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INTRODUCTION
. : 1

Ir may be 2 matter of 'some interest to note that while librariags
have claimed to be Reference Librarians, Children’s Librasians

 Commercial Librarians and Technical Librarians, among! dther _
things, no one, so far as I know, has yet sought to bekiiown as .

- a Lending Library specialist, ‘This is curious, because'this work

is at least-the most. obvious in municipal public libtaies ; and of

late library literature has stressed the importance 0f/good methods

. in the department of our work by which we are most generally -
© . estimated. A reading of the writings of young libratians, especi- -
%ﬂ'ﬂaﬁt and ‘The Library .
World, shows they are almost exclusively“occupied with problems’
that are essentially -those of the legding libraty. . Certainly there - -
- has been no English manual which deals exclusively with this® -
department, although - America\has Miss - fennic M. Flexner’s .
Ciércalation Work in Public- Libraries, which was published in 1927

ally of those who write in The Librarp Ay

" by the American Librarg{Association. Qur American brethren,

\

and we ourselves for tl&a matter, sometimes overstress the differ-
ences in our mcthods.\s'ceing that in mnch we work on similar lines,

‘but differences théxe are, and Mt Harrod’s work is justified. -

Tt is iustifiedfor\i -several grounds. The future literature .of -

librarianship fiust necessatily become more and more of the mono-
graph type»T hope there will always be a. Brown’s Mannal of
LitrarpEepnomy to give us.a perspective view of the whole field

“which{the librarianship studéat must master before he specializes,
" Indeéed, I believe that a complete manual written by one man has
Jgetsonality and identity and therefore a value which 2 composite -
‘snanual by many authors cannot have; moreover, those who. -

object to books of which Brown’s Mansual is the type miss the point
that its author is after all an editor who condenses- the works of
other men in every field, and tries only to avoid their idiosyncrasies,

* Nevertheless, recent library literature shows that manuals expound-

ing the methods. of particular departments are likely to become

more common. -Mr Hatrod’s is a good example, S
Its zuthor is somewhat modest ini stating his claims. "One wouvld
almost gather from his preface that bhe has given a very brief

intensive study to the subject; but it is more than twelve yeats -

il



il LENDING LIBRARY METHODS

since, 45 a junior assistant from another library, he came to Croydon
in his spare time and spent hours thete looking up methods which
wete different from those he knew, and until now he has devoted
practically the whole of his Ieisute as well as his ptofessional time
to such studies, visiting many libraries in all pasts of England and
in several places abroad. His work, therefore, concentrates a
great deal of experience,

‘ 11 W\
1t is many years since Hare, the architect, declared that the madecl
for library building was the nave of a chutch; one great ¢oom
- which could be divided by mobile screens, or at any rate by light
divisions, to suit the various types of service, Shortlg‘aftcr that,
Mt William J. Harris read a paper before the Libragy, Assistants’
Association in which he advocated the amal gamatio\of the lending
and reference libraties. To most of us at thattitne both of these
'notions seemed heretical ; they wetc 2 returiy'to the collegiate
- form of library in which all activities were cafried on in one apart-
ment. Twenty years ago we believed that\there should be definite
- separation of the reference libraty from, the lending, and of the
- reading rooms from either, To-day, we have swung back in many
places to the single-room idea. This'has been possible because the
- modern reader is not so sensitive to noise and movement as his
father was ; he can endute hisnelghbours to move about quietly in
2 room where he is readingd \It rises more logically, however, from
the attempt to make thesﬁbrary a mote social institution, It is
difficult to say why,({.,t‘here is room, people should not come in
to any part of a libraty to read. By the use of rubber or other
sound-absorbing Heoring it is possible, especially in residential
. areas where we“know our people, to combine lending library,
reference libtaty and reading room in a single apartment. The
attract}vg;gké_ of such an arrangement is undoubted ; its library
-value s"obvious, since it brings the best resources of the library
Into @RE focus for the reader; he goes to one toom and finds in it
_everything he needs, from the periodical to the advanced work of
{ reference.  Some small libraries, such as those recently designed

Wy Mr Edward Green at Halifax, have only one room.

However that may he, the theory implied in the single-room plan

is that which animates lending library work to-day. The depart-

more space and furniture for book display and with tables 2nd
chairs whete readers may “ taste ” books before they take them,
T?us fecessatily leads to larger space for the circulation of readers,
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* which was common 2 generatlon ago. .
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to ore beautiful furmturc, to an attempt to gct artistic results in

decoration. We find pictutes and flowerts, colour in the use of -
Jabels and notices, and tmany other desirable effects in the modern .
lending libraty; and these, if used with restraint, help to create an -
entitely different attitude in the pubhc towards the llbrary from that

I :
In some tespects Mre Hatrod’s wotk is the most detailel Jon
matters’ of small technique that I know; he seems to ha¥e tried
to explote every way of doing ounr s]mplc business processes to its .
depths. This will quitc certainly brmg him ctitigign From the
rather vocal folk who talk nowadays of “ the schdpbof technique
which threatens to hold library cducation inyits unimaginative -
thrall ” ; but the real librarian knows that the wetds I.have quoted .
ate’ nonsense, They are, of course, directé‘ ‘against the authors .
of text-books, becausc those books do\16t deal with matters
outside their scope and intention, Thé business of the librarian -
is certainly to know books, to select them and to display-them; his -
ultimate purpose is to get them used'by the greatest number in the
most inexpensive and businessiike ways. ‘The management of a
‘Hbrary is a definite business¢areer requiring adequate knowledge
of methods and system“and punctuality. In every successful
library this is realized.{ Lhose who have the hardihood to declate
that 2 librarian is upinaginative, or that he is without appreciation
of the miracles of L:& mind of man amongst which he Yives, becasse:
he has 2n adequaté knowledge of the machinery of his work, arc
either foolisk'grdmpertinent.  The best libratians. I know from the
* technical po‘mt of view have been the most creative and imaginative.
They ow that librarianship has litcrature for its foundauon, but
they 4r¢ not- so addle-brained as to believe that their continual
ocoupation with it excuses them from an adequate knowledge of
thie best methods of furnishing, cata.logumg, cIass1fy1ng and kecpmg

N
‘tHeir cash records.

There is, then, justification for the mode of such a book as this,
althoughl would nat give unqualified approval to all of the mcthods :
it describes, Not, I suppose, would Mt Harrod himself, although -

- he is bold enough to say occasjonally that of several ways of doing. "
a thing such an one is the best,  His work will be uscful as focusing -
modes and methods, many of which are good ; and some perhaps’

not 80 good, but the intelligent libratian, seeing them thus st out, - '

can readﬂy exercise hIS own judgment.
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.77 Here ate many forms and schedules which ate used in libraries ;
" some may think too many. Any librarian who employed them
- indisctiminately would find that they occupied more time than the
results justified. Forms have their uses; they are meant to save
- time by putting our methods into their best considered shape and
to give consistent practice and uaity in our service. Propesly
‘designed forms do this. Even in so apparently trivial a;matter
as an overdue notice to 2 reader, a postcard wrongly worded miay
- make a life-long antagonist of your library. The wordiaghon a
' botrowers’ card exercises the ingenuity of anyone whd tries to
convey its possibilities to the reader who is to reseive it. And
- consider the real efficiency of the modern readers’voucher-index
- form-as against the sheet-borrowers-application*“forms of thirty
: years ago. Are these things beneath a wisénan’s consideration ?
- 1do believe in the value and inevitability of change. Every form
- with which T am concerned is serutiniz'éé'before every printing,
" to see if it can be improved in shape; wording and effect; but
- mote to see if it continues to be\worth while, That seems to
me to be essential. It is quite 4 healthy instinct which urges
. us to reject the use of foymsd They are only justified if they
_ simplify work and give tangible, useful service. The rule applies
" 7 to.every library method“that it should never be adopted until we
ate convinced that il At our circumstances, be adequate for its
purpose, and will fiob be inimical to more important work. That
s the spirit in \\(&1&1 Mr Harrod’s manual should be read.
- Manyefthe points Mr Harrod raises are of cardinal importance
to us jnthese difficult days, For what public is the Public Library
.. ﬁc‘:rmgQ Is it for everyone, irrespective of preliminary education
_ andhattainments?  Are we to assess the competency of people to
. _abertow many books at a time? Is the lending library to be a
RREP ¢ ,"SDcl_al‘ccntre_ where people may sit, read, smoke and talk while
{ )7 choosing what they will take home to read? Is the best small
.. library the one which combines in one room the purposes of
.-teachng'room and reference and lending libraries ? Are people
ever .to be excluded from any department, as, for example, Mr
- Darrod seems to ‘want to shut out adults from the children’s
Nibrary ? . Ought we to do without fines as one or two librarians
- ate advocating ?  One could extend the list almost indefinitely.
_g:fkls ‘;Fthat.’t_ I have found to be valuzble to myself in reading this
Ok, tings again under an unusually minate scrutiny many
. -things we take for granted ; and the process is enlightening,

W. C. BERWICK SAYERS




" . PREFACE

Inv view of the impottance of the lending department it is surptis-
ing that there are no text books dealing exclusively with Fnglish

lending Iibtary methods. Miss Flexner’s book on Cirealation Waork ),

ift Public Libraries, which was written under the direction of/the
Ametcan Library Association and the Swroey of Libraries \in“the
United States, ptepared by the same body, indicate the fieed for

similar works dealing with libtary methods in this countsy. The

present’ work is a thesis which was accepted for“the - honours
diploma of the Library Association, and is anattempt to give

some idea of the various methods cmployed’iQ\Eninsh lending
libraries. : ' RS :

The only way to obtain any currentyiuformation concerning

these methods was to visit libraties and ‘sge them in use. Tt was
impossible, of course, to visit al! thédibraties in the country or
even all of those which are considered to be of outstanding merit,
so a tour was arranged which weuld include as many of the large
libtaries in the Midlands and.Notth of England as could be visited
in a fortnight. I visited librdries in and around London at odd
times. The informationNobtained on these visits forms the
foundation of the worlk™ ' .

All methods whith have come before my notice have been

carefully considered; and those which seem to be the most suitable

- for genetal use‘have been fully described : where there are alterna-
tive ones whiclt seem equally good, they have been described also.
It may hesaid that there is no best method of doing any piece of
Iibraryzyvérk, but without some such compatison and evaluation,'
metheds which are out of date and wasteful of material or time—

and.ihere are many such-—will continue to be used. - The methods
emrployed in English libraries are fundamentally the same, and I
feel that those described in this book can be used with advantage
in any libraty system., Ia a few cases, some of them may need to
be adapted to meet local conditions, but thete are not many of
these. - ' ' :

Some subjects—especially in the fitst two chaptets—ate not

- entitely otiginal. These have been included; not only becauss
they are essential parts of the main subject, but-also because I

believe that so many cotsiderations affecting the lending depart-

ment have not yet been brought together so compactly.

Fd

(N
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. It may seem that publicity and methods of aiding readers, which
-might have been included, have been omitted. Such omissions
* ‘are intentional, as these have been or arc being done in theses by
* other people, and one of the conditions under which theses are
. submitted is that they must show otiginal work or research. And
- of course no two persons can wotk on the same subject, Such
items as book-accessioning and preparation and cataloguing have
also been omitted except in so far as they affect the wotk of the:

. lending department. A\

It may also seem that some items, such as the informaxjoh put
on borrowers’ tickets, book-labels, and overdue notices have been
dealt with in too great detail. I considered this depaik hecessary
after comparing many samples, All the forms 4nd stationery

. which are llustrated and do not bear the name~0f 2 library have

been ptepared by compating all available sagples and retaining
the best of each., Although standardization)ay have its draw-
backs, the modern scheme of inter-avai@ﬁh’ty of tickets and the
increasing interchange of books betweén libraries make it desit-
able that the methods and stationer§ wsed in libraries should be
mote uniform than is at present thg ‘case, ‘
. Lam aware that thete are methods in use with which I have not
-had the opportunity of becomiing acquainted. If librarians would
care to send me particulags of these, together with samples of any
stationery used, I shallbe only too glad to acknowledge them
with a view to theirdse’in the future. .

A complete bibliggraphy would be superfluous, especially as all
professional litefature to 1920 has been indexed in Cannons’
Bibliography g_{' Library Economy. Fairly full lists of references

- bave been dppended to each chapter, and a list of general books
tollows, tl[li? Preface. Where general books are mentioned in the.

- notes Ot text, the authors’ surnames have been considered suffi-
cienf fo trace the reference. |

;\.My_ experience has not been confined to Croydon, neither is ny

_~Jlontlook limited by methods in use here, but the preparation of

0 \ /this book has made me realize how sound and efficient are the

methods originated by Mr L. Stanley Jast, the former Chief

+ Librarian, and by Mr W. C. Berwick Sayers, our present Chief
Librasian.

". The opinions expressed in this book are my own, and naturally

1 take all responsibility for them, except, of course, in the case of
quotations. ' '

L. MONTAGUE HARROD

. Nozpury Lierary, Crovpon
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" and the architect to wotk. toge:thcr from the

- the plans imthe books mentioned at the end of this chapter should'- )

' CHAP’I‘ER I
THE DESIGN OI‘ THE LENDING LIBRARY

'THE BUILDING LA

-.," N L

Modern Tendencies i Library Demgn -—meg to the
rapid extension of the pubhc libraty service, our library} bulldmgs o
-are gradually changing in design both internally and, externally .
in drder to meet this increased demand. But whed/hew library
buildings are comparcd with new stores, théafres, exhibition
* buildings and cinemas, it is seen that—except it few cases—they
have not advanced so far architecturally as these other types. = v
The hbrary buﬂdmg as a whole muS{ ‘tombine beauty- WJth-_':

- utility. L
To obtain the best results 1t is nccessary for’ both the hbrarlan IR

best plan is for fhe Tibfarian tdiprepare a rough dmwmg of his . - .
suggested interior arrangcmcﬁt& and to hand it over to the archltect ;
to enclose in a beautiful exterior, AT
The hest quahﬁcatlon\for dcslgnmg a hbrary is to have had S
.- expetience of wor g\m several and to have visited others in "F.-
-‘use, Existing likratics should be studied and criticized, and* the "
. best of each carcfully ‘considered and. incinded in- the plan it
. practicable. . Mf@ number of actual buildings cannot be cxamined, . .

* be studiedy™

Thc ildmg should be S0 planncd that it can be exte
dude ily, either ve:cncaﬂ} orh
“To_ do this | hcre shouid be a5 few

N The Len%mg Department —Popsition iz Brilding. »~——As the lend
. ing library is the department most used, its entrance and exit should_'
o beas near-as possible to the main entrance, . N
- It is a good idca—especially in a shopping district—to bu.llcl__."
"into one exterior wall a window which can be seen from the . - -
. ‘pavement. This can be-used entirely for the displiy. of books = .
. and bulletins, lists of new hooks or lectures or merely to attract .
- pedestrians by the brightness of the intetior "and the wotk that is -~ =
- going om. e is bettcr snﬂ to combme the two, by placmg the____"
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" exhibit in the lower haif of the window only, leaving the upper
part open so that people can look right into the library.
~ Many small libraties consist of one large room. These do not
‘need dividing into departments by partitions; bookeases with
“notices at conspicuous places will be quite sufficient to indicate the
various departments, . Many examples of such libraries are given
_in Lébrary Buildings by Chalmers Hadley.
- A complete description, giving plans, measurements and costs, -
"+ . of two such libraries fecently erected at Norwich and Tottedham
is to be found in the L.A.R., 3rd seties, vol. 3, 1933, pp. 214,
Apmerican and English Designs compared—In large Awmérican
~ libraties all books are returned, discharged, and chargediin a large
~ yestibule which contains the catalogues. In this hall inquiries are
answered and bortowets registered, . This vestibgle—from which
all departments are entered—is often impressive) being lofty and
spacious, and decorated with mural paintihgs” In the smaller
libraries borrowers enter a large room cohtdining all departments
and go up to a charging desk, placed {céntrally so that it'is near
" the entrance, and so that a good vie:‘w.;f the whole of the library
can be obtained from it. Barriers seldom lead to the enclosure.
The first of these methods igybite distinct from the Hnglish
method, but the second is beingiused with success in several places.
- 1In the majority of English libraties the borrower enters the lending
" department by a gangway Which is bounded on one side by a rail,”
wall, or bookecase, andhon the other by the counter. When the
~ returned book hassbgen discharged and 2 ticket given as z receipt,
he is allowed t(&i:!ass through the wicket to the book shelves.
Having selectédyhis book, he takes it to the other (*“ out ) side of
the countés €0 have it stamped and charged to him. Registration
forms aye issued and inquiries answered at this staff enclosute.
' ""Somefimes the magazine and lending departments are combined
: byzﬁiacing the magazines in the lending library, Much valuable
" publicity may be achieved in this way. :
¥ Reserve Colection (Stack Room)—There is one very important
"\ item which designers of all future librarics must consider; it is the
" problem of accommodating the whole ot part of the stock on the
. apen shelves, Where it is impossible to keep all the stock here,
* it -is usual to put the best, newest and ‘most useful books on the
open shelves, and to place the fesidue in reserve in a stack room
- adjoining the lending library, - This will make the book stock
appear small, but the new books-will he more conspicuous, and
{bortowers will not receive the impression that the library contains
a large proportion of old books. .
. “'The Libratian,” in the Boston Transcript of 2nd Match 1927,
.+ discussing . the open shelf room of the Boston Public Library,
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descﬂbes how the staff occa,sionally 80 about the stacIcs__closed to o

1 hand ¢ open shelves does not
. attract one reacler per month, it is removed and its place taken by ‘ o
" another. Only 3000 books are kept on the open shelves. -
_ Very small libraries will not need a separate stack room £_,r“the
storage of the lesser used books (the reserve books can.be. kept.on
- closed ¥ shelves in 'the departrncnt), but pravision should be made/
in the. ongma] plan for its possible addmon—probably at. thc tear
of the building—in the future. . - )
In'a medium-sized libra the: stack room mz [::

" floor, or above of bel

/ 7

should | nding IlBr_ary "I i 8 lmposslblc :
fo place the stack at “the 'same level, it should be‘édtered by.a ..
straight staircase; spiral staircases should heNused only when
“absolutely unavoidable as they are inconveniggt when carrying
fumbers of books, although they are econor:ttcal of space.

~ Mr Jast, in his pamphlet? o planning axgncat library, cnumerates
the principle that it is preferable to stors Books hotizontally tathet
than_vertically, that bréadih of nvedient _than
height, and 'that the stz ' of s
Lmldmg, byt snnning through 36 not from the bascmcnt to, thc '
zoof, but ffE) ,

e 1 position o of the wmdows in relation to the gangway is not

as important hete as wc open accesslending library, for the
stack will .only_be nsed occasmna].ly for 2 2 few moments at a time.
'The stack may be, aemd in many librarics is, placed in a basément Ot
underground. T¥ docs not really matter, if there are 1o Wmdows

at all, provideddan ventilation system is. installed. L
M’E‘fverg ga{l,gjvay should have___ its own individual clectnc dight #-
switch, thé-main . lights béing htr_olled from'a Wltc]‘_l- T

ety

ac\cnfentaily Icft on, they Wlll uto _ ,

L ON\IEE iy expetiénice that, in a ‘libtary of about | 40 000 volumes,
books which have been on the shelves reserved for new beoks, and
bortowed regularly whilst there, are very seldom borrowed wheng

- placed on the shelves in the ordinary sequernce.

The dmount of the, “],we” stock. which should be prowded for on ¢

_shel consldered to, be some-
‘whese. in_the, reglgn e

“ out,” only: about 5000 will be on the shelves at a time.

1 Jast, LS. The Planning of a Great Libraty. -
2 1 am not, of course, thmEmg of the central libraties in gzr:at cities. . - '8
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~ TInalibrary with a small stock such as this on open shelves but
with a large reserve stock, thete is a great opportunity for helping
hotrowers, 2nd making that contact with the public which is so
L desirable. . "

€ Shelf Capacity and Size of Department—The entite shelf capacity
-~ of a department should not be just sufficient to meet the needs of a
library when it is built, for a library is continuously growing, and
provision must be made at the outset for shelving the books which
will be added over 2 petiod of years. ‘There is no definite opinion
as to' what this period should be; specialists’ recommendations
vary from twenty to fifty years, the smaller number being theymore
general, It is probably better to build for a shorter period ‘still—
rather than burden present and future taxpayers with 2 load which
the next generation may not appreciate—and to méet known and
definitely anticipated needs by crecting buildings dvhich in a few
years will not be inadequate nor too large andduftich can be added
to without spoiling the appearance or the usefulness of the building.
A large building which can be divided intodepartments internally
aid re-arranged at will, and which makegprovision for the extension

of stack rooms is desirable in thickly populated districts.

It is possible, by using statistics of the growth of a number of
libraties as a basis, to determing what the required capacity of a
lending library is likely to.Bet By using known conditions in
existing libraries the following scale is tentatively suggested by the
County Libraries Sectignof the Libtary Association. Fuller details

. appear in their Repors ou Branch Library Buildings for 1929-30.

N\
" Pop uh;i'on. xigimnm {cha
| quare Feet.
Ypo 5,000 Goo
5906 ,, 9,000 850
/395000 ,, 12,000 1,000
\Srz,000 4, 15,000 : 1,200
§ 15,000 ,, 20,000 1,500 and upwards.
&

Sl is also possible to wotk out the amount of shelf space and the

. ("\size of the department tequited in any district by the following
- & ) methods:

' . Estimate for at least 30 per cent. of the population as membets
{actual membetship in several places has reached 4o per cent. and
it will rise), and the number of books available equal to 30 per cent.

~ of the population (Report. of the Departmental Committee).

- Provide shelving for half the stock at the rate of five volumes to

. . thefoot. - This will leave about a third of each shelf empty to allow
~ .. for the continuous and natural shifting round of books. Normal
.70 ties now contain five shelves, so that the total length of shelving
. should be divided by five and then by three to find the number of

!
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can then be ascertained, allowing ample space for the staff enclosure, .
" catalogue and tables, and six feet for main gangways and between .

thyee:faot. tiers required. The tequited area’ of the departmont . -

'any iand book stacks. © o : S
- " Another method is to estimate that 30 per cent. of the population’ .~
will become miembers, 1o per cent. of whom will use the libraty .- .
daily, Ascertain the number likely to be in the department at a .- o
time by dividing this numbetr by the number of hours open, and.” ¢
imultiply the result by two to avoid crowding at rush houss.” “Then (N
- allow twenty-five square feet to each borrower. . . \Y
Docoration~—The decoration of a libraty is tant thet ]
should Be left entirly in the hands of an esport decorator. Chales™ - -
€. Soule says,! “in one of my own eatly problems, I employed 2
young artist who had a reputation as a colorist, to selcef tints for . ..
different rooms, with a result which fully justified the sfmall feehe = -
. Chﬂfged.” . ’ ] o N ".’_ . Do
Those who cannot employ the setvices of suehha person may be -
reminded that the colour scheme has a tremepdous effect on, the
lighting 'of the room. -~~~ O
Decoration plays a very impostant pagsin the brightacss of the ~
_ department and may have a great efficet on the tempetaments of -
both staff and public. Most lightgays, whether natural oz artificial, .
are reflected from the upper pars of the walls therefore *
these. should.-be light.in. colgar. A pr ccom-
mended for walls.as it is novsestful to.the eyes. S
On page 15 of the Report of Oeslists and Electricians on the
Boston Sehools, Igoy,t\hé‘foﬂowing principles of decoration atc laid”
down 3 TN o N

. - : AN X
s so important that it

“ For bright(#ufny rooms a vety light green is probably the .
]I;)qe‘§“t’:sl}%.dﬁg'z:j-‘\‘-"'-J:‘:"'.’ﬁmh‘m."em'a-.iﬁ'*)'—m\»w»‘m\;.w;:.\-.-_\r-uﬂ‘j-"‘i@‘\."v.--«»v-_.-:‘.l_ .... o e e
“For dadeer rooms, a light buff” . -
\ ' 1d be white, ot slightly tinted.” S
£ a light colour such as that.of" - ..
- dagk walls and woodwork ™

o ng’;yra’flwoods [ nder no circinist
Bertnissible.” - . . : e
In all circumstances the decoration of the department .shonid

e

harmonize with the woodwork and fumitse. Dorders and =
stencils be gly used, so should mottoes and names -

of authors, e s T -
* "Fhe colour scheme used at the Children’s Library, Pasa@ena,‘" '
California, must be very attractive ; the ceiling, walls, and furniture
_aze pearl grey, the window hangings arc old rose and grey. - ¢ -
"2 Soule, C; C. How to Plan a Library Building for Library Work.: 1912,
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- .-~ The most serviceable colour for a smoke-polluted atmosphere is
" light sea-green; it will not show the dirt, is very gestful to the
eyes, and can be used with woodwork of any colour. Pale
Wedgwood blue is another suitable colour for libraty decoration,
but because of its ** coldness * should be used only in_a_well-
lighted room ; it is very restful, but will show the dirt a little. A
pzle Jemon is suitable in a poorly-lighted room or with very dark
woodwork, . ~

" The following table,! drawn up by a paint manufacturer 3vho

. cartied cut some experiments to discover the best reflecting medium,
shows the percentage of the incident illumination that js‘zcflected

by diffetent colouts : « \
White enamel . . . 80 Pale Azure, flavtone’ . . 36
White . . . .70 Blue, coamel{ & . .31
Cream, flat tone . . . 7I Green, enamel” | . . 29
Pear] Grey . . . 03 Red, cnamel” . . . 27
Buff, flat tone . . 50 Brownj{lat tone . .22
Pink, enamel = . . 57 Forest Green, flat tone .21
. Satin, Green . . . 56 \Wige, cnamel . .1z
: French Grey, enamel . . 39  Gas Green, cnamel . . 10

The materials used are uswallyt® washable > water ot oil paints.
Any painted work, such as dados and pillars, exposed to continu-
ous rubbing should be finished with a coat of varnish to form a
very hard sutface, A
In the Young People's Room at the Central Library at Leeds, it
has been considegsddesirable to give the effect of quiet homeliness,
and to achieve, this,“wallpaper has been used above the bookcases,
and a few models_of sailing-ships, statuettes and decorative vases
“have been placed on the tops of the low bookcases. This idea can
be appligd\té the lending library with good results.
. Theplacing of empty vases of good design and vases of flowets
i suitable places in the lending library is becoming increasingly
- popular.  Small photographs of authors, or scenes in_books, of
o~even views of authors’ residences can be placed on catalogues, low.
{\Whookease tops, ‘and ‘window sills. ‘These little exhibits, being
designed to draw attention to books by certain authots or on
particular subjects, in addition .to their decotative value, have
-, distinct publicity value, _ :
Fictures should be placed on the walls only after careful sclection.
. The Ceiling.—The ceiling should be about 15 or 20 feet high
.. according to the size of the depattment. It should not be panelled,
O however artistic any such decoration may be, as this will reduce its
. value as a reflector,
Floors and Floor Coverings— Floors should be substantial,
. ! Business, Vol. 57, June 1930, P 290, N
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TaE g -‘\-r

movement over the lending library floor than any-other, and bate
stone, cement, or Hoor boatds are very.noisy. Moreover, cement

floors throw up dust and wooden ones rétain it. Eloot boatds are

. ‘durable; __cleanly, dry, Warm nolscless, s.low-bun:un‘,-g> and fot-
- slippety.
' With board ar cement ﬂoors it is essential to use some sort of -
floor-coveting in order to eliminate noise. Thete is probably more = -

very difficult to keep clean and teflect no light. Wood-block |

flootings ate not as noisy as plain boards, and thcy ook ‘much {

_-better.  The numerous varieties of * composition™ and “joint- M
less ” floors are easily cleaned and need no coveting. Theyqcas) . =

be obtained in several colouss, wear quite well, are noiseless,dand -

casily repaired when necessary. A coyering consisting .of a cork .
basis is used extensively in Ametica, and 3 variety has becn wsed at - -
the I1brary at_the London School of Economics agd &t the Firth -~

Park Branch, Shefﬁeld, Wj@;h;_s_g
laid in sheets and is very expensive,
wear any better than good linoleam, and is pioge difficult to clean.

ction. Cork flgdr. . coveting. is

Rubber mes' ttot resist hard

At the entrances to several English libragigs'a Continuous stretch of - _

open-wortk matting made from waste sabber tyres-is used. ‘The -
old-fashioned fibre mat is very durabk:, but when it once ‘becomes
“wet does not dry quickly. Rubbcr‘brxstle mats do not wear neatly -
as well as the punched rubber mats, which - are by fja.z: the best P

~ of any. N\

A

vestibule it is.a good plan to have this flaor covercd with rubber. -

“The way in which floog sutfaces and coverings affect the dust o

problem is indicated in 4 'paper by J. W. Redway, on * The Dust

Problem in Public Igm‘nes 7 published in the Library Josrnal for -
‘L

15th April 1920. ~ Therauthor is of the M{:tcorologmal Lahotatoty,
Mt. Vernon, N. X Avhich is equipped for research into the char-
acter and distribiftion of atmospheric dust,

. He says thatrubber will temove dust from the boots wheteas |
fibre m&tmflfrg will not, and that dust adheres  more strongly to

rubbersthan to any. other materizl. He recommends the use of 2
rubbet: stnp at the entrance. If all departments are entered from a

“\C€omb-grain southern pine, or oregon fir of sn:mlar structuze, is

“nsurpassed for making dust-proof floots.

“ Not much dust will fly froma pohshed flooz; practtcally none
Wlll ily from a vatnished ot an oiled floor.”
© Wood-block floots ate sometimes oiled instead of being. pohshed :

+ When oiling 2 floor, the first dressing should saturate and stand

? Soule, C C. How to Plan a Libtary Bmldmg for bemry Work,
o185, - _

|

till it has soaked into the soft grain of the wood; afterwards an -
“oiled felt or rubber mop may be used. Any dust which flies
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from 2 prﬁperly oiled floot will soon fall and can easily be -

taken up.

Floots should not be scrubbed, as the process only fills the pores
of the wood with mud.
- Lighting.—Nasmral—In any building where much close wotk
is done, it is of primary importance that a large amount of natural
light should be available uatil as late in the day as possible. The
strongest light, of course, comes from ovethead, and that is why,
many libfities have skylights.

N\

A total glass area of 10 per cent. of the floor area should begdgo-

vided for rooms not over 24 feet wide nor less than 12 fegt'high.
- Light will not_penetrate effectively over a distance of 30 fect, so
that if a room is of larger dimensions than this, it should be lighted
from both sides. ) B
_ +One square foot of glass near the ceiling adatits ten times as
much light as the same area near the floor. \When this fact is
coupled with the staternent that light will be effective for a distance
equal to one and a half times the height ofithe top of the windows
from the floor, it is readily seen howsisaportant it is to have the
.- windows as high in the room as possible.> Moreover, high windows
.- allow of fullsized shelves beneathvthem, and prevent the objec-
-~ tienable glare which is annoying-when looking at books shelved
below windows extending to within 5 feet of thefloor. Windows
. should_ be_square-topped, #hd should have no uprights or
.- mullions and should nof ke leaded, as all these tend to exclude
.- light. " Windows must<be at the ends of the gangways between
CBresses, D) e R
. A north light @ best. for. direct. illumination, but in very cold
 districts doubldAyindows must be used. Rooms lighted from the
_ .§9_1-1;?1:129§9_131%,_ﬁ{:__13y; hot, and because of the height of the sun, the
- light does ot penctrate so far as from the other directions. —Hot,
o Bﬁﬁ?ﬂiﬁ%;sdn]jght"'ﬁceds screening by using ribbed glass or blinds.
- Roomg lighted from the east receive the best light for a short time
i \tht'. morning only, Tt is better that windows should not directly
o~age the polats of the compass, but N.E, ot N.W. for preference.
Abundant light with the minimum of direct. sun shouid be pro-
vided for. . e airey !
. The patusal place to put books is round the walls of the library,
. but'if the windows are brought lower than 7 feet this cannot be

‘may_give a prison-like appearance,, bt _this "impression can_be

and, by ‘placing a settle bencath it. Such a glimpse of the sur-
roundings will relieve the eye; the window, should be placed
‘Whete 2 £00d view is to be obtained. The classic propotiiohs of

donc. Windows, especially nattow ones, placed over wall shelving

temoyed., by bringing an_occasional_one down to about 4 feet -
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- windows are that the hf_:;ghgﬂ_should be rwloc, ,,Q;_Qccasmna]ly, one
.and, ahalﬁtimes, the. width, -

Tt is found that natural Ilghtmg in rooms with sky—hghts is
sufficicnt long after rooms lighted by other means have been “lit - -
p.”. There is no doubt that this method of lighting is the most -

- effective, but there are many drawbacks to its use. Rooms lighted |
by sky-l ]_lghts arc_cxtremely hot in summer. Whitewashing or - -
stippling the lower glass Toof or coveting it with a reed or coconut A

- shade will to some extent overcome this difficulty, but it is best fo\

L puse actu;p_ic glass, which will exclude the heat without. excluding the

‘% SIS rays. A_gk}‘rwlg _ﬂouldwnqt,;l_)__pl ed dlrccﬂy over the, sfa&' o
encl ure_, but to the N,

any tlme éft e ay". T mustche borne - .

. 8 L 1
Cin mlnd WEJn consldermg natural hghtlng that, in addition to  pro- -

viding a grood but non-glating light, windows st aﬁord the best
L means of ventilation at mes of the ye ar-—Sch 'sky-lights and
no wall windows some artificial means of vepitilfation must bc uscd .
_—and they must be placed 80 as to be easi c]éa.m:d : ~
Artificial—There is no doubt that eleftric light is. the best. kind’
of artificial lighting w! ublic building. The
. Report "of ‘the Sub- Committee’ appomtcd by the I]_lummatmg
.Engineering Society and the Libtary Association appeared in
Architectnre for September -October 1031, The minimum advo- -
cated for local fllumination is “ive-foot candles. From an article by -
. Mt J.F. Latson, architect of the Sandborn Fall, in the Feram for June -
' 1931, it appears that 3 w})rkmg factor for total illumination (both .
general and loeal) is cteen-foot candles. * There must be sufficient
light to read 2 bobk casily in any part of the library without being
Jin shadow __an,d e - titles of the, books on the bottom shelves
( 18_to 24 inches from the ﬂoor) rmust
be cIearly x?mble s 1 ieved by using 2 minimam .
generalJighting, plus,l10hts suspendcd about three feet apast, and
slightly\higher than. the  top, of the bookcascs Fotty-watt gas-
fillgdpearl Tarmps in cach of these fittings will give sufficient light. = -
Jha large room without island bock stacks this would look un-
sighdy. T Ip r watts :
lamps being placed ab 2t 6 'inches  from the bookcases - |
in order: toglll?m:u ate T shclvcs suﬁ%aently‘ As lamps in
_'thcsc positions are higher than ‘the Bookcases and directly above’
.. the heads of people Jooking at the books, glire is non-existent.
" Unsightly metal arms crossing from bookcase to bookcase for the
.- purpose of carrymg the wues and supportmg the lamps should be -
: r1g1dly avoided. S
- Alending hbrary needs more llght than a lecrurc hal] or vcst!bule, o
.arid the method of, mchrect llghttng by. reﬁectmg rays from con: .

%
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cealed lamps on to the light-colouted walls and ceiling, which is
so popular and very attractive in some buildings, is rarely used
because of the heavy expense of obtaining 2 sufficiently good

light. _
gAll Jamps should be placed within easy reach, then changing

™\
O
NS °
- a(
. O
. :"\s v .
 \™ © Fie. t.—Diagfam showing Radiator uader Wall Shelving
N and Heat Duct at the Back of the Case.

- and cleaning are not difficult. Where lamps are higher than 15 feet,
chain fittings enabling them to be lowered for this purpose are
éa-?ﬁ]éléo.-‘h_»w.‘_.,,u, piiatoaiiote .‘. R vt s

The_switches_should be placed in some convenient position,
preferably in the enclosure, not in.the library itself whete children

_‘can obtain access to.them. ‘They should be let into the wall so

', that they are as inconspicuous as possible. Key switches should

. be used where the public have access to them. 7




" THE DESIGN OF THE LEND'I’NGNLIBRARY'._ u
i 'The library s should alse be w1red w1th power curtcnt so tha
‘ia vacuum eaner may. be used E

‘Heating and Ventllatlon.-—Perhaps the best and 1 most’ general-'
method of heating libraties {5 by low-ptessure hot-water

fhe_bmldmg ‘The high-pressute system is less satisfactory in that - -
the sfeam is circulated only two or three times 2 day, with the result. -
that_it _is difficult to. maintain 2 consistent temperature. The .
radiators also are mote trouble because the composition washcrs\
betwecen each section have to be renéwed every year or two,a- .

Radiators and pipes should be as unobtrusive as possiblé, ‘being

: pipes, by "
s of which hot water is .continuously citculated throughout.

placed under ‘séftlés, catalogues and windows. The spade bencath

the bottom shelves of wall bookeases can well
hot-water pipes thete with a decorative gt _
them. A good plan is-to build the wall cases, Sith an. ‘ait space -
behind them ;. ¢ ]
will prevent any possibility of damp bo Heating by this
"method must be one-third gteatcr than wu:h‘%he more diréct method . *

of exposed radiators.

be utlhzec},by placing
n front fo obscure |

this will give unobtruswe but, efcient heating and *

Crude ocil-heated boilcrs and electrit:al hcatmg are NAQW, uscd 2o

Concealed clectric heating panels dte.cxpensive to install and main-
tain, The advice of a heatingengineer with 2 wide and modetn
expericnce shonld be soughtibefore installing these methods. _

Ventilation, fromluopan wufdows and wrchout mechanlcal aid is-"
the most, sat1sfa__ oLy, 4 e

At air, thlthe summcr 0o pr
s \“._. X e
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CHAPTER 11 _ o
THE FURNITURE OF THE LENDING LIBP;ARY o

Furniture.—The furnishing of a libraty can bc Teft wu:h SQme o
feeling of security to any of the fitms who specialize in this.wotk.
Standardized furniture, howevet, must be bought with, diséretion,
and some principles of design of modetn library fotniture are
given as guidance in such cases, and to those who'brefer to have.
their furnitute specially made. The most mterestmgly furmshcd,

libraries T have seen are those where the orighal ideas of the chief!
librarians have been put into effect. The c&gt is. very little hlgher :_
than for standard furniture. '

Consider Furniture with Original Plags '\—'ht the outset the l1brat1an
should know the style of furniture he{ishes to use and the position

it is to occupy so that the architectdnay considet it with the ofiginal
plan of the building. This is, Specially important-in the case of .
fixtures, such as book pres.ses which may be placcd radJa]ly of
sunk into the walls, .

For contract purpo Imery furmture is d.1v1ded into rwo
classes—fixed and me ble Sometimes the fized -furniture is -
estimated for in the buﬂdmg estimate, and movable ina’ subsequent
one. It is bettehif all the furniture is included in one estimate. . __

_Futniture, shotld be comfortable as well as of good design: _ '_ :
Tts style and wiatcrial will vaty according to the department—e.g: -
datk furmtﬁre, whether of wood or steel, rather heavy in design,
wide Q{css ends, and comfortabletlooking chzu.ts with point-lighted -
tables, easi 1hc4mp16551qnjhatihc__taorn_1s_mtmd_¢d
ﬁQt,qule,t_teadmg,mdLﬁtudy Light-coloured furniture and general

. l%htlng is morc snitable for the lending department, :
N/ Simple lines in perfect proportion and the use of the best matemls
by good craftsmen should be insisted on. Cleanliness is gssisted N
. by eliminating all carving, grooves, and turnings, and by ceusing
all upright lines which converge to do so towatds the floor and thus ™
prevent the furniture from being dust traps. Corners should bc
-rounded off, and no furniture mafe larger than is necessary.” S

Immovable wooden furniture should have a mopboard, consist= . -
ing of a strip of marble, slate, coppes or brass, about 3 inches high, "
placed all round the base so that it is not disfigured by cleamng, =

.and movable but heavy furmrure should be ﬁtted w1th almost
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invisible castors, so that it can be moved with ease to any desired
position. .

Tahble tops should be solid, and those at which writing is per-
mitted covered with linoleum, ’

All bookcases and furniture in close proximity to electric heatets,
radiators, and hot-water or steam pipes should be protected by sheet
asbestos,

It is advisable for every piece of library furniture which con-
tains dtawets to have some measuring 57y inches by 3% incheg ™

. intermally, to contain the standard size vouchers and catalpgue
cards. \ ' AN,
There are several finishes which can be applied to wood,m\amely,
vatnish, polish, and oil paint. Steel furniturc can be ¢namelled in

* any colour to suit particular requitements. If light in*colour the
furniture will assist reflection of light and make-the room bright
and attractive. Woodwork Is usmally finisedMn light oak or
mahogany, and steelwork in olive green, bw%bright colours such
as light greys and blues are used with good €ffect,

For Temporary Buildings—When fushishing temporary premises
cheap material and indifferent workmanship are sometimes used,
and the furniture finished to tone agwell as possible with the room.
This course may be unavoidableiunder special circumstances, but
it is very undesirable, as inw\progressive institution the original
furniture will outlast the temPorary premises.

For Permansnt Buildings=—The furniture of a permanent building
should be selected withha view to its remaining in good condition
for a number of yedts., If wood is favoured, the hatd-surfaced
varietics only skowld be used; gak is the most usual for library
furniture. dabogany and walnut show every scratch, Teak is
undoubtedlpthe best but is seldom used owing to its expense.

\ - Whatevet the material, it should be in harmony with the general

: sche;niesof decoration and the style of the building. Some consider

it @g'advantage to use standard units not only for shelves, but for

- pepunters and cupboards, as they can be added to at any time with-
"\ out the addition appearing obtrusive.

Wood v. Steel—The merits of wood over steel and viee versa have
been discussed for many years, and it is not proposed to go over the
ground again here. ‘Those who wish to follow the discussion
should refer to the list of books at the end of the chapter.

The Staff Enclosure—Work with the public has its effect
on the service furnishing of a lending library. Provision must be
made for the issue and teturn of books, giving borrowets assistance
in choosing books, accommedating stationery and books needing

© repait, and in some lending departments for the registration of
. borrowers.




THE FURNITURE OF ‘THE LENDING LIBRARY 15 -
The Amerfmrz I}pe-——]n the large American libtarieé scpa.rate---_'-z-
desks are placed in a hall from which all depatiments are entered, L
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' Fro. z.—Hampstead Centsal Libary 1 A Generoul Plap,

" "The pos_itioh of the staff cocloture in this pln causes wastage of much room. Capacit? : 26.double islaid um

{LENDING LigRranY

. The dischafging desk is placed near the entrance to the hall, the .

charging desk near the exit from the lending libsary, and the registra-.
tion desk near the entrance but off the passage-way from the other . .

.desks to the doors of the various departments, ‘The assistant '
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specially deteiled to assist borrowers uses a desk among the lending
library shelves, or if this work is so developed that 2 Reader’s
Adviser is provided, a small room may be sct aside for his use,
In a large library, it is advisable to place an inquiry desk in the hall
where information from quick reference books ¢an be given. This
is also a good place for the telephone switchboard. '

The English Type~—~In English librarics one enclosure in the ;
lending depastment provides a work space where the staff can dis-
chatge books returned by borrowers and charge books selected by
them, These jobs are done at the “entrance™ and *“ exit ™ sides
respectively. On another side of the enclosure an inquiries witdaw
opening on to a hall or passageway is often built. Within reach
of the assistant attending here are the various forms, handbooks,
directory, lecture bills, etc., that will be needed to satisfy inquirers. rcg

" In the new Hunslet Branch, Leeds, the encléstite has been T
placed in. a small vestibule outside the lendingdepartment, with “
direct supervision of the two adjoining departments, Sce Tike
Year's Work in Librarianship, Vol. IV., pagési1s4-53.

