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COURSE-2 : LIBRARY MANAGEMENT

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

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

This course deals with the topics in Managenient of Libraries and Information Centres included in the.
syllabus for the Bachelor of Library and Information Science (BLISc) Programme of Dr. B.R. Ambedkar
Open Umver51ty These topics cover the core area of the subject. The main objccuveg of this Course

are :
- tointroduce the theories and principles of management and to consider their applicationin

library organisation
- todescribe various admmlstratwe procedures of ihgdifferent library sections

- tofamiliarise various aspects of llbr_arylgge viz. library rules, regulations and commit-
© teesyhuman resource management, ﬁsancia Anagement; library statistics and annual reports

- tointroduce collection developrent pycedures of both print and non-print media
- toexplain different circulatio intenance methods -

The course material origina ared in 1985 was revised in 1993, In 2002 the course units
are reorganised into four blocks witR#6 units and the content has been revised. '

For the sake of convenience. the Course has been divided into blocks and each block has been
divided further into units. Each unit generally covers a specific area of the subject. The course units
~ are prepared by specialists in accordance with the syllabus so as to enable you to read and understand
them without much difficulty. Each Unit begins with a list of contents. The contents of the Units are
divided into sub-themes and they are numbered upto three levels for easy reference. Each Unit ends
up with Summing up, Model Answers, Assignments, Recommended Books, Glossary and Model
Examination Questions. ' .'

. Your University hopes that the course material will help you get yourseif acquainted with the
contents of Course - 02 : Management of Library and Information Centres. The Counselhng, -Cuim-
contact sessions oﬂ'ered to you at the Study Centre will help you get clarification of your doubts.







CONTENTS
| _Eflock/Unit No. . - Title | Page No.
Block - 1 : Man&;?gémexﬁﬁi’i‘inciples and Organisation - 1-84
Upit-1 _Gcneral Pr1n01plcs of Managcment ) - .. S | 1
Unit-2 : Application of Management Techniques to berary Operations 23
Unit-3 O_rgzinisational Structure of Libraries : 43
Unit-4 : Library Building, Furniture and Equipment 56
A
Block-11 : Library Governance . 85-182
Unit-5 : Library Rules and Regulations Com ittees | 85
Unit-6 * Human Resource Managenﬁcnt b | | i 16
Unit-7 Financial Management : 132

~ Unit-8 ~ Library Statistics QAMGPOHS ' | 153
Block -II1 @ Collection %ﬁpmem ' 183-291

| Unit-9 : Book Selection Principles, Procedures and Tools | _ 183
Unit- 10 :  Acquisitionof Print and Non-Print o _ ' 215
Unit-11 - Book Publishing and Book Trade | ) 229
Unit-12 : Processing of Documents o o | 242
Unit-13. S_eri.als Control and Management . 258 1
. . I |
Block - IV Circulation and Maintenance | ' .' 292-373 _ ll
Unit- 14 : . Circulation Work and Methods _ - | 292
Unit- 15 : Collection Maintenance and Shelving, Stock Verification and Weeding 322

Unit-16 = C(’)nservatio'n'-'ahdl’reserv,a_ti_qn o _ 353







BLOCK - I: MANAGEMENT PRINCIPLES &ORGANISATION

~Likeany big organisation of large administrative unit, managing a library is a specialised and compli- -
cated task and requires managerial skills. Management of a modern library requires not only managerial
ability of the highest order but also a highly cultured and sophisticated skill to solve multi-dimensional
problems of a library. The art of managing a library is not merely taking care of books but also furnishing
information of a specialised nature. To organise and administer libraries of today is not merely a matter of
commonsense but it requires as much ability, skills and knowledge like any other big organisation. Hence,
the general management principles are discussed in Unit-1 and application of such management techniques
to library operations is covered in Unit-2. o

\ The Unit-3 discusses the organisational structure of libraries. One of the ways to organise the library’s
activities is to demarcate the right type of activities involved and to identify the persons incharge of these
- activities. Such a demarcationis helpful to determine and define responsibilities and relationships between
different units of a library: The organisational structure in different types of libraries has been illustrated with
organisationalcharts. .. -
- The planning of library building depends on the vision of the librarian on its future expansion.
A pl_l_rpoéeful and elegant library b'uil-d‘ing is the result of a teamwork of persons from academic, pro-
fessional, engineering and architectural fields. The library hyilding planning is guided by some norms
and principles, which have been explained ‘in Unit-4. %nit further deals with library furniture
and equipment. The managers of the library shoulgdbg we ersed in identifying the suitable and ap-
propriate furniture and e‘quj_;iment of fit with the building for comfort and efficiency. Differ-

~ ent types of furniture and equipment are reguired 1o fit with the library building for comfort and
' o) td in different sections of a library and their use have

efficiency. The fumiture and equiprent yequ
been explained. | Q~

Q







UNIT -1 : GENERAL PRINCIPLES OF MANAGEMENT
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1.0 AIMS AND OBJECTIVES

A systematic study of management as a distinct branch of knowledge has, began in the
twentieth century with the formulation of various schools of management {hought In thlb
Unit we will discuss the general principles of management. |

After studying this unit, you should be able to

. explain the meaning, scope, characteristics and levels management, |
. provide a perspective of the various schools of management thqught,I
»  explain the nature of_ scientific management and indicate the contribution made

by Dr. S8.R. Ranganathan to it,

) I3 - B . . | -
. describe the various elements of management process such as planning, organizing,

staffing, directing, coordinating, reporting and budgeting. |

1.1  INTRODUCTION

_There is lbt_ of variety among libraries in terms of ¢gheir s'trength of documcr!lt collection,
types of documents available, objectives, organisatignal Sgucture, financial resQurcefulncss,
range of operations and services, etc. In additign, if Wetake a look from the Isnanagement
angle, we can perceive in them a wide range o

staff morale and motivation levels, oppogt

Or innovation, environmental factors, etc.

In the present tirnes libraries are functions the environment which is constanlly throwmg
up new challenges, opportunitig, th¥eats. Advanced technologies suchi as satellite
communication, CD-ROM and coMuter networks are invading the libraries, A wide range
of information services an cts are flooding the market day-by-day. 'The!info_rmation
needs and demands of the u re becoming much more complex and difficult to satisty
through traditional liblfary services. The libraries are facing the challenge to alc:laptI themselves
to this dynamic environment and to continue to serve the user’ needs effectively and efficiently.
It is no exaggeration to say that most of ﬁhe problems which libraries face todéy pertain to

management. : - ' o |

In this constantly fluctuatmg scenario, a thorough understanding of the principles
underlymg the process of management and knowledge of advance management technlque such
as systems analysis, environmental monitoring, network analysis, etc. would immensely help
the hbrary manager to cope w1th the complex situation and suf*cessfully handle the specialised
task of managing the library in this turbuient environment. -

As organizations, libraries' have certain unique features:
» they are not profit-making organizations.

» they offer services to the users free of cost. : !

_The operation of library services involves heavy expenditere. If the library managers
have to justify the existence of their libraries, then they should offer effective and efficient
services. This would be possible only when the libraries are managed well on scientific lines.

3 of management, organisational cultures,




- 1.2 MANAGEMENT - MEANING AND SCOPE

Every organisation is established with certain goals and objectives. In order to achieve

the goals and objectives, organisations need not only resources, but also methods.

1.2.1 Meaning of Management

The term ‘Management’ has been defined several ways. Every writer has tried to define
it in his own way. Though the nature and functions of management have increasingly become

clear, yet the experts in the field of management have not given a clear cut definition of the -

term. Majority of scholars who have tried to define management had, in fact, stated the
functions of management. Some of those definitions are given below :

i)

iii)

iv)

v) -

vi)

Management is a distinct proccss consisting of planmng, organising, actuating,
and controlling, utilizing in each both science and art, and followed in order 0
accomplish pre-determined objectives. (George R. Terry)

Management is the art of getting things done through and with informally
organised group. (Harold Koontz)

Management is the accomplishment of result thgpugh the efforts of other people.
(Lawrence Appley) 6 -

A multipurpose organ that manages a b and manages managers and manages
workers and work. (Peter E. Drucker) ' '

To manage is 1o forecast, to plan%'anize, to command, to coordinate and to

control. (Henri Fayol) _
Management is the progess bzwhich managers create, direct, maintain and operate

purposive organisatt ugh systematic, coordinated, cooperative human effort.
(Dalton E. Mc Farlan

1.2.2 Characteristics of Management

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

of managcment as follows :

i)

i)

iit)

; iv)

it is a process, Utilisation of thc resources to the optimum benefit is the process
of management. It involves deciding the course of action to be taken, securing
necessary -physical and financial means, recruiting staff for the performance of
requisite tasks and controlling to see that the job is property accomplished.

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

of persons and not that of any particular single individual.

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

strive to fulfil these objectives.

Management is a system of authority. Authority is considered as a basic
managerial function. 1t is a rule-enforeing body and is bound with a web of

relationships between superiors and subordinates.




V) Management is an entlty by itself. Management is a separate and dlsunet entity.
The function of management is how to get the work done, and n01 neeeesanly for
the manager to do himself. o o

vi} Management is needed at ali levels. Management is not restricted to the top level
only. Even the lowest level supervisor performs some of the management
functions.

vii) - Management is both an art as well as science. It is an art as the manager
utilisises his personal skills and knowledge for problem-solving. In addition, for
~ decision-taking he adopts his own unique, personaiised style which is morc an
art than science. Often, it is the personal Judgement and plain commonsense which
are employed in day-to- day management. i

- Management is also regarded as a science as it has built- up a systemanzed body of
knowedge the basic criterion for regarding any subject as science. This systematlc boedy of
knowledge is composed of principles, laws, tules etc. formulated after following the rigorous
procedure of testing in different conditions, and possess the characteristic of universal
application. However, management cannot claim to be an exact science as it is concerned
with humans. We cannot predict accurately at all timdghow human beings behave in a |
particular situation. 0 S !

1.2.3 Administration vs Management

Is there any difference between “adm tmn” and “management” ? Thv 1s a tricky
questton. There is no agreement amgng e management scholars on this pomt Some

scholars consider the terms as syn and use them 1nterehangeably. However, there
are others who make a distinctjag betWeen management and administration. Some of the
definitions which draw out the tion between administration and management are given
below : ' '

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

i)  Administration is to determine the policies upon which the enterpris!e is 1o be
conducted, while the function of management is to carry out the policies laid
down by the administrative group. (William Leffingwell and Edwin M. Rabinson)

ili)  Administration is function of an enterprise which concerns itse)f with the overall
determination of policies and objectives. Muanagement is the functlon of an
enterprise which concerns with direction and control of various activi tles to attain
these objectives. (William Spnegel)

American management scholars regard admlmstratmn asa w1de1 term and it is concerned
with determining major aims and policies of an organization. According to them, management
is largely concerned with the execution of these policies.




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

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

ALA Glossary of Library and Information Science (Chicago:ALA, 1983) defines
management as the process' of coordinating the tot_al resources of an organization towards
accomplishment of the desired goals of that organization through the execution of a group of
interrelated functions such as planning, organizing, staffing, directing and controlling.

It says that the term management, in the sense defined above, is usually used.
synonymously with administration in current management literature. Further, it differentiates
between the terms administration and management. 1t states -

~ Administration may be considered as a broader term, emphasizing the plannin g function,
involving goal setting and major policy formulation, with management variously limited to
the process of coordination of certain functions and activitiesNgf an organization toward the
accomplishment of its goals. 6

In other words, the term management is used in@nses :
1) as a synonym of the term administratio
1i) as a narrower term in relation to adinist¥ation.

G. Edward Evans, author of the “Bhown book, Management Techniques for
Librarians, says : ' ' ' ' '

~ Administrators establish fundam% patteras of operation and goals for an organization,
while managers primarily carry out the directions of the administrators.

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

Scientific Approach

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

~ « definition of objectives
. forlﬁulation of-hypothe_ses
* collection, analysis and interpretation of data
¢ drawing conclusion

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




1.3 LEVELS OF MANAGEMENT

In an organisation, we can distinguish three levels of management, namely,
* top management _
+ mid-level management
» first -line management

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

- Generally, these is one chief executive (in case of libraries'thé chief librar'ian) at the top
level followed by a couple of mid-level managers in the middle and a smali number of first-
line managers 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. Hpwever, if we
take the whole parent organisation into consideration, thgn the chief librarian may be regarded
as belonging to the mid-level management with the Bgad 8f the parent organisation as the top
management. I_et us now briefly look in;o_th&@ions performed by managers at these three
levels. :
1.3.1 Top Managcnient |

It takes care of tﬁe.future tablishes policies, identifies goals and monitors the

external environment. The ernaNenvironment is scanned mainly for one mgjor purpose -
to perceive future chang you know, the changes in the external enviroiment may at

times turn out to be damaging to the organisation’s interests or, on the contrary, may throw

up new opportunities for its 'glmwth. The top-level manager maintains ciose contacts with

outside organizations and acts as representative of library in soctal, business and government

meetings. While formulating plans, top management takes inio consideration not only the

information gathered by it from external sources but also the reports submitted by the mid- -
level management. A

1.3.2 Mid-level Management i

As we have already seen in the above section, the top management lays down the broad
strategies and policies of an organization. It is the duty of the mid-level management to
transform these strategies/policics into specific prbgfammcs 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 should have decp.
understanding of the various departments, and its main function is coordination; it acts as a
bridge between top and first-line managenient. '

1.3.3 First -line Méxiaﬁement

It handles the routine daily administration of organisation’s resources - human, material,
financial, etc. - for the purpose of achieving short-range objectives. It is mainly concerned




with supervising the work of the staff and solving their problems,. For this p’urpose, it requires
to have thorough professional knowledge and abundant interpersonal skills to communicate
effectively with the lower level staff. In addition, it is also responsible for ensuring quality
control and maintaining standards with the organization.

Management

- Mid-Level
_ Management

First -Line Management

Figure 1 : Levels of Manage@
 Self - Check Exercise - 1 o O

Name the three levels of management
Note : i) Write your answer in spag given below.

ii) Compare your answ

1th the model answer given at the end of this unit.

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

1.4 SCHOOLS OF MANAGEMENT THOUGHT

Itis mainly in the present twentieth century that the systerhatic study of management as
a distinct branch of knowledge has begun. - In course of time, a few schools of management
thought have evolved. According to Prof. Krishan Kumar (Library Administration and
Management, P 12) we may categorise these schools of management thought into three broad
2roups : '

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

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




3)  Decision Theory Schools

Let us have a brief introduction to these various schools so s to have an idea of the °
devclopment of management thought. Also, this knowledge would provide us a good
=perspective of the schools of management and help us to understand better the principles of
management which we are going to discuss in section 1.8 of this unit, |

1.4.1 Scientific Schools

(1) Scientific Management School

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

It was in 1910 that the concept “Scientific. management” was first used by Louis Brandeis
during his statement before the Interstate Commerce Commission. Frederick Winslow Taylor
of U.S., who made an outstanding contribution in this area, is reverred as the father of scientific
management school. He was a staunch advocate for the adoption of suentlhc methed and in

all his writings he stressed on the 1mp0rtance of eff@ '

(2} Classical or Traditional or Umv_ersallst Schoo

This school, which originated in Francders management as a universal process,

It seeks to
* analyse management proc §

* develop conceptual frameWpr
+ identify principles
. develdp management theory on the basis of the identified principles.

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

1} Division of work.

i1) Authority and responsibility

iii) Discipline

iv) Unity of command

v} Unity of direction _

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

iX) Scalar chain

x) Order

xi) Equity




xxii) Stability of tenure of personnel
xiii) Initiative
xiv) Esprit de corps

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

(3} System School

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

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

1.4.2. Human Relations Schoels

emphasis on interpersonal relations, as managing is “g8{ing'yhings done through people”.

These schools, which were developed mostly by sociologists and psychologists, lay heavy
Instead of merely viewing people as work units, itto ;dy them as human beings. lts

major concern is the individual and the informal g§

(1) Human Behaviour School Y | B |
The undetlying ph"l_losophy behi is s¢hool is that if the management takes care of

* happiness of employees, then it would bdgossible to achieve increased production. Behaviour
of the individual, the group and@anization forms the main focus of study of this school.
The major concerns of this school

n the formal organization,

interpersonal relations, leadership, group dynamics and
staff motivation, '

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

(2) Social System School

The major characteristic features of this school are :

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

» provision for participation of employees in management process.

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

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




1.4.3 Decision Theory Schoois

They examine management taking into account the decision -making process. Their major -

interest is study of procedures of rational 'decision—making and how managers take decisions
in actual real-life situations. According to this school, management can draw profitably from
the available mathematical models and quantitative techniques.

Historical Periods of Management

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

* Prescientific Period,. Pre-1880

= Scientific Management Period, 1880 - 1927
* Human Relatioﬁs Period, 1927 - 1950

* JSynthesis Period, 1950 - present

Theoretical Base of Modern Management

General Systems Theory (GST), developed by Ludwigg von BertlanfTy, forms the widely
accepted theoretical base of modem management. GS'Ngtiet®pts to integrate knowledge from
various scrences - biological, physical and behapiwgal - into a single system. System js a
group of elements which are interlinked or intefg dent, and together constitute a whole,
It is to to be noted that the various elem of a system are not only inter-related among
themselves but also with the outside enwiro% '

Consider the library as a sy
acquisition, circulation, procegsing, et

. is composed of ‘various subsystems such as
¥ Library staff members, materials and finance make
& subsystems, '

up the elements of this system 3

Types of Activities in an Organization

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

* Technical or production

« Commercial (buying, selling 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)




Self Check Exercise - 2

a) What is the characteristic feature of scientific management school ?
Note: i) Wrilc your answer in the space in the space given below.

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

1.5  SCIENTIFIC MANAGEMENT e

Scientific management is the appliegtion¥f principles and methods of modern science

to problems of administration. On basic principles of scientific management is
distribution, or rather decentralizatipn, otesponsibility . ‘As we have already seen in section
1.4.1 Frederick Winslow Tayl@garded as the father of scientific management. The
underlying principles of Taylor aie

i) Replacing rules of thumb with science.

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

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

iv)  Working for maximum output.

v)  Developing all workers to the fullest extent possible for their own and their
company’s highest prosperity.

:' Uses of Scientific Managément
. assists in improving efficiency and increasing production

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

. enables us to decide whether to go ini for rationalisation or not in an organization.
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Features of Scientific Management

The characteristic features of scientific management are ;

i) Job Analysis : It involves determination of jobs and their analysis into'independent
sub-jobs. Care is taken to see that there is no overlapping of various jobs.

ii)  Division of Labour : This identifies the duties of staff operating at vafrious levels.

i) Work Methodology : It inplies adoption of improved wark methods based on
time and motion studies, standardisation of tools, etc. '

iv)  Maximum Profits : This principle lays down that €he organisation should be
operated most efficiently so as to attain maximum productiors for bwners and
maximum prosperity for staff,

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

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

Scientific management can be usefully applied to V&gous library jobs, which could be
casily analysed, such as classification and cataloguingNpogk ordering, filing cards, charging
and discharging, duplicate checking, reproducinggeflogue cards, shelving of books, etc. One
of the important limiting factors for the applicatcicntific management method is that it

can be applied to only such jobs which per?)per analysis. |
N

1.6 Dr.S.R. RANGANATH; TRIBUTION TO SCIENTIFIC
MANAGEMENT :

)

Dr. S.R. Ranganathan significant contributions to the practice of library
management, though formulated over half a century ago, are still relevant today. They provide
useful guidelines to the practical aspects of library management., Dr, Ranganathan has
categorised the functions of management into eight groups ;

¢ Planning
-« Job analysis
* routine
¢ elimination of waste
* correlation
* time scheme
* forms and re gisters.
* files

i} Planning : If planning is based on functions and adapted to the needs of particular library
taking into account organizational principles, then it is likely to give best results. The first
sicp in planning consists of analysing and isolating different functions to be performéd by the
statf. Then, the available staff can be alloted to the different sections for discharging various

functions.

—



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

A careful analysis of work info 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.

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

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

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

vi) Time Scheme : Therc must be well thought-out time limits for various jobs. Jobs may
be classified on the basis of their periodicity such as immediate, hourly, causal, daily, weekly,
monthly, quarterly, annual etc. . _ '
vii) Forms and Registers : Properly designed forms serve gs 65 ctive tools. They not only
simplify and control the work but also result in savings of ti money. Forms should be
O designed that the stated purpose is accomplished »@inimum effort and economic use
of materials. |

vii) Files : The general efficiency of an organiza%&pends mostly on the efficiency of the

filing system adopted by it. Dr. Ranganat@r k filing as & very important work in library
office. :

17 ELEMENTS OF Mﬁ@ﬁzm

L. Gulick and L. Urwick had presenied a list of elements of management process in their

famous paper, namely, Papers on the Science of Administration (New York : Columbia
University Press, 1937). These may be regarded as the functions of management. They are:

* Planning

* Organizing

» Staffing

« Directing

+ Coordinating
» Reporting

« Budgeting

They coined the acronym POSDCORSB ta refer to these functions. It is to be noted that
the management process need not aiways proceed in the order mentioned above. The order
of these steps may vary depending upon the time and conditions. The distinctive feature of
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POSDCORB is that it helps us to identify the objectives of manager’s work. However, it does
not describe his work. Also, it tries to show us what a good management aims to achieve.

Let us discuss each of the above elements of management in detail.,
1.7.1  Planning
Planning, the most basic of all functions of management, is a critical element in the

success or failure of an organization, We may regard planning as a rational 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 10 be adopted for the same.

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

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

Planning is an intellectual work of kigh order requiring reflecticn, imagination and

foresight.

It is always concerned with the future. It tries toWggj@ipate the fuiure problems and prepare
contingency plans to meet the crisis situati is a continuous process that occurs at ail
levels in the library. Planning attempts to uti
view to predict the future events in simik ™y

e knowledge of the past and present with a
ations.

The two broad categoriés o §ar

* Shert-range plan ¢ Jis peryd of coverage is up to five veary

* Long-range pian : riod of coverage is beyond five years.

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

Steps in Planning

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

e Establishment of Planning objectives.

. Establishment of Planping premises. (Premise is an assumption about the
environment, both external and internal - in which the plan is expected (o be
executed) '

. Search for and examination of alternative courses of action.

. Evaluation of alternative courses of action.

. Selection of Course (s) of action.




. Forroulation of derivative plans. (Derivate plans are formulaied with an idea to
offcr support to the main basic plan.)

r Nuinbering the plan by budget.

Plans allow us to have control over a situation. They-act as a standard, with the help of
which we can identify any deviation and take corrective steps. For effective control, planning
is a must,

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

As for the evaluation of plans, it can be done on the basis of their efficiency in realising
the objectives. We should take into account both the cost of preparing a plan and the cost of
implementing it. In libraries, it must be difficult to estimate the cost of implementing a plan.
For proper evaluation, the library manager should have thorough knowledge and experience
in the concerned area.: Bvaluation of plans is regarded as a part of control process which no
manager can aflord to ignore.

1.7.2 Orgahizing

This is the second step following the planning stagesJt ma¥ be defined as the process of

creating a formal structure of authority. This formal § re of authority should be clearly

deflined and properly coordinated for the rcalisagign of stated objectives. As you are aware,
an organization fulfils its objectives through Z:%nbined contributions of a number of

employees working in its various depa SECLIONS.

At the time of designing a sujmble ofganizational structure for a library, the library

management has to take into consl

§ @ bn various factors such as the library’s objeclives,
users served, nature of documents, type® of library building, library staff, extent of automation,
financial resources, etc. '

Libraries may be organized in any of the following ways :

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

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

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

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

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

In 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.
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Library’s organisational structure should not he rigid. If the objectives of the library are
modified, then its structure may also require certain changes to suit the changed conditions.
[t is better to adopt centalisation in the area of acquisition (except book selection), technical

processing (classification and cataloguing), and decentralisation in the area of book selection
and services.

1.7.3 Staffing

This 1s regarded as the personnel function of lhe mandgcment It is mainly concerned
with two aspects ;

i) recruitment of staff and their su;tablc tramlng to meet the requirements of the
organisation; and

11} creating and maintaining an environment which is conducive to the performance of
variety of tasks by the employees.

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

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

For carrying out staffing function prop the management should prepare a staffing
programme which '

. States in clear term ersonnel policy of the organization,
*  takes care of thesgurrem®as well as future needs for staff. .
. covers all cate of staff managers, professionals, supporting (administrative

as well as technical) staft and para-professionals.

The major elements of staffing process include, among others,

. adoption for appropriate classification of various staff positic\msﬁ and suitable
remuneration. '

. Proper placement of staff on various sections.

. Offering scope for staff training and i'mprovement of educational qualifications.

. adoption of a fair policy for transfers and promotions.

. healthy management - worker relations, _

. provision of sufficient retirement benefits such as gratuity, pension, etc.

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

Job analysis seeks to collect relevant information regarding the nature (that:is operations
and responsibilities) of a specific job through such techniques as observation, questionnaires
and diary methods, etc, Tt finds out the tasks that constitute a job and alse identificd the
abilities, skills, knowledge and kind of experiénce required for performing the job.




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

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

1.7.4 Directing
Directing is 4 management function which is performed constantly and it involives
o decision - making _
* transiating the decisions into official orders - both general and specific.
*» serving (issuing) these orders.

In a library, the chief librarian or his subordinate officers are constantly engaged in the
process of direction. They issue a variety of orders which specify the policies, procedures,
rary,

seeks 1o accomplish tasks with

permissible modes of conduct behaviour, ete. relating to the N

Directing is a challenging task for the library g
the help of persons, either individually or collecti

Directing aims to lead and motivate
the staff - the human resource - to contributegfs bestYo the organization. Another major aim
of directing is to achieve control over the Rpfr*staff. This is done by insisting that the
performance of various library acti shotild confirm to a predetermined standard of

efficiency and quality.

The function of directing jjust limited to the top management only. Actually, it

peivades at all supervisory levels iff the whole organization. Proper directing decmands good
interpersonal communications skills - written as well as oral. Written communications take
the form of office memos, letters, reports, directives, policy statements, staff manuals, work
manuals, etc, Proper care should be taken to see that these are drafted in clear and unambiguous
manner. This is essential for giving proper direction to staff members. -As for oral
communication, it may be either through formal staff meetings and training programmes or

informally through interpersonal contacts,

1.7.5 Coordinating

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

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

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

Let us study an example from library situation to understand the importancc of
coordination. As you know, the pcriodicais section of the library handles subscriptions for
periodicals. It records the periodicals received in the library and sends them to the
documentation section for indexing. In the documentation section, the contents of periodicals
are scanned, index cards prepared and then the periodicals are returned to the periodicals
section. As we can see, the perindicals section and documentation sccfion are interrelated.
Periodicals section serves as a feeder fo the documentation section by supplymg the latest
issues of periodicals received by it. If there is no proper coordination between these two
sections, then the documentation service of the library is likely to suffer. Suppose if the
periodicals section does not send the new periodicals promptly to the documentation section,
then the coverage of the documentation service will not be comprehensive. On the other
hand, if the documentation section does not return quickly g new periodicals to the periodicals
section after indexing, it will lead to complaints fror@rs. All such problems could be
easily solved by coordinating the work of both t@cti(ms in a proper manner. -

1.7.6 Reporting

Communication is the life blood gfan oganization. Reporting is an important component
of communication. It assists the 1 to keep themselves better informed and cnables

—_—

them to take correct decisions
authorities about the function

so,¥eporting enables the managers to inform the higher
ievements and future needs of the organization.

Take for example the case of a university librarian. He submits reports to higher
authorities such as library committee or registrar so as to inform them about the 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 activities, programmes, policies, etc. It should be noted

~ that reporting may occur at many points in the library hierarchy, not just at the top. The basic

aim of reporting is to build bridges of understanding.

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

If an organization wishes to report to the people, then it has to utilise the publi¢ relations
techniques. Public relations helps the library to mmprove its image among the people. It is
regarded as a management function which attempts to gauge public attitudes, identifies policies
and procedures of an individual or an organization which have a bearing on pubhc interest,
and implements an action programme to obtain understanding, support and goodwill of the
public,




No responstve manager can afford to ignore staff reporting. The librarian should ensure
that every member of the staff is well informed about the functioning, programmes, progress
~ and problems of the library. This can be done in a variety of ways such as annual reports,

‘newsletters, notices, conducting question and answer sessions, staff meetings, staff handbooks
and manuals, circulars, etc.

A pait from reperting from top to down ({rom librarian to lower level staff), the library
should provide for reporting from down to above also,
Examples :
1) Progress report of a project assigned to a department in the library.
i)  Reporting of a case of theft in the library.
iiiy  Office diaries.
‘With the help of reports received from various sections, the librarian can undertake an
evaluation of library services and procedures,
1.7.7 Budgeting

Budget is the document which provides item-wisa@.t&s of expected income and

expenditure during a future period. Generally, library budgetwéfe prepared at annual intervals.

S

to the availabie income. Also, it helps in utiligation ®#ts financial resources in an organised

[t is regarded as an effective management tool.. It s the library to restrict its expenscs

way, that is, the expenditure can be incurred in ned manner.

Budgeting is the ﬁ)rocess of pr of budget. It is done keeping in view the

objectives of library in mind. It ggables\ymplementation of the adopted plans. It offers an -
opporlunity to review / evaluate ous library programmes, thereby acting as an important

controf device. The chief librarian M5 to identify the growing or new needs of the users and

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

budget. '

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

* Variety of services offered. |

« Categories of users.

» Impact of inflation.

» Location and organization of various sections/depariments.

* Period of budget coverage

A variety of budgeting techniques are available to library managers for budgeting such
as line-itern budgeting, lumpsum budgeting, formula budgets, performance budgeting,
programme budgeting, planning programming budgeting systemn (PPBS), zero-based budgeting

(ZBB), etc. You will learn these techniques in Unit 7.




Self-Check Exercise -3

What does the acronym POSDCORB stands for ? '
Note : 1) Write your answer in the space given below.

1i) Compare your answer with the model answer given at the end of this unit,

1.8  SUMMING UP

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

it a point to know the staff problems personally and tr e them with understanding and

consideratencss

As we have already seen, libraries functior o distinct environments - the internal
environment and the external environment. job of the library manager is not just limited
to the design of an internal environ wilich is conducive to optimum performance. He’
has to take into consideration the e nvionment which have the potential to affect the

functioning of the library. H%d evelop skills to be able to forecast their impact and

prepare the library for the antic changes.

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

1. 9 MODEL ANSWERS

[ The threc_ levels of management are :
i) top management
1) mid-level management
i) first -line management

2 a) The characieristic 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 1o attain maximum production using minimum efforts through
avoidance of waste and inefficiency at the work spot.




b) The various type of activities in an organization as stated by Henri Fayol are :
ij icchnical or preduction
ii}  commercial (buying, sefling and exchanging goods)
1) financial (search for, securing of and efficient use of money}
iv)  security
v) 'accounting (including statistics and fccord keeping)
vi)  managerial (planning, organization and control}

3y The acronym POSDCORB stands Planning, Organizing, Stafﬂng, Directing,
Coordinating, Reporting and Budgeting.

- 1.10 ASSIGNMENT

Select any ten books on general management and study how the general p11nc1ples of
management are treated by the authors.

1.11 RECOMMENDED BOOKS N\

Evans, G.Edward. Management Techniques for Librari ?.X)Sd. New York: Academic
Press, 1983 ' B

Management basis for information professionals. v&’ork : Neal Schuman Publishers, 2000

Krishan Kumar. Library Administration an gement. 2nd ed. New Delhi: Vikas, 1987

Mittal, R.L. Library Aa’minis:mtio@y and Practice. 5th ed. New Delhi. Metropolitan,
1984, ' ’

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

Strategies for library admini.v?rarion.'Concepts and approaches/ed by Charles R.McClure and
Alan R. Samuels. Littleton, Colo: Libraries unlimited, 1982.

Sueart, Robert D and Moran, Barbara B. Library Management. 3rd ed. Litileton : Libraries
Unlimited Inc_, 1987.

Library and Information Centre Management, 4th ed. Englewood, Colo. : Libraries Unlimitéd,
1993

1.12  GLOSSARY

MBO (Management by Objectives) :

It is a process whereby the superior and subordinate managers of an organization jointly
identify its common goals, define each individual’s major areas of responsibility in terms of
the results expected of him, and use thesc measures as gaide for operating the unit and assessing
the contribution of each of its members.
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PERT (Programme Evaluation and Review Technique) :

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

PPBS (Planning Programming Budgeting System):

It is a budgeting technique which integrates the posnwc features of both programme
budgeting and performance budgeting.

System Analysis :

It refers to analysis of an operation in order to identify controllable and uncontroilable
variables and to find out in precise terms and actual working of a system.

1.13 MODEL EXAMINATION QUESTIONS

1. Essay Questions
1} What is Management? Discuss its meaning. scope and characteristics

2)  Explain briefly various schools of management thought.

3)  What do you understand by scientific @mem ? Discuss the contribution of
agowfc

Dr. § R. Ranganathan to scientific gan nt in libraries,
II Short Notes 6

2  POSDCORB ?5
b)  Levels of Manageran




- UNIT-2: APPLICATION OF MANAGEMENT
TECHNIQUES TO LIBRARY OPERATIONS

Contents

20 Aims and Objectives

2.1 Introduction

2.2 Scientific Management of Libraries
2.2.1  Library Planning
222 Organizing of Different Units
2.2.3  Staffing in Libraries
224  Directing the Staff

2.2.5  Coordinating of Activities

2.2.6  Library Annual Report

2.2.7  Budgeting Methods :
23 Levels of Library Management _ 0
2.3.1  Top Management O
2,32 Middle Management
233  Operational Management v

\ 24 Fayol’s Principles and Library Mag%nt
| 2.5  Role of Library Manager @
2.6 Summing Up
2.7 Model Answers
2.8 Assignments
} 29 Recommended Books
2.10  Glossary

2.11  Model Examination Questions

2.0  AIMS AND OBJECTIVES

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

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

librarics.

23




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

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

. explain the Fayol's principles of management in the conlext of library managcment,

21  INTRODUCTION

Libraries have been in existence from times immemorial. They have been changing fast
to keep pace with developments in the society. A modern library is a complex organizalion,
If its management follows scientific methods and principles would bring in efficiency in its
working and help to meet the information needs of its users satisfactorily.

Management is a process that brings together varied resources like men, materials, moncy,
machines and techmqucs to accomplish the La%ka required of an organization to fulfil its
objectives.

We need to study management theories in the context of library operations and how the
principles, techniques and tools could be adopted in library management with good results,

An understanding of theories and techniques of management is very necessary for library
managers.

2.2  SCIENTIFIC MANAGEMEN LIBRARIES

The elements that constitute the b
Staffing, Directing, Coordinating, Rep
these with particular reference rary

g.0f scentific management are : Planning, Organizing,
ng and Budgeting {POSDDCORB). Let us discuss
anagement.

2.2.1 Library Planning

A well thought out@ng is neceséary for achieving objectives of any organiation
including a library. The planning is a scheme made in advance covering all aspects essential
for accomplishing missions and objectives, marshalling all resources; financial, material and

manpower. Planning provides a total scenario, It is a blue print for action. Briefly the planning
process could be explained as below :

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

b.  Assessment of future uncertainties that would crop up on account of economic,
political, social, technological and other cnvnonmental changes and mcasures
necessary to overcome them.

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

d. Estimation of resources - men, finances, physical facilities. technologies ¢tc.,
needed for successful implementation of plans.

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

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




1. Objectives and goals

ii. Programmes and activities to be undertaken
iii. Reading materials

iv. Clientele and their information needs

v. Information products and services

vi. Personnel

vii, Finances and

viil. Physical facilities

The following diagram illustrates these aspects of library planning :

Objectives & goals to be achieved
in time frame

p Building, reading sgsources of different catcgories
for catering infagmatipn needs of users

O Personnel

Library planning

- Finances

Physical facilities : building, equipments etc.

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

listed below,
2.2.1 Advantages of Planning
a) It provides a basic frame work of objectives and strategies.
b} It minimizes adhoc decisions.
¢) Planning helps in identifying the esscntial priority actions.
d) It helps move systematically towards the achievement of goals.
e} | Planning helps in monitoring, error-identifying and remodifying course of action.
f) It helps in improving services, operations, and fiscal control.

g) It ensures rational and effective development

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

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

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

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

Self Check Exercise - 1
(a) What is the Planning Process 7 Explain briefly

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

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

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

i1) Compare your angwer the model answer give at the end of this unit.

2.2.2 Organizing of different units

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

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

re';u]t of such systematic distribution of work indicating nature of duties of individuals attendin g

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




The tibraries are generally organised on the following lines :

{. By functions : Acquisition, technical processing, readers services etc.
| 2. By Territory : Central, Regional, District, Mandal, etc
3. By User Groups : Children, Handicapped, Priséners, etc.
I 4, By Subjects : Science, Humanities, Social Sciences, etc
. 5. By Form of Materials : Maps, Photographs, Films, Video Casseties, etc.
] 6. By Producis/Services ; L_NSDOC (Products), Referral Centres (Service)
7. By Language : French, German, Hindi, Telugu, etc. |

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

some of the above factors.

It is seen that most of the libraries will have following sections :
a) Acquisition

b) Technical services

¢) Circulation | 0

d) Reference

e) Documentation and O

f) Reprography , ?\
Self-Check Exercise - 2 Q‘

What are the difterent methodb ranizing libraries ?
Note : i) Give your answer in the space provided below.

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

2.2.3 Staffing in Libraries

As discussed in eatlier section, organizing stipulates the structure most suited to attain
the objectives. It also defines the various types of personnel and the role they play in the
structure. Staffing is concerned with providing right type of persons to maintain the different
units of the library. The process involves, recruitment, selection, placement, appraisal and

27
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development of staff required for the organisational structure. Staffing is crucial for successful
management.

The size and type of staff to be recruited depends on j{)b analysis. The positioning of
people at different levels requires different qualitative, technical and physical abilities.

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

2.2.4 Directing the Staff :

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

Behaviour is the resnlt of complex intc_racugtwcen an jndividual and his
d

environment. The mental makeup of each individual s on education, social customs,

cultural traditions, etc., and becomes unique. It iary for managers to study these varied

influences on individual. The managers should Pess€ss ability and leadership qualities and
motivate the staff to work willingly towa inment of library’s objectives.’ The chief

librarian $hould inspire and create er@e to get positive response from his coileagues.

- The good interpersonal communi®gtion both oral and written is another impoitant aspect
of directing. Clearly written ce%cations through memos, letters, reports, policy guidelines,

and staff manuals provide proper\ifection to the staff. Holding of regular staff mt?etin gs will
also help. ' ' !

It is essential to ensure that all activities in the library are carried out according to the
plan and set norms. It is controlling which ensures this. However, control does not mean
putting restrictions, but providing guidelines to function according to set standards of efficiency
and quality. Two steps in controlling are : establishing standards and instiroting measures
against deviations. T implies accountability and obligations of the staff at all levels, Modern
management techniques like, Programme Evaluation and Review Techniques (PERT), Critical

Path Method (CPM) and Systems Analysis, could be profitably used for applying control in
libraries. -
Is

2.2.5 Coordinating of Functions |

‘The different sections of a library have to work lTike different limbs of the body If one
limb is affected the whole body feels hurt. Library is a total system in which every subsystem
must work efficiently and smoothly. The coordinated efforts of all its units will help in

achieving ultlmate objective of providing documents and 1nf01mat10n services to the user:
community.




2,2,6 Library Annual Report

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

Generally all libraries prepare annual reports. These reports help to maintain good public
relations with administration, users, book trade, etc. They also heip the staff in self assessment
and knowing the strengths and weaknesses of the organization. Thus reports are useful tor
internal as well as external public.

Reports need be comprehensive providing 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 activities and overcoming the weaknesses
that creep up in the system, Reports, although prepared annually, they could be monthly,
quarterly etc. '

Although the Chief Librarians prepare reports, but input should be there from all units.

Self-Check Exercise - 3 0 )
What should be contents of a library annual report 7
Note : i) Give your answer in the space provided ' _
ii) Compare your answer with the mc%wers given at the end of this unit.

*

2.2.7 Budgeting Methods

Libraries are spending organizations. Therefore, there is every need of financial control.
A budgel serves two purposes : (a) as a plan input to produce good and services as outputs

and (b) as an instrument of control,

Budgeting is nothing but financial planning and accounting. The main purpose of
budgeting is balancing of estimated revenue and expenditure in order to achieve set goals. It
is an instrument 10 bring about changes in the desired direction. Due to pressure of inflation,
increasing output of information materials, impact of technology and competing demands of
jimited resources, it has become imperative for libraries to have a close look at financial side.
It is necessary to adopt sound financial and budgetary principles.

Budgets are usually prepared for a year, but there is no bar to preparc a perspective plan
and estimates of financial resources and expenditure for longer periods. Library managers
should bear in mind the following questions before they prepare the budget :
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a)  What are the library and information services needed and how much of these
required 7
I'b)  Whatis the cost of providing such s.ervices ?

) Who will pay for those services and how much will be paid ?

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

There are different methods for preparing budgets, Some are conventional and others
are innovative. These methods will be discussed in detail in Unit - 7 of Block 11, However
they are briefly mentioned here. The most common and conventional type of budget which
is followed by majority of libraries in India is Line-by-line budget. The income is divided
into different categories of expenditure such as salaries and dees book fund, maintcnance
supplies, services, rent, capital expenditure etc. In this system of budgeting no weightage is
given to performance, PPBS (Planning Programming Bugeting System) is considered as an
innovative method, The emphasis in this method is on planniﬁg 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 consider its past. It requires careful
analysis of activities that are required to be taken up in coming year.

In addition to above mentioned factors, the Nraries do apply the other management
principles in their work, such as division of wolNg ceBtialization vs. decentralization, scalar
chain, systems analysis, operaiion research '

23  LEVELS OF LIBRARY MA {MENT

The process of scientific agognent and adopting different management techniques
makes it necessary for librari e different levels of management viz. top, middle and
operational. The functi%t art performed at these levels are briefly mentioned below.

2.3.1 Top Management

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

Figure o )
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2.3.2. Middle Management

Execution of programmes, supervision, coordination, mopitoring ete.

2.3.3 Operational Management
Routine tasks, and other activities entrusted to them. -

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

Self - Check Exercise-4
Explain the functions that are performed by top management ?
Note : i) Give your answer in the space provided below.

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

74 FAYOL’S PRINCIPLES AND LIBRUR MANAGEMENT

Principles of management are gcne@"ns suitable for universal application and

application of these principles shou one after thorough analysis and diagnosis of the

formulated on the basis of human c@ce nd detailed examination of case studies. The .

problematic sitnation in the organization. For their proper use, the manager has to utilise his
knowledge of human behaviour, intelligence, judgement skills and previous experience. These
principles are flexible in the sense that they can be profitably adapted to any changes in the
work situation.

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

1) Division of work.

i) Authoﬁty and responsibility

iii)  Discipline

iv)  Upity of Command.

v) Unity of direction.

vi)  Subordination of individual interest to general interest,
vii) Remuncration of personnel.

viii) Centralization.
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ix)  Scalar chain

X) Order

xi)  Equity.

xit)  Stability of tenure of personnel.
xiii) Initiative. |

xiv)  Esprit de corps.

i) Division of work

For increasing the efficiency of an organization, it is necessary to divide the work to be
done among various workers. Each worker should be specifically told about the jobs he has
to do. It is always better to limit the scope of jobs to be performed by an individual. This 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 ol functions.

For example, in a university library the various functions such as acquisition, processing
(classification and cataloguing), maintaining the cqllection, circulation, etc. are distributed
among the various staff members. This would h
func'tion, say for example, classification and cata ng, through acquisition of high level
skills. If all the staff members are asked t(*m ail the above functions, that is there is no
‘division of work, then it results in disorder, ™/ roductivity and inefficiency.

to become specialists in a particular

ii) Authority and Responsibilit

The term ‘authority’. refe ability, power or right, to control and command in an
organization. In other w%is the right or official power, especially for some stated purpose.

Generally, we can distg€uish two types of authority: Statutory and Personal. While a
manager gains statutory authority from the official position he occupies, his personal authority
is the result of his leadership qualities.

Authority and responsibility are closely linked. They often go together. For the successful
accomplishment of a task, the manager should delegate both authority and responsibility, For
example, if the manager makes an employee responsible for a piece of work, then he should
delegate authority to that employee to take all necessary steps for accomplishing the work,
. In case the delegated authority is misnsed, it can be taken back. Thc 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 1naiﬁtained well if the
* employees have good and responsible leadership.
* personal disputes are promptly and impartially resolved.

* punishments are imposed without any discrimination.




~ If the organization has to. 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 1nvest1g¢ted by a eompetent'
and underqtdndmg official and action taken in an 1mpart1al and fair manner, if necessary

iv) Unity of command

According to this principle, an employee should receive orders from a single supervisor
only and he should be totally responsible to him (supervisor). If this 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 yltimately the work may
suffer ' '

Take for example the case of a small umversny library. A h:ghly simplified hicrarchical
structure of staff is shown below : '

University Librarian

|

- " Deputy Librarian ' B
. s .
| - - 9 _ |

Asst. Librarian Asst. Librar© Asst. Libranan o
Professional Professional
Assistants Assistants
* Semi-Professional . %emi-?rofessiunal_ ) Semi-Professional
Assistants Assistants ~ Assistants
Junior Library _ Junior Library - ' ~ Junior Library
Aemstants _ _ - Assistants - Assistants

In this, the umty of command principle implies that orders should be given in a lmear
order from top to down. For example, if the university librarian wishes to give any order to a
professional assistant, then he should send it. through proper channel, namely, through the
deputy librarian and the concemed assistant llbl‘al‘ldrl ' -

The organisation should be so %tructmed as to ensure that the work of each employee is

supervised by one supervisor only. This supervisor should have the. authorlty not only to assign
the work to his subordinates but also to evaluate it.

v) Unity of Direction :

This prmc1ple prescribes that we should have onc manager and one plan for all the
operations which have same objectwe in view. This principle enables us to achieve in mind.

“Unity of dlrecnon can be had through Cdreful arrangement of various seeuons of the 11brary
(
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vi) Subordination of Individual Interest to General Interest

This principle states that the personal interests of the employees should be subordinated
for the cause of general good. That is, interests of the organization should be given top priority;
only after these are taken care of then the individual needs should be considered. If there is
any conflict between the personal interest and general good, then the latter should be given

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

the organisation,

vii) Remuneration of Personnel

This refers to the salaries of employees. Salaries should be reasonable, ahd accurate.
They should be comparable with staff members working in other departments of the parent
organization possessing similar qualifications. The salary should be fixed at a level which js
satisfying both to the employee and the employer. It should be decided on the basis of nature

of work, functions, responsibilities, aecessary qualifications and experience required. -
) |

vii) Centralization

. In order to have overall control of an organization, it is necessary to have cc;:ntraiization
of authority. Centralization can be done in areas such as ing down the policy, framing up
of rules and regulations, etc. At the lower level, decisiohggin be taken within the framework

prescribed by the central authority. O

ix) Sealar Chain

This is also referred to as line o rn%z As you know, generally organizations are
structured in a hierarchical mann library, hierarchy consists of a series of steps,
beginning with the chief librarjes ar ¢ top and ending with lowest functionary, may be an
attender, at the bottom. Acc@o this prineiple, authority and responsibility .j;ecps down
from the top in a clear, continnous¥unbroken tine. You should note that this line also functions
as the communication channel. Generally, while orders are transmitied from top to bottom,
it is information and proposals / requests that are normally sent from bottom to toﬁ.

X) Order

As you are aware, an organization consists of various units. If these units are to function

in a harmonious manner, then they have to be arranged in the most logical and rational way. .

This principle implies that the various units should be arraﬁgcd in the best possible manner
80 as (o raise the efficiency of the organization. For example, it would be preferable 1o locate
the photocopying machine near the stack area rather than in a far away corner of the library
building. This would be more convenient to the readers and staff as they need not travel much
carrying the books to be photocopied.

Similarly the bindery can- e made part of the maintenance section and located near the
stack area. As aresult, the damaged books can be moved easily to the bindery for repair.

xi ) Equity _ ' ' |

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




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

xii} Stahility of Tenure

Turnover refers to the number of persons recruited within a period of time to replace
those leaving or dismissed from an organization. If the turnover is very high in an organisation,
then it means that there is some problem init. It is the duty of the management to identify it
and take corrective steps, Otherwise, the organization may have to incur heavy expenditure
in recruiting and training new staff members to replace the ones who had left the organisation.
Moreover, every new staff member needs considerable time to familiarise oneself with the
new job and gain 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 also affects the efficiency of the total organisation.

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

xiii) Initiative
Managers should encourage and cultivate ini@ among the subordinate staff at all
leveis. This can be done by inviting them to?gsuggestions for improvement of existing

procedures / practices so as to increase gificien§y and productivity. Also, they can be asked

to prepare plans. All such suggestions ¢ should be carefully examined by the managers
and the persons who offered thepmghoul® be carefully examined by the managers and the
persons who offered them shoul rmed about the action proposed to be taken. Suitabie

incentives may be given to the members of the staff whose suggestions / plans have becn
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
sense of loyalty among the members of a group. Managers should strive to develop the team
spirit and feeiing of unity among their staff members. This could be achieved easily if they
~ encourage initiative, treat all staff members with equality, have a unified command and provide
' 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 sitnation if the statf members
act as a disciplined team.

Other Principles

According to Prof. Krishan Kumar (Library Administration and Management, p.21}, in
addition to the above Fayol’s principles, the following four can also be included in the principles
of managemnient. '
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Span of control.
* coordination
~+» line and staff

» accountability

Span of Control

It refers to the number of persons that a manager controls directly. In other words, it is
the number of persons with whom he deals in a direct manner. Generally, the number of
supervisors under the countrol of a single manager ranges from 5 to 9. Hawever, a manager
can control the work of a more than nine supervisors if their functions are similar.
Coordination :

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

Line and Staff

On the other hand, persons placed in staff jons perform the advisory function. They
do not have authority; they are just exp o provide information or counsel. Moreover,
they arc not entitled to receive delegated a

Persons cccupying line positions take decia authority and the right to command.
i

ority. Their advice may or may not be accepted

by those occupying line positions. mple, in a university library, the university librarian
can be regarded as occupyingshe lim® position. He may contact the public relations officer
(a staff position} for advice rmation. He may either accept or reject the advice given
by the PRO. ' %
Accountability

Performance measures, both qualitative and quantitative, serve as aids to achieve
accountability of employees. They help us to know whether the library is being operated

- cificiently 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 - §
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. -

25 ROLE OF LIBRARY MANAGER O

Henry Mintzberg has examined the 'OHSZIes played by managers and categorized
them into ten types. (The Nature of Ma work. New York : Harper, 1973) : A list of

these roles, their description and ex% ohossible activities in libraries are outlined below:

Examples of
possible activities in libraries

Role Description

1) Interpersonal Symbolic head. Discharges a Participation of Chief librarian in
figurehcad variety of legal or social duties cultural programmes organised by
library staff.

ii) Leader To motivate and activate lower Engage in discussion with library
level staff. Take care of staff  staff members about their
recruitment, training and related improvement of professional

activities qualifications, training needs, etc.

iii) Liaison Develop and sustain a network Attending proflcssional meetings
of contacts with outsiders who  and working as office bearer of
help and information. profcssional associations.




iv) Informatiomal
Moenitor

v) Disseminator

vi) Spokesperson

vii}Decisional
Entrepreaneur

viii) Disturbance
 Handler

ix) Resource
- Allocator

x) Negotiator

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

a deep understanding of

organization and its environment.

To act as the nerve centre for both

external and internal information

relating to the organization.

To act as transmitter ~ Conducting staff meetings, engaging
of information received from in conversation with few field/iower
outsiders 4nd from subordinates level staff

to various members of

organization.
To act as a transmitter Preparation of annual report,
about information reiating Membership and participation in

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

Offer expert advice opftaJield

of activity of parent _ation.

Survey of anigtion andits  Introduction of new library services.
environ Conducting library user surveys.

formylatiomNgf new projects to

e nge. Supervising
desigid6f projects.

Taking remedial steps when an Handling problematic situations
organization is invoived in such as staff sirikes, student
disturbances/erisis/situation agitations etc,

Allocating the various resouices Allocating staff to various sec
human, material, financial - to  tions in a library.

different sections of an

organization,

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




(Adapted from : Bryson Jo. Effective library and information Centre Management
Brooktield, Vermont: Gower, 1990, pp5-6.)

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 roles played by the library manager depends on

various factors such as his personal leadership style, type of organization, external environment,
characteristics of subordinate staff, availability of communication technology and organizational
culture.

According to Edward Evans, another role, namely, that of “Politician” needs to be added

to the above list of managerial roles. This is particularty 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 Jeaders to get maximum funds
for the library. ' '

Self Check Exercise - 6

According Henry Mintzberg, a manager plays'ten types of rol@m organization. What are
they ?

Note : i) Write your answer in the space give . _
-il) Compare your answer with thevﬂil answer given at the end of this unit.

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

2.6 SUMMING UP

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

Thus it could be concluded that principles of scientific management are as good for library
as other organizations.




2.7

MODEL ANSWERS

1{a).

(b)

2)

3)

4)

5(a)

b)

The planning is the first step in effective and successful management of libraries. It

presents a total scenario for action. The process involves the followingisteps :

(i) . Setting of objectives and accomplishing them within a time frame.
(i)  Assessment of environmental changes and measures to be taken to overcome them.

(itiy Choosing best method from among different alternatives to implement
programimes. : - i

(iv) Estimation of resources : men, finanaces, reading material, physical facilities and
technologies required. |

(v}  Preparation of Comprehensive Plan document for guidance of all concerned.

Advantages of planning are as under : |

(i)  Provides a basic framework of objectives and helps plan strategiés for action.
(i)  Helps avoid adhoc decisions
(i1} Helps in identifying priorities.

(iv) Provides right and systematic mh or modifying targets.

{(v)  Helps in monitoring and error i ying and modifying course of action.

(vi) Helps improve services, ofjgfairons and fiscal control |
(viil) Ensures rational e evelopment.

Libraries are o by functions, territory user groups, subjects, form of materials,
products, services guages. i

Contents of Library Annual Report are usually; collection development, users, reader
services, special facilities, staff performance, financial and administrative matters,

Both description and statistical data on the above are provided, !

Functions of top management are listed below : Policy decisions, poliif:y formulations,
planning, quality control, control and evaluation, motivating and directing, resource

mobilization and public relations. !

The Fayol’s Principles of management are : i) Division of work ; ii!) Authority and
responsibility; iii) Discipline; iv) Unity of command ; v) Unity of direction; vi}
Subordination of individual interest to general interest; vii) Remunerﬂti%m of personnel;
viil) Centralization; ix) Scatar Chain; x) Order; xi) Equity; xii) Stability of tenurc of
‘personnel; xiii) Initiative; and ix} Espirit de Corps. '

. Persons occupying line 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 arc just expected ta provide information or
counsel. '




6) - The ten types of roles whlch a manager plays in an orgamzatron as stated by Henry

_ _\/Imtzberg are 1) Interpersonal figurehead; ii) Leader ; 111) Liaison; iv) Informational

" ‘monitor; v) Drssemmator vi} Spokesperson vii) Decisional entrepreneur vii)
_Dlsturbance handler; ix) Resource dHOCdtOI’ and x) N COOtldtOI'

2.8 ASSIGNMENTS

(1)  Visit any Umversuy Library and study the organlzatlonal setup there. Briefly
: describe it. : C I

. (2) Briefly discuss as to how prmmples of SClentlflc management could help libraries
in providing better services. '

(3  Explain the_funetions of top, middle and operational levels in public library system
inAP ' -

29 RECOMMENDED BOOKS

Advances in library administration and organisation, ed by Gerald B: McCabe and Bernas
Kriessman. London ; JAIL, 1994

Evans, G. Edward. Management basics for information@sionals. New York : Neal
Schuman Publishers, 2000. ' : .

Management Srrafegzes for L:branans a basic rdlted by Beverly P. Lignch. New
York : Neal Schuman, 1985 :

Narayana, G.J. Library and Information geien!, New Delhi : Prentice-hall of India, 1991
Ranganathan, SR Library Administratio 2nd ed. Bombay : Asia Publishing House, 1960

Sueart, R.D. and Morgan, B.B. L%Mamgemeni. 3rd ed. Littleton : Libraries Unlimited
Inc., 1987 '

2.10 GLOSSARY

Cost Effective : Study and evaluation to find out whether the expenditure incurred
~on products, materials or services justified by the beneflts they
provide.
Network Analysis = : | Planning, scheduling, monitoring and evaluating of systems for
management.

Operation Research A pr.ocess of studying operations by using mathemarical, statistical
' and related scientific methods, in order to develop models and
methods of planning, forecasting and decision making, '

Programme Evaluation

and Reviening Techmigue

(PERT) - -t A Computerized system designed to heip top management in
planning, research, problem solving, decision making and control

organizational process.




i
System Apalysis The Scientific study and analysis of all aspects of management
: ' ' system to determine the- necessary stcps for contlnuatlon

1mprovement or correction. [

2.11 MODEL EXAMINATION QUESTIONS

I. Essay Questions

I} What is Scientific Managemcnt of Libraries ? Explain the application of various
Management Techmques to library operatlons o _ |

2) Explain briefly various levels of managemcnt in libraries. -
" II Short Notes L R
a)  Advantages of planning

.b) Top Management.




'_ _' UNIT 3 ORGANIZATIONAL STRUCTURE OF LIBRARIES

Contents o
3.0 Aimsand Objectwes
3 Introductlon -
3.2 Purpose of- Orgamzatlonal Structure
33 | leferent types of Orgamzatronal Structures
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33, 4 Network Structure -
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38 Ass1gnments e O .
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'310 Glossary :: . ? ._

3.11 Model Examination Question' Q‘ e

30 AIMS AND OBJECT_I@

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

structure is built around the analysis of activities, responsibility for decisions, and relationships

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

orgamzatlonal structure in some details. - -

- After studying this umt,- you should b_e able to:

. e).(plain_'the process of organizational _str,uc_ture. o
.+ know different types of organizetion_al structures.
. Idjscuss 'the principles that help. in creati ng.'organiratienal structure
¢ draw orgamzatlonal charts showmg thc interconnections, 1nterrelat10ns and 1nter _

_dependence of dtfferent umts

31 INTROD_UCTION -

The terms orgamzauon and orgamzatlonal structure are’. qulte often used N
1nterchangeably But a detailed’ analy51s of the terms reveals the chfference An orgamzatlon o
is defined as a co-operative endeavour of 1nd1\_f1duals_ to ach_leve_ an o_bJecttve __The _orgdmzutlonal

L
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4.2  FUNCTIONS AND ACTIVITIES OF LIBRARY BUILDING

Functions
* Any library building should be able to cater generally to the following functions :
a) The effective technical operations of the hibrary.
b)  The gfficient and rapid production of the library.
¢}  The provision of quiet, comfortable and attractive areas for study.

d)  The provisions of individual and collective studies for the users doing intensive
research work. ' _ '
e}  The provision of facilities for developing reading habit. o
) The provision to facilitate Ehe contact of the users with the contents éof the library.
) The storage and pfeservation of reading material. .
_ h)  The accessibility of the readin g material to nsers without loss of time.
Activities | :
The details of the interidr of the buildin@ld take into consideration the following
activities : ' :

a)  Book- preparation activity ?\
b) Bock - storage activith

) Book - service '
These activities should coWfrehend the pfeserit and the future needs.

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

~a)  Providing quarters that will as far as possible ensure the preservation of the collections
1.e., creating proper atmbspheric conditions. But atmospheric conditions alone will not
necessarily preserve the collections. Arrangements that will prevent their loss by
vandalism and theft must not be neglected '

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

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

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




Self -Check Exercise - 1
What is the constitution of a l'il)rary-build_ing plannin g committee?
Note: i) Write your answer in tl_ie'_ s_pace.'given below.

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

R L R T
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4.3 LIBRARY BUILDING CONSTRUCTION APPROACHES '

The construction of a llbrary building needs careful planning. It is the collaboratwe work
of the llbranan the engmeer an architect and the library committee.

4, 3 1 Functlonal Approach o - N | Q ' o _ |
_ In de51gn1ng a llbrary bulldlng, we have to ﬁrst se tie funct10ns of llbrary building
and then to think of the form. Tt is possible _th_at an aré @ responsible for demgnmg a hbrary
building, may give first preference to the fo%er than to the functions. But it is the

librarian’s duty to see that the building is mord¢functional. For this he has to imagine the
movements from floor to floor and th@glbﬂlty of each department He shall have to
undcrstand from the architect the prvisiong of natural hghtmg, prevention of direct stnlight
inside the library, ventilation, wm@ls cooling, heating, arttﬁmal lighting, floor covering,
mechanical means of communicatio®’and internal fittings. “The architect shall have to mark
out the furniture in each area in the way they will occupy the proposed bu1ld1ng Once the
mtenor desngn is complete its outer form w1ll take its- shape : : '

4.3.2 Part Played by the lerarlan in lerary Building Constructlon

The librarian should make preliminary investigations and should contmue itk thc final
details regardmg the fumlture and equlpment are worked out.

He shall have the’ followmg functtons _ _ _ _
. To know precmely the working of the institution for which the bu1ldmg is des:gned

. To use basic formulas and standards apphcable to various requnrements They
‘include : C : '

- number of books per shelf

~ - number of periodicals per ___sh_el_f Sl
: 'spa(_:e fo_r a reader ; | | |
- space for service points ;

- space for technical operations ; - -
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bound volumes of periodicals reference books, undersized books should be !determined. In
case of general space requirement the space required for a readet, technical;staff, gangway,
service desks should be determined. The number of seats to be provided for each category
of user in the library should also be determuned on the basis of an agreed'standard. The
determination of the areas on the basis of the standard is an important aspect of library planning,
Standards should also be applied in designing the furniture for technical servisf:e operations to
suit the needs of the library. '

4.3.6 Implication of growth ' '

The problems to growth and expansion must be kept in view in desifgning a library
building. The site should provide sufficient space for future expansion not only to the book -
stack area but also for more seating space for readers and the working 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 population, heavy demand on the library in service
and needs are some of the quantative factors makin g the growth and expansimfx inevitable.

S

The rate of growth must be slowed down but the policy of weeding out, storage
phenomenon, specialization and service implicatiOQ : -

4.3.7 Expansion policy _ .
The capacity for expansion of the librald be based on the following factors :
i

a)  Period of the service of thev@; X

b)  Anticipated develop ; ' _

¢}  Location of site : ' N
Vertical and Horizot@pansion : o

Expansion of an existing building can take piace in two ways : i
a) Vertically; _a_md

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.

b) Horizontal expansion ' _ -
!
Horizontal expansion is generally preferred. It helps the librarian to carry out the

expended functions on a single floor, It helps the architects in not 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 difficult in maintaining the administrative flow between the stacks and the reading

areas. Underground book storage has been created in some libraries but has been rejected as
|
well. o




UNIT -3 ORGANIZATIONAL STRUCTURE OF LIBRARIES
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3.1 Introduction
3.2 Purpose of Organizational Structure
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36  SummingUp | | B
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38  Assignments S O ' |
39 Recommcnded Books - ' :
- 3. 10 Glossary _ | | _ -. . : ?\
3.11 Model Examination Question Q~ e
3.0  AIMS AND OBJECT®

Library management is the process. that involves organized activities. An organizational
structure is built around the analysis of activities, responsibility for decisions, and relationships
which enable attainment of objectives. In this unit we WIH study the process and prmc1plcs of
organizational structure in some details, -

After studying this unit, you should be able to:

. ciplain the process of organizational structure.

* know di.fferont types of organizational strucfures.

. discuss the principles that help in crea_ting organizational structure.

* draw .organizational charts showing the ihter_connections, interrelations and .int.or |

dependence of different units.

3.1 INTRODUCTION

‘The terms ‘organization’ and orgamzatlona] structure’ are qultc often used
mterchangeably But a detailed analysis of the terms reveals the dlfforonce An organization

is defined as a co-operative endcavour of mdivlduals to achlove an obJectwo Tho orgamzauonal _
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structure specifies the roles of the individuals, their relationships, authority and responsibilities.
The structure emerges out of organizing process and governs the activities of pegple.

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

. . |
common mistakes that occur in the process. '

This unit discusses the purpose of organizational structures and the princip‘les and char-
acteristics that form the basis for them. The graphic presentation of structures for public,
academic and speciaf libraries brings clarity and helps to understand the conccptl.

32 PURPOSE OF ORGANIZATIONAL STRUCTURE |

In their long history libraries have accumulated set conceptions of functions and adopted
rigid methods which are not conductive for efficient working in the present gnvironment.
Libraries are becoming larger and larger involving more and more people and are|enc0unlering
complex problems. =

The main purpose of organizational structure isgo bring order out of chaos, remove

conflicts between people about the work and res ity and create an atimosphere for
teamwork. It ensures both horizontal and vertic

library. An organizational structure brings togefl

wfation between different units of the
cessary resources and arranges personnel
. _ i

so that work can be accomplished most efficient

Human nature being what it is, coopelgtion sometimes does not come easily. But a proper
organizational structure lets ever w what they are supposed 1o do. It'cléarly specifics
duties of each individual angd thus\gonfusion and unccrtainities are reduced. Authority,
responsibility and accoun become known to everybody. Thus perforfnance of the
organization is greatly improv

Self-check Exercise-1
What is the purpose of organizational structure?

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

ii) Compare your answer with the model answer given at the end qf this unit.

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

3.3  DIFFERENT TYPES OF ORGANIZATIONAL STRUCTURES

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




3.3.1 Bureaucratic Structure

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

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

ii)  Systematic division of labour based on specialization,

ii)  Framing of rules and regulations that ensure uniformity, coordination, continuity
and stability.

iv)  Impersonal retationship and unbiased execution.

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

3.3.2 Deparimentalization

This structure involves a rational grouping of activities intondifferent departments /sections

with the authority diminishing hierarchically lower down i
accepted that such grouping of activities into diff it yield best results. But the
characteristics used for division should be relevant 10 ose. '
Characteristics of Departmentalization

Different organizations follow differ acteristics for grouping activities into different
units. These characteristics have beepgdisciged bejow with particular reference to libraries.

a) Functions

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

b) Territory

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

¢) Users

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

d) Form of Resources

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

he Bine. It has been universally
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e) Process and Equipment

Libraries use this method for organizing different units, such as binding, photographs,
e . !
audio-visual materials, etc. :
- !
) Subject i

University and large Public Libraries use this method for organizing the departments viz.,
humanities, social sciences, sciences etc. This type of organizing is useful for providing in

depth reference service. It calls for subject background on the part of the staff. |

In addition to above mentioned characteristics, others like, products, languages are also

used for forming departinents. But subject territory, functions and form of materials are most

e |
commonly used methods i libraries. '
. I

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

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

Librarians (Manager) need study thoroughly the tasks to be accomplised, pcop'le involved in

accomplishing them, the users served and external environment and design suitable

departinentation, i

3.3.3 Project Organization

When special projects are taken up, the bureal@or departmental struc!tures will not
be able to cope with its management. The prgfe®prganization method has thits evolved. It
will be based on horizontal and diagonal and felatjdnships. The praject manager is given full
authority and responsibility for p[annin?gnizing and completing the project. Once the
project is completed, the structure gither Recomes defunct or is merged with the functional
organization of the structure, ' -

3.3.4 Network Structure ' !

- ~ . . - . - R - | I

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

Self-Check Exercise-2 l
i
List different types of organizational structures. What are the main features of burcaucralic
structure. o
Note: i) Give your answer in the space pfovided below, :
ii) Compare your answer with the model answer given at the end of this unit.




34  PRINCIPLES IN DESIGNING ORGANIZATIONAL STRUCTURES

We have discussed above various typeé of structure and their characteristics. i3ut we need
to bear in mind that irreSpective of the types, the success of different organizational structures
depends on certain useful principles of managemént. In Unit-1 of Block I these principles
have already been discussed. Here, only those principlcs that are relevant to designing
organizational structures have been mentioned. They are;

i) The Scalar principle

ii) Delegation of auth_oritj;_

iii) Centralization and deéc_nt.rzlilization_'
iv) Unity of command

v) Span of.control '

vi) Line and staff

vii) Functional Authority
viii) Coordination and integration | _ : 0
A brief description of these principles is provided ifow s
i) The Scalar Principles and the Vertical hierarchy :
The scalar prihcip]es emphasises the poin%is every organization there will be a

ultimate authority. It is necessary to cri authority for effective organnizational
functioning. The subordinate should knowMg whom he is responsible. He should understand
clearly his authority in relation to ployces . : _

In the process of rankmg of orgaffizational units the’ vcrtlcal ‘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 Deputy Libmrian,

Assistant Librarians, Library Assistants etc., consititute the line of authority.

ii) Delegatlon of Authority

In any large and complex organization, no one person would be able to manage it all
alone effictently. Dclcgallon of reponsibility becormes- absolutely essential. Delegation is the
transfer of authority within prescribed limits. Human nature being what it is, cooperation
sometimes does not come easily. But delegating authority and structuring work flow help
bring about w1llmg cooperation. lerary is a social system, where such cooperation is a dire
necessity. Delegation, therefore, is a means in organizing or structuring the library . The process
of delegation involves the consideration of the following points:

a)  The determination of the results expected
b)  Assignments of tasks

¢)  Delegation of authority for accomplishing these tasks and

~d) - The holding of people responsible for failure.
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iii} Centralization and Decentralization _ |

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

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

The factors that play important role in decentralization are managerial pHilosophy, staff
abilities and costs involved. !

vi) Unity of Command !

This principle implies that each employee in an organization should be reqponqlhle o
and receive orders from only onc supervisor. Dual authority creates confus[on and diffusion
of responsibility. '

- Such situations could be avoided by defining staff authority properly, l]'lCICdb]ng the role
of staff authority and clearly deciding the responsibilities of staff and tunctlonal authoritics.

v) Span of Centrol i

One important element in organizing pr is to guage properly as to how many persons -
that an individual can supervise, control an age cfficiently. Organizing is a sharing of
authority and responsibility. With sizablgaggowth and expansion, {ibraries have bécome com plex
organizations. No one therefore is capa%naking all the decisions all alone.

Span of control denotes ee of delegation and sharing and d!eciding about
reasonable number of sub , jnatesSone could supervise. The criteria used to determine the
@ il time involved in communication, According to management
experts the number of employees one could direct successfully range between 4 and 8

number are, assignment gi

vi) Line and Staff Positions . i

The concept of line and staff has been in vogue for many years, but it still ¢asuses friction
and difficulty. Therefore this concept has to be understood in proper perspecliv!e.

Line positions are concerned with the primary objectives of the organization. They are
held responsible and accountable and constitute the part of regular structure at different levels
of the organization. Where as staff positions aie created to provide advice, support and service
to the line positions, when libraries grow targer. These staff positions are extremely important.
Individuals with specialized expertise and skills are appointed as staff, particularly those who
can deal with the matters relating public relations, systems, planning, persmnneil, etc,

vii) Functional Authority i

o
Functional authority is the supervisory power excercised on a unit by a position outside

the organizational unit. In libraries, functional authority frequently develops,in the area of
specialists who work with children, young adults, etc. These specialists are called
“coordinators”, regardless of their title. They are expected to train the librarians in the unit in




their specnahtles The functional authonty should take care and see that the prm(:lp}e of umty
of command is not violated. ' '
viil) Coordination and Integration

In large libraries, creating different units is necc's:sary for ushering in required efficiency
and achieving the objectives. But those u’nits' 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 integration of
different functions . ' ) ' :

Self - Check Exercise-3

Enumerate the principles that ‘underlie the creation of an organizational structure in a
large library. -

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

ii) Compare your answer with thc'mode_l_answer given at the end of this unit.

