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Personnel Administration in Libraries

Introduction .
: ' (N

With the tremendous increase in the number of libraries 6% all
types during the last decade, there has been urgent nced (f@'i; more
information about modern personnel practices, regawdless of
whether the staff consists of fewer than {en persm:}s,\ OT Many
times that number, or whether they serve in\public, county,
school, college, university, or special librarie’s,:%’day, as in 1939,
when Clara Herbert wrote her much needed Personnel Admin-
istration in Public Libraries, theve is a cOhfinuing call for further
information, as evidenced by the numbgr of workshops and insti-
tutes on this subject in various pgyté’éf the United States,

Many of the suggestions in this book will need to be modified
to fit local conditions, and nOsne ‘should be adopted without first
considering the locat situg@iq}a. The needs of small libraries, which
cannot afford and sholidhtiot have a complicated pattern of per-
sonnel administratiofi;yhave been born in mind constantly.

I am most grat&fﬂf for the opportunity to round out a library
career in publig,college and special libraries in the great Detroit
Public Lll(la?y system and am happy to share some of the
lf.nowledgé\t hat has come to me [rom participating in this excel-
lent gtiéahization. :

/Aowe a special debt of gratitude to the Director, Ralph A.
I}Néling, who has heartily encouraged me in all my endeavors,
and whose recognition of the dynamic functions of a progressive
library has made Detroit Public Library what it is today. Lucy
Morgan, one of the first public library personnel directars in the
United States, who pioneered in Detroit in many phases of per-
sonnel administration and Bernard Van Horne, my predecessor,
who reorganized the mechanics of the personnel department in the
Detroit Public Library and installed the present system and many
of the records now in use. share my special gratitude,
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6 Personnel Administration

Thanks also is due for permission to reprint portions of my
articles which have appeared in the Stechert-Hafner Book News,
Library Journal, Wilson Library Bulletin, and Catholic Library
Horld.

If this book can help those who are responsible for a library
staff, whether that staff be a few or many persons, it will have
accomplished its purposc,

KaTHLEEN B, STEBBIN’SO
Detroit Oy

Spring, 1958 \‘(\ ”
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Chapter 1
Persoane! Administration

No matter how long he has been trained for the post, or haw
varied his experience, any one who assumes final responsibility)
for the operation of a library finds he has become accqumiable
for the destinies of a large number of people. At the .;;a%ﬁ'e time,
he is also aware that the staff controls both his suceéss®and that
of the library, This new emphasis on relationsfiip) with people
whose effectiveness as both staff members and“\gs' individuals is
subject to the library director’s competence/te deal fairly and
ably with others, gives urgency to his 11{1dfs§tanding of both the
theory and practice of personnel admifistration.

What is personnel administratioxfl.’jéﬂd how does it apply to
libraries? One of the best definitiogts is that given in The Man-
agement Dictionaryl, \\ ' :

That activity which difects human resources into a kind
of dynamic organization which accomplishes its goals
through provisign opportunities for maximum indi-
vidual contribufion under desirable working relationships
and conditidns’/it includes selection, allocation, utilization,
and developmient of employees, as well as improvement
of workidg conditions to obtain maximum productivity
and efficiency under specifically emphasized considera-
tiog Yor individual and human elements.

,b{&el&ﬁjf twen'ty vears ago, John B. Kaiser, Director, Newark
{(New Jersey) Public Library, stated that personnel is the “key

to all administration.” This seems even more true today than
when it was first written.

Through research sponsored by business, industry, and the
foundations, a great deal more information is now available to
those working in areas of personnel administration than was true
in former years. It is amazing to learn, therefore, how far-sighted

7



8 Personnel Administration

some of the pioneers in this field were. Clara W. Herbert?, former
Librarian of the Washington, D. C. Public Library, wrote in
-1939:

2, That lihrarians may learn much from the personnel
practice of progressive private enterprise as recorded in
business literature, and that the literature of public ad-
ministration is rich in suggestions for desirable person-
nel policies and practice,

3. That the assignment of some authority of the re-
sponsibility for the administration of personnel activis
ties is a requirement of good library administration

4. That the creation of a personnel division) affords
opportunity for more careful recruitment, more adequate
follow-up procedure, Detter personal adjustment, in-
service training and stimulation of higlistandards.

5. That the establishment of hbrary \s\erv]ce on a career
basis clarifies the objectives of sc\eg ton and in-service
training and affords prmc:p]es of advancement.

The thirteen policy statements L',nd down by Edward A. Wight?
are still very apt and are wortl re-reading. The most recent pub-
lication and one which is xmportant to librarians everywhere is:
Public Library Service; A Guide to Evaluation with Minimum
Standardst. The chaptsf en “Personnel” inciuded under II, “Prin-
ciples and Standar (”’ (pages 38-45), contains thirty-two stand-
ards which all {fbrarians, regardless of size or type of library, will

want to check Every one will agree with the opening paragraph
of this cha]:uter

&(\brary can render effective service without adequate
1 competent personnel. The library’s unique function
\ W\of serving as the one unbiased, non-partisan bureau of
()  information for the people, calls for personnel of the

highest competence and integrity. The selection of quali-
fied staff members as well as the organization and con-
ditions under which they work, are basic considerations
in an institution dedicated to pubhc service.

These standards emphasize that gaod personnel administra-
. tion s concerned with the comfort and welfare of the employee
as well as his efficiency, and that Ybrary positions should be
clearly defined and differentiated in terms of duties, require-
ments, and responsibilities, “Personnel administrators have 2
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dual responsibility: to achleve maximum contnbutmns from
workers, ‘and to recognize their rights and needs as individval
human beings,” ' _

. This is recognized by Phyllis Osteen® who says

Personnel administration is concerned with but two com-

ponents: personnel, which means people, and adminis-

tration, which means responsibility for accomplishment.
- Combined, the two components indicate achievement of

purposes of the library througlh its liuman resources ()

rather than through its operational, mechanical, or finanss

cial efements. The two together also determme the oh:"

jectives -of personnel administration, of which theré_ate

two, both equally important: 1. To secure, retaing Wiilize,

and develop an adequate staff by which ta¥ cafry on

efficiently the operations of the library; 2. Jovhelp ful-

fil the aspirations and’ capa,b:ht:es of th% mdl\rlduah

who compose the staff.

Miss Osteen correctly emphasizes the 1mportance of inspiring
workers to do the best job they can, meanwhﬂe recognizing their
individual rights as human beings: s With vatying abilities and
temperaments it is not easy to. fnake a good working team of z
number of individuals. Thisffust be done, however, if the library
is to operate smoothly z}gd,\efhciently. The current restlessness, .
with the idea that ot}i‘ag\ﬁelds are greener, also poses problems
in holding personnel“and keeping them contented.

Day-by-day happenings in individual lives greatly affect the
work situationsFhis is where the personnel officer can be par-
ticudarly helpful. The simple fact that staff members have an
understanling person to whom they can talk may help smooth
the path ‘quiet restlessness, and inspire persons to do their best.
Per&unnel administration is concerned hoth with people and
operation and he who is charged with this responsibility must
see constantly that relations are harmonious and operation is
smooth. Personnel officers must recruit, interview, select, hire,
train, and communicate with employees. All these processes are
so important that they will be discussed in detail in future
chapters.

The Personnel O Ficer

Ralph E. McCoy, it his excellent Personnel Adwinistration for
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Libraries, calls attention in his foreword to the fact that there
has been considerable less attention paid to library staffs than the
bocks they use. He believes there has been a growing realization
during the past thirty years that successful management of any
enterprise, public or private, depends on getting effective results
from people. This emphasis on the human aspects of manage-
ment, selection and development of personnel, has resulted in
a growing body of doctrine and techniques. Mr. McCoy wufges
that attention be given to personnel administration sine, over
half of the budget of most libraries is spent on salarigss\
Edward A. Wight® suggests there be centralized., dlrectwn and
control of personnel. This responsibility can bes asmgned to the
director or assistant director or some other petson What is im-
portant, he says, is that the library policy-rfakifig authority deter-
mine general personnel policies and delegate the administration
of these policies to its chief admmistratwe officer. The latter
should either act as the chief coordlinating officer, or assign the
necessary authority and respons:blllty to one or more staff officers.
E. W. and Joha McharmldT propose that there be a staff pes-
sonnel officer in any publies library employing one hundred and
fifty or more persons. When the McDiarmids made their survey
of American public dibraries only Detroit and Washington, D.C.
had established f&u\tlme personnel offices for centralized handl-
ing of personnel, problems. The annual salary survey, issued by
Enoch Pratt @Free Library, indicates that, in 1957, seventeen of
the thirtgsgight large public Iibraries surveyed have designated
persogtiel officers. Four additional libraries list the assistant direc-
tor @% carrying on the functions of the Personnel Officer.
Bn over-all ratio of one personnel staff member for each two
hundred and fifty employees during the installation period is -
recommended by the Public Administration Service in Merit
System Installation’, Mr. Wight in his article proposes that at
least two per cent of the man hours of a public library would be
well-spent in a personnel program, This would be the equivalent
of two full-time persons per hundred employees, Mr. Wight does
not recommend that these persons be employed exclusively in
personnel work.
Personnel Organization and Procedure: A Manual Suggested
for Use in Public Libraries® suggests that the chief librarian with



Personnel Administration 11

a staff of more than twenty-five may wish to delegate personnel
duties to the assistant chief librarian. The American Lihrary
Association Board on Personnel Administration recommends a
fuil-time personnel director for a library with a staff of more
than ‘seventy-five persons, and this ratio is also used as a library
standard in Public Library Service. '

Library directors, who are reorganizing libraries or expanding
existing ones, have asked which to choose if it is not possibl&l
to find both a librarian and personnel officer in the same persen.
The foremost requirement is some one trained in lxbrary\ tech-
niques and practices, i.e., a library school graduate. Next Comes
library experience, then training in personmnel a@1n1qtrat10n
Coupled with these should be a liking for people.. ard the ability
to understand them. If there is a choice betwpeen the librarian-
with the necessary personal qualities and the hon-librarian with
persennel background, it probably would’\'be wise to assign the
responsibility of personnel administrdtion to the librarian, pro-
viding he takes the necessary courses i1 personnel administration
so he may fill the position satisfac‘tdrily

As Burleigh B. Gardner wrltes, what is really needed is a
fresh approach in which the personnel man becomes a specialist
in the field of human rel@tmns He should have a broad knowl-
edge of human behayiow, of individual adjustment, and of social
organization. He just be skilled in techniques of dealing with
individuals andsgroups. And he should be constantly devoting
his skill to thé },Eudy of the organization, to analysis of the causes
of diﬁiculti:e.s\, and to devising appropriate solutions®.