Its Position, Sige and Shape—On sccing'gi’gurc 2, I was surprised )
at the apparent waste of room caused\by the 8-foot passageway i
to the staff enclosure., Figure 3 indicates two ways of replaaning .
this department ; the increase of $helf capacity thus gained is very
interesting, With the enclosugeiat the side instead of at onc end
of the room the service tosthe borrowers is made much more
satisfactory, It gives shérter runs of bookcases, reduces fatigue,
is mare convenient, anc\lhnproves the oversight. This re-arrange-
ment is merely tdsbhow the influence of the position of the
enclosure on the 'shc.,& capacity of the department. Provision has i
not been made/for'tables or catalogues.

The enclogiise’should be placed where natural lighting is good,
but not wheke sunshine falls on it 2t any time.

The'size and shape of the enclosure are often determined by the
roomitr which it is to be placed, but supposing there are no restric<
tiefisbof this nature, the enclosure should be about 8 feet wide and

S0 feet long over all. (These ate internal .measurements for a
arge library of so0,000-6o,000 volumes. In small libraties the
enclosute may be only 4 feet wide by 6 feet long.) This will allow
an assistant to stoop at a widely opened drawer at each side of the.

- enclosure and leave room for another assistant to pass between

. them. When the pocket type of borrower’s ticket and book-card
which ate recommended in Chapter VI ate used, 6 feet of counter
space will be required to contain the charges when the issue of
books amounts to 4600 weekly. '

S The rectangular enclosure is the simplest and cheapest to con-

-+ I struct and causes the least congestion on the staff side. '

e

£
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. ‘The Amcncs.n charglng dCSksgenefaHYCOIlslst of oncCDunter : .Z'_.
with sometimes short wings set at an angle of about 45°  In some

- cases additional wings are added to these;. This type of chatging -
desk. can only be .used in a room wherc ingtess or egress is not -

.‘"\:'. . . . N (b) . o ) .:.\_ ) B .
\Fxc 3.—Re-arrangement of the Island Stacks in Figure z: :
Te sba’w}u: inctensed capacity obtained when thé staf encloswre is put at the sides of the room.  The
staff englbeidre in (2) is oot placed in the cemre of the long side il grder to correspond Sith its position

. ws:apa_ 6y 1 (4) 41 tiers ; {5 34 ders,
\stﬁ'ctly Jlimited 1. people. holding tickets or borrowing books, -

- unless ropes of barriérs are carried up to the desk, T

. Witkets and Barriers.—In a lending library which does not also

serve the purpose of a reading. or reference room, it is-necessary”

to sec that no one enters the library without presenting a ticket ot
‘a-book for discharge, and that no one leaves it without having his’

books stamped. To.make sure that people are interrogated as’

‘they enter and. leave the department, they are locked in or out of. -

- the library by wickets, untii permitted by the staff to pass od. In.
. - Sl S :

-

in E%, 2, and the minimum width of gangway in this Fgure bas been malatalned in the above drawings, . s
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several libraries wickets have been abolished, the gangways being
so narrow as to allow only one petson to pass at a time. Owing to
irritation caused to borrowers, and the fact that when very busy
wickets are constantly swinging, the tendency is fo dispense with
. “them. They are very useful, however, during slack petiods, and
" for preventing people from causing inconvenience by using the
wrong side of the enclosure. 'The absence of wickets tends to
increase the loss of books. )
As the issue is likely to extend through the whole length of the.
entrance, and it is desirable that borrowers should be on the side
of the counter opposite to the staff, a barrier must extend( on)the
public side through the whole length of the enclosute.” This
batrier may be just 2 rail or a built-in piece of furniture,and should
be at least z feet g inches high and 2 feet 6 inches’away from the
enclosure. If longer than 4 feet it should contaigas many wickets
opening into the Iibrary as possible, in additinfwvto the one at the
end of the gangway. ‘This will prevent borrowers having to pass
_others in order to entér the library., Each® these wickets must be
controlled by an individual foot releas€)y® Where there is only one
wicket, 2 release similar to that illugtrated in Figures 4 and 5 is
very satisfactory. It can be worked by an assistant at any part of
the entrance counter by simply'ptessing the body or hand against
it. A long boatd release, similar to this, can be placed immediately
ahove the foot telease for the same purpose.
The * exit ? wicketds\placed at the opposite end of the enclosure
- to the ““ entrance ” wicket 50 a5 to permit several people to line up
at the enclosure th have books issued to them. - It is controlled in
Lhe saine way @8ythe entrance wicket, . Only one wicket is needed
ete. 7 '
~Therg {r;:’several types of wicket control availzble and each has
its merits,” Tt is essental for a wicket to open with the slightest
prcs?@re when the release is off; it must be light; it must not
~ slam'nor close noisily, and it must lock effectively,
- ,&NA spring should not be used unless it is of the type which will
» "\\eause the wicket to close steadily. Wickets can be made to swing-
"\ to by hanging them on rising butts; but they must not be heavy
ot they will slam. If not allowed to swing a little and thus gain
. momentum they will not engage the bolt at ail. The ¢ Lambert 7
. wicket illustrated by Figure 4 is of this type.
. Smith’s Silent B,T. pneumatic door spring is a satisfactory spring
" control for z heavy wicket; it works slowly and seldoms fails to
negotiate the bolt. If not nicely adjusted, however, the spring
‘may work very stiffly. ' : -
A '_turnstilg .ig in use in one Manchester library; it is most
effective, is silent, and seldom gives trouble. A turnstite wastes
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much shelf space under the counter unless the pivot is placed on th
farther side of the gangway where space is hot so valuable, ' -

The Entrance~—Most of the standard Ametican desks have sunken .
wells for containing the issue trays, with a revolving shutter-type
of lid which is pulled over and locked to prevent the issue—asthe =
- trays of chatges representing books on loan are called—from-
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. NP1, 4—The “Lambert ” Wicket.
¢ Alight, but most satisfactory wicket, -

bécoqﬁ%"dusty and being tampered with while the staff are absent.
The.disadvantage of usidg this in a library whose issucs ate likely
te\ificrease is that, when the capacity of the well is reached, space

““h# to be found elsewhere for the additional trays. The whole of -
the dischatging side of the desk should be coveted with the shutter -
to allow of unlimited expansion of the jssue trays, which would be
placed on the counter top. The board to which the shutter is
locked on the inside of the enclosute should be higher than the

© date guides. ‘This will allow the shutter to work without disturb- .~
ing the issue, and what is very important, will prevent the charges
in the front of the trays from being. rubbed and worn. This is
recommended for every type of siaff enclosure. Where it is not
possible to use this, a roller blind, brown paper, or some material
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which will easily sag so as to cover 2s much of the issue as possible
should be used to protect it from dust.  The counter top should be
about 20 inches wide if the shutter is not used.

At the entrance counter, where the books are returned, it is
essential that the issuc from which the book-cards and borrowets’
tickets are obtained should be very handy, That is why the issue
is usually kept on this side of the counter, between the staff and
the public. Inquirers and people wishing to rcgister should be
attended to at an inquiry window or desk.

The back and front of the tray should never be lower thamthe
top of the boak-catds, ot these will be subject to unnecessary Wear
and will also probably fall ot be pushed over the end 'of the tray.
The sides of the trays should be lower than the cads'to'cnable the
charges to be extracted casily. The issue at the fraat of the trays
should be higher than that at the back, as thi§{makes discharging
much casier. The floor of the tray may beé\placed at an angle,
ot the trays raised as iltustrated in Fig@se”s. Trays arc made
singly or in nests of four or six. Execpt where the issue has
occasionally to be carried from oné\enclosuze to another (as is
done when there are two entrancg\wickets), there is no advantage
in using nests. A nest of six woeden trays saves an inch in width,
but it often necessitates shiftiag up three trays full of charpes when,
with single trays, only one taayful would aced to be shifted.  Much -
lateral space can be sayédhby using steel instead of wooden trays,
as the steel is thinnérs They should be weighted so that the
contents are not stﬁ'kcIy to be upset, and should have the bases
covered with Baize'to prevent scratching, The stecl issue trays
in use at Livetpool were made to order by Milner's Safe Co.,
Liverpool, @nd’cost 2s. gd. each: oak trays cost gs. 6d. cach. All
trays shémld have a 2-inch slot running down the centre to
allovgﬁst to escape. The brass rod which formetly ran down

thi% t for the purpose of holding the date cards is not now
used. ' '

() In many librdties a shelf 6 inches wide is placed about 11 inches
) above the top of the entrance counter ; and on it borrowers place

their books while they are being discharged. It is often of glass,
the idea being that the staff look through it to the issue below when
discharging. ‘This is well in theory, but people put money on the
glass, however many rubber coin mats are provided, with the result
that the transparent glass soon becomes like frosted glass. The
glass can be renewed, but it is not an economical method, Neither

.. s it always possible when * discharging ” to move the books on

the glass top which are obscuring the view of the charges below.
Consequently, when the back of the issue trays reach to the out-
side upright of the enclosure they have constantly to be pulled
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forward in order to see the- chargcs in the Iast 4 1nches ot 50 6f .'
the tray. A wooden top covered with Imo is more saﬂsfactory :
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Fu; 5 —-—Sccuonal View of Entranoe Stde of. Enclosurc
Showmg sngle.a of jgne trays :md ook l;dge shutber box, and shelves for retnmed

T}:us cmphasmes the advantagc of plac:r.ng the back of the issne

. trays about 4 inches from the upsight which forms the front of the .

" conster, and incidentally it will allow room for the shutter box - -
already described. When 21-inch trays ate’ used, they cafi be
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placed against the front upright without disadvantage because the
additional length causes the assistant to stand so far away that,
however tall he may be, he can sec the whole of the tray without
interference ; yet the end of the tray is not too far for him to use
it with case. Where the general lighting of the enclosure is not
good, lamps or ribbon lighting may be placed under the ledge just
above the issue. .
As it is convenient for the assistant to have the books slopis

towards him while he is discharging them, it seems desirableMo
give the angle of the ledge some consideration.  Whereve hhave

"watched staffs discharging books I have noticed a shopt\assistant

raise books so that the dates can be more casily scen, *This has
led me to experiment in order to find the angleymost con-
venient to an assistant of 4 feet 8 inches and alsp €0 one of 6 feet
2 inches. At the same time I experimented vith'the height of the
base of the issue trays from the floor. The results are given in

Figure 5.

9\

The most satisfactory method of dedling with borrowets at the
entrance side of the staff enclosurejis\to divide the issue into two
patts according to borrowers’ namedand to place prominent guides
bearing the legends : Borrowersw:K, Borrowers L-Z, on the top of
the entrance countet, one at.the wicket end, and the other in the
middle. Borrowets will.then form themselves into two groups,
one at each end of thencounter. This arrangement will prevent
inconvenience and waste of time caused by assistants working close
together and do{%i'ﬁg_from one end of the counter to the other.
This is the chief argument for the division of the issue into two

- parts in this,way. A disadvantage is that when some people who

should go’tdithe front of the counter, see that there is no room to
queue up-there, they stand with the people at the rear of the
count€ty” This might be prevented by placing a shott barrier in
thestniddle of the entrance gangway-—which should then be at
feast 6 feet wide——with a prominent notice at the end indicating

‘ ¢y Which borrowers should go to each side. Wickets in the bartier

£

\ N

cannot be used under these circumstances. ‘The divided issue with
wickets at the rear of the passage should be sufficient to let borrowets
pass into the libratry without inconvenience.

An objection to the divided issue is that borrowers who change
books in two ot three names may not remember in whose names

* the books were issued, but in practice this difficulty seldom arises.

When it does, a slip of papet bearing the initial of the borrower’s
‘hame is inserted in the corner pocket of fhe book when it is charged

© up and is kept there until it is returned. 'There is no need to insert
~ aslip in every book ; if there are two books and only two names,
ot two books in one name and one in another, 2 slip for the one
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name is sufficient : if four books in two names, two slips bearing’
the same initial letter should be used. o
A cash till, change till, and receipts should be kept as near the
overdue charges as possible.. The réceipts box can be built just
- undet the shelf above the issue, placed on the counter-top, or under -
‘the issuc.  The cash drawer or till can be built jato the couater-top -
uader the issue or placed on 2 centte table behind the assistants
ot at the inquiry window side of the enclosure. o o
~ Shelves must be provided, on to which books can he plagéds.
as they are discharged, without the assistants moving from the
issue. ‘There should be two rows of these, divided by uprights
under the issue, each about 15 inches high and 16 inches' wide. -
The top shelf will be used cxclusively for books to bgshelved, and - -
will be emptied by the shelving assistants as they fillup ot as the -
time for clearing them ot artives. . . The lower row will be used for
binding, withdtawals and tepairs ; at least oneShelf for each., The
books on the binding-and withdrawal shelyeg\will be cleared out
by a senior assistant each moraing, an,d'bke repairs, thronghout
N

the day, by the enclosute staff. N\

The side facing the public shelvgs should contain the opening

to allow the staff to pass in and out of the enclosure conveniently. - -

If shelves similar to those undet the issue can be placed under

this side of the enclosure, they.can be used for binding and repairs,

thus leaving all the shelvestunder the enttance counter for books

awaiting shelving, . 2 _ R - o

It is desitable to hawe stationery cupboards somewhere in the -

enclosute, and this §3 very good place for them.  There should be

at least one moys%lé shelf in evety cupboard. ‘The doors should

" be of the rexalving shutter type. Of the two other kinds in

general uséihie’ sliding door type allows only haif of the copboard

' to be examin€d at once, and the ordinary hinged type takes up room
in the endlosute when open. : . :

. Ithiy be impracticable to place decp shelves ot cupboards on

‘this side of the enclosure. Undet such circumstances extra shelf

sfdorm can be obtained when requited by having a shelf which can

“\\be run out on ball bearings ot raised and supported on a gallows or

" folding bracket as used with table flaps, or on a sliding suppott as

used in bureanz. _ o :

In some libraries display shelves are fitted on the public side of -
this part of the enclosure, and on them are placed the books as
teturned, so that borrowers can take them. These shelves are
useful as they. save much shelving, but are mot recommended,
because humbers of pecple usually congregate here and block up

- the gangways. . . ' .' ' . -

The same result—but without the disadvantage of a large group

<
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SRR of people-—can be achieved by placing two or three short shelves,
"7 called catriers, at the ends of island presses. 'These are illustrated

- imBrown’s Mannual and can be made as part of the presses or can

be fitted to them,

If 21l available space is utilized in the enclosure, it will be found ©

that at the junction of two sides thete will be one shelf at which

the opening is only past of its length. Although use can be made
of this piece of shelf, it is awkwazrd to get at, but the awkwardness,
can be avoided by placing here 2 drawer which opens on the out

£ 2
28\

.. side of the enclodure. Tt should not open where there is likely to -
w0 be a quene

S crlc11€ surgtare the stamps and stamp pads, sorting trays, and stamp.
o rackay” : _ :
R A stamp rack to hold about twelve stamps should be screwed
~above ot near the stamp pads on the inside of the upright forming
“the ontside of the enclosute. A pencil sharpeper may also be @
* fastencd here. Shelves and cuphoards may be placed under the -
o exit countet, :

It is necessary to sott the charges into rough order as the books -

‘this purpose sorting trays areused. ‘There are two kinds in general -
- -use. One, which is made by a well-known fitm of libtary suppliers, -
- is illustrated by Plate IX. A disadvantage of this type is that the -

compact in itself and can be moved to any part of the enclosure.
The ._ Othér type of sotting tray consists of long trays, each

"o The Exit"The essential requitements at the exit side of the

' arc issued, and thus facilitate the counting and the final sosting ; for ..

roajority of the issue—fiction—is not sorted snfficiently, but it is -
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-3% inches high by 3 feet 6 inches long, each of which is divided -
into about twelve to fifteen compartments, according to the
width of charge used. The trays are labelled according to the
classification, allowing one division for each class except Travel -
and- History, which requite two. It is found in practice that
fiftcen compattments ate sufficient for fiction, With the trays -
placed to the left or in front of tie assistant, it is possible to file
the charges ihto thesc trays with the left hand as soon as they ate .
made. ' o L
In a department with a daily issue-of 1,500-2,000 two trays this
size will be required : if the issue is divided into two patts,four
© trays will be requited. But in a less busy depattment twotrays

7%
.

\ S
o\

[\

Frc.\'ir.-—Sorting Tray Frame,
Two of these Eratney/atiNfastened to the top of the exit counter, and on them
arg W the sorving toys, as dosirated by Plate X.

ate sufficient. (¥THe arrangement of the charges in the sorting
trays depends'eff the methiod of arranging the issue and the anmber
of times it i counted during the day.

As ¢y desirable that the trays shall be close together to make
inser€idn easy, and take up as little toom as possible, the fout sho}ﬂd
‘be‘placed in a tier. For this purpose two movable frames similar

. £0)Pigure 7 are used. ‘The trays and frames are fastened to fotm
< Jone secure piece of furniture, which can be dismantled at will.  If
one assistant stands at each side of the trays a long queue can be
quickly disposed of and the chatges sorted away without the
assistants getting in cach other’s way. Although this type of tray
occupies more room than the one previously described, it has the
distinct advantage of enabling the issue to be adequately rough-
-sotted throughout the day. . S

When very busy, and it is impossible to sort away the charges

as made, a tempotaty sorting tray, as illustrated by Figure 8, 1s
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If the staff enclosure does not permit a work-table ot desk to

* be placed in it, knee space should be provided at the couaters so
that the assistants can sit and work. Room for at least two
assistants sitting side by side should be provided, because checking
by two persons is frequently necessary, Room could probably best
be spated for this near the exit wicket, A foot test, and a shelf or .
two can be provided at the top of the knee space if the counter-top
is wide enough. No assistant should sit with his back to th
public, as the imptession of entite supervision of the library should
always be given. Where assistants have to stand to dischargeiand
charge books, stools without backs ate recommended, as agsistants
have to get up continually to attend the countets, D

U
7 %4

4 \Fm 8.—Temporary Sorting Tray.

On the top©f a wide exit counter it is useful to have 2 large
sheet of plate’glass under which topical or permanent notices can
be placed,& A rubber or thick felt washer should be placed at each
come{\of the glass between it and the counter-top to prevent

_injuty from vibration, and to allow notices to be slipped uader
sthe glass without removing it, :
- N\ A small tray to hold vouchers, bespoken slips, renewal slips,
" booklets, handbills, book lists, etc., should also be placed here, as
f'}llfse things are frequently asked for by botrowers as they leave the
ibtaty. :
- To prevent the wooden counter-top from being wotn by
bi';aoks, stamps, trays, etc, rubber or linoleurn may be placed
there. C ' :

Public cloak-rooms aze not usually provided in English public
libraries, but where it is considered undesirable to allow borrowers

. to take bags and baskets to the shelves, provision may be made at
the cxit counter to accommodate them, The question of theft and
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_ its prevention is one which has exercised the minds of Libratians o
since open-access libraries wete first suggested, and it has not héea -

satisfactorily settled yet. - As a rule, libraries do not now hold -

bags, baskets and attaché cases, ;. Detectives ate employed in the

. large stotes, and this is the preventive means to which the libtatian . -

- most neasly approaches when his assistants are putting away books .
or walking the floor. It is not good policy to let borfowers think . - .
you suspect their honesty. . O I

. 'The mumber of books lost in American libraties has. beenph
described as *“ tremendous ” and ““ appalling.”?  In some Hbeatiss
guatds are even placed at the main entrance to exaimine all-hooks

taken from the libraty (whether the libraty’s property\or‘not)d. -
. The large loss is attributed to the light way in whick Bgoks are. -

valued by the public as a result of thrusting books ehthem. - But.

it is probably due to the lack of efficient superwision and to the

absence of wickets at the staff enclosure.- NS
The Inguiriesr Side——The fourth side of Qc enclosure should

contain the inquiry window, national afid/internal telephones,
pens and ink, vouchers, ordetly board,dsawers for vouchets, and

cupboatrds or open shelves underneath\the counter-top, which reed = -
be only 18 inches wide here. : - S
This is also a convenient positian for a buzzer to call in the staff
from the shelves when rushesvaccur and extra help is required,
This side of the countes, should allow room for about 2 dozen -
books to lic open while giving particulars of them over the phone ..
to the branches fromewhich they wete issued—that is, providing
the exchange methdd described in the last chapter is in-use. If

there is no centrd! ‘yegistration department, the drawers containing '

the voucherssshdnld be placed here, A
~Until receftly an assistant in an English library has had to stand
to workAaf enclosures now in use at Dagenham and Totterham
_enable thestaff to sit.  The counter-top has to be lower than uszal,
with\eohsequent loss of space for the placing of returned books, * -
bug-the added convenience to the staff justifies this loss: A swivel
~chdir with back is an asset in this type of counter. The enclosure
should enable assistants to sit at work, and it ds possible that all
enclosures will now be of this type, although they slow down dis- .

. charging, because an assistant seated cannot attend to.as large.

- an expanse of issue as when standing, unless the issue is arranged
at the side as well as in front of him,- The provisions described in
detail above will be required, but the enclosures will have to _be
larger on account of the former book space now taken up with
‘assistants’ knees, unless shelf space s built into the counter space on. -

1 Ovetbury, K. E. and Lowe, E. E. Purther Impressions of the Public
Libtary System of the United States of America. 1928. :
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either side of the assistant. ‘The two articles by K. G. Hunt and
Alan Thompson, which are mentioned in the book list at. the end
of this chapter, describe such counters.

The national telephone, with extensions to all departments
(including branches), is very convenient in that a public call can
be made from, or answered at, any room, and that several lines can
be in use by different departments at one time,  If the number of
calls received is not sufficient to necessitate the employment of a
telephone operator, the internal exchange must be placed where
someonc is always available to put through every call, whether
intetnal or exchange, N\

The advantage of an internal telephone system independent of
the national phonc is that cach point can put through jt§ Swn call
without troubling an cxchange operator. But the grede disadvan-
tage is that all public calls have to be made fromiand answered
at the national phone, An independent internalipbione necessitates
a separately rented national phone at cach brageh library, whereas
if the internal points are connected to the‘national telephone the
btanch libraries may be connected up ashextensions.

An automatic system connected to the/national telcphone is the

. most satisfactory type of installation, s only external calls have to
go through an operator.  But it is¥niore expensive than the national-
phone with extensions, exceptayhicre there are so many calls that a
full-time operator has to bg'employed, in which case there is little
difference in cost, but ageohsiderable difference in result, Hand
sets are most conveniefit) :

The lending library telephone should be adjacent to the ordesly
boatd and the trays’ of borrowers’ not-in-use tickets: it should
also be as neapM®-the issue as possible. It is an advantage if the
phone is at ghé“left of the orderly board and above the trays of
not-in-use(tickets. Then the charges or tickets in these places
can be# ined and handled while speaking with a branch about
exchange tickets. :

L. (Bn’orderly board is used to hold certain much-used stationery,

{such as vouchers, white and pink slips, book-cards, and branch
€xchange charges, which cannot be kept in the issue trays nor in .
cupboards and drawers. It consists of a number of small labelled
boxes placed on the partition or wall at the inquiry side of the

- enclosure. ‘The boxes can be placed in any formation to suit the
enclosure, and should be }-inch wider than the things they ate
intended to contain, ‘Those most used should, of course, be placed
neatest to hand, About 24 inches should be zllowed between
the top of one row of boxes and the bottom of the row above to,

enable their contents to be used with care and without injury to
" the hands,
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Tables and Chairs.—There is'a tendency nowadays to make

the Iending library a club-room where anyone may go and read .
in comfort. This is an excellent idea, but care must be taken to .

-see that such a privilege is not abused, Although facilities should -
be given fot bortowers to sit down and read, the library must not '
degenerate into a meeting-place or merely a club-room.

Tables are not essential, but they allow the attractive dlsplay of
interesting books, and of- book-ist and hadbill bozes. - L
_ ‘Tables may accommodate two, fout, ot six people- acc0tdmg ;
to the amount of space available. Their size and shape muyst, of -
course, depend on the room, but tables to seat six persoms Seem
rather big, and if cirenlar, awkward, in a lending library.\J - .- |

Tables, or wide window ledges, may be provided¢néar quarto
shelves, so that large books can be consulted in cofnfft. © The top

should slope at an angle of 15°, with a %—mch ledgé at the lowcr -

edge to prevent the hooks sliding off.. -
When ordering tables or desks for staff use'it should bc m51sl:ed
that the drawers are of uscful internal difognsions. For instance, =
several drawers should be just large engligh to take cataloguc cards L
others to take guarto and folio size folders. :
The chairs provided should notibe too heavy por too hght If "
provision is made for leisurely :cadmg in the department, Windsor
and Bank of England chaits\ate very suitable ; bentwood chairs .
are comfortable, strong andeheap. The most durable chair is the -
one with the wooden saddle seat, whose back seat ‘and legs are
framed and rcmforcex{ :
A fow arm-chdiss may - be placed in qulet corncts. Sﬂencers :

should be placedion the feet of all light, movable futmture to ﬂ:duce o

noise and add t-tomfort.

Wall space toder low windows is unsmtablc for book shelves 5
and €an b utilized by placing a scat there. This seat may ajso '
servesthe) purpose of screening a radiator, - -

Tt{thdy be possible to fill up a space which can bc unhzed in fio
other way with a well-designed bench or settee..

(\'The Catalognes.—The catalogue unit will depend on’ thc form :
Yof catalogue used. Card cata_logue cabinets are usually manu--
factured in nests of multiples of two drawers, and those with sloped
drawers should be used. -If 2 sheaf catalogue js to be used, a'set of -
shelves ot nest of compartments will ‘be required to contain the -
cases. ‘The Former is not unsightly and is much more cconomical, -

Large labels almost. covering the back of the.cases should be -
used to indicate their coatents.” Where a large number of cases:
are nscd, a separate colour ot colour combination may be used for ..
each - class. This wdl ‘make incortect replacemcnts 1mrnedmt::1y B

noticeable.
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As all the catalogue cases will have to be temoved for consulta-
tion the top of the sheaf catalogue should not be higher than 5 feet
from the floor, and a shelf should be prowded at the bottom on
which the cases can be placed.

Both types of cabinet will require a stand or table on which to
place them, The top of the card catalogue cabinet should not be
higher than 4 feet or the bottom lower than 2 feet 6 inches from
the floor. This will allow room for two quatto shelves to be
placed under it if desired.

In some large libraries with huge card catalogues borzOwers
ate allowed to remove individual trays for consultatione\THese
trays should not be cartied round the shelves, and, provision
should be made for convenient consultation by proyiding a table,
2 feet wide, and about 3 feet 6 inches high, and ‘49 long as the
catalogue cabinet, The lower part can be used® for cupboards or
shelving, It should be placed about 4 feetftom the catalogue,
so that people can temove & tray and tutaround to put it on the
table,
~ If the catalogue is not placed agamat‘akvall the back can be used

as a bulletin board, or 4 seat may be mdde against it,

Shelves --Shc:lvmg should heldesigned with the minimum of
ornament, The extent to whithvEnglish designers have advanced
in this direction can be seegihy compating the stacks, brackets ot

. press-ends of forty years ago with those of to-day. _
o . Whenselecting ot spe@fymg shelves the following points should -
* be botne in mind &

-~ (1) They must, ]:‘)}\so ad]ustable that they may be raised or lowered

without remoyiig the books.

(2) Theyshould be of the standard length of 3 feet, and inter-
changeabla\throughout the library. If longer than 3 feet they may
sag, YW‘ er made of steel or wood.

(3) ider and shorter shelves must be provided for quarto’

N (4) All ledges, projections and ornamentations that will hold -
Q) Ndust should be avoided, and there should be no rough corners or
edges that might damage the books and no projections on which
clothes might be caught, .
A5} 'The bottom two or three shelves must slope so that the titles
o are at a less acute angle to the line of vision than is the ‘case with
- level shelves,
: (6) The bottom shelf must not be lower than 18 inches from the
-)ﬂoor or the top shelf higher than § feet.
(7) Octavo shelves should not be wider than 7 inches for non-

- 1 At Sheffield’s latest branch library, Firth Park, the bottom shclves are
'# foot 6 inches, and the top 5 feet ¥ inch from the fioor. .
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fiction and 5 inches for fiction: quatto shelves should be 9. lﬂChcs
and folio and music shelves 10d inches wide,. '

Fuil descriptions of typical varieties of steel shelving ate glven : ._ o

in Watner’s Reference Library Metbods. _
Bookcases pliced against outside walls should be backed of the D
books will become damp and mildewed. ‘The plan of plac:mtr wall

. shelves as described on page 11 is tecommended.

For cheapness, shelves are nsually made of soft wood mth fore-
edges of hard wood to match the press ends and the general
furnishing. Both sides are finished smooth. N

Mz H. T. Hare, an architect, in a far-sceing paper prmtcd i the
L.AR., vol, viii, 1906, pages 148-154, suggested that fof. ‘smalt
libraries all departments should be placed in one large roam, with

the staff enclosure in the middle, a small refetence Libgasy placed in
the corner, and the other separate depariments divided by barrers . -

or screens, and that the lowest shelf should nnt Jbe lowet than

2 feet from the floor, These suggcstions_except the last—have o

all been put into operation, especially in Ameyita, o
The fixing of the bottom two, shelves at 8n inclined angle to they
upright is ndw usual and has the eﬁcc}\ of making the titles DE\.

the books casily readable without sfdoping or knecling. Inold _'
furniture the reconstructed bottond shelves project about 4 inches .
beyond the uprights and are rather unsightly, but this canrot be ~ -

avoided or remedied cxcept Byicostly additions to the base of the. '

] upnghts There ate n&:g,smalLah}acﬂans. 1o the slopcd shelves ;- B
as the spines of the boaks are fiot perpendicular, dust seftles on -~

them, thus making mok wotk ; books other than octavos cannot . -
be kept tidy at th are-cdge of 'the shelf ; they fall back until they

rest against the Stop ‘placed for the purpose, This does not matter = - .

at the fiction shel'ves, but where 16mos and large 8vos and the joter-
mediate sized\jostle one another on the same shelf, the effect is not
very pleading. Where the raised hottom shelf is only about 6 inches
from«thefloot, the next two shelves above should be sloped also,
but &i\ess acute angles to the uprght. When carried out in new
futniture the effect is quite pleasing. See Plate VIL The space
Beaeath the bottom shelf can be used as a heating chamber or -

Cupboard Tt shouid be either completely built in or entirely open . :

50, that no dust can accumulate. C

In steel shelving the cornices’ ‘should not be deep or the bases
heavy, and the library will gain in appearance if the press ends are -
closed.. Although the solid ends—which are not much used in
England—increase the cost {for they ate additions to the presses),
they considetably improve the appearance of the department, and . -
-exclude dust. ‘At the same time they exclude that free current of
air Wh.l{:h s so beneficial to books ; but open ptess ends for vcnt:la-
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tion putposes are not so essential in a lending libraty as in a stack
room.. Steel shelving should be turned as in Figure 9 to ensure

- strength, ' : ' _ '

- Stack shelving is usually of steel. The same kind of shelving

can be used in both the lending library and the stack room, except

that whereas the lending library press can be fastened to the floor

only and must be of limited height, the stack shelving is fastened to

. _ ~

<Af on Jodel dolder U
S Sgpbehe o
et

F1G. g—Att Metal Shelf.

\ X .
Showing Bow metal shelves should be tarmed to ensure strenpgth. Also g very
¢ .\“ satisfactory type of book suppart.

£\ . .
both\‘:ét:"ﬂnor and the ceiling and can be carried through a large .
~numiber of floors. A book trolley is useful in a stack room, and
. @t Very large ones a book conveycr should be provided.
) Sepamite accommodation must be provided for quartos, folios
© ¥ and music.
- As quarto books ate very often overlooked by borrowers, the
tier containing them should bear a conspicuous notice explaining
" . what books are to be found there and how they are arranged.
"Thete should also be one or two notices in the department reminding
.- botrowers that the quatto shelves may contain the very book that |
" is being looked for. ‘This latter notice is not required if individual
- «quarto books are referred 10 on the octavo shelves,
. All libraries, however small, should possess music scores, and.
-+, ‘where there are large collections it is a good plan to arrange them
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in separate tooms o alcoves. . In some places a pla.no is prov:tded 2
m such a room so that hotrowers may try the music over.

A sausfactory way of adapting ordinary shelves for music is to
bose holes in cach’ shelf and pass fods through them, Three rods
should be used béhind each athet, 7.e. nine to each tier. ~ . .

 Shelf-dummiss.~~Theotetically, every book shelved in a plact:
other than at the octavo sheivcs should have a refcrcnce fromn those
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_F1G. 10 —(;-:.ude used to indicate mdmdual Bcoks in reserve,
“This may also be scl 3 aa a ghelf guide, It consists of two picces of millboaed hinged together by a
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" linén joint, the purpps’éqf “hich Is to prcvc:m the guide from heing d.amsged if leant agm.nsr 3 knockcd R

'shclves.s'%hls usua]ly takes the form of a wooden block called a
shelf- o book- dummy. The block, usually measuting 7 inches by
: ;Mméhcs by g-inch, is painted black and lettered in white with
¢ class number, author and brief title, on the edge corresponding
_to the spine of the book. This mfoxmanon is repeated on the
side just above a printed label which indicates that the book is
placed in a certain position for a particylar reason, In practice
this dummy is fonnd to be so small that it is apt to disappear from
its proper position. 'To ptevent this a block about 1} inches -
wide is used in some libraties, while in others 2 p1ece ‘of millboard .
with a tail projecting over the edge of the shelf is used. This last ~
is by far the most pxacncable form. It is made as illustrated by
Figore 16, -
' c
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Anothet method is to mount a typed list on millboatd and place
it on the tier or press-end where the books would be locked for,
Miss Rathbone says: “ A very general feeling was expressed that
the wooden dummies are unsatisfactory because easily misplaced,
Several libraries have discarded them entirely, depenchng on loca-
tion marks on the shelf list or in the catalogue® From a service
point of view these are far less satisfactory methods, because every
time 2 book is looked for the exhibited list or catalogue must be
consulted to see if the book is shelved elsewhere, For this.redson
the list is frequently ignored and the catalogue not referrethed. It
is impossible to ignore the projecting millboard dummy.)

Miscellaneous.——Book trucks or trolleys are rec@mmended by
many writers, but their use in English lending libgaries is slight.
1t is much quicker to shelve books by taking them ¥ound an armful
at a time when the library is so full of people that little room is left
even for an assistant. ‘They are ftequentlg vitsed in enclosures as
sorting shelves.

Cornpact hat and umbrella stands sﬁould be provided near the
entrance to the lending library. .

A book lift should connect thc department with any floors above
or below.

Arrangement of I‘umxture —The arrangement of the furni.
ture in the lending libratysis one of the most difficult problems
with which the libraidm has to deal. The present size and
estitnated growth ofithe stock, and the amount of shelving which
will be rcqmreNo accommodate it, the intended provision of
chairs, tables, bullétins, etc., have all to be considered in con]unc-
tion with the estimated number of borrowers expected to be in
the dcpartm(\tnt at one time, and the amount of passage-way they
will requ:

_ epomnon of the staff enclosure has been considered already,

byt the method of arranging the shelves in relation to the enclosure
w:ll depend on the amount of supetvision considered necessary
Jor advisable.

At first the books will be artanged round the walls of 2 library,
and as the stock grows, double-sided bookeases may be placed at
the farthest end of the room from the staff enclosure if this is at

~one end of the room, or radiating round the enclosute if it is at

one side. The rnodern tendency, however, is to restrict the
shelving to the walls only and to place surplus stocks in a stack
100,

The staft enclosure, the doors communicating with the vestibule,
the elevators, the other depanments, and the positions of the

presses must all be considered in relation to the guickest and most
- economical service. Every inch of space must be taken imto
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account and utilized. The smallest detail must be considered :

for lack of attention to the little things may result in confusion and

waste of time. Speedy and efficient service depends upon the

position of the shelves and supervision, The furniture should

be so atranged that the service point—the staff enclosure—can be

reached in 2 bee-line from any patt of the library. ‘This idea was

kept in mind when Figure 3 was drawn, and Figure 11 is an excel-

lent example of this, No bookcease should be placed in front ©f
a docrway ; it should be possible to walk from any departmental

door direct on to the gangway leading to any other depagtmental

door, the enclosure, or exit. To quote from Scule, pageg‘;; : “If

every step and every second saved throughout the day-Could be re-

corded and totalled up, the resuit would be very surpyising, = These

savings make the work less arduous for the staff ad keep the public

waiting a shorter time.” ¢ Helpfulness should'be aimed at, rather
than supervision,’ says Champneys, but suzely'it should be aimed

at with supervision, Accessibility to inguirérs invites as well as

facilitates easy inquiries, But in Ameticdvwe find that supervision
deters as well as detects disorder, naise, mutilation, theft.”

If the lines Aa in Figures 3 and Y2 are measured and multiplied
by the number of times it is calclated an assistant would have to
cover this ground in shelving zlone, some idea will be obtained of
the great advantage the radial arrangement of shelves has compared
with . the parallel. Ragdial stacks waste floor space and reduce
accommodation, but.(h} advantages of supervision and speed are -
mote important, Ifwmay be objected that two people standing

. at the end of a’gangway near the enclosure would prevent the
staff from seeipig people farther down the gangway. This is truly
an objectiog,)but it has a supervisory value in itself, for the very
fact th@t;‘t%re is another borrower there may prevent someone

- from mutilating ot smuggling a book.

_ ‘I\ﬁEt\S uce, the City Librarian of Ozford, considers that the usual
radial shelving gives an effect which is too symmetrical and rather

\wearying to the eye, He has accordingly arranged his presses in

/such 2 way that no two gangways are alike; whetever ane stands,

a slightly different view is to be obtained. :

Bookeases must always be placed in relation to the natural
lighting. This is a further reason for considering the internal
arrangements of a department when drawing up the original plans,
Windows must be at the ends of gangways so that the light falls
on the books on both sides and thronghout their length.

"The arrangement of the shelving in relation to the shape of the

_room gives varying opportunities for the placing of tables, chaits,

exhibiton cases, and bulletin boards. For instance, radial shelv-
ing in a square or oblong room wastes space at two cotners of
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the room. This space might be made sufficient to include a small -
. table with reading lists, bills, or @ display table of carefully sclected -
‘books. It is becavse of this extravagance that the outer walls of
lending libraties with radial shelving sometimes curve with the
- ends of the presses, bui curved walls are mose expensive to build
than straight ones, Wall shelves can be placed qmtc convcmently '
against a curved wall. '
Book exhibition cases or bu]]etms should be neat the entrance,
so that the boztowet s attention 15 arrested bcforc he has selected \
“his books,
The catalogue should be placed inas centml a posluon as possxble
“In some hbraries it is placcd 1mmed1ate1y ln front of thé staﬂ'

-

B

.\
N

- Fre. 1t —-An Ezaggerated Plan.

Drawn to shos the mfenouty of, PMel Presses enmipared with the Radial Method, from the pmm of
view of seryive and supc:namn «b¥g coc wauld, of contse, 50 arfangs book star.ks in an open acoess

libtary, \ .
enclosute, Althmigh this will probably necessitate 2 reduction
in the lengthhofone or two-book presses, it is gquite the best place.
Anothet saisfactory place is bctwceﬁ radial presses at the wide
end o hegangway _

‘A desk for an assistant to Work among the shelvcs should also

be placcd in as'central a positien as possible. -
Gmdes to the Shelves —-Boﬂ:mm.shauld_bc.ﬂnmumgad—m

2 _ﬁQQMhookuhmsdm, and there are sevetal kinds-of guide in

‘usc, but care is needed in selection, for it is very easy to over-guide +
2 library and thus confuse instead of help borrowets.

The first guide that should be provided is a simple plan of the
library with each press and piece of furnitutc clearly shown, the
presses being coleured with a different colour for each main class .~

- of the classification, a key to the colouring of course being placed .
in one corner. This gnide should be glazed and placed_ in 2
conspicuous positioh near the entrance to the department. .

A guide mdu:atmg the contents of both sides of every 1sland
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press should be placed at each end of it. If placed flat on the press
it is best about 5 feet 6 inches from the ground, but is most con-

. spicuous when projecting from the end of the press. Simply, the
notations and main subjects of the main classes ate given, and it
should be latge and written in contrasting colours to attract the
cye.

'The thitd is called the tier guide, because it is placed on the
cornice at the top of a tier of books. It may be similar to th
press guide in style and should indicate the main subjects containgd
in the tier. It should not be larger than 12 inches by 4 incles, or
several on a press will look rather clumsy.  Stec! tier labelskolders
are made by Messts Gaylord Bros. to take their r2-inch by/13-inch
labels. The holders are fastened to wooden cases by 2 brad at
each end.

The fourth and last type of guide is the shelf guide, which
indicates the books on each shelf. There atb niany variations of
this type. Some librarians make, or buy.from library suppliets, -
guide labels bearing the subject or authdt ‘on a strip of paper just
narrow enough to be placed at the edgé of the shelf. As books
ate continually shifting from shelf to.shelf, it is essential for shelf
guides to be moved along with the books, or the labels removed
and inserted in other holdersy Nothing looks more unsightly
than a number of shelves o whick labels have been pasted and
pastly removed. To enable’ the shelf labels to be moved along
with the books, woodgA shelves may be grooved alt along, or steel
ohes slotted to take“the labels, The catliest form of shelf label-
holdet consisted ofh Blece of sheet steel about 8 inches by 6 inches, ~
with the shortef end turned back about -inch, like a letter L.
This was placetd on the shelf with the shorter side projecting over
the shelf, and’on this side the paper guide was pasted.

The gathe principle is nsed with a metal shelf support called a
 Two-way Guide: this is a particulatly useful little fitting, as it
setves the purpose of supporting the books on the shelves and
guiding them at the same time, but it is easily pulled off the shelf

“\with the books. -

A simple type of shelf label-holdet consists of 4 plcce of sheet-
metal turned over on three sides to hold the label in place: it is
fastened to the edge of a wooden shelf by means of a brad at each
end.

Another type consists of a piece of xylonite bent like an L and
fastened by drawing-pins under the shelf. ‘The paper on which
the subject or name is printed is slipped into the space between
the puide and the edge of the shelf. When books are moved
along, the papers ate removed from their holdcrs and re-inserted
in more appropnate ones,

-
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A very attractive shelf guide is used on the ﬁmon shelves at :

-Sheffield. It consists of a-block of wood a-little taller than a
book and about 3 inches wide, attractively written in bright,
contrasting colours, and placed at the begianing of the shelf. A~

. disadvantage is the amount of shelf room it takes up, but it is veryl= . i
effective.  As the lettering Is large, it cannot be used to give the” - -
whole contents of a tier, but it can be used to indicate very effec- .
tively the commencement of each letter of the alphabet on the - ¢
fiction shelves, and of each main class on the non-fiction shelves.s {5 -

An Jmproved shelf guide is made by typing or writing oh,a b ="
pmce of paper about 2 inches by 6 inches the contents of the shelf J
and pasting it on 2 guide similar to Figure 10, These: have\ccm- R
stantly to be re-wiitten owing to the continual shifting: of the " .}
books. Plate VH indicates an excellent way of Prcmdmg for
guides when designing the shelving.

