‘

Bookshop on-line ' htt_p://www.amazon.com/

New York Times Book review http:/fwww.nytimes.com/books/ltome/
Internet bookshop http://www.bookshop.com.uk/ ‘

Moreover, some of the major reference sources like dictionaries, encyclopaedias (including
multimedia encyclopaedias), directories can be accessed from their respective websnes Some
of the important wcb51tes among them are: : : : ‘

Oxford English Dictionary http:ffwww.oed.com/
Encyclopedias Britannica hitp://www.eb.com/ |

1
Grolier Multimedia Encyclopaedia hitp:fiwww.gme.grolier.comy/ ‘




9.9  BOOK SELECTION TOOLS : NON-BOOK MATERIALS

Non-book materials include audio-visual materials, microforms; computér based materials,

etc. Most of the non-book materials; il reéehﬂy, have been produced by advanced _coun_iries
like, United States. Indian libraries acquire them and then make a\'fa-ila.b]e to their readers.

- Now a days many of these non-book materials have been published in India also.” The
selection of these materials pose some problems as the bibliographic control of such materials
is not well organised. However details about some of the selection tools of non-book materials
have been collected from different sources and provided below:

1) Microforms

Backfiles of newspabers-', bibliographies, .out-of-print nizitcfials and now some of the
scientific journals are published in microforms. Some of the well known newspapers, like
New York Times, Washingion Post are issued in microfiche or microfilm besides in print form.
Some of the technical and research reports are available in microfiche. Bibliographies and
catdlogucs are produced in the Computer Output-Microfilm (COM) forms. Some of the guides
to microforms are listed below:

. 1) Guide to Microforms in Print, 'publis',hed.-by Meckler Publishcrs :
1i) Natibnal Regiszer of Microform Masters, published by L.C

i} Mzcraform market place (Itis an 1nternat10na1 dlrectory of micro publishing, pubhshed

by Meckler)

iv) Microform Review (covers current and retrospéctive publications on microforms)

2) Audio-visual méterials

Audio-visual materials are mainly useful in the field of education. There is a series of

indexes publlshed by US Natlonal Informatlon Centrc for Educaﬂonal Media, The mdexes
are updated rcgularly Eg : :

Index to 16 mm Educational ﬁm;; _
Index to 35 mfn_ Educatioﬁal ﬁlmStrlip;? :_ . B
Index to EduéqtionalAudiotapes o
Index to Educational Slides | '
Index to Edu.cariont_zl- Videotapes

Indexto 8 mm Motion catridges

Index to Overhead transparencies

Andio Video mdrket place: a multimedia guide. New York: RR BowkKer, 1969 - (Am-lual)-

Gutide to Micro- forms in subject print, (London: ‘Microform Review Inc.; 1978)
The following Journals also list audio-visual materlals '
Library Journal (Bowker}

School Libmr’y Journal (Bowker)
Wilson Library Bulletin
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3) Computer based materials

_Electronic pubhshmg has gamed nnportance in recent times w1th the development of

computerlsed blbhographlc databases in large numbers. Some of the sources wh:eh provide

information on the products of these databases are :

Computer-Readable Dambases A D:rectory and Data Source Book. Chleago ALA,
1978 (irregular) ' : _ : : '

Database Dtrectmy, Whlte plams Knowledge Industry Pubhcatlons 1084-

CD-ROMS in Print: An Imematzonal Guide, complled by Norman Desmarals Westport
Meckler, 1991 -

9.10 BOOK EXHIBITIONS AND BOOK FAIRS

. Book Exhlblttons .

The Book Exhlbmons are organlsed by booksellers to 'make known to the pubhc the books -
" available with them. The exhibition pro\rldes an opportunity to the libraries and also to the

public to browse the books and select aceorchng to their needs. This is intended to push the
sales of books which are lymg idle with the booksellers: Book.exhibitions ale arranged

* gencrally on important occas_;lons like conferences and seminars. This will be helpful for proper
book selecnon and also promotlon of sales from the point of view of book seilers. :

Book _Falrs

Book Fairs are national or international trade fairs where publishers trade with one another
and exhibit their wares to book seflers. The main - purpose of these fairs Js to enable the
publlshers 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 d1ssern1nat| on of their national lrterature for
cultural or poht:cal purposes However most book fairs are self supportm g

The use of book fairs both to sell books and to promote national interests is a: post World'

War 11 phenomenon Originally it was a gathering of the book trade to settle the1r accounts,
booksellers with publishers and publishers with printers, which-is now superseded by

_negonanons between publishers for the sale and purchdse of nghts in vurrous language

publications all over the world. Publishers from the USA, Europe, arrive at Frankfurt with

‘specifications of their forthcoming books, loo king for other publishers intendin gto brmg out:
~ editions in their own languages. Fl:ankfurt Book Fair is an important annua] event in the

1nternat10nal pubhshmg world.

. The extraordinary growth of book fairs can be attributed to the 1nternat1onallsanon of

the publlshlng industries of Europe and United States, lookmg more for export markets for

income and to pubhsh more books than expected at minimum cost through eollaboratlon of
pubhshers



. Self-Check Exercise - 6
; What is the role of book fairs in b'odk' selection ? -
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.

911 SUMMING UP

Book Selection for any library 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 and
social development, With the funds available a library must not only provide books but also

stimulate intellectual cufiosity, encourage independent thinking and inculcate value that will

shape individuals into responsible citizens of the country. Book selection is based on certain

. principles in relation to the objectives of the respective libraries. Book selection pohmes should
aim at a reasonable cost. It is based on demand which should be differentiated as to value,
volume and variety. The problems of book selection differ from one 11brary to another library. '

_ There is a balance to be maintained between books of ephemcral 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 be an
orderly and coordmate process. ' '

There are various sources for proper and balanced selection of books in hbrancs The
following tools and methods afe used to build up proper and balanced collection of books.
All these sources have to be properly cvaluated for selection of books kccpmg in view the
fulfillment of the programmes and objectlves of the hbrary S o P

1) Book sellers and pubhshers_catalogues '
2)  Trade Bibliographies '
3) Na_tidné] Bibliographies
4)  Subscription to book reviewing periodicals
-, 5)  Scanning of weekly editions of daﬂy newspapers

6) = By getting aji'eCtly publishers’ announcements and pu}_)_lishers’ news bulletins about
- published titles o

| 7) By attending éxh_ibitiqn_s and book fairs




8)  Conducting book cluhs and obtaining readers’ suggestions
- 9)  Through exchange of accession lists of other libraries -

10) Consultation of union cata]oguc of books

9. 12 MODEL ANSWERS -

1  The hasié issues and factors in book selecﬁon are:
What to select.(refers to nal:ure, form and vanety of materlals)
For whom to select (refers to hbrary S chentele) '
By whom (refers to selection authonty)_ :
For vhha[ pﬁrpose (refers to library’s aiﬁs and objectives) '.
How (refers to evaluation of books in relatzon to users requ;rements)
2)  The three basic pnnc1p1es of book selection are : |
i) ~  Select the right book for the library readers _
i) See that 1O race, natlonallty, culture, profesmon trade or iocal custc-m is pverlooked

- 1ii) Every hbrary collecuon shou]d be bu11t accordmg toa deﬁmtc plan and on a broad |
‘ general foundatlon :

3) The two basic premlses of McCo]vm are: -

i)_ Pubhc libraries are estabhshed in reqponse to and in dl‘lthlpatlDIl of de and

ii_).- .- The process of book selection involves both supp]y and demand. The hbrary’s

function is. to discover and assess cornmumty dcmand then to satisfy those
demands

4) T.he following book trade periodic_ais are useful in Selecting books p.uh'li‘shed in India:
i) Allied Book News R | “
i} - I}zdfan Bogk_ln__dusrgj: B
_iii}' _ Publishing in India
iv) I‘ Book Talk

v) - D.K Fortnight L

5) - The entries in the classified part of Indian Books in Print-are arranged by SUbjéCt
according to DDC scheme. Suitable feature headings and L_lsu.al bibliographic .
information are provided. . ' -

6} The main purpose of book fan‘s is to cnable the pubhshers and dlSt[’lbthOl’S to show and
" promote their new books. The book fan's also help for negotiations betwcen publishers
for the sale and purchase of rights of various language pubhcatlons The pre pubhcatlon- ‘
announcements at book fairs help Ilbrarlcs to book then: copies,
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9.13 ASSIGNMENTS _ ]

L What are:the prmc1ples of Book Selectlon ?
2} Mention the basw issues and factors involved in book selection?

3) - Demand is one of the factors governing book selection. Demand should be
differentiated as to Value, Volume and Variety, Explain?

4)  Explain the statement ‘Best reading for the largest number at the least cost” with
~ reference to book selection?

3) State briefly the apphcatlon of prmmples of Book Selection to different typeq of
hbrarles’?

6)  What are the various book selectmn tools or sources available and describe them
briefly?

7)  What are the trade and national blbhoglaphles and how they are useful in book
selection? -
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9.15 GLOSSARY

Active approach ' o It is the approach to enable the users to make use of
‘books of their ¢hoice.

Books Exhibitions R These are orgé.nised}by the book sellers to make

known to the public the books available with mem,-f{e’i

y
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Book Fairs

Book Reviews

Book Selection Policy

Passive approach

Trade Bibliographies

These are the trade fairs where publishers trade with
one another and exhibit their wares fto book sellers.

These are the reviews published about books in a

periodical of respective subject field.

It consists certain policy guideliues; for building up
an effective collection for a library.

It is an approach to bring about an increase in the use
of library collections by creating reading interest in
the users. :

These are the bibliographics issued by commercial
organisations like publishers, book sellers, distributors
and printers for a particulai'-'countli-"y- with business
motive. : o

9.16 MODEL EXAMINATION QUESTIONS

1L Essay Questions

- a
b.

C.

What is Book Selection Policy? Explain the various factors governing Book

Selection Policy in libraries.

Discuss the principles propounded by various library scientists for book selection.

11. Short Noies
Book Reviews
Internet in Book Selection

Book fairs.

‘Enumeratc various Book Selectmn Tools used by libraries. Descnbe any two tcols
with examples.



UNIT 10 : ACQUISITION OF PRINT AND NON PRINT
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10.10- Glossary

10.11 "Model Examination Questions

10.0 AIMS AND OBJECTIVES

Library acquisition policies and procedures are designed to help the librarians, to tackle
the problems that are encountered in selection and acquisition of library materials. The library
should acquire and make available such books and other materials as are needed for the
education, information, and research promotion and recreation. In this unit we dleU.SS varjous
acqunsmon procedures that are followed in various lypes of libraries,

After studylng this unit you should be able to

e 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.

10.1 INTRODUCTION

The library collection of books, periodicals, pamphlets, docurnents, newspapers, maps,
microfilm, microfice 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
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|
should be suitable for all levels of teauhmg and leammg organised by the college and should
keep the faculty members abreast of new research in their respectlve fields. Tts contents should
include great works of the related resources. All of these should be kept up-to date as new
works are regularly produced. There should be books of popular natureifor imformative,
recreational reading; and the reference collection should be rich in biblio graiphy. Periodicals
should be selected with care for covering all ficlds of interest to the college.

Normally the librarian should be responsible for building the COHLCIIOI’I He, of course,
will seek the help of the Faculty, Library Commitiee and subject experts in waluatmg books
and other resources to be bought. Generally, there shouid be a Faculty Advisory Committee
to help formulate policy and procedure and develop collection, search for tundb and resources
and suggest ways of improving service in the library. The librarian should orgamzc the library
and keep such statistical records as will give a clear picture of its activities,| acquisitions and
use of the library. He should 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 is a part. In the absence j:f a well defined

acquisition policy, haphazard collection of materials unsuitable for the puspose is likely to
result.

Book selection procedures differ from library to library, since the book resources, financial
resources, reading habits, needs and demands of readers vary from library toi]ibrary.

10.2  ACQUISITION OF LIBRARY MATERIALS

lerary materials mean all reading matenals viz., conventional type of 'books. non-book
materials, microforms, gramophone records or discs or tapes or any otherlmedm on which
matter is recorded and disseminated.

In India the academic libraries excepting those of universities posses only reading

- materials in the form of books, back volumes of journals and current periodi¢als. Other types

of materials can be acquired and housed in different types of libraries for which they are
established. However, for all types of libraries, the question of acquisition is the main problem.

Acqulsmon means the acquiring of readmg materials, The a(,qu131t10n may be by way
of purchases, exchange or donations and gifts. As for the last two types e xoheﬁnge and donation
the institute, may or may not accept them subject to its own polices and procedures, But
acquisition by way of purchases is inevitable for any modern, up-to-date library.- No library
can acquire all the books that are published in the world. None the less, there is no need to
acquire all 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 inten_dé:d for secondary,
undergraduate and post-graduate courses of study, to cater to the needs of the-students as well
as those of the teaching community respectively, it should confine itself only to acquiring
the prescribed text-books according to the syllabus, the reference books and a minimum of
basic source materials and a few bnbhographles . L |



In the case of public libraries it is intended to cater to the needs of their clientele (general
public within the vicinity of & 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 second one by which a prior appreach 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 library.

103  ACQUISITION PROCEDURES

Acquisition of library books is affected in three ways: i) Purchases, ii) Gifts/Donations,
and 1i1) Exchanges.

10.3.1 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 Flrms

d)  Books on Approval

e}  Dealer Library Plan (DLP)

f)  Standing Orders

Let us describe each of the iterhs mentioned above.

(a) Net Book Agreemént / _'I‘ender System

Many systems of book purchase are prevalent in India and abroad. In the United '

Kingdom, a ‘net book agreement’ is in force. As per this the books are sold at the net published
prices and no trade discount is allowed to the libraries. In India, a tender system is in vogue
by which each list of required books is sent to various book sellers and the order placed with
the firm offering the lowest quotation for each book. Through this system many librarians
have faced many problems and experienced many hurdles in building the collection. They

find it difficult 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.

{b) Quotatlons

In general, the acqulsltlon policy and procedures depend upon the preférences of Heads
of the institutions. The majority of the colleges do acquire books 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 15% discount, m
general, on ail types of books, while other firms offer only 10% diécount on any book exC]udjng
postage. The colleges wish to have quotatmns with regards to the terms and condltlorfs for

the supply of books. But with a view to Javoid audit objections and undue. cr1t101sm thcy _
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prefer the cooperative stores for the supply of their requirements, with the maximum discount

rangmg from 15% to 20%.

The quotation system, cormonly followed in India, is inviting quotations fori the supply :
of books at the beginning of the year, preferably prior to the commencement of tﬂc 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

seliers of the country. Owing to import licence difficulties, it is deemed advisablelto procure .

books through the Indian book sellers. : : |

Another system followed 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. All the quotations received are tabula!ted and the .

rates are got sanctioned by the competent authority. Books for libraries can be aqilircd when
it 1s known that particular books are available is ready stock with particular book sellers, which
can be ordered stralght away and in this way, unnecessary correspondence is avoxded which
is otherwise necessary Books can be procured at competluve and, even someulneiq at lower
rates. - ' |

Books can also 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 dlrectly This
saves a lot of time and energy. ‘

(¢) Appointing Approved Firms

For the acguisition of books the financial resources of the college or umvcrsny hbrarlcs
for example, is a primary factor and secondly, the judicious selection for proper nse by the
clientele. Great impottance has been attached by librarians to the acquisitions O.Fa library.
Based upon the financial resources of a library a librarjan has to assess the firm'’s suitability,
in respect of supply, accuracy, timebound supply, honesty and previous exper 1encc, business
reputation, turnover for the past few years, discount allowed, etc., and then such firms (book
publishers, whole-sale dealers, book-sellers) have to be listed out and recommended to the
approving authority for the appointment of approved firms for the library so as toc effect the
supply of books and other reading materials. These approved firms will be liable for
termination of their services if the management is not satisfied for any reason. Thel approved
firms should cover the supply of Indian and Foreign books and books in Indian languages
too. The order will be placed by the librarian only with the approved firms. In case these
firms express their inability to supply then the librarian can place orders with any other firm,
since the materials are urgently required in the library, ' |

* (d) Books en Approval

The publishers, book dealers and book sellers send books to the library through their
agent or by mail for evaluation, physical verification and selection by the Departmeﬁta] Heads
on approval basis in the interest of their business. At times the agent will arrzingc book
exhibitions and display current and the latest books. After the completion of such displays
and exhibitions they will have to pack up and take away their unsold books for which they
have to incur considerable expenditure and hence they request the Faculty members and
librarians 1o go through the titles at their leisure and approve them if they are intcre?ted. This
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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 arc of interest to the department and worthy of being kept in the library the funds
allotted to them might havc been exhausted, in which case additional grants or spillover grant
will have to be provided as a special case. Till such time the librarian will advise the book
seiler or publisher to leave the books in the library on approval basis. The librarian will take

steps to get the funds or show some provision to meet the additional expenditure for purchasing

such titles.

(e) Dealet library plan (DLP)

Dealer library plan is 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 library and the publisher or a group of publishers whereby the publisher sends books as
soon as they are published to the concerned library on specified subjects, to select or reject
them. Secondly, these books will be sent immediately by the publishers to the library as soon
as they are published until the agreement is revoked. For books to reach India from the UK.,
U.S.A,, etc., it will normally take 40-45 days. But the libraries can get books under Dealer
library plan earlier than the book sellers and publishers.

Advantages : (1} The latest books publish.ed in the fields of interest are automatically
received by the library 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 library. Thus the plan, ‘Dealcr library plan’ assists

in selecting of suitable books for the hbrary

3) The books which are finally approved for the library arc paid for in the local Lunency
to the publishers or agents.

4) Books which are not approved [or purchase can be returned to the local agent.

3) Freight charges (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 ther 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. if the experts of library, books selection
authority who do not go through books, reject them for some reason or other the Dealer
library plan will fail.

2) At times books shipped under this plan are lost in transit or received by the library

much later than expected.

Although the advantages of the Dealer library plan outweighs the disadvantages, there
is need of making a systematic study of this plan in several libraries with reference to its actual
operation in order to realise fully its value and utility. Theoretically speaking, it is really

~ advantageous but practically there are certain snags which have to be rectified in the Dealer

library plan.
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(f) Standing Orderé - i

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 to be published by specified datc 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 loss of time; otherwise by the time we receive the information conderning such '
publications and place orders for themn in the market, they may not be available; oreover we |
may have to correspond or search for the sume with the book sellers, 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. .

|
(¢) Foreign Exchange

~ Acquisition of foreign publications reQuire:s payment in the respective countries currencies

I

for which foreign exchange is necessary. The Good Officers 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 monetary exchange rates will
be naturally 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 announcement of coversion rates and arranges the libraries to ge{: the foreign
exchange for the required amount so as to effect payments. -
Self-Check Exercise - 1 i
(a) What are the three modes of acquiring books in libraries?

. Note i) Write your answer in the space given below.

ii) Check your answer with the modcl answer given at the end of this unit.

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

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

(b) List the various methods of purchasing library books

10.3.2 Acquisition by Gifts/Donations

Gifts and Donations also form as an important method supply of materials. Many big
libraries particularly university and national libraries, have grown with gifts and donations,
Gifts are a 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 also make their way into the library.

Most librarians prefer to accept onty such gifts as have not strings attached. If this ruke
is followed, difficulties arising out of the donor’s stipulation of restrictions can be avoided.
Tor instance we may demand that no markings be put on the kindings or that the gift collecticn
be kept infact as one unit. Again the library will be free to dispose of any titles which are

duplicates in the library or discard any material which the library feels does not meet its

standards of selcction

The librarian should be free to decide Whether all or part of the gift should be mteglated
into the collection, discarded, exchanged or sold. :

There may be cases where gifts can be an important source for the acquisition of rare,
unusual or expensive items which the Library with its limited budget cannot afford. It is also
true that the offerings of gifts may include such material which would only prove a burden
the library. There are instances where libraries have on occasions refused a gift collection
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 accepfance of gifts, without which
needless duphcatlon and expense in handhng materials may occur.

When a gift is received from patrons of library or donors, it should be acknowlcdged _

. promptly. Various forms may be used according to the 1mp0rtance of the material. The gift
collections are often memorial in nature. The librarian should alse be on the lookout for
securing free materials from various sources. He can request the concerned authorities to
include the library’s name in the mailing list of various Government -and pnvhte ofhceq
organisations and institutions which send him free copics of thelr pubhcatlons

Self-Check Excrcise-2

What are the problems posed by gifts and donations?

Note: i) Write your answer in the space below.

ii) check your answer with the model answer given at the end of this unit.

10.3.3 Acquisitions by Exchanges

Duplicate material tends to accumulate in every librai"y. It is often categorised for the
purpose of disposal: (1) discarded-books which are worn out and are only fit to be sold as

waster paper; (2) duplicates which may be sold; (3) those which the library can exchange with™

- some other libfary.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
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the exchange of publications with other institutions supplement the acquisition by purchase.
The term, “Bxchanges”, also refers to the process 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 interpational). It is important that business-like

procedures for exchanges are formulated..

The United States Book Exchange (USBE) was established in 1948
for the American Book Centre for War-devasted Libraries. The United State
acts as a pool for participating libraries who want to dispose of their dupli

_value to get in return other materials which they do not hold. It is the one

where a participating library may send its duplicate materiais with the least

as an outgrowth
5 Book Exchange
cate materials of
centralised place
amount of labour

and with the certainty that they be utilised in the best possible way. This service is proving

to be an excelient means of exchanging materials at the national as well as international levels.

Exchanges may also be facilitated through dealers and through certai

n associations of

- special libraties such as the Medical Library Association, The American Association of Law

Libraries and the American Theological Library Association. The Unf:sco’j Library division

also promotes international exchange and maintains a clearinghcuse for pu

acts as a centre for information about the materials available for exchange.

Budletin for Libraries (now ceased) regularly included a section listing the m
on exchange basis for foreign libraries.

19.3.4 Ceoperative Acquisitions

The consideration of the question of the promotion of exchanges leads 1

blications which
The UNESCO
aterials available

o0 a consideration

of that of cooperative acquisition. It is only one step from the USBE and UNESCO’S efforts

to facilitate exchange through cooperative efforts in the collecting of materials, making them
available through the publication of union catalogues and storing little nsed materials in regional

depositories. Most of the librarians have realised that no library can hope to agguire everything

published in every field. The need for djvidihg responsibility for acquis
subjects has become all the more pressing if a library printed a catalogue of a

itions in various
special collection

it had, and distributed the copies of such catalogue it would bring its holding of such a

collection to the notice of others.

Union Catalogues and inter-library loan through actual circulation
reproduction of copies by photography have been de{feloped in an attempt
use of existing resources.’ Regional union catalogues have appeared across th
micro-copying is expensive libraries have often worked out cooperative ma
and use. ’

Cooperative acquisitions involving considerable number of libranes w
purchase and shared ownership of selected materials without costly duplicati

of materials and
to make the best
e country. Since
hods of purchase

ill facilitate joint
on of copies.

Cooperative Storage Libraries have appeared as a resuit of the rapid rate of increase in

ihe size of research colleclioiié. These relieve the individual 11_1.3mber libra
of constantly increasing holdings and also provide a cerntral collection upon w
may draw for more rescarch materials than any of them could held. Cog

y of the pressure
hich all members
perative Storage

Libraries were first proposed about 1900 by William Coolidge Lane, Librarian of Harvard.




His proposal was supported by president Eliot but opposed by the Faculty. ‘As collections
grow in size and 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 i) Write your answer in the space given below.

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

10.4 ACQUISITION PROCEDURE IN DIFFERENT TYPES OF LIBRARIES

The problem of procuring books and other reading materials for the libraries is both easy
and difficult to tackle. It depends upon the nature and size of the library. A library 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 catalogue 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, i.e, whether it is a public 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.

10.4.1 Public Library

- It is obvious that the users of the public library are generét]ly the people at large. Butit
is necessary to classify them according to the status, i.e, the class to which theéy belong (Whether -
they are labourers or workers who visit the library to refresh their mind and get relief from
physical tiresomeness) and the kind of books which the people are interested in reading

_especially those residing in the surroundings of the library and who usually visit the library.
Surveys should therefore be conducted, statistics collected of the people residing near the
library. Taking those statistics into consideration the book procurement for the library should
be undertaken.

Apart from what is indicated by the other statistics kinds of books may also acquired
and kept in the library, The library. should specialise in certain areas of literature which will
suit its readers. Religious books may be kept but not those that contain matter which is
deliberately and maliciously intended to outrage the religious feelings and promote enemity
between one section of citizens and another and which are punishable under the Indian Penal
Code. Such books or documents containing copies, reprints, translations, or extracts from |
such books will be forfeited to the government.
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10 4.2 The University Libraries

The University Libraries are meant mainly for university students and faculty members.
The materials acquired should include not only those required for higher studies and research
but also those needed for general knowledge. The evaluation of books car} be entrusted 1o
the Faculty members of various disciplines and selections made on a pl.ion'ty basis by -
classifying them as urgent or ordinary. ;
' |

10.4.3 Special Libraries | | |

The Special Libraries will have books and periodicals concerning only one subject in
which they specialize e.g. Medical libraries, Engineering libraries, Islamic libraries, etc. 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 regard serve as the latest trends jathe subject. Reviews, Abstracts,
Indexes, and Bibli ographies are some of the important materials procured for the advancement
of research. Reading materials concemed with allotted qub]ects may also be acqulred for ihese

libraries.

" The librarian has to use his discretib_n in _al.locatin'g f_urlds, 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 building of the library coltection which will prove helpful in establis shing|a good library.
Self-Check Exercise - 4

What are the three basic principles that dre o be kept in. view whﬂe procurmg books. for-
different types of libraries? '

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

i) Check vour answer with the model answer given at the end of this unit.

10, 5 ACQUISITION OF NON BOOK MATERIALS

Non-Book: materials include atlases, maps, 10gar1thrmc tables, globcs microforms,
cassettes, discs, gramophone records, music scores, slides, etc. The Q}rlgmlof this new form
of the book, namely, the microform, dates back to the year 1839. In that year John Benjamin
Dancer, an optician and professional photographer, produced the first microphotograph.
Microforms evolved into many types. These types can be classifizd into the following
categories: (1) Microfilms, which were the first to be mvented. They are normally available
in 16mm and 35mm width. (Q)IMicroﬁche (3) Ultrafiche. Formulae, ‘tables graphs and
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 reqliired for stockin g it. 1) Increased subscription cost for the
microform version of a journal.

2)  All stock held in the library at all times:  2) Special equipment requircd.

3) No binding costs - 3) Possible customer reaction.
4) Lower floor weight loading : 4) The wuser cannot refer
simultaneously to more than one
~document.

5)  Automation of microform holdings possible

6) Decreasing losses and wear, theft, mutilation

7) Increase in-house use of the library.

8) levels decreasing man-power requirement at lower

Microforms offefan alternative to book storage and help in solving the space problems
in university libraries. Tt is 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 local librarics in
an area cooperate in this way, the space problem may be solved to certain extent.

The IDC (Switzerland) has launched a massive programme for publishing rare and
out of - print books and backsets of periodicals published 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: '

L. Nehiru Memorial Museum and Libréry,'Ncw Delhi
2. INSDOC, New Delhi, |

3. BARC, Bombay

4, National Archives of India, New Delhi.

A large collection of manuscripts is available in India’s religious and research institutions.
Manuscripts and newspapers are required by research scholars, Fortunately, the microfilming
 facility has been extended to some of these institutions which has benefited the scholars.

The potential and the widely increasing use of Microforms is possible only if the UGC
provides substantial grdntb to the university hbranes for procunng the requlred rrucrotorms
and reading cqu1pments

Microforms are one of the SOphlbthElth communication media:of 1he present century
adopted for the transfer of information of different types of documents, as the microforms are
produced by using microphotographic technique: they are also known as Micro graphics. Indian

libraries must be prepared to acquire and maintain microform collections in addition to hard
| copy collections, if they want to serve the readers effectively.

The most significant part of microforms, acquisitional work is that which involves planped
selection of material, the placing of orders with reliable firms, thorough checking of the material
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_ in processing the material (cataloguing, mounting, marking, etc) as well as the lde of space. 1

received and careful preparation of the budget to strengthen the library resources for instruction
and rescarch. '
Types of Nen-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 jshould be a
continuous process in the university libraries.

Music Scores: The library collects only study scores; perfomung scores are collected
by the Music Department. The collection will prove helpful in the implementation of the
music programme at-the university, It must also obtain records of plays, poetry and other
documentaries in future. The tape cassettee preparation section may occupy considerable space
in the library but will strengthen its audiovisual capabilities. |

Slides : The library has to develop a collectlon of slides, espec1ally art slides. | D1ff1cult1es

for good viewing have come in the way of undertaking a large scale progranune in this regard.

Video Cassettes : These also form A.V. Programine. The information available in this
format is also most useful to the users. '

Self-Check Exercise-5 =~ . | |
What are the disadvantages of microforms? o
~ Note: iy 'Write your answer in the space given below.

ii) Check your answer with the model answer given at the end of this unit.

