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Preface

THE LIBRARY is the most useful of all social institutions which
democratize knowledge. o ' O\

India is now independent and every day she is matehing

ahead. With the spread of cducation, libraries azé, growing

“all over the country. But the success of a library ‘depends
mainly on the librarian and his knowledge~of the science
and technique of librarianship, i.e. the proper acquisition,
proper dissemination and proper presqm%tfon of books and
other reading materials. v\

Innumerable books covering the Vafious aspects of library
science have been published but\it i not always possible
for the average librarian to.tefer to them for information
and guidance. This book sgeks fo give the information and
guidance essential to the‘Qaily running of a library in a concise
and handy form. Thef:t\hreefold purpose of this book may be
stated thus : \ N '

1. To gi%e to the librarian who lacks professional
training guidance in the performance of his day-to-day work ;
2, 19 serve as coliateral reading in pi.fessional educa~
tion i\ librarianship ; and
,\’3‘2" To serve as a textbook for a short course on Library
\'S‘Qiehce. : |
I hope and believe that this book will be a useful handbook
and practical guide for newcomers to the profession. The
author is aware that the task is not merely to give young
librarians some knowledge but alse to inspire in them a faith
in the ideals of true librarianship, and he ventures to hope
that, in this respect too, this book will, to some extent, be
useful. :
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The Library and the Librarian - O

_* - N\

Ny

H ELIBRARY IS one of the 1mportant“ 1nst1tut10ns

“which helps to_ build up a natlon Thechief purpose of

a hbmry is to liquidate ﬂhteracy and. to disseminate | know-

ledge and culture throughout a country, SN aim is to unfold

the varied faculties of each and every \n&wuiual of the nation

—man or woman, child or adult, rich or poor—adopting ways
and means which are appropna?f:e in each case.

The majority of the _people of India and other Asian
countnes are poor and 1llrterate For centunes thesc peop}e
matic Lnow]edgc avere demed“them As a resuit they are
today “ the dum‘}x\mﬂhons of Asm But they “form the
‘real backbone gfthe nation and every effort should be made
to educate them and also to help them understand world
movemen{s.

The %t:ttus of a nation as a whole depends solely on the
w clfaze and achievements of the people irrespéctive of social
»Cla.és sex and religion. “And everything regardmg the welfare

\aﬁd achievements of the masses depends on ‘their education,
mode of hvmg ‘and way ‘of thinking. There is no way- to .
1mprove ‘the standards of the people—-both of their hvmg and
thmkmg——but the process of democratlzmg know ledge through
a network of frce schools supplementcd by a natmn«mde iree
Hbrary service.

‘As’a part of the fight against ﬂhteracy, hbranes as mes-

I
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2 LIBRARY PROCEDURE

sengers of knowledge and education, should be organized all
over the country and they should be made successful and
creative institutions through a system of co-ordinated ad-
ministration, sound book-policy and wide publicity.

-~ The word “ library ”* is derived from the Latin libraria",

" a place where books and written decuments are kept. But

' the library of today is more than a building or a room in

. which books are stored, It selects, collects and distributcs\

books. to meet the demands of varying tastes, environments,

: and intellectual equipment. : O
- The function of a library is thus not enly to colléct and
prescrve books but also to disseminate them. The latter
- function is the most important one.  As Rabind Afath Tagore

_‘ said at the All-India Library Conference i ig28, * Most

* libraries are possessed with the passion fogaccumulatlon
. The facilities offered for their [books] @ 24¢8 that should have
: been its [a library’s] glory, are not; deémed necessary for its
pnde Meodern librarianship tp.kes the view that every
~ book should have its reader and, ghat, without a reader, a book,
' no matter how valuable and. scholarly it may be, is of very
little value for the library '
- The fundamental dui;y of a librarian is to bring books and
readers into proper\‘&ontact This can be done only by one
. who appreciates the objectives and potentialities of a library,
- the techmque,s& tools and means for achieving them, and the
. purposes apd”limitations of the means. The success of a
: hbraryﬁhlérefore depends largely on the librarian.
Tt ds the duty of the librarian to select the right type of
baQL.s and collect them, to create the readers’ interest through
\‘the right type of publicity and personal hélp, to bring the
tight type of book to the right person at the right time and
to preserve the books with care. Thus the librarian needs
. to be .not only an expert provider but also an idealist, an
: t%rlthusmstic promoter of the yet wider use of books. That
is why librarianship has become a distinct profession.

5 _:‘;.* Belief, Techniqug and Service—these three words will be
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‘the motte of a true librarian. He should have a strong belief.
_ in the value of the library ; he should know the technigues of

Bbrary science and he should dedicate his life to the rendering
“of sincere service to the people.
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Book Selection QO
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HE LIBRARY,in order to be a creatiyé)useful and
effective instrument of education, shoﬁl& contain the

right type of books. O
With the enormons and constantly, 4icreasing output of
~+ books, the problem of selection of thefight type becomes more
v difficult every day. Financially, it fohot possible for a library
to buy all the new books publishd and this is also not worth
while a5 all newly published dbobks are not necessarily useful
“publications. Hence the Iibrarian should use his discrimina-
tion, very cautiously {eohsidering the limitations of the
tibrary budget, the ghtbrests of the community which uses
the library, andtheé ideal function of a library, ie. to help
in the development and enrichment of human life. Balanced

ook selectiamyis an important function in the running of a

library, ¢ |
It is ﬁgt possible for an individual to read all the new books

in qrd_ér to select the right type., The librarian should, in the
Jrofitine of selection, decide what aids are to he depended on
Ndor necessary help and information about current books and

about old ones. Book selection aids generally include :

. I. Printed lists of books ;

v 2 Book reviews published in important dailies, month-
Lies and quarterlies ; and

s 3~ Advice and help from readers and experts.

S

4



BOOK SELECTION 3

‘The printed lists of books may be divided broadly under
the following heads :

1. Lists published by learned societies, library commis- v "'

sions and other corporate bodies of standing ; and
2. Lists published by book-traders.

According to the requirements of the community, books\
can safely be selected from lists of the first type. The librAgian
should, however, exercise great care whilst chéosipg:‘boéks
from lists jssued by the book trade as they are designed to aid
the sale of books and naturally ighore their weak features,
Information regarding the content of a book, its)point of view,
its treatment of the subject and the authohs ability may be
gathered from such lists but the librari fshould exercise dis-
crimination while using them as a Basis for book selection.

Book reviews published regula;}y in newspapers and perio-
dicals are another important sofirce of aid in book: selection.
Here too, the librarian should\Pe careful to select only reliable
and authoritative periodieals and dailics as a source of reviews.

Since boaks are for usé\and a library is meant for the readers,
readers must be im‘\t‘&d to let the library know their likes and

dislikes. For this\purpose, in order to enable the readers t°|;9, .y
help in book selection, a library should maintain a set of cards, | PN

a blank bodk'or loose slips on which readers may note their|
suggesti‘@sf’h The cards or blank book should provide spacei
for the\ollowing entries : {r) Title, (2} Author, (3) Publisher,i
(4)Brice, and (5) Source of information (if from any review, |
Qiét," etc.). Library authorities should consult these recom-
mendations at the time of the final sclection and due attention
should be given to them. This will help considerably in
making a library a success among the community it serves.
In any case, a librarian should not select books and journals
entirely on his own.. He should take the help of the leading
members of the community (in the case of public libraries),
of cxperts (in the case of technical libraries) and of teachers,
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! . .
{ lecturers and departmental heads {in the case of school, college

| or university lbraries), Such help will make the selection a
| complete and balanced one.
 Besides resorting to the aids described above, a hbranan
has to consider the following pomts in relation to a particalar
book beforc final sclection ;
:\ﬂi Who is the author and to what extent does the bgolk
“veflect his personality ? ¢\ \
. 2. Does the work display any degree of creatzve spower
- or originality of conception ? Is its treatment of its‘subject
either too scholarly, abstract or popular ? &0
3. What is the date of publication ? (}{3 no use pur-
chasing books which are out-of-date, pagticularly in the
case of books on science and techno og In some cases,
however, the age of a book gives it Jadditional value and
- makes it a precious addition as a eario or an exhibit.}
_ 4. What.is the physmal and general make-up (format)
- of the bock ¥
() Are the types used in the book clear, legible and
brlght ? : _
{#) Is the q\{f\htﬁ, fone and ﬁnish of the paper used
good?
() Isthe Dook furnished w1th an index, a bibliography,
ma.ps an,q plates ?

A h,br‘}r;an has also to conmder whlch among p0351b1e
selecslons would make the best reading for the largest number
ats the least cost. He should carefully consider the price of a

ok in comparison w1th the number of readers it will serve,
“In the seiectlon and, purchase of new books the hbranan should
follow the golden path of cconomy. He should make every
E?fort 10 secure baoks through gifts and exchanges and thus

: save some of the money of the library which can be utilized
. elsewhere, Government pubhcahons may be secured free of
cost, sPecmHy for the. pubhc libraries. Regarding costly and
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second-hand books, the librarian should consult second-hand
and auction catalogues if available. A list, with addresses, of
dealers in second-hand and rare books is usually to be found
in the advertising pages of library journals. -

A librarian should maintain a file of the slips or cards of
recommended books, with detailed information about them.
In due course he will place these suggestions before the book-
selection committee, of which: the librarian usually acts, ab
the ex-officio secretary. Tt is wiser to devote some tlme %o
the preparation of lists of suitable books throughout the’ year
than to prepare such lists in one or two sittings. Ifthe latter
course is followed, there is every possibility of imiportant
titles being omitted. Every care should beaken to avoid
unnecessary duphcatlon and to replace \Jmportant books
re]eeted from stock on grounds of p )@ical deterioration.

- The following rules W111 be helpful m ¢ broad selection of
books for libraries : D '

",

“"1.  Select books that wilk ‘tend towards the development
"~ and enrichment of life, ..
2. Select books th&t will be positively useful and not
harmful either t fIre individual or the community.
3. Select bogks ‘on subjects in which individuals and
- groups in the @ommunity have a natural interest..
4. Selee{books suitable for all the people of the com-
. munity, @gt merely for those who are enrolled as borrowers..
- The sele tion should, as far as possible, cover every trade,
frehgxon, political doctrine, mterest and custom found
“To the community.
\ 5. Select some books of permanent value regardless of '
whether or not they will be much used. :
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Ordering, Checking and PreparingS
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Books for Library Use &
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0ST LIBRARIES have their own system of ordering
‘books and journals. It is desirable)to keep this system -
as simple as possible in order to satisfy\auélt requlrements
" For.. srnall _public. Tibraries or é&fﬂ&ﬁ hﬂranes the Tibrarian
should prepare a list of b books mentlomng the names of authoers
a.nd tlﬂt?? The order-lmt shonid mclude aII the relevant
and pubhsher Duphca\te coples of every order hst for books
and miagazities sh ﬁkﬁ be made. One‘ copy should be sent to
the bookshop ‘and he other retained with the hbrarm.n to
enable him tof check agamst the orders when the books are
recewe‘&w m,:“'._q_ - .
l'or Qrger libraries, the following procedure is suggested :
- O\
~.ﬁ. \When a book is selected for purchase, the following
\ (dbtails ‘are entered on a card: {@) author’s name, (b) title,
( ) price, (4) edition, () publisher, and (f) number of pages
- 2. This card with all other order-cards is kept in a box
. arranged alphabetically under the author's name.

3. The orders are then sent to the respective booksellers,
~each card being marked with an jdentifying symbol for the
: name of the bookseller from whom the book has been
- ordered, e.g. APH for Asia Publishing House, together with

8




OCGRDERING AND PREPARATION ]

the date of the order and then filed alphabetically.
*+ 4. The hooksellers will receive lists of the books they
are required to supply. Every such list shouid be numbered
and booksellers should be instructed to quote these num-
bers on the invaices. These numbers will help to check the
books when received and io remove the order cards from
the erder files. ~
5. On receipt of books from the booksellers, the dates
of receipt should be entered on the respective cards \ahd
the titles incorporated in the catalogue in order tq prevent Sk

__re-ordering. N

L '\rap" & "y E;_\ \"‘“. .
FLEG b < L

. Every shlpment of new books should be shere}I on a special
shelf, arranged alphabeticaily by authors t@\famhtatc checking
with the invoice and the order-cards or ips as well as to check
thoreughly whether the book is com.plc’te with all the pages,
‘ptates, maps, etc. .When the hook”has. been checked, the
Tibrary’s mark of ownership, eifher by a rubber-stamp or by
a book plate (a printed or engtaved label with the name of the
library on it and with spaee for the call nuinber to be written)
should be stamped or pasted on the inside of the front cover.
. The perforating stafu® 15 the other safe way of marking owner-
ship on a library Peok. Besides this, all the plates, maps and
one of the pages®f the book cither 2g or 39, should be stamped

with a sealgfthe library.
Thc. \0\\1*1& ’Ehree t1_11ngs to be fixed are :

ONF " The book label, a small square or round slip of paper
““pasted on the back (spine) of a book on which is written
the call number of a book after classification and cataloguing
are done; R o
2. The dating slip, a blank sheet of paper with room fo
write dates of issue and return, to be fixed on the fly-leaf
_opposite the back-cover ; -
‘3. The book pocket, a piece of trlangular or square paper
pasted in the form of a pocket on the inside back-cover to
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ORDERING AND PREPARATION Ir

~hold the book card. In case of any difficulty with the
fixing of the book pocket, the book card can easily be kept
within the book.

Every care should be taken to maintain neatness and
uniformity in the work of fixing and pastmg the different
labels and pockets. N\

Generally, new books come fresh from the press. Xhey
should be carefully “opened”, i.e. a few pages at a timey Shmﬂd
be turned with the cover, gently pressing up and dowit 411l the
middle of the book is reached. If this is not dene, there is
every chance of breaking the binding. Aften/ bpemng the
uncut pages should be carefully cut with a ‘smooth paper
cutter. If this precaution is not taken, Ahe reader will pro-
bably cut the pages with his finger or a péncﬂ and thus damage
the bock.

