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COURSE-2 LIBRARY MANAGEMENT

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

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

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

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

The library practices covered in this book are applicable to majority of libraries as the uni’s
deal with fundamentals. The units spell out theoretical principles and also practical solutions.
In few special libraries and documentétion/infor_‘hlation cenfres the management process may
slightly differ, however, they are indicated at appropriate places to the extent possible. '
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BLOCK-T : MANAGEMENT PRINCIPLES

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

Unit-1 + General principles of management
Unit-2 : Application of management techniques to library operations
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A wariety of budgeting fechnigues are available to library managers for budgeting such as
{ine<tem budgeting, tumpsum budgeting, formula budgets, performance budgeting, programme
budgeting, planning prograimming budgeting system (PPBS), zerabased budgeting (ZBE), etc.
You will learn about these techinigues in unit 9. '

Relf-check Exercised S
 What Goes the zcrouym POSDCORB stand for ? ,

] 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,

1.8 PRINCIPLES OF MANAGEMENT

Principles of management are generalisations siiitable for universal application and formu-
lated on the basis of human experience and detailed examination of case studies. The application
of these principles should 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
humai behaviour, intelligence, jndgement skills and previcus axperience. These principles are
flexible in the sense that they can be profitably adapted to any changes in the work sifuation.

As we have afready secen in section 141, it was Henri Fayel, the tather of classical sehoo!
of managemeni thought, who formulated, for the first time, the following set of 14 principles of
venerai administzation. These principles, which are still relevant sven today, will be explained in
this section. :

1) Division of woik.

i) Authority and responsibility.

i) Bisciplize.

iv) Unity of Command.

v} Unity of direction.

vi) Subordination of individual interest (o general inierest,
vii) Remuneration of persormel. '
vii) Centralization.

ix) Scalar chain.

%) Order.

xi) Edquity. . .

i) Stability of teaure of personnel.
xiii) Initiative.
xiv) Esprit de Coips.




chorting may be done either in written form {staff manuals, notices, memas reports, seaft
diaries, efc.) or verbal form (telephonic talk, personal talk, meetings, etc.}). Particularly in large

Iibraries, most of the reporting is in written form.

If an organization wishes to Yeport to the people, then it has to utilise the public relations
techniques. Public refations heips the library to improve its image among tHe people, It is
regarded as a management function which attempts to gauge public attitudes, identifies policies
and procedures of an individuals or an organization which have abearing on public interest, and
iinplemcms an action programmie to obtain understanding, support and goodwill of the public.

No responsive manager can afford to ignore staff reporting. The librarian should ensure
that every member of the staff is wel| informed about the functioning, programines, progress and
probiems of the library. This can be done inn a variety of ways such as_'annual reports, newsletters,
notices, conducting guestion and answer sessions, staff meetings, staff handbooks and manuals,

_circufars, etc, ' '

Apart from reporting frem top to down (from librarian to lower level staff), the library
should provide for reporting from down to above alsa, ' :

Examples ; _ ' .
i) Progress report of a project assigned to a department in the library.

if)  Reporting of a case of theft in the Hbravy.

lii) Office diaries.

With the Leln of reports received from various sections, the librarian can undertake an
evatuation of library services and procedures. '
L7.7 Budgeting

Budget is the document which provides item-wise estimates of expected incorpe and expen-
diture during a future period. Generally, library budgets are prepared at annual intervals, Tt js
regarded as an effoctive management tool. Tt enables the library to restrict its expenses to the

available income. Also, it helps in utilisation of its financiaj Tesources in an organised way, that
1, the expenditure can be incurred in a planned manner. :

Budgeting is the process of pieparation of Gudget. It is done keeping in view the objectives
of library in mind. 1t enables mplementation of the adepted plans. Tt offers an opportunity to
review/evaluate the various library programmes, thereby acting as an important control device, !
The chief librarian has to identity the growing or new needs of the users’ and provdle adequare
financial resources to meet them. He plays a key role in the preparation of budger,

The factors which need to be considered at the time of budgeting include:
e Strength of library collection, readers and staff,
* variety of services offered,
s categories of users.
s impact of inflation.
* location and organization of various sections/departmeﬁts.

¢ period of budget coverage.




ete. Prooer care should be taken to see that these are draited in cledr and upambiguous-manner.
This is essentiat for giving proper ditection to staff members. As for oral communication, it
may be either through formal staff meetings and fraining programmes or intormally through

interpersonal contacts.
1.7.5 Coordinating

For the successful runming of an organisation, coordination is most essentiai. 1t is a vital
management function. The management should coerdinate individual efforfs of all staff members
in such a harmonious manoer so as to achieve the organizational goals. Bven in cases where
there are persoﬁa! conflicts and differing interests, steps shouid be taken to clear thc bottle-necks
and atiain the goals.

Coordination is the process of establishing and maintaining intercelationships among the
different sections/departments of an organization so as to streamline iheir operations for the
overall good of the organization, It involves constant adjustment of different sections of an
organisation to ensure that the various procedures/activiiics contribute o the organizationi to 4
maximurs degree. ' ‘

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

Let us study an e_Xample fram library situation to understand the importance of coordination.
Asveu know, the perindicals section of the library handles subscriptions for periodicals. 1t records
the periodicals received in the jibrary and sends them o the documentation section for indexing,
In the documentation section, the contents of pericdicals are scanned, index cards nreparcd
and then the perindicals are returned to the periodicals section. As we can see, the periodicals
section and dochmentation section are interrefeted. Periodicals section scrves as a feeder to
the docurnenfation section by supplying the latest issues of periodicals received by it. If there
is no proper coordinaiion between these two sections, then the documentation secvice of the
library is likely to suffer. Suppose if the periodicals section does notsend the new pericdicals
provaptly to the documentation section, then the coverage of the documentation serviee will not
be comprehensive, On the other hand, if the documentation scction does not retuin quickly the
new periodicals to the periodicals section after indexing, 1t wil ipad to complaints from readers.
All such problems could be easily solved by coordinating the work of both these sections in &
| proper manner. ' :

1.7.6 Reporiing

Communication is the life blood of an organization. Reperting is an important component
of communication. It assists the managers to keep themseives better informed and enabiles them
to take correct decisions. Also, reporting enables the managers (o inform the higher anthoritics
about the functioning, achievemerits and future needs of the organization,

. Take for example the case of a un‘iversify librarian. He submits reports to higher au tharities
such as library committee or registrar so as to inform them about the activities, progress and
needs of the library. in addition, he also makes it a point to Keep the staff working under him
informed about the library aciivitics, programmes, policics, etc, Tt should be noted that reporting
may occar at many peints in the library hierarchy, not just at the top. The basic alm of reporting
is to build bridges of vnderstanding.
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e takes care of the current as well as future needs for staff.
s covers all categovies of statf mdnagers professionals, supporting (administrative as wdl as
technical) staff and para professionals. -

The major elements of staiting process include, among others,

e adoption of efficient recruitment and selection procedure. _

e providing for appropriate classification of various staff positions and suitable remuneration.
e proper placement of staff on various sections.

# offering scope for staff training and improvement of educational qualifications.

« adoption of a fair policy for transfers and promotions.

» healthy management - worker relations. '

& provision of sufficient retirvement benefits such as gratuity, pension, ete.

It is relevant to mention briefly the two technigues that are utilised in staffing: Job analysis
and job description. ‘

Job analysis seeks to collect relevant information regarding the naiure {that is operations and-
responsibilities) of a specific job through such iechnigues as observation, questionnaires and
diary methed, ete. It finds out the tasks that constitute a job and also identifies the abilities,
skills, knowledge and kind of experience required for performing the job. '

Job description states In clear terms the duties and responsihilities of a particular job. It also
indicates, among others, the position of the job in the total hicrarchy, that is, the subordinate
staff 10 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, policies and
procedures relating to the staffing programme of their erganization. This is essential for its
successful impiementation. Also, staffing programme can be evaluatec by the management af
perindic intsrvalz to make necessary changes.

1.7.4. Directizng

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

s decision-making. .
a translating the decisions into official orders - both genefal and specific.
» serving {issuing) these orders.

In a library, the chief librarjan or his subordinate officers are constantly engaged in the
process of direction. They issue # variety of orders which specify the policies, procedures,
‘ permissible modes of conduct behaviour, etc. relating to the Lbrary.

Directing is a challenging task for the library manager. It secks to accomplish tasks with
the help of persons, cither individually or colicctively. Directing aims to lead and motivate
the staff--the human resource-to contribute s best to the organization. Another major aim of
directing is fo achieve contrel over the library staff. This is done by insisting that the performance
of various library activities should confirm to a predetermmed standard of efficiency and quality.

The function of directing is not just limited to the top management only. Ar_‘.mailj-', it
pervades at all supervisory levels in the whole organization, Proper directing demands go(;d
interpersnn‘nj‘caammunicatiens skills - written as well as oral. Wiltten communications take the
form of office memos, letters. reports, directives, policy statements, staff manuals, wock manuals,

20




At the time of designing a suitable organizational structure for a library, the library man-

“agement has {0 take into consideration various factors such as the library’s-objectives, users

served, nature of documents, type of library building, libragy staff, extent of au tomation, tinancial
resources, etc. ' '

Libraries may be organized in any of the following ways:

i) Funciicnal arrangement (according to various library functions such as acquisition, technical,
reference setvice, maintenance, circulation, etc.)

i) Subject arrangement (humanities section, social sciences section, pure and applied sciences
section, etc.)

iii) Arrangemenyi by avea (This is done on the basis of arca to be served by the Hbrary. For
example, branch libraries of public librarics are established iaking into consideration the
area to be covered.)

i) Arrangement by persons sexved (children’s section, women's section, braiile section, elc.)

v) Arrangement by materiats {bouks section, periodicals section, United Nations publications
section, non-book matertals section. et

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

Library’s organisational structure should not be rigid. If the objectives of the library are
modified, ithen its structure may &so require certain chianges to suit the changed conditions,
Tt is better to adopt centalisation in the area of acquisition {except book selection), technical
processing (classification and cataloguing), and deceniralisation in the area of book selsction
and services. ' '

1.7.3 Staffing
This is regarded as the persosinel function of the management, It is mainly concerned with
two aspects:

i) recruitment of staff and their suitable fraining to meet the requirements of the organisation;
o and ‘
ii) creating and maintainiog an environment which is conducive to the performance of varicty
of tasks by the employees.
The staffing programme of an organisation should strive to attract bright talent sufficieny
strength, who can translate ihe objectives of the library info realify. The work environment
should motivate the employees to give out their best,

Staffing is considered as a vital function for any organization since jt is the staff which make
or mar an organization; that is, the success of any organization depends mainly on the guality
of its employees.

For carrying out statfing function pfoperly, the management should prepare a staffing
programme which ' : : '

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

1%
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It is always concerred with the future; it trics to anticipate the futore problems and prepare
contingency plans o meet the crisis situations. It is a continuous process that occtirs at all jevels
in the [ibrary. Plaining attemp!s to utilise the knowledge of the past and present with a view to
nredict the future events in similar situations.

The two broad categories of plans are:
. & Short-range plan: Its period of coverage is up to five yeurs.
‘ o « Long rauge plam: Its period of coverage is hevond five VEnrs,

| : If a library has both short range and long range plans, then these two should be properly
Anterlinked and ceordinated, 1n other words, the short range plans should be consistent with
long range plans: Often, the long range plans are broad in scope and function as an umbiella
for the short range plans. '

Steps in Planning:
| : Harold Koontz and Cyrit O'Donnel in their work, Essentials of Management (2nd ¢d. New

. Delhii Tata McGraw-1ll, 1980), had cutlined the vasious steps of planaing process as follows:

Istablishment of planning premises. (Premise is an assumption about the environment -
. + . - . f
both external and internal - in which the plan is expected to be executed.)

» Dstablishment of planning obiectives.
fast

L)

e Search for and examination of alternative courses of action,

¢ Evaluation of alternative courses of action,

e Sefection of course(s) of action. _

s Formulation of derivative plans. {Derivate plans are formulated with an ides to offer suppost
to the main basic plan.} :

e Numberizing the plan by budget.

Plans ailow us to have control over a situation. They act as a standard, with the help of
which we can identify any deviation and take correcive steps. T'or effeciive contrel, 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 amd linked with its objectives, the lower ievel
management prepares plans pertaining o 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 may be diificult to estimate the cost of impleménting aplan. For
proper evaluation, the library manager should have thorough knowledge and experience in the
concerned area. Evaluation of plasis is regarded as a.part of control process which ne manager
can afford to ignore.

1.7.2 Organizing

Thiw is the sccond siep following the planning stage. It may be defined as the process of
creating a formal structure of authority. This formal structure of authority should be clearly
defincd and properly coordinated for the realisation of organization’s 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/section. '




' y) Correlation: The proper correlation of not only different seciions in a library but also
performance of different staff members of thf: same section should be ensured.

vi} Time Scheme: There must be well though*—out time limits for various jobs. Jebs may
be classified on the basis of their periodicity such as immcdlate hourly, causal, daily, weekly,
monthly quartcrly, annuai, etc.

vil) Forms and Registers: Properly designed forms serve as effective tools. They not fjn]y simplify
and control the work but alsb result in savings of time and money. Forms should be so designed
that the stated purpose is accomplished with minimum effort and economic use of materiafs.

vifiy Files: The gencral efficiency of an organization depends mastly en the cificiency of the
fiting system adopted by it. Dr. Ranganathan ragards filing as a very imporiant work in library
office. ' ' ’

1.7 ELEMENTS OF MANAGEMENT

L. Gulick and L. Ufrwick Tad presented a [lst of clements of management process in their
famous paper, namely, Papers on the Science of Administration (New York: Columbia University
Press, 1937). These may be regarded as the functions of management. They are:

« Planning

a  Orgamzing

e Stafting

e Directing

& Coordinating
« Reporfing

» Budgeting

They coined the acronym POSDCORT to refer to these functions. Itis to be noted that the
managemenf 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 POSDICORB
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 aims to achieve.

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

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

Pian 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.

Pianning helps us to coordinate the various activities of the library towards realisation of
predctcrmmed objectives. A good plan offers proper direction for all library actmt[es so that
various sections function in one commmon direction.

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

Planning is an m'ellectual work of mgh order requiring reflection, 1mag1ndt10n and foresight.

17
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i) Work Methodalogy: Tt implies adeption of improved work methods based on time and
motion studies, standardisation of fools, efc,

) Maximum Profits: This principle lays down that the organisation should be operated wost
efficiently s a8 to attain maximum production for owners and maximum prosperity for staff.

‘ vy Incenfive Wage System: 1t stafes that iJliZJJ}r'* incentives should be given to efficient workers

$0 as to encourags them o aim fo) s till higher level of production,

I3

v} Complete Harmeny: This principle enjoins that the nature of the relationship between
management and workers should be mast Eiarmoniou:a and cooperative.

Scieniific management can be usefidly applied to various library jobs, ‘which could be
easily analysed, such a3 classitication and cataloguing, book ordering, filing cards, charging and
discharging, duplicate checking, reproducing catalogue cards, shelving of books, ete. One of the
irportant limiting factor for the application of scientific management method is that it can be

- apy ied 1o owy such iohs which permit proper analysis. '

| 1.6 Dr. SR, Ranganathan’s Contributicn to Scentific Managemem

| ' D, SR, Panganathan made significant contribution o thL practice of fibrary managemant,
though formulated over half a century ago, are still relevant today. They provide useful guidelines
to the practical aspects of library menagemeni. Dr. Ranganathan has categorised the fanctions
of management into eight groups:

®  arning

s job analysis .
@ routine ' .
e elimination of waste
@ correlation

s lime schieme

o forms and registers

e files

i) Planning: If planning is based on functiens and adapted to the necds of particular fibrary
taking into account organizational principles, then it is likely to give best resilts. The first step
in planning consists of analysing and isolating different functions to be performed by the staff
Then, the available staff can be alloted to the diiferent sections for discharging varicus functions, -

ii} Job Analysis: Job refers to an uitimate piece of work which js best done at a single sivetch
and whose duration is ordinarily short. A number of related jobs constitue 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: 1t refers to those regular and repetitive duties which are required for administrative
purpases. To agopt scientific management, the librarian has to do considerable thinking, plarining,
analysis and recording of details of procedure.

iv) Elimination of Waste: Sciendfic management demands that in routine work utmost care
shouid be taken to climinate wastage of human resgurces {both mental and physical), materials,
space and ftme.

Dr. Bran)
- LiBRALY
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1.5 SCIENTIFIC MANAGEMENT

Suemlf}c management is the application of principles aad metheds of mbdérn science 16
problerns of .ﬁdmmlstratmn 0,16 of the basic pnnmples of smentmc managcment is dlbfllbutmﬁ
or'rathér decemraluratlon of reaponsﬂnl Y. 'AQ we have dlrearlv scen m sectmn 1. 4 1 Fredenckl'
Wmslow Taylor lb reodrded as the father of 'smcmlfc mamgemcm '
Taylor are' f : o N,

{“hc: undmlymg prmmplf‘\ of -

i):‘--_Repiacmg mi#s of thumb M{h science.

iiy Obtaining harmorny in group action, rather than discord.

i) Achieving cooperatlon of human bemgs rathcr than chﬁotw mdmduahsm

iv)" Workmg for maximuri output

v) Developing all workcrs to the fullest extent powhle tor thmr own dﬂd their com.pany‘s
highest prosperity. SRR e B

Uses of Smentnfic Managtmem'* A

Sc1entaf1c managcment ) T e el

» assists in improving efficiency and increasing production. T SV
o offers a scientific method for wage fixation of workers {rom t}me to. t1m¢- on the basis of
~ production. ' S TR | :
. enables us to dec;de whether ta go m_ Idiﬁélis'afibnz or ng_t man organization. .

Features of Scwntiﬁc \lanagement

The characteristic features of scientific mandgement are

i) Job Analysis: It mvolves determination of jobs and their dnaly&s mto mdependmt sub-]obs '
Care is taken to see that there is. no-overlapping of varions jobs. &t el s Tt

if} Dmsmn of Labonr ThlS 1dcnt1f§es the dutles of staf[ opera‘rmtr at Various 1( Lh

o .
iyt
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The leading proponents of this school include, afnong others, Chester Bérnard_(whe analysed
Contributicn-satisfaction equilibrium), Peter Drucker (who introduced the Management by
bjectives, MBO in 1950s), Douglas MeGregor (who formulated “Theory Y”) and ‘Abraham
Maslow (who developed “Need Theory”). '

1.4.3 Decision Theory Schools

They examine management taking into account the decision-making process. Their major
interest is study of procedures of rational decision-making and how managers take decisions in
actual real-life situations. According to this schoal, management can draw profitably from the'
available mathematical models and quantitative technigues.

Histarica! Periods of Management

According G. Edward Bvans, the development of managcment history can be divided into
the following four periods: ' '

» Prescientific Period, Pre-18830

» Scientific Management Period, 1880-1927
o Human Relations }’eriod,'1927-195(}

= Synthesis Period, 1950 -present

-

Theoretical Base of Modern Management

General Systerns Theory (GST), developed by Ludwing von Bertlanify, forms the widely
accepted theoretical base of of modern management. GST attempts to integrate knowledge from
various sciences - bifogical, physical and behavioural-into a single system. System is a group cf
elements which are interlinked or interdependent, and together constitute a whole, It is to be
noted that the various elements of a system are not only inter-related among themselves hut
also with the outside environment.

Consider the ibrary as a system. Tt is com posed of various subsystems such as acquisition,
circulation, processing, etc. Library staff members, materials and finance make up the elements
of this systern and'ifs subsystems, '

Types of Activities in an Qrganization

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

¢ Technical or production

s Commercial (buying, selling and exchanging 200ds)

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

» Accounting (including statistics and record Keeping)

» Managerial (planning, organization and control)

Self-Check Exercise - 2

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

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

14




if) _Alithority and responsibility

iiiy Discipline

v} Unity of command

v} Unity of direction

vi) Subordination of individual interest to general inferest
vii) Remuneration of personnel "
vill} Centralization '

ix) Scalar chain

%) Order

xi) Equity

xi) Stability of tenure of personned
xiii) Initiative
xiv) Esprit de Comps

We shall discuss all these principies of administration in detail in section 1.5.
(3) System: Sehaot

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

Luther Gulick of US lrientlncd the managerial functions and coined the acronym
POSDCORB to denote them. POSBCORB stands for planning, organizing, staffing, directing,
coordinating, reporting and budgeting. We shall examine theoe functions i much more detail
in section 1.7.

1.4.2 Human Relaticns Schools

These schoals, which were developed ostly by sacibfugists and psychologists, lav heavy
emphasis on interpersonal relations, as managihg is “getting things done through people”. Tustead
of merely viewing people as work units, it seeks to study them as hnman beings, 1is major concer
is the individual and the informal groops in the formal organization. '

(1} Human Behaviour Schook:

The underlying philosophy sehind this school is that if the management takes care of
happmess of employees, then it would be possibie- to achieve increased production. Behaviour
~ of the individual, the group and the organization forms the main focus of study of tiis school.
The major concerns of this scheol are interpersonal relations, leadership, group dynamics and
staff motivation.
One of the major contributors to this school is Mary Foeliett, who examined the management
from sociological and psychologicai point of view and identified “coardination” as the critical
factor i the management process. '

{2) Social System School:
The maior characteristic features of th.is school are:

- Pnf@uragunwnt of srapioyees to build up social groups in the work place.
— provisicn for participation of employees in management ProCess,
— adoption of democratic style in the functicning of the orgamzation,




14 SCHOOLS OF MANAGEMENT THOUGHT . |

It is mainly in the present twenticth century that the systematic stiidy of managément as a
distinct branch of knowledge has begun. In course of time, a few schools 6f mnagement thought
have evolved, According to Prof. Krishan Kumar (Libraiy Administration: and Management, p.
12}, we may categorise these schools of management thought into three broad groups*'

1) Scientific Schools: These comprise of scientific management schools, classlcal or U amtional
 or universalist schoo! and sysiem school. _ )

'2) Homan Relations Schools: ]hese comprise of hledn behav'our schooi and %ocml syatem
school. : B L

33 Deciston Theory Scheols

Eet us have a brief introduction to these various! schools so.as to-have an, idea.of the
(‘wclﬂpmsut of management thought. Also, this’knowledge would prowde us & good pﬁ,r%pe(,tlve
of the schocls of management and help us to understand better the principles of management
" which we are going: (o diseuss in section 18 of this, unit.

14.1 Scientific Schoots ~ ~
(1) Scizniific Management School

According to this &hiool, Workers are economically motivated and they:work to-a'maximum
degree if their work efforts are linked with material fewards. . This school aimis: to -sChicve
maximun production with misimum efforts through avoidance of waste and . mefﬁmency at-the
factory level.

Tt was in 1910 that the concept “scientific managcmem” was- first used by Louis Brandeis—
during his statement before the Interstate Commerce Commission. Preder.ck Winslow Taylor
of U.S, who made outstanding contribution in this area, is reverred as thc fdﬂ’lﬁl’ of sc1cnt1flc
management school. He was a staunch advocate for the ddOhhon of scwrimc muhod dﬂd m all
his wnhng;s he stressed on'the 1mp0rtdnce of efuuency

(2) -Classical or Traditional or Univer‘salist Schooi

This school, which originated in France, LOI’]SRdGi’S mamg{:ment as a umversal proces‘ It
secks (o

e analyse manageiment prchSs

e develop conceptual framework

« identify principles :

ce develop management theory on the basis of the identiﬁcc_!_princip[cs. o

Henri Fayol of France who is'regarded as ‘the father -of thlb ‘schoo,” adoptéd bCIBr}tlflc
approach and viewed at administration from top to bottom. IIe.,formulated the well-knowr! set
of 14 principles of administration, namely,

1) BDivision of work




for its growth. The top-level mangger mainiiing close contacts with outside organizaiions and
acts as representative of library in social. husiness and government meetings. While formulating
plans, top management ‘takes into consjderation not only the information gathered by it from
e\(tpmal sources but aiso the ;cports submitted by the mid lwel manugemerit.

132 Mlda!evci M;nagemem

- As we have alrcady. seeq in the above section, the top mangement lays down the broad
stratcmcs and policies of an onmmzatlon Ttis the duty of the mid-level management to transform
these strategies/policies into spcuhc 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-level management shouid have deep understanding of
the various departments, and its main function is coordination, it acts as a bridge between fop
and first-line management. '

1.3.3 First-line Managemem

It handles the routine daily administration of organisation’s rescurces - human, material,
financial, ete. - for the purpose of achieving short-range objectives. It is mainly concerned with
supervising the work of the stalf and solving their problems. For this purpose, it requires to have
thorough professional knowledge and abundant interpersonal skills to communicate effectively
with the lower level staff. [n addition, it is also responsible for ensuring quality control and
muintéining standards within the organization. .

/ MANAGEMENT .
o : .

AL | \
7 MiDLEVLL \

'MANAGEMENT N

/7 TFIRST-LINE MANAGEMENT

Figure 1; Tevels of Management
gelf Check Exercis - 1

T\amc the three levelg of mdnagcmcnt

Note : 1) Write your answer m the the space given below,
i} Lompa\m your dnswer wnh thc model d[‘lbW&I’ gwen dt the cnd of thls unit.”




ii) as & narrower term in relation to administraiion,

G. Bdward Bvans, anthor of the well-known book, Masagement Technigues for Librarians,
says: - :

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

Tr a university, the governing counci! or executive committee tays down the policies, obj ectives,
rules and regulations of the whole university including its library. While the governing council or-
the exeontive committee represen% the administration, the university librarian and his suborinate
officers constitute the management component of the library. '

Scientifie Approach

1t is preferable for a manager o adopt scientific method for problem-soving. The scientific
approach procesds in a systomatic manner with the following sleps:
o definition of olbjectives
e formziation of hypotheses
» c¢ollection, analvsis and inteypretation of data
s drawing conclusion

For problem-soiving, the manager can utilise a variely of mathematical and statistical methods
that are available, '

1.3 LEVELS OF MANAGEMET

In an organisation, we can distinguish three levels of management, namely,

e fOp management
» mid-level management
s frst-lne mansgement

The nember of managers decreases as we proceed from bottom level 1o top level. There
are considerabe differences in ihe functions performed and skills required by managers working
at these levels, :

Generally, there is one chief cxecutive (in case of libraires the chief Iibrarian) at the top
fevel followed by a couple of mid-level managers in the middle and a smaull number of first-iine
managess at the bottom. ' ' '

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 chief librarian is considered as the top management. However, it we take the whole
parent organisation into consideration, then the chief librarian may be regarded as belonging
to the middevel management with the head of the parent organisation as the top managément,
Ler us now briefly look into the functions perfarmed by managess at these three levels.

1.3.1 Top Management

{i takes care of the future plons, establishes policies, identifies goals and menitors the external

envitonment. The external environment is scanned mainly for one major purpose -to perceive

future changes. As you know, the changes in the external enviramment may at times turn our o
be damaging to the organisation’s interests or, on the contrary, may throw up new opporiunitics

-
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i) Division of work

For increasing the efficiency of an organization, it is necessary to -divide the work to ke
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
will enable them to develop high degree skills in that area. In other words, they can develop
specialised knowledge in their sphere of work, Moreover, it would be easy for the supervisory
staff to control their activities as they have to deal with a limited range of functions.

For example, it a university library the various functions such as acquisition, 1ﬁr0cc'ssing‘
(classification and cataloguing), maintaining the collection, circulation, etc. are distributed among
the various staff members. This would heip 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 tc perform all the above functions, that is, if there is no division of -
work, then it results in disorder, low productivity and inefficieﬁcy.

if) Authority and Responsibility

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

Gcnerally, we can distinguish two types of authority: Statutery an(l Personal.. ‘While a
manager gains statutory authority from the official position he occupies, his personal authority
is the result of his leadership gqualities.

Authority and responsibility are closely linked. They often go together. For the successful
accomplishment of a task, the manager shouid delegate both authority and _résponsibility. For -
example, if the manager makes an employee responsible for a picce ‘of work, then he should
delegate authority to that employee to take afl necessary steps for accomplishing the work. In
case the delegated authority is misused, it can be taken back. The guiding principle in this area
is: An individual should be granted only that much authority which is required for discharging
the responsibilities entrusted to him.

iii) Discipline
Discipline can be maintained well if the .

« employees have good and responsible leadership.
e personal disputes are promptly and impartially resolved.
s punishments are imposed without any discrimination.

If the organization has fo operate in an orderly .and responsive: manner, then it should
state in clear terms how the employees should behave, that is, what is acceptable and what is
not acceptable. In order words, every employee should be told what can and should not be
done, Whenever there is any case of indiscipline, it should be investigated by a competent and "
understanding official and action taken in an impartial and fair manner, if necessary.

iv) Unity of command

According to this principle, an employee should receive orders from a single supervisor (mly'
and he should be totally responsible to him {supervisor). If this principle is not followed, then
an employee is likely to be supervised by two or more supervisors and at times he. may receive

' conflicting orders from them leading to staff problems and ultimately the work may suffer.




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

University Librarian

| ‘
Deputy Librarian

T - - 1
Asst. Librarian Asst. Librarian Asst, Librarian
| 1
| y | .
Professional Préfessional Professional
Assistants -7 Assistants Assistants
: |
| | |
Semi-Professional Semi-Professional Semi-Professional
Assistants Assistants Assistants
| 1
| o |
Junior Library Junior Library Junioy Library
Assistanis Assistanis Assistants

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

The organisation should be so structured as to ensure that the work of each employee is
supervised by ane supervisor only. This supervisor should have the authority not only to assign
the work to his subordinates but also to evaluate it.

v) Unity of Direction

-

This principle prescribes that w{;v(ﬁﬁould have one manager and one plan for all the operations
which have same objective in view: This principle enzbles us to achieve in mind. Unity of direction
‘can be had through careful arrangement of various sections of the hbrary.

) Subordiﬁation of individual interest to General Interest

This principié states that the personai 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. 1i there is
any conflict between the personal interest and general good, then the latter shouid be given

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

organisation.

vii) Remuneration of Personnel

This refers to the salaries of employees. Saia_rics should be reasonable, and accurate. They
should be comparable with staif members working in other departments of the parent organization
possessing similar qual"ifications. The salary should be fixed at a level which is satisfying both to
the employee and the employer. 1t should be decided on the basis of nature of work, functions,
responsibilities, necessary qualifications and experience required. '

viii} Centralization

In order to have overall control of an organization, it is necessary 1o have centralization
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of authority. Ceniralization can be done in arcas such as laying down the policy, framing up
of rules and regulations, ete. At the lower level, decisions can be taken within the framework
prescribed by the central authority.

ix) Scalar Chain

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

x} Grder

AS YOU are aware, an Organization consists of various units, It these units are to function
in a harmonious manner, then they have to he arranged in the mast logical and rational way.
This principle implies that the various uaits shouid be arranged in the best possible manner S0
as to raise the efficiency of the organization, For example, it would be preferable to locate the
photocopying machine near the stack area rather than in a far dwdy corner of the library huilding.
This would he more convenient to the readers and staft as they need not travel much carrying
the books to be photocopied, '

Similarly, the bindery can be made part of the maintchance section and located near the
stack arca. As a resuit, the damaged books can bhe moved easily (o the bindery for repair,

Xi} Equity

L.

Managers should treat al| their staff members in a fair and eyuitable manner, There should
not be any unjustified discrimination or p_refcreq_\ria{ treatment towards anyomne. Every staft
member Is an unique individual person cach with hissher own personality and identity. They are
not just entities which could be ordered according to the whims and fancies of the manager. 1f
the managers treat cvery employee with respoct, consideration angd equaljty, then they can create
good working environment.

xXii} Stability of Tenure

Turnover refers to the number of persons recrujted within a period of time 1o replace thase
leaving or dismisscd from an organization. 1f the turnover is very high in an organisation, then jt
means that there is some problem in it. 1t is the duty of the management to identify it and tfake
corrective steps. Otherwise, the organization may have to incur heavy expenditure in recruiting
and training new staff members to replace the ones who had left the organisation. Moreover,
every new staff member needs considerable time to familiarise oneself with the new job and g4in
an understanding of that organization’s culture. .

Another major problem is frequent absenteeism by staff members. This not only disrupts
the work in the concerned department but alsa atfects the etficiency of the total organisatiorn,

Managers have to take care that there is no unusual high turnover or frequent absenteeism
by the members of the staff. Suitable promotion opportunities can be provided to discourage
craployees from leaving the organisation,




xiii) Tnitiative

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.. Alse, they can be asked to

prepare plans. All such suggestions and plans should be careiully examined by the managers

.and the persons who offered them should be informed about the action preposed to be taken.

Suitable incentives may be given to the members of the staff whose suggestions/plans have been
accepted for implementation. .

xiv) Espirit de Corps

It literally means 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 sensc of loyalty
among members of a group. Managais should strive to develop the team spirit and feeling of
unity among their staff members. This could be achjeved easily if they encourage initiative, treat
all staff members with equality, have a unified comynand and nrovide inspiring leadership. An
organization would survive and grow only if its staff members have the feeling of unity. An united
organization is a strong organization. In other words, there is strength in unity. Moreover, it
would be able to face any crisis situation it the staff members act as a disciplined team. -

Other Principles:

According to Prof. Krishan Kumar (Library Administration and Maragenient, p21), in
addition to the above Fayol’s principles, the following four can also be included in the principles
of management:

e span of control

¢ coordination

s line and staff

» accountability
Span of Control

It refers to the number of persons that a manager controls d'irect}y. In other words, it is the
number of persons with whom he deals in a direct manner. Generally, the number of supervisors
under the control of a single manager ranges from 5to 9. However, a manager can control the-
work of a more than nine super{risurs if their functions are similar, '

Coordination

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

Line and Staff
lner_§9ns occupying line positions take decisions, have authority and the right to command.

On the other hand, persons [Slaced in staff positions perform the advisory function. 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 account--
ability of employees. They help us to know whether the library is being operated cfficiently 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.

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

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.

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

e A T R T T T T

..............................................................................................
............................................................................................
............................................................................................
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1.9 ROLE OF LIBRARY MANAGER

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

Role Description _ Examples of possible activities in
iibraries
13 . Interpersonal .Syn-lbolic head. Discharges a Participation of Chief librarian in,
figurehead variety of legal or social duties. cultural programmes organised by -

library staff.
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i) Leader

qiiy  Liaison

iv) Informational
Monitor

V) Disseminator

i) Spokesperson

vil)  Decisional
Entrepreneur
viliy Disturbance

Handler

ix) Resource
Allocator

X) Negotiator

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

activities.

Develop and sustain a network of
contacts with outsiders who offer
help and information.

To strive and get access to differ-

ent pieces of specialised informa-.
. tion, mostly of current nature s¢
" asto gain a deep undersfa_nding of

organization and its environment.

To act as the nerve centre for both
external and internal information
relating te the organization.

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

and from subordinates to various

members of organization.

To act as a transmitter about in-
formation relating to the plans,
policics, results, etc. of the orga-
nization,

Offer expert advice on the field
of activity of parent organization.
S‘ur\fey of organization and its
eavironment and formulation of
new prejects to effcct change. Su-
pervising design of ]Jrojécts.
Taking remedial steps when an
organization is involved in distur-
bances/crisis situation.

_ Allocating the various resources

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

Acting as the representative of .

the organization at high level ne-

' gotiations.

Engage in discussion with library
staff members about their im-
provement of professiondl qual-
ifications, training needs, etc.

Attending professional meetings
and werking as office bearer of
professional associations.

Personal or telephonic contacts
with government departments,
book sellers, publishcrs, etc.

Conducting staff meetings,
gaging in cornversation with few
ficld/lower level staff.

en-

Preparation of annua! report.
Membership and participation in

various library committees,

Introduction of new library ser-

vices. Conducting’ library user

SUIYEYS.

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

Allocating staff to various sec-
tions in 4 library.

Making out a case for alloca-
tion of more funds for library de-
velopment at financial committee
meeting of the university

Adapted from : Bryson, Jo. Effective fzbra;y and Information Centre Management. Brookﬁeld
: Vermont: Gower, 1990, ppS -6.




You should remember that although the above roles are listed out separately, in actual
real life situations they are performed in an integrated manner. That is, a library manager
may be enacting/engaged in more than one role simultaneously. Moreover, these roles are -
interdependent on each other, The major rtoles played by the library manager depends on
various factors such as his personal leadérship style, type of organization, external environment,
characteristics of subordinate staff, availability of communication technology and organizational
culture.

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

Self-Check Exercise-5

According Henry Mintzberg, a ménager plays ten types of roles in an organizatio. What are
they? : _ _

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

............................................................................................
-.a.--.----...-...-..-.-.---.--.-..-...-..-.u.---.--........-...q..--.-- --------------------
.............................................................................................
.............................................................................................

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

1.10 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 a point to
know the staff problems personally and try to solve them with und erstanding and considerateness.

As we have already seen, libraries function in two distinct environments—the internal ]
environment and the external environment. The job of the library 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 environment which h_:i\_f_e'the potential to affect the
funcﬁbning of the library. He should develop skills to be able to forecast their impact and’
prepare the library for the anticipated changes. R '

Libraries pr_bvide excellent opportunities for innovation and testing of new ideas. The
- library manager should encourage his subordinates to inngvate so as to make the library services
much more effective 'and efficient. He should know the various principles and techniques. of
management and be capable of applying the appropriate one at the required time.
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1.11 MODEL ANSWERS TO SELF_—CHECK EXERCiSES_

1)

- 2a)

4 ()

(b

5).

The three levels of managerhent are :
i) ‘top management
ii) mid-level management
i) first-line management

The characteristic feature of scientific management school is that workers are economically
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 -

avoidarnce of waste and inefficiency at the work spot.
The various type of activities in an organization as stated by Henri Fayol are :

technical or production

commercial (buying,, selfing and exchanging goods) _
financial (search for, securing of and efficient use of money)
security '

accounting (including statistics and record keeping)

- managerial (planning, organization and control)

The acronym POSDCORB stands Planning, Organizing, Stafting, Directing, Coordinating,

- Reporting and Budgeting.

The Fayol’s principles of management are : i) Division of work; ii) Authoﬁty and respon-
sibility; ii1) Discipline; iv) Unity of command; v} Unity of direction; vi) Subordjnation of
individual interest to general interest; vii) Remuneration of personnel; viii) Centralization;
ix) Scatar Chain; x) Order; xi) Equity; xii) Stability of tenure of personnel; xiii) Initiative;
and xiv) Espirit de Coips. :

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

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

MBO (Management by Gbjectives) @ It is 4 process whereby the superior and subordinate
managers of an organization jointly identify its common goais, define each individual’s major
areas of responsibility in terms of the results expected of him, and use these measures as guide
for operating the unit and assessing the contribution of each of its members,

PERT (Programme Evalustion and Review Tecnigue) : A management technique for work
analysis which involves identifving and arranging in proper order the various steps of an activity
and assigning cach step a tiine value. '

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

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




UNIT-2: APPLICATION OF MANAGEMENT

TECHMIQUES TO LIBRARY OPERATIONS
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2.2.1 Library Planning _
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223 Staffing in Libraries
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225 (oordinating of Activities
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2.3.2 Middle Management
233 Operatonal Management

24 Summing Up '

2.5 Model Answers to Self-Check Exercises

2.6 Assignments

2.7  Recomnended Books

2.8 Glossary

2.0 AIMS AND OBJECTIVES

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

Management. We will disciss here the application of those principles and techniques to the
management of libraries. '

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

explain how the application of principles and techniques of management helps in organizing
and managing the iibraties on scientific fines with desired cfficiency. :

discuss different leveis of management in the conexi of library.

2.1 INTRODUCTON

1.ibraries have been in existence from times immemorial. They have been chranging fast to

keep-pace with developments in the society. A modern library is 4 complex organization. It's
management following scientific methods and principles, would bring in efficiency in its working
and help to meet the information needs of its users satisfactorily.
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machmes and techniques to accomplish the tasks required of an organization to fuh ilits ob]ectwes.

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

2.2 SCIENTIFIC MANAGEMENT OF LIBRARIES

The elements that constitute the bases of scientific management are: Pianning, Organi?.ing,
Staffing, Directing, Coordinating, Reporting and Budgeting (POSIDCORB). Let us discuss these
with particular reference to Library Management,

2.2.1 Library Planning

A well thought out planning is necessary for achieving objectives of any organiation including
alibrary. The plannng is a scheme made in advance covering al! aspects essential for accompiishing
missions and objectives, marshalling all resources; financial, materiat and manpower. Planning
provides a total scenario. It is a blue print for action. Briefly the planning proccs% couid be
explained as below: :

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

b. Assessment of future uncertainties that would crop up. on account of economic, political,
social, technotogical and other environmental changes and measures necessary to overcome
them.

o

Chalk out projects and programmes for implementing, choosing the best method from
among different alternatives. '

d. Estimation ot resources - men, finances, physical facitities, technologies etc., - needed for
" successful implementation of plans.

e. Preparation of a comprehensive plan document for guidance of all concerned.

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

i. Objectives and goals
ii. Programmes and activities to be undertaken
iil. Reading materiais
iv. Clientele and their information needs
v. Imformation products and services
vi. Personnel
vil. Finances and
viii. Physical facilities ‘ .




- The following {iiagram fllustrates these élspects of library planing : “

‘Objectives & goals ta be achieved
/./ in vime frame .

Building, reading resources of dit-

| ferent categories for catering in-
/ T formation needs of users

. Library é’; _ f;_;f‘ Personnel
Planning
~ \4 Finances

Physical facilities: building, equip-
ments etc. '

Pianning is the fisst step in effective amd successful management of libraries. An under-
standing of the importance of planning and the various aspects and steps involved, is niecessary -
‘for library managers. This process will usher in definite advantages which are briefly tisted below.

2.2.1 Advantages of Planning |
| . !
a) It provides a basic {rame work of objectives and strategies.

=

1b) It minimizes adhoc decisions.

"¢) Planning helps in identifying the essential priority actions.

- ¢) It helps move systematically towards the achievement of goals.
¢) Planning helps in monitoring, error-identifying and remodifying course of action.
f) Bt helps in improving scrvices, operations, and fiscal control.”

g) Tt ensures ratiopal and cfiective development.

Thus a farge size tibrary needs a well thought out planning for its building, coliection ,
_!personneL services and finances. It has te be borne in mind that planning is a dynamic process
which requires a constani evaiuation of results of decisions against expectations.

On the national level .planning of information sesvices calls for a partnership between
senjor qualified professionals and planners concerned with, educaticnal, social and £CONOMic
deveiopment. The appointment of a working group on libraries by the planning commission '
during 4th and 7th Five Year Plans were good steps in this direction.

Self-Check Exercise - 1

(a} What is the Planning Process? Explajh briefly.

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

.............................................................................................
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b}  List out the advantages of Planning?

Note: 1) Give your answer in the space provided below, :
ii) Compare your answer with the model answer give at the end of this Unit.

..............................................................................................
............................................................................................
............................................................................................
R LR LT

2.2.2 Organizing of different units

As we have seen in earlier section, planning provides necessary guidelines for attaining a set
goal. But organised human efforts are required to translate the plan into action. QOrganisation
could be defined as the cooperative activities of human beings to achive a set abjectives through
‘a formal structure. The structure defines the role of hinctionaries, their relationships, authority
and resonsiblitics. '

Organisational structures comprise department, sections, units, etc. The structural pattern
relflects grouping of humogeneous activities together rﬁa.king it a logical arrangement, 'Slaecific
persons and positions are enfrusted the work of management of these different gigupings. The
result of such systematic distribution of work indicating nature of duties of individuals attending |
to it, will bring in coordination among ail sections staff decipline and increased output, o

The libraries are generally organised on ther folowing lines:

L By functions : Acquis.ition, techﬁica! processing, readers services ete,
2 By Territory : Central, Regional, District, Mandal, etc,

3 'By User Groups : Children, Handicapped, Prisoners, etc,

4. By Subjects : : Science, Humanitics, Social Sciences, eic.

5. By Form of Materials : Maps, Photographs, Films,_ Video Cassetts, efc,

0. By Products/Services ‘ : INSDOC (Products), Referral Centres {scTvice)

7.

By Languages _ » French, Germar, Hindi, Telugu, etc.

Any arrangement taking into - consideration the above factors will facilitate the use of
materiis. In India most of the libraries are organised by functions or by combinations of some
of the above factors. '
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It is seen thai most of the libraries will have followng sections:

a) Acquisation

b} Technical Services
¢) Circulaton

d) Reference

e} Documentation and
1 Reprography.

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

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

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

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

2.2.3 Staffing in Libraries

As discussed in earlier section, organizing stiupulates the structure most suited o attain the
objectives. It also defines the various typés of persennel and the role they play in the structure.
Staffing is concerned with providing right {ype of persons to man the different units of the
library. The process invoives, recruitment, selection, placement, appraisal and development of
staff required for the organiational structure. Staffing is crucial for successful management.

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

The library is growing organism. Modern libraries have become complex organizations.
They adopt computer and other innovative devices for offering servics and manage vartiety of
documents. It has become necessary to pl;in 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 Stalf

It is essential that the energics of the staif are channelized in a purposeful manner towards
the artainment of the goal, without Wastage, duplication and worki ng at cross purposes. Directing
is a managerial function. The managers need to exhibit the capacity to get things done through
perscns, both individually and coilectively. The directing includes lending and motivating human
resouirces to give out their best. Interperesonal relations and human behaviour are very important
components of directing

Behaviour is the result of complex interaction, between an individual and his environment.
The mental make/up of each individual depends on education, social customs, cuftural traditions,
etc., and becomes unique. It is necessary for managers to study these warlad influences on
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individual. The managers shouid possess ability And leadership qualities and motivate the staff
to work wﬂlmg[y fowards attainment of library’s objectives. The Chief Librarians should 1nsmre

and create. environment to get positive response from his colleagues.
I

The good interpersonal communication both oral and written is another important aspect -
of directing. Clearly writteen communications through memos, letters, reporis, policy guidelines,
and staff manuals prov;de propcr direction to the staff. Holding of regular staff meetmgs will
also help

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

2.2.5 Coordinating of Functions

The different sections of & library have to work like different limbs of the body. If one
limb is affected the whole body feels hurt. Library is a total gystem in which every subsystem
must work efficiently and smoothly. The coordinated efforts of all its units will hel p in achieving
ultimate objective of prowdmg documents and information services. to the user community.

2.2,6 Library Annual Report.

Reportmg is another important aspect of management. Tt is necessary for any organization
including fibraries to keep all concerned informed about. their performance, achievement and
shortfalls periodically.

Generally all libraties prepare annual reports. These reports help to maintain good public
relations with, administration, users, book trade, etc. They also help the staff in self assessment
and knowing the strengths and weaknesses of the orgamzatlon Thus reports are useful for

. internal as well as external public.

Reports. need be comprehensive p'roviding all aspects of libraries 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 activitics and overcoming the weaknesses that

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

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

What should be contents of a library annual report? ' ' o

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

{jbraries are spending organizations. Trerefore there is cvery need of financial control. A
budget serves two pusposcs {a) as a plan input o produce goods and services as outputs and
(b) as an instrument of contosl.

Budgeting is nothing but financiai planning and accounting., The main purposc of budgeting
is balancing of estimated revenue and expenditure in order to achieve set goals. 1tis an instrument:
to bring abont changes in the desired direction. Due to pressure of inflation, increasing outpui
of information materials, impact of techndlogy and competing demands of limited Tesources, it
has become imperative for libraries fo have a close look at financial side. It is necessary £o adopt
sound financial and budgetary prirciples.

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 pericds. Litrary managers shouid
bear in mind the following questions before they prepare the budget:

a) What are the library and _information sepvices needed and how much of these required?
b) What is the cost of providing such services? ' . '
¢) Who will pay for those services and how much will be paid?

~ §) What are the returns libraries get and hew much?

There are different methods for prepating budgets. Some are conventional and others are
innovative. These methods will be discussed in detail in Unit 9 of Block 111, However they are .
briefly mentioned here. The most common and conventional fype of budget which is followed
by majority of {ibraries in India is Line by line budget. The income is divided into different
categories of expenditure such as salaries and wages, book fund, maintenance, supplies, services,
rent, capital expendiiure etc. In this systerm of budgeting no weightage i given t¢ performance.
PPBS (Plannirig Programming BL‘.dgeti-ng System) is considered s an innovative methiod, The
emphasis in this method 13 on planning of activities based on their past performance and unit
cost. Another new method is Zero Base Budgeting (ZBB). Each programme would start from
point ‘Zero’ and would not censider its past. It requires carefrul apalysis of activities that are
required to be taken up in coming ycar. .

Tn addition to above menticned factors, the libraries do apply the other management
principles in their work, such as division of work, centralization vs. decentralization, scalar chain,
systems analysis, operation research etc. '

2.3 LEVELS OF LIBRARY MANAGEMENT

The process of scientific management and adopting different management technigues makes
it necessary for libraries to have different levels of management viz. ‘top, riddle and operational.
The functions that are performed at these levels are briefly mentioned below.
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2.3.1 Top Managemen;

Policy decisions, Policy formulations, Planning, Quality controi, Control and cvaluation,
Motivating and Phrecting, Resource mobilization and Public relations. The innovative process
through which top management attends to above finctions could be illustrated by the following
diagram given by Beairice V. Simon,

Decision - Making

Innovating Policy Forulation
Controiling or ' Plannin
2 g
Measuring J
'&Q\ Organizing

Motivating or '
Birecting t\-‘_-/’///

Explain the functions that are pertormed by top management?
Note: i} Give your answer in the space provided below.
i) Compare your answer with the model answers given at the end of this Unit.

Self-Check Exercige.d,

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

.--......-....-....,....-.....-..q.................nq.......A...,., ...........................

232 Middle Management.

Execution of programmes, supervjsib,r;, coordination, monitoring etc,
2.3.2 Gperational.

Rountine tasks, and other activities entrusted to them.

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

2.4 SUMMING UP

This unit briefly describes as to how some the management principles, technigues and tools
could be applied for management of libraries profitably. Tt particulariy explains the application
of seven elements of scientific management in library operations. For practical application of
principles, technigues, tools and elements of scientific management, the library staff of varied
categories i3 required. The duries and responsibilities of library personnel at three levels of
management have been clearly delineated.




Thus it ceuld be concluded that principles of scientific management are as good for libraries
as other organizations. a

2.5 MODEL ANSWERS TO SELF-CHECK EXERCISES

1 (a). The planning is the first step in effective and successful managgement of librarnes. 1t
presents a total scenario for action. The process involves the foliowing steps: .

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

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

(v) Preparation of Comprehemlvc Plan document for gu1dancc of all concerned.
(b). Advantages of planning are as under

(i) Provides a basic frame work of objectives and helps plan strategies for action.
(i) Helps avoid adhoc decisions.
(iii) Helps 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 conftrof

- (vit) Ensures ratjonal _effcctivc devclopmcn’t.

2). Librarics arc organized by functions, territory user groups sub;ects form of materials,
productfq services or languages.

3) Contents of Library Annual Report are usually; collection development, vsers, reader
services, special facilities, staff performancae, 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, control and evaluation,
motivating and directing, resource mobilization and public relations. o

2.6 ASSIGNMENTS

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

(2) Bricﬂy discuss as to how principles of scientific management could help libraries.in providing

“better services.

(3) Explain the functions of top, middle and operational levels in public library system in A.P.




2.7 RECOMMENDED BOOKS

(1) Narayana, .G‘,J. Library and Infermation Management. New Delhi:. Prentice-TTall of India,
1691, '

(2) Ranganathaa, S.R. Library Administratioﬁ, 2nd ed. Bombay: Asia Publishing House, 1960,

{3) Stucart, R.D. and Morgan, B.B. Library Management, 3rd ed. Littleton: Libraries Unlimited,
1987. : ' :

2.8 GLOSSARY

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

Network Anaiysis ; Planning . scheduling, monitoring and evaluating of systems for manage-
ment.

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

Programme Evaluatioin . A Computerized system designed to help top management in pianning,
& Reviewing Technigue: research, problem solving, decision making and control organizational
(PERT) process:

System Analysis - : The scientific study and analysis of all aspects of management system to
determine the hecessary steps for continuation, Improvement or correc-
tion.
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PLOCE i1 LIFRARY PLANNING AND ORGANIZATION

This block comprises three units on physical planning and organisation of a library. The
first unit deals with library building. The planning of hbrary buitding depends on the vision of
the librarian on future expansion. A purposetul and elegant library huilding is the result of &
team work of persons from academic, piofessional, engineering and architectural ticids. The
tibrary building planning is guided by some norms and priniciples, which have been explained
this unit.

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

The third unit discusses the organisational structure of libraries. One of the ways to
organise the Jibrary’s activities is to demarcate the right type of activities involved and to identify
the persons incharge of these activitics. Such a demarcation is helpful to determine and define
responsibitities and relatioaships batween different units of 4 library. The organisationai structure
in different types of libraries has been Mustrated with organisational charts.

7
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UNIT-3 : LIBRARY BUILDING
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A hibsary building should reflect the functional reguiremenis of a libravy. This unit introduces -
¥ou various factors that need to be considered in planning a libwary building.
After studying this unit, you should be abic to

- expiain the need for proper planning for a lbrary building;
- elaborate the faciors that are to be considered in plunning,

3 1 E\T?R@s}tf FEO™

Library buildings house library collections Kinds, chicfly hooks and other printes

matler, seafing accommdations and other féi-if::’if!(“‘ié {or Hvary users. Before Hbrary buoi -Lim;




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 usc if, 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 plarning committee consisting of the
librarian, an architect, the engineer, a representative of the library commiltce, ovcrning board
represetative and one or two representatives from the users. The preparation of a programme
“for the library building is generaily, if not always, the most important single contribution by the
institution’s representatives, and seating accommaodation, book storage, furniture and eqmpmenr
and aesthetics must be dealt with in any type of library. The details.are different, of course, but
" the general prmmplcs are the same. One of the great dangers in ail planning of lxhrdry buildings
is thar in searchmg for formulas and rules the librarian, the planning team, and the architect
will make the mistake of adopting blindly what has bcen used by others. No two- libraries are
alike, but they have much in common whatever their type, clicntele and nationality.

3.2 FUNCTIONS AND ACTIVITIES OF LIBRARY BUILDING

-3.2.1. Functions

Any library buildli'ng should be able to cater generally to the following functions:

a) The effective technical operations of the lilbrary.
b) The efficient and rapid production of the iibrary. _
c) The provision of quiet, comfortable and attractive areas for study.
d) The provision of individual and col lective studxes for the users doing intensive research
work.
‘ ¢) The provision of facilities for developing readmg habit.
' (‘ f) The provision to facilitate the contact of the users with the contents of the library.

* g) The storage and preservation of reading material.

h) The accessibility of the reading material to users without loss of time.

3.2.2. Activities
: The details of the interior of the building should take into consideration the following
activities:

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

" These activities shiould 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 coliections
ic., creating proper atmospheric conditions. Buf atmospheric conditions alone will not
necessarily preserve the collections. Arrangements that will prevent their loss by vandalism
and theft must not be neglccted. '
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b} Comfort of the readers and staff i.¢, create conditions that enable the reader to forget
about matters like temperature, lighting, visual and auditory distractions.

¢) Comvenience: 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 heuse 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 library building planning committee?

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

3.3 LIBRARY BUILDING CONSTRUCTION - APPROACHES

3.3.1 Funictional Approach

In designing a library building, we have to first analyse the functions of library building and
then to think of the form. It 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 see that the building is more functional. For this he has to imagine the movemenis
from floor to floor and the accessibility of each department. He shall have to understand from
‘the architect the provisions of natural lighting, prevention of direct sunlight inside the library,
ventilation, window detaiks, 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 building. Once the interior design is
completed, its outer form will take its shape.

3.3.2 Part Played by the Librarian in the Iﬁbrary Building Construction

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

He shall have the followi.ng functions:

o To know precisely the working of the inﬁitution for which the building is designéd. _

e To use basic formulas and standards applicable to various requirements. They include:
'— number of books per sheli; |
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- pumber cﬁ' pericdicals per shelf; s
- space for a readet;

- space for service points;

— space for technical operations;

- space [or gangways;

— npumber of potential vsers;

- npumber and nature of seats for study.

e To decide the category of reading-space iike individual study, facalty study, groap stuely,
seminar work, etc.

» To consider the special features for the library like auditoriumm, audiovisual areas, technical
information area, reprographic area, eic.

D To decide about the policy of access to the collections.

+ To decide aﬁout the physical conveniences of users,

¢ To design the work-fiow charis for main functions of the hibrary.

« To translate iﬁto approximate square meters all the space fequiyements.

s .To determine the ﬁbrary persoﬁncﬂ for the operations and services of the library.
s To siudy the possibilitf and advisability of further expansion.

» To examine the sife in terms of area and size of the building taking intc consideration the
filture exansioit,

» To state clearly the basic points of design in terrns of gpace and other requir¢ments.
» To make definite recommendations o1l each major point.

s Yo prepare awrite-up of the basic principles and primary clements in design for the guidance
of the organization and the architeci.

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

Thas the role of the librarian is very important. He should decide in consultation with the
architect the traffic patterns, floor load, floor coverlLgs, lighting, acoustic problems, ventilation
and climatic problems. Sketches and drawings of each area as worked out should be a guide for
the fina! design. Tis advice at the stage of construction and later in the organizaiion of various
areas in the library according to the functions stated by him should be available.

3.3.3 Role of the Architect

- The architect isa coordinator. He is a masier at blending the proper ideas worked out with
arehitectural features, materials and site. The architect shouid be willing to understand the basic
principles of design, spatial relationships and the philosophy of librarianship. It is very heipful
for the architect if the librarian takes him to some Jibraries to explain their working. He b
to prepare drawings and sketches for ail major functions of the library. His design will be §
graphic reresentation of the functions of the building which forms the consiiation plan.
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An architect has the following three stages of work:

a) Preliminary sketches and drawings on the basis of the dctails worked out by the librarian,
b} Working d'raw-ings a_nd specifieat_éons. These include the drawings. for architecture
structures, plumbing, electric connections, ventilation and site orientation work. -

c} Technical mformauon p:ov;clmg technical fspe(:iﬁcdtlons and supervision in the se of .
' matenais constructlon devmes and inspection work, ' '

3.3.4 Basic Points. in ‘Planning

Planning of any library should be initiated from the main entrance. The general policj'

determining the location of various elements of the library should be based on the accessibility,
utility and efficiency of each element in relation to the overall stricture of the library.

In this connection the following points are of vital consideration in planning a library building.

» Work-flow to determine the functional basis of each activity. This shouid include:

— users-flow

— material flow

- service flow

— - Operations flow

—  Storing flow o

— Control and supervision flow.

Display area to be near the enfrance.

Cireulation counter to be in the central p051t10n with easy access to pubhc cataloguie , book
stacks and reference

Main catalogue to be within the easy réadh’of the users and the reference staff.
Reference' area to be near the public catalogue with a central refrenee desk.
Main study area to be near the bookstacks and on the elairi floor.

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

Carrels to face the outside wall of stacks,

Mutitier stacks to be as a solid stock.

. Processing departments to be interconnected as a consequernce of the cham of operatwns

of a book.
Technical staff activity to be on the same ﬂoor

Mndular concept to be used in cunstruct:en

3.3.5 _Standard Specll‘icatlons

The Stan_derd specificatons"sheuld relate. to the fel_iewrig:

— Dimensions of shelving.
- She»lf regutrement. '

_— General space requirement.

+
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In the case of shelving the height, width and depth of a shelf should be determined. In
the case of shelf requizement the numbex of volumes per shelf with regard to normal books,
bound volumes of periodicals reference books, undersized books should be determined. In case
of general space requirement the space required for a reader, technical staff, gangway, service

" desks should be determined. The number of seats to be provided for each category of user in a

Jibrary should also be determined on the basis of an agreed standard. The determination of the
areas ol the basis of the standard is an'important aspect of library planning. Standards should
also be applied in designing the furniture for technical service operations to suit the needs of
the iibrary. ' '

3.3.6 Implication of growth

‘The problems to growth and expansion must be kept in view in designing a library building.
The site should provide suffcent space for future expansion not only to the book-stack area but
also for more seating space for readers and the working space for the staff. Expansion is based
on quantitative factors and the . rate of development of certain techniques. The growth of book
collections, rise in populétion, heavy demand on the library in service and needs are some of the
quantative factors making the grthh and expansion inevitable. '

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

3.3.7 Expansion policy
The capacity for expansion of the library should be based on the following factors:

a) Period of the service of the library.

- b) Anticipated development;

¢} 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 in the creation of
several tiers in stack units and in further additions to the tiers in future as well.

) Herizontal expansion

Horizontal expansion is generally preferred. It helps the librarian to carry out the expanded
functions on 4 single floor. it helps the architects in not taking the risk with the foundations for
vertical ‘additions, and architectural view against the intended heights in terms of other buildings'
around it. Horizontal expansion is helpful for the expansion of reading areas but is difficuit in

" maintaining the administrative flow between the stacks and the reading areas. Uﬁderground

book storage has been created in some Hbraries but Las been rejected as weil.
Seif-Check Exercise-2

What are the factors that determine the expansion policy of a library building construction ?
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Note: i) Write your answer in the éﬁace given below.

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

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

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

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

3.4 DESIGNING A LIBRARY BUILDING

3.4.1 The Building programme

The librarian should write the building programme. This will consist of 4) Basic information

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

A. BASIC INFORMATION

)

i)

iii)

A statement of the library phitosophy which includes:

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

" ¢) The library policies.

The building budget.

Any general statement no. covered by the library philosphy

B. BUILDING REQUTREMENTS ( for each space in building )

vi)

vif)

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

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

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

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

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

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

The architect is the man who translates the programme into an acrual building which will-

incorporate the spirit and intent of the library philosophy. The achitect’s aim is to create a
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bulding that is beautiful to create a building that works well, 1o create a building within a given
budget, and to create a building which is safe. '

3.4.2 The Slte'

The best location is near a husy shopping area, neae to public transportation-and close to
pedestrians. Try not to locate the hbmw in-a park, in a secandary street. '

3.4.3 The Basic Bui!ding Relationships

The first study which the architect may prepare i« o fiow or relationship 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 1o ali

others. Tt also clearly establishes how readers, children, staff and books move without crossing
or interfering with each other. -

Keep the basic plan simple and avoid corners and other physicai abstructions which will
complicate visual control 0’[’ the space., )

Use t_he larg’est possible structural spans Wluch the budget will permit. -

Aveid fixed-partitions and buitin-fixtures

Consider the retjuirt:me_t:nts of growth.

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

The ceiling he_ight for any giﬁfcn space is best determined by the architect,

Avoid using too.many'windows, but consider using windows for their psychological effect. -

Use architectural means {0 contro} sunlight. Use glass to seperate quiet from TICISY areas.

3.4. 4 T-he Areas of Lihrary

While designing any area, constant thm.ght must be given to the layout of furniture and
“equipment if the areas to function property.

(2) The Entry:
The librarysmust have only ove main eatrance which serves both as entrance and exit.
by The Exhibi.t Area:

Displays and exhﬂms are be:,t located in an area through which evei’ydnﬂ will have 10 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.

) Readmg Room

It is essentiai in the pldnnmg of this space that all related activities be as close (o each
other possible. Thought must be given to plitting everyone as close to the material he will use
as possible. The books must be near the rf‘dders and the readers near the librarian and the
tibrarian near the books. ' -
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(d) The Circulation D(.sk.

The desk must be centrally located since one staff member may ‘have to handle everythmg

and everybody at one time. The desk must control the entrance; It must be close to the catalogue..

{e} The Catalogue

It must be located 1 an area eas;ly accessible to the mreu]atlon desk, the books and the
readers. It is an area of aeuwty and noise. Allow space for movement around the -eatalogue.

(t) Chi]dren’s Sectﬂn: L

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 miain floor. The arca must be. accessible from the main

-entrance and children must pass the circilaton desk to reach their section without crossing the
main reading room. - : - - .

(g) Meetiing _Ruem or Conference Room: -

A meeting room js a desitable asset to any library no matter how- small it is. Meetings can
be held in chitdren’s section when no other provision e)ust:, Provisions should he made for the
showmg of films and slides.

{h) Reference Areas:

The reference section in a llbrary is the commumty s information stmage cell. It is important
to plan it as a dead- end type of area, with hlt]e or no traffic through it to dny other part of the

- library and keep it seperate from the popular readmg TOOM.

{i) The Books: -

. Arranging books is a primdty function of a libr.a;y.' Wall 's_helving'will probably be adequate.
Traditional stacks can be added later if the growth of the library’s collections require it;

(j) The Librarian’s Office: - N S :

. This is the only Toom in the building where the llbrarlan can fmd the privacy to work, to
interview and to discuss problems wth patrons and the staff. The room should be easily accessible

from the reading room and conveniently located to the circulation desk and work room.

(k) The Work Room:

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

{1} The Staff Room:

- The staff room should be located near the work room, on an outside wall With a wrndow
and direct access to the staff tmlet

(m) Publlc Convemence'

Public toﬂets are a general nuisance 1o the public library. They Create supemswn problems
_They invite non- readers into the hbrary They require maintenance and up- keep

- They shou!ld not be located dlrectly off the main room and should be s0 loeated that chlldren

. have easy access to them. They must be sound proof. A staff room toilet must be included in
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the programme. Consider keeping public toilets locked with the key avaitable on request at the
circuiation desk.

3.4.5 Environmentak conditions

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

The environmental conditions are created by:

ventilation
lishting

air conditioning
ACOUSIICS

(2) Ventilation:

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

(b} Lighting

Lighting the library'building properly is one of the essential design j}roblems. Light intensity,
giare, contrast and shadow, control must be given serious consideration throughout the building.

((:). Air Conditioning;

In a modern library building air conditioning is mandatory. The public often sées it as an
expensive iuxury, 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 preservation of the materials for
which it was built. '

i<1) Acoustics:

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

3.4.6 Faclilities and equipment
{a) Telephone Service:

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

(h) Iire-extingoishing Equipment:

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

3.4.7 Colour

A library must be a dignified, cheerfu! and friendly place. The wrong colours caﬁ undo
the effect achieved by good space design. Keep the colours of the walls and ceilings in the
natural range of white. Let the furnishings and the displays be the dominsnt colours. The




reading surfaces must be light in colour. Restrict bright colours to small arcas. Floor design
with marbelised patterns or mixed colours are preferable to simple pure colours, because dirt
and wear and less visible and the problems of maintenence are simplified.

Self-Check Exercise-3

What are the envirenmental conditions that are to be considered while planning a {ibrary
building? ’

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.

............................................................................................
e T T T T
.............................................................................................

3.5 SUMMING UP

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

In the final analysis, the design for a library building depends on so many varying factors
that it is unwise to accept any one standard rule which can be applied in all situations. However,
the successtul design of a library depends toa large extent on the freedom used by its planners’
and on their ability to adjust the material at hand to the specific problem. The most important
ingredient of a good building is common for the best library, its conception, development and
execution becomes an art. The architect should therefore be free to use structure and metarial
as poet uses words, to create beautiful forms and spacés not oniy to express and at(ractively
house the library funtions, but to achieve the environment which is most conducive to learning
and to enjoy the wonderful world which the library has to offer.

3.6 MODEL ANSWERS TO SELF-CHECK EXERCISES

1} A library building planning commitice is constituted by the librarian, an architect, an
engineer, a representative of the library committee, governing board representative and one
Or two representatives from the users. '

S
i

2) The factors that determine the expansion policy of ilbrary building construction are - i) |
: Peniod of the service of the library; ii) Anticipated developments, and iii) location of site.

!

- |

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




1.7 ASSGNMENT

1) Explain the need and purpose of planning the library building.
2) What are the different are2s in a library building ?
3) Write shert notes on the following:'

aj Functional approach
b) Expansion policy
) ¢) Environmental candtons

3.8 RECOMMENDED BOOKS

KAULA, P.N. Libsary building plaﬁnﬁng and design. Delhi: Vikas publications, 1971
THOMPSON, G. Planning and design of library building. London: Architectural press, 1973.

IS - 1553-1960 Primary elements in the design of library buildings, code of practice refating
to. (Delhi: Indian Standards Institution} - ' '

3.9 GLOSSARY

Architect; One who designs plans for huildings and oversees their construction.
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4.0 AIMS AND OBJECTIVES

This unit aims to explain you the importance of library furniture and equipment and stresses
that-the managers of the library should be well versed in ulentifying the suitable and appropriafte
furniture and equipment to fit with the library building for comfort and efficiency.

After studying this unit, you should be able to
- describe the farmiture and equipment required in a library;
- explain the need for the right tyoe of furniture for the effective working of the library;

= select the turnitlre and sovipment in accordance with the design and specification.

4.1 INTRODULUTON

ihe guesiion of Lbrary furniiuve and cquipeent should be taken up sig

Hravem!y piong

i of Limyersity

with the consideraton for books, readers and staff T building us speciali
library, the need of furniture and equipment of individual departatents and s

given careful attention so that the readers and staff experience case, comforr, connern
effeciency in their work

The Library building in itself takes many years o get planned, designed a0
a tepdency to delay the seiection and the ordey

Kes

mg of the furniture and e i
s complete, It

the library get going. Consequently, the furniture is not ready when the huildi:
is the *principle of simultaneity’ which is being pleaded hey
building does not get delayed.




4.2 FURNITURE AND ZQUIPMENT

4.2.1 Manofacture of Furniture and Equipment

The furnituce and cquipment play a vital role in the functioning of a Hbrary. Generally
lihrary furniture is of thres types according to their Manufacture, i.e, wooden, metal and plastic. -
The furniture is available as (i) Stock standard, and (i} Custom-built,

i) Stock standard: The {urniture and equipment made available by manufactures according to
somé standard sizes. Stezl and plastic furniture are generally available as stock standard. -

i) Custom-built: The furniture made to arder in accordance with the specification of a library.