10.6 SUMMING UP - - |

To sum up acquisition policies and procedures vary from one type of library to another.
Technological advances have played a great role in the fashioning of libraries.-On account of
the proliferation of world literature, it is impossible for any library to procure all the desired
books, since it has limited space, and limited funds and has to reckon with hlgh costs of

ey

“maintenance. Hence, Microforms of literature will replace bookforms though not completely

But the rare and out-of-print books, back numbers of periodicals, newspapers, mlanuscripts,
reports and reprints, theses and dissertations can be brought out in microform.| The Inter-
Library Leans, Printed Catalogues, and Union Catalogues can be microfilmed and sent to the

~ participating libraries. The non-book materials, apart from the microforms, include Maps,

Atlases, Charts, Globes, Cassettes, Gramphone Records, Film Strip and other Aundie-visual
aids which are essential for the purpose of educating both literates and illiterates.



i 10.7 MODEL ANSWERS TO SELF CHECK EXERCISES

| 1(2) " 'The three modes of acquiring book_s m libraries are i) By purchase, ii) By gifts/donations,
: and iii) By exchange. : '
b The methods of purchaging library-books are '
I i) Netbook agreement / Tender system
i)  Quotations - .
iii)  Appointing approved firms -
iv)  Books on approval _
v)  Dealer library plan
Vi) Stanain g order
2)  Gifts frequently raise certain administrative problems such as i) procedures of ﬁcceptance,

ii) technical processing, and iiij future cost of maintenance as. unworthy books may
often make their way into the libraries.

3)' Two or more libraries corﬁing togéthcr and jointly purchasing the selected items of
demand and previding a central collection upon which all members may share.
- 4) The following are the three bélSiC principles to be kept in view while making purchases
1) Type of library and the particular reading circle; .
il)  Level of education of the users
- 1} Library funds or grants
'5)  The disadvantages of microlforms are

i) Additional subscripti_on cost for the microform version of a journal, (if -
supplemented) '

ii)"  Special equipment requirement
iil)  Possible customer reaction

iv)  More than one document cannot be referred simultaneously.

10.8 ASSIGNMENT

1. The acquisition policies and procedures should satisfy the Fifth law of Library Science.

Discuss.
- 2 The acquisition procedures vary from one type of library to that of another? - Explain
3. Explain the acquisition methods for the purchase of reading materials and the acq_uisi_tion

of books through exchanges, donations and gifts to the library.

~ 4. Describe the acquisition policies and procedures adopted for Non-Book Materials in
the Library : : ' ‘

5. Microforms offer an alternative to book storage and a solution :fo the space problem in
university libraries ? - Discuss. '
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10.9 RECOMMENDED BOOKS

Carter and Bonk. Building Library C‘oilectiaﬁs New York: 'The.'Sc.arécrow Press, 1959,

Mlttal R.L. Library Admzmstranon Theory and Practice. 5th ed. New Delhi: Mftropolitan,

1984.

10.10 GLOSSARY

Acquisition

Books on Approval

| Cb-oprati_ve Acquisition

Dealer Library Plan

Net Book Agreement |

Standing Order

It is the procesé of _actjuiring of reading jatérials by

way of purchases, exchange or donation and gifts.

In this method the publishers, book dealers and book
sellers send the books on approval basis to the library

_for evaluation, physical verification and selection by
- the department heads. A

This refers to conSiderable ‘number of libraries will
facilitate joint purchase and shared ownership of
selected materials without costly duphcatlon of

copiés.

: It is an agreement between the librafly and the

publisher to send the books as soon as they are
published to the concemed library on spemflc subjects.

to select or I'Q]CCt them.

This system is in force im UK and as pgr this the -
books are sold at the net published price and no trade
discount is allowed to the libraries.

It is an order that can be made by the librarian to the
publisher or dealer to supply the publications that are
sequentially published such as. Annuals, Year Books,
almanacs, Encyclopaedlas etc. '

10.11 MODEL EXAMINATION QUESTIONS

L Essay Questions

1. Expla.m various methods of dcqulrmg ithe hbrary materials 7 E ‘
2. - Discuss the various problems encountered in acqumn g thc non-print materlals

II.-  Short Notes
a) Standing Orders

b) Selection Tools for Audio-visual mater_ials
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11.0 AIMS AND OBJECTIVES

This Unit aims to brmg to your notice that state of the book pubhshmg and book trade
in India and how they effect the bulldmg of a balanced 11brary collectlon

 After studying this unit, you should be able to

explain the need for knowing about the book publlshmg and book trade in India;
descnbe book pubhshlng in India; _
| ~ grasp the nature of booksellers in India;_

appreciate various book promotion activities undertaken by Government
Agencies. ] ' )
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11.1 INTRODUCTION

In uniirersity and special libraries, the type of documents that are to be procured are varied
and in several cases, hard to obtain the requisite titles. Unless the librarian knowns how to
obtain the titles demanded by the faculty and research scholars, he is likely to incur the
displeasure of the faculty. At the same time he will be failing in his duty to supply what is
actually needed for teaching and rescarch. Books are 10 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, Sansksir, Hindi, Telugu,
etc. Most of these languages have fulfledged departments in the universities. In addition
there are another 30 to 35 dcpartments in the field of science, social °c1enc es, 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 additionzl responsibility
of spending the grant judictously. Tt is specially true in case of university librarics in India.

They get substantial grants both from their own universities as wel] as from the Unijversity
Grants Commission (UGC). In several cases the grants are to be spent within ﬂspecii’ic period
of time, failing which the amount lapses.

Self-Check Exercise -1
What is the need for librarians knowing about book trade?

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.

B

112 BOOK PUBLISHING ININDIA |

Book publishing is an activity that involves preparation and marketmg of prmted matter.
The process of book publishing is a complex activity and depends on the team work of a wide
range of professionals like authors, editors, publishers, book designers, lllustratosz book binders
and alsoc book sellers. The end product is book and is used by 1nd1v1dua] readers duectly or
throu gh libraries.

The first book in India was known to have printed in 1557 by Jesuit NIIS%IT)I‘IdL’y During

the British rule the limited requirements of educational books and general reading were met

- by British publishers. Only after Independence Indian publishing mdusny come of its own,

The increase in the literacy rate, growth of educational and research institutions, ebtabllshmen[
of scientific and technical 1nstltut10m etc are some of the important factors whlch helped :
growth of Indian book indusury. o e



India is one of the world’s leading publishers of books. It occupies the eighth place after -
USA, USSR, Germariy, 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 production.
There are at present about 7000 publishers in India producing around 25,000 titles annually.

Havmg nearly 15 percent of the world’s population one billion in 2001, India
accounts for barely 3 percent of the world’s book titles. Accordjng to Unesco Statistical
Yearbook (1999), the total number of titles pubhshed in Indias in 1996 is 11,903, An-
other estimate shows 57,386 books are published in India in 1997,

- Approximately 45 percent of the titles published in India are in English and the balance
in different regional languages. Among the regional language publications, books in Hindt,
Bengali, Tamil and Marathi occupy the major part. - '

Subject wise grouping of Indian publications indicate that more than a third of the total
output is literature, followed by social science (25 percent), science & technology (12 percent)
and religion (8 percent),

. Among the States; Delhi produces the maximum number of titles and the other states
. like West Bengal, Maharashtra, Tamil Nadu, Uttar Pradesh Kerala and Karnataka with more -
than a thousand utles each.

The significant characteristic of Indian book production is 90 percent educational
publications and only 10 percent entertainment / leisure literature. The production of school
textbooks has been nationalised and State-owned book production agencies receive huge

“subsidies from the governments for the production of university level books in regional
languages. TFor exaﬁlple, the Telugu Akademi publishes books in Telugu for undergraduate
and post-graduate level courses offered by the Intermediate Board and the universities in
Andhra Pradesh. | I

Indian publishers rarely venture to publish research documents as such publications have

restricted market, The result is many of the research findings do not see the light of the day

~~ and the work produced is actually loss to the country. Few scholars publish on their own but

the percentage is _Very low. Publishers are mainly concerned whether they are in a position to

recover their investment and hence go only for popular type of books or textbooks where they

~ are assured of profit. However, in recent years there is a splirt in the publication of doctoral
theses with the financial assistance from the UGC and other agencies.

11.3 BOOK PROMOTION AND EXPORT

..... ~ 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), setting up of Raja
Ramohan Roy National Agency for allocation of ISBN and organisation of book fairs and
book exhibitions. .

11.3.1 National Book Development Councﬂ (NBDC)

The bock mdustry in India is a large complex organisation and needs the support and

cooperation of the governmental agencies like Ministries - Human Resource Development,

Commerce, Industry, Finance, ete for its development. To stimulate and coordinate the -
production and distribution of books on sound line it was felt ever since Independence a need .




|

|
for a central agency. Such an agency was set up in 1967 and was called National Book
Development Board. The Board was advisory in nature. Tt was entrusted to lay down
guidelines for the development of book industry and trade. The Board workéd for two terms,
ie., till 1974 and became defunt. The need for revival of the Board was felt when the Unesco
has given encouragement to the establishment of national book development councils to
promote and develop book publishing in developing countries. The Govermjnen_t revived the
Board under the name “National Book Development Council’ in 1983.

The National Book Development Council (NDBC) was entrusted with diatiing a national
book policy. After four-year 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 c'ountry, to advise the government regarding the measures to be taken for the development
of publishing industry and trade; to promote thc avaﬂablhty of specml purpos|e books of good
quahty, etc,

11.3.2 National Book Policy o : J

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

iy Production of quality literature at all levels of education, particularly in Indian
languages; : _ : o ' |

ii)  Encouraging authorship, cspecmlly in Indian languages; !
iii)  Promotion of the reading habit, CSpcmally among ch1ldren
|
iv)  Promoting literature especially relevant to children and rural illitefates;

v)  Removal of constraints in thé development of indigenous authorship and provision
of adequate infrastructural facilities for book production and distribition, including
~ imports and exports. o ' |

vi) Orga:niéing seminars, workshops and training courses for book industry personnel;
. _ _ . ‘
vii)  Undertaking the promoting research studies and special projects; a‘nd

viii) Encouraging Indian authors to write suitable textbooks and Indian publishers 1o
publish books, partlcularly in smentlflc and technical dlSCIpllﬂl‘JH for higher
education. o L I

The above recommendatwns are to be approved by the govcrnment _

o

Seif-Check Exercise - 2 |

What are- the aims and objectives of National Book Development (,ouncﬂ (NBDC) reconstituted
in 199027 . |

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.

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



11.3.3 Copyright Protection

Copyright protection in India is governed by Copyr.ight Act, 1957, The Copyright Act
has been amended fourtimes in 1983, 1984, 1994 and 1999. By the latest amendment in 1992,
The term of copyright has been extended from 50 to 60 years.

The Copyright office registers the following classes of works : i) Literary Dramatic, ii)
Musical and Records, iii) Cmematographic films, and iv) Artistic works.

The Copyright board, a guasi-judicial body was constituted in 1958 (reconstituted in
- 1990). It hears the cases and disputes and also grants the licences.

India is a member of two international conventions on copyright,. namely, Berne
Convention for the protection of literary and 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 origin for
specific purposes in case these rights could not be obtained freely on negotiated terms from
the owners of copyright. The World InteHectual Property Organisation (WIPQO), Geneva is
the International Secretariat for the Berne Convention for the protection of literary and artistic

WOrks.

11.3.4 Raja Rammohan 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 country 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 with assi gning
ISBN to Indian publications. Till December 1992, about 1712 big and small publishers and

authors in India have become the members of the system and thousands of their publications .

today bear the ISBN.

'11.3.5 National Book Trust, (India)

The National Book Trust (NBT), India, is an autonomous organisation set up in 1957

“under then Ministry of Education, {now Department of Education, Ministry of Human Resource
" Development). The NBT plays a significant role in book promotion programmes.

The objectives of NBT are -

- to produce and encourage production of good reading material at moderate prices;
and '

- to foster book mindedness among the people.
The activities of NBT broadly are -
- to publish boqks;
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book fairs and exh1h1t10ns generally a1m at-

- |
- to provide assistance to authors, illustrators and publishers; and
- to promote books through exhibitions and fairs.

The Trust publishes low-priced books on a variety of subjects mcludujlg physical
environment and culture of India, folklore, popular science, biographies and books for chuldren,
adults and neo-literates. The Trust has published over 6,000 titles in 13 languages. NBT also '.
organises book fairs and exhibitions, seminars and workshops to promote books; publishing
industry in India. ' \ |

Self- Check Exercise - 3

ii) Compare your answer with the model answer giver: at the end of this unit.

List any three major activities of NBT of India.

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

11.3.6 Book Fairs and Exhibitions

Book fairs and exhibitions of various dimensions are helpful in many countries. These
|

- exposing the books and publications in the local, state, nat10na] and wa‘)rld market.
- interacting with the national or international community engaged in preparation,

production and marketing of books; S ,

- boosting the export market for books and to offer on-the spot facilities tb publishers
from home and abroad for negotiating the buymg and selling 11ghts for co-
production or IEPIIth or translations. '

The book fairs and exhibitions are a market place for authors, pubhqhera altlats book
binders, printers, book-sellers and exporters and hibrarians. ‘Some major pubhsher% fransact
almost 50 per cent of their annual turnover at the book fairs.

The following international book fairs have achieved great sigrificance in thejrecent past:

i) The International Frankfurt Book Fair
ii) London International Book Fair
iii) - International Book Fair, Moscow. _
iv)  International Book Fair, Cairo o |
v) Singapore Festival of Books and Book Fair

- vi)  Beijing International Book Fair
vii) Malaysia Book Fair
viil) ABA Tradc Exhibit, USA o ' |
ix)  New Delhi World Book Fair



Besides the above regular annual/biennial book fairs the book fairs held in Hannover
(FRG}, Paris (France), Geneva (Switzerland), Madrid (Spain), Belgrade (Yugoslavia), Baghdad
(Iraq), Manila (Phillippines) and the Children’s Book Fair, Bologne (ltaly) have acclaimed
popularity throughout the world. NBT, India has been participatihg in the international book
fairs since 1969.

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 Frankfurt Book
Fair. India’s ancient culture and civilization side by side with its continuity in development
were exposed to the Western world.

The New Delhi World Book Fair is a ten-day event which is organised cvery alternative

year by NBT. India. It 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 leadihg 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 (FIP), Authors Guild of India, Indian Libracy Association, Raja Rammohan
Roy Library Foundation, NCERT and Government of India also hold their conferences during
the period of the Fair on the topics related to book promotion.

The Festivals of India are celebrated in major countrics of world since 1981 to expose
Indian art and culture. To mark the oceassion a number of cultural, literary and religious
functions are organised to project the image of India. As a part of these Festivals book
exhibitions were also organised in France and USSR. '

11.3.7 Export and Import of Books

India exports books to 80 countries of the werld. The largest buyers of Indian books arc

the UK, the USA, Japan and West Germany. Nearly 60 per cent of our country’s exported books
" are going to only ten countries and it is not even one percent of the total world export of books,

. India exported 24,707 books and pamphlets and 11,753 news papers and periodicais in 1996.

The publications on Indian philosphy, religion, yoga, culture and ancient classics, history,
natural sciences and current topics are exported to Western countries. Children’s literature
has a good market in Singapore, Malaysia, Kenya, Nigeria, Fiji, Mauritius and West Indies.
Nearly 75 percent of these exported books are in English languagé. Books in varicus 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
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with the NBT, India, to participate in various important international book fairs and.exhibitions.
The Government of India also encourages export of Indian publications by giving! incentives.

However, imported books outnumber the indigenous books. India 1mp0rted 35,483
books and pamphlets and 3,898 newspapers and periodicals in 1996, The cost of these
imported foreign books runs into millions of US dollars and pound Sts=rhngs

The Govemment of India has always had a liberal book import policy for the import of
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 pelicy does not work to the detriment of the:indigenous
publishing industry a quantitative restriction of 1000 éopics of each title per importer per year
has been prescribed. But the later policy announced by the Ministry of Commerce (with effcct
from 1st April 1992) has excluded such a restriction. The present Import Policy of OGL
permits under quota licences, any titlé irrespective of its quality and utlllty can be imported
as many number of copies as are required by a distributor.

This results in importing the sub-standard books which are discarded w1thm a year or -
50, in Burope and the US and called “remainders”. These titles are purchased at ve1y nominal
price by importers and sold to Iibraries in India at printed prices at a 10 percent discount.
Such a practice needs to be discouraged.

Self-Check Exercise -4 | S
How CAPEXIL helps in promoting book exports?
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,

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

114 - BOOK TRADE IN INDIA

Book distribution in India is a very complex business. The distribution ne twork consists
of whole-sale distributors concentrated mainly in four metropolitan cities - Delhi, Mumbai,
Kolkatta and Madras. Other cities and towns have a moderate book distribution; systern, which
the rural areas bave hardly any facilities for book trade. Most of the regional ;language
publishers operate on a small-scale because of their limited resources and meagre l‘f‘ddeI'Shlp
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 printed 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 percent of discount

to other buyers. Unlike Weslern countries Indian publishers and distributors have to mainly

' "depend on saleto Ilbl‘dl‘le§ Individual purchases in our country is negligible and in recent



years the publishers mark/the price three to four times the cost of production, so that even

with a limited number 6t sale, they are assured of recovering their investment as early as
possible,

Indian booksellers can be broadly categorised under the following headings:

(i) Representatives of Foreign Publishers

(it) Wholesale suppliers who import books from a restricted number of foreign publishers
(iii) Booksellers who import books from any publisher abroad

{iv) Retail booksellers who mainly depend on (1) and (2) above

(v} Books seliers without any base

11.4.1 Representatives of Foreign Publishers

Few Foreign publishers have their offices in India but theirl"number is negligible compared
with the total number of publishers. Some publishers appoint their representatives or agents.
The agents usually 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 is, 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 months together without any definite assurance
of supply. ' '

There are another type of bookscllers who are stockists. Some foreign foreign publishers
instead of appointing any one as sole agent, they give the right to many booksellers to stock
thetr publications. Booksellers get limited credit from the forei gn publishers and if the payment
from Indian booksellers is not prompt, the publishers stop further supplies. The resalt is when

orders are placed with such booksellers, naturally supply is doubtful.

11.4.2 Wholesale Suppliers

The representatives, agents and stockists of foreign books are not expected to sell books
directly to the libraries. They are expected to route through booksellers. This is not being

observed now by majority of the stockists. Iibraries can get books directly from the

representatives or wholesale stockists. Only in case of agents, they 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 announcements’ of forthcoming books. They also give
information to libraries from which Indian wholesalers’ books can be procured. Some of the

Indian wholesalers have branches in major cities, specially they ' are concentrated in Delhi,

Mumbai, Chennai and Bangalore.

* Some wholesalers specialise in few subjects.” They do not deal in all types of books.

For example, there are wholesalers who specialize only in law books-or medical books.

Librarians must have a knowledge of such booksellers in case their needs are restricted to
few such subjects. In this category even there are retail booksellers whe specialize in few
subjects. They may be deali'ng in some allied subjects also, but they are more knowledgeable
in their specialization. '
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11.4.3 Indcpendent Importers

Compared to the total number of publishers, their rcpresentatives in our country 1s a very
small frection. In addition to the commercial publishers, there are scveral associations, societies
and institutions who also publish books at irregular intervals. Therc 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 oi they have their
agents abroad. In USA and UK there are export firms who act as agents for booksellers abroad.
These firms are better equipped to procure books from their own country arid export abroad.
Individual Indian booksellcrs who are not tagged as representatives of any firms take advantage
of these agents. One drawback in such cases is it is likely to take more time for supply.

11.4.4 Direct Import

One question often raised is why libraries cannot directly impott books. There is no bar
to import books directly and no licence is required and there is no liability to effect foreign
payment. Any bank dealing in foreign exchange will arrange payment. The banks will obtain
the Reserve Bank permission to remit the money in the currency of the ccfuntry concerned.
But there are severa] difficulties: ’

1) Foreign commercial publishers usually do not sell directly tb librarjes.

2) We have to appoint an agent in the.country of import

3) Foreign publishers and marny agents or booksellers do not give any discount.
4) We will have to pay 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, procuriag boloks_in the country

“works out cheaper. Only in cas¢ of society or other institutional publications direct order is

preferred because booksellers are not interested to import such publications. In scveral cases
booksellers themselves do not get any discount from society or institutional publications, but
instead they have to make prepayment and as such Indian booksellers are not keen to import

such books. : o |

1t will be avantageous for Indian libraries to depend on independent importers who are
prepared to supply almost all the books. Hence it is better to select three or four such importers
provided they adhere to the terms and conditions set out by the Good Offices Committee.

11.4.5 Approval Method

In the last ten years there is a large number of mushroom booksellers 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 publiSh:er’s representatives
and take round to the libraries on approval basis. Approved books they bill and return the
rest from where they have sclected. They cannot independently supgly boloks with the result
libraries have great disadvantages. 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 recommend books for purchase fall a prey to the books brought on approval. Ultimately
many good books are not added to the library as a grants get exhausted by the books sclected
on approval basis. ‘ '

' 11.4.6 Ethics of the Book Trade

There was considerable difficulty in procuring foreign books due to various reasons. The
greatest bottleneck was exchange rate of foreign currencies. There was no uniform rate of
conversion and no uniformity in discount. To get over these difficulties a committee was
- formed consisting of library profession, publishers and booksellers, representatives from
University Grants Commission and observes from Ministry of Education, Government of India.
This committee is called ‘Good Offices Committee’. The commitiee functions as stated in
thelr circular quoted below:

The Good Offices Committee is a voluntary organisation formed 10 establish uniform
terms of book supplies o libraries, and to ensure a fair working margin to booksellers and
an efficient service 10 the libraries. The commitiee meets at regular intervals and after taking
inio consideration the fluctuations in the currency rates, decides on the rates of conversion
governing the sale of books and periodicals....

Now libraries and information centres in India are depending on banks for foreign
exchange rates as GOC reports are irregular and uncertain.

The Ministry of Finance vide their letter No. F23(7)-E.II(A)&3 dated 7-2-1984 has made
changes in the General Financial Rules which dispense with the necessity of calling for tenders
or quotations. Inspite of such recommendations some books sellers 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 hurdles
in the smooth procurement of books.

Buying at the end of the financial year is a direct offshoot of the malady of placing orders
with firms who tempt of offering 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 wasting its meagre {inancial resources. If the
libraries stick to the book selection policies and order the books well in advance with reputed
booksellers, they will be doing ycomen service to the organisation where they are a part.

Self-Check Exercise -5

What are the functions of the GOC?
Note: 1) Write your answer in the space given below.

i1) Compare your answer with the model answers given at the end of this unit.
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11.5 SUMMING UP

In this unit we have discussed the state of book publishing and book tfeide in India and
examined how they affect the building 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 protec,tn:m allocation of
ISBN to Indian books by Raja Rammohan Roy Educational Resources Centre New Dethi,
framing of National Book Policy by National Book Development courxcil, etc Export and
import of books and book distribution systems are also explained. And ’rmally booksellers in
India are classified into five categories as i) Representatives of foreign pubhshcgs, ity Wholesale
suppliers who import books from a restricted number of foreign publisaers; iii} Booksellers
who import books from any publishers abroad; iv) Retail booksellers, who mé’iinly depend on
(1) and (i1), arnd v) Booksellers without any base.

11.6 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-publications. He has to spend huge amoiunts 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 objecﬁveq of National Book Dcvcl opment Louncil (\IBDC) reconstitnted
in 1990 are -

- to review the progress of book publications in the country; .

- to adivse the Government regarding measures to be taken for the developmcnt of

publishing industry and trade; i :

- to promote the availability'of special purpose Books of good quality, otc.
3 Themajor activities of National Book Truse (NBT}), India are - o

1) Pubhshmg low-pnced books on a variety of qubjecte for c,hlldren adults and neo-

llterates, . i
i) Prov1d1ng financial assistance to author% illustrators and pubhshcrs |

iii) Organising book fairs and exhibitions; etc. i
4y The book export in India is looked after by the Chemical and Allied E):(port Promotion
Council (CAPEXIL). CAPEXIL’s Book Division, in collaboration witﬂ NBT, helps the
Indian publishers and exporters to participate in various important intemational book

fairs. It also assists in identifying prospectlve makretb for Indian pubhcatlons

5)  The Good Offices Committee (GOC) is voluntary organisation formed to cstabhsh ;
uniform terms of book supply to libraries and to ensure a fair workmg margin to .
booksellers and an efficient service to libraries. The GOC decides the rates of currency
in order to facilitate the sale books and penodlcals



117 ASSIGNMENT -

1y Write a'éhort_ description_ on Boo_k p_ublishing in India.”
2)  What should be the basis of selecting booksellers in our country ?
3) Do you' prefer higher discount or better service? Discuss

4) Describe: briefly various book promotion activities supported by Government
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11 9 GLOSSARY

Good Offices Committee : This is a voluntary organisation formed to establish
uniform terms of book supplies to libraries and to ensure
a fair workmg margin to book selIer% by deciding the
currency Conversmn rates.

National Book Policy : It is the recommendations made by the National Book
' Development Councﬂ for the promotion of book industry
in Indta _
National Book Trust :. It is an dutonomous organisation set up in 1957 to _

produce and encourage production of good readmg )
materials and fo promote books through exhlbmons and
fairs. B

11.10 MODEL EXAMINATION QUESTIONS.

L Ess’ay Questions .
1. Discuss the activities of various organisations in book'promot_ion _and export.
2. Critically examine book trade in India. '

" 1L Short Notes

a. Good Offices Comrrﬂtt'ee

b. National Book Policy. ST T
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12.0 - AIMS AND OBJECTIVES

‘This unit aims to explain the importance and purpose of Accessioning of reading materials
_in the libraries with special reference to receipt of ordered books, the registering of various
particulars of books in the ACCBSSIOH Register and the passing of bills and the process involved
in the Technical Section. _
After studying this unit, you should be able to
- explain the meaning and functions of accessioning; '

. describe the process involved in the rece1pt of ordered books, pnce verification, -
passing of bills and collat:.on

o . reglster various partwulars of books in the Acccssmn Reglster
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describe various processes involved in Technical Section for preparing books for
use in libraries. : : '

121 INTRODUCTION

- Generally, readers have got a very vague idea about the importance of technical services
such as acquiring, preparing (Accessioning, Classification and Cataloguing 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 doubt that technical
services are essential for carrying out any library activity successfully. This has become of
late alf the more important because the work relating to the ordering of books and receipt of
- books etc., has become complex. Once the books are received in a library, the Acquisition
section should direet the person concerned, who has been assigned the job of accessioning, 1o
check and tally with the bills received duly arranging-the books as per the seriatum order of
Iist in the Bill so as to assign the serial number of the stock.

12.2  ACCESSIONING PROCESS

Accessioning is the act of adding and in libraries it means the assigning of a copy of
identification number to each volume or any other form of library in which all the books
puichased/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 number is cailed
‘Accession Number’.

- 12.2.1 Accessioning Wark

A sequence of technical formalities have to be gone through before a book acquired for
the library goes into the live collection for release to the reader. Accessioning is an important

part of the technical work and forms a permanent record needed to find out the stock position -

of the library at any time. The Assistant in-charge of accessioning arrangés_the.books in

the same order in which the books are listed in the bill and enters them in the Accession -

register serially.

Accessioning is that part of the work of a library whereby every book to be included in
the stock of the library would receive a serial number called the accession number and is entered
in the Accession Register which is an essential record in the library. The books in stock and
thosc 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 (o 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). Accession 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 rules 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) Volumes/
parts, (8) Edition, (9) Sources of supply, (10) Price, (11} Call no, and (12) Remarks on any
. other information (i.e. rebound, discarded and cost written off with authentic authority and
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i) Checkmg of Bills

~ date). The specimen columns of accession register and Grft Register are given in Appendrx
If the ook is lost or discarded and if another copy bought to replace it, the new co;i:y must be

given its own Accessmn number and not that of the book lost or drscarded

A book purchased for library must be entered in the accession reglster and its accession
number entered in the stamp affixed on the title page and also noted on the bill, Ibefore’ the

payment 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 i dlcatmg it
as a Gift in the Remarks column. The Accession Register is an indispensable record of stock
which is checked by the aunditors at the time of audit. It is also a valuable document for
compiling the annual report on the working of the library.”

0 Recelpt of Books -

Books are received in the library several ways. They are dellvered by the bceksellere, .

received by post, comes through railways.or lorry parcel or by any other mode. Usually bills
are also recéived with the books and if the bills are received separately, they are|to be kept
pendmg until the books are received. - '

On recelpt of the supply the Bills are checked with the order copy Wh.lCh is 1ymg pending
in the order file to ascertain the correctness of the items ordered on a form meant for the
purpose. The books are tallied with all bills and order list and their editions and' ﬂnprmts are
verified. As the 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 cdition.
Tt 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 of books exceptin-
case of certain publishers. Further, books sent by V.P.P. will be honoured e}.pect‘m the case

of Government pubhcat:lons where itis condmonal

iii) Collatlon and Tallying Work .. . . ‘
The tallying work includes the tallymg of the prices of the books The price is generally

given on the inner flap of the dust cover of the title page or on its back. For others, the price
is found out from the publisher’s and book seller’s catalogues. Those items which are not

found in accordance with the actual specifications or for which the price charged is more tha
the published one, a discrepancy letter is prepared and sent to the books seller fol supplymg

the documentary proof in support of the price charged. Collation is that part of the work
-~ verifying page by page whether the book contains all the pages intact or defect in pagmatlon "
irregularities in printing and physical defects. Defective copies are to be returnec} to.replace-

with sound copies or reject the damaged book and delete the cost from the bill.