,o
Y N,

BOOX Pve{ﬁ'kET

Call 7 328
Number 3 Hyz
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The Accession and Withdrazwal Book>

N
2\

HE ACCESSION BOOK is the key to thé/kfe history :
ing of the additions of books in order of Qeir receipt, Ina
fibrary this s @ process of éntéring bookdMitonalogically in a |
bound, ruled register, giving each voltfiie a serial number and -
recording other necessary information,” This register is known ."
as the acression register and thevs'e}ial number assigned to each :
back as the accession mambg;r;“f"]?he accession number is im-
portant, as through it the entire history of a book may be ;
traced. R -

Trrespective of t e'\xfofm that the accession register takes, %
the following basighntormation should be entered in each case: ;
1. Serial Numbé?; 2. Title, 3. Author, 4. Publisher and place '
of publica’tiqu 5. Date of publication, 6, Source—whether the , lt
hook is &r}‘:hased or received as a gift or in exchange, 7. Price, ‘ ¥
8. Cost{{actual sum paid after deducting commission, etc.), :
9. Pa{geé, Plates, Maps etc., 16. Call Number, and 11. Remarks,
\”“x§s ‘soon as the required information about a book is entered |
in"the accession register, the serial number or accession number
assigned to the book should be written in the lower margin
of the title page with a stamp of the library. An accession
number, once assigned, should not be used again, cVen though

el -y

the book to which it Tefers is withdrawn or lost,_
©'Soéine modern librarians believe that to maintain both an
accession register and a shelf-list is a mere duplication of work.

i i tmamrepe N
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Bv By_including some more detailed information (e.g. cost,

‘source ctc.) on the shelf—hst card llbrarles can utilize them as

accession cards Howevcr, as this practice is still in the ex-
penmental stage it is advisable to adherc to the old pro-
cedure, ie. to continue to keep the accession register as the
m/ost important record of the library.

" Regular entrics in the withdrawal book are another import-

| : ant part of library routine. This book records details of boeks

. withdrawn from the shelves because they arc old, torn et piit-
" of-date. For statistical purposes, both accession afid"with-
. drawal books are useful. From them, at any tirrﬁe,, we can
. determine the actual number of books held by &l library by
. comparing the two records. Generally, the following items of
* information are recorded on the pages of H\’l? withdrawal book :
- 1. Serial Number, 2. Title, 3. Author;‘4r Accession Number,

5. Reason why the book is withdrayf,)and 6. Remarks.
When important books get damaw?ed as a result of over-usc

-ancl are removed from the shefm:s their names and numbers

should be duly entered in the ‘withdrawal book. As replace-
ment of some of these Jmportant books is essential, the lib-
rarian should consult. t‘hc withdrawal book when he is selecting
bocks for purchaSQQr sendmg out orders for them.
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Accession—DPeriodicals, Newspapers:
A\
and Serials O

R
4 '3
Q)

e w\ -

: P UBLICATIONS which appear in Qarts or yolumes
at regular Intew'lls are known asg pa}lodlcals or S(.rnls

N

For current and rccent mformatlon., \ley are very useful

sources, and there is no field in. .the domain of knowledge
which does not have its own permdjcal publications. To keep

readers acquainted with thel n‘lodern world—new_trends of

_ thought, dcvdopments and® d1scover1es——hbranans should
take every caré’to selcct\standflrd peuocncals and keep their
ﬁles complete and n «1;0~date

To ensure that Ahe files of periodicals are complete and up-~ .

to-date, a hbrqw,:shouid maintain a separate record for each
periodical cputaining the following necessary information:
\Y
(kccounts for payment and renewal of subscnptlon

{a, Receipt of each part or issue,
< 5. Date when the title page and the index are issued,

4. Source, and

5. Frequency.

It is recommended that ~separate caids for each periodical
should be made to facilifate checking When issues arrive.
These cards should be devised in such a way that both monthly
as well as weekly periodicals may be checked. The form of

15
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PERIODIGCAL CARD (MONTHLIES)

FRONT
Title of the Jouwrnal
Date of Avrical
- o0 i . 1 $
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the card should be as follows: There should be space at the
top to write the title of the journal and the approximate ex-
pected date of arrival ; the card used for checking monthly ar-
rivals may be ruled oﬂ into columns headed, “year”, “volume”,
months of the year, and “remarks”. At the back of the card
there should be provision for the following entries: 1. Source,
ie. the name of the firm through which the periodical is re-p
ceived on payment or of the individual or organization frgm
whom it is received as a gift or in exchange ; 2. Title pagg angl
index—when expected. (At the end of the year, When the
_periodicals are sent for binding, both the tltle pd,gé and the

index are essentlal Sonié perlodlcals send the t_'t'fc pafre and
mdex vuth the last issue of the year or withvthe first issuc of
the new year, Whﬂe others do not send theod unless qpecmlly
asked for. When the a.rrlval of the 113‘(\13511@ for the year is
checked, the other side of the card shenld be looked at to see
if it is necessary fo write to the,‘pu’bhsher for the index.};

3. Date of revewal (a librarvian &hduld be carcful to send the
renewals regulatly) ; and 48 A Jdrequency, il.c. whether the
periodical is a monthly, gearterly, or hali-yearly publication.

An example of a peripdical card is reproduced opposite.

For the weekly pex{\&(hcals the front of the card should be
arranged as follows™ There should be space for two entries on
the first line, th& title of the journal and its approximate day
of arrival ; Whﬂc on the second line there should be provision
for entean the year and volumes. The front of the card
should he\dlwded into eleven columns (so that it will serve for
two,years) under the following heads: months, and two sets

§ five columns, one set for each year for weekly issues. The
back of the card should be the same as the one mentioned
eatlier. An example is reproduced overleaf,

‘To make checking easier, some libraries, instead of arranging
the cards dlphdbctl(‘,’l]ly, place them n a fray ] in order of the
expectgd date of arrival., This method saves 2 considerable
amount of time and helps to check arrivals and find out de-
faulters simultanecusly. If a periodical does not arrive on
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the due date, a reminder can be sent immediately, the card
being removed from the tray and kept separately till a reply
is received.  As soon as the required issuc arrives, the card is
placed in its due place at the end of the tray. The cards of
the periodicals which arrive on schedule should also be taken
out in order to place them at the end of the tray and maintain
the clockwise date arrangement of the cards. This is a good
labour-saving device. \

£
\/

PERIODICAL CARD (WEEKLJRS)

. A7)
Title Ap. Day of drrivgh ,"\\
Year Val. Ver\Y Vel
Mosth  Weak A Week
1t Znd ¢ drd |} 4th 5&11\‘ €=t 2ad; 3l 4th oth
g AN

Jan.,

Feh.
Mareh _‘-‘ . o\
Aprif L. . ™

Hay .. . T

™ A Fume

i rtly

EN Sk 'y
NY

—_~—— | |
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CZasszﬁcaZz’on of Books by Subje‘c\g\' 3

. _ .
S

N

LASSIFICATION consisis of group‘mg things to-
gether on the bas1s of common hkencss sepqratmg ‘the
like from the unhLe Accord_mg to Cuﬁter “Boglk classmﬁ-_
cation is thc groupmg of Dooks wntten\@n the same or similar
qub}ects " “There must be some Sort 6f definite arrangement
of books in the library if they are to be traced without diffi-
" culty. The most satisfactory? method is that of putting all
books on the same subjeck 'together on the shelves. This
grouping together of hegks that are alike either in subject
0T in hteraly form k I?Rnown as, clasmﬁcat‘on and for the
libraries this is a p\‘(}ceﬁs o secure economy and efficiency in
the use of books>
In a modenf hbrarv it is usually necessary to sub divide
the non—ﬁ:;ﬁbn into a number of general classcs such as Lite-
rature ,%rts and Recreztion, Pure Science, History ete. Each
of thééc classes must further be sub-divided by specific subject.
,'{:m’*example all histories of the city of Delhi are shelved side
by side. These volumes are put in the scctions on Indian
History, which in turn is a part of the larger section, Asian
History. Asian History is a part of the broad subject, History.
Before the invention of the modern systems of classification,
the fo]lowmg attempts were made to group books in an order

I. Arrangement on the shelves according to the acces-
sion order ; :
19
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2. Arrangement on the shelves according to size ;

3. Arrangement on the shelves according to alphabetical
order of the author’s surname ;

4. Arrangement on the shelves according to fixed
location, i.e. to identify a book after the particular position
in the library (for example, the number 1457.15 will indi-
cate the book to be found on the 1st foor, 4th room, 5t\h
case, 7th shelf and 15th place on the shelfl) ; and

5. Arrangement on the shelves according to langt}age
chronological arrangement etc, * O\

volume of prmted mateﬂals ‘the aboveimentioned systems

faﬂed to \\ ork smt;sfactonly Hence, d@e; to the pressure of

necesmty, ‘the following class1ﬁcat101\ schemes were devised
in the Igth and zoth centuries :

Decimal cl*a.smﬁcatlon Melvil Dewey, 1873 (U.S.A))

2. Expansive ,,j:. "+ C. A. Cutter, 18¢1 {U.S.A)

Congress N\ : Library of Congress, 1go4
O (US.A)
4. Subject XN~ ,,  : J.D. Brown, 1906, (U.K)
5. Colon () " : S. R. Ranganathan, 1933
2N (India)
-~ 6. “Bib“liographical " : H. E. Bliss, 1934 (U.S.A))

Afnong thesc the Decimal Classification System of Dewey
1&\v1dely used all over the world,

'"\

) The following basic rulcs should be followed in class1fymg
books 1 .
,’} .
‘? I. Place a book where it will be most useful according
- to is basic subject.
2. Give a book onc specific number, One book cannot
: have more than one number,

3. When a bock deals with more than one subject,
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the class should be determined by the more important™
topic of the twe or more topics, Analytic cards should be
made for the others,

4. When a book deals with more than three sections
of a division, classify it according to its division rather than :
according to its specific sections. (For example, 2 booka,
with five chapters deals with Mathematics, Astronomyy"
Physics, Chemistry and Geology : Classify the book wnder
Pure Science rather than under any of the specific sub] ects.)

5. When, after a certain stage, divisiou by ssub]ect is
not possible, language, form, date of publication” and such.
other characteristics of the book should b¢¥aken into con-:
sideration for further division, giving tk& first preference.
to the impertant one. \ :
Dewey's. Decimal Classification j§ accepted as the standard

all over the world. But no syst€m is perfect and this system

is being modified with the march of time. As a result, fificen Gl

editions of his standard work Decimal Classification, have been
issued so far. \

A major defect of\&e Dewey system is that Jt allows httle__
scope for the class;ﬁcatlon of Aszan tOPlCS T o
The fo]lowmg\ quotation from Dr. Dewey’s introduction

to his work willexplain the plan of his systern of classification :

A\

“Th'§\ claSSlﬁcatlon divides the ﬁeld of Lnov&ledge into.

9 maln classes, numbered I io 9. Cyclopaedlds periodicals
\eic S0 general as to pelong to no one of these classes, are
marked o and from 2 10th class. Each class is similarly
separated into g divisions, general works belonging to no
_division having o in place-of the division number. Divisions
‘are similarly divided into ¢ sections, Thus 572 means
class 5 Pure Science, division I Mathematics, section 2
Algebra, and every al_gebra book is np__rg};g;qc_]__s_xg_'

The Dewey system of Decimal Classification is outlined below.
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The whole field of knowledge is divided into 10 main classes

as follows : :
ooe — General Works

100 — Philosophy

zo0 — Religion

g0 — Social Sciences

400 — Linguistics

500 — Pure Science

oo — Applied Science
700 — Arts and Recreation
8oa — Literature
goo — History, Travel and Bio. I\
graphy O
¢\
o\
« N\

These main classes are sub-divided as follows (™

AD
&/
A »"\

DIVISIONS UNDER THE MAIN CLASSES
2N

7
W

000—CGeneral :ﬁfo’orks

. o7
"

R

o010 — Bibliography ,:‘ 960 — General Societies
v20 — Library Science W% 070 — Journalism, Newspapers
o3¢ — General Encyclopaedidgsy” oS0 — Collected Worlks ’
040 — General Collected E{saj{s ogo — Book Rarities
o030 — General Peﬁodi{z&i}. :
A\ .
100—Philosophy
DY, ' :
110 - Métaphysics 160 — Logic
120 —{Mletaphysical Theories 170 - Ethics

130 “\,ﬁclds of Psychology

14{3,¥ Philosophical Systems

150 -— Psychology

a\" .
3

N\

%0 — Angient Phjiosophy
19¢ — Modern Philosophy

200—Religion

270 — Natural

4220 — Bibla :
230 — Dectrinal Theology
240 — Devetional Theology
250 —— Pastoral Theology

260 — Ecclesiastical Theology
276 — Christian Church History

286 — Christian Churches and Sects

290 — Non-Christian Religions

291 — Comparative Mythology
:"_2_94 ~— Buddhism and Brahminism
294.1 — Vedic
294.2 — Pre-Buddhistic

“'294.3 — Buddhism
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204.4 — Jainism : © 204.553 — Sikhism
+204.5 — Hinduism 2G5 —~ Zoroastrianism
- 294.55 — Various Sects of Hindu- 206 — Judaism
ism : “247 — Muhammadanism
294,551 — Balkta 209 — Other non-Christian Reli-
264.552 — DBrahmosamaj : mions
N
300——Social Sciences O\
O
« N\
310 — Statistics | 360 .— Social Welfate a0
320 — Political Science . 370 — Edvcation \ R
330 — HEconomics - 380 — Commerce Q&gfmunicdtion
540 — Law 3ge — Customs } '
350 -— Public Administration 398 — Folklori \
N { ;.'
400—Linguisiies)
&N
410 — Comparative 402.4 — Hebrew
420 — English . wyuz.7 — Arabic
430 — German N '492.8 — Ethiopian -
449 ~— French & 493 — Hamitic :
450 — Italian : .i"‘t\ - 494 ~— Tunguzic, Mongolic, Turkic,
460 — Spanish ’ \\"" Samoved, Finno-Ugric and
470 — Latin . PN : Hyperborean Languages -
480 — Greek A4 494.8 — Dravidian Languagew
490 — Other La.n‘gha’gcs 494.811 — Tamil
491 — Inde-EGrgpean Langvages 494,812 — Malayalam
401.1 — Inflig" 494.813 — Telagu
L R91.2 X Tskrit : 494.814 — Kanarese
491.3 += Pralait, Pali - 495 — Sino-Tibetan, Japanese-
491 4\—4- Modern Liast Indian Lan- Korean, Austro-Asialic
. “  guages 405.1 —— Chinese
\91 41 -— Sindhi ) 495.4 — Tibetan
.491,42 —— Punjabi : 405.5 — Himalayan
©491.43 — Hindi - P 495.6 — Japanese
491,44 — Dengali : 495.7 — Horean
407,45 — Oriya - 405.8 — Burmese
- 491,46 — DMarathi . 495.01 — Siamese
451.47 — Gujerati ’ gz — Annamese
491,48 — Sinhalese 95 — Munda
" 491.5 — Iranian ' 496 — African -,
4952 — Semitic ' 409 —— Austronesian _
492.1 — Aramaic a T "_'_:.A:"L'_j_
i -
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510
511
512
513
520
530

610
G20
30
640
50

710
720
730
740
730

810
&zo
Sao
840 —
&30

: \»\)»

Now let us see how to classify a book on Chinese drama :

LIBRARY PROCEDURE

— Mathematics
— Arithmetic

Algebra

— Geometry
— Astronomy

Phiysics

— Medical Science
— Engineering
— Agriculture

Home Economics

300—Pure Scicnce

540
550
560
57¢
580
500

6oo—dpplied

Business and Business

Methods

660
670
680
By

— Chemistry

— Earth Sciences
—- Taleontology
— Biology

— Botany

— Zoology

Science N

)

NS
— Chernical 'l‘cchnology
— Manufactures £™
—_ Ma.nufa.ctu;c;., Lontmued
—_ Bmldm,g{ s\

N

700—Ars and Revveation

NN

Landscape Architecture
Architecture
Seanlpture - .
Drawing, Decoration

Painting

{\

™
™]™N

S

3
23

760
- A Do

NPT
799

»
N/

— Prints and Print Making
— Photography

— Music

-— Recreation

O 800——Lit
\\s. 300 Literature

American § :;
English ()

Fxgﬁnzil

\Q;a{la.n

Perm divisions within literature :

T
-3
3

4.