It is advisable to visit some major libraries equippec with standard furntiture and fittings
and know their experiences befose deciding on the purchase of furniture and equipment.

4.2.2 Different Items of Furniture

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

Reading Tables
Readers Chairs
Book Shelves
Book Racks Single Faced
Book Stacks 13ouble Faced
Periodical Tables
Display Racks
Pigeon hole cupboards
Counters
Step Stools
Atlas Stand
Map Stand or Rack
Umbrelia Stand
Property Counier
Circulation Counter (Charging Desk)
~ Newspaper Desk
Reference Table
Research Table.
Cubicle Tables
Classification Tables
. Catalogue Tables
Accessioning Tebles
Binders Tabls .
Counter Height Shelves (Single Faced and Double Faced) _ i
Officer’s tables and chair |
Typist’s table and chair
Revolving Book Rack
Charging Trays '
Catalogue (Index) Cabinets
" Recent Additions Shelves
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Notice Boards

'Displa‘y Boaris

Wooden Cupboards

Steel Almyrahs (Storewelis)
- Wall Cupboards

Book Exhibition Cases

Book Trolly

Dictionzry Stand

Bay Guide Boards

4.2.3 Diffevent liems of Equipinent

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

Kardveyar
Kardex
finedex

. Remdex .
Filing Cabinets
Microfiln Readers
Microfiche Readers
Micro-opague Card Readers
Fiim Projector ' '
Siide Projector Aundiovisual
Cassette Recorder . |
Video Equipment (TV) ' ’
Vaccum Cleaner
Desk Calcuolator

. Office Calculator _

Typewriter
Telephone
Intercommunication (Intercom)
Hard press
Paper Cutting Machine

.Hard Board Cutting Machine
Gilding Machine
Backing Machine

'Stitching Machine
Duplicators (Office)
Duplicating Machine(Tech.)
Insect Killing Machine
Fumigation Chamber .
Electric Stylus -
Mecrofilming Unit
Reprographic Unit
Book Stoppers

" Graphdex _
Fix o graph Boards
Numbering Machine




4.2.4 Furniture and Equipment used in Important Sections:

a library:
Section

1)  Acquisition
(books _an(l pericdi-
cals) -

2) Technical

3} Circulation

4) Reference

Below are given different item

Furniture

Accessioning Table
Revolving book rack

(to keep reference tools}
Wooden Cupboards

(to arrange the books received
department-wise) '
Book trolly

Periodicals

Classifiers table
Cataloguer Tabie
Wall Cupboards

. Circulation Counter

Property Counter

s of Farpiture and equipment used in important sections of

Equipment

Filing Cabinet
{to keep files)

o Office calandar

Numbering Machine
Kardex

Duplicating machine
Electric Stylus

Dresk Calculator
(to cofleet fines)

Kardveyer

(to keep personal belengings) .

Charging Trays
(to arrange charging ¢ards)
Catoiogue Cabinets

Peader’s Tabies

Reader’s IChairs
Wooden Cupboards
Book Shelves

Small Counter

Step Stool

Atlas Stand

Map Stand
Dictionary Stand
Counter height shelves
Reference Table
Research Cubicles

Ny Tables

5y Binding

o
o

Binders Table

{for mending, repairing and bind-
ing of books and back volumes of
journals)

Remedex (to file Reader’s

‘profiles)

Microfilm Readers
Microfiche Feaders -
Microopaque card Readers

Microfilming Unit
Reprographic Unit

Hard Press

Paper Cuiting Machine

Hard Board Cutting Machine
Gilding Machine

__ Backing Machine

Stitching Machine
Rounding Machine




6) Reading Hali Readers Tables
Reader Chairs
Periodeal Tables
Pigeon-hole cupboards
Newspaper Desk -

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

Book Stoppers

Bay Guide Bourds

8} Extension Actlvity Book Exhibition Cases Film Projectors

' Slide Projectors
Cassettee Recorder
Video Equipment

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

10} Computer Section Computer Tables, Chairs Computer systems
Woaden Cupboards UpPs

Bar-coding Machine
4.2.5 Description of Impoyiant Ifems of Furniture and Equipment

i} Library Stacks

Book Storages are of various types:

a) Book Shelves .
b} Skeleton Book Racks '
¢) Library Stacks

These may be made of wood or stecl.
(a) Book Shelves:

These are being used at homes where small number of boeks are housed. These may be
hung on the walls or kept on tke 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’ and

the depth depends upon the requirements and may be single-faced or double-faced.
(b} Skeleton Book Racks: .

Th;:y are usually made of steel. The slotted angtes on four sides will be built and assembied
with shelves one at the top anc the other at bottom with number of shelves in between depending
on the heights of the rack and need. These book racks may have heights ranging from 2’ to
i(fin fength, 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 shielves. The panels of shelves are interchangeable and can
be fixed at any stage as the slotted angles have holes at every half foot gap.




(¢} Library Stacks:

Library siacks are sturdy in construction, streamlines, easy i kzep clean and make clean.
~ These-are ideal for scheols, chibs and libraries. They are made of steel. These are proiected
- against rust and corrosion by uliramodern phosphating process and further strengthened with
hard- faced enamel finish. Each shelf has ‘built in sturdy side-racks and a sliding book-stopper
for (G ./4) On both the sides of the unit, two upright stanchions with box type frame are jointed
with 3 bracing ot connectors, one at the bottom and the other at the top. This unit rack can be
extended to any width by adding more upits of similar design. Fach vnit rack on one side will
have a range indicator and index pocket, for easier catalogiming and label holder for each shelf
for effecient classification.

The height of stacks ranges from &-6" to. 7-7" .md, if necessary, more heights can also
be fabricated as a two-ticr with suitable fiitings. Tnese stacks are alsc double-faced one (28
-shelves). Each shelf or panel will have two brackets on right and left sides, inserted strongly to
shelf ends. Brackets on left and right sides will have two hooks at the rear apd to fit inte the
holes made to the stanchions. These shelves or panels are interct hangeabie, depending upon the
size of documents. The sliding hook stopper and backrest fitted fo the groove of the individual
shelf ensure proper display of books and prevent damage. The narvow vertical slots made 1o the
stanchion with every 1/4" range are meant for immediate shelf adjustments.

Tﬁe overall speciﬁcétjon of the library stacké arc as fﬂllév;fs:
. Dimensions:.
Overall Height: 2285 mam
The bottom half foat or 6" should be left for ground clearance.
Sectional Jengths: B
T O;;H Eengfh: 1,865_ mm
This is measured from end to end pillar. Actual length of panel: 855 mum. (33 3/4%).

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

Actaal Width of Panel: 222 m.ni.
ii) Vacomm cleaner:

This is an clectrically operated equipment ,m'csﬂy 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 cieaned periodically to keep those objects clean and tidy. This is a part and parcel -
“of the maintenance section of the library. ' '

The main eguipment consists of motor operated electrically. There are fwo fypes 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 shioulders will have a & hose pipe fixed with a 10"
nozzie, to operate the twin functions of sucking and blowing cut dust, While sucking the dust
it will accumulate at the other and where a cloth bag is aftached #nd the sume will be cleared
periodically. :

81. o




The advantdge of this cquzpmeni is that the breeze is forcibly pumped out thr ough the
nozzle to clean the shelves without remaoving them physically every time. This type of dusting
wiil substitute the process of dusting with a cloth plece or brushes to avoid delay. In big libraries
where Jakhs of books are housed and hundreds of book racks are arranged, vacuum cleaners

‘ aione are the only equipment to be used for dustmg :

| Hi) The Lindex:

‘ This is indigenously manufactured.

This is an equipment meant for periodical section in t1e {ibr ary. This will facilitate to have,
at a glance, a list of periodicalz subs;rlbed to by various department. as a whole, subscribed o
‘ by the library.

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

(b) A strong, circular pipe with approxin: atefy ] foot jength, revolving on a ball beéring-
wheel with a knokb at the top. '

(c) The series of p'me.s fitted to the circular upright rober.
(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. fnch index piece.

(2) The journals that are subscribed are typed on perforated strip sheet (made only for this
purpose) are insérted on the sides of the parnel frame. '

(3} Dependmg upon the addition and deletion of the journals subscribed to the pelforater.i
 strips can be inserted and stripped off, as the case rpay be.

(4) The index frame will have the name of the Department for which the journais are subscribed
to. " o

(A) User, at a glance, can have mental assessmeni of the rumber of journals that are subscribed
. to by the department and can make further enquiry later. ’

iv) Periodical Display Rack

Libl’&l’ies usually subscribe to periodicals in addition to the books acquired. Just as the
books are arranged on shefves in a particular order, alse the current periodicals are displayed
subiect-wise for easy consultation and reference by the users.

' These display racks are of three tyepes:

1. Pigeon hole iype ; 2. Step type and 3. tnclined type.

In the Pigeon hole type, there are two parts. One is cupboard in thc bottom and the other
pigeen hole at the top. The overall héigiu; width and depth are 7°-6" z 3-0" x 7-00" (top) and
11/2 (lower BOItion) respectweW Each it of this type will hold 36 journals in the pigecn
hole part and the back issues of the same in the cuphoard part. The disadvantage in this is, the
Journais cannot be displayed prominently, so as io be seen by the readers. i

The second type (Step type} is better one than the fiyst ore in the sense that the journals
can be displayed prominently so as to see the title part. The overall height, width andg depth are |
6’)( Fx 1 Y/2 (bottom) and 6'(at the top) respectively. This will have four or five steps, holding

5 journals if 1 s single-faced or 50 journals if it is double-faced. The ﬂisadvamage in this is
immediate back issues cannot be accommaodated within the same shelf
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m
The third type: (Indmed type) is more advantageous than the other two reffered to above. |
The overall height, width and depth is &-6"x 4'x 2-2" respectively. This is a box type shelf -
with horizontal shelves, partitioned with four vertical, individual, hinged, wooden panels with 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 plands are hinged ones, it can be lifted casily and the immediaie
back issues of the respective journals can be accommodated in that area for easy reference. The
bottom edge of each inclined plank will hold & 1 1/4" wodden bead for rasting journals The
' entire rack will hold about 20 to 25 individual titles of the journals. All the modern libraries are
equipped with this kind of sophisticated display racks for better display and use.

v) Book Troliey

_ Ax ordinary book shelf made of wood or steel mounted on wheels with Books in them
is caliest Book trolly. Depending on the number of books to be carried and the weight it can
withstand, the number of wheels to be figed are suggested Usually the book trolley would be
3-6" hi., 3’ wide and 20" deep with two faces, double-faced of single- -faced, with a handie on
| either both sides or on one side only. This entire book trolley will have twe or ‘three partitiorns
‘ 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 97, These wheels are not ordinary
‘ ' ones made of steel or iron, but they are specially made with a ball- bearing mechanism to have
| . easy rolling movement. The typc ol wheels {castors) are mostly swiveled iype {(movement of the
wheet any side quickly and easily}, when the trofley is moved or pushed.

The book trolley is used commonly in the Iibrary for moving books from circulation section
1o stack areas: order section to technical section and irom technical section to stack area, and
aiso at times within the stack area to different book stacks. Every library should have few book
trotleys for easy movement of books. '

vi) Charging Desk (Issne Counter)

lssue counter is an expensive iter of furniture and cannot be replaced very often. Therefore,
much thought and caleniation should go into estimating the requirements for charging and

discharging of buoks and into deciding upon the size and design of the counter.
Issue counter has to perform four functions:

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

.3} Discharging or receiving buoks back.
4} Reservation of books lerd out.

Obvionsly enough, the coonter should also have adeguaie %heivmg space (o keep the books
which are returned. And if the counter has also to be nsed as reference desk (in smali liabraries)
where the same library assistant has to perform both the jobs there should be a few extra shelves
to keep important ready reference books.

There shouid 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 shoild
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 seaf of the clerk preferably on his right hand
side. If issue and return are to be administered separately, the drawers should he provided near
both the seats. '
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Dimensions: The height of the counter facing the reader should be 44", The width at the
top is usually kept 26 to 28 inches, Adequate knee space should be provided at ali the places
where assistants have to sit and work, There also shouid be foot-rest to rake sitting comfmtable
for longer hours. : .

‘Bresien: Tt is.ﬁifﬁault te suggest the exact length and design of the counter whick may suit
every library. There are various designs in vogue: rectamuiaig with only one door (recommended
by the 1.8.I): umap d; U-shaped, etc. Whatever design is selected, it is better to have the counter
in sialf tnits of 3 feet each, The units may be bolted Lavelh& or just placed adjacent to each

other 10 give the usion of one piece. The unit fype counter is. casy to shift from one piace to
anviler, and also can be extended whenever need arises.

A sieek clegeni and functional counter should be prefered to a huge menolithic monster. _
Avoid having railings at the top which seive literally as a screen between the readers and
the librarian. Glass soreen create cold formafity become dirty and prove a hindrance to easy .
conversation in low tones, Easy exchange of books also is not possible. Tt is surprising that LS.
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
faminated plastic. ' '

vii} Wicket Gate:r-

Some labraries have a wicket gate near the counter to control the traffic for SeCurity reasons.
The wicket gate, however, is not an effective check for unscruputous readers. After a period of .
'tin-if:, it simpiy does not work. It is better to have a janitor permanenily at the gate. In India,
where labour is comparatively chieap it is not difficult to afford a janitor.

viii) Kardex;

This is also an equipment used in periodical section to have a journal control systern. This is
a visible record system provided with ali the advantages over other visible systems, This modern
management control will have the following advnatages; ’

ay Speed: Kardex system providcs maximum speed of reference to a particular card or group
of cards because ail titles and other pertinent information is alway‘: visible. Posting is quick and
¢asy,

1) (‘entrahsat:on. All related data is housed in one pockct on ditferent cards {0 increase
fact for speed dicision making and action. '

) meenicme‘ Eftfcrtless slide withdrawl and perfect pocket layback makes operations a
pleasure. Slides can be ccompletely removed from the aqseml*ly Recards can be kept on correct
equence by change of poc‘(ets

d} Protection: Cards are housed in protective pockets with transparent celluloid tips and so
remain clean, flat and do not "csog earcd“ through mmmm uze, Likewise, as it {8 ur-necessary
to remove them, they do not mispia

c} Control: Vividiy colored signals along the title, hsg,h;jght vitai f\'_chb {coniamed within the
tecords. requiting executive action.

fy Savings: Increased ciei’it‘.‘al output and a vagt-saving in time means your investment is
wise one. Lower costs and gredter profifs ars availatle.




This equipment is also ideal for business firms, viz, banks, Lookshops, departmental stores,
clubs, government, hospitals, insurance records, and allied organisations besides librarics.

They are alsc periect in so many applications, namely cuirent periodicals records, borrowers
records in the libraries, insurance records, materials conirol, production control, signaiure
records, etc. -

ix) Caizlogue Cabinet:

Catclogue cabinet is quite compiicated piece of furniture and must be made by an experienced
carpenter out of highly seasoned wood. Ready made cabinets are alse available with dealers of
library equipment and furniture but these are somewhat expensive,

Care should be taken to ensure that:

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

2) The whole structure, incloding the drawers should be sturdy and made of hard weod
like teak, the wood used should be highly seasoned so that drawers do not get stuck during the
rainy $eason. : ' '

3) 1t is beiter to have a modular cabinet rather than a big single piece struciuge having
hundreds of drawers. The standard recommended by the LS. is of 24 drawers. It should easity
he of 36 drawers. Whatever size is selected, all the units should have the same number of
drawers. ’

TDimensicns: The stand should be 24 inches high from the pround and the height of the
cabinet should not exceed 5 feet from the ground. This can accomodaite six trays vertically and
five trays horizontaliy. '

The recommended size of each tray is 12.8 x 7.8 cm, to hold 12.5 x 7.5 em catalogue cards.
The inner breadth of the tray has to be a littie more than that of the cards to aliow casy movement
of the cards and the inner height a little less so as to pioject the cards up for easy consultatons.
The length of the tray is usually 40 cm. or 16 inches. Each tray ¢an hold about 1500 cards of
medium thickness, Each tray should have: '

ay A rod to hold *he cards in position;

b) Handle for puiling out trays conveniently;

¢} Gravity action tray-catch to prevent the drawer from falling ont;
d)} A wodden angle biock inside .thc tray to keep the cards upright;

Steel catalogue cabinets may be avoided, as they are noisy, duli looking and expensive.

“

Self-Check Exercise-1

- {a) List of various types of periodical display racks.

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




(b) What are the advantages of ‘Kardex’ in serial control?.

4.3 SELECTION AND ACQUISITION

Tug following factors fitay be taken into account in the selection and acqriisition of furniture
and equipment for the library: -

A} Flexibilty of arrangement is desirable, Built-in-furniture and equipment such as catalogue
cabinets, exhibition cases and loan desks should be avoided as these are not easily moved
or expanded in the furniture.

TBY Wheuor it s possible, ook shewving should be standardised so that the parts are gasily
inter-c eangable, The cquipment as well as furniture should also be purchased in groups of
uniform sizes. Tables, chairs, counters and desks lend themselves to such treatment,

) Comfort, beauty and varicty-are important in the selection of furniture and eguiprment, but
thess need not be divorced for economy of mantenance,

133 Comfort, durablity and variety should be sought in furniture although the quality of durabiiity .
should apply generally to equipment as well. ' -

E) Celours and materials should he S0 coordinated as to provide an attractive and inviting -
atmosphere in harmony with the purpose of the library. ‘

The selection of furniture is directly related to its intended function and lecaton within the
ibrary. It mmst fit the environnient and achieve a character suitable for the purpose it serves,
Therefore, it must be selected by the right person. Thompsor is of the opinion that the Librarian
should always choose the shelving, citalogues, and technical equipment and the architoct should
choose the chairs and tables, because these are the wares with which he is concerned throughout
his protassonal ljfe. ' '

In the matier of selection of furnture, mutual consultation is perhaps even more important
that-the decisions as 10 who makes the choice. The architect choose tables, bui the Librarizn is
vitally interested in their stability wearing quality of the tops and so on; similarly the librarian
chooses the catalogue cahinets but the architect is very much concerned with the shape, material
and colour because of their effect on the Interior design and the cost. Tf for reasons of esbnamy,




or the design, the architect recommends the purchase of furnishing from a single proprietary
range, the Librarian wanis to inspect every item in that range hefore agref;i.ng. As furniture and
equipment commonly accouitt for betweep 10 to 15% of the total cost of the fibrary building,
this is obviously not a matter to be treated lightly. '

" Since furniture and equipment are ¥eTY imporiant and forms an integrat part of a University
Librarﬁ' building, general policies to their regard should be agreed upon at fairly early in the
planning process. Metcalf recomnmends the appeintment of a library furpitare and cquipment
selection team which would consist of one raember of University administration same one locking
after the building maintenance, the librarian, the_ architect. the interior designer, a representative
of the building planning committes, and a consuliant. '

. 4.4 STANDARDS AND SPECIFICATIONS

Alter five yéar‘s of continous tests, trials and experience, the librarian, the architects and
the interior designers have been able to develop certain standards and specifications for tibrary
furniture and eguipment. There are many obvious advantages of having furniture of standardised.
dimensons in a library. The sign of its proving uncomforiable, unfanctionat and useless guality
is avoided. Functional efficiency is secured with ease and convenience and with least ado on the
part of the library administrator. ' ‘ :

Bureau of Indizn Standards (formerly Indian Standards Insiitution) had done pioneering
work in bringing out specifications for library sarniture. Tts standard I3:1829 (1961} ‘Specifcations
for library furniture and fittings, Part-I: Timber was inserted in 1961 It covers only a few

" iterss of furnifure and that toe not ali 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. Specifcation for classification table and accession table
have been delayed. ' '

The second standard 15:1829(1977) ‘Specifications for Libracy furniture and fiftings, Part-
1I: Steel’ was adopted in 1977 and deals exciusively with the steel furmture required i the library.
There is a great need for @ comprehensive standard for Eibrar“; furniture as we find in other
developed countries. It is jearnt that ihe National Institute of Designs has done a considerable

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

Since the emphasis.is on the practical aspect, fhe students need not spudy this chapfer -
as a theoretical one, but enough if they'uﬁderstand the specification of each item, 30 that ds
practicing librarians, they can entrust the work with confidence and extract the product nicely
to the specification of users concerned. :

It is not possible to list cut all the items and their individual specfications. Hence the most
important items that are normally considered essential for any emodern Hibrary is listed in Section
4.2, . '

The items of furnitare differ from fibrary io library mostly on the basis of the ype, size,
purpose, resources and objeciives i which the library 3s established. Besides 1SI, BSI, and
.other national standards institutes which release pericdically the details of the spcéiﬁcations of
furniture, there aie so many publications which clearly gives idea about them, So the student
need not feel disappointed wher 2 particular piece of furniture i3 not listed out.

There are good number of publications in USA, UK and other European countries on this
topic but they are noi much useful to our Indian situation and context. Hence i 15 advised
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that the students should be acquainted with the books and publications that are listed under
reference, which would give a fair idea about the furniture and equipment that should be
essentially equipped in any Hbrary.

The librarian should observe meticulously all the catal 'ogues(iﬂu:;t ated brochures or dog-
umenis) relate to furniture and fittings with their detailed specifications. The followmg firms
(suppliersy deal with library and their catalogues may be perused.

{a} M/s. Godrej & Co.. Bombay.

(b) M/=. Vinar Systems, Calcutta.

(¢} Mys. Curzon & Co., Madras.

“(d) M/s. Mehra & Co., New Delhi.

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

Self-Check exercise-2

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

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

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

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

4.5 SUMMING UP

In this unit, we have studied about the furnituré and equipment used in libraries. Library
furniture consists of book stacks, periodeat display and storing racks, catalogue cabinets, circuiaton
counter, and other furnifure for the staff and readers. The furniture provides not only functiona]
efficiancy, but also provide comfort, aesthetics and appearance. The librarian should see that the
furniture and eguipment ar¢ in accordance with the specification and standards betore acquiring
them. ' '

_ The library equipment consists of xerox machines {Plain paper copiers), microform readers-
- printers, kardex, filing cabinels, vatumm C!f.‘ﬂ]‘ICJFS, telephone, telex, TV/Video recorders, etc.

4.6 MODEL ANSWERS M‘s SELF- {*HstCK EXERCISES

1{a) The pericdical display racks are of three fypes:
1) Pigeon-hele type,
it} Step type.
ity Inclined type.




1(b) "Kardex’ is a vital record syster: used in scrial control. Its advantages are:

i) Speed in retrieval of information, :
ity All related dara about a periodical is at one place (Cenlrahzamn)
fiiy Conveniense m slide withdrawl,

iv) Cards are profecied in pockets.

v) Saving of {abour and lime.

(2) The standards recommendcd by Bureai of Tndian Standards for timber and steel furniture
are: ‘ ' :

iy Specfication for libracy ﬁim.frure and fittings: Part-T Timber (15-1829-1%78) (First revision)
i) Specificaton for library fumniture and fittings : Part-if ; Steel (I1S-1829-1977)

110 RECOMMENDED BOOKS

. RAJWANT .SINGFH. University Library Bmldmgs in India. Delhi: Academic Publications.
(Chdp ‘ar 7Y '

2. SHARMA, HD. Library luilding and Furniture Jullunder; India Bikliographic Centre.
(Part-1i, p. 83-104) {1972). '
3. University Grant Coﬁlmission(lndia‘}. Library Committee Report, 1958, p, 14-15.
4. Bureau of Indi#n Standards:
15-1829-1978 Speciﬁcaii;ml for Library Farnifure and [fitiings, Part-I: Timber.
15-2672-1966 Cade of practice for libwary lighting.
18-4116-1976 Wooden shelving calnmts {adjustable type) (First revision}
18-2695-1974 Drawing mmg_eqmpment {First revision).
- 78-1383-1975 Metal Shelving racks (adjusiablie type) (Second revision)
15-3312-1974 Steel Sheiving Cabinets (a.djusml}l‘.e type)
18-3313-1974 Steel E;iling cabineis for general office purposes (First revision}

1&-1825-1977 Speciﬁc_amri for library furniture and fitings. (Part-11) : Steel.

4.11 ASSIGNMENTS -

‘1) Draw a sketch of a Library Issue Counter (Charging Desk) for a colicge Library:

2) Mention a detailed speciication for a 12- drawur Catal cgue. card cabninet.

3y Whether vou prefer furniture made of wood or steel? 1f steel what are ihe reasons? If wood,
why do you prefer? : '
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5.0 AIMS AND OBJECTIVES

Library management is the brocess that involves organized activities, An organizationa
structure is built around the anglysis of activities, responsibility for decisions, and relationships
which enable attainment of objectives. In this unit we will stindy the process and principles of
organizational structure in some details, '

After studying this unit, you should be able o
- Explain the process of otganizational struciure.

- Kunow different types of organizational structures,

Discuss the principles that help in creating organizational siructure.

- Draw organizational charts showing the interconnections, interrelations -and inter-
dependence of different unis. : :

5.1 INTRODUCTION

The terms ‘organization’ and ‘organizational structure” are guite often used interchangeabiy:
But a detailed analysis of the terms reveals the difference. An organization is defined as
d cooperative endeavour of indwviduals to zchieve an objective. Whereas the ‘organizational
structure specifies the roles of the 1ndividuals, their telationships, authority and responsibilities.
The structure emerges out of organizing process and governs the activities of people,

An efficient organizational structure that felps in achieving pianned goals and objectives
of the organization is not tasy to develop. Alsc it should rot be considered as permanent;
There are certain principles and characteristics that help in designing the structure and avoiding
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commen mistakes that occur in the process.

"This unit discusses the purpose of organizational structares and the principles and charac-
teristics that form the bases for them. The graphic presentation of structires for public, academic
and special libraries brings clarity and helps to understand the concept. '

5.2 PURPOSE OF ORCANIZATIONAL STRUCTURE

i their fong history librazies have accurnulated set conceptions of fanctions snd adopted
rigid methods which are not conducive for efficient working in the present envirpnmert. Y jbraries
‘are becoming largel and larger involvihg'more and rore people and are encountering complex
probiems. -

The raain purpose of organizational structvre is to bring order out of chacs, remaove confiicts
beiween people about the work and respensibiltity and create an atiosphere for teamwork It
ensures boih horizontal and vertical coordination between different umits of the library. An
organizational stracture brings fogether necessary resources and ArTanges _)erscnﬁel s0 that work

_can be accomplished most efficiently.

Human nature being what it is, cooperalion sometimes does nol come easily. But a proper
organizational structure lets everyone knowwhat they are supposed to do. It clearly specifies duties
of each individual and thns confusion and unceriainiies are reduced, Authoriy, resp{jnsibility
and accountability becoime known Lo everybody. Thus performance of the organization is greatly
improved. :

Seit-Check Excercise-1
What is the purpose of organizational structure?

Note: iy Give your answer in the space provided below, o
i} Compare your answer with the model answer given at the end of this unit.

53 DIFFERENT TYPES OF ORGANIZATIONAL STRUCT URES

If we study. the evolution of organizational structures. in differens organisations like army,
governiment, industry, tibratjes ete, We come to know the fous types of structuras; {4} Bureancratic
(b} Departmentalization {c} Project Crganization, and {¢) Natwork siructise.

5.3.1 Buregucratic Structure

~ This was the earliest sorm of structure to deveiop. It is mostly foilowed in governmental
prganizations including libraries. Weber {1947) has given the following features of bureancratic
styuckuge: ' '
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i) Control and supervision through a hierarchy of positions w1th duthorlty and responsibility.

ii) Systematic division of labour based on spemahzatlon

ki) Franung of mles and regulations thal ensure’ unlfor'mty coordmatlon contmulty and
stablhty : '

. . i : . B
v) Impersonal relationship and unbiased execution.. :

Although this type of organizational structure has come to stay, but we notice in practice it -
has become dysfunctional. Red-fapism and delays could be meritioned as major disadvantages
- of this structure. h ' '

5.3.2 Departmentalization

This structure involves a rational grouping of activitics into different departments/sections
with the authority dimishing hierarchically Jower down in the fine. Tt has been universally accepted
_-that such grouping of activities into different units yield best resutts. But the characteristics used
for division should be relevant to the purpose. "

- Inunit 1 & 2 we have briefly dcscrlbad the criteria that are followed-in departmentdluatlon
- of hbranes They have been discussed in more details here.

4

Characteristics of Departmentalizatianz-

~ Different organizations follow different characteristics for groupings activities into different
units. These characteristics have been discussed below with particular reference to libraries.

a) Functions;

The majority of libraries use this charactcfistic for designing their structure. Different
departmentsin a llbrary such as acquisition, tcchmcal semces cnmﬂatmn reference service, etc,,
are based on function method.

b) Territory:

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

c) Users -

Thls method of orcamzatlon i3 dgam 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 libraries could also be forms of materials, eg. maps,
reports, periodicals, machine readable forms, microforms, etc.

2) Process and Equipment:

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




) Subjects:

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

1n -addition to d@bove mentioned characteristics, others like, producis, langugages 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 departmentaiizatian mentioned above, it is noticed that there
are advantages and disadvantages associated with each of them. Therefore, the Chief Librarians
{Managers) need study thoroughly the tasks to be accomplised, people involved in accomplishing
them the users served and external environment and design suitable departmentation.

'5.3.3. Project Organization

When special prjects are taken up, the urcaucratic or departméntal structures will not be
able to cope with its management. The project organization method hiis thus evolved. Tt will
be based on horizontal and diagnol relationships. The preject manager is given full authority .
and responsibility for planning, organizing and compieting the project. Once the project 18
completed, the structure cither becomes defunct or is merged with the functional organization
of the structure. " ' '

534 Network Structire

5

This type of structure becomes significant in as much as it provides opportunities to libraries
in sharing resources, expertise and functions. 1t 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 bureavcratic
- structure. '

Note: i) Give your answer 1n t1c space provided below. -

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

R T R R R B LN e N A

5.4 PRINCIPLES TO BE FOLLOWED IN THE PROCESS CF STRUCTURING

We have discussed above various types of siructures and their characteristics. But we need
bear in-mind that irrespective of the types, the success of differcnt organizational structures
“depends on foltowing certain useful principles of mangagement. in Unit-1 of Block I these
principles have already been discussed. Here, only those principles that are relevant to designing
organizational structures have been mentioned. They are;
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i) The Scalar principle '
i) Delegation of authority
- 1ii) Centralization and decentralization
iv} Unit of command
v} Span of control
vi) Line and staff
vii) Functional Authority
viii) Coordination and integration

A brief description of these principles is prdvidcrd below.
i) The Sealar Principles and the Vertical hierarchy

The scalar principles emphasises the poin't that in every organization there will be a ultimate ‘
authority. It is necessary to create a line of authority for effective organizational functioning.’ ' '
The subordinate should know to whom he is responsivble. He should understand cleatly his
authority in relation to other employees, . B o

In the process of ranking of organizational units the vertical 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 authority. The Dy, Librarian, Assistant
Librarians, Library Assistants etc., consititute the line of authority.

ii) Delegation of Authority:

In any large and complex organiz;ition, no one person would be able to manage it all alone
efficiently. Delegation of responsibility becomes absolutely essential. Delegation is-the transfer
of authority within prescribed limits. Human nature being what it is, cobperation'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 sfﬂlcturiné the library. The process of delegation involves
the consideration of the following pojnté:

a) The determination of the results expected

b) Assignments of tasks _
¢) Delegation of authority for accomplishing these tasks and
d) The holding of peopie responsible for failure.

iii) Centralization and Decentralization:

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

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

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

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

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

v) Span of Centrol:

 One important clement in organizing process is to guage properly as to how many persons
that an individual can supeyvise, control and manage efficienily. Organizing is a sharing of
authority and responsibility. With sizable growth and expansion, libraries have become complex

organizations. No one therefore is capable of making all the decisions all alone.

Span of control denotes the degree of delegation and sharing and deciding 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 mangement experts the
number of employees one could direct successfully range between 4 and 8.

vi) Line and Staff Pesitions:

The concept of line and staft has been In vogue for many years, but it still casuses friction
and difficulty. Therefore this concept has to be understood in proper perspective,

Linc pcisitiohs are concerned with the primary objectives of the organization. They are held
responsible and accountabie and constitute the part of regular structure at ditferent levels of the
organization. Wherc as staff positjoﬁs are created to provide advice, suppert and service to the
line positions, when libraries grow larger. These staff positions are extremely important. Indivi
duals with spscializéd cxpertisé and skills are appointed as staif, particularly t1ose who can deal
with the matters relating public rclations, systems, planning, psersonnel, et

vii) Functional Authorify:

Functionat authority is the supervisory power excercised on 4 unit by a position outside the
organizational unit. In fibraries, functional authority frequently develops in the area of speciaffsts
who work with children, young‘ adults, etc. These specialists are called “Coordinators”, regardless
of their title. They are expected to train the librarians in the unit-in thelr specialities. The

~ functional authority should take care and see that the principle of unity of command is not
violated. '

viii) Coordination and Integration:
In large libraries, creating different units is necessary for ushering irt required efficiency and
achieving the objectives. But those units should not work in isolation. They should understand

that they are interconnected and interdependent both horizontally and vertically. The success
of system depends on their cooperation and coordination and integraticn of different functions.

Self-Check Exercise-3

Fnumerate the principies that underlie the creation or organizational structure in a large
library. '

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

5.5 ORGANIZATIGNAL CHART

In the previous sections, we have discussed elaboratcly the principles that need to be.

considered for creating systematic orgarizational structure, ifs purpose and different types of
structures. It will be appropriate and help in better understanding of the structure if organizationa
charts are drawn for different types of libraries. Such charts will clearly indicate the flow of
authority and accountability, the area of jurisdiction over fucntions, and interrelationships. We
will be able to get overall pictuire of the structure. Three charts representing Public Library
System in Andhra Pradesh, a University Library and a Spcr:iai Library have been given below:
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Self-Check Exercise-4
What purpose an Organizational Chart serves.

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

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

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

3 5.6 SUMMING UP

Any formal organization is expected to function on the deiibefate assignments of tasks,
functions, responsibility and authority, The Organiiation 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 hierar(,hy and authority. A good and well planned structure provides stability and
continuity to the organization and helps it in dealmg with internal and external environment

_confidently, :

~This unit has discussed in detail the p'urpose of organizational structure and principles that
' underlie the process of structuring. ‘The different types of organizational structures have been

- explained. To provide better perspective organizational charts for different types of libraries are
given :

5.7 MODEL ANSWERS

1. The Organizaticnal structure serves the following purposes:
‘ i} Helps remove conflects bctweén people about the work and reSponsib_ility.
‘ ' if) Creates an atmocphere for team work
1ii) Ensures horizontaf and vertical coordmatlon between different units,
| _ iv) Integretes all resources and pcrsonnel and he]ps accomplish goals.

2. There are four types of ergaauanonal strucfures: (i) Bureaucratm (ii) Departmcntahzatlon :
- (ifi} Project Organlzatlon and (iv) Network Structure.

The majn features of bureaucratic structure are:
1 Control and supervision through a hierachy of positions.
ii} Division of labour based on speciatization. '

iii) Framihg of rules and regulations for bringiug in Uniformity and Coo}dination, Continuiﬁ! _
and Stability. '
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w) 1mpersondl relahonsmp and unbiased execution.
3. The Prmmp!es that underlie an orgamzatlonal structure’ are:
| 1) The scalat principle
ii} Delegation of authority _
i) Centralizatioh and Decentralization
i) Unity of command .'
v) Span of Conirol "
vi}) Line and staff positions
- vii) Functional authority

viil) Coordination and integration.
4. The purposes an Organizational chart serves are:

i) Provides visual picture depicting horlzontal and vortlcai lelSlOuS
11) Tt mdloatcs clearly flow of anthority area of jurisdiction and’ mtrzrrel tlonship'

' ili) Guides top management in rational distribution of perbonne{

5.8 ASSIGNMENT _

1. Visit any large library and draw its Organizationat chart.

59 RECOMMENDED BOOKS

1. Bvans, G. E_clward. Management techniques fc'rr Lfbr;&rf_ans', "A‘?‘_'nd éd’.’ : New York: Academic
Press, 1983 2 B I ST :

2. Stueart Robert 1. and Morgan Barhara B lerary Managemenr. ‘.3rd ..I_.il'rleton, Colorado:
Libraries Dnhmited 1987, . '
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Block - 11T : LIBRARY GOVERNANCE

This biock deals with library governance. The system of administration to control and
regulate'the activities of libraries has been explainad. "There are six units (unit numbers 6 to 113
in this block. :

The first unit of this block entitied as ‘Library committees’ discusses the role of the library
committee in framing policies, ‘designing plans and pregrammes and supervision of the overall
activities of the library. _ : -

The second unit expiains the need for the importance of rlés and regulations in the library
for its successfa! functioning. A set of rules followed in a university library. and special -library
has been appended. ' '

The third unit deais with personnel management. in [ibrarjes and discusses the need for
manpower in the libraiies, how to recruit, train and use manpower in achieving the library's aims
and objectives. : ' '

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

The fifth unit is on ibrary statics and records. The 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. ' '

Preparation of annual reports has been explained in the iast unit of this biock. The meaning,
need, purpose and prepatation of annual report are explained. A draft annual report of a.
university library is also provided. ' ' o




UNIT-6 : LIBRARY COMMITTEES

Contents
6.0  Aims and Objectives
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67  Library committees
521 Need and purpose of Library Committee
" 622 Types of Library Committees
523 Functions of Library Committees
62.4 Advantages of Library Commitices
6.2.5 Disadvantages of Library Committees .
63. TRole of Librarian in Library Committee Mectings
6.4. Committees in different type of Libraries
64.1 University and College Libraries
6.4.2 Special Libraries
6.43 Public Libraries
6.5  Summing up _
6.6. Model answers to self- check cxercises
6.7  Assignments
6.8 Recommended Books
69  Appendix

6.0 AIMS AND OBJECTIVES

Library Comml‘rtecs have been widely recognized as an important mechanism for promoting
coordination and cooperahon, probicm solving and decision making,. and incorporated into the
organizational structure of Libraries.

‘We will discuss in detail all aspects of Library Committees in this Unit.
After stindying this unit you should be able fo: ) N

Explain the need and purpose of Library Committees
- Tdentify different types of Library Committees
Describe the functions of each type
- Weigh the advantages end disadvan{ages of the Comm}tlees
Describe the role to be played by the Librarian in arranging Cormmittee Mestings
Describe the functions of Committees in University, Special and Public Librarics.

6.1 INTRODUCTION

For the scientific ma'}acrc:ment of modern complex organizations incliuding libraries, Com-
mittees have become indispensable organs. They act as modifier to the hierarchical srganizational
system. Particularly in libraries, where organizational structares cut across various departments
and sections, Committee play a very impoitant role. Committees prov d( means to bring 4
wide variety of knowledge and expericnce to the operation of libraries. They help libraries in
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stimulating the interest of the user community and Keeeping in touch with it. Some Library
Committees are statutory, while others are standing or adhoc in nature. Depending.on their
nature, these commitfees are responsible for providing policy guidelines, advising and making
recommendations reiatmg to different activities and programmes of the library, .

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

6.2 LIBRARY COMMITTEES

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

_ - While discussing the Library Committees, we must understand the difference between a
‘ Library Committee and a Library Authority The Library Authority is empowered to perform ex-
’ ecutive functions, whereas in most cases the Library Committee is an adwsory or recommendatory
body.

| 6.2.1 Need and Purpose of Library Committees
The factors listed below justify the need and explain the purpose of Library Committes: _

All Libraries are supported by Public funds either fully or partly. It is, therefore, necessary
‘for Libraries to build a favourable i 1mage among the public about their usefulness to public
at larve Thie leraly Committees can effectively build such image.

.Dependmg upon the nature of the library, library committees consist of members from "
wider cross- section of the society or from various departments and scctians of the concerned
. organizations possessing rich experience and expertise. This helps in the effecient marngement
and rational decision-making,

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

The collective decisions of the committte provide the necessary strength and moral author-
ity to librarians to implement plans and programmes of the library with confidence and
| commitment.

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

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

Self-Check Exercise-1

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




Note: i)- Write your answer i the space provided beiow. _ ,
-{i) - Check your answer with the model answer provided at the end of this unit,

.....«...c.o.....v....-v........-........-...,,.n-........-.'...-..-..'....-....{,..... ................
.............................................................................................
v....'.............................................,.,........._1..................._.:..__. ......

6.2.2. Types of Library Comumittees

A brief reference to different types -of Library Committees has been made in-section 6.1 &
© 6.2 above. In fhis section a detailed account of different types.of committecs with examples will
be given. ' o | '
a) Statutory Committees: These types of committees are constituted in accordance 'with the
provision of the acts of statutes of the concerned organizations. The Acts or Statutes clearly
mention the details about the composition of the . Commitiees; method .of consituting them -
whether through elections or nominations -, the tenure of members, their powers and duties,
the functions of the committee, the nature of committees - whetlier advisory or executive:

. The provisions made ir the existing Puﬁlic- Library ‘Acts in eight stafes are ‘examples of
Statutory Committees at State-Levels. - D ST o '
Siate Public Libraries Acts ' Library Committees (Nomenclature)

Tamil Nadu (OQrginally Madras) 1948 - - .St__até Library-: Committee (Acivfsory)- s

Andhra Prades 1960 . AP'_-G'rdnthal'aya Pirishiad (Advisory ‘and with
‘ _ Authority) IR

Karnataka _1965__ ST e ____I..S_tate Library Authority (Advisory and, with

' _ o .. . Authority} . U .

Manacashtra 1967 . _ State Library Council (Advisory)

West Bé__ng-a_l 1979 o S .' . . Sté_l_te_ Library _C’oi:m'cil (Advisory)

Manipur 1938 o  State Library Committee (Advisory} - .

Keraka 1989 _' o - State Libra_ry' Co_uhcil {Advisory and with Au-

' - thority) ' _ . :
Haryana 1989 State Library Authority (Advisory)

Similar provisions alse exist for committees at city and district levels,

The statutes of different Universities in India have alsc provision for {ibrary Committees.
For example, the Statute No,VIII of Osmania University Act, 1959, provides detaits abouf the
consitution, duties and powers of the Library Committee. (See Appendix). '

b} Standing Cormmittees: These committees are created by executive orders of Universities or ~
Library Authorities in public libraries to carry out specific tasks, €.g. Book Selection Commit-
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tees, Grievances Committecs, Welfare and Games Committees, etc. Faculty-wise committees
constituted in University Libraries for book selection are examples of this type.

¢} Sub-Committees:  The Statutory Commiitees being guite large, sub-committees {often- -
Executive Committees) are formed to ook after and provide guidance in day-to-day mangement.
Also reposting committees constituted to investigate and get to the real situation of certain

* aspects of iibrary fall under this category. '

d) Fask Forees: They are created by the head of the library to deal with specitic probiem
or task. Task forces are usually formed (o deal with compiex problems or tasks that involve a
number of organizational sub-anits. For exampie Budgét Committtee, Disciplinary Committee,
Purchase Committee, etc. S o

e} Ad hoc Committees: Such Committees are 7ot related to a parficulﬁr_lihr&ry but are set up
by the government ¢ither at State-level or all -India level to advisc them on the development of )
library sys'tems and services. Such committees cease to'function once the reports are submitted.
The following two are good examples of Ad hoc Commi_t_teés: . ' '

i) The Committee to review the working of A_rldhra Pradesh Public Llbrary Act, 1960 consti-
tuted under the Chairmanship of Justice Gopal Rao Ekbote in 1978,

i) The Committeec on p.riv'atc libraries constituted _by thf:_'Gq'vérpme'nt,'of,A',P. under the
Chairmanship of Sri Vavilala Gopalakrishnayya in 1978 '

1ity Staff Selection Committees, Assessm_cnt & Promotion Coemmittees.

Tt should be noted that a tibrary need not necessarily have all types of committees.. The
constitution of committees depend upon the size and- the types of activities of the concerned
library. Apart from the statutoty committees, standing comittees for selection of baoks are

Self-Check Exercise-2

'é) What are the different tjxpes of Committees? P-rolvidc examples.

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

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

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

...-.-....|..........,......‘...........................,....‘_.......,........,. ..................

Act.

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




The functions of statutory committees, a8 listed in acts and statutes may be stmmarised as

under:

= Approve plans and policy guidelines

*  Allocate budgetted grants to different depariments/subjects.

*  Qerutinise and sanction propasals for major purchases involving capital expenditure.

*  Approve guideiines for staff recruifment, assessment, promotions, staft development, etc.

*  Approve annual repoits

* Frame Library rules and regulations

*  (Constitute committees for selection of staff and appoint task forces and sub-commiitees for
specific purposes providing terms and conditions.

#  Advise and suggest new programmes and activities
* ook after all matters of imoportance that concera growth and development of the library.

In the appendix is reproduced the text of the Statate of a University regarding the Consitution,
Duties and Powers of the Library Committee as an example. 1t can be inferred from the nuature
of functions of Library Committees that they provide guidance and advice Lo the library and are
not concerned with its day-to-day administration. '

Self-Check Exercise-3
Describe. briefly the functions of the Statctory Committee in & University Library.

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

6.2.4. Advantages of Library Commitiees
a) Betier Quality of Decisions:

A Committee brings together experts from a variety of ficlds who provide & wide range of
knewledge and insights that are beyond the ability and scope of any individun decision-maker,

b) Improved Coordination:

11 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 overal! goals of the organization.
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¢) Enhanced Acceptance of Lecisions:

Bispassionate views and advice of committee members on crucial and critical 1ssues result in
enhanced acseptance of decisions by the library staff, admisnistration and the user COommunity.

d) Training Librarians:

Committee deliberations always serve as a training ground for young library executives. They
learn how to free themseives from parochial concerns of their individual units and think of wider.
isswes that confront the library as a whole.

e) Dispersion of Power;

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

Thus it wiil be seen thai Library Committees are necessary for overall growth and development
of librarics and their wider acceptance by the Society.

Sell-Check Exercise-4
Describe in five lines, the advantages of a Library Committec.

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

6.2.5. Disadvantages of Library Committees
a) Waste of Time and Money: |

The Committes meetings may often cost the library a great deal in terms of tine and money.
Poorly managed committce meetings, in particular, become unproductive.

b) Individual Domination;

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

¢) Delayin Adion:

Many important activities of the library get delayed, as they have to be formally approved
by the Committees.




d) Lack of Responsibility:

Since many committee members may not : ¢} responsible for the implications of the decisions,
they may be less careful in arriving at decisions. Librarians may find difficulty in implementing
such decisions.

Despite such shortcomings, Committees are cssential adjuncts to any democratic Institutional
set-up. The librarian at the helm of affairs must learn how to make use of Committecs effectively
and profitably to achieve the objectives of libraries. '

6.3 ROLE OF LIBRARIAN IN LIBRARY COMMITTEES

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

a) Compaosition of Committees:

The librarian should be familar with provision of the acts and statutes that govern the
functions of different Committecs. Accordingly, he should suggest a panel of members (o
the appropriate authority for constituting the Committee. 1t is a convention in university and
autonomous institutions that such panel is always suggested by the librarian. While suggesting

the names, the librarian should see that proper talent js availabie to the fibrary.
b) Convening of Meetings:

The librarian is generally the convener or secretary of library committees. Tt is his duty to
convene meetings'in accordance with the relevant statutes. He should consult and find out the
convenient date from the Chairman for the meeting. 1t is also his responsibility to decide in
consultations with his colleagues the agenda items and prepare buckground notes on each item
supported by facts and figures. He shoutd ensure that agenda papers reach the members well in
advance.

¢) Deliberations of the [vieetings:

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

d) Implementation of Decisions:

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

Librarian, thus has to play an active and key role at every state of the meeting of Librarj
Committees. ’
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Self-Check [Exercise-3

Expiain briefly the rofe of the Librarian in Committee Work. . -

Note: 1) Write your answer in_ the spuce proﬁaided bf_:lOW.
i) Check your answer with the model answers at the end of the unit.

.............................................................................................
T T R
...............................................................................................
..............................................................................................

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

6.4 CCMMITTEES IN DIFFERENT TYPES OF LIBRARIES

The Committees have come to sfay in ali types of libraries. They help libraries in proper
functioning. The composition of commitiees vary because they would be constituted in accordance -
with provisions of the relevant acts or statutes. Some committees are created through executive
orders. It is seen that committees ¢o ex1st in almost all Public L1br'mcs Umversﬁy and College
Libraries and in Special Librarics.

6.4.1, University and Coli>ge Libraries

_ In all universities there i3 a provision in the statutes for forming Library Committee (See

* Appendix for statutory Library Commitiee of & University Library). These statutory committees
consist of dean of faculties, senior us iversity teachers; principals of campus colleges etc. The Vice:
Chancellor wouid be the Chairman and Unviersity Librarian member-sceretary. These committees
are responsible for framing policies and programmes, rules ind reguiations, approving budget and-
evaluafing services. Besides the statutory committee, sul: -comunittees or standing commlttees
are constituted by the Library Committee. Book selection wmnuttees assessment committees,
special project committees are good examples of these. categories.

In college libraries, the Pricipal _wil'[ be the Chairman of the Committee. Some teaching staff
members from various disciplines and college librarian will be members. The Coliege Librarian
acts as-a. member-secretary or convener. These committees will be having rore or less the same
powers and duties as University [ ibrary Committee, but jurisdiction is confined to the working
of that particular College Library. : '

6.4.2. Special Libraries

The Libraries of industrial concerns, research institutions and laboratories, business orgai-

zations and various government departments invariably consitute library committees. Usually the

~ Director of respective organization will be the Chairman and Librarian/Documentation Officer

act as the Member-Secretary. These Committees are advisory in nature and are responsible to
providc guidelines for the smooth-and efficient running of the Library. "

‘Thus  Library Comm1ttec do exist in all’ types of llbrarles and contribute to their wrowth and
dcvelopment -




R I
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6.4.3 Public Librarics

In section 6.2.2. above, it has been clearly indicated as to how fthe exisiing Public Library
Laws contain provision for Committees at State, City, District and other levels, These acts clearly
provide number of each committee, whether they would be nominated or elected, what would be
thier powers and daties, how are the chair persons and secretaries nominated/elected or occupy
the position in their es-officio capacity, etc. '

Usually in Public Libréries, members of the Committee are drawn from pubiic life; who have
contributed to the field of education or librarianship, some library experls, representatives of
Library Association 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, evaluaie and oversee the services oficred
by the library system in the state.

Seclf-Check Exercise-b6

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

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

............................................................................................
............................................................................................
.............................................................................................
R I T R R R RO IR I S

6.5 SUMMING UP

1t has been unversally accepted that the role of Library Commitice is very jmportant for
growth and development of ail types of libraries, whether it is a spccial Hibray, university or
college library or a public library. ' '

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

By and large, the -head of institution will be the chairman and fibrarian as a member- |
secretary of the committee. Expert members from uscr communities will also be there on Library |
Committees. Their unbiased and balanced views are of iimense value for libraries to serve as
socially accepted useful institutjons. '

. 6.6 MODEL ANSWERS TQO SELF-CHECK EXERCISES

1) Factors that justify library committees are:

i) 7To build an image among public about libraries being useful service agencies.




.

i) The rich experience and expertise and unbiased views of committee members he!p in
efficient mangemcnt of libraries.

' * 1ii) The decisions arrived at provide confidence and strength to [ibr ary staff in 1mplcment1ng
’ plans and policies.

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

¥) The deliberations of Library Committees provide rlght direction for future growth and
development.

2 (a) Different types of Library Committees.

Types Examples
| _ Statutory Committees : lerary Committee of a University, Andhra
Pradesh Granthalaya Parishad
! Standing Committee ~ Book Selection Committecs; Grievances Commit-
| ' _ tees
Ad hoc Committee Ekbote Committee for the Review of Andhra

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

- Sub-Committees - Executive Committee to Manage City Granthalaya -
o Samstha; Reporting Committees.
Task Forces Committee Conmstituted for Computerization of

Library Operatlons Disciplinary Committee,

2.(b) Nomenclatures ot Public Library Commlttee:, at State Level according to provisons in the
existing acis. :

Andhra Pradesh Act 1960 b Granthalaya Pafish'ad (Executive Powers)
.Haryana Act 1989 - State Library Authority (Advisory) ¥
Karnataka Act 1965 State Library Authority (Advisory with Executve
| ’ : Powers)
| Kerala Act 1989 ' - State Library Counc;l {Advisory wﬂh Execufive
' Powers)
t Maharastra Act 1967 - State Library Council (Advisory)
Manipur Act 1988 State Library Committee (Advisory)
Tamil Nadu Act 1988 State Library Committee (Advjsory)
West Bengal Act 1979 Staté Library Council (Advisoryj

3) Functions of Stan;tory Committee of a University Library:
" Approve policies, plans, budget, anhuai Ireports etc;
Allocate budgeted grants to di_fferent Departments/College Libraries;
Sanction capital expenditure for major items;

Frame library rules and regulations;

Constitute selection committees, task forces, etc;

+




4) Advantages of having Library Committees.

i) Better guality decision owing to participation of outside experts, public men who ar¢
‘interested in libraries; ' C

i) Improved coordination among different sections of the library resulting in achieving objec-
tives;

iy Acceptance of decisions by library staf, users, public at Jarge and administration;

iv) Dispersion of power and making fibraries a meaningful democratic service ;rnge'ﬁ'lfies;

v) Training for library staff - the unbaised, dispassionate, expert views of members expressed
during deliberations of the meeting provide such training. :

5) Role of Librarians in Committee work.

i) Supgests panel for composition of the Committee;

i) Prepare agenda and relevant background notesto enable members (o participate meaningfully
in the deliberations and communicate them well in advance;

iii) Actively participate and lead the discussion during deliberations of the meeting,

iv) Prepare minutes, get them approved, and take follow-up action.
6) Composition of Library Committees in Public, University and Special Libraries.

Tn Public Libraries, the members of the commifiee would be public mern of standing, officials,
educationists and representatives of professional agsociations. The State Librarian would be the
'Member-Secretary and the Chairman would be either nominated by the Government or elected
by Committee members. ' :

In University, the Vice-Chancellor would be the Chairman and University Librarian as
the member-secretary. Other members of the Committee would include Deans ot Facuities,
principals of campus colleges and professors.

In Spccial Libraries, the head of the Institution would be the Chairman of the [ibrary
Committeg. The Committee alsc includes senior p'rofessionals and officials and might also include
a few cutside experts. The Librarian/Documentation Officer would act as 4 Convenor/Member-
Secretary.

e

6.7 ASSIGNMENTS

g S S
1. Briefly describe the functions of AP Granthalaya Parishad. .
2. List out the statutory provisions for Library Committece or any University Library 1n A

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

6.8 RECOMMENDED BOOKS

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

2. Mittal, R.L. Library Administration: Theory and Practice. 5th cd. New Dethi: Metropolitan
Book Company, 1987 ' . '
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3. Stueart, RD. and Mogan, B.B. Library Management.
3rd ed. Littleton: Lihraries Unlimited Inc., 1987.

6.9 APPENDIX

STATUTE NOQ. VIIi
Constitution, Duties & Powers of the Library Committee (Effective from January '1, 1960)

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

1. The Syndicate shall nominate a University Library Committee, consisting of the foliowing: -
i) The Vice-Chancellor, who shall be #he Chairman of the Committee;
iy Three Priricipa!s of the Campus Colleges:
iif) Three Hcads of Departments of the University; and
Iv) The University Librarian who shall be the Convener of the Committee,

Members, ather than the Vice-Chancellor and the University Librarian, shall hold office for
a period of three years.

2. In the absence of the Vice-Chancellor, a member nominated by the Vjce-ChanceMbr, shall
preside,

3. Subject to the contro] and supervision of the Vice-Chancellor, the Library Committee shail
have the power to;

1) frame rules for the use of the University Library,
i) comsider and approve the Annual Budget for the University Library,

1ii) consider and recommend to the Vice-Chancellor, the acquicition of special collections of
books or manuscripts offered to the University Library for purchase:

v) determine the proportion of grants to be made to Department of the University;
vi) consider and sanction the purchase of books suggested by the Heads of Departments;

v) decide the number and nature of the pericdicals to be ordered for the University Library
and the Departments; '

vil) 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:

vili consider and .adopt the Anmaal Report and Statistics on the work and progress of the
 University Library; and :

ix) consider any other question relating to the University Library which may be referred to it
from time to time by the Vice-Chancellor or the Syndicatc or the Academic Council,
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7.0 ATMS AND OBJECTIVES

———

e

The successtul functioning of any service organisation depends on a set of unambiguous
rules and regulations. The staff and users of the library should have full knowledge of them and
shouald adhere to them. This unit discusses the rules and regulations required for day-to-day
operations of a fibrary.

After studying this unit you should be able to:

. Explain the need and purposc of library sules and regulations
- Describe the factors that underlie the rules and regulations
- Frame rules and regulations for a library

- Interpret them for the benefit of users.

e

-

7.1 INTRODUCTION .

The library is social organisation which is crteated for the benefit of the society. Socie

needs libraries in order to make the records of civilization available to those who need them.

The libraries, thus function foi the benefit of individuals with the ultimate aim of creating a
cultured society of which an individual is member. -

A lilgrary acquires varieties of graphic records and is responsible for their organization and
maximising their use and their maintenance and preservation for the use of the posterity: Tt has
to serve the clientele without any discrimination. The management of libraries to achieve such
objectives has become a complex affair.
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Bules may be delined z5 laws or regulations that is aimed at guiding the conduct of a group
of people and is uniformiy applicable to all. in the library context, they cover both the nser
commemnity as well as the library siaff to ensure the smooth lunctioning of a library for achieving
its objectives. Library rules are esseniisl for the proper upkeep of reading materials and fo cnsure
their uses. Rules ensire mmntenace of orider and decorum. They enumerate duties and user
commuonity. The rfes and regulations should facilicaie st and pot resirict it Bven whz*tev
restrictions are imposed, shely should, in the Wirimate analysis, benefit the uscrs. The rules shouid
be written in simple and precise language leaving no room for ambignity. There should be no
contusion in ihe minds of users ‘:. bout the rroper use of Ubrary materials and services offered by
the library siaff, '

7.2 LARRARY RULES AND REGULATIONS

7.2.1 Need and Pyrpase
The library rules provide pnidance to the lJbI’nl’V staif in tespect of their day-to-day work
as far as the wsers are concerned and such the rules are useful in m’caopmg cordial staff-user _
relationships. Specifically nr sperly framed rules serve the folh)wmb purposes;
ov;dm guidance and direction in the use of library malerials, f,;icili‘.'ics and services;
Protect tbrary property - docurnents, furntiures, eic., from damage and misuse:
¥ Prevent loss of Bwavy documents:
* haform members of their privilegs and responsibilities;
* Maintain calm and mn penial atmosphere in the library; and _
* Hmpower library staf with dllth()l‘l[}f to enforce the rules and .r_"cgulatjons and often using
their discretion whenever ne COSSATY.
Self-Check Exercise-1
Bxplain the factors that justify the need of tibrary roles and regulations.

Mole: [} Write your answer in the space below,
' i) Check your answer with the model answers given at the end of this Unit.

7.2.2. Enforcement of Rules and Regulations

It is evident from the discussions that the rules and .gulations are necessary for aveiding
confusion in the management of library resoutces, ¥ is, there fore, neces isary thaf proper care is
taken while drafting the rules and subsequently enforee them appropriately. Thers is a tendency
JIMOng certain sections of the society to feel that it is for others to obzerve the ruties, They are
above the roles. It is, therefore, essential that rales should be framed iv such a way that they
are enforceable. The draft rules showld be discussed in the orary committee and its apvroval

i
o




e
_

obtained. But, before adopting them all pros and cons of various provisions that are tc 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 users and interpret rules
and regulations. He has to be firm, but polite. He should patiently explain to readers the need
to abide by the rules. The librarian should also take a note of the feedback from the users in
order to understand the genuine problems faced by readers so that he can get the relevant rules
suitably amended. ‘ '

Sclf-Check Exercise-2
Describe what attitude need be adopted by the librarian while interpreting the rules.
'

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

.............................................................................................
...............................................................................................
O R IO RIS L I
............................................................................................

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

7.3 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 those of a special library.
Even in some libraries, the same ruies may not be applicable to all users. For example, in
university libraries rules relating to borrowings would not be uniformly applicable to both facuity
members and users. :

The basic parameters may be enumeratec as under:
B Address:

Name and Postat Address; Telegraphic Address; Telephone/ Telex/Fax Numbers
2) Waorking Days and Houzs:

Library Working Hours

Holidays

Working Hours on Holidays
3) Membership

Eligibility

Categories

o




4) Loan Facilities:

Category of Library Documents Issned on Loan
- Number of Documents Issued to Different Catogery of Members
Duration of Ioan ' ‘
Overdue charges for Late Return of Documents
Penality for Loss or Damage of Documents

5) Loan Services:

Reference Service

Information Retrieval and Literature Search Services
. Document Delivery Service (Providing photocopies)

Inter-Library Loan Facilities

Charges for various services

6) General:

Admission of Visitors

Restrictions on Bringing Personal Effects iny the Library
Use of Rare Documenis

Maintance of Silence in the Library

Prohibitions on Smoking '

7) General ang Discretionary Powers of Librarians:
¥ !

The library profession has been introducing various innovations in providing services ta
users. For example, literature search services, referral service, and document delivery service
were not included in library rules before 1940s. But no library to-day can afford to function

feature in many special librarjes, As a result, libiary rules and regulations of a university library
and those of a4 library attached to an post-experience management education (a special library).

In addition, a set of model rufes is provided in Section 7.6. These will enable you to better
understand the factors that govern the framing of library rules and regulations. '

Self-Check Exercise-3
What should be conrtents of library ru!es.and'regulations?

Note: i) Write your answer in the space given below.
1) Check your answer with the model answers given art the end of this unit.

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

.............................................................................................
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4 LIBRARY RULES iN DIFFERENT TYPES OF LIBRARIES

As discussed in Bection 73, although factors that govern the framing of rules are almost
the sanie for all types of lbraxies there e various in respect of several issues from library to
library. These variations Occur Lecrase of several factors: ' ‘ '

Types of libeary - public, zcademis, research, ete.

Types of reading materials -
Types of users '

Types of services provided.

The discussion belew will provide some idea about university and’ specizl tibraries in the
Indian coritext. : '

{2} Public Libraries:

Tubiic iibraries are People’s universities. Al segments of soci'ety,- houge wives, children,
handicapped, professionals, stindents, eic., are eatitied to utilize the services of public libraries.
The nature of documents that are acquired o cater to _thies' information ndeds widely differs
from university and special ibtasies. Extension sesvice in public libraries is an essential element.-
Even among public fibraries at different levels - district, block, mandal, villz._gé - there would be
variations in respect of working hours, admission to the library, borrowing privileges and types

- of services.

(b University Libraries:

Compared o public libraries the readership form a homogeneous sybup consisting of
students, researchers and teachers in university librarics. Obviously their information needs and
documents are different from those of the users of public library services. Textboaks, jod rnals and
referance books have a predoginant role. Assuch, borrowing facilities, réfc;eng:e, documentation

"and bibliograhical services, working hours have to be geered to these requirements and need (o

he taken into consideration while framing rules and regulations in university and college Hbraries.
. ) W ’ )

(c) Special Libraties: _ ' . o '

These libraries are subject of mission orientad. Swmall but highly. specialised collection and

" intensive service are peculiar 1o special libraries. CAS, SDT, Trocument Delivery Service hecome

essential aspect of the functioning of a special tibrary, All members of speciall libraries generally
€njoy equal privileges. J ournal and report literature, paten*s, and nascent documents get priority
aver books. o '

The rules and repulations i special Librajies are framed in accordance] with the working .
hours and objectives of the parent organisation, of which the iibraries are part.

Seif-Check Exercise-4

Bricfly disciiss the factors. that effect variations in rules and regulations of public, university
and special libraries, ' ' ' '

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




7.8 LIBRARY HAND-BOOKS/BROCHURES

- A modery library is expected to prepare a hand book/brochure for the use of clientele. These
 handbeoks need bé given to all new entranis of the library. They are useful in educating the
-readers about the type of reading m aterials availabie in the tibrary, thelr arrangement on shelves,

iree access to these materials and various types of sevices - bibliographical, documentation
photocopying ete,, made available by the library,

3

The detalls as to what penally would be imposed about the misuse and loss of books and
late return of boeks.are also included in the handbooksMrochures. Making these matters clear
in the begining fiself will help tibrary statf in avoiding clashes and embarassing situations with
the readers in day to day work, Besides the riles are useful in maximizing the use of documents.
Supplying handbooks/brochures to all users will result in saving their tinie as well as the time of
library staff. It heips in proiection of library pmpfﬂ'ty.

[
Pretails refating to location of different units, types of decuments available in the library,
how to use public catalogue, what documsntation, hibliographical and photocopying facilities J
are provided and rules and regulations for using these facilitics, are included in the hand-
books/brochares. '
Selfl-Check Exercise-5
Write in five fines the utility of & library hand book,
Nofe: 1) Wrile your answer in the space provided below,
: ' i} Check your answer with the model snswer given at the end of this unit.

7.6 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:

100




S

4) Working hours: | ' |

3) Telephone and Telex number:

The library will be kept open for public from 8.00 am. to 8.00 p.m. on all working 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 am. to 4.00 p.m. ' |
5) Membership and Loan Privileges.
Membership:

i} Any person living within the area of the library and puaranteed by a responsible person
in his locality is eligible to enrcle himself as a memiber.

ii) A person working in an institution within the area of the library shall produce - a
guarantee from the head of his instifution.

Enrciment:

i) ‘To get enrolled as a member, a person.shall fill up and sign a registration form, which
can be had free of cost at the circulation counter,

i) A deposit of rupees fifty has to be paid towards enrollment.
| Membership Card/Ticket:
i) Each member will be given two readers tickets which entitle him to borrow two books.
ii) The membership will be valid for a year and need be renewed.

iiiy Incase the member wants to withdraw membership, his deposit amount will be returnsd,
provided he returns all books due from him and pays overdue charges if any.

Loss of Tickets:

i) If a member loses his ticket, he has to immediately report it to the librarian.

—

i) He viil be issued duplicate tickets after a lapse of three months against an indemnity :
bond in the prescribed form and payment of rupees two for each ticket.

) Borrowing of Books:

i) A member is entitled to borrow one book against one ticket.

ii) The member shalt satisfy hiraself, as to whether the book issved is in sound physical
condition, if not he shall bring .he matter to the notice of the circulation incharge, otherwise
the member shall be held responsible for any damage discovered while returning the book.

iii) The books are issued for a fortnight and have to be returned on or before the stipulated
date.

iv) A overdue charge of 10 paise per day per book shall be levied after the expiry of the due
date. ’

v) Books borrowed could be renewed for another fortnight provided there is no demand from
other members.

vi) The librarian will have power fo recall the book borrowed when required urgently,

vii) Reference books, periodicals and rare books shall not be lent out.
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viii} ‘Borrower's tickets are not transferabie. Members shall be responsible for all the books
issued on their tickets.

7) Loss or Damage of Books:

i) Members shall be responsible for the safe custody and return of books borrowed,
ii) Démage or loss of books shall be immediately reported (o the librarian.

ili) Members are liable to replace the damged or lost books or pay the cost of books as per
current market rates. o '

iv) If one book of a set is damged or fost, the member concerned shall be liable to rep[écc_or.
-pay the cost of the whole sat. ' '

8) Use of the library:

i) Person desirous of using the library shall enter his name and address legibly in the gate
register. :

i} Person who is not of sound mind shall not be admitted to the library.

it} Sticks, umbrellas, bags and other personal articles shall be deposited at the property counter
and not to be taken inside the library. :

1v) Dogs and other animals shall not be admitted.
v} Silence shall be strictly observed.
vi) Smoking, eating and sleeping is strictly prohibited in the {ibrary.

vii) Members are free to browse and consuit the books and other reading materials and leave
them on the table after they finish with them.

viii} No pe'rson shall write, damage, make a mark or underline on any book or other materials
belonging to library.
9) General: .

S
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.

i) Any one who violates the rules and regulations of the library would be liable to lose the
privilege of membership. K

7.7 SUMMING UP

The rules and regulations are necessary for all libraries for disciplined. and systematic
operations. They should be drafted using simple and clear language. '

The contents shouid include ail factors like working hours, enrollment of members, _the
proper use of materials, stipulations for loan of documents, provision for providing documentation,
referral, inter-library loan and other modern services and facilitiss.

Information about rules and facilities provided should be dessiminated among all users
of library through a hand book/brochure so that they could be aware of their rights and
responsibilities and allow the library to function smoothly. The basic philosophy behind framing
the'library rules shouid be m‘aﬁmizing the use of Library resources and services,




78 ANSWER TO SLELF T CHECK MER@L{ES

;) Th-ﬂ factors that ]uvﬂfy the need of rules and regalations are as under:

iy To provnde galdance and directions to users in ‘the use.of library miterials, faciii tjeo
and services. :

iy To proteu documents and other propertlcs of the library front damage and MSUSe.
iy To mfarm library usces of thejr nghts and responsibilities. '

iv) “To help Iibrary staff in knowing their authority cmd proper mtuprctdﬂllo of rules.

2} The attitude of the Librarian while interpreting the ruics:
i) The iibrarian should bear in mind that basic pt losophy behind i'rz.m‘nng the rules is the
optimal use of library materials and services. ' '
ii) He should therefore act as a friend philosoplier and guide users white interpreting the
rules. ' ’ '

- it} The fas.ultles of humour, patience, rescurcefulness, qympdthv and L,mpath; sheuld
convince the users with his point of view and acccplmce of the wr mg dore wuhaut

hiticrness.

iv) He should be firm and polite.
v) The librarian should use tie feedback fcc,ewed from cllbnt:,lt, for ;mprovmp me services

aind facm ies.