35 ORGANIZATIONAL CH@ "
' In the prcv;ous sections, @ discussed elaborately the principles that need to be
considered for creating systematic Ofganizational stracture, its purpose and different types of
“structures. It will be appropriate and help in better understanding of the structure if
organizational charts are drawn for different types of libraries. Such charts will clearly indicate
the flow of authority and accountability, the -area of jurisdiction over functions, and
interrelationships. We will be able to get overall picture of the structure., Three charts
representing Public Library System in Andhra Pradesh, a University Library and a Spectal
Library have been given below:
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Self -Check Exercise-4

What purpose an Organizational Chart serves 7
Note: 1) Give your answer in the space provided below

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

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

36 SUMMING UP

Aﬁy formal organization is.expccted to function on the deliberate assignments of tasks,
functions, responsibility and authority. The Organization is nothing but an organism or structure
of integrated units. Proper structuring of units results in greater productivity and attainment
of organizational goals. It specifies how the division of work o be done. It also indicates .

~ organisation’s hierarchy and authority. A good and well plahgedtructure provides stability
and continuity to the organization and helps it in dealin internal and external environment
confidently. | | @ '

This unit has discussed in detail the purpo?ﬁrganizational structure and principles
that underlie the process of structuring. iffelent types of organizational structure have
been explained. To provide a better per organizational charts for different types of

libraries are given. @
37 MODEL ANSWERS

1. The Organizational structure serves the following purposes:

1) Helps remove conflicts between people about the work and responsibility.
iiy  Creates an atmosphere for team work
iii)  Ensures horizontal and vcrtlcal coordmatlon bctween dlfferent units,
1v)  Integrates all resources and personnel and helps accompllsh goals. _ oo s

2. - There are four types of organizational structures : (i) Bureaucratlc (ii)
Dcpartmentallzation (iii) Project Organization and (iv) Network Structure

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

iii) Frammg of rules and regulations for bringing in Umformlty and Coordmatlon,
Continuity and Stability. S

iv) Impcr_sonal relationship and unbiased execution. . : 53
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3. The Principles that underlie an organizational structure are :
iy The scalar principle ' ' i
ii)  Delegation of authority - : ' : I
iii)  Centralization and Decentralization - =
iv)  Unity of command
v)  Spanof Control - : . i
vi}  Line and staff positions

vii)  Functional authority |

viii) Coordination and integration. - I
4. The purposes an Organizational chart serves are :

i) Provides visual picture depicting horizontal and vertical divisions, |

ii)  Indicates clearly flow of authority area of jurisdiction and i_ntewclationshi-p

iti) ~ Guides top management in rational distril&tion of personnel. |

3.8. ASSIGNMENT \) |

'l." Visit any large library and draw anizatibnal chart.
k]

o

3.9 BECOMMENDED BOOK?‘

)’. - . ) . ' . ) | : .
" Evans, G. Edward, Managemer@ﬁques for Librarians. 2nd ed. New York : Academic

Press, 1983 % |
Martin, Lowell A. Organisa Structure of libraries. rev.ed. London ! scarecrow, 1996

Sharma, Chandrakant. Library management and organisation. Delhi. Shree Publishing House,
1983 ' |
Sueart, R.D. and Morgan, B.B. Library Management. 3rd ed. Littleton : I.;ibrér:ies Unlimited
Inc., 1987 '

3.10. GLOSSARY:

Bureaucratic Structure :  This kind of -organisational structure consists of control and
supervisions through a hierarchy of positions with authority
“and responsibility. - . |
Departmentalisation :  This is the structure that involves-a rational grouping of
activities into different departments / sections with the |
hierarchy bf'c'liminishing authority.

Delegation of Authority : It is the transfer of authority within prescribed limits,

. Network structure :  This structure through networking facilitates to share

resources, expertise and functions. ,
. . [




Organisa_tional Char_‘t oo - Ttis the chart whlch clearly indicates the flow of authority and
g ~ accountability, the area of Jurlsdlctlon over functions and

' interrelationships

Scalar Priaciple : Scalar principle shows a line of authority for effective
organisational functlomng and therc will be an ultimate
authority. '

' Unity of command : Each Employee of an organisation should be rcspon31ble 1o

and receive orders only from one supervisor. -

3.11 MODEL EXAMINATION QUESTIONS

1. Essay Questions

1.  What is organisational structure ? Explain different types of organisational
structures found in libraries. '

2. Explain Organjsational Chart of a library with a suitable illustratio. .

IL. Short Notes ' :
a) Network structure 0
b) Unity of Command ' O '

. 55



56

UNIT - 4 : LIBRARY BUILDING, FURNITURE &

Contents
4.0

4.1
42
4.3

4.4

4.5

4.6 .

4.7
4.8
49

EQUIPMENT

Aims and Objecﬁves

Introduction

Functions and Activities of Library Building

Library Building Construction - Approaches

43.1
432

433

434
4.3.5
4.3.6
437

442
443
444
445
446
447

Functional Approach

Part Played by the Librarian
Role of the Architect

Basic Points in Planning

Standard Specifications

Implications of Growth = 0

Expansion Policy
Designing & Library Building O

441

The Building Programm%_ '
The Site %

The Basic ing iationships _
The Areas%[.ibrary

Environmental Conditions _
Facilities and Equipments

Coloiur

Furniture and Equipment

4.5.1
452
453
454

455

Manufacture

Different items of Furniture

Different items of Equipment

Fumiture and Equipment used in important sections

Description of imp(jrtant items of Furniture & Equipment

Furniture Selection and Acquisition'

Furniture Standards and Specifications

Summing Up

Model Answers




4.10  Assignments
411 Recommended Books
412 Glossary

4.13 Model Examination Questions

40  AIMS AND OBJECTIVES

A library building should reflect the functional requirements of a library. This unit
explains the various approaches to designing and construction of a library building. This unit
also explains you the importahce of library furniture and equipment and stresses that the
manager 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.

After studying this unit, you will be familiar with

. the need for proper planning for a library building -
. the factors that are to be considered in planning

«  the furniture and equipinent required for a librar.y

. the need for the right type of furniture for the eff&%vc working of a library.

4.1 INTRODUCTION Q '
Library buildings house library collecti f various kinds, chicfly books and other

0

printed matter, seating accormmodations and O%a’cilitjes for library users. Before a library
building is constructed or even planne bet of tasks should be carried out. The persons -
directly concerned may include an archif§gt, the librarian and often several members of his
staff and construction engineer, @e library is built primarily for those who are to use it,
their needs should be kept in mind possibly they should be represenied in the planning.

It is always advisable to have a library building planning committee consisting of the
librarian, an architect, the engineer, a representatives of fhc library committee, governing board
representative and one or two representatives from the users. The preparation of programie
for the library building is generally, if not always, the most important single contribution by
the institution’s represeniatives, and seating accommodation, book storage, furniture and
equipment and aesthetics must be dealt with in any type of library. The details are different,
of course, but the general principles are the same. One of the great dangers in all planning of
library buildings is that in searching for formulas and rules, the librarian, the planning team,
and the architect will make the mistake of adopting blindly what has been used by others.
No two libraries are alike, but they have much in common whatever their type, clientele and
nationality. '
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42 FUNCTIONS AND ACTIVITIES OF LIBRARY BUILDING |

Functions \
Any library bulldmg should be able to cater generally to the followmg functlons
a) The effective techmcal operations of the library. - o ‘
b)  The effic1ent and rapid producuon of the library. _

¢}  The provision of quiet, comfortable and attractive areas for study. ‘

d)  The provisions of 1nd1v1dual and collectwe studtes for the users doing intensive
research work, ' -

e) The provision of facilities for developing reading habit.

1) The provision to fac1htate the contact of the users with the contents of| the library.

4] The storage and preservation of reading material.

h) The acces'mblht'y of the reading material to users without foss of time.i _
Activities

The details of the interidr of the building sho@ into consideration the fbllowing

activities : : : ' ' R
' a)  Book - preparation activity O . ' ' i

b}  Book - storage activity ?\ o :
¢) - Book - service activit% o - ‘ 3
These acti\;'ities should ehénd the present and the future needs. _ -

In planning a functiot% 1lding, those resp0n51ble must consider to the‘ followmg.

- essential poinis

a)  Providing guarters that will as far as possible ensure the preservation of the collections
' Le., creating proper atmosphenc conditions. But atmospheric conditions alone will not-
necessarily preserve the collections. Arrangements that will prevent their Ioss by
~ vandalism and theft must not be neglected _ ‘

b)- Comfort of the readers and staff i. ¢.; create conditions that enable the reader to forget
- about matters like temperature lighting, visual and auditory distractions. |

c)  Convenience : P]annmg should make it unnecessary for readers and staff to waste time
in travelling to reach the place. S : -

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




Self -Check Exercise - 1
What is the consti_tution of a library building Iplanning committee?
Note: i) Write your answer in the s_pace. given below.

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

I R e Rl L 7

..........................................................................................................................................................
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4.3  LIBRARY BUILDING CONSTRUCTION - APPROACHES

The cons'tructiou ofa ]ibrélry building needs careful planning. It is the collaborative work
of the librarian, the. englneer an architect and the library eomrmttee

4.3.1 Functional Approach

In desi gnmg a library buildin g, we have to flrsse the functions of library building

and then to think of the form. It is possible that an arSiitegt, responsible for designing a library
building, may give first preference to the for er than to the functions. But it is the
librarian’s duty to see that the building iggnor&functional. For this he has to imagine the
movements from floor to floor and th@ibilit}z of each department. He shall have to
understand from the architect the pqvisiods of natural lighting, prevention of direct sinlight
inside the library, ventilation, wim@ils, cooling, heating, artificial lighting, floor covering,
mechanical means of communication and internal fittings. The architect shall have to mark
out the furniture in each area in the way they will occupy the proposed bu11d1ng Once the
interior de51gn is complete its outer form w1ll take its shape o '
432 Part Played by the Librarian in Ll_brary Bulldmg Construction

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

He shall have the followmg funcnons
. To know precisely the working of the institution for which the buﬂdmg is designed.

* o use basic formuilas and standards appllcable to various requ1rements They
include :

- number of books per shelf

- number of periodicals per shelf
- space for a reader

- space for service points

- space for technical operations
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- space for gangways ;
- number of potential. users : |
- number and nature of .seats for.study. |
. To decide the categm‘y.of reading-space (like individual study, faculty study, group
study, seminar work, etc.) ' !

. To consider the special features for the library like auditorium, audioyvisual areas,
technical information area, reprographic area, ete. o

e To decide about the physical conveniences of users.
e To design the work-flow c.harts for main functioné of the lilbrary. |
. To translate into approxjmatc Square meters all the space require:meml.s. ..
» To determine the library personnel for the operations and services of the library.

. To study the possibility and advisability of further expansion.

. To examine the site in terms of area and size of the building !taking into
consideration the future expansion. :
. To state clearly the basic points of dggion imwefms of space and other requirements

desie .
° . To make definite rccommcndatioch major poinf. |

. To prepare a write-up of _the?‘principles and primary elements i|n design for
the guidance of the orgamigation and the architect. _ j
- ¢ To specify materials, eQ’Emcnt and fumiture for each area of the.build_ing.

Thus the role of th'e li% is very important. He should decide in consultatlon with
the architect the traffic patter®s, floor load, floor coverings, hghlmg, acoustlb problems,
ventilation and climatic problems. Sketches and drawings of each area as worked out should
be a guide for the final design. His advice at the stage of construction and [later in the

organization of various areas in the llbrary accordmg to the functions stated by him should be
available, -

4.3.3 Role of the Architect |
The architect is a coordinator. He is a master at blending the proper ideas worked with
architectural fez_ltures, materials and site. The architect should be willing to understand the
basic principles of design, spatial relationships and the philosophy of librarianship. It is very
helpful for the architect if the librarian takes him to some libraries to explain their working.
He has to prepare drawings and sketches for ail major functions of the library. His design
‘will be the graphic representation of the functions of the building which forms the construction
plan. '
An architect has the followin g three stages of work : - |
a) Preliminary sketches and drawings on the basis of the details worked out by the
librarian.

_ b) Working drawings and specifications. These include the drawings for architecture
60 structures, plumbing, electric connections, ventitation and site orientation work.




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

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

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

° Work-flow to determine the functional basis of each activity. This should include :
- users flow
maierial flow
_ - service flow

- operations flow
- storing flow o
_ _ control and supervision flow. 0
. Display area to be near the entrance.

. Circulation counter to be in the central p@sigion with easy access to public catalogue,
book stacks and reference.

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

. Reference area to be near th ¥ catalogue with a central reference desk.
. Main study area to be near the bOokstacks and on the main floor.
| . Periodicals are to be an integrated area for current periodicals.
. Carrels to face the outside wall of stacks.
. Multitier stacks to be as a solid stock.
. Processing departments to be interconnected as 4 consequence of the chain of operatiohs’
of a book.
’ Technical staff activity to be on the same floor.
. Modular concept 1o be nsed in construction.

4.3.5 Standard Specifications

The Standard specifications should relate to the following:
- Dimensions of shelving
- Shelf requirement
- General space requirement.

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




|
bound volumes of periodicals reference books, undersized books should be determined. In
case of general space requirement the space required for a reader, technical staff, gangway,
service desks should be determined. The number of seats to be provided for each category
of user in the library should also be determined on the basis of an & agreed Ltandard The
determination of the areas on the basis of the standard is an important aspect of library planning.

Standards should also be applied in. designing the furniture for technical scrwce operations to
sult the necds of the l1brary -

- 4.3.6 Impllcatlon of growth |

Thc prob]ems to growth and expansmn must be kept in view in dem%nmg a hbrary
building. ‘The site should provide sufficient space for future expansion not only to the book -
stack area but also for more seating space for readers and the working 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 population, heavy demand on the library in service
and needs are some of the quantative factors making the growth and expansion lnevmble

The rate of growth must be slowed down but the pohcy of weedmg out, storage
phenomenon, specialization and service implicati |

Qns )
_ i
437 Expansion policy _ 0 '

The capacity for expansion of the libra Id be baséd on the foilowing factors :
a)  Period of the service of thahigrary; =~ '
b}  Anticipated develop t;v’ ' |
¢)  Location of site. Q‘ ' L -
'Verticall and Hori?o@pansion I _ N o j

Expansion of an existing building can take place in two wiays :
a) Vertically; and
- b} Horizontally |
a) Vertical Expansion - - . O _
Vertical expansion is the best method for stack construction. It helps in tlye creation of
several tiers in stack units and in further additions to the tiers in future as well.,
b) Horizontal expansion ' |
Horizontal expansion is generally preferred. It helps the librarian to carry out the
-expended functions on a single floor. It helps the architects in not takmg the usk 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 difficult in maintaining the administrative flow between the stacks and the reading

|
areas. Underground book storagc has been created i in some libraries but has been rejected as

well



Sélf-Chéck Exercise' -2

What are the factors that determlne the expansion pohcy of a hbrary bulldm g construction ?
Note - 1) erte 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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44 DESIGNING A LIBRARY BUILDING

4.4.1 The Building brogramme
The librarian should write the bulldmg programme This will consist of a) Basic

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

“A. Basic Information : :
i} A statement of the hbrary philosophy which 1ncludeo
a) The lib;ary history ; ?‘
b)  The library objectives ; Q~
c) The library -policies. . >
it)  The building budget @

iii)  Any general statement not covered by the library philosophy

B, Bui.lding rcqui_rcmcnts. (for each space in building)
i} The name of the space:
ii) The typeﬂ and number of occupants.
iii)  The required area in sqliare feet.

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

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

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

vii) Alistof equipment required for the operatlon of the hbrary (such as typcwnters
reproduction machmes, pro_]ectors etc)




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

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

4.4.2 The site

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

4.4.3 The Basic Building Relationships

The first study which the architect may prepare is a flow or 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 relationshi o
to all others, It also clearly establishes how readers, children, staff and books move without
crossing or interfering with each other,

Keep the basic plan simple and avoid cornets and othcr. physical ob:;_truct;ions which will
complicate visual control of the space. o

Use the largest possible structural spans wh@udgct will permit.

Avoid fixed partitions.and_ built-in-fix _ ;

Consider the requirements of grogth | _ | : '

The structural walls and col ns%bc planned for the basic schedule.

The cetling height for any Wfci space is best determined by the architect.

Avoid nsing too ma@ows, but consider using windows for their psychological effect.

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

4.4.4 The Areas of Library

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

(a) The Entry | ” . |
The library must have only one main entrance which serves both as entrance and exist.
(b) The Exhibit Area

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

{¢) Reading Room

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

.. - bam




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

(d) The Circulation Desk - |
The desk must be centrally located since one staff member may have to handle everything

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

{e) The Catalogu:e

It must be located in an area easily accessible to the circulation desk, the books, and the
readers. Itisan area of activity and noise. A]Iow space for movement around the catalogue.

(f) Children’s Section

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

{g) Meeting Room or conference Room . B
: A meeting room is a desirable asset to any library no r how small it is. Meetings

can be held in children’s section when other pI‘OVlS@iSI. Provisions should be made for

the showing of films and slides. :

The reference section in a llbrar@"k community’s information storage cell. 1t is
important to plan it as a dead- cnf ea, with little or no traffic through it to any other

(h) Reference Areas

part of the library and keep it sepe <6 o the popular readmg room.
(i) The Books

Arranging books is a primary function of a library, Wall shelving will probéb[y be
it

W The Librarian’s Office

This is the only room in the building where the librarian can find the privacy to work, to

interview and to discuss problems with patrons and the staff. The room should be easily
accessible from the reading room and conveniently-located to the circulation desk and work
rOOTIL. ‘ . . . . S o :

(k) The Work Room

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

service entrance. The work room can be combined with staff room whﬂe ‘under tlghter
01rcumstances ' '

adequate. Traditional stacks can be added later if the growth of the library’s collections require -
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" (I) The Staff Room

The staff room should be located near the work room, on an outside wall with a window
and direct access to the staff toilet.

(m)} Public Convenience

Public toilets are a general nuisance to the public library. They create supervision
problems. They invite non-readers into the hibrary. They require maintenarice and up-keep.

* They should not be located directly off the main room and should be so [ocated that
children have easy access to them. They must be sound proof. A staff room toilet must be

“included in the programme. i

4.4.5 Environmental Conditions

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

The environmental conditions are created by:
Ventilation . | 0
lighting _
air conditionin g O
acoustics ?\

(a) Ventilation q~ |
Controlled ventilation t be ¥ specific requirement in any modern building. Tt is

preferable to opening window create dirt, dust, temperature and noise control problems.
The lack of proper ventilation may cause the readers and the staff to become drow y.

(b) Lighting o
Lighting the library building properly-is one of the essential design probléms. Light
intensity, glare, contrast and shadow control must be given sérious consideration throughout

the building, . '

(c) Air Conditioning

In a modern library building air conditioning is mandatory. The public 0fter!1 sees it as
an expensive luxury, but this is not so, especially when it is viewed in the light of a library
philosophy which encourages maximum public use of the facilities, and the preseirvation of
the materials for which: it was built. '

(d) Acoustics

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

building is an absolute necessity and measures to prevent or minimize diSturbing noise must
be part of the planning, :




4.4.6 Facilities and Equipment

(a) Telephone Service

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

(b) Fire-extinguishing Equipment

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

4,4.7 Colour

A library must be a dignified, cheerful and friendly place. The wrong colours can undo
the effect achieved by good space design. Keep the colours of the walls and ceiling in the
natural range of white. Let the furnishings and the displays be the dominant colours. The
reading surfaces must be light in colour. Restrict bright colours to small areas. Floor design
with marbelised patterns or mixed colours are preferable to simple pure colours, because dirt
and wear and less visible and the problems of maintenance are si mplified.

Self Check Exercise -3 Q ' ' '
What are the environmental conditions that are to bg.gonsi®¢fed while planning a library

building ?

Note : i) Write your answer in the space n below. _
it) Compare your answer witgeméel answer given at the end of this unit.

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

4.5  FURNITURE AND EQUIPMENT

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

. The library building in itself takes many years to get planned, designed and built yet
there is a tendency to delay the selection and the ordering of the furniture and equipment which
makes the library get going. Consequently, the furniture is not ready when the building is
complete. It is the “principle of simultaneity’ which is being pleaded here so that the occupation
of the library building does not get delayed. '
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4.5.1 Manufacture of Furniture and Equipment

- The furniture and equipment play a vital role in the functioning of a ltbrary Generally
library furniture is of three types according to their manufacture, i.e., wooden, metdl and plastic.

- The furniture is available as (i) Stock standard, and. (ii) Custom- bu11t !

i) Stock standard : The furniture and equipment made avai]able by manufactures

accordmg to some standard sizes. Stcel and plastic furniture are generally avallcpble as stock -

standard |

11; Custom-built : The furniture made to order in accordance with the specification of a

library,

It is advisable to visit some major libraries equipped with standard fumiture! and ﬁt'tings

and know their experiences before deciding on the purchase of furniture and equibment. :
| |
4 5 2 Different Items of Furniture '

For the sake of convemence and to understand and remember the various 1tems of
furniture, important ltems are listed below : = S |

- Reading Tables o _ | .
Readers Chairs - 0 | -
Book Shelves O | | N
Book Racks - Single Faced o | i

" Book Stacks - Double Faced ?\ : o
" Periodical Tables Q~ ' _ . |
. Display Racks | @ . l
. |

Pigeon hole cupboards

Coﬁnters .

Step Stools -~ ' _ | |
Atlas Stand | | I |
Map Stand or Rack Umbrella Stand |
Property Counter o | ' |

" Circulation Counter (Chargmg Desk)

' Newspaper Desk |
Reference Table : .' | |
Research Table o L _ |
Cubicle Tables - . |
Classification Tables |
Catalogﬁe Tables

| “Accessioning Tables




Binders Table

Counter Héight Shelves (Single Faced and Double Faced)

Officer’s tébies'and chair
Typist table and chair
Revolving Book Rack
Charging Tréys

Catalogue (Index) Cabinets
Recent Additions Shelves
Notice Bohrds ) |
Display Boards

Wooden Cuf;boards'

Steel Almyrahs (Storewells)
Wall Cupboards |
Book Exhibition cases
Book Trolly

' Dictionhry Stand

Bay guide Boards
4,5.3 Different Items of Equipment q o

For the sake of convenience@
equipment, important items are listed béfow:

Kardveyar

Kardex

Linedex

Remdex

Filing Cabinets

Microfilm Readers
Microfiche Readers
Micro-opaque Card Readers
Film Projector

Slide Projector. Audiovisual
Cassette Recorder

V'ideo Equipment (TV)

Vaccum Cleaner

o>
\g

understand and remember the various items of
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Desk Calculator

Office Calculator

- Typewriter

Telephone

Intercommunication (Intercom)

Hardpress:

. Paper Cutting Machine

Hard Board Cutting Machjne
Gilding Machine

Backing Machine

Stitching Machine

Duplicators (Office)

Duplicating Machine (Tech.)
Insect Killing Machine
Fumigation Chamber
Electric Slty'lus
Microfilming Unit

Reprogfaphic Unit

Book Stoppers \ Q‘

Graphdex . @
Fix-o-graph Boards

Numbering Machine

O
O
\g

4.5.4 Furniture and equipment used in Important Sections

Below are given different items of furniture and equipment used in important sections

of a library:
Section - Furniture Equipment

1) Acquisition Accessioning Table Filing Cabinet
(books and periodicals) Revolving book rack (to keep files)

(To keep reference toolé)
Wooden Cupboards

(to arrange the books received

department-wise)
Book trolly

~ Periodicals

Office calendar

. Numbering Machine

Kardex




2)

3)

4)

5)

6)

7

Technical

Circulation

Reference

Binding

Reading Hall

Stack Area

Classifiers table
Cataloguer Table
Wall Cupboards

Circulation Counter

Property Counter

(to keep personal belongings)
Charging Trays

(to arrange charging cards)
Catologue Cabinets

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

Step Stool

Atlas Stand
Map Stand

Dictionary Stand
Counter height sh@
Reference Tahle
Research Cub
Tabl»:f:Q~

mders Mable

%snding, repairing

an®inding of books

and back volumes of
journals)

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

Bceok Stacks
Book Racks

Step Stools

Book Stoppers
Bay Guide boards

Duplicating machine
Electric Stylus

Desk Calculator
(to collect fines)

. Kardveyer

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

Microfilming Unit
Reprographic Unit

Hard Press

Paper Cutting Machine
Hard Board Cutting
Machine

Gilding Machine
Backing Machine
Stitching Machine
Rounding Machine

Vaccum Cleaner
Fumigation Chamber
Insect-killing machine
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8) Fxtension Activity Book Exhibition Cases Film Projectors
' Slide Projectors
Casseliee Recorder
Video Equipment <

9) Office (main¢enance) Office Tables ' Typewriter
' Office Chairs : Telephone
Typist Chair Infercom
Notice Board Duplicator
Storewells : '
10)  Computer Section Computer Tables, Chairs Computer sysiems
' Wooden Cupbeards upPs

Bar-coding Machine

4.5.5 Description of Important Items of Furaiture and Equipment
i} Library Stacks

Book Storages are of various types : _

a) Book Shelves }

b)  Skeleton Book Racks 0
¢)  Library Stacks O

These may be made of wood or s
(a) Book Shelves: These ing used at homes where small numbé.r ol books are

e
housed. These may be hung 0%[5 or kept on the floor. These may be of various sizes
depending upon the needgmpm tWo and half feet height and half foot in tength. The width
may be usually 3 or 3.3 f%the depth depends upon the requirements and may be single-
faced or double-faced. |

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

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

Each unit rack on one side will have a range indicatos and index pocket, for easter cataloguing
and label holder for each shelf for effecient classification.



The height of stacks ranges trom 6’-6” to 7°-7” and, if necessary, more heights can also
be fabricated as a two-tier with suitable fittings. These stacks are also double-faced one (28
_shelves). Each shelf or panel will have two brackets on right and left sides, inserted strongly
to shelf ends. Brackets on left and right side will have two hooks at the rear and to {it into
the holes made to the stanchions. These shelves or panels are interchangeable, depending
upon the size of documents. The sliding book stopper and backrest fitied to the groove of the
individual shelf ensure proper display of books and prevent damage. The narrow vertical slots
made to the stanchion with every 1/4” range are meant for immediate shelf adjustments.

The overall specification of the library stacks are as follows:
Dimensions:

Overall Height: 2285 m.m.

The boftom half foot ar 6 should be left for ground cleafancc.
Sectional lengths:

Total length: 1,865 m.m,

This is measured from end to end pillar. Actual length of panel: 855 m.m. (33 w47).

Overall Width: 355 m.m. for single-faced. 0
5360 m.m. for double-faced.
Actual Width of Panel : 222m.m.

ii) Vaccum cleaner

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

In a library where dust acc ed on the books as well book stacks, they have to be
cleared and cleaned periodically to Keep those objects clean and tidy. This is a part and parcel
of the maintenance scction of the library. :

The main equipment consists of motor operated electrically. There are two types. of
operations, one is blowing out the dust and the other is sucking the dust. This handy portable
equipment fixed with a belt to be carried on shoulders will have a 6’ hose pipe fixed with a
10" nozzle, to operate the twin functions of sucking and blowing out dust. While sucking the
dust it will accumulate at the other end and where a cloth bag is attached and the same will
be cleared periodically.

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

This is an equipment meant for pertodical section in the library. This will facilitate 1o
have at a glance, a list of periodicals subscribed to by various departments, as a whole,
subscribed to by the library. '

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

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

(c)  The series of panels fitted to the circular upright roller. : .

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

(2)  The journals that are subscribed are typed on perforated strip sheet (madc only for this
purpose) are inserted on the sides of the panel frame.

(3} Depending upon the addition and deletion of thegounals subscribed to the perforated
strips can be inserted and stripped off, as the ca@ be.

{4}  The index frame will have the name of epartment for which the journals are
subscribed to : ;

A user, at aglance, can have ment ssment of the number ofjournhls that are
subscribed by the department Qcan make further enquiry later,

iv} Periodical Bisplay Rack

Libraries usually subscri eriodicals in addition to the books acquired. Just as the
books are arranged on shelves in a particular order, also the current periodicals are displayed
subject-wise for easy consultation and reference by the users.

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

In the Pigeon hole type, there are two parts. One is cupboard in the bottom and the
other pigeon hole at the top. The overall height, width and depth are 7-6” x 3°-0” x 1’-00”
(top) and 1 172 (fower portion) respectively. Each unrit of this type will hold 36 journals in the
pigeon hole part and the back issues of the same in the cupboard patt. The disadvantage in
this is, the journals cannot be displayed prominently, so as to be seen by the readers.

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

The third type (Inclined type) is more advantageous than the other two referred to above.
'The overall height, width and depth is 6"-67x4’x2’-2" respectively, This is a boxltype shell
with borizontal shelves, partitioned with four vertical, individual, hinged, wooden panels wilh




an inclination of 30 to the shelf plank, to give or to project better display and face-lift for the
entire journals. As the individual planks are hinged ones, it can be lifted easily and the
immediate back issues of the respective journals can be accommodated in that area for easy
reference. the bottom edge of each inclincd plank will hold a | (/4th wodden bead for resting
Journals. The entire rack will hold about 20 to 25 individual titles of the journals. All the modern
libraries are equipped with this kind of sophisticated display racks for better display and use.

v) Book Trolley

An ordinary book shelf made of wood or steel mounted on wheels with books in them is
called Book trolly. Depending on the number of books to be carried and wclght il can
withstand, the number of wheels to be fixed are suggested. Usually, the book troliey would
be 37-67 ht., 3° wide and 207 deep with two faces, double-faced of single-faced, with & handle
on either both sides or on one side only. This entire book trolley will have two or three
partitions to carry limited number of books at a time from one place to another place. The
book shelf is mounted on four wheels, which size may range from 4" to 9”. These wheels
are not ordinary ones made of steel or iron, but they are specially made with a batl-bearing
mechanism to have easy rolling movement. The type of wheels (castors) are mostly swiveled
type {movement of the wheel any side quickly and easily), wh: the trolley is moved or pushed.

The book wolley is used commonly in the library o ving books from circulation

section to stack areas; order section to technical snd from technical section to stack
area, and also at times with the stack area to diffefagdooks stacks. Every library should
have few books trolleys for easy movement of ‘@»'

vi} Charging Desk (Issue Counter)

Issue counter is an expensiy®item 0f furniture and cannot be replaced very often.
Therefore, much thought and ca on should go into estimating the requirements for
charging and discharging of books and into deciding upon the size and design of the counter,

[ssue counter has (o perform f(_jur functions.
1) Registration or new readers,

2) Charging or issue of books.

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

Obviously enough; the counter should also have adeq'uate she]ving space to keep the books

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

where the same library assistant has to perform both the Jobx there should be a few extra shelves
to keep important ready reference books.

_ There should be erough drawer space to file book cards of all the books lent out. The
space should be quite generously provided and the possible future increase in book issue should
be taken into account. These drawers should be able to accommodate the book cards used in
the library. The drawers also should be as near the seat of the clerk preferably on his right
hand side. If issue and return are to be administered separatcly, the drawers should be provided
ncar both the seats. L @ s T [((/]C'i 2(’
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Dimensions : The height of the counter facing the reader should be 40”. The width at
the top is usually kept 26 to 28 inches. Adequate knee space should be provided at all the
places where assistants have to sit and work. There also should be foot-rest to make sitting
comfortable for longer houss. '

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

A sleek elegant and functional counter should be prefered to a huge monolithic monsier.

Avoid having railings at the top which serve literally as a screen between the readers and the

librarian. Glass screen create cold formality become dirty and prove a hindrance to easy
conversation in low tones. Easy exchange of books is also not possible. 1t is surprising that
L.S.L 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
laminated plastic.

vii) Wicket Gate
Some libraries have a wicket gate near unter to control the traffic for security

‘reasons. The wicket gate, however, is no’ectivc check for unscrupulous readers. After
k

a period of time, it simply does n ork¥ It is better to have a janitor permancatly at the
gate. In India, where labour is co ely cheap it is not difficult to afford a janitor.

Viii) Kardex

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

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

b) Centralisation : All related data is housed in one pocket on different cards to increase
fact for speed decision making and action. '

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

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

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

¢) Control : Vividly colored signals along the title, highlight vital facts {contained within
the records), requiring executive action.

Lo
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f) Savings : Increased clerical output and a vast-saving in time means your investment
is wise one. Lower Costs and greater profits are available. ' '

This cqmpment is also ideal for business firms, viz, banks, bookshops departmental storcs
clubs, government, hospitals, insurance records, and allied organisations besides libraries.

They are also perfect in so many dpp]ications namely current pericdicals records,
borrowers records in the libraries, insurance records, materials contml pl’OdULthI’l control,
signature records etc.

" ix) Catalogue Cdbmet

Catologue cabmet is quite comphcated piece of furniture and must bc made by an
experienced carpenter out of highly seasoned wood. Ready made cabinets are also 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 ease.

2) The whole structure, including the drawers should be stgdy and made of hard wood
like teak, the wood used should be highly seasounal so that%& do not get stuck during-

the rainy season. _ _ _

3) It is better to have a modular cabinet rather t@ﬁg single piece structure having
hundreds of drawers, The standard recommend the L.S.L is of 24 drawers. It should
easily be of 30 drawers. Whatever size is sglegted g1l the units should have the same number

of drawers.
Dimensions : The stand shou inches high from the ground and the height of the
~ cabinet should not exceed 5 feet fromWyé ground. This ¢an .accommodate six trays vertically

and five trays horizontally.

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

2) A rod to hold the cards in position ;

b) Handle for pulling out trays conveniently;

¢) - Gravity action tray-catch td prevent the drawer from falling out;
d) A Wodden angle block inside the tray to keep the cards upright;

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




Self-Check Exercise -+ 4
(a) List of various types of periodical display racks.
Note : i}  Write your answer in the space given below.

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

4.6  FURNITURE SELECTI(%J D ACQUISITION
t

The following factors m akSn into account in the selection and acquisition of
furniture and equipment for the [Mgary ;

A)  Flexibility of arra@nt is desirable. Built-in furniture and equibment such as
catalogue cabinets, exMibition cases and loan desks should be avoided 4s-these are not
easily moved or expanded in the future,

B)  Whenever itis possible, book shelving should be standardised so that the parts are easily
interchangeable. The equipment as well as furniture should also be purchased in groups
of uniform sizes. Tables, chairs, counters and desks lend themselves to such treatment.

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

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

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

The selection of furniture is directly related to its intended function and Jocaton within
the library. It must fit the environment and achieve a character suitable for i_the' purpose it
serves. Therefore, it must be selected by the right person. Thompson is of the opinion that
the Librarian should always choose the shelving, catalogues, and technical equipment and the
architect should choose the chairs and tables, because these are the wares with which he is

78 concerned throughout his professional life.




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

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

47  FURNITURE STANDARDS AND SPECIFICATIONS

After five years of continuous tests, trails and experielﬁ librarian, the architects
and the interior designers have been able to develop certgin staMdids and specifications for

3

standardised dimensons in a library. The sign of jts prowding uncomfortable, unfunctional

library furniture and equipment. There are many obvig antages of having furniture of

and useless quality is avoided. Functional efficie ¥ secured with ease and convenience

and with least ado on the part of the library gdfinistiator. :
Bureau of Indian Standards {fo In®gn Standards Institution) had done pioneering

work in bringing out specification ibrary furniture. Its standard IS: 1829 (1961)
‘Specifications for library furniture an fittings, Part - I : Timber' was inserted in 1961.
It covers only a few items of furniture and that too not all of their aspects. It was revised in
1978. The dimensions of different items of furniture have been modified and the size and
shape of the control region altered, for optimum utilisation of space. Specification for
classification table and accession table have been delayed.

The second standard IS: 1829 (1977) ‘Specifications for Library furniture and fittings,

Part-II: Steel’ was adopted in 1977 and deals exclusively with the steei furniture required in
the library. There is a great need for a comprehensive standard for library furniture as we
find in other developed countries. It is learnt that the 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 aspbct, the students need not study this chapter as
a theoretical one, but enough if they understand the specification of each item, so that as
practicing librarians, they can entrust the work with confidence and extract the product nicely
to the S[Jecificeilion of users concerned.

It is not possible to list out all the ifems and their individual specifications. Hence the
most important items that are normally considered essential for any modern library is listed
in Section 4.2. '
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The items of furniture differ from library to library mostly on the basis of the type, size,
purpose, resources and objectives for which the library is established. Besides ISI, BSI and
other national standards institutes which release periodically the details of the specifications
of furniture, there are so many publications which clearly gives idea about them. So the student
need not feel disappointed when a particular piece of furniture is not listed out.

There are good number of publications in USA, UK and other Européan countries on
' this topic but they are not much useful to our Indian situation and context. Hence it is advised
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 library.

' The librarian should observe meticulously all the catalogues (illustrated brochures or
documents) relate to furnituse and fittings with their detailed specifications. The following
firms (suppliers) deal with library and their catalogues may be perused.

(a)  M/s. Godrej & Co., Mumbai
(b}  M/s, Vinar Systems, Kolkatta i
(¢) M/s. Curzon & Co., Chennai

(d) M/s. Mehra & Co., New Delhi. 0
(e)  M/s. Remington Rand & Co., l@a.
(fy  M/s. Methodex Ltd. :

Self-Check Exercise - 5

List the standards recommendt%neau of Indian Standards for timber and steel furniture.

Note :i) Write y wer in the space given below.

1) _Comparc your answer with the model answer given at the end of this unit.

48 SUMMING UP

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

In the final analysis, the design for a library building depends on so many varying factors
that it is unwise to accept at one standard rule, which can be applied in ail situations. However,
the successful design of a library depends to a large extent on the freedom used by its planners
and on their ability to adjust the material at hand to the specific problem. The'most important
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3 The environmental conditions

ingredient of a good building is common for the best library, its inception, development

ingredient of a good building is common for the best library, its inception, development and
execution becomes an art. The architect should therefore be free to use structure and material
as poet uses words, fo create beautiful forms and spaces not only to express and attractively
house the library functions, but to achieve the environment which 1$ most conductive to learning
and to enjoy the wonderful world which the library has to offer.

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

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

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

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

49  MODEL ANSWERS

1) A library building planning committee is constituted l@ilbraﬂan, an architect, an
engineer, a representative of the library committeg,govertfg board representative and
one or two representatives from the users.

2)  The factors that determine the expansion p%f library building construction are (i}

period of the service of the library; (jj) Ant¥ipated developments and (ii) location of
site. :
rc t

¢ considered while planning a library building
are - Ventilation, lighting, air-C oning and acoustics.

${a) The pefiodical display racks are of three types :
(i)  Pigeon-hole type;
(i)  Step type;
(iii) Inclined type.
4)(b) ‘Kardex’ is a vital record system used in serial control. Its advaﬁtages are :
(i)  Speed in retrieval of information _ __ |
(i)  All related data about a periodical is at one place (Centralisation)
(iiiy Convenience is slide withdrawl.
(iv) Cards are protected in pockeis

(v}  Saving of labour and time.
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5) The standards recommended by Bureau of Indian Standards for timber and stecl furniture
are: '

i} Specification for library furniture and fittings : Part - I: Timber (IS- 1829 1978) (First
revision) |

1) Specification for library furniture and fittings : Part-il :Steel (1S-1 829—1977}

4.10 ASSIGNMENTS

1), Explain the need and purpose of planning the library building ?
2} What are the different areas in a libréry building ?
3 Write short notes on the fo]]o»#ing :

a) Functional approach

b}  Expansion policy

c) Environmental conditions
4} Dréw a sketch of a Library Issue Counter (Charging Desk) for a college ilibrary?
5} Mention a detailed specification for a 1_2-draw$ta]oguc card cabinet ‘?’ _

e

6) Do you prefer furniture made of wood o steel?
why do you prefer? O
411 RECOMMENDED BOO%

Burean of Indian Standards : % |
18-1829-1978 Specificatj@Mfor Library fumiture and fittings. Part-I: Timber.

15-2672-1966 Code of & for library lighting. |
1S-41416-1976 Wooden shelving cabinets (adjustable type) (First revision) |

steel, what are the reasons? If wood,

15-26935-1974 Drawing fitting équipment (First revision)

IS-1883-1975 Metal Shelving racks (adjustable type) (Second revision) i
I8-3312-1974 Steel shelving Cabinets (adjustable type) !
18-3313-1974 Stcel Filing cabinets for general office purposes (F1rst revision)
1S-1829-1977 Spemﬁcanon for library furniture and flttlngs (P¢1r~II) Steel. |

IS-1553-1960 Primary elements in the design of llbrary bulldmg, code of practice relating |
to (Delhi: Indian Standard Institution)

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

Rajwant Singh. University Lzbmry Buildings in India. Delhi: Academic Publlcauons
984(Chapter 7)




Sharma, H.D. Library Buildings and Furniture. Jullunder: India Bibliographic Centre, 1972

(Part-I,p.83-104)

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

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

4,12 GLOSSARY

Architect

Expansion Policy

Functional approach

Kardex
L_ind_ex

Wicket Gate

One who designs plans for building and oversees their
construction.

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

It is the designing of a library building by analysing the

functions of a library.

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

Sibing in various departments at a

It is an equipment used japeriodCal section to have access to
- the list of periodicals ‘

glance.

It is a gate gear tAE circulation counter to have an effective
-check fov@aypulous readers and to control the traffic for

Secugiy reastns.
413 MODEL EXAMINATI%UESTIONS

1. Essay Questions

1) Explain the functions and act_ivities of library building.

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

3} Give a list of items of furniture and equipment required for a library.

Ii. Short Notes
a) Kardex

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

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

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

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

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

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

The Unit-8 of this block focussed on Library Statistics and Annual Reports. This unit
explains what is meant by statistics, sources of librar tatistics, processing and analysis, kinds
of statistics maintained in different sections of a li ald their purpose. Moreover, regarding

the annual reports the meaning, need, purposg.apd preflaration of annual report are explained.
A draft annual report of a university library provided. .
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UNIT -5: LIBRARY RULES AND REGULATIONS;
COMMITTEES

. Contents
5.0  Aims and Objectives
5.1 Imroduction |
5.2 lerary Rules and Regulatlonq
521 Need and Purpose of L1brary Rules

5.2.2 Enforcement of rules
523 Parameters of rules and regulatlons

524 lerary rules in different types of 11brar1e«;
5.3 Library Handbooksl Brochures
54 ‘Model Library Rules

5.5 Library Committees

5.51 Need and Purpose of Library Commltlee N
552 Types of Library Committees

5.5.3 Functions of Library Committees - | _ O
5.5.4 ‘Advantages of Library Committeesn, . -

. 355 Disad\_ra.ntages of Library Co in&?\ o
5.6 Role of Librarian in Library Com@meetings
5.7 Committees in Different T@Libraries_ |

| 5.7.1 Univeféi_fy and'Co.Ilege rarieé |

572 Special Libraries

5 1.3 Public Libraries
5.8 Summmg Up
5.9. Mode] Answers.
5.10 Assignments
5.11 .Rccommcndcd Bo_oks
5.12 Glo#sary |

5.13 Model Examination Questions

5.14 . Appendix - Library Rules and Regulations; Library Commlttee

5.0 Aﬁ\/ls AND OBJECTIVES

The successful funct_lomng of any St:rvicc organisation depends on a set of unambiguous
rules and regulations. ‘The staff and users of the library should have full knowledge of them
and should adhere to them. The rules and regulations required for day to day operation of a 85




Self-Check Exercise -2

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

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

5.2.3 Parameters of Rules and Regulations

The basic parameters of rules and regulations are common to all types of libraries.
However, the provisions in respect of specific issues will d¥fer from library to library depending
upon its nature. For example, university library reles Wy t be the same as those of a special
library. Even in some libraries, the same rules @t be applicable to all users. For example,
in university libraries rules relating to borrowi ould not be uniformly applicable to both

faculty members and users. v
The basic parameters may beQn“era ed as under: -

1) Address _ _ _ . C
- Name and Postal Addre elegraphic Address; Telephone/Telex/Fax N un‘fubers

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

Penalty for Loss or Damage of Documents
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5) Loan Services
Ref‘erencé Service
Intormation Retrieval and Literature Search Scrvices
Document Delivery Service (Providing photocopies)
Intgr-Library Loan Facilities
Charges for various services

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

Prohibit_ions on Smoking

7 General and Discretionary Powers of Librarians

The hbraly profession has been introducing various innovations in prowdmg services to
users. For examplc, literature scarch services, referral servicg, and document delivery service
were not included in ljbrzuy rules before 1940s. But no ibrarWto-day can afford to function

without offering them. Prowdlng on-line literature servi
library rules and regulaticns of a

as increasingly becoming a

common feature in many special libraries. As a
university library and those of a library attached to ampeSt-experience management education
(a special library). In addition, a set of mode is provided in Section 5.4. These will
enable you to better undersiand the {p¢18s thht govern the framing of library rules and
regulations. @

Self-check Exercise - 3 @

What should be contents of library rules and regulations?
Note : i) Write your answer in the space given below.

i) Check your answer with the model answers given at the end of this unit,
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Kerala 1989 ' ._ State Library Council ( Adv1<;0ry and w1th
' Authority)

In the Appe'ndix we reproduced the text of the Statute of a Univ.é'rsiify regarding the
consitution, duties and p‘owcrs of the Library Committee as an example. It can be inferred
from the nature of functions of Library Committees that they provide gulaance and advice to
the library and are not concerned with its day-to- day adml nistration. '

Self-Check Exercnse-S

Describe briefly the functions of the Statutory Committee in a University Library.
Note: i)~ Write your answer in the space provided below.
ii) Check your answer with the model answer provided at the end of this unit:

e T T

'5.5.4 Advantages of Library Commi%~

- a) Better Quality of Decision

A Committee bringg @ er experts from a variety of fields who prowde a w1de range
of knowledge and insights ’ are beyond the ablhty and scopc of any mdmdual decision-
maker, '

" b) Improved Coordination

In the course of committee discussion, members bccomc mcrcasmgly aware of the
activities of different units and their impact on the other units. This results in willing

~ coordination and cooperatlon among all units and help to achieve overall goals of the-

organlzatlon

¢) Enhanced Acceptance of Decisions -

DlSpdSSlOl‘latﬁ views and advice of commlttee members on crucial and cntlcal issues result

.in enhanced acceptarice of decisions by the library staff, adrmmstraﬂon and the user community.

d) Training lerarlans

Committee deliberations always serve as a tramm g ground for young llbrary executives.
They learn how to free themselves from parochial concerns of their individual units and think
of w1der 1ssues that confront the library as a whole

e). Dlspersmn of Power-

- To6 much concentrauon of powcr in one person is hkeiy to lead to abuse of power,

: _'favourmsm and erroneous and arbitrary decisions. Committees working at d1fferent levels

' hclp in decentralization and dlspcrswn of powers
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UNIT - 5: LIBRARY RULES AND REGULATIONS
 COMMITTEES .
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50  A8MS AND OBJECTIVES

The successful 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 should adhere to them. The rules and regulations required for day to day operation of a
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library are discussed in this unit. The library committees have been widely recognised as an
important mechanism for promoting coordination and cooperation, problems solving and
decision-making, and incorporated into the organisational structure of libraries. |

After studying this unit you will be able to

. explain the need and purpose of library rules and regulations.

. frame rules and regulations for a library and interpret them for the benefit of users

. explain the need and purpose of Library Committees

» identify different types of library committees and describe the functions of each
type - ]

. weigh the advantages and disadvantages of committees and functions of

committees in university, special and public libraries ' i
. describe the role played by the Librarian in arranging Committee Meetings.

51 INTRODUCTION

The library is a social organisation, which is creaté®for the benefit of the society. Society
needs libraries in order to make the records of civiligtiogtavailable to those who need them.
The libraries, thus function for the benefit of #iduals with the ultimate aim of creating a
cultured society of which an individual is me : i :

A library acquires varieties of gra%uords and is responsible for their organisation
and maximising their use and theig#ginteBance and preservation for the use of prosperity., It
has to serve the clientele without ®trimination. The management of librarjes to achieve

such objectives has becom pleXk affair. '
Rules may be defined aW#ws or regulations that is aimed at guiding the conduct of a

group of people and is uniformly applicable to all. In the library context, they cover both the
user commurﬁty as well as the library staff to ensure the smooth functioning of a library for
achieving its cbjectives. Library rules are essential for the proper upkeep of rca‘diing materials
and to ensure their use. Rules ensure maintenance of order and decorum, They enumerate
duties and serve the user community. The rules and reguiations should facilitate use and not
restrict it. Even whatever restrictions are imposed, they should, in the ultimate anz!llysis, benefit

the users. The rules should be written in simple and precise language leaving no room for

ambiguity. There should be no confusion in the minds of users about the proper use of library
materials and services offered by the library staff.

5.2  LIBRARY RULES AND REGULATIONS

5.2.1 Need and Purpose

The library rules provide guidance to the library staff in respect of their day-today work
as far as the users are concerned and such rules are useful in developing cordial staff-user

rclationships. Specifically properly framed rules serve the following purposes: :
. | .
. Provides guidance and direction in the use of library materials, facilities and

services




. Protect library property - documents, furnitures, etc., from damage and misusc;

. Prevent loss of library documents;

* Inform members or their privilegs and responsibilities;

. Maintain calm and congenial atmosphere in the library; and

. Empower library staff with authority to enforce the rules and regulations and often

using their discretion whenever necessary.

Self-Check Exercise -1
Explain the factors that justify the need of library rules and regulations.
Note : 1) Write your answer in the space below.

ii) Check your answer with the model answers'given at the end of this Unit.

5.2.2 Enforcement of Rules and Regnlatigns Q

‘ It is evident from the discussions th es and regulations are necessary for avoiding
confusion in the management of 1i resonrces. It is, therefore, necessary that proper care
1s taken while drafting the rules a sequently enforce them appropriately. There is a

tendency ameng certain sections of the society to feel that it is for others to observe the rules.
They are above the rules. It is, therefore, essential that rules should be framed in such a way
that they are enforceable. The draft rules should be discussed in the library committee and its
approval obtained. But, before adopting them all pros and cons of various provisions that
are to be adopted need be carefully considered. The contents should be presented in clear
and simple language. It needs to be appreciated that purpose of the rules is to help the readers
in proper use of library facilities and services and not to create hindrance.

The librarian has to act as a friend, philosopher and guide of the 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.
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Self-Check Exercise -2

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

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

5.2.3 Parameters of Rules and Regulations

The basic parameters of rules and regulations are common to ail types of libraries.
However, the provisions in respect of specific issues will 8ffer from library to l'ibraiy depending
upon its nature. For example, university library rules@t be the same as those of a special
library. Even in some libraries, the same rules ot be applicable to all users. For example,
in university libraries rules relating to honow]@)uld not be uniformty applicable to both

faculty members and users.
The basic parameters may be rgd as under:

e
1) Address _ ' 2

‘Name and Postal Add@legraphic Address; Telephone/Telex/Fax N un{bers

2) Workihg Days and Hours
Library Working Hours
Holidays
Working Hours on Holidays

3) Membership
Eligibility
Categories
4) Loan Facilities
Category of Library Documents Issued on Loan .
Number of Documents Issued to Different Category of Members
Duration of Loan

Overdue charges for Late Return of Docurnents

Penalty for Loss or Damage of Documents




3) Loan Services
- Reference Service
Infermation Retrieval and Literature Search Scrvices
Document Delivery Service (Providing photoéopies)
Inter-Library Loan Facilities

Charges for various services

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

Prohibitions on Smoking

7) General and Discretionary Powers of Librarians

The library profession has been introducing various i jons in providing services to
arvice™nd document delivery service

hrary to-day can afford to function

users. For example, literature search services, referra
were not included in library-rules before 1940s. Bu

without Jff‘ering them. Providing on-line litgsgture Services has increasingly becoming a

common feature in many special libraries. AN tesult, library rules and regulations of a

university library and those of a library g ed (b an post-experience management education
(a special library). In addition, a set of Mgdel rules is provided in Section 5.4. These will
enable you to better understan ctors that govern the framing of library rules and
regulaiions. -

Self-check Exercise - 3
What should be contents of library rules and regulations?
Note : i} Write your answer in the space given below.

ii) Check your answer with the model answers given at the end of this unit. .
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5.2.4 Library Ruies in Different Types of Libraries

As discussed in Section 5.2.3 although factors that govern the framing of rules are alrost
the same for all types of libraries, there arc variations in respect of several issues from library
te library. These variations occur because of several factors: '

Types of library - public, academic, research, etc.
Types of reading materials

Types of users

Types of services provided.

“The discussion below will provide some idea about university and special libraries in
the Indian context. ' :

(a) Public Libraries

|

Public libraries are ‘People’s universities’. All segments of society, house wii ves, children,
handicapped, professionals, students, etc., are entitled to utilize the services of pleb.liC libraries.
The nature of documents that are acquired to cater to their information needs widely differs
from university and special libraries. Extension serf§ge in public libraries is an essential
element. Even among public libraries at different@— distriet, block, mandal, village -
there would be variations in respect of workj ours, admission to the library, borrowing
privileges and types of services. 6

(b) University Libraries

Compared to public librari eadership form a homogeneous group consisting of
students, rescarches and teachers 1Ngniversity libraries. Obviously their information needs

and documents are differe those of the users of public library services. Textbooks,
journals and reference books hWE a predominant role. As such, borrowing [acilities, refererice,
documentation and bibliographical services, working hours have to be gearcd to these
requirements and need to be taken into consideration while framing rules and regulations in
university and college libraries.

(a) Special Libraries i

These libraries are subject or mission oriented. Small but highly specialiJed collecticn
and intensive service are peculiar to speciai libraries. CAS, SDI, Document Dehvery Service
become essential aspect of the functioning of a special library. All members of special libraries
generally enjoy equal privileges. Journal and Icport literature, patents, and nascent documents
get priority over books,

The rules and regulations in special libraries are framed in accordance with the working
hours and objectives of the parent organisation, of which the libraries are part,




Self-Check Exercise - 4

Briefly discuss the factors that effect variations in rules and regulations of puhlic, university
and special libraries,

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

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

53 LIBRARY HAND-ROOKS/BROCHURES

A modern library is expected to prepare a handbook/brouchure for the use of clientele.
These handbooks need to be given to all new entrants of (B library. They are useful in
educating the readers about the type of reading materi@ilable in the library, their
arrangement on shelves, free access to these ma@ and various types of services -

bibliographical, documentation, photocopying etc., vailable by the library.

The details as to what penalty would be inh%babout the misuse and loss of books and
late return of books are also included i
clear in the beginning itself will help libra

han¥books/brouchures. Making these matters
in avoiding clashes and embarassing situations
with the readers int day to day w sides the rules are useful in maximizing the use of
documents. Supplying handbook%chures to all users will result in saving their time as

well as the time of library staff. It helps in protection of library prosperty.

Details relating to location of different units, types of documents available in the library,
how to use public catalogue, what documentation, bibliographical and photocopying facilities
are provided and rules and regulations for using these facilities, are included in the handbooks/
brochures.

Self-Check Exercise-5

Write in five lines the utility of a library handbook.

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

11} Check your answer with the modeél answer given at the end of this unit.




54  MODEL LIBRARY RULES

A set of model rules in relation to a public library have been provided below.
1) Name of the Library:

2) Address:

3) Telephone and Telex Number :

4) Worklng hours:

The library will be kept open for public from 8.00 a.m. to 8.00 p.m. on all workmg days
and 9.00 a.m. to 5.00 p.m. on holidays and Sundays.

The issue counteer will be kept open daily from 10.00 a.m. to 4.00 p.n.

5) Membership and Loan Privileges !
Membership:

i) Any person iiving within the area of the library and guaranteed by ; a responsible
persen in his locality is eligible to enrol h1f';elf as a member.

ii} A person working in an institution witMg th§ area of the library shall produce a

guarantce from the head of his inspiteeion.
Enrolment ;

1) To get enrolled as a mer_nbe%rbon shall fil} up and sign a reglﬂ,trat}on form,
which can be had fre; ost dt the circulation counter.

i) A deposit of rupags fiftWhas to be paid towards enrollment. ' |

Membership Card/%

i) Each member will be given two readers tickets which entitle him 10 borrow two
books..

i) The membership will be valid for a year and need to be renewed.

(1) In case the member wants to withdraw membership, his deposit amount will be
returned, provided he returns all books due from him and pays overdue charges

if any.
Loss of Tickets:
i) If & member loses his ticket, he has to immediately report it to the librarian.

i) He will 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.

6) Borrowing of Books: i

3] A member is entitled to borrow one book against one ticket. !

11) The member shall satisfy himself, as to whether the book issued is in sound
physical condition, if not he shall bring the matter to the notice of the circulation




iif)

iv)

v}

vi)

vii)

incharge, dthcrwise the member shall be held responsible for any damage
discovered while returning the book. '

The books are issued for a fortnight and have to be returned on or before the
stipulated date.

A overdue chargé of 10 paise per day per book shall be levied after the cxpiry of
the due date.

Books borrowed could be renewed for another fortnight provided there is no
demand from other members.

The librarian will have power to recall the bock borrowed when required urgently.

Reference books, periodicals and rare books shall not be lent out.

viti) Borrower’s tickets are not transferable. Members shall be responsible for all the

hooks issued on their tickets.

7) ‘Loss or Damage of Books:

1)

Members shall be responsible for the safe custody and return of books borrowed.

Damage or loss of books shall be immediately rmto the librarian.

Members are liable to replace the damaged gglost s or pay the cost of books
as per cugrent market rates. 6

If one book of a set 1s damaged or l¢ ¢ members concerned shall be liable to
replace or pay the cost of the whole s

8) Use of the library:

i
i)
iii)

)
v)
vi)

vii)

viii)

Person desirous of usi@library shall enter his name and address legibly in
the gate register.

Person who is not of sound mind shall not be admitted to the library.

Sticks, umbrellas, bags and other personal articles shall be deposited at the property
counter and not to be taken inside the library.

Dogs and other animals shall not be admitted.
Sitence shall be strictly observed.
Smoking, eating and sleeping is strictly prohibited in the library. '

Members are free to browse and consuli the books and other reading materials
and leave them on the table after they finish with them.,

No person shall write, damage, make a mark or underline on any book or other

materials belonging 1o library.
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9) General :

library.

. i
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 woguld be liable to
lose the privilege of membership.

3.5 LIBRARY COMMITTEES

For the scientific management of modern complex organizations including libraries,
Committees have become indispensable organs. They act as modifier to the hierarchical
organizational system. Particularly in libraries, where organizationa! structures cut across
various departments and sections, Committee play a very important role. Committees provide
means to bring a wide variety of knowledge and experience to the operation of libraries, They
help libraries in stimulating the interest of the user community and keeping in touch with it.
Some Library Committees are statutory, while others are standing or adhoc in nature.
Depending on their nature, these committees are responsible for providing poliicy guidelines,

|
advising and making recommendations relating to different actmtlcs and programmes of the

i

Library committees are constituted in accorddge With the provision of statutes and acts.
In India all existing Public Library Acts and Swagutes Ot Universities contain such provision
which provide details about the constituti ommittees and their "unctions Library
Coimmittees are also formed by executiye orders. The role they are expected to play is
delineated in the order. In libraries atta autonomous institutions, the top raanagement,

in consultation with the librar ¥S Up the detail about the role and functions of such
commitiees. '

While discussing the y Committees, we must uaderstand the difference between
a Library Committee and a Library Authority. The Library Authority is f‘mpowered to perform
executive functions, whereas in most cases the Library Commitiee is zm advisory or
recommendatory body.
i

5.5.1 Need and Purpese of Library Committees

“ The factors listed below justify the need and explain the purpose of Lnbmry Commlttees

° All libraries are supported by public funds either fully or partly.- It is, therefore,
necessary for libraries to build a favourable image among the pubhc, about their

usefulness to public at large. The Library Committee can effecti «e}y build such
an image,

* - Depending upoen the nature of the library, library committees consist of members
from wider cross-section of the sociaty or from various departments and sections
of the concerned organizations possessing rich experience and e};pcﬂ:lcc This helps
in the effecient management and rational decision- -making.

2 The association of such members with the commiitee is helpful in obtaining support
and cooperation from various agencies particularty in getting adequate financial
support.




’ The coliective decisions of the comimittee provide the necessary strength and moral
authority 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 commitiees can play useful role in evaluating the library service and provide
apropriate advice and direction for the future development.

Self-Check Exercise-1
List out the factors that justify the need of Library Committees.
Note: i) Write your answer in the space provided below,

1i) Check your answer with the model answer provided at the end of this unit.

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

5.5.2 Types of Library Committees

A brief reference to different types of Wibrary Committees has been made in the sections
above. In this section a detailed a f different types of committees with examples will
be given,

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

The provisions made in the existing Public Library Acts in eight states are examples of
Statutory Committees at State level.

State Public Libraries Acts Lib_rary Committees (Nomenclature)

Tamil Nadu (Orginally Madras) 1948 State Library Committee (Advisory)

Andhra Pradesh 1960 AP Gi‘anthalaya Parishad (Advisory and

with Authority)

Karnataka 1965 State Library Authority (Advisory and with
: Authority)

Maharashtra 1967 State Library Council (Advisory)

West Bengal 1979 State Library Council (Advisory)

Manipur 1988 State Library Committee (Advisory)
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Kerala 1989 State Library Council (Advisory and with
Authority)

Haryana 1989 State Library Authority (Advisory)
Similar provisions also exist for committees at city and district levels.

The statutes of different universities in India have also provision for Library Commitiees.
For example, the Statute No. VIII of Osmania University Act, 1959, provides details about
the constitution, duties and powers of the Library Committee. (See Appendix)l

-b) Standing Committees: Thesc committees are created by executive orders of
universities or Library Authoritics in public libraries to carry out specific tasks, e.g. Book
Selection Committees, Grievances Committees, Welfare and Games Committees, etc. Faculty
wise committees constituted in university libraries for book selection are examples of this type.

¢) Sub-Committees: The Statutery Committees being quite large, sub-committees (often
Executive Committees) are formed to look after and ;ﬁrovide guidance in day-to-day
management. Also reporting committees constituted to investigate and get to the real situation
of certain aspects of library fall under this category, '

d) Task Forces : They are created by the head of the library to deal with specific problem
of task. Task forces are usvally formed to deal wigh coNgplex problems or tasks that involve a
number of organizational sub-units. For example Bu Commitiee, Disciplinary Committes,
Purchase Committee, etc,

set up by the Government eithgr at 3fate-level or all India level to advise them on the
- development of library syster rvices. Such committees cease to function once the
reports are submitted. Thefollowiyg two are good examples of Adhoc Committees.

¢) Adhoc Committees: Such CVLH&&S are not related to a particular library but are

1) The Cornnmi review the working of Andhra Pradesh Public Library Act,
1960 constituted under the Chairmanship of Justice Gopal Rao Ekbaote in 1978.

ii)  The Committee on private libraries constituted by the Government of AP, under

the Chairmanship of Sti Vavilala Gopalakrishnayya in 1978, !
111} Staff Selection Committees, Assessment & Promotion Committcés.

It should be noted that a library 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 statutory committees, standing committees for selectilon of books are
constituted. ‘




Self-Check Exercise-2

&) What are the different types of Committees? Provide examples.

Note: i) Write your answer in the spacé provided below.

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

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

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

'5.5.3 Functions of Statutory Committee

The functions of statutory com , as listed in acts and statutes may be summarized

as under:

Approve plané and policy guidelines
Allocate budgetted grants to different departments / subjects
Scrutinise and sanction proposals for major purchases involving capital expenditure

Approve guidelines for staff recruitment, assessment, promotions, staff

development, etc
Approve annual reports
Frame Library rules and regulations

Constitute committees for selection of staff and appoint task forces and
subcommittees for specific purposes providing terms and conditions.

Advise and suggest new programmes and activities

Look after all matters of importance that concern growth and development of the

library.
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In the Appendix we reproduced the text of the Statute of a University regarding the
consitution, duties and powers of the Library Committee as an example. It can be inferred
from the nature of functions of Library Committees that they provide gmddnce and advice to
the ltbrary and are not concerned with its day-to- day administration.

Self-Check Exercise-3

Describe briefly the functions of the Statutory Committee in a University Library.
Note: i) ~ Write your answer in the space provided below. .
!

it) Check your answer with the model] answer provided at the eni,d of this unit!

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

i L L T L T L T

5.5.4 Advantages of Library Committees O

a) Better Quality of Decisions

A Committee brings together éxp s from a variety of fields who provide a wide range
of knowledge and insights tha @ Reyond the ability and scope of any indi\fi’idual decision-
maker.

b) Improved Coqrdinﬁ% _ ' i

In the course of committee discussion, members become increasingly aware of the
activities of different units and their impact on the other units. This results in willing

 coordination and cooperation among all units and help to achieve overall goals of the

orgam zation,

¢) Enhanced Acceptance of Decisions S

Dispassionate views and advice of committee members on crucial and criti¢al jssues result
in enhanced acceptanice of decisions by the library staff, administration and the user coramunity.

d) Training Librarians

Committee deliberations always serve as a training ground for young hbra_ry executives,
They learn how to free themselves from parochlal concerns of their individual units and think
of wider issues that confront the library as a whole.

e) Dispersion of Power |

- Tod much concentrauon of power in one person is hkely to lead o abuse of power,

: favourmsm and erroneous and arbitrary decisions. Committees workmg at daffcrent levels

help in decentrahzanon and dlspcrsmn of powers




Thus, the Library Committees are necessary for overall growth and devclopment of
libraries and their wider acceptance by the Society.

'Self-Check Exercisc-4

Describe in five lines, the advantages of a Library Committee,
Note: i} Write your answer in the space provided below.

i) Check your answer with the mode! answer provided at the end of this unit.

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

5.5.5 Disadvantages of Library Committees

a) Waste of Time and Money

The Committee meetings may often cost the librap™Ngreat deal in terms of time and

money. Poorly managed cominittee meetings, in partic gcome uriproductive.

b) Individual Domination

Some individual members tend to domi roceedings of Committee Meetings which
may result in conflicts and create difficylgies iMgrriving at objective decisions.
¢} Delay in Action

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 feel responsible for the implications of the
decisions, they may be less careful in arriving at decisions. Librarians may find difficulty in
implementing such decisions,

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

56~ ROLE OF LIBRARIAN IN LIBRARY COMMITTEES

The librarian has to play a-significant role in the affairs of the library. His involvement
with the committee work at all stages is essential, the composition of committees, coavening
of meetings, active participation in the deliberations and taking effective follow-up action of

the decisions.’




a) Composition of Committees

The librarian shouid be familiar with provision of the acts and statutes l.hat govern the
functions of different Commiitees. Accordingly, he should suggest a pancl of members to the

- appropriate authority for constituting the Committee. 1t is a convention in university and
antonomous institutions that such a panel is always suggested by the llbmnan While

suggesting the names, the librarian should see that proper talent is available {o the library,

|
b) Convening of Meetings

The librarian is generally the convener or secretary of library committees. It is his duty
to convene meetings in accordance with the relevant statutes. He should corisult and find out
the convenient date from the Chairman for the meeting. It is also his responsibility to decide
in consuitation with his colleagues the agenda jtems and prepare backgrouﬁd notes on each
item supported by facts and figures. He sheuld ensure that agenda papers reach the members
well in advance. |

¢) Deliberations of the Meeting

Having a thorough knowledge of the working of the library, it becomces necessary for

the librarian to actively participate in the deliberatiags and assist the Committee in arriving at

proper decisions. He should also assist the Chalsganyand see that all raembers participate in
the discussion. He should record the procegdimgs ant prepare the drafi minutes of the meeting.
The draft should then be circulated to mdy for their cormments and finally approved by
the Chairman. The minutes as appmeged are generally ratified in the next meeting of tthe
committee. vs i

d) Implementation of Deci@ - |

After the minutes @'ﬂved, the librarian should initiate follow-up action. The extracts
from the minutes relevantd concerned divisions or sections should be forwarded to them for
taking appropriate action. Actions taken on various decisions of the Committee are generally
reported in subscquent meetings. |

Librariad, thus bas to play an active and key role at every state of meeting of Library
Committees. '

Self-Check Exercise - 5

Explain briefly the role of the Librarian in Committee Work.

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

|
i) Check your answer with the model answer provided at the end of this unit.




57 COMMITTEES IN DIFFERENT TYPES OF LIBRARIES

The Committees have come 1o stay all types of libraries. They help libraries in proper
functioning. The composition of committees vary because they would be constituted in
accordance with provisions of the relevant acts or statutes. Some committees are created
throucrh executive orders. It is seen that committees do exist in almost all Public Libraries,
University and College Libraries and in Special Libraries.

5.7.1 University and College Libraries

In all universities there is a provision in the statutes for forming Library Committee (See
Appendix of Statutory Library Committee of a University Library). Thesc statutory committees
consist of dean of faculties, senior university teachers, principals of campus colleges etc. The
Vice-Chancellor would be the Chairman and University Librarian as the Member-secretary.
These committees are responsible for framing policies and programmes, rules and regulations,
approving budget and evaluating services. Besides the statutory committee, sub-committees
or standing committees are constituted by the Library Committee. Book selection committees,
assessment committees, special project committees are good examples of these categories.

In college libraries, the Principal will be the Chairmanyof the Committee. Some teaching
saff members from various disciplines and college libragian %ill be members. The Coliege
Librarian acts as a Member-secretary or convener. _LOese mittees will be having more or
less the same powers and duties as University Lib mmittee, but jurisdiction is confined
to the working of that particular College Libgary.

5.7.2 Special Libraries

The Libraries of industrial con¥ns, research institutions and laboratories, business
organizations and various gov%t departrments invariably constitute library committees.
Usually the Director .of respe organization will be the Chairman and Librarian/
Documentation Officer act as the Member-Secretary. These Committees are advisory in nature
and are responsible to provide guidelines for the smooth and efficient running of the library.

Thus Library Comsnittee do exist in all types of libraries and contribute to their growth
and development.

5.7.3 Public Libraries

In the above sections, it has been clearly indicated as to how the existing Public Library
Laws contain provision for Comumittees 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 their powers and duties, how are the chairpersons and secretaries nominated/elected or
oceupy the position in their ex-officio capacity, etc.

Usually in Public Libraries, members of the Committee are drawn from public life; who
have contributed to the field of education or librarianship, some library experts, representatives
of Library Associations and ex-officio members. Librarian at state, city, district and branch/
block level serve as member secretaries of respective comimitiees. Depending on their levels
these committees enjoy powers to plan and make policies, evaluate and oversee the services
offered by the library system in the state.
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. Self-Check Exercise-6

Briefly expiain the composition of Library Commiitees in a public, university and special
library. :

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

it)  Check your answer with the madel answer provided at the end of this unit.

e e e R
e e e R A

58 SUMMING UP - -

The rules and regulations are necessary for all libraries for disciplined and systematic
operations. They shouid be drafted using simple and olgar language. The contents should
include all factors like working hours, enrollment ofageners, the propet use of materials,
stipulations for loan of documents, provision for pggagding™6cumentation, referral, inter-library
loan and other modern services and facilities.

Information about rales and facilitie: ided should be disseminated among all users
of library through a handbook/broc re%t they could he aware of their rights and
rcsponsibilitie’é and altow the libr nction smoothly. The basic philosophy behind
framing the library rules should,be maRimising the use of library resources and services.

It has been universally ac that the role of Library Committee is irery important for
growth and development of all types of libraries, whether it is a special library, university or
college library or a public library. '

These committees are of different types - statutory, standing or adhoc. They meet
periodicaily and take decisions that are vseful for libraries to serve their respective communities -
meantngfully. They may be advisory or executive in nature.

By and large, the head of institution will be the chairman and librarian as the member- -
secrefary of the committee. Expert members from user communities will also be therc on
Library Committees. Their unbiased and balanced views are of immense value for libraries to
serve as socially accepted useful institutions.

59 MODEL ANSWERS

1) The factors that justify the need of rules and regulations are as under:

1) To provide guidance and directions to users in the use of library mater 1als 1a<:11111es
and services, '

it)  To protect documents and other properties of the library from damage and misuse.




ii1)

iv)

To inform library users of their rights and responsibilities.

To help library staff in knowing their authority and proper interpretation of rules.

2) The attitude of the Librarian while interpreting the rules :

1)

ii) |

iii)

The tibrarian should bear in mind that basic philosophy behind framing the rules
is the optimal use of library materials and services.