FPoetry
Drama

Fiction .

Lssays

Bio
8yo
850
Sq0

B 3

Other literature

Chinese literatare —8¢s5.x
Chinese drama.

-— Spanish

— Latin

— Greek

~—~ Other literatares (divided
like 490)

Oratory
Letters
Satire
Miscellanequs

—8g0

—8g5.12

N



{Belgium, Switzerland ete!)
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goo—History, Travel and Biography
gon — History 950 -— Asia
oo -~ Geography, Travels 951 -— China
513 — Geography of the Ancient 952 - Japan
World 953 — Arabia
gzo — Biography 954 — India {up to 4.D. 1765)
921 — DBiography of Philosophers 954.08 — India (4.0, 1765-1947}
922 - » .» Religious Men 954 03 — Union of India ([947 )
023 —— . o Statesmen 954,77 —- Pakistan
924 — " . Philologists .954.8 — Ceylon N
gz5 — " ., Scientists 955 — Iran oA\
G286 — va o Useful Artists  ¢56 — Near East . e\
G527 — »r »  Artists and 457 — V.55 R.-—Asiatic Regwns
Scalptors 053 — Aliddle East . ™
G258 — Ve . Writers, a58.1 — Afghanistan,’ .\*
Authors a59 — Indo-China ,"‘\
929 — Genealogy and Heraldry 659,1 — Burma
930 — Ancient World History 459.3 — Siag\ )
03I — China-—Ancient a5g¢,5 — N ’BQ, Federatlon
932 — Egypt—Ancient 0bo — WATIC
¢33 — Hebrew Civilization—An- gbz g Eg; pt
cient 963,-—- Ltlnopla.
935 — Near East—Ancient 97{! +— North America
935 — Anucient Eurcpean Tribes v',‘g’;"i — Canada
937 — Rome—Ancient N ,"'973 — U.S5.A.
038 —— Grecce—Ancient AN - 9Bo — Sonith America
939 — Other Countne;—rAns\mt ggo - Occania
Chaldea, .—Xssyna\%byloma ogt — Indonesia
ete, G9I.I — Borneo
940 — Luropean Higiqry ggr.2 — Celebes
941 — Scotland W/ agr.4 -— Philippiues
042 — Englaqd\’.." g9z — Sunda
943 — Gcrrgmg’y 992.1 — Sumatra
G14 —— F, 4 992.2 — Java
945 —*”Ifaly g53 — Melanesia
946 Spain 903.1 — New Zealand
48,6/~ DPortugal 994 — Australia
5’&7'—- Russia 995 — Papua—New Guinea
948 — Norway, Sweden, Deamark 996 — Polynesia
angd Finland gay — Isolated Islands
949 ~ Other Eurepean Countries 998 — Arctic Regions

ogy — Auntarctic Regions
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FORM DIVISIONS

The following formi divisions may be added to any subject
number :

o1 — Theory, Utility, Philosophy
oz — Qutlioes, Compends
03 — Dictionaries, Encyclopaedias

N\
a4 -— Hssays, Lectures, Addresses A
05 — Periodicals, Magazines .Y
o6 — Bociefies, Transactions, Reports \j
07 -— Education, Study and Teaching ete. (“}’s
o8 — Polygraphy, Collections ete, o \ Ik

og — History and General Local Treatment »‘:\ v

A few examples of how the form diyi's%fls should be added
to the subject numbers are given bel‘o?v :

1. Quiline of 1 ﬂdia@ﬂ}:’swfy
: _ “;.:V:History T Qoo
- Indlan History :900—54=954
Outline: .g’(Xndian History : g54--02=054.02
Y

2. His{o\ry of Philosophy
\, Philosophy : 100 '
s> History of Philosophy :  100—0g=109
E”\.s.
V3. Scientific Societies
: \ Pure Science: 500

Scientific Societies 1 500-~06= 500

1t should be noted that if the numbers to which these form
divisions are attached end in o, this figure is not repeated
e.g. History of Philosophy is o9 not 100.0q. ,

A few examples of book-classification (analysis) are given
below : :
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litesatures nsélenty numbers added after 40 with 8a, Esample: The
number for{China is 495.1. The number of Chinese literature should be
&95.1, jqé%ﬁinese drama it should be 895.12. Here 2 {drama) for division
of literature is added.

N

"‘\\ Nt/
\ 3

Name of Book Analysis Classification
' Number
Life of Mahatma Gandhi Biography qzo
Biography of a politician 923
Biography of an Indian politi-
cian ' 923.54
History of Burma History _Hoo .
History of Asia 950 Q|
History of Burma 9539.X a
—— '-r"g—:\
A Survey of Mokammedan- Religion 200 L\ #
ism Non-Christian Religion 200 N/
Mohammedanism 2978
History of Mohammedanism {77 /o9
Folh-lore of Mulay Socid'iogy ‘\ 300
Folklore : Y 308
TFolklore of Malay . \\"’ 398, 499 ?{
Seigntific Societies of Egypt  Science '\ & 500
Scientific Societiefh\\J 506
Scientific Secietiesof Egypt 506,62
Mote regarding {1) geographic numberg';’:(‘z) langunage and lHterature :
1. In order to add the geograf)lﬂr:' number “divide like g30-90¢™. As
g represents the number for geberal history, it should not be added. Only
the locality number should be used with the class number. Example:
The class number for Patiling of Indig is 750.54. The number for painting
is 750 and the localityqiumber is {9)54.
2. In 8ao théré ‘13 the directi_oil, “divide like 490", 'For the other Q‘{
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7
Book or Author Number &

_ _ )y
e —

AF TER CLASSIFICATION it will bgPfound that
there are several books within a partiehlayr class-number
written by several authors. Tt will thus fake a long time to
find a book on Chemistry of a particulér author where the
library has a number of velumes\ il Chemistry by several
authors unless some further methqd® o identification is adopted.
In order to make the classificalion number more significant
and exactly locative it Wg*s'f:' féund necessary to distinguish
cach book from others belonging to the same class by adding

» the Book or Author Nugwber to the class number of cach book.

In the words of ]3).1'; Ranganathan, “The Book Number of
2 book mdmdua\es it among the boons sharmg the same

_ class numbcr wAs the Book Number is arranged after the

famdy nam@yot the author, it is also knovm as the Author
1 .
. Numbep0fa book.
Ta Qaake it possible to determine the location of each book
from, the Call Number, one of the methods described below is

o~ @nemlly adopted :

\Y

-The simplest process is to use the initial letter of the author’s
surname below the class numbcr used. This may be read at
a glance and is easily remembered. Let us examine the fol-
lowing examples :

1) History of India by H. C. Roychoudhury I 054 1
R

28
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#7) History of Philosophy by W. C. Bernett | 109 J'
: [
tit) Simple Science by Julian Haxley EEI

In libraries where the number of volumes is not very large, &
the Cutter Table {described below) may not be required, Thcg(
may use the mitial of the author’s surname followed, by -1

figure, which will denote the serial number of the partmular o

volume i relation to the other wvolumes which tire Ilbrary
has under each initial in each class. Tor ex1mjﬂj&

The Green Lacquer Pavilion by Helen Beautlerk 513323 r

Seven Men by Max Beerbohm g q%z_ﬂ, 1
L) 2

The Man Who Made Gold by Hillaire Belloc FS?:?

\ [

The large public \hﬂ university libraries, instead of using
the author’s initiah use Borden Book Numbers or Cutter
Numbers, The<Cutier-Sanborn Tables have been worked
out to give JeXact distinetive book numbers. According to
the arrangé\mcnt of the Cutter-Sanborn table, “Books on the
shelves$ Grc kept alph'lbeted by marking them with the initial
of phpsauthor’s family name, followed by one or more decimal

gures assigned according to a table so constructed that the
names whose initials are followed by some of the first letters
of the alphabet have the first numbers and those in which
the initials are followed by later letters have later numbers.”
For example, W, Churchill : C 47 D. Eisenhower: Ei 83;
M. XK. Gandhi: G 15; Jinnah: ] 56: John Koteclawala :
K 84; Jawaharlal Nehru: N 31; Thakin Nu: N 88; Soekarno;
So 21 ; etc.
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It is to be noted that for names beginning with vowels and

S, a second letter and two figures should be used (Soekarno :

30 21 ; Eisenhower : Ei 83) and that in biographies and genea-

logies, the author’s number is assigned from the name of the

. biographee or from the name of the family (for genealogies).

- The reason for assigning the Cutter Number after the name

of the biographee is to keep the lives of an individual in one

row on the shetves. For example, if the following biographies

of Gandhiji are assigned with Cutter Numbers according to
their respective authors, they will be scattered. "

N
2N
L 3

L. Sage of Sevagram by Chitra Desai \‘
2. Mahatma Gandhi by H. S, Polak and’others
3. Lenin and Gandhi by Rene TulopMiller

A\ N
The class number of all these titles'is 923.54. If the book
number or Cutter Number ig\given according to the in-

dividual authors, they will Be' scattered on the shelves as
follows :

(1) 923.54| V(@) [923.54] (3} [023.54
D4 ) P T 82

In order to\Jé¢ate them in one place the Cutter Number of
all these should be assigned after the name of the biographee
(hereaffer the name of Gandhiji) and to individualize each
of ‘tl'{eﬁn, the first Ietter of each author's family name should
¢added with the Cutter Number thus :

N

~ow gzs-ﬂ @loz35a] ) [oms7
GisD _ G15P GigT
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Cataloguing A

i% N oy
" Y

N A MODERN LIBRARY, the foremq&t"duty of th?‘al
librarian is to help readers with proper books at the proper Jg
time. In a small library or a privatesgolection it might be/
possible for the librarian to know eabh “and every book and'
help readers from memory. But(h'an up-to-date and we]l—'
equipped library, where the number of books is mcreasmg:
by hundreds and thousands. every year, it is not possible to;
rely on memory work. There it is necessary io prepare a
scientific index coveripg each and every book from different,
angles and to keepf %h\e index in proper order. A complete'
mventory of the Bo\oks of a library from various appromchesf
and angles is knmvn as a hbmry camlogue Tt is actually tilf)
key to eachy afrd every book in a library.
The pL\r;}oS@ of cataloguing is to prepare a complete inven-
tory I:er “which it is possible to find out a book of which either
~ ‘\ ‘@) The author, l
N,/ ?) The title, or is known.
¢) The subject 5

Let us see how cataloguing serves its purpose. Generally,
readers ask a librarian the following types of questions :

T. Have you any book by Poet. Tagore ?
2. Have you the book Skakuntala or Merchant of Venice ? ?

3t
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3- Have you any books on Islam or Burmese Art ?

4. Have you any book of Griffin’s Scientific Series ?
i Now, from the above-mentioned questions, it is clear that
| most readers ask the librarian about a book by the name of
,[ the authoer, b'y the name of the book, by its subject-matter,
[ or by the name of series, The duty of a librarian is to z_z__nsw}::__
| the reader’s questions as quickly and thoroughly as pGisible.
t Only with the help of a complete and efficient catalogue can
| librari n properly answer the readers, HHenc?hlggtaloguing
(S0 essential part of the technical work of 3 libgirg.
" Itis the general practice to keep the iqventory either on
ose slips of paper. The fatmnér type is known'
ard catalogue, the latter as Z7Alal cataloguc.  Tho
card catalogue is micre widely uged; for its advantage of
easy expansion-and circulation. A)sheaf catalogue is to some
extent space-saving and economeal,

Ihe standard. size of .4lie} card used for_cataloguing is
57X 37, with or without rulfiigs. Personally, the author prefers
cards with class, author and title indention rulings. Holes
are generally pung:lij’eh at the bottom centre of each card
to facilitate filing\in a card box with the help of a rod. In
between the catds, guide cards are used to separate one subject
or one topje.from another in the file. These guide cards are
also 57 x 3{'}'but of djffel_‘ent colours and with a tab, one-fourth
of an‘iq'& high on the top. The class numbers, important sub-

diﬁsio s and names or groups should he written on these tabs.

a\*

N/ Kinds of Catalogue

- A library catalogue is maintained in the fo]lowi‘ng two
main kinds : ' : ' :

oL Classified Catalogue: in which the cards are arranged

1 1n 2 logical order, according to the classification systemn used

\ by the library ; and ' o
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CATALOGUE CARD

Antthor indention
Title indention

Class indention

A

c). ;Ef

GUIDEN CARD
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2. Dictionary Catalogue: 1in which cards are arranged
alphabetically, as in an ordinary dictionary in a single alpha-
\ het series for author, titles, subjects, references and any other
! entries that may be nceded. This is an excellent library
_ ,\record and is widely used,

s

Q)
Types of Cards

N
O\

The four types of cards which a complete catalc;‘g\ue file

should contfain are : 3
| R
. 1. _Author card or the main entry, <\
2. Title card, x\\
3. Subject card, and A
4. Cross-reference card or “Segl\and “See also” cards.