IV) Blll Passing . Prncedure

The Accession Assmtant gwes a certificate. on the b111 that the books have been entered
in the Accession Register vide such and such Accessmn number and affixes his intials. The
books are then sent to the proceserng selection (Techmcal dept) for the work or|processing
viz., labelling, stamping, classrﬁcsiuon and r‘atalogumg and numbermg and sending them to
the shelves in the stacks. : '




v) Passing of Bills for Payment

The bills are hdnded over to the B1lls Assnstant by Acccssmmng Assistant after checking
the total and conversion rates, conﬁrmmg the fact th_e library dls_count allowed has been
deducted from the gro'ss 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 sighature and entering in the Bill Register the related item
on the order form or making the order card, if maintained, with a Stam'p,’Receivcd’. '

In some libraries where indents are prepared as against order cards at the time of placing
order 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 fﬂed in the cabinets
as shelf list cards according to the classified order.

The Specimen Columns of the Accession Register (Wthh are prlnted on both sides of
the pages), the Gifts Register, the Indent Register, the Bill Register and the Sheif card, are
given in the following pages.

ustration -1: The Entries of Accession Register
(Name of the Library)

Date | Accession | Author| Title Edition | Year | Publisher Source | Cost [ Call | Remarks
Number _ Rs. | No.




Tlustration - 2: The Entries in the Gift Register

(Name of the Library)
Date .Acces_sion Author | Title. | Presented [ Publisher 'Volume Year | Call | Remarks
' Number by No.
Illustration-3 : Shelf List Card

Call No. Author |

Accesston No. Title

Order

|of Edition Place Published

‘Received Daté Vois. List Price

Cost _Recommendeﬂ by |
Charged to Address -

Date of Bill

L.CNo. - Received in
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Illustration-4 : Verso of the Shelf List Card

INITIAL AND DATE
Classified Individualised | Checked -
Approved | Accessicned and Typed Number and Card
Catalogued and Labelled sentto | filed

Shelves g

Ilustration-5 : The Entries in the Bill Register
(Name of the Library)

Serial Bill No. | Amountof | Dateof | Amount| Date of
No. |Date of Receipt | Supplied |and Date | * the Bill | Passing the| Passed | Payment &{ Remarks
Bill Cheque No,




 Self-Check Exercise - 1
Lisi various colurnns marked in the Accession Regis_ter. '
Note : i) Write your answer ini the space given below.

i) * Check your answer with the model answer given at the end|of this unit.

12.2.2. Accessioning Records

A full accession record gives the ]ibrafy (1) a complete record of eachjitern 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 collections.

The accession number itself 1s useful in distinguishing among copies or volumes of the
same tit'le'; in matching lib_rar'y'cards with books quickly and accurately; e.g. as an element in
the charging system; élnd for inventory pufposes ina collection arranged ih a fixed locaﬁbn.
Some libraries'have_ given up the accession record but have kept the_élccession number because
of the advantages.. ) ' : o ‘ '

i) Accession Method_s

Accessioning practices in libraries vary from a full record for each itefn to no accession
record at all with its function distributed among other library records. The process and
functions of accessioning have been adopted by each library to suit its own particular needs
with the result that no single method of accessioning may be cited as the 0st cOmmon or as
the best, ' ' :

Accession records may be made in relation to the acquisition prdcess' al{ld the czitalogu‘in o
process and in 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.
ii) 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 pageor
on the first page thereafter; on sorr_ie sclected pages within the book in case the title page is
lost; on the shelf list card; on the book card and on the book pocket. The most common single
location in the book is on the back of the title page. ’




iii) 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-feaf binder with sheets which fit into a typewriter.:

This form allows several persons (o do accessioning at the same time and facilitates the

replacement of pages in case excessive changes or crrors oceur.
b) Card Accession Records
These may be made up of the Order Cards once they have served their prmary functions.

This is particularly effective 1f the order number serves as the accession number of that of
cards specially designed as the accession record.

Advantages : Advocates of the card record, specially the use of the order slip or a special
slip gencrated in a multiple order form system point out that it is as accurate as the accession
register, 1s Iess cumbcersome, takes less time, can give the statistics on g1owth of the collection
broken down by subject field and is as permanent as the accession register.

Disadvantages : Its principal disadvantage is the necessity to provide storage for a card
file which is seldom referred to and which serves no additiona! function. If the accession
card is produced irom automated library purchasing ploccduw the tallying by subject held
or by assignment (o public service division becomes easy and the accession record can be
kept on storage tapes. . '

iv} Accession Record as a permanent Histerical Record

Above all, an accession ledger serves as a permanent historical record of the growih of
collection in respect of both size and content, giving the history of every individual book that
comes into the collection. 1t identifies each volume, giving its source and cost, providing the
price of a lost book for which a borrower has to pay and furnishing the answer to patrons
who ask where a book has been obtained or how muach it costs. It helps in keeping a statistical
count of the growth of the collections and may be planncd to give the number of volumes in
particular subject fields or in particuiar locations and in keeping an casy check on special
collections. Tt-cun serve as a record of gifts and memorials reccived by the library. It offers
facts for quick computation of the cost of books purchased during any given period, including
the complete cost figures in cvaluating collections for insurance purposes. Itmay  be kept to
meet a legal requirement including the furnishing or proof to the effect that a book péid lor
has been added to the library collection. It can be useful in taking inventory. It provides a
charge record for books circulated before processing is completed. It is a popular tool in
collection control, where, it sometimes serves as shelf list and catalougue as well.

v} Use of Accession Records

The modern libraries using the traditional Accession record defend its reteiitien by listing
a number of advantages such as the following:

(1)  Ready information as to source and price paid for each publication

{2)  Ready statistical count of collections

249




250

(3)  Permanent historical i"ecord of the growth of the library:

(4) Insurance record. | ' .

(5)  Circulation record for books loaned before catalo guing.

(6)  Absolute identiﬁcation of each copy of a book.

(7)  Less frequent ‘discharging errors’ in circulation.

(8) More casily used by an untrained person than a shelf list.

(99  Confirmation of gifts for ir_lcome téx purposes and _
- (10) Identification or ownership of titles in a combined li brary.

The Accessioning process will streamline the record of reading materials and show its
stock position to the library authorities, The method of Accessioning may differ from library
and the bibliographical description of the printed and non-printed materials wiil not be the
same in every library. In the management of library the process of accessioning Wwhich play 2

great role, since it is a boon to the library. i

Self-Check Exercise-2

What is the major purpose of an Accession Record ?
Note : i) Write your answer in the space given below. |

ii) Check your answer wit the model answer given at the end of this unit.

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

123  PROCESSING OF BOOK IN TECHNICAL SECTION _
. i

The Technical section of a library is the pivot on which all its activities revolve. The
functions of this section are considered to be mysterious by the lay public. The work of the -
Technical section is basic to that of the other sections of a library. This is the section which
helps transformation of a collection of books into serviceable articles. The old idea i.e., Books
are for preservation has now given way to that of Books are for use. In this context it is
worth knowing in detail the technical process through which a book passes before it is sent to
the shelves after it acquired. ' | '

A chain of activities are to be completed after a book is acquired for the library'and before
it goes into the live collection for release to the rcader. It consists of:

a) Physical preparation, b) Classification, ¢) Cataloguing, and d) Shelf-list.



12.3.1 Receiving books in the Technical Section

Accessioned books are transferred to the Technical section to prepare them for the use
of readers. In bigger libraries where large number of books arc received. there should be some
built-in arrangement to process the books. Books that are to be released urgently, the
Accessioning section 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 books in some
orider. Books can be arranged in several ways (1) by date of receipt, (2) by alphabctical order
. of authors and (3) under broad subject headings. The purpose is two fold. One, the Order
Section is likely to check for duplicates before ordering books and secondly new books arc
likely to be asked and should be traced without much waste of time.

There must be clear cut demarcation of duty in the Technical Section. It is betwer if
classification and subject cataloguing is done by the one and the same person. The advantage
1s while classifying the document, the classifier analyscs 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 Cataloguing can be assigned to another cataloguer.
There can be aiso division of work in case of fiction books, serials, language books and non-
hook materials. This depends on the quality 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 Scction.

12.3.2 Physical preparation of book for use

Soon after the receipt of books and other rcading materials-in the Acquisition Section of
the library, the process of acquisition, accessioning, preparation of shelf tist cards and the
passing of bills for payment, etc., are completed, such books and other reading materials we
sent to the Technical Section together with order cards for future processing, i.c. classification
and cataloguing.

The physical preparation of the books involve the stamping of the name of the library
on the title page and con one or two other conventional pages of the book. A book plate
ownership label should be pasted on the inside of the front cover showing the mark of
ownership of the book. A book pocket should be pasted on the inside of the back cover and a
‘due date sli[ﬁ’ on the fly leaf opposite the book pocket is affixed. On the book card accession
no. call no. and the author’s last name is written on the top, the briel title of the beok on the
second line, placed in the book-pocket. The preparation of the book depends on the type of
issue method adopted by the library concerned. The description given here is for the Browne
systermn of issue method and hence it may differ from library to library. This work of stamping
and labelling can be done by the library attendant under the supervision of the Technical
processing Assistant. '

12.3.3 Classification and Cataloguing

Before starting classification and cataloguing of new books the person concerned has to
check either in the public catalogue or from the master catalogue (if maintained in the Technical
Section} whether a copy of the same litle already exists in the library. If there is already a

copy of the bock 1s available, this information is to be noted on a stip with the call number

T
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|
and the same is to be handed over to a clerical assistant of the section to note t}!u: 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 pubhcanonb like year books which are rc(,ewqd at regular

intervals and the previous volumes are already available in the library. In case of bound

periodicals if the previous catalogue entry is open entry, there is no further information required i

as far as the catalogue entries are concerned. Onply the volume is to be pre pared by giving
the call number and preparing the volume for shelving. This work also to be assigned to the
clerical assistant. . ‘

If the work is divided between the classifier and catalogner, the classifier has to give the
full catl pumber including subject heading. The classifier has to check the previous numbers
given for similar books, check from different bibliographical tools for the correct cb_ass numbet
in such cases where the subject is complicated 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 siips 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 made for each document. The boolks and the slips are now passed on to tl}e typist for
making additional 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 recfify later.

The Technical section should usually maintain a manual for assigning c_l!assiﬁcation

- numbers and subject headings, if there are any variations from the printed tools. 1f authority

files are already maintained, they are to be consulted before classification and bataloguing
work is undertaken. At the same time the authority files are to be updated as and when new
iterns are traced. There should not be any deviation from the tools used, or from the manuals
and avthority files. . i

12.3.4 Shelf List
|

In addition to the card catalogue the library should also maintain a list of its books in
the order in which they appear on the shelves. This card file is technically called the Shelf-
list. It is not open to public view, being primarily intended for use of the librarian in preparing
the inventory 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 themselves or to find out how many copies of a book the lﬂbrar_\,!r has before
sefting an assignment. '

12.3.5 Cataloguing Tools required in Technical Section : |

The Technical Section must have at their disposal several tools which they have to refer
constantly. Some of the important ones are:- : i '

(1) Classification schedules _ |
(2)  Subject Heading List : | _ |
(3)  Author marks (if they are used)
{4) Standard dictionarieé _ |

(5) Catalogue codes



(6)  Biographical dictionaries (if available, two copies in the library - one can be kept
for the use of the Technical Section)

In addition to the above all types of stationery required for daily use stock should be
made available. For want of any of the library requisites, the work in the Technical Section
should not suffer. Even smal items, for example book labels are exhausted, the new books
cannot be released for use. Hence, it is the duty of the Section Head to keep a waich on the
stationery and other items of daily use and place the indents well in advance and not after the
stock is exhausted.

12.3.6 Reclassification and Recataloguing

What is meant by reclassification and recataloguing ? Changing soiled or worn out cards,
or halfsized or manuscript cards for new, full-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 tcrm, “Recataloguing™
as used here means any change made in the original cataloguing, i.e., 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

distinctive call number to each item, which indicates the group to which it belongs and the

' place which it should occupy within that group in relation to other books.

Complete reclassification may refer to a change within a Classification such as cxpandmg
abridged system or to-a change from one system to another and involving complete, partial or
no recataloguing. Partial reclassification involves the arrangement within a clagsification which
result from temporary classification or detection of misplacements and obvious errors. The
process involves much cost to the library. The remarking of books, withdrawal of cards trom
the Catalogue' and Shelflist, the ordering of new cards or the ceasing of old ones, the refiling
and éhanging 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. It may also refer to the substituting of
standard sized card for odd-sized card and the replacing of hand written and worn cards with
type and printed ones. This is called complete editing of the catalogue.

12.3.7 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, authoi’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 stip is pasted opposite to it. After the filing of
Shelf list cards and different Catalogue cards in respective alphabetical sequence in the |
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Catalogue Cabinets, the processed books are thoroughly checked and sent to the stacks for

the use of the readers.

Some libraries display'their new books for a limited period. before they are sent to the
Stack Room. In some cases only selected titles are exhibited. Whatever policy is adopted in

your Jibrary, it is the Technical Section’s responsibility.

12.4 FILING OF CATALOGUE CARDS

Catalogue cards have to be filed alphabeticzlly in the Catalogue Ciahim;et following the
standard filing rules such as letter-by-letter or word-by-word system. Accuracy in filing 13
most iropostant. Wrong filing of Catalogue Cards will tell upon the efficiency of the library.

They can be approached in three ways: (1) by Authot, (2) by Title andjf(f%) by Subject

exclusively for the sake of users. The following are a few rales followed in the filing of cards:

(1) F.ile alphabetically word by word.
(2) Disregard the article, (a, an, they when it occurs as the first word of the file.

(3) Expand the abbreviation.

- 12.5 PREPARATION OF RECENT ADDITIONS LIST

Generally, modern and big Libraries like University and Public libraries bring out Recent
Additions monthly list of a particular library containing particulars of Serial Number, Author,
Title, Accession Number ete in Classilied order. To prepare the list of RSCBI?II. Additions the
master cataloguing slips will be first prepared before the preparation of catalogue cards and
preserved uplo the end of every month soon after sending the newly added books to the stacks
after having completed the process of work in the Technical Section of the library. Such
slips are then arranged in a classilied order, incorporﬁting subject headings under each class,
and tagged for sending them for typing as Recent Additions list (or a'particulair month.

These lists will be circulated to the staff and students, to the other institutions (lLibraries)
and the Departments which arc included in the mailing list ol the library at the beginning ol
every month. This list will 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 to them.
This service will mostly help the researchers who seek current information on a particular
topic of research. This is an cssential service to the users ol the University Library in particular.
These Recent Additions hists will also supplement the information concerning the holdings of
a particular library used in preparing the Union Catalogues. o



Self-Check Exercise - 3

(a) List various tools réquired in a Technical Section for classification and
~ cataloguing of books.

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

ii) Check your answer with the model answer given at the end of this unit. |

(b)  Explain the meaning of the terms ‘Reclassification’ and ‘Recataloguing’.

12.6 SUMMING UP

To sum up, the technical processing of books and physical preparation of books carried
out in the Technical Section of library is comparablc 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
Jibraries, it may also include the Binding and photography departments. The Technical division
can thus be called Preparation Division since acquisition, cataloguing and binding are
undertaken by it. The major Technical processes which a book has to undergo in the Technical
~ Divisionrare as follows: (1) labelling, stamping {(embossing), marking of notation (numbering
in Indian Ink), (2) The preparation of Author, Title, Subject and other analytical entries (Cards

in the Catalouging wing under the rules of Catiiouge codes followed in the library) and (3)

The classification of books as per the Scheme followed in the classification wing—— .- - -

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 alphéibctica]ly in
their respective sequences, in the Catalogue Cabinets as per the rules of filing. The shelf List
Cards will be filed separately in the Catalogue cabinet for the use of the library and the books
will then be transferred from the Technical processing Division to the Stack Area where the
books will be arranged in a systematic 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
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o
brought cut by the Technical Processing Division every month to make the rew additions o
the holdings of the library known to the students and the staff. Thus this division plays a

vital role in the library.

127 MODEL ANSWERS

1. The following are the entries of Accession Register: Date of accession: Accession
Number; Author; Title; Publisher’s name and place; year; Volumes/parts; Source of
supply; Price; Call Number: and Remarks. |

2. The major pusposc of Accession Records; (i) It is a record of each itFm (documents)

added to the library; (ii) a direct record of the library’s growth; and {iii) a chronological

record of the growth of library collection.
3.(a) The following (ools are required in the Technical Section:
1} Classilication Schedules . | ) :
i) Cataloguing Codes . | ‘
{i) Subject Headings list ' _ ‘
iv) Author marks (if uscd) _ _ ‘
v) Standard dictionaries
vi} Biographical dictionaries

(B} The term ‘Reclassification’ means reassigning of class numbers on catalogue cards
and books when the collection is regronped. ‘Recataloguing’ means incorponating any change
made in the entries of the original catalogue. Reclassification and reca[alogLing arc required
when a new edition or a new scheme of classification or a differcnt code of cataloguing is

employed. |

12.8  ASSIGNMENT

(1) What is the purposc and fiinctions of Accessioning of reading materials in the
libraries? Describe the Accession Register.

(2)  What are the various methods of Accessioning 7 What are th Advantages and
Disadvantages of each method of Acacsmonmg"

3y Writc short nole% o1 the following : (1) Accession Register, (11) Gjrt Regw;cr
(it} Shelf List Card, (S.L. Card) (iv) Indent Register, (v) Bills Register.

. (4)  Explain the chhnrca] process through which a bonk passes in a library belore it
is sent to the shelves after it is acquired.

{5) ‘Wtitc short notes on the following : (i) Subject Authority file, (11) Reclassification
and Recataloguing, (iii} Filing of catalogue cards, (iv) ‘Recent 1‘4|\{_dl|_10ﬂ5 list.
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1210 GLOSSARY

Accessioning - : It is the process of 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
ot as gift are entered.

Accession Number While entering the new book/document into the
' accession register for each and every book a consecutive
serial number will be given. This serial number is called
‘Accession Number’, '

Accession Record : Tt is the record t_h.at gives the library a complete record
o of each item added. '

Accession Register It is the register of all books accessioned.

Shelf List : It is the list of cards arranged in an order in which the

books appear on the shelves. This card f |1e is technically
called as the Shelf-list.

12.11 MODEL EXAMINATION QUESTIONS

L Essay Questions )
1. Describe the various steps involved in Accessioning of books in libraries.
2. What do you understand by Technical Proceséihg of books in libraries ? Briefly describe
it
1T Short Notes
- a, Acceésibn Register

b. Shelf List Card.
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130 AIMS AND OBJECTIVES

Serials form an important portion of the library collection. This unit aims to explain the
ditferent types of pericdicals, sources for their selection, problems of subscription, especially
foreign 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, your should be able to

. explain the purpose of serials in libraries

. categorise different types of pertodicals

*  describe the procedure for the selection of sertals

. cxplain how to subscribe to foreign journals

. enumerate the problems resulting from subscription o current foreign journals
. describe the method of processing serials in libraries

131 INTRODUCTION

A pertodical according to A.L.A Glossary of Library Terms is defined “as a publication
1ssued in successive parts usually at intervals and as a rule intended to be continued
indefinitely”. The publication known as “journal” is published periodically and it is called as
periodical. A periodical is a contin uous publication with a single and distinctive title issued

at regular or irregular intervals of less than a year.

A periodical is an agency for reporting current observations, new ideas and research
{indings of piecemeal nature. The periedical is a medium of first publication for speedy
communication of the latest information and research findings in most fields of knowledge.
Periodicals are of utmost importance to the work of a research organisation since they contain
the latest ideas and research data. They are an-important source for specialised information.

The periodicals are distinguished on the basis of their periodicity or period of publication.
They can be classified as (i) Weeklies (e.g. Nature U.K.); (2) Fortnightlies (e.g, Frontline
published by ‘The Hindyu’. Chennai, twice 1 month); (3) Monthlies {e. g American Mathematical
Monthly, published by American Mathemati_cai S_ocict_y: (4) Bi-monthlics (c.g., Geo-Times;
(5) Quarterlies {e.g, Library Quarierly, U.8.A), published once in cvery three months; (6) Half-

yearlies (e.g. Journal of Library and Information Science, published twice a year by the

University of Delhi; (7) Annuals (c.g. Advances in Librarianship U.K) published once in a
year

- 132  TYPES OF PERIODICALS

The periodical publications are of different standards (o suit the different types of readers,

. viz., Child, Student, Business man, the Rescarch Scholar, etc. There are certain periodicals

which contain information for entertainment or recreation, so journals communicate information
helpful to sclf-education while others convey information for the intellcctual development of
the readers.
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13.2.1 Primary and Secondary periodicals _ »

The periodicals are published under synonymous terms, viz,, (1) Journdls {Library

Journal) (2) Magazine (Philosophical Magazine) (3) Bulletin (ILA Billentin, {4) Proccedings,
(Aslib proceedings) and (5) Transactions (eg. Transactions of the ASAE). American
Mathematical Society publishes three periodicals individually under the titles, Bulletins,
Proceedings and Transactions respectively.

The Primary journals, otherwise known as ‘Recording Journals’ from the basic source

" of information for original research in scientific and technological fields, e.g., Annals of Botany.

: . . . .
The Secondary journals known as ‘Newspaper Journals™ interpret the rescarch work

reported in primary literature, e.g., Chemistry in Britain, (But Chemistry and Indusiry is an
example of a journal containing research papers as well as secondary materials). Abstracting
and Indexing Journals also come under the category of Secondary fournals.
' i
Abstracting Journals o |
Abstracting journals contain abstracts or summaries of the articles publishéd in various
periodicals with bibilographical citations: e.g.. Chemical Abstracts, U.S.A. The Abstracting
journals are helpful to retrospective searching by means of cumulative indexes. !
Current Contents
Current Contents is another type of secondary source journal published as weekly by
the Institute of Scientific Tnformation, Philadelphia. It has different scctions dealing with
different subjects and reproducing the contents pages of various journals relating t'P the articles
under publication. The Current Contents journals offer current awarencss service which
communicates in advance the periodical articles under publication in journals. They are
published in various langnages in different parts of the world in the respective subject fields
|
unknown to the researchers and specialists. i '

Indexing Journals

Indexing Journals index the articles published in different periodicals in their chosen fields
or jurisdiction and containing full bibliographical information about them: €.g. !}.’:“rrgz‘nee&ing

Index (This annua! publication enables a specialist to know the titles of articles published in

 different languages ir 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 users. |

Review of Journals

Jt is a periodical comprising articles briefly surveying the developments in a particular
field during the given period. In other words, the review journal summarises theiin formation
found in articles on a particular aspect of a subject in different journals during tbc particular
period which may not be known to the specialists. For example Biological Reviews of
Cambridge Philosophical Society and Science Progress are the journals that come under this
category. Similarly, the annual publication viz.. Annual Review of Biochenmistry gives a
summary of the developments and research activities in the field of Biochemisuiy during the
period of onc year based on the articles published in various periodicals, reports, etc, in the

respective subject during the period of one year.



13.2.2 Periodicals by Source of Publication

- The follt)wing are the different agencies which publish the periodicals. .

Learned Societies

. Peridicals come into existence to serve as organs of learned societies to record the
scientific and research activities of the members and to communicate rescarch activities of
the members and to communicate research findings reported elsewhere nnknown to the
researchers. These journals known as Research Journals provide an opportunity to members
to publish the results of their investigation. Societies publish primary journals contatning
papers of original research periodically and also secondary journals dcéling with the minutes
of the meetings, brief accounts of the papers, etc. For instance, American Mathematical Society
publishes primary and scholarly journals with titles containing (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 for Information Management, U.K.}.

regularly publishes ASLIB Proceedings in the field of Library science.

Institutionalised Research

Nowadays it is not possible for a scientist to carry out /re;,a,arch individually. Thus research
has become institutionalised. Academic institutions like universities report increasingly results
of research in their Journals which do not enjoy wide circulation compared to learned society
publications, e.g. (1) Jimmal of Geolegy (Un1vers1ty of Chicago, USA) (2) Japanese Journal
of Physics (UfllVEfSlty of Tokyo, Japan).

Government Bodles

The research activities and scientific progress achieved by various institutions which are
financed by the Government are reported in the official publications of Government at national
level e.g., Canadian Journal of Chemistry (National Research Counci! of Canada).

Professional Bodies

The work of prdfessional 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 Engineer (Institution of Structural Engineers, U.K.). Like learned societies,
professional institutions publish more than one journal to serve a variety of interests. These
joumals known as ‘Technical Journals’. They are invaluables in that they bring the new
pracesses, equipment, etc, to the notice of manufactures, sales and commercial personnel. They
are often of high standard and scholarly. Much of their value lies in their advancement or
announcements dealing with the new machinery, chemicals, etc, which are not available from
* other sources: e.g., American Dye Sru]ff Reporter (USA).

Commercial Publishers

The majority of the periodicals are brought out by commercial publishing ‘ouses in

Science and Technology with a business motive. Since the societies lack adequate financial.

resources for the publication of periodicals, commercial publishers such as the Academic Press,
U.S.A., Pergamon Press, L.ondon have come forward to publish several hundred primary
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1
research journals as a significant contribution to the communication of !news and views
concerning science and technology. The commercial pressures force them to maintain the
standard and reputation of their jdurnals by ensuring quality, content and telchnical acCuracy
of the published articles through the constitution of a editorial board of eminent scicntists and
subject specialists for each of their journals. Since a large number of institul!ions subscribe 1o
their periodicals to meet the needs of the users, commercial publishers may take an undue

advantage by raising the subscription rates from year to year. :
. : |
Trade journals are more commercial than technical ones and more ne"rvs oriented than
subject-oriented ones and, they rely on revenue frora advertisements, eg. Printing World. Some
are useful sources of business and commercial information while other journals are widely

read by the scientific and technological community, e.g., Chemical Age. i

House Journals g ‘

House Journals include generally those which are issued by various firms and bodies
and are meant generally to be distributed free of charge with a limited circle of clients and
members. The house journals issued in English are meant for advertising biy manufactuers,
dealers and public corporations e.g., Philips Technical Review. Like other foims of literature,
they contain information of value which cannot be obtained elsewhere. This category also
includes the News Leiters issued by various libraries such as Library News ‘Letter issued by
Himacha! Pradesh University and published by Macmillan Co. Ltd., UK.

Independent Journals

Independent journals are numerous in number and cover almaost the whole Universe of
Knowiedge such as Times of India (daily) and Hustrated Weekly of India, published by the
Times of India Press, Mumbai, and The Nature (weekly) published by Macrmillan Co.. Lid.,

UK.

Communicaiion Journals

The demand for fast flow of information has given raise to the commm{icarion or letter
journals. Tt contajns short preliminary announcements of work it progress in the manner of
the letiers to Nature and Science. They ensure prompt dissemination, the communications
are published on an unedited form to give an indication of the fuller publication in a more
conventional journal. e.g. Applied Physics Letier (American Institute of Phytics)., Chemical
Communications, (Chemical Society, London) ' '

13.3 SELECTION OF SERIALS . |

The selection of periodicals for subscription, exchange or gift is an important function
of the library. The library is an agency of graphic communication. The library needs to know
its feaders’ requirements and also have knowledge of periodical publications, The selection
of' a wrong periodical unsuited to the readers entzils waste of time, effort and 1‘150ney.

The selection of periodicals for subscription, by library depends on the fOI;iowing factors:
(1) The scope of library

(2) The [inancial resoutces of the library



(3) Demands of readers
(4) Periodicals which the library is subscribing, and
(3) Whether the title is available elsewhere

'13.3.1 Criteria for Selection of Serials

The selection of periodicals should be determined by the kind of library that it is and
clientele that it has. For example, in a small library it will be improper to subscribe to highly
advanced journals. A committee has to be entrusted with the selection of Journals in the casc
of university libraries. Information Bureaux, London has recommended the followmg criteria
for the selection of periodicals:

(1) Recommendation by Specialists
(2) Recommendation by members of the library staff
(3) Aunouncements and Reviews

(4) Consultation of list of most cited scrials.

The serials or periodicals which are cited very often by the specialists in their books can
be safely subscribed to; when people often quote and refer to certain serials and periodicals,
it can safely be inferred that these publications contain useful matter for the use of research
scholars and specialists. Similarly, the journals and serials which are mostly abstracted and
indexed in standard indexing and abstracting journals can be subscribed 10, because only
articles of those journals are standard ones.

The journals of professional societies, manufacturing organisations and international
bodies can be selected easily for subseription on the basis of their research value and reputation
in the respective branches of knowledge Apart from those mentioned above, the following
tactors have to be kept in mind for selecting periodicals:

(1) Regularly indexed titles should be selected first.

(2) Journals should supplement rather than duplicate each other.

(3) Quality, variety and interest should be considered.

4 Périodicals useful for circujation as well as refercmﬁe should be chosen.

In the case of University Libraries, the periodicals are subscribed to department wise
based on the recommendations of the respective Heads of departments. The Head of the
Department of subject (discipline) is expected to recommend a list of periodicals which are

standard ones. helpful to meet the needs of researchers and staff of his department after
ascertaining the views of his colleagues in this regard.

13.3.2 Sources for Selection of Serials.

Periodicals Directories : It is essential to acquire the periodical selection tools regularly
to get the latest information without any difficulty. These tools [zcilitate the acquisition of
good periodicals. The following are some of the important selection tools, which should be
kept in cach good library.

1) Ulrich's International Periodicals Directory published annually by R.R. Bowker & Co.,
"U.S.A .~ a classified guide to select current list of forcign and domestic periodicals in




two volumes containing an index of titles of periodicals in alphabetical order. 1t also
furnishes information about the periodicals which ceased publication.