LowelNA. Martin, in his infroduction to the papers given at
the tehih annual Institute of the University of California Graduate
*1bmry School in 1945, states that there are four concepts on

< which both personnel experts and libraries agree: that manage-

ment has a constant responsibility toward the worker; that the
staff must operate as a team devoted to a common purpose; that
great stress should be placed not only in initial sefection of a
recruit but alse in planning for his development and growth;
and finally that the special character and techniques of personnel
work require specially trained staff, and that a member of the
staff having the necessary academic and personnel requirements
undertake to obtain the necessary training.
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Definition of Terms

There are many definitions of the kinds of administrative capa-
cities described in personnel literature, In the small library, of
necessity, each staff member will undoubtedly have to wear more
than one hat, It is only in the large library that clear lines can
be drawn between functions.

Miss Osteen differentiates three major administrative fungs
tions: line, functional, and staff, which she defines as folloyws:

Line administrators are those who have direct cofitydl
over personnel, operations and materials. They haye the
authority to say, “You do this. Do it at sueh)a ‘time,
with these tools, in that place.” Chief librazians, depart-
ment heads, branch librarians, and othec\hwit supervis-
ors represent this kind. RN

Functional administrators, represem\éd\ by special-func-
tion directors, such as supervisgfg)of children’s work,
have authority to say, “Do it thisAvay” [but they do not
hire or fire or make assignmgnts or promotions.]

Staff administrators are #hose executives who properly
do not have direct autharity, in the sense of being able
to say “Do.” Instead they say, “Let me help you to do

it"” and give he]gb}' supplying information, correlation
and consultati@Q\"

In the Detroif\Public Library, the Coordinator or Community
and Group S€rvices is a staff administrator, The Personnel Direc-
tor in Det;’g}rt" has both staff and line functions, acting primarily
in a se}\'viée capacity to every one in the organization. The re-
spon’;@bility of the personnel director for designating the.per-

miﬁﬁiﬁance required and relating it to people is without any impli-
gation of order-giving but with the strong implication of guidance.
Line and functional administrators are charged with the trans-
lation of policies and plans into action, The personnel officer
acts chiefly by informing, advising and guiding line officers. s0
they may maintain harmonious interpersonal relations among staff
members,

A qguestionnaire sent by Miss Osteen to fifty libraries showed
that sixty-five per cent of the large libraries having p‘erso_nnel
offices have organized them as staff functions; twenty percent

£



- Personnel Administration ' 13

assign line authority to their personnel offices, and fifteen percent
assign both line authority and staff responsibility. :
Robert Saltonsall” describes a way of working out the division
~of responsibility between line and staff in the major areas of
personnel administration. Not only does the rest of the organiza-
tion then know who is who, but more impertant, wha does what.
Library organization will vary from institution to institution.
1t is wise for the director to delegate as much authority as pose \
sible and to limit the number of persons reporting directly’ “to
him, Expediency will often determine which responsibilities\can
be combined ‘and which warrant separate status. New, perscmnel
will need to be briefed on the “chain of command” and will need
to learn through which offices certain procedur‘ss‘ should be
cleared. If responsibility is clearly defined, an@l each one under-
stands how the library operates and what h;s\“place in the institu-
tion is, the library should operate smoothly” Through meetings,
committees and memoranda, the direclar inay keep his staff in-
formed so that each carries his ovmi load without infringing on
the rights of others. w
In many libraries it is customar‘y o prepare charts of the
library organization and to dlstnbute them to new staff members.
By comparing those ofms‘mular type and size, it is possible to
draw up an organiz nsm Whlch will meet the needs of the par-
ticular institution. JA simplified chart, which will appear in the
new handbook,, for “personnel - of Detroit - Public Library, is as
follows : ’,\'“

~O7 LiBrRARY COMMISSION

& DIRECTOR
:’\_ ’

O ASSOCTIATE DIRECTOR
ASSISTANT DIRECTORS __SPECI_AL SERVICES .
(Heads of major areas (Directly responsible to

of work) Director)

L. Business Management .1. Book Selection

(Including Bindery) 2, Building Maintenance

2. Home Reading Ser‘nce% 3. Catalog Department

3. Personnel 4. Community and Group -

4. Reference Services R Services

5. Publications and EXhlbltS



£

14 Personnel Administration
Civil Service in the Library

Of the forty-three public and county libraries in the Personnel
Practices Project (see the Appendix} maintained by Detroit
Public Library, thirty-eight responded to the question as to the
authority to whom they report. Twenty-seven are non-Civil
Service libraries, ten are under Civil Service, and one has 2
mixed operation. ~

Civil Service has admittedly helped to correct many abuses that
were prevalent under political patronage and many city, county,
State and federal libraries are operating successfully undet Civil
Service regulations. Civil Service has established thg‘épportunity
for satisfactory careers for worthy employees and\,. ih'many cities.
attempts to train and develop personnel. There(is* great diversity
of opinion among librarians, however, as tg which type provides
the optimum operation. £

The duties of the personuel officer ’oft}n vary, depending upon
whether or not the library is under €vil Service. In large public
libraries like Chicago or the Free'ji;ibrary of Philadelphia, much
of the recruiting, interviewing:éﬁd examining may be done by the
Civil Service Commission, “In’ this era of full employment for
professionally trained pggple, it has been found expedient in many
areas to waive ex r@nzitions for positions or to substitute un-
assembled examinationis in order to attract applicants. Librarians,
particularly ingghe beginning ranks, show reluctance to apply
for positions! }x}hich require examination for entrance so shortl¥
after comgléting the Yibrary schaol requirements for a master’s
degree.iﬁ"ﬁbrary science. '

Thé residence factor, prohibiting application for qualified per-

) 50’{&1&1 living in other areas, has also been waived in many cases.
NWon-Civil Service libraries have an additional advantage in mot
requiring United States citizenship and today when so many
foreign-horn are in the library school graduating classes, this is
important, : :

The Federal Civil Service, with its widespread libraries in the
United States and abroad, does permit transfer from one loca-
tion to another without leaving the service, which is of help to
those needing to change geographic location or wishing to try
another type of assignment. In some areas the freedom of choice -
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of candidates is limited by the necessity of selecting the person
heading the examination list or one of the first three. At the
present time the Federal Civil Service is having great difficulty
in finding library school graduates for the many positions open.
It is dismaying to learn that in August, 1957 there was not one
trained librarian in libraries in federal prisons despite the great
“need. In other areas, it has been reported that persons with grads\
uate training in fields other than library science, and with,no
library experience, are now being certified as _professionals'é‘hff:e
there are no other candidates, : \,

Considerable more awareness of the necesaltv ofl attractmg
and holding good people in government jobs is cLevclopmg, but
until there are more qualified candidates for Ilbrary school train-
ing it is still going to be difficult to fill thesQ Positions. Library
administrators, whose institutions are _un{h Civil Service, have
found ways of working with it and have had some freedom of
choice in appointments. Often a Civ,.ilz Bervice Examining Poard
will ask libratians in the area to sition the Board when conduct-
ing an oral examination for a_ toi:i ‘position, The credit given for
veteran’s preference, so pogu!ai"after World War 1T, is tending
to assume its proper pla\ when considering the best candidate
for a particular positien.)

There are many. l?branes which operate very well under Civil
Service or w1thout ‘this type of management. The quality and
competence of #iie’ library board and the library director usually
determine howrwell the library will function. Mr. T. T. Donovan®?,
Associaté\:Director of the Civil Service Assembly, has admitied
the pQssh sibility that library administrators could select and manage
hbraty' personnel better without Civil Service than with it, pro-
&ided the library has a sympathetic and intelligent Library Board
that would support wholeheartedly the merit system and he strong
enough also to resist political and personnel pressures and has a
competent personnel officer and office staff.