W
a o

Skelf j[,@'st

Besides these, shelf{iét cards are maintained in a special
'file for the use andcfeférence of the library staff only. These
“cards constitute a\complete and detailed record of all the books
5__of the library, fgirfanged in the same order as the books stand
‘on the shely(;s,'i.c. classwise and, under each class, authorwise.
i Taking dnie class at a time, shelf-list cards should be prepared
Hor every book of a library. The following procedure should
"Eb:e,{ollowed in preparing the shelf-list cards :
N 1. Enter the call number of the book on the top lines of
the left-hand side of the card, i.e. within the class indention.,
2. On the first line, beginning from the author inden-
tion, enter the author’s surname, a comma and his given
initials or Christian name. Follow this with a period.
Capitalize the first letters of the’ surname and Christian
name. :
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3. On the second line, beginning from the title indention,
enter the title of the book, capitalizing only the first letter
of the first word and proper names. Leaving one space
{about % inch), write the name of the publisher. After
a period and a space, record the place of publication. Follow
this with a period, leave one space and then give the copy-
right datc or date of publication followed by a period. When,
there is no date write “(n.d.)” and for copyright dafed
write the letter “C” before the date, e.g: “C1954”\ JAL
this information, except the name of the author and the
title, are known collectively as the imprint of 4 “Book.

Ii there is no space to accommodate the ex\xﬁy on a single
]me continue from the author indention of the next line.

4. On the next available line, beginmhg from the title
indention, cnter the items of the Qollatmn one after the
other, i.e. the number of pages,\volumes, plates, maps,
charts and size, each followed by 4 comma.

5. On the sixth line of the class indention, below the
call ramber, enter the _acc'é‘ssion number. of the book.

The diagram on tha&qext page will make clear the p051t10n
of the various entr@s.

AN .
'\~ Author Eniries
~G
A"ter%reparmg the shelf list, the cataloguer should make
thex attthor entry or the main entry which identifies a book.
bis card is known as the author entry or card because in it
\the author of a publication is given first place, his name being
entered on the top line of the card.
~ The arrangement of the author entry should follow that
of the shelf list, but without the detailed information. The
call number should, as usual, be entered on the first and second
top lines within the class indention. From the authot inden-
tion of the first line should be entered the author’s surname,
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a comma and his given or Christian name or initials. If
possible, the date of the author’s birth and death should be
added after a period. )

It should be remembered that all titles and degrees attached
to the name of the author-—Sir, Mr., Dr., Lord, Sri, Maulavi,
B.A., M.A., etc—should be dropped.

On the next lne should be entered the titie of the book,
beginning from the title indention. Capitalize only the
initial of the first word and proper names in the title. Affera
period and space, record the imprint. Begin the cqﬂ‘ation
at the title indention on the line below the 1mprmt

s \\
AUTHOR'ENTRY- O
N
AV

w

Ranglapathan, 5. IR, N\

{Classi.'ﬁed catalogue eé.(‘l.e. Madras Library Association.
Madra|s. 195I1. zf‘;' ’

401 P 0" X 6”,:'," 3

A
N
}

p

N

o NS
S

" \ ¥
_ et us now see how the following cases should be treated
to prepare authors’ cards for them :

" I. A book in which the editor, compiler or transla.tor
is directly responsible for the publication, :
2. A book in which the name of the author is not to be
found, :
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3. A book in which the author uses a pseudonym or
initials, :

4. A book which has more than one author,

5. Government, society and institutional publications,

6. Anonymous classics, the sacred books and series

publications,
#. Encyclopaedias and dictionaries, )
8. Periodicals. QO

¢\

Where the editor, compiler or translator is directly respon-
sible for the publication, make the main entry undér‘the name
of the editor, compiler or translator. Fromythe author’s
indention of the first line enter the sumai'jh\e of the editor,
compiler or translator, a comma, and hisMgiven or Christian
name. After a period and a space enter'the abbreviations “ed.”

- for editor, “comp.” for compiler, afdd ¥'tr.”” for translator as the
case may be. The title should’ sfcﬁst on the next line as usual,

<N
X NS
R o83

S

TN
ay
*

mdar R. C. ed.

' ! Majuo

i‘[‘:ﬁc\ History of Bepgal. Vol, 1. Hindn Period.

e g
£ 2
é

| O
Where the author’s name is not known, i.e. for anonymous

works, the rule of the American Library Association is:
“Enter the anonymous works under the name of the author
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when traceable otherwise under the first word of the title—
not an article.” In the latter case begin from the title inden-
tion of the second line of the card, keeping the first line blank.

|

l America as I have seen it, by an Indian student,

C 1015, A
191‘5 O\

h 3
¥ 4 e :
S 3

"

When the author uses a pen-name, assumed hame or psen-
donym (as Bhanu Sinha for Rabindran&t:h" Tagore or Mark
Twain for Samuel Langhorne Clemens)ysenter his real name,
if it is better known, at the regpl‘alt author indention. On
the same line, after a space and:'within brackets, write the
pseudonym in full, not invested, a comma, follow with the
word “pseud.” and close the bracket. On the second line,
at the title indention, WQ“Ee the title as usual.

)

S
] Clcmél.rﬁs, S L. {Mark Twain,-pseud,)

p '\~ 1 Prince and the panper,
. i

Aleo make a name reference card under the pseudonym
referring to the main entry under the real name. Here enter
the psendonym inverted at the iitle indention followed by
the words ;: “pseud. see” and on the next line, at the author’s
indention, enter the real name-—surname followed by Christian
name,
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! Twain, Mark, psend. see

Clemeins, 3, L.

|
| ~

When the pseudonym of an author is better known\{}nn
his real name, the pseudonym will be the main ent»ry It
is entered on the top line at the author’s mdent;pn “the pseu-
donym being inverted. After a period and a @{ce, write on
the same line the words “pseud. of “’followed by the real name
not inverted. On the second line enter J;\h(;? title as usual.

{4
I % 3
! . Pa\ 4

Twain,;: Mark. (pseud. of $L"Clemens}

} l Prince and_.ﬂgé" pauper.

S\
SN g

A

\\\.z__ .
If the 1uth‘Q} ‘uses only his initials and his name is not known

make the\iﬁam entry and other cards under the initial begin-

ning Q&r the last letter first. Also make a reference card

re[err\'lg from the initial as used on the title page to the
mVerted form,

O

‘ B, K. |C.

¢ .
: Experiences,
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J ” K.C.B, see

B K |C

O

If, however, the full name of the author who uses iitials is

known, make the main entry under his full name (ia:mzly name

first and then the Christian name) and then, dffer a period
and space, give the initials within brackets. .\

Applelton, T. G. (T.G.A) XD

Sheaf of papers. \ .

In case thene \is more than one author, enter the main
entry under the #irst name mentioned on the title page fol-
lowed by - tl:i‘s.hames of others, preceded by the word “and”.
For the\{r‘her authors make reference cards from their names
to tha Siain entry where all the authors are entered. After.
eagh" name, which will start on the first line from -the title
indention, the phrase “joint author” should be noted and,
alter a comma and a space, write the word ‘‘see”,
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Chattlerji, 5. K. and Sen, P. R.

Bengali grammar, 1931,

Sen, P, RR. joint author, see

Chatt|erji, 8. K. and Sen, P. R. "\

ANY;

Government, society and institutiona‘}‘i);blications generally
bear no name of any individual author.vIn such cases, the name
of the corporate body directly stesponsible for the publica-
tion should be treated as the. author. The name of the coun-
try, state or city, the locatiefiwf the Government or institution,
should be written first andvthen the name of the department or
institution should bef'zhserted after a period and a space.
Yor society pub}ﬁ&'tibns, the latest name of the society
should be writtén*first and, after a comma and a space, the
name of the ‘ﬁlé.ce where it is located should be given. If
the namg\‘é}-"the compiler or writer .of such publication is
well-ku@wi, a separate author card should be made under
his.mime and, after a period and space, his actual position

,§}:1'g)xi1d be noted in an abbreviated form, c.g. ed., comp. ctc.
4

India |Govt. Planning Commission,

Five year plan, Progress report
for 19(53-54. 1954.
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Asiati'c Soc1ety of Bengal, Caleutta.

Proceedings of meetings. Vol. XI.

e

Santilniketan. Visva-Bharati Library.

Annual report for 1955-56.

For anonymous classics ands fhe sacred books like the Gita,
Koran, Bible, Ramayan etc..and for series publications, the
rule is to enter the nameof the sacred book, the anonymous

classics and the sencs as the author.

Separate author

cards should be hﬁde by the names of the individual
cditors of the sacred books and the anonymous classics and
by the names 0}' “the individual authors of each of the serial
publicatiops(. But the former is more important than the

latter. AN
O

’o

.‘\,

<...\’,
\'.

5
I
!

¢ Transilated with notes by John Davies, .

‘ Bhagavad Gita or the sacred lay.

|
N

I8g3."




a4 _ LIBRARY PROCEDURE

Encyddpaedias and dictionaries are generally better known
by their titles than by the names of their authors or editors.
For the main entry for such books write the title on the top
line at the title indention.. If it is a long one continue
it from the author indention of the next line. In cases
when the author or editor is more important and known,
make the main entry under the name of the authog\
or writer. \

,\\\'
T >

Kenk|yusha's new English-Japanese dictionaryr(cd}@cd by

| +¢7)
Y. Oklakura. 1945. o

~ Periodicals, when they fowh a complete set bound in a
volume, -are treated as a ‘book. For their cataloguing the
latest title of the perigdical which is known to the readers
should be given prt:{f’ni‘nence. To prepare ‘the main entry,
enter the latesthtitle of the periodical from the author
indention of ghe’ first line and, if it is a long one,
continue il from the. same indention of the next line.
After Rpgrioda and a space, write the volume and year
of each ™ o

ad
\ NS

e

.o\' 7
. Yt
\ 4

Indiatn librarian. Vol 9. 1951,
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Title Entries

The next important card to be prepared for the catalogue
file'is the title card.

" To prepare this card the title of the book as it appears on
the title page should be entered on the top line, starting from
the title indention. If the top line is not sufficient to covers,
a lengthy title, the continuation of it will run from the author

-indentioni of the next line. After a period and a spgc\(é}“t\fle
copyright date or the publication date should be given. It
must particularly be borne in mind that only the jfitlal letter
of the first word and the initials of proper names'\dfa title will
be capital letters and that all articles used\as the first: word
of a title should be dropped. AN -

On the next line, from the author erntmn enter the au-
thor’s name and dates followed by apesiod.

The call number should be ente;red af the usual place.

No title card is necessary foﬁ'bfograpﬁes except: for those
well known by their titles as%a subject card should always be
made for biographies under the names of the persons written

about. NS
¢ ’:\ g Eﬁlergencies in medical practice. 1954
\ | ‘ATtan [Birch, C. ed..
O
e)

'"‘\ N
\©

A

Subject FEulries

The third important card for a non-fiction book is the sub-
jeet card. In some cases readers search for books on parti-
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cular subjccts, not knowing any specific titles or their authors.
In such cases, the subject card will be of great help.

The subject heading should be such as will be easily under-
stood by the readers. The cataloguer should, therefore, always
choose common terms rather than technical ones, the plural
rather than the singular in the form of nouns. Some books
will require only one subject card while others will requn‘e
‘more than one. \

In order to determine the subject of a book the cataloguer
should not rely only on its title, which may be a nfisleading
one. [t.is wiser to scan the table of contents apdithe intro-
duction, and to look over the pages of the text. For the selec-
tion of headings it is advisable to secure a“‘\tandard list -of
subject-headings like M. L. Sears’ List of Swbject Headings for
Swmall Libraries. In case a library doéginot possess one, the
cataloguer should compile a list of Hie subject headings used
in the library cataloguing and also in “see -also’” refercnce
-cards,

To prepare a subject ent‘ry, the subject heading is entered
in the title indention using red ink, Leaving one line blank
after the subject heading, the rest of the card is then filled
in in the form of¢the- main entry or author card.

As Theresa Hitchler writes in her book, Cataloguing for
Swmall Lzbmmes “For many subjects it is possible to make
subject 1 ence cards....For example for all books on
Physi “‘mstead of makmg separate subject cards under the
head;%“Physzcs which would necessitate ten cards if you
haye ten books on the subject, make instead one card
~'~‘P\hyszcs see books on shelves 530°." This can be done only
in case no books except those on physics are classified in
530. If you have a chapter or part of a book devoted to
physics in a work not classified under Physics, it will be
necessary to make a regular subject card under the heading
“Physics”.

- The call number should be written as usual on the first and
second top lines of the class indention.
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India—History.

Mazu|mdar, R. C., Roychoudhury, H. C. & Datta, K.
Advanced history of India. 1950,

For individual biographies make the subject card withthe
name of the biographee. The name of the biographeg¢ should
be written on the top line at the title indention in red ink and,
if possible, the dates of his birth and death sh,ould be given.
Leave one line blank and then, in the fo]lowmg\hne write the
name of the author and, in the next line, tha\title of the book.

N

Patel, Vallabhbhai “ té7 5-1950,

R
P -

Parikh, N. D.
Sardar Vqllé.blibhai Patel. 2z wvols, 1053,

3

,\’\ s
> Cross Reference Entries

A
Cross reférence cards act as mgnpo;ta which lead readers
from ongé. Jterm, name or subject to. another ‘heading wmnder
whmh‘\n entry __m1ght “be looked. for or to other headir gs
tmsle_ _ ;111{:11 related matenal ‘may be four?&w o

\§) "I‘here are two kinds of cross rcference entries :

1. “See” references which lead from one term to another

already adopted.

w2 “See also” references” which lead from one term to
other headings,  mostly subject headings, wunder which
related material may be found. In “see also” references the
alternative names should occur as headings in index éntries. -
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It should be carefully confirmed that there actually is a
card entry in the catalogue file to which reference is made.

To prepare the “see”” and “see also” reference entries enter
the word or the phrase from the title indention. Follow
this with a comma and after a space enter the “‘see” or “‘see
also”. On the next line, from the author indention, enter the
subject heading or headings you choose and already referre
to in other cards. This should be followed by a pericd. Fer
the name references, when the author has used a pen-&iﬁie,
add the word “psued.” in between the author’s péﬁ-néme
and the word “see”. The word “psued.” should de\followed
by-a period. = . \\ .

Bookbinding, see ¢ &

Bindi|ng of Books,

O
N
79V Biblicgraphy, see also
P\
/pBookls,

¢\ Catalioguing,
.§ Librajry Science,

Analytic Entries

The purpose of analytic entries is to analyze separately the
author, title and subject of a volume not entered on the three
~usual cards.” These entries are so called because they arc
results of analyzing the contents. This work of analyzing the
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parts of a book is particularly important for a small library
where the collection is smail. If a volume containing several
parts is written by several authors then the entries made
according to the major or important portion of the velume will
not be sufficient to inform the readers about other parts.
Suppose a single volume contains sections by Tagore, Igbal
and Sarejini Naidu. If only one author card in the name of ,
Tagore is prepared, it will not be possible for the readers
to trace from the card-file of the library the other parts of e
same volume written by Iqbal and S. Naidu. Or if one fitlé or
subject card-is madc for History of Bengal, edited byPr ' R. C.
Mazumdar, which contains ‘several important,‘atticles by
reputed authors, it will be difficult for readets fé}ﬁnd out the
~ titles and subjects of the different articles ‘gontained in- the
volume. In order to analyze the di re\‘lt parts, author,
title and subject analytic cards shouldkgé made in such cases.