2)  Unijon Catalogue of periodicals is one of the sources for selection of periodicals. For
example, The World list of Scientific Periodicals, published by M/s. Butterworth & Co.,
London. : |

%) . British Union Catalogue of Periodicals (BUCOP) -
4)  Direciory of Periodicals, New York. : 5

5)  Catalogues of periodicals published by various periodical subscription agencies like
M/s. B.H. Blackwell & Co. Ltd., London. These Catalogues furnish the titles of the
periodicals in alphabetical order and contain details of penodlclty, the la[est subscri lpuon
rates and postal rates for overseas subscribers.

'6) . The Direciory of Indian Scientific Periodicals, published by the Tndian National
Scientific Documentation Centre, New Delhi (1968) -

7)  Nifor Guide to Indian Periodicals (1935-36)

8)  Indian Periodicals: An Annotated Guide, edited and published by Rajagthan University
Library, Taipur is uscful and valuable source for selection of Indian periodicals.

9)  New periodicals are announced and reviewed in current pericedicals. For example,
College and Research Libraries and Times Literary Supplement are pcrlodlcal titles
which furnish information about new periodicals. '

I0) National Bibliographics like Indian National Bibliography and British National
Bibliography list new periodicals 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 bujildin g up of the

_periodicals collection.

Self-Check Exercise -1

What are the factors that determine the selection of periodicals for subscription?

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

ii} Check your answer with the model answer give at the erd of 'lthis unit.




134 ACQUISITION OF SERIALS

13.4.1 Assessing the Standard of Scrials

The initial step is to compile a list of all the journals subject-wise with the help of
periodical selection tools or sources. The next procedure is to assess the standard of cach
periodical and to make suitable selection on the basis of grading in relation to the needs ot
the library. There are various methods of grading, which are:

(1) To examine the holding lists of other libraries and note the frequency with which
particular titles appear in the lists of libraries specialising in the same subject.

(2y  To count citations in abstracting and indexing publications giving weight to those items
useful to a particuiar library,

(3)  To take into account 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 new 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 it 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.

13.4.2 Methods of Acquisition
The periodicals can be acquired through any one of the following methods:
1) By subscription
2) Through Tnstitutiona! membership of societies and lcarned institutions.
3) By Gilt
4y By Exchange

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 cither annually or for a period of three years depénding
upon the policy of the library.

2) By Becoming Members of Learned Societies

Learned societies generally publish one or more regular publications to communicatc their
activities, programmes and achievements to their members regularly. These publications wilj
be received by the library if it is an institutional member of learned societics. '
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3) By Gift -

Many societies send their publications to the library free of cost for the sake c')f publicity.
Some publishers also supply some of their publications to make the libraries subscribe to them
a later date. The acceptance of gifts may create storage problem. So the gifts should be
acceptcd with much careful scrutiny after ascertaining their usefulness to the clientle df the library.

4) By Exchange

The two commonest forms of exchange are one piece for piece basis or on|a value for
value basis. In other words, in the use of the former method of exchange, a publication has
to be sent in exchange of another publication irrespective of their cost. In respect of the latter,
the exchange of publications should be in terms of the costs of the publications |covercd by
exchange relationship. The former has the advantage of not requiring such accountii n provided
that a reasonable and suitable item is sent or received in exchange. If the value of the item
received is uncertain, it may be advisable to insist on a closer degree or equality ih respect of

the material sent.

Smithsonian Iostitution, U.S.A offers the exchange of their publications with those of

~ interested organisations of various countries. The University of Madras which plilbl]ShES the

Indicn Year Book of International Law sends its copies to foreign universities Lo get in exchange
their law publications for their library. The pubtications which may not be available through
normal trade channels can be acquired through exchange. If exchange agreements are
considered carefully, they can help to acquire the otherwise unobtainable mateﬁals for the
library. But if entered into thoughtlessly it may result in waste of time and energy with little
benefit to the library. : i

The periodical pub]ﬁications are of two types: (1) Indian, and (ii) Foreign. In!the case of
Indian periodicals, the problems of subscription to current journals are less when compared
to those of foreign journals. Itis better to deal directly with the publishers in respett of Indian

' periodicals to ensure regular supply and safety of advance payments made t!owards_ the

subscription of periodicals.

Self-Check Exercise - 2

What are the various methods of acquiring periodicals?
Note: i)  Write your answer in the space given below.

ii) Check your answer with the model answer given at the end of this




13.5 SUBSCRITPTION OF FOREIGN SERIALS

There are four ways of procuring foreign periodicals for Indian libraries :

(a)
(b)
()
(d)

Directly from the respective foreign publishers
Through foreign subscription agencies
Through subscription agents in India

Through a Ceniralised agency like S.T.C

The libraries subscribing to few periodical titles can acquirc them through a reliable

subscription agent in India. Problems will arise in subscribing to foreign periodicals in the
case of big libraries attached to universities and research institutes.

13.5.1 Direct Procurement from Respective Foreign Publishers

There are many libraries and documentation centres in India, which prefer to procure

periodicals directly from the publishers. The following are the advantages of this mcthod.

Advantages:

(1)

Normelly uninterrupted receipt of the issues of periodicals is assured.

(2)  Publishers being reliable, there is no chance of over or under paymeﬁt.

(3) 'The publishers will supply few issues of the periodicals to the institutions even
after the expiry of subscription period in anticipation of renewal of subscriptions.

(4)  Remittancce of subscription amounts to the publishers is assured.

(5)  There is no need for any further proof for verification of the subscription rates.

(6)  No risk is involved in making advance payments for the supply of current
pesiodicals in the case of publishers; safety for amounts paid is assured.

(7)  There is practically no chance of the amount being misused as experienced in the
case of agents, '

(8)  Some periodicals which can be acquired through agents can be got by ordering
directly from the publishers.

Disadvantages:

(1) Correspondence with publishers individually for each title will increase clerical
work. ' '

(2)  Unless the first issue is reccived, it is difficult to ascertain about receipt of payment
by the publisher. '

(3)  The postal expenses will be heavy for sending Air Mail letters which ordering,
issuing reminders, despatch of bank drafts for payment individually to the
publishers.

(4)  The library’s financial commitment towards bank draft charges for each publisher

will be heavy.
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5 Most of the publishers do not entertain requests for replacement copics for non-
receipts nor do they agree to refund the proportionate cost of the missing issues. -

(6)  Publishers offer no discount on suﬁscri‘ption rates.
(7y-  If subscribed through agentb the discount offered by the publishers ro the forrncr
will result in the saving of forelgn exchange to the country.

13.5.2 Procurement through Foreign Subscription Agencles

Advantages :

(1) If subscribed through foreign SlleCI‘lp[lOH agenls like M/s. B H. Blackwcll & Co.,
London, W.M. Dawson & Co.,'London, clencal work and correspondence can be
rcduced ’

(2)  The conversion rates charges will be at the prevalhng exchange rates. -

Dlsadvantages.
1) The foreign agents claim handling charges in respect of some per10d1cals
2)  They are not bound by agreements .

(3)  They do not offer any discount to individual subscribers which is offered to
middlemen or subscnptmn agents. It means loss of foreign exchange 10 that extent.

" (4) Librartes cannot always enforce proper safeguards in tlell‘ own interest in the case
of foreign agents and the transaction has to be on the basis of trast only.

(5) - Foreign subscription agents do not entertain requests for replacement copies or
agree to refund thc.subscription amounts in respect of issues lost in transit. ’

(6) In cas:e of ndn -receipt of issueé the subscﬂﬁing library has to write to the agent
who will in turn inform the pubhsher about the non-receipts. The matter will be
.. delayed by thlS process. '
13.5.3 Selection of Subscription Agent

The first and foremost problem. is the selection of a subscription agent. it is rathg:r' difficult

to decide as to whom to seleC_t among the innumerable agents competing among themselves .

and trying to underquote as much as possible in order to get business. The task of selecﬁng a
subscription agent does not end by simply mvmng quotatlons and appointing one on the basis

- of attaractive and favourable terms,

Since money is paid in advance, it is necessary to choose an agent of integrity and sincerity
rathér than one who merely quotes the lowest states. T here are cases of non-remittance of
subscription amounts to the pub]i%hers The signing of the agreement form and selection on
the basis of lowest rates will not _]UStlfy the selectmn of a subscription agent. The best course .
for Government is to prepare a national reglster of reliable subscription agents. The
Governraent has to lay down-a uniform pollcy in regard to selection of agencies, Co_nversion
rate, mode of payment and matters cbnnccted‘with'non-;cce'ipt of journals. '




(i) Calling for Quotations / Inviting Tenders

Administrative procedure necessitatés the calling for quotations to make purchase on the
basis of competitive rates. Likewise, libraries are also expected to call for qubtatic’ms for -
selection of an agent for subscribing to the periodicals. It is not necessary to invite quotétions
mdividually for pertodicals, since it will not be possible for the agent to underquote the
publishers’ rates and arrange supply to them.

The subscription agencics would be required to furnish their terms of contract in respect
of the following: (a) conversion rates for foreign currenciés, (b} advance payment to
subscriptions, {¢) percentage of discount, if any, offered over subscription rates, (d) percentage
of handling charges over the supply of certain periodicals 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, guality 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 or three years depending upon the policy of the library.

In the case of some university libraries which incur expenditure in terms of lakhs of rupees
per annum, wide pubtlicity to be given in the daily newspapers calling for tenders from the
subscription agents in India for the supply of current foregin periodicals.

ii) Execution of agreement

It is necessary as per Government rules that in case any advance is paid in respect of
subscription of journals, the stipulated agreement has to be executed by the subscription agent.
To safeguard themselves against unscrupulous subscription agencies and for assured supply,
the libraries should get the agreements signed by the middlemen who will act as agents.
Though they sign the agreements the agencies, as experienced on many occasions, do not
strictly comply with the terms stipuldted in the agreement.

iii) Appointment of Indian Subscription Agent

Among the Indian subscription agents, the selection of the subscription agent of the supply
of foreign periodicals 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 subseribe to the periodicals through Indian 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 subseriptions in foreign currencies.

(4)  Correspondence is restricted 1o one party,i.e., the Agent concerned,

(5) Expenditure on postage and correspondence work will be reduced, if subscribed
through an agent. '
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(6)

The Agent will act on the subscriber’s complaint about hon-rccelipts and arrange
for replacement ot refund of proportionate amount for missing isﬁues.

Disadvantages :

{1)

(2)

(3)

4

When subscribed through an agent, it will not be possible to correspond with the
publishers regarding the missing issues of periodicals in the abisence of details
of payment of subscription rates. ' '

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 al}d energy of the
staff. ' :

The Agents will not be able to know about the non-reeeipts till they are intimated _
by the subscribers, since the publishers supply the periodicals directly to the
subscribers, Hence some agents decline to undertake the res!;ponsibility for

arranging replacements fo1 the missing issues.

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 dnd resulting in

* incomplete volumes due to interrupted supply of the issues of periodicals.

(5)

()

(7)

(8).

(9

(10)

(1)

Agents claim handling charges in case of periodicals published by learned societies
and professional institutions, which do not offer agcncyTCOmmissi’Fn.

Institutions will remain in the dark about the non-receipt of subsciiption amounts
by the publishers till they are intimated by the latter.

The conversion rates for foreign currencies claimed by the agénts have to be
checked with the conversion rates circulated by the Good Offices (Committee from

time to time,

There are cases of subscription agents who created _complicationé by refusing to
take responsibility over claims for missing issues in violation of|the agreement.
In such cases the execution of bond is no remedy unless supported by security
deposit. - '

!
The subscription agent has to be appointed after calling for quotatio%ls and selecfing
the lowest. The work involved in calling for quotations and appointing the agent
will take much time resulting in the delay of payment of subscriptions which effect
the regular and prompt supply of periodicals.

Change in the administrative set-up and subscription agents cause ihterruption and
sometimes complete stoppage of supply.

Normally the Towest quotation is'acceptecl, but it may prevent the selection’ of a
reliable agent. B | '

‘The necessary step to get over the above mentioned difficulties would be to set up a
Goy'err_l'ment sponsored centralised agency which can function with service motive rather than

[ : . . - . L} * El ) !
profit motive. State Trading Corporation with a big organisational set-up may be able to cope
with the task of subscribing to various libraries in India and also act as a ¢heck over the

- unscrupulous subscription agents exploiting periodical trade. The S.T.C. equipped with



adequate and tramed personnel will offcr better service to the 11brarles than the private trade

agents.

13.5.4 Efforts of State 'I‘radmg Corporatmn (5: T C )

Due to trade’s failure to handle subscrlpnon to per1odlcals efflclently, a large amount of

. valuable foreign exchange is lost every 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 S.T.C.

can function properly provided that it has a separate machinery to attend to this type of work.
The following are the advantages of subscribing through a centralised agency (S.T.C.)

- Advantages?

(1

(2) It would avoid audit objections.

(3)  Since there will 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 charges in some
cases.

(5)  There will be no need to correspond fbr 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 libraries pay in advance would be ensured.

(9)  Assuming, the government machinery to be efficient, the payment will reach the
publishers in time and there is no chance of the first few issues missing.

Disadvantages:

(1) The S.T.C. offers no discount to subsecribers |

(2)  The S.T.C. disowns the responsibilityfdr gétti‘ng replacement of missing issues.

(3) _ The §.T.C. will not arrange refund for the issues lost in transist leading to audit
objections.

(4) Tn case of non-receipt of the issues of periodicals, the library has to correspond
with the publishers directly which increase postal expenses and clerical work. _

(5)  Asis a Government ofganisation with a cumbersome procedure, there is bound
to be delay in forwarding payments to publishers in time. This will mean non-
receipt of the first few issues of the journals. '

(6) TheS.T.C. lacks adequate and experienced staff, well conversant with pcnodlcals '

Procurement of periodicals through the S.T.C. would eliminate the fear of
embezzlement of library funds resorted to by agents.

trade.
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_ To overcome these drawbacks, a Lemrahse:d agency should have a se])alate division
manned by compeient staff to deal with the acquisition of periodicals. 1t should function in
an effective manner. Computerisation will bring down the cost in due course.

To solve the probiem of missing issues, the centralised agency should get all the
periodicals subscribed from the publishers at its ofﬁcc for distribution to the sithseribing
libraries and for dispatch. Further, the agency shduld work out a sleem to speed up the
delivery of permdlcclls by Air Mail, even at extra cost to overcome the delay Qi 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 issues. "

13.5.5. Role of Good Offices Committee (GOC) |

i) Constitution and Functioning of the Goed Office Committee

The Committee consists of representatives drawn from the Government of Tndia, Indian
Library Association, Jawaharlal Nehru University and Jamia University leraucs JCAR,
INSCOC, DESIDOC, CSIR, ITT, National Medical Library, Federation of Publlshcw and Book
Sellers  Association of India 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.

ii) Functions

The Committee meets at regular intervals and after taking into consideration the
fluctuations in the currency rate, decides on rates of conversion which are widely circulated
amongst the libraries all over In/dia either directly or through the book sellers, thus dispensing
with the necessity of calling for tenders or quotations.

: I
The Committee is housed in the Central Secretarial Library, Department of Culture,
Government of India, New Delhi. '

iii) Usefulness of Good Offices Cominittee |

Good Office Committee plays an important role in laying down prchpcr terms and
conditions for the supply of periodicals and for registering approved agents so 19 to standardise
practices which will help to solve the problems faced by the libraries. This w1lJ eliminate the
procedwre of calling for quotations for the selection of a subscription 1gent. Accounting '
procedure will also get simplified and in code of ethics laid down by the agents to get their
due profits. Libraries will get improved service from Indian Vendors. The agents can undertake
on a cooperative basis bulk lifting of periodicals from abtoad which will not only minimize
their overhead costs but also improve their services. The problem of missing issues can be
aovercome thereby to a large extent. The subscribing libraries will be glad for getting regular
and timely supply of periodicals.

13.5.6 Problems of Subscriptions to Foreign Serials

i) Advance .Payment

Subscriptions to the periodicals has created problems on account of advance payment of
subscriptions. It is found that in certain cases some Indian Subscription ag¢nts have either




failed to trasmit the subscription amounts to the publishers in time or have not paid
s subscriptions at all resulting in non-receipt of the issues of the periodicals which leave gaps

' in pertodical 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 submit a bank guarantee
equivalent to the amount of subscription to be paid in advance. The guarantee is in force till
the agent fulfils his obligations according to his contract. In case the agent within the gnarantee
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 concemned.
But most of the Agents will not agrée to this condition.

iii) Bank 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 library is assured of the remittances made
to the publishers.

iv) Discount

A few agents offer discount to big libraries spending lakhs of rupees per annumi towards
the subscription of periodicals to attract business. 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 learned 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 subscrlptlon agent, the discount md no-discount items have to

be ascertained.

v¥) Handling Charges

In the cases where publishers offer no discount, the agent has no other go than to claim
extra-charges to cover the expenditure over establishment and postal charges in the form of
service charges known as ‘handing charges’. Hence before appointing the agent, it is to be
confirmed which of the items come under the category necessiating payment of bhandling
charges and what percentage over and above the subscription rates has to be paid in addmon
- to the subscrlpt:lon amount by way of handlmg charges: :

| VI) Postal Charges

In most of the cases; the subscmpuon rates are mcluswe of postal chdrges For mstancc '
in the case of periodicals pubhshed by the American Institute of Phyalcs, the postal’ chdxgcs_
E for inland and overseas subscrlbf:rs are’ mentioned separately apart from subscnptlpn rates..

" In'such cases; the claims of the agents for ‘postal charges have to bc honoured after chcckmg r
- with thc postal rates. announced by the pubhshers B ' '
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vii) Conversmn Rates (Exchange Rates)

“The Subscription agencies claim subscnptlon rates . in Indian currency on thc ba31s of
conversion rates for different foreign currencies, in the case of foreign periodicals. | It is likely

* that the agents may claim at higher rates of exchange than the official ones. Hence the agents
~ before appointment should be made to give an undertaking to the effect that they would claim

at the official rates of exchange stipulated by the Government from time to time which would
eliminate excess claim. As Good Officers Committee is a recognised body of the Government
of India, the agents have to claim at the prevailing exchange rates circulated by the Good
Officers Committee:- from time to time. Now the librarics are dependmg on banks for exchange
rates -as GOC reports are megular

|

The hbrarles face audit objections due to non- recelpt of issues of periodicals. Ini the
case of issues of certain. periodicals sent by post, the postal wrappers are such'[(e._g. Time
periodical) that they are likely to be sepa-rated' from the contents during sorting in the post
office if they are not handled with proper care. 'Further, there is the possibility of pilferage in
the Sorting Office, since the periodicals have saleable value. The postal authoritics will not-
entertain complaints for loss of issues sent by ordinary post. The publishers do not send
replacement copies for the issués lost in transit. Hence to solve this problem,I a reliable
subscription agent has to be appcinted 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 i3 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 subscnbers in India and to supply them in big Fundles to
subscrlbers to avoid loss in transit. 7 '

viii) MlSSl!lg of Issues (Loss in Postal Ti'ansn)

ix) Refund

In the case of missing issues the publisher:s will not refund the proportionate cost, if

subscribed directly. Hence a reliable 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 re{placement

copies of the issues of periodicals were not recewed The recovery of cost for non-recelpts
will eliminate audit objections. T - ‘ :

x) Time Factor

- The foreign periodicals which are subscribed to are supplied by surface mail thich takes
three to four months to reach the subscribers in India after their publication. Thus the purpose
of subscribing to the penodlcals is defedted, since the users in Indian libraries w1ll come to
know of the latest developments in their respective subject fields only three or chr months
after their forelgn counterparts. Hence to serve the users, information needs, the Institutions
have to make arrangements to air lift at no extra cost at least the important permdlcals on
cooperative basis to avoid delay in transit..




Self-Check Exercise - 3
What are the various methods of subscribing foreign current journals?
Note: i) Write your answer in the space ﬂgi_vén below.
ii) Check your answer with the-model answer given at.the end of this unit.

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

13.6 PROCESSING OF SERIALS

In the case of university libraries and research institutes a thousand or more of periodicals
titles with different frequencies of jiublication, viz, Dailies, Weeklies, Forotnightlies, Monthlies, .
- Bi-monthlies, Quarterlies, etc., are on the subscription list involving advance payments

amounting to lakhs Qf 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
non-receipts, to send prompt and periodical remin'ders_ claiming replacement of misSin g issues
to take action for the recovery of the proportionate cost of the unsupplied numbers, if the
replacement copies are not available. This necessitates the maintaining or permanent records
for registration of journals. It may be either Register System or Ledger system or Thiee Card
System or Kardex System of Remington' Rand of India depending upon the type of the library
~and the number of periodicals subscribed by it. -Th'e_' recording of receipts and accounting for
the recovery of proportionate cost over u_nsupplied,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 to 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 tablc_’s 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 periodical are received including the
index, the volume will be bound, the bound volume of the periodicals like books will be
accessioned, classified, catalogued and sent to the stacks for shelving and presc_-rvation for .

ihe use of readers in view of the importance of the periodicals in communijcating the latest
developments in different fields of knowledge to research. Hence the periodicals or serials
. section is considered to be the important section in the Library. ' '

13.6.1 Method of Recording Receipt of Periodicals

| Different methods are available for recording receipt of the issues of periodicals. The
methods used for recording receipt of the periodicals are : (1) Register system : (2) Ledger
system, (3) One card system,. (4) Three Card system, (5) Kardex.




¢} Reglster System

Reglstcr system may be adopted in a small library subscribing to one o
periodical titles. It serves as a permanent record of receipt to account for the payn

rtwo dozen

!

ents made

towards the supply of the issues of the periodicals subscribed to record for audlt The
periodicals may be entered in ‘the Register in an alphabetical order or according to the frequency
of their publication. Under this system the monthlies, quarterhcs and half-yearlies may be
entered on one page. The specimen page of the Periodical Register for monthhes and

quarterlies is shown.

Specuneu page of the Penodlcals Reglster (Journals)

Year

Jan, Feb....

Dec

Amount

NAME OF THE....c.....ccorosorsn PLACE....ccesisssremssree FOR THE YEAR ..o o orrre
Si Volume L - Period Bill No.Date |
. No. | Title and Publisher | Supplier Subscription | Remarks




~ Specimen page of the Periodicals Register
(For dailies and weeklies)

Volume and Year........ .
Bill Number and date...............cocvnvennnnnes
Subscription amount.......... e

IR

No.

Months . o Remarks

J an.
Eeb.
Mar.

~ Apr.

" Jun.
Jui,
Aug.
Sep.
Oct.
Nov.
Dec.

As soon as the issue of a periodical is received 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 pcrlodlcal as per the pohcy of the 11brary before displaying the
same for the use of readers.

(2) Ledger System .

The Ledger system is suitable for libraries. .Under the, lcdgcr system the periodicals
~ received in the library 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 in the next page.
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Specimen Page of the Ledger System

Payment _
TIIE ..ot eeeeeeeierrcesceeeeenre e e eeees Volume Annual iBill Number
PUBISHET  oovvvvvvevoeeeoosesssesssss of Year Subn. and Date.
Supplier ......... areeees s - '|
PeriodiCity.....ccvveevenen. _ i
| Order Number and Date..............
Vd]ume Jan Feb March | eecicrieieeens Dec. ‘ Remarks

{3) One Card System

It becomes difficult to ascertain which of the subscribed journals are sdpp_lied regularly.
So a handy 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 limmt, this
systern may'no_t be found suitable. In the one card system, blank cards of 16" x 4" with the

- following columns are used:
. |
Name of the HBIary.........ccconi e Place. ..o oo bt e

THE .o cmtieieeee e e ens s ssesesses e censssceneseesrneenenns FIEQUENCY OF Publiéat'ion.............................
PUBLISC, ..o e oeeesrsssrssrsses ot st st sssre et shose s o




. Supplier.......i.'.'.....L...'. ............. ........... R
" Volume Jan Feb | March] April | May | ... e, Dec
and : : : o o
Year |
Vol. 2
1986

~ Vol. 3
1987
Vol. 4
1988
Vol. 5
1989

Vol.6
1990

Vol7
1991

Vol.8
1992

 VERSO OF THE CARD

Volume | Bill | Subscrption.| Vocher | Reminders | Bound
‘and Number { ~ Amount Noand -| * Sent. upto Remarks
Year Date Rs. - date. | y _ :

Vol. 2
1986

Vol. 3
1987

Vol. 4
1988

Vol. 5
1989

Vol.6
1990

Vol.7
199]

Vol.8
1692

Vol. 9
- 1993

At the time of placing orders, one ca:fd is prepared for each new periodical ordered. In
the case of renewal the columns on the verso of the relevant cards are filled in. When the
periodicals are received by post the addresses.on the wrappers are verified before opening the 279




-in a given subject. Three Card System is used in very few libraries in India.

packets The wrappers covering the periodicals will be sepatated only when they are addressed
to one’s library. The issue of periodical received will be noted in the respective column against
the particular volume and year of the concerned periodical card. The date 01 receipt and also
the initials of the assistant recording the entry will be noted simultaneously. | These cards are
arranged alphabetically in a tray. For example; if the magazine belongs to the month of
February. 2003 is received on the 15th March 2003, the serials assistant will make an entry in
the February column only mentioning the issue number and also the date of recelpt

If the packet does not relate to orie’s own hbrary, the packet will be treqtcd 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 f'llon-recelpts 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 s¢an through all the cards
to find out the unsupplied issues of the periodicals for sending reminders f01 non- 1ece1pt and
io keep a watch over their supply. ,
|
{4) Three Card System

Dr. S.R. Ranganathan introduced the Three Card System in the Madras Umversrty L1brary
For prompt receipt of current issues of periodical publications the library staff have to be
vigilant. To ascertain the unsupplied issues of periodicals, there is-a need to have a system
that can assist in finding out automatically the non-receipt among the hundre :ds of subscribed
periodicals for sending reminders to the vendor without delay for arrangmg supply of
unsupplied issues. The Three Card System is found useful and as requmn only minimum
staff working well in the Madras University Library.

(i) Structure and function of three Cards:

The three Cards used in this system are (1) Reglster Card. (2) Chebk Card and (3)
Classified Index Card. In small libraries only the first two cards are used. But in big libraries
all the three cards are used. The size of the cards normally is of 12.5 x 7.5 ¢m (5" x 3"). To
identify these cards easily the cards printed in different colours like Blu(_:, Pink and Green are

used. The periodical control record is maintained mainly on three cards. ;

The Register Card records mformatlon about the title of the periodical subscribed to, its
publisher, vendor, periodicity, order number and date, volume or year, bill pumber and date
of receipt, etc. The Register Card is a centralised main reccord. Register Cards are arranged
alphabetically by the title of the periodical concerned. The Check Card is also Due-Date Card,
which helps to check receipt or non-receipt of issues of periodicals. The Class Index Card is

also known as Subject Card as it indicates the periodical titles which are received by the library -
i

(5) Kardex I

Thc Rcmlnguon Rand of India has- 1ntroduced an- apparatus known. as “Kardex” for a
kccpmg visible records of penodlcalq it is made of steel. The Cabinet. 1s apprommately o
10 12" (breadth) x 24" (depth) x 20 12" theight). Bach Unit consisting of severn trays and -

holdmg atotal number of 504 ca;d thclert, and cover has a ehdmg dust and lockm g dewcc




For each periodical title there are two cards, namely, Bottdm Card and Top Card. The

Bottom and Top Cards are available for replacement. The cards are supplied by Remington
Rand of India. | |

(i) Bottom Card

At the time of ordering journals, one bottom card is prepared for each periodical with
the title and other particulars typed or written on the lower portion of the said cad. This card
in addition to the usual information contains the following columns :

1 Library has

2. Library lacks

3. In bindery

4. Nature of binding '

All these columns provide useful information about the journalé. The columns with
Library has and Library lacks enable the research scholar to know what volumes of periodicals
are available and what are not available in the library collection. The card is fixed in the
punched holes of the card holder and a plastic tab is put at the month, when the next issuc 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 bottom card is given below.

Name of the Library.....c.occooveiociereineireccnecreeine Subscription No.......ccoiivviiinnenn.
Title .......... SO ' Periodically ...
Volumes per year: . Library has: . Library lacks :

THIE oo senccneceenen JAN Feb Mar Apr May June July Aug. Spt Oct Nov Dec.

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

Type along the dotted line, lhen fold back or detach the stub. The Bottom Card is uscful
for the following purposes: '

1. Holding of the Library, 2. Latest issue received in the library, 3, Gaps in holdings,
4. Location of the volumes and issues, 5. The plastic tab indicates when the reminder is due
for those overdues and 6. Records of issues not received.

(i} Top Card

The Top card s fitted o.pposite to the Bottom card. It lies on the verso of the next card
holder in such a manner that when card holder for a given title is lifted, the cards, ie., the
‘Bottoin and Top Cards face each other.” .