He should therefore act as a friend philosopher and guide to users while
interpreting the ruies.

The faculties of humour, patience, resourcefulness, sympathy and empathy should
convince the users with his point of view and acceptance of the wrong done
without bifterness

He should be firm and polite.

The librarian should use the feedback received from clientele for improving the
services and facilities.

3) The important contents of library rules and regulations are provided below :

i} Name, address and telephone number.
if)  Working hours : |
iii)  Eligibility for membership O
iv)  Borrowing privileges ?\
v)  Proper use of library prop —
vi)  Compensation for m% damage done to the library property.
vii)  Services offered - inter[Mfary loan, documentation, referral, supply of copies of
documents, ete. :
vil)  Discretionary powers of librarian.
4) Factors that effect variations in library rules and regulations of Public, University and

Special libraries are as follows :

i)
i1)

iii)

The working hours differ in these three types of libraries.

The clientele in university and special libraries are homogeneous, but in public
libraries all members of the community without any discremination are entitled
to use the services.

The quality and forms of documents acquired vary in these libraries owing to
variations of clientele and their information needs.

5) The items that included in library handbooks/brochures.

A floor plan indicating difterent units of the library. .
The different types of decuments their arrangements of racks in helpful sequence.,
Brief explanatioh of classification scheme used and cataloguing entrics prepered.

Bibliographical and documentation services offered.
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V) Ph;:utocop.ying facilities i
vi)  Libraty rules and regulations.
vii) Names of senior officers. | o
vili) Special .features, if any |
6) Factors that justify Library Committees are :
i} To build an image among public about libraries bcing usefu! service agencies.

ii)  Therich experience and expertise and unbiased views of committee members help

in efficient management of libraries. \

iii)  The decisions arrived at provide confidence and strength to library stail in

implementing plans and policies.

iv)  Operating through committees results in democratization, decentralization and
coordination of library activities. '

v)  The deliberations of Library Committees provide right direction for future growth

' and development. . I
7(a) Different types of Library Committees. 0
Types | Exa | |
Sfatﬁtory Committees ler&mmlttee of a Un1vers1ty, Andhra Pradesh
alaya Parshad. :
Standing Committee < E Bbok Selection Commlttecs Grievances Commiitees
Adhoc Committee Ekbote Committee for the Review of Andhra Pradesh

Public Library Act (1960}; Vavilela Committee on
Private Libraries in A.P.

Sub-Comumnittees Executive committee to manage City Granthalaya
Samstha; Reporting committees. '

Task forces Committee Constituted for Computérization of
Library Operations; Disciplinary committee. '

7 - (b) Nomenclatures of Public Library-Committees at State Level according to provisions
in the existing Act.

Andhra Pradesh Act 1960 Granthalaya Parishad (Executive Powe:;rs)

Haryana Act 1989 State Library Authority (Advisory)

Karnataka Act 1965 State Library Authority (Advisory w1th Executive
Powers)

Kerala Act 1989 - _ ~ State Library Council (Advisory with Executive
Powers)

Maharastra Act 1967 State Library Council (Advisory)

Manipur Act 1988 State Library Committee (Advisory) |

Tamil Nadu Act 1988 State Library Committee (Advisory)

West Bengal Act 1979 State Library Council (Advisory)



8) Functions of S'tat.utory Comfnittee of a Unive'rsity Library: ,
Approve policies, plans, budget, annual reports etc;
Allocate budgeted grants to dlfferent Departmcnts College lerarle';
Sanction capital expenditure for major items;
Frame library rules and regulations;
.Con stitute selection commi_ttees, task forces, etc.

9) Advantages of having Library Committees

i) Better quality decision owing to participation of outside experts, lebllC men who
are interested in libraries;

i1)  lmproved coordination among different sections of the l:brary re%u]tmg in
achieving objectives;

ity Acceptance of decisions by library staff, users, public at large and administration;

—iy— Dispersion_ o_f_n_o_wq gl_nd making libraries a meamngful democratlc service
agencies;

v)  Training for library staff - the unbaised, dispassignatd} expert views of members
expressed during-deliberations of the mee@ow such training.

10) Role of Librarians in Committee work.
i) Suggests panel for composition of th mittee;

(i}  Prepare agenda and relevant @ gound notes to enable members to participate
meaningfully in the delibggatioMand communicate them well in advance;

i}  Actively parti.cipate an e discussion during deliberations of the meeting;
iv)  Prepare minutes, get thern approved, and take follow-up action.
11) Composition of Library Committees in Public, University and Special Libraries.

In Public Libraries, the members of the committee would be public men of standing,
officials, educationists and representatives of professional association. The State Librarian
would be the Member-Secretary and Chairman would be either nominated by the Government
. orelected by Committee members. '

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

In Special Libraries, the head of the Institution would be the Chairman of the Library
Committee. The Committee also includes senior professionals and officials and might also
include a few outside experts. The Librarian/Documentation Officer would act as the
Convenor / Member - Secr'etary. '
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510 ASSIGNMENTS -
1) Visit the City or District Central Library and note down important provisions from
its rules and regulations.

2)  Get bold of any handbook/brouchure from a special library and note down its
contents. '

3)  Briefly describe the functions of AP Granthalaya Parishad.

4)  List out the statutory provisions for Library Committee or any University Library
in AP '

5)  Explain the Constitution and working of Book Selection Committees in the state
Central Library, Hyderabad or any University Library. .

511 RECOMMENDED BOOKS

Evans, G. Edward. Management Technigues for librarians. 2nd ed. New York. Academic
Press. 1983 ' . . . -

Mittal, R.L. Library Administration : Theory and Prlgtice. 5th ed. New Delhi: Metropolitan
Book Co., 1987

Ranganathan, S.R. Library Administration. . Bombay: Asia Publishing House, 1939

Ranganathan, S.R. Library Manual forglibrarYAuthorities, Librarians and Libmry Workers.
2nd ed. Bangalore: Sarada Ranganatha wment for Library Science, 1988,

Stueart, R.D. and Mogan, B.B.th Management. 3rd cd. Littleton: Libraries Unlimited

Inc., 1987,
512 GLOSSARY Q)

Adhoc Committees : These committees are not related to any particular
library but set up by either state or central governmenti
to advise them on the development of library systems
and services.

Document Delivery . : Supplying photocopies and documents.
Floor Chart : Mapping of the floor indicating the location of different
- units.

Referral Service : Directing user to appropriate organisations/ source
where information required will be available.

Regulations T T Guidelines that govern the conduct, procedure etc.

Standing Committees : These Committees are created by executive orders of
Universities or Library authorities to carry out specific
tasks.

Statutory Committees : These are the committees constituted in accordance

with the provision of the acts or statutes of the
concerned organisations.




Task Forces ' ' :  These are one kind of committees created by the head
of the library to deal with a SpeCIfIC task.

5.13 MODEL EXAMINATION QUESTIONS

I. Essay Questions _ _
1) Discuss the need and purpose of Library Rules and Regulations.
2)  Enumerate various typeS of library committees and explain their functions.

3}  Explain briefly about different type of commiitees you find in academic and public
libraries. ' '

I1. Short Notes
a) Model Library rules

b) Sta.ndirig Cominittees

514 APPENDIX: RULES AND REGULATIONS OF AUNIVERSITY

. LIBRAR St
o : 0 | Appendix - A
Ru!és of a University L

(Sourcé Oﬁmfmia Univemrary)

1. WORKING DAYS AND HOURS OF THE RY -
 The library will remain-gpen on all dQﬂldm g holidays and Sundays except six days

in a year which will be notified on thgmptice Woard of the Library.

The timings of the Library wi rom 9.00 a.m. to 9.00 p.m. During Sundays'and

_ holidays the library will be kept open from 10.00 a.m. to 4.30 p.m.

The working houré of the Lcnding Section will be from 9.00 a.m. to 4.30 p.m. on ail
working days and 10.00 a.m. to to 4.30. p.m. on holidays and Sundays.

2. LIBRARY MEMBERSHIP
The following c_ategoricé of persons are eligible to enrol themselves as members of the
Library:
A Members of the University Syndicate, i} Shall borrow two volumes at a time

the Academic Council and the Senate without making any deposit.

B. Teachers of the .

i} University L i) Shall borrow six volumes at a time .

ii) Constituent Colleges and i) Three volumes at a time -

iii} Gazetted Officers Working in the iii) Three Volumes at a_lime. '
Campus .

{No deposit will be collccted fromi,
ii, and #il.)
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iv) Research/Technical Assistants and
Temporary employees of the Campus
Colleges not below the rank of LDC

C. 1) Registered Graduates of the University

i) Serious minded readers who can become
members with the special permission of
the Librarian, :

b) Retired Teachers of Campus and Consti-
tuent Colleges of Osmania University.

’ |
iv) Shall borrow two volumes at a time.

Permanent employees working in

the Campus not below th; rank of
L.D.C.s shall borrow two volumes at a
time without making anyldeposu

shall make a deposit of Rs. 100/- and pay

“an annual fees of Rs. 50/-. They can

borrow two volumes at a{ime

Shall make a deposit of Re. 100/- and pay
an annual fee of Rs. 50/-.| They can of
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 t.lme | .

E. a) Research Scholars (Ph.D. Studeﬁts) a) Shall make a deposit of- Rs 50/- and can
borrow 5 volumes at a time.

b) M.A., M.Sc.M.Com, M.Tech, b). shall borrow 4 vols. at a thme.
M.C.J, M.L.LSc & M.Ed o R I

¢) BE.,B.Tech, LLB, B.CJ. and 09@ borrow 2 vols. at a time.
" and B.Lib. Sci., : '

\ : _ | _
Post-Graduate students of consituo ~ shall make a deposit of of Rs. 50/- and
tent colleges borrow 3 vols. at a time. |

F ) __l_\;lembcrship in more- t—han-onc?fcgory or ciass is not permissible, |

ii} Casual students be any other students of the' Campus Col]eges

G. i) Members of ¢ " may retain books for a pcnod not exceeding one e month
and others for ight, provided that the Librarian may at z;my| time recall a
volume for special reasons.

i) Books shall be issued to the members of the teaching staff of the Constituent and
Affiliated Colleges on the resp0n51b111ty of the Punmpals of |the Colleges
concerned. _ : \ !

iii) For the purpose of these rules any work which is seperately bound shall mean a

“Volume”. |

3. DEPOSIT i

The deposit will be refunded to the Depositor when he ceases to be a member. A week’s ..
notice must be givcn by members of categories *C’ and ‘D’ before a deposit is withdrawn.

No deposit will be repaid until all the books outslandmg against a membcr s name and
the borrowers tickets issued to him are retumed to the Library and all fines and other dues are
. paid, o . : |

- 4, MODE OF ISSUE

'i) Every member, including the members of the teachm g staff shall be prowdcd with
borrowers’ tickets which must be produced every time books are Borrowed. If

108




i)

iii)

v)
W)

vi)

vil)

the ticket is lost, a hew one wi'll be issued only on payment of Rs. 1/-. In case of
student members no fresh cards w1ll be issued if they loose any of the cards during
the academic year. '

The borrowers will be responsible for all the books borrowed on their tickets and
for alt fines payable against them. Membess are not allowed to sub-fend the books
to the others: '

Members shall see that books have been properly issued and returned on their

cards. It is difficult to rectify mistakes lateron. . - I

Tickets are not transferable

Books will not be_é_ent by post IS

e

Any book which js.-tﬁm'ija_r_grily in great demand shéll be issued for such shorter
period, as be necessary, or temporarily declared as a reference book under Rule
7. Loans may at any time be terminated by the order of the Librarian.

Before leaving ihe counter thie borrower shall satisfy hlmself that the book lent to

himisi 1'f1“goou'g6{:“"‘”“ and if it is not. he/she s shall. 1mmechate1v bring the matter

Lt

liable for replacement of the book by a soundhgopyjor pay the cost of the book

to the notice of the Issue Clerk and get it stz@ Otherwise the borrower is

(See 6 1v) .
viii) - Books will be issued to students only on@ction of their own Identity Cad.

5. BOOKS OVERDUE . Q

i)

ii)

iii)

iv)

If a book is not returned b@kmbers of category ‘E.’ when due, charge of

Ten paise per volume g day $hall be levied. In case of all other members the .
~ fine shall be 25 palqe%

ume per day

The maximum amount of fine to be collected shall bc Rs. 10/- or 50% of the cost

of the books whichever is hi ghest.

. No intimation will be given to members of Class ‘E’ of the dates when the books

fall due. For members of other classes a reminder will be served informing them
that the books are due and asking them to return the books as fine on those books
is being levied.

A member againsf whom any amount is overdue or other charges are outstanding
for a fortnight will not be allowed to borrow books untill he has paid the amount
due.

Books may be re-issued for a future period of a month or a fortnight, as the case
may be, provided:

a) the book is actually brought to the Library.

b) no other reader has applied for the book in the meantime.
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6. USE OF BOOKS

1)
1i)

7. REFER

b)
<)

d)

g

Note :

All markings, underlining etc. on books shall be absolutely forbidden.

No tracing or mechanical reproduction shall be made without express permission
from the Librarian.

Before leaving the Library, readers shall return to the assistant at the Counter any
books or maps which they have taken for consultations.

Readers shall be responsible to any damage or injury doue to the books or other
property belonging to the Library shall be required to replace such books or other
property damaged-Gi-injured, or pay the replaceable vaiue thereof. Those found
guilty of damaging the bd ks shall be debarred from the Library in consultation
with the concerned Deans. If any one book Gf a set is lost or damaged the whole
set will have to be replaced. In case of ordinary book one has to payithe (current)
cost if the title is in print. For out of print tlt]es 4 times of the cost of book shall
be collected. :

DNOE ROOKR o
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Books of the following description shall not be @ :- :
a)  Current periodicals. (In special ci tanc®s bound volumes of periodicals not

I
exceeding two in number shall be @' a period not exceeding one week to the
members of the University, f and Research Students at the discretion of the
Librarian) '

Dictionaries and otheme reference.
Maps <a; -
Rare and Valuable Wéoks.

Manuscripts
Books specially reserved under the instruction of the Heads of the Départments.

A new book shall not be taken out of the Library during the first fortmght after it
has been classified and catalogucd

Members of the categories ‘A’ and ‘B’ may be permitted in special cases to borrow
any of these books for such specified period as the Vice-Chancellor may determine.

8. TEXT BOOKS

The Text Book collection is intended only for Post-Graduate students. Two copies of
each text-book will be kept in Text-Book section for consultation in the Library premises only
against identity cards. They will not be fent out. They have to return these textbooks while
leaving the Library and take back their 1deut1ty card. |

9. RESEARCH CARRELS

There are at present only 80 carrels and as such admission to these carrels shall be
restricted.




i)  The carrels shall be alloted to the following :-
(1) For full-time M.Phil and Ph.D. research work.
(2) Teacher candidates who are doing Ph.D.. research work.
(3) UGC research scholars, professors
{(4) Temporary assignments.

ii)  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 year's standing after registration. Seniority shall be taken into
consideration as far as possible.

iiiy  Research scholars, if they do not use the Research Carre] for a week continuously
shall forfeit the carrel and will have to get it realloted.

iv)  The carrel shall not be used for taking tea or lunches. The research scholar shall

— - - be-soleley responsible for the furniture and other fixtures in the hall and also for
the key handed over to him. If the key of the carre! is lost by him/her, he/she
shall have to zeplace the key.

'v)  Misuse of the carrels shall result in forfeiting, @t of the Carrel. In addition
the University-Libr arian in consultation with the , shall take any other action
deems necessary. SR -

vi)  Research carre! wili be allotted tc; anly suc Research schoiars-who have passed
their Pre-Phd. / M. Phil Entragce T8t dnd enrolféd themselves-as a member of
the Library. > R

vii) A Research Scholar etain% carrel for a period not cxcecding 2 years: The
time limit may be exte y another 6 months if the concerned Dean approves
of it.

vii) A register shall be maintained to observe the attendance of the research scholars
who are alloted the carrels. -

ix) ' Library books should not be taken inside the carrels.

x)  The Research carrel hall could be used only from 10.00 a.m. to 9.00 p.m. on
working days and 10.00 a.m. to 4.30 p.m. on holidays.

- 10. THESES

1) All theses and M.Phil Dessertations in all subjects, forwarded by the Registrar 0
the Library, shall be placed in the University Library.

ii) All theses shall be kept in book cases and shall be grouped z_iccording to subjects.
Each thesis shall be duly entered in the special theses index. : '

1i1) All theses shall be available for persual on demand to readers in the University

Library. The readers shall be also give an undertaking to the University Librarian,
on a prescribed form, regarding the use made of the manuscripts.
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GENERAL RULES

. ] :
1. Books may be consulted in the Library by the members of the University, students of
the university and of the affiliated colleges and others who have obtained the special permission
of the Librarian. : . !

2. Members desirous of using the Library sh.all enter their names legibly iin a register at
; the entrance and will be allowed to carry only a notebook with them All othei articles shall
i be deposited at the counter. ‘ .
' |
|

3. Strict silence should be maintained in the Library. _
4. Spitting, smoking and other offensive or objectionable practices are .str'ictly prohibited.

5. Any one who violates the rules and rcgulatlons of the Library would be llab}e to lose
their prl\nlage of Membership.

APPENDIX : CONSTITUTION DUTIES & POW] ERS OF THE LIBRARY COMMITTFE
STATUTE NO. VIIT - R —

Constit.ution, Duﬁeq & Powers of the Library Committee

I
(Effective from Januaqtso) ’,,f——’ _
— I
In exercise of the powers conferred by Clayse (1) M#ction 44 - uf the Osmania University

B " "Act, 1959 (Andhra Pradesh Act iX of 1959), @ nate hereby makes the following Statute
. in respect of the Constitution, dunes and%g DI the lerary Committee, namely

1. The Syndicate shall nomi a Wniversity Library Committee, consisting of the
~ following:- '

i}  The Vice-.Cha%who shall be the Chairman of the Committee; i
ii)  Three Principals oMhe Campus Colleges; ' . |-
iif)  Three Heads of Departments of the University; and - - |
iv) The "'University Librarian who shall be the Convener of the Committee
Members, other than the Vice-Chancellor and the University Librariar, shall hold office

fora period of three years, . _ S o ' |

2. In the absence of the Vice- Chancellor a member nommated by the Vice-Chancellor,"
shall preside. '

I
3. Subject to the control and supervision of the Vice- Chancellor, the lerary Commnttee
shall have the power to :

i)y frame rules for the use of the Umver51ty Library, _
if) con31der and approve the Annual Budget for the Umversnty lerary, _

iliy  consider and recommend to the Vice-Chancellor, the acquisition of special
collections of books or manuscnpts offered to the Umvcrsny Library for purchase;

v}  determine the proportion of grants to be made to Depa.rtment of the University;
vi)  consider and sanction the purchase of books suggested by thé Heads of

112 o Departments; . o i




v}  decide the number and nature of the periodicals to be or_deréd for the University
Library and the Departments;

vii) 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;

viii) Consider and adopt the Anuual 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 Syndicate or the
Academic Council.

Appendix-B

A NATIONAL LEVEL POST-EXPERIENCE MANAGEMENT DEVELOPMENT
INSTITUTE

Guidelines for Library Users .

A. LIBRARY TIMINGS

A.l  The Library is kept open throughtout the year ex@ 26 January, 15th August
and 2nd October ' '

A.2 The Library observes the following workis:
8.00 Hrs - 20 Hrs. Y |
8.00 Hrs - 17.00 Hrs. On S@n Holidays and during Summer Vacation

(15th April to 29th May) it therare no courses; _

The Library may be kep@ill 22.00'Hrs. during the two sessions of the Course

in General Management fot¥senior Executives at the request of the participants.
B. GENERAL

B.l To ensure safety of the library collection, please refrain from smoking in the
Library premises.

B.2 Observance of silence is in the interest of a]l users.

B.3  If you have personal books and bags with you when you visit the Library, please
deposit them at the Checking Counter. Before that, make sure that no money or
valudbles are left in your bag.

B.4 After use, plcase Jeave the documents on the table, we shall replacc them

C. BORROWING FACILITIES
C.1 Whoisa Borrower?

C.1.1 If you are a member of the professional staff (i.e, a member of Faculty, a Consultant,
a Research Associate/Assistant) you are entitled to borrow library materials other
than those specified in Section D. ' '

C.1.2 If, however, you are a project-ticd or temporary staff, please use the reading room
facilities only




C.1.3If you are a supporting staff, there is a collection of text books. You may borrow
these books, if you are appearing in any examinations,

C.1.4 If you are a participant to a Course, you are most welcome to borrow library
material. '

C.L5. Please do not borrow any library documents for the use of others. However, if
you wish any of your acquitances to use the Library, please introduce him to us.
We shall provide him a temporary card for using the reading room facilities only.

C.2 How to Borrow ? . |

C.2.1. There are two cards in cach book. Please sig'n both, record your fmcmbership
number and date and return-both to the staff at the Checking Counter,

c22. If you are a Course Participant, please record your room number in place of
membership number.

C.2.3.1n case of serials, please flll up the specified form avcu]able '1t the Checking
Counter, Please use a separate form for each document.

C.2.4. Please visit the Library and sign the loMrecords yo_urselves. ‘This will help in
avoiding any future complications. : S

C.3. How to Return ? _ : 5

Please return all borrowed docu At the Checking Counter. ‘We take all possible
care to discharge the loans. If, hggeveXyon wish us to discharge the loans in your presence

please return the documents 8.00 Hrs. and 12.30 Hrs. on working days. If you
return the material throughmessehgers, you may send a list in duplicate. We shall sign and
return the duplicate copy 1 of acknowledgment.

C.4 How Many ?

Please limit your borrowings to 15 books, five loose issues of serials and two bound

volumes of serials. This will hclp you in keeping track of the borrowed materlal
C.5 For How Long ?

C 5.1 Thirty (30) days for books and 15 days for serials are reasondble perlods of loan.

Please return the borrowed documents before this period. You w111 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 LIBRARY

The following types of documents are for use in the Library premises only:

- Reference Books i
- Bound Volumes of Newspapets

- Out of Print and Irreplaceable Documents




- Newspapers / Magazines Di.splaycd at the Browsing Lounge

- Calendars / Brochures of Educational / Rescarch Institutions

- Consultation/Assignments Reports

- Reading Material for Courses

The last two ité_ms are for exclusive use of the professional staff mentioned in Section
C.1.1 above.
E. RESERVATION

You may reserve library documents which you are using. Please collect a Reservation
form from the Checking Counter and keep it along with the documents on the table. If,
however, you do not use the material consecutively for three days, we shall replace the material
on shelves, '

F. THE BROWSING L.OUNGE

The Lounge is primarily for the use of the Cou'rsé.Participants for browsing through
newspapers/magazines. Please ensure that they get preference in using this facility.

G.INTER-LIBRARY LOAN ; | o
We have inter-library loan arrangement with se d ries within and outside

gte _
Hyderabad. If you need any material to be botrowed, dvise us.

basis of which we shall issue a temporary pas§tor using the reading room facilities only. Please

H. VISITOR Y
If you are not a member of the Coile@ need an appropriate introduction on the

sign the Visitors Register every tim isit.

1. LOSS OF LIBRARY DOCUMENTS

In case of loss of a library document we insist on a replacement copy. In case you are
unable to acquire a replacement copy, you will be required to pay the publisher’s catalogue
price (conyvertible at the current exchange rate, in case of foreign publications) of the documents.

(Source : Library and Information Services at ASCI (1978} Administrative Staff College
of India, Hyderabad)
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6.0  AIMS AND OBJECTIVES

: : . |
In a service oriented organisation like Library, manpower resource becomes of utmost -

importance. The effective use of other resources, books, buildings, funds etc.| depends on

human resources (HR) The purpose of this unit is to-introduce you to all aspects of
management of personnel.




After studying this unit, -you should be able to
*  explain the different categories of staff needed for a library;

. estimate the manpower required using the techniques like job description, job
evaluation, job analysis, standard staff formulae, etc.,

. work out details for recruitment, selection, orientation and staff development;

. describe the methods used for performance appraisal.

61 INTRODUCTION

Human Resource Management (HRM) means the task of handling the human resources
of any organisation. Human resources are the key and the most valuable resources. They
use theory, skills, knowledge, experience to enable the organisations successfully achieve their
objectives. With the help of their work talent, creativity and drive, they contribute for the
growth and development of the organisation.

Looking at the importance of the HR, the organisations have a separate section with a
manager exclusively to look after the human resources. It is concerned mainly with managing
people at work. Tt covers all levels of personnel includin g blug-collared employees (craftsmen,
foremen, operators and labour) and white collared-e loy8s (professionals, technical,
managers, officials, proprietors, clerical workers and sales ers) to get better results with

icnal activities,

their collaboration and active invelvement in the ord

The term HRM is defined as “It is thagwgart of the management function, which is
concerned with people at work and with their rdftionships within an enterprise. Its aim is to
bring together and develop into an eff anisation, the men and women who make up
an enterprise and having agreed to the welsbeing of an individual and of working groups, to
enable them to make their best ¢ fion (o its success”

- HRM is also called as Personnel Management. According to Michael 1. Jucius,
“Personnel Management is the field of management which has to do with planning, organising
and controlling the functions of procuring, developing, maintaining and utilising a labour force,
such that the (a) Objectives for which the company is established are attained economically
and effectively; (b) Objectives of all levels of personnel are served to the highest possible
degree, and (c) Objectives of society are duly considered and served”.

In brief, as said by Andrew F. Sikula, ‘It is concernéd basically with, manpower of people
and organisational resource of output.

The main objcctives of HRM are:

. to achieve an effective utilisation of human resources in the achievement of
organisational goals.

e to establish and maintain an adequate organisational structure and a desirable
working relationship among all the members of an organisation

. to secure the integration of the individuals and groups with organisation

* (o generate maximum individual/ group development within an organisation by
offering opportunities for advancement to employees

gk
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. to recognise and satisfy individual needs and group goals by offering an adequate
remuneration

. to maintain a high morale and better human relations inside an organisation.

62 LIBRARY PERSONNEL

The type of Jibrary, the nature of clientele, the services offered and area of working space
are the factors that help in estimating manpower required. But. irrespective of the number,
looking at the working of different libraries in India and services offered by them it will be
seen that various types and levels of personnel are required to plan and execute the activities
to the fullest satisfaction of users.

Categories of Staff :
A modern library will usually have the following categories of staff :
)] Professionals o
i)  Semi-professionals

iii)  Specialised in skills other than Library and

Communication Technologies, Reprograghy
iv)  Persons involved in Administrativ@inancial wark

vy  Unskilled workers

6.2.1 Professionals Q

These persons work at the top Wddle level management. They possess high academic
and professional qualiﬁcati«% several years of library work experience.
nals

Top ranking professior 1 be responsible for planning, policy making, qu!ality control,
budgeting, resource mobitization and public relations. They have to be on different decision
making committees and play leadership role. Their involvement will be predominanily 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 actjvitics as per
general guidelines, poli¢ies and objectives. Supervision and monitoring also come under their
purview. They need display professlonal expertise and fulfill the information needs of users.

Librarians of university, special and public libraries, and Deputy Libl’&!’ldnb .-,md A951stant
Librarians and Professional Assistants fali under the profcsz,lonal categories.

6.2.2  Semi-Professionals

" The persons in this category perform routine and repetitive jobs. This type of work forms
essential part of all sections of the Library, i.e. acquisition, technical services, maintenance,
circulation and reference service. Checking up for bibliographical details of books to be
ordered, accessioning, physical processing of books, typing and filing of catalogue cards,
chargmo and discharging, claiming non-receipt of issues of current pcrlodu,dls préparing
penochcals for bmdmg efc. are some examples of routine jobs in the library.




6.2.3  Supporting Staff with specialized skills

A large modern library irrespective of its type has to adopt computer, communigation
and media technologics for providing library and information scrvice efficiently. Use of
computers for house-keeping and storage and retrieval of information, xerox and micrographic
facilities, use of audio-visual materials, bringing out regularly indexing and abstracting bulletins
etc. has become unavoidable for providing comprehensive and efficient library and information
service.

It therefore becomes necessary to employ personnel that possess specialized knowledge
and skills, like technical writing, system and analysis, programming, operation research,
information technology, reprography, micrography etc.

This supporting staff should work with hand in hand of library and information science
personnel and earn a good name for the library. '
6.2.4  Administration and Finance Personnel

This is another category of personnet which is very necessary for an efficient management
of a library. Jobs like purchase of stationery, maintenance 8{building, making payments in
accordance with budgetary provisions, matntaining perso filg and records of all staff, etc,
are the duties of administrative and finance persondmmistrative and finance officers,

accountants, section officers, office assistants, stenoj T8, typists ctc. belong to this group.

6.2.5  Unskilled Workers

These personnel] do not require ;@ lal skills. Cleaners, attenders, sweepers. and
chowkidars are all unskilled workers. Ga grally there will be no clear cut gradation of their

cadres. But they are required in mbers in a large university, public or special library
to maintain cleanliness, take care of rary property and to act as messengers.

Self-Check Exercise -1

Mention different categories of staff employed in libraries. Briefly describe their
functions. '

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

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

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

6.3  STAFF REQUIREMENTS

After we discussed the various categories of staff, it becomes necessary to assess the
requirement of personnel. We can estimate the number of persons required under different
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categories based on library activities, levels of responsibilities, workload and performance of

routines.

It is an important task of the top management to find out the 11 ight type of staff to perform
various jobs satisfactorily. The management techniques like job analysm job description and
job evaluation will be useful in this respect.

6.3.1 Job Analysis

Dr. Ranganathan defines a job as. an ultimate piece of work which is best done at a single
stretch and whose duration is ordinarily short. A pumber 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 library, sections are grouped inio divisions and divisions into
departments and so on and thus higher levels of organizational structure is created,

Job analysis implies the process of analysis a given job into different distinctive items,
in order to estimate the quantity of work involved and type of quahflcanom required for
performmg those jobs. .

It finds out-what is to be done and determings b method of doing it [t: provides
invaluable indicators which help in the entire ope al process and results in higher

productivity.

In brief we can say that the followiw fees accrue owing to the use of job analysis

technique:
a)  we can determine the pessonnel in concrete terms
b}  step by step re could be established for edch opemtlon leading to the
preparation of w ow charts. : -

c)  helps in specifying the dutles and responsibilities required of each JOb

~d)  amanual could be prepared for training the staff.
e)  provides a scientific base for fixing salaries and wages for various ty;pes of jobs.
) Jeads to job description which would be helpful in the recruitment process.

2 ' helps in experimenting with modern devices - like time and motion studies which
are instrumental in increasing overall efficiency and productivity.

h)  will be helpful in computer applications to library work.
Self-Check Exercise -2
What is job analysis List out its advantages _ :

1) Write your answer in the space given below.

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

.........................................................................................................................................................
T TRTRRrerre T R R T T CL L S A R ST LS St et e R
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6.3.2 Job Description

A thorough job analysis helps in job description. Job deseription provides requirements
of various operations, duties, equipments, methods and working conditions, responsibilities
and other essential factors rclating_.to a particular job. A clear cut job description is necessary
to improve the selection and training of staff. The selected employees will have an idea as to
what is expected of them and whether they wilf be able to perform duties satisfactory.

A good job description should be able to :
identify the job

- provide the job title

- give a clear description of duties including procedures to be followed and tasks
to be performed.

- explain the type of degree of supervision

- identify the relationship of the job to the total instiytion including the title of the
person to whom the incumbent reports

- describe education, experience, special s @ nowledge and abilities required
Z explain salary scale and the total crwnts including fringe benefits

- inform of promotion avenues,
Self -Check Exercise - 3 ' 2 '
What constitutes a'good job descr@

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

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

- 6.3.3 Job Evaluation

This technique is used for establishing the worth of a job in relation to other jobs in the
organisation. Job evaluation provides a scientific basis for fixing responsibilities in a position
and corresponding compensation. The following four methods are used for job evaluation:
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{a) Ranking method, (b) Classification system, (c) Factor comparison Inethod, and (d)
Point system. '

a) Ranking Method : This method involves comparing each job in J‘e]alsion to others in
terms of technical skills, complexity, work environment, and other specific job description
factors that help in determing the value of job. By comparing jobs under consideration and
ranking them low to high, job requirements and emoluments are fixed. !

(b} Classification System : This is a traditional method of job evaluation. Classes of
jobs are defined on the basis of duties, skills, abilities responsibilities and other job related
qualities. The jobs are arranged in a hierarchy with several job arrays. Thiis is a flexible
system in as much as it allows new positions in the hierarchy. In Indian fibraries usually this
system of job classification is used. ;

(c) Factor Comparison Method : This method presupposes somc essential pre-requisites
and conditions for each job. The salary of each job is fixed by taking these factors into
consideration. The following factors are found in almost all jobs of an organization.

- Mental requirements i.e. a job consists of counting, calculations or mere copying
- Skill requirements i.e. capability to grasp and communicate '

- Physical requirements i.e, whether jobageed§heavy or light physical work

- Responsibility i.e. physical plan@ty of persons employed in lliic organisation

- Working conditions j.e. climati atmospheric conditions of the place of

working having bearing up. health of the workers. -

The key jobs are then rac each of the factors. The next step is to decide for
each job the current rate to be palyfor each factor. Comparisons are then made between the
ranking and agreed fact Finally factor comparison schedule is prepared indicating
the piece rate value of all thefkey 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 scales obtained for the key jobs and remuneration fixed by taking into consideration
these five factors. ' | i

d) Point System : In this method jobs are evaluated by identifying specific compensation
factors in each job. Each factor then assigned points according to its importance. In fulfilling
the objectives of the organisation, Points are correlated to rates of compensation. Each job
is assessed in terms of comparable factors and points. These factors include (a) skill, (b} effort,
(¢) responsibility, and (d) job conditions. Each factor may be further divided into education,
experience, training and mental complexity and adaptability. Each of these sui-factors may
be further graded into five degrees. Each degree is then assigned points which il turn indicate

the rate. The aggregate points allotted to each job form the basis of the salary scale.




Self -Check Exercies - 4

List out different method of Job Evaluation.
Note: 1} Write your answer in the space given below.

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

6.3.4 Staff Size

The factors like library working hours, total number of documents and users, new additons
per annum, books borrowed and returned every day, average number of reference queries and
answers per day, documentation services offered including photo c8gies supplied etc. are helpful
in determing the size of the staff. '

A number standards are available about staff for there is no unanimity or finality
about them. Dr. S.R. Ranganathan based on his eriel®€ and research has prepared a staff
formula for Indian libraries. Although it is pret% but still provides good guidance for
deciding the number of staff required. Wi e modifications this formula could be applied
to any library. : @ '

The details of the formula are @d below in relation to public and university/college
libraries :

Section Public Libraries University/College Libraries

Books 1 person for every 6,0000 Same as for public libraries.
volumes added in a year '

Classification & 1 - person for evéry 2000 -do-

Catalogunig volumes added in a year

Periodicals 1 person for every 1000 1 person for every 500 period-
periodicals currently taken icals currently taken

Reference 1 person for every 50 rcaders 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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Maintenance 1 person for every 6000 1 person for every 6000 volu-
volumes addéd inayearand1 - mesina Year ! '
person for every 50,000 I person for very 500 volumes
volumes in the library to be replaced in .'1 day

1 person for every 1,00,000 vol-
umes in the library.

Self-Check Exercise - 5 !

State the factors onc need to take into consideration for determing the staff size.
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. _ . !

64  STAFF RECRUITMENT AND (@{TATION

The recruitment of library staff has planned properly. It will be ideal to have a
policy relating to recruitment, traj and¥promotion of staff. Such policy guidelines will
help administration to follow a sydmatic procedure in recruitment and select;ion of staff,
Various steps to be taken in nection are planning, selection and orientation of the newl y
recruited staff. - : '
6.4.1 Planning ;

(a) Proper planning is essential to assess the number of persons required and also their
categories. Improper planning may lead to either overstaffing or understaffing, !

The planning should aim at :

- avoiding imbalances in distribution or allocation of manpower
- controlling the cost aspect of human resourceé

- formulating transfer and succession policy.

(b) The second step necessary will be to call for applications advertising through
newspapers, professional journals, newsletters etc. Details about the post need be made
available, if necessary through a proforma application form which should contain title of the
post, personal data, like name, address, sex, marital status etc. educational and professional
qualifications required, work experience, scale and salary, fringe benefits, promotional avenues,
a brief resume of duties and responsibilities and last date for submission of application.

(c) The planning should also include constituting of a well thought selectioh;committee
and the dates for its meeting.




6.4.2 Selection Procedure

The process of selection is very crucial in as much as it finalises the recruitment.

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 inlelliﬂcnce
attainment and aptitude tests, personal interviews by the stdtutory ';electlon commiltee, etc.
are thc means for selecting suitable candidates.

¥

The selected candidates are issued letters of appointment after the recommendations of

the selection committee are approved by competent authority.
Self Check Exercise - 6

Bricfly explain the process of recruitment and selection of staff.
Nolc : i)  Write your answer in the space given below,

1i} Compare your answer with the model answer given at the end of this
unit.

6.4.3 Orientation

The newly appointed person cannot work efficiently immediately. He will have numerous

questions in his mind. His doubts and fears need to be clarified. Irrespective of their experience’

or qualifications, all new employees need initial training/orientation. Purpose of orientation
is to instill confidence in them about the new environment and motivate them to do their best
with interest and involvement.

The orientation programme covers two basic areas : general information and the goals
objectives and philosophies of organisation.

Information concerning pay periods, vacations, different types of leave they are entitled
to, leave travel concessions and other fringe benefits constitute the general information.

Introduction of objectives and goals of the library and various activities and services
offered by it and finally specific jobs that are expected to be performed by such appointees
from the second area of orientation. :

Lectures by senior staff, audio visual presentation, staff manuals, library tours, etc. are
the methods used in initiating the newly recruited staff to their new crganisations.
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Self -Check Exercise -7

How is newly appointed person oriented to the new organisation ?
“Note: 1)  Write your answer in the space given below.
ii)  Compare your answer with the model answer given at the end of
this unit.

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

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

6.5 STAFF DEVELOPMENT

each library to make provision for providing conti raining and education to its staff,
This is necessary for quality output from the staff eir best performance. The rapid
changes that are taking place in all types of @s are compelling libraries to attach new

importance to staff development.

With the progress of knowledge and use of new r:chnologies, it becomes hecessary for
a

In India, staff development activities\gnd programmes have gained importa?ncc in recent
years. The various continuing afion programmes are being conducted by national
professional associations - ILA, IASRJC by arranging short term training courses in computer
application, thesaurus cons  bibliometrics and various aspects of library management.
Workshops and seminars orgaB€ed by them are also useful for updating the knbwledge and
skills of professionals. At the national level INSDOC and DRTC and at ]nternatlonal level
IFLA, UNESCO, etc. are conducting such tralmng Programines.

UGC as a part of new educational policy and its action plan has established academic
staff colleges in universities. These colleges are conducting orientation and. refreshel courses
for library professionals.

Every library, regardless of size or type needs a planned staff development. Human
resources are very valuable for all libraries. Their potentlal could be exploited by upgrading
knowledge through regular training progrdmmes




Sclf - Check 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
unit. '

weaknesses of an employee. A systematic writien performganc§appraisal system provides a
ployeewdhich in turn helps in taking
§sessing the potential of employees,

Performance appraisal is an important tool for assessii the job-related strengths and

sound method of comparing the performance of e
decisions for pay increase or promotions. It also helpg

their good and weak points and designing magggemeltevelopment programmes for them.
The performance appraisal is an important %nd in the hands of seniors which the
subordinates respect. Q“ .

Briefly we can summarize the pyrpos®s of appraisal or performance as follows :

a) Administrative Use : % h ’

- tasks assigned and fulfilled

- suitability for promotions

- transfers, lay offs and termination
- evaluation of training needs

- personal traits, honesty and integrity, discipline, conduct and behaviour, relations
with other employees, etc.

b) Sc]f-inﬂprovement of the employee :
- He should know where he stands
- He should make up for his deficiencies

Each organisation will have its own schedule and method for performance appraisals. In
India almost all organizations including libraries record performance appraisal once a year in
specially designed confidential report forms. They are prepared by immediate supervisors.
These reports are reviewed by senior officers and finally assessed by Chief Librarians.
Generally rating scales used are, excellent, very good, good, satisfactory, unsatisfactory, etc.

~ Any defect or inadequacy recorded is communicated to the employee and then he is given an 27

opportunity to correct himself.

L
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and supporting staff with speci

The success of performance appraisals depends on establishing standards to judge the
quality and quantity of work. Though performance appraisals have come to stay, the methods
applied for their recording are not fool proof. Individual traits of the reportifig officers, like
prejudice and partiality, leniency or strictness, ceniral tendency, etc. influence the ratings.

Self-Check Exercise - 9

What purposes are served by Performance Appraisal 7
Note : i)  Write your answer in the space below.

ii) Compare your answer with the model answer given at thé end of the
unit.

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

6.7 SUMMING UP

libraries. Different categories of sgaff th& work in libraries, professionals, semi-professionals

In this unit, we have discussed ?{5 aspects of Human Resource Management in
h

ills like computer applications to librar):f, reprography,
micrography etc. and trainedyig adnfpistrative and financial matters including unskilled persons
have been mentioned provig @ prief details about the functions they perform.

The assessment of functional requirements of personnel including their number under
various categories could be done by using management techniques like, _]Ob analysis, job
description, job evaluation and standard staff formulae. '

The proce_ss that need to be followed for recruitment and selection of personnel, their
orientation,':dévelopment through continuing education programmes andfpcrformancc
appraisals, has been delineated and discussed.

6.8 MODEL ANSWERS

1) The categories of staff employed in libraries and their functions are :

1) Professionals : They possess high academic and professional qualifications and
work experience. Their functions include, planning, policy making, budgeting,
quality control, fund-raising, public relations, etc. They provid:e leadership,
direction and get the programmes executed by adopting innovative practices.

ii)  Semi-professionals : Usually possess Certificate in Library Sciencc and perform
routine jobs and assist professionals. ' |




iii)  Supporting staff with specialized skills : Computer applications, reprography,
micrography, audio-visual etc. are some of their functions. '

iv)  Administrative and Finance personnel : They are responsible for maintenaace of
buildings, purchases, service records, etc.

V) Unskilled workers : Jobs like cleanliness, security of property, carrying messages
"~ and communications, are performed by them.

2) The advantages of job analysis are : They spell out staff requirements in concrete
terms i.e. qualifications, experience and skills required. Provide scientific base for
fixing salaries and wages, help establish step by step procedure for each job. Help
preparing staff manuals and work flow chart and adapting modern technologies
including computer applications.

3) A good job description includes details like title, salary, duties and responsibilities,
qualifications required, minimum experience, promotional avenues, to whom to report,
supervision, etc.

4) The job evaluation methods are listed below:

a)  Ranking method : Comparing a job in relation togothers and ranking it low or
high in terms of job requirements and emolumeQ

by  classification system : Classes of job defined on the basis of duties,
. responsibilities, skills and abilities.

<) Factor comparison method : Facturs%ental requirements, skill requirements,
¢

physical requirements, worki ndi§ions etc. form the basis for ranking and
rating.

d}  Point system : Specitia @ mensable factors in each job are identified and graded
and salary scales are decid '

3 The factors that form the basis of staff formulae aré: :
Library hours per day \
Total number of docu.ments in the hibrary
Number of additions per annum
Daily visitors to the library.
Current periodicals in-take
Book circulation
No. of reference questions asked per day
Bibliographies and documentation services offered.

6) Recruitment and selection process include the following steps:

a) Planning - avoid imbalances, proper allocation of manpower, contretling cost and
deciding transfer and succession policy




|
b}  Advertising through newspapers, professronal Journals and newsletters etc.
~ providing all particulars |
c) Constituting a thought out _seleetion Committee :

d)  Selecting by analysing personnel data, arranging test_e,_and personnel interviews.

1) . Orientation Programmes should include : Introduction to goals and 'o:bjectives of the

' library, its functions, services, future plans, a tour of the library, audio-visval presentation,

posting in each section for few days and getting the newly employed staff practledl
knowledge of all aspects and routines of llbrary work.

8) Professmnal knowledge and SklllS are expanding very fast The computer and
communication technologies are being adopted for efficient library, operation and
services. Therefore, providing continuing education for library staff has become
essential. The potential could be put to maxlmum use al]owmg staff to develop by
'part1C1patmg in professronal conferences, semmars training’ programmes etc.

9) The Performance Appralsal serves the following purposes :
a) Administrative purposes: - . _ o S
- tasks assigned and fulfilled : S

. . . h - |
- transfers, lay offs and terminationo S S

-* - evaluation of personal traits®esty, integrity, discipline, conduct and
!

behaviour
b) - Self improvement of the ¢ re: -
- Employee shou qw where he stands '!'

B - He shoul%&keu from his deficiencies. - o
6.9  ASSIGNMENT | - S

S

1) . Make acase of different categories of personnel workiog in any st_andard; public library
in Andhra Pradesh : !

2) Write a critique on staff formula of Dr. S.R. Ranganatham. = !
. |

3) Briefly discuss the continuing education p'rogrammes of ILA, INSDOCand IASLIC.

610 RECOMMENDED BOOKS T

Khanno, JK. Personnel Management in Libraries. New Delhi : Ess Ess Publishing, 1981
Martin, Lowell A. Library Personnel management, London B Scarecrow Press '1'994

Mittal, R.L. Library Administration : Theory ana’ Practice. Sth ed. New Delhi. Metropolltan
1984 ) :

Narayana, G.J. L:brary and Infonnauon Managemem New Delhi: Prenuce Hall of IndJa,
1991 '

Ranganathan S.R. Library Adm:msrranon 2nd ed. Bombay Asia Pubhshmg House 1960.




6.11 GLOSSARY

Induction . s Initiation of newly appointed staff to the library to fit
' them into a new environment. . - ‘

Job Analysis S The process of analysing specific job based on various _ |
' tasks involved, machines and equipments used, skills, : ‘
_ knowledgc and personal traits required to perform the '

job. R

.+ Job 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 1mpr0ve organisational

effectiveness and health through modlfrcatlons of
individual and group behavnour

Performance Appraisal

e

A systematlc ‘evaluation of an employee s JOb related
strengths and weaknesses. . -

informed of currentdevelppments in the field and

provide opporgaaities Y0 acquire new skills and
knowledge. Q T

612 MODEL EXAMINATION QUES@

L. Essay Questions - SERREE Q‘

1)  What is Human Resou@nagement ? Explain the different categories of staff
' required in a library. ' -

Staff Development _ Tt Continuing_ education @mes to keep the staff well
ie

2)  Describe the procedures involved in staff recruitment and _'orient'ation.
IL Short Notes

a}y Job Analysis

b) Performance Appraisal
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Details about these norms are provided below :
i) Public Libraries :

Way back in 12950, Dr. Ranganéthan suggested 50 paise per capita expenditure.
Obviously, the rate has to much higher now.

it) University and College Libraries:

a) The UGC Library Committee (1957) suggested Rs. 15/- per student- and Rs. 200/

- per teacher as per capita rate.

b) The Education (Kothari) Commission (1964-66) recommended Rs. 25/- per
student and Rs. 300/- per teacher.

¢)  Dr. S.R.Ranganathan’s suggestion was Rs. 20/- per student and Rs. 300/- per
teacher or 50/- per student.

7.3.2 Proportional method | : |

In this method, a fixed proportion or'percentage of the total Budgct of ar organization
has to be atlocated for libraries. In case of public libragies, such proportion COlilld be worked
out in relation to budgetary allocation for educations :

- Details of various recommendations are @below:
(i) Public Libraries

a) Raganganathan ; 10% @he tgal budgét of the State/L.ocal/Central Governments;

OR 6% of the educa et of a local/state/federal governmcnt;!

b)  Working Grou@ranes (Planning Commission, 1967) : 1-3% of the education
budget. i :

iif) University and College leranes

a) University Education (Radhakrlshndn) Commission (1948 49) 6.5% of
University’s budget,

b)  Education (Kothari) Commission (1964-66) : 6.5% to 10% of University / College
budget depending on the stage of development of the concerned library.

c) Khandala Workshop on Cellege Libraries organised by the UGC (1979) 4% of
the College budget for books and journals, binding and other 11brary expenditure.
Separate allocation for salaries and capital expenditure.

| ..

d) Association of Indian Uniniversities (1986) : 10% of University;and College
' budget. '

7.3.3 Method of Details

In this method, all items of probable expenditure are worked out while preparing financial
estimates for the library. The major items are : salaries and wages. reading matr}:rials (books,
periodicals, newspapers, microdocuments and other non-book materials, binding and
maintenance of the library building (including heating, cooling and lighting).
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The estimation has to be based keeping in mind the number of readers to be served and
types of services to be provided : ' '

~ Dr. Ranganathan suggested that while preparing such detailed estimates for public
libraries, the items of expenditures should be'divided into two categories: recurring (current),
and non-recurring (capital) expenditure. The financial estimates prepared by the Library
Advisory Committee, Government of Inia (1957) for creating network of public libraries are
prcparecl'on this basis, UGC Library Committee {1957) has worked out details of expenditure
for college and university libraries using the Method of Details.

Self-Check Exercise-3.
List the methods of estimating funds for libraries?

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

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

74 _ LIBRARY BUDGET

The word budget is derved French word ‘Bougettee’. The word denotes a leather
pouch in which funds are appropriatégffor meeting anticipated expenses. In fact, this continues
to be the basic idea behind budgetting. Budgets are formal statements of the financial resources
set aside for carrying out specific activities in a given peried of time. In fact, this continues
to be the basic idea behind budgetting. It is a numerical statement indicating the plans, policies
and goals of library for a specified period. It is a guide for incurring expenditure for different
library activities and operations throughout the year, as budgets are generally prepared for a
year. The basic principle behind the budget is that the estimated expenditure should not exceed
the income, ' '

Budgets are most widely used means for planning and controlling of library activities at
every level. Besides being an instrument of control, it helps in co’mmunicarjon, coordination,
. evaluation and motivation. A good budget is an outcome of discussion between the Chief
Librarian and different section heads. Such interaction during the budget development process
will help define and integrate the activities of different sections of a library.

Being a very important instrument, it becomes essential to know the budgetary process
and different methods of budget.
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- 2) Programmes Planning and Budgetmg System (PPBS)

7.4.1 Budgetary Method

The methods followed in Indian libraries for preparing budget are mostly traditional.
More often than not, the allocations made in the previous financial year become the bench
mark for the current year. But in recent times, some innovative methods-are beiny g con51dered

by librarians for preparing their library budgets. These methods are hsted below: |
i) Line by line Budget o

ii)  Planning Programming Budgetihg System (PPBS)
iii)  Zero Base Budget | - |
iv)  Site Budget - - - __ |
1) Line by Line Budget | - : i
This is a traditional method. It divides items of expenditure, line by line into broad
categories such as books and other reading materials, salaries and allowances utilities,

maintenance, supplies, travel contingencies, etc. These are all operating expenses (recumng)
The following items are included under this category. |

a) Equipment : Typewriter, ﬁlmg cabinets, racks chairs, Wbles, copying machines, computers
and computer accessories. '

b) Renovations or remodelling : Fixing new g @ s, doors, or remodelling of |stack area.

¢} Major Construction : Extension of isting Building, or the constructioin of a new
building. '

In formulating line by line bud@mus standards and ratios are taken into consideration.
But usually this budget is pre%akl g into account past years expenditure on each item.

In order to cover the in ed cost of materials, salaries and wages, propomonal
incremental changes are made in the figures. This method of budgetting is relatwely easy by
of traditional nature. It is inflexible and does not allow review activities. The librafies cannot
deplct dynamlsm in their working and will be slow in adoptin g innovations.

| |
An innovative method was first introduced by Charles Hitch in 1961 in the Departmcnt

of Defence of the U.S. Government. While in Line by line budget, funds are a]located 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 find better and cheaper alternative methods to achieve set ob jectives.

' PPBS is based on the following three operational concepts: |

a)  Developing an ahalytical ability for examining in depth the objectives and the
programmes designed to meet them.

b)  Forming a 5-year or more. programining process combined with a sopfhisticate’d )
management information system. |

¢} Creating a budgeting mechanism that can take broad programines, decisions,
translate them into refined budgetary decisions and present the results for action.




611 GLOSSARY

Induction

Job Analysis

Job Evaluation

Organisation Development  : .

Performance Appraisal

Staff Development ' :

Initiation of newly appointed staff to the library to fit
them into & new environment.

The process of analysing specific job based on various

‘tasks involved, machines and equiprents used, skills,
_'kndWledge and personal traits required to perform the

job. ' _
The process of establishing the work of a job in relation
to other jobs in the organisation.

A planned process designed to improve organisational
effectiveness and health through modifications of

 individual and group behaviour.

A systematic evaluation of an employee’s job-related
strengths and weaknesses. R :

Continuing education pro es to keep the staff well
informed of current pments in the field and
providc'oppor@cs to acquire new skills and
knowledge. - -

6.12 MODEL EXAMINATION QUEST

L. Essay Questions

1) What is Human Resour

required in a library.

agement ? Explain the different categories of staft

2)  Describe the procedures involved in staff recruitment and orientation.

IL. Short Notes
a)  Job Analysis
b) Performance Appraisal
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713 Mode] Examination Questions

7.0 AIMS AND OBJECTIVES o : |

Fmances act as the live-wire of all 1nst1tut10ns and library is no exceptlon to this rule.
Therefore, librarians need to know all nuances of fiscal management. This unit prowdes details
necessary to manage the finances of libraries. :

After studying this Unit you will be able to ;
. (,{fdent_ify sources of finances for different types of libraries

132 | . know the methodology for the estimation of finances. -




. explain budgetary methods and proccdﬁres
. apply norrms for preparing library budget
. describe the 1mportance of accountmg and audltmg proccdurcs

o gct acquianted with different types of financial records.

7.1 INTRODUCTION

To organize libraries and for providing the services needed by uscrs; finance plays a vital -
role. Most of the libraries are not revenue eaming institutions but they are growing organisms.
They, therefore, need perennial sources of finance for sustenance and growth. As such, libraries
have to be careful in managmg their finances and controlling expenditure.

T]‘llS unit discusses in detail all aspects of fiscal management such. as sources of income,
items of expenditure, methods of financial estimation, types of budgets, uses of budgets,
planning and preparing of budgets and getting them approved, accounting-and auditing and
maintenance of appropriate records. ' '

Budgets are central to the financial management as it is an instrument of financial control.
Due to growing emphasis on accountability, pressure of infMgion, proliferétion of reading
materials that néed to be acquired, impact of techﬁoiogy ost importantly competing -
demands on limited sources, a careful look at the bu methods to get a clear idea about
the relevant issues. - ' ' : '

7.2  LIBRARY FINANCE ? 4

v

Once established, a library is expect¥ to provide continuous and up-to-date information
to its users. The rythm and te @’ eaders services depend on good physical facilities,
avatlability of readmg materials in dfcrent physical forms and updating the library stock on
continuous basis, prov;dlng reprographic, micrographic and computer based bibliographic and
literature search services, etc. Equally important is qualified, committee and motivated
professionals, who could maximize the use of reading materials and available facilities. Only
an adequate and continuous provision of funds can ensure ali such activities and facilities.

7.2.1 Sources of Finance

The sources of finance differ from library to Iibrary.' They include : (i) Government,
(ii) Funds from parental organisations, (iii) Library Cess, (iv) Subscriptions, (v) Endowment,
(vi) Gifts and Donations both in cash or kind, (vii) Selling of library services. The sources of -
finances for different types of libraries are discussed here.

1) Public Library

a) Library Cess

There are eight states in India which have Public Libraries Acts. But only Five States,
viz., Tamil Nadu, Andhra Pradesh, Kamataka, Kerala and Haryana have made provision in -
the acts to levy Library Cess. However, there is no such provision in the Public Libraries
Acts of Maharastra, West Bengal and Manipur.
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- States without Acts,

- €) Subscriptions

-Although the amount collected from the cess is not adequate for efficient functioning of

. public libraries, it helps creating awareness about public libraries among the public.

b) Government Grants _ _ _ .

Public library service in India has not received much attention of both the State and

' . . . L .
Central Governments as it deserves. The States, where Public Library Legislations exist, the
governments hive made provisions in the Acts for-providing. grants linked toi the amount

collected as library cess. Often such States also provide ad hoc grants to tide ovér financial-— - - -

crisis for public libraries. The publlc libraries are better placed in such States as compared to
: | | :

. The Central grants to public libraries are channelized through Raja Rammohan Roy
Library Foundation (Calcutta) both in the shape of reading material and amounts for
construction of buildings, purchase of storage materials, etc. However, these grants are not at
all adequate compared to the needs. Enact of a Central Law and State Laws ini all States will
go a long way in improving the situation, o .
In spite of the fact that UNESCO’s Public Li@ Manifesto (1972) envisaged that
public library service should be available to all without ¥ charge. Subscriptions, are collected
by many libraries in our country which are th¢ source of their revenue. The plea not to
collect subscription was made by Dr. §.R.Rargeffathan as early as in 1931. :The Library -
Advisory Committee, Government of In_dl?ﬁ report (1957) describes subscription libraries
as “stagnating pools”. H_O\'Vever@c;'p ions continue to be one of the major sources of

revenue although inadequate to m n libraries.

d) Endowments

. : _ \
In USA and other Western countries, endowments and private benefactions! are common
sources of finance. But in India it is not so. The grants received from endowment or private
benefactors are not of recurring nature and hence could be spent only as a capital fund for
building, furniture, etc. In India, such sources of revenue are rarely available to publlc Tibraries.
The practice is not that common in India as that in Western countries. _
. |
|

¢) Minor Sources
|

+ These include fees and fines, gifts in cash or kind, sale of old new‘.papers Xerox and
micrographic charges. - : - I :




Self-Check Exercies -1

List the sources of finance for Public libraries.
Note: 1} write your answer in the space provided below

1)) Compare your answer with the model answer given at the end of
~ this unit, '

....................................................................................................................................................
....................................................................................................................................................
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2} Academic Libraries

a) University and College Libraries

(i) Major Source of Reven;ie ) Q
University and College libraries receive their mgjeg fund¥ from two sources:

(1)  Budgetary Grants : Thc'universitiés.and cm make allocation to university and

college libraries regularly from their ow?gets

(2) Grants from University Grants Cgifit§ission (UGC) : The UGC under its development
programme, provides funds to unNErsity and college libraries. These grants are plan
or non-plan -grants and reg or non-recurring grants. Grants that are given for
meeting capital expcnditu;% as construction of library building and purchase of
computers, are non-recurring grants. Recurring grants are utilized primarily for acquiring
library materials and prqccssing them for use. At times, uni\?ersityjand college libraries
get ad hoc or special grants from both UGC and State Governments.

(ii) Minor Sources of Revenue : The following types of income could be categorized as
minor sources: . - o

- Income from library fees collected from students _
| - Income from gifts - Individual or organizationé make such giﬁé, in cash or kind,.
. Fines collected from borrowers for overdue books o
- Money collected from readers forfresortin'g. to mélpratticcé
- Sale of wastepapers {old newspapers, magazincs etc.)
- Chargés_'for providing photocopies of documents
‘()  School Libraries

.Although libraries are the most important adjunéts of schools which promote reading

- habits of students at an early age, unfortunately very few schools in India have good libraries. -
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The school libraries dépcnd mostly on the following sources for funds:
- The Library fees collected from students |

- Contribiition from the management

- Government grants

-. Donations from public ' | o

(c) Special Libraries.
|

Comparatively, special libraries are in a better position so‘far the sources of income are
concerned. Institutions involved in research activities are very much concerned about the
availability of latest information and therefore, make tegular provisions in their budgets for
libraries. In addition, whenever special research projects are taken up, some amount allocated
. for the purchase of books and journals. Many funding agencies which utilize the services of
such institutions for doing research on specific issues (sponsored research projects). The

research grants usually include special allocation for acquiring reading material. |
!

- 7.2.2 Library Expenditure

!
mponents of financial management.
ome of different types of libraries.

Income and expenditure are two very important
"~ We have already discussed in Section 7.2.1 the sourc

All types of libraries face financial constraints. Jikgrefors, it becomes neces sary to understand
some basic characteristics of l1brary expendit @* s to strike a balance between income

and expenditure. - _ : !
Characterlstlcs of Library Expe E | o ' |

~ Some of the e_ssentlal charactezcs of library expendtture are deqcnbed below

. _ . [
a) Spending Institutions : !
i
Libraries do not fetch any revenue for providing services but are spcndmg institutions.
They are also not profit-making institutions. Unlike industries and public utilities hke electricity

boards, the gains from library are not visible. Economic returns of library and information

are not directly measurable, but they provide mformatton that contributes to social and
~ economic development of the nation. Information is an essential ingredient in the decision-
making process in research, business, industry and as such investment in libraries iln educational
institutions is an investment in human resource development, !
b) Growmg Instltutlons : ' ' ' ' :
As has been rightly pronounced by Ranganathan in thc Fifth Law of lerary Science
“Library is a growing Organism”. There is continuous growth in documents, readers and staff
necessitating mcrcasmg in cxpenduurc i

¢) Recurring Expendlture ' ' | |

Libraries are niot only growing institutions, but once established they stay forever Their

effectiveness depends on continuous flow of finances and recurring funds. |




'd) Equitable Allocation

While allocating funds, equal weight need to be given to all subjects and services.
Distribution of funds has to be balanced. Comparative prices of reading materials in different
subjects should be borne in mind. :

e}  Overall Economy

The expenditure has to be balanced with income, because the sources of income are
always limited. Utmost economy has, therefore, to be achieved while incurring. One needs
‘to keep in mind the dictum of Melvil Dewey “Best books for the largest number at the least
cost”

Self - Check Exercise -2

What are the characteristics of library expenditure ?

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

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

Having known about the sourc® of income and the basic characterstics of expenditure,
it will be worthwhile to understand the methods that help in the estimation of financial
requirements. Therc are certain thumb rules that help libraries in arriving at reasonable
estimates of financial requirements of various types of libraries to provide a reasonable level
of service.

7.3.1 PerCapita Method

In this method, a minimum amount per head of population is fixed, considered as essential
to library service maintaining certain required standards. Estimation of this basis becomes
difficult in respect of public libraries.

The problem is whether the entire population of a given area or only the literate people,
or the adult literate population should form the basis of such estimation. Besides, by using
technologically advance mass media, libraries can reach even illiterate population.

Various Commissions, Committees and Experts have from time to time recommended
certain norms for per capita expenditure although very old, could be used with certain
modifications keeping in mind such factors as the rate of inflation, increase in cost of reading
materials and sta_ff salaries.
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Details about these norms are provided below :
1) Publlc Libraries : ' |

‘Way back in 12950, Dr. Ranganathan suggested 50 paise per capita expendnure
Obviously, the rate has to much hlgher now.

ii) University and College lerarles.

a} The UGC L1brary Committee (1957) suggcstcd Rs. 15!- per student . and Rs, 200/
- per teacher as per capita rate.

b). The Education (Kothari) Commission (1964-66) recommcnded Rs 25/- per
studcnt and Rs. 300/- per teacher. !

¢) Dt SR Ra.nganathan s suggestlon was Rs 20/- per student and Rs 300/~ per
teacher or 50/- per student. i
7.3.2 Proportional method | . : ‘
In this method, a fixed proportioh or percentage of the total Budgct of an gorganization
has to be allocated for libraries. In case of public libraries, such proportion could be worked
out in relation to budgetary ailocation for education. :

Details of various recommendations are given b

(i) Public Libraries o
a)  Raganganathan : 10% of the?ﬁudgét of the State/Local/Central Governments,;
OR 6% of the educatigfMpudgdt of a local/state/federal government; -
b) Working Group of Libragies (

Planning Commission, 1967) : 1-5% of lhe education
budget. ' : : ' '

ii) University and College Libraries

a) University Education (Radhakrlshnan) Commlssmn (1948- 49) 6.5_% of
- University’s budget. :

~ b)  Education (Kothari) Commission (1964-66) : 6.5% to 10% of Univer?i ty / College
“budget dcpending on the stage of development of the concerned library

Q) Khandala Workshop on College Libraries organised by the UGC (1979) : 4% of
the College budget for books and Journals, binding and other ]1brary expenditure.
Separate allocation for salaries and capital expenditure. _

d)  Association of Indian Uniniversities (1986) : 10% of University and College
" budget, o . _ .

7.3.3 Method of Details

In this method, all items of probable expenditure dre worked out while prepalling. financial
estimates for the library. The major items are : salaries and wages, reading materiafs (books,
periodicals, newspapers, microdocuiments 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 provided : .

~ Dr. Ranganathan suggested that while preparing such detailed estimates for public
Tibraries, the items of expenditures should be divided into two categories: recurfing (current),
and non-recurring (capital) expenditure. The financial estimates prepared by the Lib_l."ary
Advisory Committee, Government of Inia (1957) for creating network of public libraries are
prepared on this basis. UGC Library Committee (1957) has worked out details of cxpenditure
for college and university libraries using the Method of Details.

Self-Check Exercise-3

List the methods of estimating funds for libraries?
Note : i) Write your answer in the space provided below.

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

e S QQ%

74_ LIBRARY BUDGET

The word budget is derived French word ‘Bougettee’. The word denotes a leather
pouch in which funds are appropriat®gffor meeting anticipated expenses. In fact, this continues
to be the basic idea behind budgetting. Budgets are formal statements of the financial resources
set aside for carrying out specific activities in a given period of time. In fact, this continues
to be the basic idea behind budgetting. It is a numerical statement indicating the plans, policies
and goals of library for a specified period. It is a guide for incurring expenditure for different
library activities and operations throughout the year, as budgets are generally prepared for a
year. The basic principle behind the budget is that the estimated expenditure should not exceed
the income. '

Budgets are most widely used means for planning and controlling of library activities at
every level. Besides being an instrument of control, it helps in communicatjon, coordination,
 evaluation and motivation. A good budget is an outcome of discussion between the Chief
Librarian and different section heads. Such interaction during the budget development process
will help define and integrate the activities of different sections of a library.

Being a very important instrument, it becomes essential to know the budgetary process
and different methods of budget.
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7.4.1 Budgetary Method

The methods followed in Indian libraries for preparing budget are mostly traditional.
More often than not, the allocations made in the previous financial year become the bench
mark for the current year. But in recent times, some innovative methods-are beingiccnsidercd
by librarians for preparing their library budgets. These methods are listed below: |

iy Line by line Budget _

| i) Planning Programming Budgeting System (PPBS) ' |
i)  Zero Base Budget |
1v}  Site Budget

1) 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 reading materials, salaries and allowances, utilities,
maintenance, supplies, travel contingencies, etc. These are all operating expenses (ure(,umng)
Thc following items are included under this category.

a) Equipment : Typewriter, filing cabinets, racks, chairs, bles, copying machines, computers
and computer accessories.

b} Renovations or remodelling : Fixing new @ s, doors, or remodelling of stack area.

¢) Major Censtruction : Extension of t?x\istmg building, or the constructiorL of a new
building. '

In formulating line by line bud@hms standards and ratios are taken into coﬂsideration.
But usually this budget is pre%akl g into account past years expenditure on edch item.

In order to cover the in ed cost of materials, salaries and wages, proportional
incrementat changes are made in the figures. This method of budgetting is relatively easy by
of traditional nature. It is inflexible and does not allow review activities. The libraries cannot

depict dynamisrn in their working and will be slow in adopting innovations.

2) Programmes Planning and Budgeting System (PPBS)

An innovative method was first introduced by Charles Hitch in 1961 in the DL:partment
of Defence of the U.S. Government. While in Line by line budget, funds are allocated on the
basis of fixed heads, in PPBS they are allocated to programmes produced to attain goals set

|
in the plan. It enables libraries to delineate objectives, analyze cost of benefits of the existing

‘programmes, and find better and cheaper alternative methods to achieve set obiectives.

PPBS is based on the following three operational concepts:

a) Developing an analytical ability for cxammmg in depth the objcctwes and the
programmes designed to meet them. |

b)  Forming a 5-year or more. programming process combined with a SOphlbth&tE‘d

management 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 hé]p in accomplishing the process of PPBS are:
i) Identifying library objectives

i} Relating objectives to specific service programmes

1ii) Relating programmes to resource requirements

iv) Rel_ﬁting resource inputs to budget (Rupees)

Under this budgeting system, library services and activities are planned, analysed and
interpreted. It emphasizes on process, purpose and achievement.

The application of PPBS requires knowledge of costing. Cost is assigned to each
programme on the basis of unit cost of operation measurement. The staff requirement is
determined by correlating number of units of work involved in a job with the number of hours
a person works in a year. Individual programmes are then integrated to prepare performance
budget for the whole library. A feedback during the progress of programmes helps in detecting
deviations, and rc-examining objectives and programmes and introducing necessary changes.
The unit cost technique and work measurement helps develop a standard cost and purpose of

various functions, activities and sub-activities.
3) Zero-Base Budgeting _ 0 '

Zero-Base Budgeting (ZBB) method was intmduc’QTO by Peter Phyrr in Texas
Instrument, Inc. (USA) as a means of effective plagning aW#Tiscal control. The zero base is
* derived from the first steps in the process - the dev nt of hierarchy of fuactions based
on the assumptions that the unit or agency ¢ g operations for the first time (zero points).
Thus the focus of ZBB is on the units purpostand functions, Tt aims at removing activities
that are not needed. The smaller act@s, with the indication of their goals, activities,

th

required resources and priorities are 1n stay in ZBB. Each function or package is
prepared and then ranked against the others,

The main advantages of ZBB are Jisted below :
a) It offers alternatives in the selection of packages
by - Only those activities that can be justified are included in the budget

¢)  The relationship between the quality and level of service and the money required
is well established. '

4) Site Budgeﬁng

This budgéting system ensures that everyone who is to be served will have access to
equal services. The goal of site budgeting is equal funding to each reader and equitable
distribution to each unit/branch within a system.

The steps required to be taken to formulate budget under this system are :
1) Find out how much money is required for the system as a whole;

i) Deduct all the costs for central services and costs not casﬂy a551gned to a particular
location;
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iii)  After deduction of expenses required for above mentioned two, remaining funds
are allocated to different outlying sites on per capita basis. There are two
advantages of this budgeting method : a) patror participation, and b) cquitable
funding within a system. i

Self-Check Exercise - 4

List the different methods of Library Budget.
Note: i) Write your answer in the space provided below,

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

7.4.2 Use of Norms. and Standards 0

Budgetary standards and norms are nccor preparing budgets and applying ditferent
methods discussed above. These nor vide guidelines for estimation of:funds required
to offer satisfactory service to reggers Ad how these funds could be distributed on various

items of expenditure,

We have already di in Section 7.3. above three methods of estimating financial.
requirements for libraries per eapita method, {ii) proportional method and (iii} method
of details. Under all these methods, we have provided the norms and standards delineated by
various Commissions and Committees and professional experts for differcnt types of libraries
and therefore, we are not repeating them here. i

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 here.
|
Indian

d) Ranganathan suggested for university libraries in India the following ratios for major
items of expenditure: '

Staff S0%:
Books anf other reading materials 40%

Miscellaneous 1(}%:




b)
and Experts;

i) University libraries
Salaries and allowances
Books
Pericdicals
Binding
Others (Supplies, Maintenance etc)
i1} Public Libraries
Salartes and allowances
Books
Periodicals and Newspapers
Binding
Others

American

Evans (Management Techniques for Librarians, 2nd

General norms based on recommendations of various Committees and Commissions

509
20%
13%
7%

10%

50%
20%
5%
5%
20%

e York : Academic Press, 1983)

Books and Periodicals ?, 20 to 30%
Salaries Q~ 60 to 70%
Utilities 4to 5%
Maintenance @ 3 o 4%
Supplies 3t04%
Travel 1%
Insurance 1%
United Kingdom
James Thomson ;
Salaries 50%
Books and Periodicals 40%
Binding 5%
Sundries 5%

With the changing scenario of libraries and introduction of infomation techrology, new
standards and norms need be worked out by professionals, associations and experts. The norms

provided above can only provide some guidance.
changes according to local situations and variations.

Individual libraries have to incorporate
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Note : 1) Write your answer in the space given below. i

Self-Check Exercise - 5 !