3) The 1mportant contents of library rules :md regulatlons are provided b f.low.

1) Narnie, address and telephrie rumber.

i) Working hours B ' . |
i) Rigilibifiry for membership o

v} Borrowing privileges.

v) Proper use of library pmperncs | . i

vi) Compensation for mistise or damage donc to the library, pmpeny

vii} Services offered ~ interlibrary loan, lorumentatmn retcrml and ;upply of wnms-of

documents, etc.

vill) Discretionary powers of librarian. ' . :

4) Factors that effect variations in library rules and regulations of Public, University and Special

libraries are as follows: : |

i} The working hours differ in these three types of libraries.

i) The clientele in university and spemal llbrarle% are homogeneous, but in public libraries
all member" of the commumty WIthout any discremination are entitled to use the
services. _

i) The guality and forms of documents acquired vary in thesc libraries d\vma to variationsg
of clientele and ihier information needs.

5 The items that included in library nandbooksbrochures. ]
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i} A floor plan indicating different units of the library.

I} The different types of documents théi:_' arrangements of racks in helpful sequence.
iy Brief cxﬁlantion of classification scheme nsed and cataloguing entries prepered.
v} Bibliographical and documentation services offered.
v} Photocopying facilities | |
vi) Library rules and_ regulations.

- vii) Names of senior officers.

viii)  Special features if any.

7.9 ASSSIGNMENTS

1) Visit the City or District Cenral Library and note down imporiani provisions from its rules
& regulations. . :

2) Get hoid of ahy handbook/brochure from a special library and note down its contents.

7.10 RECOMMENDED BOOKS

Mittal, R.1.. Library Administration: Theory and l‘r'acﬁce, sthoed. New.Delhi; Metropolitan
Book Ca., 1987. o :

Rangnathan, S.R. Library Adminstration, 2nd. ed. Bombay: Asia Publishing House, 1959,

Rangnathan, S.R. Library Manual for Library Authorities, Librarians and Library Workers.
2nd ed. Banglore: Sarada Rangnathan Endowment for Library Science, 1988.

7.11 GLOSSARY

Document Delivery: Suppl}'ing photocapies and docume 1ts.

Referral Service: Directing uscr to appropiiate organizations/source where information required
will be available.

- Regulations: Guidélines that govern the conduct, procedures etc.

Floor Chart:  Mapping of the floor indicating the location of differrent units.

7.12 APPENDIX: RULES AND REGULATIONS OF A UNIVERSITY LIBRARY -

Appendix-A 7

RULES OF A UNIVERSITY LIBRARY.
{Source: OSMANIA UNTVERSITY LIR RALRY)

1. WORKING DAYS AND HOURS OF THE LIBRARY:

The Library will remain open on.all days including holidays and Sundays except six days in
a year which wiil be notified on the notice boa_rd'of the Library,

‘The timings of the Library will be from 9.00 am. to 9.00 p-m. During Sundays and holidays
the library will be kept open from 10.00 am. to 4.30 p.r.




The working hours of the Iendmg, Section will be from 9.00 2.m. to 4.30 p.m. on all Working'

Al

if)

i)

v,

b)

E. a)

b)

The following categories of person
Library :

2. LIBRARY MEMBERSHIP:

Members of the University Syndicate,
the Academic Council and the Senate.

Teachers of the
University
Constitucnf Colleges and

Gazetted Officers working in the
Campus ‘

{(No deposit will be collected from i,
ii, and iii.)

Rescarch/Technical Assistants and
Temporary employees of the Campus
Colleges not below the rank of LDC

Registered Graduates of the Univer-"

sity

Serious minded readers who can be-
come members with the special per-
mission of the Librarian. "

‘Teachers of the Affiliated Collcccs

Retired Tedchers of Campus and
Constitutent Colleges of Osmania
University.

‘Research Scholars (Ph.D. Students)

M.A., MSc, M.Com, MTech,
M.C.J., M.L.I1Sc. & MEd,

'B.E., B.Tech, LLB, B.C.J. and B.Lib.

Sel.,
Post-Graduate students of consitu-
tent colleges

days and 1¢.00 am. to 4. 30 p.m. -on holidyas and Sundays.

s are eligible to enrol themselves as members of the

i) shall borrow two volumes ata time without
making any deposit.

i)

i)

v}

shall borrow six volumes at a time.
Three volumes dat a time.

Three Volumes at a fime.

shall borrow two volumes at a time.
Permanent empioyees working in
the Campus not below the rank of
L.D.C.s shall borrow two velumes at
a time without making any deposit.

shall make a deposit of Rs.100/- and pay an

annual fees of Rs.50/-.

They can borrow

two volumes at a time.

shall make a deposit of Rs.

100/- and

pay an annual fec of Rs. 50/-. They can, '
borrow two volumes at a time.

shall make a deposit of Rs.100/- and pay an

annual fee of Rs. 50/

They cun borrow

two volumes at a time.

shall pay a deposit of Rs.100/- and annual
fee of Rs.25/-. They can borrow 4 volumes
at a time.

a)

b

c)

d)

shall make a deposit of Rs.50/- and
can borrow 5 volumes at a time.

shall borrow 4 vols. at a time.
shail borrow 2 vols. at a time.

shall make a-deposit of Rs.50/- and
borrow 3 vols. at a time,

F. i} Membership in more than one category 0f class is not permissible.

ii) Casual students be treated as any other students of' the Campus Colleges.
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G. 1) Members of category ‘B’ may retain books for a periad not cxceeding one month and
others for a fortnight, provided that the Librarian may at any time rccall a volume for
special reasons.

ii) Books shall be issued to the members of the teaching staff of the canstituent and
Affiliated Colleges on the responsibility of the Pricipals of the Colleges concerncd.

iliy For the purpose of these rules any work which is seperately bound shall mean a "Volume",

3. DEPOSIT:

The deposit will be refunded to the Depositar when he ceases (o be o member. A week's
notice must be given by members of categories ‘C’ and ‘D’ before a deposit is withdrawn.

No deposit will be repaid until all the books ouistanding against a member's name and the
berrowers tickets issued to him are tefurried to the Library and all fines and other dues are paid.

4. MODE OF 1SSUE;

1) Every member, including the members of the tcaching staff shall be provided with
borrowers' tickets which must be produced every time books are borrowed. Tf the ticket
is lost, a new one will be issued only on payment of Re.1/-. In case of student members

- no fresh cards will be ssued if they loose any of the cards ( urfng the academic year.

ii) The borrowers wiil be responsible for all the books borrowed on their tickets and for
all fines payable against them. Members are not allowed to sub-lend the bocks to the
others. ' ' ' .

ii) Members shall see that books have been properly issued and return on their cards. 1t
' is difficult to rectify mistakes later on,

iv) Tickets are not transferahic
v} Books will not be sent by post.

' vi) Any book which is temporarily in great demand saall bé'issucd for such shorter perjod,
as be necessary, or tem porarily declared as a reference book under Rule 7. Loans may
at any time be terminated by the order of the Librarian,

vii) Before leaving the counter the borrower shail satisfy himscif that the book lent to him
is in good condition, aad if it is not, hefshe shall immediutely bring the matter to the
notice of the lssue Clerk and get it stamped. Otherwise the borrower is iiable for
replacement of the book by a sound copy or pay the cost of the book (See 6 iv).

viii) Books will be issued to students only on production of their own Identity Card.
5. BOOKS OVERDUE:

1}. 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. Tn case of &ll other members the fine shal] be 25
paise per volume per day. :

ii} The maximum amount of fine to be collected shall be Rs.10/- or 50% of the cost of
the books whichever is highest. ' '

iif) No intimation will be given to members of Class ‘E’ of the dates when the hooks fall
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due. For memberts of other classes a remincar will be served informing them that the
books are due and asking them to ceturn the books as fine on those books is being
levied. '

i) A member against whom any amount is overdue or other charges are outstanding for
a fortnight will not be aliowed to borrow books untill he has paid the amount due.

v) Books may be re-issued for a future period of a month or & fortnight, as the case may
be, provided: '

~a) the book is actually brought ta the Library.
b) no other fcédcr has applied for the book in the meantime.
6. USEE OF BOOKS:
D). Al markings, und'sriinhg cte. on bonks shéll be ;-ﬂ)sol.utcly forbidden.

il No iracing or mechanical reproduction shall be made without express permission from
the Librarian.

iii) Before leaving the Library, readers shall returnn 10 the assistant at the Counter any
bocks or maps which they has taken for consultations. '

iv) Readers shall be responsible to any damage ot injury done-to the books or other
property belonging to the Library shall be required to replace such books or other
property damaged or injurcd, or pay the rcp}aceablé vame thereof. Those found guilty
of damﬁgihg the books shail be debarzed from the Libary in consultation with the

 concerned Deans. If any one book of 4 set is lost or damaged the whole set will have '
to be repiaced. In case of ordinay book one has to pay the (current) cost it the title
is in print. For out of print fitles 4 fimes of the cast of book shall be collected.

v) Books can be borrowed after producﬁon of identity cards by the students.

7. REFERENCE BOOKS:

Books of the following description shall not be lent out:-

a) Current periodicals. (In special circunﬂstanues-bcund.w‘)lumes of periodicals not exceed-

ing two in number shail be lent for a period fiot exceeding one weéek 1o the members
of the. University Staff and Research Students at the discretion of the Librarian). -

b) Dictionariés and other works.of reference.

.c)‘ .Maps

d). Rare and Valuabie books

e) Manuscripts |

1) Boqks specially reserved under the instruction of the Heads of the Departments.

g) A new book shall not be taken out of the Library during the first fortnight after it has
been classified and catalogued. C

Note: Members of the categogies *A’-and ‘B’ may be permitted in special cases to borrow
any of these books for such specified period as the Vice-Chancellor may determine.
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8 TEXY & {}UK.S:

The Tua‘ book collection is intended only for Post- Gmduatc students. Two copies of each
text-book will be kept in Text-Book section for consultation in the Library premises only against
dentity cards. They will not be lent out., The;, have to retum thwt: tz:it books while leaving the
library and take back thelr Jdentn?y

9. RESEARCH CARRELS:

There ure at present only 80 carrels and as such admission to these carrels shall be restricted.

1) The carrels shall be alloted to the following:-' B

(1} TFor tuli-time M.Phil and Ph.D. research work.

' (2) Teacher candidates who are doing Ph.D. research work.
(3) UGC research schofars, professors

(4 Temporary assignments.

1) Allotment shall be made by the University Librarian on the recommendations of the
Deans concerned, but to be eligible a research student would be required to have atleast
one yeat's standing after registration, Seniority shall be taken into consideration as fas
as possible,

1ii) Research scho[ars,-if they do not use the Research carrel for a week continiously shall
forfeit the carre! and will have to get it rc—alloted

iv) The carrel fthall not be used for taking tea or lunches. The rese»rch SChO]dl’ shall be
sofeiey responsible for the furniture and other fixtures in the hall and also for the key
handed over to him. If the key of the carrel is lost ! by hlm/her he/she shall have o
replace the | key

V) MISH‘H: of the crun,!c shall result in forieiting, the right of the carrei, In addition
fhc University Librarian i in consuitation with the Diean, shall take any other action he
28NS eCessary.

¥i) Research carvel will be aietted to on Iy such Reseasch scholars who have passed thier
Pre-Ph,D. / M.Phil Entrance Test and enroifed themselves as 4 member of the Liby ary.

vil} A Research Schoiar &y retam a carrei for a period not exceeding 2 years, The time
limit may be extended by 2nnther 6 months if the concerned Liean approves of it.

Viiij A register shall be mamtamv d to obser¥e the attendence of the rescarch scholars who
are alloted the carrels. -

x) Library books should not ke takcn inside the carrels.

X} The Research carrel hall could be used only from 10.00 a.m, to 9.00 p.m. on workmg
days and 10.00 a.r. to 4.30 pm. on halidays.

10. THESES:

i} Alf theses and M.Phil Dissertations in all subjects, forwarded by the Registrar to the
Library, shall be placed in the University Libeary. =,

i) All theses shall be kept in book cases and shall be ar ouped according (o subjects. Each__
_ thesis shall be duly entered in the special theses index.
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i) All these shall be avé.ilable for persual on demaﬁd to readers in the University Library.
The readers shall be also give an undertaking to the University Librarian,/on a prescribed
form, regarding the use made of the manucripts.

GENERAL RULES

1. Books may be consulted in the Library by the members of the University, students of the
“niversity and of the 'afﬁliéted ¢colteges and others who have obtainedlthe specizlibpcl_:_mission of -~
the Librarian. B ' ' : o v '
2. Members desirous of using the Library shall enter their names 1egibly in a register at
the entrance and will be allowed to carry only a notebook with them. Al other ‘articles shall be
"deposited at the counter.

3. Strict silence should be maintained in the Library. L
4. Spitting, smoking and other offensive or bbjectionable ~p1:acﬁcics are strictly prohibiteé.'

. 5. -Anyohe who violates the rul_és'and regulations of the Library would be liable to lose the .
privilage of Membership. : : ' '

B | Appendix-B.
" A NATIONAL LEVEL POST-EXPERIENCE MANAGEMENT DEVELOPMENT INSTITUTE
" Guidelines for Library Users - i |

'A. Library Timings

A.1 The Library is kept open throughtout the year except on 267 anuary, 15th August a_ﬁd
- 2nd October. _— :

A2 The Library obser\;es the following working hours:

8.00 Hrs. - 20.00 Hrs R | -
" 8.00 Hrs. - 17.00 Hrs. on Sundays and Holidyas and during Summer Vacation (15th
April to 29th May) if there are no courses. ' S -

The Libfary may be kept opén till 22.00 Hrs. during the two sessioﬁs ‘of the Course
in General Management for Senior Executives at.the request of the participants.

-

B. General

B;l-' "To ensure safety of the library collection, please reﬁain from smokiﬁg in the Library
-premises. : ' ' ' ‘

B2 Observance of silence is in 'the interest of all users.

B3 Ifyou have persdﬁal boo’ks.and bags with yoit when you visit the Libraty, please deposit

them at the Checking Counter, Before that, make
. are left in your bag. -' '

sure that no money or valuables -

- ‘B4 After use, please léave_the documents on the table, We shall replace them.
C. Borrowing Facilities -

C.1 Who is a Borrower?

C1.1 Ifyouarea member of the professional staff (i:¢., a member of'Facull'ty, a Consultant, .

-:a Research AssoqiatefAss‘istant) you are entitled to borrow library materials. other -
than those specified in Section D. L '
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C.1.2. If, however, you are a project-tied or temporary- staff, please use the reading room-
facilities only - - ' : .

C.1.3. Ifyou are a supporting staff, there is écollection of te'xtbobks. You may borrow these

" books, if you are appearing in any examinations.
C14. Tfyou are d participant to a Course, you are most welcome to borrow. library rhaterial.

C.15. Please do not borrow any library documents for the use of others. However, if you
Wish’imy_ of your acquitances to use the Library, please introduce him to us. We shal]
provide him a temporary card for using the reading room facilities only.

C2 How to Borrow?

C2.1. There are two cards in each book. Please sign both, record your membership number
and date and return both to the staff at the Checking Counter. ' ' '

C.2.2. Ifyou are a Coursé Participant, pleaserecord your roommumber in place of membership
number. ' - o

C2.3. In case of serials, please fill iip the specified form avialble at the Checking Couﬁter. )
Please use a separate form for each document. ' ' ' :

C.24. Please visit the Library and sign the loan records yourselves. This will help in éﬁoiding
~ any future complications. '

C.3 How to Return?

Please return all borrowed documents at the Checking Counter. We take all possible care
to discharge the loans. If, however, you wish us to discharge the loans in your presence, please
return the documents between 8.00 Hrs. and 1230 Hrs. on wbrking days. If you return the
material. through messengers, you may send a list in duplicate. We shall sign and return the
duplicate copy in token of acknowledgement. o '

- 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 lcan.
_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 documents at least
one day before the Course is over.

D. Documents for use in Lihrary o . . )

The following types of documents are for use in the Librarj premises only:

- Reference books

- . Bound Volumes of Newspapers |

- Out of Print and Irreplaceable Documents o

- Newspapers/Magazines Displayed at the Browing Lounge
Calend'a.r‘s/Brochurcs of Educational/Research Institutions

- Consultation/Assignment Reports

- Reading Material for Courses




The last two items are for exclusive use of the professional stafl mentioned in Sectivn CLIL
above. ' '

E. Reservation

You may teserve library docuiments which you are using. Fiudse coliéct a Reservation form
from the Checking Counter and keep it along with the documents on the table. If, however, you
do not use the material consecutively for three days, we shall reptace the material on shelves,

'F. The Browsing Lounge

The Lounge is primarily for the use of the Course Participants for browsing through
newspapers/magazines. Please ensure that they get preference in tsing this facility.

G. Inter-Library Loan

We have inter-library loan arrangement with selected libraries within and outside Hyderabd.
. 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 racilities 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 roguatsd Sy pay the publisher's catalogue price
* (convertible at the current exchange rate, in case of foreign publications) of the document.

(Source: Library _'and Information Services at ASCI (1978) Adminstrative Statf College of
India, Hydcrabad. )
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8.6 AIMS AND OBJECTIVES

In a service orienied organisation like Library, manpower resource becomes oi utmost

importance. The effective use of other resources, books, buildings, funds etc. depends on human

‘resources, The purpose of this unit js to mrroduce You to atf 'mmzls of mangement of personnel.

After studying this unit, you stould be able to

- explain the different -categ(‘rics of staff needed for a library

- estimate the manpower . wired using the techniques like job deseription, job evaluation,

]r)b analysis, standard staff mrmu['w' ec.,

- work out details for recwit-l_"ncn!', selection, orientation and i

- describe the methads used for performance appriisa

it development;




8.1 INTRODUCTION

Three basic components of a library are documents, users and staff. The staff brings tsers

and books into purposefull contact, Well trained and motivated human r¢sources ane of vital
irspartance for a service organization like Library.

There are various types of library jobs to be performed. Tt requires persons with professional
k¥nowledge, competence and proper attitude to render effective library seivice. :
The present c_omplc:( working of a large library requires different categories of staff, pro-

fessional, semi - professional specialised in the use of modern technologies, administrative and
financial work.

In order to achieve goals and objectives of the library, manpower requirement need to be
assessed, located and harnessed. Job analysis and knowledge of work can help in determining
manpower requirements, skills necessary for the duties and responsibilities entrusted.

Orientation of newly appointed staff, their training and periodic evaluation of performance
are sina-gua-non of good personnel management. The activity which directs and coordinates the
manpower into a kind of dynamic organizdtion is the personnei management.

8.2 LIBRARY PERSONNEL

The type of library, the nature of clientcle, the services offered and area of working space are
the factors that help in estimating manpower required, But jrrespective of the number, looking
at the working of different Libraries in India and services offered by them, if will be seen that
various types and {evels of personnel are required to plan and execute the activities to the fullest
satisfaction of users. h '

Categories of Staff:

A modern library will usuaily have the following categories of stafi®
i) Professionals
ii) Seﬁi-professiunais

iiiy Specialised in skills other than Library and Information Science i.e. Computer and Comn-
munication Technologies, Reprography eic,

iv) Persons involved in Adminstrative and Financial work
v). Unskilled workers.

2.2.1 Professionals

These persons work at the top and middle leve: management. They possess high academic
and professional qualifications and several years of }ibrary work experience.

Top ranking professionals will be responsible for planning, policy makihg, quélity control,
budgeting, resource mobilization and public relations. They have to be on different decision
making committees and play leadership role. Their involvement will be predominantly in
intellectual and non-routine activities. '

The professionals working at middle level or as heads of different sections have to develop
innovative methods, new procedures and take responsibility for execution of activites as per
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general guidelines, policies apd objectives. Supervision and monitoring alse come under their
purview. They need display professional expertise and fulfil the information needs of LSers..

Librarians of University, Special and Public Libraries, Deputy Librarians and Assistant
Librarians and Professional Assistants tall under the rrofessional categorics.

8.2.2 Semi-professior_;als

The persons in this catcgory perform routine and repetive Jjobs. This type of work forms
essential part of all sections of the Library, ie. acquisition, technical services, maintenance,
circulation and reference service. Checking up for bibiiographical details of books to be ordered,
accessioning, physical processing of books, typing and filing of catalogue cards, charging and.
dischargiug. claiming non-receipt of issues of current periodicals, preparing periodicals for binding -
&fc. are some czampics of routine jobs in the library. '

The guaiifications required of a semi-professional is a certificate in tibrary science or
equivalent under-graduate qualifications. They are designated as technica] assistants, catalogners,
record assistants ste. :

8.2.3 Supporting Stall with specialized skills

- A large modern library irrespective of its type has to adopt computer, communication and
media technologies for praviding library and information scrvice efficiently, {se of computers
for house-keeping and storage and retrieval of information, xerox and micrographic facilities,
use of audio-visuai meiteriu}s, bringing out regularly indexing and abstraoring builetins etc, has
become anavoidable for providing comprehensive and efficient library and information service.

. It therefore becomes necessary to employ personnel that possess specilized knowledge and
skills, fike 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 informaticn science
personnel and earn a good- name for the library. '

8.2.4 Administration and Finance Personnel

This is another category of personmel which is very necessary for an efficient management of a
library. Jobs like purchase of stationary, maintenance of building, making payments in accordance
with budgetary provisions, maintaining personal files and records of alf staft, etc. are the dufties
of administrative and finance personnel. Admistrative and finance officers, accountants, section
officers, office assistants, stcnogi’a\phers, typists etc. belong to this group.

8.2.5 Linskilled Workers

‘These personnel do not requirc special skilis, c!eancfs, attenders, sweepers, chowkidars are
all uynskilled workers, Generally there wiil be no clear cut gradation of the’ cadres. But they are
required in good numbers in a large university, public or special library to maintanin cleanfiness,
take care of library property and to act as messengers.

Self-Check Fxercise-1

Mention different categories of staff employed in libraries. Briefly describe their finctions,




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

‘8.3 STAFF REQUIREMENTS

After we discassed the various. categories of staff, it becomes necessary fo assess the.
requirement of personnel. We can estimate the number of persons required under ditferent
categories based on library activities, levels of responsibilities, worklcad and performance of
routines. : ; :

Tt is an important task of the top management 10 find out the right type of staff to perform
~various jobs. satisfactorily. The management technigues like job analysis,_job description and job
evaluation wiil be usefa! in this respect.

8.3.1 Job Analyéis

Dr. Ranganathan defines a job as an ultimaie piece of work which 1s best done at a singie -
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 work, usually entrusted {o a
section. In a very large Hbrary, seetions are grouped into divisions and divisions into departments
and so on and thus higher levels of organizational siructure is created,

Job analysis implies the process of analysis a given job info different distinctive items, in

_order to estimate the quantity of work involved and type of qualifications required for performing
those jobs. '

1t finds out what is {0 be done and determines best ethod of doing it. 1t provides invajuable

indicators which help in the entire operational process and results in higher productivity,

Tn brief we cari say that the following advantages accrue owing {o the use of job aﬁa_lysis
tecnigue: '

. a) we can determine the need for personnel in concrefe-terms

B) step by step proceduie could be established for eash: operation leading to the prepartation
~of work flow charts. : : .

<) helps in spécifying the duties'énd respansibilites required of each j.ob.

d} a manual pOuld be prepared for training the staif. . _ |

¢) provides a scienfific base for ﬁx_ing salaries.and wages. for varlous i};pes of jobs
f) teads to job description which would be heip_fui in the recruitment PrOcess.

¢) helps in experimenting with modern devices - like time and motipn studies which are .
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Jnstmmental in mcrmsmg overall elﬂucncy and pr odL.anJy.

h) will be hc[pluP in computer appnc:atlons to library work.:

Self-check Exercise-2
What is job anaiysi's. List out its advantages.

Note: i) Write your answer in the space given below, _
in) Compare your answer with the model answer given at the end of unit,

........................,.........-.........................,‘..........-............- .........

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

8.3.2 Job Description

A thor oug,h job analysis helps in job descri ption. Job description provide requirements of
various operations, duties, equipments, methods and wonkmg conditions, responsibilitics and
other essential factors relati Ing to a particuiar job.. A <lear cut tob description is NECessary to
improve the selection and tra ning of staff, The selected employees will have an fdea as to what
Is expected of them and whether they will be able to perform dutics satisfactorily.

A pood job df:sc.ri_ption should be able to ;
- identiiy the joh
- provjde the job titte

- give a clear dexcnption of duties including proceduies 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
to whom the incumbent renmr\

- describe .educai'ion. experience, special skills, knowledge and abilites required .
- explain salary scale and the total emoiuraents including fringe benefits

- intorm of promotion avenues. - _ “

Sell-check Excrcise - 3 _ ' - .

What constitirtes 2 good job description? -

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




8.3.3 Job Evaluation

This technique is used for establishing the worth of a job in telations to other jobs in the
organisation. Job evaluation provides a scientific basis for fixing responsibilities in a position and
corresponding compensation. The foliowing four methnds are used for job evaiuation:

(a) Ranking méthod (b) Classification system, (¢} Factor comparison method and {d) Point
gystem. ' :

») Ranking Method: This method involves comaparing each job in relation to others in terms
of technical skills, complexify,work cnvironmment, and other specific job description faciors that
help in determing the vaiue of the job. By comparing jobs under consideration and ranking thera
tow to high, job requirements and emeluments are fixed. | ' '

(b) Classification System: This is a traditional method of job evaluation. Classes of jobs are '
defined on the basis of duties, skills, abititics responsibilities and other job related qualities. The
jobs are érranged in a hierarchy with several job arrdys. This is a flexibic system in as much as it
allows mew positions in the hierarchy. Tn Indian libraries usuaily this system of job classification
is used as discussed in section 8.3.1 above. '

(¢) Factor Comparison Method: This method presupposes some essential pre-reguisites and
conditions for each job. The salary of each job is fixed by faking these factors into consideration.
The following factors are found in aimost alf jobs of un organization.

- Mertal requirements i.c. a job consists of counting, calculations or mere copying
- Skill requizcments i.e("capability to grasp and communicaic

- Physical requirements ie. whether job needs heavy or light phﬁsical work

- Responsibility i.. physical plants, safety of persons empldyed in the organisatios

- Working conditions i.e. climatic and atmospheric conditions of the place of working having
pesring upon the health of the workers. '

~  They key jobs are then ranked under each of the factors. “The next sicp is to decide for
each job the current rate to be paid for each factor. Comparisons are then madc between the
ranking and agreed factor rates. Finally factor comparison schedule is prepared indicating the
picce rate vatue 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 jobs are fitted into the
scates obtained for the key jobs and remuneration fixed by taking into consideration these five
factors. ' '

&) Point Syster:  Tn this method jobs are evaluated by identifying specific compensation factors
in each job. Each factor then assigned points according to ils importance. In fuiiilling the
_objectivas of the organisation. Points are correlated to rates of compensation. Each job is

1.

assessed in terfs of comparable factors and points. These factors-include {73 skill, {b) effort,
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{c) rcsponsﬂ)l ity 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 points which in ture indicate the
rate. The aggregate points allotted to each job form the basis of the salary scale.

Self-Check Exercies - 4

List out different method of job evaluation,

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

N L T T T T
e R A T T T T T
L T T T T S
.............................................................................................

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

8.34 Staﬁ'_ Size

The factors fke 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 staff. '

A number standards -are avilable about staff formui'a but there is no unanimity or finality
about them. DBr.S.R. Ranganathan based on his experience and research has prepared a staff
formuia for Indian libraries. Although it is pretty old, but still provides good puidance for
deciding the number of staff required. With some modlflcanons this formula ceuld be applied
to any library.

The details of the formula are p;esented below in reiation to public and university/college
libraries.

Sections Public Libraries ' University/College Tibraries
Books 1 person for every 6,000 vol- Same as for public libraries.
- _ umes added in a year
Classification' & Cata- 1 person for every 2000 voi- - do -
foguing umes added in a year
Periodicals . 1 person for every 1000 peri- 1 person for 'evéty 500 period-
odicals currently taken icals currently taken
Reference 1 person for every 50 readers Same as for public libraries.
using the library in a day '
Circulation 1 person for every 1500 hours - do -
' for which one counter is
" open
Documentation - - 1 person for every 1000 entries
' prepared
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Majntenance" -1 person for every 6000 vol- 1 persons for every 6000 vol-

wmes added in a year and 1 umes ina Yeur
person for every 50,000 vol- 1 person for very 300 volumes
umes in the library. to be replaced i1 a day -

.1 serson for every 1,00,000 vol-
umes iri 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. _
i) Cormpare your answer with rmodet answer given at the end of unit.

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

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

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

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

8.4 STAFF RECRUITMENT AND ORIENTATION |

The recruitment of library staff has to be planned properly. It witi be ideal to have a
policy relating to recruitment, training and promotion of staff, Such policy guidelines will heip
administration to follow a systematic procedure in recruiment and selection of staff. Various
steps to be taken in this coﬁ_ncction are planning, selection and orieéntation of the newly rectuited

stafl.
8.4.1 Pianning
(a) Proper planning is essential to assess the number of persons I‘eqﬁired and also their catpgories.
TImproper planning may lead to either ‘overstaffing or understaffing. ' '
The p]anniﬁg shiould aim at:
- avoiding imbalances in distrjbut_ion or allocation of manpower
- cqntmlling the cost aspect ¢f human resources . |
- .formuiating transfer and siiccession policy.

{b) The second step necessary will be to call for applications advertising through newspapers,
professional journais, newsletters etc. Details abeut 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, scalc'and_ salary, fringe’ benefits, promotional avenues, a brief resume of duties and
responsibilities and jast date for submission of appjicafion. '

-{c) The planning should aiso include constituting of a well thought selection comumittee and the
dates for its meeting. o ' ‘ e '
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8.4.2 Selection Procedure

The process of selection is very crucial in as much as it finalises the recruitment. Therefore
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 inteliigence,

attainment and aptitude tests, personal interviews by the statutory selection committes, etc, age .

| the means for sélecting .Su-itable candidates.

The selected candidates are issued letters of appointments after the recommendauons of :
| the selection committee are approved by competent authority. !

Self Check Exercise - 6
Briefly explain the process of recruitment and seiection of staff.
Nate: i) Write your answer in the space given below.

- i) Cdmpare your answer with the model answer giveh at the end of this unit.

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

e e R T T T

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

8.4.3 Orientation

The newly appointed person cannot work efficiently immediately. He will have numerous
I guestions in his mind. His doubts and fears need to be cla ified. Irrespective of their experience
or qualification, all new employees need initial training/oric ntation. 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 leave they are entitled to,
leave travel concessions and other fringe benefits consitute the generat information.

Introduction of cbjectives 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 mannals, library tours, etc. are the
mcthods used in initiating the newly recruited staff to their new organisation.




Self-Check Exercise-7T .
How is a newly appointed person oriented to the new organisation?

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

....-.......-....-...-....-n..-.....-...........-..-.-ua.. ..................................
............................................................................................
..............................................................................................

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

8.5 STAFF DEVELOPMENT

With the progress of knowiédge and vse of new technologies, it becomes necessary for sach
library to make piovision for providing continuous training and eduction to its staff. This is
necessary for quality output from the staff and their best performance. The rapid changes that
are iaking place in all types of hibraiies are compelling libraries to attach new importance to stafi
development. '

In India, staff development activitics and programmes have gained importémce in recent
years. The various continuing ed_ucaiion programimes are being conducted by national professionat
associations - ILA, TASLIC by arranging short term training courses in computer application,
thesaurus construction, bibliometrics and various aspects of iibrary management. Workshops and
seminars organised by them ave also uscful for updating the knowledge and skills of professionals.
At the national level INSDOC and DRTC and Tnternationai level IFLA, UNESCO, efc. arc
conducting such training programmes.

UGC as a part of new educational pelicy and its action plan has established academic staff
colleges in universities. These colleges are conducting oricntation and refresher courses for
library professionais.

Every library, regardless of size or type needs a planned staff development. Human resources
are very valuable for all libraries. Their potential could be exploited by upgrading knowledge
through regular training programmes.

Seif-Chock Exercise - 8
Why staff development programme 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 umnit.

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

............................................................................................
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8.6 PERFORMANCE APPRAISAL

Performance appraisal is an important tool for assessing the job-related strengths and
weaknesses of an employee. A systematic written performance appraisal system provides a sound
method for comparing the performance of employees which in turn helps in taking decisions for
pay increase or promotions. It also helps in assessibng the potentia! of employees, their good and
weak points and designing manasement development programmes “or them. The performance
appraisal is an important commrand in the hands of seniors which the subordinates respect.

Briefly we can summarize che 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

- personai traits, honesty and integrity, discipline, conduct and behaviour, relations with
other employees, ctc.

b) Self-improvement of the employee:

- He should knowj where he stands

- He should make up for his deficiencies

Each organisation will have its own schedule and method for performance appraisals, Indian
almost all organizations including librarics record perforn ance appraisal ence a year in specially
designed confidential report forms. They are prepared by ‘mmediate supervisors. These reports
are reviewed by senior officers and finally assessed by Chief Librarians. Generally rating scales
used are, excellent, very good, good, satisfactory, unsatisfactory, etc. Any defect or inadequacy
recorded is commnicated to the employee and then he is given an opportunity to correct himeself.

The success of performance appraisais depends on establishing standards to ju dge the quality
and quantity of work. Though performance appraisals have come to stay, .the methods applied
for their recording are not fool proof. Tndividual traits of the reporting officers, like prejudice
and partia!ity,?lenicncy or strictness, central tendency, ete. influence the ratings.

Self-Check Exercies-9
What purposes are served by performance appraisal?

Note: i) Write your answe. in the space given below.

i) Compare your arswer with the model answer given at the end of the Unit.




3.7 SUMMING UP

In this unit., we have discussed various aspects of perscnnel mangement in fibraries. Different
categories of stail that work in libraries, professionals, serni-professionals and supporiing stafl
with specialized skilis like computer appplications to library. reprography, micrography ete. and
trained in adminstrative and financial matters including unskilled persons Aave been mentioned
providing brief details about the functions they performi.

The assessment of functional requirements ofpersﬁopnel including their number under various
categories conld be done by using management techniques like, job analysis, jolr description, job
evaluation and standard staff formulae. '

The process that need fo be followed for recruitment and selection of persunnel, their
crientation, development througis continuing education programmes an d performance appraisals,
has been dshineated and discussed.

§.8 MODEL ANSWERS TO SELF CHECK EXERCISES

13 The categories of staff emploved iz Hibrarics and sheir functions ares

1) Professionals: They pGssess qigh acadersic and 131'(;‘@3350{'1;1! gualifications and work
‘experience. Thels functions include, planmning, policy making, budgeting, quaiity CONLol,
fund-raising, public reiations, cic. They provide leadership. direction and get- ihe

PIOgramnes egecuted by adopting innovate oractices.

iy Semi-professionais: Usnaily possess ceriificate i Library Science and perform routing

jobs and assist professionals.

i) Supporting statf with specialized skills: Computer applications, reprography, microgri-
phy, audio-visual etc. are some of their functions.

iv) Adminstrative and Finance personnel: They aré responsible tor mainienance of huitd-

ings, purchases, service records, et

v} Unskilled workers: Tobs like cleanliness, security of property, carrving messages aid
commanications, are performed by ihem.

2) The advantages of job analysis are: They spell out statf requirements il concrcte 1Enms ie.
gualifications, experience and skills required, Provide scientific base for fixing salaries and
wages, help establish step by step proceduse for each ioh. Help preparing statf manuals and
work fiow chart and adapting modarn technologies including compuicy appications,

3) A goodjob description includes details like title, salary, dutics and responsibilities, quatifica-
tions required, minimunm cXperienee, promotional avenues, [0 whon 10 pepOTl, supervision,
etc. '

4) The job evaluation methods are listed below:
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a) Ranking method: Comparing a job in relation to others and raking it low or high in
terms of job requirements and emoluments,

by Classification system: Classes of jobs are defined on the basis of duties, responsibilities,
skills and abilities. o

c) Factor comparison method: Factors like, mental requirements, skili requirements,
physical requircments, working conditions etc. form the basis for ranking and rating.

d) Point system: Specific compensable factors in each ob are identified and graded and
salary scales are decided.

5) The factors that ﬁ;rm the basis of s.taffl formulag are:
Library hour$ per day
Total mimber of documents in the tbrary
Numbcr-of additions per annuam : ' ,
Daily visitors to the libfary.
Current periodicals in-take
Book circulation
MNo. of reference questioné asked per day

| Bibliegraphies and documentation services offered.

6} Recruitment and selection process include the follewing steps:

a) Planning - avoid imbalances, proper allocation of manpower, controlling cost and
deciding rransfer and succession policy

7) Advertising throtigh ncwspapem plotcssmna: ]OUFJ]:I]\ unti newsletters, etc. providing
ald }}dltl\,llldf"i

¢} Constitufing a thought out sejeciions Committee
d) Selecting by analysing personnel data, arranging te sts and personnel interviews.

7y Orientation programmes should include: Tntroduction to goals and objectives of the library,
its functions, services, future n]éns a tour of the library, audic-visual presentation, posting
‘ in cach section for few days and getting the newly cmplovcd staff practical know'edge of all .
aspects and routines of library work.

8) Professional knowledge and skills are expanding very fast. The computer and communication
technologies are begin adopted for efficient Jibrary operation and servies. Therefore providing
contining education for library staff has become essential. The potential could be put to
maximuni tse allowing staff to develop by participating in professional, conferences, seminars,
fraining programmcs efc.

9y The performance appeaisal serves the following purposes;

a) Administrative purposes:
Al

-~ tasks assigned and fuifiifed - .

- transfess, lay offs and.termination




- evaluation of persona traits - honesty, integrity, discipline, conduct and behaviour

b) Self improvement of the employee:
- Employee should know where he stands

- e should make up from his deficiencies.

- —

8.9 ASSIGNMENTS

e ——

1) Make a case of diffcrent categories of personnel Working in any standaid public library in
Andhra Pradesh.

2) Write a critique on staff formula of Dr. S.J:Ranganatham.

3) Bricfly discuss the continuing education programmes cf 1LA, INSDOC, and JASLIC.

e
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8.11 GLOSSARY

e

Induction: Initiation of newly appointed staff to the Jibrary to fit them Info'a new environment.

Job Analysis: 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.

Jobh Evaluation: The process of establishing the work of a job.in relation to other jobs in the
organisation, ‘

Organisation Development: A planned process designed to improve organisaticnal effectiveness
and health through modifications of individual and group behaviour.

Performance Appraisal: A systematic evaluation of an employce’s job-related strengths and
weaknesses. :

Staff Development: Continuing education programmcs to keep the staft well informed of current
developments in the field and provide opportunites to acquire new skills and knowledge.
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9.6 AIMS AND OBJECTIVES

—_— -
: ———— —

Finances sct as the live-wire of alf institutions, and library is no exception to rthis rule,
Therefare, librarians necd know all nuances of fiscal management. This unit provides details
Necessary 1o mange the fianances of libraries,

Atter studying the Unit you will be able to:
- identify sources of fianances for differcnt types of lbraries
- know the .methddoiog tor the estimation of finances,
- explain budgetary methods and procedures
- apply norms for preparing library budget.

- describe the importance of accounting and auditing procedures

i
Ny
03]




- get acquianted with different types of financial records.

9.1 INTRODUCTION

———

e ——

To organize libraries and for providing the services needed by users, finance plays a vital
role, Most of the Jibrarics are not revenue earning instituions but they are growing organisms.
They, therefore, need perential sORICes of finance for susienance and growth. As such. librariae
have to be careful in managing their finances al_ld.controlling expenditure.

This unit discusses in derait all aspects of fiscal management 'such as sOUrces of income,
items of expenditure, methods of financial estimation, typcs of budgets, uses of budgets, planeing
and preparing of budgets and getiing themj'approvcd, accounting and auditing and maintenance

of appropriate records.

Dudgets are central to the financial management as it is an instrument of financial contiol.
Duc to growing cmphasis on accouniability, pressure of inflation, proliferation of reading materials
that need to be acquired, impact of techrology and most imporrantly competing demands on
limited sources, a careful lock at the budgetary methods has become essential.  This unit,
therefore, discuss traditional and newer budgetary methods to get a clear 1dea about the relevant

1850€8.

9.2 IBRARY FINANCE

. ——

Once established, a library 18 expected to p;‘ovide continuous and up-to- date information to
its users. The rythm and tempo-of readers’ services depend en good physical facilities, availability
of reading materials in diffferent physical forms and updating the library stock on continuous
basis, providing reprographic, microgrphic and computer based biblicgraphic and literature gearch
services, etc. Bqually important is gualified, committed and motivated professionals, who could
maximize the use of reading materials and available facilities. Only an adequate and continuous
provision of funds can ensure all such activities and facilities.

9.2.1 Sources of Finance

The sources of finance differ from library to library. They include: (i) Government, (i)
Funds from parental organisations, (ili) Library Cess, (iv) Subscriptions, (v) Endowment, (Vi)
Gifts and Donations both in cash or kind, {vii) Sejling of library services. The sources of finances
for diferent types of librarics are discussed below.

\

1) Public Library
a) Library Cess:’

There are eight states in India which have Public Iibraries Acts. But only Five States,
 viz,, Tamii Nadu, Andhra Pradesh, Karnataka, Yerala and Haryana have made provision in the
acts to levy Library Cess. ‘However, there 1s no such provision in the Public Libraries Acts of
Maharastra, West Bengal and Manipur.

Although the amourt collected from the cess is not adequate for the 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 Legislations exist, the governments
have made provisions in the Acts for providing grants linked to the amourit collected as library
cess. Often such States also provide ad hoc grants to tide aver financial crisis for public libraries.
The public libraries are hetier placed in such States ag compared to States without Acts,

The Central grants to public libraries are channelized th rough Raja Rammohan Roy Library
Foundation (Calcutta) both in the shape of reading material an. amounts for construction of
buildings, purchase of storage materials, etc. However, these groats are not at ail adequate
corﬁpared to the necds. Enact of a Central Law and State Laws in all States will go a long way
in improving the situation.

¢) Subscriptions:

In spite of the fact that UNESCGs public libraries manifesto (1972) envisaged that public
library service should be available to all without any charge, subscriptions are collected by many
libraries in our country which are the ozﬂy source of their revenue. The plea not to collect subs
cription was made by Dr.S.R.Ranganathan as early asin 1931, The Library Advisory Committee,
Government of India in its repert (1957) describes subscription iibrarics as "stagnating pools”,
However, subscriptions continue to be one of the major sources of revenue although inadequate

- to maintain [ibrarics. '

1) Endowments:

In USA and other Western countrics, endowments and private benefactions, aré comman
sources of finance. But in India it is not s0. The grants received from endowment or private
benefactors are not of recuiting nature and hence could be spent only as a capital fund for
building, furnitire, etc, Tn India, such sources of revenue are rarely available to pubfic libraries,
The practice is not that common ir India as that in Western countries.

¢) Minor Sources:

These include fees and fines, gifts in cash or kind, sale of old newspapers, xerox and
micrographic charges,

Self-Check Exercies-1
List the sources of finance for Public libraries.

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

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




2) Academic Libraries
a) University and College Libraries

(1) Major Source of Revenie:

University and College librarjes receive their major funds from two sources:
(1) Budgetary Grants: The universities and colleges make allocation to university and coliege

libraries regularly from their own budgets.

(2) Grants from University Grants Commission (UGC)y: The UGC under its development
programric, provides funds to university and college libraries. ‘Uhese grants are plan or
non-plan grants and recurring or Non-recurring grants. (Graats that are given for meeting
capital expenditure such as construction of library bui!dings and purchase of computers, are
non-recurring grants. Recurring granis are utilized primarily tor acquiring library materidis
-and processing them for use. At times, University and College Libraries get ad hoc or
special grants from both UGC and State Governments.

(iij Minor Sources of Revenue: The following tvpes of Income coul.c! Pe categorized as mMinor
SOurces: '

- Income from library fecs collectéd from students

- Incomé from gifts - lndividual or organizations ke such gifis, iﬁ cash or kind.

- Fines collected from borrowers for overdue books

- Money collected from readers for resorting to malpractices

- Sale of wastcpapers {old newspapers, magazines ctc.)

- Charges for providing photocopies of documents

(b) Scheol Libraries:

Although libraries are the most important adjuncis of schools whicn promote reading habits
of students at an early age, unfortunately very few schools in India have good libraries.

The scho! libraries depend mostly on the following sources for funds:
- The Library fees collected from students
_ Contribution from the management

- Government grants

- Donations from public
{c) Special Libraries:

Comparatively, special libaries are in a better position so far the sources of income are
concerned. Institutions invelved in research activities are very much concerncd about the
ons in their budgets for

availability of latest information and therefore, make regllar provisi
libraries. In addition, whenever special research projects are taken up, s0Mme amount allocated
for the purchase of books and journals. Many funding agencies which utitize the services of such
institutions for doing research on specific issucs (spdnsored research projects). The rcsearch
grants usually inciude special alocation for acquiring reading material. '




9.2.2 Library Expenditore

Income and expenditure are two very important components of financial management, We
have already discussed in Section 9.2.1 the sources of income of different ty'pes of libraries.
All types of libraries face financial constraints. Therefore, it becomes necessary to understand

some basic characteristics of tibrary expenditure so as to sirike a balance between income and
expenditure.

Characteristics of Library Expenditure;
Some of the essential characteristics of libary expenditure are described bielow:
a) Spending Institutions

Libraries do not fetch any revenue for providing services but are spending Jnstitutions.
They are also not profit-making instituions, Unlike industries and public utilities like clectricity
boards, the gains from library are not visible. Economic returns of tibrary and information are
not directly measureable, but they provide information that contributes to social and economic
development of the nation. Information is dn essential ingredient in the decision-making process
in research, business, industry and as such investment in libraries leads to invisible economic
returns. Expenditure on libraries in educational institutions is an investment in human resource

“development.

1) Growing Institutions

As has been rightly pronounced by Ranganathan in the Fifth Law of Li brary Science "'Library-
is a growing Organism"”. There is continuous growth in decuments, readers and staff necessitating
increasing in expenditure,

¢) Recurring Expenditure

Libraries are not only growing institutions, but once established stay for ever. Their
effectiveness depends on continuous flow of finances and recurring funds. '

) Equitable Allocation

While allocating funds, equal weight need be given 1o all subjects and services, Distribution
of funds has to be balanced: Comparative prices of reading materizls in different subjects should
be borne in mind. '

¢) 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 whil_c incurring. One needs to keep in
mind the dictum of Melvil Dewey " Best books for the largest number at the least cost”.

‘Self-Check Exercise-2

What are the charateristics of library expenditure?

-Note: i) Write your answer in the space provided below. :
i)  Compare your answer with the model answer given at the end of this unit,
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9,3 METHODS OF FINANCIAL ESTIMATION

_ Having known about the sources of income and the basic characteristics of expenditure, it wilf

be worthwhile to understand the methods that heip in the estimation of financial requirements.
There are certain thumb rules that nelp libraries in arsiving at reasonable estimates of financial
reguirements of various types of libraries to provide a reascnable level of seyvice. They are Lrictly
discussed below. ' '

9.3.1 Per-Capita Method

In this method, a minimum amount per head of population is fixed, considered as essential
to Library service maintaining certain required standards. Tstimation of this basis becomes
difficult in respect of public libraries. :

The problem is whether the entire population of 2 givein area or only the htcrate people,
or the adult literate population should form the basis of such estimation. Besides, by using
technologically advance mass media, librarics car reach even illiterate population.

Various Commissions, Committees and Experts have frem tirme fo time recommended certain
norms for per capita expenditure although very oid, could be used with certain modifications
keeping in mind such tactors as the rate of inflafion, incresse in cost of reading ‘materiais and
staff salaries.

Details about these norms arc provided below:

i) Public Libraries:  Way hack in 1950, Dr. Ranganathan suggested 50 paise per capita
expenditire. Obviously, the rate has to be much higher now. '

ii) University and College Libraries:
a) The UGC Library Committee (1957) suggested Rs.15/- per stadent and Rs.200/- per
teacher as per capita rate. :

b) The Education (Kothari) Commisssion {1964-606) recommended, Rs.25/- per student and
Rs.300/- per tcacher.

c) Dr. S.R.Ranganathan’s suggestion was Rs.20/- per student and Rs. 300/- per teacher or
50/- per student. '

¢.3.2 Proportional metiod

In this method, A fixed proportion or percentage of the total budget of an organization has
to be allocateq for libraries. In case of public fibraries, such proportion could be worked out in
relation to budgetary allocation for education.

Details of various recommendations are given below.




(i) Public Libraries:

a) Raganganathan: 10% of the total budget of the State/Locai/Central (jovernments;

OR 6% of the education budget of 4 local/state/federal government,

b) Working Group of Libraries (Planning Cormmission, 1967): 1-3% of the education budget.
ii) University and College Librarier .

a) Unversity Education (Radhakrishnan) Commission (1948-49) . 6.5% of University’s
budget,

b} Education (Kothari) Commission (1964-66): 6.5% to 10% of University/Coliege budget
depending on the stage of developmenit of the concerned library. -

¢) Khandala Workshop on College Libraries organised by the UGC (1979) : 4% of the
College budget for books and journals, binding and other library cxpenditure. Separate
" allocation for salaries and capital expenditure.

d) Association of Indian Uniniversities (1986): 10% of University and College budget.
9.3.3 Method of Details

in this method, all items of probable expediture are worked out while preparing financial
estimates for the library. The major items are: salaries and wages, tcading malerials (Books,
periodicals, newspapers, microdociments 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 provide.. '

Dr.Ranganathan suggesk.df‘that while preparing such detail estimates for public libraries,
the items of expenditures should be divided into two categories: recurring (curreat), and
non-recurring (capital) expenditure. The financial estimatcs prepared by the Libary Advisory
Commnittee, Government of India (1957) for creating neiwork of public libraries are prepared
on this basis. UGC Library Committee (1957} has worked out detuils of expenditure for college
and university libraries using the Method of Details,

o

Self-Check-3

List the methods of estimating funds for libraries?

Note: 1) Write youf answer in the space provided below.
i} Compare your answer with the model answer given at the end of this unit,
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9.4 LIBRARY BUDGET

ﬂﬂ—

The word budget is derived from a French wosd ‘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 specitiic activities in a given period of time. Tn fact, this continues to .
be the basic idea behind budgetting, Budgets are formal staterngnis of the financial resources

set aside for carrying out specific activitics in a given period of time. 1t is a numerical statement

indicating the plans, policies and goals of library for a specified period. 1t is a guide for incurring

expenditure for different library activities and opcrations throughout the year, as budgets are

penerally preparcd for a year. The basic principle behind the budget is that the estimated

expenditure should not exceed the: income. '

Budgets are-most widcly used means for planning and centrolling of library activities at
every level. Besides being an instrument of control, i helps in communication, coordination,
evaiuation and motivation. A good budget s an outcome of discussion between the Chief
Librarian and different section heads. Such interaction during budget development process witi
help define and integrate the activities of different sections of a library. '

Being a very important instrument, it becomes essential to know the budgetary process and
different methods of budget.

9.4.1 Budgetary Method

The methods followed in Indian Libraries for preparing budget are mostly traditicnal. More i
of en than not, the aliocations made in'the previous financial year becorae the bench mark for .
the current year. But in recent times, some innovative methods are being considered by librarians
for preparing their library budgets. These methods are listed below: '

i) Line by line Budget
jii) Planning Programming Budgeting System (PPBS)
iii) Zero Base Budget (ZBB)
iv) Site Budget
i) Line by Line Budget

This is a traditional method. It divides items of expenditure, line by line into broad categories
such as books and other readihg materials, salaries and alllowances, utilities, maintenance, supplies,
travel contingencies, etc. These are all.operating expenscs (recurring). Besides, provision is made
whenever necessary for capital expenses (non-recurring). The following items are included under
this category. ' '

a) Equipment: Typewriter, filing cabinets, racks, chairs, tables, copying machines, computers
and computer accessories. '

b) Renovations er remodelling: Fixing new partitions, doors, or remodelling of stack area;
¢) Major Construction: Extension of the existing building, or the construction of a new buidling.

Tn formulating line by line budget various standards and ratios are taken into consideration,
But usually this budget is prepared taking into account past years’ expenditure on each item.
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in order to cover the increased cost of matcrials, salaries and wages, proportional incremental
changes are made in the figures. This method of budgetting is relatively easy but of traditional
nature. It is inflexible and does not allow review actmtles The libraries cannot depict dynamism
in thelr working and will be slow in ddoptmg innovations.

2) Programmes Planning and Budgeting System (-I‘PBS)

An innovative method was first introuced by Charles Hitch in 1961 in the Department of
Defence of the U.S. Government. While in .Line'by Line budget, tunds are allocated on the
basis of fixed heads, in PPBS they are allocated to programmes produced to attain goals set
in the plan. It enables libraries to delineate objectives, analyze cost of benefits of the existing

‘programmes, and jind better and cheaper alternative methods to achieve set ohjectives.

PPBS is based on the following three opsrationai conceprs:

a) Developmg an analytical ability for examining in depth the 0b|echve<s and the programmes
designed to meet them. ‘

b) Forming a S-year or more programming process combined w1th a sophisticated man-
agement information system.

¢) Creating a budgeting mechanism that can take broad programmes decisions, translate
them into refined budgetary decisions and present the results for action.

The factors that help in accomplishing the process of PPBS are:

iy Tdentifying library objectives
ii) Relating objectives to specific service programmes
ili) Relating programmes to resource requirements

iv) Relating 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 ussigned'to cach programme
on the basis of unit cost’ of operation measurement. The staif 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 preparc performance budget for the
whole library. A feedback doring the progress of programmes helps in detecting deviatiens,
and re-examining objectives and programmes and introducing necessary changes. The unit cost
technique and work measurement helps develép a standard cost and purpose of various functions,
activities and sub-activities.

3} Zero-Base Budgeting

Zero-Base Budgeting method was introudced in 1970 by Peter Phyrr in Texas Instrument,
Inc. (USA) as a means of effective planning and fiscal control, The zero hase js 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 points). 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, 1crivities required resources and
priorities are the main stay in ZBB Each function or package is prepared and then ranked
against the others.
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The main advantages of 7ZBB are listed below:

ay It offers alternatives in the selection of packages
b) Only those activities that can be justified are included in the budget
¢) The relationship between the gualify and level of service and the money required'is well
-established.
4) Site Budgeting

This budgeting system cnsures that everyone who is to be served wili have access to equal
services. The goal of site budgeting Is equal funding to cach reader and equitable distribution

vg each unit/branch within a system.
The steps required to be taken (o formulate Hudget under this system are:
: i) Find out. how.much money is required for the system as._a' whole;
i) Deduct all tue costs for central services and costs not eas_ily assigned to a particular location;

iii) After deduction of expenses required for above mentioned two, remaining funds are allocated
1o different outlying sites on per capifa basis. There are two advantages of this budgeting
method: u) patron participation, and b) equitable funding within a system. '

Seif-Check Exercise-4
List the diffcrent methods of Library Budget.

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

9.4.2 Use of Norms and Standards

Budgerary standards and norms are necessary for preparing budgets and applying different
methods discussed above. These norms provide guidelines for estimation of funds required to
offer satisfactory service to readers and how these funds could be.distributed on various liems

of expenditure.

We have already discussed in Section 9.3 above threc methods 6f, estimating tinancial
requireinents for fibraries viz. (i) per capita method, (if) proportional rné‘ﬁhqd'_anci-(iii) method
of details. Under alt these methods, we have provided the norms and st;andard$ delingated by |
various Commissions and Committees and professional experts for ditferent types of libraries |
and therefore, we are not repcating them here. YYou can go back and study them theré.
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However, how to distribute the funds on different items of expenditure has not been
discussed earlier. Some norms available relating to this aspect are briefly described below. -

Indian

a) Rangandthan suggcsted for unwcrsuy llbrarles in India the fol{owmg ratios for major items
of expenditure:

| | Staff | 50%

| Books and other 40%
reading materials

‘ - Miscellaneous 0%

b} General norms based on recommendatlons of various Commlttees and Commlssmns and ‘
experts:

i) University libraries

Salaries and allowances 50%
.Books o ' : 20%
Periodicals 13%
Binding - 7%

’ d - Others (Supplies, Maintenance etc) 0%

1i) Public Libraries

‘  Salaries and allowances _ 509

Books ‘ ' 20%
Periodicals and Newspapers 5%
Binding 5%
Others _ . 20%

American

Evans {Management Techniques for Librarians, 2nd 4. New York: Academic Press, 1983)

Rooks and Periodicals 20 to 30%
Salaries _ S ' 60 to. 70%
Utilities : 4 to 5%
Maintenance - : 3to 4%
Supplies ’ 3to 4%
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 infomation techho_logy, new
standards and norms need be worked out be professionals, associations and experts. The norms
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provided above can only provide some guidance. Individual libraries have to incorporate changes
according to local situations and variations.

Self-Check Exercise-3

What are the steps involved in prcparing site budget?

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

9.5 BUDGETARY PROCESS

After studying budgetary methods, it would be advisable to know that process pre 'ICtILd”y need
be adopted for makmg the entire budgetary exercies a meanful experience and its implementation
- fanltless.

The plans and policies laid down by pdient organizaitons - industrics, governments, aniver-
sities, local bodies, etc. - should be bormne in mind by libraries while preparing the hudget. Also
care has to be taken to sce that conilicting interests of various divisions and departments are
resolved satisfactorily. This process could be discussed under the following three steps:

(i) Preparation of Budget (if) Defending the budgetary provisions, (iii} Approval and '
_implementation.

9.5.1 Preparation of Budget

The hudget prepdaation is a cyclic activity. Tt is preparcd for a year. The cycle of operations
includes initiation ‘of process, preparing estimates of revenne, working out expenditure for each
unit, consohdatton of unit budgets in the overall budget and revision of estimates,

The budget format depends on the tinancial norms followed by the parent body. The normal
practice eonsists in showing revenuc on one side,and the expundlturc on the other side followed
* by explanatory notes. Some major heads that form the content of budget are indicated below.

Revenue Head | Expendlture Head
Allocation froni parent body Salary and Wages
Cess and Taxes | Book fund

- Fine amount Maintenance

Reprography/micrography charges Supplies
Deposits ' Services

Ad-hoc grants : } Travel
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Donations Training |
o ' Rent
! _ Sale proceeds from discarded items  Capital Expenditure
Tnterest on deposits Refund of deposits

Lpall recoveries
‘ While presenting the budget the items are listed in the following formats:
i) Actual expenditure of previous year.
i) Orginal financial estimates for the current year
iti) Revised estimates for the current year and | ‘
v} Orginal financial estimates for the next year - : |
. Sclf-Chec_k Exercise-6

I State the contents of budget documents.

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

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

9.5.2 Defending the Budget Request

The Library budget forms apart of the overall budget of the parent body. The final allocations
rest with the executive committee of the Instituion. “They will crifically examine the merits of
the library request. The library has to compete with several other departments. 1t has to be
recognised that libraries generally do not carry the same weight as other functions. '

Therefore, a good public relations strategy and defending the proposed budgetary allocations
with statistical data and convincing authorities, how approval of allocations would help the
library to suppert the over all policies and programmes of the parent-organizations Is necessary.
Sometimes comparing the figures and allocations with similar other libraries wil! be helpful.

The budget document should be prepared in simple and easy to understand language. While
defending the budget, the libraries shouid be prepared to compromise on minor and perlpheral
issues in order to safcguard the allocation to major activities.

9.5.3. Approval and Implementation of Budget

Almost all types of libraries will have Library Committees. All policy decisions including
approval of budgct is the responsibility of the library committees. The librarian who acts as
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Secretary of the Committee should work out the budget menculaust He has to invelve his
senior staff in budget preparatlon process.

The Library budget once approred by the Committee will be fncorporated in the total budget
of the organization and passed vy the appropriate authority.

Once the budget is passed, the same is communicated to the library. In turn the librarian
informs afl section beads of academic departments, ete. about the funds allocated to their
sections/subjects and programmes. The follow up action is taken to see that funds are spent
rhythcally and carefully within specified period.

Self-Check Exercise-6

Briefly explain the steps involved in budgetary process.

Naote: i) Write your answer in the space given below.

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

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

$.6 ACCOUNTING

Accounting is a basic activity for an efficient financial administration. To ensure that the
library funds are utilized properly as per the provision in the tudget, a systematic record of income
and expenditure is necessary. Maintenance of proper accounts heips detect misappropriaticns,
underspending and overspending.

The foliowing financial records are maintained by libraries to keep tract of receipt and
expenditure:

9.6.1 Types of Financial Jegisters

The important accounts registers are:

(.1) Cash Book, (b} Ledger, (c) Al‘ocatlou (d) Tnvoice and (e) Salary bill. A brief description
of each with %pecﬁcn:; 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, etc. and expenditure of contmgency type is entered in this register The
specifmen of the register is given below:
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Receipis

Expenditure
——
Daie Paddiculars of [Np, ale [Head of Ac- |Amouni Date Particulars of |[No, & ]?;n Heud of / c Amount
reCei s ol VOuL cr L()lH‘LISéO e receipls ol Voug LL)LH]'% '8
erediie
‘—1 2 3 4 5 1 2 3 4 3

Total . Tatal

o |

D) Ledger Register

This record indicates the budcct provision at the top and expe

nditure on all items and
subjects is entered one by one.

Name of the Library

Year
Budget Provision Rs. Head
Serial Name Bill Aot Amount ngrc.— No. of Sulbject S.ignnlure Remarks
No. of No. & passced ssive Books ol Libra-
Vendor Date for Total rian
Payment
1 2 C3 4 5 [ 7 & b 10

¢) Allccation Register

Accounts are maintained in this register headwise and sub]cctwme Separate registers are
maintamed in libraires for books, periodicals, binding, stationary, (,onnrcency etc.

Name of Library
Head of Demand

Year
JAmount Alloted Rs,
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Serial Name Bill Amount Amount Progre- Balance No. of Subject Signature
No. of No, & passed ssive - Books of Libra-
. Vendor Date ) “Total rian
1 2 3 a 5 6 7 8 9 .
d) Bill Register
Name of the Library: Month: Year:
5.Ne. Bill Nare of Aamount Sipnature _ Sigrature Remarks R
" No. with Publiskerj of Libtarian of bill
dale book selier recciver
1 o2 3 4 5 § 7
e) Salary Bill Register
Name of the Library: Month: Year:
Other Orgaanisa- House - Loan  Other Total Signature

Name Pay DA CCA IIRA allow- Toital tion’s Grand PF De- Rent Inslal-  deduc- dedu- MNet of the

ances contribu-  Tolal duction Deduc- ment de-' tion  ction paid employes
iion to PF tion duction  if any
1 23 4 5 6 7 8 E 10 11 12 1B 14 15 16

Selt-Check Exercise-7

List the important accounts registers that are maintainied in a library.

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

9.7 AUDITING

It is necessary to scrufinize the financial transactions. The auditor is entrusted this job.
It checks irregular, inappropriate and wasteful spending. In India, auditors report becomes
important document for authontres to bc convinced that a partlcul'lr l]braryfmsntutlon is running
on proper lines. IR - : _ "

It is, therefore, necessary for libraries to mami;am all records properly. The Chlch ibrarian
needs to study the audit code and rules so that unnecessary interference in library services could
be avoided. '

Self-Check Exercise-8

Dlscuss briefly the. necessity of audit in a llbl‘dl’y

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

............................................................................................
.............................................................................................
..............................................................................................
................................................................................................
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9.8 SUMMING UP

Libraries are low priority item in Indiap polity. They are spending institutions. They keep
growing continuously and need perennial sources of income. The fiscal management in librarics
includes sources of income, items of expenditure, estimation of expenses based on standards and
norms, budgetary methods and procedures, maintenance of accounts records and reglsters and
knowmg audit rules. All these aspects have been discussed in detail in this uriit.

9.9 MODEL ANSWERS

1. The followmg are the sources of tmance for public hbrarles

i) Library Cess, (ii) Govemment Grants, (iii) Subscrlptmn from members, (iv) Endowment,
(v) Minor sources - Fees, Flncs Gifts, Xerox charges and sal¢ of old newspapers.

2. Characteristics of library e_xpendlturc.

a) Libraries are spending institutions




R N ...

b) Libraries are growing institutions
¢} Library expenditure is recurring
d) Expenses need be cquitable on all subjects
e) Utmost economy is required in expenditure
3, Methods of estimating funds: _
i) Per capita method, (i) proportional method, (iii} method of details.
4. Different methods of library buﬂget: o |
i) Ling-by-line budget ' : o ‘
ii) Planning, Programming, Budgeting System (PPBS) '
it} Zero Base Budgeting (ZI3B)
iv) Site Budget |
5. Steps involved in preparing "site budget"{
i) Find out how much money is required for the system as a whole,

ii) Deduct all the costs for central services and costs not easily assigned to a particular”
location. -

iii} After deducting expenses mentioned in (i) and (ii) above, remaining funds are allocated
10 different outlying sites on per capita basis.

6. Budgetary process includes three steps. They are briefly cxplained 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 overall budget
and represented in specific format decided 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 fibraries.

iii) Approval and implementation of Budget: The approval of Library Committee is
necessary, before the budgetary figures arc incorporated in general budget and voted
by concerned authority.

All section heads need be informed of the approved provisions and asked to implement
them meticulously.

7.Important accounts registers are listed below: (1) Cash Book Register, (2) Ledger Register,
~ (3) Allocation Register, (4) Bill Register and (5) Salary Bill Register.

8. Audit is necessary in libraries to scrutinize financial fransactions and check irregular, inap-
propriate and wasteful spending. Audit reports are seen by administrative authorities to find
out whether allocated funds are spending. Audit reports are secn by administrative authoritics
to find out whether allocated funds are spent properly.




9.10 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 PPRS method of budgeting. Why is it not followed by Indian Libraries?
4. What are the norms for distributing funds on different items of expenditure in Libraries?

5. Describe any two important accounts registers maintained in Y_hraries.
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9.12 GLOSSARY

Acecounting: A systematic maintenance of the income and expenditure record.

Auditing; ' Statutory, scrutinizing of financial transactions of an instituion,

Budget: An estimate of revenue and expenditure for a financial year,

Financial Estimation: Estimating the amount of money required for administering ser-
vices.

Non-pian Granis: Regular Budgetary grants given every year.

Non-recurring Expenditure: Expenditure that is incurred occasionally on items like building,
cquipment, machinary etc.

Plan Grants: Funds made available for development programmcs under five year
plans.

Recurring Expenditure:. regular amount that is spent every year, on books, journals, staff
salaries etc. _

Unit Cost; Cost of a single unit of operation viz,, cost of cataloguing a single
book,
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10.0 AIMS AND OBJECTmcS

This unit deals with library statistics and aims to exp!an what is meant by stalistics, seurces
of T.ibrary Statistics, processing and analysis, kinds ot statistics maintained in different sections
of the library, purpose and methods of presentation of coliected statistics. The study of library
activitics through application of statistical methods will not onty help to measure the performance
of the library but also facilitate, taking necessary steps for the imravement of services.

After studying this unit, vou should be in a position {©

- explain what is meant by library statistics and the purposc, kKinds, and sources of library
statistics; ‘

- describe the methods of presentation; and

- present library statistics in the tabular and graphical form.

16.1 INTRODUCTION

The word "Statistics” is derived from the Latin word "Status". Statistics (plural) veters fo
quantitative information (number of books added to a library each year, number of booksreceived
on Tnter-Library Loan). Statistics (singular) refers to a method of dealing with guantitatjve
information involving collection. analysis, presentation and interpretation of data. Statistics is a
branch of mathematical science which appears to have originatca in the 158th centuiy.

Statistics are facts and figures which are presented in tabular or other forms. Tacl‘s and
figures about any phenomena are called statistics. This discipline does the work of reducing
"the mass _of information to a readable, intciligent and comparable form. Statistics are tabulated
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figures employed by maost modern scientists in order assess the progress or IEEress ih various
fields of study. Statistics is regarded as one of the important tools for making dicisions in the
midst of uncertainity. Statistics Lelp us in planing and conirolling the activities in a library.

Statistics aiso help us in comparing a particular library with other libraries, and thus effect
nacessary improvements in library services. Further, the study of the library based on statistical
methods helps the administrtive or the governing body to measurc the performance of library
activities and to take proper decisions for im proving them.

10.2 LIBRARY STATISTICS

The main sources of Libtrary Statistics are the diaries maintai ned by different ssections of the
fibrary, Daily/wecekly/ Monthly/Quarterly Statistical reports prepared by the different sections are
considered usctul scurces of Statistics. For Statistical returns, routing forms should be designed:
very carefully and revised periodically in the light of experience,

Collection of data must be done with atmost care because it is the basis for statistical analysis,
The data may be collected from primary or secondary sources either published or unpublished.

Raw data collected on a regular basis, say weekly/monthly ete, from different sections of the

iibrary have 10 be orgainsed. The firgt step in organising 4 group of data is editing. The collected
data should be darefully edited and tabulated. After editing, the data should be classified so as
fo arrange them according to some charcleristics possessed by the items constituting the data
From tables, infcrence can be drawn, Inference when related to one functioning satisfactorily,
it reveals their drawnbacks, and what cconomy measures may be applied without impairing
efficiency. Data presented in an orderly manner facilitatess statistical analysis,

Analysis of data is important to find out the relation between data, Methods used in
analysing the presented data are numercus ranging from simple observation to complicated and
highly numerical techniques.

i3 SOURCES OF LIBRARY STATISTICS

The kinds of statistics to be maintained will vary trow library to library. This will depend
upon 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 Departmc.nts.
2) Statistics of Service Departments.
3) Miscellaneous Statistics.