Classification and Pay Plans

One of the basic steps to be taken in any library organization
is to compile a satisfactory classification and pay plan for all
employees, both professional and non-professional. Every one
would agree with the standards in Public Librory Service:
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All positions in a library should be established and or-
ganized as part of a carcer service . . . Appointments
and promotions of personnel in libraries should be on the
basis of merit . . . Within and between libraries there
should be a clear ladder of advancement for qualified
people . . . Library positions should be clearly defined
and differentiated in terms of requirements, duties and
responsibilitics . . . Tiach ]ihr'lry should have a position
classification plan, grouping similar [)OHIHOI‘IS together . O\
for cquitable personnel administration . . . The 11brar3g

should provide cquitable pay scales lmcd on the pos1tmn A
classification plan.

Ny

Forty-two steps are included in Position Claﬁ:ﬁcatwn and
Salary Administration in Libraries” together&wﬂh a selected
bibliography, sample classificatior specifisdtions, daily work
sheets, forms completed, and job analysis qiiestionnaire. This is
geared to the medium-sized library watﬁ A staff of ten or more
and is a step-by-step guide to pomt‘l.on classification and salary
administration. The reader is told\that it would be best to hire
a professional consultant or ﬁfrﬁ’to inaugurate such a program
and that, as positions change, ‘they must be reanalyzed and re-
classified in order to keépthe plan current. It is important that
all employees know the}mmmnm and maximum for their grades,
how they are clasé‘iﬁe& and what is necessary for promotion to
a higher grade, {th a city like Detroit, where the Public Library
" is not underCivil Service but the library in the Detroit Tnstitute
of Arts doés operate under Civil Service, as does the ‘Wavne
Coun Lﬂ)rary, the public library uses the job classifications
which\have been established for other positions which come under
‘thts ‘category. The same job descriptions are used and the rate
of pay is the same for similarly rated positions. This protects
the individual and makes it possible for an employee with the
proper qualifications to transfer elsewhere in the citv at the same
level should he desire a change of position. '

The Committee on Position-Classification and Pay Plans of the
Public Service of the Civil Service Assembly of the United States
and Canada, issued the publication Pesition C lassification i the
Public Service (Chicago, 1941). The American Library Associa-
tion Board on Personnel Administration, Subcommittee on Bud-
gets, Compensatmn and Schemes of Service for Libraries Con-
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nected with Universities, Colleges and Teacher-Training I.nstitut-
tions, issued still another authoritative source, Classtfication l:md
Pay Plans for Libraries in Institutions of Higher FEducalion,
2nd ed., 3 vols. (Chicago, 1947).

Library Salaries

The Library's P&y Plan; A Statement of Principles, drafted by
the Board on Personnel Administration and adopted by “the
Council of the American Library Association on July (IS5
is an excellent source to be consulted when considering afgy) tlassi-
fication scheme. It recommends that each grade shopid “have an
entrance salary based upon certain qualiﬁcalion:q:with oppor-
tunity to progress to the maximum of that grad€Yor satisfactory
work., Opportunity should be provided for mdvement by quali-
fied personnel into the supervisory bracketd/Eibrary salaries vary
in different parts of the United States ~q’n\1 in different libraries.
It is difficult, sometimes, to correlate)the salary paid with the
cost of living in the area, the salaties listed by other agencies in
the community, or any other ‘faéfbi'.
Due to inflation and the upward spiral of the cost of living, it
is not possible to name aiy set salary by type of position, which
wotlld hold true in eagh.area. In order ta pool information, De-
troit Public Librar,ye\ollects and distributes to forty-three co-
operating publicoand county libraries up-to-date salary informa-
.tidt.'l. Contributi:n\g institutions forward salary changes as made.
Tt is not possible to accept additional libraries in the pool due to
- the size‘.c\{f\‘the project. {The latest salary information is repro-

dtlct?c:ij fo* the Appendix.) The criterion stated in Public Iibrary
Sff;ftﬁfé that, “salaries for staff members should be at a level to
attract and hold personnel with the qualifications specified in
tflese standards,” would appear to be about as fair g generaliza-
tion as can be made.

£

Tests of Good Organization

The success of library operation will be determined to g 1ayp
extent by how well the lbrary is organized. The Detrojt H .
trester' C{zmpany has prepared an excetlent outline for discy e
or8anization and management. Some of ‘the tests of gnog o
'zation listed here are just as important for libraries:

seing
rgan-
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1. The people who are respousible  {or results have
enough autbority to get results, This is another way
of saying, “respounsibility must be matched with
authority.” No business can be flexible if executives
are loaded with detail that should he handed to others;
or, if the top man insists on supervising the routine
of all departments. The only way to cure either con-
dition is thtrough real delegation, where both authority
and responsibility are assigned to someone down the
Iit‘le. ’.\?\

2. The company has the responsibility for training @nd
broadening executives . . . William B. Given Jr.,
President of American Brake Shoe Compaty,’ ob-
serves, “Intelligent guidance and development™of those
under him is the boss’s most importantyjob. Today
a company cannot afford the extravapance of man-
agers who are not competent teacher !

The ahility to develop the yftential of the staff
under him is a major criteridnyin promoting librar-
jans to chiefs of departments or branches in the De-
troit Public Library. "

3. The organization can alljust itself swiftly to meet new
conditions. In a flexible organization men and func-
tions from different departments can be welded inte
an efficient tgdm on short notice. Fiow of ideas and
information»:%'oss formal lines is continual. Controls
at the topyare simple but effective. Authority is dele-
gated well’ down the line.

4. The‘;&'ganization chart is kept up-to-date. Troubhle
;?pe'ars when charts are misused, not cwhen ther are
Msed—when they are regarded as finished and not
Lo\"subject to change. They should be used as a general
N\ guide to company structure but never te discourage
4 an informal flow of information and ideas through
channels outside formal lines of communications be-

tween all ranks,

Dr. William Whyte, Director, Social Science Cen-
ter, Cornell University, emphasizes the need to look
at the organization when individuals or groups have
conflicts, Instead of personality difficulties, the source
of conflict may be “built in.”

5. Responsibilities and authority are defined by job de-
scriptions. Job descriptions are important as & man-
agement too!, They offer assurance that assignment
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of functions is logical, and that no overlapping will
~occur. They help to speed decisions, to build confi-
dence and initiative, and to pin down responsibili-
ties for results. They should he kept up-to-date and
be revised whenever conditions warrant.

6. A limited number of people report to each executive.
The number of subordinates reporting directly to a
department head or supervisor is a good test of how
well authority and responsthility have been delegated.
While experts cannot agree on the exact number, five ¢\
to eight is sufficient for top executives and fifteen "
to twenty for first line supervisors. The exact numv-
ber will depend upon the nature of the work, “the
position, and the ability of the executive. V\\fhen too
many people report to an executive, he does\iot have
time to think and plan—his “number ofed" job.

7. Responsibilities are assigned cleariysand definitely.

- No matter how sharply responsibifitiés are assigned,
they mean little unless' the organization is staffed with
people able . .. to live up to ‘them. One cause of

. scattered responsibility is theloveruse of committees.

8. Communications among -pédple in the company are
good—up, down and sileways. Communications are
the rivets that hold gn, organization together,

9. Executives from; t(i‘e top to the bottom realize the
importance of human relations, An organization is
nothing more \lan an arrangement which makes it
easier forypeople to work together competently and
productiely. So it is no better than its human rela-
tions“a{i*d“in particular thase of the executive.

Sumnxa?izing the organization function we find:

1\ That organizations begin with a logical and practical
arrangement ol mechanical and hum'm work into re-
lated work units,

2, That the organization structure is a framework of
people who have been assigned dufies and responsi-
bilities whick hold the building blocks of the struc-
ture (the work units) together,

-3. That good organization can be tested by examining:
(1) The way authority is delegated.

(2} The development of personnel for advancement.
(3) The ability of the company to change with new
cond1t1on5
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(4) The organization chart of the structure.

(5) The limitations of authority and responsibility.

(6) The number of people supervised by executives.

(7) The communication system.

(8) The kind of human relations existing between
management and the workers,

Conclusion

In the final analysis the test of good organization lies in.the\
answer to these questions: How approachable js the dirgetar?
Is the morale good of the library staff? How content,.dreem-
ployees? Do they recommend their library to others? Ate both
library operaticn and staff welfare considered whegs. fxiéking regu-
lations? Does the library occupy its proper pldcé”in the com-
munity ? Do the administrators and the staff \gork well together?
Are the lines of authority properly drawa® s the classification
and pay plan comparable to those in sithilar institutions? Has a
competent person been assipned personnel duties?

Subsequent chapters discuss theldetails of library administra-
tion and reproduce sample Iil;oréii'}'r forms and records, to help
the library administrator to find the answers to some of these
questions. N\

N\
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Chapter II

Recruitment and Selection of Employees

Special issues of the library journals are devoted to recruits
ment; institutes and workshops for librarians are concerned.with
this important subject; and everywhere one hears of the ,s\hi}r{ige
of qualified librarians. Most libraries maintain high, stahdards.
They want to hire the best possible people to fill theit'vacancies.
That this is becoming increasingly difficult is shown by the num-
ber of library vacancies advertised in profegsfesial jourpals and
by the fact that there is now one bulletin, Librory Placement Ex-
change, devoted entirely to placement {dﬁftising. The serious-
ness of the nation-wide picture is alda_reflected in the fact that
many libraries, large and small, no fonger have trained librarians
in what were formerly profcsgit}ﬁa’l positions, In order to give
service to patrons, no matterchow limited that service may be,
library administrators are fifling their staffs with untrained and
unqualified personnel.