What are the steps involved in preparing site budget ?

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

7.5  BUDGETARY PROCESS

After studying budgetary methods, it would be advisable to know that process practically
need be adopted for making the entire budgetflry exercise a meanful experience and its

implementation faultless.
The plans and pelicies laid down by parent izations - industries, governments,

universitites, local bodies, etc. - should be bo % ind by libraries while preparing the budget.
Also care has to be taken to see that conflict terests of various divisions and departments

are resolved satisfactorily. This pl‘oceYM be discussed under the following three steps:
e

(i) Preparation of Budge. Deftnding the budgetary provisions, (iii) Approval and
implementation.

7.5.1 Preparation of Bu@ B ' :
|

The budget preparation is a cyclic activity. It is prepared for a ycar. The cycle of
operations includes initiation of process, preparing estimates of revenue, working out
expenditure for each unit, consolidation of unit budgets in the overall budget and revision of
estimates.

The budget format depends on the financial norms followed by the parent body. The
normal practice consists in showing revenue on one side and the expenditure on the other
side followed by explanatory notes. Some major heads that form the content of budget are
indicated below : ' i

Revenue Head Expendituré Head
Allocation from parent body Salary. and Wages
Cess and Taxes Book fund

Fine amount Mainienance
Reprography/micrography charges Supplies

' Dcposité Services



Ad-hoc grants Travel

Donations _ Training

Rent
Sal¢ proceeds from discarded items Capital Expenditure
Interest on deposits Refund of deposits

Loan recoveries

While presenting the budget the items are listed in the following formats :
i). Actual. cxpenditure of previous year

i)  Orginal financial estimates for the current year

i} Revised estimates for the curcent year and |

iv)  Orginal financial estimates for the next vear

752 Defending the Budget Request

The library budget forms eipart of the overall budget of the parent body. The final
allocations rest with the executive committee of the Instituti They will critically examine
the merits of the library request. The library has to comp th several other departments.
It has to be recognised that libraries generally do n@ the same weight as other functions.

allocations with statistical data and convincing ritics, how approval of allocations would

help the library to support the overall es and programmes of the parent organizations is
necessary. Sometimes comparing the fisyres and allocations with similar other libraries will

be helpful.

Therefore, a good. public relations str%a defending the proposed budgetary

7.5.3 Approval and Implementation of Budget

Almost all types of libraries will have library committees. All policy decisions including
approval of budget is the rcsponsibil.ity of the library committees. The librarian who acts as
Secretary of the Committee should work out the budget meticulously. He has to involve his
senior staff in budget preparation process.

The Library budget once approved by the Committee will be incorporated in the total
budget of the organization and passed by the appropriate authority.

Once the budget is passed, the same is communicated to the library. In turn the librarian
informs all section heads of academic departments, etc. about the funds allocated to their
sections/subjects and programmes. The follow up action is taken to see that funds are spent
rhythmcally and carefully within specified period.
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Self -Check Exercise - 6

Briefly explain the steps involved in budgetary process.
Note : 1} Write your answer in the space given below.

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

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

7.6  ACCOUNTING

Accounting is 4 basic activity for an efﬁc%pnt financial administration. To ensure that
of income and expenditure is necessary. Maintéganc® of proper accounts ?he]ps detect
misappropriations, underspending and overspengiag. _

The following financial records are mai by libraries to keep tract of receipt and
expenditure: ?\ :

Types of Accounting Registers Q’

The important accounts jiggistersare :

{a} Cash Book, (b) L% (c) Allocation, (d) Invoice and (e} Salary ii:uill. A brief
description of each with specimens is provided. ' '

the library funds are utilized properly as per the prz@in the budget, a systematic record

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 contingency type is entered in this

register. The specimen of the register is given below:

Receipts

Date | Particulars of | No & Date | Head of Ac-|Amount
receipts of Voucher | Accounts to
be credited

1 2 3 4 3

Tota)




Expenditure

Date'_ Particulars of | No & Date | Hedd of  |Amount
receipts of Voucher | Accounts to
be credited
1 2 3 4 5
Total

b} Ledger Register

This record indicates the budget provision at the t()@xpenditure on all items and
subjects is entered one by one.

Name of the Library O Year

Budget Provision Rs. R Head
Serial Name  Bill Amount Amount, Proge No.of Subject Signature. Remarks -
No. of No.& pass e Books of Libra
Vendor Date or Total rian
' nt ' '
12 3 -4 6 7 8 9 - 10
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~ ¢} Allocation Register
- Accounts are maintained in this register headwise and subjectwise. 'Scparialc registers
are maintained in libraires for books, periodicals, binding, stationery, contingency etc
Name of Library Year |
Head of Demand- . o © Amount Alloted Rs.
: : _ |

Serial  Name Bill  Amount | Amount Progre Balance No.of Subject  Signature

No. of No.& passed  ssive Books lof Libra-
Vendor~ Date ' Totat - L ' tian
!
1 2 3 1 5 6 7 g 9 | 10

* d) Bill Register o |
. _ : : f
Name of the Library : &nth: "~ Year: i
S.No. Bill Name of ount  Singnature  Signature Remarks
No.with  ~ Publi ’ ' of Librarian  of bill
date book sellg S l

~ receiver .
1 9 -3 4 -5 . 6 2




e) Salalry Bill Register

Name of the Library : Month: : Year:
Onher Crganisa House Loan  Other Total Signatﬁrc
Name Pay DA CCA HRA allow- Total  tion's Girand PF Rent Instal  duduce dedu- Net ol the
ances Contribu-  Total deductionDecue- menide- fon  ction paid employee
tion o PF ction  duction if any
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

Self Check Exercise - 7

List the important accounts registers that are maintained in a libigry.

Note : i} Write your answer in the space provided belo

ii) Compare your answer with the'model @ given at the end of this unit.

7.7  AUDITING

It is necessary to scrutinize the financial transactions. The auditor is entrusted this job.
He checks irregular, inappropriate and wasteful spending. In India, auditor’s report becomes
important document for authorities to be convinced that 2 particular library / institution is
running on proper lines. ' '

Tt is, therefore, necessary for libraries to maintain all records properly. The Chief Librarian
needs to study the audit code and rules so that unnecessary interference in library services
could be avoided.
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Sélf-Check Exercise - 8
Discuss briefly the necessity of andit in a library.
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. !

7.8  SUMMING UP !

Libraries are low priority item in Indian polity. They are spending institutions. They
keep growing continuously and need perennial sourc
libraries includes sources of income, items of ex

jof income, The fiscal inanagement in
ditfre, estimation of expenses based on

standards and norms, budgetary methods apd™pgocedures, maintenance of accounts records
and registers and knowing audit rutes. All -pects have been discussed i:n detail in this

unit, ?\
7.9 MODEL ANSWER

1. The following are the s%of inance for public libraries:

i) Library Cess, (ii}) G ment Grants, (iii) Subscription from members;
(iv) Endowment, (v) Minor sources - Fees, Fines, Gifts, Xerox charges and sale of old
newspapers.

2. Characteristics of library expenditure
- a)  Libraries are spending institutions
b)  Libraries are growing institutions
) Library expenditure is recurring
d) Expenses need to be equitablé on all subjects
e) Utmost economy is required in expenditure
’% Methods of estiméting funds:
i} Per capita method, (i) Proportional method, (iii) Method of details.
4. Different methods of library buc.lﬂg-;:t. :
1) Line-by-line budget
i) Planning, Programming, Budgeting Sysiem (PPBS) |



i)  Zero Base Budgeting (ZBB)
iv)  Site Budget

5. Steps involved in preparing “site budget”.

i) Find out how much money is required for the system as a whole,

i)  Deduct all the costs for céntral services and costs not easily assigned to a particular
location. '

ili)  After deducting expenses mentioned in (i) and (it) above, remammg funds are
allocated to different ontlaying sites on per capita basis.

6. Budgetary process includes three steps. They are briefly explained below :

(i)  Preparation of Budget : The budget preparation is a cyclic {vearly) 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 thcy

have to compete with other departments. Therefore, budgetary provisions need

to be defended using norms and statistics and cgmparing with similar other
libraries. ' 6 '

ili)  Approval and implementation of Budget : proval of Library Committee is
necessary. before the budgetary figures a rporated in general budget and

voted by concerned authority. ?\ _
All section heads need be in the approved provisions and asked to

ed
implement them meticulously‘c "

7. Important accounts registers@;ted below : (1) Cash Book Register, (2) Ledger
Register, (3) Allocation Registe®f4) Bill Register and (5) Salary Bill Register.

8. Audit i1s necessary n libraries to scrutinize financial transactions and check irregular,
inappropriatc and wasteful spending. Audit reports are seen by administrative authorities.
to find out whether allocated funds are spent properly. '

7.10  ASSIGNMENTS

1. Describe the sources of income available for a Univeréity Library.

2. Expiain the proportional method of estimating expenditure, delineating recommendations

' made by different committees and commissions.

3. Discuss PPBS method of budgeting, Why is it not followed by Indian libraries?

4. What are the norms for distributing funds on different items of expenditure in libraries?

5. Describe any two important accounts registers maintained in libraries.
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7.12° GLOSSARY

Accounting : A systematic maintenance of the income and expenditure
record. :
Auditing : Statutory, scrutinizing of financial transactions of an
. L I
g institution. '
Budget : An estimate of revenue and expenditure for a financial
year. ' !
Financial Estimation : Estimating _th&\amount of money required for
: |
administering ¥ €s. ,

Non-Plan Grants : Reguletary grants givern every year.
Non-recurring Expendifure : E?&iture that is incurred occasionally on items like
bu

ding, equipment, machinary eic.

Plan Grants ' Q.Hmds made available for development programmes under

@ five year plans. .
Recurring Expenditure : Regular amount that is spent every year, on books,
journals, staff salaries etc. !

Unit Cost : o Cost of a single unit of operation viz., cost of cataloguing
a single book

7.13 MODER EXAMINATION QUESTIONS

I Essay Questions

1) Explain brieﬂy various methods of financial estimation in relation to libraries.
2)  Explain various Budgetary Methods used in libraries and informagtion centres
IT Short Notes |
a)  Accounting
b) Auditing
) BB
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8.0  AIMS AND OBJECTIVES

This unit dealt with library statistics and annual reports.
After studying this unit you should be in a position to

. explain what is meant by library statistics and the purpose, kindsi and sources of
library statistics. \

. describe the methods of presentation and .
. explain the meaning, need and purpose of the annual report |
.. describe the features, form and contents of an annual report
. draft an annual report for your library .

8.1 INTRODUCTION

The word “Statistics” is derived from the Latin word “Status™. Statistics (plural) refers
to quantitative information (number of books added to a library each year, number of books
received on Inter-Library Loan). Statistics (singular) refers to a method of dealing with
quantitative information involving collection, anal%esemation and intcrprletation of data.
Statistics is a branch of mathematical science, whi pears {o have originated in the 18th

century.

and figures about any phenomena are ca
the mass of information to a rea intelligent and comparable form. Statlsths are tabulated

Statistics are the facts and figureggghich dfe presented in tabular or other forms. Facts
?&ansncs The discipline does the work of reducing

figures employed by most moderfgcientists in order assess the progress or regress in various
fields of study. Statistic ded as one of the important tools for making decisions in
the midst of uncertainty. StaWgfics help us in planing and controlting the activities in a library.

~Statistics also help us in comparing a particular library with other libraries and thus effect

" necessary improvements in library services. Further, the study of the library baséd on statistical

methods helps the administrative or the governing body to measure the performance of library
activities and to take proper decisions for improving them. ! '

8.2  LIBRARY STATISTICS

The main sources of Library Statistics are the diaries maintained by different sections of
the library. Daily/Weekly/Monthly/Quarterly Statistical reports prepared by, the diffcrent
sections are considered useful sources of Statistics. For Statistical returns, routing forms should
be designed very carefully and revised periodically in the light of experience. '

Collection of data must be done with ytmost care because it is the basis.for statistical
analysis. The data may be collected from prlmdry or secondary sources uther published or
unpubhshed ‘Raw data collected on a regular basis, say weekly/monthly ete, trom different
sections of the library have to be orgainsed. The first: step in organising a group of data is
edltmg The collected data should be carefully edited and tabulated. After ednmg the data
should be clasmflec} 80 as to arrange them according to some charcteristics possessed by the '
iterns constituting the data. From tables, inference can be drawn. Inference when related to




one functioning satisfactorily, it reveals their drawbacks, and what economy measures may
be applied without impairing efficiency. Data presented in an orderly manner facilitates
statistical analysis.

Analysis of data is impartant to find out the relation between data.  Methods used in
analysing the presented data are numerous ranging from simple observation to complicated
and highly numerical techniques.

8.3  SOURCES OF LIBRARY STATISTICS

The kinds of stitistics to be maintained will vary from library to library. This will depend -
upon the' nse to be made of Statistics. On the basis of various practices followed by different
libraries, Library Statistics can be divided into three categories.

1) Statistics of Processing Departments
2) Statistics of Service Departments.

£} Miscellaneous Statistics.

8.3.1 Statistics of Processing Depariments

{A) Acquisition Section _ :
The acquisition section maintains the records of all the ks, periodicals and other

@ or on exchange basis. Weekly
fisition scction are required to find

reading materials acquired by the library by purchase
Statisticss of the number of books passing through the :
out the adequacy of the staff to control the vol " work and also introduce important

]

changes in routine work. Acquisition perf, nce Will be a useful basis for evaluation of the
achievement of the Acquisition departmentN{auber enumerates the following measures used

by R.W. Gilchrist to evalute the acq®work in libraries.
(i) Time lags:
a) From receipt of indent to issue of order.
b)  From issue of order to receipt of book
") From receipt of book to completion of acquisition process .
(11) Discount received :
(iit) Bibliographical accuracy:
a) Number of un-intentional duplicates received.
b) Number of incorrect items received.

c) Number of items rejected by dealers as not identifiable.

d)  Percentage of successful orders from book sellers / publishers catalogues.

{iv) Expenditure on books:

Acquisition statistics prepared subjectwise will be helpful to know the strength and
weakness of the library collection. The forms used in acquisition work should be designed
properly. A specimen form used for recording acquisition statistics is given below:
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| SPECIMEN ROUTINEFORM |
Month......ciivenieerreciernes ' Year ..o oo, crerenens e
Subjectwise according to Decimal Classification. '

_ : 000 [ 100 .| 200 | 3000 | 400 500 {600 | 700 | | 800 1900
Reading to to - to to to 10 to to te |to
' 099 | 199 |299 [399 [499 |599 (699 | 799 | 899 (999

1.By Purchase
Books
Periodicals ' -
Others | |
Total ' : ' '

2.By Exchange
Books _
Periadicals 1 ) |
Others . 1 ‘
Total .

3.By Gift ' | ' o ‘

Books ' : !

* Periodicals. ' q ' | |
_Others | - ' . ) |
Total ' . O ' .

4. By Legal - . |
Deposit - Q\ . | |
(Delivery of
Books Act) ' : Q.‘ ' 1

Books Q} ' a

Periodicals _ : : |

Others
Total :
Grand Total b |

(B) Periodicals Section - - ' ' - o 3

In the periodicals section it is necessary to maintain Statistics to show how many
periodicals are received daily/weekly,monthly etc., the number of periodicats for which -
reminders are sent about non-receipts, the number of periodicals sent to the bindery, the number
of periodicals bound and accessioned etc, in a standard form. This will enable us to take
necessary steps to overcome the hurdles if any by restoring to better techniques .:and providing
more staff for proper functioning of the section. The profbfma for the maintenance of statistics
in the periodicals section is given below.




' SPECIMEN ROUTINE FORM

Month.....c.oiiiiin Year .o
_ Number of
Numberof Number of Pertodicals :
Frequency of Periedicals Periodicals for which Remarks
Pubtication received registered - reminders
' sent
Daily
Weekly )
Fortnightly
Monthiy
Bimonthly
Quarterly _ . |
Others o - 0
Total \ ‘ : ' O

Technical Section

Generally this section does not de ily with the reading public. Its work is properly
described as work behind the scene. E he stff employed in this section attend to the processing

of books and other reading mate using accepted techniques such as classification and
cataloguing to facilitate their use by tM public. In order to know whether the persons engaged
in the technical section are fully employed, overworked or underworked, it is essential to have
information about the work done on an average by every classifier and cataloguer. This will
help to lay down a reasonable standard or stipulate an optimum amount of work to be done
- by classifiers and cataloguers individually in this section. The following are the specimens of
Statistical tables of the Technical Section,
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PROFORMA STATISTICS OF CLASSIFICATION WORK !

Month Year. |

Name of the - | - - _ -
Serial incumbent  Number of books Classified ' _l Re- .
Number _ | and . o ‘Days of the monfh : : marks

Designation

L pl|sie|7 (8o f10]. w3l

1. Classifier
2 ' Cléssifier
3. Classifief -
4. Classifter

5. Classifier - . ‘9 | |

PROFORMA STATISTICS @ ALOGUING WORK |

Month Year. |
: Name of the | um&r of books catalogued ¥ 0 :
Sertal Employee ber-of cards prepared | Re-
Number | =~ with |, Days of the month _ marks

Designation o s 1
112131415167 )8 19 [10[..t0o31 | Total

I. - | Cataloguer o _ | o .i.

i

2, Cataloguer o

. i

3. Cataloguer |

|

4, .| Cataloguer |

5. Cataloguer | ' ' _ ‘




8.3.2  Statistics of Service Department

{A) Circulation Section

This is one of the most important sections of a library having direct contact with the
readers. To know the reader’s tastes, likes, dislikes, their reactions to the various services

offered in the library, it is necessary to maintain different types of statistics on the basis of
transactions in the Circulation Section. '

Daily Visitors Attendance Statistics

Tt is necessary to 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 enable the librarian to
prepare statistics of different types of visitors by age, sex, occupation etc. The proforma of

the visitor's regisler maintained normally in loose leaf form by the libraries is given betow.

VISITOR’S ATTENDANCE REGISTER
(To be maintained in a public library)

Name of the Library
Month Year.
LN
Name of the. _
Serial Visitor Age Sex Occupation onse Signature | Remarks
Number | (in Block O of Visit
letters)
VISITOR’S ATTENDANCE REGISTER
_ (In Academic Libraries) N
Name of the : _
Serial Visitor (in Class/ Department Signature Remarks
Number Designation

Block letters)
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Statistics of Library Members

The Circulation Section should keep a complete and upto date record of the members in
the Jibrary. The Statistics of library members will cnable the librarian to furnish the number
of members admitted, the number of members withdrawn from the library during the course
of the year and ultimately the total number of members on the rolls of the library at the end
of an year, Further, the maintenance of statistics of library membership in academic librarics,
especially University Libraries, will give an idea of the different categorics of members
(Students, Research Scholars, Teaching and Non-Teaching Staff members. Deposit borrowers
etc) and the number of members category wise during a particular period. The specimen form
for the maintenance of library membership statistics is given below. '

MEMRERSHIP STATISTICS

Number of Number of Number of Total |
- Date  Category members as  new members members  number of Remarks
perrolls enrolled withdrawn  members

Issue Statistics

The Circulation Section ne: 11%n other kinds of Statistics viz Issue statistics {a)
Language wise, (b) Subject-wis®{and (c) Reader-wise on the basis of books lent by the
Cireulation Section for ou 4@ mge everyday. This will help to know which category of readers
are the largest percentage o rary"'users, and which language books are bor;rowcd by the

majd_rity of the library members etc. The following table deals with the Issue statistics,

Language wise, |

(a) ISSUE STATISTICS, LANGUAGE -WISE |

Date Language Number of books issued

English ...
Hindi
Tamil
Telugu ...
Sanskrit ...
Others

Total




ISSUE STATISTICS, SUBJECT-WISE (according to Decimal Classification) :

Date{000] 200| 300| 400{ 500{ 604 700} 800| 900| Loose issue Total

of Periodicals | Periodicals

In the case of the Publ:c Library, the table shown below is used for maintaining reader
wise issue statistics.

ISSUE STATISTICS (READER-W{SE)

Date Language \nzber of books issued
- - CAdults .
_ o Male

Female 4
Chnld% '
Blind V..

Sick

Others

Total

In respect of Academic Libraries i.e. University, Col[ege 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

Higher Secondary '
Graduate ...
Postgraduate ...
Research Scholars ...
Teachers ...
Non;Teachel‘s .....

Others .

Total

Inter-Library Loan Statistics

“In the case of library participating in librar eration or resource sharing programme,
it is nccessary to maintain statistics of the nun¥gp@f books got on inter-library loan [rom
other libraries and the expenditure i11curr%e on and also the number of books sent to

other libraries etc.
(B) Reference Section 2 _ . _

The next important sec@ the Reference Section. [t is very difficult to maintain
statistics of the Reference Sectioh in a library following the open access syslem. In the case
of libraries adopting closed access, we can prepare statistics on the basis of the request slips
given by readers. However statistics relating to the reference service rendered can be
maintained in the proforma given below. : ‘

REFERENCE SERVICE STATISTICS

Date Month....ccecieriiisens Year.. iciemnmanas
Number of Readers Number of Enguiries Answered Number of
Directed Short Range/ Long Range Enquiries ' Total

un-answered




(¢) Indexing, Abstractitig and Documcntatibn Services

Proper statistics must be obtained to know the progress of regress or these services and
their impact on the readers, Indexing is a technique which is an essential tool for research
purpose. The periodicals received in the library must be scanned and an index be prepared
for the use of researchers. Important articles published in learned periodicals must be abstracted
and made available to the research scholars. The following table reveals the number of
pertodicals indexed, abstracted and documented. This should be prepared every wecek.

Date ..oooenreciiieeeeee Month i Year .oocecveeceienrennens
" Subject Number of Number of Number of
Subject Periodicals articles ' arlicles
indexed abstracted reproduced
000 ...
100 . ...
200 ...

300 ... - 0
400 ... - | O

S00 ... v |

600 ... Q~
700 ... @

8.3.3 Miscellaneous Statistics

The library must know the number of its clientele or the total number of people served.
These figures can be obtained from the latest Census report. The figures giving the book
fund, periodicals fund etc. and total expenditure should be maintained properly to assess
accurately the service rendered by the library. '




STATISTICS OF INCOME AND EXPENDITURE . |

Item Book Periodicals Staff Others ' Total
Fund Fund Fund | '
Income - 1 o - : ~
Expenditure . h -
STAFF STATISTICS -
Month.......... sesserranse _ D (| AU |
_ i
Name of Number of Number of . Amount spent Ammlmt saved
the Post Posts filled ~ Posts lying on Salaries . on Staff
Vaccant Salaries

S |
o |

These statistics of the various scction%mén ts yield important information regarding
the per capita amount spent on provjdi g libary services in an area. _ ! ’
' i
Self -Check Exercise - 1 . : ' )

: _ : i
What are the various source&ecting library statistics ?

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

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

.--u---”u-.-.--..-.-..--..u-..--...-n.--.u--nn-.un-.----..-.....--...-u-.n...:. ..........................................

e R e SR

8.4 PURPOSE OF LIBRARY STATISTICS | -

Statistics are helpful for f_he 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 comparable

164 form and to ensure objectivity we need the help of Statistics, Statistics is meant tojbring out




facts in an objective and unbiased manner. Thg'iil'l‘imatc--aim_o_f_ statistical returns is the contro}
of current services and their evaluation. Statistics help us in assesing the progress of the library

ata given time through a comparison of the figures of the past services with that of the present.
A comparison of the figures of a library with those of other libraries of the region hclp us to
know if a particular library is run on more efficient lines than others.

Statistics serves the following purposes in libraries:
(1)  For compilation of an annual report.

(2) For assessing the progress of a library_through comparison of Statistics of the past
few years. o

(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 Statist_ics a new service
can be planned or an existing service can be improved.

(5)  Statistics will be helpful to areas - the extent of demand for a particular services
in a library

{6)  Statistics will be helpful to justify the librarian’s demand for more funds and

additional staff
(7)  Toenlighten the users and the authorities about t@vements of the library.

On the other hand, statistics can also be misused. se of statistics has to be avoided

as far as possible,

Statistics have certain fimitations. ?

(1) Statistics are quantitative in o "wAs such it will not disclose the quality of
waork turned out by diffc%ff embers in different sections.

(2)  Sratistics do not give the ¢ ete picture of a library.

Self-Check Exercise-2

What is the purpose of library statistics ?
Note :i)  Write your answer in the space given below.

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

B R R T T T L L L T T L T T PR
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8.5 METHODS OF PRESENTATION

Statistics can be presented in a variety of forms such as tables, graphs, diagrams etc.
The forms to be used must be simple, clear and attractive.

8.5.1 Tabular form !

o A table is the systematic organisation of statistical data in columns and rows. Rows are
“Torizortal-arangements and columnb are vertical are angements. The table usually simplities
the presentation and facilitates, comparison of two or more data sets. A table consists of the
following parts: (1) Title, (2) Sub-title, if any, (3) Stub, (4) Caption. (or ‘head), (5) Body of
data. The other parts present in a table are head note, foot note and source notes apart from
the above mentioned parts A title at the top of the table usually answers the question like
what, where and when. Some times it even answers how the data are classified. The stub
consists of a stub head and the stub entries. The caption labels the data found in the column
of the table. The body contains the data. A head note is a statement (below the title} which
clarified the contents of the table. A source note is used to state clearly the source of the data
if it was collected by some one. '

Table number: Ti@le Table
' (Head No
aption .

Stub head v

0’@ D Column

| ad _ head
Stub entries %dy

Tables reveal patterns within the figures which can not be seen when information is
presented in narrative form. Tt also facilitates the summarization of figures. Tables are by
nature two dimensional, for instance, if the users of an academic library have to be classified
by sex and age, the table may be constructed as follows;
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Table 1.1: DIFFERENT AGE GROUPS OF STUDENTS, SEX WISE, -
USING THE COLLEGE LIBRARY (Two Factor Tabls)

Age gfoup of Students’
Sex of 15 | 17 | 19 21 23 | 25
Students
Male
Fe.male

The followin g is the model of a three factor table:
Table 1.2; DIFFERENT AGE_ GROUPS OF STUDENTS, USING THE COLLEGE
| LIBRARY, FACULTY WISE AND SEX WISE

Faculty & | .
Sex of Age group of Students
Students . 17 - 19 21 23 | 25
ARTS |

- | [ [ o
‘Female
SCIENCE ' : ?‘
Male . : -
Female ' '
COMMERCE | |

Male
Female

Like-wise any number of variables may be adopted to represent the facts or data m a
table. ' '

8.5.2 Graphical presentation -

The objective of presenting data in graphical form is to Summarié__c cléarly the facts and
~ inferences drawn from the data. The graphical form is used for presentation of data for easy
understanding and interpretation. Graphical form can be used as means of identifying changes
in library services. The graphical presentation of data can also be used to evaluate services
and functions of lib_ra'ries by comparing the individual operations over defined periods. There-
are several varieties of graphical presentation such as pie chart, bar chart, etc. The important
function of diagrams and graphical forms is both to attract the attention and arouse the interest
of readers, as well as to give precise information. It is hardly possible to construct a graph
without constructing a table. ' ' '
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(i) Pie Chart | S |

: : |
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 a set of data.- Each partition of the data is

represented as 4 portion of a Pie. Pie Charts are used for displaying the (,omparlsons of
percentages rather than the number of measures in each category or group. Each pie in the
chart is displayed either in ascending or descending order of size. It is helpful and most
convenient if one tries to summarise the data into a minimum number of categories since 00

many categories make the pie chart difficult to interpret. |

Figures 2.1 is an example of a Pie Chart for the data shown i 1n Table 1.3. !

Table 1.3: CATEGORYWISE DISTRIBUTION OF MEMBERS OF UNIVERSITY

LIBRARY DURING THE ACADEMIC YEAR ................. :
Number of Members :
Categories !
Members ' Percentage - Degrees
_ - I
1. Students : _ |
(2) M.A, M.Com etc. 1527 33 133
(b) B.Tech. & M.Tech 800 19 : 69
2. Research Scholars 72 O 17 - 6l
(Ph.D. & M.Phil) . ?‘ B
3. Teaching Staff | 3?“ 9 32
_ ' |
- 4. Non-Teaching Staff 69 le | 58
5. Deposit Borrowers %5 B ._ 2 | 7
. - - ;
Total 4180 100 360

STUDENTS
M.A. M.Sc., M:Com.,
37%])

STUDENTS
B. TECH & [19%)
M.TECH.

DEPOSIT {2%)
BORROWERS

NON-TEAGHING
STAFF {16%)

TEACHING
STAFF {9%)

Scale 3. 6° = 1% of the members
Figures 2 1-A Pie Chart Category wise dlsmbutlon of lera.ry membegs




(i) 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 collected over a
period of time or space. Figures 2.2 and 2.3 are examples of bar charts (for the data shown in
tables 1.4 and 1.5). Single bar chart consists of a number of single bars each representing
some variable. One can use a group of double bars to compare the magnitude of one variable
with another.  Figures 2.4 is an example of double bar based on the data given in Table 1.6
The double bar usually has no gap between the two bars: but between each group of bars,
there should be a gap.

Table : 1.4: NUMBER OF MEMBERS ON ROLLS, CATEGORY WISE IN ..., UNIVERSITY

LIBRARY DURING THE YEAR 1982-83

Serial Category Number of
Number Memebers
1. _ (a} Students 1859

(M.A., M.Sc., M.Com) 0
(b)_StudentS 732
(B.Tech, & M. Tech) O

2. Research Schola B11
3. Teaching 82 E 369

4, _ Non-TeachMg Staff 727 -

5. De@n‘owers 111

STUDENTS
M.A&, M.Sc., & M.Com..)

2009 — -
16800 —
1600 — 4
1460 —

1200 — -

RESEARCH

1000 = o STUDENTS SCHOLARS NON-TEACHING

(B.Tech. &

M.Tach.j STAFF
oo — A
OO0 — o

TEACHING .
STAFF BEPOSIT

— BORROWERS
200 =

Scale lem = 200 Members

Scale lem = 200 members.




LIBRARY DURING THE YEARS 1977-78 TO 1982-83 |

i Serial | Year | _ | Number of |
i Number : . Memebers |
1. | 197778 . | 3669 i
2 | 1978-79 3606 |
3. 1979-80 a 4049 |
4, ' 1980-81 1 a0 \
s, 1981-82 | 4160 |
s, 1982-83 | - 4609 |
'.\ { |
N |
o . - ' opngr 198283 |
4500 — o e

. 157 - 80
4000 — - 197778 1978 - 79

3506 —
acod =

2500 — -

2000 =

1500 =

1000 = o ' .
500 = A %
L0 - - — - .
Scale Verticle Axis lem = 500 Members - ' |
Figure Bar Chart - Number of members enrolled in University

Library during the years 1978-79 to 1982-83 =~ |

Cnm’pdnent Bar Chart

. To compare over a period of time the changes that have taken place in the parts of a
- total, the data can be presented. in component-part bars. For proper display different colours

or shades can be used for the components in the bar for differentiation. |
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CATEGORY WISE DURING THE YEAR 1977-78 TO 1982-83

| _Categorjf of members 1977-78 |1978-79 [1979-80 [1980-81 | 1981-82 1982-83
I. Students - S 1545 | 1498 1500 | 1563 1527 1859
(M._A., M.Com,, M.S¢) _ : :
2. Students 632 700 908 845 800 732
~ (B.Tech & M. Tech)

3. Research Scholars _ 517 385 55 638 712 811
4. Teaching Statf 296 312 ) 354 | 38 | 366 369
S. Non-Teaching Staff 604 641 668 | 683 690 727
6. Deposit borrowers 75 70 68 9 1 85 1

Total | 3669 | 3606 | 4049 4202 .4160 4609

5600 — - O
4500 =— -] ?‘
4000 — - _
&2 W DEPOSH
I _ BORROWERS
D 3500 — -+
= ] /. B /i
= y/////// . S NON-TEACHING
£ 3000—- /A A svars
@ 2500 — . — ””””“ "””“” TEACHING
£ STAFF
=
z 2000 — RESEARGH
SCHOLARS
1500 —
STUDENTS
o — (B.Tech & M.Tech}
. STUDENTS
500 — (M.A., M.Com., & .
M.Sc..)

1877 - 74 1978-79 1979-80 . 1980-41 1881-62 1982-83

- Figure 24 A Component-bar Chart - Distribution of different
Categories of members enrolled in ..... University Library during
the year 1977-78 to 1982-83 '

“Thus the most symbolic and appealing method of presentation of statistics should be used
to make the library uscrs benefit from the performance of the library either during a given

period of different periods.
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Selt-Check Exercise - 3

List various methods of presenting the library statistics ? ' RS

8.6 ANNUAL REPORT

An Annual Report is a public document which accounts for the work done in the tibrary
during the past twelve months. The Annual Report summarises the activities and achievements
of the various departments of the library. It is a record which a 1esp0nsxb]e administrator
submits to his superior officer.

Tt differs from the Budget as the latter is an estimat®&for the coming year while the former
is the medium through which we can know the perfolgangt of the various departments in the
previous year. Report covers the period from @ to 30th June of the succeedfing year.

8.6.1 Need for Annual Report

As in other organisations, a librariaiNs expected to keep his superiors infarmed about

the achievements, shortcomings a ms of the library with suggestions for improvement.
This is done by reporting. Thggugh dgnual Report based 'on data collected from the different
sections of the library, the 1i s able to reveal the condition of the library. The informatios

contained in these reports provi8és evidence for determining the effeciency of the library. Thus

Annual Report is an account of the activities of the Hibrary for justification of the éxpenditure

. s . I
incurred over it’s maintenance.

In the case of university library, the librarian makes use of the Annual Report as a means
of reporting of the activities and services of his library to the university authorities to justify
the amount spent on his library. Similarly, a librarian of a public library is answerable to the
public who finances the library through the payment of library cess. A librarian of the spécial
library is also expected to justify to its parent organisation the financial assistance received
over the maintenance of his library. Hence an annual report is necessary for refporting the
activities as of a library to the superiors to justify the financial support reccwed for its
maintenance. '

8.6.2 Purpose of Annual Report

An official stock-taking device, the annual report is a record which the responsible
admunistrator submits to his authorities. The Annual Report serves the following purposes.

1) Library is a social institution meant for public service. It is financially supported by
public funds and therefore an Annual Report will be helpful fdr reporting the .
performance of the library to justify the expenditure uwolvcd in running the library.



2)

4)

5)

0)

7)

8)

9)

10}

It keeps the authoritics of the Jibrary fully aware of the services and sources in book
and non-book materials, finance, manpower etc. and of the working of the different
departments.

The Annual Report is also being used as a part of publicity media in order to attract the
large number of readers to the library. It is-used as a-tool to_vive publicity for the services -

fogh
provided by the library.
It enables the librarian to assess the performance of the library and to estimate the future
financial requirements.

It serves as an important instrument in library’s public relations in educating the non-
uscrs about the services offered by the library for the intellectual advancement of the
community.

By a comparative study of Annual Reports of previous years, the librarian can know
the achievements and shortcomings of the services of the library together with the reasons
there of which will enable him to rectify the defects as far as possible.

An Annual Report which contains an account of the annual financial condition of the
library in relation to the services and need for their imprdgment will help the librarian
to assess the actual needs and also to find oot ways an®Ngeas 1o procure more funds.

By a study of the staff position in relation to tccs presently rendered and to be
rendered according to national standards of effiepd¥, the librarian can ask for more
staff or the retrenchment of the staff as may gcase. The library statistics of various
departments will be helpful in this respegt. E

Annual Report scrves as effective m od of educating the faculty, the citizens, patrons
and the authorities as to the agd needs of the library. In other words, the Annual
Report, as an official docum%ed as an instrument of telling people just what the
library has done is doing and plans to do.

A well prepared and published Report intelligently distributed to an important group
of individuals will enlist support for library development and encourage gifts.

Self-Check Exercise-4

What is the purpose of an annual report in libraries?

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

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

..........................................................................................................................................
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87 ANNUAL REPORT - FEATURES, FORM AND CONTENTS

8.7.1 Features of Annual Report{

- The Annual Repoit being a public document, should be written-1fi an interesting form.
The figures should be minimised and it is desirable to present them in tabular form. The Annual

--Rep'or'f'éliﬁﬁ'l_c_lge brief, clear and presented in the language easily understandable to the users.

8.7.2 Form of the report : |

The Annual Report 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 pleasing. It should be printed
on good quality paper with well designed covers and circulated on a wide scale for maximum
publicity. In view of the h'igh cost of printing and postage, libraries are bringilhg out abridged
versions of the Annual Report for circulation to other institutions to convey inlormation.
Circulation to other institutions associated with it is a kind of extension service. In India, the

Annual Report of the library is incorpotated in the 31] Report of the paren_.:t institutions.

8.7.3 Content of the Report

| , :

The Annual Report should have an in@ion giving information about the name of
the library, type (nature) of the library, date™®#establishment, working hours, the holidays
observed by the library, summary of im%t achievements of the preceding year and future
plans of development. The maj of libraries publish their Annnal Reports in two parts: 1)
Report on the work of library tively informal and designed to be read through, 2) A
statistical summary in a ibed standardised form containing details mostlfr in the form of
tables and graphs pcnain?%ooks and non-book materials, services, cliente]%:, staff, finance
etc.

The second important feature of a Report is it’s contents. A report can be divided into
the main heads : 1) Clientle, 2) Book Stock, 3) Technical service, 4) Public Services, 5) Finance

and 6) Miscellancous.
|

i) Clientele =~ | | |

The information on Clientele is the basic issue of the popularity of the library. The number
of registered readers is to be clearly furnished along with statistics showing;percentage of
readers when compared to population. The comparison of the actual and notential readership
will reveal the extent of usefuliness of the library. The number of members along with different
categories (Adult, Children, blind etc. in the case of Public library) Teachers, Non-Teacher,
Research scholar, student etc. in the case of University library at the beginningiand at the end
of the year should be furnished. Further the rise or fall in the membership should be indicated
with reasons therefor. Thas the Circulation Statistics will enable the librariah to judge the
usefulness of the library and to take necessary steps to provide reading materials suitable to

their tastes. |




ii) Book Stock (Library Collection)

Books and Non-book materials (like microfilms, gramophone records etc) in the
possession of the library is the second impdrtant factor without which the library can not exist.
To extract more persons to become regular members of the library, the report has to enlighten
the users about the nature of book collection. This will help to assess the library’s resources
and judge the capacity to serve the diverse needs of the community of readers. The report
should contain subject wise breakup of the number of books at the beginning and at the end
of the year and additions, during the year. The report should also contain the number of current
periodicals subscribed to and alsc the details of non-book materials acquired,

iii) Technical Services

Technical services include accessioning, classification, catalouging and documentation.
These services are provided by qualified professional staff. These services are the back bone
of library. - These services bring a helpful order amongst all spheres of library activities to
promote the use of books by the large number of readers. The annual report must depict the
impact of these technical services on the library service as a whole. The Report must show
whether the staff provided in the technical section is adequate and fully qualified in accordance
with the accepted norms. The Report should contain the nurgber of books classified and
catalogued and also different types of technical services provi@ the library.

iv) Public Services Q

The public services are those which are rendered ¢ staff members to the readers
diréctly. These services relate to the provision of le { books for outside use, arrangements
made for home delivery of books through nd tobile library service (library on wheels)
and helping readers through Reference serWife Shd Reader’s Advisory service. An annual
report should sincerely evaluate the ices and report the shortcomings in the operation
of these services. The practical sugg% should be given to rectify the defects.

Readers’s Advisory service including Reference service is the most suitable to interpret
the reading materials of the library. The efficiency of a library depends upon the service
rendered by this wing of the library to the users.

Due to publication explosion, a library must try to adopt the latest techniques such as
Indexing, Abstracating and Documentation to meet the actual needs of the users if necessary.
These facts must be brought forth in the Annual Report to convince the authorities to finance
for the adoption of latest techniques. The chdrt should contain a statistical statement dealing
with the number of books, lent consulted and books got on inter, library loan. Reference
enquiries answered and unaswered, the types of services rendered to the blind and handicapped
which wiil enable the librarian to take necessary steps for the improvement of the services of
the library.

v} Finance

The efticient functions of the library and the operation of different services depend upon
the financial condition of the library. The Fifth Law of Library Science states that “library is
a growing organism”. It indicates the continuous growth in library collection with additions
every year necessiating the proportionate increase in library staff. To keep pace with the ever
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increasing demands of hbrary clientele it is essential to acess the financial neede periodically
and to prowde adequate finance to meet the anticipated expenditure. The Annual Report must
indicate the actual financial condition of the library to enable the llbrarlanilo request for
allocation of more money in the next budget if the present budget allocation s not sufficient.
Sources of income from library cess, library fees, fines, grants from the Management, State
Government; University Grants Commission, and donations have to be mentioned in the Annual
Report. P
Similarly the expenditure on the items viz. !
(1) Books and Non-Book Materials, (2) Salaries of Staff. (3) Library fittings and furniture.
(4} Book Binding (5) Printing Stationery and contingences (6) Maintenance of!Buildings ctc.
have to be furnished in the Aunual Report. The Annual Report has (o suggest ways and means
to exploit source for additional income. The library must be administered on etonomic lines.
To ascertain the total expenditure on various services a system of cost accounting be followed
to know the cost of purchase of books, cost involved over salaries of staff etc’ A statement .
showing the cost of various items must be given in order to fix an average pelcentage of
expenditure to be spent on books, periodicals, binding, repairs etc.

Vi) Staff

The Annual Report should show the number dRgtaffymembers, cardre-wise. Any change

in library staff should be indicated. The Staff femgula SHould be kept in mind while reviewing

B the staff position. The qualified staff must ‘& ided for efficient service in accordance
with the staff formula of Dr. S.R. Rangw. Promotions of staff and their paimicipation' in

conferences, national and international, be mentioned in the Annual Report.

Viii) Miscellaneons ' !

o

The Annual Report@ include other matters such as binding equipment, stock
verification etc. The activitiodfike extension lectures, film shows, mobile ltbrany service etc. :
must be given due publicity. The services rendered by the library through inter-library co-

. operation must be made known to the readers and the authorities. In short the Annual Report
should bring out clearly the achievements and short-comings of a library. The! Report must
be symbolic in suggesting certain remedies. !

Self-Check Exercise-5

List the contents that go into the library annual report. |
Note : i), Write your answer.in-the space given below.

il)  Check your answer with the model answer at the end of this unit. i
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8.8 COMPILATION OF AN ANNUAL REPORT

The period of the Report may either be the Calen_daf year or the Financial year of the
period covering Ist July to 30th June of the following year as-may.be the practice with. the
parent body.

The following procedure is followed to bring out the Annual Report in time. The librarian
should carefully decide the kind of Annual Report 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 for the preparation
of Annual Report should be circulated during the end of the month of the Report. Each section
should be given two copies of the proforma. ‘On the basis of the returns from different sections
and last years’s Annual Report, a Draft Report should be prepared. A senior member of the
staff will be entrusted with the responsibility of collecting data and preparing the draft. The
report besides containing the factual data in tabular form about services performed by each
section of the library should also provide a summary of the salient features of the year’s work
and indicate the outstanding developments planned for the ensuing year. The draft Annual
Report is presented to the librarian for his approval. The changes suggééted by the librarian
will be incorporated in the Report. Finally several copies of the Report will be printed for
wide circulation. The Report should be readable, clear in thinkihg and easy to understand. In
the light of the comments by the library authorities actlon ) be taken to improve library
services.

8.9 DRAFT ANNUAL REPORT ?.
_ N AL REPORT

For the Yeal......ov.erwerreeereernes ' @
.' A.General

1. Name of library......ccooooeicnniee |

Area/population SEIVEd croorreerereeeree e Rural/Urban

Working ROULS <.oevvvver verrareens

I

‘Number of days closed in the Year ... e

B. Clientele _
1. Total Number-of Members A

2
3
4. Children s
5

Total number of active membcrs .............. rrereniras




Number of new members enrolied during the period.................... S |

6

7. Number of members withdrawn during the period
8. Condition of membership ___ e T
9

* Ratio of members to ihc total population_... .......................

C. Book Stock

1. Total number of volumes at the beginning of the year.
Number of volumes added during the year.

- Number of volumes withdrawn during the year | |

‘Total number of volumes at the close of the year.

+ Total number of current periodicals subscribed

A S T R

Total number of volumes in Stock per head of population

D. Technical Services

1. Whether the book stock is Classiﬁcd OF NOL e, | | '

2. Cl:issification scheme in use .......................... Deway/Colon/Others. _

3. .Catalogue code in use........... Diconﬁissiﬁe(ﬂ@them |

4, Physical form of the Catalogue (a) Car“ ' Sheaf. (b) Manuscript/T ypelerinled.
5.

. . |
Number of books Classified and C?ged during the period. .

E. Staff Q _ . B
1. Total number of employegs ... S B |
Professional @ T R : |

2.
3. Semi-Professional
4.

Others

F.(I)..Public Services _

1. Issue system in vogue ..., Newark/BrownelOther_s _
Total number of boﬁks issued and returned during the year \ |
Average number df books issued during the year ..

Number of books issued Subject -wise ..., _ . ‘

Total number of users of Library during the year.

A

Average number of readers using library daily.

(II) Reference Section

1. Total number of Reference Volumes in Stock

General ..........ccvvrecrnerere SUBJECE oo ' O
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2.~ Number of books consulted daily ...... T )

: Number of enquiries received daily ...........coerenunee _
4. Total number of readers who used the Reference section during the period.
5. Typeof enquiries received for answering

(a)  Fact finding
(b) . Directory
(c)  Dictionary
| (d) Research T;pe
(I1I) Indexing, Abstracting and Documentation
1. Number of indexes made .....................

2. Number of indexes USed ......mmvre.

3. Number of periodical articles abstracted .............oooooorn
4, __Numbcr of periodical ar‘gi_cles documented .......ovcreereneiguere
(IV)  Mobile library Service | 0

1. Number of Villages / Déposit centers / Station. |

2. Number of .averagc working hours pér w Crenreesennnenene '

3. Number of books issueci and return . u;i_?the period ..................

G. Finance _ | Q~

a. Income (Réceipts) @
l.  Library Cess w.corvrerrerecronns

State Government/U. G.C. Grants ...........ccccevveeeecs

2

3 Endowments ........c.ccocvimniinnne '

4 Library fees, Fines ........ccocoovveeene )
5

Others.....o.coevveeeeee. .

b. Expenditure (charges) - Recurring

1. Books and back volumes of periodicals..............oc.oii

Current Periodicals ..o,

Staff Salaries .........cocvecinienanns

Binding ......cccoonviiininns

Printing and Stationery ..........cccocveienenee
Equipment and FUItare ..........ooooron |

N A wN

CONLINGENCIES ..eoeavrvecrrrrvnsnens _ o
oning 179




180

8. Other Services (Reprographic, mobile services etc) ...ovevreivenne., |

Non—Recurring
1. Construction of library buiidi ng/Extcnsion wing ......... SRR _ !
2. Bui]&ing Repairs ..ococvvvveceeierneee,
3. Total (142) occermernreesee

H. Cost-Accounting o : N
1. Cost of service per book

2. Cost of service per reader = - _ ' : |

3. Budget provision per reader . O

I. Miscellaneous

1. General condition of the library L | |

2. New services rendered _ '!

3. Extra-mural activities ._ : _ |

4, Inter-library cooperation 0 o ' : |
5. Publications, if any : O | ' |

6. Any other suggestions ?\ ' | ' . : '
DALE ..covrovrrerrrene - | Signature of the librarian

|-
8.10 SUMMING UP g _ . i

Statistics serve a usef&ose Statistics are useful in planing a library and its services.
Statistics are numerical statements of facts. The qualitative aspects like intelli gence, reading
tastes cannot be directly studied. In the absence of other reliable methods best use of statistics
should be made with proper precautions. Statistics are true only on an average. The

- conclusions obtained statistically are not universally true. Statistics provide a chance to

minimise the collected data. If statistical conclusions are based on incomplete information, it -
will lead to fallacious conclusions. It is possible that statistical data can be manipulated in
such a way so as to establish the foregone conclusions. Hence, statistical data should always
be considered in the light of background information to avoid wrong conclusions.

An annual report is a type of reporting by the librarian to the higher authiorities. This
serves a useful purpose. A report prepared on the basis of statistical data should Ee objective.
It should mention the shortcomings in the library and: the steps necessary for streamhning the
administration and improving the library service. Such a report will also help i in evaluating

and judging the progress of the library and in preparing the budget estimates | for the next
financtadl year. o

The Draft Annual chort furmshed in Sectlon 8.9 may be adopted by hbmnes with certain

modifications, if necessary.




8.11 MODEL ANSWERS

1) The Iibrary_' statistics are colleétcd from the _fbllowing departments of a ]ibfary:
i) Processing Department (Acquisition; Technical and Periodical Sections)
ii) Service Department (Circulation, Reference and Documentation Seétioné)

2}  The li'bré'ry statistics are helpful for the measurement, evaluation and control of library
work and services. Statistics help in assessing the progress of the library at a given
time through a comparison of figures of the past services with that of the present. On
the basis of statistics existing services can be improved and new services can be planned. -

3)  The library statistics can be presented in
1) Tabular form and _
it} Graphical form (Pie chart, Baf chart, Component Bar chart etc.)

4}  The purpose of preparing the annual report in 2 library is to inform the administrators
of the library as well as the public about the achievements, shortcomings and problems
of the library. The annual report gives an account of the activities of the library and
justifies the expenditure it incurs. - 6

'5)  The contents of an annual report include ; Q o
o 1) Clientele, ii) Library collection, iii} Technical ¢ es, iv) Public services, v) Finance,

vi) Staff and other matters, such as pro visitors to the library and extension
activities of the library.
8.12 - ASSIGNMENTS - 2
(1)  State the need for m&ncc of Library Statistics in a library and their
- usefulness. o '

(2)..  Explain the purpose of Library_Statisti'cs and various methods of presentation of
Library Statistics.

(3)  What is an Annual Report? Explain its usefulness

. (4)  What are the contents of the Annual Report? Explain. '
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8.14 GLOSSARY : - |

Abstracting Service : It is the preparation of abstracts for the drtlcleq published
in recent periodicals of respective subject ﬁeid

Annual Report : It is a public document which accounts for the work done
in the llbrary during the past twelve months. |

. Bar Chart : It is a graph consigfs of a number of bars of equal width
arranged ven;ca@orlzontally _ !
Component Bar Chart :  The data ¢ presented in component!part bars, to
compare t ges that takes place in the parts of a total
_ over jod of time. .
|
Indexing Service : js the preparation of index to the articles published in

periodicals of respective subject field.

o PieChart - “Thi§ s one kind of chart used for the presentation of a set

of data. Here each portion of the data is presented as a
portlon of a pie.

8.15 MODEL EXAMINATION QUESTION

1 Essay Questions |

1)  Explain the purpose of Library statistics and describe the methods of presenting
them. ' ' '

a library annual report. ' !
-

11 Short Notes
a)  Sources of library statistics N

' b)  Purpose of Annual Report. | ' !
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2)  What is an Annual Report ? Describe the features, form and content included in -
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9.0 AIMS AND OBJECTIVES | o

This unit aims to introduce you various pringiples of hook selectlon nroceduree and tools

that influence the ook se‘lectmn poli icy in n different hbmrles !

After studying this unit you should be able to: |

. explain the need and purpose of book selection

. describe the principles of book selection in general and as well as propounded by
library scientists and their application in different types of llbranes

. discuss the various book selection procedures .
|

. trace sources of book selection
. explain the selection tools of both books and non-book materials. '

|
9.1 INTRODUCTION | ]

" Book selection means choosing books for a library. It is the process of choosing books

and other reading materials for a library according to established principles.

A library’s collection consists of various typﬁlcuments. These docyments may be
categorised according to their physical form ot thoug ntent. Books and non-book materials
(like microforms, audio-visuals, reports, pat ndards, trade literature, photographs, maps,

and atlases) form a worthwhile collectio d librarians ought to know about their
characteristics and use in libraries bef ecting them. The need for primary, secondary

careful scrutiny.

and tertiary literature depends 0@) f the library and selection of these sdurces involves

|
- Book selection is Ll%e of library materials to cater to the needs, requirements and

demands of the clientele o library. Book selection is-an important activity to meet the
information needs of a large number of library users. Book selection requires critical judgement
and skill. Book selection is an active, complex and intellectual activity muolvmg 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 selectlorﬂ 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 library. |

92 BOOK SELECTION - NEED AND PURPOSE !

Thousands pf books are published every day. But not all books are useﬂh and upto the
standard. No library has the funds to acquire, the personnel to process and space to shelve
everything that appears in prmt or non-print. It is essential for the libraries to select the most
useful, suitable and standard books. Hence the selection and choice of hbrary materials
becomes necessary principally for two reasons, viz., Financial and Spatial (relating to space).

The selection of library materials is of primary importance to the library because the quality -

- and suitability of library collection ensures the maximum use of books. According to Drury
- the tasks of book selection are “to choose and furnish the books which satisfy the demand

made upon the ins_titution".‘ '-
' !
|



The primary function of the librarian is to start, build up, develop and organise a collection
of library materials to a(_:hi'eve the objectives of the library concerncd and (o meet the needs
and demands of the library clientele. This kind of library service which brings together people
and books must be based on an intelligent book collection leading to the wise choice of books
that offers materials of knowledge to satisfy or stimulate individual and collective interests.

Every library should observe the following pre-requisites for systematic developcmcnt
of its collection:

1) Every library should have a statement of library philosophy and ovei‘_—all ohjectives
of the individual library system for the formulation of book sclection policy.

11} The funciions of the library determine the character of book selection,

1) Materials should be selected, retained and discarded in the light of the stipulated
objectives of each 11brdry '

93 BOOK SELELTION POLICY

In buiiding an effective collection for a library, 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 character%policy guidelines are -

i) Every library should have a written statement o cy covering the selection and

maintenance of its collection of books -book materials;

proved inadequate in practice and

i) The stipulated book selection poligy for a"fibrary has to be adhered to until it is
%uted by a new policy.

9.3.1 Basic Issues and Factors

Each type of library attl‘acm%le according to the aims and objectives of the library
concerned. In order to supply the 11 ook (right piece of information) to the right reader at
the right time the selector must have knowledge of the extent and character of the readers,
demands, and of books: which m‘ee\t them in terms of their value and varicty. Thus the
knowledge of the readers, knowledge of books and administrative efficiency ensure efficient
library service. '

Survey of the community of clientele is necessary to assess the extent and character of
their needs. The community survey has to be supplemented by the siudy and comparison of
various records of library use. 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 sclection poliLy
consistent with its pre-determined objectives. The efhuency of the selection policy is judged
by the book selectlon programme which implements it.

The basic issues and factors in book selection are given below;

i) What to select ?

The first primary factor involved in book selection is the cheice of books and the issue
to be considered is What to select? It involves the nature, form and variety of materials to be
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'if) For whom to select ?

iii) By Whom ?

" central to book selectlon

selected. The materials may include books, periodicals and non-book materials. The selector
needs to have a professional knowledge of books and knowledge of the aids in book selection.

o _ 1

The next factor is the interest of readers who use the library which raises the issue, For
whom to Select ? It involves sympathetic view of the library’s clientele and their interests
and preferences. A study of Iibra_ry"s users through personal contacts, communrtity surveys
and interpretation and analysis of library records will enable the selector to be acquainted with
the reader’s interests and demands. The demand must, however, be assesscd and djfferentiated
as to value, volume and variety. -

|
This issue related to the location of responsibility for selection and expenditure of book:

“funds. It also relates to the performance of actual selection whether by a librarian assisted by

the library staff, by the book selection committee or by the members of the faculty or by a
combination of two or more of them. _ |

Roughly speaking, in a public library book selection should be vested to the library staff
who alone can have the experience necessary to asseSythe possibility of booki finding its
readers. In large libraries which are divided into a npbegof departments, the selection can

be made in relation to supply and demand in cgn$witation with the heads of the departments.
In an academic library, however, book selectio @ d be the joint responsibility of the library

staff and the teaching staff, v S ' i
iv) For what Purpose ? ' - _ ' :

|
This issue involves the r tionz book selection and the collection which result from it
to the objectives and functio library. Each type of library must decide'on_it;s objectives
and the question of inclusivenes®of its collection. Based on these decisions the book selection
policy is to be formulated in written form and got approved by the library authosity. This is

“to be followed by a programme of book selection. For a public library the aim ofjwhich is to

educate and raise the cultural and intellectual level of the reading public, book selection must
be made on a fairly comprehensive basis for providing informatibn_, recreation,| inspiration
and knowledge as well as guidance in daily life and in cooperative existence. Fora university
library, the issue involves the determination of the programme for teaching and research in

-various fields of leaming. : : |

i
_ _. i
The issue of book selection involves the methed by which the selection 1s carried out. -

v) How ?

Examination of the book itself and book cvaluatlon in relation to readers’ tequlrernents are
i
Self-Check Exercme 1 R

What are the basic 1ssues and factors that are 10 be considered in frammg the book
selection pohcy‘? |




Self-Check Exercise - 1
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.

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

© 9.3.2 Factors governing Book Selection Policy

The resources of the library are to be considered in the matter of book selection. The
resources that affect the selection and purchase of books in a library are - 1) Book resources:
holdings in the library concerned; ii) Fund resources: funds available for the purchase of
books: i) Human resources: the staff assistance at the disposal of the selector for choosing
titles, building up and strengthening the collections and helging the full use of the books on
hand; and iv) Quiside resources : such of those books whiwh ardavailable through inter-library
loan from other libraries or accessible in near-by li@ nedd not be purchased. '

i) Book Resources

‘The present holdings of the library ust B taken into consideration when selections are
made. The strength of the present ¢ @ gn in any area will prompt the selector to make it
as comprehensive as possible. SiggjlarlyNhe weakness of the collection in any area will make
him build up the collection by p the gaps through wise selection. The book selector
may also avoid unnecessary duplicaén of the infrequently used items in case they are available
from the collection of other libraries under inter-library loan programme.

ii) Human Resources

Book selection will not be effective if the library has not competent and sufficient staff
to assist in the selection and also to process the new acquisitions in time. The staff also should
properly equipped with the knowledge of books and subjects for effective selection of books.

iii) Fund Resources

The important factor in the matter of book selection is finance. The sclection and
acquisition of books are based on the alloted amount for the purchase of books which varies
from one institution to another depending upon the type of the library and the financial
resources of the institution. Hence the book sector should maintain a record of receipt of
- book grant and expenditure incurred on book purchase periodically. The ultimate aim of book
selection is to make the most effective use of the alloted fund. However, certain limitations
need to be imposed in using the alloted fund.

The reading of reviews is the most effective and quickest aid to selection of books, since
the reviews give advance information covering the merits and demerits of books published.
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The growth of the library play an important part in book selection. Book selection should
be based on the strength of the staff and availability of space and equipment. Book selection
helps the library to grow. Non-conventional materials like microforms are helpfut in providing
adequate mnformation to the readers and occupy less space than other forms. K

94  GENERAL PRINCIPLES OF BOOK SELECTION

The following are the general principles of book selection followed in the libraries:

i) Select the right book for the library readers :

i) See that no race, national, culture, profession, trade or local customs is overlooked

iti}  Every library collection should be built according to a definite plan an_%i on a broad
"~ general foundation. |

Apart from them, there are prmc;ples of book selection followed in different typcs of

libraries under different conditions. They are to be foilowed with regard. to |

i) Library users, 1i) lerary collecti(}n, 1i1) Dcmand, iv) Groups and special 'indiv'iduals,
v) Standards of selection, vi) Controversial issues, vil) Non-book materials, and viii)

Relationship with other libraries. ' 0 i
1) Library users - Actual and Potential - ' |
The following book selection principles in the context of actual and poteﬁtizil

users i
i) The principal purpose of agok glection is to provide the right book for the right -
: reader at the right tim !

ii) The best readin largest number at the least cost (Dewey)

i) The first step in Bk selection should be to ascertain the reading interests of
the readers ' 1

iv}  Book selection must be in relation to the needs of the communily which the library

serves
|
v) It should provide for both actual and potential users, satisfy the fformers general
and specific demand as far as possible, and anticipate the demands wlnch might
or should come from the latter (Drury) i '

2) Library collection - Completeness, proportion and balance !

|
The following book selection principles are applied with regard to library coliection;

i) The library should not strive for completeness in sets, and series unless it is
" convinced that it is necessary for real usefulness (Drury) j

it) It should get what'its readers need, and ‘what or can be made to want.

_iii)  Every library should be built up according to a definite plan. Its deve]opment
must be flexible. The library collection must be balanced and comprehensive so

as to meet the different needs of its readers. _
|



3) Demand - Actual and Ant.icipated

"The following book selection principles are followed in the case of actual and anticipated
demand from the library users:

y
i

i)
)
v)
vi)
vii)

viii)

1X)

4) Groups and special individuals Q~
ti

i)
ii)

i)

Demand is a large governing factor in selection (Drury)

Representation must be comprehensive of and in proportion to demand and not
subject. '

The quality of materials must be related to the other two basic standards of
sclection, purpose and need.

The library should provide for actual demand and anticipate any reasonable
demand which may be made upon its resources

Variety of demand arises from the complexiety of human nature and ability
represented in the community and from the several different aspects of any subject
{Drury} '

The library should study its community and compare its needs with its demands

The library should select a mediocre book that wiljbe read in preference o a
superior book that will not be read (Drury)

The library should duplicate the best rather t@quim many

The librﬂry should select some books of per
or not they will be much used.

on*are applied to groups and special individuals:

The following principles of boo%
i No one group should be sergd at the expense of the other

The library should be willing to buy, as far as funds permit, the works asked tfor
by specialists and community leaders (Drury) ' '

The library should select some books to meet the needs of only a few persons if
the society at large will be benefited by such selection.

5} Standards of Selection

The following principles are applied while applying the standards of selection:

)
i)
ii)

iv)

Materials acquired should meet the high standards of quality in content, expression
and format ' '

Books selected must be based on an established set of standards whether written
or unwritten

The library should select books that represent any endeavour of human
development '

Factors such as factual accuracy. effective expression, significance of subject,
sincerity, responsibility for opinion and such others must be considered and
balanced one against another

nt value regardless ol whether
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v)  The library should secure any book which it can use to advanlage for knowledge -

" and information for power and inspiration, for amusement or rccredtmn cither

now or in the future (Drury) |

vi)  Within Standards of purpose and quality, collections should be ibuilt to meet the
needs and interests of people.

viii) 1t should buy such volumes as are suitable for the Jibrary purpose in format as
well as in contents, being attractive, durable in binding, paper and printing (Drury)

|
6) Controversial issues .

“The following book selection principles guide us in the context of controversial issues:

1} The library collection should contain opposing views on controversial topics of
interest to the people o '

ity  No po'litical or sectarian bias should influence the exclusion of good books

i1} The hbrary should not reject a book because of the opinion of a fe‘;v narrow-minded -
people who think it harmful or even bad

iv)  The library should not intolerant of figtion, if it measures uptd the standard, it
has educational as well as recreatiogal v

v) The library should make its cc ion of books on log'ai hi:;tory as cxtensive and
useful as possible ' i

7) Non-Book materials

The following principle%ful in selecting non-book materials.
i) Non-book rials should form an integral p'art' of the collection depending upon
their availz%nd usefulness !

i) Selection of non-book and non-print materials should be done in accordance with
' the standards and specifications recommended by the national standard institutions.
i
8) Relationship with other libraries |
“The following book selection principles guide us in developing library collection in

re:lauonship with other libraries: !
i

1) The character and emphasis of the public library should be influenced by the
existence of other library collections in the area.. i

ii)  The library should not duplicate valuable books, if available in othér libraries in
the town and are easily accessible to the public. |

i)  Extensive use of inter-library loan facilities can be availed of for books of iimited
use. i

iv})  The library should discard or refrain from adding books {other tlhan classics and
standard works) for which there is neither actval nor anticipated ;dcmand. '
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Self - Check Exercise -2

What are the three basic principles of book selection?
. Note:i)  Write your answer in the space given below. R -
ii)  Compare your answer with the model answer given at the end of this unit.

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

95 PRINCIPLES/ THEORIES PROPOUNDED BY LIBRARY
SCIENTISTS

understand that they have been developed through experience i libgy service over the decades
by many. Now let us examtne the principlesftheories propoun y pioneers in the field of
library science who laid down broad principles of booon. .
9.5.1 Drury’s Principles S ?\
* Francis Drury in his book entitled Bo '

_ @ec n (1930) advocated the following basic
principle: 0 . _ _ f . _ g

“TO PROVIDE THE RIGHT BOO@I_HE RIGHT READER AT THE RIGHT TIME”

- As seen above the book selection principles are broad af d -varied and we can easily

To provide the right book to the relider in getting the right typc of information by him '

should be the sole aim and function of the library. This pi‘i_nciple falls into three parts: (1)
Knowledge of books and sources of information; (2) Knowledge of the needs and requirements
of the clientele; (3) Administrative efficiency in coupling these two. This means that knowledge
of bocks and of the needs of the readers is not enough fo select books, since there should also
be some efficient mechanism by which the library material can be made available at the service
point expeditiously. The crieteria for evaluation of books are accuracy in the presentation of
facts and clear and systematic exposition of the subject. -

Right Book is not necessarily a good book according to its aesthetic and moral value,
but any book can be a good book if it stimulates interest among the miaximum number of
- readers. - In- the narrow sense, a right book is one that means the informational needs or

requ:remente of a parttcular reader at the moment. So the library should sefect any book which

“may be of use to its clientele.

Right Reader means different categorles of readers accordmg to thelr age educational
- level, reading habits which a particular library has to serve. '

Right Time means the administrative efficiency. of the hbrary staff in procuring the book
demanded by the reader with the least time 11_1v01vement. It.also implies that libraries should
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select book-sellers who can supply the books ordered within a reasonal time. Thus the prompt
procurement of books is made at the right time. The librarian should be able to make out the
reading needs and requirements by studying the community interests for selection of the right

book. '
|

To serve the readers needs at the right time means to have a well balanced collection of
comprehensive and the latest reading material which are to be procured according to the present
and anticipated demands of the clientele. This is possible if the staff is efficient and
professtonally trained having thorough knowledge of the resources of tha library;

1
Drury suggested a number of guidelines for selectors, which may be; summarised as
follows: ' '

- establish suitable standards for judging all books; ’
- stfive to get the best on any subject, but do not hesitate to add g mediocre title
that will be read rather than a superior title that will be unrcad

. : . i

- duplicate the best rather than acquire the many .

|
- discard or do not add titles for which there is no actual or anticipated demand -

except for classic and standard works’ S |

- stock the classics and standard worksgn alfgactive editions

- select for positive use - not jus@boo s but ones that serve usefully

- buy editions in bindings suitabl ibrary use - circulation and borrowing

- know publishers, costs an

- Know aunthors and rks - if pessible, develop a ranking system
- provide for actudl and potential users. Satisfy the former’s general and
specific dema far as possible, anticipate demands that might or should come

from the latter !

- do not attempt to complete sets, series, or subject areas unless ithere is actual
demand for completeness !

9.5.2 Dewey’s principles

Another important book selection principle propounded by Melvil Dewey 1|n cleven words
reads as follows: !

“The Best Reading for thé largest number at the least cost” i

i
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 selection depends : (1) Best reading, (2) Largest number, (3) Lt}ast Cost.”
i
Best reading '
Books which always give maximum pleasure to the reader are supposedito be suitable
for the best reading. The term, ‘best reading’ is a relative term. The best must be modified
with “for’. The best books for a defined purpose. The best books should have some positive



use. [t must be best for something and be of someiservice. In choosing the best book, the
book selector should observe a balance between the uilitarian principle expressed by (he actual
reading needs and the interests of the library’s clientele and the humanist principle based on
literary standards, '

The books which are known to be the best books in the field of literature cannot be
considered to be the best books in the field of science. Hence in the words of F. Drury “What
may be given as best may be the best in its own field, the best that will be read, used and will
answer certain demands”. Classics and famous literary works are considered best books.
However, a book which is demanded most may be termed as the ‘best book’, According to
C.A. Cutter “the best books are those that satisfy the just demands of the patron for recreation,
knowledge and study.” As per the argument of Willam E Pooli, ‘there are as many kmds of
best books by one reader may not be the best in the opinion of another.

Charles A. Cutter while expressing his opinion about best books put the following
questions viz, Best in what? in style? in interest? in instructiveness ? Best for whom? For the
people in general, for the coliege students or for the retired teacher, As the librarian has to
scrve 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 book selector
should be impartial and free from bias in choosing thebest books to give adequatc
representation to the scientific, social and intellectuat fo@

world. The best books should be up-to-date.
Largest Number O

Books in the largest number can be urc%f they give the best reading and if they
are in the greatest demand. The main

t-are reshaping the modern

ive of the library is to serve the fargest number

of readers. In providing books for the Ifgest number of clients, the library should consider
both actual and potential users. @ aggressive readers with peculiar demands should be
restrained but specialists and commuN leaders should be provided with materials to the extent
funds permit. The limitation in this respect is only due to the limitation of resources.

At least cost

The ultimate aim of all book selection is to make the effective use of alloted book fund.
The budget of the Tibrary 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
adequatc book service should not be given up on grounds of economy. A book which is
important in order to meet a desirable demand may of nccessity have to be acquirced at any
cost. Funds should not stand in the'.way of acquiring new books promptly and of making the
book collectiou up-todate. Through library cooperation it may be possibie to meet the reader’s
demands by 'pmcuring the required books from other libraries. Further Inter-Library loan
programme will help to avoid the duplication of costly and rarely used reference books.

9.5.3 McColvin’s Pinciples

Book Selection and the theory of quality of demand: Supply has to be considered in
relation to the demand, Standard thought contents and utility to the reader makes the books
popular. According to Mc Colvin “Book Selection is based on the principle of Supply
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and Demand” Demand refers to the kind of books which the users of a particular library
need or may ask for. Supply refers to types and varieties of reading titles and books from
which the librarian makes the selection. “Books are of no use or vaiue unless they are made
serviceable by demand”. Advocates of the Demand th'c(')ry are of the opini(:)n that books
should be selected only on the basis of the need expressed by the clientele. If demand theory
is strictly followed, a library may house a large collection of worthless books. But a
procurement of reading materials based op demand can be justified if looked at flom the angle

of reader’s demands. !

Not only the demand of the readers but also other factors are to be conudercd while
selecting books. While demand is in the essentially a guiding factor of supply, it should be
remembered that the great books of literature form the foundation of library stricture and as

* such books of permanent value and lasting influence and impact must be selected irrespective

of the extent of their use. Evidently, some flexibility is essential for selecting 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 accor@ts value, volume and ﬁarfety. These
em “Volume’ is the quantity of demand
@ ds made npon books in the library are not

three qualities are applied to assess the nature
and ‘variety’ is the multiplicity of demand.
of equal measure and may vary from ongegroup 10 another.

VALUE : The quality of bo depéds upon their value to the readers. f)ubject books

are generally valuable books. books are sources of knowledge. Mass reading
materials are of low stand%ar meant for general reading and not for seriodus study.

- - I} 3 + P l -
The desire or need for arises because it provides intellectual, spiritual on recreative
stimulus. For the evaluation of the book, we require a common standard to judge. The demand
is what the people want. The demand and its proper evaluation standardise the qu’tl:ty which

1s the aim of book selection

The best course of demand thcory'ie to select and purchase all the books demanded by
the clientele without subjecting them to any process of selection on dlfferenUatmg among them.
Here comes a second factor for differentiation, variety.

Variety : Various interests, habits and tastes would lead to varieties of dcma.nd Varietics
of demand evolve due to the complexity to human nature. In libraries many b()l)kS on the

same subject fields by different authors are needed. ,
|

The way of approach of one reader to a subject may be different from that of another
reader due to edudcational and intellectual differences among readers. So, in order to-cater to
the needs of different clients in the library, books on the same subject with dlffercnt approaches
and treatment are necessary. :

Volume: Volume of demand is generally estimated by the extent of books used. It is
also assessed by notes, the number of times a particular title is issued to the readers and by
examining whether the demand for 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 each libra'ry whether public, academic or special, is to be
examined for the purpose of book selection from the poeint of view of quality and quantity.
Thus all the three factors, Value, Volumes and Variety, of Demand theory have to be considered,
related and balanced to make book sc] ection into a useful process.