Several libraties suspend a combined tier and shclf guldc at eyn:
level on evety upright. This consists of a millboard card with

* the full contents of the tier typed on it. *~ The'card is 4 inches wide .
and roeasutes from g inches to 18 inchesdnNength, according to -~ T
the amount of information it contains. By means of a hole at the |
top it is hung on a hook screwed to the upright A shorter double - -
card with a cloth joint may be usednstéad of a single card ¢ bur ..
this necessitates the removal of the ‘guide from the upright every =~ - ¢
time it is to be consulted, Th¢'outside of this guide would-of
course contain the inclusive(dlass numbets and the chicf subjects,

"so that it would not belslecessary to remove a guide undl the
desired press was fofisd) The information contained is not'set . - - -
out according to thébotks on each shelf, but appears for the whole = -
tier, and in the samie’'form as in the printed classification. These
guides ate very'héat and the shelves do not look unsightly. They -
have one smill disadvantage : whenever the books behind them
are nccdﬁfhey must be turned to one side or taken down. o

Al piides on which the typing ot writing is exp(mcd to the air
~shouldbe given a coat of shellac, -

Iﬂa‘zmzmg Books in Reserve—There are several ways of indicating -

&hich books are in reserve. The oldest is to use a wooden block e
stilar to that mentioned on page 33 for referring from octavo. . - -
to quarto shelves, For a block to be really noticeable it must be.t
about the size of an octavo book.  This of course is prohibitive. -

- A more economical method is' to hang typed lists of books in

reserve on the shelves at various intervals, such as at the com~ .-~

mencement of each. class. - A very satisfactory method is to stamp™ -
the catalogue cards reservE, but this must only be done when it . -

is decided that once a book is placed in reserve, it must stay there ~ .

and never again be put on the open shelves. Other than the R
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matking of catalogue cards, it seems advisable not to refer to
individual books in reserve, as the time taken in making the notices
is hardly justifiable, Whether books are referred to individually
or not, there should be several conspicuous notices in the Iibraty
drawing the attention of readers to the reserve stock, indicating
the type of books in reserve, and informing borrowets that any
book will be obtained willingly if asked for,

Q)
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'CHAPTER II. -

STAFF AND THE ADMINISTRATION OF THE . -
' DEPARTMENT! NN

Tris chapter deals fnainly with lending ].ibrarjr staffs, their organizic

tion, training, and the conditions under which they work asuevealed -

by my tour. The qualities necessaty fot -success asha Yending
libtarian have been folly considered by Mr W. W Gliarters, and

the results of his research are printed as Chaptér )X of Miss

Flexnet’s Cirenlation Work. :

Personnel.—In tany libraties the lending departments are .

 staffed cntirely by men or gitls, but in the majerity by both men and

\

girls, the men usually holding seniot\positions. . There are now
slightly more woten than men employed in libratianship, Mixed

staffs sometimes cause strange allogations of work.. For instance, - |
in one libtary I visited, the gi#ls did all the light jobs such as .-

counter wotk, writing overdues, and making out tickets, while the
men—who had the same educational gualifications as the gitls—
did all the shelving and‘carrying. Incidentally, the men had the .
freedom of the shelyesvand the extremely interesting work of .
becoming acquainted\with. borrowers and assisting them with theit -
reading : they wérd really the librarians. As equal sharing of all
types of work\js(preferable since this leads to wider experience and
reduces mQnoteny. B '

- Pars-time’s Assistants.—The method—which still prevails ‘_l‘.ﬂ o B
America\(probably because of the female - staffs}—of employing. -

schqol\boys in the evenings to do such work as shelving and
cagrying books bas almoest completely died out. In' 1929 five

“libraries in the London and Home Countics Area employed evening

assistants, whereas the number was seventeen five'years previousty,

" Unskilled Labowr—At one libraty the following scheme is in -~

~ .use. Boys with an elementary school education who are waiting

" issucd by the Association of Assistant I.ibrﬁtiang.

“to enter some trade at a certain age arc employed to do nothing else
- but shelve and carry books, dust shelves, and run efrands. Of
course they receive less pay than'the matriculated assistants who staff -

the enclosure and perform the higher duties of librarianship.. If

* Since this chapter was written, 2 valuable Report on_the Hours, Salaties,
Training end Conditions of Setvice iz British Municipal Libtaries has been

'y
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!

2 borrower asks one of these boys fot 2 book on any subject he is - ,/
always referred to 2 senior assistant. It would be an advantage if. /
this rule could be more gencrally insisted on with junior assistants, / /
for they have frequently so much work to get through at busy
times—and this is when most help is asked for—that borrowers '
often receive little more than casual attention.

It is probable that the bulk of such work as shelving, dustmg,
and the wiiting of overdue notices will in future be done by sugh
boys or girls, while the really important work of the departmeqt,
which necessitates book knowledge and contact with bogrOwers,

- will be dene by trained and experienced—not merely certificated—
assistants. It should, however, be remembered that putting books
in order and shelving those returned by bon:owers 15‘ afjimportant
means of gaining book knowledge.

Overalls.—All assistants who have shelving ahd disty work to
do should be provided with overalls or jacket3,\ Female assistants
should weat themat all times, At Ncwcastlbevery girl is provided
with a thick dark blue material (the, exact’ material is left to -the
assistant’s choice) and she makes it)ifito a frock. The design is
left to her choice, and she may add a-Cream-coloured collar if she
wishes, but nothing more,

» Hours.—Most assistants work abOut forty-one houts per week,

‘but because libtaries are oPcn for about twelve hours 2 day,
staffs have to work in ah;&s,_@mlly_eithmchornfoux_bnms in
some libraries assistants, 5till work from nine in the morning tiil
‘eight at night with tbtee houts off for meals, but the newer method
cof baving eitheg, morning, afternoon or evening off is becoming
more general,. Usually juniors have one or two evenings and 2
! half-day 2 wegk, while seniors have an extra evening. At Halifax

¢ half the stalf'have every evening off during one week, while the

other, Balf“ work long days; the next week they change over.

Manrybasslstants prefer to have the same evening off each week,
assthis enables them to attend classes, lectures, etc.

J \In libraries where the working of overtime is necessary it is
frequently voluntarily rendered, compensation being made in the

M form of time off, although at some libraries extra pay is given.

Only zbout a quarter of our libraties close on Easter Saturday, it
being considered that the inconvenience caused to the public out-
weighs the henefits which would accrue to the staff. In practice,
closing on Eastet Saturday is of little inconvenience to the public
if they are permitted to borrow two books (which must be returned
together) on one ticket during the week.

Most lending libraries open at 10 a.m. and close at 8 p.m., while
some continue open till 8,30 pam. ot g pan.  Itis an advantage in
subutban districts if the lending Hbrary remains open until 9 p.m.
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owing to the large number of business people who do not reach.
home until 7 or § p.m. B

There are two types of time-sheet in general use; with one the
assistant’s initial or number is moved, with the other the initial
is fixed but the times are moved. The time-sheet should be printed,
or duplicated with the invariable symbols or times,

Those who prefer not to move the symbols, and who dislike to
waste time in ruling the times every week, can use a time-sheet in »
the form of a board with nails driven in for the hours. A three”

. ply board is ruled and lettered as Figure 13, nails being driver{In
at the beginning and end of each shift period. Elastic bandshare
placed over the nails to represent the times for each assistant,”This
saves much time each week, is cheap to construct, and incxpensive
to maintain, ' &

. Arrangement of Work.—When allocating -thie) work of the -
department between the staff, it is usval to Pear in mind the
capabilities and experience of each individial member. Most
young assistants take an added interest in theit’wotk if they have a
particular duty to perform and are respensible for it, They have
a pazt, however small, in the runninghef the depattment. It is
well if each assistant is given a copy.of his list of duties when they
have been decided upon. oY :

Departmental Diary—A. goolmethod of recording the work of
each assistant, to ascertain/how much is done, and to make sure
that special work is done by suvitable people at convenient times, is

" to keep a departmen%ldfdiary which is written up every day by the
head of the depagtment. The times of each assistant for the
day are entered fixsh; then against the name of cach assistant is
written the wack’he has to do during the day. In addition, all
duties whiclrate taken by assistants in turn, such as the arrangement -
of the isstiey1nd the selection of books for exhibition or issue at.
1&cmr§§]§1£c set out independently of the other duties, Every
morning cach assistant stamps the current page of the diary with
hig“date stamp to show that it has been properly changed, and

{ miatks off the previous day’s work, indicating when possible the
#mount done. When such a diary is in use it is not difficult to
trace which assistant did any particular duty on any given day.

Dauty Sheet—Another method of indicating the work to be done
by each assistant is to pin up a notice in some suitable place bearing
the name ot initial of each assistant, and placing against each the
Instruction Schedule number of the wotk to be done. Although
it takes less time to make such an instruction sheet, it means that
each assistant has to turn up each number in the instructions
schedule until he knows them by heart: it also leaves little room -

~ for the indication of the amount of work completed.
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There are several duties in the department which the assistants -
have to shate, either becanse they must be completed every day, °
or because they are too big for one assistant, ‘These are allocated . - °
by the librarian-in-charge as often as may be necessary. Two of - -
these duties—shelves and shelving—are discussed here; others .
are treated elsewhere, . S Sl
- Shelves—Non-fiction hooks are usually kept on the shelves in. -

- classified order and the novels alphabetically by authors’ names, -
- 'The arranging of the books in correct order on the shelves is ong,
of the most important tasks which an assistant has to do, for it ~
" familiarizes him with the classification and with books{beoth
individually and collectively. Al books should be tidied and put
-into cotrect order every day, the bulk of the wotk being, finished.
befote the library is open to the public. If it is impossible’to finish . - -
by then, the most-used classes should be put in ofdef first, - Itis
usual to divide the shelves amongst the staff, making each assistant = .

- responsible for the order and appearance of 4 @xtain section. ‘This. -
develops interest in the work, encourages yésponsibility, and makes . "
- particular pasts of the stock familiarg~Jf the set of shelves Is’
changed about every ninc or twelve tabnths, a good knowledge
of the whole stock will in time be gbtained ; a general knowledge
of the rest of the stock will be obtained by shelving books, - It has
been objected that this method dfallocating shelves to each assistant .
is not possible because assistants are not on duty every morning,
In practice it works very satisfactorily if those who are not on in the
- morning attend to theif dwn shelves in the afternoon, .~ - . o

Shelving.—When evgral juniors are on duty together, it is advis+ .. .
able to divide tha shelving of the retutned books amongst them. .
This is done ayghe beginning of the day when a fair allotment can - .-
be made, and earered on the staff duty sheet o in the diarg. Mutual
arrangemefitydmongst the staff seems to wotk very well in some -

places.\ L) _ R
. P.{'aé;mej:._—It is realized more than evet before that trained, =
“welleducated and tactful senior assistants -ought always to be ¢
.Available to give any assistance that readers may require. Too
often juniors give borrowers information which is misleading or. . :
Vincomplete, because they have neither the time to spare not the .- .
necessary knowledge and expetience. They should help-borrowers .~ = -
to find any information or books that they need, and when in doubt . .~ =
or unable to satisfy a botrower they should seek the assistance ofa " |

_ senior, . : .

"It many libraries the head of the department or the first assistant -

is available at ali times of the day to help borrowers. Atbusy. = -
times he should neither be testricted with work in-the enclosure = . -
-not be at work out of the department.. The senior assistant en & ..~
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~ this duty tnay work amongst the- shelvcs, examining the order of
the books, taking off books for repait or rebinding, or selecting -

books for display and for the recent additions bookcase: in fact,
doing - anything which keeps him amongst the borrowers. In
many libraries his desk is placed amongst the shelves where he can

- be seen by all who enter the libraty and also by those in the staff

enclosure. Book reservation may be doae here, In this way he

il relieve his colleagues of many interruptions and will be abg

to give a more satisfactory service (see Plate ). In some libfafi

- the name of this assistant is placed on his desk so that thepublic

-know to whom they are speaking. No InQurrres card.? ated be
-placed on the desk : those people who want assistance willask for i,

‘Books of reference, books about books, reading lstsanid hibliog-
raphies should be placed on this desk or near the catalogues The
following list indicates the type of book for use heee:

CAldred, T. Sequel Stories, 2#d ed. revised by YAH. Parker. 1928,

Baker, E. A. A Guide to Historrical Fiction/)Jrg14.
~ and Packman, James, Guide io the B{:ﬁt Biction. 1932,

- British Science Guild, Catalogue of British Scientific 2nd Technical -

Books, (Latest Edition.)
Firkins, 1. T.-E. Tadex to Shott S;orlcs 1923. Supplement, 1929-
Fletchcr W.L. ALA. Index.oN"

Glasgow Public Libratics. Umcm Catalogne of Additions {from 1975

anwards}.
Granger, BE.  Index to Poetry vand Recitatioas. 1930
Gray, W. F,, B4, - Booksithat Count. (Latést Bdition.)

. Hefit ng, H. ond Richagds, 'E. Index-to Contemporaty ongmphy and '

Criticism. 1924
Keller, H. R. Readcrs Digest of Books. 1923,

-lerary Association, Books to Read. 1030, Supplement 1931,

Liverpool Pubhc Libraties, Catalogune of Books in all the Branch
Libraries, " 1925.

: Nleld ]Qngtban A Guide to the Best Historical Novels and Tales.
: SearN{ E Sta,ﬂdard Catalogue, {In progress,)

When a borrower asks for information which is to be found in a

§ :Book of reference, it should be turned up by the assistant : if the
) book is handed to the borrower with the remark : *° 'This book will

tell you,” a bad impression of the library service and of the assistant
in partdcular will most lkely be given.

The catelogue should bear the same relation to the public and
the staff as these books of reference—it should be there primarily

- for staff use, = Attractive notices inviting borrowers to consult the
. staff if they are unable to find what they want should be placed
. in the library.

Where personal éontact is difficult owmg to shortage of staff
it is possible to place on the verso of the fiy-labels of books, eritk
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cisms or evaluations of the books. ‘These can be cut from reviews
and book jackets or copied from books of reference and catalogue
annotations. With regard to music, it is helpful to put in miniature
'scotes a note stating that the particular piece has been recorded
by a cettain gramophone company and giving the number of the
record. o
Readers” Adviser—In America this wotk of helping borrowersl
has developed to such an extent that miany libraries provide an
‘assistant called a Readers’ Adviser who intetviews all people needing
help in the choice of books, and who considers the needs of each|
applicant in order to suggest books or prepare outlines of readiny
cousses. This work can only be done by specially qualifiedand
trained assistants, and it is doubtful whether it will ever develop
to such an extent in this country. Mr Wright’s paper adentioned
in the book list at the end of the chapter gives 2 good(idea of this
branch of Ametican service, O

Staff Training.—The foregoing shows how gréat is the need
for the careful training of the lending librarpssteff. This should
be entirely in the hands of the head of the department or his first
‘assistant, whose duty and privilege it)M§\fb introduce the new
-assistant to his work, and to the aims and/the ideals of the depart-
ment. . AN )

Not until after the new assistantthas had 2 week to grow accus-
tomed to the department should he be taught his work. The
senior should see that it is done’properly, and make sure that the
various methods and rules {rc clearly understood.

The assistant’s mannerdn dealing with the public is vety impor-
fant. In 2 pamphlerwhich every assistant should zead within
his first two montk®yin libtary service, A. E. Bostwick says very
truly that the jufiior assistant has the reputation of the library in
bis hands, ‘Therhead of the department is uitimately responsible
for that repuation. _ :

Staff Dustruetions—FEvery libtary should have its schedule of
staff “idlstructions showing how all routine work should be
donelVThese should emapate from the chief lbrarian’s office
an\ii-\bcar his signature, and each new instruction or alteration in

“method should be duplicated and sent to all the members of the
staff concerned. 'The file of instructions may be kept according
1o Jast’s Classification for Library Economy and Office Papers, or in
chronological -or alphabetical order with indexes. At Coventry
the staff instructions are printed by the library committee and a
topy is handed to each new assistant. ‘This copy is retained until
completion of the service, when it is returned. Other libraries
_ .lqustwick, A. E. Some Principles of Business-like Conduct in Libraries.

. 1928, - . ) oo

R B

/
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allow any assistant, who so desires, to copy the insttuctions which -
concern him.

Professional Education—There ate two means by which it is
possible to obtain a theotetical knowledge in librarianship in this
country : (1) attendance at a University Coutse ; or (2) individaat
study either with the help of a colleague, or by tzking up the
correspondence courses organized by the Library Association,

Since these facilities have been introduced, the classes in various
subjects which used to be held in libraties by senior membess of
the staffs for the benefit of their colleagues have considerably
decreased. M/

At Livetpool the senior staff tutors are paid by the local educa-
tion authotity. At many libraries the staff is permoitted to study
during libraty hours providing essential routine, %otk'is not dis-
located thereby, Many of the students of the.$ehool of Librarian-
ship at the University of London are people,who have had no
library experience, but who hope to enter public or private library
work at the end of the course. ﬁssista{its already in the employ-
ment of local authorities may attend\hie' part-time courses of this
school if they live near, but positions dre seldom kept open to allow
them to take the full two years’ eaurse, Consequently the second
of these methods of training iswthe one usually followed by a person
already employed in publig\library work The course which is
held at the University of Manchester—when numbers permit—is
specially intended for, ibrary assistants, the lectures being held on
Wednesday aftetnoems.

Every library futhotity should make itself responsible for the
professional edusation of its staff. The help unsually given is
financial, thelassistants being expected to study and attend lectures

_in their gwa’time. In many libraties staffs are encouraged by the

awasd of@'bonus for each certificate held. Awards vary consider-
ably, ranging from a small bonus of {2, 2s. to an annual increment.
In'several libraries the bonus is as much as f1o. In other libraries

~Rrants up to £25 for the diploma are made. Inaddition to honuses,
“\Mmany authorities 2lso pay all correspondence course and examination

fees, fares to examination centres, and in a few cases, course fees

. and travelling expenses to the London School of Librariznship

Vacation School, and the L. A, Summer School held at Birmingham.
In other libraties time off is granted for attendance at a summer
school as well as the payment of fees, while in othets only time is
granted. -
Inquiry revezled that only one library gave no assistance what-
ever to its staff ; in one or two places where no bonuses ate given
it was stated that promotion depended on qualifications. '
Staff Meetings.—Technical~In many librazies senjor membets
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" of the staff meet rcgularly week by week under the chmrmanshlp "
. of the chicf librazian to discuss proposed.changes in method or
_routine.  As such meetings are usually held duting wotking houts,
“they.are attended only by branch librarians and the heads of depart-
_.ments, ‘This does not mean that other assistants have no interest
- in’ them, for every assistant should be encouraged to send-in

suggestions to the chief libratian who would place them on the - o

- agenda for discussion at the next meeting. In this way the needs

of the library. district as 2 whole, or of certain ateas in particulat,

‘ate cleatly seen and discussed from all polnts of - v1ew, with 2
greatly improved library service as the xesult. ~ . - KO

Recreational—Of another nature are the meetings’ organized by
the staff. These are held out of libraty hours so that all gssistants

_may participate; they give opportunities for the diScussion of - o
. many sub}ccts, for musical and dramatic rcc.lta_ls\a for visits to

places of - interest, and for the promotion of.'géneral goodwill
among the staff, Some staffs tun a soff clipvor guild which
otrganizes these activitiea. : PN
. . : \‘
o SE‘L‘E.GT LIS’I‘ or REFERENCES -
_ Bodl&i'm lerary Staff Manual. (Annual }
" Bostwick, A. B. Reflections of a Bes¥. . Libs., 36, 1931, 237-41.

" s Brooklyn Public Library. Rules forithe Guidance of the Staff, 1pob, ..
- Lhancher I Hclpmg Rcadets Wwith a Purpose. A.L.A. Bull, 25,

1931, 136-9.

'~ Chartérs, W. W. Pcrsonahty Df the C!rculatlon lerarlan = Flexner, -

. I M Circulation Watk, 1927, .
Bl Flagg, C. A, A Libraglarhto his Assistants. P Libs., 25, 1920, §16.
- "™ Flexner, J. M. Ess}s(ltlal Qualltlcs of a Good~ Abslstant P.L., 24,
1:91 405~T0 N B

t's Ahehd for the Circulation Assistant? Libs., 32, 1027,

402__ N\ \

—— Loan chk from Roth Sides. -L} 49, 1924,- 40012, Alsa é'n..‘:__. _

© W.Bg1g25-6, 490-3. e
Fﬂede]\;; H. * Traming for Librarianship : Ilbrary work a5 a career,

ing Series. 1gz1. (Lippincott.) =
| — Greeg, Edward, Are DPresent-day Library ‘\'Icmods Becommg to0
: “Mechapical ? L. W., 28, 1p25-6, 163-4, .
Vé ‘Hadlcy, Chalmees. Ouatside Workmg Hours. P.Libs,, 28, 1023, 1-4.

Lamb, J. P. Some Principles of Administtation, L.W., 29, 1926 7,: L

. Sj oo 3 r128-32,

. Lewis, G. M. The lemty and Adl.lt Bducation. W.L.B., 27, x931,_~'-_--;_.

s zBB-gq,

‘Library Association. . Year Book (Acmual) o

" wwewe Plummer, M, W. Training for Librarianship. Rewxed by F. K. Waltcr
' 32 pages. 1g23. AL.A. Manual of Library Emfam), No.

-—--- Pollitt, W. Staff-Training and Organization. = L.AR., (N.3), 3, 1925, :

: - 81-93.

* Reese, Rena., Intclhgcncc Tests Tested. les., 1{2 1927, 220-6
e Robiusoh, J. A, Libraty Efficiency Test. 1920,

' D - Sl

L.
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-=== 8t Andrews University Library. Library Manual, 1926,
Sayers, W, C. B. Modern Libtary Administration : some suggestions
towards a re-statement of elementary principles, L.W., 29, 1926-7,
5-10, Go-2, 96-8.
Shatp, H. A. Recognition—Certificates, Age, Merit. T.A., 18, 1925,

7-6o,
g S\;«riftr:l 1. 1. Adult Advisory Wotk in the Washington Public Library.
Libs., 36,-1931, 111-3,

—- Vitz, Carl. ~ Administrative Problems and Cost of Subject Departments
in Large City Buildings. In Paplt:rs and Proceedings, soth Annual
Conference.  Bulletin of the A.L.A,, 22 Se., 1928, 429-32," ' 4

Waples, Deouglas and Tyler, R. W, What People Want to Read Abouty
a study of group interests and a survey or problems in adult readifng,
1931, (Chicago: A.L.A)) 2\

s Williamson, C, C,  Efficiency in Library Management, L.J,, 44l 1910,
67-77. - :

T Wright,TRalph. Libratian as Consultant. L.A., 22, 19295163-9.
Libratian as Consultant: seaders’ advisory departments in
America, L.A, 22, 1929, 190-7. NS
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. CHAPTER IV
BOOK SELECTION AND PREPARATION ™
THE DEPARTMENT

Tue subjects of this chapter are’ not ordinarily 1nduded in tl;m
routine of the lending library, but as they are closely connected—
in varying degree according to the size of the library—theyare’
dealt with hete. They are not treated in full but only as they affect
the actual working of the department.

Book Selection.—Not less than 3o per cent. of phig total income ..

: of a library system should be allocated to the purdhase of books. -

" Non-fiction—Branch library non-fiction stocksshould consist of
a ‘basis of standard books plus a specialized&dilection to mect the -
particular demands of the distict. ‘Thug'g library in an industrial
district would contzin a large collectiag of books dealing with
industey, whereas in a residential disteict, books of a tecreative
type would dominate, Tltles—-except in cases of books in great

demand——should be duplicated\sparingly in order to provide - -

greater variety. On the other“hand, books for which there is
always a great demand should be duplicated to saturation poiat.
By means of the excha:qge service a library in a large system
should be able in {wéaty-four hours to provide almost any book
. asked for. To avold ncediess duplication and to save expense,
all hook. selectiof’;and ordeting should be done from a central
department. ,.Bdoks not in demand in any district are best allo-
cated to a, de}osﬂ:my department which is maintained either in
close pro\gumty to the office fromi which the exchange service is -
warkeds 8¢ to the central library. In library systems where the
totahamonnt available for book purchase is small, greater use must
be {giade of the National Central Libtary. A rough list of the
Sagthors and titles of books botrowed, and of the dates of borrow-
* ing, should be kept so that those often in demand may be bought,
- Fiction.—Tutning to fiction, the problems of allocation amongst
‘the branches are less acute.  Any ngvel whichis in great demand will
be required at each libraty and should be bought, because fiction is -
excluded from the.cxchange service. The question of the duplica-
tion of “ classical ”-fiction and novels of some literary merit for
which there is a constant demand, is a different matter, Tt should
not be possible for an assistant to have to teli 2 borrower that any =
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patticular book by such authots as Dickens, Doyle, Dumas,
Eliot, Fatnol, Gaskell, Hardy, Hugo, Masefield, Peacock, Scott,
Tomlinson or Trollope, is not available. A special collection
representing these authors should be provided, The copies in the
special collection would be indicated by 2 particular name or symbol
in the shelf register and on the back of the title page, and bear board
and date Iabels of a different colour to those in general use. They

. ’\
Anthor ettt e s
O\
T2 e eeeeeeeeeeeeeeeeeree oo ees s seesecenesses s s as s essees s ot e O o
Priblivker.. ool T'Prf;'e
"“:\\
Paper Date / 2, / ........... Page....

The bosk appears does not appear to be of .r;gﬁ}f:ﬁt Zeneral interest for my stock,

Erhically, the review is favonrable :mfazm';éﬂe dotbiful non-committal.

TN

The autbor is not represented fairly very popular bere.  Otber romarfis...oomron
&

LN

‘\‘“

Library SN Signature

AN
.o\;ﬁ:i}. 14 —Review-Reader’s Card, as used by Branch
N\ Librarians at Liverpool. :
A
would be kept in reserve and only procured by the staff when the
(particular titles were asked for. When returned by borrowers,-
<\;t“he special labels would indicate that they must be tetutned to
the special collection and not put on the open shetves, Good
popular books for which there is a great, though perhaps tem-
porary, demand should be duplicated and put into circulation
withount being accessioned. They should simply be stamped and
labelled and given temporary charging symbols. If not in great
demand when needing to be rebound they would be disposed of
and the charging symbols used again vader similar circumstances.
It is better to have popular books in botrowers” hands than to have
unpopular books always on the shelves. Many people assess a
library’s value by its ability to provide such books. :
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Selection by Lending Library Staffs.—The amount of actual book
selection that is done by the lending library assistants in the
department depends on local conditions. In the majority of
English lending libraries the senicr assistants do a certain amount
of selection as a regular patt of their work, although ia a few the
bulk of it is still done by the chief librarian. All assistants
should be encouraged to prepare lists of books which they think

READER'S

SUGGESTIGN
AUTHOR ..o o1c e riisianssiasss s e stasseers s smaes s sanssssssesratssentases: ¢\
7\
3 Y
TITLE et eeicasersersssns searesetesems e bemsss e oas s senssamnansssnsssessasterns oo eessirtreantsenrest ot arrss . S
'
NO.OF VOLS PRICE.. eetemrmeriaeetrenes seneeanen PUBLIS HEQ&‘.’ .........
WHERE REVIEWED. .
ANY OTHER PARTICULARS IN SUPPORT OF THE suaossrfqﬁ ..................
- & : -
Decision. of Committee t s\
A et s dre enn e gan e aeas NAME OF pgquség ____________
I ordered, of whom, & whea: If 2 Lady, state if Mrs or Miss
Received : j REBmEN\bE,.....' ...................................................................................... 1
“Broposes notifed occ}mnon ........................................................ DATE covvloeereerrarisnens Sy
’, " Shannon o618z

N/
Fu'\ 16,—Suggestion Form for the Use of Botrowets.
N\ & Actual size,

suitab]é%r addition to the stock, and hand them to the librarian-
in-chatge of the lending library or to the chief catalogmer. A
~b§t;\er method is to distribute periodicals, containing hook reviews,
- Namong the staff in order that they may select suitable books.
This scheme is fully explained in the pamphlet by J. E. Walker.
Unfortunately, some lending libraties are so busy that time cannot
be spared for this work. :
Selection by Specialists~—In ordet to obtain the most representa-
~ tive selection of books on a subject or to bring any section of the
stock up to date, specialists are often invited to make book
suggestions to the librarian. The books suggested should not
be bought without further consideration, because such lists are
often compiled from memory, and sometimes give a one-sided

o
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view of the sub]ect K posslbie, lists from sevcrai spemahsts
should be consideted together. _
. Specialists are also invited to tecommend at any time new books
dealing with their subjects. *Sometimes the use and value of these
suggestions can be increased by distributing to the public book- . -
lists bearing some teference to the specialist’s co-opetation. 'The
intetest of such a list ‘can be greatly increased if the specialist
{particularly if he is of national repute) can be persuaded to wtite

a short, popular introduction to the subject. - ~
" Berrowers’ Suggestions.—Readers also should be invited to suggest -
books. Pasticulars of these should be entered in a book as lustrated,
by Figure 13, ot on s-inch by 3-inch cards similat to Figote 16.~Fhe"
catds should be worded so that only one book can be suggested on
each, otherwisé it will be impossible to use the method oﬁﬁlmg tobe -
described, Several libraties use a fotm about 8 ioches by 5 inches -
instead of the s-inch by 3-inch cards, but this is not¥e convenient.
Cards for borrowers’ suggestions may be vsed Vely appropriately; -
when book ordéring is also done on cards. <Fhéy can be kept in| . -
alphabetical order in 2 tray divided by the FQllowmg guides: ror|
COMMITTER ; PASSED BY COMMITTEE] REJNCTED BY coMMITTER ;[
ON ORDER j IN PROCESS ; BORROWER NOTIBIED. - When a suggestion! -
book is used, patticulars will be copiéd in accordance with the
book-purchase method, 'The mformauon given by the botrower .
" must always be verified by thepublishers’ catalogues, and then,
when the book committee meets, all the suggestions are submitted
- for consideration.  The beoks passed for purchase ate bonght and
processed and the sugeestors are notified (by a bespoken or a.
special postcard) whefi the books are available.  Borrowers whose .
suggestions are re}ected should receive 2 Ictter stating the reason
for the committée’s decision. .

When borrowers ask for books which are not in the libraty, the
assistait shov.rﬁ‘d enter patticulars on a 5-1nch by s-inch slip. This’
is then c‘ags:dered as a botrower’s suggestion. ~ In this way many
omissions'1n the stock are made good. :

Begk Preparation,—The principles and methods of book
’pr\eparatlon are not treated fully here, but only so far as they
" “affect the work of the lending dcpartment or 1nd1catc recent dcvciop-

meats in practice.
" Classification aﬂ.d catalegumg must be donc Jcentrally . by 2
spccmhzed staff i prdcr to avoid lack ¢ of umfomnty and to efisure -
co-Gpeération amongst the public, departments. Whete the books .

for the eatire systém ate “catalogued and classified at one place, the fuy -

process -of accessioning and shelf listing, stamping, labelling and
baok-carding Ay also be done here for all departments of the
central Ilhta:ty, but not for the branches By this means the Iendmg
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or reference assistants are less encumbered with preparation work
and therefore freer to give the fullest attention to borrowers. Whete
the work is arranged in this way assistants from the public depart-
‘ments should be transferred periodically so that they may have as
wide an experience as possible. The purely mechanical items of
preparation may be done by boys and gitls from elementary schools,
Where there are home binderies or repair departments, labelling
may be done thete. In some systems whete the staff is large enough
to permit if, this mechanical work is done by assistants in the publig{\
departments in odd moments : some libratians prefer to do this

Y

"N\

Libs. CSTAN/JSj | No. Niszeo | .\
Clasg, 536 x X . \

V. T.B.C. P. sfa (tfap N}

Gut.  OP. Cata. \N:

Sta. Q.T. Ann. '\’,\N.

Pl, QT. subil. N

Bk.C. . Q.T. Check. 2

Aco. Bk, X.Y. J.u S

Sh. Reg. X.Y. \Apprd. AB.C

F16, 57~ 3Process Stamp,
o \ Actual gize.

"N
than to have 2 minimum staff in the public departments and all
the processing doge,in 2 special department. - '
The ProcessJSéawp.—It has been the practice in most libraties to
_put the accession and class numbers on the back of the title page for
identiﬁca;ic’gn%uzposes, but this is now considered insufficient. In
order tostandatrdize the position of this information in the book
and tQ'enisure its presentation in a zecognized form, a rubber stamp
is, commonly used. By allowing spaces for every assistant to sign
'asvhe completes each part of the processing 2 high standard of
sworkmanship can be maintained. It also makes it possible to sec at
a glance how much of the processing of an individual book has
been completed. The particulars of bookseller and price are
entered so that the cost of a book may be assessed without refetring
to other records. Now that hocksellers and binders issue books
in various fortns of strengthened publishers’ covers, or bound from’
the sheets, this information is useful in judging the relative values
of such books. When the processing is checked, the date is placed
_in the appropriate place. '
1t is the practice in a number of libraries to use another stamp to
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“tecord ‘the dates of the first issue, of binding, and of the number of
. issues between cach rebinding. ~As books are seldom rebound
~twice, this “ history ” stamp can be combined with the process
" stamp without making it too large:
Opening the Book.—Before a book is processed it should be pro--
. petly opened to ptevent injuty by a cateless reader. Thete are
two iethods of doing this : the most usual is to open a few pages

situltaneously at the ends of the book and carcfully but firmly . .

press them down. Another and much quicket method is thag\
described by Mr Cedtic Chivets in the Library for Jone 1900,ALt

. N
| AciNe. ks o] SN

CassNo. | X . X . {0

V. O feost Y

Exd, . .' 'CII_I.t. . ‘.x:\\, . -

Acc. Bk, -1 Stampe N7 -

Class. . | BkaCdi -

Cata.” | Label on Spine. .

Sh. Reg. ~  |Check, - :

PL . &ApDate.

Tssues. . ™ | Issues.

Re:Bd. AN | ReBd

- Fra, rsi?flCombined ‘Process and History Stamp.
: A\, Size 27 z}'.l_ : o o

is to hold tHe boards and about sizteen leaves tightly between the
first - and. s&ond fingers of each hand and, having inserted the
t}mmb‘s\’la.}ew leaves nearer the centre of the book and holding these
leavek 2 little Tess firmly than the others, to open the covers slightly.
. Thi§*process is tcpeated until the centre of the book is nearly
~Jeiched, Fach time the book is.handled in this way a few more
S\ eaves ate held between the first and second fingers and the covers
-opened a little wider. 'Thus the book is bent and not broken open. -
. Cataloguing—There is one cataloguing rule which ought.to,be
“ipentioned hére as it i$"one for which the lending assistant is very

grateful. It is that which.requires books to be put under the . .

authors” best-known names, 'This is not the place to consider the

theotetical reasons for and against this rule, but the practical result .

‘cannot be overlooked. Tt is found that when books by such people
as ‘George Birmingham and O. Heary are placed under Hannay
-and Porter respectively, they are not read as much as they would
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be if placed under the best-known names, Tn the few cases where
it 1s difficult to decide which the best-known name is, the name
under which most of the books were published should beused. A

PUBLIC LIBRARIES
CENTRAL LENDING LIBRARY

Telephone :

Issue
No. SO\

"N\

_Hours of Opening.—The Lending Libtary is open for the
delivery and recuen of books from te am, to ¢ p.an, exch wesk-day. 4
- Membership is free to ratcpayers, and all persons over twéles
yeats of age wheo are tesident in, employed in, or attending aoy.school
at coliege in +  For persons other than the farepeing
wh reside outside the boundary of the City, the annual subseription is
1046 or 55 for six months. 'S
ik Borrowers' Tickets.~All borrowers are énfitled” to theee
ticrets !

{4} General Ticket (on which ary bowk may be hn)rrbwcd).

{#) Non-fiction Ticket (available for all books fxdg/English Fiction).

(¢} Music Ticket (available for musie searer &l
Tickets are available at any libraty, lrtcspcct& of whete they were
issued, Tickees are pot transferable, and g Baoks can be {ssued without
thern.  Five additionat tickets are issued g al] bona fde students.

Change of Addresa must be raparted withaut delay,

‘The Tlme Allowed for reading 8 fourtecn days, including the
dazy of issne,  Books taket out oradng day of the week are due back on
the same day in the second week afeerwards,

Fines.—Borrowers will be'ined one penny for cach week or
portion of a week duting whith che book is detained bryond the fime
allowed for rading, pius the'¢ost of sending notices,

Renewnls.—A Join mway be renewed for a further period of
fontteen daya provided the book s not required by another reader, by
{1} delivering the k to be re-dated; (2) sending a posteard or
telephaning to the library from which it was bortowed, giving the book
mumbet and the lazest date on the date label and the borrower's name
and 2ddreds oks which are in much demand may be reflused renewal
at the disgretion of the Nbiaran, :

Gavavef Books.—Borrowers must keep the books clean, protect
thetn fedm tain, and must ot in any way njure or deface them, Any
damage done o a book will be charged for.” Botrowers should ar once
'rq()rétcdg.r;y niir;fect in the books jssued {o order thac sl tay not be

s A of lt.
£ )}  Infectlous Diseases.—Pooks which have been expased to
s\ infection from any infectious discase must mod be resurned fu the library,
ONY Dt st be banded 1o the sanitary inspector who shall disinfect them

ol and returo them to the Libratlan,  Penalty for non-compliance #n this
N e regulation is forty shillings.
}™ Fic. 1p.—Board Label,

This is pasted in books to show pwnership, and to indieare hri.aﬂy sorae of the facilitics
olfzred by the library. '

teference from the alternate name must of course be made in the
catalogue, ‘

Labels—Labelling—~On the board label some of the mles and
privileges connected with the use of the library should be briefly
stated, 1t should not be wider than 4 inches nor longer than
5% inches: nowadays the tendency is to use as few words as
possible on a label about 3% inches by 2§ inchc;g. ‘The chasging

1
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‘symbol should be put on the top of the Iabe] (ot the bottom as .

it may then be covered up by the book-card) so that it-can easﬂy

be checked with the book-card when the book is d13chargcd A o

note advising botrowets to use this number when renewing books . -
is very useful. ‘The staff find the classification number helpful -

when placed on this Jabel, - Space may be left beneath the name of . "~
the town for the insertion of the name of a branch libraty, butitis

better if labels are specially printed for each library, - In order to

" save expense they should be printed in one colour only. - Each\:' -
paragtaph—which should deal with one subject only—should hfwc o
its contents indicated by using bolder type. ~'The headmg should ST

occupy comparatively little space. D
Figute 19 has been compiled after comparmg a numbcr of Iabt:ls; .

and selecting the best wording for the various items. Not alf the .

rules can be put on a label of the size mentioned; sg somc will have -

to be omitted or abbreviated. The following a4 analyms of the

labels of ten important libraties, showing the, quulérity of each of -
the items used in Figure 19: , \ & S
" Cate of books . . ANY
Hours of opcm'ng
Fines . AN
Time allowed . .o., v,
Botrowets’ tlckcts
Renewals -
Changc of addréSS .
Tofections diseases '
“\‘Icmbars}:_tp

i

oAl 06 BINDND B .
) . ’ ?.‘ ’ -

*S ¢

NS

The libraries thch omit ** Fines, » e T1me allowed » and o

*“ Hours of opedihg” > from the board label insert them on the date
‘label. ‘The fack that books are -disinfectod should be mentioned :
on the boara label. Some libraries print this note in red to®
cmphasizg it, with a consequenf increase of the printing accounts. -

Theldate Iabel which is pasted opposite the book label is of thin - -
- papeand is ruled with three columns in which are stamped the. ¢

datc?s the books were issued or are due for return. - Charging’
Nparticndars and the classn‘icatmn nu_mbcr should not appear on thc
. date label. :

Figute 21 is a label which may be used with advanmgc in reference: -
books of which there ate copies in the lending library. ~ - o

The book-pocket is made of thick manilla exactly as the pocket .

ticket illustrated by Figure 33. A similar. pocket, but made of
. thinner material, is used to hold the book-card and borrowess’

© ticket when the flat card type of ticket is used.. A cheaper and L

equally effective form is a single piece of manilla of the same
- shape but shghﬂy Iatger, pasted at the left hand' and bottom edgcs
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Another typeis open only at the top @ this should be at least 2 inches

wider than the book-card to permit easy insertion.

A thick board

PUBLIC LIBRARIES,

Lending Libraries.

Q)
This book must be returned on or before the latest date stamped

below, or fines thereafter of one

will be charged.

penny a week or part of a‘week

'\ .
To renew this book, guote the number on the opposite page

and the latest date stampe

below.

< 3

Date,

Date.

~

L\F1G. 20—Date Label.

~’\

Size 447X 63"

N\
label may he m\z&é to setve as a book-pocket by pasting it at the
left hand apd bottom sides only, :
It is ugualto place 2 book plate or board label in the upper central
portiombf the inside of the front cover.

o N\

Underneath, either in

0\’\\“

*

TO THE READER.

A copy of this book may be borrowed for home
reading from the Central Lending 'Library.