Scores of positions@ve posted at the American Library Assor
ciation conference;s.\\Special Libraries Association (the only
library associafion’ now undertaking a placement service with
paid assistant$)“reports some 200 calls from employers at recent
conventions/and only a handful of applicants. Libraries, in com-
mon with.other learned fields, are reaping the results of the low
birthrfat} in the depression years, combined with continuing ex-

'P?N'Siﬁn in the number of library positions and low salaries.

Increasing Demand—Short Supply

Mr. Arthur T. Hamlin?, former Executive Secretary of the
Association of College and Reference Libraries, writes that the
total personnel employed by public libraries has increased by
more than 4000 between 1945 and 1950, He says that there bave
been similar increases every five years. The professional staffs
of college libraries, according to Hamlin, will expand 40 per cent

22
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m the next fifteen years. Between 55,000 and 60,000 librarians
will be needed by 1970.

If there are 10,000 vacancies now, the figure most often used
by the American Library Association, where will all these addi-
tional librarfans come from? Mr, Hamlin’s answer {s to increase
lWbrary salaries until the library field can compete with other
professions. This is but one of the answers, however, as surveys,
vear after year show that salary is not the only important cofg
sideration of an applicant in choosing a job, Security used o be
the item most frequently mentioned, especially during th€\years
following World War II, but the 1957 surveys indicate\that op-
portunity to learn and advance is now of major impbftafice.

Frank S. Endicott?, Director of Placement at:Northwestern
University and President of the Midwest Collége¥Placement As-
sociation, reported early in 1957 that the Jine, 1957 graduates
would be offered average starting salaries\of $400 a month—the
highest in history and double the startihg salary offered college
graduates ten years ago. His survey\of 200 business and indus-
trial concerns shows that businqss;’:and industry will seek 32 per
cent more graduates in 1957thdn in 1956. Only a few firms,
however will meet their full Eﬁiota. Although engineers command
the highest starting salafids, the survey reports that they are
topped after ten ye r(ef employment by accountants, salesmen
and general business%nployees. Liberal arts graduates are almost
as heavily recruited” by industry now as graduates in business
administration{ tirther depleting the ranks of those who might
consider lipfarianship,

Even,ﬁotigh college men and women who are planning their
career:@j may not put salary in first place, this is difficult com-
petition. The high cost of the Master’s degree required in most
{iibraries for employment: the time involved in a fifth college
vear of study during which a salary of over $4000 could be se-
cured; the- trend towards early marriage and large families; all
add up to the necessity of making library careers more attractive
‘to young people if the library profession is to get its share of
recruits. '

A Look at Library Schools

It is necessary to be realistic in examining what has happened
in the past ten years since the accredited library schools changed
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to the Master’s program. It might seem that placing librarian-
ship on a par with other professional schools would make the
field more attractive to students. Instead of increased student
bodies in the 31 schiools now accredited by the American Library
Association (a drop of 6 accredited schools in three years) the
number of graduates in 1957 reached a new low with only 800
expected to receive degrees. Thus, in times of greatest shortage,
the supply of librarians is diminishing. '

Dr. Donald E. Strout and Ruth B. Strout3 show the following

comparison of the number of library school placements “from
1951-1956: )

7%
S

1851 1952 1953 1954 19550, 1956
1242 1369 1206 1233 1224 1087*

AY;

In 1956, say the Strouts, the schoql{~§raduated 1264 (four
schools not reporting). Of these, 108Avere reported as having
accepted library positions following” graduation; 97 were re-
ported as either not in library {pesitions or (in a vety few in-
stances) unknown; 79 werg :i‘iot’ identified in terms of whether
they took library positions, ot* not; and the remaining 2 were not
identifiable. Thus of the\total number graduated, about 92 per
cent took library os\itiéns, assuming that most of the graduates
of the two schodls ot reported entered the library field. School
after school reported a slight drop in placements for 1956 over
the preceding ¥ear and this trend is expected to continue in 1957.

For nlzar:;y'\years the Tibrary schools considered 35 as the maxi-
mum \aée" for entering students. Today, the type, as well as the
number of students has changed. American students, many in

_theit' forties or fifties, are apt to be persons who have had ex-

perience as teachers, social workers or lawyers, etc. Foreign stu-
dents, many not in the United States long enough to achieve
citizenship, are found in almost every school. The foreign grad-
uate poses a placement problem in that many libraries cannot
hire non-citizens. The accent, which is pronounced in some cases,

is a handicap in a busy library where quick comprehension of
the patron’s request is vital.

* Does not include 78 reported graduated by two schools.
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Recruiting for the Profession

Something must be done soon to provide more library school
students. It is often too late to guide a boy or girl inte librarian-
ship by the time the information reaches the student. Some young
people decide on their career while still in high school. Career
days sponsored by libraries for high school students provide the
means of demonstrating the many varied aspects of librariag>
ship. Brooklyn Public Library reported on such career day ge-
tivities for both high scheols and colleges in the symposiiim\on
recruitment at the June, 1957 conference of the Ametican Li-
brary Association. The “Future Librarians™ clubs in &igh schools,
similar to those of “Future Teachers,” have workedsuccessfully
in California and other states.

If teams of recruiters, familiar with the irany exciting oppor-
tunities that librarianship offers, could mpete on college cam-
puses with the many representatives £r0mn" business and industry,
perhaps the picture spon would be différent, There are still hun-
dreds of eligible young men and.$emen who have never heard
of the variety of positions opein libraries nor the satisfactory
careers that are possible. Deafi*Lucile Allen of Chatham College,
Texas, offers some excellént suggestions on ‘Recruiting the Un-
dergraduatet,” Indiviglga} librarians in colleges and universities
also have made the most of their contacts, by talking to freshmen
and sophomore clgsses, through courses on the use of the library,
by counselling, Wwith student assistants, and by individual confer-
ences with thiese seeking carcer information.

Since\J&rhing by doing provides the most practical demonstra-
tion, (;a;% librarians have been tried successfully in many areas.
A plan used by the Public Library of Youngstown and Mahon-

mg County, Ohio, is reported in the March, 1956 Gaylord
Priangle :

Following recruiting visits to lbrary schools last spring,
staff interviewers agreed that the only hope of solving
the professional staff problem lay in some long range
plan which would induce more local young people of
ability to enter the library profession. Accordingly, a
program of cadet librarianship was devised and put into
operation in the fall. Under this plan Youngstown Uni-
versity students of high scholastic attainment will be
employed by the library as cadet librarians. They will’
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work 24 hours a week and be paid $70 monthly, plus
tuition at the University, with a $10 increase after each
year of service, Each year the cadets will be piven suf-
ficient in-service training to prepare them to naccept
more responsibility,

During their senior years, it is expected theéy will be
able to perform subprofessional tasks in the public de-
partments under immediate professional supervision. It
is hoped that a fair percentage of these cadets will want
to continue in library work and that they can be en-
couraged to securc a fifth year of professional training™
with the grant of scholarships from the library's trust”™
funds. Four voung women are now working as the fivst
cadets and there have heen several inquiries for ap-
pointments for next year, ¢

Q"

Many industrial firms, in addition to a workstudy program
with nearby colleges, carry on similar prograns for clerical em-
ployees with local high schools. By havingAwo girls fill one job,
taking turns working half-time and stydying half-time, avail-
able positions can be filled. Experience shows that many young
women stay as full-time employee§ after high school graduation.
Some of these will go to collegeldt night, and a few may eventu-
ally reach library school. The Very best place for each librarian
to recruit is from his O\V{f non-professiona! staff.

Ot@f W ork-Study Programs

Examination of the bulletins of the various library schools in
the United Stafés will show that many of them offer a work-
study programr“of two years in addition to the one year pro-
gram. This)lelps the student to finance the Master’s degree -and,
at the{8ame time, gives him first-hand knowledge of the work
actue,’l}'y done in the library. A third benefit, in those schools: re-
sauiting “field service,” is that this field service can sometimes
he secured without extra time being added to the school year.

Rutgers University offers opportunity to work three or four
days per week in libraries in the New Jersey and New York
areas. In the case of work-study plans developed with libraries
at a greatér distance, the plan provides for job empleyment and
university study in alternate terms.

A full description of the work-study or trainee plan is-given
by Lowell A. Martin, Dean of the Graduate Library School oi
Rutgers University, in the Library Journal for November 1,
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1857, Martin presents information of current interest from the
standpoint first of the recruit to the profession, then of the co-
operating library, and finallv of the library school.

Syracuse University appoints six graduate students each year
to posts on the library staff for a two-year period instead of
securing work experience for students in local libraries. These
cadets work a 30-hour week at a salaty of $1200 for the first yedr®
and $1320 for the second year of service, In addition, thpy\@re
permitted to attend two cotrses each in the fall and spring\térms
and one course in the Summer Session free of tuition “charge.
Thus the standard one year library program can e, completed
in two years. Many of the students employed in® “metropolitan
areas, such as New York City and Washirigfony,/D. C. are able
to attend classes in the evening at local 11b1sqr~y sr:hoo!s and thus
secure their degrees.