Authoy analyiic. When a book™Contains several parts
written by several authors boupdNin one volume, a collection
of writings by different authorgedited by another, make author
analytic cards for the same, : -

Title and Subject ag&é{j}tic. Similarly, separate title and
subject analytic cafd§ should be prepared for such velumes
to bring to light #he titles and subjects not covered by the
usual cards. & - .

Yor example; the volume, History of Bengal, edited by
Dr. R. 6.(Mazumdar, contains several important articles by
distingiyi'giled indologists like, {1) “Sanskrit Literature” by
Dr., 8K, De, (2) “Religion”” by Dr. P. €. Bagchi, (3) “Sculp-
g™ by Dr. N. R. Ray etc. In this case, besides the usual
cafds we have to make separate author, title and subject analy-
tic cards for each individual chapter. '

The form of the analytic author, title and subject cards
should be as usuzl. In order to individualize the cards the
pagination, i.c. the pages covered in the volume and date of
publication, if different from other parts of the volume, should
be stated, . '
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Author analyiic Bagchi, P. C.
Religion. (In History of Bengal by R. C. Mazumdar,
Vol. 1. 394-425 p.}

Title analytic : Sanskrit literature,
De, 5. X. (In History of Bengal by R, C. Mazumdar.
Yol. 1. zgo-363 p.}

Subject analyiic : Sculpture—Bengal,
- Ray, N. R. O
Scalpture, {In History of Bengal by R. C. ’\’Iimrn-
dar, Vol 1. 520-545p.) -

Maps and Atlases ('O

Maps and atlases are useful in small libraties as well as large
ones. There are very many ways of\l;eepmg maps. Those
which are in great demand may Belbung on the wall for free
use, others may be mounted on xoll’ers in sets, while still others
may be cut into uniform rectafzgles and, after proper mounting,
may be kept folded. ~.‘~,

Maps and atlases sheuid be properly indexed. Let us see
how mdex cards shqubs_l be made for them.

S

X Heczdmg \Enter maps or atlases under the name of the

person, peraons or corporate body responsible for pubhcatlon

o\ | Mark,|Thomas.

Student’s atlas of Ind. history. 1552.

-
{

2. Title and {mprint. Enter the title as it is given either
on the face of the map or on the title page of the atlas.. The
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date of publication is very important so it should be care-
fully included with the name of the publisher and place of

publication.

India|,

3. Collation.
of shects and the

Survey department,

Road map of India, 1920,

Enter the word “map” with~ the number

size in centimetres. 7
\ v
) .

Natio

%
£ >
s W

nal geographic sogib‘t:}":" US.A.

carto
Edite:

™ 2
N ,‘ *
RN

@Eﬁgﬁsh capita

I, Propern

Northern &j{fica. Compiled and drawn in the
leraphic seetion of the National Geographic Society.
d by }cmi\ﬂ)liver LaGorce, Washington, . Dec. 1054.

£\ 2
ap 26 x 58tcm fold to 23cm
AScale : 117,500,000

N
3
Y

Capitalization
lize :

amcs, e.g. Abul Kalam Azad, South America.

2. Adjectives derived from proper names, €.g. Shakes-
pearean tragedy (but not when wused in a generic sense,

e.g. indian ink)
3. Common

nouns and adjectives forming an essential

part of a proper name, e.g. West Bengal.

N\
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4. Names of countrics and admimstratwe d1v1s1ons
e.g. Poona District,

5. Names of regions, IOCEL].lthS and geograpluc features,
e.g. Pacific Ocean.

6. Names of organized bodies, e.g. United Nations
Organization, and the initials used for their names, e.g.

- UNESCO.

7. Names of calendar divisions, .

8. Names of historic events and important histdric
documents, e.g. Gupta Age, the Magna Carta. O

9. Religious terms, words denoting the Deity, ‘ﬁ&mes for
the Gita, Koran and other sacred wntmgs names of reli-
gious bodies and their adherents.

ro. Titles of persons, e.g. Rajendra\Prasad President,
Indian Union.

II. . Degrees, e.g. Ph, D., M.A,; etc

12. The first word of the tLtIc of a book or periodical
but all principal words in the x’ntle of a newspaper.

13. The first word of a sentence

- T4.. Names of people, races and nationalitics.

15, Abbrewatmm\of the various eras, ¢.g. A. D, B. C,

elc. \\

N

\

“\x\ Rules for Filing Cards
File' 'ﬁle cards according to the first word of the top line.
DJSI'Bgard an article if it is at the beginning.

\t ) File the cards word by word or letter by letter. It is better
0 file them word by word

Word by Word Armmemmf Leftey by Lotter 4 wéﬂgemcnt .

Animal Life - Abilily Tests

Animal Life and Inteligence Abmormal Psychology
Animal Peychology. Absolutism

Animf&l Worship Abstractionism
Animigm

Achintya Bhedabheda
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- Disregard punctuation marks and apostrophes in filing cards,

When the same word, in a dictionary catalogue, is used for
a place, person, a title or a subject the cards should be arranged
in the following order: Person, Place, Subject, and Title.

Person : Law, B.C.
: Law, Hartland
Subject : Law-German
: Law-Indian . L0\
Title : Law and Morality N\ %

Law Breakers o
' N

In a dictionary catalogue, include the aut_horfsfﬂﬁme in two
groups. Arrange under one alphabet all\wbrks written,
translated or edited by one individyai\\:Arrange under
another alphabet all works about hime\For the works and
biographies of Gandhiji, for examplé, fitst arrange alphabeti-
cally the works he wrote, translate@'or edited and then arrange
similarly all biographies and Qtliei' works concerning Gandhiji.

NN

Pr@em of I ndic Surnames

Surname or fa\m.ﬂy name is the entry. word for wntmg ‘the
name of an author. This rule may be safely applied to Western
names where‘the use of a surname or family name is' a com-
mon prattice. With Indian names, however, the matter is
not solsimple.

NFhdian Hindu Names. Some Bengali communities use
double surnames, Roy Choudhury, Das Gupta, Ukil Banerjee
etc. Some of the North Indian communities do not use sur-
names at all and the practice of omitting surnames -is getting
more popular cvery day, Rajendra Prasad, Tarachand,
Ashok Kumar ete. “The composition of the names of the South
Indians {Tamil, Telugu, Malayalam and Kanarese) and Western
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Indians (Marathi and Gujerati) are comparatively intricate
because one single name may include one or more of the
following :

1. The personal name of a person,

2. The personal name of the father of the person, _
3. The name of the tribe, caste or sect {o which the
person belongs, i.e. the family name, \

4. The name of the person’s village or the birthplags,
e.g. Devadatta (personal name) Ramkrishna (father' warne)
Bhandarkar (family name) N
Kalidindi ( family name) Mohana (pe?somd w@me) Varma
{caste name} : :

The Parsees also generally use three éi\d\é in a name which
include, personal name, father’s name and the family name
denoting some profession. The 1ast word is generally the
family name, e.g. Maneckji (penional name) Rustomji (father’s
name) Mehta (family name). |

To select the proper entry ‘word for cataloguing an author’s
name for cases like tl:ré above, treat the double surnames
used by some Bcng%;s as a single word and enter them from
the first word, e, Roy Choudhury not Ckoudkury, Roy, Das
Gupta not Gupt@, Das.

Where nesdrnames are used, enter the names in full as it
“is, the aﬁer half should not be separated and used as the
first word, e.g. Tara Chand not Chand, Tara, Rajendra Prasad
_ ngt\Pmsad Rajendra.
“\'!ccording to Dr. Ranganathan, in the case of South Indian
hames, if the last substantive word merely indicates caste or
community and the penultimate word is given in full on the
title page, the last two substantive words are both to be
written first in their natural order, e.g.— -

Tamil : Krishnaswami Ayyangar, S. for S. Krishnaswami
Ayyangar.
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Telugu : Radhakrishnan, Sarvapalli for Sarvapalli Radha-
krishnan.

Malayalam : Chettur, S. K. for S. K. Chettur.

Kanarese : Mangesh Rao, Savour for Savour Mangesh Rao.

Muslim names in India became simplified from the 1gth
century as a result of European influence. In modern timesy,
family names are generally used at the end of each name,

eg.— : \ \
Maulana Abul Kalam A4zad, ) ("}'g
Humayum Kabir, '\'(.'
Fazlul Hug, '
H. S. Subrawardy. \
Y Y N

For present-day Muslim names, pp’c:et\r the last word (if it
is a family name) as the entry w.oi'd’ for author entries, e.g.

Azad, {Maulana) Abul Kal‘am
Kabir, Humayun, .
Hugq, Fazlul,

Suhrawardy, H\s

For a detall{:d ‘discussion of Muslim names of countries
other than IQd.ta and Pakistan and of those of ancient India,
the rea ‘15 referred to the chapter, “Muslim Names”, in the
book, Cla sified Catalogue Code, by Dr. S. R. Ranganathan
. W‘heﬂ different people spell the same surname in different

y.s e.g. Datta, Dutta, Dutt, Datt, the spelling as it is given

}n the title page of the book being catalogued should be strictly
followed by the cataloguer. Adequate references should also
be made.
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Registration of Borrowers cmd
Ckargmg or Book Issuzng

% .

T HE FIRST aid for keeping track of\the circulation of
books in a public library is the usQo} application cards
for would-be members. When a v1slt0r desires to become
a member, he is requested to fill In an application blank.
The application card should prov;Ele space for entering the
name of the would-he member;p block letters, his full address,
age, occupation and signatufé Then should follow an under-
taking by the person to Dhservc the rules of the library regard-

ing prompt return gf\books payment of fines for overdug
and damaged books,efc. '

After Propex ¢ (8ctcening  of the apphcatlon a borrower’s
card sheuld lessued

For scﬁjél college or institutional librarics, it is not ne-
cessary doshave the borrowers fill out application cards because
the ’ofﬁce record will furnish the librarian with any information

Erequires. _

A borrowers’ register, either ruled or blank, in which
the name of each person entitled to use the library,
his address and the date on which his registration expires
need be maintained only by public or semi-public libraries.

Having been properly registered, the intending wuser pro-
ceeds to select his book.

57
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BORROWER'S APPLICATION CARD

Nooeirenanraanas

1, a resident, hereby apply for the right to use the Library aﬁd I
agree to comply with all its rules and regulations, to pay alLﬁnea to
make good any loss or irjury to books caused by me and to give
notice of any change of address. m\\

Signaturc. ... NN i

Lending libraries are divided intd tWO classes—closed-shelf
and open-shelf. In a closed-shalt™ hbrary the user is not
permitted to pick out book;;.,irom the shelves and browse
through them before deciding Which he would like to borrow
but has to select them byconsuiting the catalogue. The open-
shelf library permits thawteader to go personally to the shelves
\ and select his bookalN™

The spirit of alibrary should be to help the development of
human personahty by encouraging the habit of reading. While-
it is true £hat the open-shelf system encourages a love for
books }Q@ the reading habit, there are disadvantages too.
The ob%ctlons against this system arc mainly two : 1. increas-
ed \opportumt} for theflt, and 2. increased rough handling
_0f the books by the readers wears out the books more quickly
and disarranges them on the shelves,

As regards the first objection, theft of books in an open-shelf
library can be controlled if the library building is well plan-
ned. There should be one entrance and one exit, with proper
checking at each point. The readers should not be allowed
to carry private books and other belongings into the library

Having selected his book or books, the reader is met by
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another restriction: He is allowed to draw only a. limited
number of books. The number is decided by a library after
constdering the value, volume and variety of demand.
\ The process of issuing a book from a library to a reader is
| known as the charging p¢ ocess.  An efficient chargmg process
shou]d show : ' :
. Q!
« I. How many books have been lssued each day( h&(ld
their types : O\
..-2.  Who borrowed the books : and N
.3 The due return date for each book boi‘rowcd from
lﬂe library. \

The following two chargmg IyrocesseS\\are w1de1y used :
the Newark System and the Bntlsh Brbwue System,

R

N ezwrk System

-For the operation ofd the New&rk System, the fo]lowmg
materials are required¢”
\\ ‘

I. A combingd envelope and date- slip for each book.
The cavelop¢tiolds the book card and the date- -shp shows,
in two cc\»Iﬁmns the datc the book is due for return and the
actualx@ate it is returned ;

2\N\A boek card for each book which records the accession
number call number, author, title and provides a Place
_Yor the name of the borrower or his registered number and
the date the book is to be returned to the libr ary ;

3- A borrower’s card for each borrower which provides
space for the name and address of the borrower and his
registration number. In the space below the name, the

~ date of expiry and actual date of return will be entered.
This card must be presented with the book to be issued at
the charging desk.
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The book card is kept in the combined envelope and date-
slip when it is in the library. When the book is issued, the
date when it is due for return is stamped on each of these:
book card, borrower’s card and date-slip. The borrowei’s
number or his name and address are written on the book
card opposite the date,

N
EOOK CARD
O\
&\
_ N\
Class No, Author's Name \J
—_— — (~ ;‘
Atthor No, Title ()
{ &
- —_ e ——
Acoession No., \ 4
K 7,Y
- Date Due Borrower’s No. oy Name and Addvess
»,':’
0“"‘
N\

_ JE——— \\____._ — e — — e ———

: '\'\.}

________ —

75 N/
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::\ué
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Q\\ B

M _ e
;n\’ W
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The book card is later filed by date and call number. The
‘borrower’s card is returned when it has been dated and the
number of books borrowed entered on it. '

All the cards representing book issues for the day are ar-
ranged in order behind the date-guide corresponding tothe
date on the date-slips and borrowers’ cards.

BORROWER’'S CARD

N\

Not transferable

is rcsponsible for all bop‘k@ taken on this card.

o

| AN
Due o Betitrn Date Refurn -
 § y »
PN
N\
—
N
\i»\ &
\‘“ |
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LIBRARY PROCEDURE

When a book is returned, the borrower hands in his card
to have the date of return stamped against the date dae.
Any fine for overdue is then charged. At some convenient
stime the book is discharged by removing the corresponding
- book card from behind the date-guide and replacing it in the

baook.
N\
BORROWERS  REGISTER .
(\)
) . \J
Date e riiniiiniiiiviicanas Register o f,l&}grrowers
No. - Name Addyess ..,'\{’ Remarks
! \S;
IR
’\ &
"\_ p—
\\fj”} T
NGO o - T
I
i"\s.
e/
A
~\J

Browne System

For the Browne System the materials required are :

I. A book pocket for each book on which the accession
number, call number, author and title should be entered.

The pocket should bc in the form of a pouch

the borrower’s ticket exactly fits.

into which
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2. A borrower’s ticket for each borrower, recording his
name, address and the date.of expiry of his registration.