' This card serves the purpose of keéping record of payments made to dealers and provides
information reg'udmg the follow up act10111 connected with the receipt of periodicals, i.e., issuing
~ reminders and keeping a record of such reminders. It also serves as a classified card. Tt cannot
serve all those functions performed by a card in the single card system because the ‘single’
~cards are handy as they are arranged in a classified sequence. But the card in this system
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Specimen of tlu_: top card

- Amount ‘of subscription -

cannot be made to serve those functions because these cards are placed in the ca|fd holders
opposite the bottom cards which are arranged in alphabetical order. These cards.are also prmtcd
on both sides and each side for recording entries for monthlies, bimonthlies, quart rlies, etc.
The card contains the following information, volume number, date of publication ( year), date
of receipt of bill, voucher number, subscnptlon amount along w1th date of payment| and name .

of the agent. : r '

Volume Ne. ' o ' o |

Date of Publication

Date of receipt of bill | ) ' - ]

Voucher Number | ' ' - |

Agent . T

Volume Number

Date of Publication S R ‘

Date of receipt of bill

Voucher Number

Amoﬁnt of Subscripti'c)n” o _ ' : |

Agent

. Kardex as a method for recording the receipt of periodical publications is quiée popular
specially in large libraries, subscribing to a large number of periodicals. Modification of the
Remmgton Rand Standard proforma is generally done by individual libraries for th?n' kardex
penodlcals control, The ‘Remington Rand of India takes the responmbﬂlty of printing the
cards in accordance with the needs of the hbrary : : ‘

In this system the cards are held in paper’ pockets with a transparent strip at the lower
edge 1nto which the bottom edge of the card on which the title of the perlodlcal }S usually
typed may be inserted. Since these pockets in the tray are arrangéd in a slopplng manner, it
enables a person to scan at a stretch seventy two periodical titles and locate the required titles

immediately. Since these cards are inserted into paper pockets the loss of cards is pre\'rénted

It also ensures the safety of these records, since the cabinet containing the tray has a locking

mechanism. meg to the use of different. plastlc mgnals for périodicals control, it 1§ possible
without much dlfflculty to know the overdue items for i 1ssu1ng remmdcrs time for the1r

~ replacements. - _ S o ‘




Self-Check Exercise - 4
@ List various methods of registering the receipt -of-periodica]-é-- .
| Note i) Wnte your answer in the space glven below

11) Check your answer with the mode] answer glven at the end of thls unit.

(b) What is ‘Kardex’ ?
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........................................................................................................................................................

13. 6 2 Computerlzatlon of Permdlcals Control

With advancement of science and technology, the l1brary routines of repctmvc nature
can be computerised, The increasing number of perlodlcals and the repetitive nature of work
involved in establishing control of current periodicals justify the use of . cornputers.

Speed and accurate processing are thé commori advantages of all computerised activities.
Consistency and uniformity in the maintenance of records can be achieved. In addition to
maintaining the comﬁlete up-to-date-information about each periodical, t}}e stored data can be
utilised for preparing reminders to the publishers for non-receipt of OVBI‘duE issues, preparation

 of various lists i.e., list of subscribed periodicals, list of periodicals’feceived on gift,
agent-wise, country-wise, language w1se and subject-wise lists of tllles in the holdmgs Of the
library. - . S : S I : oo )

' 13 6.3 Financial Contml

Flnance is the main source for acqulsltlon of reading materials, appomtment of staff and
organisation of services in the hbrary For smentlflc management of library fmance it is
essential to prepare an annual budget. The Budget is a financial statement of cstlmate of
-revenue and expenditure of an institution for a definite period of time. .I_t is an instrument of
financial control ensuring niaximum__ u'tiliza[io_n/of the available financial resources.
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i) Budget Allocation

The Budget of the library forms part and parcel of the Budget cstimates of the parent
institution. In the case of Budget Estimates it will cover the period from the 1stof Aprilofa
particular year to the 31st of March of the following year (i.e., 1-4-2002 to 31-3-2003). While
submitting the budget proposals, the librarian has to estimate the financial requirements for
books and periodicals, salaries of the staff, stationery and contingencies ;aking into

consideration, the likely increase in staff salaries, in cost of books, enhancement of subscription - :

rates of periodicals, ete.

The financial commitment in respect of periodicals is 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% ovér and above the budget

- allotment of previous year has to be requ'estcd to meet the possible increase in subscription
rates for the coming year. For instance, if the expenditure incurred over subscription to current
periodicals for the year 2002 was Rs. 2.00 lakhs, the librarian should request the authorities
to increase the budget provision for pe'riodicalé. for the year 2003 to Rs. 2.3 lakhs to cover
enhancement of subscription rates of periodicals by 15% fcar the year 2003. i

The amount alloted to periodicals under Budget ESHIIIdtCS will be allocated department—
wise on the basis of their requirements. This is intended to limit the expenditure to Budget
allocation. The control of expenditure is possible through the maintenance of Billr} Register.
ii) Maintenance of Bills Register

The Bills Register for current periodicals will enable us to know the number;and details

of bills passed department-wise and the expenditure 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, '

SPECIMEN OF THE BILLS REGISTER

Department : ' - Amount ah[ocated
Date of | Name of | Bill No. | When cer | Date of Amount ;
Receipt the and Date | tified for payment : Remarks
: Supplier payment - | Passed - Total | Balance
for pay- Rs. Rs.
ment .
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iii) ]?élssing of Bills

'Subscription-to_the current periodicals are payable three months in. advance (the last
quarter of previous year) for the supply of the issues of current periodicals dliring the year as
and when published. While passing the proforma invoices-for payment, the correctness of
the subscription rates claimed in the bills has to be checked, with the publishers renewal notices,
periodical 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) in respect of undercharged and of passed for
payment and credit notes received from the agent towards the refund of amounts for unsupplied
issues have also to be regularly 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 position has to
be_periodically reviewed and timely action taken for sending monthly, quarterly and annual
. statements, of over due issues to the agents to ensure their supply or to claim refund of
proportionate amounts if the replacement copies of missing issues are not available. This is
made possible by the maintenance of the Register showing recovefy of advance paid to the
periodicals and also Kardex periodical control system with necebbary modifications to suit
: needs of the individual libraries.

v) Recovery of Proportionate cost for _Uns;ippl_ied issues:

If the subscription agent fails to supply the over-due issues in spite of reminders and
long correspondence, necessary action has to be taken to recover the proportionate cost of
unsupplied issues for adjustment to advance paid to the agent to account for the non-receipts
and also to avoid audit objections at a later date in respect of non-receipts. The subscription
agent will refund the proportionate cost of unsupplied issues of the periodicals fhrough 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 aodit
queries at a later date. ' | h '

13.6.4 Display and Preservatmn

For the preservation of current periodicals for future use, the volumes of current pcnﬂgicals

\
AW

have to be boqnd accessioned, processed and arranged systematically on the shelves.

i The Perlodlcal Display cum Preservation Rack

The rack contains plgeon-ho]es for preserving the back issues of f)eriodicals and sloping
shutters fixed to all the pigeon-holes for the display of current issues of the respective
~ periodicals with a locking mechanism to avoid the loss of back issues of periodicals.
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ii) Buldmg of Journals

Before binding it is to be ascertained whether all the issues of the peuodtcals including
the title page and index relating to a volume have been received. Only complete volumes
have to be bound. In the case of binding of joumals' only such journals like subject periodicals
which are of research value are likely to find demand in later times need be Ieather bound for
the sake of durability. In the event of gaps occurring in supply affecting thb continuvity 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 bound volume
of the periodical will bear the abbreviated title, volume numter, year of publication and the
name of the library for identiﬁcatio_n. For the sake of convenience in handling them, the

~ volumes which are bulky have to be bound in two or three parts, as the case may be.

i) Accessioning of Journals

After binding, the bound volume of a perlodlcal will be treated 1lke a book and taken-
into the stoek of the library. A separate {stock) accession reglqter will be mamtamed in the
hbrary for bound back volumes of periodicals containing all the details relatmg to them The
accession numbers of those bound volumes will be noted on the back of the title pageq and
also in due pages adopted by the llbrary, and at the same time the shelflist 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 pertodical title is classified and catalogued,
there is no necesslty to type catalogue cards for the subsequent volumes of the same penodlcal
since the same class number and catalogue cards can be used for making entries.

The bound volumes of periodicals will be arranged in separate sequence in the stock are

v) Shelving of Journals

on volume number or yearw1se as the case may be
Self-Check Exercise -5 - _ - o
What are the advantages of computerizing Serials Control?

" 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




13.7 SUMMING UP

The Serials are of various types published by learned societies, Government departments,
and commercial firms. They may be issued with varied frequencies - weeklies, monthlies, .
bimonthlies, quarterlies, annuals etc. The serials may be acquired through subscription,
membership and by 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 separate machinery to atiend 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 registering
the receipt of periodicals. Now-a-days libraries have started using computer for serials control,

13.8 MODEL ANSWERS

1) The factors that determine the selection of periodicals for subscription in 2 library are
i) The scope. of the library. o -
ii) the financial resources of the library
iii) demands of the readers . ) .
iv) periodicals which the .l_ibrary is subscribing to, and
v) Whether the title is available elsewhere.
2) The periodicals are acquired through -
i) By subscription ) _
i) througi] institutional membership of societies and learned sOc_iétics
iiii) by gift ' |
iv) by exchange
3) The methods of subscﬁbing foreign current journals _aré | '
i) directly from the respective foreign publishers _ -
ii) through foreign subscription agencies
’ ' iii) through thé subscriptioﬂ agents in India
| iy) through a centralized agency | |
‘ 4(a) The methods used for recording the receipt of the peri_odicals are

| i} Register system, ii) Le&ger system, iii) One card system, iv) Three Card system,
and v) Kardex : ’
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(b). ‘Kardex’ is an apparatus for keeping visible records of periodicals. It is made of steel

. and supplied by Remington Rand of India. ‘The cabinet i$ approximately 10 12" (breadth}

x 24" (depth) x 20 12" (height). Each unit consists of seven trays and holding a total
number of 504 card holders. It has sliding dust cover and locking dewce

© 5} The advantages of computenzmg _s_endls centr_ol are _
i) Large number of periodicals can be handled with ease.
. ii) Con‘sisteﬁcy and unifofmity in records.
1ii) Uptodate information can be provxded

1v) Reminders about non- recelpt or over-due issues can be sent aintomatically.

13.9 ASSIGNMFNT

(1) What are. the pioblems that arise over subscription to current foreign penodlcale |
. in Inchan hbrarles‘? : : : _

(2) What are the different methods in vogue in Indlan 11brar1e‘ for subseribing to the
- foreign perlodlcals ? State their merits and demerits. :

(3) A centralised agency like the State Trading Corporation can 5olve most of the
' problems in respect of the acquisition of forelgn Journals D1scuss

R € - “What are the dlfferent systems followed for Senals Control'?

:' (5.) Explain the Kardex system of Serials Control.
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13.11 GLOSSARY B

'Abstractilig Journal Abstracting journals are the journals which contain
o . -abstracts or summaries of the articles published in various
peﬁodjcals with bibliographical citations.

Bottom Card . - ¢ Bottom card is thé card which is prepared for each
periodical with the title and other partlculars typed or
. written on the lower portion of the said card.

5

Checkcard - : Check card is one of the important card of the three card
' - system developed by Ranganathan. This helps to check
. automatically receipt or non-receipt of a particular issue of
a periodical. |

Current Contents  : It is the one of the current awarencss service which
- communicates in advance the periodical articles under
publication in journals in various languages in different

- parts of the world in the respective subject fields.

House Journal  ° : These are the journals which are issued by various firms
' : and bodies and distributed at free of cost to a limited group
of clients and members.

-Indexing Journal  : It is an index to the articles published.in different
- periodicals of the respective subject field.

-Periodical " - : Periodical is a publication which can be pubhshed at
' B regular mtervals with a consecutive number '

‘Top Card -+ Top card is just opposne to the bottom card, Wthh serves
S ~ thepurpose of keeping the record of payments made to

. dealers and provides information regarding follow up action -
- connected with the recexpt of penodlcals B '
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13.12 MODEL EXAMINATION QUESTIONS

1 Essay Questions
1. Discuss in detail the problems of subécription to foreign periodicals.

2. Explain the method of processing serial publications in libraries.

* II. Short Notes
- a. Three card system

b. Good Offices Commitiee.
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"BLOCK -1V : CIRCULATION AND MAINTENANCE

This block deals with circulation and mamtenance work in hbrarles 'I_‘h_ere' are three
—— units in this Block (Unit nos. 14- 6. L

S -Uﬁi‘r—’iﬁ‘deais_sﬁiﬁ__iii_(;fk and methods of circulation in libraries, various jobs of issue
and return of books and other documents. Maintenance of records and registers, preparation
of circulation statistics, automated circulation systems etc is also dealt in circulation routines.

Unit-15 explains various collection maintenance methods such as shelving, stock
verification, weeding etc in libraries, Unit-16 concentrates on Conservation and Preservation.
. The need and purpose, criteria for book binding, organisation of Binding department in libraries,
tools and methods of binding and staff required have been discussed in thlS umt




UNIT - 14 : CIRCULATION - WORK AND METHODS . -
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140  AIMS AND OBJECTIVES

This Unit 1ntr0duces the mrculatlon work and its I‘[]Bth()db in libraries.

After studying this unit, you should able to

. explain the need for circulation services:

. identify the factors that should be considered in planning circulation process;
. discuss the features that should be considered in planning circulation process;
. discuss the features of an ideal charging system;

. describe the various functions performed by the circulation scction; and

¢ have an idea of the evolution of various circulation systems.

141 INTRODUCTION

Circulation section performs one of the most important activities of a llbrary It issues
- books to borrowers and receives back from them and maintains an accurate record of the
transactions. Its importance also lies in the fact that a large number of users come into contact
and interact with the staff manning the circulation desk. Courtéous behaviour and helpfut
attitude of the staff at the circulation desk not only helps in building up the good image of the
hbrary but also encourages use of the llbrary collection.

142 NEED FOR CIRCULATION

One of the basic functions of a library is to promote the use of books and other reading
materials by users. This is mainly done by:

* offering facilities for reading books and other documents within the library premises;
and '

* lending of books and documents for reading at home.

The circulation section is responsible for the second function, i.ending of books helps
the readers who may not find time to read in the library. Such readers can borrow books
irom the library and read them at home at convenient time. Lending of books not only
promotes goad reading habits outside the library but also beyond library hours. This facility
is most likely to encourage more readers to use the library. In addition, the provision of
borrowmg factlities is helpful in minimising the problem of overcrowding in libraries, which
normally have limited seating capacities. It is though the provision of borrowing facilities
that libraries try to satisfy Dr. S.R. Ranganathan’s first law of Libraries Science - Books are
for use.

Circulation activity involves lending of books and other library materials, receiving them
back from borrowers and maintenance of records of such transactions in a systematic manner.
The organisation of a circulation section is based on factors such as size of the library, types
of services offered and the degree of departmentalisation.




14.3 Dr.S.R. RANGANATHAN’S VIEWS ON' CIRCULATION

|
According to Dr. S.R. Ranganathan, in libraries books are r‘nllected for Use, kept for

---Ise and served for Use. All the technical processes and routines such as receiving buggestlons

for new books, acquisition, accessioning; -classifying, cataloguing, shelving and circulation
are carried on only. for use. '

|
The paramount function of a library therefore is to provrde maximum facilities to readers

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 end%avours to brrng
“-thié Teadérs and the books togéther in a personalised manner, the circulation section is
* responsible for the operation of a  suifable mechamism which-encourages use of books by readers
through home reading. o |

T 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 effective and efficient service to its
readers : |

T Tia4 _LENDING SERVICE

cximid e Vs b man — e
The nurnber of books or otner Irm:, ANOWES 07 1000 10 w.,h ,l.-mb{‘.r denf‘nds on vaio

factors sneh :ﬁ . . ‘

Yy

. category to which the members belong (teachmg staff, non- teachmg staff, research
scholar, student, cie.) O

. total number of nrembers ' : | ‘

. size and nature of library collection

. book selection policies relating to acquisition of nrultiple copies of books

. period of loan |

. availability of photocopying machine

. ‘area covered by the library, that is, whether the majority of users are Iresidents of

surrounding localities or whether they are dispersed at far away H)laces.

i) Number of books to be issued: The number of books issucd fo a meniber at a time is
detertnined by the loan pohcy of the library. For example, in a university library which serves
- different categomes of users such as students, research scholars; non—leachmg staff and teachmg

staff the number of reader s tickets issued varies from ohe category to anottier, To thls case, -

. the students may be allowed 1 borrow three books,at A tlm
I teaehmg staff 2 books and teachmg ‘staff 10 books 3 '

T

ii) Not to be lssued b(mks‘ Reference bookq quch as encyc,lopaedlas dretlonanes research

dlssertatlons are m constant dernand and they a;ra meant for, coﬂsulta’ﬁon “‘mhm the library

only. Hence, these are normally not 1ssued out ofr: 1oan in. most ot the hbranes In addltron to

e%earch scholasz books ncm— :



these, other categories of books such as rare books, out-of prmt books, books in brlttle
condition and books in great demand are also not lent out.

iii) Period of loan: The period of loan differs from library to hbrary Itis also detormmed 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 books are issued for a fortnight

or a month. Textbooks are lent for a much shorter period.

iv) Overnight issue: Some libraries offer overnight issue facility to its readers. In every
library, there are certain books which should be available for consultation at all times within
the library. Though these are not reference books, they are not issued under normal conditions’
as they are in heavy demand and in constant use. As a special case, such books are issued for
overnight to those readers, who require to read them urgently, 50 as to enable them to read at
home. In this method, the books are issued at the time of closing of the library on the condition
that they should 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 permitted to take advantage of this facility for a specified period. This is done as a
punishment and to instill a sense of djéoipline among the library members.

- Self-Check Exercise - 1
What factors determme the numbor of books or other items 1ssued out on loan to each member‘?

Note i) Give your answer in the space give below

ii) Compare your answer with the model answer give at the end of this unit.

.......................................................................................................................................................
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14.5 FACTORS IN PLANNING CIRCULATION PROCESS .

Library management has to take into consideration a number of factors at the time of
planning circulation process. Some of these are

. Variety of materials

. Categories of members
. Nature of services

. Choice of cltlarging system

. Personnel requireméhts

i) Variety of materials : A library acquires a variety of material such as books, periodicals,

audio cassettes, video cassettes, films and microforms. For the utilisati-on'of some of these
materials, certain special equipment is recorded. The library management has to take into
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consideration the size of various library collections, and their rate of borroval at the time of
planning circulation process.

ii} Categories of members : In a special library, the users are a homogenous group with
specitic fields of interest, which can be easily identified. On the other hand, in a public library
the users are a heterogeneous group, that is, they belong to different social categories (like
children,' vouth, adults, women, etc), educational levels and have diverse iareaq of interest.
Moreover, their purpose of visit to the library may differ from person to pcrson We have to
plan the circulation process keeping these points also in mind.

iii) Nature of services : There are many questions relating to library service that require to
be answered while planning circulation process. Should all types of librﬁry materials be
allowed for circulation ? Should audic-visual materials ? What should be the loan period for
various types of library materials and for difierent categories of uscrs? What should be the
renewal policy ? Should the library collect overdue charges 7 If yes, by what‘mcthod ?

iv) Choice of charging system : This is one of the crucial decisions in'the planning of
circulation process. It has to be decided keeping in view the factors such as work load at the
circulation desk, type of users, loan periods and information which the circulation system
should provide.

v} Personnel requirements : Professional staff who are trained in library !and information
science are required'for determination of basic policies and procedures and gcn:cral'supcrvision.
The routine jobs of charging and discharging, renewals, etc. can be done by se"mi-professionals
or even by clerical staff. The only essential requirements is that these persoanel (semi-
professionals or clerical staff) should have thorough understaﬁding of the basic process of
charging system and have a clear idea of library loan policies.

14.6 FUNCTIONS OF CIRCULATION SECTION

. The functions of the circulation section are:

. registration of members é
' charging and discharging :
. inter-library loan i
. maintenance of records and statistics

* © miscellancous functions such as maintenance of visitors regIQter property counter,
checking at entrance and exit-point, etc. ' '

' 14.6.1 Registration of members

Libraries lend out books and other reading materials to readers so that they can utilise
and exploit the collection to a maximum extent, It is essential for any 1ibrarly to maintain a
record of its registered borrowers. This is necessary for various reasons such as accountability,
safety of books, sending reminders for overdue books and recalling books which are required

- urgently in the library. The registration of library members serves the following purposes :

i) To identify the borrower: Registration helps us to.know the place of residence or
working 'of the member so that reminders could be sent for overduc books or books required




urgently for other members. By checking the membefship form or card, the library staff can
find out the address of the borrower,

i) To collect statistics for performance evaluation: Registration of members provides
us statistical data that is required for measuring the effectiveness/usefulness of a library in
terms of its services ta the user community.

iif) 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, you'th
students, males, females, businessmen, teachers, etc. This data is valuable at the time of book
selection and collection development. By acquiring books which meet the needs of the variouns
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 requested to fill up the prescribed application
form, which contains details such as name, present and permanerit residential address, present
official address, age, occupation, subjects of interest, name and address of the guarantor, etc.
Application forms should 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. Some
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 to abide
by the library rules and regulations, the library 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 borrowing facilities are restricted to those working in their parent
organisation. Academic libraries such as college and university libraries otfer borrowing fa-
cilities to all members of the teaching and non-teaching staff and registered students. Tn public
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. J

Self-Check Exercise -~ 2

Mention the three purposes served by member’s registration
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.




14.6.2 Charging and Discharging

Charging refers to the job of issue of bocks to the readers and discharging pertains to

the job of attending to the teturn of books. We shall discuss about these in detail in section

14.8.7 i

14.6.3 Control processes | i

To regulate the circulation of library materials and to prevent monopolisaticn of use of -

library resources by a few selfish individuals, certain steps are taken by the circulation section
of the library. These are collectively termed as control processes. They include. '

. renewals
o reserves or holds
. recall ‘
. reminders

7. s+ overdue charges : . i
. notifications |

Let us discuss each of the above control process:

i) Renewals: Renewal is the extension of loan perlod by reissuing the same book o the same
individual. Generally, a book is renewed only if there is no demand for the bdﬂ‘l(—‘ from any
other reader. Renewal can be done in person or by post / telephone depending on the policy
of the library. The readers are expected to return the renewed book immediately if recalled by
the library.

ii) Reserves or Holds : Sometimes the book requested by a reader may be issued out to some
other person. In such cases, the reader fiils in the reservation card and hands it over at the
cir culatlon desk. Reservation card contains details like call number, accession number. author,
title of the book and the address to which intumation has to be sent on receipt. of the required
book. The counter assistant verifies the charges tickets and puts the reservation card along
with the book card of the issued book. When the book is returned, the circulation rcc"ord
shows that the book is “on hold™ for the reserving person. This “on hald” book is placed in a
separate shelf and the person who had requested for it is informed about thie av‘a!ilabilit)} of
the book in question.

In academic libraries such as college and university libraries, normally thereiis a heavy
demand for textbooks and other related materials, However due to shortage of* fund% the

libraries cannot afford to buy too many multiple copies of these books to meet the demarde'

for the same books by a number of students. Morcover, there is a need to maintain balancc
between the two conflicting needs: the need to acquire multiple copies of the same titles and
the need to procure different titles to achicve variety on collection. In such circlimstances,
the library can effectively utilise the reserve or hold procedure to control the cir{i:ulation of
books. . . ~ '

N

iii) Recall : This involves calling back the book renewed/overdue so that another pcrst')n who

had requested for the same title can borrow it. After receiving a request from a réader for a
298 renewcd/overdue book, the circulation incharge sends a notification to the borrower requesting




him to return the book immediately. As already stated in the above section, books are renewed
on the conditton that they would be returned to the library when recalled.

iv) Reminders : Some readers do not return the books on time. This may be due to many
factors such as forgetfulness, selfishness, carelessness and inconsiderateness. The circulation
staff are expected to send reminders promptly for overdue books at regular intervals. This is
rcgarded as one of the most important functions of the circulation scction. It is essential to
prevent monopolisation of books by a few individuals and to allow reasonable oppbrtunitics
to other readers o utilise the resources of library.

v) Overdue charges : Generally libraries impose fines for the late return of books. Such
fines are called as overdue charges as they are collected only for those titles which are returned
to the library after due. Overdue charges are meant to discourage individuals from kceping
the books, which are in heavy demand, with them for long periods. Also, itis 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 the fine imposed either increases of

-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 charges, it may be done by issuing receipts or by keeping
a conscience box. Collection of overdue charges through issuing receipts is considered to be
a costly and time-consuming method. In the conscience box method, a small locked box,
with a slit at the top for inserting money is Ipla_c':ed at the issue counter. Those individuals
who return 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 circulation section depends on its ability to send various
notices to its members promptly and on time. Most of the control process such as helds or
reserves, recalls, fines/overdue charges depend on this function. The process ol notification

is expedited if accurate and up-to-date records of registered members are maintained and if

the library formulates clear policies relating to Ioan periods and overdue charges.
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Self-Check Fxercise-3

-a) State the function of the circulation section.
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.

b) List the six items which constitute the “control processes” of the circulation seéti!on'.

14.6.4 Intexr-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'-librzl;ry loan is
used to refer to such loan transactions between two libraries and it is regarded as the earlist
form of library cooperation. Generally, the circulation section takes care of inter-library loans.

Library networks involving participation of various libraries in cooperative pr-(!)grammes

and union catalogues facilitate inger-library loan operations. -
|

| Inter-library loan operations may be discussed under two headings: _ |

. borrowing :
* lending ' B ) i

i) Borrowing:-On rccei\-ring'ﬁ'i'équest 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 ﬁ‘atalogues
and union lists are very helpful. After identifying the library, a request is sent to it through a_
standard form or letter. 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 ‘T:\(ithin 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-tibrary loan is received by the lending library,
it checks its catalogue. If itis 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. '

14.6.5 Maintenance of Records and Statistics -

The circulation section has to mantain properly as these provide statistical data about
the number of books 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 annual reports. '

14.6.6 Miscellaneous Functions

Normally, the circulation desk is located near the entrance/exit-gate. Due to this fact the
circulation section is enfrusted with the responsibility of maintaining gate register and property
counter and checking at the exit point. '

i) Gate Register : This is a complete record of the persens who visit the library. Every visitor
to the library is requested to note down in a register kcpt'near the entrance his/her personal
details such as name, course/designation, place of study/work, purpose of visit, etc. Gate
register helps us to know about the library users their purpose of visit. '

ii) Property Counter : Normally, users are not allov_#ed to bring inside the library their personal
belongings like bags, purses, books, etc. These are to be deposited at a place near the entrance
known as property counter.

jii) Checking at the exit-point: Generally, 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. '

147 FEATURES OF A CIRCULATION SYSTEM

A circulation system should have the capacity to provide answers to the following
questions: '

1) Who has taken out on loan a particular book and when is it due?

ii)  Which books have been issued out in various subjects on any date and what is
their total number?

iii)  Which books are due on any partiéular date?
iv)  How many books have been returned to the library on a particular date?

In addition to the above, a circulation 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. ' '
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The other desirable features of a circulation system are listed below:

A circulation system should

. help in having complete control over materials on-loan without sicrificing speed

and simplicity.

. provide an accurate record of books lent or returned.

e be economical in terms of staff, money and materials.
. he able to issue and take back books speedily without sacrificing efficiency.
o help in smooth flow of reader traffic at the circulation desk. that| is, the adopted

system should be able to charge dand d1scharge hooks quickly thereby avoiding

congestion at the circulation desk.

. Tequire minimum preparatory work.

14.8 TYPES OF CIRCULATION SYSTEMS

. Circulation system is a method for the issue and return of books in a library.

known as charging system or circulation control system. Normally, users p

It is also .
refer to borrow

books from the library and read them at home during their leisure time. This fagt had prompted

the Tibraries to dévelop suitable methods for the loan of library books and othg

Various types of circulation systems have been developed over the yes
systems include day book system, ledger system, indicator system;, (emporary

r materials.

rs. The earlier
slip system and

card system. Later systems comprise, among othets, the following: photogﬁdphic charging

system, punch card charging system and computerised charging system. In Indi
and card system are followed in a majority of libraries.

In the following sections, a detailed account of the following circulation s
. day book system |

- Iedger system

T e dummy system
. i.ndicétor system
. temporary slip .system
* one card system

. two Card System
*  semi-mechanical systems

* automatic CU‘ culatmn systems,

14.8.1 Day Book System . - '

ledger sysiem

ystems is given:

This was the first circulation systém introduced in libraries. In this system, details such

as date of issue, author’s name, title of the book, name and address of the b

OWEr, eic. are

recorded in a register. This register was known as day register as all the bogks issued daily

were recorded in it in chronolegical order (date-wise). When the book is return

zd, the librarian




cancels the relevant entry in the reglster puts his 1n1tlals and rec,ords the date Of return, A
specimen page from the ddy register is shown below:

_ _ Authorand . _N_ame and | Librarian’s _
S.No Date of title of address ~ Initials Reamarks
issue ‘the book of the and date '
issued: borrower of return
A) Advantages:

- 1) It provides a permanent record of books issued to the borrowers.

| .i'i) It is simple system as all the transactions are noted in a register day by day.

B) Disaﬂvantag_es:_ _
1) As'the books are entered date—wise, it is djfficult ta know:
a) the due date of a particular book. _
b)  the number of books borrowed by a paﬁicu]'ar_ borro‘Wer.
¢)  the borrower of a particular book N

It can be used only in libraries where the number of borrowers and the number of books '
issued daily is very small. '

14.8.2 Ledger System

In this system, a ledger (register) with numbered pages is used.” Each borrower is alloted,
one or more pages and the necessary entries are made at the time of issue and return of books.
An-alphabetical index of the borrowers 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.