Dr. Louis Shores, Dean of FloridaX State University lerary
School, told the Armed Forces Librakidns Section of the Ameri-
can Library Association in ]une,'i957 that Florida State Uni-
versity could be prepared to confract for Arimed Forces trainees
under a Cooperative Educatian Program. Under this plan two
trainees would alternate/between work and study. While one
trainee is on the job, th&other is in school. The alternations are
made six times i tWo years, providing the Master’s degree for
both trainees, )

‘Pﬁ'ofessfo:iml Training Programs

Aw éfudy program of a different type is that undertaken
by IargE;Spubhc libraries such as Newark {New Jersey) Public
L1b:::;1ry, Brooklyn Public Library, New York Public Library,
Pb@adelphla Free Library, and others. The small library,
although not able to undertake a formal program, may send one
or more persens to library school courses given in the area. The
major problem in such an arrangement is to be able to provide
the proper courses taught by competent teachers. Library schools,
such as the University of Michigan, are giving courses in widely
scattered sections of the state, ie.,, Flint, Grand Rapids and
Detroit. Local librarians who have had the necessary training
and who show competence in teaching are engaged for such
courses, and the faculty of the hbrary school may teach some
extension courses.
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Courses are usually rotated, with emphasis on such basic
courses as book selection, bibliography, reference, cataloging and
classification in the early years. The drawbacks to such a pro-
gram are numerous. Trainees require more supervision than
normal clerical or professional staff. Duties assigned fall between
the two categories, becoming increasingly professional as the
trainee nears graduation from library school. There is some
turnover among the trainees, but experience shows that abodf™
one-third remain with the training library after receiving\the
library school degree. Before starting an extension program
library schools will want to publicize it widely in Jocal’ news-
papers, community papers, local Boards of Educa.ti?)ﬁ',' and col-

7

lepges and universities in the area, {*

/N

The Detroit Public Library, in conjunctign’\with the Univer-
sity of Michigan’s Extension Service in D.Qtr‘oit, adopted a pre-
professional training program in Februafy?/1957. A few courses
in library science had previously beenvoffered in the fall and
spring semesters but many of the_ba8ic courses were not given.
It was previously necessary to take a number of courses in Ann
Arbor to secure the M.A. degtee. With the cooperation of the
University of Michigan faculty and qualified staff members ot
Detroit Public Library, @lt the basic library science courses are
taught in Detroit. Q{Q"fhe last summer is required on the cam-
pus in Ann Arbop,

The followi.ng.fégulations were drawn up:

Only getsons with a Bachelor’s degree from an ac-

cre.dQe"d institution should apply.

Apﬁ}icants must be matriculated at the University of

.\'_mchigan Department of Library Science before enter-
»~\JAng the preprofessional training program.

' ‘Trainees may remain in this classification as long as
they continue their studies at the University of Michi-
gan. Should they discontinue their studies for a semes-
ter they may be dropped from the program.

All work for the library school degree must be cow-
pleted satisfactorily within four years. At least eight
credits a year must be secured in order to continue
in the program.

Upon securing an M.A. degree in library science the

trainees will become qualified for professional appoint-
ment.
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All persons accepted for this program, after matricu-
lation at the University - of Michigan, will start at an
annual salary of $4002 (September, 1957). At the com-
pletion of each four credits, if the work at Detroit
Public lerary is satlsfactory, increments of $79 each
will be given to a maximum of $4555.

All trainees will work a five day, thirty-six and one-
quarter hours week. Two hours paid time will be allowed
for each two credit course.

Only persons with aptitude and personality for librar; )\
ianship will be considered. Preference will be gtven t@
persons under 35 vears of ago.

Other trainee programs vary in their regulations, Some pertmit
one or two years of work before matriculation at. hbrary school.
Others allow more time in which to secure thé\Master’s degree
- or have other variations. The important points would seem to
be: to select individuals who show aptitiidé/and personality for
librarianship; to provide good work Rexperience which will not
‘only encourage trainees to complete their training but also make
them want to contimte working in’fhe library thereafter; and to
offer an adequate salary while }%itténding library school.:

The Need ﬁ)r RY chalarskip:s‘

It seems ironical i Qs era of high cost of education that some
library _scholarshipsrx egging, but every year this is the case.
The $100-$500 scholarship is attractive only to the boy or girl
who can live af\iome and whose major needs will be met by his
parents. In drder to attract the bright boy or girl who would like
to go on,‘{@ﬁ graduate library school after college, more scholar-
ship funds are needed. The library schools, the library associa-
tioz;s,;’:iﬁd a few of the publishing companies are offering some
{oany and scholarships but mostly in the $100 to $500 bracket.
Ofie source yet relatively untapped is industry, which is begin-
ning to feel some responsibility for the edutcation and fraining
of the specialists it needs, Foundations have not as yet recog-
nized fully the urgency of the need for more and larger library
school scholarships. It would be splendid, indeed, if each year a
number of $2000-$2500 scholarships could be awarded to out-
standing students for study in accredited library schools,

Other means of adding to the supply of lbrarians are being
tried by library directors to fill their immediate needs. The



30 Personnel Administration

Toledo, Chio, Public Library has had considerable success with
attracting English librarians to the United States by advertising
in the London papers. Other libraries have arranged with the

U. S. State Department to hire exchange librarians from foreign
countries for one year.

Ways of Filling Professional Vacancies

Most accredited library schools are receptive to personnel 6ffis
cers and others who are interested in interviewing students, It
is not always possible to address the entire student bodyydue to
the number of requests received at cach school, but if Jrrange-
ments are made in advance, it usually is possible,to ‘interview
interested students, Some libraries may find it'.ifnpossihle to in-
clude such travel funds in their budgets. A bdoperative arrange- .
ment with other libraries in the area sop\bﬁmes makes it pos-
sible to finance a joint representative, The person selected can
be briefed on the needs of the ingtitwutions he represents and
will do his best to fill the vacancigs..”

As each student who is recomimended by his library schaol
currently receives ten to t\yel}re offers before graduation, it is
difficult to predict which positions will have the most appeal. In
one library school, recently, over one thousand inquiries were
received regarding aclass of forty students. The type of work,
opportunity for development, geographic location, family ties, or
employment af(friends, will be the deciding factors for some
candidates. Some libraries, unable to compete favorably with
the salaries, offered, have been able to attract desirable graduates
by means\6f the benefits offered, extra-curricular activities avail-
able,vor" pleasant social life. .
Library schools prefer that recruiters’ visits be made during
the spring semester after the first semester grades and faculty
recommendations are received, Some libraries arrange for library
" schoo! students in the area to visit institutions so that they may

see the library in operation. This provides an excellent oppor-

tunity to discuss positions with those who show interest.

The very large number of openings listed at each library
school, compared to the few persons available for placement, has
produced a distortion similar to that in the engineering field
The shifting economy and cut-back of defense orders early 1t
1957 resulted in lessened demand for engineering graduates. Late

£
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- 1957, however, saw increased attention paid to scientific train-
ing because of new developments in satellites, missiles, etc. A
cut-back is not likely to happen, however, in the library field for
some years, due to the continuing expansion of all types of
libraries. ‘Students will be doing both themselves and the em-
ploying libraries a service if they do not job-hunt indiscrimi-
nately. There is a fine line between exploring the possibilities in
a number of fields and the soliciting of job offers when there is »
no intention to accept.

The Chamber of Commerce and the College Placement Coun )
cil, Inc., have issued a code of ethics to curb such pract;ces In
_addition, employers are urged not to use high pressureitactics
to induce college graduates to accept jobs, such as bxddmg above
salaries usually offered, providing elaborate entertainment of
prospective employees, making special paymenti\er other gifts,
or persuading faculty members to influences students.

Advertising in library periodicals, askmg\f‘nends about candi-
dates they may have encountered, attertding library conventions
and other meetings, may also help in Jlocating personnel. State
libraries often keep lists of both Jibtarians and vacancies. Gen-
erally, no.screening is done but Jt is often possible to find the
names of librarians who arg_mterestmg in working in the state
and who may prove acce}stable If the applicant is unable to
apply in person, it is g en possible to arrange an interview with
a library director indthe'area. A personal interview is an essential
part of the emplo\yment procedure and will enable both the em-.
ployer and the {candidate to come to mutual agreement.

In these ta,m}s of acute staff shortage, alt library administra- .
tors may.y \wzmt to reexamine their library positions. If all pos-
sible work has not already been delegated to the clerical staff,
this¢ may be one way to save professional manhours. Most pet-
én$ “are agreed that it is not always possible to have every
clerical task assigned to clerks and that during peak hours pro-
fessional personnel will want to assist overburdened clerical staff
at the loan desk. More than one recent library school graduate,
imbued with the idea that the road from beginning librarian to
administrator is a short one—a year or two at mdst—has become
so discouraged by routine assignments as to think of leaving the
field. Variety is the spice of life in librarianship, as well as else-
where, and the normal, healthy, young person will take his turn
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at the less interesting tasks if he has something more stimulating
to which he can look forward.

Selection of Emplovees

Current trends in selection show that employers tend to prefer
those who are poorer employment risks, ie., attractive marriage-
able girls, or young married women who are likely to have chil- .
dren Milton M. Mandell® states that the very high turnover i
some companies (as much as 40 per cent) is due to this galicy.
Robert McMurry® says that persons engaged in persopmel work
make the same mistakes year after year by letting p:e,ljsoiial preju-
dices prevent the hiring of potentially good empjiojrl-es or en-
courage the hiring of poor ones. S

Most libraries that formerly would not enigage married women
or would not allow them to continue working after marriage,
now find them to be one of the best gotirces for filling profes-
stonal positions. Maternity leaves invpublic libraries are the rule
rather than the exception, even though many women who wotld
like to resume their career aftessthie birth of 4 child are not able to
do so. These are the persops; however, who may return to the
profession when their chiffiten ate in school or coltege. They
thus form a source fo\z: futare recruiting,

\’\Tﬁe Probationary Period

Most librariesy regard the probationary period as the time fo
test a newhémiployee and give him proper guidance, The length
of the prabationary period varies from six months to two years
or mofé) The probationary period may be extended when neces-
sag&br the good of the library, Today, more than ever, libraries

ape realizing the importance of exerting all possible effort in
2\ ,}raining the borderline or marginal staff member since there may

) be no one better ‘qualified to fill his job should he be released.