F16. 21.—Labe]} inserted in Reference Library Books of which
there are Coples available for Home Reading. :

'the centre or to one side of it, is the book-pocket. Book-cards
have a habit of slipping out of the corner of the book-pocket open
on two sides ; to ptevent this, it should be placed about F-inch
only from the joint of the book. '

.
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The date label must be secured by a narrow edge of paste on the. =~ .-
fiy label opposite the corner pocket, about § of an inch from the jolne: -~ " -
of the book. If the labels have to be placed at the back of the
book owing to map end-papers being at the front, the date lapel
should be placed on the'end-paper so that there is a firm stamping -~
surface. In such a case 2 left-hand book=pocket should be pasted -
on the board so that the book-card will fall to the inside of the. .
book. It will also enable the assistant to remove the book-card - -
conveniently with the lef: hand while he stamps with his right. "
‘The publishers of books which contain maps as end-papers shonld> - | =
be asked to supply duplicates so that they may be mounted @hd
inserted, and thus preserved when the books are re-bound, <\~

Stamping—Books ate stamped to indicate ownership and to

" cnable borrowers easily to distinguish public library Bodks from. . .
their own, In all libraries marks of ownership are ‘glaced inside -
the books and in some on the outside as welk. ._f%’xe impression” - - .
most used now is a circular one, small enough\to” be completely - . .-
covered by a farthing. It must be temembeged) however, that so
small 2 stamp will contain only about fiffeén to eighteen letters: . .
Large stamps project so far into the ma¥eih that when the book is 0 %
re-bound part of the impression is cut’away: they also impress = = -
ovet some of the print, Oval, sgaate, and -oblong stamps-are ..
objected to because the impressions give a bad appesrance to the =
page if they are not made veryedafcfully. For the same reason, no -~ -
horizontal wording should.be*placed in the circular stamp., If a -
book is stamped about,évesy hundred pages the ownership will
be easily recognized qnd%hc stamping will not appear obtrusive,
The usual method .6 stamp baooks oaly on patticular pages, -
such as end-papersy backs of illusteations, title pages, contents .- -
page, first pageldf text, pages 5 and 105 and every 100 pages on, © . U
It is then possible to see whether the book has been properly and
completelysidmped. It also assists in the identification of books . ..
in Wlﬁg%at'tempts have been made to obliterate the impressions. .
lli{llllq:azjfo the stamping of books should be drawn up:in every = . v
Ay, - . L S
¢\ Rubber stamps are mostly used. A metal starip will last logger
Nghan a rubber one, but it is much mote liable to be damaged.”
Printer’s ink must be used with the metal stamp and care must be
exercised in the actual stamping (the ink pad must not be too wet)
or offset will result, “There is little possibility of offser from a
rubber stamp, except when clay-coated paper is used. An em- -
bossed impression will always remain, cven afier the paper has . - .
been Hatiencd down, wheteas impressions from the ofher stamps -
can be removed ; it is also muchineater” © - o L.
In"some libraries the front covers of books are. embossed with -
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the name of the library; in others, a2 small round label about 2
}-inch in diameter is placed on the spine ; and in others, the top
_edges of the book are stamped with the name of the library in large
block letters, These methods are used only with books in the
publishers’ covers (re-bound books can have the name of the
library placed in the top panel), and unless the cloth is fitst treated
with ammonia, and shellac or spitit varnish put over the label, it
will soon come off. : ny
The Book-card—The book-card, though a small item in the equips
ment of a lending library, is important, as it is the representative gfa
book, When the book is in theé départment, the book-card stiauld
be kept in it until it is issued. When the book is in the\repair
department, ot in reserve, then the card should be atfanged in-
order with other cards of the same category behind/appropriate
guides, and kept in the staff enclosute. The positien of the card
indicates where the book is, and for this reason\gréat care should
be taken of it. But when a card is lost anothes\niay be written and
Durricate or REwRITTEN placed at the bottem, and its number
recorded in an exercise book kept forsthe)purpose. Then, if at
some later time the original card is folnd, the duplicate must be
destroyed and the number deleted from the record.  If this record
is not kept, the reappearance of am, original book-card may cause
someone to search for the boek, only to find that another book-
card exists. This record oftenl proves useful when clearing up
queries. ¢
The book-card must-eontain at least the charging symbol. It
is desirable that it sh6uld also bear the class number, author, and
title; but with the(very small book-cards to be mestioned, thete is
no room for more than the charping symbol.  If a card bearing
only the accesgionh number has dropped out of a book, in order to
ascertain_towrhich book it belongs the accession register must be
cqns_ultcd%“’rhe card may also bear the publishet’s name and the
cost, §ob this will save reference to the accessions register when
writing out replacements slips ot assessing the value of a book.
{The“charging symbol is placed in very bold characters at the top
of the book-tard, and the other information as in Figure 33. In
many libraries the accession number is put on with a numbering
machine., All written particulars should be made in India of
engrossing ink. The size and shape of the book-card depends on
the type of borrowers’ ticket used, and varies from §-inch by 2 inches
to 3 inches by 4 inches or even larger. _
Book-cards are usually made of hard manilla, which will stand
much wear for several years, but the great disadvantage is that the
tops, and especizlly the corners, wear away. At a fow libraries
celluloid book-cacds are used and pronounced to be a great success.
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They have a matt sorface and are lettered with Indm ink, If
covered with quick-drying artist’s varnish the lettering will last
three times as long, Ordinary writing ink can -be completely |
wiped out with a damp cloth, A aumbering machine cannot be
used with these cards. The top corners are rounded so that the -
fingers will not be hurt, - They ate a little more inflammable than
card, but with the vsual restrictions against lighted cigarettes and
matches they are quite safe in public libraries:  experiments of
dropping lighted matches on them while in the issue have failed to -
set them -alight. . Their chief advantages ate that they never need-

renewing or tewsiting, are easy to handle, and the charges are mcc:e‘ .

scpaste in the issue. They occupy slightly more room and ‘cost
- three times as much as card. Tt is not convenient to usé, itk in
‘recording overdue applications as it takes about three.ghinutes fo
Cdry: pencﬂ may be used and rubbed out with' 1nd1ﬂdubber when - .
the card is full. ~ The manufacturers of these cardi(le the Acetate .-
Products Cotporation, Ltd,  ~ '
In several libtaties cards of vatious colours ;crq\used to dlstmgmsh
_ fiction from non-fiction and the various dasae*s of non-fiction, also
books in resetve, and shori-loan bookshNFhis is useful when the.
issue is arranged by class, for it is then- «€asier to arrange and dis-
charge, and fewer issue gnides atelficeded. - Book lahels of the
same colout as the book-cards watilld spccd up discharging and help
to prevent mistakes. When bdioks are kept permanently in reserve
it is an advantage to have either the book-card or the label of a-
" distinctive colout to engtitg*that the books do not go on to the -
open shelves after vifig'been issued.  Another use for dﬁ{crcntly D
coloured book-cards 1. described on page 144. - .
The Call Number,- S-A call fumber is used to refet toa book with: .
- out using the’ duthér and title. Tt is s placed on the spine of. the book,
the board labelyand the book- card and. of coutse in such, records
a5 the shelf. 3ist and catalogues. The call numbet for non-fiction
books “eonsist of the class number alone 3~ or the class number
- plus ghs first- three letters of the anthor’s name, of plus the number
of¢he author according to Cutter’s scheme of author’s numbers, 1.
'btplus a number for the individual book. Fhis last © addmon
N¢ arrived at in this way. Books on a certain subject are numbered
~consecutively as they are catalogued, and this number is. preceded’
by the initial Ietter of the author’s sutmame. T'o glvc three ex-
amples : if Eddington’s Natare of the Physical World is the thirty-
fifth book on physics 10 be added to the libtary, Ithe call number

2 Cutter C. A Three—ﬁgure, Dcc:mal Alphabetlc Qrder Table Igor..
- (Boston : lerary Bureau.)
Explanation of the Alphabetlc Ordel. Marks thrac-_ﬁgme tables, 8 pp.
igr3. (Boston: LlhmryBureauJ L A
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would be 530 Ess. Similarly, Arnold’s Light of Asizmight beg2r -
Ax4s, and Christian’s Disinfections and Disinfectants might be 614.48
Cr. ‘This system is the one usually adopted when the sheaf
catalogue is used and where several entries are made on one page.
Its great advantage is that where non-fiction charges are arranged
(as they should be} by class number, their arrangement and the
discharging process are made much easicr and more reliable, The
chief disadvantage is the impossibility of keeping in exact alpha-
betical anthor order all the books on one subject, cither in fhe
classified sheaf catalogue—unless each entry has a page toajtsalf,
which is very wasteful—or on the shelf,  With pure literatute; how-
ever, it is found more expedient to break away from this)practice
and use the first three letters of the author’s name, A0
With the other methods it is possible to have/absolute author
ordet both on the shelves and in the catalogue..\Where there ate
many books by and about one author, theyscan’then be arranged
in any convenicnt way. For instance, Sh@lispcare's wotks can be
arranged so that the collected works are toggéther, then the separately
published plays and commentaries ‘g the plays, and then the
criticisms and books about Shakespeare as a writer. '
With any type of call numbez gupplementary copies of 2 title
may be indicated by placing the number of the copy after the call
number, N
The call numbers have some beating on the arrangement of the
issue. If it is by accession number, the call number is of no con-
sequence, but if by clqsss}ﬁcation, the separate number for each book
has a distinct advantage. For instance, if the first three letters ate
used, all Shakespeate’s and Shaw’s plays will be together at 822
- SHA.: this,will"'mean that when any of these books is returned,
twenty of, thirty charges may have to be gone through before the
right opeisfound. The individual number makes possible immedi-
ate discharging, and this is not the case with the other methods. -
For'the simplest shelf order, and with the issue arranged by
Aceession numbers, the first three letters of the authors’ names
/\i¢ best.
" Lettering the Book.—~The methods of marking the eall numbers on
the books can be divided into two general classes : (1) Those which
are placed on the surface of the spine of the book, and (2) those
which are impressed into the binding, ‘The former class includes
paper or linen tags with the number written in ink, and the direct:
application of ink to the binding. These are the least satisfactory
as the results are not permanent unless the process already described
is used, The latter class includes any method of impressing with
heat, ' :
Tags stuck on the backs of books to indicate the classification

*
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' _3: are no loncrer used because they gct dlxt\;r vety quickly, and soon
-come off. Whlte Ink (either Davids’s, or Johnston’s “Snow White?’)
. is flow used Tor. dark_coloure
" ing.(black) for licht coloured bindings. Whité ink frequently
.. chips or rubs. off if not coated with pure whitc shellac ‘or French
spitit varnish. -Books lettered by hand do not always look neat,’

- by bookbinders. ‘This is most satisfactory, A cheaper method is-
to use the * Stylo-lecttic™” pen manufactured by Gaylotd Bros., of 4
Syracuse, New York, and to be bought in England from the «
. Woolston Book Co., Nottingham.” A colopt transfer is placed,
over the part of the hack of the book to be lettéred and the pigment
. burned in with the clectric stylus. No finish of any kind is needed. .
"In order that the lettering may harmonize with the colehif‘of the
.. binding, the transfers, which are §-inch wide and sup hed in rolls -
- of 100 feet, are manufactured in seven colouss, in.addition to gold
" leaf. _One_q:oll of 100 feet is sufficient to mark 1208 two-line call
" numbers at 2 cost per number of only. a trifle shote than J4th of a
- penay. The chicf advantages ate that the st luisis cheap and simple -
: . to use, the letteting is neat and permaneit, 20d no time is wasted
., ¢ sending books to the binder or waiting {or his finisher to come.
' ‘The appeatance of the shelves willibe ‘greatly iraproved if all the
ca]l numbers are placcd ata umfonn distance from.the bottom of

-4 inches
has been made it should fiot be deviated from except when it

: would interfere with gilf\doling or other lettering, The placing

" of the top of the call number higher than 3 inches from the bottom

. of the book is notecommended as it is too close to the author’s -
- name or volame ditmiber, The old argument that if the call number
.is placed 4 ingHes from the bottom of the book it will be out of the

" way of the h’qﬁds has lost most of i e Welght owing to the modeta
methods ‘c{fﬁnumberm il
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CHAPTER V
THE CARE OF BOOIxS

Genera.l —~About 7.percent. of a hbrary ] expenchture goes on
rebinding books, and, as much’ premature “rebinding is due db,
damage caused by the carelessness or ignotance of both staﬂ:\and :
boztowers, it is felt that some consideration should be. glven tor the :
cate of books, - ' '

The cortect way to open a book has been described airead :

A book should be removed from the shelves by placing the index v
finger firmly on the top of the book and pressing pently downwards
and towards oneself until the book can be held hebween the thumb
and second. finger. This avoids strain on th{bl : dmg and does not
disarrange adjommg books. '

Miich damage is done to books byt 1ammmg them on to qu ({,
shelyes, by dropping them, by weenehing them open when new,
and by laying large or heavy bogks' on their fore-cdges on the
shelves. Books which are 100, iarge to stand up on the octavo
shelves should be plaeed on the quario shelves. -

Definite instruction on the handhng and care of hooks should

' begm in the children’s, l{bﬁry, and it should always be pos1t1ve '
rather than negative. \

. . Beyond incidental suggestions as to the cotrect ways of ha.nd]mg

“books, which car{often be given by an assistant when he is attending

S to a borrower r%’ctle instruction can be given to adults on this
matfer. .0 '

Baokﬂm{ken -—Thc provis;on of bookmarkers d.tscourages
botrowers from turmng down the corners of pages or using
matehes, brooches, and other thick objects to mark their places.
,Cop}es of the bookmarkers, iltustrated by Plate XIIT, can be

\gnbunted and hung up in-a consplcuous place in the department
.and distributed for use. :
“Some advertising firms canvas a town and cover both sides of a
" bookmarker with small adverstisements, leaving only the flap for
library information, and pay the library for every thousand disposed
- of. This is a source of income which cannot he 1gnored but the v
~ bookmarkers ate not at all attractive. A library which issues fine
books—both in contents and production—should always maintain .
8 h.lgh standard in its own wotk, cspec.lally when that work is
o7 :
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examined every time a book is opened. ‘The marker should be
designed primarily to inform the public of the work of the library
or give instruction as to the way to handle books,

BDarmage Labels.—A number of libraries print a paragraph on the
board Iabcls to the effect that borrowers are requested to take care
of books and that all damage must be paid for. This is emphasized
in some libraries by “tipping in,” at the title page or at the first ~
page of the text, a label similar to F:gure 22, o

Damage to’ Books. —T0_reduce the amount of damage done o,

v library books, all injuries, however slight, should be chargf:d for™
according to the extent of the damage and the condition of the Hobk.

"N\
N

CROYDON PUBLIC LIBRARIES
: NOTICE,

A substantial part of the book fund s spent in rg:piacmp; books

. damaged by casless seaders, and thus lovs  moneye is \availible for

. new hoaks,

- Readersure asked to protect thelr books in tvery sy, to shield them
feom rain, and not to turn down leaves or exposgxbem to eny risk of
dotage, They arc apecially asked to refrain fro ahé offcnsive and uscless

¢ practice of making comments or underlinings. lrll-n\u:m, as this i3 onc of

. the most serious forms of damage,

Al dumage must be paid for in ncwrd'\n:e whh Rules 23-27,

N ® W’ C. BERWICK SAYLRS,
: O\ Chicf Librarian.

o

Fic. 22 —-I?Samagc Label,

This ehould be printed on opaque, Taper and in a colour other than black,
and should net bo widez than 33" or it witl Jook clumsy,

&
Payment should be\ iade on the tetura of the book, the charge
bemg assessed bystheMibrarian in charge of the department.

It is thereforg.¢sséntial that as every book is discharged, it should
be hurriedly éxdmined for stains, pencil markings, tears, etc. To
avoid falsesactusation, whenever damage Is noticed by the staff, it
shouldb€ éntered on a part of the book which cannot be overlooked.
The hést'place is either on the boatd label or the corner pocket ; if
- piaced ‘on the date label (as is so often done) it will have to be re-
_.efteted whenever a new label is inserted.

Q) } Protecting Books from Dust, Damp and Heat.—The three
gteatest enemies of books are dust, damp and heat, All books
should be frequently dusted, preferably by a vacuum cleaner.
When using an ordinary hand-brush it is essential to see that the
dust is not driven into the books, and to prevent this they should
be held tightly while being brushed. It is vsual for each assmtant
to dust his own books and shelves once a weelk.

At one libraty in Lancashire two girls are employed to do
nothing else but go through the whole library and dust every shelf
and all the books on it,
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Books ‘which_ate affected. by.damp are. usua]ly those_ shclved
against outside walls ;. there should therefore be an air space

* between wall bookcases and the walls, a8 recommended on page 11.
T As $00nN as rmldew is noticed.on a, book it should be removed with

- 2 dey duster and the book removed to g, drier. place if poss1ble _
. Books ‘mist bé preserved from the heat of radiators and hot pipes
" by placing asbestos shects between the _pipes 2nd thé bookcases Bl

the distance betwecn them is less than 8 inches,
As the sun causes books to fade and cockle, light coloured b]mds

ot louvrc shutters should be placed at windows with a southerk;

" aspect. It is advisable to place blind rolles at the bottom oféthe)

window, for it is usually the rays entczmg at the bottom W]?nch

zeach the books. | .- AL
Book Supports.—In most lending hbrarlcs there are vcry fcw :

books which need. _SUpPpOILs to prcvent them from, tapplmg ovet

- and theteby straining backs and j joints, but supposts.nust be pro-

vided for small books which ‘ate apt to be pushed over by large

fot them ail to stand

_ ones, _and for books whlch cannot stand %flght Books should .
S

- beatranged on the shelves just close enow

. whole shelf-fail wit] topple ovet.

.’_

up of their own ‘accord ; if they arc pushed too close together the
" It is essential that a book suppor‘t should be vts1ble when tbe
shelf is full of books; it shouldthercfore either () be flanged,

(%) project over the for&edge ofithe shelf, ot (¢) be suspended from

the shelf ghove the books it®upports. Ouly so cen the possibility

of accidentally i 1mpmg1n ‘the books be eliminated. ~This will also -

prevent the supports being pushed behind the books.  The otiginal
type of suppott, copsisting of a metal plate shaped like an “L,” can

~ ‘be used on woodén’or metal shelyes, but the upnght should be
flanged for strcngth ‘the bottom of the flange resting o the base of -
the supportysg-that the ﬂanges will not dig into the shelf when

‘pressed I;fax:‘k Unflanged * L. supports are weak when compared'
with theflanged vatiety and they cost only about threcpence cach
less, w{The combined labd-holder and support is very strong,

_caﬂnot bc overlooked, and is well made, the front upright being

roufided to prevent damage to books. ‘The type of support.illus-
tfated by () in Plate XV can be used only with wooden shelves.

"It is heavzly nickled, aad cannot be lost between the books. I

quartos have to be Lept on a 3-fect shelf, this type of support may

be used, ot better still, 2 flanged ““ L ™ support, 9 inches high. “The
- “Yale ™ suppott which is made of cast iron can be clamped above -

or below the shelf, The most suitable form of book suppozt for

" use with stecl shelves is that consisting of a wire spring which
~-engages the flanges beneath the shelf and hangs down to suppott
- the books on the shelf below. It is very strong and securc, and - -

Dom
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can only be moved by pressing the atms of the spring inwards,
See Figure g.

Repairing Books.—The insertion of loose pages and illustra-
tions, the repairing of torn pages and the replacing of full date
labels can be done by the assistants in the staff enclosute, or
sent to the home bindery or repair department. The advisability
of repairing and recasing rather than rebinding depends on the
condition of the books themselves, the financial circumstafices
of the library, and on local conditions. As these factgrs\are
continually changing, it is impossible to lay down any hard and
fast rules. The decisions regarding the treatment of iridividual
books must be made by a person of wide expesichee, such as
the librarian, ot the heads of the repair departstent, the home
bindery, ot the lending library. All the books which are with.
drawn from circulation because of defects' Should be examined
each morning and disposed of at the catliest Opportunity. -

- Various adaptations of the Toronto Method of book repairin
are used very widely in America, Descriptions of this method are
to be found, together with samples of'the matcrials used in Messrs
Gaylord’s catalogue : Library Supplies and Equipment.

Helpful information on repaitifg books will also be found in
the following : &

e — Haslam, W, Library Handbook of Genuine Trade Secrets and instruce
tions for cleaning, ‘epairing and testoring old MSS,, engravings
and books, 2s practised by experts, 51 pages. (1923 7}
~ = Brown, M. W. Me{ndmg and repair of books.  .A.L.A. Library Hand-
book, No. 6\ 22 pages. 1910,

Missing papes and damaged sections can be replaced either by
buying newsections from the publishers if the books are fairly new -
or poplilaf, or by typing the missing pages from another copy and
Inseeting them. At one library popular books which have been
withdrawn are saved, so that pages may be inserted in any impetfect

.. (orits in circulation. :
)~ In America new books bound in light colours, and juvenile books
with illustrations on the cover, are treated with shellac, varnish,
futniture polish or praelloid in order to preserve their freshness.
If white shellac is used, it should be thinned with denatured alcohol
in the proportion two to one. In Tampa, Fla., * Nelbocolaque,” a
preparation made by the library, using 2 saturated solution of
quinine sulphate in denatured alcohol {thinned with white shellac,

about } solution and § shellac), is used on book covers as a protec- - -

tion against insects that eat plain white shellac.
For the care of leather, see Warner’s Reference Library Methods.
Bookbinding.—The binding of lending library books presents



THE CARE OF BOOKS TR

fcwat problerns than the binding of reférence llbrary books ¢
suitable bindings for special editions and old books seldom need
considering, and long runs of periodicals have not to be matched.
Owing to the shorter time lending library books will - last because1 -
of greater handling, cheap bindings are usually quite satisfactory,

When deciding what books shall be re-bound, the quality of the
paper and its condition, and the use that is hkely to be made-of thc
book, must be considered.

Books should not be repaired too much befote rcbmdmg, as\
this makes the wotk mote dJ{-}'icult for the bindet A book may be
repaired : \

Whesn a'leaf or 1Ilustrat10n is loose but the sewing is soundi,

When the joints are loose but the mull joint not. brokca

"When it has been already bound. . N

When it is. too ditty to bind but not dthy enough to be' wn:h—
drawn.

If it is doubtful’ whether mending, will be sat1sfactory and the_
inside of the book iIs clean, it is bctter to rebl@d ' _—

Rebinding is advisable: A& : -

When the scwing has broken and théd{eives or sections are Ioosc
in some cases a loose section can bc fas:enecl by. sewmg through the.
orlgmal thtead holes. \ _

When the cloth is so torn that a neat repair cantiot be made, ot .
when the covers are badly damaged :

When several- sectlons «aretloose, even though the sewing may
not be broken. :

Replacement shoulekbc made :

When the bogk 1. dirty enough for w1thd.tawal .

“When it wonld \be cheaper to buy a new copy than to bind the
old one, \&

. When itJs, made 0f poor quality featherwcight paper which is
hke.ly 1o, biéak away from the sewing, and cannot be farther repmred

Wheia new edition has béen published. - .

szhml; —Nfew yeats ago cloth was used cxtenswely for re-
bmdrng octavo lending library books because it was cheaper. . But
Va thIs is not now the case; quarter leathet is now cheaper than whole

N dloth except for large books with the result that most library books
ate re-bound in this way. Motze brightly coloured leathers and the -
use of new founts of type and attractive lay-out, together with the
use of publishets’ blocks, have tnade library shelves much more

- attractive than they used to be. Thin but strong and almost
smooth waterproof cloths are preferted to the rougher varieties,

The old method of binding all the novels at one section of the
shelves or all the books by an author in one colour is not now:
“practised.. . All that is needed to indicate a non-fiction book’s place
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—

People at The Cornet Strong| | Mt Standfast.
School. Arkwrights. of Ireton’s
. Horse. A
Hall, Hobson, McChesney, 'B\ﬁ'?:h;n,
H.C, J M. . D.G, ML
Burma, Tale of Civil War,ms v Sequel to
Old Croydon. 1644-5.\V| | Greepmantle,
D
¥4 »
T E 2 x\ N
4 Gladstone,
N\ W. E.
<O
_ oS
Pastons and x~ Glorious Land of the Life and
their England* Apollo. Five Rivers. Letters.
7
B;dh\et}: Barrington, Trevaskis, Motley.
* g” E.
:..\':' >
"15th Century, Novel about Punjab. Vol. I
' Byron.
. 942.04 . 054.5 B
P1ss. " T4, GLA

F16. 24— Esarples of Lcttcring on the Spines of Re-bound Books.

Shcrwing, especially,
top pancl is blank),

additional information as to the contents ot subject of the bock in Panel ¢ (the
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the ‘book-cards are removed and placcd in order behind a. gu.ldc -
bearing the binder’s name and the date sent, in an issue tray.  The -
«cards of each batch of books should be kept separate, for if thcy are

| A’{

BOROUGH OF -
Receipt of the Medical -Officer of Health for L1brary ‘Tickets
and Books given up to him by petsons on the outbrcak "}
. infectious disease in their homes. L\
e
e N 193
Nawe : _ e : _ o
Address....... N
A \\,‘Q i
Nos. of Tickets, '\ “Nos. of Books.
; " .
&
¢
\...
&~
. xt\w
N\
;’\\w’
“' Signed...

- FiG. 25 —Recmpt given- to Householder When Books or
Botrowcrs Tickets ate taken from an infected house,

amalgamated with thosc rcprcsentmg prewous batchcs, any un-
teturned books will not be doticed. -
The date is entered on the first page of the list of books sent. .
When individual slips are used, an analysm of the binding book' '
showing the numbers sent in each batch is kept on the lnside of the -
covet, _ : .
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When the books are returned re-bound (and usually labelled)
from the binder, the lettering and style are checked with the
Instructions, which are then destroyed, and the date stamped on

PUBLIC LIBRARY.

PupLic Hzarra Deprg N
Town Harr,

of Issue,

o\
..... " :'T 03
To the Libraria, o Library, O
o ?
ConrrpenTIAL NOTIFICATION OF INrFECTIQUS Disrases.
Nawie \
K7
Address... N
% 3
No, of * No. of A\ Last Date
Ticket Received, | Book Rece.ived; N Class No.

A&
.,t\"
:"\".
A\
N

2 &
&

a3

S

" \ 2

N ““Nom.—'—A further notice will be sent when the use of the
Libraries may be resumed.

F16. 26.—First Notice sent to the Librarian notifying hitn of the
callection of Books and Tickets from an l-.t'lfcctcg house,

the record stamp, the book-cards inserted, and. the charging symbol
entered on the board label. The hooks are then ready for the
shelves, Book-cards left in the tray indicate books not retutned,

Any books wrongly lettered are returned for correction with the
next batch, :
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Home Binderies—Home binderies - are maintained in 2 - few L
libraries. These are separate library departments staffed with - -

skilled wotkmen in the chatge of a foreman, who works under the .. .-
libratian. Work is often done here for other local government. - .~

depattments, ' ' : SRR

The Treatment of Books Exposed to Infection.—It is = -
undoubtedly possible for infectious diseases to be conveyed by -

County Borough of Croydon. - |

_ . A2
Pubiic Heavrm, Deer.,. ¢ ™
Town Har; CroydoN)
T0 2t Librarian, =\

’ ) AN T

Referting to my previous 'uaﬁcation, the
following petson may be ailowéd“to resume his
use of the Lending Library. ()" -

N

Datg. 0N

$

™

Nawe ... N\

Address &,

'\
Nanie or numiber.
of book desirqyed }
Remark$di.. e

NG
N

\i}iu 27.~~Second Notice sent to the Librarian when a honse is
* .; 113 :l !r >3 _' . .

4 0\ 3 : - L ) . .
“hoeks, but it is so highly improbable in actual practice that the -*°
\coincidence of the various discases would not be increased in the -~ - .
least if no precautions were taken at all. To satisfy the apptehen- .
sions of the public, however, justifisble precautions ase taken inall = =0
libraries. The usual method of disinfection is to expose all books ([ - ..
* which have been in the home of 2 person suffering from an infectious” ~ . -
- disease to formalin vapour. Very dirty books smay be destroyed,~. "
and there is legal authority for the payment of the value:of books = .-
so destroyed by the public bealth authority. The Public Health -
Amendment Act, 1967 (7 Edw. 7 ¢. 53), provides that any6né who .
takes a book for his own use frorit any public ot circulating libsary, . .
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or permits any book under his control to be used by a person whom
he knows to be suffering from an infectious disease, ot who returns
to 2 public or citculating library any book which he knows to have
been exposed to infection, is liable to 2 penalty of forty shillings,

- When the public health official calls at a house to collect the
bedding, etc., for disinfection, he asks if there are any library books
or botrowers’ tickets in the house, Ifthereare, he gives 2 numbered

A
. LS ]

Dear Sir (or Madam), : Ko

I am glad to inform you fhat
the Medical Officer of Health berti—
fles that you and your hous"’e\ﬁold may
now reéume the use of nlgg.‘Lending
Libraries. o

I enclose yQ.}ir' Ticket/s.
AWith compliments,

*
~

~ Yours faithfully,

3

O Chief Librarian.
£ _

\’\\FIG. 28.—Letter used at Croydon when retuening Borrower's
\ Tickets after a case of infectious disease.

N
&

o'.«j:?!ceipt similar to Figure 25 and takes them away. The public
“health department then makes out a notification similar to Figure z6.
When this notice is received at the library the assistant in charge

of the work removes the charges from the issue according to the
information on the notification, and places them together with the
notification {(which he has folded so thar it will go in the charge)
and any tickets (which were sent with the first notice) behind an
appropriate guide in the issue tray containing the overdues, ot in
the orderly board. A note of any fines which had been incurred
when the books were collected is put with the charge. When
the notification that the period of incubation has expited is
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-received from the Medical Officet for Health, the borrowers’ tickets
are sent out with a ptinted letter similar to Figure 28.

In the meantime the books have been disinfected and returned
to the library, and the book-cards have been removed from the
charges behind the first notice guide and inserted in the appropriate
books.

This is the most satisfactory routine known to me ; but even so,
it has at least two defects : (1) If he so desires, a member of the
household who is a “ cattier,” and who does not possess libraty
tickets, may go straight to'the library and obtain some.. (2} A hook
may be in use by a member of the family, but it may not be.at the
house at the tlme the other things are collected for dlSlﬂfCCfion.

7 '.
)
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CHAPTER VI
REGISTRATION METHODS

Qualifications for Membership, —In most towns only resi§
dents, ratepayers, and non-tesidents who are employed in, af'who
study in the town, are permitted to join the library free pf charge.
Others pay an annual subscription. At Manchester, however, .
any nog-resident can join the hbraries free, providifg™he obtains
the signature of 2 Manchester or Salford ratepayer’ a8 guarantor.

Subseriptions and Deposits.—-Anauval subscriptions*vary in amount -
at various libraries. For instance, at one libeaty zs. 6d. is charged
for one book and ss. for three books ; apamother, 7s. 6d. covers
all membets of the household ; at a third; fes. is charged for a yeat
and js,. for six months, but members afthe family of 2 non-resident
ratepayer may join free. The usuzb.charges are §s. and tos. ot
108, 6d, a year, and half these amdunts for six months, _

It should be possible for neweomers to a district to pay a deposit -
large enough to cover roughly the value of the maximum number
of books it would be possible for them to have out at one time, -

It is the general praétice in England to tequire applicants, who
are not householders“or ratepayers, to ask someone who is, to sign -
an agreement to, be\financially respansible for all books borrowed -
on the applicangs tickets. S

Guarantgesiand Recommendations.—There is a very strong
tendency aovabolish this guarantee and substitute simply a re- -
commefidation. For example, at Birmingham guarantees ate
required for applicants under sixteen, all others having to obtain
a reference only, At Cardiff anyone over twenty-one who can be
traced by the city or telephone directories or the voters® list, may -

{\join the libraries on the strength of his own signature, and at
Sheffield and other libraries anyone entitled to a parliamentary -
vote can borrow on his own responsibility.. These methods are . -
becoming much more general now. The guarantee gives the =¥
librarian a sense of greater secusity, and it undoubtedly has some |
deterrent effect on a dishonest borrower. ' S

 Inafew American libraries the signatutes of two guarantors are
tequired, but the general tendency there seems to be to entirely
eliminate guarantees or even recommendations for adult residents.

The legal position of a guarantor has never been defined in this

80 .
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country or in America, but it frequently happens that the case of - .
‘a delinquent botrower ot guatantor is taken to court, Sometimes
 the agreement on the voucher is upheld, sometimes impugned. _

“The Voucher.—Before a person is permitted to borrow a book

from a public library he must £ll up a voucher. Vouchers were .

otiginally in the form of latrge sheets of paper about 12 inches by = * -
's inches ; such are used even now.in a few libraries, but the only

registration method which can be used with them wastes very tmuch .

_ time. With the registration method described on page 86 they( N -
conld be used as the numerical record, but name slips would have™

to be written out for each voucher to form an alphabetical list.&F
_botrowers. o : ' ¢ R

- The form of vouchér now almost universally used is a 3-inch by

Y

3-inch card.  After the ticket has been made out, this egrd Becomes
- the alphabetical register described on page 88. LV o
The voucher need not be-punched at the hottoth to allow the
. insertion of a rod as in the catalogue tray, beeanse the use of the
cards by the registration staff only will prs}ent their malicious *
extraction :” the absence of rods will makd it’easier to extract and
insert catrds, _ AN _
" The minimum of library rules and, restrictions should be printed
on the voucher, and only essentialififérmation should be required. = -
It is usual for the applicant to AL up one side and the guarantor or -
recomnmender the othet, but jtis possible to confine the printing to
onc side, as in Figure 30, » _— e
Vouchers should be pritited so that the writing on the back can _.
‘be read without removitig them from the drawer by merely press-
Jing them forward, as\When using the card catalogue. In otder to
S attract notice, many vouchers have instructions printed up the .
side—e.g., “ Whiite legibly in ink™; “ Do not fold this card ™; P
or on subscgihers’ forms, particulars of subscription rates. Lot
In a feyr Afnerican libraries a line is ptrovided on the applicant’s
stde of thewoucher for the bortower to say-in what subjects he is
interestcd. © For the purpose of this and the follow-up routine, see
pageilp4. . - o L : :
\\The subscriber’s voucher must differ in some respects from the
Ngtdinary voucher because of the slightly different conditions which
apply. _ S o o :
Subsctibing botrowets -should not be expected to ‘obtain, as
guatantor, a resident of the town whose library they wish to unse, ..
therefore the guarantee paragraph must be so worded that the name =~ o
-of the town or county in which the guarantor is a ratepayer may be R
© ingerted, . ' e _ g o
- Issuing Vouchers and Checking same when Filled In— - .
- It is the practice in nearly all the lazger librarics in-América to. "
. o S _ . .




82 LENDING LIBRARY METHODS

requite the vouchers to be filled in at the library. This pattly
accounts for the separate registration desk provided in American
libraries. Some librarians insist on the applicant signing the
voucher personally, although many permit husband or wife to sign
for each other, which is the usual practice in England.

At most libraties it is usual to refuse any books whatever until
the name of the guarantor, recommender, or applicaat, as the case
may be, has been checked to make sure that the applicant is a bong
fide one. 'The name is usually verified by the street or telephoréy
directories, the voters’ list, a lettes from a solicitor or estate agent
mentioning the conveyance of the house indicated on the voucher,
the deeds, rent book, or rate, gas, water, or electric light{receipts,
provided these ate for 2 whole premises or self-containgd flat. At
some libraries anything from 2 deed down to correspandence sent
through the post wiil be accepted. In some American libraries,
when it is not possible to identify applicants by the' usual means, no
tickets are issued until the borrower has recéived a notice stating
that the ticket can be claimed and the first book borrowed on the
production of the notice at the library. <\

When the information on the vouthst has been checked to see
that everything required has been gnteted, the borrower is asked if
he would like any particular bogk'otr a book on any special subject.
This gives the staff an oppottunity to introduce the stock, the
catalogues, and the facilitiessoffered by the library, and helps to
form friendly relations/between staff and public. Every new
borrower should be igtroduced to the library by a senior assistant,
In busy libraries a‘§untor assistant usually has a certain amount of
routine work to et through in a specified time, and consequently
cannot be expected to give a borrower the attention that he deserves,

Central s.:fndividual Registration.—Borrowers® tickets may
be madg.‘oﬁt and the completed vouchers filed at the libraries at
which\the' vouchers are handed in, or they may be forwarded by
eachlibrary in the system to a central registration office, ‘This
'is\fhé difference between individual and central registzation, With
~the former method the registration system described on page 91
should be used, but with the latter the system described on page 86.
It is impracticable to use the fitst system at several different
libraries where tickets are interchangeable, as duplication of tickets
and confusion will result.

In any registration system there are only two essential records.
One is the alphabetical list of borrowers and the other is the record
which indicates expired vouchers. In most library systems
borrowers are not allowed more than one set of tickets: central

registration is the only method which will guarantee the enforce-
ment of this restriction. :
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| N - No
. {(Dg #ot write above thic _Is'm) : i . Expires

PUBLIC LIBRARIES. - ., . -

Ratepayer © - ' ' S . :

Smadent  in the Borough of ............. P AR

Employee o .

Resident

hereby make application fori— - )
{ 1, A General Ticket (on which any boak may be borrowed),

&

_. 1, the undetsigned, being a *

A
2. A Non-fiction Ticket {on which any book excep? English fiction may be borrowed), | -
3. A Music Ticket (on which music scores onfy may be Eorrow&d),- o NG
to eniable me to botrow hooks from the Lending Depattments of the above Iéb}hrfcé in’l
accordance with the Rules and Regulations, to which I agree to-conform.  {_ .
Name in fuﬂ,‘.‘,.
Surname in block letters.  Chrisiian names in fall. . If a Lady, state whethén Mer or Miss).
B OSSO ¢ 4 v
Business Address or School
“Age (i undef 21). i PRODI v A
: L ’ ,&i;’mderméiz shall be in fores

."ﬁr #wg years from ibe dats of .|
W\ Fesue of the tickels, wnless provi- |
. : W ousdy cancelled. ) o
WRITE LEGIBLY IN INK. DO WOT FOLD THIS CARD, - -
¥ Strike out the words olich do not apply. . [c_mzn. _

GUARANTEE TO BE SIGNED BY ‘A RATEPAYER.
} ) - (Applicant g sign on the ather side.) o .
{Ratepayers may botrow bopl{s' on their own responsibility and rust £ up
. hatitsides of the form). - o -
._ 1, the nndexsigned, hein: a,.ﬁatepayer of the Borough of.......... ...y declare that -
I believe the applicant whoseNsignatuze appeats on the other side'to be a person to.]
whor works may be safely entrusted for perusal, and in consideration of your Jending s|
such baoks, I hereby und@tike to pay any fines incurred and unpaid by h......and all ex- |
| penses in conncetion witlr'the recovery of the same, and also to zeplace or pay the value of
-eny books which maybe lost or materially injured while issued on the said Borrower’s |
Tickets provided thatany liability as Guarantor shall not exceed Forty Shillings.

Signature of G&émﬁtor ............. et e e e

.Residence. &

s LT T EERPP RSN

(Buatantors wishiog to terminate their tesponsibility undet the above engagement
mustdo so by giving notice in wiiting to the Chiaf Librarian. i )

_The ratepayer must be prepared to show evidence that he ot she is a Householder or
Ratepayer; the production of the last receipt for payment of fates, or a lease, or rcnt‘bclok
showing the occupancy of a whole premises, or the appearance of his or her name in the
lacal directory will be aceepted as such evidence. ' :

WRITE LEGIBLY IN INK., " DO NOT FOLD.

_ P16, 29.—Bottowet's Application Voucher (1), - - o
‘This application voucher for mermbesship of the leading libraries was compiled after compating roany vouchers in

use in Lnglish Kbraries, It may be used by cvery class of borrowes except the subscribes, and can be ueed for applyin
£t non-fiction and tmusic tickets after the general tickethas heea fssned.  The old method of nalag & differently word
and ditferently colowred voucher for each !"faas of bortavrer is much more expensive and quite seperfuous.  Space fur -

- the telophone nureher has been included, for 3t is foit that the telephone might be used more than at present for notify-
ing botrowers of bespoken and new books, aad also to save messeager visits to defaplting borrowers. The hosiness
.address should bhe obtained whenever possible, as this is alen useful in tracing defaulting hormwets. It will be notieed
that borrowers’ oocupations, wards, and nurmbers on burgess rolls ars not asked for.  This is becavse very fow Hbraddes
keep such records now.  Notice the torm ** Residence”  The indication of the gualifications a guaranter must possess i3
m:e.';mly uiefal on 2 vomcher. It is legally necessiry for the guamntee side of the form o contain the words ““in
consideration of,” ’ . . B
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............................................................................................... FAN

1, the underslgned, mako appllcatlon for{uy oo, e ooniaty ket entitlfg mo to
Borrow Books from the Sheffeld Publio Litraties, sublect to the Regulatlons to which I ' -1
torm. (*Two tickels are allowed. Cross out i¥ extra ticket is not desired.) ¥ Sgres 10 con |

Name in fi.ooooeeenses, S 1 -
{Stare whether Min or (if under 21}

Datt...... O]

Pmployees pot realdent in the
oi City must here give Name Loeorinmomin e e S e
and Addren of Employer, (W) :
1, the undarsizred, belng a Ratepayer of {he Cily of Sheffleld, recommend the abbve applicant
3  fii nnd proper person Lo Botrow Boola, g
J T L NSO U OO e SR I

U O
THIS APPLICATION MUST BL

WRITE LEGIBLY IN INK,

X ,\ SEE OVER

HOW TO COMPLETE THIS FORM.

Ratepayers of the City ipdespect of property in their own occupation, and
persons of z1 years of age dr'over residing in the City whose names appear in
the Register o¥ Parliamentary Electors should complete Scction 1 only. ]

Other residents in"the”City must obtain the signature of a recommender,
who must be a ratepayer, in Scction 3. L

Persons not gesident, but employed or attending Sheffield University or
Educational Insti¥fions recognised gy the Education Anthority in the City
rsnus*_.: cbtain the signature of a tecommender as above, and must alse complete

ection 2, ¢ .

A Rdtepayer is understood to mean any person whose name appears in the
currcnt%‘fzen Roll or who can produce a current rate receipt in his name mn
tespeetof premises in his occupation.

N>
"\ Bortowers® Tickets must be renewed every three years.
" Borrowers are allowed the use of two Ti:{;cts, ie., one Ordinary, and one
Supplementary, Tickets are available for use at any library, .
Botrowers to whom Tickets ate issued are responsible for all books issued
on such Tickets. If a Ticket is lost, the loss should be reported immediately
to the Library of issue, Tickets are NOT transferable. .
Byelaws and Rules and Regulations of the Libaties are posted up ia each

library,

FiG, 30.—Borrower’s Application Voucher (2).

It will be noticed that the signature of a recommender, not a guatantor, is required.  The back of the
. voucher is used to instruer the applicant how to fill it up and to give information conceming the librazy
sergice, This type of voucher is emincntly suited for house to house distriburinn when openiog & new

. library in a disttict so fat scantily provided with library facilities,
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{ay—Croydon Central Lcm]{qg Library.
This illustration shows the double enrrance Sitkerhnd the issuc-sortiag teays
at the exit side of the@nal e,

{(#)—TIaterior of a Small Branch Library.
This illustration shows how

the bottom shelves of an old library have heen sloped

Prate X,



REGISTRATION METHODS

PUBLIC LENDING LIBRARIES.
(Application Voucher for Subscribers).

I, the undessigned, hereby apply for Tickets for the Lending Libtaties, in accorclancc
with the Rules, which T have tead, and by which I agree to be bound

N
Name in full...........
Residence........c.o......
Place of Occupation [6f School]. ... .o ee e ecerees e : 4
Received Subsctiption.......occovo v} Deposito. oo, [Q’#ﬁ'ﬁar official nse oy} |
The Subscription for adult Noo-Residents is 105, 6d. g;r :mnum, I itles to one Geoerzl a.nd one Naﬁ- )
Fiction Ticket. Subscribers mnst obtain the guarantee of 4 Houscholder inthaweounties of...

avet.] Failing such guarantee, they must deposit 10s., which wilI he retutﬁs:d their ceasing 'to use the lerarre@

The Subscription for Children atteading school s $s. pet annushy “aid'a guz.rz.uter‘. ai for adults is requited ; of,
in lien of the guatantce, a deposit of $s., except that where there aré fisre than two childten in onc family, 2 total
guaranice of 108, will sufice.  Children over twelve have the slm:;,pﬂvﬂeges a3 adults ; Children wonder twelve may -
borrow ooy one book at a time. R

N ' P.T.O.

I, the undersigned, being nHDuseh({lder or Ratepayer of r’at‘ats the lecat auﬂwnfy 1‘0 whom mres :
are paid) . -
declare that T belleve the Applicantnamed over to be a person to whom Books may he safcly'
entrasted for perusal ; ané in consideration of your lending such books, I hereby undertake to ]
pay any fines incurred and unpaid by h........ and all expenscs in connection with the recovery -
of the same, and also tg maplace or pay the value ¢i any Book belonging to the Corporation of
[ rercenece., Which 8hal? be lost or injured by the said Dorrower ; as also to pay all fines
ml:urred nnder the Kh{cs, and all expenses of recovcring the same. )
"\ W . . - .
Name I full .. 8 i e e s s
(Ladies plesse state il Mis or Miss).

&
Residence, . ..cceecnee et
Write legibly in ink.
...Do not fold this Card. |

The Guaratitor must be prepared to show cvidence that he or she is a2 Houscholder or
Ratepayer. The production of the last receipt for payment of Rate, or a Iease showing
the cccupancy of a whole premises, or 2 rent book showing the occupancy of 2 whole
premises; or the appearance of his or her name in a recognised .. . or cmmty
dlrcctoi'y, will be accepted as such evidence, The guarantee remains in forcc until it is
withdrawn in W:Eltmg by the Guasanot,

P.T:O0.