10.3.1 Statistics of Processsing Departments
(A) Acquisition Section

The acquisition section maintains the records of all the books, periodicals and other reading
materials acquired by the library by purchase, gift or on exchange basis. Weekly Statisticss of the
aumber of books passing through the acquisition sectjon are required to find out the adequacy
of the staff to control the volume of work and also introduce ‘important changes in routine
work. Acquisition performance will be a useful basis for evaluation of the achievement of the
Acquisition department. Tauber enumerates the following measures used by R.W. Gilchrist to
evalute the acquistion work in librarics,
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() Time lags:

a) From receipt of indent to issuc of order.
b) From issne of order to receipt of book.
¢) From receipt of book to completion of acquisition process.

(iD Discount received:
(iii) Bibliographical accuracy:

a) Number of un-intentional duplicates received.

b} Number of incosrect items received.

¢) Number of items rejected by dealers as not identifiable.

d) Percentage of successful orders from baoksellers/publishers catalouges.

{iv) Expenditure on books:

Acquisition sratistics prepared subjectwise will be heipful to know the strength and weakness
of the library collection. The forms used in acquisition work should be designed properly. A
specimen form used for recording acquisition statistics is given below:

SPECIMEN ROUTINE FORM
Month .cooovvvvivennne WAL oveeie v _

Subjectwise according to Decimal Classification

¢00 | 100 | 200 | 308 400 500 | 600 | 700 | 800 1900
Reading - fo “to to to o to 10 o to .| to
099 | 199 | 299 | 399 | 499 599 | 699 | 799 | 899 | 999

1. By Purchase
Books: . _ |
Periodicals l-
Others ‘

_ Total :

2. By Exchange _
Baoks _ ‘
Periodicals ‘ : :

Others
Total

3. By Gilt
Books
Periodicals
Others
Total

4. By Legal
Deposit
(Delivery of
Books Act)
Boocks
Periodicals
{thers
Total

Grand Total ‘
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{B) Periodicals Section

In the periodicals section it is necessary to maintain Statistics to slzow how many periodicals
are received daily fweekly, 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 hurdtes if any by restoring to better techniques and providing more staff for proper
functioning of the section. The proforma for the maintenanée of stafistics in the periodicals

‘ section is given below. ' '

| . STATISTICS OF PERIODICALS

' Month ................ Year ...l
| Number of
Number of Number of "~ Periodicals
Frequency of ~ Periodicals Periodicals for which Remarks
Publication received registered reminders
: ' sent
Daily
. Weekiy
Fortnightly
Monthiy
Bimonthly
Quarterly
Others
Total

Technical Section

Generally this section does not deal directly with the reading public. lts work is properly
described as work behind the scene. The staff employed in this section attend to the processing
of bouks 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 cmployed, overworked or underworked, it is essential to have
informaticn 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
Statistical tables of the Technical Section.




PROFORMA STATISTICS OF CLASSI.I—TICATEON OF WORK

Month ... et YECAr oo
_ Name of the _
Serial incumbent Number of books Classified Re-
Number and Days of the month 1 marks
designation
2 4 15 708 19 |10 ‘...to;}l i
1. Classifier | |
2. Classifier
3 Classifier
4, Classifier
5. Classifier -
PROFORMA STATISTICS OF CATALOGUING OF WORK:
Month ... e S
Name of the Number of books catalogued | T
Serial Employee Number of cards prepared I Re-
Number with Days of the month marks
Designation
] :
2 506 8 |9 110 | . w31 |Totl |
1. Cataloguer
2. Cataloguer
3. Cataloguer
4. Cataloguer
3. Cataloguer
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10.3.2 Statistics of Service Department
(A} Circanlation Section

This is onc 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
Lbrary, it is necessary to maintain different types of statistics on the basis of transactions in the
Circuiation Section,

Eraily Visitors Attendance Stafistics;

Iris necessary o maintain a visitor's register and keep the same at the entrance wicket gate
in the library for recording the attendance of visitors, ‘This will enabi¢ the librarian to prepare

1
statistics of different types of visitors by Age, Sex, Occupation etc. The proforma of the visitor's
register maintained normaily in loose leaf form in the libraries is given below.
VISTTOR'S ATTENDANCE REGISTER
{To be maintained in a public library)
Name of the Library

Month ... ... .. ... .. Year oo,

I Name of the .
Occupaticn | Purpose | Signature | Remarks

Sertal | Visitor Age | Sex
Number (in Block of Visit
feiters)

VISITOR’S ATTENDANCE, REGISTER

(In Academic Libraries)

Name of the |
Serial Visiter (in - Class/ Department Signature Remarks
Number Block letters) Designation




Statistics of Library Members

The Circulation Section should keep a complete and upto date record of the members in
the library. The Statistics of library members wiil enable the librarian to furnish the number of
members admitted, the number of members withdrawn from the tibrary 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 academic libraries, ‘especially
University Libraries, will give an idea of the different categories of members (Students, Rescarch
Scholars, Teaching and Non-Teaching Staff members, Deposit borrowers erc) and the number
of members category wise during a particular period. The specimem form for the rainfcnance
of library membership statistics is given below.

MIMBERSHIP STASTICS

Number of Number of Number of Total
Date | Category | members a8 | New members members number of
: per rolls enrolled - | withdrawn members

Remarks

L ~ 1 -

[ssue statistics:

The Circulation Section needs to maintain other kinds of Statistics viz Tssue statistics ()
Laaguage wise (b) Subject-wise and (c) Reader-wise on the basis of beoks lent by the Circulation
Section for outside use everyday. This will help to know which category of readers are the largest
percentage of library users, and which languzge books are borrowed by the majority of the library
members ctc. The following table deals with the Issue statistics, Langlage wise.

(a) ISSUE STATISTICS, LANGUAGE-WISE

Date Language Number of books issued

English ...

Hindi

Tamil

Telugu
Sanskrit ...
Others

Total
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M
ISSUE STATISTICS, SUBJECT-WISE (according to Decimal Classification)

Date | 000 | 200 | 300 {400 1500 | 600 | 700 {800 900 | Loose issue of Total
Periodica[s_ reriodicals

| 1n the case of the Public Library, the table shown below is used for maintaining reader wise
issue statistics. '

ISSUE STATISTICS, READTERWISE

Date Nature of Readers Number of books issued

Adults-
Male
Female
Children
Blind
Sick
Others

Total-

In respect of Academic Libraries ie. University, College and School Libraries, the statistics
should be maintained on the following pattern:




ISSUE STATISTICS BY CATEGORY OF MEMBERS

Date Category of Members Number of books issued E

‘Higher Secondary .. _ ' g ‘
Graduate -

Postgraduate

Research Scholars ..

Teachers
Non - Teachers
Others

Total

InteI-ILibrary Loan Statistics:

In the case of a library participating in library coop-ﬁration' or resource sharing programine,
it is necessary to maintain statistics of the numberr of books gat on inter-library loan from other
libraries and the expenditure incurred there on and also the number of books sent to other

| ‘libraries etc. ‘

(B) Reference Sectien

The next important section is the Refernce Section. If is verjf‘ Jdifficult to maintain statistics
of the Reference Section in a library following the open access systen. In the case of libraries
adopting closed acceés, we can prepare statistics on the hasis of the request slips given by readers.
However statistics relating to the reference service rendered can be maintained in the proforma
given below. T :

REFERENCE SERVICE STATISTICS

Date ............ Month ............ Year .....oo.ion..
Number of Readers Number of Enquiries Answered Number of
Directed Hnguiries Total

Short Rénge Long Range un-answered -




() Indexing, Absiracting and Documentation Services:

Proper statistics must be obtained o know the progress or rcg'ress of these services and their
impact on the readers. Indexing is & technique which is an essential tool for research purpose.
The periodicals received in (he library nust be scanned and an index be prepared for the use
of researchers. Important articles published in learned periodicals must be abstracted and made
available to the research scholars. The foliowing tabie reveals the number of periodicals indexed,
abstracted and documented. This shouid be prepared every week.

Pate ............ wenth ... L. Year ..., e

|
‘ Number of Numbcy of Number of
Subject f Perlodicals articles _ articles
: JJ indexed ahsiracted reproduced

400 .......

00 ...

600 ...

700 ...

800 ...,

900 .......

Total ...,

10.3.3 Miscellanicous Statistics

The library must know the number of its clientele or the total number of people served.
Thses figures can be obtained from the latest Census report. The figures giving the book fund,
periodicals fund etc. and total expenditure should e maintained properly (o assess accurately
the seivice rendered by the library.
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STATISTICS OF INCOME AND EXPENDITURE

Ttem Book Periodicais Staft . Others Total
Fund -~ Fund Tund
Income
. b
Expendituré
STAFF STATISTICS
Month ............ CYear coooeenons
Name of Number of Number of Amount spent ~ Amount saved
the Post Posts filled Posts lying on Salaries on Staff
- Vaccant : Salaries

.

These statistics of the various sections/departments yield important imformation regarding

the per capita amount spent on providing library services in an area.

Self-Check Exercise-1

What are the various sources of collecting library statistics?

Note: i) Write yousr answer in the space given below.

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

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

............................................................................................
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10.4 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 governing body to
measure the success of the library. To reduce the mass of information to a comparalile form
and to ensure objectivity’ we need the help of Statistics. Statistics is meant to bring out facts
in an objective and unbiased manner. The uitimate aim of statistical returns is the control of
current services and their evaluation. Stafistics help us in assesihg the progress of the [ihrary at
a given time through a comparisan of the figurcs of the past services with that of the present,
A comparison of the figures of « libraiy with those of other librarics of the region help us to
know if a parricular library is run on more efficient lines than others.

Statistics serves the following purposes in libraries:
(1) Tor 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 wili be heiptul to assess the extent of demand for a particular service/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 anthorities about the achrevements of the library.

On the other hand, statistics can also be misuscd. But misuse of statistics has to be avoided
as far as possible, )

Linzitations:
Statistics have certuin limitaiicns,

{1} Statistics are guantitative 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 library.
Self-Check Exercise-2
What is the purpose of library statistics 7

Note: i) Write your answer in the space gﬁfen below.,
i} Check your answer with the model answer given at the end of this urit,




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

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

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

10.5 METHODS OF PREESENTATION

Statistics can be presented in' a variety of forms such as tables, graphs, diagrams etc. The
forms to be used must be simple, clear and attractive. :

10.5.1 Tabular form

A table is the systematic organisation of statisticai data in columns and rows. -Rows. are
horizontal arrangements and columns are vertical arrangements. The table usually simplifies
the presentation and facilitates comparison of two or more data sCts. A table consists of the
following parts (1) Title (2) Sub-title, it 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. nofes apart from the above
mentioned parts. A title at- the top of the table psually answers the guestion like what, where
and when. Some times it even answers how the data arve dassified. The stub consists of a stub
head and the stub entries. The captiort labels the data found in the column of the table. The
body contains the data. A head note is a statement (below the title) which ciarifies 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 '

Tables reveal patterns within the figures which can not be seen when information is presented

in narrative form. It also. facilitates the summarization of figures. Tables are by nature (wo

- dimensional, for instance, if the users of an academic libréry have to be classified by sex and age,
the table may be cons\tructed as follows;




Tabie 1.1: DIFFERENT AGE GROUP OF STUDENTS, SEX WISE,
USING THE COLLEGE LIBRARY Two Factor Table

e |

i Age group of students

Sex of
Students

The fellowing is the model of a throe facior table:

Table 1.2: PIFFERENT AGE GROUP OF STUDENTS, USING THE COLLEGE
LIBRARY, FACULTY WISE AND SEX WISE

Faculty & r
Sex of

Students

i

|

ARTS
Male
female

SCIENCE |
Maie [
L Femaie |
| COMMECRCE

Male
Female

Like-wise any number of variables may be adepted to represent the facts or data in a table.

18.5.2 Graphical presentation

The objective of presenting data in graphical form s to summarise clearly the facts and -
ferences 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 secvices. The graphical presentation of data can alsc be vsed to evaluate scrvices
and functions of libraries by comparing the individual operations over defined perinds. There
are several varicties of graphical presentation such as pic 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 1o give precise information. It js hardly possible to construct a graph
without constructing a table,

(i} Pie Chart:

A Pie Chart is one of the most common diagrams used for the presentation of a set of data,
It essentially partitions a population or 4 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
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than the number of measures in each category. or group. Each pic in the chart is displayed
either in ascending or descending order of size. It is helpful and most copvenient if one tries to
summarise the data inte & minimum number of categories since {00 many categories make the
pie chart difficult to interpret,

Figure 2.1 is an example of a Pie Chart for the data shown in Table 1.2.

Table 1.3 CATEGORYWISE DISTRlBUTION. OF M.EMBERS OF UNIVERSITY L1-
BRARY DURING THE ACADEMIC YEAR ... '

R
Number of Members

-

[
Membeis ‘ Percentage Degrees

Categories

1. Students . ‘
{(a) M.A, M.Com etc. 1527 37 *133
(b) B.Tech. & M.Tech - 800 19 69
2. Research Scholars 712 17 61
(PhD. & M.Phil)
3. Teaching Staff 366 ' 9 32
4, Non-Teaching Staft G690 1o 58
5. Deposit Borrowers 2 7
N ) e
Total 100 360
. e ——_— —

S TUDENTS
BTECH & (1g9%%.)
MIECH.

Scale 3.6° = 1% of the members

Figures 2.1 A Pie Chart: Category wise distribution of Library members.
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if) Bar Chart

A bar chart is a graph that consists of a number of bars of equal width arranged vertically
or horizontally. The length of each bar varies with the magnitude of data coliected over a period
of time or space. Figures 2.2 and 2.3 are cxamples of bar charts (for the data shown in tables 1.4
and 1.5). Single bar chart consists of a number of single bars cach Iepresenting some variable,
One can use a group of doubie bars to compare the magnitude of one variable with another.
Figure 2.4 is an example of dosble bar based on the data given in Table 1.6 The double bar
usually has no gap between the two bars; but between each greup of bars, there should be a gap.

| Table: 14
NUMBER OF MEMBERS ON ROLLS, CATEGORY WISE IN .. UNIVERSITY
| LIBRARY DURING THE YEAR 1982-83

Serial - Category Number of
Number Members
1. (a) Students 1859
: (M.A,, M.Sc., M.Com) :
(b Students V)
(B.Tech. & M.Tech)) '
2. : Research  Scholars 811
3, Teaching  Staff , 369
4. - _ Non-Teaching Staft 727
- 5. : Deposit borrowers 111
STUDENTS -
2000-1(MA . M.5¢. & M.Corn)
1800 -~
1600
g 14090 -
m
E 1200 .
RESE
u toco-1 | STUDENTS scgofgg ‘ NON-TEACHING
gool || GEae
? 600 | .| TEACHING
é STAFF
400 DEPOSIT
BORROWERS
200-)

SCALE 1CM. = 200 MEMBERS

Scale 1Cm = 200 members.
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_ Table: 1.5 ' :
NUMBER OF MEMBERS ENROLLED _'IN .. UNIVERSITY
LIBRARY DURING THE YEARS 1977-78 TO 1982-83
Serial | Year Number of
~ Number ' Members
I 1. 1977-78 3669
2. 1978-79 3606
3, 197980 L4049
4. 1980-81 ' 4209
5. : o 1981-82 . 4160
6. ' 1982-83 4609
%
5000 _
198243
4300y 197980 1980-B1  op; g)
40004 '377-78 1959 g '
w 35004
5
2 3000-
il
; 25004
« 2000
T 15007
= .
Z 10004
500
9

SCALE VERTICLE AXIS 1CM = 500 ME’MBERS

Figure Bar Chart-Number of membe'rs enrolled in University
Library during the years 1978-79 to 1982-83.

‘Component Bar Chart:

- To compare over 4 period of time the changes that have taken place in the parts of a total,
the data can be presented in component-part bars. For proper display different colours or shades
can be used for the components in the bar for differentiation.

iy,
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‘ Table 1.6:
NUMBER OF MEMBERS ENROLLED IN .. UNIVERSITY LIBRARY-
' CATEGORY WISE DURING THE YEAR 197778 TO 1982-83
Category of members 1977-78 19-?8-79 1979-80 | 1980-81 | 1981-82 | 1982-83 .
1. Students : 1545 1498 1500 1563 1527 1859
(M.A., M.Com., M.Sc) | |
| 2. Students | 632 700 908 845 800 732
(B.Tech & M.Tech) '
i 3. Research Scholars 517 385 55 638 712 811
' 4. Teaching Staff _ 296 312 354 386 - 360 369
5. Non-Teaching Staff 604 641 Go8 | 683 690 727 .
0. Deposit borrowers 75 70 68 94 85 111
‘_ | Total - 3669 | 3606 | 4049 | 4202 | 4160 | 4609
5.000;1
4500-4 R
4000+ 4 b L ’
¥ S oE b Rl //' e
E_ 3500~ o N = & b ggnpgggens
g s U777 NON-TEACHING
Lol O e I @B
& 7596 M o min Earee
€ 2000~
§ a0 M s
o0 STUDENTS" _
: {B:Tech & M.Tech)
S00-= STUDENTS
. . R {M-AM.ComE
: ——— M.5c.)
13681-82 1982-83

817-18

197879 1979-80  1980-81

" SCALE IN VERTICAL AXIS 1Cm =500 MEMBERS.

Figlife 2.4 A Component-bar Chart - Distribution of different.

Categories of members enrolled in ...

the year 1977-78 to-1982-83.

University Library during

Thus the most symbolic and appealing method of presentation of statistics should be used
to make the library users benefit from the performance of the llbrdry cither durmg a gwen period

of different periods

Self-Check Exercise-3.

List various methods of preseriting the ﬁbrary statistics ?
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Note: 1) Write your answer in the space given betow. "
if) Check your answer with the model answer given at the end of this unit.

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

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

R N L T R R R LI A N L e N

10.6 SUMMING UP

Statistics serve a useful purpose. Statistics are useful in planning a library and its services.
Statistics are numerical statements of facts. The qualitative aspects like inielligence, reading
tastes cannot be directly studied. In the absence of other reliable methods best tise of Statistics
should be made with propér precautions. Statistics are true.only on an average. The conclusions
‘obtained statistically are not universally true. Statistics provide a chance to minimise the collected
data. If statistical conciusions are based on incomplete information, it will lead to fallacious
conclusions. It is possible that statistical data can be manipulated in such a way s as to establish
the foregone conclusions. Hence statistical data should always be considered in the light of
background information to avoid wrong conclusions.

10.7 MODEL ANSWERS OF SELF-CHECK EXERCISES

1} The library statistics are _cOllccted from the foliowing departments of a library:
i) Processiig department (Acquisition, Technical and Periodicals Sections)
ii) Service department {Circulation, Reference and Documentation Sections)

2) ‘The library statistics are helpful for the measurement, evaluation and control of library work
and services. Statistics help in assessing the progréss of the lihrary at a given time through a
comparison of figures of the past services with that of the prescrit. 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

“ii) Graphical form (Pie chart, Bar chart, Component Bar chart, etc)

10.8 ASSIGNMENT

{1} State the need for maintenance of Library Statistics in a library and their usefulness.

{2} Explain the purpose of Library Statistics and various methods of presentation of Library
Statistics.
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UNIT-11 : PREPARATION OF ANNUAL REPORT
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11.0 AIMS AND OBJECTIVES

This unit aims to explain the meaning, need ‘and purpose and features of library Annual
Report. In addition it also aims to provide a draft annual report, '

" After studying this unit-you should be able to
- e.xﬁlain'the meaning, need and purpose of .thc annual report.
- describe the features afld'fifzi'm of annual report
- list the contents that go jntlo the annual report,

- drafi an annual report for your library.

11.1 INTRODUCTION

An Annual 'chmt is a public docurment which accounts for the work done in the library
' durmg the past twelve months. The Annual Report summarises the activities and achievements
of the various departments of the library. Itisa record which a responsible admlmbtmtor submits
to his superior officer.

] 1t 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 variou\s departments in the
previous year. Report covers the period from 1st July to 30th June of the succecding vear.




11.2 NEED AND PURPGSE OF ANNUAL REPORT

11.2.1 Need for Annual Report

~ As in_other orgamsatmm a librarian is expectf:d to kecp his superiors informed about

the achievements, shortcomings and ploblems of the library with suggestions for 1mprovemem

This is done by reporting. Through Annual Report based on data colected from the different

sections of the library, the librarian is able to reveal fhie condition of the library. The information

contained in these rcports provides evidendce for determining the effeciency of the library. Thus

- Annual Report is an account of the activities of the library for justification of the expenditure
incurred over it's maintenance. :

In the case of a Unwersﬁy llbrary, the libr. rarian makes use of the Annual Report as 4 means
of reporting of the activities and : services of his library to the University authorities to Justlfy the
armount spent on his library. Smn"ir[y, a librarian of a public library is answerable to the public
who financed the [ibrary through the payment of Iibrafy cess. A librarian of the special library
is also expected to justify to it’s parent organisation the financial assistance received over the
maintenance of his library. Hence an annual report is necessary for reporting the activities as of
a library to the superiors to justify the fianacial support received for its maintenance.

11.2.2 Purpose of Annual Report

An official stock-taking device, the annual report is-a record which the responsible admin-
1strator submits to his authorities. The Annual_Report serves the following purposes.

1) Library is a social institution meant for public service. Tt s tmdn(:la]ly supported bv
public funds and thercfore an Annual Report will be helpful for reporting the performance of
the library to justify the expenditure-involved in running the hbrary

2) 1t keeps the authontxes 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.

3) The Annual Report is also being used as a part of publicity media in order to attract
the large nuriber of readers to the [1brdry It 1s used as a tool to give publicity for the services
provided by the library.

. 4) Tt cnables the librarian to assess the pcrformdnce of the library and to estimate the future
financial requirements.

S) It sew‘es as an important instrument in Iihrary’s public refations in educating the nop-users
about the services offered by the llbrary for the mtellectua [ advancement of the community.

6} By a c’ompar_atwc: study of Annual Reports of previous years, the librarian can know the
achievements and shortcomings of the services of the library together with the reasons there of
which will enable him to-rectify the defects as far as possible.

7} An Annual Report which gbntains an account of the apnuat financial condition of the
library4n relation to the services and need for their im provement will help the librarian to assess
the actual needs and also to find out ways and means to procure more Funds

8) By a study of hc staff position in refation to the services presently rendered and to be
- rendered according to nationat standards of efficiency, the librarian can ask for more staff or
the retrenchment of the staff as may be the case. The library statistics of various departments




will be helpiui in this respect.

9) Annual Report serves as effective method of educating the faculty, the citizens, patrons
and the authorities as to the work and needs of the hibrary. In other words, the Annual Report,
as an official document is used as an instrument of telling people just what the library has done

is doing and plans to do.

10 A well prepared and published Report inteligently distributed to an 1mp0rtant group of

individuals will enfist support for library development and encourage gifts.
Self-Check Exercise-1

What is the purpose of an annual repost in libraries ?

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.

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

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

11.3 ANNUAL REPORT - FEATURES, FORM AND CONTENTS

11.3.1 Features of Annual Report

The Annual Report being a public document, should be written in an interesting form. The
figures should be minimised and it is desirable to present them in tabular form. The Annual
Report should be brief, clear and presented in the Janguage easily understandable to the users.

11.3.2 Form of the report

The Annual Rpport prepared on the basis of data collected from different sections of the
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 attract the attention
of the readers. The presentation of the Report should be very pieasing 1t should be printed on
good quality paper with well’ designed covers and circulated ona w1de SC ale for maxinmum publicity.
In view of the high cost of printing and postage, llbranee are Drmcrmg out abridged versions of
the Annual Report for cnculatlon to-Giler institutions to convey information. Circulation to
othcr institutions: dssomated widh it is a kind of extension service. In India, the Annual Report
_of the library is incorporated i the Annual Report of the parent ins titnitions.
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11.3.3 Content of the Report

The Annual Report should have an introduction giving information about the name of the
library, type (nature) of the library, date of establishment, working hours, the holidays observed
by the library, summary of important achievements of the preceding year and future plans of
development. The majority of fibraries publish their Annual I Reports in two parts: 1) Report
on the work of the library relatively informal and designed to be read through 2} A statistical
summary in a prescribed standardised form containing details mostly jn the form of tables and
graphs per.tajn'ing to books and non-book materials, services, clientele, staff, finance etc.

The second important feature of a Report is it's contents, A report can be divided into the
followmg main head: 1) Clientle, 2) Book Stock, 3) Technicle services, 4) Public Services, 5)
Fmance and 6) Miscellaneous. '

i) Clientele:

The information an Clientelc is the basic issue of the popularity of the library. The number
of registered readers is to be clearly furnished aleng with statisticcs showing percentage of readers
when compared to population. The comparison of the actual and potential readership will reveal
the extent of usscfullness of the library. The number of members along with different categories
{Adult, children, blind etc in the case of Public library; Teacher, Non-Teacher, Research scholar,
student etc. in the case of University library at the beginning and at the end of the year shiould be
tfurnished. Further the rise or fall in the membership should be indicated with reasons therefor.
Thus the Circulation Statistics vﬁ'l] enable the {ibrariin to judge the usefulness of the lihrary and

to take nccessary steps to provide reading materials suitable to their tastes.
if) Book Stock (library Collection):

Books and Non-book materials like microfilms, grwnophm_le records etc, i the 'possession
of the library is the second important factor without wh h the library can not exist. To extract
more persons o become regular members of the lfbrai'_y, ‘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 fo scrve the diverse needs of the community of readers. The report should contain

“subject- wise break-up of the ﬁ11m17er of books at the Leginning and at the end of year and
additions dmmg the ycar. The report should also contain the number of currcnt periodicals
subscribed to and also-the details of non-books materials acquired.

- iii) Technical Services:

Technical services include acccssioning, classiﬂcatio_n, catalouging and documentation. These
services are provided by qualified professional staff. These services are the back bone of library.
These services bring a helpfui order amongst all spheres of library activities (o promote the use
of books by the large number of readers. The annual report must depict the impact of these
technical services on the library service as a whole. The Report must show whether the staff
provided in the technical section is adequate and fully qualitied in accordance with the accepted
norms. The Report should contain the number of books classificd and catalogued and also

different types of technical services provided by the library.




iv) Public Services:

" The public services are those which are rendered by the staff members to the readers directly.
These services relate to the provision of lchding of books for outside use, arrangements made for
home delivery of books tiirough post and mobile library service (library on wheels) and helping
rcaders through Reference service and Reader’s Advisory service, An annual report should
sincerely evaluate these services and report the shortcomings in the operation of these services.’
'The practical suggestions should be 'given to rectify the defects. '

Reader’s Advisory service including Reference service is the mosi suitable agency to interpret
the reading materials of the library. The efficiency of a fibrary depends upon the service rendered
by this wing of the library to the users. *

Due to publication cxplosioﬁ, a library must try to adopt the iatest stechniques such as
Tndexing, Abstracating and Doéumentation to meet the actual needs of the users if necessary.
These facts must be brought forth in the Annual Report (o convince the authorities to finane for -
the adoption of atest technigues. Tnc'Réport should contain 4 statistical statement dealing with
the number of books, lent, consuited and books got on inter-library ioan. Reference enguiries
answered and unaswered, the types of services rendered to the blind and handicapped which witl
enable the librarian to take necessary steps for the improvement of the services of the library.

v) Finance

The efficient 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
grewing organism”. 1t indicates the continuous growth in librasy collection with additions every
year necessiating the proportionate increase in library staff. To keep pace with the ever increasing
demands of library clientele it is cssential to assess the financial needs periodicaily and to provide
adequate finance to meet the anficipated expenditure. The annual Report must. indicate the
. actual financial condition of the library o enable the librarian to request for allocation of more
money in the next budget if the present budget allocation Is not suficicnt. Sources of income
from library cess, library fees, fines, grants from the Managemenl, State Government; University

Crrants Commission, and donations have to be mentioned in the Annual Report.
Similarly the expenditure on the items vizZ.

(1) Books and Non-Book Materials.- (2) Salaries of Staff. (3) Library fittings and tuzniture.
(4) Book Binding (5) Printing Stationery and contingences (6) Maintenance of Buildings ete.
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 followoed to
know the cost of purchase of books, cost involved over salaries of staff etc. A statcment showing
the cost of various items must be given in order to fix an.average pcrcentage of expenditure to
be spent on books periodiczls binding répairs etc.
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T

Stafft

The Annual Report shouid show the number of statf members, ¢
libzary Staff should be indicated. The Staff formuls should

adrewise. Any change in
! be kept in mind while reviewing the
staff-position. The qualified staff must be prowdcd for efficient service in accordance with the

staff formula of Dr. S.R. Ranganathan. Promotions of staif and their parcticipation in conlerences,
national and international, shouid be mentioned in the Annual Report.

Miscellaneous:

The Annual Report should include other matters such as binding equipment, Stock verifi-
cation ete. The activitics like extension lectures, film shows, mobile library service etc. must be
given due publicity. The services rendered by the library through inter-library co- operation must
be made known to the feaderb and the authorities. In short the Annual Report should bring

ouf clearly the achievements and short- -comings ot a library. The Report must be symbolic in
suggesting certain remedies.

Self-Check Exercise-2
List the contents that go into the library annual report.

Note: i) Write your answer in the space given below,

i) Check your answer with the modét-answer given at the end of this unit,

114 COMPILATION OF AN ANNUAL REPORT

The period of the Report may either be the Calendar yeuar or the Financial year of the
period covering 1st July to 30(h June of the tollowing year as may be the practice with the parent
body,

The following procedure is followed to bring out the Annual Report in time. The labrarian

should carefully decide the kind of Annual Report that should 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 tor the prepm.mon 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 year'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
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report besides containing the factual data in tabular form about services performed by each
.sccuon of the library shouid 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 hbratjan for his approval. The changes suggested by the librarian
will be incorporatied in the Report. Finally several copies of the Report will be printed for
wide circuiation. The Report should be readable, clear in thinking and casy o understand. In
the light of the comments by the library authorities action shouid be taken to improve library

services.

11.5 DRAFT ANNUAL REPORT

DRAFT ANNUAL REPORT
For the year ......... s
A. General

1. Name of library ............
2. Nature of the library ............ ...

3. Date of establishment ...................

4. Area/population served ..o Rurai/Urbaﬁ..
5. Working hours: ............

6. Number of days closed in the year ... ot
. Clientele

1. Total Number of Members .. ooveeereeroirannns

Toobemule Lo

4. Children ..., i

5. Total number of active members ..o

6. Number of new members enrolied during the period ..., e
7. Numiber of memberss withdrawn during the period ............
8. Condition of membership ... .I ............... |

9. Ratio of members to the total population ................. ..

C. Book Stock

1. Total number of valumes at the beginning
of the year. '

2. Number of volumes added during L'he'year.
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6.

o]

—

A R

Number of volumes withdrawn during the
year,
Total number of volumes at the_close of

the year,

Total number of current periodicals sub-
scribed,

Total number of volumes in Stock per head
of population,

Technical Services
Whether the book stock is Classified or not ........
Classification scheme inuse ......... . Dewey/ Colom/ Others.
Catalogue code inuse ....... .. .. Dictionary/ Classified/ Others
Physical form of the Catalogue (a) Card/Book/Shelf, (b} Manuscript/Typed/Printed.
Numbeer of books Classified and Catalogued during the pcn‘od..
Stafr

1. Total number of employees .......... ... .. ...
2. Professional
3. Semi-professional

4, Others

%, (I; Public Services

Issue system in voguee .. ..., " Newark/ Browne/ Others
Total number of books issued and returned during the year.
Average number of books issued during the year,

Number of boaks issued Subject wise ......... ...

Total number of users of Library during_the vear.

Average number of readers using library daily.
g

{11} Reference Section

1

&

Total number of Reference Volumes in Stock oo
General ................ ... Subject ...

Number of books consulted daily ..o
Mumber of encuiries received dady ... . ..., e

Total nomber of readers who used the

Reference section during the period.




5. Type of enguiries received for answering.

(a) Fact finding
(b} Dircctory

(c) Dictionary

{d) Research Type

(L1 Tndexing, Abstracting and Documentation
1. Number of indexes made ............
2. Number of indexes used .............

3. Number of periodical articles abstracted .............

4. Number of periodical articles documented .............
(V) Mobile iibrary Service
1, Number of Villages/Deposit centers/Stations visited.

2. Number of average working hours pre week ...

1. Number of books issucd and returned during the period ............
(. Finance
a. Income (Receipts)

1. Library Cess ............
State Government/U.G.C. Grants ............

. Endowmments ... .

. Library fees, Fines ......... .
5. 0thers ... oL
b. Expenditure (charges) Recurring

1. Books and back volumes of periodicals ............oovus
2. Current periodiﬁals e

3. Staff Salariés ............

4, Binding ............

5. Printing and Staﬂonery ............

6. Equipment and Furnitures ... .......

7. Contingencies ............ :

8. Other Services (Reprographic mabile services etc) ............ _
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Non-Recurring
1. Construction of library building/Extension wing ......... .
‘2. Building Repairs ... ... |
3. Total (1+2) .........._

H. Cost-Acwur_lting

1. Cost of service per book

2. Cost of service per reader.
3. Budgit provision pe'r reader
L. Miscellaneous

L General condition of the library
2. New services rendered

Extra-mural activities

4. Inter-library cooperation

3. Publiccations, if any

0. Any other suggestions

Date ................ .. Signature of the librarian -

11.6 SUMMING Up

An Annual Report is g type of reporting by the librarian to the higher authorities. This
serves a useful purpose. A report prepared on the basis of statistical data should be abjective.
It should mention the shortcomings in the library and the steps héce’ssary tor streamling the
administration and improvlng the library service. Such g Report will also help in evaluating and
Jjudging the progress of the library and m'preparing the budget estimates for the next financial
year.

The Draft Annual Report furnished Section 11.5 may be adopted by libraries with certain
modifications, if necessary. '

11.7 MODEL ANSWERS TO SELF-CHECK EXERCISES

1} The purpose of preparing the annual report in a iibrary is to inform the administrators
of the library as well as the public about the achievements, shortcomings and probicins of the -
library. The annual Teport gives an account of the activities of the library and justifies the
expenditure it incurs. |

2) The contents of an annual report include: i) clientele, ii) 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.




11.8 ASSIGNMENT

1} What is an Annual Repert 9 Explain its usefullness.

2) What are the Contents of the Annual Report? Explain.
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TION DEVELOPMENT

BLOCK - IV : COLLEC

The block introduces you to the methods of developing a balanced library collection, There
are six units (Unit nos. 12 to 17) in (his block,

The first unit of this block deals with Book selection prineiples, theories and pracedures.
It discusses various issues and factors in book selection policy for every library. The book
selectoion principles/ theories propounded by Drury, Dewey and McColvin and the implications
of Ranganatltan’s five laws in book selection have been explained.

The unit on ‘Book selection *ools’ provides various sources available for selecting Dooks
and non-beok materials in differan; types of libracies.

The third unit deals with #hrary acquisition policies and procedures. 1t stresses the need
for following the criteria such as permanent or termporary value, accurate information, au-
thoritativeness, clear presentidion and readabitity and social- significance before acquiring the
decuments.

The fourth unit ‘Boolk publishing and book trade with special reference to India’ focusses
on publishing and distribution of books in 1ndia. "

Physical and technical precessing of books in librarics has heen explained in Unit-16. The
processes carried in acquisition, seiection, ordering, aceessioning, checking and passing of bills,
preparation of book for use, eic have also been dealt.

The st unit of this Dlock deals with Serials contro! and numagement.  Selection and
subscription of periodicals, especially the problems involved in stbseribing 1o foreign Tournils
have been expliined.
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UNIT-12: BOOK SELECTION PRINCIPLES -THEORIES
AND PROCEDURES

Contents

12.0  Aims and Objectives
12.%  Introduction
122  Book Selection - Need and Purpose
123  Boak Selection Policy
12.3.1 Basic fssues
12.32  Factors governing Book Selection Policy
12.4  Principles of Book Selection - General
12.4.1 Library Users

12.4.2 Completeness, Proportion and Bulance
1243 Demand
12.44  Groups and Speeial Individuals
12.45 Standards of sefeetion |
12.4.6 Controversial Issues
12.4.7 Non-book Matevials
12.4.8 Relationship with other librarics
12.5  Principles propounded by Library Scientists
12.5.1  Drury's Principles
12.5.2° Dewey's Principles
12.53 McColvin’s Principles
1254 Ranganathan’s Principles
126 User’s Stiudies |
127 Application 6'E Principles "o ifferent Libranes
12,73 Public Library
12.7.2  Academic Libray
12.7.3 Special Library
12.7.4 Children’s Library
12.7.5 Hospital Library
12.4 DBook Selection procedures
125 - Summing Up
12.10 Model Answers to Self-Check Exercises |
12,11 Assignment-

12.12 Reconmmended Books
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12.0 AIMS AND ORBJECTIVES

This Unit aims to Jmmduce you various principles of book. sclecnon and the factors that
1n‘h1cnce the book seleetlon policy m different types of libraries. '

After studying th]S uilif, you should be in p051t10n to
- explam the n_ced and purpose of book selection,
. 'discuss the fuctors and issues involved in framing book selection policy of af library;

- de%mbc the prmc;ples of book selection in general as well as those propounded by“library
scientists;

- apply book selection principles in different types of libraries,”

‘ 12.1 INTRODUCTION

Book selection means choosing books for a library. It is the process of choosmg, boaks dncl
‘ other reading materials for a library according to established principles.

A library’s collection consists of various fypes of documents. These documents may be

categorised according to their physical form or thought content. Book and non-book materials,

| (hke microforms, audio-Visuals, reports, patents, standards, trade literature, photographs, maps,

‘ and atleses form a worthwhile collection and librarians ought to know about their char acteristics

and use in librarics bewfore selecting them. The need for primary, secondaiy and tertiary.

literature depends on the type of the library and selection of these sources involves careful
scrutmy

Book selection is the choice of library m’lteudls to catu to the needs, 1equnum:nts and
demands of the dlientele of the library. Boogk selection s an important activity to meet the
information needs of a large number of library uscrs. Bmk selection requires critical judgement
and skill. Book selection is an active, complex and intellectual activity involving a wide spectrum
of principles and tools. Book selection Is regarded as a'fundamental function of the library as

~ the library is judged by the quality and suitability of its collection. Book selection is a deliberate
effort to restrict indiscriminate acquisition. The best book selection would ideally bring to the

. library the largest number and variety of materials useful to the clientele. Thus book selection
is the choice of materials to be added to the stock of the Iibr ary.

} - 122 BOOK SELECTION - NEED AND PURPOSE

Thousands of books are published cvery day. But not all books arc useful and upto the
standard. No llbrdry has-the funds to acquire, the personnct to process and space to shelve
everything that appears in print or-non-print. 1t is essential for the libraries to seiect the most
useful, suitable and standard bocks. Hence the selection and choice of tibrary materials becomes
necessary principally for two reasons, viz., Financial and Spatial (relating to space). The selcction

~of library materials is of primary importaﬁqe fo the library because the quality and suitahility
of library collection ensures the maximum use of books. According to K.W. Drury the tasks of
hook selection are “to choose and furnish the books which salisfy the demand made upon the
mstltutmn” :
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The primary function of the librarian is to start, bhuild up, develop and organise a collection
of library materials o achieve the objectives Qf the library concerned and to meet the nceds and
demands of the library clientele. This kind of hbrary service which brings together people and

books must be based on an intelligent book collection leading to the wise choice of books that
offers materials of knowledge to satisfy or stimulate individnal and collective intercsts.

Every library should observe the following pre-requisites for systematic development of its
collection:

i) Bvery library should have a statement of librasy philosophy and over-all objectives of the
individual library system for the formulation of book selection policy.
! 1)) The functions of the library determine the character of book sclection.
i) Materials should be selected, retained and discarded in the Jight of the stipulated objectives
of cach library.

12.3 BOOK SELECTION POLICY

1 building an effective collection'foralibrary, it is essential to frame 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) Bverylibraryshould have a written ststement of policy covering the selection and maintenance
of its collection of books and non-book materials;

i) The stipulated book selection policy for a library has to be adhered to until it is )roved
inadequate in practice and substituted by a new policy.

12.3.1 Basic Issues and Factors

Each type of library attracts a 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
al the right time the selector must have knowledge of the cxtent and character of the readers’
demands, and of books which meet them in terms of their value and variety. Thus the knowledge
of the readers, knowledge of books and administrative efficiency ensure efficient library service.

Survey of the community of clientele is necessary to assess the extent and character of their
needs. The community survey has to be supplcmcntcd by the study and comparison of various
records of library usc. The librarian should build- up and maintain a collection of materials
through wise selection bearing in mind the financial position and space available in the library.
Each type of library should formulate and develop a definite book selection policy comsistent
with its pre -determined objectives. The efficiency of the selection poticy is judged by the book
selection programme which jmplcm‘énts it.

The basic issues and factors in book selection are given below:
i) What (o select 7

The first primary factor involved in book selecton is the choice of books and the issue to
be considered in What to seleet? 1t jnvolves the nature, form and variety of materials to be
selected. The materials may include books, periodicals and non-book meterials. The selector
needs to have a professional knowledge of books and knowledge of the aids in-book sefection.
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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? 1t involves sympathetic view of the library’s clientele and 'théi_r interests
and preferences. A study of Ijbrary’s users through personal cc)htacts,_community.sil_rvcys and
.intefprctation and analysis of library records wil enable the selector to be acquainted with the
readers’ interests and demands. The demand must, however, be assessed and differentiated as
to value, volume and variety, '

iii} By Whom 2

This issue related ta the lIocation of responsibility for selection and expendifure of hook
funds. Tt also relates to the performance of actual sclection whether by a librarian assisted by
the library Etaiff, by the book selection committee or by the members of the faculty or by a
combination of two or more of them. ‘

Roughly speaking, in a pl:bllic library book selection should be vested to the library staff
who alone can have thé expericnce necessary to assess 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 cansultation with the heads of the departments. In an
academic library, however, book selection should be the joint responsibility of the library staff
and the teaching staff.

iv) For What Purpose ?

This issue involves the relation of book selecton and the collection which result from it to
the objective and functions of the library. Bach type of library must decide on'its objectives
and the question of inclusiveness of its collection. Based on these decisions the boak selection
policy is to be formulated in written form and got approved by the library authority. This is
to be followed by a programme of book selection. Far a public library the aim of which i8"to
cducate and raise the cultural and intellectual level of the reading public, book selection must
be made an a fairly comprehensive basis for providing information, recreation, inspiration and
knowledge as well as guidance in daily life and in cooperative existence. For a university library,
the issue involves the determinaiion of the programme for teaching and research in various fields
of learning,

v} How 2

The issue of book selection involves the method by which the selection is carried out,
Examination of the book itself and book evaluation in relation to readers’ requirements are
central to book selection, :

Self-Check Exercise-1

What are the basic issues and factors that are to be considered in framing the book selection
policy ?

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




12.3.2 Factors governing Book Selection Policy

The resources of the library are to be considered in the mater of book selection, The
resources that affect the sclection and purchéée of beoks in a lil)rary" are - 1) Book resources:
holdings in the library concerned; ii) Fund resources: funds availabie for the purchase of books;
iii) Human resources: the staff assistance at the disposal of the selector for chocsing tiies,
building up and strengthening the collections and helpmﬁ the fuli use of the books on hand; and
iv) outside resources: such of those books which are available through inter- hbrcny lean frem
other libraries or accessible in n(,dr-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 presnt collection in any ared will prompt the selector to make it as,
comorehensive as possible. Similacly, the weakness of the collection in any area will make him |
build up the collection by filling up the gaps thrc jugh wise selection. The ook selector may also
avoid unnecessary duplication of the infrequently used items in case they are availabie from the
collection of other libraries under inter-library loan programme. '

{i} Human Resources:

Book sclection will not be effective if the libraw‘ has not competent and sufficient staff to
assist in the selection and also to process the new acquisitions in time. The staff also should be
properly equipped with the knowledge of books and subjects for eifective selection of books.

iif) Fund Resources:

The important factor inthe matter of book selection is finance. The selection and acquisiten
of books are based on the alloted amount for the purchasc 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 selector should maintain @ record of receipt of book- grant and
expenditure incurred on book purchase periodically. The ultimate aim of book selection is to
‘make the moét effective use of the alloted fund. However, certain Jimitations necd to be imposed
in using the alloted fund. '

The readmg of reviews is the maost effective and quickest aid to selection of books, since
the reviews give advance information coverning the merits and demerits of books pubhshed

_ The growth of the library play an important part in book selection, _]Book sclection should
be based on the strength of the staff and availability of space and equipment. Book seicction
helps the library to grow. Non-conventional materials like microforms are hetpful in providing
adequate information to the rcaders and aCLupy less space than other forms.

- 12.4 PRINCIPLES OF BOOK SELECTION

The following are the generai principles of bodk selection followed in the lib'rari'es:"

i) Select the right book for the library readers




it} Sce that no race, nationaly, culture, prefession, trade or local customs is overlooked

1i1) Every library collection sl nuld be built according to a definite plan and on a broad general
foundation, '

A part from them, there are principles of book selecton followed in different fypes of libraries
under different conditions. They are to be followed with regard fo '

| i) Library users, ii) Library collection, iii} Dermand, ) Groups and special individuals, v)
‘ Standards of selection, vi) Controversial issues, vii) Non-book materials, and viii) Relationship
with other libraries.

12.4.1 Library usgrs - Actual and potential
‘ The following book selection principles are used in the context of actual and potentiul users:

i) THe principal purpose of book selection is to provide the right book for the right reader at
the right time (Diury) '

it) The best reading for the lergest number at the least cost (Dewey)
iii) The tirst step in book selcetion should be to ascertain the reading interests of the readers
v} Book selection must be in relation fo the necds of the community which the fibrary serves

v) It should provide for both actual and potential users, satisfy the formers genera! and specific
demand as far as possible, and anticipate the demar'éis which might or should come from
the {atter (Drury)

12.4.2 Library collection - Completeness, proportion and balance

The following book selection principles are applied with regard to library collection:

i) The tibrary should not sirive for completeness in sets, and series unless it is convinced that
o ,
1t 1s necessary for real usefulnss {Dnury)

it) It should get what ifs readrs need, and want or can be made to want.

ili) Every library should be buii up according to a definite plan, [t'dev-:lopmcnr must he flexible.
- The library coliection mut be balanced and comprehensive so as to meer the different needs
of its readers, '

| 12.4.3 Demand - Actual and anticipated

The following book selection principles are followed in the case of actual and anticipated
demand from the library users:

i) Demand is a large go\«;erning factor in selection (Drury}
if) Representation must be comprehensive of and in proportion to demand and not subject.

iif) The quality of meterials must be related to the other two basic standards of selection,
purpase and need.

iv) The library should provide for actual demand and anticipate any reasonable demand which )
may be made upon its resources
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v) Variety of demand ariscs from the complexiety of human nature and ability represented in
the commumty and from the several different aspects of any subject (Drory).

‘ vi) The library shoul(-_l study its commu_rmy and compare its needs with. its demands

, vii) The library should sclect a m_edibcrc book that will be read in preference to a superior book
‘ ' that will not be read (Drury) '

- 7iti) The library should duplicate the best rather than acquire many.

‘ ix) The library should select some books of permanent vaiue regardless of whether or not they
will be much used. _ : \

12.4.4 Groups and special individuals \

The following principles of book selection are applied to groups and special individuals:

i) No one group should be served at the expense of the other - - ’ _
ii) The library should be willing to buy, as far as funds permit, the works asked for by spemahs?s‘
and community Jeaders (Drury)

ii) The library should select seme books to mect the needs of only a few persons if the society
at large will be benefited by such selection.

12.4.5 Sténdards’ of Selection '.
The follovﬁng p'rjncipl.cs are appﬁ\ed while applying the standards of selection:.
)] Metéria]s acquired should meet the high standards of quality in content, expression an
format : : '
ii} Books selected must be based on an established set of standards whether written or unwritten.

iiiy The library should select books that represent any endeavour of human development

iv) Factors such as factual accuracy, effective expressmn significance of subject, smcenty
responsidilify for opinion and such others must bc conaldercd and balanced one against
IR cmothu

’ v) _.;Thu llbrdry should secure dany book which it can bse to admnfaue for knowledge and
lnformatmn for power and 1n%p1rat10n for amuscment or remeatmn e;ther now or in the ™
fu_t_:ure, .gDrury) '

vi) -Wi'fhin-;;,tandards of purpose and quality, collections should be huilt to meet the needs and
interests of people. &

vii) It should buy such volumes as are suitable for the library pﬁrpose in format as w=zil as in '
contents, being attractive, durable in binding, paper and printing (Drory).

12.4.6-Controversial issues
The following book gclectmn principies gu1de us in the eontext of controversial issues:

- )" The library collection should contain opposing views on controversial topics of mtereot to
the people.

i) No political or sectarian bias should influence the exclusion of good books
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iit} The library should not reject 4 pook because of the opinicn of a few nar'row—_minded people
who think it harmful or even bad. ' ‘ ' '

iv) The library should not intolerant of tiction, ifjt measures upto the standard, it has educational
as well as recreational valye {(Drury)

v) The library should make its collection of books on Jocal history as exténsive and usefu] as
possible, '

12.4.7 Non-Book materials
The following principles are useful in selecting non-book meterials:

i) Non-book materials should form an integral part of the collection depending upon their
availability and usefulness

i) Sclection of non-book and non-print materials should be done in accordance with the
standards and specifications recommended by the national standard institutions.

12.4.8 Relationship with other libraries

The following book selection principles guide us in developing| ibrary cailection in relationship
with other libraries: .

i) The character and emphasis of the public library collection should be influenced by the
existence of other library collections in the ares.

i) The library shouid not duplicate valuable books, it aviilable in ofher iibraries in the town
and are casily accessible to the public. ' )

ili} Extensive use of inter-library loan facilities can be availed of for books of limited usc.

v} The library should discard or refrain from adding books (other than clussics and standard
works) for which there is neitoer actual nor anticipated demand.

Self-check Exercise-2
What are the three basic principles of book selection?

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

12.5 PRINCIPLES/THEQGRIES PROPOUNDED BY LIBRARY SCIENTISTS

- Asscen above the book selection principles are broad and varied and we can easily understand
that they have becn developed threugh experience in library service over the decades by many.
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Now let us examine the prieciples/theories propounded by pionicers in the field of hibrary science
who laid down broad principles ot book selection.

12.5.1 - Prury’s principles

Francis PDrury in his book entitled Book Sefection (1930) advocated the following basic
principle:

“TG PROVIDE THE RIGHT BOOK TO THE RIGHT READER AT THE RIGLHT TIME”

Ta provide the right book to the reader in getting the right type of information by him
should be the sole aim and function of the library. This principle fall into three parts: (1)
knowledge of books and sources of information; (2) knowledge of the nesds and requirements
of the clientele; (3) Administrative efficiency in coupling these two. This means that knowledge
of books and of the needs of the readers is not enough to select bocks, since there sheuld also
be some efficient mechanism by which the library material can be made available at the service
point expeditiously. The crieteria for evaiuation of books are accuracy in the presentation of
facts and clear and systematic exposition of the subject.

Right Book is not necessarily 4 good book according to its aesthetic and moral value, but
any book can be a good book if it stimulates interest among the maximum number of readers.
In the narrow sense, a right book is one that meuans the informational needs or requirements of
a pa1‘lic111ar reader at the moment. So the library should select any beok which may be of use

to its clientele.

. Right Reader means different categories of readers according to their age, cducational level,
reading habits which a particular library has to serve.

Right Time méans the administrative efficiency of the library staff in procuring the book
demandcd by the reader with the least time involvement. Jt also tmplies that tibraries shoutd
select book-selfers who can suply 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 nceds and requirements by studying the community intcrests for selection of the right
book.

To serve the readers’ needs at the right time means to have a well balanced collection
of comprehensive and the latest reading materials which are to be procured according to' the
nresent and anticipated demands of the clientele. This is possible if the staff is efficient and
nrofesstonally trained having thorough knowledge of the resources of the library.

Drury suggested a number of guidélines for selectors, which may be summarised as follows:
estibiish suitable standards for judging all bocks;

strive to get the best on any subject, but do not hesitate to add a mediccre fitle that will be
rrad rather than a saperior title that will be unread '

- duplicate the best rather than acquiré the many

- discard or do not add titles for which there is no actual or anticipated demand - except for
classic and standard works;

- stock the classics and standard works in attractive editions

- select for possitive use - not just good books but ones that serve usetully
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- buy editions in bindings suitable for libracy use - circulnrion and borrowing
- know publishers, costs and values
- know authors and their works -if possible, develop a ranking system

- provide for both actual and potential users, Satisfy the-former’s general and specific demands
as far as possible; anticipate demands that might or should come from the latter

‘ - do not attempt to complete scts, series, or subject areas unless there is actual demand for
completeness . : , : , . _ |

12.5.2 Dewey’s principles ' ' _ ' L |

‘ Another importaﬁt book selection principte propounded by Melvil Dewey in eleven words _
reads as follows:

"THE BEST READING FOR THE LARGEST NUMBER AT THE LEAST COST” .

The theme of the principle is to procure good books for rendering satisfactory service to the
maximum number of readers within the available resources, There are three aspects on which
the book sclection depends: (1) Best readmg, (2) Largest number, (3) Least Cost.

Best reading

Books which always give muximum pleastre to the reader are supposed to be suitable for

. best reading. The term,best reading,” is a relative term. The best must be modificd with ‘for’,

! The best books for a defined purposc. The best books should have some pasitive use. Tt must be
best for something and be of some service, In choosing the best book, the book selector should
observe a balince between the utlitarian. principle expressed by the actual reading needs and the
interests of the library’s clientele and the humanist prmuplc ‘based on literary standards.

'lhe books which are known to be the best booLs in the tield of literature cannot be
considered to be the best books i 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 liter, 1y works are considered best books..
However, a book which is demanded most may be terme the ‘best book’, According to CA.
-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 are as many kinds of best

- books by one reader may not be the best in the oopinion of another.

. \ Charles A. Cutter while expressing his opinion dbOLIt best books put the following QUGSTIOI’ISI
viz, Best in what? . in style? in interest? In msrrucnvemss? Best for whom? For the people in
- general, for the college students or for the retired teacher As the librarian has to serve various.
categories of readers, the variety of materials have to be acquired the quality of which might vary
according to their. usefulness for one group or another. The bodk selector should be impartial
, and free from bias in-choosing the best books to give adequate representation to the scientific,
social -and intellectual forccs that are reshaping the modern world. The best books should be
up-to-date. =~ -

Largest Number

Books in' the [argest number can be purchased if they glve the best reading and if they
are in-the greatest demands. The main objectives of the library is to serve the l.;ugcst number
“of readers. Tn prowdmg books for the largest number of clients, the lbrary should consider,
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both actual and potential users, Unduly aggressive readers with peculiar demands should be. "
restrained but specialists and community lead~rs should be providéd with materials fo 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 sclection is to make the effective use of alloted book fund.
The budget of the library is always limited and never adequate to meet all the demands of the
readers. Every means should be employed to stretch adequate funds. Discounts, books, acquired
through gift and exchange save money for additional purchase. On the other hand adequate
‘hook 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-to-date.
Through library cooperation it may be possiblc to meet the reader’s demands by procuring the
required books from other libraries. Turther Inter-Library loan programme will hclp to avoid
the duplication of costly and rarely used reference books. -

12.5.3 McColvin’s Principles

Book Selection and the theory of quality of demand: Supply has to be considered in relation
to the demand. Standard thought contents and utility to the reader makes the book popular,
According to McColvin “Book Selection is based on the principle of Supply and Demand”
Demand refers to the kind of boaks which the users of a particular library need or may ask for.
Supply refers to types and varieties of reading titles and books from which the librarian _ma'kes
the selection. “Books are of no use or value unless théy are made serviceable by demand”.
Advocates of the Demand thcory are of the opinion that books should be sciected only on the
basis of the need expressed by the clientele. Tf demand theory is strictly foliowed, a library may
house a large coliection of worthless books. But a procurement of reading materials based o9
demand can be justified if looked at from the angle of reader’s demands.

Not only the demand of the readers but also other factors are to be considered while
sclecting 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 sefected irrespective

of the cxtent of the their use, Bvidently, some flexibility is essential for selecting books.

What is best versus what is demanded: Best books tend to have a lasting quality where as
those demanded tend to serve a temporary interest. The Demand theory of selection can always
be justified in terms of use but it should never be used to sacrifice the library’s literary standards.

Demand for books must be differentiated according to its vaiue, volime and variefy. These
three gualities are applied to assess the nature of demand. ‘Volume’ is the quantity of demand
and variety is the multiplicity of demand. Demands made upon books in the library are not of
equal measure and may vdry from one group to another. ' '

VALUE:- The quality of books depends upon their value to the re‘adf:r"s.' Subject books are
generally v;iluable books. Valuable beoks are sources of knowledge. Mass reading materials are

- of low standard and are meant for general reading and not for serious study.

The desire or need for book arises because it provides intellectual, spiritual on recreative.

stimulus. For the-evalution of the book, we'require a common standard to judge. The demand o
- is what th'e_ people Want. The derand and its proper evaluation standardise the quality which '
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is the aim of bogk selection.

The best course of demand theory is to select and purchase all the books demanded by )
the clientele withowut sub]cctmg them to any process of selection on differentiating among them.
Here comes a second factor for. differentiation, variety.

“VARIETY: Various interests, h:jbits and tastes would lead to varictics of demand. Varieties
of demand evolve due to the comlexity to human nature. In libraries many books on the same
subject fields by different authors are needed.

The way of approach of one reader to a subject may be different from that of another
reader due to educational and intcllectual differences among readers. So, in order to cater to )
the needs of different clients in the library, books on the same subject with different approaches |
and treatment are necessary. |

VOLUME: Volume of demand is generally estimated by the extent of hooks used. It is also
‘ assessed by notes, the number of times a particular title is issued to the readers and by examinning
whether the demcnd for it 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 cach library whether public, academic-or special, is to be examined
[ for the purpose of bock selection from the point of view of guality and quantity. Thus ali the
, three factors, Value, Volumc and Variety, of Demand theory have to be considered, related and
i balanced to make book selecnon into 4 useful process.

Lioner R McColvin outlined community demand as the basjs for book selectior in his
monograph entitled The theory of book selection for public libraries (1925). His premiscs may be
stated briefly as follows:

- Public libraries are estzblished in response to, and in anticipation 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 summerised as follows:

- the information should be as accurate as possible.

- the book should bc complete and properly balanc,cd w1th due regard being given to its
subject and mtended scope; '

- the currency of the infermation is frequently the determing factor;

- the writing style and treatment of the subject should be appropuale to the typc of demand
to be met.

Broadiy McColvin's princiles ate applicdible to any type of library not just to public libraries. '
12.5.4 Ranganathan’s Principles

Ranganathan was a great theoretician and a practioner, who c;buld apply scientific approach
to coliection development. His five taws of llbrary science are d]SO helpful in formulating the
prmcp!es of book selection. The flrst three laws underlie the Rabgdndthan s con(,cpt of how a.
tibrary collectmn should be built. ' ‘ :

The first law 'Books_ are for use"makcs the librares obligatory to s;:lcét.the hooks which are
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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 nced for keeping the user’s
requirements while sclecting books for a library. Tt further stresscs-that the language, subject
and style shouid be suitable to the level of the readers.

The third taw ‘Lvery book is reader’ suggests that every effort should be made to put to use
the collection to the readers. This also emphasises the need for selecting the books according
to users’ needs.

In a nutshell, utility should be the first consideration in book sclecton.
' © Self-Check Exercise-3

What are the two basic premises propounded by Lionel R McColvin with regard to the
hook selection ?

Note: 1) Wrife your answer in the space given below.
_ i) Compare your answer with the model answer given at the end of ths unit.

12.6 USERS’ STUDIES

As the preceding discusson suggest, user turns out to be the target of all activitics of the
library. Therefore, it becomes necessary to know about users in order to build up the library
collection which would meet their informational requirements.

Use of questonnaires, interview, and observation methods are the mosf common approaches
for conduction user studics.

User surveys arc usually undertaken to assess the informaton gathering habits of uscrs,
their approach to seek the use of documents, the extent of reliance of collection in librares, etc.
These studies help to understand users’ approach and in turn help the librarians to determine
the priorities and allocation of funds for coflection development.

12.7 APPLICATION OF BOOK SELECTON PRINCIPLES TO DIFFERENT
TYPES OF LIBRARIES

12.7.1 Public Library

Book selection is the proce:s of compromise. It means the rejection of many books for the
selection of a few books. The Public Library attempts to achive the (i) Educational, (2) Civic and
(3) Utilitarian aims. (1) The Public Library provides people with information and knowledge
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which, it is hopcd, will fead to wisdem and understanding (Educational aim). (2) The Public
Library offers the citizens of a <emocracy the means by which they can become informed and .
entightened citizens (Civic aim). (3) Apart from offering facilities for the individuals to become
enlightened citizens and educated persons, the public library shouid help the individuals to
improve their occupational abilities. (Utilitarian aim}, i.e, the library should help school children
to get better grades, to help the businessmen to make more money, ete,

Accordng to Thomas Brary, "Library is an open door through which people can participate
in all the accumulated wisdom of the race, “The promotion of reading has been advanced by the
public libraries since its inception,. :

‘ Public library - Book Seiecti(_m Policy :

‘ ' The Book Selection policy in a public library depends on its clietele. While the demands of

users are taken into consideration, the policy of collecting is influenced by other factors such as |
‘ the age of the library, its income, and its location. During 1914-1918 (The First World War),

five general principles were promat.ated. ' '

1. Book Selection should be of such mature that it can reflect the education, information,
aesthetic approciation, recreation and research. _

[' 2. Book Selection should airt at fulfilling the common need of the community,
3. The poliicy should be conceived as a living and changing organism.
‘4. The procedure should be carefully planned and organised in every public library.

5. Evaluation should be on the basis of services, qualifications and energy of the staff, public
relations programme, location and physical aspects 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 followng purposes to enable
the people to _ '

1. Contribute to the growth of knowleldge;'

2. Make much use of the leisure time;

3. Appreciate and enjoy work of art;

4. Devélop creative andN spiritual capacities;

5. Discharge p'olitic'all and social obligation;

0. Become better members of home and community;

7. Educate themselves continuously. | _
The public library should be free and open to all,

. Active Approach:- The public library shonid build up the collection of reading materials so
as to enable the people to make use of books of their choice, .

Passive Approach:- The public library should apart from books, add non-book materials
and audio-visual materals to attra:t others also who are not interested in readng books in order
to bring about an increase in the use of library collections.




The public library. should provide mdl\flduahsed service whereby each gets the precise thmg

which is best suited to his particular needs, to his ability, fo his interest and backround. The .

_public library with all its resources should meet the book needs of different types of users.
The following methods are followed for selection of boks in public libraries.

1. Through the personal seléction of key p;ofessionals;
2. By Committee of Members; |

3. By the Staff and o : L

4. By inviting suggestions from thc publlc

12.7.2 Book Selecton in the Academic lerary

-The Library is an indispensible limb of the educational organisaton. In the words of Carlyle.
“A true academic institution is a collecton of books™. Ne Academic institution can fulfill its
‘mission without a well equipped library and'i)ro;ierly-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 Tndia where public libraries are not developed, the academic
- library, especially the university library, may preserve and disseminate knowledge among the
educated people and all teaching and research activities can be radlated from these libraries. An
academic library should have books on alt sub]f-ct and the best books

The best thing for any hbrary programme is its book wllecnon. Sometimes actual demands

are overlooked and books on demand are acquired. They do not fulfill the expressed demand or
. the potential demand. Text-books should not be given such importance as to 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 with the students and teachers
book needs and must be aware of the largest number at the least cost, The librarian should
keep in touch with 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 varous branches of knowledge resuiting in the publication of
a number of books for building up a balanced cotlection.

Book Selecton is easier in the academic library than in the public library. Here, subject '

specialists in each subject are available; syllabus, publishers, catalogues and book selection sources
are also available for selecting books. Academic institutions have dstributed their library book

grants among the teaching departments on the basis of formula worked out out in the interests

of the given institution. But where the library regulates funds, the 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 libraries reccive publishers’ catalogues and announcements reguiarly
reporting new titles to cnable the faculty members and the library staff to select and acquire
titles suitable to their libraries. ' : : '

s

The followng factors influence book selection in a university library: (1) Nature of the

Univeersity; {2) Size and the nature of the present holdings; (3) Curricula; (4) Teaching
. methods; (5) Research programmes; (6) Number of Students. (7) Number of Facultes, 8)
Library System and (9) Funds available. All the problems arise while making book selection.
Some libranans prefer to make existing collections more comprehensive while others prefer to
purchase new titles, mostly of reference nature, The umversxty library should not favour the
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collecting of rare books and manuscripts unless there is a necessity or a purpose behind it and
" money specialy avaitable for it. The librarian and the faculty should work together in rational book
selection. The university library should not buy pocket books and cheaper editions. Apart from
books and periodicals, the universty libarary should acquire and make availablé research reports,
conference proceedings, seminar papers and non-book materials in Microforms (Micro cards,
Microfilms, and Microfiche, Audio Visual Cassestles efc) necessary for research Programmcs.

12.7.3 Book Selection in Special Library

A Specmi library requires access to all types of published information in order to enable
prolessicnals and researchers to keep abreast of the latest research and information rclevant to
the interest of the Urganiqa’rioﬁ concerned. A special library is thus motivated by a particular
‘abjective and the collection of the marerial will reflect this objective. Its main aim is, however
to collect Jntormation rather than material.

The special library’s main fusction is to disseminate nascent micro-thought {o its clientele.
The acquisition of materials for the special library fulfills the immediate needs and facilitates
the establishment of a comprehensive basic collection to provide for future interests. The
collection represents a variety of materials of research value such as monographs, handbooks,
encyclopacdias, technica SUb}CCtdICIlO"aI'lC‘S mbl:omap hes on subjects, periodicals, indexing and '
abstracting periodicals, goverrment documents, technical trade literature, patents, standards,
 translations, theses and.tjissertatjons, research reports, conference preceedings, etc. In certain
special {ibraries maps and plans are -acquired through selection. Comprehensive acquisition 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 pablications, the building up of a retrospective collection of
books on the relevant subject area should also be done. Many of the beoks procured may be
infrequently used, though they are required for research and evaluated by experts to be relevant
and important. In a speciat library the value of a book is not judged primary by the frequency
of its use. :

12.7.4 Book Selection in Children’s Library

There are three major principles for managing the children’s library: {1} Well qualified
librarian, (Z) Good books, and (3) Modern facilities. Sound knowledge js 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 {o kecp abreast of their interests.

12.7.5 Hospital Library

Hospital libraries cover main hospitals, mental hospitals, and sanatoriums. Book selection
plav an important role in bospital libraries. The hbrarian is responsible for selecting the books
-to suit the patient’s tastes and demands. The Hospital iibraries should cooperate with the
neighbouring public libraries for getting out-of-print books and books on special subjects. In
addition to fiction, non-fiction-books dealing with travel, sports and pastime, and history have to
be selected. Picture books and books with an attractive get-up-in addition to books on diseases
should be selected. o




12.8 BOOK SELECTYON PROCEDURES

Most of the library authorities constitute Committees to go into the matters relating to
- book selection.

n selection procedure, there are threc methods followed in the libravies: i) a book seiler
may supply books on approval to the library on his own initiave, iy Some titles for selection may
be derived by library staff, and i) a propostion of titles for the purpose may come in the form
of users’ requisition. Beforc the committe meets 1o recommend for procurement, the source
materials could be checked against previous records in the library coliection to avoid duplication
untit and uniess being deliberately duplicatcd.- When the recommendations of Committee are
accepted by the appropriate authority the list of selections could be passed to the order procedure.

Tn respect of periodical titles, both considerable time and careful attention are devoted to
the initial selection decisions as they involve long lasting commitment of library funds,

There are various ways of determining which are the most important periodicals in a subject
field: '

- Surveys and interviews with users, about the needs of periodicals. Surverys of in-house
. periodical use relating to other libraries may also serve some puipose; '

Select lists of periodicals from an authoritative source. For example, some selective bibli
+ ographies 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.

12.9 SUMMING UP

Book Selection for any iibrary is a specialised job. The book selection in a library is 1o
enrich the knowledge of its clientele in general and fo further their intellectual, spiritual 'amd
social development. With the funds available & library must not only provide books but also
stimulate inte!lectual curiosily, encourage independent thinking and inculcate value that will
shape individuals into responsible citizens of the country. Book selection is based on certsin
privciples in relation to the objectives of the respective {ibraries. Book selection policies should
aim at a rcasonable cost. Ttis based on demand which should be differentiated as to value, volume
and variety. The problems of book selection ditfer from library to library. There is a balance to
be maintained between books of ephemeral value and those of lasting value, The requisition of
duplicate and second hand books shoutd be discouraged. The latest books should be selected
* to enrich the library collection. Thus book selection must be an orderly and coordinate process.

12.10 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The basic issues and factors in book selection are -

What to select (refers to nature, form and variety of materizls)
For whom to select (refers to library’s clientele}

By whom (refers to sclection avthority)

For what purpese (1‘efe'jrs to library’s aims and objectives)
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How (refers to evaluation of books in relation to vsers’ reguirements)

2) The three basic principles of book sclection are - - " «
i) Sefect the right book for the library readers
i) See that no race, nationality, culture, prepfesson, trade or local custom s overlooked
iiiy Every library collection should be built according to a definite plan and on a broad
general foundation.
3} The two basic bremiscs of McColvin are

1) public libraries are established in response to and in dIlI]CJDriEJOIl of demand;

ii} the process of book selcction involves both supply and demand. The library’s function
is to discover and assess community demand then to satisty those demands,

_k‘____.___—-—x________‘_,_.__.k _—

12.11 ASSIGNMENT

1) What are the principles of Book Seiection?
2) Mention the basic issues and factors involved in book selcetion,

3) Demand is one of the factors governing book selection. Demand should be differentiated
as to Value, Volume and variety. Explain.