Lioner R McColvin outlines community demand as the basis for book Selecti()ﬂ in his |

monograph entitled The theory of book selection for public libraries (1925). His premises
may be stated briefly as follows:

- Pubtic libraries are established in response to, and in anticipati'on 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 satisly thosc
demands.

The basic criteria for book selection propounded by McColvin may be summarised as
follows:

- the information should be as accurate as possiblc;

- the book should be complete and properly balanced, with due regard being given
to its subject and intended scope;

- the currency of the information is frequently the dfgrming factor;

- the writing style and (reatment of the supfesg shoutd be appropriate to the type of
demand to be met: ' '

Broadly McColvin’s principles are appli%o any type of library not just to public

libraries.
9.54 Ranganathan s Principles 2

Ranganathan was a great then @ ian and also a practioner, who couid apply sc1enuf1c

' approach to collection development His five laws of library science are also helpful in
' formulating the principles of book selection. The first three laws underlie the Rfmganathan §
concept of how a library w]lectlon should be built.

The first law ‘Book are for use mdke% the librares obllgdtory to select the books which
are of use to the library users. While selecting the books, actual and potential needs of the
users are to be kept in mind.

The second law ‘Every reader histher book’ also emphasises the need for keeping the
user’s requirements while selecting books for a library. It further stresses that the language,
subject and style should be suitable to the level of the readers.

. The third law ‘Every'book its reader’ suggests that every cffort should be made to put to
use the collection to the readers. This also emphasises the need for selecling the books
according to users’ needs. '

In a nutshell, utility should be first consideration in book selection.
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Self-Check Exercise-S' : i :

What are the two basic premises propounded by Lionel R Mc Colvin ‘with regard to 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 tnit.

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

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

R R T L

9.6  APPLICATION OF BOOK SELECTION PRINCIPLES TO
DIFFERENT TYPES OF LIBRARIES

1) Public Library |

Book selection is the process. of comprorm gel{ means the rejection of manyji books for
the selection of a fow books. The Public Librar} pts to achieve the Educational Civic

and Utilitarian aims. (1) The Public lera?es people with information and knowlcdge

which it is hoped, will lead to wisdom and Wderstanding (Educational aim). (2) The Public
Library offers the citizens of a de the means by which they can become informed
and enlightened citizens (Civic gim). ) Apart from offering facilities for the indjviduals to
become enlightened citizens a@zted persons, the public Iibrary should help the individuals
to improve their occupational aBfitiecs (Utilitarian aim), i.e., the library should hclp school
children to get better grades, to help the businessmen to make money, etc. |

I
Accordmg 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 llbrary Book Selection Pollcy ,
- The Book Selection policy ina pubhc library depends on its clientele. While the demands
of users are taken into consideration, the policy of collecting is influenced by othér factors
-such as the age of the library, its income, and its locatlon Dunng 1914-1918 (The Fll‘bt World

War), ﬁve general principles were promulgated i

1. Book Selection should be of such nature that it can reflect thc education,
mformatlon aesthetic apprccnauon recreation and research, !

2. Book Selection should arm at fuifilling the common need of the commun:ty
3. The policy should be conceived as a living and changmg organism.

. [
4. The procedure should be carefully planned and organised in every pub_lif? library.




5. Evaluation should be on the basis of services, qualific.ations and energy of the
staff, public relations programine, location and physical aspects of library building
and service outlets.

Sufticient number of books should be added every year to reflect the current and useful
information. According to A.L.A. the public Iibrary has to serve the following purposes to
enable the people to

1. Contribute to the growth of knochdge;

Make much use of the letsure time;

N

Appfeciate and enjoy work of art;

4 Develop creative and spiritual capacities;

5 Discharge political and social obligation;

6. Become better members of home and community;
7 Educate themselves continuously.

The public library should be free and open te all,

Active Approach: The public library. should build up the@ion of reading materials
so as 1o enable the people to make use of books of their choice.

Passive Approach: The public library should apar ooks, and non-book materials
- and audio-visual materals to attract others also who gegnot Interested in reading books in order
to bring about an increase in the use of library coIle%

The public library should provide indi wed service whereby each gets the precise

thing which is best suited to his partic 0 needs to his ability, to his interest and back round.
The public library with all its resource: ‘@‘l meet the book needs of different types of users.

. The following methods are followed for selection of books in public libraries:

L. Through the personal selection of books professionals;
2. By Committee of Members;

3. By the Staff and

4, By inviting suggestions from the public.

'} Book Selection in an. Academic Library

The Library is an indispensible limb of the educational organisation. In the words of

Carlyle, “A true academic institution is a collection of books”, No Academic institution can
-~ fulfill its mission without a well equipped Hbrary and properly trained staff. The Library is
not merely a store-house of books; it should be dynamic and set out to assist and attract the
borrowers and make them use it. In a country like India where public libraries are not
developed, the academic library, éspecially the untversity library, may preserve and disseminate

knowledge among the educated people and all teaching and research activities can be radiated
from these libraries. An academic library should have books on all subjects and the best books. _ '

The best thing._«.ggr _a_hy library programme is its book collection. Sometimes actual
demands are overlookéd_’,_aqd ba_bks on demand are acquired. They.do not fulfill the expressed
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demand or the potential demand. Text-books should not be given such 1mportance 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 toi uch with the students
and teachers book needs and must be aware of the different types of pub'licatipns brought out
in the various parts of the world. The library staff should be familiar with th¢ research done
in various branches of knowledge resulting in the publication of a number of books for building
up a balanced collection. i

Book Selection is easier in an academic library than in a public li arary Here, subject
specialists in each subject are available; syllabus, publishers; catalogues and, book selection
sources are also available for selecting books. Academic institutions have distributed their

~ Iibrary book grants among the teaching departments on the basis of formula worked out in

the interests of the given institution. But where the library regulates funds,ithe 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 receive pubhsherb catalogues
and announcements regufarly which report new ftitles to enable the faculty membcrb and the
library staff to select and acquire titles suitable to their libraries.

The following factors influence book selection¥g a university library: (];) Nature of the
University; (2) Size and the nature of the present holing#; (3) Curricula; (4) Tedching methods;

_ (5) Research programmeS' (6) Number of St 8. (7) Number of Facultes, (8) Library System

and (9) Funds available. All the problems a
prefer to make exlstmg collections m mprehenswe while others prefer to purchase new
titles, mostly of reference natur§The piversity library should not favour the collecting of

ile making book selection. Some librarians

rare books and manuscripts un is a necessity or purpose behing it and money specialy
available for it. The libragiap andhe faculty should work together in rational ;book selection.
The university library s@ot buy pocket books and cheaper editions. Apart from books
and periodicals, the universfty library should acquire and make available research reports,
conference proceedings, seminar papers and non-book materials in Microforms (Micro cards,

Microfilms, and Microfiche) Audio Visuals Cassettes etc necessary for research programmes.

3) Book Selection in a Special Library |

- . A Special library requires access to all types of published information in!ordcr to enable
professionals and researchers to keep abreast of the latest research and information relevant
to the interests of the organisation concerned. A special library is thus motivated by a particular
objective and the collection of the material will reflect this objective. Its main aim is, however,
to collect information rather than material. ' !

The special library’s main function is to disseminate nascent micro-thought to its clientele.

- The acquisition of materials for the special library 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,

encyclopaedias, technical subject dictionaries, bibliographes on subjects, periodicals, indexing

and abs_tracting periedicals, government documents, technical trade literature, pafents, standards,

translations, theses and dissertations, research reports, conference preceedings, etc. In certain

special libraries maps and plans are acquired through selection. Comprehensive acquisition
: P



of the latest literature in the subject field is its first objective as it is needed and used. Though
the emphasis is.on the current publications, the building up of a retrospective collection of
books on the relevant subject area should also be done. Many of the books procured may be
infrequently used, though they are required for research and evaluated by experts to be relevant

and important. In a special library the value of a book is not judged primary by the frequency -

of its use,

4) Book Selection in Children’s Library

There are three major principles for managing the children’s library: (1) Well qualified
librarian, (2) Good books, and {3) Modern facilities. Sound knowledge is required for the
selection of children’s books. The great problem is the rapid increase in the number and variety
of titles, many of which are of great value for their own sake and for their usefulness in the
school curriculum, Children’s libraries must cater for different age groups. The librarian should
be in the know of the current fads of his clients in order to be abreast of their interests.

5) Hospital Library

Hospital libraries cover main hospitals, mental hospitals, and sanitariums. Book selection
play an important role in hospital libraries. The librarian is resppnsible for Sclccting the books
to suit the patient’s tastes and demands. The Hospital li%should cooperate with the
neighbouring public libraries for getting out-of print books books on special subjects.
In addition to fiction, non-fiction-books dealing wit

have to be selected. Picture books with an attraciive ge

WD in addition to books on diseases

should be selected.

9.7 BOOK SELECTION PROCED@G’ .

Most of tHe library authoritic@tute Committees to go into the matters relating to
book selection. '

In selection procedure, there are three methods followed in the libraries: 1} a book seller
may supply books on approval to the Tibrary on his own initiative, ii) Some titles for selection
may be derived by library staff, and iii) a proportion of titles for the purpose may come in the
form of user’s requisition. Before the committee meets to recommend for procurement, the
source materials could be checked against previous records in the library collection to avoid
duplication until and unless being deliberately duplicated. When the récommendations of the
Committec are accepted by the appropriate authority the list of selections could be passed to
the order procedure. ' '

In respect of periodical titles, both considerable time and careful attention are. devoted
to the initial selection decisions as they involve long lasting commitment of library funds.

There are various ways of determining which are the most important periodicals in a
subject field:

- Surveys and interviews with users, about the needs of periodicals. Surveys. -of
in-house periodical use relating to other libraries may also serve some purpose;

@, sports and pastime, and history -
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headings:

i
- Select lists of periodicals from an authoritative source. For example, some

selective bibliographies and ‘some guides to the literature’ include lists of
recommended periedicals in their subjects field;

- Analysis of periodicals covered by indexing and abstracting services; -

- Bibliometric analysis.

9.8 BOOK SELECTION TOOLS

The efficient functioning of a library depends upen provision of suitable rl'eading materials
to its user community and in turn 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 use of different book selection tools or guides to select available iooks in different
forms both Indian and foreign. In order to do this its is necessary to know about the sources
(1} that can list out the existing publications and (ii) that contain the information about the
new and forthcoming publications. The sources that come under the first Category are
bibliographies, published library catalogues and respective publisher’s catalogues.. However,
the sources of obtaining information about the recently published and also forthcoming titles
are many. Some of them among are book sellers announcément service throujgh printed cards
for individual titles, weekly or monthly issue of nathpal or trade bi'bliograplhes, abstracting
and indexing periodicals, reviews and notices puBljghéd in periodicals and newspapers and
also exchange of accession or recent addit@ts regui'arly among the libraries will also be
much useful to know the detuils of the new

We can broadly classify the diff%ﬁypes of book selection tools undfftr the following

i) National Biblj rap% i
ii)  Book Trade@cals ' |
iif)  Trade Bibliographies i
iv)  Book Reviewing Periodicals

V) Boock Reviews

vi)  Publishers and Book sellers catalogues and
vii) = Government publications and other sources
viii) Internet | B

‘The number of book selection tools, both retrospective and current is numercus and we
can discuss only some of the important tools. '

9.8.1 National Bibliogrphies

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 majority of the libraries
are in English and Indian languages and hence the selection tools are restricted to these
Ianguages only. - . |



(i) British National Bibliography (1950-)

-For British books, the best selection tool is the British National Bibliography. Being a
weekly publication, it gives latest information on British books. It is a classified list, arranged
by Dewey Decimal Classification, with author and subject indexes. The monthly issues include
an index of the previous weeks and is further cumulated every quarter and then issued in annual
volume. There is also five yearly index. Hence, BNB serves both as a current selection tool
as well as retrospective selection tool. It gives complete bibliographical details and hence
those libraries subscribing to BNB can also use it in the catalogumg department to trace the
class number and the catalogue entry. '

(i) National Union Catalogue of LC (U.S.A)

In U.S.A there was no national bibliography on the lines of BNB, but the national union
catalogue of Library of Congress serves the purpose. It is a monthly publication and
includes books received in the Library of Congress and titles reported by other U.S, libraries.
Very few libraries in India subscribe to this, as there are alternative tools to check U.S.
publications.

iii) Indian National Bibliography (1957-)

Indian National Bibliography is published by the Central Reference Library, now a section
of the National Library of India, Calcutta. It was started a@rterly publication in the year
1957, became a monthly from 1964. It includes 13 languages and English. The major
drawback of INB it is much behind publication sch@and as a book selection tool it is of
not much use. If it can keep up with time sch& it can be the best too! for indian books as
it covers 14 Indian languages and will be aml for all libraries. '

iv) National Bibliography of Indian Li¥ature : (1901 - 1953)

It is a four volume publicatlishcd by the Sahitya Akademi. It is a retrospective
bibliography and is a handy tool for 81d 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, Telugn and Urdu

Qol.S_ - Dongri, Konkani, Maithili, Manipuri, Ncpal'i' and Raj_astani (19011 - 1980y

The subjects covered are philosophy, religion, history, literature and other humanities
subjects. Each volume has an alphabetical list and serves to trace books written by particular
author. ' '

9.8.2 Book Trade Periodicals

There are a number of commercial ventures who.se main job is to bring out publications
about publlcatlons Such publications have no regular periodicity and the SubSCI’lptIOIl rates
are also con51derably high. A few of them are discussed below:
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_ . o
1) Cumulative Book Index (CBI) : It is a world list of books published in En glish language
(1898-) as monthly (except in July) by H.W. Wilson, New York. Entries are arranged in one
alphabetical sequence of authors, titles and subjects. It can be stated as an international trade
bibliography for English books. It is cumulated semiannually, annually and quinquennially.
Being one of the comprehensive book selection tools it is acquired by many libraries.

2) American Book Publishing Record (ABPR) : Better known to librarians as BPR,
published as monthly since 1960 by R.R. Bowker, New York. It is a well used book selection
tool. Covers all American publications. Arranged by Dewey Decimal Classificatio!n 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. Cumaulated annually and is now available in a
15-volumes set covering the years 1950 to 1977. Being arranged subj ect-wise, it is an excellent
tool to prepare adhoc bibliographies on a given subject. The entries atso provide subject
headings. . - o

3) Booklist : 1t is published from Chicago by A.L.A. since 1905 as a fortnightly
publication, Another good tool for American books. Entries are classified by Dewey Decimal
Classification Provides author and subJect indexes and brings out annual volumes giving the
authors and titles.

4) Booksellers: 1t is the oldest book trade journal pielished from London b)} J. Whitaker

& Sons, since 1858. It is now a weekly publication an ains information on all important
British books. Entries are arranged in alphabet@den Also brings out annual cumulation.

5) Whitaker’s Cumulative Book List; (192 his is a quarterly publication of British
books. The arrangement is subjccbwisc,%@broad subject headings, with author and title
index. It is based on the entries m@e ookseller and libraries subscribing tip Bookseller,

2

will not find much use.

6} Indian Book Indusrr)@— J} A monthly publication from Delhi by Sterling Publishers.
Covers information on books Wiblished in English language in India. Besides it includes
articles on publishing and book trade, significant news items, Government policies on book

trade and other pertinent items useful to librarians. It also publishes occasionally subject

bibliographies and brings out special issues.

7) Publishing in Indfc;.j A monthly publication brought out by D.K. Piublishcrs &
Distributors. It contains majority of the English books published in India and which are
distributed by this agency.

- - |
Other Beok Trade Periodicals -

i} D K Fortnight : Good tidings for fresh books (1988-) published by Dk Publishers,
New Delhi.

1)  Book Talk (1972-) published as monthly by Wiley Eastern, New Delhi.
ii). Springer Scan (1987-), issued by Springer Books (India), Delhi. |

iv)  Allied Book News: A world of books within your reach (1992-) pu bhshed by Allied
Publishers, New Delhi. !

¥) Laws & Flaws (1962-) a monthly published by Law Publishers (Indja), Allahabad.
(Specialised in law publications)




vi)  JMJ Book Info (1984-), a monthly published by J.M. Jaita BroS.,- Delhi. (specialises
in government publishcations)

vil) SCIENTIAL : A review from Narosa (1987-), issued by Narosa Book Distributors,
New Delht. (includes book reviews and new journals)

viil) The Academic Update (1991-), published by Academic Press, San Diego (USA)

ix)  New Publications Bulletin (1975-), published by Pergamon Press, Oxford. (it
covers books, journals and reference works) '

Self - Check Exercise - 4

List any five book trade periodicals useful in selecting books published in India.
Note : i) Write your answer in the space given below,

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

9.8.3 Trade Bibliographies
Trade bibliography is one issued by¥§gmmercial organizations like publishers, booksellers,
distributors and printers for a p @o’ country with business motive.

L India

Current Bibliographies

(i) Indian Books, (1971-) an annual bibliography, New Delhi: Tbclay and Tommorrows
Book Agency. '

It attempts to secord 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 sequences-author, title and subject.

(ii) Indian Books published by Indian Bibliographic Centre, Varanasi -

It is an annual publication dealing with Indian books published or reprinted in the English
language during the year. Children books, school text books, and Government publications
(except those of Ministry of Information and Broadcasting and district gazettes) are excluded.

It consists of an author, subject and tite part, each containing complete entries and is a
reliable publication. '




Retrospective Bibiographies

() Indian Books in Print: A bibliography of Indian Books in English language (1955~

67, published by Indian Burean of Biliographies, Delhi (1969}

It is a select bibliography of English books pubhshed in India from 1955 ‘to 1967 and
. was released towards the end of 1969, :

It includes over 40,000 books and pamphlets by about 1500 publishers. It dlso covers a
large number of publications brought out by various societies and institutions as well as
government publications including pamphlets. Only those pamphlets 1elatmg to non-
government publlcauons which were found important are included.

The book is divided into five parts: (i) Classified, (ii) Author Index, (iii) Title Index,
(1v) Subject Index, and (v) List of Indian publishers. ' _ ‘

In the classified part, entries have been arranged by subject according to Dev;vey Decimal
Classification and suvitable feature headings have been provided. - The entries included in this
part give the usual b1bl1ographlcal information.

The author and title index entries contain complete bibliographic information and satisfy

the approaches through author and title, ‘ :
The subject index provides subject approach an ts the user to the classified part

when eniries for the same specific subject are @ound in one place. Eniries in general
have been prepared according to rules given in tfCissified Catalogue Code: with additional
rules for Dictionary Catalogue. Since the as been compiled by librarians, it can serve
as a usefill aid in cataloguing and clagsificatign of publications included here. ‘

The book is a major contributidg to the bibliogra_phic organisatic= of Indian materials.

It is of immense vﬁlue to Iibr@nd book sellers for procurement of books, ‘

(ii) Indian Books in PrinM 1972: A bibliography of Indian books published upto
December 1971 in English language by Indian Bureau of Bibliographies in 1972 in 3 volumes.

It covers about 60,000 publications in English published from 1901 to 1971. It follows
the same pattern that of Indian Books in print 1955-67. The first, second and third volumes
cover author, title and subject entries rcspectlvely Ii fills an important gap in the blbhographlc
control of Indian publications. It covers a period neglected by Indian blbhographleq 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. Thou gh there is time lag in its publlcatlon

it is a useful source for Indian publications. The latest edition of 1994 contains 3,50,000 entries.

II. United States of America
" Books in Print (New York: R.R. Bowker, 1948 - ) Annual

Books in Print was started in the year 1948. B.LP. lists what is available. ‘It draws its
basic information from Publishers’ Trade list Annual. 1t i is now in six volumes. The first

three volumes deal with author entries. The other three volumes consist of title and series -

entries arranged in alphabetical order.

_ "It covers books published in the USA and availabte for purchase. It lists both new and
old titles. All items listed in Publishers Trade List Annual (PT.L.A ) are fouigd in B.LP,

L .
|




Infact B.LP. is an author, title, séries index to PT.L.A. It covers over 355 ,000 books.

Information includes author, title, price, edition, year of publication, ISBN, etc. It is a valuable
addition to trace bibliographic details. Detailed bibliographic information is provided for each
title. It tells whether a book is available for purchase, from whom and at what price. 1984
edition listed titles brought out by 6900 publishers. It is an extremely valuable source of
American publications. Its reliability depends on the accuracy of the information supplied by
individual publishers. Its main object is to inform the book trade and the purchaser what books
are still in print with the publishers and to furnish other bibliographical details, As a book
selection tool its value is limited as the listing is done by authors and titles. *

II1. United Kingdom

British Books in Print:  Annual (London: Whitéker, 1967) Books on all subjects are
included. Originally it was published under the title Reference Catalogue of Current Literature.
The main sources for the list of books are Book Seller and Whitaker’s Cumulative Book list.

In this publication books published by more than 6,800 publishers are included. Coverage
with regard to non-book materials may not be exhaustive. Maps, manuscripts and microcopies

are also included. 90% of the publications are conventional books. So its coverage with respect
- to type of materials is adequate. Most of the books are in EnglishJanguage although books
in other European languages are included in this_catalogue. ' :
Most of the publications included in the bibliogra@ of British origin. The British
publications of many foreign publishers which are availd®/for sale in the United Kingdom
are also listed in this bibliography. Since the cov?s exhaustive with respect to British

baoks, it can be considered as a very valuab liographical tool.
There is no restriction with regard to tiperiod covered. The only criterion for the

"~ inclusion of a title is its avatlability f@ Hence, its coverage is wider than it appears.

It is published in two volumes. The order of arrangement of entries is alphabctical by

author, title, series, cross-references etc. - This is not very helpful arrangement.- Both author -

and title entries are not seperated by putting them in separate volumes as was the case in the
earlier editions prior to 1971. Entries of related subjects are scattered thought the bibliography.
Absence of subject grouping to a great extent reduces the usefulness of bibliography. Non
provision of a separate index for subject entries affects the quality of the bibliography.
Extensive use of abbreviations is found in preparing entries. Provision of list of abbreviations
_given in the preliminary pages is helpful for consultation. When compared to Books in
- Print (American), British Books in Print is more useful to the ordering section of the library
to know the pubhshcr price and date of publication. The 1986 edition contsining 650,000
entries was issued in 4 volumcs

iv. International

International Book in Print, 2 Volumes (2nd edition 1981-82). Detroit: Gale Research
Co., 1981,

This new 1981-82 edition lists over 80,000 titles in English published outside the USA

and UK from publishers in 89 countries. The countries and areas from which the largest _

number of titles are included are Canada, Australia, India, and Africa. It also indicates
thousands of English language titles whose main languages are French, German, Spanish or
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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.

Self—_Check Exercise - 5 _ !

What is the arrangement of entries in /ndian Book in Print?
Note: 1) Write your answer in the space given below.

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

9.8.4 Book Reviewing Periodicals

The above mentioned trade periodical@ly communicate information about the books
published and also to be published p?" {ng necessary bibliographical details. In the age of
publication explosion, this may pe¢ helff the libraries and specialists to know whether the titles
are relevant to their needs. %ﬁe brief description of the contents 0[;’ the titles along
This situation paved the the publication of book reviews in newspapers and penodicals.
The Book Reviews should be standard ones, unbiased, balanced and wr@itten by subject
specialists. '

with their merits and de@:{r ade available, proper book selection will not be possible.

For speedy communication of Book Reviews, periodicals reporting Book Reviews, both
in India and foreign came to be published. Some of them are given below by way of example.

i) Book Review Digest (H.W. Wilson) 10 issues a year. It is devoted to reviews of selected

- American books. Oniy such books which are reviewed in at least two jourm'ils appear in this

digest. Entries are alphabetical by authors with full bibliographical details along with Dewey
numbers, It is cumulated half yearly and yearly. i '

ii) Publisher’s Weekly (R.R. Bowker). It is both a book trade journal as well as reviewing
periodical. It is a popular book selection tool as it covers the reviews of forthcoming books.
It gives advance information with probable dates of publication of new books.' Another feature
of the weekly is, it lists what are called ‘Best Sellers’. The weekly issues cover both paperback
and hard bound best sellers and is a valuable gumide for popular books. The ‘Best Sellers” is
based on the sale of a particular volume on the American book stands. It also brings out a
Weekly Record which now forms part of American Book Publishing Record. |



iii) Library Journal : Another Bowker publication. The journal is useful both as a Eibrary
Science subject journal and a book selection tool, ‘Covers annotated lists of books, arranged
subject wise. Special lists are published on children’s books, reference books and paperbacks.

1v) British Book News (1940-) : A monthly published by the British Council London. It

gives exhaustive reviews of select fists of books. Entries are classified and arranged by Déwey_

Decimal numbers. Usually one or two articles of interest to llbrarlans are included in every
issue.

v) Indian Book Chronicle (1976-): A fortnightly published from Delhi. It gives reviews
of Indian books. Reviews are written by subject specialists and are valuable to evaluate in
the book selection process. There are several other reviewing journals like, Choice, New York
Times Book Review, Times Library Supplement, Saturday Review, etc.

9.8.5 Book Reviews

What is described above of journals which are solely devoted to the review of books.
There is another type of useful book selection tool and they are subject journals. Well known
‘periodicals usually have a book review section. They cover the subject of the periodical or
allied subject. For example a library science journal covers reviews of books on library science.
Hence this type of reviews are more valuable for selection of bodks.

Reviews are also covered in newspapers. There a seve ewspaper that brings out
weekly supplements on book reviews and are uqeful to @ ment other reviewing journals.

9.8.6 Publishers and Booksellers Catalogues ?\
Iibr

For the day to day selection of books y Hbraries depend on publishers’ catalogues
and announcements. Major publishers ut catalogues annually, listing all their

publications, including the forthcomi, ks.”In addition, at regular intervals they send their
advertisemeni materials. In USA, a ned catalogue of major publishers is available on
subscription basis. This is published by R.R. Bowker annually and is known as Publishers’
Trade List Annual. Many publishers bring out their own newsleiters at rcgular interval and
usually available on gratis. Libraries can ask publishers to put their library on the free mailing

list of the publishers. In India many published and book sellers bring out their catagues and

newsletters which can be procured on gratis.

9.8.7 Government Publications and other sources

Various agéncies of central and state governments issue catalogues of their publications
.- atregular intervals. The publications include books, reports and other occasional papers priced
and unpriced. Many current publications are notified in Official Gazettes which through related
can be used as a secondary source for book selection. The Publications Division of the Central
Government publishes a list or cataogue of its publications, which can be acquired from the

~ Manager of Publications, Government of India, Delhi and anthorised agents. The catalogue -

* of Parliamentary Publications is a list published by the Lok Sabha Secretariat and it is an
important source for book selection. The Manager of Publications is considered as the major
publishing agency for the Central Governrment publications.
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Catalogues of State Government publications are generally issued in an irregular manner
by the Centroller of Printing and Stationery Supermtendcnt Government Press.. Such
catalogues are not much helpful in book selection. -

i
A bibliography of Indian scientific and technical publications 1960-65 was published
by the Council of Scientific and Industrial Reseaich (CSIR), New Delhi. ! '

Bibliography of LA.R.I publications 1905-1963 was published by Indlan Agricultural
Research Institute, New Delhi, . i

Bibliography of Dictionaries and encyclopedias in Indian languages (1564) by National
Library of India, Calcutta.

Further, institutions like Sahitya Akademi, and National Book Trust Olf India, pubiish
both original and English translations of works of literary merit in Indian langdages. Similarly
Telugn Academy, an institution uder the control of the Government of Andhra Pradesh
publishes standard books of literary value in Telugt language. |

For Indian libraries there is another good book selection tool, i.e. Accessions List South
Asia. This is a monthly publication of the Procurement Centre of Library of Congress at Delhi.
Under the U.S.PL-480, the Delhi procurement centre buys in multiple copies'selected Indian
books in all Indian languages, including English. The books so procured are listed monthly
and this list is a reliable book selection tool.- Arrav%t is alphabetical and also by language.
Wherever necessary small annotat_ion is also given. i

Another selection tool one can depend e accession lists of other libiraries. It would
be a good practice to exchange lists O(Wmoks added with other libraries.

) _ - :
also read complete boo ine. We can also order the books we Iitke from the on-line
bookstores available on theMnternet. Some of the well known on-line bookstores websites
are:;

9.8.8 Internet Q“ i
Apart from the abo@k ection tools we carn consult hundreds of book reviews and

Books nook htip://www.booksnook.com i
Book Wire http://fwww.bookwire.com/
Bookshop on-line http://www.amazon.com/

NewYork Times Book review  http://www.nytimes.com/books/home/
Internet bookshop http://www.bookshop.com.uk/ |

Moreover, some of the major reference sources like dictionaries, encyclopaedias (including
multimedia encyclopaedias), directories can be accessed from their respecnve websnes Some
of the important websites among them are:

Oxford English Dictionary http://www.oed.com/
Encyclopedias Britannica _ http://www.eb.com/

Grolier Multimedia Encyclopaedia hitp://www.gme.grolier.com/
|




99  BOOK SELECTION TOOLS : NON-BOOK MATERIALS

Non»book materlale include dllle visual materlals mlcroforms computer babed materials,
etc. Most of the non-book materials, till recently, have been produced by advanced countries
like, United States. Indian libraries acquire them and then make avallable to their readers.

- Now a days many of these non-book materials have been published in India also. The
selection of these materials pose some problems as the bibliographic control of such materials
is not well organised. However details about some of the selection tools of non-book materials
have been collected from different sources and provided below: '

1} Microforms

Backfiles of newspapers', bibliographies, out-of-print materials and now some of the
scientific journals are published in microforms. Some of the well known newspapers, like
New York Times, Washington Post are issued in microfiche or microfilm bésides in print form.
Some of the technical and research reports are available in microfiche. Bibliographies and
catalogues are produced in the Computer-Output- Mlcroﬂlm (COM) forms. Some of the guides
to microforms are listed below:

. 1) Guide to Microforms in Print, published by Meckle :ublishers -

i) Nauonal Register of Microform Masters publishe C

by Meckler)

iv) Microform Review (covers cuigait anE retrospective publications on microforms)
2) Audio-visual materials ?

: Audio-visual materials ar@y useful in the field of education. There is a series of
indexes published by US National nformatxon Centre for Educauonal Media. The mdexes
are updated regularly Eg ' :

Index to 16 mm Educational firms
Inde}c t0 35 mm Educational ﬁfms‘rrfpe_ |
Index to Educational Audiotapes

Index to Educational Slides

Index to Educational Videotapes

Index to 8§ mm Motfbn catridges

Index to Overhead Iransparenczes

Audio Video market p!ace a miiltimedia guzde New York RR Bowker 1969 - (Annual)
Guide to Mlcro-forms in subject print. (London: Microform Rev1ew Inc., ]978) :

The fol]owmg Joumals also list audio-visual materials:
Libra_ry Journal (Bowker)

- School Library Journal (Bowker)
Wii’son Library Bulletin

iii) M:cmform market place (It is an mtematl @ tory of micro publlshm g, publlehed
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- and exhibit their wares to book s

.3) Computer - based materials

Electronic pubhshmg has gamed lmportance in recent times w;th the development of
computerised blbllograph1c databases in large numbers. Some of the sources whlch provide
information on the products of these databases are

Computer-Readable Databases A D;recrorv and Data Source-Book. Chlcago ALA
1978 (irregular) ' :

Database D;recrory, White plalns Knowledge lndustry Publications, 1984-

CD-ROMS in Print: An Inremaaonal Guide, compiled by Norman Desmdrals Westport
Meckler, 1991. L

910 BOOK EXHIBITIONS AND BOOK FAIRS

Book Exhibitions

The B_ook Exhibitions are brganised by booksellers to make known to the public the books -

available with them. The exhibition provides an opportunity to the libraries andf 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 bookselle, Book exhibitions are arranged

' generally on important occasions like conferences and scajpdrs. This will be helpful for proper

book selection and also promotion of sales fro int of view of book sellers.
Book Fairs _ ' .
Book Fairs are national or intc@anl‘ ade fairs where publishers trade with one another

¢ main . purpose of these fairs " is to enable the
publishers to show and prom%jeir néw books to their own trade. :

Most of the Book Fairs nual events. They are sometimes sponsored of supported
by governments who are interested in their wider dissernination of their national ]1tcrature for
cultural or pohtlcal purposes. However most book fairs are self supportm g

The use of book fairs both to sell books and to promote national interests is a;po'st World
War 11 phenomenon. Originally it was a gathering of the book trade to settle thé:i:r accourns,
booksellers with publishers and publishers with printers, which is now superseded by

negotiations between publishers for the sale and purchase of rights “in various; language

publications all over the world. Publishers from the USA, Europe, arrive at Frahkfurt 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

international publishing: world.

. The extraordinary growth of book fairs can be attributed to the intemationzjﬂisation of
the publishing industries of Europe and United States, looking -more for export markets for
income and to pubhsh more books than expected at minimum cost throngh COlldbOl'athTl of
pubhshers



Self-Check Exercise - 6

What is the role of book fairs in book selection ? -
Note : i)  Write your answer in the space given below:
i) Compare your answer with the model answer given at the end of this unit.

1  SUMMING UP

Book Selection for 'any library is a specialised job. The book selection in a library is to
enrich the knowledge of its clientele in general and to further their intellectual, spiritual and
social development. With the funds available a library musg not only provide books but also
stimulate intellectual curiosity, encourage independent tﬁ and inculcate vilue that will

shape individuals into responsible citizens of the couatn selection is based on.certain
.. principles in relation to the objectives of the rcspecanes Book selection pOIlCleS should
aim at a reasonable cost. It is based on demgpd w should be differentiated as to value,
" volume and variety. The problems of book selgefidY d]ffcr from one library to another library.

. There is a balance to be maintained en bboks of ephemeral value and those of lasting
value. The requisition of duplicate an ond hand books should be discouraged. The latest
books should be selected to e library collection. Thus book selection must be an

orderly and coordinate process.

There are various sources for proper and balanced selection of books in 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 hbraxy

1) Book sellers and publlshers catalogues _

2) . Trade Blbhographles

3)  National Bibliographies

4)  Subscription to book mviéwing periodicals

5)  Scanning of weekly editions of da.lly newspapers

6) By getting dn‘ectly publishers’ announcements and pubhshers news bulletms, about
published titles '

| 7) By attending exhibitions and book fairs




8)  Conducting book clubs and obtaining readers’ suggestions
9 Through exchange of accession lists of other libraries

10) Consultatlon of union cataloguc of books

9. 12 MODEL ANSWERS

)  The Easié issues and factors in book se_lection are:
* What to select (lfefers to nature, _form and variety of materials) | . '
For Whom to select (rcferé to library’s cl_ienteie)
By whom (refers to selection authority)
For \#hat purpose (refers to library’s airris and objectives).
How (refers to evaluation of books in relation {0 users requirernérits)
2)  The three basic principles of book selection aré : o )
1} = Select the right book for the library 'readérs :
“ii) - See that no race, nationality, culture, profession, trade or ..l_ocal custom is éovc’r’lbokcd
1ii) E\«;cry 1ibrafy co]lcbtidn_é.hould be built ac agrdinly to _a.d_eﬁni.te plan andon a broad
' ‘general foundation. _ _ :
3) The two basic premiscs of McCol{fin are: O . : _
i) Pubhc libraries arc estabhshcd?syonse _tolancl in antiéipati.dn' of degénand

ii) - The process of book s olves both supply and demand. The library’s
function is to discover ¥gd assess community -demand then to satisfy those

demands @ _ :
4) The following book trade perid@icals are useful in selecting books published in India:
i) Allied Book News - IR '
ii) | Ind:an Boék_fndustry_ N _ o
iii)  PublishinginIndia . BRI
v) B&ok Talk |
v)  D.K. Fortnight o

- 5) - The entries in the classified part of Indian Books in Print-are arranged lby subject
according to DDC scheme. Suitable feature headings and usual blbhographic
information are provided. ' - i

6) ‘The main punpose of book falrs is to enabIe the pubhshers and dlstnbutors to show and
" promote their new books. The book fairs also help for negotiations between jpublishers
for the sale and purchase of rights of various language publications. The pre pubhcatlor. :
announcements at book fairs help libraries to book their copies, :
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913 ASSIGNMENTS .

1) - What are-the prmCIples of Book Selection ?
2) Mention the basic issues and factors involved in book selection?

3) - Demand is one of the factors governing book selection. Demand shauld be
differentiated as to Value, Volume and Variety. Explain?

4)  Explain the statement ‘Best reading for the largest number at the least cost’ w:th
~ reference to book selection?

5)  State briefly the apphcatlon of prmmple‘; of Book Selection to different types of
libraries?

6).  What are the various book selection tools or sources available and describe them
briefly?

7)  What are the trade and national bibliographies and how they are useful in book
selection? :

9.14 RECOMMENDED BOOKS

Carter, Duhcan Mai‘y. Buildiﬁg Librarj) Collection. New York : carecrow Press, 1959. -
Chakrabarti, Ajit Kumar. A treatise on Book Selection. .K. Publications, 1983

Encyclopaedia of Library and Infomzanon Science, Allen Kent Vol. 2. New York Marcel
Dekker, 1968,

Girja Kumar and Krishan Kumar. Bibliographyf Delhi: Vikas, 1981 °

Handbook of special Librarianship an@iation Work. 4th ed /WE. Batten. London: Aslib,.
1982 . | B

Job, M.M. Theory of Book Selection. New Delhi: Sterling, 1978

Mittal, R.L. Library Admm:srratwn Theory and practice 5th ed. New Delhi ; Mctropolltan
- 1984

Sengupta, B. Book Selection. Calcutta: The World Press, 1974,

Singh, Ram Shobhit Prasad, Fundamentals of I'fbrary administration and management. Delhi
: Prabhat Prakashan, 1990

Thompson, James, An mtroducnon fo University library aa‘mzmstrat:an 4th ed. London
Bingley, 1987.

9.15 GLOSSARY

Active approach ' o It is the approach to enable the users to make use of
‘books of their choice.

Books Exhibitions ¢+ These are organised'by the book sellers to make
' known to the public the books available with them;

213

oF
"




214

Book Fairs

Book Reviews

Book Selection Policy

Passive approach

Trade Bibliographies

These are the trade fairs where publishers trade with
one another and exhibit their wares to book sellers.-

These are the reviews published about books in a

periodical of respective subject ﬁeld:.

It consists certain policy guide]ineé for building up
an effective collection for a library.

It is an approach to bring about an increase in the use
of library collections by creating reading interest in
the users. '

These are the bibliographics issued by commercial
organisations like publishers, book sellers, distributors

" and printers for a particular country with business

motive. i

916 MODEL EXAMINATION QUESTIONS

1. Essay Questions _ :
What is Book Selection Policy? @ the various factors governing Book

Selection Policy in libraries.

Discuss the principles propouy various library scientists for book selection.

- a
b.

C.

Book Revie%

Internet in Book Selection

Book fairs.

'Enumerate various Book%ion Tools used by libraries. Describe any two tools

with examples. Q
IL Short Notes .



UNIT -10 : ACQUISITION OF PRINT AND NON PRINT

Contents |

10.0  Aims and Objectives

10. 1 Introduction

10.2  Acquisition of Library Materials
10.3 Acquisiti.on Procedures

10.3.1  Acquisition by Purchase

10.3.2  Acquisition by Gifts/Donations
10.3.3  Acquisition by Exchanges
103.4 Cooperative Acquisitions

104 Acquisition procedures in Different Types of Libraries
10.4.1 Public Library

10.4.2 University Libraries )

10.4.3 Special Libraries - : ' 0
- 10.5 Acquisition of Non-Book Materials O |
10.6 SummingUp

10.7  Model Answers ?‘
10.8  Assignment _ Qs

10,9  Recommended Books ' @
10.10- Glossary ' : _

10.11 Model Examination Questions

10.0.  AIMS AND OBJECTIVES

Library acquisition policies and procedures are designed to help the librarians, to tackle
the problems that are encountered in selection and acquisition of library materials. The library
should acquire and make available such books and other materials as are needed for the
education, information, and research promotion and recreation. In this unit we dl%(:uas various
acquisition procedures that are followed in various types of libraries,

After studymg this unit you should be able to

- describe various book acquisition procedures;
. explain acquisition procedures used in different types of libraries:
. enumerate the problems encountered in the acquisition of non-book materials.

10.1 INTRODUCTION

The library collection of books, periodicals, pamphlets, documents, newspapers, maps,
microfilm, microfice and other materials should be provided and organized in such a way as

* to give strength and support to the educational programme of the college or unlversuy I
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should be suitable for all levels of teaching and learning orgamsed by the collcge and should
keep the faculty members abreast of new research in their respective fields. It contents should
include great works of the related resources. All of these should be kept up-to date as new
works are regularly produced. There should be books of popular nature for informative,
recreational reading; and the reference collection should be rich in bibliography. Pericdicals
should be selected with care for covering all fields of interest to the college.

Normatly the librarian should be responsible for building the collection. He, of course,
will seek the help of the Faculty, Library Committee and subject experts in &évaluating books
and other resources to be bought. Generally, there should be a Faculty Advisory Committee
to help formulate policy and procedure and develop collection, search for funds and resources
and suggest ways of improving service in the library. The librarian should oroamze the library
and keep such statistical records as will give a clear picture of its activities, |acqu151t10n~ and
use of the library. He should bring out annual report for official purposes.

The acquisition policy of a hbrary should be set down with reference (o the requirements

_ {actual and potential) of the hbrary of which it is a part. In the absence ot a well defined

acquisition policy, haphazard collection of materials unsuitable for the puipose is likely to
result.

Book selection procedures differ from libra@rary, since the book resources, financial
resources, reading habits, needs and dcflc readfers vary from library to library.

ATERIALS i

10.2 ACQUISITION OF LIBRAR i
Library materials mean difg materials viz., conventional type of books, non-book

a
materials, microforms, gram@rccords or discs or tapes or any other media on which
inafed . ﬁ

matter is recorded and % _ |

In India the acade libraries excepting those of universities posses only reading
materials in the form of books, back volumes of journals and current periodicals. Other types
of materials can be acquired and housed in different types of libraries for which they are
established. However, for all types of l]branes the question of acquisition is the main problem.

Acquisition means the acquiring of reading materials. The acquisition may be by way
of purchases, exchange or donations 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 br’occdures. But
acquisition by way of purchases is inevitable for any modern, up-to-date library.- No library
can acquire all the books that are published in the world. None the less, there is no need to
acquire all since it depends upon the aim and the objective of the library and the purpose for
which it is established. Acquisition of books in another way is called proper scientific and
systematic selection of books. Book selection is many-sided and needs a certain amount of
skill and knowledge.

- As the Academic Library (School, Cellege and University) is intended for secondary,
undergraduate and post-graduate courses of study, to cater to the needs of thr-' students as well
as those of the teaching community respectively, it should confine itself only to acqulrmg
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 ibraries 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 needs information
on specifications and patents.. Great importance has been attached by librarians to the

acquisition of library books. According to Melvil Dewey’s motto, “the best reading is to be '

devised for the largest number at the least cost”. S.R. Ranganathan arrives at the principles
of book selection in two different ways- by the empirical method which consist of field work
in libraries and the second one by which a prior approach relates to the judgement to be

exercised in the selection of books either directly to the Five Laws of Library Science or to -

~ some principles, which are derivable from those Laws. Let us examine the various acquisition
procedures of a library. '

103  ACQUISITION PROCEDURES

Acquisition of library books is affected in three ways: i) Purchases, ii) Gifts/Donations,
and iti} Exchanges.

10. 3 1 Acquisition by Purchase .

Purchases occupy a major portion of book acquisition in llbrarles The following methods
are followed in purchasing books by libraries: '

a)  Net Book Agreement / Tender System 0

b) Quotations

c) Appointing Approved Firms ' O

d)  Books on Approval

e}  Dealer Library Plan {DLP) ;

f) Standing Orders

Let us describe each of the %nmntioned above,
(a) Net Book Agreemént / Tender System

Many systems of book 'purchase are prevalent in India and abroad. In the United '

Kingdom, a ‘net book agreement’ is in force. As per this the books are sold at the net published
prices and no trade discount is allowed to the libraries. In India, a tender system is in vogue
by which each list of required books is sent to various book sellers and the order placed with
the firm offering the lowest quotation for each book. Through this system many librarians
have faced many problems and experienced many hurdles in building the collection. They
find it difficult to make use of funds of the library judiciously through the tender system within
the given time and nunutilized funds lapse after the stipulated pcﬁod.

(b) Quotations

In general, the acquisitidn 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 quotations. The
- reason for preferring cooperative stores for getting books is that they offer 15% discount, in
general, on all types of books, while other firms offer only 10% dlscount on any book excludmg
postage. The colleges wish to have quotations with regards to the terms and conchtlons for

“the supply of books. But with a view to ,avoid audit objections and undue crmcxsm thcy _
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prefer the cooperative stores for the supply of their requirements, with the maximu'm discount
ranging from 15% to 20%.

The quotation system, commonly followed in India, is inviting quotations for the supply !i:
of books at the beginning of the year, preferably prior to the commencement of the financial
year. Various quotations with rates of conversion in the case of foreign books and the
percentage of trade discount in the case of Indian books are invited from important book
sellers of the country. Owing to import licence difficulties, it s deemed advisable!to procure
books through the Indian book sellers. g

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 is ready stock with particular book sellers, which
can be ordered straight away and in this way, unnecessary correspondence is avoided which
is otherwise necessary. Books can be procured at competitive and, even sometimes, at lower
rates. ' !

Books can also be procured after ascertaining asgto in which subject a book seller
specialized and orders for books in the specific subjec@e placed with him directly. This

saves a lot of time and energy.

i
{c) Appointing Approved Firms O |

For the acquisition of books the finan?&ources of the college or university librarics,
for example, is a primary factor an ond¥y, the judicious selection for proper use by the
clientele. Great importance has bee¥attached by librarians to the acquisitions of a library.
Based upon the financial res of a library a librarian has to assess the firm’s BUILablllly,
in respect of supply, accurac%ound Supply, honesty and previous expenenc( business
reputation, turnover for the past few years, discount allowed, etc., and then such_flrms (book
publishers, whole-sale dealers, book-sellers) have to be listed out and recommended to the
approving authority for the appointment of approved firms for the library so as to, effect the
supply of books and other reading materials. These approved firms will bc:liable for
termination of their services if the management is not satisfied for any reason. The approved
firms should cover the supply of Indian and Foreign books and books in Indian languages
too. The order will be placed by the librarian only with the approved firms, In case these
firms express their inability to supply then the librarian can place orders with any other firm,
since the materiais are urgently required in the library. !
(d) Books (nn_Approval |

The publishers, book dealers and book sellers send books to the library through their
agent or by mail for evaluation, physical verification and selection by the Departmcr!ltal Heads
on approval basis in the interest of their business. At times the agent will arrange book
exhibitions and display current and the latest books. After the completion of such displays

and exhibitions they will have to pack up and take away their unsold books for which they

have to incur considerable expenditure and hence they request the Faculty members and

librarians to go through the titles at their leisure and approve them if they are interested. This
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will take sufficient time, since the books have to be gone through by the subject specialists.
The rejected books will be returned to the firms concerned at their cost. Sometimes, though
the books are of intercst to the department and worthy 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 publisher to leave the books in the library on approval basis. The librarian will take
steps to get the funds or show some provision to meet the additionat expenditure [or purchasing
such titles.

(e) Dealer librvary plan (DLP)

Dealer library plan is a mode of acquisition of books which is in practice mainly in

developing countries. Under the Dealer library plan an agrecement is to be reached between
the library and thc publisher or a group of publishers whereby the publisher sends books as
soon as they are published to the concerned library on specified subjects, to select or reject
them. Sccondly, these books will be sent immediately by the publishers to the library as soon
as they are published until the agreement is revoked. For books to reach India from the UK.,
U.S.A,, etc., it will normally take 40-45 days. But the libraries can get books under Dealer
library plan earlier than the book scllers and publiéhers.

Advantages : (1) The latest books published in tigfields of interest are automatically

received by the library within the shortest possible tiang
2) The books so received can be read or co® by the concerned experts to judge

whether they are worthy for purchase for lib%hus the plan, ‘Dealcr library plan” assists

in selecting of suitable books for the libgagy.
3) The books which are finally a]_:% for the library are paid for in the local currency

to the publishers or agents.’ @
4) Books which are not approw€d 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 them to the
agent. '

Disadvantages : 1) At times the books which are not required for the library can be sent
(shipped) because of human or mechanical error, If the experts of library, books selection
authority who do not go thrbugh books, reject them for some reason or other the Dealer
library plan will fail.

2) At times books shipped under this plan are lost in transit or received by the library
much later than expected.

Although the advantages of the Dealer library plan outweighs the disadvantages, there
is need of making a systematic study of this plan in several libraries with reference to its actual

. operation in order to realise fully its value and utility. Theoretically speaking, it is really

advantageous but practically there are certain snags which have to be rectified in the Dealer
fibrary plan.
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(f) Standing OrderS

The librarian can place standing orders direct with the publishers and dealers for such
publications as sequentially published sets, viz, Annuals, -Year books, Almanacs, Series,
Gazetiers and Encyclopaedias expected to be published by specified date with a request to
register the institution’s name under the list of ‘standing orders’, so that ag and when such
maferials are pu'bli.shed they will be sent direct to the library and payment claimed. The
advantage of this system is that the latest reference materials can be procured for the library '
without any loss of time; otherwise by the time we receive the information concerning such '
publications 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 sellers. To avoid all such .
problems it is always advisable to place a standing order with the publisher for supply of the
copies of books as and when they are published. '

() Foreign Exchange

Acquisition of foreign publications requir'cs payment ini the respective countries currencies
for which foreign exchange is necessary. The Good Officers Committee, consisting of
representatives of Ministry of Education, UGC, librarians and publishers, meet and fixes the

‘conversion rate which is accepted by all. From time to time the monetary exchange rates will

be naturally subject to revision. The libraries will javeNQ make payments according to the
current exchange rates. The Government on requestNgW direct the Reserve Bank to issue

instructions for announcement of coversion 1 @l arranges the librarics to get the foreign
exchange for the required amount so as to effecihggyents. i

Self-Check Exercise - 1 Q
(a) What are the three modes of atQﬂgbooks in libraries? i

Note 1) Write your% in the space given below.
it) Check your anstver with the model answer given ai the end of this unit.

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

10.3.2 Acquisition by Gifts/Donations

Gifts and Donations also form as an important method sapply of materials. Many big
libraries particularly university and national libraries, have grown with gifts and donations,
Gifts are a valuable source for enriching the library’s book collection. They usually take the



form of books, although denations of money for purchase of materials _aré sometimes made.
Gifts frequently raises administrative problems involving the procedure of acceptance, technical
processing and future cost. Often unworthy books also make their way into the library.

Most librarians prefer to accept only such gifts as have not strings attached. 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 library will be free to dispose of any titles which are
duplicates in the library or discard any material which the library feels does not meet its
standards of sc]ccuon

The librarian should be free to decide whether all or part of the gift should be integrated
" into the collection, discarded, exchanged or soid. :

There may be cases where gifts can be an important source for the acquisition of rare,
unusual or expensive items which the library with its limited budget cannot afford. It is also
true that the offerings of gifts may include such material which would only prove a burden to
the library. There are instances where libraries have on occasions refused a gift collection
because the cost of processing the materials exceeded the cost of the collection. Therefore it
is necessary for every library to have a policy regarding the acccptance of gifts, without which
needless 'duplication and expense in handling materials may occ _

When a gift is received from patrons of library or dm@ should be acknowledged
- promptly. Various forms may be used according to th@rtance of the material. The gitt

collections are often memorial in nature. The libraric uld also be on the Jookout for
securing free materials from various sources. k%request the concerned authorities to
r

include the library’s name in the mailing J#8§ of Rarious Government -and private oftices,
organisations and institutions which send copies of their publications. _ _

Seif-Check Exercise-2
What are the problems posed by gifts and donations?
Note: i) Write your answer in the space below.

ii) check your answer with the model answer given at the end of this unit.

10.3.3 Acquisiliohs by Exchanges

Duplicate material tends to accumulate in every library. It is often categorised for the
purpose of disposal: (1) discarded-books which are worn out and are only fit to be sold as

wasler paper; (2) duplicates which may be sold; (3) those which the library can exchange with™

some other library to acquire materials which it does not have. Exchange of publications is

possible only if a library of its parent body has its own publication programme. In addition o .

official publications, annual reports and duplications, may be earmarked for exchange. Thus
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the exchange of publications with other institutions supplement the acquisition by purchase.
The term, “Exchanges”, also refers to the process by which libraries connected with institutions
which publish their own materials exchange them with those produced by other institutions
{as for example, the exchange of one University’s publications with those of another, which
is done on a wide scale, natioral as well as international). It is important that business-iike
procedures for exbhanges are formulated.. '

The United States Book Exchahge (USBE) was established in 1948; as an outgrowth
for 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 dupiiicate 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 ieast amount of labour

and with the certainty that they be utilised in the best possible way. This service is proving
to be an excellent means of exchanging materials at the national as well as international levels.

Exchanges may also be facilitated through dealers and through certain associations of
special libraries such as the Medical Library Association, The American As:sociation of Law
Libraries and the American Theological Library Association. ~The Unesco’s Library division
also promotes international exchange and maintains a clearinghouse for ptiblications which
acts as a centre for information about the materialWavailable for exchange. The UNESCO
Bulletin for Libraries (now ceased) regularly in@a section listing the materials available

on exchange basis for foreign libraries. O

19.3.4 Cooperative Acquisitions

The consideration of the tic&d}le promotion of exchanges leads fo a consideration
of that of cooperative acquisifygpis only one step from the USBE and UNESCO’S efforts
to facilitate exchange thy |
avatjable through the pu

th cowperative efforts in the collecting of materiials, making them

BigCagibn of union catalogues and storing little used materials in regional
depositories. Most of the hbrarians havé realised that no library can hope to acquire everything
published in every field. The need for dmdmg responsibility for acquisitions in various

subjects has become all the more pressing if a library printed a catalogue of a’special coliection

it had, and distributed the copies of such catalogue it would bring its holdmg of such a

collection to the notice of others.

Union Catalogues and inter-library loan through actual circulation ot materials and
reproduction of copies by photography have been developed in an attzmpt 10 make the best
use of existing resources. Regional union catalogues have appeared across the country. Since
micro-copying is expenswe libraries have often worked out cooperative met hods, of purchase

and use. .
i

Cooperative acquisitions involving considerable number of libraries will facilitate joint
purchase and shared ownership of selected materials without costly duplication of copies.

Cooperative Storage Libraries have appeared as a resuit of the rapid 1':ate of increase in
the size of research collections. These relieve the individual member libralf.‘y of the pressure
of constantly increasing holdings and also provide a central collection upon which all members
may draw for more research materials than any of them could hold. Cooperative Storage
Libraries were first proposed about 1900 by William Coolidge Lane, Libririan of Harvard.




His proposal was supported by presideat Eliot but opposed by the Faculty. “As collections
grow in size and the range of materials published constantly increases the need for effective
cooperation will grow ever more acute. This need car only be met through inter-library
cooperation.

Self - Check Exercise - 3
What is cooperative acquisition ?
Note i) Write your answer in the space given below.

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

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

10.4 ACQUISITION PROCEDURE IN DIFFERENT TYPES OF LIBRARIES

The problem of procuring books and other reading materials for the libraries is both easy
and difficult to tackle. It depends upon the nature and size of thg library. A library for the
purpose of enriching its book stock should not follow such b@thods of acquisition, as
the placing of orders by going through the book seller’speatalogle which does not indicate
the condition of the book, the quality of paper used or the printing. In finding a solution
of this problem the following three principles shoul%:p 1n view:

1) Type of Library, i.e, whether it is gublic¥ibrary or a university library or a private
library for a particular reading

2)  The users whether they ar@/ educated persons, children or neo-literate people.
3) . Library fund or grants. -

10.4.1 Public Library

It is obvious that the users of the public library are generally the people at large. But it
 is necessary to classify them according to the status, i.e, the class to which they belong (Whether
they are labourers or workers who visit the library to refresh their mind and get relief from
* physical tiresomeness) and the kind of books which the people are interested in reading
especially those residing in the surroundings of the library and who usually visit the library.
Surveys should therefore be conducted, statistics collected of the people residing near the

library. Taking those statistics into consideration the book procurement for the library should .

be undertaken.

Apart from what is indicated by the other statistics kinds of books may also acquired -

and kept in the library. The library-should specialise in certain areas of literature which will
suit its readers, Religious books may be kept but not those that contain matter which is
deliberately and maliciously intended to outrage the religious feelings and promote enemity
between one section of citizens and another and which are punishable under the Indian Penal
Code. Such books or documents containing copies, reprints, translations, or extracts from
such books will be forfeited to the government.
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10 4.2 The University Libraries

The Universi ty Libraries are meant mainly for university students and faculty members.
The materials acquired should include not only those required for higher studies and research
but also those needed for general knowledge. The evaluation of books can be entrusted to
the Faculty members of various disciplines and selections made on a priority basis by
classifying them as urgent or ordinary. _
|

10.4.3 Special Libraries | |

The Special Libraries will have books and periodicals concerning only one subject in
which they specialize e.g. Medical libraries, Engineering libraries, Islamic ]ib:ra.ries, etc. They -
purchase only books pertaining to their special subject and they are mostly interested in "
promoting studies in that subject as far as they can. Government reporis, patents and special
documents published in this regard serve as the latest trends in-the subject. Reviews, Abstracts,
Indexes, and Bibliogrdphies are some of the important materials procured for the advancement
of research. Reading materials concerned with allotted qub] ects may also be acqmred for these

libraries.

"The librarian has to use his discreti_dn in a. ocating funds. The principle of equal
: expenditure of the'funds has to be

distribution among the various faculties and y
adopted by the librarian. These are some of ghe supwé€stions for the acquisition of books and
the building of the library collection whic @ rove helpful in establishing a good library.

Self-Check Exercise - 4 ?\
What are the three basic pri s thit are to be kept in view while proéuring books for
different types of libraries? . '

Note: i) Write y wer in the space given below. " |

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

10.5 ACQUISITION OF NON-BOOK MATERIALS |

Non-Book materials include atlases, maps, logarithmic tables, globes, microforms,
cassettes, discs, gramophone records, music scores, slides, etc. The origin bf this new form
of the book, namely, the microform, dates back to the year 1839. In that yeér John Benjamin
Dancer, an optician and profes'sional 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 nprmally available
in 16mrn and 35mm width. (2) Microfiche. (3) Ultrafiche. Formuiae,.ta;bles, graphs and
illustrations produced by an electric typewritter which provide a camera ready.copy. The main -
advantages and disadvantages of the microform are as follow:




ADVANTAGES DISADVANTAGES

1) A small space is required for stocking it, 1) Increased subscription cost for the
microform version of a journal.

2} All stock held in the library at all times:  2) Special equipment required.

3) No binding costs ' 3) Possible customer reaction.
4) Lower floor weight loading 4) The user cannot refer
simultaneously to more than one
~document.

5) Automation of microform holdings possible

6) Decreasing losses and wear, theft, mutilation

7) Increase in-house use of the library.

8) levels decreasing man-power requirement at lower

Microforms offef™an alternative to book storage and help in selving the space problems
In university libraries. It is proposed that only one print copy be purchased by one of the
libraries and its microform copies be madc available to other libraries. 1If the local libraries in
an area cooperate in this way, the space problem may be splveliyo certain extent.

out of - print books and backsets of periodicals puf d in India and other Asian countries
in microform. They have also offered to su a microfiche-reader provided that the total
amount of the order exceeds the specified amodgf. Some institutions have prepared plans for
microfilming some of their documents<?low1 g are the institutions which are involved in
this activity:

The IDC (Switzerland) has launched a maro mme for publishing rare and

1. Nehru Memorial M nd 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 religious and research institutions,
Manuscripts and newspapers are required by research scholars. Fortunately, the microfilming
facility has been extended to some of these institutions which has benefited the scholars.

The potential and the widely increasing use of Microforms is possible only if the UGC
provides substantial grants to the university libraries for procuring the 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 tcchnique: they are also known as Micrographics. Indian

- libraries must be prepared to acquire and maintain microform collections in addition to hard

copy collections, if they want to serve the readers effectively.

The most significant part of microforms, acquisitional work is that which involves planned

selection of material, the placing of orders with reiiable firms, thorough checking of the material
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|
received and careful preparation of the budget to strengthen the library resources for instruction
and research.

Types of Non-Book Materials

Microform: The back numbers of periodicals and serial titles are available in microform

and the collection of microform materials is necessary for research. Many importan! cellections

that extend the research capabilities of the library have to be acquired. The subscriptions to
microform collections such as the ERIC and HRAF newspaper and periodicals |sh0u]d be a
continuous process in the university libraries, '

Mausic Scores: The library collects only study scores; perfoiming scores are collected
by the Mu51c Department The collection will prove helpful in the implementation of the
music programme at the university. It must also obtain records of plays, poetry and other
documentaries in future. The tape cassettee preparation section may occupy considerable space
in the library but will strengthen its audiovisual capabilities. |

Slides : The library has to develop a col.lecti_on of slides, especially art slides. Difficulties
in processing the material (cataloguing, mounting, marking, etc) as well as the lack of space
for good viewing have come in the way of undenakjn@ scale programme in this regard.

Video Cassettes : These also form A.V. Progra he information available in this

format is also most useful to the asers. _ O
Self-Check Exercise - 5 - _
What are the disadvantages of microf; sl'&.
Note: i) Write your answer ace gwen below. ' |

ii) Check your@ with the model answer given at the end of ¢hils unit.

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

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

10.6 SUMMING UP . o |

To sum up acquisition policies and procedures vary from one type of library to another.
Technological advances have played a great role in the fashioning of libraries. On account of
the proliferation of world literature, it is impossible for any library to procure all the desired
books, since it has limited space, and limited funds and has to reckon with 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, manuseripts,
reports and reprints, theses and dissertations can be brought out in microfor_m.i The Inter-
Library Loans, Printed Catalogues, and Union Catalogues can be microfilmed and sent to the
participating libraries. The non-book materials, apart from the microforms, include Maps,
Atlases, Charts, Globes, Cassettes, Gramphone Records, Film Strip and other A!udio-visual
aids which are essential for the purpose of educating both literates and illiterates.



10,7 MODEL ANSWERS TO SELF CHECK EXERCISES

1(a) The three modes of acqumng books in hbranes are 1) By purchase, ii) By gifts/donations,
and iii) By exchange.
b, The methods of purchaging library-books are '
| i) Netbook égréemeht / Tender system
ii)  Quotations o
ili)  Appointing approved firms .
iv)  Books on approval
v)  Dealer library plan
vi)  Standing order
2)  Gifts frequently raise certain administrative problems such as i) procedures of écceptance

% i) technical processing, and iii) future cost of maintenance as unworthy books may
often make their way into the libraries. .

3)  Two or more libraries coming together and jointly purchasing the selected items of
demand and providing a central collection upon wh$mcmbcrs may share.

* 4)  The following are the three basic principles to be k& in Yiew while making purchases

i) Type of library and the particular readi le; -
i) Level of education of the users

-1y  Libraty funds or grants ?\
5 . ,

The disadvantages of mlcroform@ L :
i) Additional subscriptiqn co% for the microform version of a journal, (if .

supplemented)
ii)  Special equipment requirement
1) Possible customer reaction

iv)  More than one document cannot be refe_rred simulfaneously.

10.8 ASSIGNMENT

1. The acquisition policies and procedures should satisfy the Fifth law of Library Science.

Discuss.
2. The acquisition procedures vary from one type of library to that of another? - Explain
3. Explain the acquisition methods for the purchase of reading materials and the acquisition

of books through exchanges, donations and gifts to the library.

4, Describe the acquisition policies and procedures adopted for Non-Book Materials in
the Library
3. Microforms offer an alternative to book storage and a solution to the space pfoblem in

university libraries ? - Discuss,
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10.9 RECOMMENDED BOOKS | - | |

- Carter and Bonk. Building Library C’oliect:'ofzs New York: The-ﬁéarecrow Press, il959

Mlltal R.L. Lzbrary Adm;msrmnon - Theory and Pracnce 5Sth ed. New Delhi; Metropolitan,

1984,

10.10 GLOSSARY

Acquisition

Books on Apprbval
Co-oprative Acqﬁisitioq
Dcaier Library Plan
Net Bbok Agre_gment

Q

Standing Order

Itis the.proces.s of _acqmring- of readin'g r1|1atériéls by
way of purchases, exchange or donation and gifts.

In thjs method the publishers, bbok dealers and boo.k
sellers send the books en approval basis to the library

for evaluation, physical verification and selectlon by
the department heads. . . »

This refers to considerable number of lil!:)raries will
facilitate joint purchase and shared ownership of

- selected materjals without costly duplication of
copies. 0 ] .

CItisa eement between the llbl'al‘[y and the

publis send the books as soon as they are

ished 10 the concerned library on %pem ific subjects
to ect or reject them. : :

is system is in force in UK and as per this the.
books are sold at the net published price and no trade
discount is allowed to the libraries.

It is an order that can be made by the librarian to the
publisher or dealer to supply the publicati ons that are
sequentially published such as. Annuals, Year Books,
almanacs, Encyclopaedias etc. ' i

10.11 MODEL EXAMINATION QUESTIONS | |

L Essay Questions

1. Explaln various methods of acqumng the hbrdry materials ? ) |

2, Discuss the various problems encountered 1n acquiring the non~pr1nt materlals

IL.-  Short Notes
a) Stahdjng Orders

b) Selection Tools for Audio-visual materials - : . |



UNIT -11 : BOOK PUBLISHING AND BOOK TRADE

Contents _
11.0 Aims and Objectives |
11.1  Introduction .
1.2 Book Publishing in India

11.3-  Book Promotlon and Export
11.3.1  National Book Dcvelopment Counc1l
11.3.2  National Book Policy
11.3.3  Copyright
11.3.4  Raja Rammohan Roy Natlonal Agency for ISBN
11.3.6  Book Fﬂll‘b and Exhibitions
11.3.7 ‘Export and Import of Books

114.  Book Trade .
114.1  Representatives of Foreign Publishers 0
11.4.2 Wholesa.le Suppliers
11.4.3.  Independent Importers o O
11.44. . Direct Import . "
il.4.5  Approval Method ' ?\
11.4.6  Ethics of Book Trade Q‘ '
11.5.  Summing Up | @ |
11.6 Model Answers __

117 Assignment

11.8 Recommended Books
1.9 Glossary

- 11,10 Model Exafnination Questions

11.0 AIMS AND OBJECTIVES

This Unit aims to bring to your notice that state of the book publishing and book trade
in India and how they effect the bulldmg of a balanced 11brary collection.
|
After studying this unit, you should be ablc to
. explain the need for knowing about the book pubh%hm g and book trade in Indla

. describe book publishing in India;

. grasp the nature of booksellers in India; .
. appreciate various s book promotion activities undertaken by Government
Agencies. '
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1.1 INTRODUCTION:

In university and special libraries, the type of documents that are to be procured are varied
and in several cases, hard to obtain the requiéite titles. Unless the librarian knowns how to
obtain the titles demanded by the faculty and research scholars, he is likély to incur the
displeasure of the faculty. At the same time he will be failing in his duty to supply what is
actually needed for teaching and research. Books are to be procured not ionly in English
language but in several other languages. In a university 12 to 15 languages! are taught and
the university library has to procure books in French, German, Russian, Sanskrit, Hindi, Telugu,
etc. Most of these languages have fulfledged departments in the vniversitips. In addition
there are another 30 to 35 departments in the field of science, social s .mcnccs humanities,

-cngmeenng, law, etc.

To build up a balanced and up-to-date coliection of books, the librarian must have a sound
knowledge of the book trade industry of the country. - As librarians have to mainly depend on
publishers and booksellers, he must have a good rapport with the trade, sound knowledge of
international, national and local institutions of the book trade. The libraries which have hu ge

~ funds to spend on different subjects and on different languages have additienal responsibility

They get substantial grants both from their owneniv8gsities as well as from the University

of ependmg the grant judiciously. It is specml]y@case of university libraries in India.
Grants Commission (UGC). In several cases the grabefire to be spent within & specific period
< 5 i

of time, failing which the amount lapses.

Self-Check Exercise -1 ?\
What is the need for librariansQi:g bout book trade?

Note : i) Write your answer¥g the space given below.
1) Compare %swcr with the model answer given at the end of this unit.

11.2  BOOK PUBLISHING IN INDIA

: [
Book publishing is an activity that involves preparation and marketing of printed mater.
The process of book publishing is a complex activity and depends on the tzam work of a wide
range of professionals like authors, editors, publishers, book designers, illustrators, book binders

and also book sellers. The end product i is book and is used by individual rf:adlers 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 educational books and general reading were met
by British publishers. Only after Independence Indian publishing industry cotpe of its own.
The increase in the literacy rate, growth of educational and research institutions, establishment -
of scientific and technical mstltutlons etc are some of the important fd( tors whlch helped -
growth of Indian book industry. _ : SR R



India is one of the world’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 production.
There are at present about 7000 publishers'in India producing ?lTOUHd 25,000 titles annually.

_ Having nearly 15 percent of the world’s population one billion in 2001, India
accounts for barely 3 percent of the world’s book titles. According to Unesco Statistical
Yearbook (1999), the total number of titles published in Indias in 1996 1s 11,903. An-
other estimate shows 57,386 books are published in India in 1997,

- Approximately 45 percent of the titles published in India are in English and the balance
in different regional languages. Among the regional language pubhcanons, books in Hindi,
Bengali, Tamil and Marathi occupy the major part.

Subject wise grouping of Indian publications indicate that more than a third of the total
output is literature, followed by social science (25 percent), science & technology (12 percent)
and religion (8 percent). :

. Among the States. Delhi produces the maximum number of titles and the other states
. like West Bengal, Maharashtra, Tamil Nadu, Uttar Pradesh Kerala and Karnataka with more
than a thousand titles each

The significant characteristic of Indian book produ@ 90 percent educational
publications and only 10 percent entertainment / leisure liferat The production of school
textbooks has been nationalised and State-owned bog duction agencies receive huge

subsidies from the governments for the production of“fiversity level books in regional
languages. For example, the Telugu Akademi p% books in Telugu for undergraduate
nier

and post-graduate level courses offered b e 1 mediate Board and the universities in
Andhra Pradesh,

Indian publishers rarely ventur@lish research documents as such publications have
restricted market. The result is many oMhe research findings do not see the light of the day
and the work produced is actually loss to the country. Few scholars publish on their own but
the percentage is ifery 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 textbocks where they
are assured of profit. However, in recent years there is a spurt in the publication of doctoral
theses with the financial assistance from the UGC and other agencies. '

11.3 BOOK PROMOTION AND EXPORT

_ The Government have been promoting book publishing and trade through various
activities, Some of them include constitution of National Book Development Council (NBDC),
amendment of copyright act, éstablishment of National Book Trust (NBT), setting up of Raja
Ramohan Roy National Agency for allocation of ISBN and organisation of book fairs and
book exhibitions. .