3. A combined cenvelope and date-slip for each book.
It should preferably face the-inside of the back cover and
the envelope should hold the book pocket.

{Practices in using this system vary a good deal. Some
libraries use a borrower’s pocket bearing the borrowers\
name, address and registration number to hold the book
ticket for each book borrowed.) ™

In charging a book, the issuing assistant withdra®s the book
pocket from the envclope and inserts the bofrower’s ticket
~in it. The datc slip is stamped with thesdde date of re-
turn.  The book pocket with the borrosper’s ticket cnclosed
is placed in a file, first under the daﬁ{ ‘and then under the
classification number. B P\ 4

On the book’s return, the bookipocket, located by the date
on the dating slip and the call@fmber, is recovered from the
file, The assistant hands Qo:{z?:i“ the ticket to the borrower,
returns the book pocketsto the envelope on the inside back
cover and, in due cog{se} the book goes back to the shelf.

Tor a small Jjbrar\gy However, where the volume and variety
of work is not sdyheavy, these processes are very intricate.
It is better f{;r{thém to adopt some other casier process. For
such a librqxg'f;'the following simple as well as cheap method,
requiring\ﬁb‘r’nore than a single ruled note book may be adopted.
in this(iiote book, for each member of the library one or two
pag.qé.‘ére reserved. The arrangement may be either in serial
{otder of the registration numbers of the borrowers or alpha-

ttical, according to their surnames. On the top of the page
will be entercd the name, address and number of the reader
and below these there will be ruled spaces for the call number,
date of issue, date of return and the signatures of the bor-.
rower and the librarian. When a reader borrows a book,
the call number and the date of issue are filled in in their res-
pective places on the page allotted to him and the borrower
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will sign each time. When the book is returned, the lib-
rarian fiils in the date of return and signs to confirm that the
book has been returned to the library and received by him.

Overdue Books
A
Books are generally returned in time but when the\are
overdue for a week they should be written for pohte\{y “On
further failure, a reminder shouid be sent reﬂ:cratmg\t'hc bor-
rower’s obligation to the library., The third, ahd ‘last step
should be to forfeit the deposit and deprn(\s’bhlé borrower of
any further facilities in the library.
' : . \.

Renewals v

7
. M

The tlme for which books*may be held is common13 fixed
at two weeks. Renewal foa: @ further period may be permitted
if the book is not dcma{*ndea by other members,



IO

Rules and Regulations A

 §
e ~
.

VERY MEMBER should be informed of thelrules and
regulations of the library. This can PeJdone either
by distributing printed sheets containing the tyles and regula-
tions to each and every member or by publicising them on a
notice board at a preminent place in tlre ibrary.
The rules should cover : W W

A short note on the hbrary collection,
A brief account of.the classification system,
Classification of £1te different types of borrowers,
Nuamber of e@ks to be issued to each class,
Periods ofloan for general and rare books,
lerary hoﬁrs,
ler,a\ry hohdays
rolubition of smoking and the bringing of personal
book ﬁ belongings into the library,

9. N\ 1brary manmers,

»\ 3o, Miscellaneous.

oMy OV o B e

All these rules must be framed to suit the type and size
of the library for which they are intended.
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Stock Taking \

N

(\)
¥r —O—
HE'LIBRARY 15 a growing institution agld It serves
- the community throughout the year. A,t‘{}xe end of each
year it is necessary to take account of the total stock in order
to trace books lost, misplaced and not)y€turned. The lib-
rarian should take an inventory of #, ‘books and periodicals
by a thorough physical checking dufiy the slack season, when
the pressure of the library’s wor}c’is not heavy.

Tor taking stock the shelfslist card file is very important.
The books on the shelvgs‘:should first be arranged in their
proper order and then{two assistants, with the help of the
shelf-list cards, should Start work. One assistant should read
the call pumber a‘nﬁ\accession number of the books from the
shelves and theether should check the shelf-list cards one
after anotherl(’clas&wise). If any book is not traceable, a
special matkon the shelf-list card of the book should be made
which ‘Qﬂl‘ indicate that the book was not found. As soon
as ‘ghis work has been finished the librarian or his assistant

- et check the marked cards in order to find out, (1) whether

SthHe books they represent have been issued to any reader, or
{2) whether they have been sent to the bindery etc. If a
missing book cannot be placed in either of these categories,
It can be taken as “lost” and appropriate entries should
be made on hoth the accession register and the shelf-list. The
shelf-list card of the lost book should be removed from the file
and kept in a special box.

7153
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An alternative procedure may also be followed. In this
case long sheets of paper with numbers printed serially on them
are used. As. in the method described earlier, one person
should read the accession numbers written on each book while
the other ticks off the numbers called out on the sheets bearing
the serial numbers, After checking all the shelves the sheets
should be compared with the serial numbers of the accessio ™\
register and the accession numbers should be marked accord— '
ing to the marks on the rolls of paper. The books, W}lese
accession numbers remain unmarked shonld be sear.ch?ad for
both in the issuing department as well as the bmdmg depart-
ment. The withdrawal register should also bc\éonsultcd to
find out whether the book has been plcvmusly rejected. I
no trace of a particular hook is availablo }.Qw{hebc records, the
book can safely be declared “‘lost”. \‘

A list of the lost books should e"trefully be prepared and
placed bcfore the library commzttee and important books.
which have been lost should heweplaced.

S
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Reference Service N

. A
e —
N\

' RE FERE N CE service is an important part "Qf"fthe work
of a library. It consists in the assista:r}‘tgggivcn to the
readers in their use of the library resources through personal
contact. A
Dr. Johnson said, “Knowledge is of'\fw}) kinds. We know
a subject ourselves or know wheré\we can find information
upon it.” The latter part of his;.salying has a bearing on the
duty of a reference-librarian glte is expected to know well
how to find required informatidn from the available resources
of a library. o~

The duties of a ri:éfe?ence-ﬁbra,rian may be divided as fol-
lows: (1) to help feaders find necessary information from the
available resourcds, and (2) help readers in the use of hbrary
records and resources and to guide their reading.

Readerg.oénie to a library not only for books but also for
help ar}d\ig}ﬁiiance in their many problems. Librarians should,
after ~.p%per1y understanding the problems, try to help them
withithe proper materials and to guide them on how to find
‘the answers. The volume and variety of the problems and
questions vary considerably. with the size and type of library.
The reference questions of school, university, public and
special libraries will vary both in quality as well as in volume.
Some typical questions are given below :

What is the height of the Alps?
68
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What is meant by “‘Plagistrapism’’?

Where can I find a brief account of Chinese Art ?
What books should I read on Child Psychology ?
Where is Lake Success ?

Whe is Ranganathan ?- .

/

In most cases, reference librarians can answer the aboyé
types of questions with the aid of standard reference hooks
and the catalogue files of the library. Besides these -d\Tefe- -
rence department should maintain files of current\ JOumals
and newspaper cuttings for information on recent, events and
discoveries. In some cases the collection of'reie‘rencc books
of a particular library may not be sufficiepfs¥In such cases
the librarian may contact other libraricgyand institutions for
aid in obtaining the required mformatlcm :

Now comes the guestion: What™is a refercnce book ?
Every book is potentially a reference book™, some are of
particularly reference value because they have been specially
written or compiled to be'comprehenswe yet condensed,
and so organized as to present large quantities of facts and
other information fr;}ﬁh\somc useful point of vicw. Books
of these classes are“generally known as reference books and
they form a spedial collection in a library for ready use and
consultation By‘the readers. As any of thesc books may be
- wanted by, a.ﬁy reader at any time they should always be kept
within tQQ Ilbrary and shouid not be issued out,

Angther duty of a reference librarian is to tcach readers
ngxto use the library, particularly the reference books and

¢ card catalogue which will help readers to locate the books
and information they nced themselves. This aspect is extreme-
ly important as the librarian and his staff cannot always
be awvailable to the numerous readers whe attend the library.
- The reference section of a library should be provided with
the following types of reference books :

1. Encyclopaedias © An encyclopaedia provides information
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on numerous subjects in a concisc form,. arranged alphabeti-
cally, with nccessary illustrations, maps, charts and biblio- -
graphy. The Encyclopaedia Britannica is the standard example
ol this class. :

2. Dictionaries . A dictionary gives information .on words
arranged alphabetically with their respective pronunciations,
spellings, synonyms and definitions,  For the English languagé)
Webster's New International Diclionary of the English Langyage
is a représenta_tivc and well-known work. S \'_ )

3. Special Dictionaries: Besides the general \j&;g;]‘{s, there
.are special dictionaries dealing with pa.rticulaz" 's!tlb]'ects‘ In
special dictionaries the treatment is more exhausfive and more
scientific, In all -branches of knowledge special dictionaries
are available, e.g. medical dictionaries, Agehnical dictionaries,
biographical dictionaries etc. Biograpliical dictionaries give
short biographical sketches of impettant persons and may be
either regional or international) The Inlernational Who's
Who represents the latter typewyhile the Dictionary of National
Biography the former. N\

4. Year Books and.Aumuals: These contain summaries
of events with related 'statistics on intcrnational or regional
affairs. The StateSipan’s Yearbook is a reliable handbook of
descriptive and statistical information about all countries of
the world, while' The Indian Year Book is quite exhaustive on
the current/Iridian topics. Besides these, there are year books
on speb(&l"sub}'ects such as the Year Book of Education, the

- Health Year Book etc. }

e ‘Handbooks and Guide Books :  These are mainly designed

Yo provide the varied types of information and maps needed

by general readers and tourists. Examples : Murray’s Guide-

book and Cook’s Traveller's Handbook.

6. Annuals and Directories: These mainly provide specific

_ information in different fields of activity, the respective sta-

tistical data on them, information on recent developments and -
personalities and institutions concerned, Examples are Kelley's
Post Office London Directory ; Industry Year Book and Directory.
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7. I ndex and Bibliographical W, o:vks These systematically
describe and record information on printcd_" materials on
particular subjects arranged chronologically. Examples :
Bibliography of Indian Hislory and Oriental Research (Fernan-
des, B.A.), Bibliography of Education, Poole's Index (1802~
1900}, o _ : :
8. Gazetteers: These refer to the names of places with<
information on their history, nomenclature, location, popula\
tion and other statistical data. They arc very 1mpom+ant
reference books and may be described as “Gcovraphlc‘ll Ency-
- clopaedias”.  Examples : Longman's Gazelteer of dpe. World,
The District Gazelleers of India. A\

9. Maps: These are graphic manuals marked with loca-
tions of countries, rivers, hills, cities and fewns.  Atlases are
collections of maps and there are spemal‘aﬂases with a parti-
cular emphasis on a particular top®ysuch as the A#las of
American Agriculture and Ailgs ofs WGlassical Geography.

10. Local Collection: A hbrarj, should take particular
interest in building its local kellection, i.e. books, maps and
other documents related to\the particular place in which the
library is located. It is\natural that readers of the locallty
will be particularly mﬁ‘erested in such material,

In addition :t{;\ its veference collection, the dictionary cata-
logue of a libyaty is highly important for the reference depart-
ment. It\:sh‘ou]d be borne in mind that the purpose of the
entire, réfercncc collection is to provide rcaders with correct
'and ~up—to -date information. Hence every care should be
. tqken to kecp the reference collection up-to-date. While

sclecting relerence books for a hbra,ry, the following considera-
tions should be horne in ming :

I The Topic and Scope of the Work. Before recommending
the purchase of a particular refererice book, the librarian
should examine in detail its special point of view and ifs -
presentation of the materials.
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I General Plilosenhsy
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Social Scisnces |
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A\
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. X, 0. Yearbook
Muntcipal Y earbook
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Direclory
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Cook's Togpeller's Hand-
[lelel

Murra s dandbook

Hapes Ratnous Firat Foets|
\¥

€75

Guide Books and.
Handbooks

;‘

Louttit ; Hand-
Sank of Peyehol.
Literature

Poale's Tadex (1802-1906)
Irternutional Index

R\ Book Ree. Digest

NN Seosterman: World Iiblin-|
o graphy  of Bibliegra-

plies
Dritish Musewm Codalo-
Fus
Mudege :
Bogks

Indexes &
'.Bibllogt es

oy {
\¥
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Ruide o Ref.

iIndar
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{UNERCM

Reuter : Hendbool: B
of Socislogy

Bugie Facke ond Fi-
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Soetal  Scigncs  Bibel
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CGazettests Lippineot's New Gazetleer|
Chambers’'s Concise Ga-
zelleer of the World
DHst. Quzetleers of India
Census Repord

Alaps and Atlases Huﬂ?&omf's New Worl&ll

a5
Pk;'.i?.-ig}'s Internationad

Encyclopasdia Britanniea!
World Aflas v

I

Rattholomew:  Oxf

Eeonomic Atlas
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¥

I

Atlas
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Fiwtehinyon's ’J"cc-’a-i Monroe 1 Oyelopae- Runs-%&brhnc]wll Bhipley: Encyelapae- { Langer: Eneyclopaedic
nical and Seientific  dig of Edweation Encpetopeedia of|  diz of Liferature of World Hisfory. :
Breyelopoediu the Arte
Jonesw  Engineering .

Faeyelopaedin N
Nogtrand's Setentific
Fneyelopacdio
. | — I —_——
Yienderson © Din, of | Chambers's Techinioal| Ware: Short e, | Hayper's Die. of Clas-| Rice: Die. of Ceolog-
Seientifie Terma i of Architecture steal Liferature teal Termg
Janex:  Mothemati-; Bleck’s Mafical e, | Blaon: Musio fhe, Webster's\ Beographi-
eaf THe. eal Die,
Hackl: Chemical Die, (N
AN
o9 Ny
- ~ :
N
’\i
Netional Register, Baker; Biogra-] Lamprideed Clasm?
51K phical Die. of | Dieal Regper Names
Musicigas Shatpi\Siort Bingra-
ifwd Die, of Fo-
rgiyn Literatree
N ‘Cousin : Short Eio-
| fraphical  Die. of
o\ Enylish Literature
| Seienpe Fearbook Tﬁeaireﬁ.oﬂﬁ, of
Hxa‘g.rear
&
000\
Hﬂ.ndliaok of Chemia- Palmer H Qnuk Gapdner @ drt| Thrall @+ Hordbook of] Keller: Di:. of Potes
try & Physies of Nat. Htsh& through the Ages| Lif Ploctz:  Manual of
Buarlme's Tables Bailey : Manwal  of Ozf.  Companion to| Universal Bistory
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2. Author's Standing. Relerence books purchased should
"be authoritative works by eminent persons and institutions.
otherwise it is not possible to rely on them. The author or
editor’s education, experience, reputation and previous record
should be taken into account while selecting reference books.