4) Expléjn the statement, BEST READING FOR THE LARGEST NUMBER AT THE
"LEAST COST, with reference to Book Selection, ’

5) . State briefly the application of principles of Book Selection to different types of librarics.

12.12 RECOMNENDED BOOKS

1) Carter, Duncan Mary ¢ Building Librzry Collection
pp.11-39,

2) Chakrabarti, Ajit Kumar ¢ Treatise on Boox Selecridn

' ' pp.1-6, 35-42,
3) Muthuswarny, Thiramalai : ABC of Library Scienee,
' ' pp.77-98.

4) Sharma, Chandra Kant : Book Selection and physical B:blmgraphy,
1x-x1, ppp.1- 41.

5) Sengupta, B. _ :  Book Selection,
pp.1-42.,
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UNIT-13 : BOOK SELECTIE}N TGOLS

_ {ontents

13.0  Aims and Objectives
131 Introduction.
132 New and Forthcoming publications
133  Sources for seleciion of Indian publications
13.4 Book sclection tools '
13.4.1 National bibliographies
13.42 Book trade periodicals
13.4.3 Trade bibliographics
13.4.4 Book reviewing péz'iodica!s
13.4.5 Book reviews
13.4.6 Pablishers and booksellers’ catalogues
13.477 Government publ cations and other sources
13.4.8 Reference books
13.49 Serial publications
13.5 Book selection tools : Non-book materials '
13.6 Book exhibitions and Book fairs
13,7 Summing Up
13.8 Model answers to Self-check exercises
139 Recommended Books
13.10 Assignment

13.0 AIMS AND OBJECTIVES

This Unit aims to provide an azcount of the different guides or tools available for selecting
hook and non-book materials for different types of libraries and also the necessary guidelings
to be followed for building up a balanced and wise sclection of documents in fulfillment of the
getermined cbjectives of the Libraries.

After studying this unit, you shouid be able to

- trace Sources for book selection, both Indian and foreign;

- explain the importance of national bibliographies, INB and BNE;

discuss the role of trade biblicgraphies in book selection

- describe book exhibitions and book fairs.

13.0 INTRODUCTION

" Efficient functioning of a library depends upon the provision of suitable reading materials
to the majority of its users. This is based on building up wise and balanced collection of reading
materials in fulfillment of the objectives of the library. To achieve this, the library has to make
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use of the tools or guides to select available books in-different forms both Indian and Foreign.

A library has tc acquire basic materials to build. up the collection and to make additions’
in relation to the changing interests and requirements of the parent institution. In order to do
this, it is necessary to know the existing publications. There are different approaches to achieve
this task. (1} The information about the important and standard books in any subject can be
obtained by scanning the accession lists of other libraries speacializing in the required subjects.
{2) An examination of the list of books stocked by book scllers will also be helpful. (3) The
perusal of the lists of books available with the second hand book-sellers will be useful to know
the basic collection in a subject tield.

A library has to keep pace with the new publications to make its coliection upto-date. This
requires knowledge of the sources giving information about the different publications. Sources
range from general list covering varying degree, embracing all the branches of knowledge (e.g.,
Social Sciences) and specialized lists dealing with a specitic subject {e.g., Economicé)._

Sources can be grouped into two categories: (1) Those which list existing publications useful
for building basic collection of the library, and (2) those which contain information about new
and forth coming publications. o : '

The primary sources in the first category are bibliographies and published library catatogues.
Any library of normal.size should have some volumes of either the national or trade bibliography,
of the concerned country like Lritish National Bibliography, Whitaker's Cumulative Book Iist ete.
For a library specialising in a narrow subject in which bocks are published by few publishers,

respective publishers catalogues will be more useful.
| %

The guides of AJWalford and C.M.Winchell list a number of reference publications in all
subjects and for science subjects, F.B.Jenkins Science Reference Sources serve.the same purpose.
The catalogues and”bibliographies which are based on the collections of major libraries like
Library of Congress, and British Library, are of primary vaiue as book selection sources. Series
of annotated guides to the litcrature of specific subjects published by M/s. Butterworths & Co.
Ltd., U.K. are important guides and aids in book selection in their respective fields. (c.g. Use of
i Maihematical Literature; Use of Physics Literature; and Use of Social Scicnce Literaiure, etc.)

13.2 NEW AND FORTH COMING PUBLICATIONS

Sources for abtaining information about the recently published and also forth coming titles
are many. : -

(1} A number of book-sellers now provide announcement service. for new publications,
Book-seliers like B.H.Blackwell Ltd., Oxford send printed cards for individual titles describing
the details of new books to make the libraries order for them.

{(2) The library making sitbstantial current acquisitions may need the weekly or monthly
issue of the national (e.g., Indian National Bibliography) or trade bibliography (e.g., Indian Books
in Print, American Book Publishing Record). Since these lists appear in cumufative velumes with
provision of indexes, they are useful for the library for retrospective searching. For the majority
of libraries which select books by subject B.N.B. and A.B.P.R. are more useful since they contain

. classified list of books. ' -

Some abstracting and indexing services also announce books, monographs, patenis and
standards within their sphere of interest. :
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(3) Inspite of time lag, the most uscful sources of information about new publications are
reviews and notices communicated in the pericdicals and newspapers.

(4) The exchange of accession or recent additions lists regularly between libraries will heip
to know the details of new titles.

13.3 SOURCES FOR SELECTION OF INDIAN PUBLICATIONS

The publisher’s and booksellers” catalogucs are important sources for the current Indian
publications. There ave three types of publishers in India: (1) Publishers of books in English
langnage (2) Publishers of books in regional languages, (3) Publishers of transiations in regional
langueages from English or other languages, Oniy a few publishers and book-sellers are of
standarde type with all the organisational capacities. Their catalogues ars available either in a
regnlar or irfegular manner. '

13.4 BOOKS SELECTION TOQLS

We can broadly classity the different types of book selection tools under the following
headings : ‘

i) National Bibliographies

i) Book Trade periodicals

ii} Trade Bibiiographics

iv) Book Reviewing Periodicals

v) Book Reviews

vi) Pubishers and book-sellers catalogues, and
vii) Government publications and other sources.

The number of book selection tools, hoth retrospective and current, is numerous and we
can discuss only some of the Important tools.

" 13.4.1 National Bibliographies

Many countries of the world publish national bibliographies and are the best source to select
both current and retrospective publications. In India the stock of major:ty of libraries are in
Lingish and Indian [anguages and hence the sclection tools are restricted to these languages only.

" (i) British National Ribliography (1950 - )

For British books, the best selection tool is the British National Bibliography. Being a
“weekly publication, it gives latest information on British books. Tt is a classified list, arranged by
Pewey 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 are also five yeariv index. Hence BNB serves both as a current selection too
as well as retrospective selection tcol, Tt 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 enty.

(i) National Unfon Catalogue of LC (17.8.A.)

In US.A. there is no national bibliography on the lines of BNB, but the National Unicn
Cafa!oguc of Library of Congress scives the purpose. It is a manthly publication and includes -
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books received in the Library of Congress and titles reported by other US.libraries. Very few
libraries in Tndia subscribe to this as there are alternative tools to check U.S. Publications.

(it} Indian National Bibliography (1957- )

Indian National Bibliography is published by the Central Reference Library, now a section
of the National Library of Tndia, Calcutta, Tt was started as a quarterly publication in the year
1957, became a niontly from 1964. Tt includes 13 Indjan 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.

(v} National Biblipgraphy of Indian Literature » (1901 - 1953)

It is a four volume pubiication, published by the Sahitya Akademi. Tt is a rétrospective
bibliography and is a handy tool for old books published in Indian languages.

Vol. 1 - Assamese, Bengali, English and Gujarati

Vol. 2 - Hindi, Kannada, Kashmiri and Malayalam

Vol. 3 - Marathi, Oriya, Punjabi and Sanskrit

Vol. 4 - Sindhi, Tamil, ’felugu and Urdu

Vol. 5 - Dongri, Konkani, Maithili, Manipuri, Nepali and Rajastani (1901-1980;

The subjects covered are philosophy, religion, history, literature and other humanitics
subjects. Each volume has an alhabetical list and serves to trace boks written by particular
author,

13.4.2 Book Trade Periodicals

There are a number of commercial ventures whose main job is to bring out publications
about publications. Such publications have no regular periodicity and the subscription rates are
alsc considerably high. A few of them are discussed below : ' '

1) Cumudaive Book Index (CRI) : Is a world list of bodks published in English langiage( 1898-
/ published monthly (except in July) by HW.Wilson, New York. Entries are arranged in one
alphabetical sequence of authors, tilles and subjects. Tt can be stated as an international trade
~ biblicgraphy for English books. It is cumulated semiannually, annually and quinguennizally. 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. Tt is a well used book sclection tool. Covers
ail 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 anriually and is now available in a 15-volumes set
covering the years 1950 to 1977 Being arranged subject-wise, it is an cxcellent tool to prepare
adhoc bibliographies on a given subject. The entrics also provide subject headings.

3) Booklist : It is published from Chicago by A.L.A. since 1905 as g fortnightly publication.
‘Another good too! for American books. Entries are classified by Dewey Decimal Classification.
Provides author and subject indexes and brings out annual volumes giving the authors and titles.

4) Bookseller: 1t is the oldest book trade journal nublished from London by JWhitaker
& Soms, since 1858. It is now a weekly publication and conﬁins informatiion on all important
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British books. Entries are arranged in alphabetical ordes. Alsc brings out annual cumulation.

35} Whitaker's Cumulative Book List:(1924-} Thisis a quartesly 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 Bookselier and libraries subsdribing to Bookseiler, will not
find much use.

¢) indian Book ndustrv:(1969- ) A monthly publication from Delhi by Sterling Publishers.,
Covers information on books published m Fnglish ianguage in India. Besides it includes articles
on publishing and book trade, significant news ifems, Government policies on book frade and
other pertinent items usefu! to librarians. Tt also publishes occasionally subject hibliographies
and. brings out special 1ssues. '

7) Publishing in India : A monthly publication vrought out by DK Publishers & Distributors.
it contains majority of the Enligh books published in India and which are distributed by this
agency.

Other Book Trage Periodicals:

i) D K Fortnight - Good tidings for fresh pooks (1688 - ) published by D ¥ Publishers, New
Delhi. '

ii) Book Falk (1972 - ) published as monthly by Wiley Dastern, New Delhi.
i) Springer Scan (1987 - ), issued by Springer Books (india), Delhi.

iv) Allied Book News : A world of books within your reach (1992 - ), published by Adlied
publishers. New Delhi. '

v) Laws & Flaws (1962 - ), a monthly published by Law Pubiishers (India), Allahabad.
(Specialised in law publications)

viy J M J Book info {1984 - ), a monthly published by J M Jaina Bros., Delhi. (Specialises
in Government publications) '

vii) SCIENTIAL : A review from Narosa (1987 - j, issued by Narosa Book Distributors, New
Delhi. (includes book reviews and new journals)

viii) The Academic Update (1991 -), published by Academic Press, San Dicgo (USA)

ix) New Publications Bullctin (1975 - ) , published by Pergamon Press, Oxford. (it covers
books, journals and reference ' '

Sell-Check Lxercise-1
{ist any five book trade periodicals useful in seiecting books published in India.

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

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




13.4.3 Trade Blhhngraphles

Trade blbhography is one issued by commercial organizations like publishers, booksel]ers
distributors and printers for a partlculdr country with business morlve

I. INDJA
Current Bibliographies

(i) Indian Books_, (1971- ) an annual bibiiograhy, New Delhi: Tdday 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 the book trade, publications of the State
and Central Governments and those issued by learned societies and institutions. The entries are

arranaged in separate sequence -author, title and subject.

(i) Indian Books published by Indian ibliographic 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 cxclcuded ’

It consists of an author, subject asnd tite part, each conrammo complcte entries and Is a
reliable publication.

Retrospective Bihiiographies

(1} Indian Books in Print: A bibliography of Indian Books in English Ianguage (1955 67),
published by Indian Bureau of Bibliographies, Dclhi (1909), '

Itisa select bibliography of English books published in India from 1955 to 1967 and was
released towards the end of 1969. '

It includes over 40,000 books and pamphets by about 1500 publishers. Tt also covers a large
number of publications brought out by various socicties and institutions as weil s Government
publications including pamphlets. Only those pamphlets relating to non- government publlcatlom
which were found important are included.

The book is divided into five parts: (i) Classified, (i} Author Tndes. (m) Title Index, (iv)
Subject Index, and (v} List of Indian publishers, :

In the classified part entries have been drfanoed by subject according to Dewcy Decimal
Classification and suitable feature headings have been provided. The entries included in this
" part give the usual b]b[locrraphlcal information.

The author” and fitle index entries contain complete b1bllograph1c information and sat:sfy
the approaches through author and t]tle

The subject index provides subject approach and dirccts the user to the classified part when
entries for the same specific subject are to be found in one place. Entries in general have been
prepared according to rules given in the Classified Catalogue Code: with additionul rules Jor




Dictionary Catalogue. Since the work has been compiled by librarians, it can serve as a useful
aid in cataloguing and classifiction of publications included here.

The book is a major contribution to the bibliographic organisztion of Indian materials. It
is of immense value to librarians and book- sellers for procurement of books.

(i) Indian Books in Print ; 1972: A biblicgraphy of Indian books published upto December
1971 in English language by Indian Bureau oi Bibliographics in 1972 in 3 volumes.

li cavers about 60,000 publications in English published from 1901 to 1971 It follows the
same pattern a that of Indian Books in print 1955-°67. The first, second and third volumes cover
author, title and subject entries respectively. Tt fills an impotant gap in the bibliegraphic control
of Indian publications. It covers a periad neglected by Indian bibliographies. 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 time lag in its publication, it is a useful source
for Indian publications. The latest edition of 1994 contains 3,5G,000 entries,

11. United States of America
Books in Print (New York: R.R.Bowker, 1948 - } Annual

Books in Print was startcd in the year 1948, B.LD. tists what is available. It draws its basic
~ information from publishers Trade list annuat. It 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.

- Tt covers books published in the USA and available for purchase. It lists both new and
old titles. All items listed in Publishers Trade List AnnuaiP.T.EL.A. are found in BLP. BIP.
is in fact an author, title, series index to P.T.L.A. It covers over 3.55,000 books. - Information
includes author, tite, price, edition, year of pubiication, JISBN, etw. It is a valuable addition to
trace bibliographic details. Detailed bibliographic information is proviced for each title. It telis
whether a book is available tor purchase, from whom and at what price. 1984 edition has listed
titles brought out by 6900 publishers. It is an extremely-valuable source of American publications.
Tts reliability depends on the accuracy of the information supplied by individual publishers. 1ts
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 vaiue is
limited as the listing is done by authors arld titles.

TI1. United Kingdom

British Books in Print: 1967 - Annual {London: Whitaker) Books on all subjects are
included. Originally: it was published under the tite Reference Catalogue of Current Literature.
The main sources for the list of books are Book Seller and Whitaker's Curnulative 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 adequte. Most of the books are in English lasiguage althdugh ooks in other
European languages are included in this catalogue.

Most of the publications included in the bibliegraphy 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 s exhustive with respect to British books, it
- can be considered as a very valuable bibliographical tool.
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There is no restriction with regard to the period covered. The only criterion for the inclusion
of a title is its availability for sale. Hence, its coverage is wider than it appears.

It is published in two volumes. The order of arrangement of entries is alphabetical by
author, title, series, cross-references etc. This is not very helpful arrangement. Both author
and title entries are not seperated by putting them in separate volumes as was the case in the
earlier editions prior to 1971. Entries of refated subjects are scattered thought the bibliography.

. Absence of subjet grouping to a great extent reduces the usefulness of a bibliography. Non-
provision of a separate index for subject entries affects the quality of the bibliography. Extensive
use of abbreviations is found in prearing enties. Provision of list of abbreviations given in the
preliminary pages is helpful for consultation. Asin the case of Books in Print (American), British
Books in Print is more useful to the ordering section of the library to know the publisher, price
and date of publiction. The 1986 edition cont:iining 650,000 enfries was issued in 4 volumes,

IV. INTERNATIONAL

Intemational Books in Print, 2 Volumes (2nd edition 198 1-82). Detroit: Gale Researéh Co,,
1981. : '

\ This new 1981-82 edition lists over 80,000 titles in English published ocutside the USA and
UK from publishers in 89 countries. The countries and areas from which the largest number
of titles are included are Canada, Australia, India, and Africa. It also indicates thousands of _
English language titles whose main languages are French, German, Spanish or other languages. |
For easy consultation, all books are listed under 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 large research and
academic libraries,

T

Self-Check Exercise - 2
‘ What is the arrangement of entries in Jndian Books in Print ?

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

.............................................................................................
.............................................................................................
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-
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............................................................................................

13.4.4 Book Reviewing Periodicals .

The above mentioned trade periodicals rapidly communicate informatin about the books
published and also to be published providing necessary bibliographical details. In the age of
publication explosion, this may not help the libraries and specialists to know whether the titles
are relevant to their needs. Unless the brief description of the contents of the titles along with
their merits and demerits are made available, proper baok selection will not be possible. This
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situation paved the way for the puhlication of book reviews in newspapers and periodicals. The
Book Reviews shou!d be standard ones, unbiased, balanced and written by subject specialists.

For speedy communication of Book Reviews, periodicals reporting Book Reviews, hoth in
India and foreign came to be published. Some of them are given below, by way of example..

i) Book Review Digest (H.W. Witson). 10 issues a year. It is devoted to reviews of seiected
American books. Only such books which are reviewed in at least two journals appear i this
digest. Entries are alphabetical by authois with full biblicgraphicai details along with Dewey
numbers. It is cumulated half yearly and yearly.

ii) Publisher’s Weekly (R.R. Bowker), It is both a book trade journal us weil as a reviewing.
peniedical. Tt is a popular book selection tool as it covers the reviews of forthcoming books. It
gives advance information with probable dates of publiction of new books. Another feature of
the week'ly 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 popuiar books. The ‘Best Sellers” is based on
the sale of a particular volume on the American book stands. It alse brings out a Weekly Record
which now forms part of American Book Publishing Record. '

" §ii) Library Joumal. Another Bowker publication. The journal is useful both as'a Library
Science subject journal and a book selection tool. Covers annotated lists of books, arranged
subject wise. Special lists are published on childien’s beoks, referenice books and paperbacks.

iv) British Book News (1940 - }: A monthly published by the British Council London, Tt
gives exhaustive reviews.of select lists of baoks. Entries are classified and arranged by Dewey
Decimal numbers. Usually one or two ariicles of interest o Hbrarians are included in every issue.

v) Indian Book Chronicle (1976 - }: A fortnightly pubtilished from Delhi. 1t gives reviews of
Indian books. Reviews are wittten by subject specialists and are valuable to evaluate in the book
selection process. There are several other reviewing journals lixe, Choice, New York Times Boock
~ Review, Times Library Supplement, Saturday Review, etc.

13.4.5 Book Reviews

What is described above of iournals which are solely devoted to the review of books. There is
another type of useful book sclection tool and they are subject journals, Well known periodicais
usually have a book review section. They cover the subject of the pericdical or allied subject.
For example @ 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 newspapers that brings out weekly
supplements on hook reviews and are useful to supplement other reviewing journals,

13.4.6 Publishers and Booksellers Catalogues

* For the day to day selection of books many libraries depend on publishers’ catalogues and
announcerients. Major publishers bring out catalogues annually, listing all their publicarions,
J‘including the forthcoming books. In addition, at regulas mtervals 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 annuaily and is known as Publishers’ Trade List Annonal. Many
publishers bring out their own newsletters at regualy interval and usually avaifable on gratis.
Libraries cas azk publishers to put their library on the free mailing list of the publishers. In
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India many publishers and book selfers bring out their catalogues and newsletters which can be
procured gratis, -

13.4.7’ Government Publicai:idns and other sources -

Various agencies of central and state governments isste catalogues'of their publications at
regular intervals. The publications include books, reports and other occasional papers priced
and unpriced. Many current publications are netified in Official Gazettes which though belated
can be used as a secondary soﬁrce for book selection. The Pubiiéations Division of the Central
Government publishes a list or cataogue of ifs publicati_oﬁ:s, which can be acquired from the
Manager of Publications, Government of India, Delhi and authorised agents. The catalogue of
Baliamentary Publications is 2 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 ih an irregular manner by
the Controller of Printing and Stationery Superintendent, Government Press. Such catalogues
are not much helpful in book selection. '

A bfbifogr&phy of Indian sctentific and ‘zech.f'tfcal publications 1960-65 was published by the
Council of Scientific and Industrial Research (CSIR), New Delhi,

Bibliography of LA.R.1 publications 1905-1963 was published by fndian Agriculiural Rcsearch:
Institute, New Delhi. o : . _

Bibliography of Dictionaries and Encyclopedias in India language."; (1964 by National Library
of India, Calcutta. : '

Further, instifutions like S_éhiiya Akademi, National Book Trust of India, publish both
original and English translations of woiks of literary merit in Indian languages. Similarly Telugu
Academy, an institution under the control of the Government of Andhra Pradesh publishes
standard books of literary value in Telugu [anguage. '

- For Indian libraries there is another good book selection tool, ie. Accessions List South
Asia. This is a'monthly publication of the Procurement Centre of Library of Cogress at Dethi.
Under the U.S. PL-480, the Délhi procurement centre buys in multiple copies selected Indian
books in ali Indian languages, including English. The books so procured are listed monthiy
and this list is a refiable book selection tool. Arrangement is 'alphabetical and also by language,
Wherever necessary small annotation is alsa given, ' '

Another selection tool one can depend on is the accession fists of other [ibraries. It would
be a good practice to cxachange lists of new books added with other libraries.

13.5 BOOK SELECTION TOOLS : NON-BOOK MATERIALS

- Non-book materials include audio-visual materials, microforms, computér based matériais,_
gic. Most of the non-book materials, till recently, have been produced by advanced countries
like, United States, Indian libraries acquire them and then available to their readers. Now a days
man'y‘"of these non-bock ma'terials have been in India also. The selection of these materials pose
some problems as the biblidgraphjc control of such materials is not well organised. However,
some of the selection tools of non-book materials have been coliected from different sources:
and provided below: - ' ' ' o
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13.5.1 Microforms

Baclcflles of newspapers, bibfiographies, out-of-print materials and now some of the scientific
]ournals are published in microforms. Some of the wellknown newspapers, like New York Times,
Washington Post are issued in microfiche or microfilm besides in print fonm, Some of the technical
and research reports are available in microfiche. Bibliographies and catalogues are produced in
the Computer-Output-Microfilm (COM) forms. Some of the guides to microforms are given
below:

1) Guide to Microforems in Print, published by Meckler Publishers
ii) National Register of Microform Master&, published by LC -

iii) Microform market place (1t is an international directory of micropublishing, pubhshed by
Meckler)

iv) Microform Review (covers current and tetrospective publications on micrbforms)
13.5.2 Audio-visual materials

Audio-visual materials are mainly useful in the field of education. There is a series of indexes
published by US National Information Centre for Educational Media. The mdexes are updatcd
regularly Eg. :

Index to 16mm Educational films

Index to 35mm Fducational filmstrips

Index to Educational Audiotapes

Index to Educational Slides

Index to Educational Videotapes

Index ta 8mm Motion cartridges

Index to Overhead transparencies "y

Audio Video market place: a multimedia guide. New York: R R ‘Bowker, 1969 - (Annual}
Guide to Micro-forms in subject print. {(London: Microform Review Inc., 1978).

i

The following journals also list audio-visual materials: .

Library Journal (Bowker)
School Library Journal (Bowker)
Wilson Library Bulletin -

13.5.3 Computer - based materials

Electronic publ’ishing has gained importance in recent times with the development of
computerised bibliographic databases in large numbers. Some of the sources which provide
information on the products of these databases are: '

Computer-Readable Databases: A Directory and Data Sovrce-Book. Chlcago ALA, 1978 -
(1rregular)

Database Directory, White plains: 'Khowedge Industry Publications, 1984 - .

CD-ROMS in Print: An International Guide, compiled by Norman De smarfais. Westport’:
Meckler, 1991. oo




13.6 BOOK EXHIBITIONS AND BOOK FAIRS

13.6.1 Book Exhibitions

The Book Exhibitions are organised by booksellers to make known to the public the books
" available with them. The exhibition provides an opportunity to the libraries and also to the
public to browse the.books and select according to their needs, This is intended to push the
. sales of books which are lying idle with the booksellers. Book exhibitions are arranged generally
on important occasions like conferences and seminars, This will be helpful for proper book
selection and also promotion of sales from the point of view of book sellers,

13.6.2 Book Fairs

Beok Fairs are national or international trade fairs where publishers trade with one another
and exhibit their wares to book sellers, The main purpose of these fairs is to en able the publishers
to show and promote their new books to their own trade.

- Most of the Book Fairs are annual events, They are sometimes sponsored or supported
by governments who are interested in their wider dissemination of their national literature for
cultural or politicapl purposes. However most book fairs are self supporting.

The use of book fairs both to sell books and to promote naonal interests is a post World
war Il phenomenon. drigin_ally_it was a gathering of the book trade to settle their accounts,
booksellers with publishers and publishers with printers, which is now su perseded by negotions
between publishers for the sale and purchase of rights in various language publications all over

the world. Publishers from the USA, Europe, arrive at Frankfurt with specifications of their -

forthcoming books, looking for other publishers intending to bring out editions in their own
languages. Frankfurt Book Fair is an important annual event in the infernational publishing
world. '

_ The extraordinary growth of book fairs can bé_ attributed to the internationalisation of the
publishing industries of Europe and United States looking more for export markets for income.

and to publish more books than expected at minimum cost through collaboration of publishers. _

Self-Check Exercise - 3

What_is the role of book fairs in book _selection ?

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




- 13,7 SUMMING UP

There are various sources for broper and balanced selectinn of books i libraries. The
. following tools and methods are used to build up proper and balanced collection of books. All
these sources have to be properly evaluated for selection of books keeping in view the fulfillment
of the programmes and objectives of the library.

)
2)
3)
4
5}
6)

7
8)
9)
10)

Booksellers and publishers cataiogues’

Trade Biblicgraphics

National Biblicgraphies

Subscription to book reviewing periodicals

Scanning of weekly editions of daily newpapers

By getting directly pubhsherq announcements and publishers’ news oullctms ahout
published titles

By attending exhibitions and book fairs

Conducting book clubs and obtaining readers’ suggestions
Through exchange of accession lists of other li_brariés
Consultation of union catalogue of books

13.8 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The following book trade periodicals are useful in selecting bocks published in Tndia: -

i) Allied Book News

ii) Indian Book Indusiry
iii) Publishing i India
iv} Book Talk

v} D K Fortnight

2) The entries in the classified part.of Indian Books in Print are arranged by subject accofding
to DDC scheme. Suitable featuse headings and usuai bibliographic infermation are provided,

1) The main purpose of book fairs is te enable the publishers and distributors to show and
promote their new books. The book fairs also help for negotiations between publishers for the
sale and purchase of rights of various fanguage publications. The pre-publication announcements
at book fairs help libraries to book their copies.

13.9 RECOMMENDED BOOKS

1. Batten, W.E. (ed) . Handbook of Special Librarianship and

Information Work, 4th ed. p.72-84
2. Chakraborti, A . A treatise on Book Selection, p.289-93
3. Girja Kumar and :  Bibliography, p.46-57
Krishan Kumar '
4. Job, M.M. : Theory of Book Se!_ccrion, p.78-122

5. Kent, Allen (ed) :  Encyclopedia of Library and Information
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6. Mittal, R.L. _ : L:’braryAdmz‘nfstmﬁon. Pa97-208
7. Sengupta, B. i Book sefection, p.118-79,

8. Sharma, Chandrakant :  Bopk selection and bibliography. :
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13.19 ASSIGNMENT _

“RE———" —_—

1} What are the various book selection tools or sources available and describe them briefly?

2} What are trade and national bibliographies and how they are usefyf in book selection ?
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14.0 AIMS AND OBJECTIVES

Library acquisition policies and procedures are designed {o help the tibrarians, to tackle the
problems that are encountered in sclection and acquisition of fibrary materials. The library shoutd
z-u:quiré and make available such books and other materials as are needed for the education,
information, and research promoticn and recreation. In this unit we discuss various acquisition
procedures that are followed in various types of libraries.

After studying this unit you should be able to
- describe various book acquisition precedures;
- explain acquisition procedures used in different types of libraries;

- enumerate the problems encountered in the acquisition of non-book materials.

14.1 INTRODUCTION

The library collection of books, periodicals, pamphlets, documents, newspapers, maps,
microfitm, microifiche and other materials should be provided and organized in such a way as to
give strength and support to the educational programme of the college or vniversity. It should be
suitable for all levels of teaching and tearning organised by the college and should keep the facufty
members abreast of new research in their respective fields. Its contents should include great

‘ ' works of the related resources. All of these_should be kept up-to~date as new works are regularly
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produced, There should be books of popu]rar nature for informative, recreational reading; and
the reference colfection should be rich in bibliography. Periodicals should be sclected with care
~ for covering al! fields of interest to the college. '

Normally the tibrarian should be responsible for building the collecction. Ile, of course,
will seek the help of the [Faculty, Library Committee and subject experts in evaluating books
and, other resources to be bought. Generaily, there should be Faculty Advisory Committec
to help formulate policy ang procedure and develop collection, search for founds and resources
and suggest ways of improving service in the library. The librarian should organize the library
and keep such statistical records as will give a clear picture of jts 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 of a well defined
acquisition policy, haphazard collection of materials unsuitable for the purpose is likely to result.

Book selection procedures differ from library to library, since the book resources, financial
fesources, reading habjts, needs and demands of readers vary from library to library.

14.2 ACQUISITION OF LIBRARY MATERIALS
-_

Library materials means ali reading materials viz, conventional type of books, non-book
materials, microforms gramophone records or discs or tapes or any other media on which matter
Is recorded and disseminated. '

~ InIndia the academic librarics excepting those of universities possess only reading materials _
in the form of books, back volumes of journals and current periodicals. Other types of materjals
can be acquired and housed in difterent types of libraries for which they are established, However,
for all types of libraries, the question of acquisition is the rain probiem.

Acquisition means the acqtiiring of reading matcrials. The acquisition may be by way of
putchases, exchange or donation and gifts. As for the last two types exchange and donation the
institute, may or may not accept them subject to its own polices and procedures. But acquisition
by way of purchases is inevitable for any modern, up-to-date library. No library can acquire al}
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 pu rpose for which it is established.
Acquisition of books inn another way is called proper scientific and systematic selection of books.
Book selection is many-sided and needs a certain amount of skill and knowledge.

As the Academic Library (School, College and University) is intended for secondary,
undergraduate and post-graduate courses of study, to cater to the nceds of the students-as well
as those of the teaching community respectively, it should confinge 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 bibliographies, '

In the case of public libraries it is intended to cater to the needs of their clientele (general
public within the vicinity of a library); and in the case of a special library it necds information an
specifications and patents, Great Importance has been attached by librarians to the acquisition
of library books. According to Melvil Dewey’s motte, the hest 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 cmpirical method which consist of field work in libraries and the
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second one by which a prior approach relates to the judgement to be exercised in the selection
of books either directly to the Five Laws of Library Science ot to some principles, which are
derivable from those Laws. Let us examine the various acguisition procedures of a library.

| 143 ACQUISITION I’ROCEDURES -

Acquisition of libr "l]'}’ books is affected in three ways: i) Purchases, i) | Glttstonaqom and
iti) I:xchanges '

14.3.1 Acquisition by Purchase

Purchases occupy a major portion of book acquisition in libraries. The following methods
are foliowed in purchasing books by libraries;

a) Net Book Agreement/Tender System
b) Quotations '

c) Appointing Approved Firms

d) Books on Approval -~
-e) Dealer Library Plan (DLP) -

fy Standing Orders

Let us describe each of the items mentioned above:
(a) Net Book Agrecmmﬁ/’fenﬂer Systeni:

Many systems of book purclnse are prevalent in Tndia and abrozad. In the United Kingdom,
a ‘net book agrecement’ is in force. As per this the )ooks are sold at the net publlshecl 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 beok 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 expericaced many hurdles in building the collection. They find it difficcuit
to make use of funds of the library judiciously through the tcndcr syslem within the given time
and unutilized tunds lapse aiter the stlpulatul period.

(b) Quotations:

" In general, the acquisition policy and procedures depend upon the preferences of Heads of
the institutions.The majority of the colleges do acquire books through their cooperative store,
while a few colleges procure them from a local book shop by way of guotations. The reason for
preferring cooperative stores for getting books is that they offer 15% discount,in general, on ali
types of book while other firms offer only 10% discount on any book excluding postage. The
colleges wish to have guotations with regards to the terms and conditions for the supply of books.
But with a view to avoid audit obfections and undue criticism, they prefer the cooperative stores
for the supply of their requirements with the maximum discount ranging from 15% to 20%.

The quotation system, commonly followed in Tndia, is inviting quotations for the su'pply of
books at the beginning of the vear, preferably prior to the commencement of the financial year.
Various quetatiens with rates of conversion in the case of foreign books and the percentage
of trade discount in the case of Indian books are invited from important book sellers of the
country. Owing to import licence difficulties, it is deemed advisable to procure books through
the Indian book sellers. ' '
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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 tabulated and the :
rates are got sanctioned by the competent authority. Books for libraries can be aquired when it
is known that particular books are available in ready stock with particular book sellers, which
can be ordered straightaway and in this Wdy, unnecessary correspondence is avoided which is
otherwise necessary. Books can be procured at competitive and, even somctimes, at lower rates.

Books can also be procured after ascertaining as to in whiich subject a book seller specialized

and orders for books in the specific subjects can be placed with him directly. This saves a lot of
time and energy. ' '

(¢) Appointing Approved Firms:

For the acquisition of books the financial resources of the coilege or university libraries, for
example, is a primary factor and secondly, the judicious selection for proper use by the clientele.
Great importance has been attached by librarians to the acquisitions of a library. Based upon the

financial resources of a library a librarian has to assess the firm’s suitability, in respect of-supply,
accuracy, timebound ‘S.I..l_pp]y_, hoﬁésty and previous experience, business reputation, turnover for
the paSt few years, discount altowed, etc, and then such firms (book publishers, whole-sale
g dealérs, book-selters) have to be listed out and recommended to the approving authority for
the appointment of approved firms for the library so as to effect the supply of books and other
reading materials. These approved firms will be liable for termipation of their 'senrilces if the
management is not satisfied for any reasosn. The approved firms should cover the supply of
‘Indian and Foreign books and books in Indian languages too. The order will be placced 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, sincce the materials are urgently required in
the library. " ‘ | 4

() Books on Approv’al:'

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 Departmental Heads on approval
basis in the interest of thier business, Af times the agent will arrange book exhibitions and
display current and the jatest books. After the completion of such dispiays and exhibitions they
will have to pack up and take away their unsold books for which they have to incur considerable
e)q)enditure_'and hence they request the Faculty members and librarians to go through the titles -
at their leisure and approve them if they are interested. This will take sufficient time, since the
books have to be gone 'tfhrough by the subject specialists. The rejected books will be returned to
the firms concerned at their cost. Sometimes, though the books are of interest to the department
and worthj( of being kept in the library the funds allotted to them might have been exhausted,
in which case additional grants or spillover grant will have to be provided as a special case. Till
such time the librarian will advise the book seller or publishers to leave the books in the library
on approval basis. The libraian will take steps to get the funds or show some provision to meet
the additional expenditure for purchasing such tities, '

() Dealer library plan (DLP)

Dealer fibréry 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 pulisher sends books as soon as they are
published to the concerned library on specified subjects, to select or reject them, Secondly, these
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books will be sent immediately by the publishers to the library as soon as they are published until
the agrement is revoked. For books to reach India from the UK, US.A,, etc,, it will normally
take 40-45 days. But the libraries can get books under Dealer {ibrary plan earlier than the book
sellers and publishers.

Advantages: (1) The latest books publised in the fields of interest are autornatically 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 the library. Thus the plan, ‘Dealer library plan’ assists
in selecting of suitable books for the library.

3) The books which are finally approved for the library arc paid for in the local currency to
the publishers or agents.

4) Book which are not approved for purchase can be returned to the local agent.

5) 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 themt to the
sgent. .

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 sclection
authority who do not go through boaks, reject them for some reason or other the Dealer library
plan will fail. '

2) At times books shipped undcr this plan are lost in transit ar received by the library much
jater 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 tor 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.

' () Standing Orders:

The librarian can place standing orders direct with the publishers and dealers for such
publications as sequéntialiy published sets, viz, Annuals, Year books, Almanacs, Serijes, Gazetters
and Encyclopaedias expected ta be published by specified date with a request to register the
institution’s name under the list of 'standing orders’, so that as and when such materials are
published they will be sent direct to the library and payment claimed. The advantage of this
system is that the latest reference materiafs can be procured for the library without any loss of
time; otherwise by the time we receive the information concerning such publication and place
orders for them in the market, they may not be available; moreover we may have to correspond
or search for the same with the book scilers. To avoid ali such problems it is always advisable
to place a standing order with the publisher for supply of the copies of books as and when they
are published.

(g} Foreign Exchange:

Acquisition of foreign pu blications reguires payment in the respective countries currencies for
_which foreign exchange is necessary. The Good Offices Committee, consisting of representatives
of Ministry of Education, UGC, librarians and publishers, meet and fixes the conversion rate
which is accepted by all. From time fto time the monetary exchange rates will be naturally
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subject to revision. The librarics will have to make payments according to the current exchange’
rates. ‘The Government on request will direct the Reserve Bank to issue instructions for the
dnnouncement of coversion rates and arranges the libraries to get the foreign exchange for the
required amount so as to effect payments. '

Self-Check Exercise-1

{(a) What are the three modes of acquiring books in librarjes 7

.

Note: 1) Write your answer in the spacce given below.
1i) Check your answer with the model answer given at the end of this unit.

14.3.2 Acquisition by Gifts/Donations

Gifts and Donations aiso form as an important supply of materials. Many big libraries
particularly university and national librarics, have grown with gifts and donations. Gifts are &
valuable source for enriching the library’s book collection. They usually take the form of hooks,
although donations of money for purchase of materials are sometimes made. Gifts frequently
raises administrative problems invelving the precedure of acceptance, technical processing and
future cost. Often unwortiy books also make their way into the library.

Most {ibrarians prefer to accept only such gifts as have no strings artached. If this rule is
followed, difficulties arising out of the donor's stipulation of restrictions can be avoided. For
instance we may demand that no markings be put on the bindings or that the gift collection be
kept infact as one unit. Again the {ibrary 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
selection. '

The librarian should be free to decide whether all or part of the gift should be integrated
into the colletion, discarded, exchanged or sold.

.

There may be cases where giffs 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 Lhat the offerings of gifts may include such material which would only prove a burden
to the library. There are instances where libraries have on occasions refused a gitt collection
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because the cost-of processing the materials exceeded the cost of the collection. Therefore it
is necessary for every library to have a policy regarding the acceptance of gifts, without which
needless duplication and expense in handling materials may occur.

When a gift is received from patrons of library or donors, it should be acknowledged
p}omptly. Various forms may be used according to the importance of the material. The gift
collections are often memorial in nature. The librarian should also be on the lookout for securing -
free materials from various sousces. He can request the concerned authorities to include the
library’s name in the mailing list of various Government and private offices, crganisations and
institutions which send out free copies of their publications.

Self-Check Exercise-2
What are the problems posed by gifts and donations ?

Note: i) Write your answer in the space given below.
iy Check your answer with the model answer given at the cnd of this unit.

14.3.3 Acquisitions by Exchanges

Duplicate material tends to accumulate in every library. 1t is often categorised for the
purpose of disposal: (1) discarded-books which are worn out and are only fit to be sold .as
waste paper; (2) duplicates which may be sald; (3) those which the library can exchange with
some other library to acquire materials which it does not have. Exchange of publications is
possible only if a library of its parent body has its own publication programme, In addition to
official publications, annual reports and duplications, may be earmarked for exchange. Thus the
exchange of plil)]ications with other institutions supplement the acquisition by purchase. The
term. “Exchanges”, also refers to the prdcess 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 international}. It is important that business-like procedures for
exchanges a formulated. '

The United States Book Exchange (USBE) was established in 1948-as an outgrowth of the
American Book Centre for war-devasted libraries. The United States Book Exchange acts as
a pool for participating libraries who want to dispose of their duplicate materials of value to
get in return other materials which they do not hold. It is the one centralised place where a
* participating library may send its duplicate materials with the least amount of lahour and with the
certainty that they be utilised in the best possible way. This service is proving to be an excellent
means of exchanging materials at the national as well as international levels.
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- Exchanges may also be facilitated through dealers and through certain associations of special
libraries such as the Medical Library Association, The American Association of Law Libraries
and the American Theological Library Association. The Unesco’s Library division also pro;ﬁotes
international exchangé and maintains a clearing house for publications which acts as a centre

-for information about the materials available for exchange. The UNESCO Builetin tor Labraries

{now ceased) regularly included a section listing the materials avaifable on exchange basis for
foreign libraries.

14.3.4 Cooperative Acquisitions

! The consideration of the question of the promotion of exchanges leads to 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 coltecting of materials, making them
available through the publication of union catalogues and storing little used materials in regional
depositories. Most of the librarians have realised that no library can hope to acquire everything
published in every field. The need for dividing responsibility for acquisitions in varicus subjects
has become ail the more pressing if a library printed a catalogue of 2 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 of materials and re-
-production of copies by photography have been developed in an attempt to make the best
use of existing resources. Regional union catalogues have appeared across the country. Since

micro-copying is expensive libraries have often worked out cooperative methods of purchase and
i use. ‘ ' '

Cooperative acquisitions involving considerable number of libraries will facilitate joint pur-
chase and shared ownership of selected materials without costly duplication of copies,

Cooperative Storage Libraries have appeared as a result of the rapid rate of increase in
the size of research collections. These relieve the individual member library of the pressure of
constantly increasing holdings and afso provide a central collection upon which all members may
draw for more reseai®h materials than any of them could hold. Cooperative Storage Libraries
were first proposed about 19500 by William Coolidge Lane, Librarian of Harvard. His proposal
was supported by president Eliot but oppaosed by the Faculty. As collections grow in size and
as the range of materials published constantly increases the need for effective cooperation will
grow ever more acute. This need can only be met through inter-library cooperation.

Self-Check Exercise-3
‘What is cooperative acquisition®
Note: iy Write your answer in the space given below. &
if} Check your answer with the model answer given at the end of this unit’




14.4 ACQUISITION PROCEDURE IN DIFFERENT TYPES OF LIBRARIES

The problem of procuring books and other reading materiais for the libraries is both casy
and difficult to tackle. Tt depends upon the nature and size of the iibrary. A library for ihe
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 boak, the quality of paper used or the quality printiug. In finding a sojution of
this problem the following three principles should be kept in view:

1) Type of Library. ie, whether it is a public library or a university library or a private
ibrasy for a particular reading circie.

2) The users whether they are highly educated persons, children or neo-literate people.
3) Library fund or granis.
14.4.1 Public Library

1t ;s obvious that the users cf the public library arc generally the people at targe. But it is
necessary to classify them according to the siatus, i€, the class to which they betong (Whether
they are labourers or workers who visit the library to refresh their mind and get relist 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 3s indicated by the other statistics kinds of hooks may also be acquired
and kept in the library. The library should specialise in cersain areas of literature which will suit
its readers. Religious books may be kept but not these that contain matter which s deliberately
and maliciously intenided to ontrage the religious feelings and prorote 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. '

14.4.2 The University Libraries

The University Libraries are meant mainly for univessity students and faculty membeis,
The materials acquired should include not only those required for higher studies and research
but also those necded for general knowledge. The evaluation of phoks can ba entrusted to the
Faculty members of various disciplines and selections made on a priority basis by classifying them
as urgent or ordinary. ' |

14.4.3 Special Libraries

The Special Libraries will have books and p’criodiczﬂs concerning only one subject in which’
they. specialize e.g, Medical \ibraries, Engineering libraries, Islamic library, 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. Goverament reports, patents and special docuinents :
published in this regrad serve as the latest trends in the subject. Reviews, Abstracts, Indexes, and s
Bibliographies are some of the important materials procured for the advancement of research. :
Reading materials concerned with allotted subjects may also be acquired for these libraries.
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The librarian has to use his discretion in aliocating funas. The principle of equal distribution
among the various facuities and year-wise expenditure of the funds has to be adopted by the
librarian. These are some 6f the suggestions for the acquisition of books and the building of the
library coilection which will prove helpful in establishing a good hhrary

Sell-Check Exercise-4 . |

What are the three basic principles that are to be kept in view while procuring books for
different types of libraries ?

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

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

| 14.5 ACQUISITION OF NON-BOOK MATERIALS

Non-Book materials include atiases, maps, iogarithmic tables, globes, microforms, cassettes,
discs, gramophone records, music scores, slides, etc. The origin of 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 classified into the following categories: (1) Microfilms,
which were the first to be invented. They are normally avaifable in 16 mm and 35mm width
(2) Microfiche (3} Ultrafiche. Formulae, tables, graphs ani illustrations produced by an eleciric

typewritter which provide a camera ready copy. The main advantages and disadvantages of the
microform are as follow:

ADVANTAGES o DISADVANTAGES

1) A small space is required for stocking it. 1) Increased subscription cest for the micro-
form version of a journal.
2) All stock held in the library at all times:  2)  Special equipment required.

3) No binding costs. 3) Possible customer reaction.

4) Lower floor weight loading. 4) The user cannot refer siniultaneouély to
more than one document. '

5) Automation of microform holdings possi- _
ble ' .
6} Decreasing losses and wear: theft, mutila-
tion are eliminated. |
7) Increase in house use of the library.

8) Decreasing man power requirement at _ _
lower levels. : . -
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Microforms offcr an alternative to book storage and help in solving the space problems in
University libravies. It is proposed that only one print copy be purchased by one of the {ibraries
and its microform copies be made available to other libraries. If the local libraries in an area
cooperate in this way, the space problem may be solved to certain egtent.

The TDC (Switzerland) has launched a massive programme for publishing rare and out of
print books and backsets of periodicals plu_bli'shed'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. Seme institutions have prepared plans for microfilming some of
_ their documents. Following arc the institutions which are invoived in this activity.

1. Nehru Memorial Museum and Library, New 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 refigious and research institutions.
Manuscripts and newspapers are required by research scholars. Fortunately, the microfilming
tacility has been extended to some of these institutions which has benefired the scholars.

The potential and the widely increasing use of Microform is possible only if the UuGC
provides substantial grants to the University Libraries for procuring tiz required microforms
and reading equipments. :

Microforms are one of the sophisticated communication media of the 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 Micrographics. Indian
libraries must be prepared to acquire and maintain microform coliections in addition to hard
copy collections, if they want {0 serve the readers effectively. o

The most significant part of microforms acquisitional work is that which involves planné,d
selection of materiat, the placing of orders with reliable firms, thorough checking of the material
received and careful preparation of the budget to strengthen the Library resources for instruction
and research. ' :

Types of Non-Book Materials

Microform: The back numbers of periodicals and serial titles are available in microfoim
and the collection of microform materials is necessary for research. Many important cellections
that extend the research capabilities of the library have to be acquired, The sithscriptions fo
microform collections such as the ERIC and FIRAF newspaper and periodicals should be a
continuous process in the University Libraries.

Music Scores: The library collects onty study scores; performing scores are collected by
the Music Department. The coliection 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 collection of slides, especiaily art slides. Difficulties in
processing the material (cataloguing, mounting, marking, etc) as well as the lack of space for
good viewing have come in the way of undertaking a large scale programme in this record.
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Video Cassettes: These also form A.V. Programme. The information avaitable int this format
Is also most useful to the users. '

Self-Check Exercise
‘What are the disadvantages of microforms ?

Note: i) Write your answer in the space given below.
i) Check your answer with the mode] answer given at the end of this unit.

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

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

14.6 SUMMING UP-

To sum up acquisition policies and procedures vary from one type of library to another.
Technologicat advances have played a great role in the fashioning of libraires. On account of the
proliferation of world Iiterature, it is impossible for any library to procure ali the desired books,
since it has limited space, and limijted funds and has to reckon with high costs of maintenance,
Hence, Microforms of literature will replace Bookforms though not completely. But the rare and
out-of-print books, back numbers of periodicals, NEwspapers, manuscripts, reports and reprints,
theses and dissertations can be brought out in Microform. The Inter-Library Loans, printed
Catalogues, and Union Catalogues can be microfitmed and sent to the participating libraries,
The non-bogk materials, apart from the microforms, include Maps, Atleses, Charts, Gilobes,
Cassettes, Gramophone Records, Film Strips and other audio-visual aids which are essential for
the purpose of éducating both literates and illiterates. '

The U.G.C should be liberal in providing grants for Special equipment and non-book materials
as the libraries are an intégral part of higher-education. INSDQC and IASLIC organisations
should take up the responsibility of formulating polices and procedures for the acquisition of
Microforms and other non-book materials in India and a methed to develop our libraries on
the same basis as libraries in foreign countries are developed. The necessary training should
also be given to-the Librarins to make use of these new inventions and the required information
should be disseminated through Microforms and other audio-visual aids for the advancement
of research and higher education in the Universities. Such a programme of action has to be -
followed in respéc-t of special and pfivate librarics, and some of the regional and public fibraries.
in the cities. To achieve this desired goal the "Trio’ librarians, readers, and reading materials in
the libraries-are to be taken into aécount and adequate funds are provided to the libraries,

14.7 MODEL ANSVVERS TO SELF-CHECK EXERCISES

1(a) The three modes of acquiring books in libraries are 1) By purchase, ii) By gifts/donations,
- and i} By exchange. -
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)

3)

4)

The methods ef purchaging library books are
i) Net book agreement/Tender system.

ii) Quotations

ii) Appoinﬁhg approved firms

iv) Books on approval

v) Dealer library plan

vi) Standing order

Gifts frequently raise certain administrative problems such as i) procedures of acceptarice,
i)} technical processing, and iii) future cost of maintenance as unworthy books may oiten
make theit way into the libraries.

Two or more libraries coming together and jointly purchasing the selected items of demand
and providing a central collection upon which all members may share.

The following are the three basic principles to be kept in view while making purchascs:

* i) Type of library and the particular reading circic;

3)

ii) Level of education of the users
iii) Library funds or grants

The disadvantages of microforms are -

1) Additional subscription cost for the microforfn version of a journal, {if sﬁpplemeﬁted)
ii) Special equipment requirement o
jii) Possible customer reaction

iv) More than one document cannot be referred simultaneousty.

14.8 ASSIGNMENT

The acquisition policies and proceduses should satisty the Fifth law of Library Science -
Discuss. '

The acguisition procedures vary from one type of library to that of another 7- Explain.

Ekplain the acquisition methods for the purchase of reading materials and the acquisition
of books through exchanges, donations and gifts to the library.

Describe the acquisition policies and procedures adopted for Non-Book Materials in the
Library.

Microforms offer an alternative to Book storage and a solution to the space problem in
University Libraries? - Discuss.

14.9 RECOMMENDED BOOKS

£ .
CARTER. and Bonk. Building library collections. New York: The Scarecrow press, 1959.

MITTAL, R.L. 'Library Administratien, 5th ed. New Delhi: Metropolitan Book Co, 1984.
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15.0 AIMS AND OBJECTIVES

This Unit aims to bring to your notice that state of the boak publishing and book trade in -
India and how they effect the building of a balanced library coilection.

After studying this unit, you should be able to
- explain the nieed for knowing about the ﬁbdk publishing and book trade in India:
- describe book publishing in India;
- grasp the nature of booksellers in India;
- appreciate various book promotion activities undertaken by Government Agencies.

151 INTRODUCTION

In universitj; and special libraries, the type of documents that are to be procured are varied
and in several cases, hard to obtain the requisite titles. Uniess 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 and also at the same time he, will be failing in his duty 1o supply what is actually
needed for teaching and research. Books are to be procured not only in English language hut in
several other langnages. In a university 12 fo 15 languages are taught and the university library
has to procure books in French, German, Russian, Sanskrit, Hindi, Telugu, et Most of these . -
languages have fulfiedged depariments in the universities. In addition there are another 30 to
35 departments in the field of science, sacial sciences, humanities, engineering, faw, etc.

To build up a balanced and up-fo-date collection of baoks, the librarian must have a sound
knowledge of the book trade industry of the country. As librarians have to mainly depend on
publishers and bocksellers, he must have a good rapport with the trade, sound knowledge of
international, national and local institutions of the book trade. The libraries which have huge
funds to'spend on different subjects and on different languages have additional responsibility of
spending the grant judiciously. It is specially true in case of university libraires in India. They
get substantial grants both from fheir own universities as well as from the. University Grants
Commission (UGC). In several cases the grants are to be spent within a specific period of time,
failing which the amount lapses.

Sejf-Check Exercise-1
What is the need for librarians knowing about book trade?

Note: i) Write your answei in the space given below.

ii) Compare your answer with the model answer given af the end of this unit.

15.2 BOOK PUBLISHING IN INDIA

Book publishing is an activity that involves preparation and marketing of printed matter.
The process of hook publishing is a complex activity and depends on the team work of a wide
range of professionals like authors, cditiors, publishers, book designers, iilustrators, hook binders
and also bookseflers. The end product is bock and is used by individua! readers directly or
through libraries. ' '

The first book in India was known to have printed in 1557 by Jesuit Missionary. During
the British rule the limited requirements of cducational books and general reading were met by
British publishers. Only after Independence [ndian publishing industry come of its own. The
‘increasein the literacy rete, growth of educational and research institutions, es_tablishment of
scientific and technical institutions, ete are some of the important factors which helped growth .
of Indian book industry. . .

Tndia is one of the woild’s leading publishers of books. It occupies the eighth place after
USA, USSR, Germany, Japan, UK, France and Spain. India is the third largest producing
country of books in English and the largest in the Third World in terms of total book production.
There are at present about 7000 publishers in India producing around 25,000 titles annually.
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Having nearly 15 per cent of the world’s population (830 million in 1991}, Tndia accounts for
barely 3 per cent of the world’s book titles. According to Unesco Statistical Yearbook (1993),
the total number of titles published worldwide in 1991 is 863,41 w).

Approximately 45 per cent of the titles published in India are in English and the balance in
different regional languages. Amang the regional language publicarions, books in Hindi, Bengali,
Tamil and Marathj occupy the major part. ' '

Subjectwizse grouping of Indian pﬁb]ications indicate that more than a third of the total
output is li_terature,_ followed by social science (25 per cent), science & technology (12 per cent)
and religion (8 per cent).

Among the States, Delhj produces the maximum number of titles and the other states |ike
West Bengal, Maharastra, Tamil Naduy, Utta: Pradesh, Kerala and Kamataka with more than a
thousand titles cach,

The signiticant characteristic of Indian book production is 90 per cent cducational publications

~and only 10 per cent entertainment/ leisure literature. The production of school text Books has

been nationalised and State-owned book production agencics recejve huge subsidies from the

governments for the production of university level books in regional languges. For example, the

Telugu Akademi publishes bocks jn Telugu for undergraduate and post-graduate level courses
offered by the Intcrmediate Roard and the universites in Andhra Pradesh, '

Indian publishers rarely venture to publish research documents as such publications have
restricted market. The result is many of the research findings do not sec the tight 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. - Ifowever, in recent years there is a spurt in the publication of doctoral
theses with the financial assistance from the UGC and other agencies,

_—
-

The Government have been promoting book publishing and trade through various activitjes,
Some of them include constitution of National Book Development Councii (NBDC), amendment

of copyright act, establishment of National Book Trust (NBT), sctiing up of Raja Ramohan Roy
National Agency for allocation of ISBN and organisation of book fairs and book exhibition.

15.3 BOOK PROMOTION AND EXPORT
—_—

15.3.1 National Book Development Council (NBDC)

The book industry in India is 3 large complex organisation and nceds the support and cooper-
ation of the governmental agencies like Ministries - Human Resource Development, Commerce,
Industry, Finance, etc for its de\é’elopment. To stimulate and coordinate the production and
distribution of books on sound line it was felt ever since Independerice & 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 worked for two terms, Le., till 1974 and became defunt.
The need for revival of the Board was felt when the Unesco has given encouragement 1o the
establishment of national book development councils to promote and develop book pudlishing
in dev_e[oping countries. The Gc')*,fg:riiment revived the Board under the name ‘National Book _
Development Council’ in' 1983 '




. The National Book Development Council (NDBC) was entrusted with dralting & 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 country; to advise the government regarding the measures to be takern for the development
of publishing industry and trade; to promote the availability of special purpose books of good
quality, etc. '

15.3.2 National Book Policy

The National Book Policy drafted by the National Book Development Council made wide-
ranging recommendations for the promotion of book ndustry in India. Some of the important
recommendations are- '

i) Production of quality literature at all tevels of education, particularly in Indian languages;
i) Encouraging authorship, especially in-Indian langnages;
iiiy Promotion of the reading habit, specially among children;

iv) Promoting literature especially reicw}ant to children and rutal illitcrates;

v} Removal of constraints in the development of indigenous authorship and provision of
adequate infrastructural facilities for book production and distribution, including imports
and exports;

vi) Organising seminars, workshops and {raining courscs for book industry personnel;
vii) Undertaking and promoting rescarch studies and special projects; and

viii) Encouraging Indian authors 1o write suitable text books and Tndian publishers to publish
books, particularly in scientific and technical disciplines for higher education.

- The above recommendations are {0 be approved by the (Government.
Self-Check Exercise-2

_ What are the aims and objectives of National Bock Development Cou nei! {NBDCY recon-
stituted in 19907

Note: 1) Write your answer in the space given below.
i) Compare your answer with the mode} answer given at the end of this unii.

-.-.-.--......-.--.....--—-.-..-.-.........-‘. ....................................

15.3.3 Copyright Protection

Aapyright protection in India is governed by Copyright Act, 1957. The Copyright Act has been
am_ended thrice in 1983, 1984 and 1992. By the latest amendment in 1992, the term of copyright
has been extended from 50 to 60 years.
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The Copyright office registers the following classes of works: 1) Literary Dramarlc 11) Musu:al
and Records, iii) C]nematog,tciphlc films, and iv) Artlstic Works

The Capyright board; a quasr]udiual bady was consl:tuted in 1958 (1ec0nst1tuted in 1990) It
hears thc cases and disputes and also grants the licences. -

“India is a member of two international cmwentions on copyright, namely, Berne Convention
for the protection of litcrary anc, artistic works and the Universal Copyright Convention. “The:
special provisions of these couventions enable the developing couniries 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 Intellectual Property Organisation (WIPQ), Geneva is the International Secretarlat for
the Berne Convetion for the protection of literary and artistic-works.

15.3.4 Raja Ramohan 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. Tt 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 prefcf this system. The Raja Rammohan Roy
Educational Resources Centre, New Delhi has been entrusted with assigning ISBN to Indian
publications. Till Deccraber 1992, about 1712 big and small publishers and authors in India have
become the members of the systern and thousands of their publications today bear the ISBN.

15.3.5 National Book Trus¢, (India)

The National Book Trusi (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 smmfmant role in book promotion programmes.

The objectives of NBT are -

- to produce and encourage productlon of good reading materld] at moderate prices;
and : '

- to foster book mindedness among the people. .
- The activities of NBT broadly are -

“*~ to publish books;
- to provide assistance to authors, illustrators and publishers; and

- to i}romOIC books i-ough exhibitions and fairs..

The Trust pubhshcs low-priced books on a variety of subjccts including physwal environ- .
ment and culture of India, folklore, popular science, biographies and books for childreén, adults
and neo- l;terates The Triist has published we: 6,000 titles in 13 ldnguagcs NBT also organises
book fairs and exhibitions, seminars and workshops to promote books publishing industry in
India.
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Self-Check Exercise-3
List any three major activities of NBT of India.

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

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

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

15.3.6 Book Fairs and Exhibitions

Book fairs and exhibitions of various dimensions are held in many countries. These book
fairs and exhibitions generally aim it - )

- 'exposing the books and putlications in the local, state, national and world market;

- mteractmg with the national or international commumty engaged in preparation, productlon
and marketing of books; : :

- boosting the export market for books and to offer on-the-spot facilities to publishers from
home and abroad for negotiating the buying and sellmg rlghts for co-production or reprints
or translations.

The book fﬁirs and exhibitions ‘are a market place for authors, publishers, artists, bock.
binders, prmterq book-sellers and exporters and librarians. Some major publishers “transact
almost S0 per cent of their annual turnover at the book fairs.

~The following international.book fairs have achieved great significance in the recent past:

i) The International Frankfurt Book Fair
ii) London International Book Fair
iii) International Book Fair, Moscow
iv} International Book Fair, Cairo
\',) Singapore Festival of Books and Book Fair
vi) Beijing International Eook Fair
vii) Malaysia Book Fair
vii) ABA Trade Exhibit, USA
i) 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 (liaq),
Manila (Phillippiries) and the Children’s Book Fair, Bologne (Ttaly} have acclaimed popularity
throughout the world. NBT, India has been participating 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 devel opment.
- 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 Worid Book Fair is a ten-day event which is organised every alternate yedr
by NBT, India. It was started in the year 1972 to mark the yedr as International Book Year,
The eleventh World Book Faii was held in January 1994, The Fair attracts large number of
leading publishers from India as well as from other countries, such as USA, UK, Europe, West
Asia, Arab countries, Nepal, Bangladesh and Pakistan. At the venue of the Fair, books are
sold directly to the clients and a number of booksellers, librarians, individual buyers and general
visitors are attracted to the Fair. ' '

The New Delhi Book Fair also offers 4 platform for the exchange of views on publishing
and allied topics, A number of seminars, symposia, workshops, etc are organjsed. Federation of
Indian Publishers (FIP), Authors Guild of India, Tndian Library 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 countries of the worid since 1981 to expose
Indian art and culture. To mark the occassion-a number of cultural, literary and religious
functions are organised to project the impage of India. As a part of these Festivals book
exhibitions were also organised in France and USSR. '

15.3.7 Export and Import of Books

India exports books to 80 countries of the world. The ]argest buyers of Indian books are
the UK, the USA, Japan and We'stGermany. Near]y 60 per cent of our country's exported books
are going to only ten countries and itis not even one per cent of the total world export of books,
India earned Rs.50 crores of foreign éxchange through book exports in 1992-93, -

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. Neariy
75 per cent of these exported books are in English language. Books in various Indian languages '
like Hindi, Urdu, Bengali, Punjabi, Gujarathi, Tamil and Maiayalam 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 heips the Indian publishers/ex;:orters, in collaboration with the NBT, India,
to participate in various important international book fairs and exhibitions. The Government of
India also encourages export of Tndian publications by giving incentives. :

However, imported books outnumber the indigenous books. The ratio of export to import
of books comes to riearty 1:10. The cost of these imported foreign books uns into millions of
US dollars and pound Sterlings,
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The Government of India has always had a liberal book import policy for the mmport T
books/publications on educational, scientific and technical shbjects. Import of such books and
journals, news magazines and newspapers is allowed under Open General Licence (OGL) by all
persons. To ensure that this policy does not work fo the detriment of the indigenous publishing
industry a quantitative restriction of 1000 copies of cach title per importer per year has been
prescribed. But the recent policy announced by the Ministry of Commerce (with effect from 1st
April 1992) has excluded such a restriction. The present Import Policy of OGL permits under

~ quota licences, any title irrespective of itz quality and utility can be imported as many number
of copics as are reqin'red by a distributor.

This resuits in imposting the sub-standard books which are discarded within a year or 80, in
Eurdpe and the US and called "remainders”. These titles are pruchased at very nontinal price
by importers and sold fo libraries in India at printed prices at a 10 per cent discount. Such &
practice needs to be discouraged. '

Self-Check Exercise-4
How CAPEXIL helps in promoting book exprots ?

Note: i) Writc your answer in the spacé given below,
il)  Compare your answey with the model answer given at the end of this unif.

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

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

15.4 BOOK TRADE IN INDIA

Book distribution in India is a very complex business. The distribution network consists of
whaole-sale distributors concentrated mainly in four metropolitan cities - Dielhi, Bombay, Calcutta
and Madras, Other cities and towns have a moderate book distribution system, while the rural
areas have hardly any facilities for book trade. Most of the regional language publishers operate
on a small-scale because of their limited resources and meagre readership. A good percentage
of books published ‘are sold to wholesalers and retail booksellers. Librarians and book clubs
purchase them through different modes.

A book distributor takes about 40-50 per cent discount on the printcd' price from the
publisher and offers 20-25 per cent discount to retailers and booksellers. The retailers and
booksellers in turn give 10 per cent discount to the libraries and varying per cent of discount to
the readers. Unlike Western countries Indian publishers and distributors have to mainly depend
on sale to libraries. Individual purchases in our country is negligible and in rccent years the
publishers mark the price three to four times the cost of production, so that even with a limited
number of sale, they are assured of recovering their investment as early as possible.
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Indian booksellers can be broadly categorised under-the following headings ;

(i) Representatives of Foreign Publishers

(it} Wholesale suppiiers who import books from a restricted number of foreign publishers
(ii} Booksellers who import books fram any publisher abroad
{iv) Retail booksellers who mainly depend on (1) and (2) above

(v) Booksellers without any base
15.4.1 Representatives of Foreign Publishers

Few Foreign publishers have their offices in India but their 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 booksellers who are stockists. Some foreign publishers instead
of appointing any one us Sole agent, they give the right to many booksellers to stock their
publications. Booksellers get limited credit from the foreign publishers and if the payment from
indian booksellers is nat prompt, the publishers stop further supplies. The result is when orders
are placed with such booksellers, naturally supply is doubtful.

15.4.2 Wholesale Suppliers

The representatives, agents and stockists of foreign books are not expected to sell books
dhirectly to the {ibraries. They are expected to route through booksellers. This is not being observed
now by majority of the stackists. Libraries can get hooks directly from the representatives or
whalesale stockists. Only in cuse of agehts, 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 forthc'oming 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 «oncentrated in Delhi, Bombay, Madras and Bangalore.

Some wholesalers specialise in few subjects. They do not deal in all types of books. For
cxample, there are wholesalers who specialize only in faw books or medical books, Librarians
must have a knowledge of such bookscllers in case their needs are restricted to few such subjects.
In this category even there are retail booksellers who specialize in few subjects. They may be
dealing in some allied subjects also, but they are more kinowledgeble in their specialization,

15.4.3 Independent Importers

Compared to the total number of publishers, their representatives in our country is a very
" small fraction. In addition to the commercial pubishers, there are several associations, societies
and institutions who also publish books at lrregular intervals. There are several other publications
which are hard to obtain. Some booksellers in our country obtain books from any publisher
abroad. Either they have direct contact with the publishers or they have their agents abroad. In
USA, and UK there are export firms who act as agents for booksellers abroad. These firms are
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better equipped to procure books from their own country and export abroad. Individual Indian
booksellers who are not tagged as reprcsentatlves of any firms take advantage of these agents
One drawback in such cases is it is l]kely to take more time for supply

15.4.4 Direct Import : L : |

One question often raised is why libraries cannot directly import books. There is no bar
to import books directly and no licence is required and there is no ilablllty to effect foreign
payment. Any bank dealing in foreign cxchange will arrange payment. The baanks will obtain
the Reserve Bank permlssmn ‘{o rermt the money in the currency of the country* concerned. But
there are several difficulties:

'1) Foreign commercial publishers usvally do not sell directly to libraries, !
2) We have to appoint an agexi in the country of import. :
3) Foreign publlshers and many agents or booksellers do not glvc any discount.

4) We will have to pay the postage and insurance chargcs

. 5) Some booksellers ask for advance payment

6) . Foreign correspondcnce Works out costly

_ If there are Indian booksellers who can g]ve good service, procurmg books in the country
works out cheaper. Only in case of society ‘or other instituttional publlcatlon”ﬁ direct order is
preferred because booksellers are not’ interested. to import such publications. | In several cases
_ booksellers themselves do not get any discount from society or institutional pubhcatlons but=
‘ ’ instead they have to make prepayment and as such Indian booksellcrs are not keen to 1rr1p
' such books. - : e

It will be advantageoﬁs 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 Offiges- Committee.

- 15.4.5 Approval Method

Tn the last ten years there is a large number of mushroom booksellcrs sprung up in. the

* country. They do not have any basé or knowledge of the book trade or publishinig industry. They
work more. as jobbers, select-some books from wholesalers or publisher’s rcpresentatwes and
take round to the libraries on approval basis. Approved books they bill and retirn the rest from
where they have selected. They cannot mdependently supply ‘books with the result libraries have
great disadvantage. As easy to obtain books are purchased from such jobbers,ithe independent
importers do not oblige to procure “hard to obtajn books. There is a-greater damgcr to this type

" of approval method. The departments, commlttccs or 1nd1v1duals who usually recommended
books for purchase fall a prey to the books ‘brought on aproval. Ultlmately many good books

" are not added to the library as the grants get exhausted by the books selected on approval basis.

15.4. 6 Ethlcs of the Book Trade .

- There was. consnderable dlfflculty in procurmg forelgn books- dué to varlous 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 commiittee was formed
consisting of library profession, pubhshers and booksellers, representatives from Umvcrsny Grants
Commission and observers from Ministry of: Education, Government of India; This committee
is called ‘Good Offices Commlttee Thc commlttee functlons as stated in their c1rcular quoted
below: . . R R ‘ - i
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The Good Offices Committee is ¢ voluntary organisation formed to establish uniform terms of
book supplies 1o libraries, and to ensure a fair working margin 10 booksellers and an efficient service.
lo the libraries. The committee meets at regular intervals and after taking into consideration the
fluctuations in the currency rates, decides on the rates of conversion governing the sale'of books and
pertodicals... ' - - '

The Ministry of Finance vide. their letter No.F23(/}-E.II(A)83 dated 7-2-1984 have made
changes in the General Financial Rules which dispense with the necessity of calling for tenders or
quotations. Tnspite of such recommendations some booksellers tempt by offering extra discount,
Such booksellers only corner the orders and supply only such books where they get more profit
and ignore the rest. This unhealthy practice in the trade brings several hurdles in the smooth
procurement of bbo‘ks.