If the marginal employee can be tested in more than one situa-
tion during his probation period, it may be possible to find a
library assignment which he can fill adequately.

Use of Tests for Selection

Personality and aptitude testing of employees in industry, par-
ticularly for supervisory personnel, has been increasing. Very
few libraries consider it necessary to test professional candidates
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before hiring since most of them have been well-sereened by
their library schools. Most of the schools require the Graduate
Record Examination or similar evidence of academic ability and
a personal interview. Personal and work references are usnally
furnished prospective employers by the library schools, The
schools tend to be objective and to try to present a fair picture
of the students as seen by the faculty. It would seem important
to include, as well, the results of the physical examination, whieh
is often required, and the history of any serious physical ot/
mental illness. <\

The high incidence of nervous breakdowr, as in sigitlar pro-
fessions, warrants careful placement of those who ghf;uld not be
exposed to pressure. One accredited library schgdl in which a
student experienced a second and severe breakdown shortly be-
fore graduation, and after he had been hi:ctl\for a professional
position, will now make available such costfidential information
to prospective employers. Most institdtions are progressive
enough to regard mental breakdown'inthe same light as physical
illness and need to know about ,gl"’hiétory of instability, tuberecy-
losis, rheumatic fever, heart‘f,i:buhle, and the like, in order to
place the candidate satisfactorily.

Unfortunately, there i§,\as yet, no one test or group of tests,
whicl: can be used hydibrary schools or employers to sereen satie-
factorily prospective\ﬁbrar'ians. While the author was securing
an M.A. degreg.at/New York University, majoring in Guidance
and Personné\‘Administration, she attempted to devise a per-
sonality test’which would judge success in librarianship. Estab-
lishing \Qiex’validity of such a test is extremely difficult, and the
writeruhas concluded that the personal traits which make success-
f.ukflifirarians are the same that make for success in similar pro-

#fessions,
" C. Gilbert Wrenn? emphasizes the fact that psychological tests
are one of the most valuable single devices for securing infor-
mation about the individual. The personnel officer or libmr?an
who is interested in applying psychological tests to his selection
program will want to consult Lee Cronbach’s Essentials of Psy~
chological Testing® which presents basic principles that the reader
should know in order to choose tests to fit particular needs, A
word of caution should be injected against the layman attempt-
ing to administer or interpret psychological tests such as the
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Rohrschalk. If, for any reasen, it is considered wise to have such
testing done, the services of a competent testing center should
be secured.

Some libraries, such as Brooklyn Public Library, require an
oral examination on a given subject in promotional examinations,
Boston Public Library employs an elaborate examination system
in which candidates for library positions and those seeking pro-
motion, take qualifying examinations. Milwaukee Public Libragy
recently instituted proup interviews for administrative openings.
All candidates, assembled at one time, were pregented\fwith
several problems. The candidates were then given a certdin length
of time to discuss each problem orally with one angthet in front
of an examining board. The board, composed of’top librarians
in the area, felt that this type of examinatiom@ds most success-
ful as it showed which candidates, in competition with others,
could assemble their thoughts quickly anq%resent them ably,

Clerical T:e.f?s: )

Robert McMurry® suggests thab @ basic battery of tests for
office employees will include.aname and number checking list,
a learning ability test, typifig and shorthand performance tests
(when these are necessafinskills) and tests of such clerical func-
tions as computatior;;‘@el‘:ing, coding and language usage. Not
all of these will h& meeded, however, for clerical employees,

After surveyifi the clerical testing done by firms Jike the
Chrysler Cofpotation, General Motors Corporation and the Ford
Motor Comipany, the Detroit Public Library added the Minne-
sota Gleidtal Tests, published by the Psychological Corporation
(New York) to the typing test given clerical applicants. The
Minitesota  Clerical test is comparatively short (15 minutes),

/¢asy to administer and score, and tests ability with names and
numbers. A number of clerks already employed, rated from
average to excellent by their supervisors, volunteered to be tested
in order to set up some norms. The typing test, which is also
given, indicates speed and accuracy in typing library material.
Only those persons to be hired for secretarial positions are tested
in taking dictation and transcribing library correspondence.

The importance of the selection process is emphasized by the
American Management Association in a 1956 survey which in-
dicates that 20 per cent of clerical turnover can be attributed to
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| poor selection. Industrial Psychology, Inc. of Tucson, Arizona,

estimates that the typical clerical worker, with an average salary
of $2500 {low in many areas) represents a yearly investment of
$4340. This investment includes the cost of recruitment, selec-
tion, orientation, in-service training, turnaver, capital equipment,
and fringe benefits. If this is a fair estimate of the amount in-
volved in hiring one clerical employee, then the money invested
in one professional staff member must be between $6000 and™\
$7000—a large sum, indeed.

Lowell A. Martin in “Toward a Qualified Postwar lerafy
Personnel” included in Personnel . Administration in Libraries
makes a statement which is even more true in 1957 thag'in 1949:

A crucial need of library personnel administration—a
need which transcends problems and methgdplogy with-
in individual libraries—is an inventory and mobilization
of otur human resources. The extent to> which present
machinery results in an organized¢labor supply in the
fibhrary field, with employers alway% locating available
personnel and with qualified cahdidates always learning
of suitable jobs, may be serigusly questioned. One can-
not help but wonder what{vifalization of service might
oceur if every Hbrarian“weére placed in the position in
which he could maki"the greatest contribution.

\‘ Conclusion .

Finding qualified\librarians is the number one problem of most
libraries today, (There is no one best way of attracting recruits -
to the librapy field. Among those that are being tried are: career
days in h;g‘h schools and colleges ; formation of “Future Librar-
iars” s in high schools; introduction of work-study pro-
gram‘s both in high schools and colleges; introduction of the
hbra«ry and librarianship to college classes and interested indi-
yituals. Library preprofessional training programs are in in-
creasing evidence as are various types of work-study programs
arranged by the library schools. '

Selecting employees carefully, separating clerical - from pro-
{fessional positions as much as possible, hiring part-time and older
workers, and guiding the marginal worker during his proba-
tionary period will all help in filling vacancies. The high cost of
recriziting and selecting library personnel necessitates great at-
tention to these basic library processes.
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Chapter III.
Training ILibrary Iersonnel ~
The unanimous opinion of nearly a score of psychlatrlsts at
the 112th annual meeting of the American Psychiatric Assbma—
tion is that, of all the peoples in the world, Americans’ knsw least
how to live with each other. It is not the stress add“strain of
America’s high speed civilization that produces th{gltters multi-
plies ulcers, encourages neuroses and sends gn¥ayerage of 230,-
000 new cases to the mental hospitals; it is hot the fact that the
human organism has been pushed to thé /hmit of its capacity,
physically or mentally, it is just that p&)ple do not know how

to get along with each other.

To teach man how to live in the urbamzed highly mechanized,
superorganized civilization he 3%9 helped to create, the Univer-
sity of Michigan has started\2 mental health research institute
concerned with formulatinds a “bebavioral science,” which will
concentrate on inter; pels}cmal relationships. Knowledge gained
here will be helpful to\ibraries as well as other professional fields
and may assist inf ‘training a staff to work well together,

.a'ob Analysis and Job Description

Befo hmng and inducting the new employee, the library
dll’ECtO’f\Vlll want to consider the nature of the position he is
abpgt.to fll. Job analysis, a step by step description of the work
“done by an individual is defined by Edwin M. Robinson' as

c;llows :

Job analvsis finds ouf what i3 to be done and determines

the best methods of doing it . . . and the qualifications
required of a worker to be able to do the job satisfac-
torily.

Careful analysis of the operation by the worker will often
show duplication and overlapping with other jobs. By analyzing

37
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the work load involved and the qualitics necessary to carry on
such activities, suitable job descriptions can be prepared. Job
descriptions provide the requirements of the various operations
and duties, equipment, methods, working conditions, responsi-
bilities, and other essential factors concerned in the jobs. By
using the job descriptions prepared after thorough analyses have
been made, it is possible o improve the sclection and training
of staff for the established categories. The workers selected wi

know what is expected of them and, with training, will sodn

show whether or not they are able to perform mtlsf'lctcsrd)\the
duties indicated. N\

N

Inducting the New Ewmployee “}".’;.

Orientation is one of the first things to heydone when a new :
employee joins the stafl. The first impressinhq received, __
friendliness with which he is greeted, ghg“information that is ..
given him, may result in good or jmr\per{ormance on the job. :
Because of the importance of good m:loctrlmtzon in the ways of -
the library, it is well to have thc }mrson responsible for personnel -
handle this function. A -

Mildred Bruder Buchman“.mtes the following items as neces~
sary in every library mduct:on program:

Library history /4 \
Library ruleg Tl policies
Benefits (pem‘mn, sick leave, vacation, etc.)
WorkingNirformation
Explg\qa\,tlon of how, when, where and by whom worker
will’ be paid '
Motk done in the department
:~\"’I'.:ay-0ut of the department and building
<\; * Hours of work and holidays
Washiroom and locker facilitics
Refreshment provisions
What to do when first aid is needed
Exact salary
How pay is figured (tax deductions, etc.)