3. Date of Publication. This is very important in view
of the fact that the aim of the reference service is to furmish™
thé reader with up-to-date information. Before consult@ i
any reference book the date of publication should be carefullv
noted, otherwise the information obtained may be back -dated.

4. Compartson with Other Books of the same Type This
will inform a librarian of the differences, arrzm\gement order

and purpose among them. Without this Lrlowledge a lib-
rarian may miss something for which h@\ 1&100k1ng

In present-day library SErvice éfjﬁcient reference work is
an effective means of populan'zii;'g ‘a library—of making it a
creative institution. It is #ie" process of establishing real
contact between the book™ ‘and the reader through the per-
sonal service of the lipratian. Dr. Ranganathan says: “It
has to be realised by &ll concerned that a library is essentially
a social institutign“designed to serve humanity and that at
the ultimate sta:ge ‘all service to humanity can be only through
personal sermee by those who have spectalised in rendering
of the sepvice concerned.”

\’\\
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I N UNDER-DEVELOFPED countries thefp‘ercentage of
literacy is very low. A hundred years)an'fnore of foreign

rule has made people in these countnes\\poor and ignorant '
and the average person knows nothmg of the uscfulness of
libraries and books. It is here tha extensively . organized
publicity in- a popular form and ‘through proper chanpels

" can contribute substantially t0~ bringing home to the people
the utility of a well- -organizd@library system. :

What is the meaning©f the term “publicity”? . Its simple
meaning is the procesS'of bringing something to public notice
through exhlbltlon\o\' some other means. Library publicity
brings the resoufices and new acquisitions of a library to the
attention of its*feaders and thus invites them to the feast at
the diquséi\ff the library ; it makes the library an effective
and popular organization by bringing more readers within its
fold dud by creatifig new readers cvery day. MHence it is an
impertant part of a library’s waork. S

\"ff he ideas of the world are changing fast. Conceptions of
the purpose of a library have kept in step with them. Pre-
viously knowledge was monopolized within a limited circle
and a library was a precious acquisition for the few, Like the
greedy rich, libraries used to collect books and preserve them—

. and there was the end. Now, in addition to these two func-
tions—collection and preservation—libraries have assumed
a third function—dissemination, i.e. the proper distribution

75
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of appropriate books to appropriate persons at the appropriate
time.; A book, however scholarly and precious it inay be,
without proper readers is now-a-days considered a uscless
production.

Modern nations are doing their best to democratize know-
lédge with the help of printed materials. Every available
book should be utilized properly for the benefit of the nation
and libraries must help to establish contact between boels
and readers through organized publicity aboul new Bowlks,
their contents and their usefulness, and by making(the 1ib-
raries themselves attractive, easily accessible apd) popular.
It is only the fulfilment of these functions that pdakes a library
a live, creative institution. Without this§ér} of activity, a -
library will remain stagnant and sterile.

To make each and every library a redl)centre of knowledge
for the community which it serves,¢he Librarian must make
the institution physically attractive and employ publicity
and display methods with skill: }md sincerity. ’

Whien the general educatio‘nal standard is very low, as in
South East Asian countsies, pcoplc wili, in the initial stagcs,
seldom go out of thc.u\way to visit a library. But if they
don't come to t \hbrary, the library should ge to them
through a well.ocganized system of mobile service. Orga-
nizing mobile Bibraries and creating interest in reading among
the peoplopwill require patience, courage and perseverance
on the part of the librarian. Book-mobiles should  travel
the ditty and dusty roads of the rural areds in order to reach
the$ittle one-room school, the working man in the field, the
\'"h;o*[isewives arid children of the far-away village homes, the

Shut-in invalids, the old and the blind.

To make the people conscious of library activities and use-
fulness, publicity in the most attractive, organized and pOpu~
lar form is essential. The following steps are recommended :

. 1. Publicity through notices and poster rfisplays..-- Lists of
new acquisition_s should be compiled and displayed for the
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readers’ information on the library notice boards and in
other important places of the locality. If possible, the lists
should be brought to the notice of the public through the
local newspapers, cinemas and radio station. Attractive -
posters {coloured ones are preferable) depicting thk useful-
ness of libraries through pictures should be disph’yeél around

the locality. The radio and the cinema can be used "LS POPU- A

lar media for library publicity. .

2. Publicity through personal service. This includes re{e\'
rence service and helping readers in the use of the hbrary

To attiract people to it, the library should invite 5pe81allsts
and well-known personalities in the fields of litédature and
learning to deliver popular-lectures in the libra"fy. It is the
duty of a librarian to let the readers know.about the sincere
invitation of the library and its friqugiz,,\ helpful attitude,
There must be someone within the libfary to wclcome a new
reader saying, “Take my ha,nd; f,or'I'have passed this way
and know the truth. \

To attract children to a hbmry and to put them at their
ease within its walls, the. hbmry should regularly organize
story-telling hours when\a member of the staff tells them
interesting stories ané\refers to books related to the stories
told.

3. Publicity,, {kmugk exhibitions. To make a hbrary a
centre of aptraction for people of all ranks. of the com-
munity, Q&}hbltlons of books, needie-craft and other hand-
work (ior the housewives particularly), farm products {for
the farmers), toys and games (for the young ones) etc. should
b{ prgamzcd within the library. This helps fo. make the
pebple aware of the prescnce of a library and to make their
contacts with the library closer. '

To make a library physically atfractive, the following
standards should be maintained :
1. The library should be situated in a centra) place in

the locality served ;
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2. There should be enough light and air withic the
library ; .

3. The seating arrangements should be comfortable ;

4. The atmosphere of the library should be homely so
that readers feel free to enter the library and.ask for any -
help they require and be at their ease while making usc
of the library facilities ; _ _ )

5. Books should be easily available and the library: N

rules should not be very strict. \\" N

A

In under-developed countries, the stimulation of:finterest
by embracing every opportunity to speak before, Iobdl organi-
zations about the library aims and its abili’;y\{i;i)ﬁ willingness
to do public service is an important még&s'\for making it a

really successful nation-building institutioﬁ\.

AN
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Preservation and Care of Books .

N
.}{? 28 N

'\

T HE PRESERVATION of books and dgg{&ﬁqents and

their protection against damage done hy{climatic con-
ditions, insects, fire and human beings are garticularly difficult
problems. The problems of fire and vaydalism are common to
all countries but high temperatures 'm(I fumidity, dust, insect
marauders and the scorching sunlighbvare some of the innume-
rable problems which create pagticular difficulties for libra-
rians in tropical countries. W»

Climate. Frequent Qhanges of temperature and humidity
due to climatic variations are the causes of gradual deteriora-
tion of a variety*of objects. This problem is not so acute
in cold countriésy) To minimize damage resulting from thesc
causes, books $hould be képt in comparatively dry rooms and,
if possi?tgl\e:}the .temperature of the stack rooms should be
contrg&@d’ artificially to keep it normal. As a security against
damp, the foundations of a library building should be well

_Jaidtand the floor should be raised high.
O |

Insects and Other Pests. How many are the species harmful
to books ! Among them rats, white ants, cockroaches, silver-
fish and other tiny insects like beetles and book-lice lare the
most common, Some seck permanent homes among papers,
while others stay only for a period, but long enough to do
considerable damage.

8o
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Mildew and Foxing. These- minute v"egetablé growths
generally thrive on old objects and in damp places. The
best way to protect books against these diseases is to keep
then in a comparatively dry place and to rub leather bindings
with birch or cedar oil from time to time.

There are six main groups of insect pests :

I. Cockroaches are well-known all over the world.  They
distigurc books by eating the varnish and colour of the ginding.
Borax can be used as an antidote ; cockroaches als& have the
greatest antipathy for common salt

2. Beetles are the true book-worms, Th'é?‘ do damage
by.boring tunnels through covers and pages.\‘Books attacked
by these pests should be immediately?s€moved from the
shelves and, after proper dusting, reﬁne}‘l kerosene oil or ben-
zine should be carefully applied on fhem.

3. DBook lice arc tiny insccts Hhat feed on gluc_ and paste.
They are not as harmful as¢bettles. They should be dealt
with in the same way as beé’tiés. :

4. Sulverfish or fi sh’\’ snsect, like cockroaches, disfigure
beoks by eating the C(alour of the binding, being very partial .
to the glaze useddin he colouring matter. A good method to
save the colou{S and varnishes of the bindings is to apply
on the cover oi each book as.soon as it is received a-coating of
good co hvamlsh

5. %ﬁz‘e ants or fermiles generally breed in damp places

and. mnnot stand the sun. They live within the walls- of
buﬂftmgs or make for themsclves tunnels or tubes of earthy
\mtenal on the walls. The damage donc by them, both to
books and furniture, is immense and sometimes irreparable.
1f any white-ant hole is detected, keroscne oil should imme-
diately be spread over it. D). D. T. and GammaXkene powder
also- give satisfactory results. Often, however, it will be
necessary to take the aid of specialists in pcst control to over-
come this menace.
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6. Motks. are small insects related to the butterflies and
their larvae feed on cloth, wool and leather used in the
binding.

To fight against these enemies, libraries should try to follow
the undermentioned suggestions : '

1. Cleanliness is the most important factor and calls £oc"
great and unremitting care. Frequent and regular washing
of floors and dusting and painting of hookcases, shelves and
furniture is absolutely essential. P

2. Like human beings, books require air and/ight. Insccts
and other pests thrive in dark and badly veidilated parts of a
library. Every care should be taken to ¢hsure proper venti-
lation within a library. DBooks sho 1d0mot be packed too
tightly on the shelves. Smoking shoﬁ‘h not be allowed within
the library as tobacco fumes are khown to be injurious to
books because ammonia is alwe;fyé"present in them.

3. Cheap types of pastcb?;a}d (not well rolled} sometimes
used for binding books .are’ often a source of pests. Either
the cheap pasteboart{fl”:iil the binding should be removed or,
to prevent the pést ™from leaving the board and attacking
the pages, strong*scented dry neem leaves (melia A zardirachta)
and tobacco Jedwes should be placed in between the boards
and the pages on both sides.. To the infected boards, if it
is not’\géééiblc to remove them, refined kerosene oil should
be z}gp)ied on the infected areas with a solt brush.

4" Books which rarely receive ajv and light should at
\'"‘:'mtcrvals be exposed to the morning sun for a few minutes.
Leather-bound books should not be so exposcd. The period
_ of exposure should be very short, viz. 3 to 5 minutes. Over-
exposure will damage considerably both binding and paper. '

5. As a preventive against insects, a library should be
dusted with D. D. T. powder and sprayed with Tlit at regu-
lar intervals. Camphor, naphthalene, borax etc., in little linen
bags, should be kept on the shelves.
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Library Equipment and Furniture o
. O\

’}"\ HETURNISHIN G of a library with properieduipment,

L fixtures and furniturc should be planncd{with due care
and attention. This will help the casy w -orking of the entire
system and enable the library to serve tk\e\grcatest number of
people with the least possible spacc oqnfusmn and outlay of
money. v

A list of the essential eqmpment ﬁxtures and funuture for
a middle-sized library is giv envhelow

a3
S

1. Charging Desk@.nc? Tables
2. Chairs | {‘}\

3. Shelves X

4. Charging Tray -

5. Bookidnds or Book-supports
0. V\hcal File
7,\\ Card Catalogue Cabinet
..;8\ Magazine Rack
’,\ 59 Dictionary Stand or Holder
\/ "10. Book Platés or Rubber Stamp with the name of the
hbrary
11. Rubber Date Stamp and Ink Pad
-12. Bulletin or Notice Board
13. Accession Book’
14. Withdrawal Bock
15. Borrowers’ Register
33 .
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16. Application Cards

17. Guide Cards for Catalogue Files

18. Book Cards

19, Catalogue Cards

20, Borrowers’ Cards

21. Tray for Borrowers’ Cards

22. Book Pockets and Date Due'Slips - : ¢
23. Adjustable Book Holders A

24. Newspaper Sticks and Holder \ )
25. Wall Clock A

The charging desk should be ncar the cntrqn,ée‘t)f the lib-
rary so that readers will not be disturbed by \those who come
only to return books. The size of the tqbk}iviﬂ vary accord-
ing to the size of the room. There ageiwrany styles of desk,
straight, U-shaped, I.-shaped ctc. and\they may be of sitting
height, 321 inches, or standing helght 39 inches. It is better
to have a straight sectional desiof sitting height.

CHA,REING DESK

\\
/ =7 \ AN

‘f P 1l k) Y \\\\ —_—

]
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The charging tray is required to Leep the daily charges of
books. It may be either a double or single charging tray.
The inside measurements of each compartment are 3} inches
wide, 12 inches long and 33 inches high, to hold 7.5 x 12.5 -
centimetre (3 x 5 inch) cards.

CHARGING TRAYS A

~'Phe card catalogue cabinet should be placed be’meen the
}hargmg desk and the bookshelves. The card catrfllogue
cabinet may contain 2, 4, 6, 10 or 15 drawers. As a library
is a growing institution it ;s better o have at first a horizontal
unit cabinet of 20 or 15 drawers built up on four legs with a
flat top. The drawers should have a steel rod running length-
wise through the centre. In between the rows of drawers
there should be two sliding shelves which can ‘be drawn out
and on which the drawers could be rested when completely
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withdrawn from the cabinet. On the front of each drawer
and just-above the rod-head there should be a label-holder
and drawer-pull.

CARD CATALOGUL CABINLT

PN
It is ‘&:c:s\irable that in a library books should be kept on
open shelves. The shelves should be adjustable and their
over-all height should not be more than five feet and six
\{nches Where shelves of greatér height are used, it is neess-
sary to use steps or ladders to reach books on the upper shelves.
The shelves should be of uniform size and preferably made of
steel. - Wooden shelves can also be used if they are made of
solid wood and if the edges are smoothly finished. The
shelves may be placed within the library in parallel rows,
leaving enough space for people to pass one another between
the two. :
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ADJUSTABLE STEEL BHELF

r*\l

\JJ [ :"'

At th “*Is of the rows of books on the shelves metal book-
ends sh%ld be placed wherever necessary. These book-
ends x&rll not onty protect the books from damage but will
} ¢ the total appearance of the library more tidy and neat. .
e book-ends will keep the volumes upright and reduce the
wear on the books as leaning is likely to break the swing and
wrench the covers out of shape. The book-ends should be
5% inches high with all corners rounded.

a
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BOOK-EXND

In a middle- sized library it is dﬁﬁﬁult to allow enough
space for the proper displaying of }mﬁnals and periodicals.
‘A magazine rack can, within a smalD space, accommodate 15
to 20 journals. The compartments of the rack vary in size
to house journals of dszerent \sizes. The magazines do not
fall forward as they stand tiited back when they are kept in
the rack. The average >deight of the rack is 48 inches, width
35 inches and depth % winches, with four or five compartments.

chtlonarles Ency opaedias and other heavy reference
books” requlre c\ate'ful handling. In order to. make the hand-
ling of thesg theavy books easy dlctmnar} -holders or -stands
should bouééd. The base of the holder or stand should be
covered\af’ch felt to protect the outer cover of the books.