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 fuifill the
orders, the grants remain unspent with the result there js a spree to buy books at the fag end of
the financial vear. This unhealthy practice of buyire anything at the last minute the library will
be stocking unwanted books and wasting its meagre financial resources. If the libraries stick to
the book selection policies and order the books well in advance with reputed booksellers, they
will be doing"yeomen service to the organisation where they are a part,

Self-Check Exercise - §
What are the functions of the GocC v

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

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

15.5 SUMMING UP

In this unit we have discussed the state of book publishing and book trade in India and
examined how they affect the buiiding up of a balanced library collection, The major items
covered in this unit are book publishing in Tndia, book promotion activities of the Government
though National Book Trust, Book Fairs and Exhibitions, Copyright protection, allocation of
ISBN to Indian books by Raja Rammohan Roy Educational Resources Centre, New Delhi,
framing of National Book Policy by Natinal Book Development council, etc. Export and import
of books and book distribution systems are also explained. And finally booksellers in India are
classified into five categories as i) Representatives of foreign publishers; ii) Wholesal_e suppliers
who import bocks from a restricted number of foreign publishers; iii) Booksellers who import
books from any publishers abroad; iv) Retail booksellers, who mainly depend on (1) and (i),
and v) Booksellers without any base. ‘
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15.6 MODEL ANSWERS TO SELF-CIIECK EXERCISES

1)

2)

4)

3)

Librarians have to depend on booksellers and publishing industry for building a balanced
collection of books and other publictions. He has to spend huge amounts judiciously on
books and non-book material. Therefore he should have a sound knowledge on international,
national and local book trade.

The aims and objectives of National Book Development Coungil (NBDC) reconstituted in
1990 are -

- to review the progress of book publications in the couniry;

- to advise the Government regarding measures to be taken for the development of
publishing industry and trade; ‘

- to promote the availability of special purpose books of good quality, elc.

The major activities of National Book Trust (NBT), India are -
i) Dublishing low-priced books on avariety of subjects for children, adults and neo-literates;
if) Providing financial assistance to authors, illustrators and publishers; -

iii) Organising book fairs and exhibitions; efc.

The book export in India s looked after by the Chemical and Allied Export Promotion
Council (CAPEXIL). CAPEXIL's Book .Division, in collaboration with NBT, helps the
Indian publishers and exporters to participate in various important interriational book fairs.
Tt also assists in identifying prospective markets for Indian publications.

The Good Offices Commiitee (GOC) is votuntary organisation formed to establish uniform
terms of book supply to libraries and to ensure a fair working margin to booksellers and an
efficient. service to libraries. The GOC decides the rates of currency in érder to facilitate
the sale books and pernodicals.

15,7 ASSIGNMENT

1Y)
2)
3

4)

Write a short description on book publishing in India,
What should be the basis of sclecting booksellers in our country?
Do you prefer higher discount or better service ? Discuss.

Describe briefly various book promotion activities supported by Gos:fernment.

15.8 RECOMMENDED BOOKS

N

EXPORT of Indian books: Promotion and marketing, edited by K.X. Kaul. New Delhi :
Institute of Book Publishing, 1989.

2) MITTAL, R.L. Library administration : Theory and praciice. New Delhi : Metropolitan,

1984. pp. 725-760.
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3)

4)

5)

NARENDRA Kumar. "Book Publishing: Problems and prospects.” Granthana 3 {1y Jan -
1992, pp.7-28.
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16.0 AIM AND OBJECTIVES

This unit aims to explain the importance and purpose of Accessioning of reading materials

in the libraries with special reference to receipt of ordered books, the registering of various
particulars of books in the Accession Register and the passing of bills and the process involved®
in the Technical Section. ' '

After studying this unit, you should be-able to

explain the meaning and functions of accessioning;

describe the process involved in the r'eceipt of ordered books, price verification, passing of
bills and collation;

register various particulars of books in the Accessjon Register;

describe various processes involved in Technical Section for preparing boeks for use in
libraries. '




16.1 INTRODUCTION

Generally, readers have got a very vague idea about the importance. of technical' services such
as acquiring, preparing {Accessioning, Classification and cataloguing processes) and preserving
the reading materials in a library, since they do not have ary chance to watch and examine
the technical aspect of the working of library, but it is beyond doybt that technical services are
essential for carrying our any library activity successfully. This has become of late all the more
important because the work r_élating to the'ordering of books and receipt of books etc., has
become complex. Once the books are received in the library, the Acquistion section should
direct the person concerned, who has been assigned the job of accessioning, to check and tally
with the bills received duly arranging the books as per the seriatum order of list in the Bill so
as to assign the serial number of the stock. '

16.2 ACCESSIONING PROCESS

Accessioning is the act of adding and in libraries it means the assigning of a copy identification
number to each volume or any other form of library in which all the books purchased/ received
in exchange of or as gift are entered. Each book is given a consecutive serial number. This
register is known as ‘Accession Register’ and the serial number is called ‘Accession Number’,

16.2.1 Accessioning Work

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 pérmanent record needed to find out the stock position of
the library at any time, The Assistant in-charge of accessioning arranges the books in the same
order in which the books are listed in the bili and enters them in the Accession register serially,

Accessioning is that part of the work of a library whereby every bodk_to be included in the
stock of the library would receive a serial number catled the accession number and is entered in
the Accession Register which is an essential record in the Jibrary. The books in stock and those
added to the |ibrary are entered in this register in the order in which they are reccived with the
price paid on them, Every volume or copy is entered on a separate line and given a different
nunaber. The number assigned 1o 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 fTap
of the book the pocket). Accsssion reg_ister 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 ruled 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 date). The
specimen columns of accession register and Gift Register are given in Appendix. If the hook is
lost or discarded and if another copy bought to replace it, the new copy must be given its own -
Accession number and ot that of the book lost or discarded. )

A book purchased for library must be entered in the accession register and its accession
number entered in the stamp affixed on the title page and also noted on the bill, before the
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pdyment order is passed by the Head of the institution. 1f & book is acquired for the library by

means other than purchases, it must also be entered in the Accession Register indicating it asa

GIFT in the Remarks column. The Accession Register is an indispensable- record of stock which '

is-cheked by the auditors at the time of audit. It is also a valuable document for compiling the
. annuat report on the working of the library.

i) Receipt of" Books

Books are received in the library several ways. Thcy are delivercd by the booksellers,
received by post, comes through railway or loiry parcel or by any other mode. Usually bills are
also received with. the books and if the bills are recelved separately, hr—*y are to be kept pending
. until the books are received.

i) Checking of Bills

On rccelpt of the supply the Bills are checked with the order copy which is lying pending in
" the order tile to ascertain the correctness of the items ordered on a form meant for the purpose.
The books are tallied with the bills and order list and their editions and imprints are verified.

As books are published in many editions, it 1s most esscntial to take this fact into consideration.
The popular edition, the paper-back, is cheaper than the library edition. It will also be vcrlhcd
whether the supply is in accordance with the items mentioned in the suppliers, bili and cost.
No advance payment is made in respect of supply of books except in case of certain publishers.
Further, books sent by V.BP. will be honoured expect in the case of Government publications
where it is conditional

iii) Collatmn an(l Tallying Work

The tallying work includes the tallying of the prlces of the hooks 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 sellers catalogues. Those items which are not
found in accordance with the actual specifications or for which the price charged is more than
the published one, a dicrepancy ietter is prepared and sent to the bookseller for supplving 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 pagination, irregularities
in printing and physical defects. Defective copies are to be retu rned (o replace with sound copies
or reject the damaged book and delete the cost from the bill. '

iv) Bill passing Procedure

The Accession Assistant gives.a certificate on the bill that the books have been entered in
the Accession Register vide such and such Accession number and affixes his intials: The books
are then sent to the processing gection (Technical dept) for the work or processing viz., labelling,
Stampi_ng, classification and 'c__ataloguing and numbering and sending them fo the sheives in the
stacks. :

"v) Passing of Bills for Payment

. The Dbills are handed over to the Bills Assistant by Acccssmnmg Assistant after checking
the total and coversion rates, confirming the fact the library discount allowed has becn deducted
from the gross. total of the bill amount and only the net amount is claimed by firm gives a
certificate on the bill to the effect, "Certified that Bill is verified and passed for payment of net
amount” duly affixing the signature and entering in the Bill Register the releted item on the
ordcr form or making the order card, if mamte.med WIth a stamp,’Rccelved’ '
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In some libraries where indents are prepared as ag’aihst order cards at the time of placing

orders with the firm, soon after the supply of books cards will be prepared for the received
items. The Accession number will be entered on these cards and these cards will be sent to the
Technical (Proccssmg) section along with the accessioned books. At the time of classification of
books the call numbers will be entered on these cards and filed in the cabinets as shelf list cards
dccordmg to the classified order.

-

The Specimen Co]umns of the Acccssmn Register (which are printed on both sides of the .

pages), the Gifts Register, the Indent Reglster the Bill Reglster and the Shelf card are glven in
the following pages. . L

. Il[ustratlon 1: The Entries of Accession Reglster

(Name of the Library) -

Remarks . B

Daie | Acession | Author _.Titla Volumes | Edition | Year | Publisher | Source | Cost | Call
Number ' : "1 Rs. | No.
Illustrdtlon 2 The. Entnes in the Gift Reglster T
e (Ndmc of thc lerary) - )
Date I.Acgs:.sion - Author | Tide - P-rcscm_cde,ﬁ._\ Publisher - Volume Year Call’ | Remarks - .
Number . ' U wye Do "No. -

B

B




Tllustration-3: Sheif List Card

[ Class No.

Author
Accession No. Title
QOrder
of Edition Place Published
Received Date Vols. List Price
Cost Recomended by
Charged to Address
Date of Bill
L.C. No. Received in
Tllustration-4: Verso of the Shelf List Card
INTTIAL AND DATE _
. Classified Individuatised . Checked
Approved | Accessioned and Typed Number - and Card
Catalogued and Labelled Sent to filed
Shelves
Illustration-5: The Entries in the Bill Register
(Name of the Library)
Serial Bill No. |Amount of | Date of | Amount Date of
No. |Date _of_ Receipt | Supplicd | and Date | the Bill | Passing the | Passed | Payment & [REMARKS
: Bill Cheque No.




Self—Check Exercise-1

List various columns marked in the Accession Register.

Note: i) Write your answer in the space given below, : .
i1} Check your answer with the model answer given at the end of this unit.

16.2.2 Accessioning Records

A full accession record gives the library (1) a complete record of each item added, when
the item itself is not at hand; {2) a dircct record of the library’s growth; and (3) a chronological
rccord of the growth of the col{ections.

The accession number itselt is useful in distinguishing among copies or volumes of the same
title; in matching library cards with books quickly and accurately; c.g. as an clement in the
charging system; and for inventory purposes in 4 coliection arranged in a fived location. Some’
libraries have given up the accession record but have kept the accession number because of|
theses advantages. '

i) Accession Methods

Accessioning practices in libraries vary from a full record for each item 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 partjcular needs with the result
that no single method of accessioning may be cited as the most common or as the best.

Accession records may be made in relation to the acquisition process and the cataloguing
process and 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 page
or on the first page thereafter; on some selected pages within the book in case the title page is
lost; on the §he!f_list card; on the book card and on the bocok poc.et. The most common single
location in the book is on the back of the title page.

i) Accession Register Types.

a) Ledger Type:

Libraries offer standard ledger-type accession registers with numbered lines and with columns
for most of the items of information which librarians want, A more flexible record is also available
in the form of a loose-leaf binder with sheets which fit into a typewriter. This form allows several




persons to do accessioning at the same time and facilitaties the replacement of pages in case
excessive changes Or errors occr.

1) Card Accession Recorﬂs:

These may be made up of the Order Cards once they have served their primary functions.
This is particularly effective if the order number serves as the accession number or that of cards
specially designed as the accession record.

Advantages: Advocates of the card record, specially the use of the order slip or a special stip
generated in a multipte order form system point out that it is as accurate as the accession register,
is less cumbersome, takes less time, can give the statistics on growth of the collection broken
down by subject teld and js as permanent as the accession register.

Disadvantages: Its principal disadvantage is the nece?;sitj,f to provide storage tor a card file which
is seldom referred to and which serves no additiona! function. If the accession card is produced
from automated library purchasing procedure, the tallying by subject field or by assighmcm to
public service division becomes easy and the accession record can be kept on storage tapes.

iv) Accession Record as a permancnt Historical Record

Above all, an accession ledger serves as a permanent historical record of the growth of
collection in respect of both size and content, giving the history of every individual book that
comes into the collection. Tt identifies each volume, giving its source and cost, providing the
price of a lost boak for which a borrower has to pay and furnishing the answer to patrons who
sk where a book has been obtained or how much it costs. It helps in keeping a statistical count
of the growth of the collections and may be planned to give the pumber of volumes in particular
subject fields or in particular locations and in keeping an easy check on special collections. It
can serve as a record of gifts and memorials received by the library. It offers facts for quick
computation of the cost of books purchased dusing any given period, including the complete
cost figures in evaluating collections for msurance purposes. It may be.kept to meet a legal
requirement including the furnishing or proof to the effect that a book paid for has been added
to the library coflection. It can be useful in taking inventory. 1t provides a charge record for
books circulated before proceessing is completed. It is a popular tool in collection control, where,
it sometimes serves as shelf list and catalouges as weli. - '

v} Use of Accession Records

The modern libraries using the traditional Accession record defend its retention by listing
a number of advantges such as the following: ' )

(1) Ready information as to source and price paid for each publication.
(2) Reatly Statistical count of collections.

(3) Permanent historical record of the growth of the library.

(4) Insurance record.

(5) Circulation record for books loaned before cataloguing.

{6} Absolute identjficatio%: of each copy of a book.

(7) Less frequent 'discharging errors’ in circulation.

(8) More easily used by an untrained person than a shelf list.

(9) Confirmation of gifts for income tax purposes and

(10) I_dentification or ownérship of tifles in a combined library.

241




The Accessioning process will streamline the record of rcading materials and show its stock
position to the library autheritics. The method of Accessioning may differ from library and the
bibliographica! description of the printed and non- printed materials will not be the same in every

library. In the management of library the process ot accessioning which play a great role, since
it is a boon to the library.

Self-Chek Exercise-2
What s the major purpose of an Accession Record 9

Note: i) Write your aniswer in the space given below.
i1} Check your answer with the model answer given at the end of this unit.

16.3 PROCESSING OF BOOK IN TECHNICAL SECTION

T he Technical section of a library i 1 the pivot on which all its activities revolve, The functions
of this section are considered to be mystel ious by the lay public, The work of the Technical scetion
18 basic to that of the other sections of a library. This Is the section which help transformation
of a collection of books are into serviceable articles. The old idea Le., Books are for preservation
has now given way to that of Books are for use. 1n 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 dcqmred for the library and béfore
It goes into the live collection for release to the reader. 1t consists of:

aj Physical preparation. b) Classification ¢) Cataloguing d) Shelf-list.
16.3.1 Receiving books in the Technical Section

Accessioned books are transterred to the Technical section to prepare them for the use
of the readers. In bigger librarics where large number of books are received, there should be
some. buil{-in arrangement to process the books. Books that are to he released urgently, the

Accessioning scction inserts a coloured rush slip to indicate to the Technical Section that those
books should be given priority.

The first duty of the head of the Technical Section is to arrange the new book - in some
order. Books can be arranged in several ways (1) by date of receipt (2) by alphabetical or.r of
authors (3) under broad subject headings. The purpose is two told. One is the order Section
is likely to check for duplicates before ordering books and secondly new books are likely to be
asked and should be traced without much waste of time.

There must be cléar cut demarcation of duty in the Technjcal Section.” Tt is better if
classification and subject cataloguing is done by the one and thc same person. The advantage is .
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while classifying the document, the classifier analyses the subject and will have better grasp of the
content of the document. If the work is assigned to two different persons, they have to analyse
the subject twice. Descriptive Catataloguing can be assigned to another cataloguer. There can
be also division of work in case of fiction books, serials, language books and non-book materials.
This depends on the quantity of materials to be classified and catalogued, There cannot be one
yardstick of the libraries. A policy decisicn is to be taken first how the work is to be divided by
the librarian in consultation with the Fead of the Section.

16.3.2 Physical preparation of book for use

Soon after the receipt of books and other reading materials in the Acquisition Section of
the library, the process of acquisition, accessioning, preparation of shelt list cards and the passing
of bills for payment, etc., are compieterd, such books and other reading materials are sent to
the Technical Section together with order cards for future processing, ie. classification and
cataloguing. '

The physical preparation of the books invlove the stamping of the name of the library on
the tifle page and on one or two other conventional_pages of the book. A book plate ownership
jabel should be pasted on the inside of the front cover showing the mark of owernship of the
book. A book packet should be pasted on the inside of the back cover and a ’date due slip’ on
the fly leaf opposite the book pocket is affixed. The anthor’s last name is written on the top line,
the brief title of the book 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 system of issue method and hence it may differ from library to
library. This work of stamping and labelling can be done by the libraw attendant under the
supervision of the Technical proccessing Assistant.

16.3.3 Classification & Cataloguing

Before starting clasification and cataloguing of new books the person concerend bas to
check either in the public catalogue or from the master catalogue (if maintained in the Technical
Section) whether a copy of the same title already exists in the library. If there is already a copy '
of the book is available, this information is to be noted on a slip with the call number and
the same is to be handed over to a clerical assistant of the section to note the (_letail's of the
second or additional copy and also to prepare an additional shelf list card. Same produce 1s to
be followed in case of serial publications lie year books which are received at regular-intervals:
and the previous volumes are aiready available in the tibrary. In case of bound peric')dicals._i.f
the previous catalogue entry is open entry, there is no further information requiré'd as far as the
catalogue entries are concerned. Only the volume is to be prepared, by giving the call number

and preparing the volume for shelving. This work also to be assigned to the clerical assistant.

If the work is divided between the classifier and cataloguer, the classifier has to give the futld
~call number including subject heading. The classifier has to check the previous numbers given
- for similar books, check from different bibliographical tools for the correct class number in stich

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 Catafoguer who has to prepare process slips or
cards. Each process slip with complete catalogue entry is to be passed on the Head Cataloguer
for scrutiny. The dlip should indicate the number and kind of added entries to be madc for each
docurient.” The book and the slips are now passed on to the typist for making additional cards
which are to bepheckcd apain by the Head Cataloguer or Section-in charge. Mistakes if-any are
to be corrected at this and will be difficult to rectify fater. :
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The Technical section should usually maintain a manual for assigning classification numbers
and subject headings, - if there are any variations from the printed tools. If authority files
are already maintained, they are’ to be consulted before classification and cataloguing work is
undertaken. At the same time the autherity files are to be updated as and when-new items
are traced. There should not be any deviation from the tools used, or from the manuals and
authority files, '

16.3.4 Shelf List

In addition to the card catalogue the library should alse maintain a list of its books in the
order in which they aljpea_r"on the shelves. This card file is fechnically called the Shelf-list. Tt
is not open to public view, being primarily intended for use of the librarian in preparing the
inventorjz and for annual stock-taking. " And also for noting the sequence numbers at the time of
filing. Teachers or researchers can profitably consult the shelf-list while preparing bibliographies
for the themselves or to find out how many copies of a book the library has before setling an

. assignment,

16.3.5 Cataloguing Tools required in Technical Section

The Technical Section must have at their disposal serveral tools which they have to refer
constantly. Some of the important ones are:-

(1) Classification schedules

(2) Subject Heading List

(3) Author marks (if they are used)

(4) Standard dictionaries

(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 should be made
available. For want of any of the library requisites, the work in the Technical Section should
not suffter. Even samil iterms, for example book labels are exhansted, the new books cannot be
released for use. Hence it is the duty of the Section Head to keep a watch on the Stationery
and other items of daily use and place the indents well in advance and not after the stock is
exhausted. ' E '

16.3.6 Reclassification & Recataloguing

Definitions: what is mearit 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 term, "Recataloguing"
as used here means any chahge 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 distin‘cti'vé
call number to each item; which indicates the group to which jt belongs and the place which it
should occupy within that group in relation to other books. ST
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Complete reclassification may refer to a change within a Classification such as expanding an
abridged system or to a change from one system to another and involving complete, partial or
no tecatalogning. Partial reclassification involves the arrangement within a classification which
result from temporary classification or detection of misplacements and obvious errors. The
process involves much cost to the library. The remarking of books, withdrawal of cards from the
Catalogue and Shelflist, the ordering of new cards or the reasing of old nnes, the refiling and
changing of book cards and pockets all represents added activities,which incrcase the cost..

Recataloguing may mean a number of things such as eliminating obsolete main and subject
entries, Tevising 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 reffer to the substituting of standard sized card
for odd-sized card and the replacing of hand written and worn. cards with typed and printed
ones. This is called complete editing of the catajogue.

16.3.7 Final processing in Technical Section

After the compietion of Cataloguing work, the book card and a book pocket have to be
prepared. The book card containing the details of call number, accession number, author’s name,
title of the book has to be written legibly or typed for -accuracy. The Call Number has to be
written in Indian ink on the spine label of fhe hook. The book pocket is pasted on the inside
cover of the book; and a Due Date slip is pasted opposite to it. After the filing of Shelf list cards
and different Catalogue cards in respective alphabetical sequence in the 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 library, it is the Technical Section’s responsibility. ' '

16.4 FILING OF CATALOGUE CARDS

Catalogne cards bave to be filed alphabetically in the Catalogue Cabinet following the
standard filing rules such as letter-by-letter or word-by-word system. Accuracy in filing is most
important. Wrong filing of Cataloguc Cards will tell upon the efficiency of the library. They can
be approached in three ways: (1) by Author, (2) by Title and '(3) by Subject exclusively for the

" sake of users. The following are a few basic rules followed in the filing of cards:

(1) File alphabetically word by word.
(2) Disregard the article, (a an, the) when it occurs as the first ward of the file.
(3} Expand the abbreviation. '

16.5 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 etc in Classified order. To prepare the list of Recent Additions the master
cataloguing slips will be first prepared before the preparation of catalogue cards and preserved -
upto the end of every month soon after. sending the newly added 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 classified order, incorporating subject headings under each class, and .tagged for
sc%:g;ing them for typing as Recent Additions list for a particular month. B

e
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These lists will be circulated to the staff and students, to the other institutions (Libraries)
and the Departments which are included in the mailing list of the library at the beginning of every
month. This iist will be give information about the new books added to the library during the
period. The users may select from the recent additions the books that interest them. This service -
will mostly help the researchers who seek current information on a particular topic of research.
This i3 an essential service to the users of the University Library in particular. These Recent
Additions lists will also supplement the information concerning the holdmgs of a particular
library used in preparing the Union Catalogues.

Self-Check Exercise-3

(a) List various tools required 1n a Technical Section for CIdSSlfC&thI‘l and cataloguing of
books.

Note: 1) Write your answer in the space given below.
ii) Chec}\ your answer with the model answer given at [he end of this unit,

T T
.............................................................................................

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

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

16.6 SUMMING UP

To sum up, the technical processing of books and physical preparation of books carried out
in the Technical Section of a library is comparable to that of a Laboratory.

Although the structure of the Technical Division may vary from library to library, it generally,
includes the Acquisition department and-the Cataloguing department. In some libraries, it may
also include the Binding and photography departments. The Technical division can thus be
called Preparation Division since acquisition, catalogning and binding are undertaken by it. The
major Technical processes which a book has to undergo in the Techaical Division are 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 theﬁlles of Catalouge codes followed in the library) and (3) The classification of books
as pergiie Scheme followed in the classification wing.




whole process and after final checking the catalogue cards will be filed alphabetically in their
respective sequences, in the Catalogue Cabinets as per the rules of filing. The Shelf List Cards

wil] be filled 'separately in the Catalogue cabinet for the use of the library and the books will |
then the transferred from the Technical processing Division to the Stack Area where the books

will be arranged in a systernatic classified order for the use of the readers. It is only then that

the readers services will be initiated in the library. A Recent Additions List will be brought out

by the Technical Processing Division every month to make the new additions to the holdings of

the library known to the students and the staff. Thus this division plays a vital role in the library. '

— |
The Librarian or Assistant in-charge of the Technical Processing Division wiil superwise the

167 MODEL ANSWERS TO SELF-CHECK EXERCISES

1, The following are the entrics of Accession Register: Date of accession; Accession Number;
Author; Title; Publisher's name and place; Year; Volumes/parts, Source of supply; Price;
Call Number; and Remarks. '

| _ 2. The mgj or purpose of Accession Records: (i) It is a record of each item (documents) added
‘ “to the library; (i} a direct record of the library’s growth; and (iii) a chronological record of
‘ the growth of library collection. '

i.(a) The following tools are required i the Technical Section:

i) Classification Schedules
iy Cataloguing Codes
iii} Subject Headings list
iv) Author marks (if used)

y) Standard dictionaries
vi) Biographical dictionares

(b) The term ‘Reclassification” means reassigning of class numbers on catatogue cards and
books when the collection is regrouped. "Recataloguing’ means any change madc in the entries
of the original catalogue. Reclassification and recataloguing are required when a new edition or
a new scheme of classification or a different code of cataloguing is employed.

16.8 ASSIGNMENT

(1) What is the purpose and functions of Accessioning of reading materials in the libraries ?
Describe the Accession Register. - '

(2) What arc the various methods of Accessioning 7 What are the Advantages and Disadvantages
of each method of Accessioning ? R

(3)° Write short nates on the following: (i) Accession Register (i) Gift Register (iiiy Shelf List
Card (S.J.. Card) (iv) Tndent Register (v) Bills Register.

(4) ‘Explain the Technical process through which a book passes in a Lbrary before it is sent to
the shelves after it is acquired. '

(5) Write short notes on the following: (i) Subject Authority file (i) Reclassification and
Recataloguing (i) Filing of catalogue cards (iv) ‘Recent Additions ’list’.
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17.0 AIMS AND OBJEC

TIVES

e

Serials form an imporiant portion of the library collection . This unit aims to explain the
different types of periodicals, sources for their selection, probiems of subscription, especially
forcign journals, steps to be taken to safeguard advance payments made, the role and functions

“of Good Offices Committee, processing of serials etc.

After studying this unit, you should be able to

- explain the purpose of serials in libraries
- categorise different types of periodicals
- describe the procedure for the selection of serials
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- explain how to subscribe to toreign Journals | .

- enumerate the problems resulting from subscription to current torcign journals
- describe the methad of processing serials in libraries

17.1 INTRODUCTION

A periodical according to A.L.A. Glossary of library tenns is defined "as a publication issucd
in successive parts usually at intervals and us a tale intended to be continued indefinitely., "The
publication known as "Journal " published pefiodiéaﬂv is called Periodical. A periodical s a-
confinuous publication, with a single and distinctive title issucd at ro coular or ircegular intervals .
of less than & vear.

A periodical 1s an agency for reporting current observations, new ideus and research findings '
of piecemeal nature. The perio'dicai is a medium of first publication for speedy commincation
of the latest information and rescarch findings in most fields of knowledge, Periodicals are of
utmost importance ta the work of a research organisation since 'rhey contain the latest ideas and
rescarch data. They are an important source for specialised information.

The periodicals are distinguished on the basis of their periodicity or period of publication.
They canbe classified as (i) Weeklies (e.g. Notwre UK ); (2) Fortnightlies (e.g, Frantiine published
by ‘The Hindw, Madras, twice a month): (3) Monthlies (e.g, American Mathematical Aonthly,
published by American Mathematical Socicty: (4) Bi-monthiies (c.g.. Gea-Tines (5) Quarretlies
(c.g.'. Library Quarterl; V.S A} published one in every three months; (¢) Halfyearlics (e.g.
Jowrnal of Library and Information Seience, published twice a year by the University of Delhiy (7)
Annuais published oncé a year (e.g. Advances in Librarfanship U.K)

17.2 TYPES OF PERIODICALS

The periodical publications are of different standards to suit the different types of readers,viz,
Child, Student, Business man, the Research Scholar, ete. There are certain periodicals which
contain information I'oréntu‘t’l'nmun or recreation, so journals communicate information helpful
to self-education while others con\’f.y information for the- mreEIcctu.li (Ee\clopmcnr of the readers.

17.2.1 Primary aud:Secondary periodicals:

The pcriodicals_aré published under synonymous terms, viz., ('I) Journals (Library Jowmal)
(2) Magazine {Philosophical Magaw'm’) (3) Bulletin {{LA Billentin, (4} Proceedings, and (35)
Transactions (eg. Transactions of the ASAE). American Mathematical Society publishes three
periadicals 1n(11v1dua|ly under the titles, Bulletins, proceedings and Transactions respectively,

The Primary joumai_s‘ otherwise known as "Recording Journals’ form rhe basic source of
information for original research in scientific and téchnological fields, e.g., Annuls of Botany,

The Secondary Journals known as ’Ncwsp;zpcrJoumals' interpret the research work reported
in primary literature, e.g., Chenistry in Britain, (But Chemnisty and Indusine is an example of o
journal containing' research papers as well s secondary marerials), Abstructing and Indexing
Journals also come under the category of Secondary Journals. ' o '

Abstracting Jo'ur'.nals B

Abstracting |ouma]s contain abstracts ‘or summaries of the articles puhmhtd in wuousi
periodicals with bibilographical citaticns: e. a., chemical abstraces, US AL ‘ -
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Current Contents

C:.rrmt Contenis is another type of secondary source journal published as weekly by the
Tnstitiste of Scientific Information, Philadelphia, in different’ sections dealing with different
sul’uects and- reproducing the contents pages of various journals relating to the arficles under
publication. The Current Contents Journals offer current awareness service which communicates
in advance the periodical articles under publication in journals in various languages in different
par-ts of the world in the respective subject fields unknown to the researchers and specialists.
The Abstracting journals are helpful to retrospective searching by means of cumulative indexes.

“Indexing Journals

Indexing Journals index the articles published in different periodicais in their chosen fields
ar jurisdiction and containing full bibliographical information about them: e.g. Engineering In_dex
(This annual publication enables a specialist to know the titles of articles published in different
lunguages in his field of specialisation, Enginecring). Similarly, the periodical, “Index India”
(a quarterly publication) lists articles subject wise published in several Tndian newspapers and
journals and provides author and subject indexes to help the uscrs.

Review of Journais

It is'a periodical comprising articles briefly su‘rveying_the developments ina particular field
during the given period. Tn other words, the review journal summarises the information found in
articles on a particular aspect of a subject in different journals during the particular period which
may not be known to the specialists, For example Biological Keviews of Cambridge philosophical

" Society and Science progress are the journals that come under this category. Similarly, the annual

‘publication viz,, Aanual Review of Biochemistry gives d summary of the developments and research
activities in the field of Biochemistry during the period of one year based ot the articles published
in various periodicals, reports, etc . in the respective subject during the peuod of one year.

17+ Periodicals by Source of Publication

The following are the diffi:cont agencies which publish the periodicals.

;

-Learned Societies

Peridicals come into existerice to serve as organs of learned societies to record the scientific
and.research activities of the members and to communicate research activities of the members
and to communicate research findings reported elsewhere unknown to the researchers. These
Journals known as Reserach Journals’ provide an opportunity to members to publish the results
of their investigation. Societies publish primary journals containing papers of original research

perjodicaly and also secondary journals dealing with the minutes of the meetings, brief accounts

of the papers, etc. For instance, American Mathematical Society publishes primary and scholarly
journals entitled (1) Proceedings and (2) Transactions and also two secondary journals under
the titles”,{1) Bulletin and {2) Notices to supplement the former.. Similarly, ASLIB (Association
of Special Librarics, U K.) regularly publishes ASLIB Proceedings in the tield of Library science.

Institutionalised Rescarciy

Nowadays it is not possible. for a scientist to carry out research individually. Thus research
has become institutionalised. Academic institutions like universities report ih‘creasingly results _
of research in their Journals which de not enjoy wide circulation compared to learned society
publications, ¢.g., (1) Journal of Geolegy (University of Chicago,) ( 2) Japanese Joumal of Physics
(Un;vermty of Tokyo, Japan). T
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Government Bodies !

The research actiSfities and scientific p'rogress achieved by various institutions which are
financed by the Government are reported in the official publications of Government at national
level e.g., Canadian Jogmal of Chemistry {National Research Council of Canada).”

Professional Bodiés

T'he work of profeSjsjonal bodies overlap the work of learned societies. The fournal published -
by a professional body primarily deals with education, status and professional responsibilities of
_ the practitioners in the fgrespective fields in addition to the subject matter, e.g., Structural Engineer ..
‘, {Institution of Structui'al Enginwers, UK.). Like learned societies, professionat “institutions
- _publjsh__ more than one Journal to serve a variety of interests. These Journals known as
' ‘I‘echni;;di Journals’. They are ivaluables in that they bring the new processes, equipment, etc.
- to the ﬁf.qtice of manufa:ctures_, sules and commercial personnel. They are often of high standard-
- and sheolarly. Much of their value lics in their advancements or announcements dealing with
- the new machinery, che:rnicals, etc. which are not available from other sources: eg, American
Dye Stiff Reporter (USA;\). L '

i
Commeretal publishers;

The majority of the periodicals are brought out by cormercial publishing houses in Science
and Technology with agibusincss motive. Since the societies lack adequate financial resources
for the publication of p}ieriodicafs, commercial publishers such as the Academic press, US.A.,
Pergamoq press, London have come forward to publish several hundred primary research J ournals
as a signifgcajlt c.ontfibu:tiop to the communication_\ of news and views concerning science and
technology. The commercial pressures force them to maintain the standard and reputation
of their JQumals by ens;uring quadity, content and technical accuracy of the published articles
through the constitution of a edrierial board of eminent scientists and subject specialists for
each of thbir journals, ESH]CE o large number of institutions subscribe to their periodicals to
" meet the needs of the u;éers, ccinmercial publishers may take an undue advantage by raising the
- subscription rates from year to vear. ' : : ' '

]

Trade Journals are!more commercial than technical ones and more news oriented than
subject-oriented ones arid, they relay on revenue form advertiSemcnts,_ €g. Printing world. Some
- are usefvl sources of business and commercial information while other Journals are widely read

by the sc_:ienl'giﬁc and tecﬂnologica[ community, e'.g., Chemical Age. :
* House Journals = | T
Housc'j'ournals iﬁcll:Jde generally those which are issued by various firms and bodies and
are meant generally to 'béi'distributcd free of charge with a limited circle of clients and members.
The house journals issued in English are meant for advertising by manufactuers, deaters and
public corporation; eg., Phi!rps- Techm’c_al Review, Like other forms of literature, they contain
information of value which cannot be obtained elsewhere. This category also includes the News
Letters issued by variou}, libraries such as Library News Letter issued by Himachal Pradesh
University and published: by Mecrillan Co. Lid,, UK. : - '

) Indépeni_—]ent Journals .i

_ Independent joutna‘l'is are numerous in number and cover almost the whole Universe of -
. Knowledge such as Tt‘m_c.'s; of India (Daily) and Hustrated weekly of India, published by the Fimes B

. of India Press, Bombay, and The Nature (Weekly) published by Maciillan Co, Ltd,, UK. :




Communmication Journals

The demand for fast flow of m‘rmmatton has given raise to the communicatién or letter
journais. It contains short preliminary announcements of work in procrress in the manncr of the
letters to Nature and Science. To ensure prompt dissemination, the communications are published
on an unedited form to give an indication of the fuller pubhcatlon in a more conventional journal,
e.g. Applied Physics Letter (American Institute of Physics), Chemical communications, (Chemical
Society, London).

-
i

17.3 SELECTION OF SERIALS

The selection of periodicals for subscription, exchange. or gift is an important functon of
the library. The library-is an agency of graphic communication. The library needs to know its
readers requirements and also have knowledge of pcnochcal publications: The selection of 4
wrong periodical unsuited to the readers entmls waste of time, effort and money.

The selection of periodicals for subscription, by library depends on the following factors:
{1) The scope of the library
(2) The financial resources of the library
| : (3) Demands of readers
| ' (4) Periodicils which the library is subscribing, and
(5) Whether the title is available elsewhere
17.3.1 Criteria for Selectioa 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 case of
university libraries, Information Bureaux, London has recommended the following criteria tor
the selection of periodicals:

(1) Recommendation by Specialists

(2) .Rccommendation by members of the library staff
(3) Announcements and Reviews

(4) Consultation of list of. most cited serials

The serials or periodicats which are cited very often by the specialists in their books can be
safely subscribed to; when people eiten quote and refer to certain serials and periodicals, it can
safely be inferred that these putlications contain useful matter for the use of research scholars
and specialists. §1m11dr1y, the ,ournals and serials which are mostly abstracted and indexed in
standard indexing and abstracting journals can be subscribed to, because only the articles of -
those journals can be subscribed to because only the articles of those journals are standard ones.

The journals of professional societies, manufacturing organisations and infernational bodies
can be selected easily for subscription on the basis of their research vaine and reputation in
the respective branches of knowledge. Apart from those mentioned above, the tollowmg factors

‘have to be kept in the mmd for selectmg perlodxcals '
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(1) Regularly indesed titles should Ee selected first.

{2y Journals should sﬁpplcment'rather than duplicate each other.

(3 Quz_i[ity,"varicty and interest should be considered

(4 Periodicals useful for circulation as well as réfercnce should bé chosen.

In the case of University Libraries, the periodicals are subscribed to department wise based

on the recommendation of the respective Heads of departments. The Head of the Department
of a subject (discipline) is expected to recommend a list of periodicals which are standard ones,
helpful to mect the needs of researchers and staff of his department after ascertaining the views
of his colleagues in this regard.

17.3.2 Sources for Selection ol Serials

Periadical Dlrectorles It is cssentlal to acquire the periodical selection tools regularly to

- get the latest information without any difficulty. These tools facilitate the acquisifion of good
periodicals. The following are some of the important se[ectlon tools, which should be kept in
each good library.

2

6)

o

. 8)

9)

10

Ulrich’s Intemnational periodicals Directory published annuzally by R.R Bowker & Co., U.S.A.—-a
classified guide to select current list of foreign and domestic periodicals in two volumes
containing an index of titles of periodicals in alphabetical order. Tt also furnishes information
about the periodicals which ceased publication.

- Union Catalogue of periodicals is one of the sources for selection of periodicals. For example,

The world list of Scientific priodicals, published by M/s. Butterworth & Co., London,
British Union Catalogue of periodicals (RUCOP)
Dircctory of Periodicals, New York.

Catalogues of periodicals puablished by various periodical subscription agencies like M/s.B.H.
Biackwell & co. Ltd., London, These Catalogues furnish the titles of the periodicals in
alphabetical order and contain details of periodicity, the latest subscription rates and postal
rates for overseas subscribers. o

The Directory of Indian Scientific Perfodicals published by the Indian National Scientific
Documentation Centre, New Delhi (1968)

Nifor for Guide to Indian periodicals. (1955-56)

Indian periodiéafs: An Annotated. Guide, edited and published by Rajasthan University
Library, Jaipur is a useful and valuable source for selection of Indian periodicals.

New periodicals are announced and reviewed in current periodicals. For example College
and Rescarch Libraries and Times Literary supplement are penodlcal titles which furnish
informaiton about new periodicals.

National Bibliographies like Indian Nationa! Bibliography and Brfffsh‘Narfanal 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

'perioilicals are often used for the initial selection and building up of the periodicals colfection.
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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 gwemt the end ot this unit,

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

' 17.4 ACQUISITION OF SERIALS

17.4.1 Assessing the Standard of Serials

The initial step is to compile a list of all the journals subjectwise with the help of periodical
selection tools or sources. The next procedure is to assess the standard of each periodical and
to make suitable selection 6n the basis of grading in relation to the needs of the library. There
are various methods of grading, whicly are: ' '

(1) to examine the holding lists of other libraries and note the frequency with which particular
titles appcar in the lists of librarjes speeialising in the same subject.

_ {2) to count citations in Abstrdctmg and 1ndcxmg publication glvmg; weight to those items
useful to a particular l]brary "

(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 thdt the journal may contain and any
speual supplement that it {ssues.

The results of these gradings should then be checked agdinst 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 ntility can be assessed by subscribing to those periodicals for a
period of one year to start with and discontinue them the next year if their use and views of
the academic staff do not warrant acquisition. Thus subscription depends on users demands,
financial rescurces and periodicals collection of the library.

17.4.2 Methods of Acquisition

The periodicals can be acquired through any one of the following methods:

1) - By subscription _
2} Through Institutional membership of socities and learned institutions
3) By Giit

4) By Exchange
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1} By Subscription:

The periodicals are generally procured directly from the publishers or though subscription
agents. The subscription agents are appointed as_stahding vendors an-the basis of their terms
and rates of suppiy of periodicals either annually or for a period of three years depending upon
the policy of the lihraiy. : '

2) By Becoming members of Learncd socicties:

Learned socicties generally publish one or more regular publications to communicate their
activitics, programmes and achieveinents to their members regularly. These publications will he
received by the library if it js an institutional member of lea;ned societjes.

3) By Gift

Many socicties send their publications to the lbrary free of cost for the sake of publicity,

Some publishers also supply somie of their publications to make the libraries subscrile to them at

alater date. The acceptance of gifts may create storape problem. So the gifts should be accepted
with much care and scrutiny atter ascerfaining their usefulness to the clientle of the library.

4) By Exchange

~ The two commoncst forms of exchange are one picce for piece basis or on 4 value for value
basis. In other words, in the use of the former method of exchange, a publication has to he
sent in exchange of another publication rrespective of their cost. In respect of the latrer, the
exchange of publications should be in terms of the costs of the pubiica[ions covered by exchange
reletionship. The former has the advantage of not requiring such accounting provided that o
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 in respect of the material
scnt. '

Smithsonian Institution, US.A. ofters the exchange of their publications with those of
inferested organisations of various countries.  The University of Madras which publishes the
Indian Year Rook of International Iaw sends its cepies to foreign universitics to vet in exchange
their law publications for their library. The publications i&tllicfl may not be available through
normai trade channels can be acquired through exchange. it exchange agreements are considered
caretully, they can help to acquire the otherwise unobtainable materials for the library. But if
cnfered mnfe thoughtlessly it may result in waste of time and energy with little benefit o (he
Hbirary. ) ’

The pezindical publications are of fwo types: (i) Indian, and (1)) Foreign. 10 the eqse of
! k J £ :

indian petiodicals, the problems of subscription to current Journals are Tess when compared
o those of forsien fournals. Tf is betier in deal directy with the publishers in respect of
Indian neredioals o ensure regular supply and safely of advance payments made towards the

‘subscription of gos

B virious metheds of acquiring periodicals 7

C¥OUT answer in the space given bolow.

Srowen answer with Ghe modcel answer given at the end of this unit
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17.5 SUBSCRIPTION OF FORFIGN SERIALS

There are four ways of procuring foreign periodicals for Indian libraries.
(a) Directly from the resnective foreign publishers
(b) Through foreign subscription agencies
{¢) Through subscription agenrs in India

{d) Through a Centralised agency like 8 T.C. .

The libraries subscribing to few periodical titles can acquire them through a reliable sub-
scription agent in India. Problems will arise in subscribing to onmgn periodicals in the case of
big libraries attached to universities and research institutes. :

' ' 17.5.1 Direct Procurement from Respectivc Foreign Publishers

There are many libraries and documentation centres in India, which perfer to procure
peridicals directly from the publishers. The following are the advantages of this method.

Advantages: -
{1} Normally uninterrupted reccipt of the issues of periodicals i3 assured.
(2). Publishers being relilable, thzr: is no chance of over or under puyrh.en L.

(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 subscriphion amounts to the publishers is assured.
(5). There is no need for any turther proof for verification of the subscription rates.

(6) No riskis involved in making advance payments for the supply of current periadicals in. the
case of pub[ish_ers; safety for amounts paid is assured. ‘

(7) There is practically no chance of the amount bemg misused as <‘xperlenccd in the case ol
agenis.

{8 Some periodicals which can be acquired through agents can be got by ordering directly from
the pubhshers -

Disadvantages:
(1} Correspondence with publishers individually for each title will increase clerical work,

(2) Unless the first issue is received, it is difficult to ascertain about receipt of payment by the
publisher.

(3) The postal expenses wilt be heavy for sending Air Mait letters while ordering, issuing
-reminders, despatch of bank drafts for payment individually to the publishers.
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(4) The library’s financial commitment towar.ds bank draft charges for each publisher will be
heavy. '

(5} Most of the publishers do not.entertain requests for replacement copies for non-rece pts .
nor do they agree to refund the proportionate cost of the missing issues.

(6) Publishers affer no discount on subscription rates.

(7) If subscribed through agents, the discount offered by the publishers to the former will result
in the saving of Foreign exchange to the country. _ '

17.5.2 Procurement through Foreign Subscription Agencies

Advantages:

(1) Tf subscribed through foreign subscription agents like M/s, B.II. Blackwell & Co., London,
W.M. Dawson & Co., Londan, Clerical work and correspondence can be reduced.

(2) The conyersion rates charged will be af the prevailing exchange rates.
Disadvantages: |

1) The foreign agents claim handling charges in respect of some periodicals,
2) They are not bound by'agreémen.ts_. |

3) They do not offer any discount to individual subscribers which is offered to middlemen or
subscription agents. It means loss of fareign exchang_f_: to that extent.

(4) Libraries cannot.always enforce proper safcguards in their own interest in the case of foreign
agents and the transaction has to be on the basis of frust only.

(5) Foreign subscription agents do not entertain requests for replacement copies or agree to
refund the subscription amounts in respect of issues lost in transit,

{6) - In case of non-receipt of issues, the subscribing librar 7 has to write to the agent who will
m turn inform the publisher about the non-receipts. The matter will be delayed by this -
process, o

17.5.3 Selection of Subscription Agent

Fhe first and foremost problem is the selection of a subscription agent. It is rather difficult
to decide as to whom to select among the innumerable agents competing among themselves
and trying to underquote as much 4s possible in order to get business. The task of selecting a
subscription agent does not end by simply inviting quotations and appoiniing one on the basis
of attractive and favourable terms. :

Since mone} is paid in advance, it is necessary to choose an agent of intergrity and.sincerity
_rather than one who merely quotes the lowest states. There are cases of non-remittance of
‘éub'sﬂcription amounts ta the publishers. The signing of the agreement form and sefection on the
basis of lowest rates will not Justify the selection of a subscription agent. The best course for the
Government is to prepare a national register of reliable subscription agents. The Government
has to lay down a uniform policy in tegafd to selection of agenices, conversion rate, mode of
payment and matters connected with. non-receipt of journals.

258




(i) Calling for Quotations/Inviting Tenders:

Administrative procedure necessitates th calling for quotation to make purchase on the
basis of campetitive rates. Likewise, libraries are also expected to call for quotations for selection
of an agent for subscribing to the periodicals. It is not necessary to invite quotations individually
for periodicals, since it will not be possible for the agent to underquote the publishers rates and

arrange supply to them.

The subscription agehéies would be required to furnish their terms of contract in respect of
the following: (a) conversion rates for foreign currencies, (b} Advance payment to subscriptions,
{c) 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, () supply of missing issues, and (g) the executing an agreement. Apart from these
terms, the reliability, reputation, quality of service, promptness in attending to correspondence
and the subscription agent have to be considered before appointing him as the vendor for a fixed
term of one, two or three years depending upon the poticy of the library.

In the case of some university libraries which incor expenditure in terms of lakhs of rupees
per annum, wide publicity to be given in the daily newspapers calling for tenders from the
subscription agents in India for the supply of current foregin periodicais.

ii) Exccution 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 agenecies 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 stipulated in the agreement. '

{i1) Appointment of Indian Subscription Agent: : o

. Am_ong the Tndian subscription agents, the selection of the subscription agent for the’ suppiy

of fdreign periodicals should be based on the reliabitity, reputation, financial status and effciency

~of that subscription agent. In the case .of small libraries, it is advisable and economical to
subscribe to the periodicals through Indian Subscription agents. '

Advantages:

(1) The Agents aliow 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 resuits 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
B obtaining bank drafts for payment of subscriptions in foreign currencies.

(4) Correspondence is restricted to one party, ie., the Agent concerned.

(5) 'Expenditure on postage and correspondence work will be reduced, if subscribed through an
agent. '

(6) The Agent will act on the subscriber’s complaint about non-receipts and arrange for
replacement or refund of proportionate amount for missing issues.
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Disadvantages:

(1) When subscribed through an agent, it will not be possible to correspond with the publishers
regarding the missing issues of periodicals in the absence of details of paymient of subscription
rates, ' :

(2) It is necessary: to'check the subscription rates claimed by the agent for each and every title
with the publishers rates which consumes the time and energy of the staif.

(3) ' The Agents will not be able to know about the non-receipts till they 4re intimated by the

' subscribers,' since the publishers supply the periodicals directly to the subscribers, Hence

_sotﬁe agenis decline to undertake the responsibility for arranging replements for the missing’
issues, '

{4) There are cases bf some agents who-have not remitted the subscriptions in time to the
- publishers leading to delay in the supply of periodical and resulting in incomplete volumes
due to interrupted suppiy of the issues of periodicals. ’

(5) Agents claim handling charges in case of periodicals published by learned societies aﬁd_
- professional institutions, which do not offer agency comumission.

(6) Institutions will r;emain in the dark about the non-receipt of subscription amounts by the
publishers till they are intimated by the fatter. .

(7) The conversion rates for foreign currencies clained by the agents have to be checked with
the conversion rates circulated by the Good Offices Committee from time to time.

(8) There are cases of subscription agents who created comﬁlications by refusing to take
' responsibility over claims for missing issues in violation of the agreement. In such cases the
cxecution of bond is no remedy unless supported by security deposit.

* (9): The subscription agent has to be appointed after calling for quotations and seleciing the
lowest. The work involved in calling for quotations and appointing the agent will take much
time resulting in the delay of p;iyment of subscriptions which effeci the regular and prompt
supply of periodicals. ' ' ' -

(10) Change in the administrative set-up and subscription agents cause interruption and some'_time
complete stoppage of supply. : S

(11) Normally the IOWE(_?SI' quotatigilh

is ‘accepted, but jt may-pegyent the selection of a reliable
agent. BT : :

The,r’lecessa'ry stép to get over the above mentioned difficulties would be to set up a

~ Government sponsored centralised- agency which can function with service metive rather than

- profit motive. State Trading Corporation with a big organisational set-up may be able to cope with o

' the task of subscribing to various libraries in Indiza and also act as a check-over the unscrupulous
subscription agents exploiting periodical trade. The S.T C. equipped With_ adequate and trained
personnel wilt offer better servige to the libraries than the private trade agents.

17.5.4 Efforts of S'tfate Trading Corporation(S.T.C.).

Due to trade’s failure to handle subécription to periodicals efficiently, a large amount of
valuable foreign éxchaﬁﬁge is lost every year as many big libraries have chosen to subscribe
through foreign vendors and publishers directly. To remedy the situation, the $.T.C. can play its
role effectively by procuring the publiéations where trade has hopelessly failed._ The S.-T}C. can
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~ function properly provided that it has a separate fniiéh}héry to attend to this type of work. The
following are the advantages of subscribing through 4 centralised agency (S.T.C).

Advantages:

(1) Procurement of peri.odicals through the S.T.C. would eliminate the fear of embezzlement
. of library funds resorted to by agents.

(2) It would avoid audit object'ons.

(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 changes.in some cascs. .

(5) There will be no need to correspend for getting invoices and obfaining 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 cificient, the payment will reach the publishers
in time and there is no chance of the first few issues missing.

l[)is.advantages:

(1) -The S.T.C. offers no disccunt to subscribers.
(_2)' The S.T.C. disowns the responsibility for petting replacement of missing issues.

-{3) The STC will not arrange fefund'for the issues lost in transist leading to andit objections.

{4) In 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.

(3) "~ As is a Government organisation 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) ~The ‘_'-S.T.C. lacks adequate and expericnced staff, weil conversant with. periodicals trade.

To overcome these drawbucks, a centratised agency should have a sepaiate division manned
by competent staff to deal with the acquisition of periodicals. It should function in an effective
manner. Computerisation vill Fring down the cost in due course. '

~ “To solve The problem of missing issues, the centralised agency should get all the periodicals
_subscribed from the publishers at its office for distribution to the subscribing libraries and for
dispatch. Further, the agency should work out a system to speed up the delivery of periodicals
by Air Mail, even at extra cost to overcome the-delay of three to four months, which occurs if
sent by surface mail by the publishers. The céntralise_d agency should send reminders for missing
issues and arrange refund for unsupplied issues. ' - '




'17.5.5 Role of Good Offices Committee

i} Counstitution and Fun'ctioni'ng of the Good Office Committec:

- The Committee consits of represchtatives drawn from the Government of India, Indian\'
Library Association, Jawaharlal NehruUnversity and Jamia University Libraries, ICAR, INS CGC,
DESIDOC, CSIR, IIT, National Medical Library, Federation of Publishers and Book Sellers
Association of India and University Grants Commission. Representatives from Integrated
Finance Cell and Books promotion wing of the Ministry of Education, Cuiture and Social
weifare participate as observer members, o

. i) Functions;

The Committee meets at regular intervals and after taking into consideration the fluctuations -
in the currency rarte, decides on rates of conversion which are’ widely circulated amongst the |
libraries all over India either directly or through the book sellers, thus dispensing with. the
necessity of caliing for tenders or quotations,

The Committee is housed in the Central Secretariat Library, Department of Culture,
Government of India; New Delhi, :

fii} Usetulness of Good Ofl'iccs'Committce:

Good Office Committee plays an ifﬁpértant ioie in laying down proper terms and conditions
for the supply of periodicals and for registering approved agents so as to standardise practices
which will heip to solve the problems faced by the libraries. This will eliminate the procedure of
calling for quotations for ‘the selection of a subscription agent. Accounting procedure will also
get simplified and in code of ethics laid down by the agents to get their due profits. Libraries
wilt get improved service from Indjan Vendors. The agents can undertake on a cooperative basis
bulk litting of periodicals from abroad which will not only minimize their over head costs but
also improve their services., The problem of missing issues can be overcome thereby to a large
extent. The subscribing libraries will be glad for getting regalar and timely supply of periodicals,

17.5.6 Problems of Subscription to Foreign Serials
i) Advance PPayment:

Subscription to the periodicals has creatcd problems on account of advance payment of
subscriptions. Tt is found that in certain cases some Indian Subscription agents have either failed
to trasmit the subscription amaounts to the publiskers in time or have not paid subscriptions at ail
resulting in'non-receipt of the issues of the periodicals which leave gaps in periodical collections.
To safegaurd the money paid in advance, the bank guarantee may be insisted upon.

ii) Bank Guarantee:

The agent selected to handle subscriptions is required to submit a bank guarantee equivalent
to the amount of subscription to be paid in advance. The guarantee is i force till the agent
fulfils his obligrations according to his contract. In case the agent within the guarantee period
has not transmitted the subscription amounts to the publishers, an equivaient amount has to be
recovered through the bank standing guarantee on behalf of the agent concerned. But most of
the Agents will not agree to this condition. ' ' '
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iii) Banking Certificate Regarding Payments:

Another method to ensure the safety of advance payment is to insist on the submission of
publishers paid invoices in support of thie 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
flibrary 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 annum 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'bj( learned societies and 60vernmént_institnt-ions which do
not-offer sufficient trade discount for which agents will charge them as "No discount issues.”
Hence béforé_appointing the subscription agent, the discount and no-discount items have to be '
ascertained. ' ' ' - '

v) Handing Charges:

In the cases where publishers offer nojdiscount,' the agent has no other go than to claim
ext'ra-chafges to cover the expenditure over establishment and postal charges in the form of
service charges known as ’handing charges’. Hence Dbefore appointing the agent, it is to be
confirmed which of the items come under the catlegbry' necessiating payment of handing charges
and what percentage over and above the subscription rates has to be paid in addition to the
subscription.amount by way of handling charges.’ ' '

vi) Postal Charges:

In most of the cases, the subscription rates are inclusive of postal charges. For instance,
in the case of periodicals published by the American Institute of Physics, the postal charges for
inland and overseas subscribers are mentioned .sepa-retély.apart' from-subscription rates. In such
cases, the claims of the agents for postal charges have to be honoured after checking with the
-postal rates announced by the publishers. B ‘ o ' R

yange Ratesk:

. pgeneiss clais subscription Faies W frdian corrency on the basis of

rent Foreign curigncies, i the case of foreizn -p_f:;iaéii._:}'—;'{s. I g ikely

at higher raics ¢f enchanes than the GHfic Hence: [he agends -
dire Gppuintraent shoudd be made to.gve anu pdertaking o the effect that they W faim
[ , B .

ot thé offical rates of exchange 3t

uiated by the Government from sfime oo il W his

eliminate excess daim. As GoodOfficers Cominiilee js a recogmised bedy of the Govesnm
Tndia, the agenishave 1o claim. st the prevaiing suchange rates ciccutated by the Goad Officery - '
Committes from time to tome, - B o S -

L The dibraries face sudit objections due co-hon-repeipt of Bsues: ef periodicals. dn i

issues Ui CerEain .p.erjs::z Gicals sent by posi, the postal -;rralp;_;.e;s-aaze such t._’_.ca._'g;. Time periodicaly that

- fhey.aredikely tobe separated :-fm.m-f{«é\.e--mmsnéé- during serting In the post office if they asenol

~handied wﬁhpmgmr care./Furfher, there i.tixe possibility of nierage i the Serting Difive,since
-fhe periodicals have saleable value. The postal authorities will pot entesisin porplain tsfor loss
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of issues sent by ordinary post. The publishers do not send replacement copies for the issues lost
in transit. Hence to solve this problem a reliable subscnptlon agent has to be appointed who will _
~wither get replacement copies for | rmssmg issues or arrange to refund the proportionate cost for
‘ missing issues or credit notes for ddjustment of advance which will eliminate audit objections.
The second method 1s to have a centralized agency like the S. T C to arrange for bulk hftmg of
multiple copres of thei perrodleals on behalf of various subscribers in Indla and to supply them
in big bundles to subscrbers to avolid loss i in transit.

‘ ix) Refund o :
° .

. In the case of mlssmg issues the publishers wﬂi not refunda the proporhonate cost, if
subscrrbed directly. Hence a reliable and reputed agent has to be dppointed who can arrange
for the refund of the proportlonate cost towards the loss of issues in transit in case replacement

‘ copies of the issues of ‘periodicals were not received, The recovery of cost for non- receipts will
elrmmdte audit ob]ectrons

x) Time Factor: :

The foreign periodicals which are subscribed to are suppiled by sturface mail which takes
three to four months to reach the subscribers i in India after their publication, Thus the purpose
of subscribing to the pEI’IOdlCa[S is defeated, since the users in Indian libraries will come to know
of the latest developments in their respective subject fields only three or four months after their
forelgn counterparts Hence to serve the users information needs; the Institutions have to make

arrangements to air hft at no extra <ost at least the important perrodrcals on cooperatrve basis
to avoid delay in transrt :

Selt-Check Exerc1se-3 -'
. 'What are the Vanous methods of subscrlbmg forergn current Journals 7.

N ote: 1) Wrrte your answer in the space given gelow :
i) Cheek your answer with the:model answer given at the end of this unit.

T T T,
e A e T
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17.6 PROCESSING OF SERIALS

In the case of unwersrty llbrarles and researeh institutes where a thousand or more of
periodical titles with dlfferent frequencies of publication, viz, Dailies, Weekies, Fortmghthes
Monthlies, Br-monthlles Quarterlies, etc., are on the subscription list involving advance payments
amounting to lakhs of ‘tupees pec annum. Therefore it is essential to develop the necessary
system to record recelpr of the issues of the periodicals as and when received, to intimate the the
non-receipts, to send pjrompt and periodical. reminders claiming replacement of missing issues
to take action for the :irecovery of the proportionate cost of the unsupplied numbers, if the -




replacement copies are niot available. This necessitates the maintaining of permanent records

~ for registration of journals. It may be either Register system of Ledger system or Three Card

systermn or Kardex system of Remington Rand of India depending upon the type of the library
and the number of periodicals subscribed by it. The recording of receipts and accounting for the
recovery of proportionafe cost over unsupplied issues from the supplier will enable the librarian
to satisfy the auditors through the proper maintenance of records.

On receipt of supply, the receipts have 1o be entered in the periodicals re_:gistef in the
respective columns and their covers and other pages are stamped on as per the library policy
before displaying them on the periodical tables for the use of readers. As and when the current
numbers are received, they will be immediately displayed previous numbers in the respective
pigeon-hole racks. When all the jssues of a volume of a periiodical 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 far shelving and preservation for the use
of readers in view of the importance of the perjodicals in commuinicating the latest developments
in different fields of knowledge to research, the periodicais or serials section iis consisdered to
be the important section in the Library.

17.6.1 Method of Recording Receipt of Periodicals

Ditferent methods are avialable 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. :

(1) Register System :

Register system may be adopted in a small library subscribing to one or two dozen periodical
titles. It serves as a permanent record of receipt to account for the payments made towards the
supply of the issues of the periodicals subscribed to record for audit. The periodicals may be
entered in the Regiétcr in an aiphabetical order or according to the frequency of their publication.
Under this systeem the Monthlies, Quarterlies and Half-yearlics may be entered on tne page.
The specimen page of the perindical register for Monthlies, and Quarterlies is shown in the
following page. '

Tllustration-1:Specimen page of the periodieals Register (Journals)

NAME OF THE .. ... PO PLACE «....ovvene FOR THE YEAR ....coivint
St Volume PERIOD Bill No. Date
No. Title and Publisher Supplier Subscription Remarks

) Year - Jan, Feb. ... Dec, Amoutit
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Tllustration - 2:Specimen page of the Periodicals Register

( For dailies and weeklies)

sl - DAYS
No. Maonth : Remarks

Jan.

Feb.

Mar.

Apr.

May.

Jon.

Jul,

Aug,

Sep.

Qct.

Nowv.

As soon as the issue of a peridical 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 periodical as per the policy of the library before displaying the same for
the use of readers. '




(2) Ledger System

The Ledger system is suitable for libraries: Under the ledger system the pericdicals received
in the [ibréry are entered in a permanent ledger in alphabetical or numerica! order allofing one or
two pages to each periodical. If the numerical order is followed, then the index to the peridocal
titles subscribed to must be provided at the begining of the ledger. The specimen page of the
ledger is given below. '

Payment
Title ©vovr i : .
Volume “Annual | . Bill number

Publisher ........ e "~ of Year Subn. and Date
.Suppl'ier ....... e DU

Periodicity ........
Order Number and Date ......
Volume - JAN FER MARCH | ... ... ... DEC. Remarks:

& Year

!

(3) One Card Sy.stem

It becomes difficult to ascertain which of the subscribed journals are supplied regulariy. So
a handly card system has been adopted. One card system may be used by libraries subscribing
to about one hundred periodicals. If this number goes beyond this limit, this system‘may not be
found suitable. In the one card system.; blank cards of 6" x 4" with the follovéing columns are
used: ' ' o

Name .of the libfary .............. e beaie e P Place ... oo, PP -

Tithe e Frequency of publication ............ oot
PUBLISHET o o\\ oo e
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Supplier

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

Volume
and
Year

Jan. - Feb. - | March

Val, 2
1936

Val. 3

. 1987 -

Val. 4 )

1988

Vel 5
1989

Vol. 6
1990

Vol 7
1991

Vel 8
1992

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

Volume .

~and
Year

Bl Subscription
Nuaiber Amount
Date : Rs.

el 2
1586

Vol. 3
© 1987

Vol. 4
1988

Vol. 5. .

1989

Vaol. 6
1590

Vol. 7
1991

Vol 8
1992

Vol. 9.

1993

Reminders
Sent

.744444)__;__________________j______________________J--ll-IllllllllIllllllllllIIIiIIiIIIIIIIIIlllléiEE%llllllilllllllllllllllll.



" At the time of placing orders, one card is prepared for each new periodical ordered. In
the case of renewal the coloumns on the veso of the relevant cards are filled in. When the
‘periodicals are received by post the addresses on the wrapppers are verified before opening the -
-packets. Thewrappers covering the periodicals will be separated only when they are addressed
to one's library. The issue of the '_periodical received will be noted in the respective column
against the particular volume and year of the concerned periodical card. The date of receipt and
also the initials of the assistant recording the entry will be noted simultaneously. These cards
are arrranged alphabetically in a tray. For example; if the magazine belongs to the month of
Febraury 1994 is received on the 15th March 1994, the serials assistant will make an entry in the
Febraury column only mentioning the issue number and also the daté of receipt.

If the packet does not relate to one‘s own library, the packet will be treated as a wrongly
delivered packet and returned to the post office. The particulars of payment of subscription arc -
entered in the verso of the card in the relevant columns. In case of non-receipts, the numbers
and dates of reminders for unsupplied issues are noted on the verso of the card in the appropriate
columns. This is necessary becanse it is laborious to scan through all the cards to find out the.
unsupplied issues of the periodicals for sending remindexs for non-receipt and fo keep a watch
aver their supply. ' '

(4) Three Card System

) Dr.S.R.Ranganathan introduced the Three Card System in the Madras University Library.
For prompt receipt of current issues of peridocal publications the staff has to be vigilant. To
ascertain the unsupplied issues of periodicals, there isa necd to have a system that can assist
in finding out automatically the non-receipt among the hundreds of subscribed periodicals for
sending reminders to the vendor without delay for arranging supply of unsupplied issues. The
Three Card System is found useful and as requiring only minimum staff working well in the
Madras University Library o

(i) Structure and Function of three Cards:

The three Cards used in this system are (1) Register Card, (2) Check 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 are of 12.5 x 7.5 em (5" x 3”). To identify.
these cards easily the cards printed in different colours like Blue, Pink and Green are used. The
periodical control record is maintained maily on three cards.

The specimen of the Register ‘card is given here :
Register Card :

The Register Card records information about the title of the periodical subscribed to, its

_ publisher, vendor, periodicity, order aumber and date, volume or year, bill number and date

of receipt, etc. The Register Card is a centralised main reccord. Register Cards are arranged
alphabeticafly by the title of the periodical concerned.

269,




[ Payment.
Title
Vocher
Vendor Volume or Number
, Year Date
Class Number Period in weeks Order Number
: Grace weeks and Date
Annual
Subsription
Volume Volume
Number Date of Date of Number - Date of Date of
Issue Publication receipt - and lIssue publication receipt
PNumbcr Number
|
s'
L

The Register Card performs the following functions:

1) These cards provide complete and authentic data about receipt and non-receipt of the
issues of the periodical titles subscribed by & particular library.

2} These cards furnish information about annual subscription rates and details of payment
during a particular year {or Years).

3) These cards disclose whether a particular issué is received in time or supplied late.

4) These cards furnish information about the change in the name of a periodical publication
or its merger with an other periodical title, '

5) Since these cards are arranged alphabetically, it will be easy to inform whether or not a
given periodical is being subscribed by the library.

Check Card (Duc Date Card)

The specimen of the Check card is given below:

Title - Period Grace weeks _
Volume | Due Week " Libn Volume Due Week Libn
[ssue week of Initials [ssue week Reminder of Initials

Number Reminder Number




The columns giving"_'volume and issue number, reminder date and librarian’s initials are
repeated at itie back of the Check Card.

“The Check Card is regarded asan important nart of this system since it helps to check
automatically receipt or non-receipt of a particular issue of a penodlcal and to send remmders
for the non-supply of the issues without loss of time. This card contains Valuable information
required to claim the unsupplied issues. It furnishes information about the titfe, puhhsher agent,

periodicity, volume and issue number, date of payment, etc. The cards are sorted out aceordmg .

e

to their periodicity.

The weeklies and fortnightlies are arranged alphabeticaily behind the Due Week Guide
cards. Reminders are sent to the publlshers or agents as the case may be, every week about )

rien-Teceipts.

. The Monthlies, Bi-monthlies 'Quarterlies and others are arranged belﬁndi a Due-Month in

- an alphabetical order, The cards also include those for each month of the year from January to

" -December plus special guide cards such as those indicating 1rregulars and urgent for 1rregular
publications and long overdué issues respectwely ;

- The machanlsm of this automatlc check is based on the division of the yeat into smty weeks,

_a gu1de card for each week.. The guide cards will be numbered as 1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2,
. 25.12.1.. 12.5. The check cards are arranged in an alphabetlcal sequenee behmd individual
guxde cards arranged in the numerlcal order. :

EVC['_V time a new periodical issue is received, the due date cards are shifted to the.next due.

. dates calculated according to its periodicity. Cards which do not get shifted to the next due date
for the month indicate the overdue issues and the need to send t_eminders..to the agents about
' nenrreeeipt. ‘The method does not work in the case of the periodical of which not.even a single

issue has been received for the current year. To overcome this difficulty, an additonal control is-
~ established through colour indicators posted on. the registration cards (i.e.,Red signal signifying
non-receipt of all the issues durmg the current year; yellow indicator to denote non-receipt of -

the issues due to delay and compllcattons in payment and blue indicator to dtenote those long

) overdue requiring special attention: In the event of non-receipt of issues due even after three

remmders a separate letter has (o be addressed to the agent to. arrange for the unsupphed issues.
The check Catd performs the followmg functiors: - |

1. It helps to keep a watch on receipt of different issues of the perlodteals and reminds
the person handlmg the systern as and when a partleular issue becomes |overdue thereby
indicating the need for sendlng a remlnder :

2. Asand when the remmders are sent the dates on which remmders are sent are noted in -

the. respectlve cards.-
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Classified Index Card f;(Subject Card)

The specimen of the classfied index card is given below. |

- CLASSIFIED INDEX CARD

Class %\To.‘ _' Annual subscription - Periodicity
Title | |
Vendaor

Publisher :

Vols. available

Indexes, etc.i:

Supplements, etc.