_.-Name of the _borrower: N o ) _ PageNo. _

Address:
Date of | Accssion | Author ~Title - Signature [ Due __Date' of | = Libra

issue [ Number | - ofthe |- of the ofthe | date |  retwn .- rian’s
' book baok borrower _ : initials

At the time of issue of a book, th_e page assigned to the borrower is Iocaﬁed with the help

~of borrowers index provided in the beginning of the ledger. Th'en the date of issue and

particulars of the borrowed book are recorded. The borrower signs in the column against- the
particular entry and takes the book. ' '

At the time of return, the borrowers index is consulted to fmd the page(s) allotted to the
borrower and the corresponding entries of the borrowed book are cancelled '

. A) Advantages

-0 It enables us to know qmckly the number of books borrowed by an mdmdual
reader.

i) Itis sultable for a small hbrary with limited number of borrowcrs

iii) It prov1des a permanent record of the books issued durmg a gwen penod

B) Dlvadvantages

1) It is very dﬁflcult to find out the due date of the requlred book and the number of
' books overdue.” For such information one has to refer the entire ledger which is
~ atedious and tlme-consummg process

ii)' : ThlS system does not: tell.us easﬂy who has borrowed a partrcular t1t1e
iii) It is time-consuming, both the members of the ]1brary statf and readerb as a number o
of details have to be recorded in the regtster for each book’ borrowed
14 83 Dummy System

- As a]ready mentioned, in the two cm::ulauon systems descrlbed earher namely the: day' '
book sysiem and the ledger system, it is not poss1ble to ﬁnd out easﬂy and qulckly to whom

T




a particular book is issued out. To solve this problem, a modified system 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. ) '

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 4 book was issued out, its place was occupied by a dummy.

A) Advantages

i) With the help of the dummy we can know immediately to whom a particular book
1s issued out and when it is due.

B) Disadvantages

i) As the dummies are scattered throughout the shelves, it is not possible to say how
many books are issued to each borrower and the due dates. '

1) It does not provide information on the number of books issued on a particular
day.

14.8.4 Indicator System

This system consists of a large wooden frame having many pigeon holes. Blocks or
pegs, representing books loaned out, are inserted into the pigeon holes. Call number of the
bock is written at each end of the block. One end of the block has blue backgrou'nd and the
other red. Red indicates that the book is on loan. This Systeni, which is suttable for a closed
access library, uses a ledger for charging.

14.8.5 Temporary Slip System

We have seen that dummy system cannot provide answers to the questions: How many
books were tssued on a particular day? This is because the dummies are scatterred throughout
the shelves.

To overcome this problem, a new system known as temporary slip system was devised.
In this system, the particulars of each book and its borrower’s number are recorded on a fresh
slip. These slips are filed at the circulation desk in any of the following order: date-wise,
alphabetically or by serial numbers of members. At the time of return of books, these
temporary slips are either destroyed or given to the borrower as receipts for the returned books.

A) Advantages: ‘
1) This system heips to know the total number of books issued on a particuiar day.

ii)  If the temporary slips are arranged alphabetically by title, one can know to whom
a particular book is issued out.

iii)  If the temporary slips are filed by due date, then we can find out the overdue

books easily.




B) Disédvantages: _ i

i) Tt is time consuming as it involves preparation of a temporary slip for each issued
hook. ' |

1) If the temprary slips are filed date-wise or by serial numbers of the borrowers,
then it is difficult to know to which a particular book is issued out. i

14.8.6 One Card System

This has evolved from the temporary slip system described in the last sectioin (14.8.5)
In this system, instead of a temporary slip, a permanent card made of tougher paper is used.
This is known an book card and it contains particulars of the book such as author’s name,
title, class number, anthor and accession number. The procedure for issue and retura of books
similar to that of temporary slip system. '

A) Advantages : ' ' |
| 1) As the cards are made of tough paper they can withstand wear and tear.

iiy  There is no need to prepare book cards each time a book is issued out. Generally,
one book card is prepared for each book st the time of catdloguing and it is used
till all the available space is over, there by economising on stationery.

i) It enables quick issue and return of books thereby saving the time of readers and
library staff.
B) Disadvantages:

1) If the book cards are filed date-wise or by serial number of borowers,; then it is
difficult to detérmine the borrower of a specific title. P

14.8.7 Two Card System
In this system, the following two identity cards are used for ditferent purposes:’

i) Members-cum-borrower’s ticket - for identification of the members. |

ii) - Book-Card - for identification of the book. |

The three most poputar two card systems are:

»  Browne Charging System

« Modified Browne Charging System

» Ranganathan’s Reader’s Ticket, Book Ticket Method
+  Newark Charging System

Browne Charging System i

This system is named after Miss E. Browne, librarian of the Library Bureau (Boston,
U.S.A), who developed this system towards the end of the 19th century. It was not ver;fy popular
in U.S.A_, the country of its origin, but is widely used in Great Britain and India. It is
considered as an efficient method for issue and return of books.

A) Items Required
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I. For the book

a) Date Slip: Every book available for issue is provided with a date slip. Thisisa printed
slip of the size 5" x 3" or 12.5 cm x 7.5 cm, which is pasted on the page facing the hook
pocket. The book pocket may be pasted either inside the front or back cover of the book.
Generally, for books which are not to be issued out like reference books, bound volumes of
periodicals, rarc books, ctc., date slips are not pasted.

A specimen date slip 15 shown below:

Name and address of the library

Call Number Accession Number

This book should be returned on or belore the last date
stamped below.

b) Book Packet: It measures 5 x 3" and is pasted either inside the front or back cover
of the book. It is meant for keeping the book card. A specimen of the book pocket is itlustrated

below.

Name of the library

Brief rules of the library

C) Book Card: For each book, enc book card is preparcd. Book card is made of tough
paper, méasures 4" x 2" and may be plain or ruled; As it is supposed to identify the book, it
contains particulars snch as call number, accession number, author and title of the book. A

specimen is shown below. 307




Call Number =~ Accession
_ Number

Author

Title

" 1L For the borrower

a) Borrower’s tickets or pockets: These are made of manila or tough paper. They
measure 3" x 2" and are in the shape of pocket with opening on two sides, namely, upper

- edge and right edge. It carries details such as name and address of the borrower, his
~membership number, date of expiry of membership, signature of borrower, signature of the
librarian, few library rules and library emblem. A specimen is shown below.

Name and address

of the library
Na_fne S.No.

~ Address ‘
Date of expiry
of membership
Borrower’s
Signature . _
: Librarian’s
Signature

The number of borrower’s tickets or pockets issued to a member- depend on the number
of books he is eligible to borrow. For example; if a member is entitled to borrow four books
_ at a time, then he is given four borrower’s tickets or pockets.




1IL For Counter Staff

A

a)
b)
c)
d)
€)

'I')_

Items Required

* Registration forms / Cards of borrowers

Borrowers tickets / pockets

Date stamp and ink pad
Wooden charging tra‘jzs
“Date guide cards

Reminder cards, reservation cards, fine receipt book ﬁnes regrster printed standard

forms for correspondence and preparation of circulation statistics.

“B)  Charging

1)
if)

- i)

iv)

The readcr presents the required bock for issue aleng with borrower’s tieket/poeket '

The crrculatlon counter incharge takes out the book card from the book pocket

of the book and inserts it in the borrower’s ticket. The book card and the
borrower’s ticket together are referred to as ‘charge’.

Then the counter incharge puts due date stamp on the date slip and gives the book

to the reader for taking out of the llbrary Thrs whole process-of issuing a book™ -
18 known Aas charging, '

.. At the end of the day or at perrodrc intervals, thesc eharged tickets are sorted and

filed behind the due date guide in the chargrng tray.

O Dischargrng :

n

ii)

_The borrower presents the book he wrshes to return at the circulation desk. Thc

circulation incharge checks the due date stamped on.the date slrp and other
particulars-of the book. 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 pocket of the returned book and hands over

the borrower’s ticket to the borrower. This process of removing the charged book

card from the borrower’s ticket is called drsehargmg

If the book is overdue (that is, returned. aﬁer the due date) then overdue eharges o
- are calculated and collected as per the hbrary rules. :

D) Advantages

i)

This is simple and time- saving system Thrs is because the signature .of the -

borrower is not necessary either at the trme of issue or return. In addition, as the

partrculars of the book are mentioned on the book card there is no need to copy

these particulars at the time of issue.

It enables reservation of books.

- Circulation statistics can be compiled easily and without any less of time.-

- As the book cards are arranged behind due date guide cards, we can send rcmmders '
to overdue books promptly.. Even the overdue charges can be caIculated with ease. '




v)  Books can be issued quickly as only one date stamp needs o beiput on the date
slip for the issuc of a book.
vi) A complete record of the borrower is available at the circulation uountm

vii) I the borrower’s ticket is in the charging tray, it indicates that a certain book was
borrowed by a rcader whose name appear on the borrower’s ticket.

E) Disadvantages

i) This system fails to tell us easily

a)  to whom a particular book is and when it is duc.

b)  how many and which books were issued to a particular reader. |

This is because all the charged tickets are filed date-wise however, one ¢an check all the

charged tickets to find out the above information but takes a lot of time and energy.

'ii) [f the charged tickets arc loét, then it 1s v.ery difficult to identify the books issued out as
there is no permancnt record. ' : :

iii}y  During rush hours, the charged tickets may slip down or may be i]ost because of
quick issue of books. :

iv) = There is a possibility of misuse of borrower’s tickets and wrong charging of books.
person may bring a borrower’s ticket belonging to some other erc;oﬁ and get a book
issued out against that ticket.

v)  If a wrong book card is placed in the book pocket of a book thcn there 18 scope for
wrong charging of that book.

vi)  Ttis very cumbersome to rescrve a book as we have to check all the charging trays Lot
localing the book under issue.

vii) This system does not provide any record of f the nature and nmumber of bDOkb borrowed
by a reader previously. _ } '

viii) The charging trays require much spacc at thc issue counter. In CdbG of big y libraries
such as university libraries, state central libraries, ctc. issue counter may become
crowded with large number of charging trays containing thousands of charged borrower’s
tickets. ' _

ix} .During rush time, the counter stalf may not be able to file the chdrgcd tickets
immediately, Thus, there is a high possibility of wrong filing if these charged tickets
which are not filed immediately. .

X) This systcm does not permit issue of extra books to the rea dcrs | This is because
the number of books to which a reader is eligible is determined by the number of
tickets issued to him.

xi)  Whenever a reader wishes to borrow another book afler fch.lrning a book, th ¢n he
has to spend a considerable amount of time. First, he has %o ge: the issued book
discharged at the returns counter and collect his borrower’s tickets. Then he has
to stand again in the qucuc at the issue counter to get the book issued out.

310




Self-Check Exercise -4

State briefly the major disadvantages of Brownc charging system.
Note: i) Write your answer-in the space give below.
1)  Comipare your answer with the model answer gtven at the end of this unit,

Modified Browne Charging System

We have alrcady seen in the last section that the Browne char ging system suffers from
certain disadvantages. In order to eliminate or minimise a few of them, R.S. Naidu has
suggested introduction of pass book system to supplement the borrower’s tickets.

Browne charging system supplemented by pass book system is most suxta'alc for adoption
in Indian university librarics.

Pass book is issued to every borrower in addition to the usual number of borrower’s tickcts
to which he is normaily enititled. 1t contains on the first page the following columns.

“Register No.
Passport size © Name of the
Photo 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 Date of the return of the
' with date issue " assistant
assistant at the return
: counter..
A) Charging !

iy The borrower fills the coluinns in the pass book and presents it to tllre issue counter
assistant along with his/her borrower s ticket.

i) The issue counter assistant records the due date and puts his initfals against the
entry in the pass book.

iii) Then, he removes the book card from the book pocket and inserts it in the
borrower’s ticket 1o form the charge. : _ '
iv)  He puts the due date stamp on the date slip of the book and gives the book to the

borrower.

v}  The pass books are arranged alphabetically by the némes of the borrowers and.
the charged tickets are arranged behind due date guide. '

B) Discharging

i) The borrower presents the book to be returned at the returns counter.

*_ . 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 1nar§&ed on the date’
slip of the book. - | |
© 11y  Counter inché.rgc cancels the entry in the pass book, puts his initl’rals'and date of
return. - Then he removes the book card from barrower’s tickets and puts it inside
the book pocket. The borrower’s ticket is returned to the borrower. '




C) Advantages

i) It prov1des a complete record of the books borrowed and returned by-a partlculdr
borrower along with dates of issue and return. ;

ii} It prevents unauthorised use of borrower’s tickets by persons other than bonafide -

library members. It checks sublending of borrower’s tickets.

iii)  If any mistakes are committed at the time of chargmg, we can correct them with
the help-of entries in thc pass book.

iv) ~ The entries in pass book offer statistical data such as nature and number of beoks
' borrowed, ctc. This information is helpful in determining reader’s interests.
D) Disadvantages
| i) 1t involves additional work both for the borrowers andrli'brar.y staff.

ii) It requires more time.

‘Browne chargmo system supplemented by pass book system is most suitable for adoptl on
in Tndian universities.

' Ranganathan’s Reader’s Tickets, Book Ticket Method |

This system, which is 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: '

1) The book card was changed into a pocketecl form and the bonower s ticket into a
non-pocketed form.

ii) For collection of overdue charges the conscience box was introduced.

The material required, chargmg and chschargmg procedures are almost similar to that of

Browne charging system. As a result, this system too has the same advantages and .

disadvantages of Browne system discussed in the last section.

Self-Check Exercise - 5.

What is main characteristic feature of Dr. S.R. Rangandthan s Readrs’s Ticket, Book ticket -'

Method?
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‘Newark System

This system was introduced in the Newark (New Jerséy) Public Library -in 1900. It '
SOOI became highly popular among . American libraries. Itis a very simple- and flexible system
most suitable for all types of pubhc ]1branes both big and small.

"~ A) Items Required

a) Date Sllp It measures 18 cmx 11 cm and is pasted inside the flOl'lt /back cover
- of the book. Due date is stamped op it at the time of issue of book A specimen . *

date slip is shown below.

Call Number - L Accession Number
Name of the library ' o '

* This book is due on the date last stam'p'tcd. o

'b) Book Card : For each’ book a book’ card (size 5 cm x 10 cm) containing the
following details is prepared name of the library, call number, accession number;
-author and title of the book vertical columns for thc due date, borrower’s

registration number and borrower’s 31gnature A spemmen book card is plven below:

Call Number _ o Accession Number
Aauthor '
Title of the book
This book is due on the date last stampted.
Due | Borrower’s | Botrower’s Duc . | Borrower’s | Borrower’
date | registration | sigpature date | registration . signature

‘number : c | pumber -




c) Book Pocket: It measures 5"x3"or 7. 5 cm x 12.5 cm 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
Brief rules of the library
1.

2
3.
4

d) Borrower’s Card: Each member is provided with a borrower’s card containing details

such as his/hef name, address, registration number, date of expiry of membership and signature

__of’ the bon'ower In addition to these, columns for recording the due date and date of return
are provided. A spemmen borrower’s card is shown below.

Name of the Library

Borrower’s Name
Address.

Registration Number
membership
: _ ~ Not transferable
. The following titles were issued to me. '

Signatufe ,
Due . Date of Due © Date of

date . return ' date return

315




316

B) Chargmg

V)

i) The reader presents the book he w1shes to bortow at the issue counter albng with its
borrower’s card.
ii)  The circulation counter incharge stamps the due date on the borrowes’s card, due date
~ slip of the book and the book card. He writes down the accession number of the book
“borrowed below the due date on the borrower’s card. Also, he notes down the
membership: registration number on the book card against the due date matked.
iii) The book and borrower’s card are given to the reader.
: ' o _
iv)  The book cards are arranged by call numbers behind date guide cards in t|he charging
trays. Charging trays are made of wood or steel and measure 6" X 4"
. C) Discharging : : . ‘
i} The reader returns the book and the borrower’s card at the return counter. The counter
incharge finds out the due date by checking the stamp on the due date slip (%f the book.
ii)  Then, the counter incharge locates the appropriate date guide and picks cut the book
. ¢ard of the returned book with the help of call number and accession number.
iii)  The counter incharge puts the date of return stamp on the borrower’s card and Teturns’ _
it to the reader. '
iv) Then,' the counter incharge replaCes the bb_ok card into the book pocket, thereby re]easing
the book from the charge. '
D) Advanitages _
i) - This system enables us to maintain a permanent record of books issued. This is not
possxble in Browne Charging system. '
i) Asaduplicate record of books issuned Qut:is maintained on borrower’s card, the problem
of loss of issue records due to reasons such as misfiling, slipping, etc. is not very. severe.
iii)  This system allows us to know easily
~a)  The number of tlmes a pamcular book was borrowed by a partmular ﬁeadcr
b} . The total number ‘of borrowers who borrowed that partucular t.ltle
All this information is recorded on the book card. _
iv)  An examination of borrower’s card gives an idea of the nature of books utilised by a
particular reader. - B '
There is less possibility of misuse of bormwer’s card by unauthoﬁsgd persons as the '
~ borrower is required to sign on the book card at the time of issue. The signatare on the
borrower’s card and book card can be cormpared for verification.
vi) Wrong charglng of book is minimised as transactlon 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 dlschargcd n hls|prescnce at

the time of return. ‘




E) Disadvantages _
1) It is unsuitable in big libraries _withheavy circulation of books.
i) Itis relatively more time-consuming than Browne systern. In the Newark

system, 1t is not possible to issue and take back books quickly as in Browne
system. : K :

ii1)  The readers may have to wait for longer periods at rush time as the issue
procedure is cumbersome. Also, mistakes can be committed at the time
of making entries leading to problems at the time of discharging.
Self Check Exercise -6
State the two main advantages of the N ewark system.
Note: i) Give your answer in the space given below.

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

......................................................................................................................................................
b et e st s e s s et oo e e e oo
......................................................................................................................................................
......................................................................................................................................................

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

14.8.8 Semi-Mechanical Systems

Most of the semi-mechanical systems are basically variants of Newark system designed
to reduce physical labour with the help of machines. In one of these, cards with pre-punched

- holes around the edges are used. These holes are cut to mark the due date of the book. The

. cards are arranged by call number in 2 single order. A knitting needle is inserted through 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 'Qn 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 borrowes a
book. ' ' -

Photocharge System: In this system, microphotos of the borrower’s card, the book card

and a sequentially numbered date of issue or due date slip is taken. In other words, the due

- date slip contains all relevant information of not only the book but also the borrower. However,

this system has a major operational drawback that s information about charging is available
only on a_roH microfilm which is difficult to refer, ' : .

- 14.8.9 Automated Circulation Systems

The electronic data processing systems, which were introduced into the market towards
- the end of 1940s, prompted the libraries to explore the possibility of utilising this advanced
technbloy for circulation control. Most of the early automatic circulation systems adopted
batch processing 'systems" and used punched cards. The attractive featurés of these systerus
were speed and realibility. Moreover, there was no need for filing of charged book cards in
these systems and it was possible to get, on demand, overdue notices from the machines
. imrhediately. In spite of these advantages, they suffered from certain drawbacks such as: '
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serials control, acquisition, etc.

- respurces.

i) There were incapabie of offering all items of information relating to circulation. .
’ |

iiy A special computer ‘un was necessary to find out what books have be%,n issued to a
particular reader. o L

iiiy  If the systems operate in batch mode, it was very difficult to know accujately', between
computer runs, whether title was on loan. - - (Generally, the proces ing was done
overnight) ' ' '

In the early 1970s the online circulation systems were developed. This was possible
due to the advances made in computer technology in terms of increased memory POWEr,
reduction in the cost for storing data, improved systems for file handling and time-sharing.

Online Circulation Systems

Online circulation systems wete developed both by the libraries as well a|§ outside firms. -
Among the suppliers of these online systems, CLSI (Computer Library Systems, Inc. ) of USA
is a major one. In fact CLSI specialised in supply of turnkey online circulation systems. It
imanufactured and installed 90 percent of all such in operation throughout the world till around

1985.

'Apart from CLSI, many other firms developed automated circulation s§q|rstems utilising
different computer equipment. Now we have a wide range of options to choose from. For
example, we have not only simple microcomputer-based systems which satisfy the needs of
small libraries such as school libraries, but also huge complex mainframelbased systems
required for use in big library networks. ' ' L

Many libraries in de?e]'oped countries are using Optical Character Recognition (OCR)
labels and bar codes to identify library materials and members. This has resulted in tremendous
improvement in the charging and discharging process as these systems are easy to operate,
quick and free of arrors. Rather than limiting automation to just circulation activities, majority
of libraries are opting for integrated library systems which are capable for supporting not only
circulation services but also other services such as online public access catalg guing (OPAC),

149 SUMMING UP

_ Circulation desk or circulation counter, where books are issued out and returned, occupics
a pivotal place in the library organisation. A large number of readers interact with the staff -

. manning the circulation desk. Courteous behaviour and helpful attitude of circulation staff

not only builds up, the image of the library but also encourages optimum utilisation of library

Circulation section should adopt a suitable charging system capable of

. providing all the required ci__rculation_information. :
. recording loan transactions efficiently, accurately and speedily.
«  reducing costs in terms of staff, equipment and stationery.

The circulation system can be evaluated with the aid of modern management 'technique '

such as systems analysis and cost-benefit analysis.




14.10' MODEL ANSWERS

L.

“3(a)

(b)

The factors which determine the number of books or other items issued to each member
are:

*  category to which the member belongs (teachmg staff, non-teaching staff, research .
scholars, students, etc.)

. total number of members

. size and nature of library collection

. book selection policies relating td acquisition of multiple copies of books

. period of loan 7 :

. area covered by the library, that is, whether the majority of users are residents of

surrounding localities or whether they are cllsperscd at far away places

The three purposes served by member’s reglstratlon are: -

. It identifies the borrower.
. It-enables us to collect statistics for performance evaluation, _
- ¢ . Ithelps in finding out the characteristics of borrowers.

The functions of the circulation section are:

. registration of members
. charging and discharging
. control processes

. inter-library loan
. maintenance of records and statistics

. miscellancous functions such as maintenance of visitors register, property counter,
checking at entrance and exit-point, etc.

The six items which constitute the “control processes™ of the circulation section are:

* Tenewals

e - reserves or holds

. rgcall

. reminders

*  overdue charges

. notificatton B

~The major disadvantages of Browne charging system are its failure to provide the
following information:

a)  To whom a particular bookiis issued and when it is due.

b)  How many and which books were issued to a particular reader?
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14.11 ASSIGNMENTS

|
5. The main characteristic 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.

6. - The two main advantages of the Newark system arc:
"a) . Itenablesusto maintain a permanent record of books issued

b) As duphcate record of books issued out is maintained on borrower’s card the
probiem of loss of issue records (due to misfiling, slipping, etc) is zwmded

VlSlt a University L1brary or college 11brarlcs at your place and observe Th circulatibn '
work and methods followed there. Wr1te a brief report.
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14.13 GLOSSARY
__ " Batch-processing : A system in which items to be processccl in dzlta processmg '
' ' ' machines (such as computers must be collected into groups

before their processing. _

Charging © - The process of issuing a book out of the 11brary

Circulation Desk - A counter or desk. where books and other items from library

~collection are issned and taken back. Also called as

Circulation counter. '

Discharging . : The process of tahngback of a book

‘Holds or Reserve : A book, already under 1ssue that is kept op reserve for

' another reader ‘ .

Overdue charge  : Fine col]ected 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 partlcular information.




' Recall . Calling back a book aiready issued out of the library for the
I'-. - "i.% use of another reader who requests for the same title.
"+ Renewal ¢ 'Extension of Joan period by reissuing the same bock to the
l| _ : same individual
|
" System

A group or set of interrelated parts/ elements/ components
working together to achieve the stated objective or goal.

14.14 MODEL EXAMINATION QUESTIONS |

" L Eassy Questions

1. What is circulation system? Explain the functions of library circulation system.
2. List out various types of circulation systems and describe in detail any two of
them.
IL. Short Notes

a) Charging and Discharging

b)  Browne Charging system.
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UNIT - 15 : COLLECTION MAINTENANCE, SHELVING,
‘ STOCK VERIFICATION, WEEDING ’ \
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15.13° Model Examination Questions

150 AIMS AND OBJECTIVES

This unit aims to explain the importance of collection maintenance in libraries. After
studying this unit, you should be able to: ‘

. describe the functioning of the maintenance section in a library

. explam the various stacklng systems available for the storage of hbrary documents
. 1dcnt1fy the d1fferent types of arrangemcnt of books on the shelvcs

. dlscuss the various methods of stock verification. '

. appreciate the importance of weeding in collection mainﬁenance. ’

15.1 INTRODUCTION

In a library, documents are procured, processed (that is, classified and catalogued),
arranged on book shelves and displayed. for use of its readers. These documents should be
maintained properly so as to keep them in. good physical condition. If this is not done regularly

in a systematic manner, then the users will not get the bpoks required by them quickly.and.

casily, The maintenance work is a vital one in a service library.

152 MAINTENANCE SECTION

Maintenance section functions in close relation with other sections of the library such as
processing section, circulation section and reference section. In has direct contact with the
readers.

Let us now examine the relationship of the maintenance section with other sections in
the library. The processing section serves as feeder to the maintenancé 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 serids back to the maintenance section
the books returned by the borrowers.
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As for its relation with refererce section, the books taken out by the readers for reading
. . I
in the library are returned to the maintenance section for filing. The readers toogave close
1

contacts with the maintenance section in course of their search for books on the shelves.

Figure 1
READERS |
PROCESSING| MAINTENANCE CIRCULATION
SECTION SECTION SECTION
BINDERY | REFERENCE 5
SECTION ‘

- 15.2.1 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 offered, type of shelf
access provided (whether closed access or open access). :

For example, in a library following closed access system, shelving work will be

'comparatively less. But, the maintenance section has to bear the heavy work load tf paging.

- Paging is locating the required book on the shelf and handing it over to the requestl g reader.
In libraries following open access system, shelving is a major act1v1ty

In small and medium libraries, there ‘are no separate maintenance sections. Often this
work is taken care of by the circulation section. However, in large libraries such as university
libraries do have a separate maintenance section with an assistant hbranan as mcharge and
necessary suppott staff.

15.2.2 Functions
The functions of maintenance section are:
i) Shelving | |
ii)  Document location
iii)  Collection movement
iv) . Dusting and éleaﬁing_ , - R o ‘
v)  Guiding

vi}  Document maintenance .




vii)
viii)
ix)
X)

xi)

Mainteﬁance of shelf list
Shelf rectification

Stock verification .
Binding

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 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 followmg 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 rémoved for makjng correctioﬁs.
| B Books removed from topical sequence.
e) Latest additions to the library.
Sequences of Shelving:

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:

I. Permanent sequences; and

1L Tempbrary sequences.

L. Permanent sequences: These remain static for a fairly long period of time. They include
the following types:

Main sequence
Textbook sequence
Reference sequence
Periodicals sequence

Close sequence (containing documents such as rare books, costly books, small-
sized books, etc.)

Theses sequence

Non-book materials sequence (contammg andio/video cassettes, mlcroﬁlms
mocroﬁche efc)
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L Temporary Sequence: These are arranged for a spemﬁc purpose for a relatwely shorter

span of time.

Examples:

a) Binding Sequence: It consists of damaged/torn/ worn out books removed from the
shelves for repair/binding. These books are replaced in the permanent sequence as soon

\

as they are repaired/bound.

b)  Topical sequence. It consists of books which are taken out of shelves for any spec1al
current event such as seminar, workshop, etc. or local festlvals As soon as the special
events/festivals are over, then these books are sent back to the shelves..

¢) :Display Sequence: It includes new books added to the library, GeILerally, libraries
display new books, after their processing, in a special book shelf known as ‘New
Arrivals” rack for a short duration,-may be-a week or ten days.:During this period, the
new books are not issued out to readers. After the prescribed period, they are sent to
the stacks. o ' ' ' ‘ '

dy = Correction Sequence. Sometimés books are pulled out of shelves for correctmg errors
such as wrong spine labels, books cards and due date slips. These lbooks are temporarily
stored in a correction sequence. After rnakmg the necessary r‘orrer:hons they are

retumed to the stacks. |

- e) Returned Books Sequence: It includes books which are retutned by the readers and

awaiting shelving.

ii) Doeument Locatlon

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 users 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 sequence such as bmdmg

sequernce, COI'l‘CCthI’l sequence, etc.

iii) Collection Mamtenance

As you know, llbrary is & growing orgamsatlon " In course of tlme the size of the

collection, number of readers and library staff will increase. As a result, it rnay be necessary

to rearrange the library collection in a different manner to satisfy theigrowing users
requirements. This may involve shifting of collections from one place to ahother. It is the
maintenance section which takes care of this function. T

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 accumulate 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 preserv'ation-of l'il!irary documents
in detail in-the next Unit-164. - ' "




v) Guiding

Guides are direction labels which show the way to various sections of a library such as
newspapers and magazines section, periodicals section, reference section, stack area, etc. Also
they help in the quick and easy location of the required books by providing class numbers
and their equivalent subjects in various parts of the -stack area. It is the responsibility of the
maintenance section to prepare and maintain guides apart from book._ll'ags (spine labels which
provide cail numbers). Tlheifollowin g guides are 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 langnage. :

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 i in that bay and thelr
correspondm g subjccts in natural language.”

d)  Shelf Gmde Every shelf in the stack area should be provided with a shelf gulde
mentioning the inclusive class numbers of subjects covcrcd and names of subjects in
natural language. -

e)  General Guide : Normally, this is displ'ayed near the door of the stack arca. It gives a
plan of the complete arrangement of shelves in the stack area. In addition, 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 prcparés General instruction guides
such as the following for display in various sections of the library.

No smoking please - |

Thank you for mamtalmng silénce.

Piease do not shelve the books. Leave them on the reading tables.

Save power. Switch off hghts and fans when not required.