Mrs. Buchanan adds that after the worker meets his supef-
visor he should be introduced to the employees in his depart-
ment; he should be given instructions about job requirements;
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responsibilities and privileges; and should be told how his job
fits into the over-all picture of service, .

Large libraries, not wishing to omit any of the vital steps in-
volved in orientation, may want to use an induction check list
like that of Brookiyn Public Library. R. D. Haight3, Training
Supervisor of Crown Zellerbach Corporation, mentions some of
the same points in his blueprint of a practical induction proced-
ure. '

In-Service Tmmmg A

The question of in-service training, what kind and how mticﬁ
is one of the important problems in library personnel .adminis-
tration. Forty-two public libraries!, serving populations™ef 100,-
000 or more, reported in 1955 on their training a.gtxwtles Next
to training for children’s work and services f8_young people,
most of them devoted more time to orientatien ihan any other
training activity. This survey also showed/that some attention
was given by the large libraries to trainilﬁ supervisors and dis-
cussion leaders hut that only one hbrary offered training in the
philosophy of library service. o~ N

A survey of current practices’in some of the same large pub-
lic libraries indicates a diversity ‘of training programs with the
determining factor often the amount of time and staff available.
Among various types oi\ training offered are: induction pro-
grams, promational \txrammg, special programs for custodial

workers, training Ader children’s and youth libraries; training in
book selectionabd in use of the public catalog.

Typical ipduction programs are those at the Boston Public
Library whe.re new professional staff members spend one morn-
ing touring” the main building and learning the history of the
libraljf.,The same program is used for the subprofessional, cleri-
,ca.lt énd maintenance workers. The sessions are scheduled when-

Seyer there is a new group to be indoctrinated, usually every six
weeks or two months,

Clerical workers at the Philadelphia Free Library learn the
operation of the charging system and spend one-half day learn-
ing about the philosophy of the library and touring the main
building, :

Brooklyn Public Library used to allot more time to the induc-
tion process than almost any other library. Professional librar-
fans met in 13 sessions to study the history of the institution, the
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trustees and their functions, the capital and expense budget, work
simplication, and the like. It is expected to discontinue this pro-
gram in the {all of 1957, however, due to the large amount of
time involved in its operation. It is also felt that there is some
duplication with the training already bheing received at other
points.

New professional and clerical staff members are oriented by -
the persomnel stafl of the Detroit Public Library on the morgs
ing of their first day at work. Two sessions, totalling one andM2
hatf days, are scheduled in the fall and winter for new\'pro\fes-
sional employees. At this time discussion centers on ‘what the
staff may contribute to the library and what the liiraty may do
for them. The history of the library is included; as is some
training in book sclection, and a discussion 04 how well their
library school training equips them for their’ work in Detroit
Public Library (this completely frec dispussion is reproduced
annually and sent to the accredited Jibary schools for their in-
formation). These sessions also provide some background on the
adult education activitics of the dibrary, and a visit to the subject
departments and behind the sceh®s activities in the Main Library.

Another type of tminingfébmetimes offered is that for pro-
motion. Boston Public Ifbrary gives some 25 in-service training
courses for employec§ Jto help them qualify for higher grade
positions. Not everyCourse is offered every year; during 1956-57,
eight courses wére offered. The New York Public Library in-
augurated aMfanagement development course in 1956 (See
Chapter VL)

Similaf_tGurses are offered to supervisors in various libraries
on both the professional and clerical level. Brooklyn Publ.ic
Lﬁl{fa‘i‘y held a very successful workshop for senior cerks m

1956, Sometimes other courses given in the area open to Fhe
library staff are worthy of investigation. Among the traimr.lg
courses being given by the Civil Service Commission in Detroit,
in which the Public Library is cooperating, are those for new
supervisors and one for middle management. _

Formal training for custodial or maintenance workers, while
not generally receiving much attention, is another field worthy
of investigation. Custodial workers at the Free Library of Phila-
delphia attend evening meetings arranged by the Public Service
Institute of the State of Pennsylvania, About 10 sessions are
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offered on library time, covering such subjects as minor building
repairs and maintenance. A diploma is awarded those who com-
plete the course successfully,

As shown by the American Library Association survey?, more
attention is given to the fraining of children’s and young people’s
librartans in public libraries than to any other group. Typical of
these programs is that in Detroit where from eight to twelve ,
sessions supplement the courses children’s or youth librarians
received in library school. During this time, the new librafian
is expected to read all of the selected books with which(he is
unfamiliar, and special training is given children’s librarians in
story-telling. Children’s librarians also review books; ‘receive
some training in book selection, and serve on hoek. Committees.

Adult services assistants at Detroit Public Tibgary receive as-
signments on book committees after a year gad.give book reports
at biweekly meetings. Workships to stimulate’ professional think-
ing are offered to all the staff as time\ean be found and the
need arises. R :

Training in the use of the publescatalog is another area that
libraries may want to examinglThe chief of one of the large
reference departments in Detroit Public Library trains the pro-
fessional staff twice a yeafin a two-hour session. Each librarian
in the main library ig gheh scheduled at the public catalog. Lib-
raries may also qut\}o devote some time to training on the
philosophical implications of librarianship. Formal plans for
training are hélpful; but the most important part of any in-
service trainifg program is that carried on daily by the individual
superﬁsgl\\:w‘ith the employee on the job.

Emplovee Promotions

AN
{“Morale is apt to be high in the library where promotions are
made from within the organization whenever possible. If it is
clearly understood that promotions are made on merit and, sub-
ject to certain requirements, the staff has the opportunity to
qualify for them, there should be a good response, Greater turn-
over is apt to occur when employees feel that there is no possible
advancement for them.

Ways of bringing prospective vacancies to the attention of
employees is discussed in “Pros and Cons of Job Posting.”® Henry
G. Pearson says from his experience with the Poloraid Corpora-
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tion that the many unexpected benefits from posting job open- -
ings more than compensate for the extra time in making these .
assignments. :
For some time the Clevelarul Public Library, among others, -
has been posting notices of the availability of supervisory posi- -
tions and inviting the staft to apply. L. Quincy Mumford, Librar-
ian of Congress, in the Information Bulletin of August 20, 1956,
states that the posting procedure makes sure that the qualifia -
tions of individual members of the staff will be reviewed in con- -
nection with the requirements for positions that becomé ‘vagant;
indeed, applications submitted as a consequence of position posi-
ings have more often than not revealed talent of {which the ad-
ministration was not aware previously, Although' this has not |
always been talent that could be utilized in_the) vacancy at hand,
it has sometimes been talent that could be gtilized later in another |
situation to the advantage of the librafy)and the staff member. @
Detroit Public Library adopted sthis” procedure in 1954 and
now announces all administrativezo:n’supervisory positions to the |
professional staff. Applicants_ate given ten days in which to
contact the Personnel Officesun writing, expressing interest m
the vacancy, and mentionihg any particular qualifications which -
may not be a matter 6 record. The notice also states that all -
persons who are guilified for the opening will be considered,
whether or not ;h}} have made personal applications. |
The problemyef seniority versus merit is discussed by Alhﬁ:ft
H. Aronsonf)\Aronson states that seniority is often a factcf m o
personnel ‘dgtions, such as reductions-in-force and promotions
and is enerally advocated by employee organizations as fair and
easily\administered. If it is given such weight that poor em”

ployees are retained instead of superior ones, and the mediocre
/N

aré promoted instead of the able, it defeats the very purposes of
the personnel system it purports to exemplify. .
In making promotions, the director will want to be certaif
that the employee has the training and experience to perf?l_'m
the new work satisfactorily and that he has the personal qualities
to be accepted by those he will supervise. It is difficult te tell an _
employee that his lack of promotion is due to personal factors
rather than technical competence but, if necessary, he needs 10
be so informed, and an effort made to help him overcome them:
Mr. Aronson seconds this thought in the statement that the grow”
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ing emphasis on emotional adjustment as a factor in supervisory
. success and effective group relations is sound.

Rotation and Transfers.

Some library directors have long felt that a certain amount
of interchangeability of staff is good both for the institution
and the individual, Tt is not likely that any library will want
to interchange all positions but some job rotation will benefit{
both the individual and the institution. N

Harry N. Peterson’, Librarian of the Washington, D. C.,:Ptlﬁ'
iic Library, says that rotation broadens experience, equips the
staff for promotion; provides greater flexibility, incfedses uni-
formity of practice and improves coordination and’gboperation.
It also increases understanding of the many library operations
and makes it easier to find substitutes during\illness, vacations,
and rush periods. It allows potential admidistrators to learn the
varied problems of the library, brings new enthusiasm, ideas and
stimulation, and prevents any one frofiyhaving a vested interest
in any one job or in one part off,.ﬁie institution.

Even though a program of ,.;‘qtai:ion and transfer does cost
supervisory time; even thougljl;'many branch librarians and de-
partment heads hesitate to{leave a situation in which they have
worked hard and which\they are enjoying; even though there
are some specialist é.iiigfnments in libraries which do not lend
themselves well tg™\such a program; the library director con-~
cerned with the (taff and the institution may want to work out
some such method of individual library development.