. FrG, 31.—Subscriber’s Vouchet.
" Motice the statement about adult and juvenile subeceiptions.
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T - 'chéral. of the largest libraties, including Birmingham, Cardiff, - -

" Manchester and Sheffield, use the individual registration method
- which enables botrowers to hand in vouchets at every library in the
. system if they wish. It is the practice in one ot two of these
 libraries, when it is noticed that a borrower is using two sets of
tickets in one name, to inform him that this is not allowed.
- The Newark charging method makes it very difficult to restrict
a borrower to the use of only one libraty, 'The simplest way -

is to make 1o restriction whatever, and to allow any resident whey, .. -

wishes, to obtain as many tickets and books from as many libraries

. as he desires. _ ¢\
If, where tickets are made out at individual libraries, it iydecided

to restrict a borrower to the use of any one libtary it wilk b€ neces-
... sary to fotm a central file of all borrowers, which can he ¢onsulted
*when application is made at any libtary for tickets~the holding of
- tickets from more than one library will thus b prevented. The
file consists of duplicates of all vouchers handeduin at every library
in the system. o\

(M
Anather plan is to allow all libraties tothéused, but to limit the

- total number of books on loan at a tithétd the number that would _

be allowed at any one library. This’ method makes a central
. registration system essential, but j¢teates an acute probletn of the
- sending out of overdue noticdsy for, where books are charged
- without borrowers’ tickets, thietname and address has to be obtained
from the voucher registenby means of the ticket number written
. on the book-card. When botrowers have hooks overdue from a
- library other than the\dne from which the tickets were issued, it

- Decessitates commuhiating with that library to obtain the name

. and address, unless each library keeps 2 duplicate file. Tn a large
system ‘the ¢ostof making and inserting such cards at each library .
and the amgudt of room they would occupy are prohibitive,

~ These~egistration methods, which are fully described in Miss
. Hlexpery'book, are very complicated compared with the ones to be
desgtibed. - : : '

~ Central Registration.—In the central registration system, an

iavoice is enclosed with each batch of tickets which is sent from

“a libraty to the registration department. This may consist of an.

alphabetical list of the applicants’ names, each followed by the
number of tickets signed for or a statement of the number of each
sort of ticket to be made out.

* vouchers, writing the applicants’ names in full, surname first, on
the dotted line at the top of the voucher, and placing at a litile
distance the libraty initial, :

_ - After checking the invoices with the vouchers received from the

+-:. vatious libraries, all the vouchers are arranged in one alphabetical

PP
< \.

Bach library indexes its own e
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g8 ' .LENDING LIBRARY METHODS

ordet.  ‘They are thed checked with the name register to see that
 no tickets already exist. When a voucher is received for the
same name as one already in the file, it is retutned to the
libraty which sent it with a note such as: “If late of 4, North
Road, 2 tickets in fotrce, expiring 2.11.39.” In this way it is
impossible for sets of tickets for one person but for different
addresses to be in force at the same time, Such vouchers are
called “ Informal,” and when received at the various libraties are
atranged in alphabetical order in a drawer. At the same time the
indexing is checked with the applicant’s writing, and a numbeg™
allotted and written on the top tight-hand corner of the voucher,
To enable the vouchers to be kept in alphabetical order, agd.yet
to be easily found by either name or number, the numbess are

allocated in this way: : AN
Bach . . . Boag Palmer . LAY T100
Ball . . Broo Patker . WA\ Y. 200
Barr . . . Baoo Peach .8 . 300
Bedford . . Bsoo Philips . . . 400
Bergson . Bico Pick o\ . . §oo
Bishop. - . . Bjoo Pictce'\’.. . . 6oo
Bond . . . B6oo Plage,™ . . 700
Bray . . . Byoo Dorer . . . 8oo
Brown. . . BBco JLrice . . . goo
Bullock . . Bgoo ~3Futnam . . . Bso

~ * A fresh numetical sequence i eommenced with each letter of the
alphabet. As other vouchers\are received they are given numbers
according to the position{0f the name between the two adjacent
vouchers in the registerd_“The notation (to borzow a term from the
classifiers) is indefifiifely extensible by the use of decimals. For
instance, supposing these three vouchers already exist in the
cabinet : Oy '

Johti Haris .~ . . . Haax
¢ Joshua Harels . . . . Hagqus
7\ Josiah Hartis . . . . Hz41e7

and youchers for John Stewart Harris, John Stewart Edmund
~ Hatels, Joshua Miles Harris and Joshua Miles Hudson Harris ate
~JSeteived, they can be inserted in strict alphabetical otder and yet at
the same time be in strict numerical order, by numbering them
Hzq1-3; Haqi-4; Hzgir55; and H241-6 respectively,  As it is
desirable to keep the numbets as small as possible, new vouchers

. .should be given numbers midway between two existing numbers.
Vouchers for tickets which are not current for as long as is usual
—such as Non-Resident-Employees’, Non-Resident-Students’, and
Subscribers’—are kept in separate sequences, there being a reference

to each voucher in the ordinary file to avoid the duplication of
- numbers and tickets, :

£
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The expired register consists of an exercise book ruled with
columns $-inch wide. Every day the numbers of the new tickets
made out are entered in this book, the date appeating above the
first entry. When the time comes for expired vouchers to be

| 73068 F
| B* 2nd Time N.R.B. 3

C No. S570.13M FERBER, EDNA = _.

SMITH, YOHN, | |SHOW BOAT. ¢ O
51 Cowper Rd., N\

Bgddingtg;;. Hemmemann “’(S:';Ir&p (?’f—) .
Bxpires 74-5-7935, puse | 16.4Y

CROYDON boc.| 928
PUBLIC LIBRARIES. T\ 2
Available at any Lending P c& 206
Library for ANY kind of &
. book. (DWE | 87
Notify change of address _ - e
without delay. PN
Readers should consnlt Ok
the Card Catalognes as ol
all books are not shown A
on the open shelves,
This Ticket is NOTY
TRANSFERABLE and
the person named abbwve
is responsible fof)\ beodks
borrowed npon it.

A/

FLEASE DO NOT FOLD THIS CARD.

R Fic. 33, —Borrower’s Ticket as used at Croydon.
. Bhowing the positions of the mnemonics described on nages o3, g, Also the book-card which is

. ifzeied in the ticket, thus making the * charge *—-the rccord which indicates which books arc on

7N’ and to whom. ) ‘ :

i

withdrawn from the file, the expired register is referred to and
the appropriate vouchers extracted if not already repewed. As it
often happens that a ticket is not tenewed immediately, all expired
vouchers should be kept for about six months in order to satisfy

any inquiry as to the date of expiry or the identity of the guarantor
which may be made within the next few months owing to the ticket -
still being in use. O : : : ' T

After the numbers have been allocated the tickets are made out -

in “India™ or “ Engrossing” ink, as illustrated by Figure 33.
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 REGISTRATION METHODS o
They ate then arrangcd firstly, accordmg to the hbrary acccptmg

the. vouchets, and sccondly, in the order of the headings on the .
invoice ; the number of tickets in cach category is entered in the

- lower half of the invoice, and each batch of tickets sent with the

invoice to the respective libraties.. Any differences hetween the
number of tickets made out and the nuimber asked for, indicate
informal vouchers. At the end of the week the number of tickets -
made out is totalled, and entered in a book ruled as Figure 34,
-together with the total of the week’s expired vouchets withdrawn.

- Thus the number of tickets made out in any period, the total numbel,
of tickets, and the number of each sort in force at any timé\ifi
‘the histoty of the library system is readily ascertained, Sepatate
-records of junior and adult tickets aze kept.. This meth6diis the
most satisfactory one for keeping count of the tlckets i force, and
can be used with any tegistration method,

If it is desired to keep patticulats of the work donc by the e
registration staff at the administration departmmt a form similag -

to Figure 35 may be used.

Individual Regmtratlon —The mdlwdu\ai reglstratmn method
consists of separatc number, name, and expired registers at each =
- library. ‘The tickets are made out in the department as the vouchets =
are handed in or in bulk every mommg Generaﬂy the number L
registcr consists of an exercise book riled as in Figutc 56 -When . -
expired tickets are renewed, the'name is written in the next vacant

column. ‘This is 111ustrate%by No. 1 in Figure 36 ; No. 2.indicates - -
that John J. Martin did abt
used up and given tt\Frank W. Arc}ubald No. 3 suggests that -

enew his ticket and so the mumber was |

Wm. H. Smart hash\oot tenewed his ticket, but that the number . .

has not yet been ftilized. To ensute that Mary F. Jones’ and
Frank W. Archibald’s vouchers ate not left in the voucher cabingt

after the tickets have expired, the numbets are entered together = -

with the\batch of inclusive numbers for thc day in the expm:d
registesd N

Theentries on thc ﬁxst two hm:s of Flgurc 37 show that tickets
numhered 1, 2 and 450 to 488 expired on 24th October 1gz9. . If
'Sany of these numbers has not been renewed by z24th April. 1930
(s1x months’ grace being given) it is used up at the first oppottunity. -
This kind of expited register is obvlously easier to keep than the
one described on page 88. - A new seties of numbers should be
commenced as frequently as tickets need renewing, but adding
about six months to the period of validity. For example, if tickets
are-valid for two years, the new seres of numbers should be com-
menced about every two and 2 half years.

- When.the tickets are to.be made out; the vouchets ate mdcxcd
and checked with the name register, which consists of the current
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already in force, ‘They are then arranged in alphabetical order and

vouchers in alphabetical order, to see that there are no tickets

92
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{ir—Card Catalogue.
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number in the first column of the number register, ‘This number
is entered on both the voucher and the ticket. ‘The date is placed
just above the first number used each day, and, in the case of
renewals, just above the name. Every voucher is treated in the
same way. The tickets are then made out, the vouchers filed,
and the numbers used up on one day entered in the expired
register. The tickets are then filed alphabetically, waiting to be
claimed. :

At some libraries, immediatély the voucher has been checked,,

the tickets are made out except for the number, and filed alphabeti-.)
"N\

\

. No. 1929 1931 3o
. NAME NAME ¢ NAME

24.10.27 \

1. | Jones, Mary F. ]one;:[:da:{' F\

. Y‘ 8
2. | Martin, John J, Archz ];:idgFfd .
3. | Smart, Wm.J.
- { \
4 )
\ ¥
& Fra. 36.~~Number Register,

o X

cally, .s\h}lcn a borrower calls to claim his ticket, he signs his name
agaigst & number in the number register, which number is then
cufried on to the tickets and the voucher. This register differs
(Jtom the one just described in that the numbers are not used up
#gain ; only one column for signatures being placed parallel to the
number column, In this way only tickets which are claimed are
numbered.

Routine Common to Both Methods.—Essyatial Informatien on
Tickets,—The essential information to be put on g ticket is the
number, name, address, and date of expiry, but additional informa-
tion can be put on with advantage, The tickets for burgesses have
a small “ B ” placed in the top left-hand cotner, and the number of
tickets in force placed at the top right-hand corner of the geaeral

Q"
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'RRAGISTRATION METHODS © o

ticket. Non-resident-employees and students have the fact in-
dicated in red ink across the top of the ticket, and the place of
employment ot study is similarly indicated just below the date of
expity. A duplicate ticket can be indicated by placing a stat at
- the left-band corner or by writing or stamping a large “ID** on the
back. The initial of the library accepting the voucher is placed at
the commencement of the line bearing the number. Figure 3'5
gives the appearance of a ticket with as many of these mnemonics’
as practicable.

It is usual to state on the guarantor’s side of the apphcatlog -
voucher and on the board label, that notification of withdrawal ofiay
guarantee must be sent in writing to the chief librarian, ~ (\* 7

Withdrawal of Guarantee.—The first thing to be done on rece1pt
of a notice of withdrawal is to make sure that the bortower’s tickets
are in force, that they are not at the library, and that there is no
outstanding liability. = If the tickets cannot be foud#l, it is assumed
that they arc in use. The next thing is to trace theMickets. In the

meantime a letter has been sent to the gua;:ad%r reminding him ©
that his guarantee will remain in force mntl he hears that the

botrower’s tickets have been cancelled, *There are several methods |
of tracing the tickets. Inasmall hbrgty the issue may be searched, -
looking for the borrower’s tickets, @ra notice may be put up in the -
staff enclosure asking the staff tof lodk out for them., The former |
method is the more satisfactoryy but it can only be used when the -
issue is not large. Where.the size of the issue makes this search

impossible, it is adwsabfc\to send & letter or messenger to the
borrower’s address, Thehorrower will probably have moved, buta -
messenger, by making Inquiries, can often obtain some information .
‘which will assist 4n tracing the borrower. If the business address -
is given on.the® x}oucher, this will save much correspondcncc and

trouble. Whedt the borrower has been traced, he is then asked

to fill upas few voucher. When this has been donc and the old . -

tickets Cancelled, a letter is sent to the guarantor advising him
that Jeh fs rehcvcd of responsibilicy in respect of that pa,rtxcular
borrbwer

“Routine Common in the Main to Both Methods.— Change
of Address.—In many systems the borrowers” tickets bear a request -
that any change of address should be notified immediately. This .~
~ avoids delay in tracing borrowers who have books overdue. In
some libraries during a special fortnight every borrower is asked_
to check the address on his ticket, .

With central. registration, as soon as the assistant is notlﬁe.d of :
the new address, he writes it above the old one, or on the back of
the ticket : he also enters particulats on a form similar to Figure 38
and sends it with the next batch of vouchers to the registratlon



7/
Y7 . *paly sdifs a1) pue
‘moneagnou Jo 1dwss1 o h—owﬂﬁig panIadnod AIeiqry
) ¥ palalie ag 0} aIe spadday  cAeprad goaes -3doq
SANUMSIUIWPY 18 PAILANRP oq of sdirs paserdwod
vy

[ . . NG
£

“POI BORENSISIY [enPIAIPLT O LA POSTL UI0,] SSPPY 3O 2BUBY-g€ "OxT

srel

(g pagasadns spaosryf

'AdvHAIT ONIdE003d

; ﬁm.ﬁﬁ..mw.%%_n% g
wa0g) of . &
: L pauEg

£

o]

g uosppaonny

"NOLLYTIZONVYD

........ @ ham.\%%\ﬁ‘\

&mmm...

ss24ppls WaN

"§8IHAQY 40 IONVYHO

1P panssy e SI24PP A, Ew@.mw h...&.a&a.am..
ON N, . dUINT fo suvpuagrin g
ot \\n S woripigrT mﬁ _a,w
¢\\ N . )

,__Es:. mmmzemmom 10 ze_.:,:muzqu 20 ‘SSHATY 30 TONVED, 40 zoz.g_m;ez

Yo
.wm_mda.._m_n_ O_JmDm n_.._m_n_n_me \




REGISTRATION METHODS

97

department where the new address will be entered on the voucher

in red ink.
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Fia, 39.—Change of Address Card used with the Central RegistrationMethod.
"This card ds flled out by the stafl and sent to the registation department. A $% 3 3" card or foolseap paﬁé; may be used,

_Where individual registration is in use, the alteration is forwarded
. to the library possessing the voucher ona form similar to Figure 39.
Cancelling Tickers.—When tickets ate to be cancelled, it is not
sufficient merely to destroy them, for the vouchers in the name

G

As it Is only a temporary tecord, it should he destroyed when all the vouchers bave bren. ahered,

77
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registet would indicate that such tickets were still in force, With
central registration the routine is to stamp the tickets back and
front with the word * cancelled ” and send them to the registration
department so that the vouchers can be extracted from the register,
Tt is also advisable to enter the name and number of all rickets ona
form similar to Figure 4o, as a check for the registration cletks.
If the borrower desites to take the ticket stamped * cancelled,”
this request should be granted, and noted beneath the entry on the
list. When this is received at the registration department the clésk

O
CANCELLED TICKETS. ' O
Date, Name. NG fof .:I"icket.
O
7.\ 4
\.

Fre. 40.-—-an&$]1'¢:1 Ticket Form.

This is used 23 an invoice when sengding tickets to the tegistration department to be cancelled.

o

withdraws the vouthr\a}d destroys it together with the ticket, and
deletes the registratfan-number in the expired register.

With individughregistration this is done when the notification
is received. ;" '

The Stregt>Index.—A record of the number of borrowers in
particulasWards, parishes or streets, is useful for a librarianp when
consideging extensions of his service, for it indicates which parts
of hiS\atea have few borrowers, and which have many.

Elese statistics of wards or parishes—which would be kept in'a
~\similar way to those of the number of tickets in force, only sub-
N\ stituting district names for the kinds of ticket (see Figure 34)—
would show the extent of the increase of membetship in any district
“ due to lectures, advertising, the opening of delivery stations, or
other measures adopted to this end,

The index of streets would be kept on cards similar te Figure 41,
These would be duplicated or printed with as many numbers as
‘one side would hold. A 5- by 3-inch card will hold 96 numbers
on ¢ach side.

Before cach voucher is finally filed in the voucher cabinet, the -

" eppropriate street index card is extracted, and a ting put round
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the umbet of the house mentioned on the voucher. When
vouchets are cancelled, the entry on the street index card must be -
alteréd to show this, or the record will in time become misleading.

Each Vear the number of houses in every road at which borrowers

resided %would be entered on a map of the district, or each road

The Vouther Cabinet.—The voucher cabinets should be .
placed on a baye the height of an ordinary table and about 18 inches

" coloured td\g}i(re the same information.

. K ) '.\:\-
PELHAM ROAD, A

1 2 3 4-5 6 7 8 9 10 412
13 14 15 16 17 18 19 20 21 Q223 24
25 26 27 28 29 30 31 32 3034 35 36
37 38 30 40 41 42 43 445 46 47 48
49 50 §1 52 53 54 55,58 57 58 59 60
61 62 63 64 65 66.,;6?:"68 6 70 71 72
73 74 75 76 77 7879 80 B 82 8 84
85 86 87 88 8990 02 95 94 95. 96

 Fag 4~ Strect Tndex Card. |

wider than the'edbinets, so as to allow the staff to temove 4 tray

from the cabigiet and work at the ledge without getting up.

Borrowers® Tickets.—Form of Ticket,—Borrowers® tickets ate. -

. of two Kinds : flat cards and pocket tickets. ~As they are both used

in coffjunction with the book-card—which is invariably a flat card,
gither kind may beused. With the flat borrowers’ ticket a charging
ocket may be used to keep ticket and book-card together. . Those
who have used both the flat and the pocket type of ticket agtee.
that it is much easier to insett 2 book-card directly into a pocket
which is also the borrower’s ticket than it is to pick up a charging
pocket, turn it the right way up, then arrange the baok-card and
ticket in the correct positions and insert them in the pocket, Because
of its double thickness the pocket ticket will withstand more hard

" wear than the flat ticket. Some pocket tickets open’at the .top’

only, others at the top and the right-hand side. - Figute 33 iltus- -
trates the best-shaped bortowers’ ticket for speedy use in modern -
systems, . _ : T :
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. Material—The ticket must be as thin as po§sible, but strong
- enough to last two to five yeats, as may be desired, 'Thin cloth

" hoard is the best material which can be used, but hard manilla is

/N

the most pepular.

Wording—The name and address on the front of the ticket
should be so placed that it is not obscured when the book-card is
inserted. When the numbering system desctibed on page 88 is
used, the number should be placed at the top of the card to facilitate.
the filing and finding of tic{ets. When the numeration does not
cortespond in sequence with the alphabetical, the borrowet’s(Sur-
pame should be placed at the top. The date of expiry—which
should be in bold characters as on season tickets—and the¥kind of
ticket are the other essential items for which provisiohiymust be
made, It is desirable that borrowers should be cohversant with
certain rules and facilities which the libraries .cafiyoffer, and the
borrowet’s ticket is a good place to refer to sothe of these: one
libtary draws attention to its large referencelibfary by stating that
no ticket is required for admission. As théspace on the ticket is
vety limited, only what is really essentigdhshould be put on it, See
Figures 33, 42. « \J

Each kind of ticket {general, ndpéfiction and music) should be
quickly recognizable by the stafand the public. This is best done
by printing its kind in large type on the face of the ticket. Another -
method is to superimpose it across the ticket in a different coloured
ink, but this increases the tost of printing. Another method is to
use different colougred\tickets, or the same coloured ticket but
different coloured pufiting inks, for each kind. The different
colouted ticket i§ eood, but when the issue is divided into two
patts (borrowets’ names A—K and L—7) this will mean that
tickets of four-—or, if separately printed music tickets are used, six—
colourgeril} be in use, and this is likely to cause as much confusion
as it seeks to avoid. Borrowers who are given tickets of two or
thieé volouts ftequently ask which is which-—cven when they have
hadthem some time, Where the divided issue is used, it is by far
the best method to use one colour for each half of the alphabet and
to indicate what books can be borrowed on each in very large type,
e.g., © This ticket is available for ANy xmND OF BOOK,” ot : * Avail-
able for music onry.” :

Number of Tickets permitted sach Borrower—Borrowers are usually
allowed one general ticket, one non-fiction ticket, and one music
ticket. 'The general ticket is issued to evety borrower and is
available for any kind of book : the others are usually only issued
~ when applied for, and their use is restricted to the subjects indicated
_ by their namcs, Some libtarians allow music text-books to be

issued on the music ticket, whereas others restrict its use to music
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scores only. Only one work (irrespective of the number of
volumes it occupies) is allowed on aay ticket except under special
circumstances when holiday or study issues (q.v.) are made. It is
not possible to issue more than one book on a ticket when the
charging method requires the botrower’s ticket to be kept in the
issue with the book-card of the book borrowed, nnless reference
cards (as used with the holiday issues) are used for the additional
books. ' )
The argument that is usually brought forward to support the
issue of only one fiction or non-fiction ticket is that a borrower.
cannot use more than one book at a time, or one a week. Apatt -
from the ertor of these statements, surely it is not in the ingerest
of the library service to restrict unreasonably library faeilities in
this way, In practice, borrowers who can easily read\one novel
a day,and students who need several books at a.4lme, use other
people’s tickets in otder to obtain the books\they want. A

borrower who reads quickly and possesses yonly one ticket.

would probably have to wait a couple of days befote it would
l;e convenient to go to the library fg '-étt a fresh supply of
ooks, OO
On the other hand, although the gossession of a second fiction. -
ticket would make it mote conveniént for such a borrower, it might
mean that a book would not be'fead for a few days, It would be
better if the book were retutned to the libraty so that another
borrower could have it. ARt this argument does not justify the
restriction -of tickets, béc}use the same thing happens when a
borrower uses other people’s tickets. ' :
- Where a library’is very well stocked with novels and shelving
space is limited (#he issue of two fiction tickets can be practised
with advantagé, for 2 greater number of novels will be circulated.
It will also.féduce the number of borrowets in the department at -
a time : “this’ will give increased comfort to those selecting books. .
The chArding of fines will prevent borrowets from keeping books ..
an ua¥éasonable time. : : R
o\’I‘“Be mnmber of non-fiction tickets which may be issued is
“governed by conditions different from those which goveri the issue
of fiction tickets. On the whole, non-fiction books are in less
- demand than fiction, and their prompt retutn is not so important.
People may want books for their hobbies ot occupations,. for
recreation or study; they may want several books for parallel
use, or for comparison. Is a librarian justified in saying that a
- borrower shall only have one book for one of these purposes at a
time? In several libraries drrangements have been in force for
severa] yeats by which students, teachers and ministers can have.’
additional books ; but only tecently have ordinary borrowers been -
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“. - admitted to the same privileges.. At Cardiff five special study
- tickets (which ate valid for two years only, whereas the students’

'; ticket is valid for two years, and the general ticket for three), are

“issued to any botrower who desires them. At Coventry two

~ special students’ tickets arc issued when requested. At Sheffield

- fout supplementary tickets are issued to students and educationalists

. in addition to the gencral ticket. Fiction, other than foreign ot
" classic, cannot be botrowed on these tickets. Although a special
. voucher has to be filled in, the tickets expire at the same time

. as the general ticket. This is the usual practice. For fufther

- particulars see Figure 43. At Aberdeen any borrower may, have

- as many as five non-fiction tickets if he wishes. By the ‘eourtesy

~ . of Mt G, M. Fraser, the librarian, I'am able to. give gome idea of
- the effects these additional tickets have had on issues, fines, and

the promptness. of return, ‘The number of nopsfiction tickets a

. botrowet may have is.optional, but the maxithindy is five., It was

formerly two. It might be supposed that ege result of this in-

- creased number of tickets would be tl;ii\borrowcrs who read
. mostly nonfiction and who read very\aais

igkly would take out more:
books than before, and thus reduce thefrequency of their visits to

- the ibrary. * This would be an adyantage in 2’ cramped lending
~  libary, but Mz Fraser reportssthat books are not returned less
*.frequently than before, and.\that there has been practically no’

~ difference to the receipts frém'ﬁnes. In other words, much more |

~ reading is done. 'The pertentage ‘of borrowers who take out the

full number of nonfetion tickets—or even mote than two—is

" small.  During thé\yeat 1928-9 ncarly 11,000 general tickets were
.. issued ‘and only6520 supplementary tickets, In 1926-7 (the last -

- fall year undér the old conditions) the figures were 10,859 and

- 3589 respectively.

- Whege' @ applicatibn by non-ratepayers for general tickets

" has gb\:l?e guaranteed, it is essential for applications for supple- -

mcs,rta\:y tickets to. be guaranteed also. :

‘,~.’C'barge$ Jor Tickers.—Despite the fact that the Public Librarics

ct, 1892, states that “ no charge shall be made for admission to

¢/ the libraty or museum,” many libraries do require payment for the

‘use of the library, by charging for either the ticket ot the vouchet.

In varjous libraties these charges vary according to the number ot

“kdnd of ticket, but as far as I know the charge nowhere exceeds
. twopence, except in one system, where an annual subscription of

* sixpence is charged for a2 non-fiction ticket and one shilling for a

. music ticket. .-At one library a penny, and at another twopence, is
.. charged for the fist ticket only. : :
- In some libraties whete these charges are made the vouchers or

© tickets @;harg_ed for are numbeted by the printer with serial numbers.
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SHEFFIELD PUBLIC LIBRARIES. .

APPLICATION FOR EXTRA SUPPLEMENTARY TICKETS.

Ts the Chief Librarian, .. - IR
I bereby apply Jor .. extra supplementary tickels am}'\-_
andertake that these tickets shall only be used by me - personally fox

educational purpeses. ey

Name........ X \ i - Y

Address.....

- Profession or Occupation
- Particular kind of work or W\ o ]
conrse of stugy inlerested in o & R ——

© Date.......

[sEE OVER] .

NOTE.—This applica;isiﬁ ‘covers any fumber of cxtra supplementaty
tickets up to four, 2nd js#pén to school teachesrs, clergy, settlement wotkers, -
W.E.A. tutots, Sﬁndaés‘t’:ho'ol teachets, and bona fide students who can
praduce proof thai they arc undertzking a definite course of study.
These tickets ape dssued on the clear understanding that'in cases of abuse
of the privilegewthe tickcts will be cancelled. - ' o

Thi ;‘q}iﬁiication must be tepewed on the: expiry of the Ordinary
tiICkEt...\’\ . : . . : :

™

——
. a \ ¥/ : : . : D e
Y% APPLICATION APPROVED, (DISAPPROVED). -
[sex oven] L " Chisf Libravian. =

.

Fre. 43.—A Voucher for Supplementaty Tickets, - I
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"This is to elitninate the issue of receipts, the number on the last

ticket issued cach day indicating the amount of cash received. It
is because of this that at one or two librasies the tickets are not
made out umntil called for. )

Period of Validity.—Tickets are made out fot a limited number .
of years. In England this period varies from one to five years,
but two years is the usval. Tickets for non-resident students and
non-resident cmployees are frequently made out fot one year only,.

“for the reason that 2 borrower who lives in an adjoining district,
and whose library qudlification has ceased, would be prepareds=

. and perhaps be quite anxious—to visit the town at whosedthraty
he holds a ticket for the purpose of borrowing books, | Supple-
mentary tickets tade out after the general ticket has Bceh in usc
expire at the same time as the general ticket.  The peried of validity
affects the total number of tickets in force, andfor this teason
comparison of the statistics of various librari¢s™Ms -not of much
value unless the frequency of tenewal is known. Even then,
satisfactoty compatison is difficult, R

American Tickets.—The borrower’$i¥icket in general use in
America is quite different from the ticketalready described, because
of the mote general use of charging'systems based on the Newark,
in which the books a borrower.Jias out are noted by stamping the
date of issue ot return on thethorrower’s ticket, which he always

. keeps. To allow this to be.done the bortower’s ticket, which is 2
flat card, mmst be tuled ith three columns to take the dates. For
"2 description of thechiafping method see pages 112-115, Usually
only one ticket isuséd by 2 botrowet, and on this any number of
all kinds of books jmay be borrowed. If it is desired to separate
records of thedésie of fiction from non-fiction books, this can be
done by keeping all fiction in' one column and all non-fiction in
another, O it may be done by wsing different colouted inks, or one
ticketean be issued for each class of book,

Inla‘numbet of American library systems borrowers’ tickets have

- been dispensed with, In some cases botrowers are given an

{ “identification, card which has to be shown whenever books are

bottowed ; in others, particulars of borrowets are looked up at the
libraty every time a book is borrowed,

Lost Tickets—It is desitable that botrowers should realize the
importance of not losing their tickets ; the impression that the issue
of duplicates causes the staff some trouble may therefore be given
with advantage. - If duplicate tickets can be easily obtained, many
will be issued in consequence. Most libraries insist on a voucher
being’ filled up before duplicate tickets will be issued : this is to
show when and to whom duplicate tickets are issued. It may be
an ordinary voucher with * Duplicate ”* or * Lost Ticket ”* or some
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indicating its use as a lost ticket voucher on it, or it may -

be a special form similar to Figure 44. -
In some librarics penalties ate enforced for the loss of tickets.

PUBLIC LIBRARIES.

To the Libra
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In England it is usually a time penalty, although a few librazies -

make a
ticket.

charge of from one penty to threepence for each duplicate
The time penalty is caused by the time taken to ascertain

if the tickets ate kept in the not-in-use file at any of the libraries by -
citculatizing a list of the names, numbers and addtesses of gpphcant_s__ _
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for riew tickets on a form similar to Figure 45. The charge fora-

* duplicate ticket is not a charge of the same kind as that made in

sotne libraries for every ticket issued; it Is 2 penalty,

_ In some places both a charge for the new ticket and a time penalty
" ate made, Por instance, at Croydon it was found that duplicate

tickets were being apphed for. at the rate of over one hundred a

month, so, to reduce this number, a charge of threepence was made

for all duphcate tickets, in adchuon to the fortnight’s delay befotc

- they were issued.

In Ametica there are as many as twenty different kmds of

" penalties for losing tickets, but none is in use in more*than six

systems. They may be divided into four classes. & (3) charges

- which vary in different systems from one to twety-five cents;

(z) delay which may extend to thitty days in-Making out tickets ;

" (3) alternatives of thesc two classes ; and (4) & edihbinations of them.

In some libraries “lost™ or duplicatey ickets are made out
»immediately without question, with the ¥ifk of the originals being
in a branch library, At othcrs, books are issued on a temporary
slip of paper and a note kept in thé-voucher registet, then at the
- end of a fortnight a search is madg} and if the ticket is not found a
duphcate is made out with as¥mbol or the word duplicate or copy
written on it so that if theloriginal is found, and both are in use
at the same time, the reagen is quite obvious,

Tickets Not in Use Fiell at the Library.—In most libtary systems it
is the practice togdquire borrowets to keep their own tickets when
no books are c};na\ged on them, unless there are fines owing. It
sometimes happens that a botrower prefers the tickets to be kept
at the libraxg§/they are then filed with unclaimed new tickets and

- those op swhich fines are owing in one alphabetical sequence in

an igsdeytray kept at either the entrance or the inguiry side of the
_staff\eénclosure, This is called the *“Not-in-use” file, ot in its
_ a,bbrevmted form, N-I-U.- Some libraries, however, tetain all
;'{Jckets, but the extra counter space required to hold them and
y“the amount of time spent in looking for them when they are
asked for, and in filing them when they are handed in, cettainly
do not justify this practice. It would be much easicr and cheapet
to re-write four ot five tickets a day. At one library I was
told that sixty or seventy tickets had to be looked for each day;
probably most of this work has to be done when the library is
busiest.
It is a very good practice to send the N-I-U tickets petiodically
‘to their owners with 2 duplicated letter saying that the tickets have -
been found in the file at the library and that it was thought that the
- borrower might like to make use of them. In any case it would
- tcmmd him that he was not usmg the hbraty ‘The autumn is the

oy
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.- best tﬁnclto'sehd out these tickets, for people’s opportunities of

reading are then greatest. . o _
" Re-registration,—Members whose tickets are still in force are

 consideéred to be “live ” members. Re-registrition is keeping the

recotds of the library members up-to-date so that the number of
live members can easily and quickly be ascertained. '
.. A person whose ticket is cancelled cannot use the library until he
‘re-registers. ‘The methods of reregistering vary, but the modth\
comrmon one is to require the borrower to fill up a new formand
obtain a guarantee if nccessary as if he were making application
forthe firsttime. One of the chief reasons for requiring thé tehewal
of a ticket'is to make sure of the willingness of someone to be .
. responsible for every borrower. 3 N 3
* - In English libraries the usual method of notifyifigithe botrower
- that a ticket needs renewing is to look at theldate of all tickets
*which show signs of age ot wear when discha¥ging books at the -
entrance counter, and to hand the borro\xgci"%ﬁ'e necessaty voucher.

; + ‘The ticket is stamped with the currentday’s dater at this and any

subsequent issuc. of a voucher. ItMsvalso stamped in another
position when the voucher is handed in.- If expired tickets are
noticed when the borrower is nof*present, the ticket is stamped
| EXPIRED, 80 that the assistanp3vho ncxt attends will not omit to
* issue the voucher. A sureximethod of tenewing all expired tickets
- Is to circularize the owpess on the day they expire, asking them i .
. they wish to renew thelx Yickets and thus continue uninterruptedly
- the use of the libr%iéh, and enclosing a reader’s handbook and the
* necessary vouckherN This can be done daily by means of the
" expired registed, 2nd will result in a fnore prompt renewal of a large
‘number of tiekets and will prevent the temporary filing of many
cxpired youehers. The cost might make this impossible.
 Theyrehtine at the registration department is to compatre all new
vouebers as received with the old ones, and if the numetration is of
thé decimal variety to catry the old number on to the new voucher.
Afthe numeration is by serial numbet, the old numbers may be used

) “up as described on page 91, ‘The tickets are then made out.

Six months’ grace is usually allowed for the renewal of a ticket,
and if not renewed within this time the expired vouchers indicated
by the expited register are destroyed. . . - _

.- No new tickets would, of course, be issued until any outstanding
liabilities had been cleared up and until the old ones had been’
handed in. & - : : S

The American method is to go through the number register 2
section at a ‘time and to renew at once all the tickets held by the,
libtary which beat any of thesc numbers. 'An inclusive list of
numbets of tickets still to be renewed is posted up in the enclosurc
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and the staff are expected to renew all tickets bearing these numbers
duting the course of their day’s work. In this way 2 faitly accurate
record of people using the library is kept. Borrowers do not have
to fill up new vouchers, their tickets are simply renewed when they
next visit the library. This method is not possible when -old
numbers in the number register are used up or when the sequence
of numbers cortesponds with the alphabetical order of the vouchers
as described on page 88, By means of cancelling blocks of old
aumbers each day and recommencing the sequence when desirable,
the numbers can be kept within reasonable limits. N
This method is fully explained by Miss Maud Van Buren inchef
article. : . O
At the American libraties, where guarantees ate not required at
2ll, tickets ate renewed without formality on the prescntaﬁoﬁ’ of the
old one after ascertaining that the borrower’s record i elean.  The
practice of not requiring the renewal of the guarantee when 2
borrower has proved trustworthy and has Qi\zen no trouble is
becoming much more frequent. N -

PaAT
W
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CHAPTER VII

CHARGING SYSTEMS
Q"
The Fundamentals.—It is essential to keep accurate records
of the issue of books and to be able to say which books ate’on -
loan, which are due for return on any particular day, 4nd’ who
has any particulat book. To do this two records must, be kept :
(1) a #me record showing when books are due feg return, and
formed by placing together all the charges repfesenting books
bortowed on any particular day, behind a\date guide bearing
the date due for return; and (2) a book reqgrd* showing who has
particulat books, and formed by arranging in order the book-
cards of the books borrowed, behindy t&a date guide mentioned
above. These two records must gige %ll essential particulars of
the books and the borrowers ; theyare usually combined, the kook
record being part of the time feétord. A third, called a reader’s
record, indicating the number ofbooks 2 borrower has out at a time
might be kept; but it is 8f no value to a librarian of a public
libraty, although it might be of occasional use to a borrower who
might like to know if.he'has out a book which ought to have been
returned. In the’absence of a reader’s record the receipt of an
overdue notice dhdicates any outstanding books. In college and
reference librazies the time record may be less impottant than the
book record,and the reader’s record may assume greater import-
ance. This we see that in various types of libraries the charging
systethsvhave to suit the conditions of loan, In public lending -
li}gra}‘riés where the period of loan is limited and the eatly return of
Jbooks desited, the charging methods described in the’following
£\ pages have proved to be the most suitable,

/" 'The Various Systems in Use.—Thete ate only two systems
of book charging in general use: these are the Newark and the
Browne. They are both in use in America, but the former hardly
atall in England. The latter is used almost exclusively in English
open access libraries, but is not known by name, as there is 10
other system from which it can be distinguished.

Newark—In order to charge a book by the original Newatk
‘system the following are necessary: a borrower’s ticket—or catd
as it is called in America—which the hotrower always holds, 2

.. book-card kept in a pocket at one end of the book when it is in the
uz '
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library, and & date label of card which is always kept in the book,
When a book is issued the date of issue or the date when the book
is due for return is stamped on each of these three records, and the
bottower’s number Is written on the book-card opposite the date,
The charge consists of the book-card alone. The botrower’s
ticket is returned when it has been dated and the mumbers of the.
books borrowed entered on it. All the cards representing books
issued during one day are arranged in order behind a date guide :
cotresponding with the dates on the date labels and the borrower§ N .
tickets, When a book is returned the borrower hands igahis
ticket to have the date of return stamped against the date oftisstie.
Any fine due is then charged, and the borrower passes thiolgh to
choose othet books. At some convenient time the begk is dis-
charged by removing——from behind the date guide ¢ptresponding
with the date on the label—the correct book-cazd, which is then
put into the book. This process is called slipping. ‘The book is
then ready for shelving.! RN '
The dates on his ticket indicate how mafiy)books a borrowet has
- out and when they are due fot return, bu;\thcre is no indication of
what they are. In this way the tickg¢tyBecomes a readet’$ record.
If a bortower omits to carry higlibrary ticket with him when
returning hooks, this record will'become ipaccurate as it will show
books which have been returpédbstill charged to him. - = ©
As only the borrower’s nimnbet appears on the bock-card, when
overdue notices have toh® written each original voucher in the
registration file. must{be turned wp to ascertain the name and
. address of the bortowet. - R B
" In order to minimize the amount of time taken in charging books
by this systemyand to avoid mistakes caused by the careless copying
of bortowerls\numbets, two machines have been put on the market. -
“The first 48rcalled the Dickman Book Charging Machine, and it
wotks\@n.the principle of a hand stapler or punch.
Egceépt for a small metal plate embossed with the botrower’s -
mafnber which is fastencd to the borrower’s ticket, and a date card
vhich is kept in a pocket in the book instead of the usual date
Jdabel, the ordinary charging stationery can be used. Lo
* Bvery morning a metal plate beating the date to be stamped on.
the books is insetted at the left hand of the front of the stamper
arm, the back of which is pivoted to the base of the machine.
. When ‘hooks are issued ‘for different petiods the machine can be
supplied with four dates, any one of which can be used at will by
simply turning a nob. - ' - .
When it is requited to issue 2 hook the book-card is placed on
1 A full description of this system may be found in Vitz® Cirewlation Work,
pp-5-9. : : : . N
H
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the bed of the machine, the number plate on the borrower’s ticket
is inserted at the right hand of the stamper arm, the arm placed on
the book-card and the tap-plate at the top of the arm gently pressed
down, This causes the date and the botrower’s number to be
impressed side by side on to the card thtough a specially designed
inking ribbon, An impression is made on the date card in
the same way. The borrower’s number plate is then removed
from the machine and the date only stamped on the borrower’s
ticket. . ~

When a book is returned the borrower’s ticket is placed \in
another machine and the date of return stamped against the date
of issue. . \

In this way correct particulars in duplicate arc made on three
records, thus making a perfectly legible, accurate, intistakable
record of the charge in triplicate. &’

To those who are used to the date label pastéd in every book, it
may seem that the date cards will frequently BeMost ; but we are
told that not one of the go,000 cards plageg in the books of the
Washington Public Library has been repérted missing.

The second machine, called the YGaylord Electtic Automatic
Charging System, is very similar to the Dickman, except that it is
worked by electricity, Ny '

A considerable improvemention the ordinary Newark method

is 2 simplification introducedat Detroit, since when, this simplified
Newatk has heen called the Detroit Self-Charging System. The
simplification s that thé\Borrowers themselves write their umber
on the records instead\of waiting for the staff to do it and pass the
books to the staffi’\to be stamped and the recotding checked.
Borrowers are.jastructed what to do by a large notice which is
placed near th€staff enclosure, This is hailed as an advanced step
in: libraryyscience | _

The Demco Supplies Company have improved upon this method.
Tworstaff records are eliminated by doing away with stamping the
daté 'due on the book-card (this is entered when books become

" coverdue) and getting borrowers to tecord their number on the

{\tard. Book cards of different colours are used to indicate

diffetent loan periods, and date cards in corresponding colours are

used instead of date labels. These date cards are pre-dated over

night or first thing in the morning to save stamping the date while

. the bortower is waiting. An identification card which does not
 require dating is used instead of a borrower’s card,

“These systems undoubtedly save much time where so much
recording has to be done; but in a system such as the Browne
whete only one date has to be stamped in the two processes of
- charging and discharging, and no borrower’s number has to be
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wtitten at a]l the need for thcrn does not arise, A combined
Gaylord- Dcmco, or Dickman-Demco system, will probably even- -
tuate, thus approximating as nearly as possible to.the Browne
system which has been used in Englend for many years. Such a
system will then be almost as speedy as the Browne, but-will have |
the advantage of permitting more than one book to be issued on

- one ticket, o
Browwe.—The Browne system uses the same three stanoncry ~
items as the Newark, but two of them in slightly diffetent waysa\

When 2 book is issued the date of issue or return is stamped ofly-
on the daté label, and the hook-card and the borrower's ticket
are placed together, thus making the charge. Usually gosether
stamping or writing is done, although the borrowé€t’s ticket
number and the date may be entered on the book—card 1}' cons1dered
desirable, ~

When a book is returned the borrower hands 1t to thc assistant
and gives his name. The assistant notices t@: date on the label
and the charging symbel, removes the chargedrom the issune, checks
the name on the ticket with the name thedbatrower gave, and hands -
the ticket over to the horrower : hes thén checks the book-card = -
with the chatging symbol on the board label above, and places it °
in the book-pocket. The booksds then ready for the shelf, So
speedily can the charge be madeé that it takes less time to discharge

2 book than it takes you to féad this sentence,  To facilitate the .-

charging operation, in h%aneq whete pocket tickets are not used
" (the tard tickets and boek-cards being placed in corner pockets), . -
the pockets ate left Bgthe ticket (or book-card). Any fine which

" may be due is notited and asked for when the date is examined. In |
- a few libraries }{orrowers do not wait for their tickets, but simply -

give their nafgs, putting their books on the countcrtop as they
- pass into,.(He llbrary While they are choosing their books an -

asmstani\dmchargcs the ones returned, filing the fickets in 2 flat.
©_ squaré\ttay which is divided into about ten divisions. - Any fines °

owing ate noted and put on the tickets. It causes 2 shght incomn- -
~wepience when quetics atise and tlmc is taken at thc cnt in lookin g
for the tickets. _
Tn America the Browne system is being gradually replaccd by
the Nowark system because this is believed to be the'mote adaptable

of the two.  Browne is still used almost umvcrsa]ly in England - -

and will meet all demands made upon it. _

These Systems Compared— Advartages of N ewmé -—'I‘he advanta es
of the Newatk system over the Browhe ate : o
- 1. The unlimited number of books which may be borrowcd at
a Ume -
S A permanent secord of the use made of each book is kept on
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the book-card and is therefore independent of the position of the
boaok.