The classified index card contains the followmg information: Class Number, Annual subscrip- .
_ tion, periodicity, title, publl%her etc. The classified index card pruwdes additional information

regarding the periodicals on a particular subject in the holdings of a library including supplements
and indexes. These cards are arranged in classified sequences based on class numbers.

The classified mdcx cards perform the followmg functions:

- - 1. "As these are arranged by class numbeis they 1nd|cate the periodical titles whlch are
received by the the Ilbrary in a given sub}ect '

2 Since these cards fl.llﬂlSh 1nf0rmat10n about the volumes of peripdical titles available in
the llbrary, it will be pOSSlblC te know what the volumes or gaps in collection are..

(i) letmes lnvnlved m Preparing the Cards :

-The three cards dLSCUSSCd above have to be prepared for each periodical at the time of
placing orders. After filing the cards with the requisite information, they will be arranged in
‘separate sequences as stated in the fore- gomg pages. On.receipt of the supply of the issues of the
periodicals by post the address mentioned on the wrapper has to be verified. The wrappers have
to be removed only if the address is correct. The periodicals will be coltated before entering in the .
Register cards. If the periodical received is found defective and sponled the publishers/venders .
will be requested to replace it with a good copy. The issues of the periodical will be entered
in the respective Register cards immediately on recelpt after ‘taking it out of the tray. After
makmg the entry, the Register cards will be put back at the right plaee

.

The date of pUbllCﬂthn and the date of receipt are reeorded on the Regtster card in questlon
and the week column of the check card concerned is filled in after taking it out of its previous
position and is then shlfted to the next due week. The year is divided into sixty weeks because
some months have 31 days Le. the 5th week in which certain issues of periodicals fall due and
it is-€asy to-check if the Sth week is also recorded, i.c., altogether 60 weeks). One day in a week
say Monday or any other day may be leCd for checking. the cards.

The number of the gmde cards and the shifting of the check cards depend upon’ the frequency
of the periodical in questlon If the publlcatlon is a weekly one, the next due week will be 24 if
the previous number is 2.3. In the case of a fortnightly publication, the next number will be 2.5




and in the case of monthly magazine, the next duc date wiil be 3.3. If the periodical is a quarta:r'ly ‘
one, the pext due date wilt be 5.3 {the first tigure denates the month in which the number is
die date while the second figure after the dot denotes the week number). When a reminder is
sent for an issue of a periodical which has not received, the issue number 1s mentioned in the
appropriate cofumn of the check card which is then shifted to its next due weel '

Some grace days are generally allowed before issuing reminders say onc week for weeklies,
a fortnight for fortnightlies, four weeks for monthlies and eight weeks for quarterlies in view of
postal delays. '

iii) Advantages of Three Card System :

The three card system has got many good gualities. In view of this many Jibraries have
adopted this system. '

1) By its prompt service, money and energy of the statf members and readers are saved.
2) The method is flexible enough to accommodate any change required.
3) As it is an efficient systent of maintaining periodicals, accurate information 18 provided.'

4) This system is & methodical and scientific one as proper mechanisms are suggested for doi'ng
particular jobs. '

5) The system is simple, efficicnt and economical to maintain,

6) It is a comprehensive, accurate and self-sufficient system because it is equipped with
' alphabetical and classified indexes.

7) _Erlquiries pertaining to the periodicals are replied very expeditiousty with ihe aid of alpha-
betical and Classified sequences of Register Cards and clagsified cards respectively.

8) The check cards facilifate the issue of automatic reminders for the unsupplied items which
save the time of the staff.

9) It indicates overdue issues and make it convenient to _Eend reminders to the publishers in
time and with least effort. :

10) The check cards and colour indicators ensure a complete control over the matfers on
" non-receipt of the issues of periodicals.

11) 1t enables to find out quickly which is the latest issue of a periodical received in the library
and when the nexi issue is due. The classified index cards provide information about the
periodicals in a given subject, '

12) Due to separate sequences of weelies, fortnightlies and others, it is possible to pay more
attention to the periodicals with greater periodicity than to others. '

Disadvantages :
1) It is laborious and time consuming involving additional work in shifting the due date cards.

2) There is the possibility of the cards being misplaced or lost duc to removal or insertion of
card at the time of registration of the issue of reminders.
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3) In the event of loss or misplacement of cards, inforn:..;ion about the periodicals recorded
in those cards will not be known which affect the functioning of the system.

4) The cards have to be preserved carefully and filed properly for effective functioning.

5) The information recorded on these cards must be accurate to ensure the smoath functioning
of this system.

Considering that its advantages outnumber its disadvantages, the system is suitable for
adoption in libraries.

- A3) Kardex :

The Remingtion Rand of Tndia has intreduced an apparatus known as "Kardex" for keeping
visible records of periodicals. It is made of steel. The Cabinet is approximately 10 %“ (breadth)
x 24" {depth} x 20%" {hieght). Each Unit consisting of seven trays and holding a total number
of 504 card holders has a sliding dust cover and locking device.

For each periodical title there are two cards, namely, Bottom Card and Top Card. The
Bottom and Top Cards arc available for replacement. Crimped signars and the said cards are
supplied by Remington Rand of India.

Bottom Card:

At the time of crdering 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 card. 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 journals. The columns, Library has
and Library lacks enable the rescarch scholar to know what valumes of periodicals are available
and what are not available in the library coliection. The card is fixed in the punched holes of
the card holder and a plastic tab is put at the month, when the next issue is due. The tab falls

“down or sets get misplaced quite often. Therefore many libraries have abandoned the use of
plastic tabs. The specimen of the bottomcard is given below.

Name of the Library ........ P Subscription No. ..o iiin i
Title ... Periodically ...l
Volume
Year Number Jan, Feb. Mar. | .......L.. Dec TPI
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Volumes per year: Library has: Library lacks:

S 111 U e Jan Feb Mar Apr May June July Aug. Spt Gct Nov Dec.

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

Type along the dotted line, then fold hack or detach the stubk. The Bottom Card is useful
for the following purposes: ' '

1. Holdings of the Library. 2. Latest issue received in the librarary. 3. (3aps in holdings.
4. Location of the volumes and issues S. The plastic tab indicates when the reminder is due for
those overdues 6. Records of issues not received.

Top card

The top card is fitted oppositc 10 the Bottom card. It lies on the verso of the next card
holder in such a manner that when card holder for a given ftitle is lifted, the cards, ie., the
Bottom and Top cards face each other.

. This card serves the purpose of keeping record of payments made to dealers and provides
information regarding the follow up action connected with the receipt of periodicals, i.e., issuing
reminders and keeping a record of such reminders. Tt also serves as a classified card. It cannot
serve all those functions pericrmed 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 inn this system cannet be
made to scrves those functions because these cards are placed in the card holders opposite the
bottom cards which are arranged in an alphabetical order. These cards are also printed on both
sides and each of these contains the requisite information for 20 volumes as the card has 10
columns on each side for recording entrics for Monthlies, Bimonthlies, Quarterlies, etc. The
card contains the following information, Volume number, date of publication (year), date of
receipt of bill, Voucher number, subcription amount along with date of payment and name of
the agent.

Specimen of the top card

Volume No.

Date of publicaticn

Date of receipt of bill

Voucher Nur_nber

Amount of Subscription

Agent

Volume Number

Date of Publication

Date of receipt of bill

Voucher Number

Amount of Subscription

Agent
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Kardex as a method for recording the receipt of periodical pub[icatiéns is quite popular
speciailly in large libraries, subscribing to a large number of periodicals. Modificaiton of the
Remington Rand Standard proforma is generally done by individual libraries for their kardex
periodicals control. The Remington Rand of India takes the re%ponSIinlty of printing the cards
in accordance with the needs of the Library. '

in this sysl'em'the cards are held in paper pdckets with a transparent strip at the lower edge
into which the bottom edge of the card on which the title of the periodical is usually typed may be
inserted. Since these pockets in the tray are arranged in a slopping manner, it enables a person
to scan at a stretch seventy two periodical titles and locate the required titles meedntely Since:
these cards are inserted into paper pockets the loss of cards is prevented. It also ensures the
safety of these records, since the cabinet containing the tray has a locking mechanism. Owing to
the use of different plastic signals for periodicals control, it is possible without much difficulty
to know the overdue items for issuing reminders time for their repiacements.

 Self-Check ¥xercise-4
(a) List various methods of registering the re'ceipt of periodicals,

Note: 1) Write your answer in the space given below.
i) Check your answer with the model answer given at the ead af this unit.

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

17.6.2 Computerization of Periodicals Control

With the advancement of Science and Technology, the library routines of repetitive nature
can be comput_erised. The increasing number of periodicals and the repetitive nature of work
involved in establishing control of current periodicals justify the use of computers.

Speed and accurate processing are the eommon ‘advantages of all computerised activities.
Consistency and uniformity in the maintenance of records can be. achieved. In addition fo
mainfaining the complete up-to-date information about each periodical, the stored data can be’
utilised for preparing reminders to the publishers for non-receipt of overdue issues, preparation
of various lists i.c., list of subscribed periodicals, list of periodicals received on gift, agent-wise,
country-wise, languagé-wise and subject-wise lists of titles in the holdings of the library.
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17.6.3 Finance Control

Financé is the main: source for acquisition of readring materials, appointment of staff and
organisation of services in the library. For scientific management of library finance, it is essential
to prepare an annual budget. The Budget is a financial statement of estimate of revenue and
expenditure of an institution for a definite period of time. It is an instrument of financial control
ensuring maximum utilization of the available fianancial resources.

i) Budget Allocation

The Budget of the library forms part and parcel of the Budget estimates of the parent
institution. In the case of Budget Estimates it will cover the period from the 1st of April of
a particular year to the 31st'of March of the following year(ie.;1-4-1994 1o 31-3-1995). While
submitting the budget proposals, the librarian has to estimate the finaricial requirements for books
and periodicais; salaries of the staff, stationery and contingencics taking into consideration, the
likely increase in staff salaries, in cost of books; enhancement of subscription rates of periodicals,

etc. - .

The financial commitment in respect of periodicals is a recurring one, since the periodicals -

. once subscribed have to be continued every year. On the basis of abservation made by librarians,

the subscription rates of the periodicals increase by 15% from year to year. While submitting

budget proposal, the proportionate increase by 15% over and above the budget allotement of

previous year has to be requested to meet the possible increase in subscription rates for the

coming year. For instance if the expenditure incurred over sabscription to current periodicals -
for the year 1993 was Rs.2.00 lakhs; the librarian should request the authorities to increase the

budget provision for periodicals for the year 1994 to Rs. 2.3 lakhs to cover enhancement of
subscription rates of periodicals by 15% for the year 1994.

The amount alloted to periodicals-under Budget Extimates 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 js possible through the maintenance of Bills Register. " -

ii) Maintenance of Rills Register:

The Bills Register for current petiodicals 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 prévcnt us from spending beyond the

alloted amount. It gives no scope for double payment, since the particalars of bills passed for
payment are entered in the respective columns. o '

SPECIMEN OF THE BILLS REGISTER

" Departmient : : : Amount allocated:
' . _ I . ' _ " Amount '
“Date of | Name of Bill No. When cer- Date of * | . —
R_epeip't - the and Daie | . tified for | payment -Passed Total | ‘Balance | Remarks
Supplier _ payment | | forpay Rs. | Rs :

‘ment Rs.
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iii) Passing of Bills :

Subscription to the current periodicals are payble three months in advance (the last quarter
of previous year) for the Supp!y of the issues of current periodicals during the year as and when
publishéd. While passing the proforma invoices for payment, the carrectness of the subscription
rates claimed in the bills has fo 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 supp[eméntal bil['(undercharged bills) in respect subscription undef-charged of

iv) Issuing of Reminders, Monthly, ‘Quarterly,_e'tc.

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’
stateménts, 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 recovery of advance paid to the
periodicals and also Kardex periodical control system with nécéssary modificaions to suit needs
of the individual libraries. '

¥) Recovery of Proportionate cost for Unsupplied issies:

If the subscription agent fails to sﬁpply the over-due issues in spite of reminders and long
'corresponcence, necessary action has to be taken to recover the proportionate cost of the
unsupplied issues for adjustment to advance paid to the égent 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 probortionate cost of unsupplied issues of the periodicals through the issue
of credit notes in the name. of the institution, The amaount mentioned in the credit notes has to
be deducted while passing other bills of the agent for payment. The number, dates and amounts
of credit notes deducted from other bills have to be entered in the columns of the respective
periodical cards for adjustment of advance over non-receipts and to answer the audit queries at
a later date.

17.6.4 Display and Preservation

For the preservation_: of current periodicals for future use, the volumes of current periodicals
have to be bound, accessioned, processed and arranged systematically on the shelves,

i) The Periodical Display Cum Preservation Rack

The rack contains pigeon-holes for preserving the back issues of petiodicals 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, =~

L

ii) Binding of Journals

Before binding it is to be ascertained whether all the issues of the periodicals _i"nclud_ing the
-title page and index relating to a volume have been réceived. Only complete volumes have to
be bound. In the case of ‘binding of Journals; only such journals like subject periodicals which
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are of research value are likely to find dem and in later times need be leather-bound for the sake
of durability. In the event of gaps occurring in supply-affecting the continuity of a volume, the
binding of that volume has to be delayed until all the issues are received. The back volumes
which remain incomplete even after three years may be put together with ord.nary binding to

- differentiate them from complete volumes. The spine of the bound volume 'of the periodical will

bear the abbreviated title, volume number, year of publication: and the name-aof the library for
identification. For the sake of convenience in handing them, the volumes whicl are bulky have
to be bound in two- or three parts, as the case may be.

ii} Aceessloning of J, ournals :

After binding,. the bound volume of a perlodical will be treated like a book and taken infto
the stock of the hbrary A separate (stock) accession register will be mamtade in the library
for bound back volumes of periodicals containing all the details I'el_EiUI'lE to them. The accession
numbers of those bound volumes will be noted on the back of the title pages and also in due

pages adopted by the library, and at the same time the shelflist cards will be prepared for each -

of the back Volumes accessioned and sent to the Technical section for proce%smg
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 periodical title is classified and catalogued, there

is no necessary to type catalogue cards for the subsequent volumes of the same periodical, since -

the same class number and catalogue cards can be used for making enir s,
Y) Shelvin‘g of J 011mals'

" The bound volumes of periodicals will be arranged in a scparate sequenoe in the stock are
on vofume number or yearwise as the case may be.

Self-Check Exercise-5 .
 What are the advantages of computerizing Sér_ia_i_s Cofitrol ?

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

................................................................................................
R R L L I
.......................

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

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

17.7 ’SUMMING UP

The Serials are of various types published by learned societies, Government departments, and
commercial firms. They may be issued with varied frequencles weeklies, monthilies, bimonthlies,

'quarterhes annuals etc. The seruls may be acqulred through subscrlpnon membersh]p and by
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gift and exchange. Ceitain problems arise in respect of subscription to current foreign journals.
State Trading Corporation (8.1.C.) of India has made some efforts to solve the problems faced
by libraries in subscribing through foreign venders and publishers directly, however, it failed as
it lacked a separete machinery to attend to this complicated work of periodical subscription,

Among the different methods of registering the periodical receipt, the following five methods
are used in our libraries: (1) Register system (2) Ledger System (3) One card system (4) Three
Card system, and (5) Kardex. The Three Card system was introduced by S.R. Ranganathan and
it has got many inherent advantages over other systems of registcring the receipt of periodicals.

‘Now a days libraries have started Lising computer for serials contro!,

_17.8 MODEL ANSWERS TO _SELF~CHECK EXERCISES

1) The factors that determine the selection of periodicals for subscription in a library are -

i} The scope of the library
i) the funancial rescources cf the library
iii} demands of the readers '
v) periodicals which the library is subscribing, and
'v) whether the title is available elsewhere

2) The periodicals are acquired through

) by subscription

i) through instz’thtionai membership of societies and learned societies
i) by gift ' '

iv) by exchange

3) The methods of subséribing foeign carrent journals are -

i) directly from the respective foreign publishers
1) through foreign subscription agencies B
iii) through the subscription agents'in India
v} through a centralized agency

4{a) The methods used for recording the rccéipt of the periodicals are

1) Register system, ii) Ledger system, iii) One card system, iv) Three Card system, and
v) Kardex . " C

{b) ‘Kardex’ is an appa_rarué for keeping visible records of periodicals. It is made of steel and .
supplied by Remington Raad of India. The cabinet is approximately 10 “(breadth) x 24"

(depth) x 20 % (height). Fich unit consists of seven trays and holding a total number of .
" 504 card holders. It has sliding dust cover and locking device. .

5) The advantages of computerizing serials control are

1) Large number of periodicals can be handled with ease
i) Consistency and uniformity in records _
iiiy Uptodate information can be provided
iv)  Reminders about non-receipt or over-due issues can be sent automatically.
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. 178 ASSIGNMENT

- (1) What are the problems that arise over subscription o current foreign periedicals in Indian

libraries ?

(2) What are the different methods in vogue in Indian libraries for subscribing to the foreign
periodicals ? State their merits and demerits.

(3) A centralised agency like the State T;rading Corporation can solve most of the problems in
respect of the acquisition of foreign journals. Discuss. ' :

{4) What are the different systems foliowed for Serials Control?

(5) Given an account of the Three Card system and explain how it i3 suitable for serial control.

(6) Explain the Kardex system of Serials Control.
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BLOCK-V: CIRCULATION AND MAINTENANCE

_ This block deals with circulation and maintenance work in libra_-ries. There are three units
in this Block (Unit Nos. 18 to 20)

Unit 18 deals with work and methods of circulation in'.i-ibraries, varions jobs of issue and

~ return of books and other documents. Maintenance of records and registers preparation. of -

circulation statistics, automated circulation systems etc are also dealt in circulation routines.

" Unit 19 explains various collection maintenance methods, suchi as shelving, stock verification,
weeding, etc in libraries. ' :

Unit 20 deals with Binding and Preservaticn. Need and purpose, cirteria for book binding-,’
organisation of Binding departruent in libraries, tools and methods of binding and staff required -
have been discussed in this unit.
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UN IT-18 CIRCULATION WORK & METHOD

Contents o 1

18.0 .Alms and Objectives
18.1 Tntroduction J .
182 Need for Circulation
183 Dr. S.R. Rangariathan’s Views on Circulation
184 Lending Services
18.5 Factors in Planning Circulation Process
18.6  Funciions of Cifbllla'tion System
18.6.1 Registrétion of Members
1862, Charging and Discharging
18.63 Control ?Processcs
18.64 " Inter - lLibrary I_-aan _
18.6.5 Ma.ntenance of ecords and Statistics
18.6.1 Mlscellaneous Functions .
18.7 Features of Circulation E,ystem
18.8 Types of Circulation Systems
18.8.1 Day Boq}q System
1882 Ledger System
1883 Dummy System
18.84. Indicator System
18.85 Tempora:ry Slip System
1886 One Car}i System
188.7 Two Car(j Systemn
18.88  Semi-Mechanical System
_ 18.89 Au-tomatged Circviation System
189 Summmg Up :
{ 18.10 Model Answer to; Self( ‘heck Exercises
181t Recommended Books
- 1812 Glossary

18.0. AIMS AND OBJECTIVES

" This Unit introd_uc.eé the circulation work and its 'method's in iibraries.
- After studying this uhit you should able to .

- explain the need for -circulation services;

- 1dent1fy the factors that should be considered in planning circulation process;
.= discuss the features of an ideal charging system;

- " describe the various funetions performed by the c:rculatlon section; and

- have an ided of the evolution of various circulation systems
. |

I
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18.1 INTRODUCTION

Circulation section performs one of the most important activities of a library. It issues books
to borrowers and receives back from them and maintains an accurate record of the transactions.
Its impartance also lies in the fact that a large number of users come into contact and interact
with the staff manning the circulation desk. Courteous behaviour and heipful attitude of the
staff at the circulation desk not only helps in building up the good image of the library but.also
encourages use of the library collection. ) -

18.2 NEED FOR CIRCULATION

One of the basic functions of a library is to promete the use of books and other reading-
materiais by users. This is mainly done by: :

o ofiering facilities for reading books and othier documents within the library premises; and

e lending of books and documents for reading at home.

The circulation section is responsible for the second function. Lénding of books helps the
readers who may not find time to read in the library. Such readers can borrow books from
the library and read them at home at a convenient time. Lending of books not only promotes
good reading habits outside the library but also beyond library hours. This facility is most likely
to encourage more readers to use the library. In addition, the provision of borrowing facilities
is-helpful in minimising the preblem of overcrowding in libraries, which normally have limited
seating capacities. It is throught the provision of horrowing facilities that libraries try to satisfy
Dr. S.R. Ranganathan’s first law of Libraries Scicence--Books are for use, :

Circulation activity involves lending of bocks and other library materiais, receiving them
pack from borrowers and maintenance of records of guch transactions in a systemat'ic'm.annen
- The crganisation of a circnfation section is based on factors such as size of the library, types of
services offered and the degree of departmentalisation. '

18.3 Dr. 5.R. RANGANATHAN’S VIEWS ON CIRCULATION

According to Dr. S.R. Ranganathan, in Jibraries books are collected for Use, kept for Use
and served for Use. All the technical processes and routines such as Teceiving suggessions for
new books, acquisition, accessioning, classifying, cataloguing, shelving and circulation are carried

- on only For Use.

The paramount function of a library therefore is o provide maxirum facilitics to readc_ré
to use books. ' '

Generally, the two sections of the library come in frequent contact with the readers:
Reference Seciion an_d Circulation Section. While the reference. section endeavours to bring the
readers and the books together in a personalised manner, the circulaticn section is responsible
for the operation of a suitable mechanism which encourages use of bocks by readers through
home lending. '

Oftcn, 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. : : o

e
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18.4 LENDING SERVICE

The number of bocks or other items aliowed on loan to each member depends on varicus
factors such as:

¢ Category to which the members bel ongs (teaching staff, non-teaching staff, research scholar,
student, etc.).

e fotal nuimber of members

e size and nature of library colléction

e book selection policies relating to acquisition. of muitiple copies of books
¢ period of loan

¢ availability of photocopying machine

® areacovered by the library, that is, whether the majority of users are residents of surrounding
localities or whether they are dispersed at far away places.

i) Number of books to be issued: The number of books issued to a member at a time is
determined by the loan policy of the library. For example, in a university iibrary which serves
different categories of users such as students, research scholars, non-teaching staff and teching
staff the number of reader’s tickets issued varies from one category to another, Ty this case, the
students may be aliowed to borrow three books at 4 time, research scholars 5 books, non-teaching
staif 2 books and teaching staff 10 books.

ii) Not to be issued books: Reference books such as encyclopaedias, dictionaries, research
dissertations are in constaut demand and they are meant for consultation within the library only,
Hence, these are normally not issued ocut on loan in most of the libraries. In addition to these,
other categories of books such as rare bocks, out-of—prin’f books, books in brittle condition and
books in great demand are also not lent out. '

iii) Period of loan: The period of loan differs from library to library. It is also determined by the
loan policy of the library. The loan period varies from a single day to a few weeks or months,
dcpendjng 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 [ibraries offer overnight issue facility to its readers. In every library, -
there are certain books which should be available for consultation at aI!‘timcs within the library.
Though these are not reference books, they are -nd_l}"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, so as te cnable them to read at home. In this
method, the books are issued at the of ciosing af the library on the condition that they Shau[d
‘be returned by the borrower oni the following day, within an hour of the opening of the library.
A member who fails to return the books within the stipulated period is not permitfed to take
advantage of this faciIity'ﬂfor a specified period. This is done as a punis_l__mient and to instill a
sense of discipline among the library members. o : '
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Self-Check Exercise - 1

What factors determine the number of books or- other items jssued out on loan to cach
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.

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

1%.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:

e Variety of materials

s Categories of memberfs

» Nature of services

e {'hoice of charging system
« Szrsonnel requirements

i) Variety of materials; A 'ibrary scjuires a variety of material such as books, periodicals, audio
cassettes, video cassetfes, films and microforms. For the utilisation of some of thesc materials,
certain special equipment is reguired. The library management has to take inio consideration the
size of various libr..y coilections and their rate of borrowal at the fime of planning circulation
process.

ji) Categories of members: In a special library, the users are a nhomogennus group with specific -
fielgs 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,
youth, at\clults,' women, ctc.), educational levels and have diverse areas of inferest. Moreover,
their purpose of visit to the library may differ from person to person. We have to plan the
circulation process keeping these points aiso 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 library materials be allawed
for circulation? Should audig-visual materials such as cassettes, films and grarﬁophone records
lent for home use or should their use restricted within the library? Should the library provide
equipment necessary for vsing thete audio-visual materials? What should be the loan period
for various types of library materiuls and for different categories of users? What should be the
renewal policy? Should the lib+ sy collect overdue charges? If yes, by what method? '

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 sysiem should provide.




v) Personnel requirements; Professional staff who are trained in library and information science
are required for determination of basic policies and procediires and general supervision. the
routine jobs of charging and discharging, renewals, etc. can be done by semi-professionals or
€ven by clerical staff. The only essential requirement is that these personnel {semi-professionals
or clerical staff) should have thorough understanding of the basic process of charging system
and have a clear idea of library loan policies.

18.6 FUNCTIONS OF CIRCULATION SECTION

The functions of the circulation secfion are:

s registration of members

¢ charging and discharging

e inter-library loan

e maintenance of records and statistics

e misceflaneous functions such as maintenance of visitors register, property counter, checking

at entrance and exit-point, etc.
18.6.1 Registration of members

Libraries lend out books and other read ing materials to readers so that they can utilise and
exploit the collection t5 a maximum extent, It is essential for any library to maintain a record
of its registered borrowers. This is necessary for various reasons suchi as accountability, safety of
books, sending reminderts 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 re_sidence or working
- of the member so that reminders could be sent for overdue books or baoks rctjuired urgently
for other members. By checking the membership form or card, the library staff can find out the
address of the borrower. ' ' - '

ii} To collect statistics for performance evaluation:

Regtistraﬁon of members provides us statistical data that is required for measuring the
effectiveness/usefulness of a library in terms of its services to the user cornmunity.

iii} To find out the characteristics of borrowers: Registration of library members enables us
to estimate the percentage of population which has enrolled as regular members of the library.

Also, we can get data on various categories of library members such as adults, children, youth '

students, males, females, businessmen, teachers, etc. This data is valuable at the time of book
selection and colfection development. By acquiring books which meet the needs of the various
categories of users and Which stimulate their interests, we can attract them to the library.

Registration procedure

At the time of registration, the person is i'equested to fill up the prescribed application
form, which contains details such as name, present and permanent residential address, present
official address, age, occupation, subjects of interest, name and address of the guarantor, etc.
Application forms 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 patticular library member immediately. §ome
libraries, especially the public libraries, - insist upon signature of the .guarantor on application
form. This is done to ensure check on deliquent borrowers. S




After Teceiving the application form from the zpplicant along with his consent to abide
by the tibrary 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 specitied number of borrower’s tickets as per the rulcs and a copy of the
library rules and regulations. _ -

In special libraries, the borrowing facilities are restirvicted to those working in theu parent
organisation. Academic libraries such as college and university libraries offer barrowing facilities
to ail members of the teaching and non-teaching staff and registered students, In 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 canceflation of [ibrary membership.

Self-Check Exercise - 2
Mention the three purposes served by member’s registration.
Note: 1) Write your answer in the space giver below.

ii} Cempare your answer with the model answer given at the end of this 1 1. .

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

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

18.6.2 Charging and Discharging

Charging refers to the job of issue of hooks to the readers and discharging pertains o the
job of attending to the return of books. We shall discuss about these in defail in section 18.8.7

18.6.3 Control processes

To regulate the circulation of library materials and to preve'nt monopolisation of use of
library resources by a few seifish individuals, certain steps are taken by the circulation seciion of
the library. These are coliectively termed as control processes. They include:

e renewals

s reserves or holds
o Tecall

¢ reminders

« overdue charges
+ notifications

Let us discuss each of the above control process:

i) Renewals: Renewal is the extension of loan period by reissuing the same book to the same
ind_ividual. Generally, a book is renewed only if there ts no demand for the same from any other
reader: Renewal can be done in perscn or by post/telephone depending on the policy-of the
‘ library. The readers are expected to return the renewed book immediat’ely if recalled by the
Herary.




i} Reserves or Holds: Sometimes the book requested by a reader may be issued out to some
other person. In such cases, the reader fills in *he reservation card and hands it over at the
circulation desk. Reservation card contains details like call number, accession number, author,
title of the book and the address to which intimation has to be sent on receipt of the required
book. The counter assistant verifies the charged tickets and puts the reservation card along with
the book card of the issued book. When the book is returned, the circulation record shows
that the book is “on hold” for the reserving person. This “on hold” book is placed in a separate
shelf and the person who had requested for it is informed about the availability of the book in
question.

.

In academic libraries such as college and university libraries, normally there is a heavy
demand for textbooks and other related materials. Howerver, due to shortage of funds, the
libraries cannot afford to buy toc many muitiple copies of these books to meet the demands
for the same books by a number of siudents. Moreover, there is a need fo maintain balance
‘between the two conflicting needs: the need to acquire multiple copies of the same titles and
the need to procure differexnt titles to achieve variety on collection. In such circumstances, the
library can effectively ufilise the reserve or hold procedure to controf the circutation of books. .

iit) Recall: This involves calling back the book renewed/overdue so that another person who
had requested for the same title can borrow it. After receiving a request from a reader for a
renewed/overdue book, the circulation incharge sends a notification to the borrower requesting
him to return the book immediately. As aiready stated in the above section, books are renewed
on the condition that they would be returned to the library when recalled.

iv) Reminders; Some readers do not return the books on timig. This may be duc to maiy factors
such as forgetfulness, selfishness, carelessness and inconsiderateness. The circulation statf are
expccred te send reminders promptly for overdue books at regular intervals. This is regdrdcd
as one of the most imporiant functions of the circulation section. Tt is esscntial to prevent
monopolisation of books by a few individuals and te allow reasonable opport.dnities to other
readers to utilise the resources of !brary.

v) Overdue charges: Generally librarics impose fines foi 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. Qverdue charges'are meant to discourage individuals from keeping the books,
which are in heavy demend, with them for long periods. Also, it is aimed at ensuring proper
use of books and maintaining discipline. The library policy determines the amount of fine to be
1mposed and the mode of its collection.

The two most cormmon methods for the collection of overdue charges are:

a} Straight line method: In this method, a fixed amount per day is imposed, say 10 paise per
book per day,

b) Sliding scale method: In this method, the amount of fine imposed either increases or decreases
gradually in course of time.

Normally, fines are cumulated upto a certain amount per book and then remain static at
that maximum amount.

As for the collection of overdue chages, it may be done by issuing receipts or by keeping
a conscience box. Collection of overdue chages through issuing receipts is considered to be a
costly and time-consuming method. In the conscience box method, a small locked box, with a
slit at the top for inserting money is placed at the issue counter. Those individuals who return

290

e B



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) Notifieations: 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 processes such as holds or
reserves, recalls, fines/ overdue charges depend on this function. The process of notification is
expedited if accurate and up-fo-date records of registered membcers are maintained dnd if the
Yibrary formulates clear policies relating to loan periods and overdue charges.

Self-Check Exercise - 3
a) State the function of the circulation section.

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

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

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

18.6.4 Inter-library loan

In view of literature explosion and financial constraints, no library can claim to be totally
. self-sufficient, that is, it cannot assert that it is capable of meeting all the requirements of its
users from its own docunient collection. At times, it may be required to borrow hooks and other
materials from other libraries, both local and outstation. The ferm inter-library loan is used (o
refer to such loan transactions between (wo libraries and it is regarded as the earliest form of
library cooperation. Generally, the circulation section takes care of inter-library loans.

Library networks involving participation of various libraries in cooperative programmes and
union catalogues facilitate inter-library.loan aperatiors.

Inter-library loan operations may be discussed under two headings:

» borrowing
e lending
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B Borrowing: On receiving a request from the reader for a book not available in the library staff
try to find out the library possessing the required book. In this task, union catalogues and union
lists are very helpful. After identifying the library, a i'equest is sent to it through a standard
torm or lettrer. As soon as the required book is received from the fending tibrary, the reader is
informed and book may be issued to him or he may be asked to refer to it within the library.
At the end of the loan period, the book is returned to the lending library,

ii) Lending: When the request for a book on inter-librar y loa is received by the lending library,
it checks its catalogue. If it is readily available in its collection, then it is sent to the borrowing
library on inter-library ioan. All the inter- library loan transactions are recorded in a separate
register.

18.6.5 Maintenance of Records and Statistics

The circulation section has to maintain records propér]y 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,
ete.

Circulation statistics help the iibrary in planning its acquisitions and reader services, In
addition, these statistics are utilised in the compilation of annual reports.

18.6.6 Miscellaneous Functions

Normally, the circulation desk is located near the entrance/ exit-gate. Due to this fact, the
circulation section is enirusted with the responsibility of mamtammg gate register and property
counter and chcckmg at the exit point.

i) Cate Register: This is a complete record of the persons who visit the library. Every visitor to
the library is requested to note down in a register kept 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 theijt purpose of visit.

: L
ii) Property Counter: Normally, users are not allowed 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.

iii) Checking at the Exit-poini: Gcneraliy, the circulation staff also perform the checking function- -
at the exit point. They record the books that are issued out and prevent rheit of books from the
library.

18.7 FEATURES OF A CIRCULATION SYSTEM

A circulation system should have the capacify to provide answerrs to the following questions:-

i} who has taken out on loan a particular book and when is it due?-

11} 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 particular date?

iv) How many books have been returned to the library on a particular date?.
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In addition to the above, a circnlation system should have facilities for renewal of books,
reservation of books in circulation, recording of books fent to other instifutions on inter-library
loan and compilation of statistics.

The other desirable features of a circul.atjon system are listed below:

A circulation system should

helpin having complete control over materials oni loan without sacrificing speed and sim pliéity.
provide an accurate record of books lent or returned.

be economical in terms of staff, money and materiais.

be able to issue and take back books speadily without sadificiﬁg efficiency.

help in smooth flow of reader traffic at the circulation desk, that is, the adopted system
should be able to charge and discharge books quickly thereby avoiding congestion at the
circulation desk. '

reguire minirsum preparatory work.

18.8 TYPES OF CIRCULATION SYSTEMS

Circulation system is a method for the issue and return of books in ‘a library. It is also

known as charging system or circulation control system. Normally, users prefer to borrow
books from the library and read them at home during their leisure time. This fact had prompted
the libraries to develop suitable methods for the loan of library books and other maicrials.

Various types of circulation systems have been developed aver the years. The cariier systems

include day book system, fedger system, dummy system, indicator system, temporary slip system
and card system. Later systems compyisc, among others, the following: photoegraphic charging
system, punch card charging system and computerised charging system. In India, ledger system

and card system are followed in a majority of libraries. '

Tn the following sections, a detailed account of the following circulzfion systems s given:

day book system

s Jedger system'

¢ dummy system

o indicator system

e temporary slip system

s one card system

s two card system
Browne charging system
Modified Browne charging system
Ranganathan’s Reader’s Ticket, Book Ticket system -
Newark system

e semi-mechanical systems

« automatic circulation systems

293




18.8.1 Day Book System

This was the first circulation system introduced in libraries. In this system, details such as
date of issue, author's name, titie of th-c'book, name and dddress of the borrower, etc. are
recorded in a register. This register was known as day register as all the books issued daily |
were recorded in it in chgonological order {date-wise). When the hook is returned, the librarian
cancels the relevant entry in the register, puts his initials and records the date of return. A
specimen page from the day register is shown below:

Author and Name and Librarian’s
S.Ne. Date of title of address Tnitisls Remarks
issue the book of the and date '
issued borrower of return

A} Advantages:

1y It provides a pérm'anent record of hooks issued to the borrowc_rs.

i) 1t is a simple system as ali the transactions are noted in a register day by day,
B) Disadvantages:

i) As the books are entered date-wise, it is difficult to know: -

a) the due date of a particular book.
b) the number of books borrowed by a particular borrower.
¢} the borrower of a particular book.

It can be used only in libraries where the number of borrowers and the number of books
ssued daily is very small.

18.8.2 Ledger System

In this system, a ledger (regisier) with numbered pages is used. Each borrower is atoted
one or more pages and the necessary entries are made at the time of issue and return of books,
An alphabetical index of the porrowers is maintained at the beginning of the régister. 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 i,
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Name of the borrowers _ Page No.

Address:

1yate of Accssion Author Title Signature Due Date of Libra-
issue Number of the | of the of the date return rian’s
' book book | borrower initials

At the time of issue of a book, the page assigned to the borrower is lccated with the heip of '
borrowers index provided in the beginning of the ledger. Then the date of issue and particulars

+f the horrowed book are recarded. The borrower signs in the column agéﬁnst the particuiar
entry and takes the ook,

At the time of return, the borrowers index is consulted to find the page(s) allotted to the
borrower and the corresponding entries of the borrowed book are cancelled. '

_A) Advantages:’

‘i) It enables us to know quickly the number of books borrowed by an individual feader.
ii) It is suitable for a small library with limited number of borrowers.

iiiy It provides a permanent record of the books issued during a given period.
B) Disadvantages:

i) It is very difficult to find out the due date of the required book and the number of books
overdue. For such information one has to refer the entire ledger, which is a tedious and
time-consuming process. '

ii) This system does not tell us easily who has borrowed a particular title.
iil) Ttis time-consuming, both the members of the library staf and readers as a number of details
have to be recorded in the register for each ook borrowed.

18.8.3 Dummy System

As already mentioned, in the two circulation systems described eariier, namely the day book
systemn and the ledger system, it is not possible to find out easily and quickly to whom a particular
book is issued out. To solve this problem, a modified system koown 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 anc details about the borrowed book like call
- number, author’s name, title of the book, borrower’s name, etc. were recorded on this paper
. cover.
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At the time of issue of a book, the above particulars were noted on the paper cover of the
dummy and the dummy placed in the exact location of the book on the shelf. Tn other words
whenever a 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 par thLlldI‘ hook is issued
out and when it is due.

B) Disa dvantages:

i} As the dummies dre scattered throughout the shelves, it is not po~51blc te sav how many
books are issucd to each borrower and the due dates.

if) It does not provide information on the number of books issued on a particular day.

18.8.4 Indicator System

This system conmrs of a largc wooden {rame having many pigeon holes. Biocks or pegs,
representing books loaned out, are inserted into the pigeon holes. Call number of the book is
written at each end of the block. One end of the block Has blue background and the other red:
Red indicates that the book is on loan. This system, which is suitable f0| a closed access library,

" uses a ledger for chdrgmo

18.8.5 Temperary Slip Systern

We have seen thal: dummy system cannot provide answers to the questions: How many
books were issiied on a parhcular day? This is because the dummies are scatterted throughout
the shelves.

To overcome this problem -4 new systern known as temporary slip system was devised. In
this system, the particulars of each book and its borrowez’s mamber 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 returs of books, these temporary slips are
cither destroved or given to the borrower as receipts for the returned books.

A) .Advantages:

1) This system helps to know the total number of books issned on a particular d_ay.

if) 1t the temporary slips are arranged alphabetically by title, one can know to whom a particular
book is issued out. . '

iy 1If the temporary siibs are filed by due date, then we can find out the overdue books easily.
B ) :Disadvantages: .
1) 1t is time consummg as it mvo'vcs preparation of a temprary slip for each issued Lok,

iy If the temprary shps are filed date—wrse or by serial numbers of the borrowers then it is
© difficult to know to whom a partlcular book is issued out.

18.8.6 One Card System

This has evolved fro'm the temporary slip system described in the Jast section (18:8.5). In
this system, instead of a temporary slip, a permanent card made of tougher paper is used. This
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card is known an book card and it contains parfrculars of the book such as author s name, title,
 class number,_ author mark and accession number. The procedure for issue and. return of books .
" is similar to that of temporary-slip system. : :

A) . Advantages:

i) As the cards-are made of tough paper. they can withstand wear and tear.

ii) There rs no need to prepare book cards each time a book is issued out. Generally, one -
_ book card is prepared for each book at the time of catalogumg and 1, is used till all the
- ¢vailable space is over, thereby economrsmg on statlonery ‘

i) It enables qurek 1ssue and retum of books thereby saving ‘the time of readers a hbrary staff.

B) Drsadvantages

i) If the hook cards are filed date-wise or by serial number of borrowers, then it is drfﬁcult to
determine the borrower of a specific title.

18.8.7 Two Card System

o I_n th"is syStem, the following two identit&f cards.'are_ used for différent ‘ourposes v
.'i) Members-cum-borrower’s ticket—-ror identification of the members. ..
ii) Book Card- for identification of the baok. | |

The three rrlost popular two card systems are:

. _Browne- Charging systerrr |

) Modrﬁed Browne Chargmg System .
¢ Ranganathan’s Reader’s Ticket, Book Ticket Method

.- -Newark Charging system

Browne Charging System

~This system is named after Miss Nina E. Browne, tibrarian of the Library Bure_au (Boston,
U.S.A.), who devetoped this system towards the end of the 19th century. It was not very popular -
in U.S.A., the country of its origin, but is widely used in Great Brltarn and Indra Itis consrdcred
as an-efficient method for issue and return of books : '

A} .Ireme Required )

1. For the book.

a) Date Slip: Every book avariable for issué is provrded with a date sllp Thiis is a printed
slip of the size 5" x 3" or 12.5 cin X 7.5 ¢m, which is pasted on the page facmg the book pocket.
The book pocket may be pasted eithier inside the. front or back cover of the book. Generally,
for books which are not to be issued ouf like reference books, bound volumes. of periodicals,
rare books etc date slips are not pasted ' '
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A specimen date slip is shown-below:

Name and address of the library
| Call Number Accession Number

This book should be retutned on or before the fast
date stamped below.

b) Book Pocket: It measures 5" x 3" and is pasted either inside the front or back cover of
the book. Tt is meant for keeping the book card. A specimen of the book pocket is illustrated
below. S '

Name of the library
Brief rules of the library
L.
2.




¢) Book Card: For each hook, onc book card is prepared. Bock card is made of tovgh
paper, measures 4" X 2 and may be plain or ruted. As it is supposed o identity the baok, it
contains particulars such as call number, accession nUMber, author and title of the book. A
specimen is shown below.

Call Number ' Accession
Number

Author

Tidle

o L —

1F. For the horrower

a) Borrowers tickets or pockets: These are made of manila or fough paper. They mecasure

3" x 2" and are in the shape of a pocket with opening on two sides. namiely, upper edge and right

edge. It carries details such as pame and address of the borrower, s membership number, date

of expiry of membership, signature of borrower, signature of the lbrarian, few library rules and
library cmblem. A specimen i3 shown below, :

|

[ Name and address \
of the horary \
|

Address

Date of expiry
‘of membership

Borrower’s

signature
Librarian’s
- Sigpature
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i)

ii)

The number of borrower’s tickets or pockets issued to a member depends“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 gwen four borrower’s tickets or pockets

It Fer Counter Siatfj _

A) Items Rsouiredj.

Registration formsifcards cf borrowers
Borrowers tickets/;}ioc_kets )

Date stamp and iﬁk pad

Wooden chafging i_trays

Date guide cards

Reminder cards, rescrvatlon oards, fine receipt book, tines register, prmted standard forsis

. for correspondence and preparauon of circulation statistics,

Chargmg
The reader presents the required book for issue along with borrower’s ticket/po_cket.

The circulation 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 ‘eharge’.

Then the counter inchagf- puts due date stamp on the date slip and gives the book to the.
reader for taking out of the hbrary This wnole process of issuing a book is known w.
ohargmﬁ, '

At the end of the. day or at perlodlc mtervals these cha.rgcd tickets are sorced and ﬁlf:d
behind the due datc guldc in the charging tray

Discharging

The borrower prcsénts the book he wishes to return at the circulation desk. The circulation
incharge checks the due date stamped on the date stip anel other particulars of the book.
Then, he locates the charged borrower’s ticket behind the due date guide and removes the
book card -from thc 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 czrd from the borrower’s ticket is called discharging.

If the baok is overdue (that is, returned after the due date) then overdue charges are
calculated and collected as per the library rules.

Advantages

This is a simple and time-saving system. This is because the signature of the borrower is not
necessary either at 'the time of issue or return. In addition, as the particulars of the book
are mentioned on the bock card, there is no need to copy these particulars at the time of
issue. : ' : '

It enables reservati‘lonﬂ of books.
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vi)

vii)

Circulation statistics ¢an be compiled easily and without any loss of time.

As the book cards are arranged behind due date guide cards, we can send reminders to
overdue books promptly Even the overdue charges can be calculated with ease,

Books can be 1ssued qu1ckly as only one date stamp needs to be put on the date sllp for the
issue of a book. :

A complete record of the borrOWer is available at the crrculatlon counter...

If the borrower’s tlcket is in the chargmg tray, 1t indicates that a certain book was borrowed :
by a reader whose name appears on the borrower s ticket. ' -

‘Disadvantages

This syste'm fails to tell us easily

. a) to whom a partlcular book is 1ssued and when 1t is due.

_b) ‘how many and which books were 1ssued toa partlcular reader.

'Th1s is because all the charged tickets are filed date-w1se however, one can check all the

charged tlckets to find out the above information but takes a lot of time and energy. -

- )
| iii)-

: i:v)

)

- vi)

If the charged trckets are lost then it i very drffrcult to 1dent1fy the books issued out as
there is no permanent record. :

Durmg rush hours the charged tlckets may sllp down or be {ost because of quick issue of
 books. o o '

There is a possibility of misuse of borrower’s tickets and wrong charging of books. A person
may bring a borrower’s ticket belongmg to some other person and get a book issued out
against that ticket. '

1f a wrong book card is p]aced in the book pocket of a book then there is scope for wrong

chargmg of that book

It is very cumbersome to reserve a book as we. have to check all the charging trays for

} locatmg the book under issue.

vii).

vii)

301

This system oes not provrde any record of the nature and number of books borrowed by
a reader prevrously :

The chargmg trays require much space at the issue counter. In case of big libraries such as
university libraries, state cental libraries, etc. issue counter may become crowded with large -
number of charging trays containing thousands of charged borrower’s tickets.

During rush time, the counter staff rnay not be able to file the charged tickets immediately.
Thus, there is a high possibility of wrong filing if these charge ticke_ts are not filed imm,editely.

T'hls system does not permit issue of extra books to the readers. This is because the number
of books to which a reader is eligible is determined by the number of tlckets issued to him.

‘ Wheneve_r a reader wrshes_to borrow another book after returning a book, then he has to
spend a considerable amount of time. First, he has to get the issued book discharged at the

refurns counter. and collect his borrower’s ticket. Then he has to stand again 1n the queue
at the issue counter to get the book-issued out.




Self-Check Exercise-4
State briefly the major disadvantages of Browne charging _systerﬁ..'

Note: 1) Write grour answer in fhe_ space gjven below. -
ify Compare your answer with the model answer given at the end of this unit,

.
................................................................................................
............................................................................................
.............................................................................................
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Modified Browne Charging System

We have already seen in the la&t section that the Browne charging 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 suplemented by pass book system is most suifable for adoption in
Indian university libraries. o : ' '

Pass book is ié.sued:l o every borrower in addition to the usual number of borrower’s tickets
to which he is normally entitled. It contains on the first page-the tollowing columns:

Register No..

Passport size o | Name of thc

: Photo ‘borrower

o g Address .




i

On the remaining pages of the pass book, the following details are printed:

i)

Accn. Call | Borrower's Date of Due Tnitials Date of Initials-
number | Ne, | initials - .| Issue [ Date of the = .| retarn of the
with date _ issue 1+ 1 assistant
' ' ' assistant _ at the
return
. counter
A) Charging _ _ ) ' _
i)  The borrower fills the columns in the pass’ book arid presents it to the issue: counter assistant
along with hns/her borrower's ticket. -~ _
if) “The issue counter assistant records the due date and puts his initials agamst the entry in the
~ pass book. _
iti)  Then, he removes the book card.from the book pocket and inserts it in the borrower s ticket
to form the charge. . . _
iv)  He puts the due date stamp on the date Sllp of the book aod gives the book to the borrower
v)  The pass books are arranged alphabetically by the names of the borrowers and the charged ’
- tickets are arranged behind due date guide,
B) Discharging
iy " The borrower presents the book to be returned at the retums 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 market on the date slip of the book.
iliy  Counter incharge cancels the entry in the pass book, puts his initials and date of return, Then
' ‘he removes the book card from borrower's tickets and puts it inside the book pocket The
borrower s ticket is returned fo the borrower. - : :
: C) Advantages .
DIt provides a complete record of the books borrowed and retumed by a parueula.r borrower
along with dates of issue and return. . :
Tt prevents unauthorlsed use of borrower's bckets by persons other than bonaﬂde library
. members It checks sublendmg of borrowers tlckets
] - - . -




lii} T any mistakes are committed at the time of charging, we can correct them with the help
of entries in the pass book.

i_v) The entries in pass book offer statistical data such as nature and number of books borrowed,
etc. This information is helptul in determining reader’s interests.

DYy Disadvantages .
1) It involves additional work both for the borrowers and library staff,
ii) It requires more time,

Browne charging system supplemented by pass book system is most suitable for adoption -
in Indian universities.

Ranganathan’s Reader’s Tickets, Book Ticket Mcthod

This system, which is a modified Browne system, was introduced by Dr. S.R. Ranganathan
in Madras University Library in the late 1920s. It was adopted by many university and special
libraries in India. With an idea of achieving speed and accuracy in charging and discharging, the
tollowing modifications were made :

i} The book card was changed into a pocketcd form and the borrower’s ticket into a non-
pocketed form.

i) For collection of overdue charges, the conscience box was introduced.

The materials required, charging and discharging procedures arc 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 the main characteristic feature of Dr. S.R. Ranganathan’s Rcadrs s Ticket, Book
Ticket Method? :

e T T T
............................................................................................

Newark System

This system was intraduced in the Newark (New Jersey) Public Library in 1900. If soon
became highly popular among American iibraries, It is a very simple and flexible system most
suitable for all tyeps of public libraries, both big and small. '

A) Items Reguired

a) Yate Slip: It measures 12 cm x 11 cm and is pasted inside the front/back cover of the
“ book. Due date is stamped on 1t at the time of issue of book. A specimen date slip is shown
below.




b)

. Title of the book

Due Borrower’s . Borrower’s Due Borrower’s Borrower’s
| date registration signature date registration . signature’
number number

Call Number Accession Number

Name of the library

This book is due on *he date }ast stamped.

Book Card: For each bock, a book card (size 5 cm x 10 cm) containing the following
details is prepared: name ¢f the library, call number, accession number, author and title of
the book, vertical column: (or the due date, borrower’s registration nmumber and borrower’s
signature. A specimen book card is given below:

Call Number
Author.

Accession Number

This book is due on the date last stamped.

Book Pockef: It measures 5" x 3" or 7.5 cm x 12.5 cin and is pasted inside the front or

back cover of the book. It hoids the book card. A specimen of the hook pocket is shown below:
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Name of the library

. Brief rules of .the library.

1

2.

- i

d) Borrower’s Card: Each member is provided with a borrower’s card containing details
such as his/her name, add tess, registration number, date of expiry of membership and signature

of the borrower. In addition to these, coiumns for recording the due date and date of return
are provided. A specimen l)orrowerfs card is shown below.

Name of the Library T

Borrower’s Name

Address

Registration Number
membership

Not transeferable

The following titles were issued to me.

Signature

Date of

Date of
return

date return |




B) Charging

i) The reader presents the book he wishes to borrow at the issue counter along with his
borrower’s card. ’

ii) The circulation counter incharge stamps the du¢ date on the borrower’s card, date slip of the
book and the book card. He writes down the accession number of the book borrowed below
the date due on the borrower’s card. Also, he notes down the membership; registration
number on the book card against the due date marked.

jii) The book and borrower’s card are given to the reader.

iv) The book cards are arranged Dby call pumbers behind date guide cards in the charging trays.
Charging trays are made of wood or steel and measure 6" X 4",

w

C) Discharging

i) The reader returns the book and the borrower’s card at the return Counter. The counter
incharge finds out the duc date by checking the stamp on the dn® ¢ ite slin of the book.

ii) Then, the counter incharge locates the appropriate date guide and picks out the book card
of the returned book with the help of call number and accessiois number.

iii) The counter incharge puts the date of return stamp on the borrower’s card and returns it
to the reader.

iv) Then, the counter incharge replaces the book card into the book pocket, thereby releasing
the book from the charge.

D) Advantages

i) This system enables us to maintain a permanent record of books issued. This is not possible
in Browne charging system. :

ii) As a duplicate record of books issued out js maintained on borrower’s card, the problem
of loss of issue records due to reasons such as misfiling, slipping, €t¢. is not very severc.

Hii) This system allows us to know easily
a) the number of times a particular béok was borrowed by a particular reader.
b) the total namber of borrowers who borrowed that particular title.
Al this inforﬁation is recorded on the book card.

iv) Anexamination of borrower’s card gives an idea of the nature of books utilised by a particular
reader. :

v) There is less possibility of misuse of borrower’s card by unauthorised persons as the borrower
is required to sign on the book card at the time of issue. The signature on the borrower’s '
card and book card can be compared for verification.

vi) Wrong charging of book is minimised as transaction is recorded both on borrower’s card as
well as on book card. The borrower feels assured of the correctness of transaction as books
are issued on the basis of his/her signature and discharged in his presence at the time of
return. '
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E) Disadvantages
i) Itis unsuitable in ‘big libraries .with heavy circulation of books. '

i) It is relatively more time- consummg than Browne systcm In the Newark . system it is not.
possible to issue and take back books quickly as in Browne system.

iiiy The rcaders may have to wair for longer -periods at rush time as the issue procedure is
cumbersome. Also, mistakes can be commltted at the time of making entries leadmg to
problems at the time of dis. hargmg

Self Check Exercxse-b
' State the two main advantages of the Newark system.

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

LT I R T T T T T T
.............................................................................................
............................................................................................
..............................................................................................

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

18.8.8 Semi-Mechanical Syste'ms

Most of the semi-mechanical systems are bas;cal]y 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 a single order A knitting needle is inserted through a given
hole and the cards lifted. All cards which are due on a part;cular date fall into the tray. In this
system, the burden was more on the borrower as he had to note down on the punched card his
name address, call number and author and ftitle of the book every time he borrowed a book.

Photocharge System: In this system, microphotos of the borrower’s card, the book card
and a sequentially numbered date of issue or due date slip is taken. In other words, the due date
slip contains all retevant information of not only the book but also the borrower. However, this
system has a major- opcratlonal drawback is that information about charging is available only on
a roll microfilm which i 1s difficult tc refer.

18.8.9 Automated Ci_rculation Systems

The electronic data processing systems, which were introduced into the market towards the
end of 1940s, prompted the libraries to explore the possiblity of utilising this advanced technology-
for ¢irculation contrel. Most of the early automatic circulation systems adopted batch processing
systems and used pum;:hed cards. The attractivg features of these systems were! speed and
* reliability. 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.imme diately. In Splte of -
these advantages, [hey suf”eml from certain drawbacks such as: ' ‘
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i)- These were incapable of offering all items of information relating to -circul:ation'.

iy A special computer ran was necessary to find out what books have been 1ssued toa partlcular
reader. -

iy If the systems operate in batch mode, it was very difficult to know accurately, between
© compulter runs, whether a partrcular tltle was on loan. (Generally, the processisng was done
overmght)

Online Clrculatlon Systems

In the early 1970s, the onlme circulation systems were deveioped This was possrble due to
‘the advances made in computer technology in terms of increased memory power, reductlon in
the cost for storing data, improved: systems for file handling and time-sharing. .

Online circulation Systems were developed both by the libraries as well ‘as outside firms.
Among the suppliers of these online systems, CLSI (Computer Library Systems, Inc.) of USA
is a major one. In fact CLSI specialised in supply .of turnkey online circulation systems. It
manufactured and installed 90 per cent of all such systems in operation throughout the world
tilt around 1985.

Apart from CLSI, many other firms developed automated crreulatlon systems utilising
'dlfferent computer equipment. Now we have a wide range to choose from. For e)tdmple we have
not only simple microcomputer-based systems which satisfy the needs of ¢ small libraries such as_
school libraries, but also huge complex mainframe-based systems required for use in big library
networks.

Many libraries in developed. 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 errors. Rather than limiting automation to just circulaticn actmtles majonty of
libraries are opting for integrated library systems which are capable of supportmg not only
circulation services but also other services such’ as online public access catalogumg(OPAC),
serials control, aCQU]SlthI‘l etc,

18.9 SUMMING UP

Clrculatron desk or errculatron counter where books are 1ssued out and retumed oceuples

a pivotal place in the lrbrary orgamsatlon 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 optlmum utilisation of llbrary '
[ESOUICEs. :

Cireulation section should edopt a suitable charging system capable of
e providing all the required circulation information. -
. recording loan transactions e-fﬂeiently, acctlrately and speedily,

. reduemg costs-in terms of staff, equipment and satatlonery

The c1rculatlon system can be evaluated with the aid of modern mdnagement teehmque
such as systems analysis and cost-benefit analys1s




18.10 MODEL AN SWERS TO SELF-CHECK EXERCISES

1. The factors Wthh determme the number of books or other itemns issued to each member
are; . ’

» category to ‘which ‘the member belongs (teaching staff, non-teéchjng staff, research
scholars, students, etc.) .

total number of members

* size and natfn’e of-'Iibrarv collection

« book selecnon policies relating to achIlSltlon of multiple coples of books
s period of ioan

e area covered by the Iibrary, that is, whether the majorlty of users are resn:lents of
surroundmg locaht:es or whether they are dispersed at far away places

2. The three purposes served by member’s reglstration are:
¢ It identifies t'he borrower.
¢ It enables us. to collect statistics for performance éva[uatidn.
» It helps in fihding out the characteristicé of borrowers,
3 (a) The functions of the circulation section are: |
¢ registration of members

charging and discharging

s control processes
e inter-library loan

* maintenance of records and statistics

5

miscellaneous functions such as maintenance of 'visitors register, property counter,
checking at entrance and exit-point, eic,

(b) The six items which constitute the “control processes” of the circulation seéction are;

* . renewals X
* reserves or holds
"o recall |
¢ reminders ‘
e overdue charges
e notification’ :'

4. The major dlsadvantages of Browne chargmg system are its failure to provide the following
information;

a) To whom a pﬁrticular’ book is issued and when it is due.

b) How many and Which books were issued to a particular reader?




5. The main characteristic feature of Dr. S.R. Ranganathan’s Reader’s Ticket, Book Ticket
method is that the book card is in a pocket form and reader’s ticket is-in a non-pocketed
 form. o o

6.- The two main advantages of the Newark systefn are:

a) Tt enables us to maintain a permaneﬁt record of books issued.

b) As duplicate record of books issued out is mainté.incd on borrower’s card, the problem
of loss of issue records (due to misfiling; slipping, etc.) is avoided. '

18.11 RECOMMENDED BOOKS

Fayen, Emily Gallup. «Circulation Systems” IN ALA World Encydopaed:ia of Library anc
Information Services, ed. by Robert Wedgeworth, et al. 2nd ed. Chicago: American Lib.
Asscn., 1986, pp. 195-197. : ' :

Krishan Kumar. Library Manual, New Delhi: Vikas, 1989, pp. 170-180.

Mittal, R.L. Library Administration: Theory and Practice. 5th ed. New Dethi: Metropolitan,
1984, pp 453-494 and 521-585. ' , : _

‘Ranganathan, S.R. Library Administration. 2nd ed. Lohdon: Asia Publishing' House, 1959, pp. .
272-350. ’ ' '

18.12 GLOSSARY

Batch-processing: A system in which items to be processed in data eproccssihg'machjnés (sucﬁ
as computers must be collected into groups before their processing. ' :

_ Charging: The process of issuing a book out of the library.

. Circalation Desk: A counter or desk where books and other items {rom lib{rary' collection arée
“issued and taken back. Also called as Circulation counter.

Discharging: The process of taking back of a book.
- Holds or Reseﬁe: A book, already under isSue; that is kept on reserve for another réader.
Overdue charge: Fine collected by libraries for the late return of issued books.

Punch Card: A card with hole punched in it (may be near the edgés or in the body) to denote
particular information. .

_ Recall: Calling back a book already issue.d' out of the library for the use of another reader who..
requests for the same title. ' o

‘Renewal: E)__ctcnsio_n of I"oan period by reissuing the same book to the same individual

System: A group or-sct of-intérrel_ated parts/elements/ components woraing together to achieve
the stated objective or goal. : ' '
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16.0 AIMS AND OBJECTIVES

This unit aims to explain the importance of collection maintanance in libraries.
After studying this unit, you should be able to:

e describe the functiohing of the maintenance section in a library.

s explain the various stacking sy.étems available for the storage of library documents.
« identify the different types of arrangement of books on the shelves.

o discuss the various methods of stock verification, '

appreciate the importance of weeding in collection maintenance.

19.1 INTRODUCTION

In a library, documents are procured, processed (that is, classified and catalogued), arranged
on ook shelves and dispiayed for use of its readers. These documents sheuld be maintained
properly so as to keep them in good physical condition. If this is not done regularly in a systematic’
manner, then the document collection in a library is most Jikely to be damaged due to dust and
harmful insects. Also, if the documents in the library are not displayed properly with correct
shelf guides, then the users will nat get the books required by them quickly and easily. The
maintenance work is a vital one 0 & service library,

19.2 MAINTENANCE SECTION

19.2.1 Relation with Other Sections

Maintenance section functions in close relation with other sections of the library such as
processing section, circulation section and reference section. Tn has direct contact with the

readers.
Figure 1

READERS "_ _; T

.

‘ !

|
PROCESSING MAINTENANClﬂ CIRCULATION

SECTION . [ 77 SECTION ﬁ—j SECTION
BINDERY REFERENCE
SECTION

Let us now examine the relationship of the maintenance section with other sections in the
library. The processing sectior, serves as feeder to the maintenance section by supplying new
books after processing. The Circulation section gets its supply of books required for issuing fo
readers from the maintenance section. Tt also sends back to the maintenance section the books
returned by the borrowers.




As for its relation with reference section, the books taken out by the readers for reading
in the library are returned to the maintenance section for filing. The readers too have close
contacts with the maintenance secticn in course of their search for books on the shelves,

19.2.2 Management

The work load of maintenance section depends on various factors such as the number of
volumes in library collection, types of documents available, services 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 com pacatively
less. But, the maintenance section has to bear the heavy work load of paging. Paging is locating
the required book on the shelf and handing it over to the requesting reader.

In libraries following open access system, shelving is a major activity.

In small and medium libraries, there are no separate maintcnance sections, Often this work
in taken care of by the circulation section. However, in large Libraries such as university [ibraries
do have a separate maintenance section with an assistant librarian as incharge and necessary
support staff. ' \

19.2.3 Functions

The functions of maintenance section are:

1) Shelving

ii) Document location

iii} Collection movement

iv) Dusting and cleaning

v) Guiding

vi) Document maintenance
vil) Maintenance of shelf list
viii) Shelf rectification

ix) Stock verification

X) Binding

xi) Vigilance

Let us discuss each one of the above functions in detail.

i) Shelving:

M
E

Shelving is the process of replacing the books an the shelves in their correct positions. This
is done atleast once in a day and in some large libraries many times in a day if there are many
- books to be shelved. Shelving has to be done for the following books:

a) Books returned by the readers at the circulation counter.

b) Books removed from shelves by the readers for consultation and left on tables or book
shelves.

¢) Books removed for making corrections.

d) Books removed from topical sequence,

e) Latest additions to the librarv.




Seguences of Shelving:
Now let us discuss briefly the various sequences (Collections) that are maintained in libraries.

As you know, all the dlfferent types of documents such as periodicals, reference books,
audlo—wsual 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{ibrary are broadly of two categories:

I, Permanent sequences; and

11. Temporary sequences.

L. Permanent sequences: These remain static for a fairly large_ period of time. They include the
following fypes:

- Main seguence

- Textbook seduence
- Reference sequence
- Periodicals sequence

- Close sequence (containing documents such as rare books, costly books, small-sized books,
ete.) '

- Theses sequence
- Non-book materials sequence {containing audloiwdeo cassettes, microfiims, mscrof che, etc)

IL Temporary Sequences: These are arranged for a specific purpose for a relatively shorter span
of time. -

Examples:

s) Binding Sequence: It consists of damaged/torn/worn out books removed from the shelves
for repair/binding. These boks are replaced in the permanent sequerice as soon as they are
repaired/bound. '

b) Topical sequence: Tt consists of books which are taken out of shelves for any special current
event such as seminar, workshop, etc. or local festivals. As soon as the special evenisfestivals
are over, then these books are sent back to the shelves. '

¢} Display Sequence: Tt includes new hooks added to the library. Geuerally, libraries display
new books, after their processing, in a special boak shelf known as "New Arrivals’ rack for a
short duration, may be a week or ten days. During this pericd, the new books are not issued
out to readers. After the prescribed period, they are sent to the stacks

) Correction Sequence: Someiimes books are puiled ont of shelves for cotiecting errorg such

as wrong spine labels, bocks cards and due date slips. These boolks are temporarily stored in a
§

correction sequence. After making the necessary corrections, they are returned to the stacks.

e) Returped Books Seguence: 1t includes books which are returned by the readers and awaiting
shelving. '




ii} Document Location:

It is the duty of the maintenance section to locate documents requested by readers and
library staff. Frequently, it receives requests for help from the users and reference and processing
sta_ff_in the location of documents. In addition, the maintenance section also picks_out ffom
the shelves books required for preparing various temporary sequences such as binding sequence,
correction sequence, ete.

iii) Collection Maintenance:

As you know, library is a growing organisation. In course of time, the size of the collection,
number of readers and brary staff will increase. As a result, it may be necessary to rearrange
the library collection in a different manner to satisfy the zrowing users’ requirements. This may
1nvoive shifting of collections from one place to another. Tt is the maintenance section which
takes care of this function.

iv) Dusting and Cleaning:

This 1s a routine day-to-day functicn of the maintenance scction. 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-welis should be done at
regular intervals. We shall discuss about conscrvatiort and preservation of library documents in
detaii in the next unit 20.

¥} Guiding:

Guides are direction labels which show the Wway to various sections of a library such as
newspapers and magazines section, perfodicals section, reference section, stack area, etc. Also
they help in the guick and €asy location of the required books by providing class numbers
and their equivaleni subjects in various parts of the stack area. Tt is the responsibility of the
maintenance section to prepare and maintain guides apart from book tags (spine labels which

provide call numbers). The following guides are prepared for the stack area:

a} Tier Guide: Somelimes the books are arranged in more than one tier stack. In such cases,
tier guides are prepared for each tier giving the class numbers included along with their subjects
In natural language. : '

b) Gangway Guide: These are placed in each gangway and they show the class numbers of the
books covered and their equivalent subject names in natusal language. '

¢} Bay Gude: 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 inciusive class
numbers of the subjects covered in that bay and their corresponding subjects in natural language.

d) Shelf Guide: Every shelf in the stack area should be provided with a shelf guide mentioning
the inclusive class numbers of subiects covered and names of subdiscts in natural languuge,

¢} General Guide: Normally, this is displayed near the . ~ of the stack area. [t gives a plan
of the complete arrangement of shelves in the stack area, i s dition, the library may display a
layout diagram of its various sections near the main door {entrance) of library buiiding.

Apart from the above, the maintenance section also prepares General instruction ghides
such as the following for displa in various sections of the library:




No smoking please

‘Thank you for maintaining silence. _
Please do not shelve the books. Leave them on the reading tables.
Save power. Switch off lights and fans when not required. -

Use spitfoons.

An up-to-date, accurate and easy to follow guiding system facilitates opt_imum use of the
library resources ‘ .

vi) Document Maintenance:

Due to normal wearand tear,the tags (Spine labels) on books are likely to become faint or
invisible or they may even fall off. In such cases, the maintenance section should arrange for
the preparation and pasting up of fresh tﬁgs. Also, the maintenance section should undertake
regular examination od physical condition of books on the shelves and remove worn out/tors or
damaged books for repair/binding.

vii) Maintenance of Shelf List:

As we have already seen in section 19.2.3 (i), there are a number of sequences (collections)
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: Thisis a catalogue of books in the same ordcr as they are placed on the book
shelves. Usually, it consists of standard-size cards measuring 7.5 cm x 12.5 cm. These cards;__
may be-either coloured or without lines. The charactenstlc feature of shelf list is 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 nurnber 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..

Principle of parallel Movement

As afready mentioned above, shelf list cards are arranged in exactly the same order as.
the books on the shelves.. We have to maintain differnt groups of shelf list cards for various
sequences (collections) in the Ebrary such as reference seqﬁencee, periodicals sequence, rate
books sequence, 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 example,
if a book is transferred from the generél collec_ti'on to the rare books collection, then its shelf
list card should also be shifted from the general collection shelf list to rare books shelf list.

Puarpose

Shelf fist serves many useful purjqoses:

- 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, ¢€fc. :

- It is of immense use in stock verification work.




The maintenance section % entrusted with the task of preparing, maintaining and updating
shelf list. This is considered as 2 very important job and it should be done with great care and
responsibility, ' '

viii) Shelf Rectificatior_]:
In a library books are likely to be misplaced due to the tollowing reasons:

a) Deliberate hiding of useful ‘books by selfish users. .
b) Unintentional misfiling of books by readers browsing in the shelves.

c) Library staff may file books at wrong places. This may happen uninfentionally or in some
cases may be due to their laziness or tendency to avoid work,

If the required books are to be found an the shelves, then the filing order on the book
shelves should be perfect. Mistakes, if any, should be corrected on regular basis. This process is
referred to as Shelf rectification It is simply replacing the misplaced books in their right places,
This can be done by reading the shelves in a systematic manner, locating the wrongly placed
books and putting them back in their correct positions,

In an open access library, more number of books are likely to be misplaced as the readers
are allowed to move freely in the stack area, browsc the baoks 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 fibrary. 1ts mam aim is o fud
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 19.6.