_11 3.1 National Book Development Councll {NBDC)

The book lndustry in India is a large complex organisation and needs the support and
‘cooperation of the governmental agencies like Ministries - Human Resource Development, .
Commerce, Industry, Finance, etc for its development. To stimulate and coordinate the !i
production and distribution of books on sound line it was felt ever since Independence a need 231| '




for a central agency. Such an agency was set up in 1967 and was :alled National Book
Development Board. The Board was advisory in nature. It was entrusted to lay down
guidelines for the development of book industry and trade. The Board worked for two térms,
i.e., till 1974 and became defunt. The need for revival of the Board was felt when the Unesco
has given encouragement to the establishment of national book developrment councils to
promote and develop book publishing in developing countries. The Government revived the
Board under the name ‘National Book Development Council’ in 1983. I

The National Book Development Council (NDBC) was entrusted with drafting a national
book policy. After four-year term, the Council was also expired in 1988. Again in 1990, the
Council has been reconstituted with the aims to review the progress of book publications in
the country; to advise the government regarding the measures to be taken for the development
of publishing industry and trade; to promote the availability of special purpose books of good
quality, etc. ' _ |

11.3.2 National Book Policy

The National Book Policy drafted by the National Book Development Council made wide
ranging recommendations for the promotion of book industry in India. Some of the important
recommendations are - '

i)  Production of quality literature at al@ of education; particalarly in Indian
languages; : - i

i1)  Encouraging authorship, espcc Indian languages; C

iif)  Promotion of the reading %spccially among children; |

tv)  Promoting literaruia ly relevant to children and rural illiterates;

v)  Removal of cgrgtrain®yin the development of indigenous authorship and provision
of adequate ctural facilities for book production and distribution, including
imports and exp#rts. ' ' ' i

vi)  Organising seminars, workshops and training courses for book industry personnel;
vii)  Undertaking the promoting research studies and special projects; alnd

viii) Encouraging Indian authors to write suitable textbooks and Indian publishers to
publish books, particularly in scientific and technical disciplines for higher
education. '

The above recdmmendatjons_ are to be approved by the government.

Seif-Check Exercise - 2

What are the aims and objectives of National Book D.e'vélopment Council (NBDC) reconstituted
in 19907 , i

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



11.3.3 Copyright Protection

Copyright protection in India is governed by Copyright Act, 1957. The Copyright Act
has been amended fourtimes in 1983, 1984, 1994 and 1999, By the latest amendment in 1992,
The term of copyright has been extended from 50 to 60 years,

The Copyright oftice registers the following classes of works : i) Literary Dramatic, ii)
Musical and Records, iii) Cinematographic films, and iv) Artistic works.

The Copyright board, a quasi-judicial body was constituted in 1958 (reconstituted in
1990). It hears the cases and disputes and also grants the licences.

India is a member of two international conventions on copyright,. namely, Berne
Convention for the protection of literary and artistic works and the Universal Copyright
Convention. The special provisions of these conventions enable the developing countries to
issue compulsory licences for reproduction and translation of books of foreign origin for
specific purposes in case these rights could not be obtaine eely on negotiated terms from
the owners of copyright. The World Intellectual ProperfWOrghnisation (WIPO), Geneva is

the International Secretariat for the Berne Convenn@the protection of literary and artistic
works. .

11.3.4 Raja Rammohan Roy National Agen ISBN

The International Standard Bo er (ISBN) plays a vital role in promoting
publications. The ISBN system WEintro ced in India in 1985. It is an international system

by which a distinct identifying is assigned to each book. This Code indicates the
subject, title, publisher and countryMT the publication. It is very helpful to deal the books
with ISBN, so many booksellers, library/information systems prefer this system. The Raja
Rammohan Roy Educational Resources Centre, New Delhi has been entrusted with assigning
ISBN to Indian publications. Till December 1992, about 1712 big and small publishers and

authors in India have become the members of the system and thousands of their publications .

today bear the ISBN.

11.3.5 National Book Trust, (India)

The National Book Trust (NBT), India, is an autonomous organisation set up in 1957

 under then Ministry of Education, (now Department of Education, Ministry of Human Resource
. Development). The NBT plays a significant role in book promotion programmes.

The objectives of NBT are -

- to produce and encourage production of good reading material at modcrate prices;
and

- to foster book mindedness among the people.
The activities of NBT broadly are -
- to publish books;
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i
- to provide assistance to authors, illustrators and publishers; and.
- to promote books through exhibitions and fairs.

The Trust publishes low-priced books on a variety of subjects. including physical '
environment and culture of India, folklore, popular science, biographies and books fl'or children, f
adults and neo-literates. The Trust has published over 6,000 titles in 13 languages. NBT also
organises book fairs and exhibitions, seminars and workshops to promote books; publishing
industry in India. '
Self- Check Exercise - 3
List any three major activities of NBT of India.

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

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

11.3.6 Book Fairs and Exhibitions 0 : _

Book fairs and exhibitions of various dis are helpful in many countries. These
|

book fairs and exhibitions generally aim ;
| - exposing the books and icalions in the local, state, national and wai)rld market.

1
- interacting with the nat¥pal or international community engaged in preparation,

* production and %ng of books; | :
- boosting the export Market for books and to offer en-the spot facilities to publishers

from home and abroad for negotiating the buying and selling rights for co-
production or reprints or translations. '

The book fairs and exhibitions are a market place for authors, publishers, artists, book
binders, printers, book-seliers and exporters and librarians. Some major publishers transact
almost 50 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. i

iv)  International Book Fair, Cairo

v)  Singapore Festival of Books and Book Fair . I
- vi)  Beijing International Book Fair '

vii) Malaysia Book Fair

viii) ABA Trade Exhibit, USA

ix)  New Delhi World Book Fair



Besides the above regular annual/biennial book fairs the book fairs held in Hannover
(FRG), Paris (France), Geneva (Switzerland), Madrid (Spain), Belgrade {Yugoslavia), Baghdad
(Iraq), Manila (Phillippines) and the Children’s Book Fair, Bologne (Italy) 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 bock show in the world. Every alternate
year, it chooses a particular theme associated with publishing, literary heritage and book
development. In 1986, “India - Change in Continuity” was the theme of the Frankfurt Book
Fair. India’s ancient culture and civilization side by side with its continuity in development
were exposed to the Western world.

The New Delhi World Book Fair is a ten-day event which is organised every alternative
year by NBT. India. It was started in the year 1972 to mark the year as International Book
Year. The eleventh World Book Fair was held in January 1994. The Fair attracts large number
of leading publishers from India as well as from other countries, such as USA, UK, Europe,
West Asia, Arab countries, Nepal, Bangladesh and Pakistan. At the venue of the Fair, books
are sold directly to the clients and a number of booksellers, librarians, individual buyers and
general visitors are attracted to the Fair.

The New Delhi Book Fair also offers a platform fof\ghe €¥change of views on publishing

of Indian Publishers {FIP), Authors Guild of India, Library Association, Raja Rammohan
Roy Library Foundation, NCERT and Govergigent of India also hold their conferences during
the period of the Fair on the topics related to%

and allied topics. A number of seminars, symposks s, etc are organised. Federation

promotion.

The Festivals of India are cele i major countries of world since 1981 to expose
Indian art and culture. To ma ¢ oC®assion a number of cultural, literary and religious
functions are organised to pro e image of India. As a part of these Festivals book
exhibitions were also organised in France and USSR,

11.3.7 Export and Import of Books

India exports books to 80 countries of the world. The largest buyers of Indian books are

. the UK, the USA, Japan and West Germany. Nearly 60 per cent of our country’s exported books

i
!.
f

| are going to only ten countries and it is not even one percent of the total world export of books.

India exported 24,707 books and pamphlets and 11,753 news papers and periodicals in 1996.

The publications on Indian philosphy, religion, yoga, culture and ancient classics, history,

natural sciences and current topics are exported to Western countries, Children’s literature -

has a good market in Singapore, Malaysia, Kenya, Nigeria, Fiji, Mauritius and West Indies.
Nearly 75 percent of these exported books are in English lénguage. Books in various Indian
languages like Hindi, Urdu, Bengali, Punjabi, Gujarathi, Tamil and Malayalam are in great
demand in those countries where Indians are settled.

The bock export in India is Jooked after by the Chemical and Allied Export Promotion

Council (CAPEXIL). The CAPEXIL was established in 1960 at the joint instance of .

Government of India and the Traders and Manufacturers for the export promotion of Indian
Chemical and Allied Products. CAPEXIL’s Book Division was set up in 1981 at New Delhi
for the promotion of book exports. It helps the Indian publishers/exporters, in collaberation
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b
with the NBT, India, to participate in various important international book fairs and exhibitions.
The Government of India also encourages export of Indian publications by giving incentives.

| However, imported books outnumber the indigenous books. India nmported 35,483
books and pamphlets and 3,898 newspapers and periodicals in 1996. The cost of these
imported foreign books runs into millions of US dollars and pound Sterlings.

The Government of India has always had a liberal book import policy for the import of
books/publications on educational, scientific and technical subjects. Import of such books :
and journals, news magazines and newspapers is allowed under Open General Licence (OGL)
by all persons. To ensure that this policy does not work to the detriment of the- indigenous
publishing industry a quantitative restriction of 1000 éopies of each title per importer per year
has been prescribed. But the later policy announced by the Ministry of Commerce {with effect
from Ist April 1992) has excluded such a restriction. The present Import Polity of OGL
permits under quota licences, any title 1rreSpect1ve of its quality and utlhty can be imported
as many number of copies as are required by a distributor.

This results in importing the sub-standard books which are discarded wnthm a year or
50, in Europe and the US and called “remainders”. These titles are purchased at very nominal

price by importers and sold to Jibraries in India at pringed prices at a 10 percent discount.
Such a practice needs to be discouraged. b

Self-Check Exercise -4 ' O
How CAPEXIL helps in promoting book exports

Note : i) Write your answer in the spa§given below. | i

ii) Compare your answ ¢ model answer given at the end of this unit.

114 BOOK TRADE IN INDIA

Book distribution in India is a very complex business. The distribution network consists
of whole-sale distributors concentrated mainly in four metropolitan cities - Delhi, Mumbai,
Kolkatta and Madras. Other cities and towns have a moderate book distribution- system which =
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 book%ellers
Librarians and book clubs purchase them through different modcs '

A book distributor takes about 40-50 per cent discount on the printed price' from the
publisher and offers 20-25 per cent discount to retailers and booksellers. The retailers and
booksellers in turn give 10 per cent discount to the libraries and varying percent of discount

to other buyers. Unlike Western countries Indian publishers and distributors have {0 mainly
' ‘depend on sale to l1brar1e9 Individual purchases n our country is negligible and in recent



years the publishers mark/t.he price three to four times the cost of production, so that even

with a limited numbep-ffff sale, they are assured of recovering their investment as early as

possi_ble.
Indian bookseilers can be broadly categorised under the following headings:
(1) Representatives of Forei gn Publishers
{11} Wholesale suppliers who import books from a restricted number of foreign publishers
(i11) Booksellers who import books from any publisher abroad
(1v) Retail booksellers who mainly depend on (1) and (2)'abov_e

(v) Books sellers without any base

11.4.1 Representatives of Foreign Publishers

Few Foreign publishers have their offices in India but their_"nuinber 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 Wot keep all the stock. Old
publications are hardly available and they import restricted niwgbgt of new titles and once
they are sold, the libraries will have to wait for months t without any definite assurance
of supply. O@ '

There are another type of booksellers who are %ts. Some foreign foreign publishers
instead of appointing any one as sole agent, J# give the right to many booksellers to stock
their publications. Booksellers get limited creMf Trow the forei gn publishers and if the payment

from Indian booksellers is not prompt blishers stop further supplies. The result is when
orders are placed with such booksellers® rally supply is doubtful. _

11.4.2 Wholesale Suppliers

The representati vés, agents and stockists of foreign books are not expected to sell books
directly to the libraries. They are expected to route through booksellers. This is not being

observed now by majority of the stockists. Libraries can get books directly from the

representatives or wholesale stockists. Only in case of agents, they do not keep any stock.
Their work is to promote the sale of books of publishers whom they represent as agents. Agents
usually contact wholesale stockists and not individual libraries or booksellers. However, they
supply publishers catalogues and announcements of forthcoming books. They also give

-~ information to libraries from which Indian wholesalers’ books can be procured. Some of the

Indian wholesalers have branches in major cities, specially they ' are concentrated in Delhi,
Mumbai, Chennai and Bangalore.

Some wholesalers specialise in few subjects. . They do not deal in all types of books.
For example, there are wholesalers who specialize only in law books or medical books.
Librarians must have a knowledge of such booksellers in case their needs are restricted to
few such subjects. In this category even there are retail booksellers who specialize in few
subjects. They may be dealing int some allied subjects also, but they are more knowledgeable
in their specialization. '
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11.4.3 Indepcendent Importers

Compared to the total number of publishers, their representaiives in our couniry is a very
small fraction. In addition to the commercial publishess, (here are several associations, societies
and institutions who also publish books at irregular intervals. There are several other
publications which are hard to obtain. Some booksellers in our couniry obtain books from
any publisher abroad. Either they have direct contact with the publishers ot they have their
agents abroad. In USA and UK there are export firms who act as agents for booksellers abroad.
These firms are better equipped to procure books from their own country and export abroad.
Individual Indian booksellers who are not tagged as representatives of any firms take advantage
of these agents. One drawback in such cases is it is likely to take more time for supply.

11.4.4 Direct Import

One question often raised is why libraries cannot directly import books. There 1s no bar
to import books directly and no licence is required and there is no liability to effect foreign
payment. Any bank dealing in foreign exchange will arrange payment. The banks will obtain
the Reserve Bank permission to remit the money in the currency of the cc;untry concerned.
But there are several difficulties:

1) Foreign commercial publishers usually 4g no ell directly to libraties.

2) We have to appoint an agent in thmry of import

3} Foreign publishers and many agenl ooksellers do not give any discount.

4) We will have to pay the postg€ and insurance charges

5) Some booksellers a:

6) Foreign corre@ce works out costly : -
If there are Indian bodscllers who can give good service, procuring books in the country

works out cheaper. Only in case of society or other institutional publicatiens direct order is
preferred because booksellers are not interested to import such publications. In scveral cases
booksellers themselves do not get any discount from society or institutional publications, but
instead they have to make prepayment and as such Indian booksellers are not keen to import

vance payment

such books.

It will be avantageous for Indian libraries to depend on independent importers who are
prepared to supply almost all the books. Hence it is better 1o select three or four such importers
provided they adhere to the terms and conditions set out by the Good Offices Commilttee.
11.4.5 Approval Method :

In the last ten years there is a large number of mushroom booksellers sprung up in the
country. They do not have any base or knowledge of the book trade or publishing industry.
They work more as jobbers, select some books from wholesalers or publisher’s representatives
and take round to the libraries on approval basis. Approved books they bill and return the
rest from where they have selected. They cannot independently supply boloks with the result
libraries have great disadvantages. As easy to obtain books are purchased from such jobbers,
the independent importers do not oblige to procure hard to obtain books. There is a greater
danger to this type of approval method. The departments, commiittees, o individuals who




usually recommend books for purchase fall a prey to the books brought on approval. Ultimately
many good books are not added to the library as a grants get exhausted by the books selected
Ii on approval basis. '

.! 11.4.6 Ethics of the Book Trade

~ There was considerable difficulty in procuring foreign books due to various reasons. The
greatest bottleneck was exchange rate of foreign currencics. There was no uniform rate of
conversion and no uniformity in discount. To get over these difficulties a commitiee was
- formed consisting of library profession, publishers and bockseliers, representatives from
University Grants Commission and observes from Ministry of Education, Government of India.
This committee is called ‘Good Offices Committee’. The committee functions as stated in
their circular quoted below:

The Good Offices Committee is a voluntary organisation formed to establish uniform
terms of book supplies to libraries, and 1o ensure a fair working mdrgin to booksellers and
an efficient service to the libraries. The committee meets at regular intervals and after taking
inte consideration the fluctuations in the currency rates, decides on the rates of conversion
governing the sale of books and periodicals.... .

Now libraries and information centres in India are depegding on banks for foreign
exchange rates as GOC reports are irregular and uncertain.

The Ministry of Finance vide their letter No. F23(7#EN(A)83 dated 7-2-1984 has made
changes in the General Financial Rules which dispense necessity of calling for tenders
or quotations. Inspite of such recommendations hooks sellers tempt by offering extra
discount. Such booksellers only corner the g ?

get more profit and ignore the rest. This u @ th
in the smooth procurement of books.

ders§and supply only such beoks where they

% practice in the trade brings several hurdles

Buying at the end of the financia is a direct offshoot of the malady of placing orders
with firms who tempt of offering more discount. As those booksellers are not able to fulfill
the orders, the grants, remain unspent with the result there is a spree to buy books at the fag
end of the financial year. This unhealthy practice of buying anything at the last minute the
library will be stocking unwanted books and wasting its meagre 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 -5

What are the functions of the GOC?

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

it) Compare your answer with the model answers given at the end of this unit.
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11.5 SUMMING UP

In this unit we have discussed the state of book publishing and book tr eide in India and
examined how they affect the building up of a balanged library collection. The major items
covered in this unit are book publishing in India, book promotion activities of Lhc Government
though National Book Trust, Book Fairs and Exhibitions, Copyright protccuon allocation of
ISBN to Indian books by Raja Rammohan Roy Educational Resources Cenlle New Delhi,
framing of National Book Policy by National Book Development council, etc. Export and
import of books and book distribution systems are also explained. And tmally booksellers in
India are classified into five categories as i) Representdtweq of foreign pubh%hcm ii) Wholesale
suppliers who import books from a restricted number of foreign publishers: _m) Booksellers
who import books from any publishers abroad; iv) Retail booksellers, who miainly depend on
(1Y and {i1), and v) Booksellers without any base. :

11.6 MODEL ANSWERS TO SELF-CHECK EXERCISES

1. Librarians have to depend on bookse]lem and publishing industry for bui ldlng a balanced
collection of books and other publications. He has to spend huge amounts judiciously
on books and non-book material. Thereforedge should have a vound knowlcdgc on
international, national and local book tradeé :

2. The aims and objectives of National evelopment Council (NBD;C) reconstituted
in 1990 are - .

- to review the progress of book seations in the country;

- to adivse the Govem@warding measures to be taken for the ;developmenf of
tr :

publishing industry gnd ; |
- to promote the aity of special purpose books of good quality, etc.

3. . Themajor activities of National Book Truse (NBT), India are -

1) Publlshmg low- pncecl books on a variety of subjects for children, adults and neo-
Ilterates - !
|

i) Prowdmg financial assistance to authors, illustrators and pub]lshers
iii) Organlbmg book fairs and exhlbmons etc. .

4)  The book export in India is looked after by the Chemlcal and Allied Export Promotion
Council (CAPEXIL), CAPEXIL’s Book Division, in collaboration with NBT, helps the
Indian publishers and exporters to participate in varions important infernational book
fairs. It also assists in identifying prospectwc makrets for Indian publlcatlons

5)  The Good Offices Committee (GOC) is voluntary organisation formed to establish !
uniform terms of book supply to libraries and to ensure a fair wmklng margin to .
booksellers and an efficient service to libraries. The GOC decides the rates ot currency
in order to facilitate the sale books and periodicals. '



11.7 ASSIGNMENT '

1) Write a short descnptlon on book pubhshmg in Incha
2)  What should be the basis of scloctmg booksellers in our country ?
3) Do you prefer _h[gher discount or better service? DISCUSS

4)  Describe briefly various book promotion activities supported by Government.

11.8 RECOMMENDED BOOKS

~ Export of Indian Books: Promotion and Marketing. ed by K.K. Kaul, New Delhi: Institute of
Book Publishing, 1989. '

Mittal, R.L. Library Administration: Theory and Practice. 5th ed. New Delhl Metropolitan,
1984 _ _

Narcndra Kumar . “Book publishing : Probt'e’m.v and Prospects”. Gmnthana.3 (1) Jan 1991
P.7-18, : .

Pearce, Douglas. Text book production in developing countries. Paris: Unesco, 1982

Satyanarayana, P_and Yadagiri Reddy, M. “Promoting ®e reading habit.” Indian Book.
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119 GLOSSARY

.

Good Offices Committee : This ig v_(my organisation formed to establish

unifl s of book supplies to libraries and to ensure

ai rking margin to book sellers by deciding the
ney conversion rates.

National Book Policy : Itis the recommendations made by the Natlonal Book

Development Council for the promotion of book industry
in India. : _
National Book Trust : Itis an autonomous'_ organisation set up in 1957 to _

produce and encourage production of good reading
materials and to promote books through exhlbmons and
fairs.

11.10 MODEL EXAMINATION QUESTIONS

I. Essay Questions
1. Discuss the activities of various organisations in book promotion and export.

2, Critically examine book trade in India.

" IL Short Notes ~

a. Good Offices Committee

b_.NationalBookPol_icy_" _ _ o B . a1
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120 AIMS AND OBJECTIVES

‘This unit aims to explain the importance and purpose of Accessioning of rcading materials
~ in the libraries with special reference to receipt of ordered books, the reglstermg of various
particulars of books in the Accessmn 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 acccssioning;

. describe the process involved in the rcceipt of ordered books, prlcc verification, -

passing of bills and collation;

. register various particulars of books in the Accession Register;



describe various processes involved in Technical Section for preparing books for
use in libraries. _ '

12,1 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 any chance to watch and
examine the technical aspect of the working of library, But it is beyond doubt that technical
services are essential for carrying out any library activity successfully. This has become of
late alf the more important because the work relating to the ordering of books and receipt of
books etc., has become complex. Once the books are received in a library, the Acquisition
section should 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.

122 ACCESSIONING PROCESS

Accessioning is the act of adding and in libraries it means the assigning of a copy of
identification number to each volume or any other form oNlibrary in which all the books
purchased/received in exchange of or as gift are entered. book is given a consecutive
serial number. This register is known as ‘Accessio@ster’ and the serial number is called
‘Accession Number’.

- 12.2.1 Accessioning Work ' Q

A sequence of technical formalit@w to be gone through before a book acquired for
the library goes into the live collegtign foryelease to the reader. Accessioning is an important
part of the technical work and for ermanent 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 bill and enters them in the Accession
register serially.

Accessioning is that part of the work of a library whereby every book to be included in

the stock of the library would receive a serial number called the accession number and is entered _

in the Accession Register which is an essential record in the library. The books in stock and
thosc added to the library are entered in this register in the order in which they are received
with the price paid on them. Every volume or copy is entered on a separate line and given a
different number. The number assigned to it in a seriatum in the Accession Register should
be given on back of the title page of the book and also on a selected page or pages for
identification. (This number should also be written in the upper right hand corner of the
book-card and onr the flap of the book the pocket). Accession register specifically designed
for the purpose can be had from firms dealing in library supplies and equipment. -

Alternatively, a strongly bound register or ledger size may be used with rules lines in

vertical columns across both pages for recording (1) Date of acquisition, (2) Accession number,
(3) Author, (4) Title, (5) Publisher’s name and p'lace of publication, (6) Year, (7) Volumes/
parts, (8) Edition, (9) Sources of supply, (10) Price, (11) Call no, and (i2) Remarks on any
. other information (i.e. rebound, discarded and cost written off with authentic authority and
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~ date). The specimen columns of accession register and Glft Reglster are given in |Appcnd1x
If the book is lost or discarded and if another copy bought to replace it, the new copy must be

given its own Accession number and not that of the book lost or d1scarded .
]

A book purchased for library must be entered in the accession reglster and its accession
number entered in the stamp affixed on the title page and also noted on the bill, before the

~ payment order is passed by the Head of the institution. If a book is acquired for ithe library

by means other than purchases, it must also be entered in the Accession Register indicating it
as a Gift in the Remarks column. The Accessmn Register is an indispensable record of stock
which is checked by the auditors at the time of audit. It is also a valuable document for

compiling the annual report on the working of the library.” |

1) Receipt of Books |

Books are received in the library several ways. They are dehvcred by thc booksellers
received by post, comes through railways or lorry parcel or by any other mode. Usually bills
are also received with the books and if the bills are ‘received separately, they arel to be kcpt

pending until the books are received. -

ii) Checking of Bills o

On recelpt of the supply the Bills are checked w1®rder copy which is lymg pendmg
in the order file to ascertain the correctness of te rdered on a form meant for the
purpose. The books are tallied with all bills an
verified. As the books are published in gany edtfions, it is most essential to take this fact
into consideration. The popular edition %’per—béwk, is cheaper than the library edition.
It will also be verified whether th ly 18 in accordance with the items mentioned in the
suppliers, bill and cost. No advance'gayment is made in respect of supply of books except in
case of certain publishers. % books sent by V.P.P. will be honoured cxpcct in the case

s .

of Government publication e it is conditional.

i
iii) Collation and Tallying Work | |
The tallying work includes the tallying of the prices of the books. The pricé is generally

given on the inner flap of the dust cover of the title page or on its back. For others, the price

is found out from the publisher’s and book seller’s catalogues. Those items which are not

found in accordance with the actual specifications or for which the price charged is more than

the published one, a discrepancy letter is prepared and sent to the books seller fol supplymé
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 pagmauon, '

irregularities in printing and physical defects. Defective copies are to be retumed to replace
with sound copies or reject the damaged book and delete the cost from the bill.
|
: o

The Acccssmn Ass1stant gives a cert:lﬁcate on the bill that the books have been entered
in 1 the Accession Register vide such and such Accession number and affixes his intials. The
books are then sent to the processing selectlon (Technical dept) for the work oriprocessing
viz., labelling, stamping, class1ﬁcat10n and r'atalogumg and numbenng and scndlng them to
the shelves in the stacks. :

iv) Bill Passmg Pmcedure

Y list and their editions and’ imprints are -



v) Passing of Bills for Payment

The bills are handed over to the Bills Assistant by Accessioning Assistant after checking
the total and conversion rates, confirming the fact the library discount allowed has been
deducted from the gross total of the bill amount and only the net amount is claimed by firm
gives a certificate on the bill to the effect, “Certified that Bill is verified and passed for payment
of net amount” duly affixing the signature and entering in the Bill Register the related item
on the order form ot making the order card, if maintained, with a stamp, Received’. '

In some libraries where indents are prepared as against order cards at the time of placing
order with the firm, soon after the supply of books cards will be prepared for the received
items. The Accession number will be entered on these cards and these cards will be sent to
the Technical (Processing) section along with the accessioned books. At the time of
classification of books the call numbers will be entered on these cards and filed in the cabinets
as shelf list cards according to the classified order. '

The Specimen Columns of the Accession Register (which are printed on both sides of
the pages), the Gifts Register, the Indent Register, the Bill Register and the Shelf card, are
given in the following pages. '

Illustration -1: The Entries of Accession Register
{Name of the Library})

Date | Accession’ | Author| Title | Edition | Year Publi‘Eler SSource Cost | Call | Remarks

Q><2~

Number




Tllustration - 2; The Entries in the Gift Register
!

(Name of the Library) i
Date | Accession | Author | Title Preselnted Publisher | Volume| Year iCa]]_ Remarks
' Number by 'No.
[
i
i
|
i
i
i
i
Hlustration-3 : Shelf List Card |
Call No. Author 0
N
Accesston No. Title i

Order

| of
Received
Cost
Charged to
Date of Bili

L.C.No.

e

ﬁecommended by

Address

Received in

\g

O

Place

Vols.

Published

List Price




Hlustration-4 : Verso of the Shelf List Card

~ INITIAL AND DATE
Classified Individualised | Checked
Approved | Accessioned and Typed Number and Card
Catalogued and Labelled sent to filed
Shelves -
S
Illustration-5 : The Entries in the BilNRegister
(Name of the Librz{y)\
Serial _ Bill No. | Amount Dateof | Amount| Date of
No. | Date of Receipt | Supplied |and Date | = the Bill ] Passing the| Passed | Payment &| Remarks
< ?ﬂu Bill Cheque No,

Q




_ Self-Check Exercise;l ' o ‘ _ - |

List varlous colurnns marked in the Accession chlster
Note : i) Write your answer in the space given below

i) - Check your answer with the model answer given at tht’ end of this unit.

ORISR rRprarUreRereppRepTR e PRI TIYRP TSI TIRTII RIS EECERCEECEEREL RS A A
............................................................................
[T OO ST PP PR P DT ST T TE T AL LA LR LA LS A A bbb
T ST psTeerrre T PERIT RIS IRV CTRE S L EL TR St S A

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

12.2.2 Accessioning Records

A full accession record gives the l1brary (1) a complete record of eachjitem added, when
the item itself is not at hand; (2) a direct rccord of the library’s growth; and (3) a chronological
record of the growth of the collections.

: : i
The accession number itself is usefuljp dis ishing among copies or volumes of the

same tltle in matching library cards witl 5 quickly and accurately; e.g. as an element in
the charging system; and for inven purpdses in a collection arranged in a fixed locatmn
Some libraries have given up the ac% record but have kept the accession number because
of the advantages. ' Q~ - ' i '

i) Accession Method > ' _ !

" Accessioning prac in libraries vary from a full record for each item to no accession
record at all with its function distributed among other library records. lThe process and
functions of accessioning have been adopted by each library to suit its own particular needs
with the result that no single method of accessioning may be cited as the m;os_t' common or as
the best. ' : n

Accession records may be made in relation to the acquisition process' ahd 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 depcnds on the function to

‘be served. o _ _ _ i

ii) Accession Number

|

The Accession Number may be placed in as many as five locations) in addition te its
registration in the accession record; _ih the fore section of the book such as on the title page or
on the first page thereafter; on some selected pages within the book in case the title page is
lost; on the shelf list card; on the book card and on the book pocket. The mast common single
location in the book is on the back of the title page. '




iii} Accession Register Types

a) Ledger Type

Libraries offer standard ledger-type accession registers with numbered lines and with
columns for most of the items of information which librarians want. A more flexible record
is also available in the form of a loose-leat binder with sheets which fit into a typewriter.
This form allows several persons to do accessioning at the same time and facilitates the

replacement of pages in case excessive changes or errors occur.

b} Card Accession Records

These may be made up of the Order Cards once they have served their primary functions.
This is particularly effective if the order number serves as the accession number of that of
cards specially designed as the accession record. -

Advantages ; Advocates of the card record, specially the use of the order slip or a special
slip geuerated in a multiple order form system point out that it 1s as accurate as the accession
register, 1s less cumbersome, takes less time, can give the statistics on growth of the collection
broken down by subject field and is as permanent as the accession register.

Disadvantages : Its principal disadvantage is the ngces$igy to provide storage for a card

file which 1s seldom referred (o and which serves no a al function. If the accession
card is produced [rom automated library purchasi _ccdure, the (allying by subject field
or by assignment to public service division becorMege#asy and the accession record can be

kept on storage tapes.

iv) Accession Record as a permanetr ical Record

Above all, an accession le served as a permanent historical record of the growth of

collection in respect of both size gontent, giving the history of every individual book that
comes into the collection. 1t identifies each volume, giving its source and cost, providing the
price of a lost book for which a borrower has to pay and furnishing the answer to patrons
who ask where a book has been obtained or how much it costs. 1t helps in keeping a statistical
count of the growth of the collections and may be planned to give the number of volumes in
particular subject fields or in particular locations and in keeping an easy check on special
coliections. 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 during any given period, including
the complete cost figures in evaluating collections for insurance 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 collection. It can be vseful in taking inventory. It provides a
charge record for books circulated before processing is completed. It is a popular tool in
collection control, where, it sometkmes serves as shelf Hist and catalougue’as well.

v} Use of Accession Records

The modern libraries using the traditional Accession record defend its recefition by listing
a number of advantages such as the following:

(1) Ready information as to source and price paid lor cach publication

(2}  Ready statistical count of collections
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(3}  Permanent historical fccord of the growth of the library.
(4} Insurance record.
(5) Circulation record for books loaned before cataloguing.
(6)  Absolute id.entification 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 purposeé and |
(10) Identification or ownership of titles in a combined library. |

The Accessioning process will streamline the record of reading materials zlmd show ifs
stock position to the library authorities. The method of Accessioning may ciffer from library
and the bibliographical description of the printed and non-printed materials will not be the
same in every library. In the management of library the process of accessioning which play a
great role, since it is a boon to the library. |

Self-Check Exercise-2

What is the major purpose of an Accessicen Recor@ i
Note : i) Write your answer in the space giwgn below.

ii} Check your answer wit the mogswer given at the end of this unit.

123 PROCESSING OF BOOK IN TECHNICAL SECTION

The Technical section of a library is the pivot on which all its activities revolve. The
functions of this section are considered to be mysterious by the lay public. The \f:vork of the
Technical section 1s basic to that of the other sections of a library. This is the scction which
helps transformation of a collection of books into serviceable articles. The old idea i.e., Books

are for preservation has now given.way to that of Books are for use. In this coniext it is

worth knowing in detail the technical process through which a book passes before 1t is sent to
the shelves after it acquired.

A chain of activities are to be completed after a book is acquired for the i brary and before
it goes into the live colle(,tlon for release to the reader. It consists of:

a) Physical preparation, b} Classification, ¢) Cataloguing, and d) Shelf-list,



b

12.3.1 Receiving books in the Technical Section

Accessioned books are transterred to the Technical section to prepare them for the use
of readers. In bigger libraries where large number of books are received, there should be some
built-in arrangement to process the books.  Books that are to be released urgently, the
Accessioning section inserts a coloured rush slip to indicate to the Technical Section that those
books should be given priority, '

The [irst duty of the head of the Technical Section is to arrange the new books in some
order. Books can be arranged in several ways (1) by date of receipt, (2) by alphabetical order
of authors and” (3) under broad subject headings. The purposc is two fold. One, the Order
Section 15 Iikely to check for duplicates before ordering books and secondly new books arc
likely to be asked and should be traced without much waste of time.,

There must be clear cut demarcation of duty in the Technical Section. It is better if

classification and subject cataloguing is done by the onc and the same person. The advantage -

is while classifying the document, the classifier analyses the subjcct and will have better grasp

of the content of the document. If the work is assigned to two diflerent persons, they have to

analyse the subject twice. Descriptive Cataloguing can be assigned to another cataloguer.

There can be aiso division of work in case of fiction books, gerials, language books and non-

hook materials. This depends on the quality of materials «
cannot be one yardstick of the libraries.. A policy decjgion iswebe taken First how the work is

- of the Section.
12.3.2 Physical preparation of book for usc ?\

Soon after the receipt of books an er redding materials in the Acquisition Section of

sified and catalogued. There

to be divided by the librarian in consultation with ¢

the library, the process of acquisition, ¥cessioning, preparation of shelf list cards and the
passing of hills for payment, etc ompleted, such books and other reading materials are
sent to the Technical Section toget ith order cards for future processing, i.e. classification
and cataloguing.

The physical preparation of the books involve the stamping of the name of the library
on the title page and on one or two other conventional pages of the book. A book plate
ownership label should be pasted on the nside of the front cover showing the mark of
ownership of the book. A book pocket should be pasted on the inside of the back cover and a
‘due date slip’ on the fly leaf opposite the book pocket is affixed. On the book card accession
no. call no. and the author’s last name is written on the top, the bricf 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 librdary. This work of stamping
and labelling can be done by the library attendant under the supervision of the Technical
processing Assistant.

1233 Classiﬁcation and Cataloguing

Before starting classification and cataloguing of new books the person concerned has to
check either in the public catalogue or from the master catalogue (if maintained in the Technical
Section} whether a copy of the same 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
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i

;
and the same is to be handed over to a clerical assistant of the section to note the details of
the second or additional copy and also to prepare an additional shelf list card. Saime produce
is to be followed in case of serial publicaticns like year books which are received at regular
intervals and the previous volumes are already available in the library. In cage of bound
pertodicals if the previous catalogue entry is open entry, there is no further mformann reguired
as far as the catalogue entries are concerned. Only the volume 18 1o be plepared 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 classificr and cataloguer, the classifier has to give the
full call number including subject heading. The classifier has to check the previous numbers
given for similar books, check from ditferent bibliographical tools for the correct c;iass number
in such cases where the subject is complicated and he is unable to assign the coextensive
number. The books so prepared are to be passed on to the Cataloguer who has to prepare
process slips or cards. Each process slip with complete catalogue entry is to be passed on the
Head Cataloguer for scrutiny. The slip should indicate the number and kind of added entries
to be made for each document. The books and the slips ate now passed on to the typist for
making additional cards which are to be checked again by the Head Cataloguer u; section-in
charge, Mistakes if any are to be corrected at this and will be difficult to rec 1fy later.

The Technical section should usually maintailNg mnual for assigning classification
numbers and subject headings, if there are any g#igtions from the printed tools..lIf authornty
files are already maintained, they are to be c d before classification and cataloguing
work is undertaken. At the same time th honiy files are to be updated as and when new
items are traced. There should not b an)%tjon froin the tools used, or from Li'he manuals
and authority files, Qs :

12.3.4 Shelf List % | |

In addition to the card catlogue the library should also maintain a list of jts books in
the order in which they appear on the shelves. This card file is technically called the Shelf-
list. Itis not open to public view, being primarily intended for use of the librarian in preparing
the inventory and for annual stock-taking. And also for noting the sequence numbers at the
time of filing. Teachers or researchers can profitably consult the shelf-list while preparing
bibliographies for themselves or to find out how many copies of a book the librar):f has before
seiting an assignment.

12.3.5 Cataloguing Tools required in Technical Section i
. |
The Technical Section must have at their disposal several tools which they have to refer
constantly. Some of the important ones are:- : i
{1} Classification schedules !

(2)  Subject Heading List !
(3)  Author marks (if they are used)
(4)  Standard 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 stock should be
made available. For want of any of the'iibrary requisitcs, the work in the Technical Section
should not suffer. Even smal items, for example book labels are exhausted, the new books
cannot be released for use. Hence, it is the duty of the Section Head to keep a waich on the

~stationery and other items of daily use and place the indents well in advance and not afier the

stock is exhausted.

12.3.6 Reclassification and Recataloguing

What is meant by reclassification and recataloguing ? Changing soiled or worn out cards,
or halfsized or manuscript cards for new, full-sized or printed cards may appear to be
recatatoguing but only in a mechanical sense. The actual changing of call numbers on cards
and books has been termed Reclassification, in short, renotation. The term, “Recataloguing”
as used here means any change made in the original cataloguing, 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 callection of books into subject

~ classes different from those previously emplioyed. The terMyinclides the reassigning of a

distinctive call number to each item, which indicates thesgroupto which it belongs and the
place which it should occupy within that group in relatther books.

Complete reclassification may refer to a chan?{ghin a Classification such as expanding

abridged system or to a change from one sy to §nother and involving complete, partial or
no recataloguing. Partial reclassification in e arrangement within a classification which
result from temporary classification etecthon of misplacements and obvious errors. The
process involves much cest to the 1ib he remarking of books, withdrawal of cards from

the Catalogue' and Shelflist, the orderin o_f new cards or the ceasing of old ones, the refiling
and changing of book cards and pockets all represents added activities, which increase the_
cost. ' '

Recataloguing may mean a number of things such as eliminating obsolete main and
subject entries, revising descriptive information on cards, giving up the use of one subject
heading list for another, introducing a new system of cross references and information cards
and subdividing subjects which have grown rapidly. It may also refer to the substituting of
standard sized card for odd-sized card and the replacing of hand written and worn cards with
type and printed ones. This is called complete editing of the catalogue.

12.3.7 Final processing in Technical Section

After the completion of Cataloguing work, the book card and a book pocket have o be
prepared. The book card containing the details of call number, accession number, authoi’s
name, title of the book has to be written legibly or typed for accuracy. The Call Number has
to be written in Indian ink on the Spine label of the book. The book pocket is pasted on the
inside cover of the book; and a Due Date slip is pasted opposite to it. After the filing of
Shelf list cards and different Catalogue cards in respective alphabetical sequence in the
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- 12.5 PREPARATION OF RECENT ADDITIwS LIST

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 poliicy is adopted in
your library, it is the Technical Section’s responsibility.

12.4 FILING OF CATALOGUE CARDS

Catalogue cards have 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 Catalogue Cards will tell upon the efficiency of the library.
They can be approached in three ways: (1) by Author, (2) by Title and (3) by Subject
exclusively for the sake of users. The following are a few rules followed in the filing of cards:

(1) File alphabcetically word by word.

(2) Disregard the article. (a, an, the) when it occurs as the first word of the file,

(3) Expand the abbreviation.

jversity and Public libraries Bt‘ing out Recent
ining particulars of Seral Numbel Author,

Gencrally, modern and big libraries lik

Additions monthly list of a particular librar
Title, Accession Number etc in Classifegd order. To prepare the list of | {c,cent Additions the
master cataloguing slips will be first ppared before the preparation of catalogue cards and
preserved upto the end of ever soon after sending the newly added books to the stacks
after having completed thg pro®gss of work in the Technical Section of the library. Such
slips are then drranged if sified order, incorporating subject headings under each class,
and tagged for.sending then™or typing as Recent Additions list for a particular month-

These lists will be circulated to the staff and students, 10 (he other institutions {Libraries)
and the Departments which are included in the mailing list of the library at the beginning of
every month. This st will give information about the new books added to rhe library during
the peried. The users may select from the recent additions the books that lntelest to them.
This service will mostly help the researchers who seck current information'on a particular
topic of research. This is an essential scrvice o the users of the University Libr:ﬁrv in particular.
These Recent Additions lists will also supplement the information concerning the holdings of
a particular |bta1y used in preparing the Union Catalogues. |



Self-Check Exercise - 3

(a)  List various tools required in a Technical Section for classification and
cataloguing of books,

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

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

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

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

12.6 SUMMING UP

To sum up, the technical process f books and physical preparation of books carried
out in the Technical Section of library is comparable to.that of a laboratory.

Although the structure of the Technical Division may vary from library to library, it
generally, includes the Acquisition department and the Cataloguing department. In some
libraries, it may also include the Binding and photography departments. The Technical division
can thus be called Preparation Division since acquisition, cataloguing and binding are
undertaken by it. The major Technical processes which a book has to undergo in the Technical
- Division-are as follows: (1) labelling, stamping (embossing), marking of notation {numbering
in Indian Ink), (2) Thé" prepatation of Author, Title, Subject and other analytical entries (Cards
in the Catalouging wing under the rules of Cataloiige- codes followed in the library) and (3)

The classification of books as per the Scheme followed in the classification Wilig—— ~ o

The Librarian or Assistant in-charge of the Technical Processing Division will superwise
the whole process and after final checking the catalogue cards will be filed alphabetically in
their respective sequences, in the Catalogue Cabinets as per the rules of filing. The shelf List
Cards will be filed separately in the Catalogue cabinet for the use of the library and the books
will then be transferred from the Technical processing Division to the Stack Area where the
books will be arranged in a systematic classified order for the use of the readers. It is only
then that the readers services will be initiated in the library. A Recent Additions List will be
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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.

127 MODEL ANSWERS |

1. The following are the entries of Accession Register: Date of accession; Accession
Number; Author; Title; Publisher’s name and place; year; Volumes/parts; Source of
supply; Price; Call Number; and Remarks. :

I3

The major puspose of Accession Records: (i) 1t is a record of each item (documenis)

record of the growth of library collection.

3.(a) The following lools are required in the Technical Section: | _
iy Classification Schedules |
i1} Cataloguing Codes |

i1i} Subject Headings list

iv} Author marks {if used) _ 0

v) Standard dicttonarics

vi) Biographical dictionaries O 5

(b) The term ‘Reclassification’ Mg® reassigning of class numbers on catalogue cards
rouped. ‘Recataloguing’ means in_corporiating any change

and books when the collection j
made in the entries of the origiN{ calalogue. Reclassification and recataloguing are required
when a new edition or scheme of classification or a different code of cataloguing is
employed. ' '

12.8 ASSIGNMENT

(1) What is the purpose and functions of Accessioning of reading materials in the

libraries? Describe the Accession Register.
|

{2)  What are the various methods of Accessioning ? What are the Advantages and
Disadvantages of each method of Accessioning?

(3)  Write short notes on the following : (.i) Accession Register, (iii) Gilt Register,
(i) Shelf List Card, (S.1.. Card) (iv) Indent Register, (v} Bills Register.

(4)  Explain the Technical process through which a book passes in a library before it
is sent to the shelves alter it is acquired.

(5) Write short notes on the following : (i) Subject Authority file, (iii) Reclassification
and Recataloguing, (iii) Filing of cataloguc cards, (iv) ‘Recent Additions” list.
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12.10 GLOSSARY

Accessioning - : [t is the process of assigning of a copy identification
number to each volume or any other form of library in
which all the books purchased/received in exchange of
or as gift are entered.

Accession Number While entering the new bdgk/document into the
' accession register for eabl agid every book a consecutive
serial number wil iven. This serial number is called
‘Accession Num@

Accession Record : It is the recq?ht gives the library a complete record
- of eac attded. ' '

Accession Register It is theSsggister of all books accessioned.

Shelf List : e list of cards arranged in an order in which the

books appear on the shelves. This card file is technically
called as the Shelf-list. '

12.11 MODEL EXAMINATION QUESTIONS

I. Essay Questions _
1. Describe the various steps involved in Accessioning of books in libraries.
2. What do you understand by Technical Process.ihg of books in libraries ? Briefly describe.
1t
11 Short Notes
N Accessmn Register

b. Shelf List Card.
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13.0  AIMS AND OBJECTIVES

Serials form an important portion of the library collection. This unit aims to explain the
different types of periodicals, sources for their selection, problems of subscription, especially
foreign journals, steps to be taken to safeguard advance payments made, the role and functions
of Good Offices Committee, processing of serials etc.

After studying this unit, your should be able to

. explain the purpose of serials in libraries

. catcgorise different types of periodicals

. describe the procedure for the selection of serials

. explain how to subscribe to foreign journals

. enumerate the problems resulting from subscription to current foreign journals
. describe the methdd of processing serials in libraries

13.1 INTRODUCTION

A periodical according to A.L.A Glossary ofLibra@s is defined “as a publication
issued in successive parts usually at intervals agéyas 2™ule intended to be continued
indefinitely”. The publication known as “journal” @: ished periodically and it is called as
periodical. A periodical is a continuous pubﬁ' ation with a single and distinctive title issued

~atregular or irregular intervals of less than a y8af

A periodical is an agency for 1‘&@9@urrcnt obscrvations, new ideas and research
findings of piecemeal nature. 'The peri®dical is a medium of first publication for speedy
communication of the latest in n and research findings in most fields of knowledge.

Periodicals are of ntmost importanc&to the work of a research organisation sincc they contain
the latest ideas and research data. They are an important source for specialised information.

The periodicals are distinguished on the basis of their periodicity or period of publication.
They can be classified as (i) Weeklies {e.g. Nature U.K.); (2) Fortnightlies (e.g. Frontline
published by "The Hindu'. Chennai, twice a month); (3) Monthlies {e.g. American Mathematical
Monthly, published by American Mathematical Society: (4} Bi-monthlies (e.g., Geo-Times;
(3) Quarterlies (e.gg, Library Quarterly, U.S.A), published once in every three months; (6) Half-
yearlies (¢.g. Journal of Library and Information Science, published twice a year by the
University of Delhi; (7) Annuals (e.g. Advances in Librarianship U.K) published once in a
year

13.2 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, ctc. There are certain periodicals
which contain information for entertainment or recreation, so Journals communicate information
helpful to sclf-education while others convey information for the intellectual development of
the readets.
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13.2.1 Pri]rnary and Secondary periodicals

The periodicals are published under synonymous terms, viz., (1) Journals (Library

Journal) (2) Magazine (Philosophical Magazine) (3) Butletin (HA BrHenxm {4 Fl’roceedmcb
(Aslib proceedings) and (5) Transactions (eg. Transactions of the ASAE). American
Mathematical Society publishes three periodicals individually under the titles, Bulletins,

Proceedings and Transactions respectively.

The Primary journals, otherwise known as ‘Recording Journals’ from the muc source

" of information for original research in scientific and technological fields, c.g., Armai’s of Batany.

The Secondary journals known as ‘Newspaper Journals’ interpret the research work
reported in primary literature, e.g., Chemistry in Britain, (But Chemistry and Industry is an
example of a journal containing research papers as well as secondary materials). Abqtmctmg
and Indexing Journals also come under the category of Secondary fournals.

Abstracting Journals

Abstracting journals contain abstracts or summaries of the articles pubhshed in various
periodicals with bibilographical citations: e.g.. Chemical Abstracts, U.S.A. The! Abstracting
journals are helpful to retrospective searching by means of cumulative indexes. |

Current Contents _

Current Contents is another type of secondar_y@E journal published as weekly by
the Institute of Scientific Information, Phila . It has different sections dealing with
different subjects and reproducing the contents of various journals relating to the articles
under publication. The Current Contefidygurnals offer current awareness service which
communicates in advance the perjgdica¥articles under publication in journals, They are
published in various languages ir t parts of the world in the respective subject fields
unknown to the researchers agg spe |

- Indexing Journals

Indexing Journals index the articles published in different periodicals in their chosen fields
or jurisdiction and containing full bibliographical information about them: e.g. Engineering
Index (This annua! publication enables a specialist to know the titles of articles published in

 different languages in his field of specialisation, Engineering). Similarly, the periodical, Index

India (a quarterly publication) lists articles subject wise published in several Indian newspapers
and journals and provides author and subject indexes to help the users. !

Review of Journals |

It is a periodical comprising articles briefly surveying the developments in a particular
field during the given period. In other words, the review journal summarises theiinformation
found in articles on a particular aspect of a subject in different journals during thc parficular
period which may not be known to the specialists. For example Bzoloqrmf Reviews of
Cambridge Philosophical Society and Science Progress are the journals that come under this
category. Similarly, the annual publication viz., Annual Review of Biochemistry gives a
summary of the developments and research activities in the ficld of Biochcmistly during the
period of one year based on the articles published in various periodicals, reports, ete, in the
respective subject during the period of one year. i



13.2.2 Periodicals by Source of Publication

~ The following are the different agencies which publish the périodicals. .

Learned Societies

. Peridicals come into existence to serve as organs of learned societies to record the

scientific and research activities of the members and to communicate research activities of
the members and to communicate research findings reported elsewhere unknown to the
researchers. These journals known as Research Journals provide an opportunity to members
to publish the results of their investigation. Societies publish primary journals containing
papers of original research periodically and also secondary journals deéling with the minutes
of the meetings, brief accounts of the papers, etc. For instance, American Mathematical Society
publishes primary and scholarly journals with titles containing (1) Proceedings and (2)
Transactions and also two secondary journals under the titles”, (1) Builetin and (2) Notices to

supplement the former. Similarly, ASLIB (Association for Information Management, U.K.}.

regularly publishes ASLIB Proceedings in the field of Library science.

Institutionalised Research

Nowadays it is not possible for a scientist to carry out /reSLarch individually. Thus research
has become institutionalised. Academic institutions like universitheg report increasingly results
of research in their Journals which do not enjoy wide circulat mpared to learned society

|
publications, e.g. (1) Journal of Geolegy (University go, USA) (2) Japanese Journal
of Physics (Uhiversity of Tokyo, Japan). '
‘Government Bodies |

The research activities and scientiﬁc%m achieved by various institutions which are
financed by the Government are repopeey in th® official publications of Government at national
level e.g., Canadian Journal of Che National Research Council of Canada).

Professional Bodies

The work of professional bodies overlap the work of learned societies. The journal

published by a professional body primarily deals with education, status and professional
responsibilities of the practitioners in the respective fields in addition to the subject matter,
e.g., Structural Engineer (Institution of Structural Engineers, UK.). Like learned societies,
professional institutions publish more than one journal to serve a variety of interests. These
journals known as ‘Technical Journals’. They are invaluables in that they bring the new
pr('}cessés, equ'ipment, etc, to the notice of manufactures, sales and commercial personnel. They
are often of high standard and scholarly. Much of their value lies in their advancement or
announcements dealing with the new machinery, chemicals, etc, which are not available from
* other sources: e.g., American Dye Stuff Reporter (USA).

Commercial Publishers

The majority of the periodicals are brought cut by commercial publishing -houses in

Science and Technology with a business motive. Since the societies lack adequate financial

resources for the publication of periodicals, commercial publishers such as the Academic Press,
US.A., Pergamon Press, London have come forward to publish several hundred primary
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research journals as a significant contribution to the communication of news and views
concerning science and technology. The commercial pressures force them to maintain the
standard and reputation of their journals by ensuring quality, content and techmc*il accuracy
of the published articles through the constitution of a editorial board of emmbnt scientists and
- subject specialists for each of their journals. Since a large number of institutions subscribe to
their periodicals to meet the necds of the users, commercial publishers may take an undue
advantage by raising the subscription rates from year to year. i
Trade journals are more commercial than technical ones and more news oriented than
subject-oriented ones and, they rely on revenue from advertisements, eg. Prim'ilizg Waorld. Some
are useful sources of business and commercial information while other journals are widely

read by the scientific and technological community, e.g., Chemical Age.

i
House Journals !

House Journals include generally those which are issued by various firms and bodies
and are meant generally to be distributed free of charge with a limited circle of clients and
members. The house journals issued in English are meant for advertising by manufactuers,
dealers and public corporations e.g., Philips Technical Review. Like other forms of literature,
they contain information of value which cannot bg obtained elsewhere. This category also
uch as Library News Letter issued by
flian Co. Ltd., U.K.

includes the News Leiters issued by various libsgrie
Himachal Pradesh University and published by M:

Independent Journals

Independent journals are numcr?ﬁp number and cover almost the whole Universe of
Knowledge such as Times of (da¥ty) and Hustrated Weekly of India, published by the
Times of India Press, MumbaiNgnd The Nature (weekly) published by Macrillan Co., Ltd.,

R~ '
Communication Jour _ _ o

nals

The demand for fast flow of information has given raise to the communication or letter
Journals. It contains short preliminary announcements of work in progress m the manner of
the letters to Narure and Science. They ensure prompt dissemination, the (,lommunu,auons
are published on an unedited form to give an indication of the fulier publication in a more
conventional journal. e.g. Applied Physics Letfer (American Institute of Physics), Chemical
Communications, (Chemical Society, London) : |

13.3 SELECTION OF SERIALS

The selection of periodicals for subscription, exchange or gift is an important function
of the library. The library is an agency of graphic communication. The library needs to know
its readers’ requirements and also have knowledge of periodical publications, The selcction
of a wrong periodical unsuited to the readers entails waste of time, effort and niloney.

The selection of periodicals for subscription, by library depends on the fo!'lowing factors:

(1} The scope of library

(<) The financial resources of the library
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(3) Demands of readers
(4) Periodicals which the library is subscribing, and

{3) Whether the title is available elsewhere

13.3.1 Criteria for Selection of Serials

The selection of periodicals should be determined by the kind of library that it is and
clientele that it has. For example, in a small library it will be improper to subscribe to highly
advanced journals. A committee has to be entrusted with the selection of journals in the case
of university libraries. Information Bureaux, London has recommended the following criteria
for the selection of periodicals: '

(1) Recommendation by Specialists

{2) Recommendation by members of the library staff

(3} Announcements and Reviews

(4) Consultation of Iist of most cited serials.

The serials or periedicals which are cited very often by the specialists in their books can
be safely subscribed to; when people often quote and refer to certain serials and periodicals,
it can safely be inferred that these publications contain usefu! ma¥er for the use of research
scholars and specialists. Similarly, the journals and serials w@e mostly abstracted and

indexed in standard indexing and abstracting journals e subscribed to, because only
articles of those journals are standard ones.

The journals of professional societies, manu?n’ng organisations and international
bodies can be selected easily for subscription ¢ bakis of their research valuc and reputation
in the respective branches of knowledge, A m those mentioned above, the following

factors have to be kept in mind for sel%penodicalsz
(1) Regularly indexed titles shoul selected first.
(2) Journals should supplement rather than duplicate cach other,

(3) Quality, variety and interest should be considered.

(4) Periodicals useful for circulation as well as reference should be chosen.

In the case of University Libraries, the periodicals are subscribed to department wise
based on the recommendations of- the respective Heads of departments. The Head of the
Department of subject (discipline) is expected to recommend a list of periodicals which are
standard ones, helpful to meet the needs of researchers and staff of his department after
ascertaining the views of his colleagues in this regard.

13.3.2 Sources for Selection of Serials.

Periodicals Directories : It is essential to acquire the periodical selection tools regularly
to get the latest information without any difficulty. These tools facilitate the acquisition of
good periodicals. The following are some of the important selection tools, which should be
kept in cach good library,

1) Ulrick's International Periodicals Directory published annually by R.R. Bowker & Co.,
U.S.A—a classified guide to select current list of forcign and domestic periodicals in




2)

3)
4)
5)

'6)

7
8)

9

10)

two volumes containing an index of titles of periodicals in alphabetical order. It also
furnishes information about the periodicals which ceased publication.

Union Catalogue of periodicals is one of the sources for selection of f;eriodicals. For
example, The World list of Scientific Periodicals, published by M/s. Butterworth & Co.,
London. i
British Union Catalogue of Periodicals (BUCOP) -

Directory of Periodicals, New York.

Catalogues of periodicals published by various periodical subscription agencies like
M/s. B.H. Blackwell & Co. Ltd., London. These Catalogues furnish the titles of the
periodicals in alphabetical order and contain details of periodicity, the latest subscription
rates and postal rates for overseas subscribers. ' :

The Directory of Indian Scientific Periodicals, published by the Indian National
Scientific Documentation Centre, New Delhi (1968) -

Nifor Guide 10 Indian Periodicals (1955-56)

Indian Periodicals: An Annotated Guide, edited and published by Rajasthan University
Library, Jaipur is useful and valuable sourge folgelection of Indian periodicals.

ayicwo? in current pericdicals. For example,
@ Literary Supplement are periodical titles

which furnish information abogtgew periodicals.
National Bibliographies ike E:dian National Bibliography and British National

Bibliography list new p(

New periodicals are announced and
College and Research Libraries an

published in their respective countries. Documentation
lists and recent adgigons [Mts are other sources of information about new periodicals.
Directories of pc@s are often used for the initial selection and biiilding up of the
periodicals collection’ ' '

Self-Check Exercise -1

What arc the factors that determine the selection of periodicals for subscription?

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

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

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



i34 ACQUISITION OF SERIALS

13.4.1 Assessing the Standard of Serials

The initial step is to compile a list of all the journals subject-wise with the help of
periodical selection tools or sources. The next procedure is to assess the standard of cach
periodical and to make suilable selection on the basis of grading in relation to the needs of
the library. There are various methods of grading, which are;

(1)  To examine the holding lists of other libraries and note the frequency with which

.

particular titles appear in the lists of libraries specialising in the same subject.
(2)  To count citations in abstracting and indexing publications giving weight to those items
useful to a particular library.

(3)  To take into account other factors like the status of publishing house, and the value of
spectal features such as abstracts, reviews and indexes that the journal may contain and
any special supplement that it issues.

The results of these gradings should then be checked against the opinions of subject
experts and finally a cheice is made according to the special geeds of the library.

In the case of new titles, it may not he possible to as%gss their uselullness by examining
one or two specimen copies, Their utility can be asge®%gd by subscribing to those periodicals
for a period of one year to start with and discontinu the next year if their usc and views
of the academic staff do not warrant acquisitio?h’us subscription depends on users demands,

financial resources and periodicals collecgon ofghe library.

13.4.2 Methods of Acquisition
The periodicals can be acqx@mugh any one of the following methods:
1) By subscription '
2) Through Institutional membership of societies and lcarned institutions.
3) By Gift
4) By Exchange

1) By Subscription

The periodicals are generally procured directly from the publishers or though subscription
agents. The subscription agents arc appointed as standing vendors on the basis of their terms
and rates of supply of periodicals either annually or for a period of three years depending
upen the policy of the library.

2) By Becoming Members of Learned Societies

Learned sacieties generally publish one or more regular publications to communicate their
aclivities, programmes and achievements to their members regularly. These publications will
be received by the library if it is an institutional member of lcarned societies.
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to those of foreign journals.

3) By Gift

Many societies send their publications to the library free of cost for the sake of publicity.
Some publishers also supply some of their publications to make the libraries subscribe to them
at a later date. The acceptance of gifts may create storage problem. So the gifts should be
accepted with much careful scrutiny after ascertaining their usefulness to the clientle of the library.

4) By Exchange

The two commonest forms of exchange are one piece for piece basis or on,a value for
value basis. In other words, in the use of the former method of exchange, a publication has
to be sent in exchange of another publication irrespective of their cest. In respect of the latter,
the exchange of publications should be in terms of the costs of the publications covered by
exchange relationship. The former has the advantage of not requiring such accountihg provided
that a reasonable and suitable item is sent or received in exchange. If the value 'of the item
received is uncertain, it may be advisable to insist on a closer degree or equality in respect of

|

the material sent,
|

Smithsonian Institution, U.S.A offers the exchange of their publications with those of
interested organisations of various countries. The University of Madras which publishes the
reign universities to get :n exchange
ich may not be available through

Indian Year Book of International Law sends its copies to:
their law publications for their library. The publicati

normal trade channels can be acquired throu xchfoe, If exchange agreements are
considered carefully, they can help to acquire herwise unobtainable materials for the
library. But if entered into thoughtlessly ﬁ :nay 8lit in waste of time and energy with little

benefit to the library.

The periodical publications aQ&w types: (i) Indian, and (i) Foreign. In the case of
Indian periodicals, the probleg of s¥bscription to current journals are less when compared

ter to deal directly with the publishers in respect of Indian
periodicals to ensure regular s¥pply and safety of advance payments made towards the
subscription of periedicals. ' i

Self-Check Exercise - 2

What are the various methods of acquiring periodicals? !
Note: i) Write your answer in the space given below.
i) Check your snswer with the model answer given at the end of this unit.




13.5 SUBSCRITPTION OF FOREIGN SERIALS

There are four ways of procuring foreign periodicals for Indian libraries :

(a)
(b)
(c)
(d)

Directly from the respective foreign pub]ishers
Through foreign subscription agencies
Through subscription agents in India

Through a Centralised agency like S.T.C

The libraries subscribing to few periodical titles can acquire them through a reliable

subscription agent in India. Problems will arise in subscribing to foreign periodicals in the
case of big libraries attached to universities and research institutes.

13.5.1 Direct Procurement from Respective Foreign Publishers

_ There are many libraries and documentation centres in India, which prefer to procure
periodicals directly from the publishers. The following are the advantages of this method.

Advantages:

(1) Normally uninterrupted receipt of the issues gf peNodicals is assured.

(2)  Publishers beihg reliable, there is no ¢ of over or under payment.

(3)  The publishers will supply few issues periodicals to the institutions even
after the expiry of subscription pe?’@ anticipation of renewal of subscriptions.

(4)  Remittancce of subscriptig ounts to the publishers is assured.

(5)  There is no need for gy furtgr proof for verification of Lhe subscription rates.

(6) No risk is invelve aking advance payments for the supply of current
periodicals in the case of publishers; safety for amounts paid is assured.

(7)  There is practically no chance of the amount being misused as experienced in the
case of agents.

(8)  Some periodicals which can be acquired through agents can be got by ordering
directly from the publishers.

Disadvantages:

(1)  Correspondence with publishers individually for each sitle 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 wiil be heavy for sending Air Mail letters which ordering,
issuing teminders, despatch of bank drafts for payment individually to the
publishers.

(4)  The library’s financial commitment towards bank draft charges for each publisher

will be heavy.




%) Most of the publishers do not entertain requests for replacement copies for non-
. receipts nior do they agree to refund the prOportionate cost of the missing issues.

(6) Publishers offer no discount on subscnptton rates.
(7)- If subscribed throu gh dgems the discount offered by the publishers to the former
will result in the saving of forelgn exchange to the country.

13.5.2 Pmcureme_nt through Foreign Subscription Agencies

Advantages

(1y If subscribed through foreign subscription agents like M/s. B.H. Blackwell & Co.,
* London, W.M. Dawson & Co., London, clerical work and correspondencc can be
reduced. ’

(2)  The conversion rates charges will be at the prevailing exchange rates.
Disadvantages:
1) The foreign agents claim handling charges in respect of some periodicals.

2)  They are not bound by agreements

3) '-They do not offer any discount to in subscribers which is offered to
middlemen or subscription agents. gns oss of foreign exchange 10 that extent.
I

(4)  Libraries cannot always enforce p afeguards in their own interest in the case

of foreign agents and the tran has to be on the basis of trust only.

(5) Foreign ‘;ubscnpnon s do’not entertain requests for replacement copies or
agree to refund the su 1pt10n amounts in respect of issues lost in transit. |

(6) In case of non—’of issues, the subscribing library has to write to the agent
who will in turn inf6rm the publlShCl about the non-receipts. The matter will be
delayed by this process.

13.5.3 Selection of Subscription Agent -

_ The first and foremost pro_blem.is_the selection of a subscription agent. Itis rat'hf_:r' difficult
" to decide as to whom to select among the innumerable agents competing among themselves
and trying to underquote as much as possible in order to get business. The task of selecting a
subscription agent does not end by simply 1r1v1tmg quotanons and appointing one on the basis
of attaractive and favourable terms.-

Since money is pa’id m advance, it is necessary to choose an agent of integrity'arid sincerity
rathér than one who merely quotes the lowest states. There are cases of non-remittance of
subscription amounts to the publishcrs The signing of the agreement form and selection on
the basis of lowest rates will not justify the selection of a subscription agent. The best course

for Government is to prepare a national register of reliable subscription agents. The
Government has to lay down a uniform pohcy in regard to selection of agencies, conversion
rate, mode of payment and matters connected with non- recelpt of journals.




(i} Calling for Quotations / Inviting Tenders

Admimstrative procedure necessitatés the calling for guotations to make purchase on the

basis of competitive rates. Likewise, libraries are also expected to call for quotations for -

selection of an agent for subscribing to the periodicals. It is not necessary to invite quotétions
individually for periodicals, since it will not be possible for the agent to underquote the
publishers” rates and arrange supply to them.

The subscription agencies 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, (¢} percentage of discount, if any, offered over subscription rates, (d) percentage
of handling charges over the supply of certain pertodicals coming under no-discount category,
{e) postal charges, (f) supply of missing issues, and {g) the executing an agreement. Apart
from these terms, the reliability, reputation, quality of service, promptness in attending to
correspondence and the subscription agent have to be considered before appointing him as
the vendor for a fixed term of one, two or three years depending upon the policy of the library.

In the case of some university libraries which incur expenditure in terms of lakhs of rupees
per annum, wide publicity to be given in the daily newspapers calling for tenders from the
subscription agents in India for the supply of current foregin pegiodicals.

ii) Execution of agreement

It is necessary as per Government rules that in y advance is paid in respect of
subscription of journals, the stipulated agreement has to De#€xecuted by the subscription agent.
To safeguard themselves against unscrupulous s tion agencies and for assured supply,
the libraries should get the agreements g#€ngd b the middlemen who will act as agents.
Though they sign the agreements the ageMies, as experienced on many occasions, do not
strictly comply with the terms stip i the agreement.

iii) Appointment of Indian Subscription Agent

Among the Indian subscription agents, the selection of the subscription agent of the supply
of foreign periodicals should be based on the reliability, reputation, financial status and
effciency of that subscription agent. In the case of small libraries, it is advisable and economical
to subscribe to the periodicals through Indian Subscription agents.

Advantages:

(1)  The Agents allow a certain percentage of discount over the subscription rate of
some periodicals where publishers do not offer any discount to subscribers.

(2}  Agents get agency commission from most of the publishers which results in the
saving of foreign exchange to the extent of 10% to 15%.

(3)  Payments are made in Indian currency. There is therefore, no need to apply to
banks for obtaining bank drafts for payment of subscriptions in foreign currencies.

(4)  Correspondence is restricted to one party, i.e., the Agent concerned.

{5)  Expenditure on postage and correspondence work will be reduced, if subscribed
through an agent.
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(6) The Agent will act on the subscriber’s complaint about non-receipts and arrange
for replacement or refund of proportionate amount for missing issues.

Disadvantages : ' i 5

(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 payment of subscription rates.

(2) It is necessary, to check the subscription rates claimed by the agent for each and
every title with the publishers’ rates which consumes the time and energy of the
staff. '

(3} The Agents will not be able to know about the non-receipts till théy are intimated
by the subscribers, since the publishers supply the periodicals directly to the
subscribers. Hence some agents decline to undertake the responsibility for
arranging replacements for the missing issues. :

(4)  There are cases of some agents who have not remitted the subsciriptions in time
to the publishers leading to delay in the supply of periodical and resulting in ‘
incomplete volumes due to interrupted sypply of the issues of penodlcdls

(5)  Agents claim handling charges in case ® peflodicals published by learned societies
and professional institutions, w@o not offer agency commission. |

(6)  Institutions will remain in the d out the non-receipt of subsciiption amounts
by the publishers till they imated by the latter.

(7} The conversion r r foreign currencies claimed by the agénts have to be
checked with the coif¥grsion rates circulated by the Good Offices Committee from

time to tme%

(8).  There are cases Of subscription agents who created complication$ by refusing to
take responsibility over claims for missing issues in violation of the agreement.
In such cases the execution of bond 18 no remedy unless supported by security
deposit.

(9)  The subscription agent has to be appointed after calling for quotations and selecting
the lowest. The work involved in calling for quotations and appoi!nting the agent
will take much time resulting in the delay of payment of subscnptmns which effect
the regular and prompt supply of periodicals.

(10) Change in the administrative set-up and subscription agents cause i:nterruption and
sometimes complete stoppage of supply. i

(11) Normally the lowest quotation is accepted but it may prevent the selection” of a

reliable agent. i

‘The necessary step to get over the above mentioned difficulties wouldibe (o set up a
Goyernment sponsored centralised agency which can function with service motive rather than

profit motive. State Trading Corporation with a big organisational set-up may be able to cope
with the task of subscribing to various libraries in India and also act as a check over the
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adequate and trained personnel will offer better service to the libraries than the private trade

agents.

13.5.4 Efforts of State Trading Corporation (S.T.C.)

Due to trade’s failure to handle subscription to periodicals efficiently, a large amount of
valuable foreign exchange is lost every year as many big libraries have chosen to subscribe
through foreign vendors and publishers directly. To remedy the sitnation, the S.T.C. can play .
its role effectively by procuring the publications where trade has hopelessly failed. The S.T.C.
can function properly provided that it has a separate machinery to attend to this type of work.
The fol_lowing are the advantages of subscribing through a centralised agency (S.T.C.)

Advantages?

(1)

(2) It would avoid aundit objections.

(3} Since there will be a good proportion of common titles and common publishers
among the orders placed by various libraries as a centralised processing unit it
would ensure economy as well as streamline the ordgring process.

(4)  Official exchange rates are only charges and thereNge n§ handling charges in some

: cases. :

(5)  There will be no need to correspond  for get @ voices and obtaining bank drafts
for remittance to foreign publishers. er, expenditure on postage is saved to
some extent. _ : '

(6)  Verification of subscription mQ&essential._

(7)  There will be no need t for qiotations from the open market.

(8)  The safety of the money libraries pay in advance would be ensured.

(9)  Assuming, the government machinery to be efficient, the payment will reach Lhe_

' publishers in time and there is no chance of the first few issues missing.
Disadvantages:

{1)  The S.T.C. offers no discount to subscribers | _

(2) The S.T.C. disowns the responsibility for getti‘_ng replacement of missing issues.

(3}  The S.T.C. will not arrange refund for the issues lost in transist leading to audit
objections,

(4) In case of non-receipt of the issues of periodicals, _thc library has to correspond
with the publishers directly which increase postal expenses and clerical work.

(5)  Asis 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) TheS.T.C. lacks adequate and experienced staff, well conversant with periodicals

Procurement of periodicals through the S.T.C. would eliminate the fear of
embezzlement of library funds resorted to by agents.

trade;
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To overcome these drawbacks, a centralised agency should have a separate division
manned by competent staff to deal with the acquisition of periodicals. It should function in
an effective manner. Computerisation will bring down the cost in due course.

To selve the Iproblem of missing issues, the centralised agency shoisld get all the
periodicals subscribed from the publishers at its o@fice for distribution to the subscribing
libraries and for dispatch. Further, the agency sh{;i'uld work out a system to speed up the
delivery of peribdicals by Air Mail, even at extra cost to overcome the delay pf three to four
months, which occurs if sent by surface mail by the publishers. The cen[raliscd: agency should
send reminders for missing issues and arrange refund for unsupplied issues. ' '

!
13.5.5, Role of Good Offices Committee (GOC) :

i} Constitution and Functioning of the Good Office Committee

The Committee consists of representatives drawn from the Governrnent of India, Indian
Library Association, Jawaharlal Nehru University and Jamia University Librarics, ICAR,
INSCCC, 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, Culture

and Social Welfare participate as observer membcg

ii} Functions ;
The Committee meets at regular int and after taking into consideration the
fluctuations in the currency rate, deciz?rates of conversion which are widely circulated
d

amongst the libraries all over IndjmgitheRdirectly or through the book sellers, thus dispensing
with the necessity of calling fo or quotations, ? _

i
The Committee is % in the Central Secretarial Library, Department of Culture,
Ew - :

Government of India, N 1,

iii) Usefulness of Good Offices Committee

Good Office Committee plays an important role in laying down proper terms and
conditions for the supply of periodicals and for registering approved agents so EilS to standardise
practices which will help 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 will get improved service from Indian Vendors. The agents can undertake
on a cooperative basis bulk lifting of periodicals from abroad which will not only minimize

their overhead costs but also improve their services. The problem of missing issues can be

overcome theteby to a large extent. The subscribing libraries will be glad for getting regular
and timely supply of periodicals.