Some of the advantages of the Newark system mentioned on
page 79 of Miss Flexner’s book are common to both systems.
These are:

“{1) The speed posmble for the assistant to acqulre, especially
in discharging books. . (3) The use of the borrower’s card
at any point in the system (4) The ease of fixing varying periods

", for which books may be drawn, (5) the possibility of ™
expansion to meet special local needs.”

Disadvantages of Newark—The disadvantages are : "" ’,
1. The time taken in writing the borrower’s number {oh one
tecord and dating three, EN

2. The possibilities of making mistakes in copymg borrowers’
numbers on to the book-card ; this may result jn$he loss of the
book ot in sending an overdue notice to the wtong borrower.

"3. The possibility of indicating the return s.f 2 book still ““ out’

- by dating the wzong line on the borrower’ Aicket. 'The mcchamcal
charging systems already mentioned lcsSc ot obviate these dis-
advantages.

- 4 The amount of time wasted, When having to refer to the
voucher registet for the name and address of every person to whom
an overdue notice has to be sent » This necessitates either individual
registration, a union name régister of borrowers at every libraty in
a system, or the sendln,g\of overdue notices by the librarian who
issued the tickets.

Two of the disadyantages mentioned by Miss Flexner are also
common to bothSystems.  These are ¢

- (2) Thedifficultics caused by the borrower’s failure to bring
- his card whén books are to be drawn . . . and {3) the loss of the
botrowerls rds.” With the Newark system the former difficulty
is ovebgome by teplacing the borrower’s ticket by an identification

. card’yhich beats the botrowet’s name, address and numbet; and
which is not stamped when making a charge. In very small
~Jibraries where no tickets or identification cards are issued, the
‘borrower just gives his name, and the assistant obtains his number
for charging purposes from the vouchet index.  With the Browne
system, if a borrower has not his ticket with him he cannot bortow
2 book unless the practice of the individual library will allow him
-to post on his ticket after he has been identified by the registration
~recotds. When a ticket is lost a duplicate must be applied for.
Adyantages of Browne-—The advantages of the Browne over the .
Newarl system are :

1. Speed with which books can be charged, due to one¢ record
only having to be made ;



CHARGING SYSTEMS .~ 117

2. No botrower’s number has to be copled on to the book-card ; -
5. Base with which overdue notices may be written;

4 A receipt in the form of the borrower's ticket is given for = -

every individual book teturned. o S
. Disadvantages of Browne~—The disadvantages of the Browne
- system are : S - S

1. The limited numbet of books which tmay be botrowed

unless the number of tickets a borrower may hold is not restricted - . ..
to two or three. The modern practice of Issuing as many as fivg\(V © 7

additional non-ficdon tickets overcomes this difficulty, . A

i ; 4 \‘
2. 'The greater amount of counter space the charges ocecupy.

The pocket-ticket charge takes about three times as mnck space”

as the single book-card charge, but, as far as I know, ghi§ has not
become a really serious problem in any English libtaty.” When
books are discharged at the tate of three ox four, bindfed 2n hour,
it is desirable to have the issue spaced out or'thévstaff may get in
each other’s way. R O _ .

The disadvantage that “no. record ofthe number of books

charged to any bortower is available® atributed to the Browne ~ .
system by Miss Flexner, is only a theofeiical one. Inpracticesuch™. - .

a record is. found to be uncssential) -If a reader is not sure if he

has books out ot not, the receipf of an overdue notice will assure - '
him, . Neither does the file of Borrowers tickets held at the libraxy - 1. "

£ill up as Miss Flexner menfions, for in most cases borrowets hold

their own tickets while 26 books are out. I 'have not experienced = -

the objection ; * thatdi a dispute a reader can never be asked for
his pocket [ticket] Sifceé the library is supposed to have it,” because
such a demand jwould not be made. With the Browne system

there is nothing@to prevent a borrower using motre than one library . "

providing h¢ s his ticket, or a substitute (such as a White Slip) - _':
with him, /> ' ' '

The\Statement that  Except for very small libraries without - . .

much prospect of growth, this system would prove inadequate,”
isnfiot trae: the largest systems in England use this system,'as’

Va\ ehcribed in the following pages, and some of these libtaries issue .

two thousand books in & day from one department alone.

Browne System Explained.—I.am convinced that, taking s ke

- both. charging and discharging into considetation, the Browne

system is the supetior of the two. - It is true that with the Newark

system a borrower is not kept waiting quitc so long at the

entrance, but at busy times the book has to be put on oge .sidc E a
and  picked. up again later and the date label again examined - .
before the book-card is found ; wheteas, with the other system, .-~

- the date is examined and the book handled once only.. - :
Making the Charge—When 4 borrower presents a book to be_.
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“issned ” ot “ charged  to him, the assistant takes the book-card
out of the pocket on the inside of the front board and stamps the
date the book is due for return on the date-label which is pasted
on the first fly-leaf.  As the book-card is removed from the corner
pocket its charging symbol is quickly checked with that on the
boatd label above, to make sure that if by chance 2 wrong book-
catd has been placed ia the book the mistake can be rectified at

SHEEFIELD PUBLIC LIBRARIES, A

THIS MAGAZINE MUST BE
RETURNED WITHIN SEVEND

DAYS.
AN,
N\
: SPEGIAL;{NBTICE.

This boéfli' may be kept
L&~ 7 Days

\" “only.

3

.’\E.rc;. 46,—Types of Label inserted in seven-day and
\V “other short-loan Books.

N
oneg,and no further trouble cansed. 'The book-card is then placed
ifythe borrower’s ticket (ot if the flat card type of ticket is used,
both are placed in a chatging pocket) and filed temporarily in 2
sotting tray. In some libraries the book-card also is stamped:
this trecord is useful when judging the popularity of the book
(which, however, can be seen from the date label), but it takes
[:ime, necessitates the continual rewriting of book-cards, and renders
it impossible to enter on them records of overdues sent. Where

- “book-cards ate dated, records of overdue applications must be

made on slips and kept in the charge.
At one libraty where the borrower’s number is written on the

. book-card I.was told that this record has been useful in tracing
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malicious damage, but that owing to the amount of time taken in
making the record, it would be discontinued if they wete busier,

Poriod of Loan~The usual petiod of ssue is fourteen days ;-
others ate Ts, 10, 9, 7 and 3. It is least confusing to borrowers
if they know that a book is due for retutn on the same day ofa: " -
subsequent week as that on which it was issued. S
Although in the majority of English libraries a// books are issued
for two weeks, in several, to obtain prompt teturns of magazines,. .7
new novels, and sometimes populat non-fiction, these are issucd O\
for a week only. . S .
When two loan periods ate used a date label with a note agthe
bottom pointing out. the petiod of loan should be insertedIptall -

Fa"
< 3

"A REQUEST. = .\
To cnable other Borrowers to'gbtain. .
this book withont undue délay, it is
respectfully requested (that it may
be returned to the librhry as soon .
' as I:ej?.’d".

Oy
—

Fi1G, 47.—Vabel mquese“m‘g the ptompt return of Books. -
the short-loan bOOth\TD make it clearet still, a small label of a -7
different colour from the date label, beating the words: ¢ This - . %
book may be_keptfor seven days only,” may be tipped-in above .-+
the date labeld\*® ' N : L L

In librarigs™where different dates are stamped, at least one dater - ..
must be{uséd for each period of loan. The shori-loan daters -
should"be of a different make to the others so that these will be no
copfusion. : _ _ . :
. When books arc in demand, or are popular, but are issued for -
\ the usual fourtecn days, 2 small label similar to Figure 47 ‘may be-

tipped-in at the first page of the test or by the datc label.
Setting Daters—The best type of dater—and the one in general
. use—is one fot.loose type. Revolving stamps are fre_quentl;r used,
s0 also are self-inking stamps. It is rather difficult sometimes to-
got 2 good impression with the self-inking stamp when the sutface.
of the label is not absolutcly flat owing to the book having been.
badly knocked up or heavily guarded with thick paper, otherwise
this type is the most expedient to use. o R
Each assistant should change his datet as soon as he comes on °..-
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duty and stamp the diary with it. Every morning the diary should
be examined by the head of the department before the library is
opened to make sute that all daters are correct. '

It is essential for clean impressions to be made, and to achieve .
this the inkpad should be cleaned and inked once a week., Saturday
night is a suitable time, for then on Monday morning it will be
moist, but not wet cnough to cause blurred impressions.

Charging Borrowers’ First Books (Applications).—It is usual, when
new bortowers hand in vouchets, to allow them to take books'as,
soon as the necessary cxamination of the signatures has proved
satisfactory, 'There being no ticket on which to charge the books—
unless it is the practice to make out tickets when the founs are
handed in—a temporary ticket must be prepared. ~This may
consist of a piece of paper the size of a book-card of’which “ A
followed by the number of tickets signed for is\wsltten in the top
left-hand corner indicating that it is an application, The name
and address of the borrower are then writtenon the slip, When
books are issned the book-cards are p:{t‘%chind the slip-—the
bottom of which is folded under themite ‘prevent it from falling
out—and placed in a charging pockét,> This slip—like all other
temporary ticket slips—is dated, sorthiat, when the ticket has been
made out and put in place of theslip of paper, the correct date in
which to insert the charge in the issue is known, ‘This is called an
Application Slip, and the chatpe, an Application.

The substitution of thése application slips by the proper tickets
can be done as the bpeks are returned, ot it may be a routine job.
In the former instdnee, the applications ate filed in the issue in

" the ordinary sequence ; then when the books are returned the
botrowers’ tickets are looked for in the tray of not-in-use tickets
and handed tothe borrower.  In the latter instance, the charges are
placed hehind an appropriate issue guide at the end of each day’s
issue..\tis the duty of one member of the staff to replace these -
application slips with the tickets and to put the charges in their
ptoper places in the issue. The second method is recommended,

™aw/it can be done at slack times and thus avoids the formation of

\/queues at busy times,

When tickets already exist, or insufficient ot incorrect information
has been put on the voucher, it is returned to the lending libraty
from the registration department with a note written on it stating
why the tickets have not been made out. These informal vouchers
are then filed in alphabetical order and the application slips on
which books were issued are marked accordingly and the charges
placed in proper sequence in the issue. When the hooks are
returned, the assistant discharging them will see the note on the
epplication slip, tutn up the voucher and put things right.
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© Arrangement of 1ssue—Whenever sorting large numbets of slips,
forms, book-catds, tickets or charges into strict ordet, it is essential
to sort them into rough otder at first and to re-atrange each little -
group into strict order afterwards. This is the purpose of the
sorting tray. . o

A numetical order is always easier and quicker to work with

than any other. For this reason the charges ate best arranged by
their accession numbets, but there is one disadvantage, Because
of the similarity of the figutes it is easy to withdraw the wrong
book-card from the issue when discharging, and the oply safeguard
against this is the care with which the book-card is checked with,
the numbet on the book label and the name on the ticket with the
name given by the borrower befote passing the book to be shelved.
When accession ordet Is used, fiction and non-fiction arelallin one
sequence, . QO

- - - y H A N\ - ) . . N
The method which is in more general use Is to affahge the non- - -~ .

fiction under the call numbers (the class numbenplus the author
aumber of the individual book or the firsgstheee letters of the
anthor’s name), and the fiction under the author’s name and title,
To avoid confusion, supplementary copies'of 2 title are indicated

by a figure following the ttle.. Greatwspeed can be attained in R

discharging books when their charges are atranged in this otrdet. -
Although the other method is stillquicket, the difference is so very

slight that the greater degregtef accuracy of the slower method | -~

is ample compensation. Mereover, if a book has been wrongly -
discharged the mistake will almost certainly have been made with
another book by the sitae author if fiction, or with another book
of the same class if non-fiction. It is then frequently possible to -
go to the shelvesfand put the book-cards right. When the issue - -
is arranged byabéession numbet, this is seldom, if ever, possible.
1 have worked*with both methods and know that fewer mistakes
ate mad%\j?ith the latter method. This order also permits stock-
taking #abe done by the casiest method., R S
Whichever is used, the method of arranging the charges is the -
same. ‘The batches of charges are put-into strict order and placed -
1835cly in an issue tray, and issue guides placed in the issue at
atervals of about 2z inches. ‘These guides, which are the same
width as the charges but project about 3-inch above them, have
rounded cotners so that they do not.injurc the fingers .of the
assistants using the issue, and are made of enamelled steel, zylonite,
aluminium, ot fibre—usually the last, They are numbeted or
lettered according to the artangement of the issuc, --While the
issuc is being artanged, the small sorting tray, illustr_atcd by
Figute 8, is used to hold the new charges until they are inserted.
When the date guide has been placed in front of the issue, its
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arrangement is complete and the issue is placed at the entrance
counter.

Time of Sorting~—The time of sorting the issue depends largely
on the size of the staff, the numbet of books issued at vatious
hours duzing the day, the method of atranging the charges, and the
general conditions controlling the routine wotk of the department.
On my tour I found that it was done first thing in the morning,
at night, and at slack periods during the day, When it is done at
night it is usual to relicve two assistants of counter work and,
shelving at seven o’clock for this purpose. -

If the arrangement is by accession numbers, non-fiction @nd
fiction will both be in one sequence. ‘This will mean th, the
batches of charges in the sorting trays will have to be counted-before
they ate arranged in strict order, and every charge sabsequently
made will have to be counted before insertion. 'Theissue should
be arranged in as shott a period as possible to@yoid numerous
counts. When the arrangement is by call numbets for non-fiction
and authors’ names for fiction, the sotting may'be spread over as
long a period as desired and the.whole issaé-counted when finally
arranged. PN

"T'wo recotds ate necessary for the keeping of issucs. The fitst is
the daily issue sheet on which the.c8unts are entercd as made, and
the other is the issue book. ‘Tiis should be ruled with fifty lines
to the page, and have as many issue columns as the daily issue sheet.
An illustration of this bogkappears in Sayers’ Revision of Stock.

Discharging.—The methiod of discharging books has been already
described and needs @6 fitrther expansion, except to add that befote
every book is dischatged it is briefly examined in the borrowet’s
presence to see if the label is full, if thete are any dog-ears, margin
notes, loose pages or other damage,

All damgge-is submitted to the head of the department or the
librarian for’an assessment. If no charge is made, the borrowet
is catitionéd and asked in future to point out any defect in a book
whesianding it to be stamped so that 2 note of the damage may be

_amade, and the borrower not accused when the book is retutned.
¢ "When this brief examination reveals any books in too bad a condt-
tion to continme in circulation, they are put on the shelves reserved
for them in the staff enclosure until next morning, when they ar¢
distributed as necessary.  All damage which cannot be made good
" is noted on the top of the book lzhel, dated and initialled.
 'There are several instances on tecotd of people being summoned
for wilfully damaging public libraty books. To quote one example:
- in 1926 the Coventry city magistrates fined 2 man two pounds fot
_negligently soiling two books.1
: * L.AR., 28, (N.5), 4, 1926, 181,
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Croydon Public Libraries. Daﬂy Issue Sheet.

DatE
TOTAL. : Torar] = . roran’
Brought forward | - Bronght forward | .

Blind 660 900 . o
000 670 N
081 . 680 _ . - D
100-20 690 LN
150 710 A
160 720 . A\
170 730 '\‘\'_."\
180-90 740-60 B
200-10 - 770 \
- 230 780 O
930-80 K .
290 F(c) i
300-10 RO S
320-30 . 790 o8
340-60 800 &0
370 BTN
380 ..@20 ; F
390 - IR
400 O sa1
500 \ \
510 822
520 P\
530 O 830
540 ) F3
550\\ 840
566, F4

A U 1
580 850

\ 590 . Fb
600 866
610 1 F6 ) T
620 870 I
630 880 S
640 390
650 - : . Fo
Cattled forward Carried forward ''| - Total =

Fic. 48.—The Daily Tssue Sheet. . c
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TWerk Checks.—It is easy for the careless assistant to make
mistakes when discharging books. In small depastments observa-
tion can be made and the particular offender singled out. Butina
large department checks have to be made for each item of work in
order to trace carelessness. ‘The usual method is to allocate an
initial or number to each assistant. When a book is returned the
assistant discharging it puts this staff symbol in pencil on the last

date on the label. .

_ Another staff check is made when issuing ; this consists of thes
symhol of the assistant issuing the book. It is usually plaged in
the date stamp between the month and the year, and thuséenables
. one operation to cover two purposes; but it means thit every
© assistant must have his individual dater. ‘This is an)advantage

when rushes occut, as every assistant can attend ifyprecessary and

there will be a date stamp for each. N\ g

Examining for Expired Tickets~-When handing borrowets
their tickets it is usual to glance at the ‘dates to sce if they
have expited; and if so, to point this dub and issuc the appro-
ptiate vouchers. This takes very little\time, as an assistant who
is constantly handling tickets knowsyby the general appearance
and feel of the ticket whether if\is worth while examining the

_ date. oI

Statistics.—In addition }'td simple statistics of issues and
borrowers, librarians mustvkeep tecotds to show the use made
of certain classes of books, their use in relation to the number of
botrowets, the amou\r'lt of routine work done, and its telation to
the size of the staffiand the issues. By comparing these records
with those of ptevious years it is possible to ascertain which parts
of the work giced developing and which need restricting. Com-
mercial firfny keep very detailed statistics, and by studying them
the dip;qtbfs know where to increase or lessen theit activities,
alwayswith the object of providing the best service at the least
cost, N Librarians should do the same,

A Though. statistics are kept primarily for the nse of the libratian |
{_$0 that he can see how the various activitics of the library are being
/ used, some of them ate also of interest to his botrowers and to

libratians of other towns. At most libraries the librarian prepares
an annual report for the committee. This is usually ptinted and
- distributed to the members of the local council and to other
- libtarians. Tt is to be regretted that in many towns the public
rarely see a copy of the report or even know of its existence. They

‘have a right to know what is being done with public funds,

and if they see an illustrated and attractively printed repott, 2
greater interest in. the wotlk of the library will be stirmulated. .
A shott précis of the teport usually appears in the local papets
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and this should serve to draw attention to the teport itself,
The presentation of figures in the teport should show com-
parison with recognized standards or general avetages when these
exist. - o _
Uniformity in Prosentation.—Statistics are often considered to be -
simply a means of comparing library systems with one another ;
but, as they are now kept, they ate of no value whatever for this -
purpose ; they can only give rough ideas of the work that par-
ticular librarjes are doing. '

It is very necessary for comparative purposes that the statistics
which are published in library reports should be presented in the« =
same form. Both the AL.A, and L.A, have devised forms, and o
these ate printed in the L.J. for March 1916, pp. 180-1, and/the
L.AR., 19, 1917, 280-4. Most libraties of a progressigeinature ..

* use the forms recognized by the appropriate associatiod?y Mention
of a few of the different methods that T have noticed in vatious
libraries will indicate some of the ways in which statistics for com-
parative purposes ate misleading. At one libtagy all novels pub-
lished priot to 1900 and all new novels by thelduthots of these ate -
classified as literature and counted as ndnfiction, but at another
all books which are considered to have literary merit ate classified
as literature, At a third, all ompibus books which, show the
development of a form and are of walde to the studeat are classified
as literature, but whenever it is possible to classify a book as fiction,
this is done: in this way.bodks by William Long and Seton
Thompson ate counted ad fiction. The classification of transla-
tions of foreign fiction alge shows several divergencies in practice.
Of cleven libraries ofshich I have patticulars, six count transla-
‘tions of foreign fictlon as fiction, four as non-fiction, 2nd one as.a
separate class. « THen there is the question of counting music text-
‘books; in sofy¢ libraries they are issued on music tickets and
counted as miisic ; in others they are counted as books. At some
libraries reference and lending issues are put together to indicate -
2 greatex, use of non-fiction books; this is misleading when no - -
explanation is given, _ : o T
¢ ~Adother misleading item is the recording of the botrowers. Is -
tyCryone who has ever joined the library to be considered.a
bottower, or only those people who have tickets in force? In
this connection the petiod for which the ticket is issued makes
some difference to the total. If tickets are valid for five yearsa . -
much larger proportion will be out of use than in a system where. <
they are valid for only two yeats, and the percentage of borrowers .~
+ will consequently appear much higher than if they were valid for - .
two years only, ' _ _ Lo Ceen
These few examples are by no means all which. might be given." .
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to illustrate the worthlessness for comparative putposes of statistics
as at present kept in England. While these different ways of
classifying and counting are practised, statistics will be of use only
to the librarians compiling them,

Censas of Books on Issne—On one particular day of the year a
count is made in many libraries of all the books on loan, according
to their class numbers, Thus, on the 14th March, say, each lending
library in a system will count all the charges in the issue trays, -
This is done on the same day of the same week—not the sambd
date—each year. The totals of fiction and non-fiction ondean
are worked out in relation to the total daily average issuc.dt each
library. By comparison year by year, various deductions.ean be
made and the value of the wotk of each library cahribe more
accurately calculated., For instance, in 1928-9 the/fotal issue at
Fulham? decreased by 26,397, but the count ef<\books on loan
on one day in 1529 revealed an increase of\3§6 over the pre-
vious year, ‘This indicated that books werg \being retained for a
longer period than formetly; thus it wa§'secn that, although

ger p ¥ A& . g
the library issued a smaller number of hooks, the work was of
greater value. QO

Statistics of Work Done—Statigtigs ‘of another nature are those
of the work done in the department. These are kept in the depart-
mental diaty if one is nused, orn a specially ruled register. They
indicate how much time is spent on various items in the routine
and the value of the laffer to the service as a whole; also the
amount of work dpnein telation to the size of the staff. Such

* statistics indicate what“routine work should be curtailed ot trans-
ferred to a clerical'or specialized staff,
A</
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CHAPTER VIII
OVERDUES AND FINES

OVERDUES

OvERDUE notices ate sent to temind borrowers that they have
kept books beyond the time allowed, and that fines are t.l\icre]jy
being incurred. <\

Development of Method.—The otiginal Enplish) overdue
routine was to send three notices to the borrower afione to the
guarantor, then to send a messenget, and if necessaty hand over
the matter to the town clerk, who would servd\a’lawyer’s letter,
Although most librarians still adhere to this lengthy routine, many
librarians now send only two notices to the' borrower.

At Birmingham borrowers under sigtéén years of age (the only |
members requiting guarantors) receiye only one notice. 'This
states briefly but emphatically thatlif the book is not returned
within one week application wilkbe'made to the guarantor, The
first application to the guarangbt'is a request to sec that the book
is returned at once; the second is a demand to replace the book,
now presumed to be lost\ “Adult borrowets receive two notices
only, followed by a yisit from a member of the staff. If a borrower
moves away and doés not notify his change of address, a printed
letter is sent to ¢he recommender asking if he would be good
enough to witité)the new address, with “ remarks,” if any, on
the other sigﬁof the letter and return it in the enclosed stamped
and addressed envelope. :

The.xeport of an atticle on “Delinquent Borrowers,” by S. V.
Lc\yi{a’,}n Public Libraries, 1922, page 561, records the results of

- thevadoption of more modern methods in recovering overdue
¢~boecks. In the method there described only one notice is sent,
and that within the first week the book is overdue : after fourteen
days a *phone call is made to the borrower or guarantor. . Instead
of the visit of the messenger, a registered letter is then sent to the
bortower, and if this is ineffective, the matter is handed over to
the city attorney. A gain of 28 per cent. of books collected and

a reduction of neatly 85 per cent. in cost recommends the new
.system, From this result, and the gencral American practice, it
may be presumed that the third notice to the borrower will be .

128



-gwvaery suorarn Teodsoary ou3 3v-anBolmED Froug SYL—ITX %5¥1g




OVERDUES AND FINES o _izé

o '_"ngtxcmjcnt,jhisogner 1s.:the greatest p.rcssur&put -upon borrowe::

' and guarantor.

“Clerical Routine —In ' sotne Izbraries overdue notices are

. wtitten every day, and in others only once'a week: ‘The frequency
depends of course on the number to be wiitten. The assistant

- responsible for the work should see that the notices are dispatchcd '

‘regularly, for the whole success of the overdue system depends on
their prompt dispatch and quickness in the “ follow-up,”

It frequently happens that after notices have been written by

. an assistant who has had to attend at the counter, one ot two are,

' not quite complete, or that other assistants have removed chafges)

.and not destroyed the notices. They should thetefote be ¢hecked -

before being sent. out. - Before any notice is. sent, thesshelves =

.. should be carefully checkcd to see that the books hz}ve ot been
" returned and erroncously discharged.

Records of Applications.—Some record of thc attempts to tecover
overdue books must be made, for when making out 2 messenget’s
overdue call slip or reporting to the town ¢Jéek; it is important to
be able to give foll particulars of evesy™ 'in the procedure,
This: record can be made on the bookécatd of the overdue book -

A - :

as each notice is written, or in a spec.lal overdues register when -

each batch of notices has been writtén, With the former method,
which is the most satisfactoty, the number of the borrower's ticket .
is placed in the left-hand colutna, and the date on which the book
was due for return, in the right-hand column. Immediately undes-
. necath ‘these entries are placed “p.c.” in the left-hand. column,

“and the date of sendigthe notice in the right. (See Figure 33.)
. Tt has been suggedted that such records on the book-card must
- pecessitate rnuch sewtiting of book-cards, but this has not.uften

o ocenrred in a Ltbrary where t]:us mn:thod has been in use for over

foity years, ! D>
The ck{advantages of the register are : Time-is wasted makmg

_nhnccefsaty recotds; before subsequent entries can be made, -

_ the Jtiginal entry must be found ; when every beok: for which
jplication has been made is rcturned the entries have to bc
se-arched for, and the “ Result ” column completed,
- It is more sattsfactory also to use the ovetdue call book in con-.
. junction with the book-card record of notices sent than with the
old-fashioned register. The register can of coutse be ruled to

" “contain most of the information which appears in the overdue call
_book ; “but even so, patticulars of the book, and the name and

-address of the borrcmrcr, will have to be wtitten oui for the

messenger, unless he is ent:ustcd w1th thc chargc—an madvxsable - o

contse.’
Sometimcs a combmanon of both book—catd and reglster is

1
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used. This is unnecessary, becaunse several if not all the entries
have to be written twice, Some libratians using the combined
method use the register only when writing the third notice,
Frequency of Applications.—Approximately a quarter of the
American libraries send the first notice when the book is seven

PUBLIC LIBRARY,

The Librarlan ap-
peals to borrowers
to return books be- 2N\
fore an application .. LeNDING DERARTMENT,
is necessary. Byso © RN

doing, the circnla- A\ 3

tion of the books will & 1
be quickened and e PR 93
the staff relieved of ’

much unnecessary

work, \\

N
2\

DeAR Sir or Manawm, QO

1 beg to_tfemind you that, according to
our records, you have not yetréturned -

. S due for teturn on
193......and that the fines for the detention of the

same, together with the cost of this application, now amount

R TR . +Por the first three weeks a charge of 1d.

per week or partef a week is made for books kept over the

time allowed forréading. One week after the receipt of this

notice, fines atithe rate of 1d. per dzy will be charged.

P\% Yours faithfully,

O

RN\ Frc. 49.—First Overdue Notice.
NS TF desired, this notice can be nsed for suppl:mcntnr{xa

Chisf Librarian.

pplications by stamping across it with 2 rabber
vter to have 2 differently worded notice for each

days overdue. In England the petiod varies from seven to .
twenty-eight days, the usual being fourteen days. Subsequent
notices are usually sent at intervals of seven days.

“'The Notices.—General.—It is desirable to limit the varieties of
~overdue notices as much as possible, making one form serve for
all categories of borrower and for mote than one overdue book
/in the possession of one botrower. The wording fot successive

“applications should be varied, each subsequent notice being more
“emphatic than the previous one. - '
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" First Notice.—To assist In tracing borrowers who have moved,
evety notice should have the name of the library on the address
side so that it will be returned if undelivered. If; after the sending
of any notice, the fines accumulate at special rates, this should be
distinctly stated on-the notice, so that borrowers may know what
fine to expect to pay if the book is not tetutned before the receipt
of the next notice, . Any charges for postage and messenger fees
should also be mentioned on the notices. :

Two forms of notice ate in use, the postcard and the letter. As
sensitive bortowers sometimes object to a postcard, this fafm

" should bear simply a request for the return of the books, thete
being. no mention of the fines. ‘The letter form may be sent’in a
patent envelope which is accepted by the postal authoritiesfor the
halfpenny rate, but which will indicate if it has be&my tampered
with. ‘The usual type of notice is illustrated by Eigure 49.

At a few libraties borrowers are permitted tO\¥enew overdue
books., When this is done, a note of the E;Qs;\pwing at the time
of renewal is made and inserted in the chazge,

Final Notice to Borrower—Whete ifN{3 ‘the practice to make
written application to the guarantory Mic borrower should be
warned of this in the last noticgohe: will receive: if the next
application. is a personal one, and, @ fixed charge is made for the
visit of the messenger, it is @Aly fair that a borrower should be

warned of this also. For Br example of the final notice, see
Figure j0. XA ’ o
- Messengers.—With the g\larantee\ system in general use, the whole

* question of personakapplication for overdue books is very debat-
able. One objectlan to sending messengers to the borrower is that
as the guarantdPliss agreed to make good any liabilities incutred
by the bortdwer, application should be made ditect to him, and
that when/there is no guarantor the mattet should be. handed

. over toMHe town clerk. Should the libtary pay someone to
travellround the district calling on defaulting borrowers - Some

. 'ﬁb&-ﬁfi‘ans believe a substantial charge of, say, one shilling, should

~ s~bemade partly to recover thesc expenses. This might be a hard-
ship ‘to some borrowess, but it would certainly secure the carly
return of overdue books. In few English libraries, however, are
these charges made, although actual expenditure is usually charged.

The messengers employed may be janitors or other members
of the staff, In addition to accomplishing the immediate parpose
of the visit, an assistant can sometimes do effective publicity work
when thus coming into contact with non-users of the lbtary.
The advantages of sending two selected assistants- together in a
car on these visits in Washington have been described by Grace
B. Finney, the chief of the circulation department in that city, in
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an atticle called “ Circulation Shott Cuts,” in Pablic Libraries, for
October 1921, p. 466. _

The messenger who calls for overdue books must have full
particulars of ecach. ‘These arc given on what is called an overdue
call slip or defaulter slip, which is made out in duplicate by an
assistant at the libraty. A manifold book is used; it contains

PUBLIC LIBRARIES.,

Dear Sir or Mapam, \ N

After two postal applications for the
return of the above book, ous messcager called on you
to-day and could get no reply, ¢\As the retention of the book
“will prevent its use by another' borrower, you are requested
to return it at your eatliest convenience. The fines now

amount £o............. , and(accumulate at the rate of one penny
per day. R
\i"\ Yours faithfully,

N

o) Chief Librarian.
\X

o
:"\Q v

F1G. s2,—Messenger’s Memorandum.

about 200 pages numbered in duplicate, alternate pages being pez-
forared. . '

. _Mhen the messenger returns, his report is copied on to the

-\ _duplicate in the book and the slip placed in the charge, which

is then kept in the orderly boatd, or behind a guide marked
DEFAULTERS, in the issue,

Any further developments are also written on the duplicate in '

the book and on the loose slip, so that if the messenger has the
slip with him the staff can sec the history of the case by referring
to the duplicate,

It frequently happens that a messenger calls and can get no
reply. It is usual under such circumstances for him to fill up and
seal 2 printed letter and leave it in the letter hox.
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This letter should of course be sent in a sealed envelope, It is
usual to send only one such letter to the guarantor, If this is

t)efaultcr at No. of book
. Author
Title O
7 “
Issued Postcards )+

Result Noanswer  Gone Undelivcéetl

9.4.29 N

7

R

Janitor’s visit. N\
Result: no resulf, > Recovered book—fine—costs.
Letter to Defalﬂtg:n
Result: go answer. Recovered book—fine—costs.
Lettet to G\L‘tﬁrﬁntor.
RE@“t‘: no answer. Recovered book—fine—costs.
Reg;’bfto Town Cletk. '
\Result. Signatute and date.
soDefaulter card written for Reg. Dept.
b Defaulter card filed at Reg. Dept.

F16, §6.—Verso and recto of Black-List Slip for use with
the Centralized Registration Method.

ignored, a second one may be spécial]y wtitten, or the matter
banded over at once to the town clerk.

Report to Town Clerk.—When it is decided to put the case of a

. defaulting borrower in the hands of the town clerk, a report show-

ing the whole history of the case is made out in duplicate 2s in
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E‘ligl}:;re 55. Any further developments must be left to the town
erk. : . . : _
v Blagk_Lirt——Nearly all libraries black-list borrowers who have "
. outstanding liabilities. The mipimum amount for which a
borrower is black-listed vaties from a penny to a shilling : where
the second of the following methods is used, it would seem advis-
able to make a fairly high minimum—say ninepence—owing to
the large amount of clerical wark involved. .
When the trays of borrowets® tickets are examined in order to
destroy the tickets. which have cxpired, those on which fines axe
owing are extracted and.black-listed at once. In some libraties)
letters are sent to defaulting borrowets and the tickets re-inSeited
 in the tray, but behind a special guide.  This file s examined 2 few
* weeks later and all the tickets which have not been redeemed are
black-listed by one of the following methods : N
1. Whete there is one registration departmegt ot the entire

library system, 2 form similar to Figure 56 (the Wording of course :
depending on the various processes used) i€/made out and sent,
together with the ticket, overdue call sl ad any other record, to
this depattment, where they ate fastenédyto the voucher, This is
done so that, if at any time the borsgwer fills in another voucher,

he can be rcminded that he has a Hability to settle. '
2. Where each library has its own registration department,
particulars of defaulting borfowers ai each Hbrary are entered in -

alphabetical order on a fgfm similar to Figure 57. This form is
sent in to the adminiskration department where particulars of
defaulting borrower&ﬁeccived from all over the system are listed,
and a copy distribhted to every library.. On teceipt of a copy of -
this. complete, st of defaulting borrowets, an assistant ‘at each
branch librar§ e6pics out pasticulars on cards of the same size as
the vouchers’in use, but of 2 distinctive colour, one card fot cach

- defaultgrpdnd inserts them in the voucher cabinet. . The ticket

" and. gl “ecords are filed at the library possessing the otiginal
'vogl:ﬁcr. Then i a défaulting borrower hands in a new voucher
~ab.2 libraty he had never used before, immediately the files ate
donsulted it is seen that he is a defanlter. Where it is the practice
for the registration file to be consulted before a book is issued, he-
will be informed at once of his liability, but if a book is borrowed
-when the voucher is checked without reference to the register, &
note of the default must be put on the ‘application slip. When 2

. defanlting borrower has redeemed his ticket, notice of this must
. be sent to the administration department where the information
is duplicated and circulated to alt libraries, so that the black-list
cards can be removed from every registration file. - :
Although called a weekly retuzn it may not be necessary to send
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" oné in every week, but it is not advisable to delay this work, s a
‘borrower may go to another district library and take.out a ticket
shortly after a liability has been incurred. It would ‘then be
difficult to trace him. - o . .
-Lost Books.—Every library loses books, and the losses usually
fall into two groups : (1) Books which disappear from the shelves
and whose absence is not noticed until stock is taken ;, and (2) Books
lost by borrowers. A ' o
Books lost by the formet means are considered as missing; and \
aftet a thorough search has been made, they are replaced. - A
Borrowers who lose books either report the loss at once té the
libtaty, of wait until they receive an overdue notice. In okder to
avoid loss of time and tisunderstanding it is the practicedn some
libraries to put a notc.on the board label asking Bpgrowers to
report any loss immediately, - 7\ S
When a book is reported lost and the borrowenhss remembered
its title, the charge is traced in the issue, a pote’of the place and.
" date of the loss is then written on a slip of/papet which is dated
and placed in the charge which is rofiledin either (1) = special
sequence for lost hooks ; {2) the original date due for return ;" of,
(3) the date the borrower will call, *A special file, eithet in the
otdetly boatd, or in the tray comiaining the overdues is the most
- satisfactory method, as it saves a Subscquent search for the charging
_ symbol, and can casily be found in the event of the book being
" teturned. B o o o
If the borrower thia (s that there is some possibility of the book
heing found and reétirned, he is asked to call in two weeks” time
to see if there have been any developments, and to be prepared to
pay for the haok.” If, in the meantime, notice of its possession by
a public vehidle company or the police is teceived, this is“sent to
- the borrewet so that he may claim the book ; or the library may
daim #oand inform the borrower that the ticket will be handed
over e the payment of any liability, .-~ ' '

s ~Ahere seems to be much variety. in the methods used to assess

£"\¥he value of a Jost book. Some libratians take into considetation -

\/ the purchase price, the cost of binding, and the number of Issues
the book has received, and then make 2 calculation ; others charge
' the amount it will cost the library to replace the volume, irrespec-

" tive of the condition of the lost one. .

A good method for assessing the valuc of lost books is to calcu-
tate the cost of the book and of the binding from the information -
" on the book-card, and to charge what it would cost to replace

~ the lost book, making an allowance for the condition of the book -
at the time of loss, ‘This can be estimated from the date of the
_binding ot by questioning the borrowet. -
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Opinions differ as to whether any fines and expenses which may
have been incurred before the book was reported lost should be
‘paid or not. Some librarians think that if the book was reported
lost with the intention of paying for it, the value of the book
shorld be the magimum charge. Others think that if the library
has been put to any unnecessary expense, or ordinary fines (which
would not have been excused if the book had not been lost) have
been incurted, the borrower should pay them., _

It is in assessing the value of the book that the advantage of O\
keeping tecords of issues on the book-cards is realized, and of the
costs of the book and of re-binding. The original cost need net
necessarily be kept on the book-card as it can be obtained from 'the
accessions register ; but it takes little room and can be waitten on
as in Figure 33. In ordet to save teferring to merehthan one
record, all the information needed in assessing the yalue of a book
should be kept on the book-card. If kept in thehowks the records
will be of no use, for they will be lost with theat,

 'The purpose of the process stamp is not/$o give information
that ‘will help in assessing the value of a’Book, but to show the
relative values of certain editions and(6f*the work of particular
bindets, o\ ¢

When the book is paid for, a téceipt is written out in the mis-
cellaneous receipts book, It sheuld give the author, title, and
accession number, for this irfermation will be useful if at some
future titne it may be neccgsary to verify any item of the transaction.

The head of the depastient then considers the replacement or
the withdrawal of the book, :

Tt sometimes happens that, after having paid for the book, 2
borrower finds i{,’ teturns it to the library, and asks for the replace-
ment charge t bé refunded, This is usually done, although many
librarians gdake a small charge for the expenses incurred. As an
official .te\éefpt was given for the replacement charge the repayment
must Also’ be made officially.” If there is a petty cash account 2
petiijr,"cash voucher may be signed by the borrower, or a special

~qhemay be used.
N,/ Stocktaking ,—Stocktaking, or taking 2n inventory, as the work
1s termed in America, is comparing the shelf list with the books on
the shelves and with the records of books on loan ot at binding,
in order to ascertain if any books are missing, In some libraries .
stocktaking is nevet done at all, in others it is done occasionally, - -
- and in a few it is done annuvally. The work is usually carried out -
“during the summer months. Two assistants work together, one
~ calling over the titles of the books on the shelves, while the other
- marks them off in the shelf list, After checking about joo books
- they then go to the issue and repeat the process, examining in the .
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same way each of the records which indicate the position of books, .

If the shelf list is on cards, 2 signal should be fixed to the tops of .
the cards to indicate books not traced: in this way much time
will be saved when the shelf list is again compared with the shelves
about a month later, When the second and subsequent checks
are made, the method of checking is reversed, the assistant with
the shelf list calling out the titles. In this way the missing books
—indicated on the cards by the signals or on the sheets by the -
absence of the sttokes—are looked for. When the shelyes and™
records have been gone over in this way three or four times; the
titles of the books which are still missing may be entéted/on
standard size slips, Several months afterwards the missing books
should be looked for again, and if not found they may be replaced.
For this method of checking the issue, it is essential'fot the charges
to be arranged in classified order. It is impossible to check each
class systematically if the issue is arranged by d€cession number,
unless the method which is used at Waltham$tow is adopted. This
is to have two book-cards for each boqlﬂ‘\';‘ one red and the othet
green. Each June all the book-cardstin the books in the library
are changed, the red ones taking the\place of the green ones. As
every book is returned its card d“changed. When all the cards
have been changed in this way, the red cards still outstanding
indicate missing books. The next year the process is reversed,
the green cards replacing the red.
o § \
<O FINES
Their Purposgi—A fine is a penalty deliberately inflicted on people
who retain hogks for an unreasonable time, )
- Fines arecharged to ensure the early return of books. Many
borrowers-believe that the major pottion of a library’s finances
congists of the money which accrues from fines ; but, as a matter
of faet, taking the averages from eight of the latest annual reports
~of English public libraries, the income from fines represents only
"\'5*8 per cent. of the total income,
Table 33 of the Public Libratles Committee Report, 1927,
- states that the income from the rates of 188 libraties in areas with
a population over 20,000 tepresents gz-g per cent. of the total
_ income. The income from other sources—which incinde fines—
is only 7-1 per cent. The figures for areas of less than zo,000 are
83-7 pet cent, from the rates and 163 per cent, from other souzces.
The L.A. Report on the Municipal Library System of London and
the Home Counties, 1929, gives 6+5 per cent.
- Reasons for Abolishing Thern—The hope was expressed that, when
~ the rate limitation was abolished, fines on overdue books would
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" be abohshcd Thjs has -been done at Dagenham—a new hbraty"-"- g
district—with quite good results. Instead of - charging fines

“borrowers are watned. that tepetitions of the offence of kcepmg

books out longer than the time allowed will Iead to a suspeﬂsmn .

of their tickets. :

In a paper? entitled, W’@ continug the fines {y.rim, Miss C Van
Dine gives several reasons for discontinuing the fines system. The'
author admits that the. discontinvance of the fines system is in
‘opposition to both tradition -and pract!ce, but adds that it must
- be ttied to be proved imptactical,
" Reasons for Retaining Them. —The chicf reason for the. Ievymg’ 01':'
fines is that they remind borrowers of their-obligations, te, Jtheir:
fellow-citizens in that while they have out books whielt, should
have been .returned, someone who may be urgently geeding to
use those particular books is unable to do so. Som’;e apphcatzons
for the return of overdue books emphasize this. :

.This usefol notice is exhibited at the cntragce of the Nottmg-
hatn Libraries :

“The system of fines is enforced to d%ter any. borrowar from

' zetaining books longer ‘than the speclﬁed time, to the incofveni-

ence of other. borrowers who may géquire the volumes. ~ A penny
is'charged for a week and twopenee for any fusther week.”

The fine is looked upon a§~edmpensation to’ the library or,
- indirectly, to the person whosWwishes to botrow the book and is
unable to do so. . Some libtarians hold the view that it is a mone-
tary compensation to tHe\commanity for the extended use of the
book, and that thé fagonvenience caused is counterbalanced by
the fact that addmos\l bo_oks can be bought with the accumul&ted-
- fines, ' :
Fines for keépmg books overdue should be considered as “a
business’ of administrative regulation to ensute a reasonable punc-
tuahty\ d, the dischatge of the bartower’s contract to. return the
book &n'or befote a specified date ;2 not as a fee for the exten-
siomof s time limit, as 2 putchasable prlvﬂcge, of as a sim cxtorted
16 “overiook a breach or an important rule.
" One libratian who has sealized the- difficulties of securing the
prompt return of books and who disagrees with the system of
fines, has described the method he has adapted at Woburn, U.S. A,
" He'says that the usual American fine of two cents a day is charged
"but the tota} fine payable is limited to twenty cents in all. * If this
fine is fiot paid; the bortower’s ticket is withheld. fof only one

. month and then the fine is automatically cancelled. The reason

for w1thh0]d1ng the ticket fot one month and thcn canccl]mg the:

: 1L_T 41, 1516, 322— ) -
H Evans Thc Renuttance omees L.}.,_gB,'rgI;, 4_06. _
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fine is that the borrower is wanted at the library before other
influences get a hold over him,

The Amounts.—One penny for the first week is the usual charge
in England, although in some places it is as much as one penny 4
day. The usual charge in America is two cents a day: this is
levied in approximately 75 per ceat. of the libraries. Two or
more volumes of one work, and all the books issued on one ticket
—when the Browne charging system is used—ate charged for ag_
onc boaok. :

As such fines are nominal, and in no way compensate fon,the
expense of book-keeping, writing overdue notices and providing
receipts, many English libratians feel justified in making’a small

charge for each notice sent, Here again there is_ Considerable

vatiation in practice. Some libraties charge justgBe postage of a
halfpenny, others charge one penny for two notices or less to each
person, and the majority one penny for everypnbdtice sent.