Use spittoons '

An up-to-date, accurate and easy to follow guiding system facilitates optimum use of
the library resources. :

vi) Document Maintenance -

Due to normal wear and tear, the tags (spine labels) on books are likely to become faint
of 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 of physical condition of books on the shelves and remove worn out/torn.

or damaged books for repair/binding:
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vii) Maintenance of Shelf List

As we have already seen in section 15.2.3 (i), there are a number of sequelrces (colleCtidns)
in a library. We should have a system which enables us to keep track of documents in various
sequences. This is done with the help of shelf list. - ' '

‘Shelf List is a catalogue of books in the same order as they are placed on the book shelves.
Usually, it consists of standard-size cards measuring 7.5 cm x 12.5 cm. Thése cards may be
either coloured or without lines. The characteristic feature of shelf List i's that the cards are
arranged in the classified order, that is, in the same order in which the books stand on the
shelves. Each shelf list.card contains essential bibliographic details such as call number,
accession number, name of author (s), title, edition, year of publication, etc. Generally, it is
not meant for public and it should be safe guarded properly as it is an important record.

" As already mentioned above, shelf list cards are arranged in exactly tl}re same order as
the books on the shelves. We-have to maintain different groups of shelf list Fards for various
sequences (collections) in the library such as reference sequence, periodicals sequence, rare
books sequencé, etc. The principle of parallel movement prescribes that if a book is shifted
from one sequence to another, then its shelf list card. should also be shifted accordingly. For
exémp'l'e, if a book is transferred from the géncral. collection to the rare books collection, then
its shelf list card should also be shifted from the general collection shelf lifst to rare books
shelf list. ' . ' : ' . o

: o |

Shelf list serves mahy useful purposes:

it enables maintenance of proper sequence of books. -

- - It helps us to replace a book in its correct place.
- It 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. :

- It is of immense use in stock verification work.

- The maintenance section is entrusted with the task of preparing, maintaining and upgating
shelf list. This is considered as a very important job and it should be done with great care
and responsibility. o ' - ' ) T
viii) Shelf Rectification |

. , | :

In a library books are likely to be mispiaced due to the fellowing reasons:
a) Deliberate hiding of useful books by selfish users. =~ _ VL
5.

= _ b)  Unitentional misfiling of books by readers browsing in the shel

¢)  Library staff may file books at wrong places. . This may happe'n 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 boFk's in their right
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places. This can be done by reading the shelves in a systematic manncr, 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 ailowed to move freely in the stack area, browse the books and take out the ones

| they wish to read. Hence, in libraries following open access system, shelf rectification should
| be done more regularly.

| ix)  Stock Verification

It is the physical check up of documents recorded in the library. Its main aim is to find
out the loss of books, if any. This is one of the most important functions of the
maintenance section. We shall discuss about it in detail in section 15.6

x) - Binding
Binding is regarded as one of the vital functions of the maintenance section. 'The
maintenance section can locate the demaged books during its operations such as shelving,
shelf rectification 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 arg expected to keep a close watch on the activities of readers in the stack area.
This is done to protect the collection from-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: i) Write your answers in the space provided below.

i) Compare your answers with the model answers given at the end of the unit.
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c) What is Shelf Rectification?

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

&

153 STACKING PRINCIPLES | |

In the present times, the phi]oéophy underlying library services is that “books are for
use, not preservation”. Accordingly, the adopted stacking system should permit proper display

~of various documents so that readers can get hold of them easily and quickly. A good stackmg

system would

provide for maximum storage capacity. with minimum loss of space.

enable storage of all types of documents - books and non-book materials.

‘offer quick access to books and related areas such s library catalogues, circulation

counter, etc. .

have facilities for proper ventilation providing adequate flow of fresh and dust-
free air, including 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 stormg mcneamng '
number of documems added to the library collection. |

154 STACKING SYSTEMS

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 prdhlems in big
libraries with growing collections. The different stacking systems attempt to offer solutions

to this problem. The major stacking systems are:

Double Rows on Fixed Shelves
Hinged Stacks ' ' !
Rolling Stacks

Multi-tier Stacks

Tower Stacks
Compact Storage

Conventional Shelving




15.4.1 Double Rows 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. It 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 provision is made for the winging of front layer to the side to
consult books on the back row.

15.4.2 Hinged Stacks

In this system also two shelves are used; one shelf is fixed and the second is jointed to
the first one with the help of hinges at one side. As a result, the complete shelf in the front
can be operated likc a door and the books in the rear shelf (which is fixed) can be consulted.
To ensure smooth movement of hinged shelf, rollers are provided at its bottom and they slide
on a curved metal track fitted to the floor.

15.4.3 Rolling Stacks

In this system, the stacks which are made of metal, are provided with“th.c ball bearing
wheels at the bottom. They are placed adjacent to each other and the bail b‘rearing whecls
enable us to move the individual units withowt much difficulty. It is estimated that about 50
percent more books can be stored i this method when compared to normal fixed stacking
system.

15.4.4 Multitier Stacks

It 1s 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 this method, it is desirable to go in for vertical cxpansion of stacks
rather than horizontal one as it is more economical and floor of stack area being made up of
wooden framework or light steel or concrete frame many not be able to bear the heavy load
of multitier stacks. The method has been adopted by a number of Indian librarics to save
space, ' ' '

15.4.5 Tower Stacks

In this system, the stacks, which reach the roof level, arc placed adjacent to the walls
and fixed to them. As a result 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. Mobile ladders or
step stools should be provide to gain access to the top shelves. '

15.4.6 Compact Storage

This is a space saving, modern system of storing library materials. Although compact
storage systerus are in use since last century, they have gained popularity during the past two
decades. '

At present, a variety of types of compact storage systems are available in developed
countries such as U.S.A., UK. and Canada. Howecver, in India they are very rarely used.
Recently, M/s. Godrej & Boyce Manufacturing Co. Ltd., had introduced their compact storage
system. But whether this system is suitable [or storing heavy library books or not is not clear.

331




Compact storage systems are specialised type of storage equipment which allow
considerable increase in the total space available for storage. It 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.
1)  Stationary shelves with movable drawers. :
iii)  Movable sliding shelves.

A simple compact storage system is explained below taking the one being manufactured
by M/s. Godrej & 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 which shows both convéntional shelving and compact shelving.
In the conventional shelving much space is left for aisles (passages between racks). By adopting
compact storage space can be increased by about 50 percent. This is made possible as aisle

: spéce is reduced through use of movable racks.

Advantages :

i) It increases space available for storage of books by about 50 percent.
i) Books can be protected well from dust and light. :
ili)  Security of books is enhanced.

. . |
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Disadvantages:
i) The floor may not bear the load of storage unit,
) The cost of installation and maintenance considerable.
iii} It discourages browsing by readers .as books are not directly accessible.
iv)  Moving units may produce noise.

V) It is cumbersome to shelve books as the units should be moved to and from to
gain access to the required shelf, '

vi)  If proper security system is not provided, then accidents may occur.

15.4.7 Conventional Shelving

This is the most prevalent system in our libraries. In this both single-faced and double-
faced book tacks are used. Generally, the single-faced book racks are placed near the walls,
{See figure 4). Books are stored in open racks which are placed in parallel order with passages
of about 1.35 meiers between rows. As per the standards prescribed by the Bureau of Indian
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
Rammohan Roy Library Foundation, the standard dimensions of book racks are as follows:

SINGLE FAGED
[- RACK -
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RAGK
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CONVENTIONAL EHELVING SYSTEM
WITH FIXED STACHS

Figure 4 : Specimen layout of Stock Area
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Standard Dimensions of Book Racks:

Height ~ Length Depth Height of
' : lowest shelf
from floor
level
(in millimeters)
Double-faced rack 2175 1840 460 L0
Singlo-faced rack 2175 1840 230 100

Note: For over-sized documents the depths of 600 mm and 300 mm for double-faced and
single-faced racks respectively are recommended. Shelves should be able to carry a
load of 460 kg per shelf per bay. ’

Generally, there are three Types of book racks:

i} . Open Skeleton Type : It has strips on side and back

i) Closed Typé : In this sides and backs are covered with sheets.
iii}  Side Closed Type : In this only the sides are covered wiih sheets.

It is estimated that only 30 percent of floor space is actually used for placing the book
racks. The rest of the space is left for passages to allow free movement of readers in the -
stack area. This system has the advantages of providing high accessibility 1o book racks.
However, in terms of saving space it is not a good system. This conventional 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: 1)  Write your answer in the space given below.

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

T

15.5 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}  Onthe basis of aceession numberS' This is uqeful in libraries followmg cloaed access
' system and having detailed and mdepth subject and author catalogues. It can be adopted
- in large libraries hke natlenal libraries or national deposnory hbranes -

i) Accordmé to nature of matenals namely, books, perlodlcals reference bookq non-
book materials, etc. E

iv) According to purpose, n'amely, reference, .Iending, eic.
-v) On the basis of category of readers, namely, adults, women, children, students, etc.
vi) Alphabetlcal arrangement by the names of titles of authors.

vii) By classification number given to the books o the basis of the classification scheme

adopted by the Iibrafy, that is, taking into consideration the subject content of the work. -

_ s 10t necessary for a library to adopt only a single method of shelf arrahgment of
books. Often, libraries use a combination of methods to mect the needs of their users. For

example, in a public library, the collection may be divided. first on the basis of purpose: -

reference books, lending books, textbooks, rare books, etc. This collection may be further
sub-divided according to the target groups: Children’s books, aclult education literature etc.
The final arrangement of books on shelves may be in classified order. In the following sections,
we shall explain the major types of shelf arrangement of books, namely,

- Classified Arrangement

- Bmken*Order

- Paralle] Arrangement - N .
- Block Arfan gemenf | |

- Ribbon Arrangement

15 5. 1 Classified Arrangement

In this method, the books are arranged on the shelves in the classified order, that is, on

~ - the basis of classification 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 will start from the
claqs 000 and end with 999. ' '

15.5.2 Broken Order

In this arrangement, those books which are in heavy demand are placed on the front stacks.
For examiple, 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 reference 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 foilowing broken order 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.
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~ 15.5.6 Shelving Principles - |

15.5.3 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 belonging to a specific subject on the
same shelves avoiding wastage of space and physical effort in their retrieval. In this, small-
sized books of a specific subject are pilaced behind the normal-sized books of the same subject.
Large size books belonging to the same subject are arranged on the bottom mest-shell. Thus

a systemm of parallel order is created, |

15.5.4 Block Arrangement

In this method, books are shelved in regular shelf-to-shelf, case-to-case order on the basis
of adopted classification scheme. For example, in public libraries a modification of this, method
can be adopted. In a heavily used public libr'ar.y, non-fiction stock can be placicd between the
much used and overcrowded fiction stacks to reduce congestion and also {0 eticourage use of
non-fiction books. But, in this case there is a possibility of fiction and non:fiction books
getting mixed up.

15.5.5 Ribhon Arrangement

This is special type of shelf andngement where in fiction books are arr anged 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 d:scourage them from
reading fiction books exclusively.

A dec'is_ion regarding the method of shelf arrangement of books should be taken
considering various factors such as available storage facilities of the library, im—::eds of users,
types of documents, etc. For example, arrangement of books by accession nfumbers or slze
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 helptul to readers.

i
i) Books in shelves should be kept in a straight line with their spines parallel to the
edge of the shelf. '

ii) Books should ﬁot be allowed to ‘lean’. The loosely shelved bocks c;hould be .
pushed from right to left and qupportea with book ends.

i) As far as p0551ble, the titles of books should be visible even Wi%[hout removing
the books from the shelf. - !

15.5.7 Tools

For the proper functioning of a maintenance secticn, the following tools are to be
provided: : |

i) Book ends or Beok Supports' These help us to make the books stand straight
instead of leaning.

i) Book lifts and trollies: While book lifts are essential for taking books to various
floors, book trollies are required for moving books to various areds of a floor.




iif)  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- %tep 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 arrangement” of books on the shelf?
Note: i) Give your answer in the space given below. -

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

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

(b) Mention the tools reqilired for the functioning of maintenance section-in a library.

......................................................................................................................................................
e

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

15.6 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 whether any of them have been lost.

- Often government departments undertake annual stock verification wherein stock articles
such as typewriters, almirahs, work tables, chairs efc. 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. Verificution of library stock is also done in
simnilar fashion for identifying loss of documents and for taking remcdial steps against theft
of books.




15.6.1 Need for Stock Verification

During normal course of library service operations, some books are hk =ly to bc stolen/
lost, damaged or mlsplaced. Ifa populdr book, that is, which is in nmch 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, mutilared or misplaced
is high in a particular library, then the concerned library authorities would have to take steps
to safeguard the collection. It is only through regular stock verification that we can identify
these problems. The need for stock verification is an imperative one.

15.6.2 Aims of Stock Verification
The aims of stock verification are.:
i) to list out the lost books.
i)  toidentify the misplaced books and replace them in correct position. |

iii}  to check the worn-out or torn books and send them for binding. ! '

iv)y  to identify the bocks which are to be corrected, for example, errdrs in class
numbers on spine labels, bibliographic details on due date slips, book cards, etc.

v)  to pull out the books that can be weeded out.

15.6.3 Advantages : - : _ l

1) It enables us to know the lost books. This knowledge helps the librarian 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 redders questions. |

ii) . During stock verlflcatlon it is poss1ble to replace the wrongly placed books in their
correct locations. 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, identifying the
misplaced books and putting them back at their correct positions. }

iii)  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 10 book
shelves. If the stock verification reveals that the loss 'of books in open access system i3
not more than in closed access system, then he can introduce the open écce‘;‘; qyﬁtefn

v)  As stock verification provides information about the number of tost books it is possible
to estimate the percentage of lost books. :
|
vi} It helps the library management to check about the honebty, dedjcation and security
consciousness of the library staff. If it 1s found that the losses are due to activities of
dishonest or careless members of the library staff, then necessary steps can be taken to

prevent further losses. : i

vii)  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




viit)

. Xi)

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 in shifting and dusting of books at regular 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 of 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 récords such as catalogues, shelf list,
accession register etc. in an up-to-date manner. Updated records enable the library
staff members to offer better services such as reservation, inter-library loans, location
of documents, etc. ‘

15.6.4 Disadvantages

1) Stock verification is most likely to disturb the normal working of a library. As a
result, the reader services will be affected. While some libraries are completely
closed during stock verification, other restrict their services to limited time.

i) Often, during stock verification books issued out are recalled for physical

verification and this causes much inconvenience to readers.

iii) It involves considerable expenditure, both for materials and manpower. Ina
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 13 not advisable to spend so much just to find out
what books have been lost. Moreover, a book once lost is lost forever. There 1s
need to incur additional expenditure just to know which books have been lost. If
any popular book is lost, it can be known very easily from the repeated public
demands and replaced. ' ' '

15.6.5 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, physical damage, etc. The major reasons for

book losses are mentioned below:

1)

i)

Certain individuals have the dangerous habit of stealing. -In spite of security measurcs
they resort to stealirig as a compulsive habit.

Sometimes the Qigilance system in library may not be adequate such as absence of
“watchmen in stack areas, improper checking at exit-point, etc. This fact may encourage
a few individuals to steal the books. This is said to be the major reason for the thett of
hooks. '
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i)  In some cases the library may not permit issue on loan of certain types of documents
such as periodicals, reference books, etc. outside the library. As a result the rcraders may
be forced to steal the required documents. | : : : o

15.6.6 Steps to Reduce Loss of Books

It is impossible to totally prevent loss of books. But, we can take certain preventive
steps atleast to reduce such losses. They are:

i) T1ghtenmg the security check at the exit point-and mamtalmng strict v1g11 in the
stack area.

ii)  Providing efficient photocopy services.
iﬁ) EXtending the library houss, pélrticulﬁt'ly_durihg exé;nination_peribds ih academic
libraries. . | L . _ a
Self-Check Exercise -4
Define Stock Verification and state its main aims.
Note: i) Write your answer in the épacé given below

ii) Compare your answer with the model answer givén at the end of this umti

15.6.7 Methods of Stock Verification
i
In the following sections, we shall discuss the various methods used for stock verification.

1) Accession Register

_As you have already learnt, accession register is a stock register maintained in the library
for recording all the documents received in the library through purchase, gift or exchanage.
In this method a library staff member takes the accession register to the book stac"}( reads out
the details of books including accession number and another persops puts & tlcki mark with
pencﬂ against the particular accession number in the accession register. After cwckmg the
complete collection, a list of missing books is made and steps taken to trace them. !

Advantage:
i) It is simple method.
Disadvantages :

i) Itisa cumbersome procedure as the library staff have to flip thrdhgh a number of pages |
to locate the required accession number for every book. If the library collection is very




large, then they m_ay'have to carry a number of volumes of acc'essibn register.

i) It s time con%ummg as the books on the. shelf are arranged by ca]l riumber and the
books in ‘the accession reglstel are arranged by accession number. Thu. difference in

arrangement of book sequences requlred conslderable time in locating the required
accession number, . - : - : .

i) It causes spoiling of the accession register. As some thk or other marks are made in it
for books located, it dlsﬁgureq its appeardnce

Example:
Accession Author Title  Publisher Supplier Edition Price Call No. = Remarks
Number ' '
1. Krishan Library'Manual Vikas Visa- 1st 65.00 . 0251 Ch@éked
Kumar _ landhra o - KRI
2 Mittai, Librafy Metro-  -do- 4th . 4000 . 025.1 Checked
‘ RIL. Administration politan = : MIT

2} Separate Register With Accession Numbers

In this methoed, a separate Stock-taking register is desi gned as follows:
Accession 1992 1993 . 1994 1995 1996 Remarks
1. '

2.

3.

While one library staff member calls out the accession number of the book on the shelf,
another puts tick matk in the patticular year column against the called out accession number.
After completing the checking of all books, a saparate list of books not found is prepared

The other sequences such as books 1ssucd, books sent for binding, etc. are chec_k_ed and entries
of those books which are found are struck off. Finally, a list of alt lost books along with their
complete bibliographic details mcludmg pnce is prepared and the total cost of the lost books
is found out.

| Advantage:

T i) It avoids spoiling of accession register with marks and erasings.

Disﬁdvantages:
1) It is a slow process and required much time.
ii)  Itcannot be used in big libraries with large collections because of time factor. . '

iii)  Stock-taking register can be used for a limited period, may be 5- 10 years, till all its
years columns are used. After that another register has to be opcncd ThlS involves .
considerable amount of money, time dnd cffort. '




3 Se.parate Sheets with Accession Numbers

Instead of using separate stock-taking registers as described in the previous. section,
' separate sheets containing accession nurabers in serial order are used as shown below:

GANDHI MEMORIAL LIBRARY .
STOCK-TAKING SHEET FOR THE YEAR 1992

11
12

13
14
15

o
17

18

19

20

NOo0 ] O A B e e

—
o

21
22

23
24

25
26
27
28

29
30

items are crossed out. Flndlly, the remaining accession numbers are written on bderdtB sheets
along with full bibliographic details. Thus, a list of lost books is prepared.

Advantages

) It is possﬂ)le for many library staff members to undertake thck verification
simultaneously. This is because copies of the stock- takmg sheets can be made

easily.

i) It enables completion of stock verification work in less time.

4) Numericai Counting

You are aware the accession register provides us the total number of docl.lmcnts available
in the library. Just through s1mp1e physical counting of books on the shelves] issuc sequence,
binding sequence, etc., 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) It is very simple method.

iiy It provides a rough estimate of the loss of books
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The accession numbers are either typed, printed or markad with a numbering machine.
In this method, the accession numbers of books which are located on the shelf are struck off.
‘The rest of the items are checked at the issue counter, binding sequence, etd and the found
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Disadvantag_es:

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) Tt cannot tell us which books have been lost and thetr total cost.

5) Book Cards,

This method utilises 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, correction sequence etc. finally
a list of missing accession numbers is prepared and thetr bibliographic details ascertained from

_the accesson register. - After stock verification, the book cards are rearranged by call number
and replaced in their respective book pockets.

Disadvantage:

i) Thisis a very cumbersome method especially when the library has several
thousands of books. '

6) Check Cards

In this method, check cards measuring 5 cm x 7.5 cm are used. Every book rack is allotted
a serial number/symbol. A check card, containing accession number and location symbo! 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 & list of untraced books.

Disadvantages:

1) This method is of usc in small libraries which do not have shelf list. For libraries
maintaining shelf list, it is a sheer waste of time and money to prepare check cards.

7) Sample Stock Verification

This involves selecting a portion of the total library cotlection using a suitable sampling
method and doing stock verification. Often those sections which are heavily used are verified.
Through this method we can make a rough estimate of the loss of books. '

8) Computer Application

In this method, the accession numbers of the books present on the shelves, issued out on
loan, sent for binding, correction work, etc. are noted on plain paper and thenr punched on
punch cards. This information is recorded in the éompuier. 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
cemputer.

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 sheif rectification, that is, replacing misplaced books 343
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' Advantages

in their proper locations, This is mainly because most of the above methods use accession
number as the basis for checkmg Moreover, they do not enable us to know gasily it a book
shelved in its correct place. So, a new method using the %hell list was devejoped for stock
verification. If you wish to recollect about shelf list, piease see Section 15.2. 3| {vi).

For the purpose of stock verification using shelf list cards, the followmg cqndmons should
be Fulfiled: '

) Shelf list should be up-to-date, accurate and properly arranged.
ii) It shOuld be in card form.

iti)  Shelf list cards should not only provide cssentlal blbhograph;c tietaﬂs but dl%O
have space for nmmg stock verification entries.

ivy  Shelf rectification should have been done properly.

v}  The call numbers of books should be individualising and the spines of books
- shoutd bear call numbers. ThlS would enable us to identify the books by readmg
the call number.

An example of a shelf list card with special columns is shown below:

025.81 . Hyman, R.J.

Shelf access in libraries /
R.J. Hyman. Chicago: ALA,
4500 - 1982

1992 11993 | 1994 | 1993
1996 {1997 | 19981999

In this method, a library staff member takes the drawer containing shelfjlist cards to the
book shelves. Anotherstaff member reads aloud the call number of the book on the shelf by
looking at the spine label or inside the book and the pe-rson with the shelf list cards locates
the particular shelf list card of that called book, puts a tick mark in the relevant year column
and pushes the shelf list card towards himself, ' This process goes on till all the books of the
day’s quota are checked. The shelf list cards of those books which are not fouq‘d on the shelves
are lifted and made to stand on their short edge. Then, these shelf list cards ajre checked with
other sequences like issue sequeﬁce, binding sepuence, withdrawals sequence, etc. At the end

- of stock verification, a final list of these standing shelf list cards is prepared. This {ist provides

information about the lost/missing books. The books in this list are written off after’ making
necessary éntries in the withdrawals regisier. The shelf list cards of the books withdrawn are
arranged separately in a withdrawals sequence. _

-1} ltisa qu1ck and easy method as the drrangement of bookq on the shelves and the -
shelf list cards is the same. :

ii)  Simultaneocusly many persons can do stock Vcrlhcatlon work with each person
tdkmg a shelf list drawer




Disadvantages:

i) As it involves putting a tick matk 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 filiéd afier a few years. Consequently, we may have to prcpdre
new shelf list cards for all the books in the library collection. :

iii)  If the library is following descriptive cataloguing; there may not be suffiéien; space
to draw columns on the shelf list card. :

' 10) 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 hst card towards himself,
The other procedurc is same as the dbOVB method

Advantages:

i) It enables us to do stock verification very qﬁickly._ B
ii) . Many individuals can do it simultaneously.
- i) It assists us in shelf rectifications

iv)  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 Verification)

Dr. S.R. Ranganathan advocated & system which combines shelf rectification with stock
verification. He said that these jobs should be done in a phascd, smooth manner so as not to
dlSI’Llpt the normal serv;ces of the hbrary, that is, without closing the library or restru,tmg the
services. The \rdnous ‘steps of thls method are descnbed below '

i) Deciding the Quota : As a prehmmary step, the quota of books ta, bc checked for the
day is decided. Then the conespondmg shelf hst card trays are taken out. '

ii)  Checking With Charged Tray: The next step is to check at the issue countcr The
issue counter assistant calls out the call numbers of books (fallmg in the day’s quota)
from the issued books sequence. The checking person makes the shelf list card of the

“book called stand up, there by making their éal_l numbers visible. So, at the end of
checking, all the shelf list cards which are standing on their short edge are those of
books which are issued out on loan. - '

iiiy  Shelf Rectification: Before embarking on cﬁc_cking book shelves, shelf rectification

has to be done. In addition, all the returned books should be filed. - _ '

iv)  Shelf chécking : This is done by two persons; while one person calls out the call number
mentioned on thé spine label of the book, anether person- checks for that card in the
shelf list tray, finds it and then he simply pushes it towards himself. If he finds.any
shelf list card which has not been called,_t_henlhe_rcmoves that card and puts in
investigation box. The cards in investigaﬁon box represent those books which are not
found.- - '
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..v) Investigation: Person ehecks for the books in the 1nvest1gat10n box at the followmg

places:

o _booksjust_retu‘mecl _
- 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 their
shelf list trays

vi) Reportmg Fmdlly, a list of books which are lost is prepared On the b¢1s1s of thlS-'.

* report the librarian takes correctwe steps siich as -

replacing important and much-rn-den_land ]ost titl_es -

- writing off lost books not much in delnand.

- strengthening secnrity measures o ‘ .

According to prof. Krishan Kumar (Librnry Manual p. 19'1.5)',”3 slight tno'diﬁcat:ion can
be made in the above method by including ene column for year of stock verification. A tick
mark or initials can be put against the years on shelf Hst cards of books which are traced.
Advantage*

i) Itcanbe adOpted without elther restricting services or closmg the lrbrary

i)  Itis most suitable both for small and large libraries. - '

BRI I enab]es the hbrary to undertake stock verlflcatron as often as necessary For
' example, a section in whlch there is heavy loss of books can be subjected to, stock
verification at frequent intervals and if the situation warrants those seetlons can

' be shifted to reserve séction. o

iv) It can be done by a number of persons as various secnons can be entrusted to
' different md1v1duals -

V) Itcan be done qulckly

Vi) - ‘Asitis combmed with, shelf rectlﬁcanon it'enables the hbrary to locate: rmsplaced 3

books and replace them at their correct positions.

15.6.8 Controversnal Issues :

1) Responsibility for. Loss of Books

. Particularly in simall libraries, the loss:of books is a major problem for librarians.

Sometimes the librarian may even be asked to pay the eost of lost books from his salary This

often happens in pubhc libraries. -

In Western countries; the librarians are not held responsible for loss of books
Unfortunately in India they are made accountable for the lost books. Of late, fortunately, thére

oare very few cases of action being tak_en_agamst librarians for lost books; this has bean mamly




due to the efforts of. 11brary associations. 1If thc Ioss of books is W1th1n the permitted- lcvel

' then it should be written off by the library authorities. The permitted level of loss of books,

as specified by the Government of Indla, is three volumes per one thousand volumes
issued/consulted in a year, '

In cases where there are heavy losses, that is, those above permitted levols detailed
investigation has to be done and preventive steps taken to avoid further losses. If there are
any dishonest hbranans then disciplinary action should be taken agalnst them.

' 2} Frequency

We can undcrtakc stock verification in a small publlc 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 _
sumultaneously. Those sections whcre there are heavy losses shoulcl bo subjected to stock
verlﬁcanon frcque:ntly '

Based on the. coverage stock vcnf catlon is of two. types

i) Complete Verification: In this all the documents in the hbrary are physically
checked.

ii)  Sample Verlf' catlon In th1s only a spcc1f1c paﬂ (Sdmple) of the total collectlon
_1s venﬁed :

- The Govemmem of Indla has 1ssued gmdelmos relatmg to stock verification in librari ies.
- It states as reasonabie loss of three. volumes. per.one thousand volumes-issued/consulted in a
- year. However, such losses. should net be due:to- dishonesty or negligence on the part of the
librarian. Loss of books of the value exceeding 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 VBrlflC&th[l should always be subject to surprise checks by
some independent officers.. : :

FREQUENCY OF STOCK VERFICATION |
{according to Guidelines issued by the Government of India)

Total - Whether complete or sample Frequency

document -~ verification to be done -

collection

Up to 20,000 ‘Complete verrification ~ Onceinayear .

volumes S - (If the library has only

qualified - library staff
member, then the verifica-
‘tion may be done atleast
once in three years.)
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3) Closing the Library R

. stock verification werk. This disrupts the rhythm of library service and it shou

" or complete verification?

157 WEEDING

- are weeded out:

20,001 to 50,000 'Compl_etc'lverificat'ion'. I Atleasi once in three years

- volumes _ R o ) o ‘
Above 50,000 Sample verificétion'_ e Atleast once in five years -
volumes ©(If such verification reveals un: * | PR

usual or unreasonable 'shortage',- ) |
~ then complete verification should =

"bcdo:ne.)_: L _' B

It is a normal practice for the library to close down completely &{rhe_neycr they ;___aiké up

' ]J be avoided.
We can select those stock veriﬂcati_on. mgthods (such 'as the one using shelf list Gf]rds)’ which
do not require closing the library or limiting the reader services. . . . |

4) Who should do Stock Verification?