13.5.6 Problems of Subscriptions to Foreign Serials
' i

i) Advance .Payment

Subscriptions to the periodicals has ¢reated problems on account of advance payment of
subscriptions. It is found that in certain cases some Indian Subscription agents have either



failed to trasmit the subscription amounts to the publishers in time or have not paid
 subseriptions at all resulting in non-receipt of the issues of the periodicals which leave gaps
Cin periodical collections. To safegaurd the money pald in advance, the bank guarantee may
be insisted upon.

ii) Bank Guarantee

The agent selected to handle subscriptions is required to submit a bank guarantee

equivalent to the amount of subscription to be paid in advance. The guarantee is in foree till

the agent fulfils his obligations according to his contract. In case the agent within the guarantee
period has not transmitted the subscription amounts to the publishers, an equivalent amount
has to be recovered through the bank standing guarantee on behalf of the agent concerned.
But most of the Agents will not agree to this condition.

iii) Bank Certificate Regarding Payments

Another method to ensure the safety of advance payment is to insist on the submission -

of publishers’ paid mvoices in support of the remittances made to the publishers or a certificate
from the bank about the actnal payment made by the concerned agent 1o the publishers on
behalf of the librery within thirty days of the date of payment made by the library. - Though
the work in the library increases in this regard, the library is assured of the remitiances made
to the publishers.

the subscription of periodicals to attract busingg®™I'he discount offered will depend upon the

iv) Discount B _ Q
A few agents offer discount to big libragies spemefng lakhs of rupees per annum towards
percentage of discount which the age%jﬁ the publishers as agency commission. There

are certain pertodicals published by ed”societies and Government institutions which do
not offer sufficient trade disco which agents will charge them as “No discount issues”.
Hence before appointing the s@tion agent, the discount and no-discount items have to
be ascertained. ' '

v) Handling Charges

In the cases where publishers offer no discount, the agent has no other go than to claim
extra-charges to cover the expenditure over establishment and postal charges in the form of
service charges known as handmg charges Hence before appomtlng the agent, it is to be
confirmed which of the items come under the category necessiating payment of handling
charges and what percentage over and above the subscription rates has to be paid in addition
to the subscnptmn amount by way -of handlmg charges: o

| v1) Postal Charges

 In most of the cases, the subscnptlon rates are lncluswe of postal chdrges For mstance ’

in the case of periodicals published by the American Tnstitute of Physics, the po‘%tal charﬂes\ . B

* for inland and overseas Subscrlbers are mentioned sepamtely apart from qubscnptlon rates..

" Insuch cases, the claims of the agents for postal charges have to be honoured after checkmg ;

- '_ with the postal rates, announced by the publlshem
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vn) Conversion Rates (Exchange Rates)

“The Subscnptlon agencies claim subscrlptlon rates.in Indian currency on t]|1e basns of

conversion rates for different foreign currencies, in the case of foreign periodicals. It is likely
* that the agents may claim at higher rates of exchange than the official ones. Hence, the agents
before appointment should be made to give an undertaking to the effect that they would claim
at the official rates of exchange stipulated by the Government from time to time which would
- eliminate excess claim. As Good Officers Committee is a recognised body of the Government
“of India, the agents have to claim at the prevailing exchange rates circulated by the Good

Officers Committee from time to time. Now the libraries are depending on banks for exchan ge

rates as GOC reports are irregular. N
' viii) Missing of Issues (Loss in Postal Transit) |

The libraries face audit objections due to non-réceipt of issues of periodicals: In the
case of issues of certain periodicals sent by post, the postal wrappers are such (e.g. Time
periodical).thﬁt they are likely to be separated from the contents during sorting in the post
office if they are not handled with proper care. Further, there is the possibility of pilferage in
the Sorting Office, since the periodicals have saleable value. The postal authorities will not
entertain complaints for loss of issues sent by ordinary post. The publishers dé not send
replacement copies for the issues lost in transit. HgnceMg solve this problem, a reliable
subscription agent has to be appointed who will withe replacement copies f-lar missing
issues or arrange to refund the proportionate @« missing issues or credit notes for
adjustment of advance which will eliminate audifehjéctions. The second method is to have a
centralized agency like the S.T.C to a for bulk lifting of multiple coﬁies- of the
periodicals on behalf of various subgesibers\in India and to supply them in big bundies to
subscribers to avoid loss in transit. Q‘ S ' - !

i) Refond | - R

In the case of missing issues the. publishers will not refund the proportionate cost, if
subscribed directly. Hence a reliable and reputed agent has to be appointed who c!an arrange
for the refund of the proportionate cost. towards the loss of issues in transit in case- replacement
~ copies of the issues of periodicals were not recewed The recovery of cost for non- receipts
will eliminate audit objections.. _ : o : : |
x) Time Factor _ _ i _

The foreign periodicals which are subscribed to are supplied by surface mail which takes
three to-four months to reach the subscribers in India after their publication. Thus the purpose
of subscribing to the perlodlcals is defeated, since the users in Indian libraries w1ll come 1o
know of the latest developments in their respective subject fields only three or four months
after their foreign counterparts. Hence to serve the users, information needs, the Ir|lst1tut10ns
~ have to make arrangements to air lift at no extra cost at least the important perlodlcals ot

cooperative basis to avcnd delay in transit. . - [




- Self-Check Exercise - 3

What are the various methods of .subscr-ibing foreign current journals?
No't'c: i), Write yvour answer in the Spa’ce given below.
ii) Check ydur answer with the model answer given at the end of this unii._

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

13.6 PROCESSING OF SERIALS

In the case of university libraries and research institutes a thousand or more of periodicals
titles with different frequencies of publication, viz, Dailies, Weeklies, Forotnightlies, Monthlies,
Bi-monthlies, Quarterlicé, etc., are on the subscriptidg lis§involving ad\fancc payments

" amounting to lakhs of rupees per annum. Therefggayjt is ¥sential to develop the necessary
system to record receipt of the issues of the perio and when received, to intimate the

non-receipts, to send prompt and periodical %& claiming replacement of missing issues

.to take action for the recovery of the propolgOndte cost of the unsupplied numbers, if the
replacement copies are not available, _necessitates the maintaining or permanent records
for registration of journals. It may be SMher Register System or Ledger system or Three Card
System or Kardex System of R@nn Rand of India depending upon the type of the library
and the number of periodicals sub¥gfibed by it. The recording of receipts and accounting for

. the recovery of proportionate cost over unsupplied_'issues from the supplier will enable the -
librarian to satisfy the auditors through the propcr"maintenance of records. ~ . .-

On receipt of supply, the receipts have to be entered in the periodicals register in the

respective columns and their covers and other pages are stamped on as per the library policy

* before displaying them on the periodical tables for the use of readers. As and when the current

numbers are received, they will be immediately displayed previous numbers in the respective

pigeon-hole racks. When all the issues of a volume of a periodical are received including the
index, the volume will be bound, the bound volume of the periodicals like books will be . =

accessioned, classified, catalogued and sent to the stacks for shelving and preservation for

“the use of readers in view of the importance of the periodicals in communicatin'g the latest

developments in different fields of knowledge to research, Hence the periodicals or serials
. section is considered to be the important section in the Library. ' '

13.6.1 Method of Recording Receipt of Periodicals

~ Different methods are available for recording receipt of the issues of periodicals. The
methods used for recording receipt of the periodicals are : (1) Register system : (2) Ledger
system, (3) One card system,. (4) Three Card system, (3} Kardex.




(1) Register System

Reglstcr 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 Register in an alphabetical order or according to the frequency
of their publication. Under this system the monthlies, quarterhes and half-yearlies may be
entered on one pagc The specimen page of the Penodlcal Register for monthhcs and
quarterlies is shown.

. _ Speclmen page of the Permdlcais Register (Journals)

NAME OF THE....o.oos o PLACE vt FORTHE YEAR ol :

i Vome | | © Period | Bill No.Date

No. | Title and Publisher | Supplier Subscription | Remarks
Year ' _ Jan, Feb.... Dec Ammount '

o>




~ Specimen page of the Periodicals Register
- (For dailies and weeklies)
Name of the Library......c.cc....... S _ Place.....oereerenrerscnerneense .

THC. .ottt s
PUblisher.. ..o,
Volume and Year...........ccooeveiiiiiiiieeinnnnnin '

Bill Number and date.......... ' . e -
Subscription AMOUnt................. eeerrreerraanans _

Sl. - - DAYS
No. Months . ' k Remarks

Jan.l

Feb.

Mar. ' 0
Apr. :

May. | ' O

" Jun. . ?\ '

Jul. Q~

Aug, -

Sep. - ' @

Oct. '

Nov.

Dec.

As soon as the issue of a periodical is received in the library, the date of its receipt is
entered in the month column of the concerned periodical title with the initials of the assistant
recording the entry. The ownership stamp of the library is put on the title cover of the periodical
~ and other pages inside the periodical as per the pohcy 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 periodicals
~ received in the library are entered in a permanent ledger in alphabetical or numerical order
alloting one or two pages to each periodical. If the numerical order is followed, then the index
to the peridocal titles subscribed to must be provided at the begining of the ledger. The -specimeh
page of the ledger is given in the next page.
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Specimen Page of the Ledger System

Payment _
THLLE oo r e ceeeeeneees Volume Annual IBill Number
PUBLISNET  .veereeeeeeeeeee e of Year Subn. . and Date.
SUPPHET oo ' !
PeriodicCity.........cene. : : ' i
: i
Qrder Number and Date..............
leume Jan Feb March rerreereerenennennenn JEC, Remarks

(3) One Card System® | j

It becomes difficult to ascertain which of the subscribed journals are supplied regulaxly.
So a handy card system has been adopted. One card system may be used by libraries

subscribing to about one hundred periodicals. If this number goes beyond this limit, this
system may not be found suitable. In the one card system, blank cards of 6" x 4" with the
following colamns are used: ' ' '

Name of the library......veiiiinnes rierenrisees Place.....oovereeinnec it
S OO O PSP TROP Frequency of PUbliCAON. oo oeveeee e cvev e
Publisher......vvveorevecceen: et e et i e et




Supphier.......cevoormreeereennennn., .................. e
~ Volume Jan Feb | March| April | May | ... .. Dec

a | | VERSO OF THE CARD
TAE oot e SYPUSHIRRRIR, N S T

@ets Bound _
3t upto Remarks -

Volume| Bill | Subscrption.| Vocher
and Number [ - Amount No ang_
Year Date " Rs. - date

Vol. 2 . : .
1986 :

Vol. 3 _ o <<:a:>. '
1987 |

Vol. 4
1088

Vol. 5
1989

Vol.6
19%0

Vol7
1991

Yol.8
1992

Vol. 9
. 1993

At the time of placing orders, one card is prepared for each new periodical ordered. In
the case of renewal the columns on the verso of the relevant cards are filled in. When the T
periodicals are received by post the addresses.on the wrappers are verified before opening the = 279




paCkCtb The wrappers covering the periodicals will be separated only when thcy are addressed
to one’s library. The issue of periodical receivéd will be noted in the respective column against
the particular volume and year of the concerned periodical card. The date 01. receipt and also
the initials of the assistant recording the entry will be noted simultaneously. These cards are
arranged alphabetically in a tray. For example; if the magazine belongs to the month of
February 2003 is received on the 15th March 2003, the serials assistant will make an entry in
the February column only mentioning the issue number and also the date of receipt.

If the packet does not relate to one’s own llbrary, the packet will be treatcd as a wrongly
delivered packet and retuimed to the post office.. The particulars of. payment of subscription
are entered in the verso of the card in the relevant columns. In case of 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 because it is laborious to scan throngh all the cards

to find out the unsupplied issues of the periodicals for sending reminders for non-receipt and
to keep a watch over their supply. ' '

(4) Three Card System

Dr. S.R. Ranganathan introduced the Three Card System in the Madras University Lnbrary
For prompt receipt of current issues of periodic publications the library istaff have to be
vigilant. To ascertain the unsupplied issues of Qeri icals, there is a need to have a system

that can assist in finding out automatically the no eipt among the hundreds of subscribed
periodicals for sending reminders to t or without delay for arranging supply of
unsupplied issues. The Three Card Systerims’found useful and as requiring only minimum
staff working well in the Madras Uni Library. ' o

(i) Structure and function o ards:

The three Cards this system are (1) Regtster Card. (2) Check Card and (3)
Classified Index Card. T ’ 11 libraries only the first two cards are used. But in big libraries
all the three cards are used. The size of the cards normally is of 12.5 x 7.5 r_,rn (5"x3". To
identify these cards easily the cards printed in different colours like Blue, Pink and Green are
used. The periodical control record is maintained mainly on three cards.

The Register Card records information about the title of the periodical ¢ subscribed to, its
publisher, vendor, periodicity, order number and date, volume or year, bill number and date
of receipt, etc. The Register Card is a centralised main reccord. Register Ccn‘ds are arranged
alphabetically by the title of the periodical concerned. The Check Card is also Due-Date Card,
which helps to check receipt or non- receipt of issues of periodicals. The CldSS Index Card is
also known as Subject Card as it indicates the periodical titles which are received by the library

-in a given subject. Three Card System is used in very few libraries in India. '
. ] ) |

(5) Kardex

The Remingtion Rand of India has introduced an apparatus known ‘as *“Kardex” for

keeping visible records of periodicals. It is made of steel. The Cabinet.is ‘approximately
10 12" (brcadth) x 24" (depth) x 20 12" (height). Each Unit consmtmg of, seven. trayf and -

holdlng a total numbe:r of 504 cand holders and cover has a shdmg dust and locking dev1ce




For each periodical title there are two cards, namely, Bottom Card and Top Card. The
Bottom and Top Cards are a\_)*a'ilab]e for replacement. The cards are supplied by Remington
Rand of India. ' '

{i) Bottom Card

At the time of ordering journals, one bottom card is prepared for each periodical with
the title and other particulars typed or written on the lower portion of the said cad. This card
in addition to the usual information contains the following columns : '

1. Library has

2. Library lacks

3. Inbindery

4, Nature of binding

All these columns provide useful information about the journals. The columns with
Library has and Library lacks enable the research scholar to know what volumes of periodicals
are available and what are not available in the library collection. . The card is fixed in the
punched holes of the card holder and a plastic tab is put at the month, when the next issue is
due. The tab falls down or sets get misplaced quite oftéw, Therefore many libraries have
abandoned the use of plastic tabs. The specimen of the@ card is given helow.

Name of the Library.........cccocunnee... e bscription No...

Title oo, v Periodically ...

Volumes per year: . %ﬁary has: Library lacks :
Title Jan I'eb Mar Apr May June July Aug. Spt Get Nov Dec.

Type along the dotted line, then fold back or detach the stub. The Bottom Card is uscful
for the following purposes: '

1. Holding of the Library, 2. Latest issue received in the library, 3. Gaps in holdings,
4. Location of the volumes and issues, 5. The plastic tab indicates when the reminder is due
for those overdues and 6. Records of issues not received.

(it} Top Card

The Top card is fitted. opposite to the Bottom card. It lies on the verse of the next card
~ holder-in such a manner that when card holder for a given title is lifted, the cards, i.e., 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 actiorli 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 performed by a card in the single card system because the “single’
cards are handy as they are arranged in a classified sequence. But the card in this system

|
]
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cannot be made to serve those functions because these cards are placed in the cé:rd holders
opposite the bottom cards which are arranged in alphabetical order. These cards.are also printed
on both sides and ceach side for recording entries for monthlies, bimonthlies, quartbrhes etc.
The card contains the following information, volume number, date of pubhcanon (year) date
of receipt of bill, voucher number, subscnptlon amount along with date of payment and name
of the agent. __ !

Specimen of the top card !

Volume Ne.

Date of Publication _ ' s |

Date of receipt of bill
Voucher Number i

Amount of subscription
Agent '

" Volume N.urr'lber

Date of Publication S o e - ] :
Date of receiptof bill | - o
Voucher Number o - O ]
Amoﬁnt of Subscriptibn | _V o :

Agent % _ I

Kardex as a method for g ing the receipt of periodical publications is quite popular
speciaily in large libraries, sub g to a large number of periodicals. Modification of the
Remington Rand Standard proforma is generally done by individual libraries for thelr kardex
periodicals control. The Remington Rand of India takes the responsﬂ)lhty of prlntmg the
cards in accordance with the needs of the llbrary

In this system the cards are held in paper pockets with a transparent strip at :thc lower
edge 1nt0 ‘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 arrangéd in a slopping manner, it
enables a person to scan at a streich seventy two pernodlcal titles and locate the required titles
immediately. Since these cards are inserted into paper pockets the loss of cards is prevented.

Italso ensures the safety of these records, since the cabinet containing the tray has ! a locking

mechanism. meg to the use of different plastm s1gnals for periodicals control; it i5 possible
without much dlfflculty to know the overdue items for i 1ssu1ng remmders time, for thelr
replacements. . : : - S |




Self-Check Exercise - 4

(a) List various methods of registering the receipt of periodicals -
Note : i)  Write your answer in the space given below. .
i} Check your answer with the model answer given at the end of this unit.

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

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

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

13.6.2 Computerization of Pe s Control

With advancement of science and technology, the library routines of fepetitive nature
can be computerised. The increasing number of periodicals and the repetitive nature of work
involved in establishing control of current periodicals justify the usé of computers.

Speed and accurate processing are thé commori advantages of all computerised activities.
Consistency and uniformity in the maintenance of records can be achieved. In addition to
maintaining the complete up-to-date information about each periodical, the stored data can be
utilised for preparing reminders to the publishers for non-receipt of overdu!‘é_= issues, preparation
of various lists i.e., list of subscrib_éd periddicals, list of periodicals:"'{eceived on gift,
agent-wise, country-wise, language-wise and _sni_bjéc’t—wise lists of titles in th%—holdings of the
library. ' ' ' S
13.6.3 Financial Control

Finance is the main source for acquisition of reading matertals, appointment of staff and
organisation of services in the library. For'scien'tiﬁc management of library finance, it is
essential to prepare an annual bﬁdget'. 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 financial resources.
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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 (i.e., 1-4-2002 to 31-3-2003). While
submitting the budget proposals, the librarian has to estimate the financial requirements for
books and periodicals, salaries of the staff, stationery and c_ohtingencics 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 recurring one, since the periodicals

once subscribed have to be continued every year. On the basis of observation made by

librarians, the subscription rates of the pericdicals increase by 15% from year to year. While

submitting budget proposal, the proportionate increase by 15% over and above the budget

-allotment of previous year has to be requested to meet the possible increase in subscription
rates for the coining year. For instance, if the expenditure incurred over subscription to current |
periodicals for the year 2002 was Rs. 2.00 lakhs, the librarian should request the authorities ‘

to increase the budget provision for periodicals for the year 2003 to Rs. 2.3 lakhs to cover
enhancement of subscription rates of periodicals by 15% for the year 2003. : _ ‘

The amount alloted to periodicals under Budget Bgtimijes will be allocated dcpartment-
wise on the basis of their requirements. This is jaignde limit the expenditure to Budget
allocation. The control of expenditure is possib@gh the maintenance of Bills Register.

ii) Maintenance of Bills Register Y _
The Bills Register for current ical$ will enable us to know the number and details
of bills passed department-wise and Mg expenditure incurred during the financial year. The

are such that they prevent us from spending beyond the
for double payment, since the particulars of bills passed .

columns used in the Bills Reg
alloted amonnt. It gives no scB

for payment are entered in the respective columns,

SPECIMEN OF THE BILLS REGISTER

Department : - Amount allocated:
Date of | Name of | Bill No. | When cer | Date of Amount 1 .
Receipt the and Date | tified for payment ' Remarks
- Supplier payment . Passed Total | Balance
for pay- Rs: Rs.
ment
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iii) Passing of Bills |
'Subscription to the current periodicals are payable three months in advance (the last
“quarter of previous year) for the supply of the issues of current .periodicals during the yéar as
and when published. While passing the proforma invoices for payment, the correctness of
the subscription rates claimed in the bills has to be checked. with the publishers renewal notices,
periodical subscription catalogues and the announcement in the periodicals themselves.

Further, at the time of passing bills the details of the bill have to be entered then and
there title-wise in the columns provided therein to watch the receipt of issues and recover the
cost of unsupplied issues for which advance payments have been made to the agent. Similarly,
- the details of supplementai bill (undercharged) in respect of undercharged and of pass'ed for
payment and credit notes received from the agent towards the refund of amounts for unsupplied
issues have also to be regularly noted in the respective periodicals cards.

iv) Issuing of Reminders, Monthly, Quarterly, etc.

Since the subscriptions to the periodicals are paid in advance, the supply position has to
'bc _periodically reviewed and timely action taken for sending monthly, quarterly and annual
- statements, of over due issues to the agents to ensure their supply or to claim refund of
proportionate amounts if the replacement copies of missing issu Nare not available. This is
made possible by the maintenanice of the Register showing redgygly of advance paid to the
periodicals and aiso Kardex periodical control system ecessary modifications to suit
needs of the individual libraries.

' v) Recovery of Proportionate cost for Uhsu li%es:

If the subscription agent fails to sup ver-due issues in spite of reminders and
long correspondence, necessary acti as to%be taken to recover the proportionate cost of
unsupplied issues for adjustment to a paid-to the agent to account for the non-receipts
and also to avoid audit objections at a later date in respect of non-receipts. The subscription
agent will refund the proportionate cost of unsupplied issues of the periodicals through the
issue of credit notes in the name of the institution. The amount mentioned in the credit notes
has to be deducted while passing other bills of the agent for payment. The number, dates and -
amounts of credit notes deducted from other bills have to be entered in the columns of the
‘respective periodical cards for adjustment of advance over non- recclpts and to answer the audit
queries at a later date.

13.6.4 Display and Preservatmn

For the preservation of current periodicals for future use, the volumes of current penodu:a]s
have to be bound, accessioned, processed and.arranged systematically on the shelves.

i Thé' 'Periodi_cél Display cum Preservation Rack

_ The rack contains pi gcon—hofes for preserving the back issues of periodicals 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.




- 286

ii) Binding of Journals

Before binding it is to be ascertained whether all the issues of the periodicals including
the title page and index relating to a volume have been received. Only ccf)mplete volumes
have to be bound. In the case of binding of journals; only such journals like subject periodicals
which are of research value are likely to find demand in later times need be leather-bound for
the sake of durability. In the event of gaps occurring in supply affecting the continuity of a
volume, the binding of that volume has to be delayed until all the issues are received, The
back volumes which remain incomplete even after three years may be put together with
ordinary binding to differentiate them from complete volumes. The spine of the bound volume
of the periodical will bear the abbreviated title, volume number, year of publication and the

. name of the library for identification. For the sake of convenience in handling them, the

volumes which are bulky have to be bound in two or three parts, as the case may be.

ii) Accessioning of Journals

After binding, the bound volume of a peri.odical will be treated like a book and taken -
into the stock of the library. A separate (stock) accession register will be maintained in the

' library for bound back volumes of periodicals containing all the details relating to them. The

also in due pages adopted by the library, and at th ime the shelflist cards' will be prepared

accession numbers of those bound volumes w1l§n::}ted on the back of the title pages and
for each of the back volumes accessioned ani i<;ent e Technical Section for processing.

iv) Technical processing of journals

Like books the back volumes Of%iodicals will have to be classified and catalogued
for systematic arrangement on helves. Once a periodical title is classified and catalogued,

there is no necessity to type catdgue cards for the subsequent volumes of the same penodlcal
since the same class nud catalogue cards can be nsed for makm g entries.
v) Shelving of Journals

The bound volumes of periodicals will be arranged in separate bequence in the stock are
on volumc number or yearwise as the case may be. -

Self-Check Exercise -5

What are the advantages of computerizing Serials Control?
Note: i)  Write your answer in the space given below. |
1i) Check your answer with the model answer given at the end of this unit

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

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




13.7 SUMMING UP

The Serials are of various types pubhshed by learned societies, Govemment departments
and commercial firms. They may be issued with varied frequencies - weekhcs monthlies,
bimonthlies, quarterlies, annuals etc. The serials may be acquired through subscnptlon,
membership and by gift and exchange. Certain problems arise in respect of subscription to
current foreign journals. State Trading Corporation (S.T.C.) of India has made some efforts

- to solve the problems faced by libraries in subscribing through foreign venders and publishers
directly, however, it failed as it lacked a separate machinery to 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 registering
the receipt of periodicals. Now-a-days libraries have started using computer for serials control.

13.8 MODEL ANSWERS

1) The factors that determine the selectlon of perioadicals for st@ion in a library are
i) The scope of the llbrary o
ii) the financial respurces of the library O
iii) demands of the readers | _ o
iv) periodicals which the library is suk mg (0, and
v) Whether the title is available @ere_.
2) The periodicals are abquired through W '
i) by subscription - |
ii) through institutional membership of societies and learned st)ciétics
iii) by gift |
iv) by exchange
3) The methods of subscﬁbing foreign current journals aré
i} directly from the respective foreign publishers = R
i) thfough foreign subscription agencies
iii) through th;: subscription agents in India
iv) through a centralized agency

4(a) The methods used for recording the receipt of the périodicals are

i) Register system, ii) Ledger system, iii) One card system iv) Three Card system,
and v) Kardex
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-~ ~(4) " ~Whik are the different syste_ed for Seiials Control?

(b) ‘Kardex’ is an apparatus for keeping visible ‘tecords of periodicals. It is made of steel
and supplied by Remington Rand of India. The cabinet is apprommatelv 10 12" (breadth)
x 24" (depth) x 20 12" ¢height). Each unit consists of seven trays and holding a total
number of 504 card holders. It has sliding dust cover and locking device.

5) The advantages of computerlzmg serials control are
i) Large number of periodicals can be handled with ease.
- ii) Consistency and uniformity in recorcls'-
iii) Uptodate information caﬁ be provided

iv) Reminders about non-receipt or over-due issues can be sent automatically.

13.9 ASSIGNMENT

(1)  What are the problems that arise over subscnptlon to current foreign periodicals '

in Indian hbrancs'?

(2) What are the different methods in vogue in Indlan hbrancb for subscrlbm g to thc
"~ foreign periodicals ? Statc their merits and demerits. - '

(3) A centralised agency like the Statg Trading Corporation can solve most of the
problems in respect of the acquisitio rclgn journals Discuss.

"(5)  Explain the Kardex systYSerials Control. -
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13.11 GLOSSARY
' Abstracting Journal 'Abstracting journals are the journals which contain
' - abstracts or summaries of the articles published in various
- periodicals with bibliographical citations.
Bottom Card :  Bottom card is the cardN\yhich is prepared_for each
o pertodical with the titl&\gndlother particulars typed or
' o written on the lowmron of the said card. .
Checkcard ~  : Check card is one e important card of the three card
' . system devel by Ranganathan. This helps to check
automatjg®ly rekeipt or non-receipt of a particular issue of
a perio . : : : _
Current Contents o It% one of the current awareness service which
_ - commnicates in advance the periodical articles_ under
publication in journals in various languages in different
| - parts of the world in the respective subject fields.
House Journal = : These are the journals which are issued by various firms
' s and bodies and distributed at free of cost to a limited group
of chents and members.
Indexing Journal : It is an index to the articles pubhshed in different
periodicals of the respective subject field.
Periodical | ~: Periodical is a publication which can be published at
o regular intervals with a consecutive number '
Top Card S - Top card is just opposne to the bottom card, which serves

thie-purpose of keeping the record of payments made to
dealers and provides information regarding follow up action
. connected with the recelpt of penodmals . '
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13.12 MODEL EXAMINATION QUESTIONS

I Essay Questions
1. Discuss in detail the problems of subécription to foreign periodicals.

2. Explain the method of processing serial publications in libraries.

IL Short Notes
a. Three card system

b. Good Offices Committee.




BLOCK - IV : CIRCULATION AND MAINTENANCE

This block deal% with circulation and- mamtenance work in hbrancs There are three
—— units in this Block (Unit nos. 14-16). ' L

- Dnili=14 deals with work and methods of circulation in libraries, various jobs of issue
and return of books and other documents. Maintenance of records and registers, preparation
of circulation statistics, automated circulation systems etc is also dealt in circulation routines.

- Unit-15 explains various collection maintenance methods such as shelving, stock
verification, weeding etc in libraries. Unit-16 concentrates on Conservation and Preservation.
The need and purpose, criteria for book binding, organisation of Binding department in libraries,
tools and methods of binding and staff required have been discussed in this unit.
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UNIT - 14 : CIRCULATION - WORK AND METHODS
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14.0  AIMS AND OBJECTIVES

This Unit introduces the circulation work and its methods in libraries.

After studying this unit, you should able to

. explain the need for circulation services:

. identify the factors that should be considered in planning circulation process;
. discuss the features that should be considered in planning circulation process;
. discuss the features of an ideal charging system,;

» describe the various functions performed by the circulation scction; and

o T have an idea of the evoldtion of various circulation systems.

14.1 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 importance also lies in the fact that a large numbeNQf users come into contact
and interact with the staff manning the circulation desk. CodNg¢oud behaviour and helpful
attitude of the staff at the circulation desk not only helps jjrng ding up the good image of the
library but also encourages use of the library collection. @ '

2

__' 142 NEED FOR CIRCUGATION y\

One of the basic functions of 2 library Qﬂ&mot& the use of books and other reading

materials by users. This is mainly done#% _
* offering facilities for reading b and other documents within the library premises;

and
* lending of books and documents for reading at home.

The circulation section is responsible for the second function. Lending 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 convenient time. Lending of books not only
promotes good reading habits outside the library but also beyornd library hours. This facility
is most likely to encourage more readers to use the library. In addition, the provision of
borrowmg facilities s helpful in minimising the problem of overcrowding in libraries, which
normally have limited seating capacities. It is though the provision of borrowing facilities
that libraries try to satisfy Dr. S.R. Ranganathan’s first law of Libraries Science - Books are
for use,

Circulation activity involves lending of books and other library materials, receiving them
back from borrowers and maintenance of records of such transactions in a systematic manner.
The organisation of a circulation section is based on factors such as size of the library, types
of services otfered and the degree of departmentalisation.




143 Dr.S.R. RANGANATHAN’S VIEWS ON CIRCULA’I'ION

According to Dr. S.R. Ranganathan, in libraries books are collected for 1% se, kept for

Use and served for Use. All the technical processes and routines such as receiving sug geetlons

for new books, acquisition, accessioning; classifying, -cataloguing, she lving and circulation
are carried on only for use.

The paramount function of a library therefore is to provide maximum facilities to readers
to use books.

(Generally, the two sections of the library come in frequent contact with the readers:
Referznce Section and Circulation Section..While the reference section endeavours to bl'in'g

“ the téaders and the books’ together in a personalised manner, the circulation section i
- responsible for the operation of a suitable mechanisi which e“lcouragf:b use o oooks by readel

through home reading.

Often readers judge the library on the basis of the performance of the (:1rculat10n 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. ;
- -----*-1-..4 LENDING SERVICE -

The number of books or otneruiz‘s a@d Sit 104D 1 cacn-ember denends on Various.

factors anh acs

———1

. category to which bers belong (teachin.g staff, non‘-teachi_ng staff, research
scholar, stu ete.
. total numb%embers
. size and nature of library collection _ i
. book selection policies relating to acquisition of multiple copies_.of books
. period of loan
. availability of photocopying machine
. ‘area covered by the library, that is, whether the majority of users are residents of

surrounding localities or whether they are dispersed at far away places.

i) Number of books to be issued: The number of books issued fo a member at a time is
deterrnined by the loan policy of the library. For example, in a umversny hbrary which serves

- different categones of users such as students, research scholars, fioni- teachmg staff and tedehmg _
staff the number of reader’s tickets 1ssued varies from one cat egory. to another, I this case,
the students m&y be aﬂowed to borrow three books at a tlme, research scholars 5 books no,n-

teachlng staff 2 bOOkb and teaehmg staff 10 books

only. Hence, these are nOrmally not 1ssued out oft 10dl’l in most of the 11brar1es In addttlon o

' ii) Not to be 1ssued bool(& Reference book% sueh as errcy(.:lopdedlas d1ctlor1ar1es research' -
dlssertat:ons are 1n constant demand and they are-meant for: comultatron mthm the library




these, other categorles of books such as rare books, out-of print 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 aIso determined by

the loan policy of the Jibrary. The loan period varies from a single day to a few weeks or _
months, depending on the type of material borrowed. General books are issued for a fortnight

or a month. Textbooks are lent for a much shorter period.

iv) Overnight issue: Some libraries offer overnight issue facility to its readers. In every
library, there are certain books which should be available for consultation at all times within
the library. Though these are not reference books, they are not issued under normal conditions
as they are in heavy demand and in constant use. As a special case, such books are issued for
overnight to those readers, who require to read them urgently, so as to enable them to read at
home. In this method, the books are issued at the time of closing of the library on the condition
that they should be returned by the borrower on the following day, within an hour of the
opening of the library. A member who fails to return the books within the stipulated period
is not permitted to take advantage of this facility for a specified period. This is done as a
punishment and to instill a sense of diSciplinc among the library members.

Self-Check Exercise - 1

What factors determine the number of books or other itéms issue@n loan to each member?

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

14.5 FACTORS IN PLANNING CIRCULATION PROCESS

Library management has to take into consideration a number of factors at the time of
planning circulation process. Some of these are '

. Variety of materials
. Categories of members
. Nature of selrvices _
. Choice of chargin g syétem R
. Personnel requiremeﬁts o

i) Variety of materials : A library acquires a variety of material such as books, periodicals,
audio cassettes, video cassettes, films and microforms. For the utilisation of some of these
materials, certain special equipment is recorded. The library management has to take nto
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consideration the size of various library collections, and their rate of borrowal at the time of
planning circulation process.

ii) Categories of members : In a special library, the users are a homogenous group with
specific fields of interest, which can be easily identified. On the other hand, in a public library
the users are a heterogeneous group, that is, they belong to different social categories (like
children, youth, adults, women, etc), educational levels and have diverse areas of interest.
Moreover, their purpose of visit to the library may differ from person to pclson We have to
plan the circulation process keeping these points alse 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
allowed for circulation 7 Should audio-visual materials ? What should be the [oan period for
various types of library materials and for different categories of users? What should be the
renewal policy ? Should the library 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 lvad at the
circulation desk, type of users, loan perlods and information which the c11‘culat10n System
should provide.

v) Persennel requirements : Professional staf%are- trained in library and information
science are requirec_l for determination of basic poli nd procedures and general supervision.
The routine jobs of charging and dischargiy @
or even by clerical staff. The only essenfaTequirements is that these personnel {(semi-
professionals or clerical staff) shoul% thorough underetdndmg of the basic process of

charging system and have a c?’iia f library foan policies.
14.6 FUNCTIONS% C ULATION SECTION
. The functions f the circulation section are:

. registration of members

ewals, etc. can be done by semi-professionals

. charging and d:t;chargmg

. inter-library loan
. maintenance of records and statistics

+ ° miscellaneous functions such as maintenance of visitors re gister property counter,
checking at entrance and exit-point, etc. ' '

14.6.1 Registration of members

Libraries lend out books and other reading materials to readers so that they can utilise
and exploit the collection to a maximum extent. It is essential for any ].ibrary to maintain a
record of its registered borrowers. This is necessary for various reasons such as accountability,
safety of books, sending reminders for overdue books and recalling books which are required

- urgently in the library. The registration of Jibrary members serves the following purposes :.

i) To identify the borrower: Registratioﬁ helps us to know the place of residence or
working of the member so that reminders could be sent for overdue books or books required



uigently 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: Registration 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 community.

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, you'th
students, males, females, businessmen, teachers, etc. This data is valuable at the time of bouk
selection and collection development. By acquiring books which meet the needs of the various
categories of users and which stimulate their interests, we can attract them to the library.

Registration procedure

At the time of registration, the person is requested to fill up the prescribed application
form, which contains details such as name, present and pcrmancrit 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 arrange
of any visitor and to gather information about any particu

libraries, especially the public libraries, insist upon gignath€of the guarantor on application
form. - This is done te ensure check on deliquent rs. )

After receiving the application form fin ¢ applicant along with his consent to abide
by the library rules and regulations, the librar{ assigns him/her a membership number, This
f O

at helps us to check the bonafides

member immediately. Some

membership number is noted on the 1 ip form, membership card and borrower’s tickets.
The user is given a specified nurgbe orrower’s tickets as per the rules and a copy of the

library rules and regulations.

“In special libraries, the borrowing facilities are restricted to those working in their parent
organisation. Academic libraries such as college and university libraries offer borrowing fa-
cilities to all 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 cancellation of library membership. .

Self-Check Exercise - 2 |

Mention the three purposes served by member’s registration

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,




14.6.2 Charging and Discharging

Charging refers to the job of issue of books to the readers and discharging pertains to
the job of attending to the return of books. We shall discuss about these in detail in section
14.8.7

14.6.3 Control processes !

To regulate. the circulation of library materials and to prevent monopolisation of use of
library resources by a few selfish individuals, certain steps are taken by the circulation section
of the library. These are collectively termed as control processes. They include.

. renewals : i

. reserves or holds | |

. recall

. reminders - _
o . overdue charges

* notifications

Let us discuss each of the above conirol process: |

i) Renewals: Renewal is the extension of loan pefi by reissuing the same book to the same
individual. Generally, a book is renewed only e is no demand for the samé from any

other reader. Renewal can be done in pe or by post / telephone depending on the policy
of the library. The readers are expected to rgrn the renewed book immediately if recalled by

the library.
ii} Reserves or Holds : Som s the*hook requested by a reader may be issued out to some
other person, In such cases, ader fiils in the reservation card and hands it bver at the

circulation desk. Reservation card contains details Jike call number, accession number, author,
title of the baok and the address to which intimation has to be sent on receipt of the required
book. The counter assistant verifies the charges tickets and puts the reservation icard 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 Iplaced ina
separate shelf and the person who had requested for it 1s informed about the availability of
the book in question. ' '

;o :
In academic libraries such as college and university libraries, Jldt‘nl'zllly there.is a heavy
demand for textbooks and other related materials. However due to shortage of funds, the
libraries cannot afford to buy to many multiple copies of these books to meet the demanids’
for the same books by a number of students. Morcover, there is a need to maintain balance
between the two conflicting needs: the need to acquire multiple copies of the same titles and
the need to procure different titles to achieve variety on collection. In such circumstances,
the library can effectively utilise the reserve or hold procedure to control the circulation of
books. '

-

iii) 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
298 renewed/overdue book, the circulation incharge sends a notification to the borrower requesting




him to return the book immediately. As already stated in the above section, books are renewed
on the condition that they would be returned to the library when recalled.

iv) Reminders : Some readers do not return the books on time. This may be due to many
factors such as forgetfulness, selfishness, carelessness and inconsiderateness. The circulation
staff are expected to send reminders promptly for overdue books at regular intervals, This 1s
regarded as one of the most important functions of the circulation section. It is cssential to
prevent monopolisation of books by a few individuals and to allow reasonable opportunities
to other readers to vtilise the resources of library.

v) Overdue charges : Generally libraries impose fines for the late return of books. Such
fines are called as overdue charges as they are collected only for those titles which are returned
to the library after due. Overdue charges are meant to discourage individuals from keeping
the books, which are in heavy demand, with them for long periods. Also, it is aimed at ensuring
proper use of books and maintaining discipiine. The library policy determines the amount of
fine to be imposed and the mode of its collection.

The two most common methods for the collection of overdue charges are:

a) Straight line method: In this method, a fixed amount per day is imposed, say 10 paise per
book per day.

b) Sliding scale method: In this method, the amount 0@'\3 imposed either increases or

decreases gradually in course of time. }
Normally, fines are cumulated upto a cenain@m per book and then remain static at

that maximum amount.

As for the collection of overdue cs,i%ay be done by issuing receipts or by keeping
a conscience box. Collection of overdW charges through issuing receipts is considered (o be
a costly and time-consuming . In the conscience box method, a small locked box,
with a slit at the top for insertanf\g#foney is placed at the issue counter. Those individuals
who return the books late drop the amount of overdue charge in the conscience box. At the
end of the day the money is taken out from the box and recorded in the cash register.

vi) Notifications: The success of a circulation section depends on its ability to send various
notices to its members promptly and on time. Most of the control process such as holds or

reserves, recalls, finesfoverdue charges depend on this function. The process of notification.

is expedited if accurate and up-to-date records of registered members are maintained and if
the library formulates clear policies relating to loan periods and overdue charges.
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Self-Check Exercise-3

a) State the function of the circulation section.
Note: i) Write your answer in the space given below. '

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

.......................................................................................................................................................
........................................................................................................................................................
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14.6.4 Inter-library loan

In view of literature explo d financial constraints, no library can claim (6 be totally
self-sufficient, that is, it cannot assert that it is capable of meeting all the requirements of its
users from its own document collection. At times, it may be required to borrow books and
other materials from other libraries, both local and outstation. The term inter-libr:llry loan is
used to refer to such loan transactions between two libraries and it is regarded as the earlist
form of library cooperation. Generally, the circulation section takes care of inter-library loans.

Library networks involving participation of various libraries in cooperative programmes
and union catalogues facilitate inter-library loan operations. '

Inter-library loan operations may be discussed under two headings: |

* - borrowing .
- : I
. lenclmg_ ) i

i) Borrowing:-On recei.\;rihg"zi'reques.t from the reader for a book not available in the library,

staff try to find.out the library possessing the required book. In this task, union catalogues

and union lists are very helpful. After identifying the library, a request is sent to it fthrough a
standard form or letter. As soon as the required book is received from the lending li:brary, 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-library loan is received by the lending library,
it checks its catalogue. If it is readily available in its collection, then it is sent to the borrowing
library on inter-library loan. All the inter-tibrary loan transactions are recorded in a separate
register. '

14.6.5 Maintenance of Records and Statistics

The circulation section has to maintain properly as these provide statistical data about
the number of books lent out, types of users, their borrowing patiern, popularity of particular
books, etc. Some of the registers maintained by the circulation section are: members register,
inter-library loan register, overdue charges register, suggestions register, gate register, etc.

Circulation statistics help the library in planning its acquisitions and reader services. In
addition, these statistics are utilised in the compilation of annual reports.

14.6.¢ Miscellaneous Functions

Normally, the circulation desk is located near the entrance/exit-gate. Due to this fact the
circulation section is entrusted with the responsibility of maintaining gate register and property
counter and checking at the exit point.

i} Gate Register : This is a complete record of the persons @ the library. Every visitor
to the library is requested to note down in a register kgpiiear Wt entrance his/her personal
details such as name, course/designation, place of st

prk, purpose of visit, etc. Gate
register helps us to know about the library users thgir purP8se of visit.

ii) Property Counter : Normally, users are ngtatloged to bring inside the library their personal
belongings like bags, purses, books, etc. aig to be deposited at a place near the entrance

known as property counter.

iii) Checking at the exit-point: G ly, the circulation staff also perform the checking
function at the exit point, They record the books that are issued out and prevent theft of books
from the library. '

147 FEATURES OF A CIRCULATION SYSTEM

A circulation system should have the capacity to provide answers to the following
questions: '

i} Who has taken out on loan a particular book and when is it due?

ii)  Which books have been issued out in various subjects on any date and what is
their total number? '

iil)  Which books are due on any partic'.llair date?
iv)  How many books have been returned o the library on a particolar date?

n addition to the above, a circulation system should have facilities for renewal of books,
reservation of books in circulation, recording of books lent to other institutions on inter-library
loan and compilation of statistics. ' '
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The other desirable features of a circulation syster are listed betow:

A circulation system should

. help in having complete control over materials on loan without sacrificing speed
and simplicity. !

. provide an accurate record of books lent or returned.

. be economical in terms of staff, money and materials. :
. be able to issue and take back books speedily without sacrificing efficiency.
o help in smooth flow of reader traffic at the circulation desk, that is, the adopted

system should be able to charge and discharge books quickly thereby avoiding
congestion at the circulation desk. '

. require minimum preparatory work.

148 TYPES OF CIRCULATION SYSTEMS

. Circulation system is a method for the issue and return of books in a library. It is also
knewn as charging system or circulation control system. Normally, users prefer to borrow
books from the library and read them at home during tgir leisure time. This fact had prompted
the iibraries to develop suitable methods for the ToMof brary books and omér materials.

Various types of circu_lation'systems cn developed over the years. The earlier

systems include day book system, ledger syst®w indicator system, temporary Esl_ip system and
card system. Later systems compris%!mg others, the following: photographic charging
d

system, punch card charging sys nd dempuierised charging system. In India, ledger system
and card system are followed in Mnayority of libraries, :

In the folowing sec detailed account of the following circulation systems is given: |
. day book system :

. ledger system

. dummy system
. .indicéfor system
*  temporary slip system
. one card system
. two Card System f
0 semi-mechanical systems

i
¢ automatic circulation systems, '

14.8.1 Day Book System ‘

This was the first circulation system introduced in libraries. In this system, details such
as date of issue, author’s name, title of the book, name and address of the bei‘rower, etc. are
recorded in a register. This regisfer was known as day register as all the books issued daily
were recorded in it in chronological order (date-wise). When the book is rf:turnéd, the librarian




cance]s the relevant entry in the rcglster pats his 1n1t1als and records the date of return. A
specimen page from the day register is.shown below:

. \Author and | Name and Librarian’s
S.No Date of title of address Initials Reamarks
issue the book of the - and ddte
' issued borrower of return
A) Advantages:

i) It provides -a permanent record of books isSuc_d to the by Q -
.ii). It is simple system as all the transactions are noted is_ter day by day.
B) Disadvantages: _ ?‘ .

‘1) As the books are entered date-wi_se, it i@nﬂt to know:

a).  the due date of a partic oK. _ - '
b | . the number of books b& by a pafticular borrower.
¢)  the borower of a particular book. |
It can be used only in libraries where the number of borrowers and the number of books -
issued daily is very small. ' '

14.8.2 Ledger System

In this system, a ledger (register) with numbered pages is used. Each borrower is alloted,
one or more pages and the necessary entries are made at the time of issue and return of books.
An aiphabetical index of the borrowers is maintained at the beginning of the register. This:
helps in locating the borrowers and issue details easily and quickly. A page from the ledger
is reproduced below to give you an idea of the columns which are normally included in it.




‘Name of the borrower: o | Page No.

Address:.
Pate 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, [hﬁ page assi d 1§ the borrower is Iocat_ed with the help
~of borrowers index provided in the begif the ledger.” Then the date of issue and

particulars of the borrowed book are recordg e borrower signs in the column against the

borrower and the correspondin of the Dorrowed book are canCelled

particular entry and takes the book. ?
At the time of return, theg’eg index is consulted to find the page(s) allotted to the :

A) Ad vantages :

1) It enables us to know quickly the number of books borrowed by an 1ndw1dual |

reader.
i) Itis su1tab1e for a small library with limited number of borrowers

iii) It prov1des a permanent record of the books lssued durlng a glven perlod

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 entlre ledger, which i is
a tedious and tlme consumlng process

i) Thrs system does not tell us easrly who has borrowed a pamcular title.

111) It is time-consuming, both the members of the library staff and read_ers as a number
. of details have to be recorded in the register for each book borrowed.

'14.8.3 DPummy System

. As already mentioned, in the two circulation systems described earlier,; namely. the day - _
book system and the ledger system, it is not possible to find out easily and quickly to whom
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a particular book is issued out. To solve this problem, a modified system known as dummy
system was devised. In this, a small wooden or cardboard block of the size of an average
book is utilised. ‘Each such block was covered with ruled paper and details about the borrowed
book like call number, author’s name, (itle of the book, horrower’s name, etc. were recorded
on this paper cover. | '

At the time of issue of a book, the above particulars were noted on the paper cover of
the dummy and the dummy placed in the exact location of the book on the shelf. In other
words, whenever a book was issvued out, its place was occupied by a dummy.

A) Advantages

i) With the help of the dummy we can know imrediately to whom a particular book
18 issued out and when it is due.

B} Disadvantages

i) As the dummiies are scattered throughout the shelves, it is not possible to say how

many books are issued to each borrower and the due dates.

ii) It does not provide information on the number of books issued on a particular

day. : .
14.8.4 Indicator System : 0

This system consists of a large wooden fraing many pigeon holes. Blocks or
pegs, representing books loaned out, are insgreed iM’the pigeon holes. Call number of the
book is written at each end of the block. Or%?of the block has blue backgrou'nd and the
other red. Red indicates that the boo n lo#n. This system, which is suitable for a closed
access library, uses a ledger for charg@s -

14.8.5 Temporary Slip System@

We have scen that dummy system cannot provide answers to the questions: How many
books were issued on a particular day? This is because the dummies are scatterred throughout
the shelves,

To overcome this problem, a new system known as temporary slip system was devised.
In this system, the particulars of each book and its borrower’s number are recorded on a fresh
slip. These slips are filed at the circuiation desk in any of the following order: date-wise,
alphabctically or by serial numbers of members. At the time of return of books, these
temporary slips are either destroyed or given to the borrower as receipts for the returned books.

A)_ Advantages:

i) This system helps to know the total number of books issued on a particular day.

ii)  If the temporary slips are arranged alphabetically by title, one can know to whom
a particular book is issued out.

iii)  If the temporary slips are filed by due date, then we can find out the overdue
books easily. '
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B) Disédvantages:

i) It is time consuming as it involves preparation of a temporary slip for c%wh issued
book. ' '

ii)  If the temprary slips are filed date-wise or by serial numbers of the borrowers,
then it is difficult to know to which a particular book is issued out. i

14.8.6 One Card System

This has evolved from the temporary slip system described in the last section (14.8.5)
In this system, instead of a temporary slip, a permanent card made of tougher papér is used.
This is known an book card and it contains particulars of the book such as author’s name,
title, class number, author and accession number. The procedure for issue and return of books
similar to that of temporary slip systcn. '
A) Advantages:

1) As the cards are made of tough paper they can withstand wear and tear.’

i There is no need to prepare book cards each time a book is issued out. Generally,
one book card is prepared for each book at thetime of catdloguing and it is used
till all the available space is over, there by @ising on stationery.

iii) It enables quick issue and return of thereby saving the time of readers and
library staff. : '

B) Disadvantages:

i) Tf the book cards are fi]Q&wise or by serial number of borrowers, then it is
difficult to dctemn%b ower of a specific title. _

14.8.7 Two Card System

In this system, the following two identity cards are used for different purposes:

i) Members-cum-borrower’s ticket - for identification of the members. ;

ii) Book-Card - for identification of the book,

The three most popular two card systems are:

*  Browne Charging System

+  Modified Browne Charging System

+ Ranganathan’s Reader’s Ticket, Book Ticket Method
+ Newark Charging System

Browne Charging System

This system is named after Miss E. Browne, librarian of the Library Bureau (Boston,
U.S.A), who developed this system towards the end of the 19th century. It was not very popular
in U.S.A., the country of its origin, but is widely used in Great Britain and Ind:ia. It is
considered as an efficient method for issue and return of books.

A) Items Required
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I. For the hook

a) Date Slip: Every book available for issue is provided with a date slip. This s a punted
slip of the size 5" x 3" or 12.5 ¢m x 7.5 cm, which is pasted on the page facing the book
pocket. The book pocket may be pasted either inside the front or back cover of the book.
Generally, for books which are not to be issued out like relerence books, bound volumes of
periodicals, rare books, etc., date slips are not pasted.

A specimen date slip 1s shown below:

Namec and address of the library

Call Number Accession Number

This book should be returned on or before the last date
stamped below.

P
Ve

|
h) Book Pocket: It mca " x 3" and is pasted either inside the front or back cover
of the book. Tt is meant for keep he book card. A specimen of the book pocket is illustraied

below,

Name of the library
Brief rules of the library

1,

Bowow

C) Book Card: For each book, one book card is prepared. Book card is made of tough
paper, méasures 4" x 2" and may be plain or ruled. As it is supposed 1o identily the book, 1t
contains particulars such as call number, accession number, author and title of the book. A

specimen is shown below.
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Call Number ' Accession
N_umber
Author
Title
-
|
)

IL. For the borrower

a) Borrower’s tickets or poc_:se are made of manila or tough paper. They

measure 3" X 2" and aré in the ghapeNgf pocket with opening on two sides, namely, upper
edge and right edge. It ca tails such as name and address of the borrower, his
“membership number, date of ex of membership, signaturc of borrower, signa{ure of the
librarian, few library rules and library emblem. A specimen is shown below.

Name and address
of the library
Name o S.No.
Address S o
Date of expiry ‘
of membership
_ Borrower’s
Signature
Librarian’s i
Signature

The number of borrowet’s tickets or pockets issued to a member - depend on the number
of books he 1s eligible to borrow. For cxample; if a member is entitled to borrow four books
_ at a time, then he is given four borrower’s tickets or pockets. '
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IIL. For Counter Staff o

“A)  Items Required
a)  Registration forms / Cards of borrowers
b}  Borrowers tickets / pockets
¢)  Date stamp and ink pad
d - Wooden charging trays
¢} Date guide eards |
f)  Reminder cards, reservation cards, fine receipt book, ﬁnes reglster printed standard

- i)

v}

- 1s known as charging,

.. At the end of the day or at period'  intefals, these charged tlckets are sorted and
filed behind the due date guidf@zgnargmg tray. _ .

forms for correspondence and preparation of circulation statistics.

| B)  Charging

The reader presents the required_ book for issue aleng with borrower’s ticket/pocket.

The circulati_on counter incharge takes out the book-card from the book pocket

of the book and inserts it in the borrower’s ticket. The book card and the
borrower’s ticket together are referred to as “charge’

Then the counter incharge puts due date stamp.on th¥dte slip and gives the book
to the reader for taking out of the library. § zb

C) Dlsehargmg

n

i)

D) Advantages

The borrower plesents t&'he wishes to refurn at the circulation desk. The
circulation incharge checks the due date stamped on the date s'lip and other
particulars of the book. Then, he locates the charged borrower’s ticket behind
the due date guide and removes the book card from the borrower’s ticket. He
replaces the book card in the book: pocket of the returned book and hands over
the borrower’s ticket to the borrower. This process of removmg the charged book
card from the borrower’s ticket is called d.lsehargmg

If the book is overdue (that is, retumed after the due datc) then overdue eharges-

- are ealeulated and collected as per the library rules.

partleulars of the book are mentioned. on the book card there is no need to copy
these particulars at the time of issue,

It enables reservation of books.

- Circulation statistics can be compiled easily and without any 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 case. .

vhole process-of issuing a book

This is simple and time-saving system Thls is beeause the signature .of the -
- borrower is not necessary either at the time of issue or return. In addition, as the
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v)  Books can be issued quickly as only one date stamp nceds to beiput on the date
slip for the issuc of a book.
vi) A complete record of the borrower is available at the circulation counter.
vi) If the botrower’s ticket is in the charging tray, it indicates that a certain book was
borrowed by a reader whose name appear on the borrower’s tic-kcit.
E} Disadvantages '
i} This system fails to tell us easily
a)  towhom a particular book is and when it is due.
b)  how many and which books were issucd to a particular reader.
This is because all the charged tickets are filed date-wise however, onc ¢an cheek all the
charged tickets to find out the above information but takes a lot of time and cnergy.
iiy  Ifthe charged tickets are lost, then it is very difficult to identify the books issucd out as
there is no permanent record.
iii}  During rush hours, the charged tickets may ‘%llp down or may be losl because of
quick issue of baoks. !
iv)  There is a possibility of misuse of borrower’ S\ickets and wrong charging of books. A
persen may bring a borrower’s ticket bel@to some other person and get a book

issucd out against that ticket.
v)  If a wrong book card is placed in tk pocket of a book, then there is scope for:

wrong charging of that book.

vi) It is very cumbersome tg crga}ok as we have to check all the charging trays for
locating the book under P

vii} This system docovi ¢ any record of the nature and number of books borrowed
by a rcader previo

viii) The charging trays require much space at the issue counter. In case of big librarics
such as university libraries, state central libraries, etc. issue counter may become
crowded with large number of charging trays containing thousands of charged borrower’s
tickets. '

ix) .During rush time, the counter staff may not be able to file the charged tickets
immediately. Thus, therc is a high possibility of wrong filing if these charged tickets
which are not filed immediately.

x}  This systera does not permit issuc of extra books to the fea.ders.g This is because
the number of books to which a reader is eligible is determined by the number of
tickets issued to him, '

xi} ~ Whenever a readcr wishes to borrow another book after returning a book, then he
has to spend a considerable amount of time. First, he has %o get the 1ssued book
discharged at the returns counter and collect his borrower’s tickets. Then he has

- to stand again in the qucuc at the 1ssue counter to get the book issued out.
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Sclf-Check Exercise -4

State bricfly the major disadvantages of Browne charging system.
Note: i)  Write your answer in the spacc give below.
i1)  Compare your answer with the model answer given at the end of this unit.

Modified Browne Charging System

We have already seen in the last section that the Browne charging system suffers from
certain disadvantages. In order to eliminate or minimise a fo of them, R.S. Naidu has
suggested introduction of pass book system to supplement 1he@cr’s tickets,

Browne charging system supplementcd by pass boo m is most suitable for adoption
in Indian university libraries.

Pass book is issued to every borrower in additi?&c usual mimber of borrower’s tickets

to which he is normally entitled. 1t contains 1e 11t page the following columns.
Register No,
Passport size Name of the
Photo borrower
Address




On the remaining pages of the pass book, the following details are printed:

~ Acen. | Call | Borrower’s| Dateof | Due | Initials Dateof | Initials
number- | No initials Issue Date of the retfurn - of the
with date issue assistant
' assistant at the return
. counter..

A)

B)

. | _ | |
Charging e 0 |

1) The borrower fills the columns @ass book and presents it to the issue counter

assistant along with his/her borr s ticket. |
; . |

ii). The issue counter assistanigfecSrds the due date and puts his inittals against the
entry in the pass b '

form the charge. : i

ii)  Then, he 1e es the book card from the book pocket and inserts it in the
horrower’s t%ﬁ o

iv) He puts the due date stamp on.the date slip of the book and pwee 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. y
. . . !

I
i) . The borrower presents the book to be returned at the returns counter.

Discharging

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 marked on the date
slip of the book.

iii) Counter 1ncharge cancels the entry in the pass book, puts his 1n1t1als 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 to the borrower.
' [




C) Advantages

i) It provides a complete record of the books borrowed and returned bya partlcular
borrower along with dates of issue and return.

i) It prevents unauthorised use of borrower’s tickets by persons other than bonafide
library members. It checks sublending of borrower’s tickets. '

iii) - If any mistakes are committed at the time of charging, we can correct them with

the help of entries in the pass book.
iv) " The entries in pass book offer statistical data such as nature and number ef books
ber_rowed, etc. This information is helpful in determining reader’s interests.
| D) Disadvantages _
B i) it involves additional work both for the borrowers and library staff. -
it) It requires more tire. |

Browne charging system supplemented by pass book system is most suitable for ildopti_on
in Indian universities.

' Ranganathan’s Reader’s 'l‘lckets, Book Ticket Methodg i _ '
This system, which is modified Browne system augs inttofuced by Dr. SR, Ranganathan
“in Madras University Library in the late 1920s. It @ pted by many university and special

libraries iv India. With an Idea of achieving spged and"iccuracy in charging and discharging,
the following modifications were made:

1) The book card was chang&@spockete_d form and the borrower’s ticket into a

non-pocketed form. - : _
ii) - For collection of ove@‘napges, the conscience box was introduced.

The material required, charging and dischargi'ng proceduree are almost similar to that of
Browne charging system. As a result, this system too has the same advantages and
disadvantages of Browne system discussed in the last section.

Self-Check Exercise - 5

What is main characteristic feature of Dr. S.R. Ranganathan’s Readrs’s Ticket, Book ticket
Method? : : :

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

B T

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

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

.......................................................................................................................................................
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Newark Systemn

This system was introduced in the Newark (New Jerséy) Public Library in 1900. It
soon became highly popular among American libraries. Itis a very simple and flexible system
most suitable for all types of public Jibraries, both big and small.

A) Items Required

a) Date Sllp. It measures 18 em x 11 ¢m and is pasted inside the front / back cover
of the book. Due date is stamped on it at the time of issue of book. A specimen
date slip is shown below.

Call Number ' e Accession Number
Name of the library ' '

"This book is due on the date last stampted.

: ' A2 ' . '
b) Book Card : For ca%a book card (size 5 cm x 10 cm) containing the
following details jewprep name of the library, call namber, accession number,
;d

‘author and title book, vertical columns for the due date, borrowcr 5
registration number borrower’s sngnature A spemme,n book cardis gwen below:

Call Number : B A.cc_essmn Number
Author '
Title of the book
This book is due on the date Last stampted.
Pue | Borrower’s Boirower’s Due | Borrower’s ‘Borrower’
date | registration signature date | registration |. signature
number ‘ o .| .number




c) Book Pocket: It measures 5" x 3" or 7.5 cm x 12.5 ¢m and is pasted inside the front
or back cover of the book. It holds the book card. A specimen of the book pocket is shown

below: '
Name of the library

Brief rules of the library

L
2
3.
4

N\

d) Borrower’s Card: Each member is provided wiMwer’s card containing details

such as his/her name, address, registration number, expiry “of membership and signature

__p_f_:'tlie borrower_. In additton to these, columns for e eOrding the due date and date of return
are provided. A specimen borrower’s card is below.

Q@ Of the Library
Borrd@me S
Addr

ess .

~ Registration Number

membership _ _
_ Not transferable
The following titles were issued to me. - '
_ Si gnatufe _
Due . Date of . Due - Date of
date _ return ' date return
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i

i

i

i) ~ The reader presents the book he w15hes to borfow at the issue counter along with its
borrower’s card. _ |

B) Chargmg

ii)  The circulation counter incharge stamps the due date on the borrower’s card, due date
slip of the book and the book card: He writes down the accession numbcr|of the book
‘borrowed below the due date on the borrower’s card. Also, he notes down the
membership: registration number on the book card against the due date marked.
1i1) The book and borrower’s card are given to the reader. _ '
iv)  The book cards are arranged by call numbers behind date guide cards in the chargmg '

trays. Charging trays are made of wood or steel and measure 6" x 4",
. : |

. C) Discharging o : . |

i} The reader returns the book and the box_'rdwcr’s card at the return counter. The counter
incharge finds out the due date by checking the stamp on the due date slip of ttie book.
' |

ii)  Then, the counter incharge locates the apprdpriate date guide and picks out the book
- card of thc returned book with the help of call number and accession number.

iil)  The counter mcharge puts the date.of return s@ﬂ the borrower’s card and returns’ _

it to the reader.

iv)  Then, the counter incharge replaces the b@d into the book pocket, thereby_reledsing

' the book from the charge. . ?\ : !

D) Advantages | Q“ ' : |

i)  This system enables ug,dp maMyain a permanent record of books issued. ' This is not
possible in Browne C system. o -

L
ii)  Asaduplicate record of books issued out is maintained on borrower’s card, the.problem
of loss of issue records due to reasons such as misfiling, slipping, etc. is not very severe.
iii)  This system allows us to know easily o |
"a)  The number of times a particular book was borrowed by a particular teader.

k). The total number-of borrowers who borrowed that particular title, |

Al this information is recorded on the book card. |

iv)  An examination of borrower’s card gives an idea of the nature of books utilised by a

particular reader. - . _ '. ' S

v)  There is less possibility of misuse of borrower’s card by unauthoi‘ise_d pellrsons as the
borrower is required to sign on the book card at the time of issue. The signlature on the

borrower’s card and book card can be compared for verification. |

vi)  Wrong charging of book is minimised as trarisaction 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. N
|




E) Disadvantages _
i) Itis unsuitable in big libraries with heavy circulation of books.

iy Itis relatively more time-consuming than Browne system. In the Newark
system, it is not possible to issue and take back books quickly as in Browne
system. : .

1if)  The readers may have to wait for longer periods at rush time as the issue
procedure is cumbersome. Also, mistakes can be committed at the time
of making eniries leading to problems at the time of discharging.

Self Check Exercise -6
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.

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

e e bbbk eeeseas st esss e

- 14.8.8 Semi-Mechanical Systems :
Most of the semi-mechanical syst_cn@;sically variants of Newark system designed

- holes around the edges are used. les are cut to mark the due date of the book. The

cards are arranged by call number in ingle order. A knitting needle is inserted through a

' given hole and the cards lifted. All cards which are due on a particular date fall into the tray.

In this system, the burden was more on the borrower as he had to note down on the punched

card his name address, call number and éuthor and title of the book every time he borrowes a
book.

to reduce physical labour with the he% of m¥ hines. In one of these, cards with pre-punched

Photocharge System: In this system, microphotos of the borrower’s card, the book card
and a sequentially numbered date of issue or due date slip is taken. In other words, the due
- date slip contains all relevant information of not only the book but also the bofrower. However,

this system has a major operational drawback that is information about cha_rging is available ..

only on a roll microfilm which is difficult to refer,

- 14.8.9 Automated Circulation Systems

The electronic data processing systems, which were introduced into the raarket towards
the end of 1940s, prompted the libraries to explore the possibility of utilising this advanced
techndloy for circulation control. Most of the early aultomatic circulation systems adopted
batch processing “systcms' and used punched cards. The attractive features of these systems
were speed and realibility. Moreover, there was no need for filing of charged book cards in
these systems and it was possible to get, on demand, overdue notices from the machines

| immediately. In spite of these advantages, they suffered from certain drawbacks such as:
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i) There were incapable of offering all items of information relafing to circulation. .

i) A special computer run was necessary to find out what books have bc;en issued to a
particular reader. _ S S i

iii)  If the systers operate in batch h’x_ode, it was very difficult to know accurately, between
computer runs, whether title was on loan. {(Generally, the proceséing was done
overnight) ' !

|

|

In the early 1970s the online circulation systems were developed. This was possible
due to the advances made in complitcr technology in terms of increased memory power,
reduction in the cost for storing data, improved systems for file handling and time-sharing. '

Online Circulation Systems

Online circulation systems were developed both by the libraries as well ag‘, 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 cirr:ulati;on systems. It
manufactured and installed 90 percent of all such in operation throughout the world till around
1985. - - |

~ Apart from CLSI, many other firms develo@:mated circulation S)lfsterns utilising

different computer equipment. Now we havgeavi ge of options to choose from. For
example, we have not only simple microco @ -based systems which satisfy the needs of

~ required for use in big library network

small libraries such as school 1ibrari?b:t Also huge complex mainframe-based systems

Many libraries in develo fgwntries are using Optical Character Recé)gnition (OCR)

labels and bar codes to id libtry materials and members. This has resulted in tremendous
improvement in the cha%d discharging process as these systems are easy to operate,
guick and free of errors. Rather than limiting automation to just circulation activities, majority
of libraries are opting for integrated library systems which are capable for supporting not only
circulation services but also other services such as ontine public access cataloguing {OPAC),

serials control, acquisition, etc. ' : !

149 SUMMING UP

. o _
Circulation desk or circulation counter, where books are issued out and returned, occupies

a pivotal place in the library organisation. A large number of readers interact with the staff
manning the circulation desk. Courteous behaviour and helpful attitude of icirculation staff
not only builds up, the image of the library but also encourages optimum utilisation of library

resources.
|

Circulation section should adopt a suitable charging system capable of |

e providing all the required circulation information. '
. recording loan transactions efficiently, accurately and speedily. |
. reducing costs in terms of staff, equipment and stationery. |

The circulation system can be evaluated with the aid of modern management technique -
such as systems analysis and cost-benefit analysis. ' ' |




14.100 MODEL ANSWERS

I.

3(a)

(b)

The factors which determine the number of books or other items issued to each member
are:

. category to which the member belongs (tcachmg staff, non- tcachm g staff, research
scholars, students, etc.) :

. total number of members
. size and nature of library collection
. book selection policies relating td acquisition of multiplé copies of books
. period of loan _ |
. area covered by the library, that is, whether the majority of users are residents of

surrounding localities or whether they are dlspersed at far away places.
The three purposes served by member’s registration are:
. It identifies the borrower.

. It enables us to collect statistics for performance evgluation.
-

~* It helps in finding out the characteristics of borrd

The functions of the circulation section are: O

. registration of members E
*  charging and discharging ?“
. control processes _ Q‘
. inter-library loan -
. maintenance of records and'statistics
. miscellaneous functions such as maintenance of visitors register, property counter,

checking at entrance and exit-point, etc.

The six items which constitute the “control processes” of the circulation section are:

. renewals

. reserves or holds
. recall

. reminders

*  overdue charges
J notification

The major disadvantages of Browne charging @ystem are its failure to provide the
following information:

a) To whom a particular book:is issued and when it is due.

b) How many and which books were issued to a particular reader?
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5. The main characteristic of Dr, S.R. Ran ganathan’s Reader’s Ticket, Book Ticket method
is that the book card is in a pocket form and reader’s ticket i in a non-pocketed form.

6.  The two main advantages of the Newark system are: !

a) It enables us to maintain a permanent record of books issued. I .

b) As duplicate record of books issued out is maintained on borrow!er‘s card, the

problem of loss of issue records (due to misfiling, _slipping. etc) is alvoided. _

14.11 ASSIGNMENTS — _ . !

_ Visit a University Library or college libraries at your ‘place and observe the circulation

work and methods followed there. Write a brief report. _ :
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14.13 GLOSSARY o - -
Batch-processing : A system in which items to be proccsséd in data processing
' ' ' machines (such as computers must be collected into groups

before their processing. I _ I
Charging . The process of issuing a book out of the library. _
Circulation Desk : A counter or desk where books and other jtem from library
collection are issued and taken back. Also called as
Circulation counter. i

Discharging -~ :  The process of taking back of a book. !

_ _ | .

Holds or Reserve : A book, already under issue, that is kept on reserve for

' another reader. - S i
Overdite charge  :  Fine collected by libraries for the late return q_i__‘iiésue'd books.
Punch Card A card with hole punched in it (may. be ﬁcar_tl;le edges or in

the body) to denote particular information. |




Recall ¢ Calling back a book already issued out of the library for the
- © ..+ use of another reader who requests for the same title.
Renewal ~: 'Bxtension of loan period by reissuing the same book to the
same individual

System : A group or set of interrelated parts/ elements/ components
working together to achieve the stated objective or goal.

14.14 MODEL EXAMINATION QUESTIONS |

I. Eassy Questions _
- 1. Whatis circulation system? Explain the functions of library circulation system, '

2. List out various types of circulation systems and describe in detail any two of
them.

IL. Short Notes
a)  Charging and Discharging

b)  Browne Charging system. 0
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| UNIT-15: COLLECTION MAINTENANCE, SHELVING, -
I STOCK VERIFICATION, WEEDING |
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150 AIMS AND OBJECTIVES

This unit aims to explain the importance of collectiop maintenance in libraries. After
studying this unit, you should be able to:

. describe the functioning of the maintc@sectlon in a library.

. explain the various stacking systems av e for the storage of librafy documents.

. ide_:_ltify the different tyi)cs of arragfemient of books on the shelves.
. discuss the various mcthQNo.k verification. - -
. appreciate the imp@: of weeding in collection maintenance. -

151 INTRODUCTION

In a library, documents are procured, processed (that is, classified and catalogued),
arranged on book shelves and displayed for use of its readers. These documents should be
maintained properly so as to keep them in good physical condition. If this is not done regularly

in a systematic manner, then the users will not get the books required by themn quickly.and .

easily. The maintenance work is a vital one in a service library.

15.2 MAINTENANCE SECTION

Maintenance section functions in close relation with other sections of the library such as

processing section, circulation section and reference section. In has direct contact with the

readers.