To make borrowers tealize that they ate/detracting from the
valuable work of the public library by pfeventing other borrowers
from reading the books they have kept' overdue, some libratians
enforce special fines aftey the first notiee has been sent. Borrowers
should be warned of these on $he notice immediately preceding
the one which demands the spétial fine.

Three examples of these'special fines are given. In each case
the usual fine is one penny per week. (1) For the second and
each successive weekytwopence is charged; (2) one penny per
day is charged whefi'the book is eight weeks overdue; (3) two-
pence is charged fob the second week and sixpence for the third.

Whatever theatmounts decided upon, they must be incorporated
in the rules’of-the library and be clearly placed on the board label,
or date label, or both, so that delinquent botrowers cannot say
that {h€y “were unawate of the mle. Owing to the fact that
bo;;&éts refer to the date label when they want to know when 2

" beak is due for return, this appears to be the most suitable place -
(fof the note. Most libraries have a legend above the dating

w

Columns of the label to the effect that ““ This book is returnable on -
or before the last date stamped below.” 'This should be followed
by some such wording as the following : *If kept beyond that
date, a fine of (so much) per week will be incurred.” It is sur-
prising that only a quarter of the libraries T visited put this i'm-
portant notice on the date label, while a sixth had no indication
in the book of the levying of fines. If charges are made for the
posting of notices this also should be stated on the date label.
Maximum Fines—Fines in excess of the value of a book are
rarely charged; it is therefore the practice in a few American
libraries to fix 2 maximum beyond which fines cannot accumulate.
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This amount vatics from twenty cents to one dollar. ‘The rule
of the New Yotk Libtarics in this connection is: “In fio case
shalt the fine excced the published price of the beok, but any
messenger fees, car fare, postages, efc., may be added to the fine.”
The argument for a maximum of a stated amount ‘as against the -
value of the book is that it is unjust for a person who has locked
up two books at wotk or college while on holiday for a few
months—one valued at 25, 6d. and the other at 155.—t0 be charged ~
fines exceeding the value of the books..

Books ate usually issued for seven or fourteen days ‘This,
means that the borrower can have the books out for so many-dlesr
days and that fines are not incurred until the eighth or fifieenth
day is reached ; if a book is issued on 2 Tuesday the ﬁne is due
on a subsequcnt Wednesday. -

" Assistants can usually tell whether ot not a fine 5, due as soor
as they look at the date on the date label, but to ayeidany omissions
and to save calculations every time a fine has t(\ﬂae charged, several

" devices are in use, LK

Fine Computors.—If the fines are not Mrge and do not increase
by larger amounts at cettain periods, fingrguides arc placed in'the

Jissuc immediately in front of the chargés to which they refer. In
order to be guite prominent theywshould project one inch higher
than the date guides, and the celollr of the figures should contrast
with that of the date gnide ﬁgures Libraties which charge large
fines (7.¢. so many halfper;(‘\ ot cents a day} find it necessary to use
a fine computor, Whea'\a'fine is due, the assistant compares the
date on the label with the computor, and charges the correct fine
indicated. 'There dte two types of computor in genetal use, one

. is horizontdl andheé other perpendicular, and both are quite simple.

"~ The computor illustrated by Figure 5o consists of a piece of

- cardboard with the amounts of the fines entered at the right-hand

side. A\v{tnp of paper typed so that each date is parallel to the

- fine amoﬁnt is then placed to the left of them, betwéen guides.

~Thigs: -:tnp is moved up every day. ‘The hotizontal type of com-

4 pm:or is constructed on the same principle except that both fine

“amounts and dates are horizontal. It is made from wood, the
dates consisting of little blocks of wood which. shde along a
groove.

. The actual chargmg of fines is occasionally a delicate piece of -
" work, and the policy to be followed should be cleatly sct out in
" the staff instructions. It should always be done fairly and strictly,) .
and under ordinaty circumstances all botrowers should receive) =

_equal, similar, and impattial treatment, In cases where misunder-
standing has been caused and the records are not conclusive, con- |
sideration must be given ;. but whete a borrower obiects to paying
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1
AUG. 81| TO-DAY
30 3
29 1
28 13
27 2
26 28,
25 <
2 @
2 D4
2| 7 43
2O 5
204 5%
‘,:::;IQ G
Nt 8 1/~
A< 7 1/04
6 1/1
N
N\ 5 1713
PRAP 4 1/2
{.‘ }J -3 1/2}
:o o 2 1/3
Q" 1 1/3}
\\\ JULY 31 /
\s..\f{’ 30
@ )w. 90
\/ 28
27
26
25
24
23

F16G, 59.—A Fine Co

mputor, which can be made as described on page 147.

“This type of computor is hungyup in the staff enclosure, where it can easily be seen

the discharging atafl,
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v
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4 legitimately charged fine it is wise for an assistant to call the
head of the department to substantiate his argument and being
his authority and discretion to bear upon the case,

Grae fpr Public Holidgys.—Because libraries are closed on Sundays
and the public holidays, fines are not usually charged fot these days,

Fra, 6o.—Another Type of Fine Computor. 7™\
- 'Ihis computor s made of wood and stands on the connter ot table, or'iﬁ:sorm: '
- : similar comvenient place, %

although at some libraties—more esp:écially' iﬁ. mcricﬁ——the}f are
charged on the principle that borrowers haveHad oppottunitics of
teading the books on those days. Somelibtaries give a few days™
gtace over public holidays, dating all Hasks normally due on a
Y - _ 1

O

Borrowe ;'ZS “No.
o ¢\
Auther,
jI"ifE}e.
- pi-Date due.
§  Date returned.

AN .Amoun'f due. -

. Frc. 61.—Fine-owing Slip.

" . Bank Holiday Monday and Tuesday for return on the following
Wednesday and Thursday. =~ : '
.. Uspaid Fines.—Botrowers sometimes visit the library without
- any money, and if a fine is due and cannot be paid, 2 note is fastened
- to the ticket stating the amount of the fine owing. A special
. mimeographed or printed slip is used for this purpose. It should
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not be larger than the borrower’s ticket nor so small that it can
be ovetlooked if inserted in the pocket form of ticket.

If the borrower does not want to take another book he is fold
to ask for the ticket the next time a book is desired, 'The ticket
is then filed in the not-in-use tray with the fine-owing slip attached,

Remission of Fines.—The remission of fines as practised falls into
two maia groups @ individual and collective.

1. Individual —It is sometimes desirable to remit fines in cases of
illness or death. 1If the insistence on the payment of a large fine
is likely to mezn hardship, it is advisable for the head of the depat-
meat to give special consideration to the case.  Arrangements friay
be made for the fine to be paid by instalments, ot to be redaced ;
or a time penalty may be substituted, the petiod forsswlich the
ticket is withheld depending on the amount of the firfs,

2. Colleetive—Onc method of obtaining the zefurfi of overdue
books—and at the same time remitting fines~cin America s to
hold what is called a Ereg Book Week or Book Home-Coming
Days. Numbers of libraries have used thi§’method and it appears
to wotk very satisfactorily. =\

Bricfly, the method is to advertise’igvthe daily papers, schools,
colleges, factories and elsewhere that*6n certain specified days no
fine will be charged on any bogkitctutned and that no questions
will be asked. 'This period of\ftee return varies from onc day to
an cntirc week, and is usudlly held once a year. The first time
Minncapolis held its free, book week, in 1921, $1,000 Worth of
property was returnedd ™ Syracuse held an Overdue Book Day in
1916, when 16o books were retutned. Some of these had been
considered as lost\the previous year and the necessary steps to
replace or witlidraw thern had been taken. This experiment indi-
cated that.one;day was not sufficient and that it was necessary to
advertisc.the privilege widely. In 1918 the Newark Librarics dis-
contigued’sending overdues as a wat economy and substituted an
Overdue Book Week, which was so popular that it was cxtended
bylanother ten days. In 1932 10,000 individuals had their cards

~Eleared of fines—amounting to §sco dollars—and full library privi-

o~ Oleges restored to them.  Many “lost™ books found their way back

to the library also.

Whether the need for such a scheme is duc to the charging
method, together with the absence of wickets in opcn access
libraries, or to the high fines charged, it is difficult_to judge. It
is quite certain that such a scheme is unnecessary in England,

In some libraties, when going through the not-in-use tray of
borrowers’ tickets in order to remove out-of-date tickets, those
on which fines are owing arc extracted and a sealed letter similar
to Figure 62 is seat to the owner before black-listing him, the
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amount of the postage being entered on 1he finc-owing slip, In
some libraries al} tickets held are sent 1o the owners, o1 the owners
are asked to collect them, which is the better plan ss they migh
otherwise fall into the wrong hands.  This is wually done once
a year-—in the carly autumn,

Receipts.—Ars thy Pssential—Moat librariains comider the
issue of receipts a great nuisance, but they are not such a necostary
cvil a3 many suppose.  Scveral libraries issue veecipts only when

PUBLIC LIBRARIES. R,

Dear Str {or Manasi)

Our records indicate that you have\been vnable 1o
use the libraries since . L ON wolahly
because a finc of . ... . remainsamid.  We shaukd
like you to be able 10 avail yourselfof the services of the
lending library without hindrance, aatl should be pleascd if
you would call at the library at your convenience.

Yours}!}ifﬂ:fullr.

Chicf § ibeurisa,

5 S e e

Mo, G.—Letier st & Borrowers whoee Thekets nre hedd at the Lileary
K owdng to Unpald Fincw

I the paliey oof the Khairy puvesbin—as M but b4 meny — ruw Worr b e coma b il annd
Imutperme s alhrnes) o tvansn the e of thoe FE001, A potiest ol Dot bis Sen Mok s in Vot W 5p dhoondf
b ernube s oak it b e ppanial pebaidegs whink Sorl wgtios b o,

specially agked to do s0 5 then they have o be written out and are
givensimply to oblige borrowen.  The form reccipin shall fake
deperrdi on the local nuthmi:f': auditor, although coneliaton
betskeen the auditor and the librarian frequently has the effect of
sputting into use the most convenlent method for the library.

NVt s not casential for eash checking purpeses 1o give receipts

“for reserved book postcards, borrowen’ tickets, of vouchon, as
these ean be delivered by the printer numbered with ennsccutive
numbicrs which can be used to calculate the smounts reccivad from

such lems.

It is most business-like for seecipts to be piven and for cach
nssistant to keep his takings separate ; bt as theee & no commbs-
sion, no goods are io be sald, no payment bae to be made st »
cash desk, and admission 10 the libnary docs not depend on the

Q!
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possession of a reccipt, many librarians fecl that the issue of receipts -
is unessential, and a waste of time. The difficulty so far has been
to satisfy the auditor that fines are properly charged, and that all
the money received is being paid in.  This has been overcome in
several libraries where no receipts are issucd, by using a specially
manufactured receptacle for the monies reccived. It consists of a
box about g inches square built into the entrance countet, prefer-
ably half-way along its length, with a lid which slides to the inside
of the staff enclosure. This sliding lid also forms the base of and ™

S 3

the stum of I M pounds

shillings... s pence  being

W. C, BERWICK SAYERS,
Chief Librarian.

¢\
"N
£ : & e

F163,637—Manuscript Receipt used for Sale of Special
O Fublications, Lost Books, Etc.

They am“m’:}c"up in books of tyo receiprs, three to a page, the pages being numbered
\; \ in pair and siternate ones duplicated.

immc'gx}a}ﬂc glass pyramid with an open top through which the
coits are dropped. When fines have to be paid borrowers drop
(the’ money through the opening at the top of the glass pyramid
dnd it falls on to the lid. When the coins have heen examined
and change given by the staff, the lid is pulled and the coins drop
into the box beneath. Once the coins are dropped into the glass
pyramid they can be touched by no one except the auditor, who
keeps the key of the box, Cash is kept separately for the purpose
-of giving change, This method has been accepted by at least
fwo audjto_rs in England and works very satisfactorily : its great

advantage is that no recording at all is necessary.

Forms of Receipt.—A manuscript receipt book similar to Figure 63
may be kept with a till of this nature so that receipts may be given to
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- anyone who asks for them. 'These require the name and address

" very heavy initial outlay involved, especially if a “ key ” is to,be.V

of the borrower, and in the case of lost books, the accession numbet,

-' . author and title, and take the longest time of any to issue. They .
- .should not be used for fines but for subscriptions and all items
for which roll receipts arc not provided.: ' B

The roll receipt is the quickest to issue and is used for fines,

* bulletins, bespoken postcards, etc. A cash register is in use in
" one o two libraries: this ensures the issue of standard receipts

and cotrect totalling, but it is prohibited in tnany libraties by thg{

provided for evety itern for which receipts are given.  All amoitnts

. for which manuscript receipts have to be given, such as subsetip-
- tions and payments for lost books, can be passed through.ghe cash

register for totalling purposes. Self-analysing registets tan be
bought, but they ate very expensive, : R4 i
If each assistant has his own till, receipts with,counterfoils—:
which must be initialled by the assistants issuing\the corresponding
receipts—must be provided. Every day allthie signed counter-
foils mmust be analysed and checked with\the amounts in each’
assistaiit’s till. This work is usually doge’by a senior who keeps
the keys of the individual drawers. \ ‘This form of teceipt can be”

used for the same items as the reliform, It was found by one .
libtary that the cash total was{wvety little out each day, but that

there were discrepancies in tha tills » this indicated that assistants = -

had put their takings intg ‘their colleagues’ tills] When 4 new
auditor was appointed €he roll form of receipt and an open Hll
wete reverted to, méch Jo the satisfaction of the staff. o

Whatever formyof teceipt is used each must be numbered with

a ranning numper for statistical and checking purposes; all Lo

- counterfoils giut’bear duplicate numbers.

£

BEvery moting the number of receipts fssned the previous day
imust be\azgftiirded. A book similar to Figure 64 is used for this,
putposCs ' R G

Tills.——The type of till to be used is closely associated with the

_Fdtm’ of receipt given. In a cash register the till and the receipt-

i§suing mechanism are combined. Many libraties use an open il
into which an unvarying amount of change (usually five shillings

-in copper) is put every morning. This is kept just beneath, ot

coniveniently near, the receipts container, and a].l'monies' receiv.ed
during the day are dropped into it. It should contain basin-
shaped wells of various sizes for each coin value, and a nattow con-

-tainer with lid hinged at one end to contain Bank of England notes.

Paying in Monies.—Methods of payitig in monies by branch
libfarians to the central administration department and by this

~ department to the borough accountant also depend upon the
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requitements of the accountant’s department, In some systems

“the amount to be paid in by the branch librarian is simply entered
in a bank paying-in book and signed by the administration depart-
ment, which keeps the slips torn from the paying-in books. From
these branch paying-in slips one slip for the entire system is made
out and forwarded with the money to'the accountant’s department.
In others a form similar to Figure 64 is handed in by every branch
libratian. ‘This goes with the cash to the accountant’s department
and later brought to the branch library, when the books are audited.

Branch monies ate usually paid in to the administration departme\nt
every week,

For the libtary’s permanent records it is desirable. to use a
book similar to Figure 65. 'There should be thn:ty-ﬁve l1nes to the
page; the reason for the four extra lines is to allowndn empty line
following the “ Brought Forward” entry andNode between the
“ Carried Forward ” and monthly total entncsx t6 avoid confusion.
There should be a column for each itemy for which a receipt is
given, and one ot two columns shovld\B& headed * Library Publi- -
cations,” as most libraries occaslonally have some handbook or
special publication on sale for a short time. Each month’s total
will be carried forward to a mminary page following the last
monthly page of the ﬁnanclal year Quarterly and annual totals

* will be shown hete, :

Fach branch will keepdts own record in this form, and will send
any necessary- anougl,and quarterly statements to the administra-
tion department, whqre all such statements will be combined for
the whole system(" :

%
/>  SerEcr List or REFERENCES
Battersoqﬁ“}\I A. Remission of Overdue Fines. P.Libs,, 27, 1922,

(Report of a paper read at the Pacific N.W.L.A, Conference,
ashington.)

"‘Lewls, 8. V. Delinquent Borrowers. P.Libs., 27, 1922, 561-2,




CHAPTER IX
SERVICE TO BORROWERS

The Gatalogue —Cataloguing does not ¢ome within the scape

- of this book, but a few observations on the catalogue (prov'o'ked'

* by continuous experience in lending libraties} and 2 shoft)con-
sideration of the relation between the catalogue and the general

- work of the department may not be out of place. A
Eyery library should have. classified and authoz, cat'alogucs or:a,

N\

: dmtlonary catalogue: of its own stock, and in te'ease of a branch

library a union author catalogue of non-ﬁcuog ih addition, except

whete 2 branch exchange service is in opetation; in which case one -

. such catalogue at the administration depastmeént is sufficient.
- The catalogue should be placed in‘a central _position near the
staff ‘enclosure, It ay be eith unit, ot parts of the
classified. catalogue iy be placedvon the shelyes with their sub-
]ects ‘The 'authot and the dlctlonary form eannot be chspersed
in'this way. N\
" Fitle entries for all plays, operas, .otatotios, and many long

essay‘; of importance should be .inclnded in the catalogues. -

Borrowers frequently@sk for such when they know only the tle,
and it is often difficulbto trace the authors or composers, especially
-if' what is' requitgdds published as part of another book. Where
title entries ate‘@dt included, printed catalogues of other libraries

which congaliy’ title entries, gramophone record catalogues (for .

dsuch reference books as those by Firkins and Granger,

musicafl _
mentm%d on page 46 should be kept for staff use in the depart- -

The allocation of books in bmnch libraries should be indicated
1 m “any form of catalogue by the initial letter of each hbmry ; nat
By stars or similar symbols which need an index or- key to intetpret
them.
 'The advantages and d.lsadva.ntages of the sheaf and catd forms
ate too well known to require tepetition here, although it may be
mentioned that the sheaf catalogue is gaining much favour.

o prévent damage to the tops of cards in a card catalogue
‘and to keep them clean, the inside of every tray may be slotted at

both ends to take a sheet of plate glass about Z-inch above the .

.- cards.  ‘This compels handling the cards by their sides, ‘The sheaf

167
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catalogue becomes dirty much more quickly than does the card
catalogue, and there is no means of preventing this, :
_ Catd catalogues, with drawers raised at the front so that the
cards fall back, can now be obtained. :

For. the guidance of the public the catalogues should have
prominent notices on or neat them indicating how ‘they are
arranged. Cards ot pages explaining how to use the catalogue .
may be placed inside, but such guides arc not essential, and,
are rarely used by borrowers, who prefer to go to an assistant fer
help. e\

IFt) is well to place an index to the classification on the eatalogue
and another copy on a small reading slope amongst the\shielves.

Co-operation between Public Libraries.—In addition to the
inter-availability of borrowers’ tickets described on page 167 there
are two other methods by which the unification” of the library
services in this country is being brought abgut. Both arc con-
cerned with the inter-library loaning of baoks, One is by means
of co-operation with the National Centrdh Fibrary, the other is by
arrangements made between libratiang\in’ adjoining districts or in
a specified atea. A\

During the last seven years therehas been co-operation between
s0 many county and municipaldibrarics, and the forms of co-opera-
tion are so varied that onlya few of the outstanding schemes can
be described here. ‘The Carnegic United Kingdom Trust’s Annual
Reports, the Year’'s Werk in Librarianship, and the Annual Reports
of the Central Libs%y\for Students {as the N.C.L. was previously
known), and thedN.C.L. give further particulars.

Many libratiesshave become * outlier ” libraries of the National
Central Librasy; and lend books to any other library on request
from the BCL. They form a vast book reserve, which is many
times g\fqﬁter than the stock of the national library.

"THe'practice regarding the payment of postages on books varies
in different libraries. In some, postage is paid by the libraty one -
82y ; in some, both ways ; and in othets, entirely by the borrower.
At may be atgued that, as a library is enabled through the N.C.L.
to provide a book without purchasing it, the borrowing libraty
should pay the postage both ways. In small librasies this would
probably be 2 drain on the income,

"There are various forms of co-operation between county and
municipal libraries. In addition to the Nottinghamshire-Newatk
arrangement mentioned on page 159, there is an arrangement
between the Middlesex County Libraty and the small municipal
libraty at Hanwell by means of which the latter receives a deposit
of a thousand books annually in return for a payment of Afty
pounds. Leicester municipal library lends special books to the
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County Library for a payment of twopence per volume. There
are many other arrangements of a similar natuze,

Inter-Library Loan Schemes.—One of the most gratlfymg
aspects of modern British librarianship is the willingness of
librarians to lend each other their books. ‘This is expressed by
unofficial methods whereby a librasian will telephone the libtarian
of a neighbouring borough and ask to borrow a book which he
cannot supply, by organized schemes in small areas, and by the\
large regional systems. .

Tn three distticts the libratians have come to an- armngcment
whereby books are sent between their libraties ;. borrowers tickets
are available at any of the libraries. The three d;stncts are; .
Mansfield, Wotksop, and Newark ; East Anglm and BIackbum,

- Accrington, and Burnley. :

A committee, consisting of the librarians agd the Cha.lrmcn of
the vatious libraries concerned in each sehcmc;{ meet perlodlcally to
consider its working.

The stationery is of course standardw‘c(f for each hbrary ina.
scheme, the cost being shared proporgonally.

Such co-operation between adjeining libraries need not be
restricted to the inter-loaning of haoks and the use of borrowers’
tickets, but may include thegselection of: reference library and . .
EXpﬁﬂSIVC text-books, and’ thc iling: of periodicals. At Newark
there is, in addition, an asf@ngement with the Notts County Library -
whereby a financial gran\ls made so that the Newark libraty may .
serve fout paﬂshes\ joining the boundaties of the town, This -
means that four hranches are added to the library service. Any
member of theNewark Library may botrow books fromany of the
centres, and gny-person residing in the combined area may borrow
from the Cegitral Library in Newark. The stock of the Newark

" Library i§glso available to any member of the county library on
apphqg‘élbn to the county lihrarian, ‘This co-operation is highly
commendable, and it is the only means by which a completely
afficient book service can be provided in areas where there ate

4 several medium-sized or smalt libraries under deferent authontles

not included in s regional scheme,

" In the Mansfield-Worksop-Newark schemr:, when a book is
asked for at one of the three co-opemting libraties but is not
available, if the applicant is prepared to pay a fee of 2d, a *phone
call is made or particulars are enteted on a form similar to Figure 66,
which is sent to one of the other libraries. Here the shelves are
examined and the requisite books are parcelled up and sent by bus
to the requesting library, a conslgnment note (see Figute 67)
- being’ sent under separate cover.: The cartier makes a moderate

charge of thrcepence for every pa.rcei of six or fcwe:n: books If
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some of the books are not available the list is forwarded to the
other libraty.

A union catalogue in each of the libraries participating is con-
sidered an essential part of this scheme. A paper dealing with this
subject was read by Mr Arthur Smith at the Library Association
‘Conference in 19291 Not only is union cataloguing in practice in
this group of libraries, but union book-listing also, From the
union catalogue a union book-list on any subject can be made,

The libraries participating in the E. Anglian scheme 2
Ipswich, King’s Lynn, Lowestoft, Notwich and Great Yarmouth.
A union catalogue is considered imptacticable in this seliéme
owing to the size of the librarics. Books arc lent at a,charge of
fourpence per book. Carriage is by post, the borrowing libtary '
paying postage both ways. Any non-fiction books/ify the lending
libraries and reference libraries {(at the discretion of the librasians
of the loaning libraries) are lent, Reference bocks may only be
consulted in the reference rooms of the bortotwing libraries, To
avoid the duplication of expensive books £0¢"which a considerable

 demand is not anticipated, each libragiap) circulates a list of such
books it is proposed to purchase, | \.

In the Blackburn-Acerington-Biirnley scheme, which is similar, .
the tonveyance of books is by pest, the borrowers having to pay
the postage one way only. &% '

A well-organized and sugcessful scheme of inter-library lending
is in force in CornwallySphere there are nine small libraries, eight
of which have enteredihto an agreement whereby they send to the
county library catalogie cards of all the books in stock, which are
incotporated in the union catalogue of the county. Thus, when
a book not ihstéck is asked for at any of these libraries, a request
is sent tosthe county library. If not in stock there, the union
catalogué™is’ consilted and the book obtazined from one of the
other;%sfaries. If none of them has a copy, application is then
madg to the National Central Library, By this arrangement - }

. imény books which otherwise would be obtained by the individeal = ¥ -
{ \libraries from the N.C.L. are supplied from the Cornwall libraties.

Regional Library Bureanx.—These schemes were the forerunners
of the more ambitious regional schemes covering much latger
areas, ‘The object of these schemes is to make preater use of
existing library facilities within specified ateas before drawing
upon the National Central Library. The first of these was the
Notzthern Regional Library System, which was commenced at
the instigation of the Newcastle Literary and Philosophical
Saciety. A committee was formed, on which the Carnegie United

! Smith, Asthuy, Towards Union Cataloguing, In Papers read at the
s2nd Angual Conference (of the Library Association), 1929, pages 48-51.
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Kingdom Trust, the National Central Library, and the public,
university, and institutional libraries of the northern counties
were represented, A catalogue was considered essential, and for
this purpose the Carnegie Trustees made a grant of f3000, spread
over three years, The scheme comptises twenty urban, three
county and two univessity and eight special libraries, and during
the second year of operation 2490 applications were received.

Of these, 1575 were dealt with by libraries in the scheme, and 82

were forwarded to the National Central Library, The remaining

243 applications {x1 per cent.) could not be dealt with as theywere

for books unobtainable by, or not within the scope of, th¢ \National

Central Library, The headquarters of the scheme hears the same

relation to the participating libraries as the countylibrary in the

Cornwall scheme just mentioned, RAZE

The sheaf entry is typed in duplicate and; the duplicate (which
is not “squated ™ and s of 2 distinctive chour, cach butean hav-
ing a special colour) is sent to the Natiafial Central Library to
be incotporated in the master catalogue.” The transportation of
books between the libraties is by catrier, as this has been found to
be considerably cheapet and frequently more speedy than by post.

A national committee on r€gional co-operation, consisting of
the chairman and secretary, ofieach regional system, together with
representatives of the National Central Library, the Carnegie
United Kingdom Trust,»and the Library Association, exists to
co-ordinate methods\i&rcgional co-opetation and to advise on the
formation of nevisystems. It is through this committee that the
methods of thé\yarious bureaux and the stationery used are the -
same 2s that>used by the National Central Library. A similar
form to Figute 69 is distributed to all participating librazies. -

Whed this form is filled in, particulars are entered on a § X3-
inch\gatd or in an exercise book ruled for Date, Borrower’s
Natoe' and Address, Author, Title, Date Received, Expenses,

Borrower Notified, Date of Issue, Date of Return, Book

~ Returned, Rematks. The columns are filled in as each stage
N/ of the transaction is completed,

When application is received at the bureau, the catalogue is
consuited and requests for the book sent out. ~The library pro-
viding the book charges it to the borrowing library in the usual
way, and may, in addition, keep particulars in an exercise book.

A similar form to Figure 7o is sent out with each book, and on
the return of the book to the library which lent it, is returned
endorsed as a receipt to the horrowing library.

The library which borrows the book sends the bortower 2
bespoken postcard and makes the necessary charge to covet
expenses when issuing it to him,
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A similaz, but larges, scheie for the West Midlands is worked F
from the Birmingham Public Libraries, and a scheme for the Home =~

Counties has been established. _ .

Inter-availability of Borrewers’ Tickets.—Many librarians
- cherish the hope that the library movement in this country will be
. so unified that any person possessing a library ticket may walk

into the library of a town in which he is staying, and on showing -

his ticket, be allowed to borrow books.  This ideal is already being ERRE
Several libraties have made known their willingness to hogoue’ * -

realized.

the tickets issued at other libraries providing that these librades -
reciprocate. A clause to this effect is included in the néw'bye- .
laws of the Sheffield Public Libtaties. By April 1930 twenty-nine .
libraries had consented to honour the Birminghamm ¥ickets, and =

at the same time eighteen libraries had consentedite’ honour the. - o

Oszford tickets,

Branch Libraries atd Pistributing AgendeS.Q'Evgf'y_-__'_'__” -

librarian has at some time to face the problept of the cxtension of -~ -

his libtary services to meet the growing=eeds of his district. - The

three most important considerationswhich affect his decision are . -
the type of service to be provided, dts"scope, and the geographical ..
position of the district, and theseiare themselves influenced. by a -

number of forces and conditions which differ in every town. .
One of the most important&ictors which determines the establish-

ment of an extension sexfice is the density of the population. If- -
the population is. patciyror sparsely distributed over a large atea, .

several deposit or cﬁt}ibut{ng stations are better than one branch

library. Oan thedgther hand, if the population is dense, it is better - RN

to provide a feyrlarge libraries. Not more than one mile shonld

separate any™{wo library deposits, whether branchc.sor.deposi’t.' T

stations. 7\

work{it,

Th%\}Jcii‘éition of the branch greatly ihﬂuenccs_fhe? amount of |-
an do : issues are usually greater at libraties in residential . -

thap\in purely business districts in the same town. A branch .

- Jbriry should be placed in the centre of the district if possible. It -

Ve )’ﬁa? even be an advaﬂmge to experimc_ﬂt with tempomry qUart?ts. :

until the best position is found. : 3 . The);; RRBEE

Fout agencies are used in extending the library sexvice.

are: (1) Travelling libraries ; (z) Delivery Stations ; (3) Depost
Statlons ; (4) Branch Libratics, - These may be used separately .. o

or'in combination, It frequently happens that a _'bm‘:h hbrar}’ :

has evolved through each of these stages. -
Tte Travelling Library.—In places where t

hete IS z limiteii_demand S
for books, and where it is not economical to provide 2 peijmanc}x:t- N
. collection and 2q assistant to issue the books, twelve to fifty hooks T




Fi1G. 77,—Facsimile of Catalogue Entry, (Original 87 4"7)
The aumbered squares are mscrv_:d for the vatinus co-openating libraries in the scheme.

A
2 "
m zv I or [ L3 nn.\ \Iun 5 rE 13 ze 1€ ot oz
m * ..“\\3 * ¥
T 14 *E £TE L 0T Ak L a3 113 113
M %E iz o T s..n Ll
M 1 1 T 1] ot u” v h“ L B & 4 W. u—M .-..
!
=
=l
— 4
S * (£10T00g 1¥Bg, USTI3008) “feal
Z - J0SaJ9° W AQ ‘D9 {GLGT uT 41TAdwod “erNing Juol oluf
W 1IPIASD ‘sSnuUsA jJo janed syl 3TITE? Hmﬁ:m.hp suy
A : OE, “ANVTION
INYTI0H : ( \\
. “\ |
2 ) : ms\



{a) Witc Boale Support for wooden shcl&és.\ Made by Demco.
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(&) ‘The Non-losable Support. hiade by The Libraty Dureatt.

Prare XV.—Book Suppotts.
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may be deposited for a few weeks and then changed. They arc
. kept in boxes and left in the charge of such people as schoolmasters,
clergymen, and club leaders. The system has been used a good
deal in America, but in England it has been confined mainly to
local societies and to school library systems.

At Manchester, in order to provide a book service for new
districts pending the building of branch librarics, a large road
vehicle, measuring 19 fect 1o inches, exclusive of driver's cab,
has been equipped as a travelling library,  The two sides of the
book-bus are shelved with books, and at the back a small connger
has been built, on either side of which are the entrance and,gx‘it.‘
The bus visits certain parts of the city at specified hours duzing
the week for periods of five hours, and obtains its electriedighting
from the street mains., A stock of 1300 books is c@ried, and
is replenished from a special collection of 4000 bedks, which in
turn is kept fresh by loans from other libraries.

Delivery Stations.—In places where circulation)ss not likely to
warrant the expense of a branch library, a&d‘ where a travelling
library or deposit station is not practicable) delivery stations are
sometimes opened. ‘These are bookidepots where patticular
books from the main library stock magbe asked for by people who
find it impossible to go to the libraggy ~ The agent in charge of the
station forwards the request towthe library and holds the book
until called for. The “charge > and all records arc at the library.
Delivery stations are frequéntly placed in shops; and the pro-
ptietor recetves compensation by an annuity, by payment for every
- book issued, or mercly\b(y the additional trade which it may bring.
The disadvantages of the system are these: the borrowet has to
depend on the catalogue or his own book-knowledge ; if the book
asked for is not in'the substitute sent may be of no use ; two visits
have to be mdde for every book; and what is most important,
there is nd contact with library assistants or the books. The
5?;3;11‘? 13 metican, and, T believe, not practised in this country
At 23a0N

( Reppiit Stations—A deposit station consists of a collection of
ttom fifty to two hundred books placed in such 2 centre as a
fa(:.tory, hospital, tenement, school hall, institution, fire-station, or
prison, and the books are available fot issue during cettain hours
of the day. Like travelling library deposits, they are in the charge
: j’f the person responsible for the place in which they are located,

- A deposit placed ina factory is usually very successful, especially if

© managemept shows an interest in it; in fact success depends
on the enthusiasm of those responsible, and the degree of co-
Oizlﬁmtlo_n With the library. Tt is usually found that the issues from
fl Cposit in a factory are high where the welfare work is successful.
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In many places volunteers issue the books; but it is more satis-
factory if a library assistant attends for this purpose. '

Branches—The branch library is the most highly developed of
these forms of distribution.

It has been estimated that? a branch library should be provided
for every 25,000 to 40,000 population.  As the maximum influence
of a library is said to be within the mile radius branches should not -
be closer than this. . .

Branch libraries nced not necessarily occupy entire buildings—<
although it is undoubtedly better if they do—but may be placed -
in reated halls or rooms, ,\‘ e?

They have permanent stocks of books (sometimes supplemented -
by loans in bulk from the central library), they are open ‘most of g |
the day, are staffed by library assistants, and arc oftenfully equipped: :
for all forms of library work, possessing lecture halls, refetence
collections, study rooms, children’s departments,Nand magazine and
newspaper rooms, . The routine methods a@,thosc of the whole
system. \

A recent development of this wosh(in® America has been the
establishment in the very large cities(gf what are called regional
branches, ‘These are branches comprising reference, childrea’s,
magazine and lending departments, the latter with a stock of not
less than 6o,000 books, whichwgt as centres of supply and direction
for the smaller libraries within a certain radius, There may be
three ot four such librasies'in a city. The smaller branches send
reference queties tq the\respective regional library, which in turn '
forwards them to, the chief library when unable to deal with them.
The regional libfaty acts as an advisory and supervisory agent, a5
a laboratory wheéte new routine methods ate worked out in detail,
reports bejag.8ent to the chief library, and arranges exhibitions,
publicityagud window displays on behalf of the smaller branches.

 ThelAdminisiration of a Library System—For the effective
admigistration of a library system consisting of 2 number of branch
Libiraries and other agencies, there must be a certain amount of
(“centralization, but only enough to ensure a satisfactory and
efficient service. Centralization insures uniform methods and
requires the performance of important work by a specialist staff.
Such work as classifying, cataloguing, the keeping of statistics, the
formation of rules and regulations, and book ordering, are best
done at the administrative department, which is the hub of a system
of distributing agencies. Book selection (subject to revision at
headquarters), binding, book processing, 2nd decisions depending
on lacal policy and conditions, should be left largely in the hands
of the branch librarians, '

! Easttan, L. A, Branch Libtaries and Qther Distributing Agencies.
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~ In systems whete thete aré a number of branch libtaties adminis- -
teted from a central office, it.is usual to appoint a supervisor

of branch libtaties whose duty it is to see that the work of the
branches is well co-otdinated. = The unjon catalogue, the exchange -
service, the allocation of books 1o the various libtaries, the with- -
drawal of books, staff matters, binding, biack-listing, and teports

of various kinds are all under his supervision. He secs that the _
policy of the library is carried out in every department, and for =~

this purpose he visits each branch periodically, making outa™ . =

report on the state of the building and the work, after cach visi.
. Routine Wark in comnection with Distributing Agencies—Routine.-

wotk and the kecping of tecords in conncction with théyarious =

distributing agencies depends on the type of agency,sthe amount _
-of wotk done, and the people issuing the bepks—whether -
volunteers or staff. _ I AN -
When books are sent regulatly to such plasgs’ss factories, tene-
ments, literary and sclentific societies, almghouses, - convalescent
homes, etc., and when no special needs hiwe to be sopplied, each -
~ box of books can be sent from one statio to the next immediately
after checking and examination of thie\Biooks for repairs. As it s
essentlal that no title be duplicated jnany box, it is best if the books - . ™" -
are selected from a special exiegsion stock.  ~: - . B
The Hprary’s record of ail Yecks sent to such centres may con-

sist of the ordinary librarg~book-cards, of large ones similar to = 7~ "

those sent with the bopksy or simply a list of the books. - A list
-should be made in duplicate of every batch dispatched, one copy
being sent with th@ bocks and ‘the other retained at the library: -
this enables the person in charge of the centre to check the batch

on receipt andywhen returning it. A hole should be punched at. o

the bottom(of the book-cards retained by the libraty, and ‘a Jock-
ting insefted so that none may be lost, each packet being kept in-
. .a clothCovered cardboard box similar to a map case, withalabelon.
the ,ﬁf&f indicating the number of the box, and ruled similar to the
" issue cards to indicate the centres to which the batch was sent and
- e dates of issue and return. ‘The issue catds are larger than the
< Jordinary book-cards, and are ruled for Naine and Date Due.

X there is no organized service of this nature and only 2 few
batches of books are occasionally lent, the ordinary book-cards
may be kept in-bundles in issue trays with 2 card at the front
stating the number of books, to whom lent, and when due for _

© - return, T SRR
- ' When 2l charging and recording is done at the administration. -
‘department  the agent at a-delivery. station simply signs for the
. teceipt of thebook. . . - - : : R
Following an impetus given at the conference of the Library -
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'"PUBLIC LIBRARIES.
LIBRARY EXTENSION SERYICE.
)« PO——
BOX ISSUE CARD.
BUEROP oo orcrmeescssecesnssssmssss s ssanis s s s ssmssssssssssssens SO
THELS oo erermnrs s ssecsmrssssssanrs e D
Book NOw.co e eneenemrnns . N
Date of “’\ Date
Lssue Nasmt oF READER Retuened
,,cdx;;rfnur.n OVER
S
N
< \
xt.\"’

~O7  PUBLIC LIBRARIES.
LIBRARY EXTENSION SERVICE.

This Pocket is to hold the Book Issue Card
when the book 18 not on loan,

When a book im issmed, the date of Issue and
the borrower’s name is to be entered on the Issue
Qard, which should then he filed until the return of
.the book, when the date of retmm is $0 he eniered,
and the card replaced in this pocket.

- P16, 72 -Book~P0cket and Book-Card used with the
- ension Service.
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Association in 1930, several muricipal libraties _n:o'w maintain sinall
libtaries at Iocal hospitals. A small manual on this subject is being - -
issued by the Library Association.. -~ . = o S

At deposit stations and branches where there are permaneﬁt e

stocks the method of issue described in Chapter VIT is used.

Adolescents and the Intermedijate Library.—Some librarians = .

assert that children should not be transferred from the children’s
libtary to the adult library at the age of twelve or fourteed .

but that they should be introduced gradually to the larger adult . . .

library with its stock of mote difficult books, “Thus has come aeut

the intermediate library, through which the children wigh pass . :
before becoming regular borrowers in the adult lending Tibrary. -

It is stocked with some children’s books, with selected‘adult books, -
and with books of special value and interest to adolebcents. " But
not only are the books in this. department apailable ; any book
may. be obtained from the other two deparimients. - Special exhi- .
bitions or loans of books on popular subjects from the other .’
departments are also made from time to timé’ When theindividaal -
so desires, he can pass on to the addlf\library.. The intermediate .
library i3 wotked as a separate depastment, baving its own staff
enclosure, Intermediate librariesiof this type are in use in only
a few libraries, 'The idea wasfirst put into operation at Waltham-
stow, and has proved very sagisfactory. . .
Where junior, intermediate and adult departments are placed.in -
one toom, adults should\siot be allowed to wander into the juniots’ -
department for bool®for themselves. =~ - o
Child borrower&bmctimcs lose touch with the library when =
they leave schooly One way of preventing this is to introduce -

them to the adalt library by showing them over that department in 5 )

' groups, eg(plafnjng the facilities of which they can avai’l thc{:nsclves R
if they wish, and inviting them to continue using the libraries. -
An&\htr method is to write a personal letter to them, treating
theres adults and pointing out the advantages of the library to
. yaung men and women.  Such a letter can also be addressed to
¢ members of evening schools and to .older scouts, guides, and
members of similar youth orgaizations. :

' ich there are two or .-

Inter-branch Loans.—In a town in whi 7
. more libraries there should be a scheme by means - of which a
" borrower who asks for a book at any library can have the book -
. obtained from any other library and sent to the one most con-
venient for him to use. . Such a systern gives the mazimum amount

_ . Books wanted are inqguired for by telephone or by the method

o be described, and are charged by the lending library to the . . - -

o botrowing libtary by Wr’iﬁng the initial Qf the requesting library
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on the book-card and dating it. The label is dated as usual, the'
next space is left for the stamp of the issuing library, and ““ Loan
to” and the initial of the borrowing library written in the third
space. The borrowing library makes out in ted ink a temporary
book-card on which to charge the book to the borrower, indicat-
ing from which library it is borrowed. The borrowing library
will count the issue of the book, because statistics are kept primarily
to show the use made of the library, not of the stock. In additione,
the number of exchange books issued each day is entercd in red
ink in a column of the issue book headed: Excnawncr. , (This
number is of course not counted ia the total, it having already been
done. O

The conveyance of books between libraties is direct or #ia the
central libraty, according to conditions. Several grgthods are in
use. In small systems janitors ot assistants cary them, or they are
sent on trams or buses in wooden or compaosition boxes, canvas
bags, or parcels covered with waterproof mytappers and tied with
rope. Corporation tram or bus servicgs‘often carry such parcels
free, 2N/
In large systems conveyance i, by a small van fitted with
divisions, each measuring abouts1® inches square, one for each

library in the system. oY :

In 2 large system of mang'branches all the arrangements for the
interchange of books between the libraries are made from a centtal
office, which may be eithet the central library or the administration
department, ‘This¢office must have a telephone connected to all
departments, andha Union catalogue of all the books in the branch
libraries of thesystem,

When a botfower asks at any branch for a book which s out or
not in stofk,"a request form, similar to Figure 73, Is filled up. A
separatd form is used for each book. The form is sent at night
to theweentral office where the title is checked with the union
catalogue, a stroke being placed through the symbol of every

- o {ibrary possessing a copy. Inquiries are then made by “phone,

< Jfirst at the libraries preceding the requesting library on the van

route, For every library which cannot supply a copy, the stroke

is made into a cross, When a libraty replies that a copy is in, the

 stroke is turned into an “ R ** and instructions are given as to which
library the book is to be sent. '

This is done first thing in the morning. When all the inquiries
have been made, the van commences its journey to the hranches.
If a book is not available at any library the slip is returned marked :
“ Not available at present.” All requests for books not in stock
ate considered as suggestions for future purchase. :

Where there ate only three or four branches, assistants can them-
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| PUBLIC LIBRARIES.  EXCHANGE REQUEST. - |

Author...........cccoc..
e TS B U1
I A 21 S

BOITOWEE'S  NAME........ooooeooerrovciemene oo oo e i
Address
Date ..
Thts spacs is for official use only. '
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R
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B
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N
L

C
K
T

B
L
S

1=DBOSSESSES, K=OUT, N \ 'rimREQmsrﬁoNEp.