Thewertical file cabinet i 15 a satisfactory container for keep-
mg %ulletms pamph]ets pictures, clippings etc. within a

nall space. . Not only does it save space but time also by
makmg the material easily accessible. These file cabinets
of three or four drawers of various sizes are available from

the hbrary supply houses:
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Like the vertical file cabinet, the newspaper stick holder also
saves space. A newspaper stick, made of light wood divided
into two wedge-shaped sections, is fastened into a convenient
handle. A newspaper is slipped between the two sections and
a rubber ring draws them together at the end, holding the
newspaper firmly. A newspaper stick holder has four or five
holes on it at equal distance. They are sufficiently big. to\
accommodate the handles of the sticks. The holder 'may be
screwed to a window or a door frame.

For the information of the readers, new addztlons 'to thc
library should be displayed properly and regularly Y A book
holder which will hold two to ten books is qaeful for this
purpose. It is easily adjustable and folds fiet when not in
use. The average length of such book holders is 16 mches
and the height of the ends is 53 mcheﬁ\ v
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As THE importance of a comprehensive hbrary service
gradually gains proper recognition, moré and more lib-

raries of various kinds are being establisitetl all over the

country, particularly special Iibraries:‘.aj;tached to various

learned institutions. The following atd”the main types of

libraries : WV

School Libraries and €hildren’s Libraries

College Libraries %"

University Libgasies

Public Libraries—Government, Municipal and Private

National kibraries -

Special Tibraries

R N

A/

"Each class':‘éf’ library has its own special problems and must

 be piam{:é& and gradually built up to meet its respective needs
and“rg&lirements. '

N School Library and Children's Library

The child is the father of the man. The future of a nation
depends largely on the proper iraining of its children. Habits
cultivated at an early stage help to guide the child’s future
life. Hence, it is of vital importance for the growth and

gz
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development of the nation that proper case is taken to organize
school and children’s libraries on healthy lines.

Between the ages of 6 and 16 children reccive primary and
secondary education in schools. They have their textbooks
and class lessons but, besides this compulsory reading; pro-
per encouragement should be given and facilities' offered
to enable children properly to channelize and develop theird
natural curiosity. The right type of book has the powenso
develop healthy mental growth and to check the truantfeom
going astray. Every effort should be made to create the'read-
ing habit among children through the joy ‘and pl‘easure of
reading and not by compulsion or coercion. " oo

Once the reading habit has been formédy “children wﬂl.
quickly learn how they can help themselyes and learn’ new
things' through books without the helplot either teacher or
guardian. In this way the library camvhelp to develop mde-
pendence and self-confiderice amongst ‘children.

In a library children get a chance to come in contact and
mix with different types ofboys and girls. This will help’
them to become more socidhand d1sc1phned less shy and self-

centered. O
It is true that som&?:hﬁdren do-not like to read but there are’

very few who will@bt respend to one or otlier of the mears of
attracting childséd to a library outlined below.
~- i

Story-t@«}éz Children love stories. Children’s libraries
should, "irrange a regular story-telling hour when an expert
teqch‘cr or librarian regularly tells interesting stories,

\sze for the Best User. Prizes should be given to the chil-
dren who make the maximum-and best use of the library.--

A Variety of Books and Journals. All possible interests
should be catered for, The following are the types of books
and refated journals which should be selected: fairy tales,.
animal stories, epic tales, historical stories, stories of adventure,
books on games and sports, travel, hobbies and handicrafts,
scientific inventions and discoveries. and biography. -
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Attractive Furniture and Decoration. The library should
be attractively decorated with colouréd dolis, pictures, and
fiowers. The furniture should be comfortable with little
light chairs, tables and sofas,

. Other Methods. In order to make the 11brary a centre of
attraction, music, stamp-collecting, drama, recitation, pho-
tography, etc. circles should be organized within the librarye

' The job of the chﬂdren s librarian is a very respons1b1e\ahd
complicated one. He bears a responsibility for sha,pmg the
nation by creating healthy interest among children” by guid-
ing them to and interesting them in books that. “mll stimulate
their imagination, intelligence and curiositya s\

The children’s librarian must be of a patiént, sympathetic
and loving nature. Young boys and g'(r:ls are very sensitive
and every precaution should be takemnot to hurt their feelings.
The rules and regulations of a ch;ldren s library should not be
very strict.. Though the libragian® of a school library does not
require to be an expert technlclan he certainly requires
qualities of mind and heart which no mere training in the
technique of hbranansﬁxp or -pedagogy can give him. Only
if he has these qu@htmes cafi"he make the library a living
1nstrument of educatlon

2O
N
&

\ ) The College Library

Students generally enter college at the age of 16 to 18.
Phis period of adolescence when there starts a change of both
the body and the mind of the students requires careful atien-
tion for proper guidance. Every action is now accompanied
by an equal and opposite reaction and “sudden emancipation,
increased freedom from restraint and the realisation of per-
sonality’’ are accompanied by reactions that can become a
menace. Young people at this age become conscious of them-
selves though their bodies and minds are not yet fully deve-
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loped. Sex matters gradually push themselves forward and
distract these young minds. The college librarian should
consider these facts with all care and cautiously try to feed
these young minds that have not yet attained equilibrium.

The librarian should not only cater to the needs in respect
of textbooks but must also select, collect and distribute books
on cultural affairs, hobbies, sports, popular science, adventure,
inspiring biographies and classical and modern literature. ¢ \

Fresh from the mofussil areas, most new students find he
selves at a loss. The librarian should extend his helpmgh,and to
these students and should explain to them group by group how
to use the library catalogue and the reference ¥ollections, i.e.
how to make good use of the library. Guide- and visnal-charts
should be displayed at prominent points iAthe library.

Like those of a school librarian, the{dnties and responsibi-
lities of a college librarian are great., \He has to be not merely
a technician but also a guide and a friend who will study
the readers’ interests with sympathy, who will analyze the
readers’ problems with the“eye of a psychologist and will
encourage them to exploﬁc the college library m a way that
will give a new dlmen\S{on to their lives. o

</

Ao The University Library

A unjq?%s“ity, as the highest body for teaching and research,

ma,kc\s; Hirect contributions to the advancement of knowledge.
he'main difference between a university and a college 15 the

fo¥fmer’s stress on research work,

The task of a university library is to help advanced students
and research workers with necessary books, journals and bib-
liographies through a concentrated reference setvice. As D,m
Subrahmanyam so aptly puts it, “The value of the university |1 i1
libraries lies not-so much in the number of books possessed by z
them but rather in the great mass of research and reference’’

material _avaﬂable
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The staff of a university library should be qualified to help
readers with necessary materials and reference service. The
qualifications of at least a section of the staff should, therefore,
be both scholarly and professional.

'As a university s a composite body of several academic
departments, the set-up of a university library is also a har-
monious combination of several departmental and a central
library. The central library maintains the union catalogue
and co-ordinates the administrative and technical functmns
-of the departmental libraries. To facilitate the work of the
departments, the departmental libraries may, “be physma.lly
decentralized. . m\

- The library committee which is usuallysformed by the aca-
demic council of a university is an advisery body. The com-
mittee guides the policies of the librw regarding book-selec-
tion, allocation of funds to resPectwe ‘subject-heads and genc-
ral administration. \ :

-~ As a university regularly pubhshe% a university ]ournal and
resea.r_ch publications, thejlbrary of a university receives. the
_publications of other uiversities and cultural societies through
‘exchange of publica}ﬁ@ns. .

K&

Y \% The Public Library
>
:l"a\Iic. library is the people’s university. It maintains
the\principle that knowledge should be democratized free
.. ofiCost to every person irrespective of colour, caste-and creed.
(s aim is to unfold the varied faculties of each and every
individual, adopting ways and means which are appropriate
m each case. :

In. the South East Asian. countnes where minety per cent.
of the people live in villages in poverty and illiteracy, public.
libraries, as-messengers of knowledge, should be organized in
a systematic way. “Its cost to the community is relatively
small, its efficiency depends less on the money: spent on it
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than on the zeal and imagination of a few people and there is
nothing spectacular in its achievements and yet it would be

hard to think of any institution which performs a more vital
_and far—reachmg service fo democracy in proportmn to its
size.’

The status of a nation as a whole depends solely on the™,
welfare and achievements of its people and everything rega.rd~
ing their welfare depends on their education. Therg \1§"n0
way to improve the standard of welfare of a: people ut by
democratizing education through a network of schools sup-
plemented by 2 nation-wide library service. _{ &

The major concentration of this educational\activity should
be in the rural areas and the libraries sheild be technically
controlled om a hierarchical basis of vil{e(éfé; thana, sub-division
and district libraries. The state lfbreties should be respon-
sible for proper co-ordination and grganization and also {or the
training of staff. There shopléi *be at least one library for

every ten villages and a mobilé section attached {o each should
visit the villages. L ' -

A mobile or travellig library should consist of a van (if
not a van, at Imst\@\covered bullock-cart) containing shelves
of books. The ffuck or the cart should carry books to.the
respective vxllages on a fixed schedulc based on the respective
re,qmrernentsbf each village. A librarian should travel with
the moh(ic section. This will enable people in remote areas
to gej: £ advice and help. '

"Nie major collection of books and journals should be housed
\{11. “the district headquarters which should be rcsponsﬂ:ul'e
for regular and systematic distribution of books on the basis
of a proper survey of community needs. Besides books and
other printed materials, libraries should, if possible, make use
of educational films, records, radio and other amdio-viswal
appliances. These will enable the library to offer an even
greater opportunity for intellectual aud cultural enrichment

to the people.
A formidable task for a pubhc hbrary is to supply books to:
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the mass of readers. There are few books and journals suitable
for the neo-literate who can somehow read and write a few
hundred commoen words with which he is familiar in his daily
life~ The same difficulty was experienced by the American
Association for Adult Education. This organization suc-
ceeded in producing books in a style that makes reading easy
and pleasurable. For books and newspapers for adults df™
was also considered necessary that the size should be sn‘(tll
and the type used fairly large. The adult pupil magNearry
a book in his pocket and pull it out for the OCCupatloﬂ of spare
moments that might otherwise run to waste,

Steeped in ignorance for generations, it wilk ﬁo’c be an easy
task to make the mass of people conscious ¢futlie value of this
movement and to kindle the inferest Iat'en%\fn them. Nation-
wide and continuous organized publieity based on the study
of community interests and psycholopy can overcome the pre-
sent indifference. Through thc,.p’i:ess; cinema, radio and the
publicity department of the.;g'dvérnment, extensive publicity
should be organized and it38 certain that patient and syste-
matic work will succeed{in popularizing public libraries, thus
making it possible, fof them fully to realize the purposes for
which they have bé&l established.

The entire system of public libraries, their work and plannmg
for the futurd,“should be controlled by a Director of State
Libraries, \W}lo should be directly responsible to the State
Govem@ent and who should work in collaboration with the
State) Education Department. A Library Act should be pass-
ed ‘which will empower the state to launch the public library

\movement to control public libraries regarding book-selec-
tion, technical work and readers’ service ; and to impose a
tax at the rate of 6 pies per rupee, at the most, on the pro-
-perty tax or house tax to meet part of the expenses of the
:System. - :

The idea of organizing public libraries on a countrywide
“scale without state help and supervision is an impractical
one. :
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Trained librarians are essential to pilot these Lbraries
successfully,  For the training of librarians, centres for short-
term courses should be opened in each district headquarters
so that trainees get a chance to get their training at the mini-
mum cost and trouble. At present, universities and library

associations impart training in librarianship in the metro-
AN

politan state capitals. This is costly and inconvenient*for
mofussil students. ' )
A\
L

The National Library Ky
: ..‘.\\

A national library is the biggest and best\ower-house for
generating knowledge for the nation, /Flte national govern-
ment must take the entire responsibility for financing it.

The main functions of a national(library are :

’.
B

1. To help and gmde the entu‘e nation in all its intel-

lectual pursuits ; \
2. To preserve evqytkmg pubhshed ‘within the country

and selected titles ffom other countries ;

3. To prepare\}ld pubiish the national bibliography ;

4. To organide centralized classification and card index-
ing with uhit catalogue cards in order to minimize the
wastage\cﬁ\ time and energy invoived in doing the same

thmg,{\& different libraries ;
3 ‘To make the world's intellectual treasures available

m\the country either by 1nter~]1brary or by inter-national

\ flbrary loans.

- In modern times every civilized nation is doing all it can
to build up a national library as a repository of its cultural
heritage. The Library of Congress (U.5.A.), the National
Library of Moscow (U. 8. S. R.), the British Museam' (U.K.),
the Bibliotheque Nationale (France) and the National Library

(India) are notable examples.
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Special Libravies

Scientific and technical libraries are of a special type as
they collect materials only related to their respective ficlds
of study and research. The chief function of such libraries
is to help the scientific pursuits of the nation with all the
materials and information so far available in their respective,
fields. This is a specialized and highly responsible task whieh
can be rightly served only by special libraries. Thei-é Jare
many such libraries in India atfached to the V'1r1ous seien-
tific, technical and industrial institutions. Tﬁe ylibraries
attached to the Tata Iron and Steel Co., Jafuéhedpur; the
Central Board of Irrigation and PowerpoNew Delhi; the
Indian Institute of Science, Bangalore ;:t{m’ Indian Statistical
Institute and Laboratory, Calcutta, arelsdme typical examples.

The main objects of these types ohlibraries are :

1. To supply - their speéi”il clientele with up-to-date
specialized sources of knmxledge in the field served by the
library ;

2. To complle {am exhaustlve blbhography of literature
pertaining to that field ;

3. To helplresearch scholars in the work of translatmn
abstraction, @ocumentation and photographic repreduction ;

4. To'\meet the growing demand for spccialized litera-
ture"sw the system of inter-library loans ;

«3» To keep contact and co-operate W1t11 the corresponding
rspecial [ibraries of other countries so that literature on the

\ Y Tatest developments all over the world are made available
to their own readers,
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