Let us now examine the relationship of the maintenance section with other sections in
the library. The processing section serves as feeder to the rriaint_enancé section by supplying
" pew books after processing. The Circulation section gets its supply of baoks required for
issuing to readers from the maintenance section. It also senids back to the maintenance section
the books returned by the borrowers.
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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 section in course of their search for books on the shelves.

Figure 1
READERS [— — ]
R
PROCESSING MAINTENANCE CIRCULATION
SECTION SECTION —| SECTION
BINDERY REEERENCE
| )

15.2.1 Management _ O

The work load of maintenance section ds on various féctors such as the number of
volumes in library collection, types gf,doctifnents available, services offered, type of shelf

access provided (whether closed ac en access).
_ For example, in a libr lowing closed access system, shelving work will be
comparatively less. But, the m: ance 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 rcquestmg reader.

In libraries following open access system, shelving is a major actmty

In small and medium libraries, there are no separate maintenance sections. .:Oftcn this
work is taken care of by the circulation section. However, in large libraries such as university
libraries do- have a separate maintenance section with an assistant llbranan as mcharge and
necessary support staff.

15.2.2 Functions
The furctions of maintenance section are: D ‘
)] Shelving
-ii) Document location
iii) Collection moﬁem_ent
iv)  Dusting and cleaning
v} Guiding

vi) Document maintenance = - ‘




vii) Mainteﬁance of shelf list
vii) Shelf rectification

ix)  Stock verification .

x)  Binding

xi)  Vigilance

Let us discuss each one of the above functions in detail.

. i) Shelving

Shelving is the process of replacing the books on the shelves in their positibns._ 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 éorrections. 0 |
d) B_ooks removed from topical sequence.
¢}  Latest additions to the library. O '
Sequences of Shelving:

As you know, all the different types oents such as periodicals, reference books,

audio-visual materials, etc. are not arrapged M, a single order in our group. Different types
of documents are organised in a num%«;ucﬂces, Sequences are simple collections. The

sequences, that is arrangements of variousdocuments in a library are broadly of two categories:
1. Permanent sequences; and
II. Temporary sequences.

L. Permanent sequences: These remain static for a fairly long period of time. They include
the following types:

- Main sequence

- Textbook sequence

- Reference sequence
. Periodicals sequence

- Close sequence (containing documents such as rare books, costly books, small-
sized books, etc.)

- Theses sequence

- Non-book materials sequence (containing audio/video cassettes, microfilms,
mocrofiche, etc) '
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II. Temporary Sequence: These are arranged for a specific purpose for a relatively shorter
span of time. _ , T :

Examples; : - |

a}  Binding Sequence: It consists of damaged/torn/ worn out books removed from the
shelves for repair/binding. These books are replaced in the permanent sequence as soon

\

as they are repaired/bound.

b)  Topical sequence: It consists of books which are taken out of shelvcs for any spec1al
current event such as seminar, workshop, etc. or local festlvals As soon as the special
events/festivals are over, then these books are sent back to the shelves.-

¢)  Display Sequence: It includes new books added to the library. Geperally, libraries
. display new books, after their processing, in a special book shelf known as ‘New
Arrivals” rack for a short duration, may be a week or ten days. -During this period, the
new books are not issued out to readers. After the prescribed petiod, they are sent to

the stacks. o ‘ ' '

dy Correction Sequence. Sometimes books are pulled out of shelves for correctmg errors
such as wrong spine labels, books cards and due date slips. These books are temporarily
stored in a correction sequence. After makig the necessary corrections, they are

returned to the stacks. . . :

- ¢} Returned Books Sequence: It incloks which are retufned by the readers and

awaiting shelving. '
ii) Document Locatlon ; _
It is the duty of the maintd§ance section to locate documents requestec:l_ by readers and

library staff. Frequen_%ecewes requests for help from the users and reference and

processing staff in the loc of documents. In addition, the maintenance section also picks,
|

- out from the shelves books required for preparing various temporary sequences such as binding

sequence, correction sequence, etc.

iii) Collection Maintenance

As you know, library is a growing organisation. In course of time, the size of the

 collection, number of readers and library staff will increase. As a result, it may be necessary

to rearrange the library collection in a different manner to satisfy the growing users
requirements. This may involve shifting of collections from one place to another. It is the
maintenance section which takes care of this function.

iv) Dusting and Cleaning

This is a routine day-to-day function of the maintenance section. Ifit is not done regularly,
then dust and harmful insects are likely to accumulate and damage the library books. Dusting
books and shelves, sweeping and mopping the floors and removing cob-webs should be done
at regular intervals, We shall discuss about conservation and preservation of hbrary documents
in detail in the next Unit-16..




v) Guiding

Guides are direction labels which show the way to various sections of a library such as
newspapers and magazines section, periodicals section, reference section, stack area, etc. Also
they help in the quick and easy location of the required books by providing class numbers
and their equivalent subjects in various parts of the stack area. It is the respon31b111ty of the
maintenance section (o prepare and maintain guldes apart from book tags (spine labels which
provide call numbers).. The'following guides are prepared for the stack area.

- a)  Tier Guide: Sometimes-the books are arranged in more than one tier stack. In such
cases, tier guides are prepared for each tier giving the class numbers included atong
with their subjects in natural language. '

b)  Gangway Guide: These are placed in each gangway and they show the class numbers
‘of the books covered and their equivalent subject names in natural language.

o Bay Guide: As you know, bay 1s the part of the face of the book rack between two

~ consecutive book shelves. ‘Bay guide is pr0v1ded for each bay in the stack area and it

gwes the inclusive ¢lass numbers of the subjects ‘covered in that bay and thelr
correspondmg subjects in natura] language.

d)  Shelf Guide: Every shelf in the stack area should b@ded with a shelf guide
mentioning the inclusive class numbers of subjectg.goverd®and names of subjects in
natural language. ' 6

e)  General Guide : Normally, this is dlsplaye the door of the stack area. It gives a
ptan of the complete arrangement of - he stack area. In addition, the library
may display a layout dlagram of its ections near the main door (entrance) of

library building,

Apart from the above, the mamte sectlon also prepares General instruction guides
such as the following for dlSp]d)’ in various sections-of the llbrary

No smoking please | _

‘Thank you for maintaining silence.

Piease do not shelvc the books. l,enve them on the reading tables.

Save power. Switch off llghts and fans when not required.

Use spittoons

An up-to-date, accurate and easy to follow guiding systcm famhtates optlmum use of
the library resources. :

vi) Document Maintenance '

‘Due to normal wear and tear, the tags (spine labels) on books are likely to become faint

or invisible or they may even fall off. In such cases, the maintenance section should arrange

. for the preparation and pasting up of fresh tags. Also, the maintenance section should undertake

regular examination of physical condition of books on the shelves and remove worn out/torn
or damaged books for repair/binding.
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vii) Maintenance of Shelf List : |

As we have already seen in section 15.2.3 (i), there are a number of 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 is a catalogue of books in the same order as they are placed on the book shelves,
Usually, it consists of standard-size cards fneésuring' 7.5cmx 125 cm. The%se cards may be
either coloured or without lines. The characteristic 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 number,
accession number, name of author (s), title, edition, year of publication, etc.i Generally, it is
not mzant for public and it should be safe guarded properly as it is an important record.

' As already mentioned above, shelf list cards are arranged in exactly tﬁc same order as
the books on the shelves, We have to maintain different groups of shelf list cards for various
sequences (collections) in the library such as reference sequence, periodicals sequence, rare
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 dccordingly. For
example, if a baok is transferred from the general' collection to the rare books collection, then
its shelf list card should also be shifted from tl@:ﬂﬂ collection shelf list to rare books
shelf list. ' :

Shelf list serves maﬁy useful purposeQ . | ..
it enables maintenance o quence of books. - .

Tope
- It helps' us to replaczg bocK in its correct place.

- It shows the locatt bok on the shelf, S |

- It serves as %d of temporary sequences created in the librarﬂf such as binding

sequence, Co flon sequence, etc.
- It is of immense use in stock verification work.

- The maintenance section is entrusted with the task of preparing, maintaining and updating
shelf list. This is considered as a very important job and it should be done with great care
and responsibility. ' ' ' ' ‘

viii) Shelf Rectification
’ I3

In a library books are likely to be misplaced due to the following reasons:

a) Deliberate hiding of useful books by selfish users. =~ |

b)  Unitentional misfiling of books by readers browsing in the shel_v!es.

¢)  Library staff may file books at wrong places. This may happe'n unintentionally
or in some cases may be due to their laziness or tendency to avoid work.

If the required books are to be found on the shelves, then the filing order on the book
shelves should be perfect. Mistakes, if any, should be corrected on regular basis. This process
is referred to as Shelf rectification It is simply replacing the misplaced books in their right
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blaces. 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 aréa, browse the books and take out the ones -
| they wish to read. Hence, in libraries following open access system, shelf rectification should
‘ be done more regularly.

| ix) Stock Verification

It is the physical check up of documents recorded in the library. Its main aim is to find
out the loss of books, if any. This is one of the most important functions of the
maintenance section. We shall discuss about it in detail in section 15.6

x) Binding

Binding is regarded as one of the vital functions of the maintenance section. The
maintenance section can locate the demaged books during its operations such as shelving,
shelf rectification and stock verification. Such damaged books can be sent for binding
to keep them in good physical condition.

xi)  Vigilance
In libraries, particularly those following open access s , the staff of the maintenance

section are cxpected to keep a close watch ot:ivities of readers in the stack area.
This is done to protect the collection from d¥wffge by vandals through such acts as

tearing off pages, stealing books etc. A number of maintenance staff should be
stationed at important places in @ ea to keep watch on the readers.

Self-Check Exercise-1
(a) List out the functions of Mai@cc Section.

Note: i) Write your answers in the space provided below.

if) Compare your answers with the model answers given at the end of the unit.
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¢) What is Shelf Rectification?
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153 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 display

~ of various documents so that readers can get hold of them easily and quickly. A good stacking
system would

- provide for maximum storage capacity with minimum loss of space.
- enable storage of all types of documents - b8gks and non-book materials.
- _offer quick access to books and related are h as library catalogues, circulation

counier, etc, :
- have facilities for proper veggjlation Providing adequate flow of fresh and dust-
: free air, including facilities fo\gén¥olling temperature and humidity. :

- have sufficient degre shicial lighting.

- enable us to go j uture expansion to meet the demands of storing increasing ‘
number of docu dded to the library collection. i '

15.4 STACKING SYSTEMS

A good stacking system will not only provide for economy of space but also enable the
users to consult the books on shelves with ease. Space is one of the major problems in big
libraries with growing collections, The different stacking systems attempt to offer solutions
to this problem. The major stacking systems are:

- Double Rows on Fixed Shelves
- Hinged Stacks

- Ro_ljing Stacks

- Multi-tier Stacks

- Tower Stacks

- Compact Storage

- Conventional Shelving
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15.4.1 Double Rows on Fixed Shelves

Books are arranged in two rows on normal fixed shelves, that is, there is a visible front
row of books and another back row of books behind it, Pastly visible. Although this system
increases the number of books that can be shelved. It is very difficult to take out the books
on the back row. To avoid this problem, a modification is made; two saparate shelves for two
rows of books are used and provision is made for the winging of front layer to the side to
consult books on the back row.

15.4.2 Hinged Stacks

In this system alse 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
on a curved metal track fitted to the floor.

15.4.3 Rolling Stacks

In this system, the stacks which are made of metal, are provided with the ball bearing
wheels at the bottom. They are placed adjacent to each ofhgr and the ball b:earing wheels
enable us to move the individual units without much diffi8glty} It is estimated that about 50
percent more books can he stored in this method compared 10 normal fixed stacking
system. 0 ' '

15.4.4 Muititier Stacks

It is composed of wooden stacks gd by metal framework, right from the basement
to the roof, It is the basement whicl bearS\he loads of books and shelves and as such ithas a
strong foundation. In this met js desirable to go in for vertical expansion of stacks

rather than horizontal one as it is m&e economical and floor of stack area being made up of
wooden framework or light steel or concrete frame many not be able to bear the heavy load
of multitier stacks. The method has been adopted by a number of Indian libraries to save
space. ' '

15.4.5 Tower Stacks

In this system, the stacks, which reach the roof level, are placed adjacent to the walls
and fixed to them. As a result the walls provide support to the stacks. A major disadvantage
of this system is that it is very difficult to reach the top shelves of racks. Mobile ladders or
step stools should be provide to gain access to the top shelves.

15.4.6 Compact Storage

This is a space saving, modern system of storing library materials. Although compact
storage systems are in use since last century, they have gained popularity during the past two
decades. '

At present, a variety of types of compact storage systems are available in developed
countries such as U.S.A., UK. and Canada. However, in India they are very rarely used.
Recently, M/s. Godrej & Boyce Manufacturing Co. Ltd., had introduced their compact storage
system. But whcether this system is suitable for storing heavy library books or not is not clear.
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Compact storage systems are specialised type of storage equipment which allow
considerable increase in the total space available for storage. It is called as compact storage
as the materials are stored in a highly compact manner.

Compact shelving is of the following three types:

i) Stationary shelves combined with movable revolving segments.
i) Stationary shelves with movable drawers. ]
iii)  Movable sliding shelves.

A simple compact storage system is explained below taking the one being manufactured
by M/s. Godrej & Boyce as the example. In this system, the storage units are mounted on

‘mobile trolleys thereby elementing non-productive aisles (passages for movement of persons).

The movement of storage units on rails can be done manually or mechanically by using the

handles provided. (See Figure 2) I

How space is saved 7

Examine the figure 3 which shows both conventional shelving and compact shelving.
In the conventional shelving much $pace is left for aisles (passages between racks). By adopting
compact storage space can be increased by about 50 pefgent. This is made possible as aisle
spéice is reduced through use of movable racks. 0 I

Advantages :

i) It increases space available fi rage of books by about 50 percent.
ii)  Books can be protected wel]cf%ust and light. '
iii)  Security of books is enflapbad

RAILS FOR
MOVEMENT OF
STORAGE LNITS / /
— —
avA i
SINGLE OQUELS SINGLE € > & 3
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LT UnIT PR i
' |
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Figure 2: Compact Storage System.
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Disadvantages: _
i}y The floor may not bear thé load of storage unit.
ii)  The cost of installation and maintenance considerable.,
1ii) 1t discourages browsing by readers as books are not directly accessible,
iv)  Moving units may produce noise.

v) It 1s cumbersome to shelve books as the units should be moved to and from to
gain access to the required shelf. '

vi)  If proper security system is not provided, then accidents may occur.

15.4.7 Conventional Shelving

This is the most prevalent system in our libraries. In this both single-faced and double-
faced book vacks are used. Generally, the single-faced book racks are placed near the walls.
(See figure 4). Books are stored in open racks which are placed in parallel order with passages
of about 1.35 meters between rows. As per the standards prescribed by the Bureau of Indian
Standards, the gangway between racks should be 1.35 metres. The distance between the side
face of the rack and the wall bearing windows should be atleast :e metre.

Single faced racks may have 6-7 shelves while the double-fa ne may have 12-14 shelves,

According to the Guidelines for Public Library Synd Services, issued by the Raja
Rammohan Roy Library Foundation, the standard dimenstdae/0f book racks are as follows:

OOUBLE-FATED
RASK

WINDDW [ I 1.35 Melres
H.ﬁwxl |

CONVENTIONAL SHELVING 5¥STEM
WITH FIXED STACKS

Figure 4 : Specimen layout of Stock Area
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Figure 5 : Stack Area
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Standard Dimensions of Book Racks:

Height Length Depth Height of
' : lowest shelf
from floor
level
{in millimecters)
Double-faced rack _ 2175 1840 460 100
Single-faced rack 2175 - 1840 230 LGO

Note: For over-sized documents the depths of 600 mm and 300 mm for double-faced and
single-faced racks respectively are recommended. Shelves should be dble to carry a
load of 460 kg per shelf per bay. i

Generally, there are three Types of book racks:

i Open Skeleton Type : It has strips on side and back’

i) Closed Type : In this sides and backs are covered with sheets,
i) Side Closed Type : In this only the sides are covered with sheets.

It is estimated that only 30 percent of floor @ actually used for placing the book
racks. The rest of the space is left for passages to w free movement of readers in the
stack area. This system has the advantage@oviding high accessibility to book racks.
However, in terms of saving space it is not a
is regarded as the best one for library ¢ jons which are heavily used by readers and for

libraries following open access @
Self ~-Check Exercise - 2
What are tower stacks ? @

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

system. This conventional shelving system

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

15.5 SHELF ARRANGEMENT

. The main aim of shelf arrangement is to help in the location of the required book easily
and quickly and if it is not readily available to suggest alternative titles. The arrangement of
books on the shelf can be done in a variety of ways:

i) According to their Size: For arranging books by size, the collection can be divided
- into three broad groups: small-sized books, normal books and over-sized books.




ii}  On the basis of accession numbers: This is usoful in‘libraries following closed access
' “system and having detailed and mdepth subject and author catalogues. It can be adopted
©in large- hbrarles like natlonal libraries or national deposnory llbrarlos

iih) Accordmg to: nature of materials namely, books penodlcalq reference books non-

book muaterials, etc.
-iv) According to purpose, namely, reference, lending, etc.
- v)  On the basis of category of feaders, namely, adults, women, children, students, etc.
vi)  Alphabetical arrangement by the names of titles of _ aut'hors..

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 mieet 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 ogder. In the following sections,
we shall explain the major types of shelf arrangement of bo@ely,

. Classified A.rrangcment O .
- BrokenOrder | - . N
- Paralle] Arrangement N ?\

- Block Arrangement Qs
- Ribbon Arraingemont @ . :

15.5, 1 Classified Arrangement

In this method, the books are arranged on the shelves in the classified mder that is, on
the basis of classification scheme adopted by the library. Generally, class numbers are marked
on the spine labels along with author marks and accession numbers. For example, in a library
using Dewey Decimal Classification scheme, the arrangement of books will start from the
class 000 and end with 999. |

15.5.2 Broken Order

In this arrangement, those books which are in heavy demand are placed on the front stacks.

For example, often in public libraries categories "s'UCh as novels, biographies, children’s works,”

topical books, etc. are much in demand. Hence, such workq are separated from the main
collection and kept in the beginning stacks. The main purpose of this arrangement is to help
the readers to select the books they wish to read easily and quickly with least inconvenience.

Similarly, special types of books such as reference books, etc. are separated. This makes
+ them more accessible to the readers as they find all works of a specific type at one place.

For example in a library following 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 p_erfeot classified order.
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15.5.3 Parallel Arrangement

. In this method, books are arranged on the basis of two factors: number and size. The
main purpose is to arrange the books of different sizes belonging to a specific subject on the
same shelves avoiding wastage of space and physical effort in their retrieval. In this, small-
sized books of a specific subject are placed behind the normal-sized books of the same subject.
Large size books belonging to the same subject are arranged on the bottom most shelf, Thus
a systern of paralle] order is creatcd. '

15.5.4 Block Arrangement

In this method, books are shelved in regular shelf-to-shelf, case-to-case order on the basis

of adopted classification scheme. For example, in public libraries a modification of this method

can be adopted. In a heavily used public library, non-fiction stock can be placicd 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 possibility of fiction and non-fiction books
getting mixed up. ' - '

15.5.5 Ribbon Arrangement

This 1s special type of shelf arrangerrient where in fiction books are an:gngeﬂ on the middle
planks while non-fiction books are placed on the tgp an8bottom planks. The main idea behind
this arrangement is to motivate readers to read non-fagjgh books and to discourage them from

reading fiction books exclusively. Q
" A decision regarding the methggd of sEIf arrangement of books should be taken

considering various factors such as ava storage facilities of the library, needs of users,
types of documents, etc. For g le, dtrangement of books by accession numbers or size
may be done in case of nationaWlibraries/depository libraries. In academic libraries, the
classified order may be t suitable one. In popular public libraries, broken order may
be very helpful to readers, o

15.5.6 Shelving Principles

i) Books in shelves should be kept in a straight line with their spines parallel to the
edge of the shelf.

ii)  Books shonld not be allowed to ‘lean’. The loosely. shelved books should be
pushed from right to left and supported with book ends. '

ili)  As far ay poss'i.ble, the titles of books should be visible even without removing
the books from the shelf. : !

15.5.7 Tools .- o

For the proper functioning of a maintenance section, the following tools are to be
provided:

i) Book ends or Book supports: These help us to make the books stand straight
instead of leaning, ' :

i1)  Book lifts and trollies: While book lifts are essential for taking books to various
floors, book trollies are required for moving books to various areas of a floor.




iif)  Shelving tables: These are needed for sorting books to be shelved, Atleast one
such table should be provided for each floor.

iv).  Stools : These are required for short persons. They enable them to pick out or
- replace books located on top shelves.

v)  Ladders : These may be of .two-:‘step or three-step and heip in rcaching the top of
the shelves for cleaning and dusting. '

Self-Check Exercise-3
{a)  What is the characteristic feature of “classified arrangement” of books on the shelf?

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

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

15.6 STOCK VERIFICATICN

Stock verification may be defined as “the physical check-up of the documents recorded
in the library”, Its purpose is to find out whether all the documents procured by the library
are in its actual possession or whether any of them have been lost.

- Often government departments undertake annual stock verification wherein stock articles
such as typewriters, almirahs, work tables, chairs etc. are checked against stock register to
detect losses/thefts, Tn libraries, various documents such as books, periodicals, dissertations,
audio-visual materials, etc. constitute its stock. Verification of library stock is also done in
similar fashion for identifying loss of documents and for taking remedial steps against theft
of books.




;

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 01 misplaced
is high in a particular library, then the concerned library authorities would have to take steps
to safeguard the collection. It is only through regular stock verification that we can identify
these problems. The need for stock verification is an imperative one.

15.6.1 Need for Stock Verification

15.6.2 Aims of Stock Verification
The aims of stock verification are:
1) to list out the lost books.
i)  toidentify the misplaced books and replace them in correct position.
iii)  to check the worn-out or torn books and send-them for binding.

iv)  to identify the books which are to be corgected, for example, errors in class

numbers on spine labels, bibliographic degails ®p due date slips, book cards, etc,
i

v)  topull out the books that can be w&@ut.
15.6.3 Advantages : _ . |

i) Itenables us to know the lost books. \his knowledge helps the librarian to rcplzice the
' lost books, which are popul “h in demand and essential. Availability of correct

both by the users and staff members. Library staff members can provide right
answer to readers’ questi

and retiable information ;bo’u st books avoids unnecessary search for these books,

ii) . During stock verification, it is possible to replace the wrongly placed books in their
corrzct locations. Often, shelf rectification is undertaken as a preparatory step to stock
verification. Shelf rectification is simply replacing the misphced books in their correct
places. This is done by reading the shelves in a systematic order, 1dcnt1ty1ng the

misplaced books and putting them back at their correct positions.
' ili)  The long overdue books can be recalled in the name of stock verification.

iv) It helps the librarian to take decision whether to have open or closed access to book
shelves. If the stock verification reveals that the loss of books in open access system is
not more than in closed access system, then he can introduce the opea access system,

v) . Asstock verification provides information about the number of lost bOOkb it is possible
‘ © toestimate the pcrcentage of lost books.

vi) It helps the library management {0 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
338 can have an idea of the popularity of a subject on the basis of the number of books




vii)

lostin it. If a large number of books are lost in a particular subject, we may conclude,
with reasonable accuracy, that it is one of the most popular subjects in that library.

Stock verification helps in shifting and dusting of bocks at regular intervals. Thus, we
can prevent accumulation of dust and insects in the book shelves.

Stock veritication offers scope for review of the library collection. We can check
physical condition of books and remove damaged of worn-out books. Also, outdated
old editions can be removed from the general collection and kept in a repository‘

It helps the members of the library staff to familiarise themselves with library collection.
This knowledge would be very helpful to them in providing efficient reference services
to readers.

It facilitates maintaining the various library records such as catalogues, shelf list,
accession register etc. in an up-to-date manner. Updated records cnable the library
staff members to offer better services such as reservation, inter-library loans, location
of documents, ete. '

15.6.4 Disadvantages

i) Stock verification is most likely to disturb the normal working of a library. As a
result, the reader services will be affected. Nc some libraries are completely
closed during stock verification, other restricgheif services to limited time.

iiy  Often, during stock verification b(@sucd out are recalled for physical
verification and this causes much inco ence to readers.

i) It involves considerable expendiflire; both for materials and manpower. In a

service library, some bo Jikely to be lost. This is unavoidable. The cost
of stock verification js verhigh when compared with the cost of lost books.
Many librarians a t it is not advisable to spend so much just to find out

what books have beetNibst. Moreover, a book once lost is lost forever. There is
need to incur additional expenditure just to know which books have been lost. I
any popular book is lost, it can be known very easily from the repeated public
demands and replaced. ' ' '

15.6.5 Reasons for Loss of Books

In libraries following open access system (that is, where readers are allowed to go to the

book shelves, handle books freely and pick up the ones required by them) there are bound to
be loses. In addition, a small percentage of books issued out are also likely to be lost due to
various factors such as theft, misplacements, physical damage, etc. The major reasons for

book losses are mentioned below:

1)

if)

Certain individuals have the dangerous habit of stealing. In spite of security measures
they resort to stealing as a compulsive habit.

Sometimes the vigilance system in library may not be adequate such as absence of
“watchmen in stack areas, improper checking at exit-point, etc. This fact may encourage
a few individuals to steal the booké. This is said to be the major teason for the theft of
books. ' '
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iii) In some cases the library may not permit issue on loan of certain types of documents
such as periodicals, reference books, etc. outside the library. As a result the rcaders may
be forced to steal the required documents, ' '

15.6.6 Steps to Reduce Loss of Books |

It is impossible to totally prevent loss of books. But, we can take certain preventive
steps atleast to reduce such losses. They are:

1) Tightening the security check at the exit point and maintaining strict vigil in the
stack area.
ii}y  Providing efficient photocopy services.
iii) Ektending t'he'l'ibra'ry hours, particularly during examination perib_ds in academic
libraries. ' :
Self-Check Exercise -4
Define Stock Verification and state its main aims.

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

15.6.7 Methods of Stock Verification

i
In the following sections, we shall discuss the various methods used for stock vertfication.

1) Accession Register

~As you have already learnt, accession register is a stock register maintained in the library
for recording all the documents received in the library through purchase, gift or exchanage.
In this method a library staff member takes the accession register to the book stack, reads out
the details of books including accession number and another persons puts a tick mark with
pencil against the particular accession number in the accession register. After checking the
complete collection, a list of missing books is made and steps taken to trace them. -

Advantage;
i) It is simple method.

Disadvantages :

1) It is a cumbersome procedure as the library staff have to flip thro‘ugh a number of pages
to locate the required accession number for every book. 1f the library collection is very




large, then they may have to carry a number of volumes of acccssio‘n’regiéter

i) It is time consuming as the books on the shelf are arranged by call number and the
books in ‘the accession register are ar ranged by accession number. This difference in

arrangement of book sequences required considerable time in locatmg thc required
accewon number.

iii) lt causes spoiling of the accession register. As some Lxck or other marks are made in it
for books located, it chsﬁgures its appearancc

Example:
Accession  Author Title Publisher Supplier Edition .Price Call No. Remarks
Number '
L. Krishan  Library Manual Vikas Visa- Ist 65.00  025.1 Chf_:éked
Kumar landhra ' KRI
2, Mittal,  Library Metro- -do-  4th . 4000 025.1 Checked
RL. Administration politan B MIT

2) Separate Register With Accession Numbers

In this method, a separate Stock-taking register is design@o]lows:
“Accession 1992 1993 1994 1995

_ Remarks
' ~—

While one library staff member ut the accession number of the book on the sheif,

another puts tick mark in the particular year column against the called out accession number,
After completing the checking of all books, a saparate list of books not found is prcpared
The other sequences such as books issued, books sent for binding, etc. are checked and entries
of those books which are found are struck off. Finally, a list of all lost books along with their

complete bibliographic details mc]uclmg pnce is prepared and the total cost of the lost books
is found out.

| Advantage:

“1) . Itavoids spoiling of accession register with marks and erasings.

Dishdvantages: o
i) It 1s a slow process and required much time.
i) It cannot be used in big libraries with large collections because of time factor.

iil)  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 amount of money, time and effort. ' '
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3) Separate Sheets with Accession Numbers

Instead of using separate stock-taking registers as described in the previous. section,
separale sheets containing accession numbers in serial order are used as shown below:

GANDHI MEMORIAL LIBRARY .
STOCK-TAKING SHEET FOR THE YEAR 1992
1 11 21 ?
2 12 22
3 13 23
4 14 | 24 |
5 15 25 ;
6 16 26

7 17 o7

8 18 . 28

9 19 29 |
10 20 0 30

The accession numbers are either typ8d, pginted or marked with a numbering machine.
In this method, the accession number yooks which are located on the shelf are struck off.
"The rest of the items are checked at t%e counter, binding sequence, etc. and the found
items are crossed out. Finally, @ RaAinin

along with full bibliographig det
Advantages: .

i) It is possible for many ]ibfary staff members to undertake stock verification
simultaneously. This is because copies of the stock-taking sheets can be made
easily. ' - |

paining accession numbers are written op separate sheets
- + |
. Thus, a list of lost books is prepared.

i) It enables completion of stock verification work in less time.

4) Numerical Counting

Wou are aware the accession register provides us the total number of documents available
in the library. Just through simple physical counting of books on the shelves; issue sequence,
binding sequence, etc., we can know the total number of books actually available in the library.
By substracting this number from the total number of books as per the accession register we
can find out the number of lost books. |

Advantages:
D It is very simple method.

iiy It provides a rough estimate of the loss of books

342

o




Disadvantag_es:

i) 1t can be used by only those libraries which do not wish to go in for actual physical
verification of each book in the library.

in It cannot tell us which books have been lost and their tota) cost.

5} Book Cards,

This method utilises the book cards available in each book. These book cards are
removed from book pockets and rearranged according to accession numbers. After checking
all possible places such as issue sequence, binding sequence, correction sequence etc. finally
a hist of missing accession numbers is prepared and their bibliographic details ascertained from

- the accesson register,* After stock verification, the book cards are rearranged by call number
and replaced in their respective book pockets.

Disadvantage:

i} This is a very cumbersome method especially when the library has several
thousands of books.

6) Check Cards

In this method, check cards measuring 5 cm x 7.5 ¢m are O§gd. JEvery book rack is allotted
a serial number/symbol, A check card, containing acge€gn number and location symbol is
prepared for each book. After preparing check card books on shelves, under issue,
sent for binding, etc.” they are arranged accordi accession numbers. This helps us to
identify the missing accession numbers and ¢ r(% list of untraced books.

Disadvantages:

1) This method is of usc i@libraries which do not have shelf list. For libraries
maintaining shelf list, it is a¥heer waste of time and money to prepare check cards.

Ty Sample Stock Verification

This involves selecting a portion of the total library collection using a suitable sampting
methed and doing stock verification. Often those sections which are heavily used are verified.
Through this method we can make a rough estimate of the loss of books. '

8) Computer Application

In this method, the accession numbers of the books present on the shelves, issued out on
loan, sent for binding, correction work, etc. are noted on plain paper and then punched on
punch cards. This information is recorded in the bomputcr. Also, the accession numbers of
the total coltection of the library are also fed into it and the computer is asked to give as output
the list of missing accession numbers. These accession numbers represent the lost books. The
reliability of this method depends on the accuracy of data {accession numbers) fed into the
computer.

%) Stock Verification Using Shelf List Cards with special columns

The methods described above suffer from many disadvantages and are not much psed in~
reputed libraries. They do not help us in shelf rectification, that is, replacing misplaced books 343




in their proper locations. This is mainly because most of the above methods use accession
number as the basis for checking. Moreover, they do not enable us to know casily if a book
shelved in its correct place. So, a new method using the shelf list was developed for stock
verification. If you wish to recollect about shelf list, please see Section 15.2.3 (vii).

For the purpose of stock verification us.ing shelf list cards, the follbwing C(émditions should
be fulfiled: |

i) Shelf list should be up-to-date, accurate and properly arranged.
Iu i) Tt should be in card form. _ ‘

iii)  Shelf list cards should not only provide essential bibliographic details but also ‘
' have space for noting stock verification entries.

iv)  Shelf rectification should have been done properly.

v}  The call numbers of books should be individualising and the spines of books
should bear call numbers. This would enable us to identify the bc}oks by reading
the call number.

An example of a shelf list card with special columns is shown below:

025.81 Hymgn, 3{
f aC¥ss in libraries / .
yman. Chicago: ALA, '

4500 ?.‘982 1992 | 1993 | 1994 | 1995
% | 1996 | 1997 | 1998 | 1999
a

In this method, a lib St: eruber takes the drawer containing shelf list cards to the
book shelves., Another s%mber reads aloud the call numnber of the book on the shelf by
locking at the spine label orinside the book and the pe'rson with the shelf Ii:;;t cards locates
the particular shelf list card of that called book, puts a tick mark in the relevant year column
and pushes the shelf list card towards himself. This process goes on till all't;he books of the
day’s guota 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 shelf list cards are checked with
other sequences like issue sequence, binding sepuence, withdrawals sequence, etc. At the end

- of stock verification, a final list of these standing shelf list cards is prepared. This list provides
information about the lost/missing books. The books in this list are written (i}ff after making
necessary entries in the withdrawals register. The shelf list cards of the book$ withdrawn are

arranged separately in a withdrawals sequence. .
!
Advantages: '

1) Itis a quick and easy method as the arrangement of books on the shelves and the
shelf list cards is the same. '
i) Simultaneously many persons can do stock verification work with each person
taking a shelf list drawer. '
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Disadvantage_s:.

i) Asitinvolves putting a tick mark on the shelf list card, some time is requi 1_'éd.

ti)  In view of limited number of columns that can be accommodated on a shelf list
card, they may get filléd after a few years. Consequently, we may havc to prepare
new shelf list cards for all the books in the tibrary collection.

iiiy  If the library is following descriptive cataloguing; there may not be suffi(':ienlt space .
to draw columns on the shelf list card.

~ 10) Shelf List Cards without Special Columns

This method is exactly similar to the one described above except for the fact that the

- shelf list cards do not have any columns for making stock verification entries. - If the book is

found, then the checking person simply pushes the particular shelf list card towards himself.
The other procedure is same as the above method.

Advanta ges:

i) It enables us to do stock verification very quickly.

ii) Many individuals can do ll simultaneously.

- iii). It assists us in shelf rectifications: 9 _ |
iv) As the books on the shelves and shel cards are in same order, checking is
very easy. o :

11) Dr. S.R. Ranganathan’s Method (Combfigfig™Shelf Rectification and Stock. Verification)

Dr. S.R. Ranganathan advocate: which combines shelf rectification with stock
verification. He said that these jghs shold be done in a phased, smooth manner so as not to
disrupt the normal services of ¢ ry, that is, without closing the library or restrlcung the
services. The’ le'lOuS steps of thls ethod are descrlbed below

i) Deciding the Quota : As a plchmmary step, the quota of books to be checked for the
day is decided. Then the corresponchn g shelf list card trays are taken out

ii)  Checking With Charged Tray: The next step is to check at the issue counter. The
issue counter assistant calls out the call numbers of books (fallmg in the day’s quota)
from the issued books sequence. The checking person makes the shelf list card of the

" book called stand up, there by making their call numbers visible. So, at the end of
checking, all the shelf list cards which are standing on their short edge are those of
bocks which are issued out on loan.

iit)  Shelf Rectification: Before embarking on cflccking book shcl.ves, shelf rectification
“has to be done. In addition, all the returned books should be filed. -

iv)  Shelf checking : This is done by two persons; while one person calls out the call number
mentioned on the spine label of the book, another person- checks for that card in the
shelf list tray, finds it and then he simply pushes it towards 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 hooks which are not
found. - '




| .-.v) Investlgatlon. Person checks for the books in the investigation box at the followmg
plaees ' _ : _ o Co ' ‘

- books JUSI returned -

- books left on readlng tables

- .- booksin reader’s hands. : . S - L ‘
- misplaced books ) . S : -

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 basrs of this "
report the librarian takes corrective steps such as ' o

replacing important and much_—m-demand lost titles
- - writing off lost books not much in demand.

- strengthening security measures

be made in the above method by including one columsyfor Year of stock verification. A tick

According to prof. Krishan Kumar (Librar_v Ma$e 196), a stight modification can
mark or initials can be put against the years on sl@t cavls of books which are traced.

Advantages: _
i) Itcan be adopted without either\g®tcting services or closing the library.
i) Tt is most suitable both Q}J and large libriries. I _. L
iii) | It enables the llbr . undertake stock verrflcatlon as often as necessary For
example, a section lich 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. R

iv) It can be done by a number of persons as various secuons can be entrusted to
different mdmduals ' '

v)  Itcanbe done qmckly

vi) - Asitis combined with shelf rectlflcatlon it enables the library to locate mi splacecl _
books and replace them at their correct positions.

15.6.8 Controversial Issues

1) Responsibility for Loss of Books

Part1cularly in small libraries, the lass of books is a- major problern 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 _
Unfonunately in Indid they are made accountable for the lost books. Of late, fortunately, thére

i are very few cases of action being taken against librarians for lost books; this has been malnly
346 ' - ' '




due to the efforts of llbrary associations. If the loss of books is w1th1n the permltted level,
' then it should be written off by the library authorities. The permitted level of loss of books,
as specified by the Government of Indla, is three volumes per one thousand velumes
issued/consulted in a year. '

In cases where there are heavy losses, that is, those above permitted levels, detailed
investigation has to be done and preventive steps taken to avoid further losses. If there are
any dishonest librarians, then disciplinary actlon should be taken agalnst them.

2) Frequency

We can undertake stock verification in a small public library once every year. But we
cannot do the same in case of big libraries with large collections running into lakhs of books.
In these libraries, it is better if the shelf rectification and stock verification are done _
- simultaneously. Those sections where there are heavy losses should be subjected to stock
verlf" cation frequentl y. )

Based on the coverage stock venhcatlon is of two typee _' _ " _

i) Complete Verification: In this all the documents n the hbrary are physically
checked,

it} Sample Verlf' catlon In thlS only a specrﬁOample) of the total collectlon
s venﬁed : -

- The Government of India htts issued guide___lin ing to stock verification in l_ibra'ries.
- It states as reasonable loss of three volumes ne thousand volumes issued/consulted in a

year. However, such losses should not be du%shonesty or negligence on the part of the
librarian. Loss of books of the value: lipg Rs. 200.00, rare or special books should be
investigated and action taken. AlL suchMgooks can be written off by a competent authority
only. It also provides that stoc@ation should always be subject to surprise checks by
some independent ofﬁcers ' ' :

FREQUENCY OF STOCK VERFICATION
(according to Guidelines issued by the Government of India}

Total | Whether complete or sample Frequency

document -~ verification to be done

collection

Up to 20,000 Complete verrification l Once in a year

volumes ' . ~ (If the library has only

qualified - library staff
member, then the verifica-

tion may be done atleast
once in three- yedrs )
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of libraries wherein their stock is certified oftch

library sequences (collections) arf

“or complete verification? L _ S |

157 WEEDING _

20,001 to 50,000 Complele\verificaﬁo'n' o " Atleast once in three years

volumes . _ : S _ '_ _ .
Above 50,000 - Sample verification - B Atleast once in five years
~ volumes * (If such verification reveals un: ' !

usu_al or unreasonable 'shortage,'
then complete verification should S

be d_on'e.)' '

3) Closing the Library o R

It is a normal practice for the library to close down compl.e_tcly whenever they t_aké up

- stock verification work. This disrupts the rhythm of library service and it should be avoided.

We can select those stock verification methods (such as the one using shelf list cfards), which
do not require closing the library or limiting the reader services. '
4) Who should do Stock Verification? :

Generally audit is done by persons who colg frdm butéi'de_ a"genciesfgovernment
Wi practice an exception has been in case
by Jbrary professionals onty. Itiis preferable
if the libraries wherein their stock is c’crlii?&en by library professionals only. It is preferable

fi

departments. This is a statutory requirement. g

ter equipped to trace any missing books.

© if the libraty stock checked by 1ibra¥ro Sionals as they have intimate knowledge of various

Self-Check Exercise-5 @ D _
A library has over 50,000 doctfments. How often should stock verification be done by it ac-
cording to the guidelines issued by the Government of India? Should it be sample verification .

TSP O OO PEP A PITPSI T T LT L LA
..........-...'..............--..........-........._........---........’.-_.....'..‘.q-............_......,....._....-........-.‘.......-_...-......_._.__..-....._.
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.......................................................................................................................................................
........................................................................................................................................................
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Soon after stock verification, it would be pos'siblc for a library 1o undcrtakie the work of
weeding out books from its stock.. Weeding or discarding is the process of_I withdrawing
unserviceable reading materials from circulation in a library. The fbllowing l};pes of books
are weeded out: - ' S i




) Old Editions: Sbmctimes 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 editions may contain certain useful ma_t'erial not i_ncluded in
the new edition. ' ' T ' '

i Obsolete Books: The thought content of s.ome books may become obsolete and
sometimes they may provide wrong information. Such outdated books can be safely
withdrawn from the collection. '

iii) = Torn or Damaged Books: If the books are heavily used, then they are likely to be
torn or damaged. The condition of the book may be such that it can no longer be used
by the reader. In such cases, these books, which are shabby and cannot be bound, can
be weeded out. If there is demand for any such book, then a new copy could be

| purchased and replaced. ' '

iv) . Unused Books: In libraries, there are likely to be some books which are never used
by the readers. Such books can be removed from the active collection and deposited in
a store room/repository.

15.7.1 Advantages of Weeding
i)  Ttprovides adequate space for books s_tock that i.siing used actively.

ii)  Removal of shabby and torn books makes the &

. and _-appcaling. _ Q o
iif) - The library collection is likely o be gxtensiYI§ used as the readers find new books
or latest editions of books on the sh& : o
15.7.2 Disposal of Weeded Materials
The weeded out materials ca%pos«ad off in én_y of the following ways: |
i) Gifting to local libraries Which are likely to utilise them. '
ii)  Sending them to depository centres at the regionalh'statefnational level.

iii) Maintaining a separate sequence of weeded out books in the library.

iv)  Selling them as waste paper.

15.7.3 Process )

Weeding out of unwanted books has to be undertaken periodically. The 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. However, 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. Weeding out should be done by the librarian exercising’

great care, following the prescribed procedure and with utmost caution.

tion much more attractive -
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rectification, stock verification, arranging

Self-Check Exercise-6
Mention the types of materials that can be weeded out of a library.
Note: i) Write your.answcr in the space given below. |

ii) Compare your answer with the model] answers given at the end of this unit.

T LR L T R L R L R L LR LR L
......................................................................................................................................................

158 SUMMING UP

In this unit, we have seen that the maintenance section of a library plays a vital role in
the proper arrangement, display and upkeep in good physical condition of the various library
documents. This is done to ensure that the documents required by the readers are made
available to them quickly and easily. The maintengncegetion performs a variety of functions
such as replacement of documents in shelves, locat documents, shifting.of collections,
preparing and maintaining guides, mainta@the documents in good condition, shelt

| _pair and binding of damaged books and
maintaining vigil in the stack area to av?@ftsﬂ The ultima;e purpose of all these activities
v

is to encourage and facilitate the im se of the libraf‘y collection by the readets.
159 MODEL ANSWERS Q - ) _""

1 (a) The function& ntenance section are:
i} shelving

ii) document location

iii) collection movement

iv) dusting and cleaning

v} guiding o
vi) docurmnent maintenance
vii) shelf rectification

viii) maintenance of shelf lis_t
ix) stock Verification

x) binding

xi) vigilance




(b} The various types of | guides that should be.preparcd:by- the maintenance section
are: ' ' - '

i) | ticr.guid-e

ii) gangway guide -

ifi) bay guide

tv) shelf guide

v). general guide

Vi) gcncral instructions guide

¢}  Shelf rectification is replacmg the misplaced books in their correct locatlons on
the book shelves.

- Tower stack is a stacking system wherein stacks, which reach the roof level, are placed
adjacent to the wall and fixed to them As a result, the walls prowde support to the
stacks.

that books are arranged on the basis of classi scheme adopted by the
library, that is, according to class numbers.
(b) The tools required for the functioning of mnce section are:
i) book ends or book suppofts : ?s
if) - book lifts and trollies Q~
iii) stools . ' ' :
iv) ladders | @ -

Stock Verification is physical check-up of documents recorded in the fibrary. Its aims are:

(a) The characteristic feature of “classified arrangeme:” of books on the shelves is
af

1) 1o list out the lost books

i) | to identify the misplaced books and replace them in their correct positions.
i) to check the worn-out or torn books and send them for binding

iv) to identify books which are to be corrected

Stock verification should be conducted in a library having over 50,000 books atleast
once in five years. Only a sample verification is enough. However, if the sample
“verification reveals unusual of unreasonable losses, then a complete verification of the
total stock should be undertaken. '

The following types of materials can be weeded out of a library:
i)' old editions
ii} obsolete books .-
i} torn or damaged books

iv) unused books
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15.10 ASSIGNMENT
1)  Visit any two or three lrbranes and study the stacking system. and shqlf arrangement

methods followed by them.

2) Critically examine the use of stock verification in llbranes Wthh have over three lakh
documents in their collection.

15.12 RECOMMENDED BOOKS o o

Krlshan Kumar, L:bmry Manual. New Delhi; Vikas, 1989. p 186-199

Mittal, R.L.Library Administration: ‘Theory and Practice. 5th ed. Ncw Delhr Metropolltan
1984,

15.12°. GLOSSARY - I

Closed access : In thlS system, the readers are not aliowed to g0 to the book shclves
Usually, if any reader wants to refer a book, then he gives a slip mentioning

thc details of the book to a membgr of the library staff. The library staff
member goes into the sta_ck ardy lodutes the book and hands it over to the

. reader who had requeste it A
Open Hdccess  : This systcra allows the to move freely among the book shelves and

the book on shelf, takes it out and hands over to the readei who had
requ@r it. Paging is a major activity in closed access libraries (Where
T ' '

select the books th?g» to read. _ ‘
Paging : - Itis the job@m by a member of the library staff wherein he locates

readers ot permitted to go into the stack area)
Tier o Tt refers to the row of book shelves. -~ - - : !
Weeding : Process of remo\ring from the library collection books which are damaged,

- worn out unused or outdated : o !

15.12 MODEL EXAMINATION QUESTIONS

L. Essay Questions Vi
- 1. Explan vanous systems of stacking in- llbranes _
2. What is Shelf Arrangement‘? Describe various types of arrangcments in libraries.

g
3)  What is Stock Verification? Explain its purpose and describe vanous methocls of

stock verification in libraries = = - : _ |

'II. Short Notes
a)  Weeding of 11brary materlals

b)  Compact storage.
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16.0 AIMS AND OBJECTIVES

This unit aims to introduce you various conscrvation and preservation methods used in
libraries, After studying this unit you should be able to

. enumerate the objectives of library binding and criteria for binding of various types
of documents '

. discuss the various types of binding and their use

. have an idea about the organisation and management of binding section in a library

. discuss the need for and methods of preservation

. identify various destructive agents of library materials. _ 353




16.1 INTRODUCTION

Before we are going to discuss various conservation arid preservation methods and
techniques that can be used in libraries, it is necessary for us to understand the r!ncaning of.
the three terms: Conservation, Preservation and Restoration. Conservation means
‘Preserving from the destructive effects, natural decay or waste’. The term Conservation has
two main components: (i) Preservation and (ii} Restoration. '

. Preservation is the process, which tries to resist or delay the harmful (destructive) effects
of the various factors in‘environment. Restoration is the process, which seeks 0 improve
the physical condition of the object so that its ori ginal or almost original condition is regained.
This is done by either totally or partially removing the effects of the environment.

Normally the Iibrary collections consists of a well selected stock of general materials
such as books, periodicals, government publications; newspapers, pamphiets etc. and special
materials such as microfilms, dissertations, manuscripts, maps, gramophone records, tapes,
photographss, charts etc.

A librarian has a dual role, one to facilitate the.use of all these library materials and second
to conserve them. This apparently seems coritradiction Mgerms, but in practice it is not so.
He conserves the library material so that it can be for the posterity ofithe future
‘generations. Maintenance of library collection a begin with the acquisition of materials
and continue with the handling of materials dufiggshe process of preparation for use, their -
storage and their use by readers. Binding, verification, weeding and stock rectification
also form the part of maintenance v mvcr, among these the book binding activity
forms as an important activity of ¢ the documents. |

162 BINDING @

16.2.1 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:

. to increase the life span of the book through protecting it within certain covermg
materials such as cardboard, leather, rexin, plastic sheets etc.

R to add to the durability of library documents, (Durablllty rnean_s maintaining in
good shape when in use) '

»  to enhance the aesthetic appearance of the various library documents. If the
damaged books are properly repalrcd and bound, then they are likely j to attract
more number of readers.

16.2.2 Binding Policy . . ‘

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 sometime when the cover becomes loose and the
stitching breaks. Some libraries prefer binding of books as soon as they are purchased while
some others only after they are damaged. This is one of the reasons why the library prefers
purchasing library editions, which ate bound originally. Even these types of bound books
need to be rebound after some time when they are worn out and torn. The books that are
originally bound possess case binding and hence need not be bound completely because they
retain their cardboards intact, but require with calico and stitching.

The question of binding should also be discussed not just from the points of view of
- decoration and economy, but from the perspective of utility and strength and its strength to
withstand wear and tear resulting from constant use.

What is to be bound?

The librarian is the person who has the ability to say that a particular type of book requires
a particular type binding. Binding of book is not a big problem in the case of scientific and
technological books and reference books like dictionaries and encyclopaedias which are
originally case-bound according to their value, use and requirement. But it is a problem with
fiction and other languages books and specially with bo@nhshed in India.

Criteria for Book Binding .

All the books do not require the same attentily boeks that require binding should
be bound and the rest discarded, and withdrggn froffl the stock. For example, fiction books
need not be paid much attention with rega%hcir binding. Subject books on sciences,

" bumanities, technology, reference bo anuscripts, eic., should be bound according to their
purpose and utility. Apart from the cO8 of the book, its utility and. purpose, the number of
readers using it should be the % for book binding. Even as regards back numbers of
periodicals, the merits of various tWge§ of binding like leather binding with gold-lettering (Law-
book binding), full calico binding, half leather binding, ordinary type of binding and wrapper
binding should be considered before taking the final decision. A knowledge of the technical
aspects of the binding work is a most valuable asset to the librarian. As a proverb goes, “a
stitch in time saves nine”. Unless the book is bound in time, it is not possible to preserve it.

W.R. Thurman, formerly Binding foreman of the New York Public Library offered certain
criteria for deciding the binding policy. He suggested that the librarian may ask hlmseit the
following eleven questions before sending a volume to the binder;

i} How much use is the volume going to have?

i) .In what way is it going to be used ?

1i)  What kind of readers are going to use if?

iv)  How quickly does such a volume usually get worn out?
V) Atwhat points will it be likely to get most work out?

vi)  How long are the contents of the book going to be timely and how soon will they have
only historical value?
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|
vii) How much is the book worth now? How much is it likely to be worth in the future?
viii) Can it be easily replaced now? Can it be caslly replaced in mturc ? |
ix)  Is it such a size and weight that it needs special attention Ot the binder ?

x)  How about the kind of paper in the volume, plates, maps, inserts, etc.?

xi)  What is the present condition of the book or periodicals?
16.2.3 Binding of Special Types of Documents

(i) Periodicals

The periodicals departments generally maintain close relations with the bindiery, and
participates in the formulation of binding routines. The department also has the responsibility
of arranging the volumes for the binder and making sure that title pages, indexes, supplements,
inserts, errata sheets and other paris are mcludcd in the volumes. Library manua]s, should
provide guldehnes for binding, quality of paper, format, intrinsic value, and possible or probable

use.
(2) Newspapers Qﬂ _

- Of all the source materials bearing upon the life of a unity, the local ncw%paper is
probably the most comprehensive, easiest to securefa ye most evanescent. Each newspaper

the newspapers back volume collection may g ake up a large part of the library’s budget.

file is expensive; the cost of subscrlptlon binding, 3 g the bulky volumes, and servicing
The library’s responsibility for presery 1003 materials should be taken up seriously. Of
course, the number of local newspapers Mrchsed may create an acute problem. Most libraries
wilt find it necessary to maintay ile of atleast one large metropolitan daily. Rag-paper
editions and microfilm editions hese publications tend to simplify this part of the

conservation programe. |

3) Pamphlets

Libraries collect pamphlets. If these materials are to be used to best .afgivantage
considerable attention must be given to their proper care. Some research libraries bind
pamphlets much as they bind books in boards with cloth or paper covers. A few libraries
group pamptilets on special subjects and bind ther into volumes. Other libraries place
pamphlets in vertical files, books or envelopes, or wire staple them into manila covers. The
decision as to which method a library should follow will depend upon the emphasis placed
on preserving pamphlet materials, their nature, probable use both present as well as future.

(4) Binding of Other Reading materials : ' |

Very thin items, especially if they are in a similar series, may be held, tied in boards, .
until thick enough to be combined into a regular cloth volume; but if they deal will;h varied
subjects, they can be better bound as individual volumes. Some iterns are printed on paper

which is of too poor quality or fragile for regular binding. If these materials are to be retained

permanently, then they may have to be Japanese tissued or otherwise protected and then bound,

or, they may be placed in cloth portfolios and marked to match other parts of the sets if these
have been bound. Materials such as press releases, which have awkward formats, insufficient




'margins, will also need special attention. As noted earlier, distinction should be made between
items which are rare and those which require less expensive treatment. Finally, consideration
should be given to the probable use of materials. Items that are likely to be heavily used may
be bound in separate pamphlet style covers. On the other hand, items that are likely to be
little used may be kept unbound indefinitely,

Mending and Repair of Books

+ Whether the library maintains its town bindery or not, it will have to face problems of
repait. The decision which needs to be made involves determining what to discard, what to
rebind, and what to repair. Books in bad conditicn and worn out beyond repair should be
constdered for permanent removal from the collection. Outdated books, especially textbooks
and technical books can be discarded. '

Both fiction and non-fiction books which possess any of the following characteristics
may rebound:

. heavily used continuously

. established as standard works

. expensive titles | 0
Mending is done when _ O

. pages are loose, torn or rumpled.

. back is breaking at the joints, either at t%or bottom,

. spine or joints are broken. Qs

Self Check Exercise -1 @
What are the three major objectives of libMry binding?

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.

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

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

16.3 TYPES OF BINDING

The various types of binding are :

a) Full Leather Binding
b)  Half Leather Binding
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¢)  Full Cloth Binding

d)  Half Cloth Binding

e) Hard bound books

f) Paper backs

g) Perfect binding _

a) Full Leather Binding: In this, cardboard is covered wholly with leather. This binding
is used for expensive and rare books. Generally, it is employed for reference books like

encyclopaedias, atlases, directories etc. The major disadvantages of this method are high cost
and need for constant care.

b) Half Leather Binding : Only the spine and half portion of the cardboard are covered
with leather, the remaining portion is covered by materials such as rexine, cloth, marble paper,

“etc. Book covers may also be covered with leather in some cases, This method is ofien uscd

in Indian libraries for back volumes of periodicals.

¢) Full. Cloth Binding: In this, the cardbdard is totally covered with cloth. This method
is widely used for heavily used documents such as popular books, standard works, textbooks, etc.

book. The remaining portion is covered by inexgensNg materials such as paper, laminated
decorative sheets, marble etc.

¢) Hard Beund Books: Often the pubbringout hardbound editions of their books,
As such there is no immediate necd t@uaggt them bound. In this type of binding, the book is
enclosed in a cardboard cover with thickpaper aitached to it. On the inside of the cover near

dy Half Cloth Binding: Cloth is vsed for %ntg only the spine and corners of the

its spine, section stitch and a cloth are used to add to the stiffness and durability of
binding. ' '
f) Paper Backs: Tht od 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. This is
not recommended for library use and is often utilised for letier pads, paperbacks of popular
fiction, etc.

Library Reinforced Binding: This refers to the practice of strengthening the book
through attachment of some additional materials. It may be strengthening the hinge with cloth
or a page with plastic sheets, tissue, etc. ]




Self - Check Exercise -2
(a) List the eight steps of binding process.
Note: i) Write your answer in the space given below.

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

................................................... B > ——

Regarding the specifications for lib@ming, Dr. S.RR. Ranganathan has provided
detailed guidelines for both rebinding cll a¥ for new binding of library documents. Further,
in 1935 the American Library Assoc@lsp prepared a standard for library building namely
“Minimum Specification for Class A Lib ary Binding. In 1939 in collaboration with the Library
Binding Institute, it formulated another standard ender the name of “Standard for Reinforced
(Pre-Library Bound) New Books”. .

164 BINDING MATERIALS

The various materials required for a bindin g section can be grouped under three categories.
a)  Covering Materials |

b) Lettering and Tooling Materials

c) Machines and equipment

d) Miscellancous

a) Covering Materials
1) Suitable leathers for binding.
ii)  Book cloth, calico and buckram for binding.

iii)  Suitable paper for binding such as high cellulose containing paper, waxed paper,

and lining paper.
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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 vartous sizes.
viil) Thread.
ix)  Paste and glue.
x)  Cord for reinforcing upper and Tower edges of new spine.
b) Lcttering and Tooling Materials: i
n Gold coloured coated paper.
i) Letters made of lead.
iii)  Guilding machine with electriéally operated equiprient.
¢) Machines and equipments required for book biﬁdi'ng:
1) Hard press (Small press)

i1} Rounding machine

iii)  Electrically operated (power) cutﬂn@ne and hand operated cutting machine.
iv)  Pinning machine. |

v)  Card board or hard board cuttQachine. . _

vi) Hammers. _ ?\ i

vii) Needles and Bo@
viii) Stove for themprepardtion of pasie/glue or an electric glue pot

e
ix)  Brass pot %king paste

_d) Miscellaneous

i) Mending materials such as art gum erasers, ink erasers, steel crasers, ink eradictors,
alcohol and gasoline used as solvents to remove oil spots and strains, white soap, vinegar,
sand paper, shellac and book lacquers for water proofing, vulcanised brush with metal bandle
for applying shellac, plastic book sprays. '

i) General office shears, a sharp pointed knife, two or mofe bone or plastic folders, dusting
power, a straight ruler with steel edge, biushes, blotters, cord for reinforcing upper and lower
cdges of new spine. ' '

16.5 ORGANISATION OF BINDING SECTION

The library may get the documents bound in its own binding section located within the
library or it may entrust the work to an outside binder. Outside commercial binder may be
selected by calling quotations or through open selection. Atleast one person in the Library
binding section should be thoroughly skilled in the binding operations. The expanston of the
staff will depend upon the increase in workload. The American Library Association also
specified the duties of the Person-in-charge of the Binding Section.




The llbl’al’lcs can maintain the records of documents sent for bmdmg in the form of a
register or on cards. The various columns in a bmdmg reglster are shown below:

Name and Address of the Library

Sl Date of Call Author Title Kindof Date of Cost of Payment

No.  Despatch No. _ Binding Receipt Binding Voucher No

The Binding Register serves the following purposes:

. provides a permanent record of documents sent for binding
» . meets the needs of audit.
. payments towards binding can be easily calculated.

For quick and easy locaiion of information about books sent for binding, the library can
maintain the above record on cards also. These cards can bf@w{ged by title.

Qelf-Check Exercise -3 .
What purposes the Binding Reglster can serve'? O '

Note: i) Write your answer in the bpﬁ?\ below. : _
il) Compare your answer he Model answer given at the end of this unit.

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

i 16.6 PRESERVATION

A library is a store-house of human knowledge. This knowledge is generally kept in
records, which are made of paper and leaf and these records are housed in materials composed
mainly of wood, glass, iron, leather, fabric and paper.

Every thing in the world decays iri.course of time. But science attemipts to keep them in -

good trim for a certain length of time. It is an onerous task to preserve library records. But
at the same time modern scientific researchers are finding out means of saving human records
from the attack of hostile forces. '
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16.6.1 Destructive Agents of Library Materials |
The destructive agents of library materials are mainly of seven kinds:

a) Climate, b) Insects, c) Light, d) Moisture, €) Atmospheric conditions, {) Dust and dlirt,
and g) Bacteria and fungi. : |

a) Climate

Sudden variations in temperature and moisture are the two most deteriorating factors for
most of the articles of a library. So it is necessary to adopt means to keep the articles in such
a way that they may be in a comparatively uniform temperature and in dry places. To secure
them against variations of temperature and moisture, scientific preservation should also be
used where necessary. '

b) Insects

Insects of various kinds eat into the vitals of wood, leather, paper, hoard, buckram, etc.
In preserving the life of these materials, careful treatment by chemicals is sometimes essential.

¢) Light .

Certain colours on papers, fabrics etc., fade b&gome soft and their mediums become
fragile under the action of direct sunlight. ey is a1s0 caused by the diffused day light but
not so much as by direct sunlight. The co @ protective measure is darkness, but it has
practical disadvantages. To comprom@egctween the two and from economic’as well as from
aesthetic points of view, the satig 'acu%nur to be taken into consideration should be one

near the middle of the spectra low tint.

d) Moisture

It contains carbon-dioMde derived from the air and sulphur acids frem the burning coal
or coal gas. 1t plays as important role on the following:

i) The life of bacteria ﬁnd -fungi
ii)y  Fading
iii)  Action of salt,

Flere the most vital thing is to remove the moist air. This can be done by proper
ventilation. The usc of calcium chloride inside the showcase ot almirah has proved to be
useful.

¢) Atmospheric conditions

If the temperature runs on a very great range the condition of the object becomes very '
bad. In high temperature, parts of the object somerimes crack and in low lemperature squééze,
provided the two temperatures run in variation of 24 hours. To avoid this condition, as far as
possible, an equable temperaiure should be maintained. '




f) Dust and Dirt

Directly these do not cause damage to the objects but they accelerate the action. For
this, occassional cleaning is required and the best remedy suggested 1s to use dust and dirt
proof steel showcases.

g) Bacteria and fungi

Bacteria and certain vegetable growths such as lichens and fungi are the main destructive
agents to an old object. Moisture and warmth accelerate the growth of these bacteria and
fungi. The protective measure is to keep the objects in dry conditions

16.6.2 Preservation Methods

Preservation of library materials involves:

. ascertaining the constituent elements of the object to be preserved.

. finding out the cause of change or deterioration of the object

. adopting suitable means to remove the cause of damage and to counteract the destructive
agents, '

Objects, specially of organic materials, are liable to be agtacked and sometimes are quickly
destroyed by insects. The larvae of beetles and motit, codkroaches, silverfish and white
ants are the enemies with whom we have o fightde uiSects can be removed or killed in

the following two ways.
a) By taking preventive measures:

'This can be best done by frequ 'nspgtion, cleaning and keeping naphthalene bails

or camphor cakes or raw lime cakes. oWder of orrisroot (bach), cloves (lavanga), black
pepper and cinnamon may be t in equal proportion, dried, powered and kept in small
cloth bags and put on the book s 5. This power is to be changed at an interval of about

three months. This country-made preservative powder consisting of cloves, cinnamon, etc.
1s quite good for small libraries but it is costly for big libraries and archives because
considerable labour is required when a large amount of the preservative has to be mixed and
put in bags.
b) Destroying the insects by fumigation:
It should be done with the following chemicals:

i) Carbon-dioxide

)" Formaldehyde (Formialin)

i)  Carbon-disulphide

iv) Thymol

v)  Three parts of ethylene-dichloride and one part of carbon-tetrachloride.

¢) Other Preservative measures
The following preventive and curative measures can also to taken in library:

i) Free circulation of air at a regular interval of fortnight or a month.
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ii)  Dusting of books at regular intervals. It should be remembered that dust invites
bookworms. ' :

iiiy  Books should be exposed to sunlight for a short time as long time exposure may render
the paper brittle. Under the direct sunrays, eggs and larvae of the insects cannot live.

iv)  Phenyl! or crude creosote diluted with kerosene oil should be sprinkled on the shelves
and maphthalene balls or camphor should be spread on the sides of the books.

v) Dry neem (Melia azardirachte) and tobacco leaves should be placed inside the folds of
the book’s pages.

vi) Books should be wreated with some insecticides. The chemicals used as insecticides
are: Corrosive sublimate, Carbolic acid and Methylated spirit.

To the covers of the books, both inside and outside, this solution should be applied, four
times a year, by means of brush.

Another solution of rectified spirit, mercuric chloride and phenyl may be. effectively
used in the same manner.

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
little of this solution can also be safely added to the paste used for binding books.

- Shell Tax: It is a product of Burma 0il Compagy (§ow Indian Oil Company) and is
very effective against the insects specially white gnts. aflout any injurious effect, it can be
used safely on paper, cloth, leather and photopr: -

be immediately used as a curative. In casggf Where the rooms are kept closed this chemical
serves well.

Spreading a mixture of Eopp tobacco and pepper in equal proportion on the racks

When books, documents, almirahs avh;l‘: are attacked with insects, benzene should

and shelves of the almirahs ooks are kept is also effective. It is also advisable to add
Keating’s insect powder to thisw/Fepper may be substituted by campbor. But whatever may
be the ingredients, they should be changed every two or three months. This preservative is
quite good for small libraries but it is expensive for big libraries.

When library materials are terribly attacked with insects, the remedial measure is
fumigation by suitable fumigants. -

Self-Check Exercise-4
a)  Mention the destructive agents of library materials?

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

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




b) Which chemicals are generally used in fumigation for destroying insects?

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

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

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

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

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

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

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

16.6.3 Common Insect Pests and their Prevention

To prevent the common infect pests, libraries have been using various measures. Some

of them have been discussed here :

Insect

Preventive and curative measures

i) Cockroaches

i) Silverfish

it) Bookworms . a.

Various kinds of commercial insecticides may be used.

A mixture of 12 parts of gpdium fluoride in 100 parts of
flour, a white powder b@e sprinkied in the haunts of
cockroaches. It shoyld be bifie in mind that sodium flouride
is poisonous to h beings '

Borax may rayed in the places where they are likely to

encounter

Ca IIs and naphthalene cakes are effective in
pingNpooks free of these insects.

n spray, a commerciall insecticide, may be used for
destroying them.
Maintaining a high degree of cleanliness
Spread a mixture of boric acid and flour where they are
likely to encounter
A mixture of 12 parts of sodium flouride in 100 parts of
flour may be used.
Sprinkling of phcnyl water.
Baygon spray is very effective in keeping books and
documents free of these insects. '
Naphthalene and camphor cakes may be used over the
shelves ' '
Naphthalene in the form of blocks or paradichlorobenzene
crystals 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

paradichlorobenzene crystals. The crystals should remain
in the container for at least a forinight.
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¢. Vacuum fumigation only has been found successful, a
measure feasible only in the large libraries. . '
d. Baygon spray may be used

w

iv} Mildew or Moulds Storage in light and well ventilated rooms where books are
kept dry.
b. Thymol fumigation has proved a satisfactory measure both

as a preventive and as a remedy for moulds and mildew,

¢. The following chemical varnishes may be brushed thinly

on to the book covers and allowed to dry thoroughly before
the books are shelved. These varnishes give complete
protection aga'inst moulds and mildew.
1. Shellac flakes

Mastic

Sandrac

Camphor

Alcohol

Oil of lavender

Mercuric chloside
2. Thymol C@

Merc loride

Ethe _
zene '
yl cellulose

hirlan Extra

Xylol

@ Butanol

d. The following chemical compounds arc known to protect
leather against fungal growth:

I. Phyenyl mercuric nitrate
2. Pentachlorophenol

3. Betanaphthol

4. Paranitrophenol

v) Termites or White Ants  a. Poisoning of the haunts with solutions containing
trichlorobenzene, pentachlorophenol, sodiuin arsenite have
proved very effective.

b. Affected sites should be treated with a diluted emulsion
consisting of one gatlon of 20 per cent concentrate of dieldrin
to 80-100 gallons of water.

¢. Termites may be also killed by introducing DDT or
gammexene smoke, under pressure into the termitaries.
Gammexane dust is also effective (Please note that
Gammexane smoke is injuricus to paper)
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d. Pouring of a solution of sodium arsenite (1 part of sodium
arsenite to 9 parts of benzol) into any cracks in the library
floor may be sufficient to keep termites at bay.

e. Wood-dwelling termites may be repelled with a wood
preservative such as coal-tar or creosote.

f.  Termex-emulsion application.
g. Antokil - absolute preventive of the ravages of white ants,

h. Ordinary kerosene oil may be pourcd over the haunts of
termites.

vi) Firebrats. Booklice (pso  a. Canbe controlled effectively by spraying the walls, wood,
cids), bookworms in the floors, ceilings, interiors of closets and cupboards with Di
beetle stage. eldrin.

b. Other effective sprays are oil solutions of five percent DDT,
two percent Chlordane, two percent Malathion, or one half
of one percent lindane.,

c. Insecticide powders li . DDT.

d. Baygon spray.

The best met { deStroying book worm larvac is by
fumigation drogen Cyanide, Methyl Bromide,
¢ Carbon—@hl e or other lethal gases.
Self-Check Exercise-5 _ '

What preventive and curative megres are takent for controlling mildew or moulds?
Note: 1) Write your ans the space given below,

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

16,7 AIR-CONDITIONING

It has been observed that maintenance of controlled temperature and humidity of the air
in the storage area is of considerable value in preserving books and records. In the air-
conditioning system, it is also possible to treat the acid with alkaline water so that acidic gases
in the atmosphere may be neutralised. The recent development of air-conditioning does give
us some means of coping with environment, both for ourselves and for our books. Once this
was thought as a luxury but now it is being increasingly recognised as a necessity for the
well-being of both human beings, and of the books and manuscripts which we seek to preserve.
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The prevention of deterioration is a more important aspect and air-conditioning {s the most

effective means of controlling both chemical and biological enemies of books. The installation
of air-conditioning is no doubt expensive, but we should bear in mind that there are books
whose intellectual or emotional value ought not be appraised in monetary tcrms. : The most
practical way te control temperature and humidity and clean air is by Central Air Cohdilioning.
This system is most efficient when desighed into new construction but it can be installed in
existing structures too.

16.8 NON-BOOK MATERIALS

The recent development of microforms, magnetic and optical media is too well known

" now-a-days. The bibliographer may dislike and distrust microfilm, the learned schblars may

dep]ore' the discomfort of using it but it rermains. at least a possible way of preserving and
transmitting printed texts. Its use for newspapers is a saving on every score. It saves binding
costs, shelf space, and there is nothing of repairing expenses. The magnetic and optic media
can store large quantities of data and facilitate easy retricval. '

. Non-book materials like books need te be given proper care and attention. Films, even
those on cellulose acetate, can suffer real damage while in use and storage. Dust, '_hcat, and
humidity are harmful to film as well as to paper. Dust an®\dirt in contact with the film can
very easily scratch it. Like books, microfilms with excB&iy€ humidity attract the g;rowth of
mould or mildew over the films, and there is also@ of the rusting of the spools on which
the films are wound. Whatever microfilm rcade d, it must be protected [rom dust and

should be operated with consideration for tl?qitse[f. _ .

For an instance, regarding the cg d pPeservation of floppy disks, the following points

have to be considered: : '
’ Avoid touching e Q@ areas of a magnetic disk

. Avoid exposure to magnetic fields

T Use only felt tip pens and very light pressure on the floppy labels

. Avoid contamination and warpage by returning disk to its envelope when not in
use .
. Store floppy disk in an environment that is between 4% and 60°% with a }relative

humidity between 20% and 80%

Keeping all the hazards in view it is suggested that air-conditioned storage is important
for the non-book materials. ' '

16.9 DIGITISATION AND ARCHIVING

Besides acquiring and making the documents available, libraries have to preserve the
documents for the posterity. Digitisation is one of the important processes, as a result of
technological applications to libraries and information centres. In this process first a digital
file will be created through scanning and OCR (Optical Character Recognition) technologies.
Scanning requires a complex and expensive preparatory work. The “digital master” file should
be created at the highest suitable resolution and bit depth. This master file then becomes t