Generally audit is done by persons who come from '6utSide__ a'g'érJCies#govemment
departments. This is a statutory requirement. But, in practice an exception has been in case
of libraries wherein their stock is certified often by library: professionals only. Itjis preferable
if the libraries wherein their stock is certified often by library ‘professionals only. Itis preferable

- if the library stock checked by library. professionals as they have intimate knowledge:of various

"~ library sequences (collections) and are better equipped to trace any missing boolq's. o

'S_elt.'-Ch'ecl_( Exercise-5

A library has over 50,000 documents. How offen should stock verification be done by it ac-
cording to the guid._elines_ issued by the Government of India? Should it be sample verification

.....‘....................._.................._....._......................_........'..............._.....‘........................................_... .......

ST OO O SO TS T TP LT L L LT e R A

Soon after stock verification, it would be poséib]c for a library to undertake the work of
weeding out books from its stock.. ‘Weeding or discarding is the process of withdrawing -
unserviceable reading materials from circulation in a library. The following types of books




i)

iv}) -

Old Editions: Sometimes following the publiéation of new editions, the old editions

become outdated. They can be weeded out. However, it should be done with great

care since some of the old editions may contain certain useful material not included in
the new edition. ' ' o ' '

Obsolete Books: The tholight content of"s.ome books may become obsolete and
sometimes they may- provide wrong information. Such outdated books can be safely
withdrawn from the collection.. '

Torn or Damaged Books: If the books are heavily used, then they are likely to be
torn or damaged. The condition of the book may be such that it can no longer be used
by the reader. In such cases, these books, which are shabby and cannot be bound, can
be weeded out. . If there is demand for any such book, then a new copy could be
purchased and replaced. '

Unused Books: In libraries, there are likely to be some books which are never used -

.. by the readers. Such books can be femoved from the active collection and deposited in

15.7.

a store room/repository.

1 Advantages of Weeding -

i}, It provides a(_iequﬁta space for books stock that is being used actively.

ii)  Removal of shabby and torn books makes the collection much more attractive -

- and appealing.

iii)  The libr'ary collection is likely tc')'be extensively used as the readers find new books

or latest editions of books on the shelf. "

15.7.2 Disposal of Weeded Materials

The weeded out materials can be disposed off in any of the following ways:
i) Gifting to local libraries which are-}ike}_f to utilise them.

ii)  Sending them to depository Céntres at the regional/state/national level.
iii) Maintaining a -separ_até sequence of weeded out books in the library.

iv)  Selling them as waste paper.

15.7.3 Process

Weeding out of unwanted books has to be undertaken periodically: The guidelincs issued

by the Government of India allow the librarians to dispose mutilated/damaged/obsolete volumes
if it serves the best interest of the library. However, they prescribe that disposal of such volumes
should be done on the recommendation of a threc-member committee appointed by the
Administrative Machinery/Department. The committee should certify that the books mutilated/
damaged/obsolete are not fit for use. Weeding out should be done by the librarian exercising

great

care, following the prescribed procedure and with utmost caution.
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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. :

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

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

15.8 SUMMING UP

In this unit, we have seen that the maintenance section of a library plays a vital role in
the proper arrangement, display and upkeep in good physical condition of the various library
documents. This is done to ensure that the documents requived by the readers are made
available to them quickly and easily.  The maintenance section performs 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.

- 15.9 MODEL ANSWERS

1 (1) The functions of mainténance section are:
-i) shelving
ii}) document location
iii) collection movement -
iv) dusting and cleaning | ; .
v} guiding
vi). document maintenance
vii) shelf rectification
viil) maintenance of shelf list .
ix) stock Verification
x) binding

xi) vigilance




(b) The various types of 'guid.es that should be pfepared_by- the maintenance section
are: ' S : : :

i) | tier guide
ii) gangwsy guide -
iff) bay guide
iv) shelf guide-
- v) general guide
vi} geheral instructions guide
¢)  Shelf rectlflcatton is replacmg the misplaced books in thelr correct locatlons on

the book shelves.

- Tower stack is a stacking system wherein stacks, which reach the roof level, are placed
adjacent to the wall and fixed to thcm As a result, the walls pr0v1de support to the
stacks :

(@) - The characteristic feature of “classified arrangement” of books on the shelves is
that books are arranged on the basis of classnflcatlon scheme adopted by the
library, that is, accordmg to class numbers.

(b} The tools required for the functioning of maintenance section are:
i} book ends or book supports
1) book lifts and trollies
iii) stools '
iv) | ladders
Stock Verification is physica] check-up of documents recorded in the library. Its aims are:
i) to list out the lost books |
i) | to identify the misplaced books and replace them in their correct positions.
i'i_i) to check the worn-out or torn books and send them for binding
iv') to identify books which are to be corrected

Stock verification should be conducted in a library having over 50,000 books atleast
once in five years. Only a sample verification is enough. However, if the sample
“verification revea]s unusual of unreasonable losses, then a complete venﬁcatlon of the
total stock should be undertaken.

The following types of materials can be weeded out of a library:
i) old editions
il) obsolete books
iil) torn or damaged books

iv) unused books
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15 10 ASSIGNMENT

|
.
|
1) = Visit any two or three libraries and study the stacking system and sthf arrangement
methods followed by them.

2) (‘ntlcally examine the use of stock verification in 11brar1ev Wh1ch have over three ldkh :
ctocuments in their collection. :

15. 1211ECOMMENDED BOOKS R ]

Krlshan Kumar, Ltbmry Manual. New Delhi: Vikas, 1989, p 186«199

Mittal, R.L.Library Admmtstratton Theory and. Practice. 5thed. New Delh Metropohtan,.
1984. :

15.12 GLOSSARY

- Closed access : In this system, the readers are not allewed to go to the book shelves

Usually, if any reader wants to refer a book, then he gives a|sllp mentioning

the details of the book to a member of the library staff. The library staff-
member goes into the stack area, locates the book and hands it over to the

reader who had requested for it. . _ 1

Open access ¢ This -sySIem allows the readers to move freely ainong the book shelves and
select the books they wish to read. : '

Paging : Ttis the job performed by a member of the library staff wherein he locates
the book on the shelf, takes it out and hands cover to the reader who had
requested for it. Paging is a major activity in closed access libraries (Where
readers are not permitted (o go into the stack area) '

Tier o It refers to the row of book shelves.

Weeding : Process of removmg from the library collecuen books Whl( h are damagedl
‘worn out unused or outdated

15.12 MODEL EXAMINATION QUESTIONS

- L Essay Questwns . Vo

- L Explam various systems of stackmg in hbranes S _
2. What 1s Shelf Arrangement? Descnbe vanous types of arrangements in libraries.

3 What is Stock Verification? Explam its purpose and describe various methods ef |
' stock verification in libraries” = : ' '

'II Short Notes
a) Weedmg of l1brary matenals

b}  Compact storage.
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16.0 AIMS AND OBJECTIVES
This unit aims to introduece you various conservation and preservation metheds used in
libraries. After studying this unit you should be able to

. enumerate the abjectives of library binding and criteria for binding of various types
of documents '

. discuss the various types of binding and their use
. have an idea about the organisation and management of binding section in a library
. discuss the need for and methods of preservation

¢ identify various destructive agents of library materials. ' . 353




354

'16.1  INTRODUCTION

Before we are going to discuss various conservatlon and preservation methods and
techniques that can be used in libraries, it is necessary for us to understand the meaning of
the three terms: Conservation, Preservation and Restoration. Conservation means
‘Preserving from the destructive effects, natural deca'y or waste’. The term Conservation has
two main components: (i) Preservation and (ii) Restoration.

Preservation is the process, which tries to resist or delay the harmful (destructwe) effects
of the various factors in’environment. Restoration is the process, which seeks to improve
the physical condition of the object so that its original or almost 0r1g1nal condition s regained.
This is done by either totally or partially removing the effects of the envu‘onment.

Normally the library collections consists of a well selected stock of general materials
such as books, periodicals, goverﬁment publications' newspapers, pamphlets efc. and special
materials such as microfilms,. dissertations, manuscrlpt% maps, gramophone records, tapes,
photographss, charts etc.

* A librarian has a dual role, one to facilitate the.use of all these libfary materials and second

to conserve them. This apparently seems contradiction in terms, but in practice it is not so. -

He conserves the library material so that it can be used for the posterity of ithe future
generations. Mainteénance of library collection activities begin with the acquisition qf materials

and continue with the handling of materials during the process of preparation for use, their -
. storage and their use by readers. Binding, stock verification, weeding and stock rectification
also form the part of maintenance work. However, among these the book b1nd1 g act1v1ty

forms as an important activity of conserving the documents.

16.2 BINDING

16.2.1 Obj ectives of Binding
The major purpose of binding is to strengthen the book so that it can bear the wear and
tear of the readers’ use and to enable us to preserve them for future use.
~ The three major objectivés of binding are: _
. to increase the life span of the book through protcc'ting_ it within certain covering
materials such as cardboard, leather, rexin, plastic %heets etc. . '

o to add to the durability of library documents, (Durab111ty means mamtaini'ng in
good. shape when in use) '

* . to enhance the aesthetic appearance of the various library documents. If the
damaged books are properly repaued and bound, then they are llkely to attract
more number of readers,

16.2.2 Binding Policy
The practice of getting the books and periodicals bound varies from library o library s

Some libraries get their materials bound through the commermal book binders, whlle some
prefer to have thelr own binders.




At times, the question arises whether a paperback edition or a book has to be bound as’
soon as it is purchased or after its use for sometime when the cover becomes loose and the
stitching breaks. Some libraries prefer binding of books as soon as they are purchased while
soine others only after they are damaged This is one of the reasons why the library prefers
purchasing library editions, 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 bound possess case binding and hence need not be bound completely because they
retain their cardboards intact, but require with calico and stitchin g.

The question of binding should also be discussed not just from the points of view of
- decoration and economy, but from the perspective of utility and strength 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
a particular type binding. Binding of book is not a big problem in the case of scientific and
technological books and reference books like dictionaries and encyclopaedias which are
originally case-bound according to their value, use and requirement. But it is a problem with
fiction and other languages books and specially 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 on 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 it should be the criteria for book binding, Even as regards back numbers of
periodicals, the merits of various types of binding like leather binding with gold-lettering (Law-
book binding), tull calico binding, half leather binding, ordinary type of binding and wrapper
binding should be considered before taking the final decision. A knowledge of the technical
aspects of the binding work is a most valuable asset to the librarian. As a proverb goes, “a
stitch in time saves nine”. Unless the book is bound in time, it is not possible to preserve it.

W.R. Thurman, formerly Binding foreman of the New York Public Library offered certain
criteria for deciding the binding policy. He suggested that the librarian may ask himself the
following eleven questions before sending a volume to the binder:

)  How much use is the volume going to have?

i) .In what way is it going to be used ?

iii) ~ What kind of readers are going to use it? .

iv}  How quickly does such a volume usually get worn out? .
v) At what points will it be likely to get most work out?

vi)  How long are the contents of the baok going to be timely and how soon wilf they have
only historical value?
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|
vii) " Tlow much is the book worth now? How much is it 1ikﬁ:ly to be worth in the future?
viii) . Can it be easily replaced now? Can it be easlly replaced in future ?
ix)  Tsit such a size and weight that it nccds special attention of the binder 7
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?
16.2.3 Binding of Special Types of Documents '

(i} Periodicals

The periodicals departments generally maintain close relations with the bindery, and
participates in the formulation of binding routines. The department also has the responsibility
of arranging the volumes for the binder and making sure that title pages. indexes, supplements,
inserts, errata sheets and other parts are included in the volumes. Library manuals should
provide guidelines for binding, quality of paper, format, intinsic value, and possitle or probable
use. : i

(2) Newspapers

- Of all the source materials bearing upon the life of a community, the local newspaper is
probably the most comprehensive, easiest to secure, and the most evanescent. Each newspaper
file is expensive; the cost of subscription, binding, stering the bulky volumes, and servicing
the newspapers back volume collection may quickly take up a jarge part of the library’s budget.
The library’s responsibility for preserving local materials should be taken up seriously. Of
course, the number of local newspapers purchased may create an acute problem. Mosii, libraries
will find it necessary to maintain a file of atleast one Jarge metropolitan daily. Riag—papcr
editions and microfilm editions of these publications tend to simplify this payt of the
conservation programme. ' '

(3) Pamphiets

~ Libraries collect pamphlets. If these materials are to be used to best.advantage
considerable attention must be given to their proper care. Some research libraries bind
pamphlets much as they bind books in boards with cloth or paper covers. A tew|hbrar1es
group pamphlets on special subjects and bind them into volumes. Other libraries place
pamphlets in vertical files, books or envelopes, or wire staple them into manila covers. The
decision as to which method a library should follow will depend upon the emphasis placed
on preserving pamphlet materials, their nature, probable use both present as well as future.

(4) Binding of Other Reading materizls

Very thin items, especially if they are'in a similar series, may be held, tied in boards,
until thick enough to be combined into a regular cloth velume; but if they deal wi‘th varied

- subjects, they can be better bound as individual volumes. Some items are printed on paper

which is of tco poor quality or fragile for regular bindin g If these materials are to beL retained

- permanently, then they may have to be Japanese tissued or otherwise protected and th n 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 carlier, 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 llkely to be
littte used may be kept unbound mdefmltely

Mending and Repair of Books

© Whether the library maintains its town 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 womn out beyond repair should be
considered for permanent removal from the collection. Outdated books, ebpecm]ly textbooks
and technical books can be discarded.

Both fiction and non-fiction books which possess any of the followmg characteristics
may rebound:

. heavily used continuously
. establtshed as standard works
. expensive tiiles

Mending is done when -
s pages are loose, torn or rumpled.

. back is breaking at the joints, either at the top or bottom.

. spine or joints are broken.

Self Check Exercise -1
What are the three major objectives of library binding?
Note: 1y  Write your answer in the space given below.

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

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

16.3 TYPES OF BINDING

The various types of binding are :

a})  Full Leather Binding
b)  Half Leather Binding
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c) Full Cloth Binding

d)  Half Cloth Binding

€) Hard bound books

) Paper backs

g)  Perfect binding

a) Full Leather Binding: In this, cardboard is covered wholly with Jeather. This binding
is used for expensive and rare books. Generally, it is employed for reference books like

encyclopaedias, atlases, directories etc. The major disadvantages of th;q methdd are high cost
and need for constant care.

b) Half Leather Binding : Only the spine and half portion of the cardboald 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 Binding: In this, the cardboard is totally covered with cloth. This method
is widely used for heavily used documents such as popular books, standard works, textbooks, efc.

d Half Cloth Binding: 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
decorarive sheets, marble etc.

¢} Hard Bound Books: Often the publishers bringout hardbound editions of their books.
As such there is no immediate need to get them bound. In this type of binding, the boaok is
enclosed in a cardboard cover with thickpaper attached to it. On the inside of the cover near
its spine, section stitch and a piece of cloth are used to add to the stiffness and durability of
bmdmp '

f) Paper Backs: This method is used for popular fiction books and pocket books which
are sold at cheap rates. In this method, a single sheet thick paper is used to cover the book.
This paper cover is just pasted to the spine of the bock. Section stiches are used tc hold the papers.

¢) Perfect Binding:. This is a temporary method of binding. In this all the pages of the
book are pasted near-its spine side only. Then it is covered by a thick paper cover. There are
no section stiches even. In other words, the adhesive acts as a substitute for stitching. This is
not recommended for library use and is often utilised for letter pads, paperblacka of popular
fiction, etc.

Library Reinforced Binding: This refers to the practice of strengthening the book
through attachment of some additional materials. It may be strengthening the hinge with cloth ‘
or a page with plastic sheets, tissue, efc. '
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Seif - Check Exercise - 2
{a} List the cight steps of binding 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.

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

Regarding the specifications for library binding, Dr. S.R.R. Ranganathan has provided
detailed guidelines for both rebinding as well as for new binding of library documents. Further,
in 1935 the American Library Association also prepared a standard for library building namely
“Minimum Specification for Class A Library Binding. In 1939 in collaboration with the Library
Binding Institute, it formulated another standard under the name of “Standard for Reinforced
(Pre-Library Bound) New Books”.

164 BINDING MATERIALS

The various materials required for a binding section can be grouped under three categories,
a) Cgveriilg Materials

b) Lettering and Tooling Materials

¢)  Machines and equipment

d) Miscellaneous

a) Covering Materials
i) Suitable leathers for bindin 2.
1) Book cloth, calico and buckram for binding.

iif)  Suitable paper for binding such as high cellulose containing_paper, waxed paper,
and lining paper. '
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i) Good record paper
v)  Japanesc tissue, parchment papet
vi)  Good quality silk and white muslin cloth, calico for repair and mending of bocks.
vii)  Card boards of various sizes.
. viii) Thread.
ix) Paste and glﬁe. : ' : ,

x}  Cord for reinforcing upper and lower edges of new spine.

b) Lettering and Tooling Materials: ' i
i) Gold coloured coated paper.
i) Leiters_ made of lead.

iii) ~ Guilding machine with electrically operated equipment.

¢) Machines and equipments required for boaok bilidihg:
i) Hard press {Small press)
ii)  Rounding machine _
iii) Electrically operated (power) cutting machine and hand operated cutting machine.
iv}  Pioning machine.
¥) Card board or hard board cutting machine.
vi)  Hammers. _ %
vif)' Needles and Book Saw. _
viil) Stove for the preparation of paste/glue or an gleciric glue pot

ix)  Brass pot for cooking paste

&) Miscellancous

i) Mending materials such as art gum erasers, ink erasers, steel erasers, ink eradictors,
alcohol and ‘gasoline used as solvents to remove oil spots and strains, white soap, vinegar,
sand paper, shellac and book lacquers for water p'roofing, vulcanised brush with metal handle
for zpplying shellac, plastic book sprays. - '

i) General office shears, a sharp pointed knife, two or more bone or plastic folders, dusting
power, a straight ruler with steel edge, brushes, blotters, cord for reinforcing upper and lower
edges of new spine. ' ' '

16.5 ORGANISATION OF BINDING SECTION

The Hbrary may get the documents bound in its own binding section located within the
library or it may enirust the work to at outside binder. Outside commercial binder may be
selected by calling quotations or through open selection. Atleast one person in the library
binding section should be thoroughly skilled 1n the_bind'mg operations. The cxpansion of the
staff will depend upon the increase in workload. The American Library Association also -
specified the duties of the Person-in-charge of the Binding Section.




The llbraues can maintain the rccords of documents sent for- bmdmg in the form of a
register or on cards. The various columns in a bmdmg reglqter are shown below:

Name and Address of the Library

Sl Date of Call Author Title Kindof Date of Cost of Payment
No. Despatch No. Binding Receipt Binding Voucher No

The Binding Register serves the following purposes:

. provides a permanent record of documents sent for binding
» . meels the needs of audit.
. payments towards binding can be easily calculated.

For quick and easy location of information about books sent for binding, the library can
maintain the above record on cards also. These Cdl’dS can be arranged by title.

Self-Check Exerclse 3 . R
What purposes the Binding Reglster can serve?
e

" Note: i) Write your answcr in the spa:ce given bclow

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

......................................................................................................................................................
......................................................................................................................................................
......................................................................................................................................................
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16.6 PRESERVATION

A library is a store-house of human knowledge. This knowledge is generally kept in
Tecords, 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 coursé of time. But science attempts to keep them in -
good trim for a certain 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.
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16.6.1 Destructive Agents of Library Materials
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,
and g) Bacteria and fungi.
a) Climate |

Sudden variations in temperature and moisture are the two most deteriorating factors for
most of the articles of a library. So it is necessary to adopt means to kecp the articles in such
a way that they may be in a comparatively uniform temperature and in dry places. To sceure
them against variations of temperature and moisture, scientific preservation should also be

used where necessary.

b) Insects

Insects of various kinds eal into the vitals of wood, leather, papcr, board, buckram, etc.
Tn preserving the life of thesc 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 Jlight 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 satisfactory colour to be tzken into cr_msideratiofl should be one
near the middle of the spectrum, the yellow tint. .- '

d) Moisture

1t contains carbon-dioxide derived from the air and 'sulphur acids from the burning coal
or coal gas. It plays as important role on the following:

i) The life of bacteria and fungi
i) Fading
i) Action of salt.

Here the most vital thing is to remove the moist air. This can be done by proper
ventilation. The use of calcium chloride inside the showcase or atmisah has proved to be

useful. - |

e) Atmospheric conditions
If the temperature runs on a very great range the condition of the object-becomes very
bad. Tn 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 temperature should be maintained. |




f) Dust and Dirt

Directly these do not cause damage to the objects but they accelerate the action. For
this, occassional cleaning is required and the best remedy suggested s to use dust and dirt
proof steel showcases.

£) Bacteria and fungi

Bacteria and certain vegetable growths such as lichens and fungi are the main destructive
agents to an old object. Moisture and warmth accelerate the growth of these bacteria and
fungi. The protective measure is to keep the objects in dry conditions

16.6.2 Preservation Methods

Preservation of library materials involves:

. ascertaining the constituent elements of the object to be preserved.

. finding out the cause of change or deterioration of the object

. adopting suitable means to remove the cause of damage and to counteract the destructive
agents, ' '

Objects, specially of organic materials, are able to be attacked and soretimes are quickly
destroyed by insects. The larvae of beetles and moths, cockroaches, silverfish and white
ants are the enemies with whom we have to fight. These insects 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 keepin g naphthalene balls
or camphor cakes or raw lime cakes. A powder of orrisroot (bach), cloves (favanga), black
pepper and cinnamon may be taken in equal proporiion, dried, powered and kept in small
cloth bags and put on the book shelves. This power is to be changed at an interval of about
three 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.

b) Destroying the insects by fumigation:
It should be done with the following chemijcals:

1) Carbon-dioxide

ii) Formaldehyde (Formalin)

ifi) Cérbon—disulphide

iv)  Thymol

v} Three parts of ethylene-dichloride and one part of carbon-tetrachloride.
c) Other Preservative measures

The following preventive and curative measures can also to taken in a library:

i) Free circulation of air at a regular interval of fortni ght or a month,
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ii)  Dusting of books at regular intervals. It should be remembered that dust invites
bookworms. o :

iti)  Books should be exposed to sunlight for a short time as long fime 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 or camphor should be spread on the sides of the books.

V) Dry neem (Melia azardirachte) 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, Carbolic acid and 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.

Another solution of rectified spirit, mercuric chloride and phenyl may be, effectively
used in the same marnner. :

Further a solution of rectified spirit, corrosive sublimate and crecsote may be effectively
applied with a brush in the joints and in-between every ten or fifteen pages of the books. A
little of this solution can also be safely added the paste used for kinding books. |

“Shell Tax: It is a product of Burma Qil Company ( now Indian 0il Company) and is
very effective against the insects specially white anfs. Without any injunous effect, it can be
used safely on paper, cloth, leather and photoprints. ’

When books, documents, almirahs and shelves are attacked with insects, benzene should
be immediately used as a curative. In cases, where the rooms are kept closed this chemical
serves well.

Spreading a mixture of chopped tobacco and pepper in equal proportion on the racks
and shelves of the almirahs where books are kept is also effective. Ttis also advisable to add
Keating’s insect powder to this. Pepper may be substituted by casaphor. But whatever may
be the jngredients, 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.




b) Which chemicals are generally used in fumigation for destroying insects?

16.6.3 Common Insect Pests and their Prevention

To prevent the common infect pests, libraries have been using various measures. Some
of them have been discussed here : :

Insect Preventive and curative measures

i) Cockroaches a. Various kinds of commercial insecticides may be used.

b. A mixture of 12 parts of sodium fluoride in 100 parts of
flour, a white powder bait can be sprinkled in the haunts of
cockroaches. It should be borne in mind that sodium flouride
is poisonous to human beings '

¢. Borax may be sprayed in the places where they are likely to
encounter

d. Camphor balls and naphthalene cakes are effective in
keeping books free of these insects.

¢. Baygon spray, a commercial insecticide, may be used for
destroying them.

ii) Silverfish a. Maintaining a high degree of cleanliness
Spread a mixture of boric acid and flour where they are

likely to encounter

¢. A mixture of 12 parts of sodivm flourtde in 100 parts of
flour may be used.

d. Sprinkling of phenyl water.
e. Baygon spray is very effective in keeping books and
documents free of these insects. )

f. Naphthalene and camphor cakes may be used over the
shelves '

i} Bookworms o a. Naphthalene in the form of blocks or paradichlorobenzene
crystals will give off fumes which will repel the beetles.

b. Book in which live bookworms have been found may be
put into an atrproof cabinet or container with
paradichlorobenzene crystals. The crystals should remain
in the container for at least a fortnight.
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iv) Mildew or Moulds

v) Termites or White Ants

P

Vacuum fumigation only has been found successful, a
measure feasible only in the large libraries. '
Baygon spray may be used

Storage in light and well ventilated rooms where books are
kept dry.

Thymol fumigation has proved a satisfactory measure both
as a preventive and as a remedy for moulds and mildew.

The following chemical varnishes may be brushed thinly
on to the book covers and allowed to dry theroughly before
the books are shelved. These varnishes give complete
protection aga'inst moulds and mildew.

1. Shellac flakes
Mastic
Sandrac
Camphor
Alcohol
Oil of lavender
Mercuric chloride
2. Thymol crystals .
Mercuric chloride
- Ether
Benzene
3. Ethyl cellulose
Shirlan Extra
Xylol
Butanol
The following chemical compounds are known to protect
leather against fungal growth:
1. Phyenyl mercuric nitrate
2. Pentachlorophenol
3. Betanaphthol
4.  Paranitrophenol

Poisoning of the haunts with solutions containing

trichlorobenzene, pentachlorophenol, sodium arsenite have
proved very effective.

Affected sites should be treated with a diluted emulsion
consisting of one gallon of 20 per cent concentrate of dieldrin
to 80-100 gallons of water. '

Termites may be also killed by introducing DDT or
gammexene smoke, under pressure into the termitaries.
Gammexane dust is also effective (Please note that
Gammexane smoke is injurious to paper)




vi) Firebrats, Booklice {(pso a.

cids), bookworms in the
beetle stage.

Self-Check Exercise-5

Pouring of a solution of sodium arsenite (1 part of sodium
arsenite to 9 parts of benzol) into any cracks in the library
floor may be sufficient to keep termites at bay.
Wood-dwelling termites may be repelled with a woqd.
preservative such as coal-tar or creosote.
Termex-emulsion application.
Antokil - absolute preventive of the ravages of white ants,
.Ordinary kerosene oil may be poured over the haunts of
termites.
Can be controlled effectively by spraying the walls, wood,
floors, ceilings, interiors of closets and cupboards with Di
eldrin. '
Other effectite sprays are oil solutions of five percent DDT,
two percent Chlordane, two percent Malathion, or one half
of one percent lindane,

Insecticide powders like DDT.

Baygon spray.

The best method of destroying book worm larvac is by
fumigation with Hydrogen Cyanide, Methyl Bromide,
Carbon-Disulphide or other lethal gases.

What preventive and curative measures are taken for controlling mildew or moulds?

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. -

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

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

16.7  AIR-CONDITIONING

It has been observed that maintenance of controlled temperature and humidity of the air
in the storage area is of considerable value in preserving books and records. In the air-
conditioning system, it is also possible to treat the acid with alkaline water so that acidic gases
in the atmosphere may be neutralised. The recent development of air-conditioning does give
us some means of coping with environment, both for ourselves and for our books. Once this
was thought as a luxury but now it is being increasingly recognised as a necessity for the
well-being of both human beings, and of the books and manuscripts which we seek to preserve.




The prevention of deterioration is a more important aspect and air-conditioning is the most

effective means of controlling both chemical and biclogical enemies of books. The installation
of air-conditioning is no doubt expensive, but we should bear in mind that there are books
whose intellectual or emotional value ought not be appraised in monetary terms. ': The most
practical way to control temperature and humidity and clean air 1§ hji Central Air Conditioning.
This system is most effictent when designed into new construction but it can be installed in
existing structures toe.

168 NON-BOOK MATERIALS '

The recent development of microforms, magnbtic and optical media is too well known
now-a-days. The bibliographer may dislike and distrust microfilm, the learned scho]dr‘; may
deplore the discomfort of using it but it remains. at least a possible way of prcsclrvmg 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. The magnetlc and optic media
can store large quantities of data and facilitatc easy retrieval.

- Non-book materials like books need to be given proper care and attention. Films, even
those on cellulose acetate, can suffer rcal damage while in use and storage. Dust, heat, and
humidity are harmful to film as well as to paper. Dust and dirt in contact with the'film can
very easily scratch it. Like books, microfilms with excessive humidity atiract the growth of
mould or mildew over the films, and there is also chance of the rusting of the spools Illm which
the films are wound. Whatcver microfilm reader is used, it must be protected from dust and

~ should be operated with consideration for the film itself.

For an instance, regarding the care and preservation of floppy disks, the following points
have to be considered:

. Avoid touching exposed areas of a magnetic disk
. Avoid exposure to magnetic fields

Use only felt tip pens and very light pressure on the ﬂoppy labels

. Avoid contamination and warpage by returning disk to its envelope when not in
use o
. Store floppy disk in an environment that is between 4°% and 60°% with a irelative

humidity between 20% and 80%

Keepmg all the hazards in view it is suggested that air-conditioned stor age is 1mp01 tant
for the non-book materials.

16.9 DIGITISATION AND ARCHIVING .

Besides acquiring and making the documents available, libraries have to preserve the
documents for the posterity. Digiiisation is one of the important processes, as a rcsult of
technological applications to libraries and information centres. In this process first a'digital
file will be created through scanning and OCR (Optical Character Recognition) tcchnollogies
Scanning requires a complex and expensive preparatory work. The ‘digital master” file §h0uid
be created at the hlghest suitable resolution and bit depth This master file then becomes t.