CAAVHErY

PUBLIC LIBRARIES, (O © 'EXcmNﬁE'REQUEST.

= S _._,_\

Use the OTHER\m’de of ﬂzis slip if you Want # particular L

book. This/side is for appﬁcation by subject only.
—— \X - :

8uhject requgred _ _ _ _ _

_I5-Text-book, state if Elementary or Advanced.

PR

‘Borrower’s Name.

Ad_d ress.

Fre. 73 —Request Form used in connection with the
Book Lxchang\c Service,
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F

selves telephone the other libtraries. But in otder tb be ablehto da

this a union non-fiction author catalogue must be placed at each i
library, ‘This makes cataloguing more expensive, but enables an S

assistant to tell 2 borrower immediately whether or not a book can
be obtained next day.

This inter-branch loan scheme gives branches with a compara-
tively small book stock a service which cannot be surpassed by
the largest single public library, Not only are special collections

¢ormed and housed where most needed, but expensive books for{ ™

N
£ N\

"\

CENTRAL LENDING LIBRARY,.\

To LIBRARY. \
| N
S

S 3

'The above book, for which, §ou recently made an

exchange request, has nowwheen added to the Central
Lending Library. If yout botrower still requites the
book, will you pleas\eiéend anothet request slip ?

>
FiG. 74.—.A’Form used at Birmingham in cennection with
{7;" the Book Exchange Scrvice.

which thcré.hxay be only a4 small demand are bought very spar-
ingly ati&p’laced where they will be most used. This leads to
_the utmost use of such books, and makes it possible to provide a
wider selection of titles,

&\ Resurn of Books to Libraries other than those from which they are
Yorrowed—1t is convenient for people to be able to change their
books at any library in a system, irrespective of where they
borrowed them. Most libratians allow tickets to be used at any
library in 2 system, but there are few who permit books to be
returged at a library other than that from which they were
issued, :

With the Newatk system of card charging little trouble or incon-

" venience is caused by returning books at a libraty other than that

- from which they were borrowed, providing that the borrower

E carries his ticket.  In order that the books can be discharged within . RS
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a day or 5o and to avold sendmg unnccessary overduc nottces, L

there must be a rapid retuen service to the i Issuing library, "

Vitz, in referring to the interchange service, says? that. “ the
Browne and most othet systems do not make this possible, except” © - -

by the use of an additional universal or inter-branch card.”

The following description of the imethod in use at Croydc.nn,"_' o
where the Browne chargmg system is in operanon, shows t_bat it

is possible,

Borrowers are permitted to return a book at any hbraxy ure:--\

spective of where it was borrowed, The two essentials for otk

ing the scheme ate: (1) a daily carrier servlce, and (2) telephnjmc

communication between all the libraries in the system. . | \/

When a book issued by another libraty is returried, the symbol': '
representing that library (e.g. S. for South Norwoo,dj i written'in
the top right-hand corner of a pmk slip (the same size'as a borrower’s .. .

ticket) and the borrower’s name just below it \\THe library which .’
issued the book is then asked, by telephone, to discharge it. .- When

the borrower’s ticket number is given t]\ﬁ)u b, lt—togcther with -
any note about vnpaid fines; expired fikets, etc.—is added to the

pink slip, which is now used as if it Wexe an ordinary ticket. - The

returned book is put on one 51de, to bc sent to the hbrary Wh.l(:h_ RENUR:

issued it.

At every library an ordcrly boatd is fized agamst the wa]l near :
the telephone. It consists 'Df 2 number of little boxes called .
exchange boxes, open: a%he top, one of which is reserved for each . -+ <

library in the systemed

ach box contains three guide cards, the ...

- front one heing lcti‘s;ed TICRETS TO COME ; the middle one Books .

TO COME ; and th‘e reat pne TICKETS TO BE SENT, When'a. boock, -

- which has - heét feturned at another library, is dischatged, the. "

* book-card i§ ‘placed behind the guide Books ro coms:.in the .

- exchangg.] hox lettered with the symbol of the libtary at which the E
book: has.been retutned, and the ticket is placed behind Troxers - -

~TO BESENT in the same box..
chatpe is placed in the soiting tray in the ordinary way. .

i «ha\w been counted, it is put behind the guide TiCKETS T0 COME  * .
_in the exchange box bearmg the same symbol as that on thc top of S

7 the pink slip. \
- Every morning the t1ckcts and books are sent to the ].lbranes

e -:"requmng them.  When the books are received, the book-cards, ©

' “are rémoved from the exchange box. and inserted in. the books.

“When a book has heen issued, the
After it o

o ‘As soon as the ticket.is received, it is placed behind the. pink slip. .- - -

and inserted in the fsste according to the date of return Wh.lch was .' _
stamped on the piok slip when the charge was rnade e

" No. =1, 1914, pp. 9, 21; new edmon p z0.

-1 Vitz, C. P, P." Loan Work Proprint of Mamml of. lemry Economy,
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Sometimes botrowers teturn books at libraties other than those
from which they borrowed them and do not take other books.
Some receipt for the book must be given, and as the usual one—
the borrower’s ticket—is not at the library, a temporary ticket,
called a white slip, is issued.

Owing to the amount of space occupied by the exchange boxes

and “ branch  shelves in the staff enclosure, this scheme can only
be adopted in 2 system with not more than fout or five branches.

N
AN
NS ©

CROYDON PUBLIC g >

LIBRARIES.

217 2

A\

RN
Your ticketi

No. .Asvat

’ ~iﬁ)rary.
But you may obtaif a book
at any of ghé;'Libraries on
presentatio;i of this voucher.
To prevent error the bearer
AN .
shounld state the name on
l:hb ticket.

N Date
O3
\M

. z"\ Fra, 75.—A White Slip.
Sq'cilled to distingulsh it from the pink slip osed in the same scrvice, These slips ate cyclostyled and
sttde tneo litde pads by gluing a strip of linen the width of the slips o to the piece of card which forms
#the/base of the pad and on to the top edges of the slips.

) 3

Special Issues.—Ha!:'b’qy Issses.—Holiday issues are of two
kinds: those which permit a borrower to take away more than
the usual number of baoks from his home town, and those which

petnit a temporary visitor to borrow from the library at a holiday -

resort on production of his home town ticket, .

Some libraries do not permit borrowers to take away any addi-
tional books for the holidays, while others have no limit to the
number which may be so borrowed. The period for which they
arc lent varies from two to six weeks.




SERVICE. TO BORROWERS. 179

The book-cards of holiday issues may be chaﬁgeci._togcther 'of Co

separately. " If together, the first. charging .symbol should be - -

) _ S -y Croydon,
is a registered borrower of the Croydon Public Libraries,

- Mr—Mnzs-—Miss

. weekfs. I recommend that the Applicant ben"
admitted as a temporary botrower from the Public Librazy,
on tepeating hisfher signatute to the Declaration at the Pack -

who is proceeding to - on a visit of(Y

_ of this card. o AN
Holiday address: o .(Sigged) ~\\ "
. L - \\ Chief Librarian, :':'_ L

- I hereby undertake to _ébide by the mules and r¢gulatipné |
governing the home-wse of books at . . and
. not to allow my, tickét to be used by any other person.

' :.\"XSignedhli_n presencet ifvft:l;e_'l,ibrariag of Croydpq 4o
.'_~'§ or his r.eprc_e.sen a _ ) oo
N . (Signed in p_résence of the Libratian of the Library

: — ‘named above ot his representative.)

' Fre. 76—Holida Voﬁchex issued to Croydon Residents to
: gnable them {0 botrow Books at Holldg.y Resosts.

" placed in front (so that the discharging assistant shall know where
. to find the charge straight away), and a stip of paper beating the
- words Horrpay Jssue and the date due for retutn insetted, :
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" When more than the usual number of bocks are issued on one
ticket, it is usual to make 2 condition that all the books must be
returned together to save inconvenience in discharging,

A scheme was started many years ago at Croydon, by means of
which a borrower fills up the form illustrated by Figure 76, and
takes it, when signed by the chief librarian, to the library at the
town where he is spending his holiday. There, an ordinaty
ticket or a slip similar to an application slip is made out and the
Croydon borrower permitted to use the library, This arranges,

N

¢\

The accompanying card, signed by the Chief Librarian,
and by the ACFElicant, must be taken to the Public-Library
therein named by the Applicant in person, and on again signing
the requisite Declaration at the Library, a Bogtower’s Ticket
will be issued to him/her, on which books. meay be borrowed
for the duration of the stay. As the privilege is a courtesy
one, and is granted on the signature oF the’CE.ief Librarian of
Croydon, it is hoped that the local\gules will be punctilionsly
observed, and any fines or other dugsiicurred promptly paid.
The ticket must be resurned to the Library before leaving the
towi. N

N

R

£

Fi6, 77.—~Instruction{Slip issued with the Voucher illustrated
¢by the previous figure,
"N
ment still works ch satisfactorily, and only a very few librarians
refuse to recognize it, Together with the voucher, the borrower
is given an ifstfuction slip explaining how the voucher is to be
used, ) '
Mangthpliday resorts allow visitots to nse their libraties without
any i;t‘y%duction of this kind, At others they are considered as
nofistesidents and have to pay the usuval nonp-resident subscription.
b others they pay a special fee which varies from one shilling
2 week to three shillings for three months plus a deposit, and
may be as much as a pound. At some libraties any visitor may
botrow free. If the stay exceeds three months, he is considered,
. in some towns, as a resident, and is accordingly entitled to a
resident’s privileges, When a visitor proposes to use the library
for several months, it is advisable to make out a ticket ; otherwise
books ate issued on temporary tickets or slips of papet.
Study Isswes—It should be possible for students, teachers and
ministers to borrow more books than the otdinary reader. Six is
a reasonable limit for a special study issue, There should also be
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- an extended issue period duting which books may be tetained -
without fines accruing ; a month or six weeks-is usual, with the
ordinary tenewal facilities if needed. Populat books and fiction™ = -

~would under ordinary circumstances . be excluded from such |
privileges, No ticket is usually tequited for such issues, the name . -
and address of the student being written on a piece of thin card. -
projecting about an eighth of an inch above the charge.. = -

As tie date wili differ from that used for the ordinaty books,.
it should be impressed with a revolving date stamp to indicate gg™ .
the discharging assistant that it is pot an ordinaty issue, care being. . =
taken to see that the date is also stamped on the piece of cdrdjior - - -
overdues will be sent long before they are due.  Ounly books)which - - -
will be used and returned together should be issved in-this way. . . .-
'To people who may need mote books than theieickets will ..
ordinarily aliow, but who do not need all the books“for the same =
extended period, additional tickets, up to five in hu’mbcr,' are so'mcu:-. o
times issued. A special application voucbgr‘ (see- Figure 43) s /.
used, and all books issued on these tickets ateconsidered as ordipary = -
issues and are subject to the same rulcs.~§ N
Some libraties make no provisio\of this' kind at all ; others ™ -
issue additional tickets as a special.Concession only Wwhen asked . -
to; some issue a limited numberiof such fickets and others have- -
no limit at all. Tn at least gicilibrary whete a charge is made for . .. -
the gencral tickets, the suppletnentary ones (to the nuimber of five) = - -
are {ree. . A . el e
Privilege Issue.—AgGany of the libraries at’which lectuees are |
regularly given, it’\'g»'.t\he ptactice to exhibit a number of books on-
the subject of thelecture and to issue them with or without tickets..
When this j_sdones the person taking the bo'ok IS.:aSkEd-_tD wilte. - o
his natme afid“address either on a piece of paper the size of a-: -
botrower$yticket, or 2 special privilege ticket printed on thin-
 papety, @ on an ordinary voucher. < The book is stamped with 2~ -
diﬂ'cr%h coloured ink from that ordinarily used, and a tYPffd"_
| _ar‘printed form such as that illustrated by Figure 78 Is inserted in - - = "0
. fhe'book. If the person.does not possess 4 library ticket, a VQuChfr B

- € Valso is inserted. The charge is afterwards worked into the day’s

issue. Books issued in this way ate subject to the rules of the -

. An extension of the privilege issues made at libraty lectutes
“is the supply of books to individual lecturets or to societies or
* organizations arranging lectures in the town. The loan so made ;

" misy consist of a number of specially sclected ‘books, those mot. ~ -
© issued being tetutned to the library next day, or it may consist of .
-~ a number of books sent at the beginning of 2 coufse and retained

" uritil the series of lectures is completed. To- the-formca: case t_he
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(2) Automatically—In America books are often automaticaily
renewed by stamping fourteen-day books with the twenty-cight
day stamp ot by writing “ Ren.” below the botrowet’s number on

Pﬁblic Librares.

RENEWAL FORM. O\
e
T the LIBLarian ... ..o ococccomommsesmesremssssessesoeeess r,ﬂ}%\ibrary
Please renew Book, number..... Author.. ., »,\‘ ......................
Title e
. _ K
Date due for et ..y \, @ 2
Name of borrower.... .’" .......
Address : I\,
Date \:\ Renewed to

\

A fresh form r;):ust be used for each book.

PN . .
Please kegp this form until the book is returned.
- NV .

_ Plcgs%foduce this form at each renewal, and when return-
ingvfhe hook.

N
3

N\ Fic. 79.—Renewal Form,

Size 5} K 4"

the ‘book-card. ‘This indicates to the assistant who writes the
overdues that the book-card must be inserted either in the issue,
fourteen days ahead of the date stamped on the book-card, or in a
. special renewals file. - As far as I know this method is not used in
- England, except when making holiday ot study issues.

The way in which the issue is sorted and the various routine

"




i

¢ - reserving fiction. At the first library, all Books (&

" which h%,ire been published less than.ten years) can he bespoken,

- 'a charge of twopence being made
--all books may be reserved, & charge o

" as reference books by members of 2 Unlwersity Extension or other

-we talk of bespeaking or.feserving books. . :

“have “ put theit names down.”” - .

SERVICE TO BORROWERS

methods in use in individual libraries will determine the method of . o
counting renewals. ' R S AT

Reserving Books.—The old objections against reserving books -
do not nowadays carty much weight, - Ope of these. was that .
class distinctions were made between botfowers who could afford .

“the coppet ot two charged, and those who could not.. -Another-

was that, while books wete waiting to be called for, they were .
out of use. A third—this time from the Hbrarian’s ‘pdint of
view~~was the enormous amount of work i ertailed for thel™
If nnable to teserve books many borrowers find it impogsible.
to obtain those they specially need, and become dissatisfiéd)with
the library service provided, . AN
Books can be reserved in three ways: (1) by kesping books
which are on the shelves on one side for a fow ddydy or sending
them to another branch to be called for; (2) by traigg single books
in the issue for individuals and notifying tlkem “when the books. .
ate returned and ready for issue; and (3)/by“stopping all ‘books -~
on a patticular subject and keeping themaat the library to be used- ., .

study course, or by reserving them for'foan only to such members.

The first method comes nunder the heading of inter-branch loans, "
and is desctibed on pages 173-1707 the third needs no further eluci- -,
dation. The second method\ s the one usliall_y.refetrcd to _V'jl_'hﬁ‘#l S

Becausc of the extral wotk involved, many iibrarians r&:fuse'to___ :
reserve fiction, burdf the special collection of fiction described on -
pages §1-52 is kept,%\c reservation of * classical ” fiction causes no -
difficulty. ‘Theméudre books which are often asked for, but which -
cannot be calledl literary ot © classical,” and which sre thetefore =
sot included”in this special collection. . Ia order'to permit .
borrowefs W6 reserve these books, but at the same time to prevent .
long ;§s" of reserves for:new and: popular titles, a ban__ma’_yhbg o
placed“ on the tescrving of books which have been publishe AR
within recent years.  Fiction should not’ be reserved unless a-

“Sifficient aumber of copies of very heavily resesved books canbe” -

‘provided to mect the demand: Tt is better to let people fake ﬁllw
chance than to keep: them waiting for th_rctB 'I__nonthg gf;er. ey
' i O e e partial ban of
The following figures show. the effect of the pa}r{tciept zﬂvds
for any book. At the second, 3'_ N
of one penny being:ma_de for -

fiction, non-fiction being free. - - -
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' Tiret Libeaty.  Sccond Libtazy.
Total books reserved at Central Library

during one month G2 540
Income from these rescrves . . 108, 4d. £2, 55,
Total issue of lending library boaoks

during the same month . . 20,903 24,124

OF the ten reserves taken at the sccond library on one particular
day, only four were noa-fiction.

BESPOKEN BOOK. O\
7'\

Class No. Date A
Author Due back "G
Title R4S
Accession No. Book stopped
Botrower’s Name A
Address AV
Taken by Issue., g&p., withd., res.
Postcard sent +0td. bd., bindg.
Issued R 3 Rep. to L.-i.-C.

Elé.\80.—A Bespoken Form.

Bespoken

s

N Fic. 81.—5lip inserted in charges of Reserved Books to
~\/ remind the Discharging Assistant to put them on one side.

At most libraties some charge is made for this service, and the
usual amount is one penny for each book., Some librarians reserve
non-fiction free and one or two reserve fiction free. In both
czses'a charge is made for the other class, .

The usual method of reserving books is to use a §- by 3-inch
slip similar to Figure 8o, which, according to its position behind
guides in the resetve file, indicates the stage which the reservation
has reached.

The assistant tesponsible for the work takes the new slips every
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motning and traces the books, fastening to cach charge a dis-

Croydon Public Libraries.

BESPOKEN BOOK.

inform you that the above;f}’l:':ook is
not available " for ghe)” following
reason t— o\

cannot be replaced

It is. b%mg re-bound and may
not be ).vallable for some Weeks

</
£ )
Ve \ud
$7
&/
4

\O
Q

. \\ iunded on presenting this card.

CA 1000, o,l’c. 13-4-28.

The Chief Libratian reggét's to

It has been discarded and

\5’{"'- The Bespoken Fee will be fe-

FrG. 8z,—Notification sent when Reserved Books are not -
available.

tmctwe.ly coloured strip of card with RESERVED boldly P‘—‘mt@d ot .j .'

written on it.
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_ If many reserves have to be searched for, duplicate lists of the
charging symbols may be made, and a copy given to each assistant
to check a few trays. ‘The slips for books which cannot be traced

in the issue ate then handed to the assistant responsible so that-
he can check the other places indicated in the bottom tight-hand

;" -cotner of the slip, ticking off each one as he does it. When the |
.. book s traced, the result of the search is written on the slip, which

AN

From Tue Pusuic Lisrary, Town Hacr, QxBORD.

N\

~ The Libratian regrets that

\J .
‘reservci by you, is worn out

and unobtzinable in an edition suitablé':for library putposes. ,

" Should you cate to rescrve afdther book, either by the same
‘or a different author, and will let us know before...oonoorin

we shall be pleased to dotify you in the usual manner without

P N\
. extra charge. X
Fic. 3;.\4—;_An0ther Notification sent to Borrowers when reserved

& ) Books are not available.
. \'\\ -
... - Is thegfiled behind the guide StorpED, NoT AVAILABLE, 0r BINDING,
- .a8\the case may be. If the book is withdrawn and cannot be
_:'X_sc“placed, or is at the bindery and not likely to be returned
for some time, a notification to this effect may be sent to the
- botrower, T ' '
__ When a reserved book is rétutned, the assistant knows by the
.~ slip in the charge that the book must neither be renewed not put.
. into circulation, but must be placed on the shelf for reserved books
. in the staff enclosute. ' A notification is then sent to the borrowet,
. and the slip is placed in the book, where it will remain until it is
. ¢ Issued, when it will be stamped with the dater, and re-filed in
.+ alphabetical order behind a guide ComprErED. If the book-is.
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L peserved again, the new date due must be entered on the next

only,

slip in the file.

.Croydon Public Libraries.

BESPOKEN BOOK.

@
The Chief Librarian begs to

inform you that the abo;r’g\\%ook is

now available, and will e’ reserved for

you until § p.m. on...e

at the L Libraty.
e.{N
N \“

P{e:asé bring a Reader’s Ticket

og\x,\éﬁother book in exchange when

,':Q’ifj;lying for this book.

\ NS
71N

The Lending Libraty closes at
I p.m. on Wednesdays.

C.A. 3000, ol 16529,

Fr6. 84.-—Notification informing Borrower that a Reserved
Book is available, '

Resetved books are usually kept for 48 hours -
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In some systems the notification cards are received from the
printer numbered with running numbers. These ate filled up
when books are reserved and fees paid, and serve as receipts. -

Please return this book as
soon as possible, as several

readers have reserved it. . e

Fi6. 85.~Slip insetted in Books which have been bespken.
“This is a useful practice when there ls a long waiting list fora pnuicu{r;]:éok.

N
¥ '\ :
Cardiff Public Libraries.
Book No Authbr..
Title N
Borrowed “Due Back

PLEASE RETURN AS SOON AS POSSIBLE,

Z \

Since other Jibtary borrowers have bespoken this book will
you kindly return’it as soon as you have finished with it even if
your time limit bds not expired. : :

The}s?ai‘ty co-opetation of our readers is desired in order
to enathh'& ibrary to meet trequests for books in great demand. .

N

HARRY FARR, LIBRARIAN,

- Dl

£ Y

F16, 86.—Postcard sent to Borrowers who have Books
which have been hespoken.

This should net be done as patt of the routine of rescrving, but only in exceptional
circumstances, as the cxpense is preat,

© When books are popular and there is a long waiting list, it is
useful not only to ask the botrower to return the hook as soon a8
possible, but also to insert a slip in the book similar to Figure 85.

A letter or postcard may be sent to borrowers who have be-
spoken books which are overdue, asking them to return them, as
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- other bortowers ate waiting for them.- But this is an _'.exf;ehsive

practice, and should only be done in exceptional cases, ~ -

When a reserved book i§ issued througha branch library, én'd. S

there is a waiting list for it, a useful procedure is to enclose a note, -
similar to Figure 87, to the branch libsasian,: . - . - -
- The Loan of Periodicals.—Most librasies in England lend

periodicals for home zreading after they have been removed from o

Cl155 erronne Asithor and Title ..

" AN

- Public Li_bfaﬁes, Co R ) .

© William Brown Street, ©, &

© Liverpool,... ... ooh
The Libratian-in-Charge, RN M
; _ Branc_h Library. '\x‘\ v

S 3
- .. : AN

&N

The above-named hook, issued to your Libtary from
the.. ..o Libtary,“should be returned as soon as
practicable. * You shotld communicate at.once with the
reader who applied 40t the book and ask him to call for it
without delay, Ohtio account should you renew the period -

 of loan, nor ledrthe book to any other reader. .

O .

. 'R{t; 87.~—Fom sent with * Bxchange  Books which ate
\¥ - . bespoken. - L
N . ;

thaf.;;i:i'aé*aziﬂc room. . ﬁsﬁaﬂy ‘only the most :popular. and the

Jitdrary magazines are soissued. .

) 'Théy may be issuéd in addition to, or instead of, books, In the - -
former case, a special periodical ticket may be issued, and in the -

i latter case, they should be charged on tickets in the usual way.

- _They ate issued for from four to fourteen days.

- When the period of loan differs from that for hooks, they should

—together with all short-loan matetial—have a ]?rinted lab_el_ on
" . the front cover or the date label stating the pesiod. A distine-
. tive date stamp should be used to avoid confusion when dating

" All the processing needed will be the librery’s stamp on 2 few
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pages—this is usually done before they are placed in the magazine
room—a date label, an indication of the library issuing it, and a
book-card bearing the charging symbol, which should be 2 number.
Charging them by name and date tends to cause mistakes, but these
particulars must of course appear on the book-card, When a
periodical is discarded, the old book-card can be used again by
altering the date of publication, Those which consist chiefly of .

On

Please Take
ne.

g

AN

®

FiG. $8.—Eszhibition Bex for Periadicals or Handbills.

These bores may be made with millbgard afid covered with binder's cloth.  ‘They can be made in the
repair department in varicus sizes to hioldfrom aoe to siz difizrent kinds of bills or periodicals.  The
floor may be sloped ot flat accordingy, tob the usc to be made of the box ; if sloped, a ledge should be
provided at the front to prevent the Bontents slipping off.  When the boxes are used for files of periodicals,
the divisions between each fil¢ skould'be much higher to prevent the diffierent eets from becoming mixed,
The board at the back of thtsng is not eesential, but can be effectively used to atimct attention to its
contents, N\

advertisemen:ts\ may have the advertising matter removed, and the
remaindet ©f several issues stapled together,

In Ordet to make them last for many issues they need strengthen-
ing~.$o\that they will withstand the hard wear to which they will
be-subjected. " If the issues do not warrant the removing of the

\eover and mounting it on manilla paper or mull and refixing it to
\/the periodical, 2 strip of white adhesive linen or mull should be
placed over the spine so as to project about $-inch over the back
and front covers. The fore-edges of the covers should be pro-
tected in the same way, A quicker, neater, and equally satisfactory
method is to paste the covers down to the adjoining page of
advertisements, :

Suggestions.—Some librarians encourage their borrowers to
make suggestions concerning the library, its contents and use, and
for this purpose provide forms or an exercise book in which the
suggestions can be entered. Every suggestion must be considered
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by the commlttec anci thexr decmon convtyed by letter to

Publlc lerary

_ - SUGGESTION FORM S
IiMrs g e O\
%f(Jﬁdiadb?&Q)_. :. '._" ' ";'T S 1’3;\;' |
beg to .mgge;r.t:-tba} - \ -
e L . -xo)\\./
LY
L&

FOR US]}.\ OF THE GHIEF LIBRARIAN.,

\)

Cafz.fzdmd Qv tée\Lz&mm; Cmmme

\\w : 3
H%mm: af hbe Commxiz‘es e
,..\ ”; . ) .

19

FIG Bg.—A Suggestwﬂ Fatm,
o Thls should not e uscd for books

thc suggester For 2 consxderatzon of book suggestmns, ‘see

page 5.
N
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Notifying Borrowers of New Books.—Select lists, consisting
of authors and brief titles of new books, class numbers, and symbols
indicating the libraries which have copies, may be circulated amongst

. selected members, ‘They may be prepared periodically or inter-

mittently, and may cover general or specific subjects,

For the purpose of forming a vocational index—which is the
basis of the distribution—a place is provided on the application
vouchers for applicants to indicate subjects in which they have.
a special intetest. This is done in only a few libraries, as the
whole scheme js expensive to work, Postal publicity forms, a
latge and important part of modern commercial practice, aqd the
notifying of selected borrowets in this way of recent additions,
is bound to have an influence on the use made of the nan-fiction
stock. This index may also serve as an aid to booksetection.

When a voucher is filed into the voucher cabinet, the subject -
and the name and address ate entered on a 5- bjp3-inch slip, which
is filed in a special cabinet, first under the subject or class number,
and then under the applicant’s name. I & person cxpresses an
interest in several subjects, a card mushbe’made out for each,

Names of local authors, lecturers, ‘university professors, coms-
pany directors and managets, officialstof local societies and teachers
can also be put into this registeets .

If the cost of forming thigiwocational index is considered too
high, the book lists can beaddressed direct from the name register,
bortowers’ numbets haying been listed under the subject headings.

A less detailed schefiie's in use at Oxford. By means of a post~ ~
card similar to Figute 9o, individuals known to be interested in
certain subjects ate notified when new books on those subjects are
added. Thismethod is only possible when the staff know their
public verg'well and where staff changes are not frequent.

Book Restriction.—Books banned from the open shelves are
expengive “art books, fine editions, books on sex and certain
medical subjects, keys to mathematical books, and fiction of 2

mqmé,stionable moral tone.

£

3 “There are many ways of dealing with books to which borrowers
fake exception. At one library 1 was told that any book which
could cause the slightest offence to anyone was removed from the
shelves and the entties also removed from the catalogue, but that
the book would be issued when asked for if not considered
impolitic, This rule included Hardy’s Jude the Obscure. Doubtful
fiction is classified as non-fiction at two of the libraries I visited ;
while at two others, the books are kept on one side and not
catalogued in the public catalogues. At another library T was told
that if objections to any particular book were raised, it would be
withdrawn according to the author’s prestige. In another library



o .. SERVICE TO BORROWERS 195
system, atl books iépbrfcd by botawets as being unsui
) nsuitabl
the open shelves are read by a senior member {ﬁ' thcu;tz.ﬂ"ivf]?;
: mg’?ﬁti to l’ihekChJeE Libratian : the book is dealt with accordingly
All-books kept on one side should b i :
TO BE OBTAINED ON Aprmc:antmc.) T ) @rked in the catlogue:
- Staff Issues.—The staff are expected to know the conteats of
books, .and a generous policy is desitable when regulating the use

\

7N\

o . ¢

This card must be produced when : : : Pupric Lrs - T

spplication is made for the work, . © . - Town Harr
3 B _ - N ’

19

. .CITY OF OXFORD. O

M K7

will be reserved until.......... TN Y ey 1O giVE yOU

N

3

| opportunity to see it in case yoﬁfdésire to do so.

-~

.~ The undermentioned work thay'be of interest to you and

an

N . . Librarian,

. N\\Fra. go.—Posteard informing Borrowers of recent sccessions
~ L\ on Subjects in which they are known to have an intetest.

o (of'books by the staff. In some large systems, copies of popuiar

C Y baoks are set aside for staff tse until the staff demand has decreased,

when they are put oft to the libraty shelves. In many libraries,

. " unprocessed books are lent to the staff before they are put in the
" "hands of the public.. Such generosity needs strict supervision.

... Making known the Facilities of the Library.-—Where

" . botrowers sign on the voucher their promise to ohey the rules, it

- js essential that a copy. of the rules of the libraries be given with the

7 youcher. - Several libtarfans go further than this and issue 2 hand-

't . 'book which-gives particulars of the facilities offered, and contains

"+ 'a copy-of the mules. -It should be complete for the whole system,
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" and deal with all depattments, for only by this means can botrowers
be informed satisfactorily of the facilities available.

Although the rules must state limitations, they should constantly
suggest libraty privileges rather than restrictions. The words
¢ Information for readers” or * Guide to the Libraries,” make
better titles fot the handbook than * Rules and Regunlations.”

- In order to keep the public conversant with the facilities the-
* libraty has to offer, it is a good plan to have an attractive notice

ISSUED DURING PROCESS. '\"\.‘\
Author . ¢ ‘.';.‘."
' Title a ’ X \
Copy C 8§ T A .

Accession No. \
Condition. Cata. Access, :',Ebécess Fin.
Slips attached ~ - o

_ Borrower’s Name O
Tssued o

ard

Make ting round WQIE{:G; letter that applies.

F16. yr.—Form o#f which Books “ in Process ** are issued.
; Pty

N

boatd in a promineht position and to place a fresh notice on it every
. few weeks., In{this way borrowers can be reminded of the reserve
stock ; of the possibility of bespeaking particular books ; of the -
: National fCentral Library ; of the suggestions book ; of the public
lecturesi;\ «and of any other of the library’s activities.
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1926, 430-3. '

Rush, C. E. Interdependence of Adult and Juvenile Departmcnts
C Libs., 32, 1927, 398-401. .
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= Smith, Arthur.  Towatds Union Catalogux i I Papers Rcad at the
5znd Anrnual Conference {of the Library Association). . 1929, 48-51. -

Snaith, Stanlcy. Ccnsorship LA, axg rng 128-42.



co1g8 LENDING LIBRARY METHODS
" Staley, G. F. Motor Van Exchange’in Manchester. (Followed by an
L address by Mr S, A. Pitt on the motor-exchange setvice in Glasgow,
- and discussion.) L.AR,, 23, 1921, 351-0, ' _
= VWalter, F. K. Random Notes on Metal Book Stacks. L.J., 53, 1928,
© . 297-300. o .
Watson, HLE. The Problem of the Adclescent Readet. Libs., 32,
S ‘1927, 575-8¢. :
«— Wilson, William, The Libtaty and the Adolescent. L.W,, 26, 1923-4,
© . 9485 142-6, :
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ADpDRESS, change of, 95-57

Adolescents, 173

Application slip, 120, 180 o

——~ <vouchers, 81-85, 194; for
supplementary tickets, Io4; in-
formnal, 120 ’

+ Applications, 120
Anthor marks, 63-64

.BARRIERS, I7-10 .

Bespeaking books, 185-91

Blackburn-Accrington-Busnle
scheme, 162 ]

" Blinds, window, 69
Bookbinding, 23, 79-77
Book-card, the, 62-63
Book display in window, 1
Book-dummies, 33-34
Book lift, 34 o

lists, §5

Bookmarkets, 67-68
 Book prepatation, §5-65; processs
stamp, 56-57; opening booksq57
cataloguing, $7-58; labels; \abel-
ting, §8-61;  stampingy\61-62 ;
the book-card, Gz-63% \the call
number, 63-64 ; lettizing'the book,
o ba6s "\ :
~—— repaiing, 7030
selection, , §I355 5
st; Hetion,/$1-53; 1
library «stalls,” 543 by specialists,
54-55 ‘,Mrowets’ suggestions, §5
—— supports, 38, g-70. - 1
fcks, 34 =

. Bgbks, care of, 6:;-769; genetal, 673

y '\booi:markcrs, 67-68 ; damage. to,
/68 ; protecting, 68-6g; supports,
6g-703 tepairing, 7o; binding,
 70-77; infectious diseases, 77-79
damp, 69 :
..  —— discharging, I15, 122 .
7 —— duplicating popular, 51-52

: examining, tor damage, 122
- w— igsuing, 117-20; 178-82

. ——loss of, 141-42 :
—— opening, 57

™

non-fetion,
by lending -

" INDEX

Books, theft of, 18, 26-27

82

blacklisting, 138-41, £50-51 a
segistration of, 8o-111; quali-
fications for membetship, .Bo;
guarantees and . tecommenddtigns,

and checking vouchef§, $1-823
central ». individual? fogistration,
82-86; central registration, 86-91 ;
individual registration, . 91-93;
routine comrfx;m to both metho hs,
5-95; roufing® common in the
) ?nam to.’u&h methods, * 95-08 5
street,_~index, 98-99; " youchet
cabifigh, o9 ; borrowers’ tickets,
9o-110% re-registration, I10-1%
Botrowers' suggestions, 5%, 192-93
=2 tickets, gg-110; cancelli

\

* available at other librarics, 167
Branch libraties, 167 :

Browne book charging system, iTj-
243 17778 Con

1-8; position in building, 1-2;
American and English designs
compared, 2; tesstve collection,
2-4; shelf capaci‘?" and size of
de%zf\nftment, 4-§ 3 decoration, 5-6;
ceiling, 6; floors and floor-cover-

and ventifation, £1

CaLL number, 63-65 -
Catalogues, 29-39, I57-%
of, 37; nnion, 162, 17
Cataloguing, 65';-58
Ceiling, the,

" m— oader of, 0D shclves; 45, 54
- —— petiods of loan, of, 119

Censorship, 194-95
Centralization, 170-71
- : ‘198

Borrowers, assisting, 10, 41-42, 45-47,

%

go-81; the voucher, 813 \ssuing -

s 97 .

498 ; form of, 9g-1013 matetial, 1023
L wording on, 102; .mamber vet
. botrower, 1o02-04 ;- charges™ for,
zo4-063 validity of, 1065 in’
America, 106; lost, 106-08;.
duplicate, 108; filed at libtary,
108-10, 120; expired, " 110-11;

Buildings, 1-1z ; -modern tendencies .
in design, 1; lending department,

ings, 6-8 ; lighting, 8-11 ; - heating '

8 position
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Chaits, 26

g Charges * arrangement ofin sorttng
trays, 2

Chargmg desk in American hbranes,

——— systerns, I12-27; varlous sys-
tems, 11z} Newatk,112- 17, Browne,
1I2-27 -

Clerical staff, 126

Contracts, 1

Co-operation between libraries, 158-

7 . .
Counter, see Staff enclosure

DaAMAGE to books, 68-6g, 122
Daters, for various purposes, 119;
. individual, 124; setting, 11g-20
Decoration,
Delivety stations, 16y
Demco se]f—charg].(gg system, TT14-15
Deposit stations, 169-7 :
Deposits, 8o

. Detroit self-charging system, 114-15

. Diaty, depattmental, 44
Dickman Book Charging Machine,

Dlscﬁargmg baoks, 68
Dwst problem, the, -8, 68
Dusting books, 68

 Duty sheet, 44-45 - f
. 4 \
" East .Anghcan schemne, 46z )
Easter closing, 42 ’ \

Employees, non-resident, petfod of
+_ validity of tickets 16
Exchange serviee \73 -76

Expl tegistet 9, o1
" tlckets, exarmmng for, 124
& AN

FIC‘I’IDN classu'ymg, 125

Hinge computors, 147-49

Bifies, 103, 144-564 purpose of 144 3
amonnts, 146-51; receipts, 15I-
533 s 1533 paymg in momes,
135-56

- Floor é:nvarmgs, 78

10 -

Flooss, gy 8 a7 i

Futniture, 13-40, consider fum.tture
with orxgmal plan,.

© zp; catalogues, zg9-30;
‘30-34; arraogement of,

34-37 3
guides to the shelves, 37-40 - ?

8-

13-14; staff
enclosute, 14; tables and chairs, -
shelves,

LENDING LIBRARY METHODS

GavrorD electric automatic charging
system, T14~1§

Guarantees, 80-81 ; withdrawal of, 935 .

Guarantors, application to, 151,1 36-38

for supplemcntary tlckcts 104

Guides, issue, 12¥-22; shelf, 33 39;
tier, 38

HANDBOORS, 195-96
Hat stands, 34 ;
Heating, 11

Holiday issues, 178-80
Home binderies, 77 : 'S
Hospital libraties, 171-73
Hours, libraty, 42-43 )
staff, 42 3

7%
S

IDENTIFICATION card; ro6

Infection, books pzposed to, 77-79

Inter—hbrary loah schemes, 158-67

Intermediatg Yibkary, 173

Intcr-bmmhbms, 173-76

Issue,, atfangement of, 64, r21-22,
144,;‘ gounting, 122

—— book, 122

-~ penods, holiday-issues, 178

pericdicals, 191-92

study issues, 180

position of, in staff

~

enclosure,

203 dmded accordmg to bot-
towers’ names, 22-23; sorting
trays, 24-25
—— sheet, 122-23
trays, 20

Jast, L. S, Cfa.r.r:ﬁmxson ‘of Library’
Egonomy and Offce Papers, 47

Lasrrs and labelling, 58-61, 140

Lectutes, issue of books at, 181-82

Leeds, Young People’s Room, 6

If,ndmg Library and Magazmc Room -
combined, 2 :

position in building, 1

size of, 2-§

Lettetiog hooks, 64- -G53

Libraries, braoch, 167-78

_— hosplta!, 171-73

one-room, 2

—_— travc].lmg, 167-6g

Libsary - system, admunstratxon of

0=’

Iaggng, artificial, g-11

~—-- i stack room, 3 .

natural, 8- ST




. INDEX

Mats, 7 IR
Membership, counting, 125 .
qualifications {or, 8o . .
Mansfield-Worksop-Newark™ scheme,

159-H2 ] -
Mopboards, 13
Music, 32-33

~ fOOIS, 33

«—— shelves, 33

NarmonaL Central Libtary, 51, 158-
4 :
Mewatk book charging system, I12-

17, 17677 ]
_ tickets for, 106
New books, notifying bortowers of,

194

Northeﬁm Regional Libraty Buteau,
162-07 -

« Not-in-use »* tickets, 107-10, 120

MNumber register, 88, 0z-93

Numbeting books, 63-64

OvERALLS, 42

Overdue books, collection of, 133-36
call slip, 120~ :
notices, 128-44

Overdues, records of, sent; 118, 128- 4

44; devclopment of methad, 128N
293 clerical routine, 129:80%

frequency of applications, 0130
notices, 130-38; repott feMown
cletk, 138-359; black \Qat, 139~
41; lost books, 14Ig2y stock-
taling, T42-44 oo .
 Oversize books, 32,

_.'\n

7\
Pex, Stylo-lediric, 65
. Pcriodicalg’;\kbﬂn of, 1p1-92
Planning\fee Buildings
- Privilewe 1ssues, 181-82
_ Piodess stamp, 35-56

N/

Reapery Adviser, 16, 47 .
Receipts, 151-56 o
position in staff enclosure, 23
Recommendations, 3o-81
Regional libfary burcaux, 162-67
Registration of borrowers, se¢ Bor-
towets, registration of :
Renewing books, 131, 182-5
Repairing boaoks, 23, 70
Replacing books, 71
Repotts, antual, 124

. Reserve collection, 2-4

201
Re-registration, 170-1T- -

39-40

indicating books in,

Resetving books, 185-51

Satgms, W, C. B,

Revision of Stock,
122 o _ .

" Shelf capacity, 4

Shelf-dummies, 33-34 - '
Shelf guides, 37-39
Shelves, 30

e
2\
w

guides to the, 37-40
Shelving, 45 . L
Skylights, 9 O
Sotting tiays, 24-2 Ao )
Special issues, hofiday, 424 178-80 ;

study, 180-81; privilege,y181-82
Stack room, 2-4 "
Staff, -41-50 \J .
dnctics, 44-47 At
enclosute, \12-20 ; erican -
type, Ij: ,En‘g}:ﬁm type, 16; posi-.
tion, gizc\atid shape, 2, 16-17;
wickéts\apnd barriers, 17-1%; en-
trance side, 19-23; cu boatds in,
23,24; theexit, 24-27; t e cnquiries
@ide, 27 : -

2 nstructions, 47

S jgsues to, 195

L ‘meetings, tecreational, 49 ; tech-

nical, 48-49
training, 47-48

* Staircases, 3

Stamping books, 61-62
Statistics of membership, 89-g¥, 106;
of issues and work done, 124-26
Stocktaking, 121, 142-44
Street index, 98-99
Sindents, non-resident, petiod of
validity of tickets, 1o
— tiekets for, 103-04
Study issues, 180-81.
Stylc-lectric pen, 03 :
Subscribets, membetship, §o.
vouchers, 81, 85 )
Suggestions from borrowers, 55, 192-

93 .
Supplementaty tickets, 103-04, 181 .
Supports, book, 38, G9-70 :

Tanres, 29; fot catalogues, 30
‘Telephone, 16, 27, 28
Tickets, borrower’s, charges for, 105,
181 o ) ) .
— meking out, 89, 93-95 -
Tict guides, 38




goz' .

~ Tills, 23, 152-53
. Time-s eet 43-44

- Town clerk, defaunlter tepott to, 129,

' 'vae]]amg libraries, 167-69
T'tays, issue, 20

UMBRELLA stands, 34

VINTILATION, 9, 1%
Vocational index, 194
Voucher cabinet, 99

LENDING LIBRARY METHODS

Vouchers, application, 81-85, 104 3
checking, 81-8z; indexing, 86;
for supplementary tickets, Io4,
informal, 120

WICKETS, 17-19, 22
Windows, 8?

~—— blinds for, 69
— in stack room, 3
——— scats under, 2¢

Withdrawal, books for, 23 e {\ -

Year's Werk in Librarianhip, 255'\(\:}3
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