X) Binding:

Binding is regarded as one of the vital functions of the maintenance section, The maintengnen
section can locate the demaged books during its operations such as shelving, shell rectincation
and stock verification. Such damaged books can be sent for binding to keep them in good
physical condition. '

Xi) Vigilance:

In iibraries, particularly those following open access system, the staff of the maintenance
section are expected to keep a close watch on the activities of readers in the stack area. This is
done to protect the collection from damage by vandals through such acts as tearing off pages,
stealing books, etc. Adeguate pumber of maintenance staff should be stationed at important
places in the srack area to Keep watch on the readers.

Seif-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.




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

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

b) Mention the various types of guides that should be prepared by the maintenance gection.

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

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

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

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

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

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

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

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

19.3 STACKING PRINCIPLES

In the present times, the philosophy underlying library services is that “books are for use,

not preservation”. Accordingly. the adopted stacking system should permit proper dispiay of
various documents so that readers can get hold of them easily and guickly. A good stacking
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 boaks and related areas such as library catalogues, circulation counfer,
etc.

have facilities for proper ventilation providing adequate flow of fresh and dust-free air,
including facilities for controlling temperature and humidity. -

have sufficient degiee of artificial lighting.

enable us to go in for future expansion {o mect the demands of storing increasing number
of documents added to the library collection.

19.4 STACKING SYSTEMS

Having learnt about the stacking principles, let us have an overview of various stacking

systems in use in libraries.

A good stacking system will not only provide for economy of space but also enable the

users to consult the books on shelves with ease. Space is one of the major problems in big
libraries with growing collections. The different stacking systems attempt to offer solutions to
this problem. The major stacking systems are: :
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- Double Rows on E_Fixed Shelves
- Hinged Stacks

- Rolling Stacks
- Multitier Stacks :

- Tower Stacks

- Compact Storage;
- Conventional Shelving

19.4.1 Double Rows on Fixed Shelves

Books are arranged in two rows on normal fived 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 bocks that can be shelved. It is very difficult to take out the hooks on the back
row. 'Fo avoid this problem, a modification is made; two saparate shelves for two rows of books
are used and provision is made for the swinging of front layer to the side to consult books on
the back row. :

19.4.2 Hinged Stacks . o |

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 like 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 ona
curved metal track f;ttcd to the floor.

- 19.4.3 Rolling Stacks

In this system, the stacks, which are made of metal, arc provided with the ball bearing whecls
at the bottom. They are pnu:d aducnnt to each other and the ball bearing wheels enable us to
move the individual units without much d1fticuity It is . stlmated that about 50 percent more
books can be stored in' this methods when compared to 1.ormal fixed stacking system.

19.4.4 Multitier Stacks

It is comp-osed of wooden stacks supported by metal fraincWork right from the basement
to the roof. It is the bdbCI‘nCI‘lt which bears the loads of books and shelves and as such it has a
strong foundation.-In tlns method, it is desirable to go in for vertical expansion of stacks rather
than horizontal one as 1t is more economical and floor of stack area Deing made up of waooden
framework or llcht steel or concrete frame may not be able to bear the heavy load of muItJt;er
stack% The method has been adopted by a number of Indlan libraries to save space,

19.4.5 Tower Stacks

_In this system, thu stacks, which reach the roof-level, are placed adjacent to the walls and
fixed to them, As.a result the walls provide sapport to the stacks. A major disadvantage.of this
system is that it 18 very: difficult to reach the top shelves of racks Mobile ladders or step srools '
should be provided to gam access (o the top shelves. ' - :

19.4.6 Compact Storage

This is a space %avrng, madern sysrem of storing library marerldis Althoug,h compact 5rordcre
systems are in use since last century, they have gained popularity. during the past two decades.
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At prcse%gj a variety of types of compact storage systems alt available in developed countries
such as US.A., UK and Canada. However, in India they are very rarely used. Recently, M/s.
Godrej & Boyce Manufacturing Co. Itd., had inatroduced their compact storage system. But
whether this system is suitable for storing heavy library books is not clear.

Compact storage systems are specialised types of storage equipment which allow considerablc
increase in the tota! space available for storage. 1t is called as compact storage as the materials
are stored in a highly compict manner.

‘Compact shelving is of the following three types:
'1') Stationary shelves combined with movable revolving scgments.
i) Stationary shelves with movable drawers. |
iiiy Movable sliding sheives.

A simple compact storage sysiem is explained below taking the onc being manufactured
by M/s. Godrej & Boyce as the cxample. 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 upits on rails can be done manually or mechanically by using the
handles provided. (See Figure 2} '

How Space is saved?

Fxamine the figure 3 given below which shows both concentional shelving and compact
shelving. 1n the conventional shelving much space is Jeft for aisles (pas'sagcs between racks). By
adopting compact $torage space can be increased by about 50 per cent. This is made possible as
aisle space 1s reduced thorugh use of movable racks.

Advantages:

i} 1t increases space available for storage of books by about 50 percent.
ii) Books can be protected well from dust and light.
iii) Security of books is enhanced.

RAILS FOR

MOVEMENT OF
STORAGE UHITS

—
g
=

g 2
—— :
. / . 1 . | SR !4
pd / | >

SINGLE DOUBLE STRGLE

FACED FACED FPACED

MOVARLE MOVALLE  FIXED

UNIT UNLT UNTE - @’EN \“EN!

(CrosErVie]

Figure 2: Compact Storage System
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Figure 3.
Disadvantages:

i}y The floor may not bear the load of storage unif.
ii) The cost of installation and maintenance considerable.
iii) 1t discourages browsing by readers as books are not directly accessible,
) Moving units may produce noise.
v) Tt is cumbersome to shelve books as the units shouid be moved to and fro to gain access
to the required shelf. ' :
vi) 1f proper security system is not provided, then accidents may oceur.

19.4.7 Conventional Shelving

This is the most prevalent systeni in our libraries. In “his both single-faced and double-faced |
book racks are used. Geperally, the singlc-faced bogk rack s are placed near the walls. (See figure
4) Books are stored in open racks which are placed in par. 'lel order with passages of about 1.35
metres between raws. As per the standards prescribed by the Bureau of India Standards, the
gang\ifay between racks should be 1.35 metres. The distance bétween the side face of the rack
and the wall bearing windows shiould be atleast one metre.

Single faced racks may have 6-7 shelves while the double-faced one may have 12-14 shelves.
According to the Guidelines for public Library Systems and Services, issued by the Raja
Rammohun Roy Library Foundation, the standard dimensions of book racks are as follows:

| §IHALE-TACED l
[.. —_—
DOUULE-FACED
RACK |
L . A - |
wrmo_w__—l II-’.&S raetves Dot
E!mﬂw: K
s

Figure 4: Specimen Layout of Stack Area 399
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Figuie 5: Stack Ared

Standard Dimensions of Book Racks:

Height Length Depth

Height of
lowest shelf
from floor

levet
{in millimcters)
Double-faced rack 2175 1840 460 100
Single-faced rack 2175 1840 230

100

Note: For over-sized documents the depths of 600 mm and 300 mm for douiile-faced and
single-faced racks respectively arc 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 S'kel_e_ton Type: It has strips on side and back.
ii Closed Type: In this sides and backs are covered with sheets.

iii) Side Ciosed Type: In this only the sides are covercd with sheets,

1t 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 frce movement of readers in the stack area.
This system has the advantage of providing high accessibilify to book racks. Flowever, in terms
of saving space it is not a good system. This conventional s'hclving system is regarded as the
best one for library collections which are heavily used by readers and for libraries following open

access system.
Self-Check Exercise-2
What are tower stacks?

Note: i} Write your answer in the space given below.

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

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

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

....................
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19.5s SHELF ARRAN'GEMENT

The main aim of shelf arrangement is to help in the location of the required book casily
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:

1) According to their Size: For arranging books by size, the collection can be divided into
three broad groups: small-sized books, normal bo.oks and over-sized books.

11} On the basis of accession numbers: This is useful in libraries following closed access system
and having detailed and indepth subject and author catalogues. It can be adopted in large -
libraries like natlonal libraries or national depository libraries.

iii) According to nature of materials namely, books, periodicals, reference books, non-book
materials, etc.

"

iv) According to‘purpiose, namely, reference, lending, etc.
v) On the basis of category of readers, namely, adults, women, children, students, etc.”
vi) Alphabetical arrangenient by the names of titles of authors.

vii) By classification number given to the books on the basis of the classification scheme
adopted by the library, that is, taking into consideration the subject content of the work.

It is not necessary for a library to adopt only a single method of shelf arrangment of books.
Often, libraries use a combination of methods to meet 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, adult education literature etc. The final arrangement of
books on shelves may be in classified order. In the following sections, we shall expl ain the major
types of shelf arrangement of books, namely, : :

- Classified Arrangement

- Broken Order Ii

- Parallel Arrangement.

- Block Arrangemenft

- Ribbon Arrangement

19.5.1 Classified Arrangement

In this method, the books are arranged on the shelves in the classified order, that is, on
the bass of classificaton scheme adopted by the library. Generally, class numbérs are marked
on the spine labels along with author marks and accession numbers. For example, in a library
using Dewey Decimal Classrl" cation scheme, the arrangement of books w1ll start from the class
000 and end with 999, el '




19.5. 2 Broken Order

' In this arrangement, those books which are in heavy demand are placed on the front stacks.
'For, example, often in public libraries categories such as novels, biographies, children’s works,
topical books, etc. are much in demand. Hence, such works are separated from the main
collection and kept in the beginning stacks. The main purpose of this arrangement is-to help
the readers to select the books they wish to read easily and quickly with least inconvenience.

Similarly, special types of books such as reference books, rare books, etc. are separated.
This makes them more accessible to the readers as they find afl works of a specific type at one
place.

For exan‘rp'le i a library fotlowing 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 elasmﬁed order.

19.5.3 Pa_rallel._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 aré pliced behind the normal-sized books of the same subject. Large-srze
books belonging to the same subjeet are arranged on the bottom most shelf. Thus a system of
parallel order is created. :

19.5.4 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 modlflcatlon of this meiiod
can be adopted .In a heavﬂy used public library, non-fiction stock can be placed between the
much used and overcrowded fiction stacks to reduce congestion and also to encourage use of
non-fiction books. But, in this case there is a posmblhty of fiction and'non-fiction books gettmg
mixed up. : i

1955 Rrhbon Arrangement

~ This is a special type of shelf arrangement wherein fiction books are arranged on the middle
planks while non-fiction books are placed on the top and bottom planks. The main idea behind
- this arrangement is to motivate readers to read non-fiction books and to discourage them from
_readlng fiction books exclusively.

A decision regarding the method of shelf arrangement of books should be taken considering
various factors such as available storage facilities of the library, needs of users, types of documents,
etc. For example, arrangement of books by accession numbers or size may be done in case of
national libraries/depository libraries. In academic libraries, the classified order may be the most
suitable one. In popular public libraries, broken order may be very helpful to readers.

19.5.6 Shelving principles -

1) Books in shelves should be kept m a stralght line wrth thCIT spmes parallel to the edge of
~ the shelf '

11) Books should not be a[lowed to lean’.. The loosely shelved books should be pushed frpm
_ right to left and supported with book ends. ) : : : -~
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iii) As far as possﬂ)le the titles of books should be VISlb[C even without removing the books,
from the shelf. : N

19.5.7 Tools

For the proper functlonmg of a mamtenance sectlon the following tools are to be provided:

1) Book ends or Book supports: These help us to make the books stand straight instead of
leaning. . :

ii) Book lifts and trollies: While book lifts ‘are essential for takmg books to various floors,
book trollies are requlred for moving books to various areas of a floor.

iii) 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: Thcse may be of two- step or three- step and help in reachmg the top of the shelves
for cleaning and dusting.

Self-Check Exercise-3
(2) What is the characteristic feature of "classified arrangement” of books on the shelf?

Note: i) Give your answer in the space given below.
i) Compare your answer with the mode! answer glven at the end of this umt

.............................................................................................
..............................................................................................
I

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

.............................................................................................
..............................................................................................
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19.6 STOCK VERIFICATION

Stock verification may be defined as the physical check-up of the documents recorded in
the library. Its purpose is to find out whether all the documents procured by the hbrary are in_
its acma] possessmn or whether any of them have been lost.




Often, governiment departments undertake annual stock verification wherein stock articles
such as typewriters, almirahs, work tables, chairs, etc. are checked against stock register to
detect losses/thefts. In libraries, various documents such as books, periodicals, disscrtations,
audio-visual materials, etc. constitute jts stock. Verification of library stock is also done in
similar fashion for identifying loss of documents and for taking remedial steps against theft of
books. ' :

19.6.1 Need for Stock Verification

During normal course of library service operations, some books are likely to be stolen/lost,
damaged or misplaced. If a popular book, that is, which is in much demand from readers, is
lost/stolen, we may have to replace it with a fresh copy. In case of a damaged book, it needs to
."'_be repaired through binding. When a book is misplaced then it has to be replaced in its proper
location. If the number of such books which are lost/stolen, mutilated or misplaced is high in a
a particular library, then the concerned library authorities would have to take steps to safeguard
the collection. It is onty through regular stock verification that we can identify these problems.
The need for stock verification is an imperative one.

19.62 Aims of Stock Verification

- The aims of stock verification are:

' 1) “to list out the fost books.
ii} to identify the misplaced books and replace them in correct position.
iii) to check the worn-out or torn books and send them for binding.
iv) to identify the books which are to be corrected, for example, &rrors in class numbers on
. spine _lables, bibliographic details-on due date slips, book cards, ete. '
v)\ to 'pIL.:ll out the books that can be weeded out.
© 19.6.3 Advantages
1} 1t enables us to know the lost books. This knowledge hélps the Ibrarian to replace the
‘lost books, which are popular, much in demand and essential. Availability of correct and
rcliable 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 o
readers’ guestions.

~ii}" During stock verification, it is possible (o replace the wrongly placed books in their correct
locations. Often, shelf rectification is undertaken as a preparatory step te stock verification.
Shelf rectification is simply replacing the misplaced books in their correct places. This is
done by reading the shelves in a systematic order, indentifying the misplaced beoks and
putting them back at their correct positions.

iify 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 ¢losed access to book shelves.
If the stock verification reveals that the loss of books in open access system is not more
than in closed access system, then he can introduce the open.access system.

v) As stock verification provides information about the number of fost books, it i$ possible to
estimate the percentage of lost books.
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vi) It helps the library management to check about the honeSty, dedication and security
consciousness of the library staff. If it is found that the losses are due to activities of -
dishonest or careless members of the library staff, then necessary steps can be taken to
prevent further losses

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 lost in it, It
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.

viii) Stock verification helps in shifting and dusting of books at regualr intervals. Thus, we can
‘prevent accumulation of dust and insects in the book shelves.

ix) Stock verification offers scope for review of the library col_l'cctibn. We can check physical
condition of books and remove damaged or worn-out books. Also, outdated old editions
can be removed-from the general collection and kept in a repository.

X) It helps the members of the library staff to familiarise themselves with library collection.
This knowledge would be very hclpful to them in providing efficient reference services to
readers.

'xi) It facilitates maintaining the various library records 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.

4
_ &
19.6.4 Disadvantages '
i) 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.

iiy Often, during stock verrifica*s.a books issued out are recalled for physical verification and
this causes much i 1r1c0nv<:mcncc to readers.

iii) It involves consnderablc expenditure, both for materia:s and manpower.. In a service library,
' some books are llkely to be lost. Thls is ‘unavoidable. The cost of stock verification is
very high when compared with the cost of lost books. Many librarians argue that it is not
advisable to spend so much just to find out what books have been lost. Moreover, a book
once lost-is lost forever. There is no need to incur additional expenditure just to know
which books have been lost. If any popular book is lost, it can be known very easily from

the repeated public demands and replaced.

19.6.5 Reasons for Loss of Books

In libraries following open access system (that .is, where readers are allowed to go to the
book shelves, handle books freely and pick up the ones required by them) there are bound to
be loses. In addition, a small percentage of books issued out are also likely to be lost due to
various factors such as theft, misplacements, physmal damage, etc. The major reasons for book
losses are mentioned below:

i) Certain individuals have the dangerous habit of stealing. In splte of security measures they.
Tesort to stealing as a compulsive habit.
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i} bommmes the vigiiance system in fibrary may not be adeguate such as dbSi.ncc of watchmen
in stack areas, impropes checking at exit-point, etc. This fact may cncourage a few individu ais:
to steal the books. This is said to be the major reason-for the theft of books. -

iii} In some cases the library rules may not Ipermit issue on loan of certain types of doctments
such as periodicals reference books, etc. cutside the library. As a result the readers may
be forced fo steal the rcqulred documents ‘

- 19.6.6 Steps to Reduoe Loss of Books

It is meossﬂ)le to totally prevent foss of books But, we can tdkt‘ certam prevcntwe steps -
atleast to reduce such losses. T"rcy are: ' :

]) Tightening the security check at the exit pomt and mdmtdmmg strict Vlgll in the stack area. -

11) Prov;dmg efficient photocopy services.

,‘“) Extendmg the hbrary hours, [Jd['t]CUldl‘x}' during exammatlm periods in academlc hbrarles

Self—Chek Exercise-4
Define stock verification and state its main aims.

Note: i) Write your answer in the space given be:ow
iy Compare your answer with the model answer gwen at the end of this unit.

..................................................................................................
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19.6.7 Methods

Tn the following sections, we shalk discuss the various methods used for stock verificatior.
1) Accession Register .

As y'du have already learnt, accession tegister is a stock -re_gistef 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 accessiion register o the book stack, reads out the

details of beoks i "m‘i‘hg accession .number and another person puts-a tick mark with pencil
against the particuiar accession number in the accession register. Affer checkmg the complete

-colfectlon a list of missing books is made and steps taken to ftrace them.

'Advantage:

0. It is a simple method.

_Disadvantages:

iy Itis a cumbersome procedure as the library staff have to flip through a mumber of pages to
locate the required accession number for every book. If the library coliection is Very large,
then they may have to carry 2 number of Volumes of accession register.
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i}y Ftis fime consunyine as the hooks on the shelf are arringed In call number and the bools

n the accession register are arranged by accession number. 1 difference in arrangement
ol beok sequences requircd considerable ime In locaating the required accession number.

iii It causes spoiling of the accession register,
books located, it disfipuies its appearance.

As some tick or ofther marks arc made in it for

Example:
Accession  Author Title Publisher Supplier Edition Price  Call Moo Remarks
MNumber
i ERISHAN  Library Manual  Vikas Visa- Lst 65.00 0251 KRI Checked
KUMAR landhea
2. MITTAL, Library Meire- -do-  dth 40.09 0251 Checked
RI. Administration  peliton MIT
2) Separate Register With Acession Nuamibers
In this method, a sepurare stock-taking register is dei:ign.‘:d gz foilows:
Acession 1692 1593 1904 1993 106 Remarks
Number
1.
2.
3.

While one library staff member calls out the acces: on numiber of the beck on the sheif,

another puts tick mark in the particular year column ag:. nst the Called out accession number.
After completing the checking of all books, a saparate list of books not found is prepared. Then
other sequences such as books issued, books sent for binding, ctc. are checked and entries of

T

those books which are found are struck off. Finally, a list of all lost books along with-their
complete bibliographic details including price is prepared and the tolal cost of the lost books is

found out.
Advantage;

i) It avoids spoiling of accession register ‘Wl’th marks and erasings.
Disadvantﬁgcs: ‘

) Ttis a slow process and required much time.

iy Tt cannot be used in big librarfes 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 opened. This involves considerable

amousnt of money, time and effort.
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3) Separate Sheects With Accession Numbers

Instead of using separate stock-taking registers as described in the previous section, separate
sheets containing accession numbers in serial order are used as shown below:

GANDHI MEMORIJAL LIBRARY
STOCK-TAKING SHEET FOR THE YFAR 1992
1 11 21
2 12 ya)
3 3 23
4 14 24
5 i5 25
6 16 26
7 17 27
8 i8 28
9 19 29
19 20 30

The accession numbers are either typed, printed or marked with 4 numbering machine, In
this method, the accession riumbers of books which are located on the shelf are struck off. The
rest of the items are checked at the issue ¢ounter, binding scuucice, etc. and the found. items
are crossed out. Finally, the remaining accession numbers are written on separate sheeis along
with full bibliographic details. Thus, a list of lost books is prepared.

Advantages:

i) Tt is possible for many library staff members to undertake stock verification simuitaneousiy.
This is because copies of the stock-taking sheets can be made easily. -

iy It énables'completion of stock verification work in less time.
4) Numnerical Counting

Asyou are aware the accession register provides us the total number of docoments available
in the library. Just through simple physical counting of books on the shelves, issue SCqucﬁcs,
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:

iy 1t is a very simple method.
ii} It provides a rough estimate of the loss of books..

Disaﬁvantagcs:

- 1} Itcanbe used by only those libraries which do not wish to go in for actuat phyéical_ verification
of each boak in the library.

ii) It cannot tell us which books have been lost and their total cost.




5) Book Cards

This method i.ltilises the book cards available in each book. These book cards are reméved _
from book pockets and rearrangcd according to accession numbers. After checking all possible
places such as isste sequence, binding sequence, coirection sequerce, etc. finally a list of missing
accession numbers is prepared and their bibliographic details ascerfained from the accesson
register. After stock verification, the book cards are rearraanged by call number and replaced
in their respective book pockets.

Disadvantage:

i) This is a very cumbersome method especmlly when the library has several thousands of
books. :

6) Check Cards

b

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 symbol is
prepared for each book. After preparing check cards of all books on shelves, under issue, sent
for binding, etc. they are arranged according to accession numbers, This helps us to identify the
missing accession numbers and to prepare a list of untraced books.

Disadvantage:

i) This method is of use in small libraries which do not have shelf list. For libraries maintaining
shelf list, it is a sticer waste of time and money to prepare check cards.

7)- Sample Stock Verification

s

This involves selecting a portion of the total library éollection using a suitable sampling
method and doing steck 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, cotrection work, etc. are noted on plain paper and then punched on punch
cards. This information is recorded in the computer. Also, the accession numbers of the total
collection of the library are also fed into it and the computer is asked to give as output the list
of missing accession numbers. These accession numbers tepresent the lost books. The reliability
of this method depends on the accuracy of data (accession numbers) fed into the computer.

9) Stock Verification Using Sheif List _Cards With Special Columns

The methods described above suffer from many disadvantages and are not much used in
reputed libraries. They do not help us in shelf rectification, that is, replacing misplaced books i
~ their proper locations. This is mainly because most of the above methods use accession number
as the basis for checking. Moreover, they do not enable us to know easily if a book is shelved
in its correct place. So, a new method using the shelf list was developed for stack verification.
If you wish to recollect about shelf list, please se¢ section 19. 2 3 (vii).

For the purpose of stock verification using shelf list cards, thc following conditions should .
be fulfiled: :

i) Shelf list should be up-to-date, accurate and properly arranged.
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iy It shouid be in card form.

i) Shelf list cards should not only provide esscntldl blbhogrdl hic details but also have space
for noting stock vérification entries.

iv) Shelf rectification should have been done properly.

v} "The call numbers of books should be individualising and the spines of books should bear
call numbers. This would enable us to identify the books by reading the call number.

An example of a shelf list card with special columns is shown below;

| : (2581 Hyman, RJ..

Shelf access in libraries /
R.J. Hyman. Chicago: ALA,
4500 - 1982 ..

1992 | 1993 | 1904 | 1995
1996 | 1997 | 1998 | 1999

In this method, a library staff merber takes the drawer containing shelf list cards {o the
book shelves. Another staff member reads aloud the call number of the book on the gheif by
looking at the spine fabet or inside the book and the person with the sheif list cards lacates
the particular shelf list card of that called bocok, 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 found on the shelves.
are lifted and made to stand on their short edge. Then, these sheff list cards are checked with
other sequences like issue sequence, bindiﬁg septience, withdrawals sequence, etc. At the end
of stack verification, a final list of these standing shelf list cards is prepared, This list provides
infermation about the leost/missing books. The books in this list are written off affer making
necessary entries in the withdrawals register. The shelf list cards of the books withdrawn are
arranged scparately in a withdrawals sequence.

Advantages:

1) Iiis a quick and easy method as the arrangement of books on the shelves and the sheif list
cards Is same. '

i} Simultaneously many persons can do stock verification work with each person taking a shelf
list drawer.

Disadvantages:

i) As it involves putiing a tick mark on the shelf list card, some time is required.

ii) In view of limited number of columns that can be accommodated on a shelf list card, they
may get filled after a few years. Consequently, we may have to prepare new sheif list cards
for all the books in the library collection. '

iiiy If the library is following descriptive cataloguing, there may not be sufficient space to draw
columns on the shelf iist card.
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16) Sheif List Cards Without Special Columns

This method is exactly similar to the one described above except for the fact that the shelf .
list ¢ards do not have any columns for making stock verification entries. If the book is found,
then the checking person simply pushes the particular shelf list card towards himself. The other
procedure is same as the above method,

Advantages:

i) It enables us to do stock verification very quickly.
ii) Many individuals can do it simuitanecusly.
i) 1t assists us in shelf rectification.

iv  As the books on the shelves and sheif list cards are in same order, checking is very casy,
13) Dr. S.R. Ranganathan’s Method (Combining Shelf Rectificatiorn and Stock Verification)

Dr. S.R. Ranganathan advocated & sy.étem which combines shelf rectification with stock
verification. He said that these Jjobs should be done in a phased, smooth manner 50 as not to
disrupt the normal services of the lbrary, that is, without closing the library or restricting the
services. The various steps of this method are described below: '

1) Deciding the Quota: As a preliminary step, the quota of books to be checked for the day -
is decided. Then, the corresponding shelf list card trays are taken out,

1i) Checking With Charged Tray: The next eep is to check at the issue counter. The issue
counter assistant calls out the call numbers of baoks (falling in the day’s quota) from the
issued books sequence. The checking person makes the shelf list card of the book cailed
stand vp, thereby making their ca!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 cut
on lzan.

iii) Shelf Rectification: Before embarking on checking book shelves, shelf rectification has to
be done. In addition, ali the returned books should be filed.

iv) Shelf Checking: This is done by two persons; while one person calls out the call number
menticned cn the spine label of the book, another person checks for that card in the shelf
list tray, finds it and then he simply pushes it towards himself If he finds any shelf list card
which has not been called, then he removes that card and puts in investigation box. The
cards in investigation box represent those books which are not found.

?) Investigation: The person checks for the books in the investigation box at the following
places:

- books just returned
- books left on reading tables
- books in reader’s hands

- misplaced books

After this stage, the shelf list cards of those books which are traced are replaced in their

shelf list trays.




" vi) Reporting: Finally, a list of books which are lost is prepared. On the basis of this report
the librarian takes corrective steps such as

- replacing important and much-in—dcmand lost titles.
- writing off lost books not much in demand.

- strengthenmg seclirity measures.

According to. prof. Krishan Kumar (lerary Manual p.196), 2 shght modification can be
made in the above method by including one column for year of stock verification. A tick mark
or initials can be put against the years on shelf list cards of books which are traced.

Advantages
i) It can be adopted mthout either restrlctmg services or closing the hbrary
iy Itis most suitable both for small and large libraries.

iiiy It enables the library to undertake stock verification as often as necessary.. For example, a
: section in which there is heavy loss of books can be subjected to stock verification at frequent
intervals and if the situation warrants those sections can: be shifted to reserve section.

iv) It can be done by a number of persons as various sections can be entrusted to different
individuals.

v) It can be done quickly.

vi) As it is combined with shelf rectlflcatmn, 1t cnables the library to locate mlsplaced books
and replace them at their correct posmons

- 19.6.8 Controversial Issues

1) Responsibility for Loss of Books:

Particularly in small libraries, the loss of books is a major problem for librarians. Sometimes
the librarian may even.be asked to pay the cost of lost books from his salary. This often happens
" in public libraries. '

In Western countries, the librarians are not held responsible for loss of books. Unfortunately,
in India they are made accountable for the lost books. Of late, fortunately, there are very few
cases of action being taken againét librarians for lost books; this has been mainly due to the
efforts of library associations.- If the loss of books is within the permitted level, then it should
be written off by the library authorities. The permitted level of loss of bocks, as specified by the
Government of India, is three volumes i)_er one thousand volumes issued/consulted in a year.

In cases where there are heavy losses, that is, those above permnitted levels, detailed
investig__ation has to be done and preventive steps taken to avoid further losses. If there are any
dishonest librarians, then disciplinary action should be taken against them.

2) Frequency:

'l

We can undertake stogk verification in a small public library once every year. But we cannot
do the same in case of big libraries with large collections running into lakhs of books.. In these
libraries, it is better if the sheif rectification and stock verification are done simultancously.
Those sections where there are heavy losses should be subjected to stock verification frequently.
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Based on the cover:age, stock verification is of two types:

i) Complete Verification: In this all the aocuments in the library are physically checked.

ii) Sample Verifcation; In this only a specific part (sample) of the total collection is verified.
The Government of Tndia has issued guidelines relating to stock verification in libraries, It

states as reasonable loss of three volumes per ohe thousand volumes issued/consulted in a year.

However, such losses should not be due to dishonesty or negligence on the part of the librarian,

" * Lass 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 verification should always be subject to surprise checks by some independent officers.

FREQUENCY OF STOCK VERFICATION
(accoraing t guidelines issued by the Government of India)

Total V/hether complete or sample Frequency

document verification to be done

collection '

Upto 20,000 C_'ompléte verification ' Once in a year

volumes - . : (Tf the library has only one quali-

fied library staff member, then the
verification may be done atleast
once in three years.)

20,001 to 50,000 Complete verification Atleast once in three years
voliumes : -

- Above 50,000 Sampie verification - . Atleast once in five years.
volumes ' (if such verification reveals un-

usual or unreasonable shortage,
then complete verification should -
be done.)

3) Closing the Library =

\

It is a normal practice for the library to close down completely whenever they take up stock
verification work. This distupts the rhythm of library service and it should be avoided. We can
select those stock verification methods (such as the one using shelf list cards) which do not .
require closing the librafy or limiting the reader services. '

4) Who Shbuld Do Stoqk Verification?

Generally audit is done by persons who come from outside agencies/ governmeit departments.
This is a statutory requirement. But, in practice an ckception has been made in case of libraries
wherein their stock is certified often by librziry_professiqnals only. It is preferable if the library
stock checked by library professionals as they have intimate knowledge of variwus library sequences
(collections) and are better equipped to trace any missing books.

Self-Check Exercise-5

A library has over 50,000 documents. How often should stock ‘verification be doné by it
according to the guidelines issued by the Government of India? Should it be sample verification
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or complete verifcation?

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

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

19.7 WEEDING

Soon after stock verification, it would be possible for a library to undertake the work

of weeding out books from its stock. Weeding or discarding is the process of withdrawing
unserviciable rcading materials from circniation in a library. The following types of books are
weeded out:

i)

i)

iv)

0id Editions: Sometimes following the publication 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 -cditi'ons_ may contain certain useful material not included in the new edition.

Obsolete Books: The thought content of some books may become obsolete and sometimes
they may provide wrong in-f_ormatjon. Such outdated books can be safely withdsawn from
the collection.

Torn or Damaged Books: If the bocks 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 bogks which are never used by the
readers. Such books can be removed from the active collection and deposited in a store
room/ repository,

19.7.1 Advantages:

5
if)

iif)

It provides adequate space for book stock that is being used actively.
Removal of shabby and torn books makes the collection much more attractive and appeaiing.

The library coliection is likely to be extensively used as the readers find new books or latest
editions of books on the shelf.

19.7.2 Disposal of Weeded Meterials

The weeded out méterials ¢an be disposed off in any of the following ways:

Gifting to local libraries which are likely to utilise them.
Sending them to depository centres at the regional/state/ national level.
Maintaining a separate sequence of weeded out books in the library.

Selling them as waste paper.
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19.7.3 Process

Weeding out of unwanted books has to be undertaken periodically, The guidelines issued
by the Government of India allow the librarians to dispose mutilated/damaged/obsolete volumes
if it serves the best interest of the library. IHowever, they prescribe that disposal of such
volumes should be done on the recommendation of a three-member committee appointed
by the Administrative Machinery/ Department. The committee should certify that the books
mutilated/damaged/obsolete are not fit for use. Weedng out should be done by the librarian -
exercising great care, following the prescribed procedure and wit utmost caution.

Self-Check Exercise-6
Mention the types of materials that can be weeded out of a library.

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

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

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

19.8 SUMMING UP

In this unit, we have seen that the maintenance section of a library plays a vital role in
the proper arrangement, display and upkeep in good p ysical condition- of the various library
documents. This is done to ensure that the documents req, tired by the readers are made availabie
to them quickly and easily, The maintenance section pe:forms a variety of functions such as
replacement of documents in shelves, location of documents, shifting of collections, preparing
and maintaining guides, maintaining the documents in good condition, shelf rectification, stock
veritication, arranging for repair and binding of damaged books and maintaining vigil in the stack
area to avoid thefts. The ultimate purpose of all these activities is to encourage and facilitate
the maximum use of the library collection by the readers.

19.9 MODEL ANSWERS TO SELF-CHECK EXERCISES

1(a) The functions of maintenance section are:

i) shelving

i) document location.

iti) collection movement
iv) dusting and cleaning
v) guiding

vi} document maintenance
vii) shelf rectification
viii) maintenance of shelf list
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UNIT-20 : BINDING AND PRESERVATION
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20.0 AIMS AND OBJECTIVES

This unit aims to introduce you various binding and preservations methods used in libraries.
After studying this unit, you should be able to:

o understand the objectives of library binding and criteria for binding of various types of
documents.

‘o describe the process of binding.

341




e identify the various typés of binding and their use.
o familar with the materials used and specifications for binding. ..
+ have an idea about the organisation and management of binding section in a libtary. 7

o discuss the need for and methods of préservation,

¢ identify the various destructive agents of library meterials.

20.1 INTRODUCTION -

It is universally admitted that a library is a growing organism and the main parts of the
organism that are capable of growth are the books, the readers and the staff. Thousands of
books and periodicals are daily published all over the world. Each library adds to its é_ollections
some reading materials according to its funds and policies. - Books and periodicals are issued
to readers for their use. In this process naturally, wear and tear of thg'Lreédin'g materials is
incvitabe. Some materials 1ot of lasting value are weeded out and written off but there are
some publications which are repaired for the constant use of readers. It is here that the need
for binding and repairing of books and periodicals comes into picture, - '

Book binding is the art of attaching stout covers by means of tapes or cords to the sewn
gatherings of books for. their protection and convenience of handling, and originated when the
codex form displaced the rolled mantscript. ' .

20.2 BINDING

20.2.1 Objectives 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 objectives of binding are:

e toincrease the life span of the book through protecting it within certain covering materials
such as cardboard, leather, rexin, plastic sheets, etc. ' '

‘o to add to the durability of library documents. (Dura_bi[ity means maintaining in good shape -
when in use). : : :
¢ 10 enhance the aesthetic appearance of the various library documents. If the damaged

books are properly repaired and bound, then they are likely to attract more number of
readers. : ' o '

20.2.2 Binding Policy for Libraries

. The practice of getting the books and periodicals bound varies from library to library. Some
libraries get their materials bound through the commercial book binders, while some prefer to.
have their own binders. - :

- At times, the question arises whether a paperback edition or a book has to be bound as
soon as it is purchased, or after its use for some time when the cover becomes loose and the

| stitching breaks, Some. libraries prefer binding of books as soon as they are purche_iscd while

some others only after they are damaged. This is one of the reasons why the library prefers

purchasing library editic}ns, which are bound originally. Even these types of bound books need

to be rebound after som_e time when they are worn outf and torn. The books that are ori_ginaliy'_
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bound possess case binding and hence need not be bound completely because they retain their .
cardboards intact, but require only repairs with calico and stitching. '

The question of biﬁdi_ng should also be discussed not just from the points of view of
decoration and economy, but from the perspective of utlity 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 books is not a big problem in the case of scientific and

" technological books and refercnce books like dictionaries, direct ies and encyclopaedias which

are originally case-bound accroding to their value, use and requirement, Butitisa problem with
fiction and other language books and especially with books published in India.

Criteria for Book Binding

All the books do not require the same attention. Only books that require binding should be
bound and the rest discarded, and withdrawn from the stock. For example, fiction books need
not be paid much attention with regard to their binding. Subject books 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 {7 200k binding. Even as ragards back numbers of periodicals, the
merits of various types of binding like leather binding with gold-lettering (Law-book binding),
full calico binding, half leziner binding, ordinary type of binding and wrapper binding should be
considered before taking ile final decision. A knowledge of the technical aspects of the bindirig
work is a most valuable asset to the librarian. As the proverb goes, "a stitch in time saves nine”.
Unless the book is bound in time, it is not'po'ssible to preserve it. ' :

W.R. Thurman, formerty binding foreman of the New York Pubiic Library offered certain
criteria for deciding the binding policy. He suggested that the librarian may ask himself the
following .cleven questions before sending a volume to the binder:

) How much use is the volume going to have?

—-

i) 1n what way is it going to be used?

iiiy What kind of readers are gaing to use it? |

iv) How quickly does such a volume usuaily get worn out?
v) At what points will it be likely to get most worn out?

vi) How long are the contents of the book going to be timely and how soon will they have only
historical value?

vii) How mﬁch is the book wort.h now? How much is it likely to be worth in the future?
viii) Can it be easily replaced new? Can it be.eas_ily replaced in the future?

ix) - Ts it such a size and weight that it needs speciallattention of the biﬁder?

x) How about the kind of paper in the volume, plates, maps, inserts, etc.?

xi) What is the present condition of t_he book ot heriodicals?
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20.2.3 Biﬁding of Certain Special Types of Documents
(1} Periodicals

The periodicals department generally maintains close relations with the bindery, and par-
ticipates in the formulation of binding routines. The department also has the responsibility of
arranging the volumes for the binder and making su. = that title pages, indexes, supplemernts,
inserts, errata sheets and other parts are included in the volumes. Library manuals should
provide guidelines for binding, quality of paper, format, intrinsic value, and possible or probable
use, o

(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 newvspaper
file is expensive; the cost of subscription, binding, storing the bulky volumes, and servicing the
newspaper back volume collection may quickly take up a large part of the library’s budget. The
library’s responsiblity for preserving focal materials should be taken up seriously. OFf course, the
number of local newspapers purchased may create an acute preblem, Most libraries will find
it nieccessary fo maintain a file of atleast one large metropolitan daily. Rag-paper editions and
microfilm editions of these publications tend to stmplify this part of the conservation programme.

33 Pamphlets

Libraries collect pamphlets. If these materials are to be used to best advantage considerable
attention must be given to their proper care. Some research libragies bind pamphiets much as
they bind books in boards with cloth or paper covers. A few libraries group pamphlets on special
subjects and bind them into vofumes. 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 pamphiet materials, their
nature, probable use both preseni as well as future.

(4) Rinding of Gther Reading Materiale

Very thin items, especially if they are in 4 similar. ser:es, may be held, tied in boards, unif
thick enough to be combined into a regular cloth volume: but if they deal with varied subijects,
they can be better bound as individual volumes. Some items are printed on paper which is of
too poor quality or fragile for regular Linding. If these materials are to be retained permanently,
then they may have to be Japanese tissued or otherwise protected and then bound, or, they
may be placed in cloth portfolios and marked to match other parts of the sets if these have
been bound. Materials such as press releases, which have awkward formats insuffictent margins,
will also need special attention. As noted earlier, distinction should be made between items
whictt are tare and those which require less expensive treatment. Finally, consideration should
be given to the probable use of materials. Items that are likely to be heavily used may be bound
in separate pamphlet style covers. On the other hand, items that are likely to be little used may
be kept unbound indefinitely.

Mendihg and Repair of Books

Whether the library maintains its own bindery or not, it will have to face problems of repair.
The decision which needs to be made involves determining what to discard, what to rebind, and
what to repair. Books in bad condition and worn out beyond repair should be considered for
permanent removal from the collection. Outdated books, especially text books and technical
books can be discarded. )
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Both fiction and non-fiction books which pessess any of the following characteristics may
rebound:
e heavily used continuously

« established as standard works
¢ cxpensive titles
Mending is done when
e+ pages are loose, torn or rumpled.
s back is breaking at the joihts, either at the top or bottom.

& spine or joints are broken.

Self Check Exercise-1
* What are the three major objectives of library binding?

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

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

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

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

20.3 BINDING PROCESSES

The process o binding may be conveniently studied under the following 8 headings:

i)y Folding .

ii) Gathering

iiiy Sewing

iv) Gluing

v) Rounding

vi) Trimming

vii) Coveting
viii) Lettering and Tooling

i) Folding

Folding is dene by hand with a bone folding-stick. Because of continuous practice, great
speed and accuracy are achieved. Subsequent folds are made in the same manner to complete
the section. '
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ii} Gathering

The signatures, xifh_ich may be a letter or figure, are placed by the printer for the guidance
of the binder at the foot of the first page of each section. These are visible when folding is
finished. The sections are gathered together in correct sequence according to the signatures,

Plcase remember that the above procedure is for binding of new books commg out of the
printing press. In case of library books and periodicals, the following operations are necessary :

a} Collation: All the parts and pages of volume are arranged in ~=rrect order. For example, in
case of penodlcals all the four issues of a quarterly perlodlcal shovr!d be placed in proper order
carefully.

b) Pulling: If an already bound book has to be rebound, then it has to be first "pulled”, that
is, separating cover from text, removing stiching threads, adhesives, efc.

iii) Sewing

After gathering, the sections are sewn together. Sewing is done on a frame. The vertical
cords stretched on the frame are primarily intended to fasten the book to the boards and they
arc responsible for the projections on the spine of the hand bound book. The binder has the set
of sections before him, and he takes them one at a time and sews each to its neighbour on the
frame, turning the thread round the cords and using a series of stitches of the kind hallowed
by tradition. The final result is that each scction, sewn through the middle is attached to its
neighbour at head and tail by special stitches called "KETTLE STITCHES" and also to the
cords. When all the sections are sewn, the cords are cut leaving a short length projecting at each
side; these ends are called ‘SLIPS’ and will be used later in attaching the book to its boards.

But, first the book must be consolidated. “This is dose by hammering the edges where
the folds lie and is completed by putting the book between boards and screwing it down in a
standing press for a whlle Before consolidation the book is a loose, ﬂoppy collection of sections,
afterwards it has the ﬁrm solid feeling familiar to every < .ne. '

iv) Gluing

The spine is now given a coating of glue, ‘which is applied with a brush and well worked in
so that it penetrates between the sections and helps to hold them together. The glue is allowed
to dry until it is elastic.

Then, the rounding of the spine is done.
v) Rounding

Rounding is carried out with a hammer. The book is laid on a firm surface and tapped with
the hammer until it assumes the correct shape, after which it is placed in a press between backing
boards and the outer sections are tapped over to form the joint. Next the spine is covered with
paste and left to soak until the glue is soft enough to be scrapped off, leaving a surface clear and
clean again except for hair lines of glue showing where the adhesive has been forced between
the sectionis. The book:is then nipped up sqare and left to dry. ‘

The boads in which the book is to be bound are cut to size so that they will project in the
familiar way on the foredge, head, and tait when the edges of the book are trimmed later. They
are lined with thin white paper, which as it dries, causes the boards to be drawn inwards., This
helps to counteract a c@ntrary pull when the cover is drawn '[ater, which come against the sping,
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the boards are pierced and through the holes the ships are threaded, frayed out, and hammered
flat on the board and there glued in position. After this the book is ready for trimming and
COVEring.

vi) Trimming

The edges of the baok are tiimmed after the boards are on. In hand bound books, only
the head is trimmed usuaily. Trimming is done with a special plane or plough,

vii) Covering

The materials used for covering are of many kinds but leather principally (with veilum a
pcor secend) appear to be the most popular. Hand cloth takes the ower place.

The lenther is damped on the outside to prevent staining from the paste whichk is mow
appiied en (e inner surface (gloe is used for cloth) and after sodking for a few minutes the
cover is carefully drawn on over the spine and boards. After the spine, the leather is smoothed
over the boards, turned in over the edges and pasted down on the inside, where the edges are
trimmed square,

There is mu.ci fineness about the addition of end papers to handbound books. The ordinary
end paper is simply a sheet of string paper. Tt becomes the first jeaf of the book Technically, it
serves {o conceal the mechanics of binding, For the reader if is like a theatre curfain, the lifting
of which commences the show,

viii j Leftering and Tooling

The book is now ready for lettering and tooling. Gold lettering and tooling is done in real
goid. Substitutes may get tarnished while gold stays bright.

Blind Tooling: DBlind Tooling consists of simply putting impréssions in the leather, that is,
without gold. it is done by impressing the heated tod] on the material. Then an impressing is
made corresponding to the pattern on the tool. it is an effective method of design, cither alone
of in conjunction with gold tooling.

20.4 TYPES OF BINDING

The various types of binding are:

a) Full Leather Binding

b) Half Leather Binding

c) Full Cloth Binding

.d) Half Cloth Binding

e) Hard bound books

fy Paper backs

g) Peifect binding

a) Full Leather Binding : 1In this, cardboard is coversd wholly with leather. This binding.
is used for expensive and rare books. Generally, i is employed for reference books like

:ncyclopaedias, dictionaries, atlases, directories etc. The major disadvantages of this method are
high cost and need for constant care.” '
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b)' Half Leather Bindiﬁg Only the spine. and haif-portion of the cardboard are covered
with leather; the remaining portion is covered by materials such as rexine, cloth, marble paper, J
ett. Book covers may also be covered with leather in some cases. This method is often used in-
Indian libraries for back volumes of perlodlcals_ :

¢} Full Cloth Binding : In this, the cardboard is totally covered with cloth., This method is
widely used for heavnly used documents such as popular books, standard works, text books, eic.

d) Half Cloth Binding + Cloth is used for covering only the spine and corners of the book.
I’he remammg portlon is covered by inexpensive materials such as paper, laminated decorative
sheets, marble efc.

e) 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 book is
enclosed in a cardboard cover with thick paper 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
binding. -

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 book. Section stiches are used to hold the papers.

g) 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, Thjs is not.
recommended for Ilbraxy use and is often utilised for letter pads, paperbacks of pupular fiction,
etc,

Library Remforce{l Binding : This refers to the practice of strengthening the book through
attachment of some addmonal materials, It may be strengthening the hinge with cloth or a page
with plastic sheets, tlssue ete.

Self-Check Exercises-2
(a) List the eight sfeps of binding .process.

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

il) Compare jfour answer with the model answer given at the end of this unit.




20.5.1 Dr. S.R. Raﬁganathan’s Guidelines

Dr. S.R. Ranganathan had provided detailed specifications for the bidnding - both rebinding
as well as first time binding - of library documents. Let us look at-them brietly:

© i) Collection: All books received by the contractor are to be examined and coilated and
any found fo be imperfect or seriously damaged are to be returned unbound fo the Librarian.

a) A periodical shall not be held to have been collated propc'riy nor to be perfect, unless
all the parts of 2 volumé are bound in correct sequence of ‘pagination and the usual

title.

b) Wrappers and advertisements in periodicals and books are to be bound in, if the
contractor is instructed to do so; otherwise, they arc not to be bound in.

" ii) Sewing: Books prinied on paper of good qualii; are to be sewn one sheet on (except
where thinness of paper makes it necessary to sew two sheets on) with unbleached thread of
suitable thickness over unbicached linen {apes. Bocks 1+ nted on soft, spongy or hrittle paper
are to be lined at inner and outer folds with strips of thin but tough paper before they are sewn.
All sections broken at the back are to be lined with tough paper or linen strips, and where
necessary neatly overcast on modern methods of cross stitching before being sewn to the tapes.
The first and last sections of all books are to be enclosed at back in linen strips. All separate
leaves, plates, maps, plans, etc. are to be mounted on guards of linen, or tough thin paper and
to be sewn in. Pasting on is not to be permitted. Two of the tapes are to be placed within one
inch of the head and tail of each book. Straight-line - chine stitching will not be accepted.

iii) End papers : -End papers are to be of go: | tough opaque paper of anproved mild
colour, with at least one plain white leaf between eacl- of them and the printed marter. The end
papers are to be made with strong linen of cloth and to be sewn om as a se~* L.

iv) Cutting edges : Unless otherwise instructed, the contractor is to cut edges of books
accurately and to take care to leave margins as wide as possible.

v) Forwarding: Unless otherwise directed, all books should have French joints and tight or
‘close flexible backs with the covering material attached directly to the back-tapes firmly inserted
between split boards.

Leather is not to be unduly paired down or unduly stretched in covering. The covering,
material of back is to extend over boards to « i = one-sixth of the width of the book.” All
books should open up freely and lie flat.

vi) Lettering : Lettering is to be impressed in best gold directly on to the material which
covers the book. '

vii) Sizes : The size of a book is to be determined by the measurement of the board, the
square of which must not exceed one eighth of an inch in books upta the crown octavo, and
proportionately for larger sizes.
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20.5.2 American Standards for Binding

In 1935, the American Library Association prepared a standard for library binding, namely,
"Minimum Specification for Class A Library-Binding*. In 1939, in co'llabofration with the Library
‘Binding Institute, it formulated another standard, namely “Standard. Jor Reinforced (Pre-Library
Bound) New Books". These standards are revised at periodic intervals. Extracts from these are
give below as they provide us valuable information about the many vital aspects of binding.

‘ i) All books shali be carefully collated before being taken apart to detect any missing
or damaged leaves or any peculiarities of paper or constructions that might take rebinding
inadvisable,

i) All tears through print shall be mended with J apanese tissue or onion skin bond, and all
tears in margins with bond paper of suitable weight. '

iii) Books unsuited for oversewing shall be prepared and reinforced through their folded
,sections. ‘

iv) Books that are to be oversewed shall be divided into uniform secﬁons, each section not
to exceed .050 inch in thickness, except flexible pulpy paper which may be thicker sections not
to exceed.60 inch each. :

v) All end papers shall consist of three functional parts; apa'ste-'dowln or outward end-leaf
which becomes the cover lining; at least two free-leaves, and reinforcing fabric.

vi) The contruction of end papers shall be such that the sewing will go through the reinforcing
~ fabric the same as through the sections of the ‘book.

vii) Most books having proper inner marging and suitable paper shall be sewed with thread

by oversewing method, either by machine or by hand. If sewed by machine, all sections shall be

- pasted. No oversewing shall exceed 3/16 inch from the back of the edge of the volume and no
nearer to the head and tail than 1/2 inch.

viif) All books shal be trimmed as slightly as possible.
ix) Edges shall be éprinkled, stained or left plain as instructed.

x) Backs of books shall be glued with approved flexible glue, well rounded and backed, and
lined with approved canton flannel extending to within 1/4 inch of head and tail of books and
well into each end paper (approximately 1 1/2 inches.)

xi) Covers shall be-made of heavy weight starch-filled or pyroxylin-filled buckram or drill
base pyroxylin-coated material of a quality at least equal to the standards set forth in part v of
these specifications, '

Xii) Covers shall bc_ made cover hard'—rollcd binders board, with unifo?rm squares, in a neat
manner. The thickness of the board shall be suited to the size and weight of the book.

xiii) Books shalf be cased in with glycol paste and pressed between'metal- edged boards
until thoroughly dry. '

xiv) Lettering shall be done after pmper sizing in clear type of a size appropriate to the
book in style and position as instructed, using x-x-23 carat gold deeply impressed to insure long
adhesion to the cover.




xv) All books shall be sprayed or treated with a protective material evenly and lightly applied
over their lettered backs. -

20.6 BINDING MATERJALS

The various materials required for a binding section can be grouped under 3 categories:
a) Covering Materials |
b) Lettelring and Tooling Materiais
- ¢) Machines and equipment
d) Miscellapeous
a) Covering Materials:
i} Suitable leathers for bihding.
ii) Book cloth, calico and buckram for binding.

iii) Suitable paper for binding such as high cellulose containing paper, waxed paper, ¢nd
and lining paper.

" iv) Good record paper
v) Japanese tissue, parchment paper
vi) Good quality silk and white muslin cloth, calico for repair and mending of books.

| 'vii) Card boards of various sizes.

viii) Thread.
X) Paste and glue.
x) Cord for reinforcing upper and lower edges of new spine.

b) Lettering a_n(l Tooling Maierias :

i) Gold coloured coated paper.
i) Letters made of lead.
iii) Guilding machine with electrically operated equipment.

¢) Machines and equipments required for beok binding:
i) Hard press (Small press). |
ii) Rounding machire.
iii)  Electrically operated (power) cutting machine and hand operate;i.cutting machine.
iv) Pinning machine. |
v) Card board or hard board cutting machine.
Vi) Ham_mers:.
vii) Needles and Book Saw.
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viii} Steve for the preparation of paste/glue OF an ejceiic glae pot.

iX) Brass pot for cooking paste.

d) Miscellaneous :

1) 'Mending materials such as art gum erasers, ink erasers, stee) erasers, ink eradictors, alcohol
and gasoline used- as solvents to remove eil spots and - stains, white soap, vinegar, sand
paper, shellac and book lacquers for water-proofing, vulcanised brush with metal handle for
applying shellac, plastic book sprays. ' '

i} General office shears, a sharp pointed knife, two or more bone or plastic folders, dusting
powder, a straight ruler with steel edge, brushes, blotters, cord for rei nforcing upper and
lower edges of new Spine. ' '

- . A
20.7 BINDING ORGANISATION AND MANAGEMENT

20.7.1 Home Binding Vs. Commercial Binding

As we have already seen, the library may get documents bound in its own bindery located
within the library or it may enfrust the work to an outside binder,

There are both advarntages and disadvantages in the Library maintaining its own hingery.
Advantagoes ;
1) It is always economical and reduces the cost of binding.

ii} Personal supervision can be done and application of special methods to the needs and
conditions of the iibrary is possible.

1ii) Experiments in cheaper binding can be made.

Iv) The documents, I required for immediate referen <, can be consulted within the library
&ven when they are in the process of binding.

v) TIt-saves the time and-labour of the staff in breparing binding list, accounting and bundling '
up. ’ . .
Disadvaniages:
i) Addifional investment of capital in equipment, space, and facilities neccssary for the orga-
nization of a bindery. This will result in an increased fixed cost to the library. These and

other expenses, wil place a burden on the library which will be difficult to reduce even after
several years.

Outside commercial binders raay be selected by calling quotations or through open selection.
The librarian has to take into acconnt the following factors at the time of selection of binders:
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o quality of workmanship -

« location of bindery

. ﬁnanciel reseurceful-ness :

e capacity to undertake the work load

. p'nst exper-iences of other loeal iibraries with that binder
. ’promptness in delivering bound volumes

« provision for security of documents such as their sale locatmn security deposnt, etc.

s rates quoted for bmdmg
20 7. 3 Dutles of Person—m charge of Blndmg Section

" The American Library Assocmtlon has stated that the following should be the duties of the
person- m—charge of the Binding Section:

i) determining methods and teehmques for preservahnn

ii) establishmg policies concermng binding, men_dm_g and dlscardin’g:
iii) preparmg binding specifications :
iv) making final decisions on items to be bound mended or discarded;
V) negotiating with binding agents if there are any; and '
tfi)  supervising up-keep processes:

Other duty of person-m charge of blndmg is maintaining stock of various types of covering

'materlais like leather, cloth and buckram, card boards, etc. which his library prefers

20.7.4 Binding personnel

At least one person in the library bindery should be thoroughly skilled in the deteils of binding
operations. The head of the department, whether skilled or not,should have intimate knowledge
of binding materials. He should be methodologlcal towards work-and, pessess supervisory skills:

The following is staff pattern for the bindery in a library:

1. Chief Binder - - - one
2. Binder ' - Two
3. Asst Binder - Two
_ 4 Revnsers/Attendants - Four

The expansion of the staff will depend upon the increase in work load.

20.7.5 Binding Register

Libraries can maintain records of documents sent for binding in the form of a register or
on cards. The various columns in a binding register are shown below:
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Name and address of the Library _

L Dateof  Call Author Tifle Kindof Dateof Costof Payment
No. Despaich No. Binding Receipt  Binding  Voucher No, -
: ' ' Rs, Ps.

Binding register serves the fbllowing purpose:

® provdes a permanent record of documents sent for binding.
* meets the needs of audit

* payments towards binding can be easily calculated,

For quick and easy location of informatjon about books sent for binding, the library can
maintain the above record on cards also. These cards can be arranged by title.

Self-Check Exercise-3

What are the duties of incharge of the Binding Section-as suggested by the American Library
Association? . ' .

Note:- i) Write your answer in the space giﬁen below,

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

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

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

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

20.8 PRESERVATION: AN INTRODUCTION

Before we take up the various preservaton techniques that can be used in libraries, it -
is necessary for-us to understand the meaning of the following three terms: conservation,
preservation and restoration. Conservation means preservng from the destructive effects, natural
decay or waste. Conservation has two main components: i) preservation and ii) Restoration.

Preservation is the process which tries to resist or delay the harmfui (destructive} effects of _
the various factors in envirenment: ‘

354




Restoration is the process which seeks to improve the plﬁzsi_c_ai condition of the object 50
that its original or almost original condition is regained. This is dene by either totally or
partially removing the effects of the environment. : '

A library is a store-house of human kndwlcd ge. This knowledge is generally kept in records,

which are made of paper and leaf and these records are housed in materials composed mainly
of wood, glass, iron, leather, fabric and paper. '

Every thing in the world decays in course of time. But science attempts to keep them in

good trim for a 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.

20.9 DESTRUCTIVE AGENTS OF LIBRARY MATERALS

The destructive agents of library materials are mainly of seven kinds:

a) Climate b) Tnsects ¢} Light d) Moisture e) Atmospheric conditions £} Dust and dirt g)

Bécteria and fungi

a) Climate

Sudden variatons in temperature and moisture are the twe most deteriorating factors for

most of the articles of a library. So it is necessary to adopt means to keep the articles iu such
a way that they may be in & comparatively uniform temparature and in dry places. To secure
them against variations of temparature and moisture, scientific preservation should also be used
where necessary. . |

b} Insects

- Insects of various kinds eat into the vitals of wood, leather, fabrics, paper, board, buckram,

efc.

In preserving the life of these materials, carefol treatment by chemicals is sometimes essential.

¢) Light,

Certain colours on papers, fabrics etc., fade and become soft and their mediums become

fragile under the action of direct sunlight. Injury is also caused by the diffused day light but not
so much as by direct sunlight. The complete protective measure is darkness, but it has practical
disadvantages. To compromise between the two and from economic as well as from aesthetic

: pdints of view, the satisfactory colour to be faken into consideration shouid be one near the
middle of the spectrum, the yeliow tint.

d) Moisture’

It 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)

if)
iii)
The
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The life of bacteria and fungi
Fading
Action of salt

Here the most vital thing is to remove the moist air. This can be done by proper ventilation:
use of calcium chloride inside the showcase or almirah 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. In high temperature, parts of the object sometimes crack and In low temperature squeeze,
provided the two iemperatures run in variation of 24 hours. To avoid this condition, as far as
possible, an equabie temperature should be maintained.

f) Dust and Dirt

Directly these do not cause damage to the object but they accelerate the action, For this,
occassional cleaning is required and the best remedy suggested is to vee dust and dirt proof steel
showcases. '

g) Bacteria and fungi

Bacteria and certain vegetable growihs such as lichens and fungi are the main destructive -
agents te an old object. Moistuie and warmth accelerate the growth of these bacteria and fungi.
The protective measure is to-keep the objects in dry condtions.

20.10 PRESERVATION METHODS

Preservation of library materials involves:
* ascertaining the constituent elements of the object to be preserved.
e 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 liable to be attacked and sometimes 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 Ly frequent inspection, cleaning and

keeping naphthalene balls or camphor cakes or raw lime cakes. A powder of orrisroot (bach),

cloves (lavanga), black pepp=r and cinnamon may be taken in equal proportion, dried, powdered

and kept in small cloth bags and put on the book shelves, This powder is to be changed at

an interval of about 3 months. This country-madé preservative powder consisting of cloves,
. cinnamon, etc, s 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. o a o

| ) Destroying the insects by fumigation: It should be done with the following chemicals:

1) Carbon-dioxide
ii) Formaldehyde (Formalin)
iii) Carbon-disulphide
v} Thymol ‘
v) Three parts of ethylené-djchloride and one part of carbon—tetraQMOride.

) Other Preservati\;e meas;jures

The following preventive and curative measures can also to taken in a library:




i) Free circulation of air at a regular interval of fortnight or a morith.
ii) Dusting of books at regular intervals. it should be remembered that dust invites bookworms.

iii)y Books should be exposed to sunlight for a short time as long time exposure may render the
paper brittle. Under the direct sunrays, cggs and larvae of the insects cannot live.

iv) Phenyl or crude creosote dituted with kerosene oil should be sprinkled on the sheives and
- naphthalene balls of camphor should be spread on the sides of the books.

v) Dry neem (Melia qzardirachte) and tobacco feaves should be placed inside the folds of the
book’s pages.

vi) Books should be ireated with some insccticides. The chemicals used as insecticides are:
Corrosive sublimate ' '
Carbolic acid’

Methylated spirit

To the covers of the books, both inside and outside, this solution should be applied, four
times a year, by means of brush.

Another solution of rectified spirit, mercuric chloride and phenyl may be effectively used in
the same manmer. :

Further a solution of rectified spirit, corrosive sublimate and creosote may be effectively
applied with a brush in the joints and in-between every ten or fifteen pages of the books. A littie
of this solution can also be safely added to the paste used for binding books.

Shell Tax: 1t is product of Burma Oil Company (now ndian Qil Company) and is very
effective against the insects specially white ants. Without any injurious effect, it can be used
safely on paper, cloth, leather and photoprints. '

When books, documents, almirahs and shelves are attacked with jasects, 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. It is also advisable to add
Keating’s insect powder to this. Pepper may be substituted by camphor. But whatever may be
the ingredients, they should be changed every two or three months. This preservative is quite
good for small libraries but it is expensive for big libraries. ' :

“When library materials are terribly attacked with insects, the remedial measure is famigation
by suitable furmigants.

Self-Check Exercise-4

a) Mention the destructive agents of library materials?

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.




20.11 COMMON INSECT PESTS AND THEIR PREVENTION

Insect

i) Coc’kroeches

ii) Silverfish

iii} Bookworms

Preventlvc and curatjve measures

d.

b,

Various kinds of commercial insecticides may be used,

A mlxture of 12 parts of sochum ﬂuorlde 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 hiuman beings.

Borax may be sprayed in the places where they are likely
to encounter.

Camphor balls and naphthalene cakes are effecnve n Keep-
ing books free of these insects,

Baygon spray, a commercial 1n:~.ect1<:1de may be used for
destroyving them

Maintaining a high d..gree of cleanliness.

Spread a mixture of i Lic acid and flour where they are
likely to encounter. '

A mixture of 12 parts of sodium flouride in 100 parts of
flour may be used.

Sprmkhng of phenyi water,

Baygon spray is very effective in keeping books and docu-

- ments free of these insects,

Naphthaiene and camphor cakes may be used over the
shelves.

Naphthalene i the form of blocks or paradlchlorobenzene
crystats will give off fumes which will repel the beetles,
Book in which live bookworms have been found may be put
into an airproof cabinet or container with paradlchloraben-
Zene crystals. The crystals should remain in the container
for at Ieast a fortnight.




temparature and humidity and clean air 1s 'by_'central air-conditioning, This system o

efficient when designed into new construction but it can be installed in existing structures too.

'20.13 NON-BOOK MATERIALS

The recent development of microcards and of microfilming materials-ahd techniques is
too well known now-a-days. The bibliographer may dislike and distrust microfilm, the learned
scholars may deplore the discomfort of using it but it remains at]least a possibie way of prcsérving
and transmitting printed texts. Its use for newspapers is a saving on every sCorc. It saves binding
cOsts, shelf space,.and there is nothing of repairing expenses. ' '

Protgction ‘

Non-book materials like books need to be given proper care and attention. Films, even
those on cellulose acetate, can suffer treal damage- while in use and storage.. Dust, heat, and
humidity are harmful to film as well as to paper. Dust and dirt in contact withithe film can very
easily scratch it. Like books, microfilms with excessive humidity attract the 'growth of mouid
or mildew over the films, and there is also chance of the rusting of the spools on which the
fitms are wound. Whatever microfilm reader is used, if must be protected from diist and should
be operated with consideration for the film itself. Keeping all the above hazards in view it is
suggested that air-conditioned storage is important for the non-book material.

20.14 PROTECTION-OF LIBRARY BUILDING

. The library building should be well protected from destruction by hurficanes, ‘typhoons,
earthquakes, tidal waves, heavy rains etc. The librarian concerned with.planning a new building
must take account of the immediate environment of his library. Libraries should always have
lightning conductors fitted to the toof. Sun glare must not be allowed to penetrate as it will
damage the books. Gound floor windows 'nced metal burglar-proofing. Dianol may be added to
paints as an insecticide when paint work is executed. To safeguard against the possibility of fire, Ry
every library should be equipped with fire 'eXtinguishErs, preferably carbon dioxide type. The best
protection any collection of books can have 1s a concreate building, prcfcrably_air-conditioned,
carefully designed by a librarian and an architect working.in conjunction. Finally it is always .
better to get the building insured. : . '

120,15 SUMMING UP

A bindery may be set up in the modern library so as to expedite the binding work with the
assistance of skilled craftsmen and under the supervision of a chief of the department who is
conversant with the binding techniques and mechanics. In comparison with commerical binders,
library bindery is most convenient, economical and time-saving. Apart from the various kinds of
binding operations mending and repairing of books can be carried out. The budget allocation for
binding materials and for the purchase of tools and equipments will depend upon the financial )
resources of the library and it may vary from library to library. :

The operations involved in binding are simple. It is a continuous process throughout the
year. To suit the Indian conditions, and in view of the availability of low cost paper backs at
cheaper rates, the hand binding may be preferred by the library within the budget sanctioned for
this purpose. For neat and tidy up-keep of the library materials, a separate bindery is a must in
the big libraries, Normally 10% of the amount allotted for current periodicals subscription may
be set aside in a year for binding of periodicals. : : E )
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Problems of preservation should recejve regular and systematic attention of senior members
of the library staff. Cleanliness is the most important factor and calls for great and unrémitting
care. Books should ndt be packed too tightly on the shelves, It is always better in all libraries”

- in which readers are admitted to the sheives to have a daily shelf checking or stock rectification.
This first thing to be done is to check the order of the books, and as they pass alone each
shelf, watch should be kept for books showing signs of damage such as loose pages or torn
bindings or effected with fungi, etc. Such books should be taken .out for repair and proper
preservation. After a reasonable amaount of practice, this work can be done very quickly and its
regular performance gives the library well-kept appearance. '

20.16 MODEL ANSWERS TO SELF-CHECK EXERCISES

1) The three major objectives of library binding are to:

* increase the life span of the book.
e add to its durability.
# cnhance its aesthetic appearance.

2)(a) The cight steps of binding process ére:

i) Folding
i) Gathering
i) Sewing
iv) Gluing
.v} Rounding
vi) Trimming
vii) Covering .
viii) Lettering and Tdoljng. _

2(b) The various types of binding are:

1) Full Leather Binding
if) Half Leather Binding
iii) “Full Cloth Binding
iv)  Half Cloth Binding
v) Hard Beund Books
vi) Paperbacks

~vii) Perfect Binding, -

3. The duties of the incharge of the Binding Section are:

I) determining methods and techniques for preservation;
" i) establishing poIicies,coﬁceming binding, mending and discarding;
iii) -preparing binding specifications; _
iv} making final decisionsion items to. be bound, mended or discarded;
v} negotiating with binding ageﬁts if there are any; and
vi) supervising up-keeping processes.

: 4.(a) The destructive agents of library materials are:
i) 'Ch‘mate

ii) Insects

iify Light

-
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“iZollation: Arranging in proper order all the parts and pages of a volume bcfore binding.

iv} Moisture

v) Atmospheric Conditions
- vi) Dust and dirt '
viiy Bacteria and Fungi.

(b) The chemicals generally used in f_mﬁjgé_tion for destroying insects aro:.'

i) Carbon-dicxide
iiy Formaldehyde (Formalin) _

- iii) Carbon-disulphide L : - : N ‘
iv) Thymol ' : . |
v) Three parts of ethylene- -dichloride and one part of carbon- tetrachlonde - : ‘

5. The preventive and curative measures that are taken for controlting mildew or moulds are:

i) Storage in light ahd well ventilated rooms where books are kcpt dry.

i) Thymol fumigation. .
iii) Applying ann—fungal chemical varmshes on book covers such as

Shellac fiakes, Mastic, Sandrac, Camphor Alcohol Oil of Lavender and Mercunc Chlondcl

Mehta, S. P "Art and Science of Book Preservatlon ‘Pune: Swara] Publications, 1976

Mittal R.IL. leraryAdmmustratnon Theory and Practice. 5th ed. New Delhi: Metropohtan '
1984.

Mukhopadhyay, Kalyan Kumar and Guha, Partha Subir. lerary Conservation. Caicutta:
Information Research Academy, 1990.

20.18 GLOSSARY

Codex: A manuscript book especially of scripture, classics, or of ancient annals.

Fumigation: Clearmg harmful msects by means of chemical smoke or gas

Restoration: Proccss of i 1mprov1ng physical condition of an ob]ect to rcgam its ongmal or almos
original condltlon :

Trimming: Cutting the edges of the book.
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