The Ereg\Fibrary of Philadelphia hopes to schedule some ro-
tationpf@rofcssional staff, with three or four assignments of
a dayceach during the first year. This library also plans some
rafation of clerical workers. Enoch Pratt Free Library assigns
“4wb librarians from the central library to rotating positions as
needed in the system.

Libraries maintaining a library trainee program are, of neces-
sity, providing a variety of assignments for this class of per-
sonnel. Some libraries, such as Detroit Public Libraty, program
a variety of assignments during the probation period, and an
effort is made to fransier first assistants and branch librarians,
after five years or so, in order to provide new inferests and
activities. The branches profit, teo, since each librarian is apt
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to approach his assignment differently and to bring different
talents to it.

Library employees appreciate the opportunity of requesting
transfers. The New York DPublic Library’s personnel change
notice, which can serve many purposes is an example of a good
form for recording transfers,

Industry has noted the need of rotation in order to hold
employee interest and secure greater productivity. In some plant
employees engaged in repetitive work have exchanged positiens
within certain work groups, to the betterment of ali coneemed.
The January, 1956 Dartnell File, P-7, says, in part, oh “Inter-
changeability of Staff”:

3

.+ . In general, management pays far tooittle attention
to securing maximum interchangeability \of staff. This
lack of interchangeability means that waragement does
not get the best value out of staff and productivity
suffers. Furthermore, the workers get into ruts and
become frustrated. This is ughally more prevalent in
larger organizations or groups-of workers than in small
units. We must, of course, have specialists, and there
are many workers in affices who possess some technical
knowledge or qualifications who, of necessity, must re-
main in one job year in and year out. Although these
may not be abl,c;"él be interchanged, they could be ro-
tated to giveSthem a wider outlook.
Where no gérious attempt at interchangeability has been
made apf’one starts to mave people around, one s
bound, ‘ab the outset to meet with some reluctance to
mo,ve;.\If, however, it is explained to the workers that
theMroves are designed to give them greater knowledge
dgd experience which, in addition to making them more
\valuable to the concern, will be in their own interests
“\ should they apply for other or more responsible posts,
/ this reluctance will quickly disappear. The staff should
be kept fully informed of what is being done in this
connection. If there is a staff representative and he 1
a responsible individual, he will readily support a policy
of interchangeability as being something clearly to the
good of the concern and of the individual . . . -
From the point of view of the manager or supervisor
in charge of a department or section, to work for max-
mum interchangeability calls for effort and the sacri-
ficing of self-interest to the interest of the concern as
a whole and of the workers as individuals.
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The course of least resistance is to allow workers to
remain where they are and to content nneself with re-
placing staff who leave, Unfortunately this is the course
which is all too often taken,

Ewmployee Counselling

One of the essential services -which may be assigned to the
library personnel officer is employee counselling. Even some ,
large libraries have not yet assigned this responsihility, leaving
the initiative to the employee who may have a problem Unless)
the person who is carrying on personnel duties is tralmeﬁ in
guidance and counselling, and unless he makes it known that
all employees are welcome at any time to discuss? the many
problemns that may arise, he will not be carrymg\out all the
functions implicit in his job, Marital, legal or niedical problems
cannot, of course be handled, but these max\%e referred to a
suitable authority, \“

There are two main types of coumseliing mentioned in the
literature, directive and non- directiye.. Dr. Carl R. Rogers is
the father of non-directive coungglling in which the counsellor
or interviewer, by not asking.léiding questions or attempting
to direct the interview, helps the employee to think through and
solve his own problem. HeMacts as a soumnding board untli the

caunsellee arrives at éalutwn
Dr. Rogers, in a .ta\k before members of the Michigan Train-

ing Council in 1953listed the followmg qualifications of a good
counselor : \¢

1. He Should be aware of his own feelings,
2 He\should be able to create an enwronment the inter-
N Aviewee can accept.
& 3 He should have sympathy for the individuals feel-
\ ings and attitudes,
4. He should be free from moral or diagnostic evalua-
tions,

Tob Counselling

The counselling done in the majority of libraries today is job
counselling. It is important that there be an office that insures
privacy and where the employee may go without causing undue
attention to himself, The interviewer will want to train himself
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to perceptive listening and not suffer from what has been called -
“hardening of the categories.”

Anstey and Mercerf offer the following suggestions to these -
who would like to improve their interviewing techniques:

1. He should acquire necessary background informa-
tion about educational and vocational qualifications.

2. He should if possible attend a training course in in-

terviewing. N\
3. He should sit in on interviews conducted by an exe
perienced interviewer or by a Board. (M)

4, He should conduct some interviews himself with’ an
experienced interviewer sitting in the backgfound to
comment afterwards and to discuss with Hin® mpres-
sions of the candidate, O

5. He should practice,

6. He should think about his intervjewing and work
ont a general plan of attack .\*

An experienced interviewer, acg:tjr:di'ng to Anstey and Mercer,
can further check himself by diSeussing opinions with colleagues
who have interviewed the ca;:&idilte. He can follow up the later
careers of those of his cangidates who are successful and who
maintain their connectipn ‘with his organization,

B. J. Speroff?! of the University of Chicago lists 18 hu‘man
relations and counselling principles which apply to all supervisors
in their daily, fotmal routines, as well as to those engaged pri-
marily in pecsohnel work. Those persons who need to develop
competenc@\ifi opening an interview, handling the main. body ‘?{
the intdr¥iew, terminating and evaluating the interview, will
ﬁngia“Practicing Supervision,” by Robert D. Gray and L. Robert
Soretison!?, of value,

\“Chrysler Corporation (Detroit) issued in 1954 an excel-lent
small booklet, Performance Interview which provides suggestions
far counselling employees on their work, and Employee Conw
selling™, by Nathaniel Cantor will be very helpful to those who
have had little experience in this field,

Disciplinary Interviews

Just as one of the most rewarding parts of personnel work Ii
helping an able employee to advance, conversely one of the mos
difficult jobs is that of correcting the poor worker or releasing
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the unsatisfactory employee. Lawrence A. Appley?® says that
when a manager has to dismiss an employee, it hurts him more
than the worker. This is true, for the action signifies failure on
the part of the institution,

The Department of the Army, recognizing the vast number of
actions which must be taken by supervisors, has developed z
basic course in supervisory development, In Taking Personnels
Action, information is given about separating employees. The
supervisor, having failed in attempts to correct the emplogee’s
behavior, gives him advance written notice of the proposeﬂ ac-
tion and informs him of his right to reply to the charges, Tf the
action is taken, the employee is informed of his rigﬁjrto appeal.

It is recognized in the work unit on Handling Behavior Pro-
blems that positive motivation will' not work ‘in"every instance.
Ways of stopping unaccepiable behavior,/@re” discussed in an
effort to channel the worker into a patM with the greatest
possible benefit and the least possible(damage to a sound, con-
tinuing relationship. The unit on Hendling Employee Dissatis-
factions attempts: 1. to developta clear understanding of why
employee dissatisfactions jeleviin 2. to get supervisors to recog-
nize and accept their respon51b1hty for preventing and adjusting
complaints and gTieifat}geQ\; 3. to explore ways of handling dis-
satisfactions effectively,™

Suggestions on how to avoid incipient grievances and how to
resolve them while/still in the informal state are included in The
Society for Pepsonnel Administration’s'S, The Problem Employee
—An Anstosr for Management. It suggests, as does the Depart-
ment ofs'i*he Army, a record of the problems that arise, so that
if suspemlon demotion or removal is proposed, the charges are
.BPQCl ¢ and detailed. Some libraries record counselhng inter-
Views on tape, with the permission of the interviewee, in order
to have a permanent record. The Free Library of Philadlphia
tapes interviews for employee selection but as yet this device
has not been used generally for other types of interviews.

One of the proposals made in “When Employees Make Errors”
(Supervisor's Personnel Newsletter, December 20, 1954) is that
a supervisor should examine his own behavior when attempting
to get at the cause of an unusual number of employee errors.
A change in the supervisor's methods and attitudes may help
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in cotrecting the situation without disciplinary action being neces
sary.

Earl P. Johuson!* suggests that an interview should be con-
ducted as soon as possible after the incident but that time should
be allowed for a cooling-off period if the worker is upset, The
interviewer also needs to be certain that he is emotionally pre-
pared to handle the interview and should try to learn as mych
as possible about the person's past performance. Johnson believes
in developing and agrecing on a plan for the fnture with{specific
points and timing and following up to see if impro¥ement has
been noted, He suggests making sure that the egni)}o:vee koows
that the interviewer is aware of his improvcm\r;r?t.

NN

The Exit Interview

When an employee leaves an organjza?ién. it is customary to
have an “exit” interview at whichtile reasons for leaving are
stated, as is the type of recommendation the employee may ex-
pect. The employee’s satisfqg:}ibn% and dissatisfactions in his
work are discussed. Robert DeiMelcher!® believes that many exit’
interviews fail to get at catises, either because the interview itself
is handled ineptly or besause employces are afraid to talk. He
describes the study whieh was made in the personnel division of
Hughes Aircraft €ompany (California) in an effort to uncover
the real reasong for employees’ resignations.

During thelion-directive stage of the interview, Melcher re-
ports thatthe employee was encouraged to talk about his job 2
he saw(fit” He then answered a questionnaire which was used
by the\nterviewer as a basis for directed questioning. Experience
sh\dy\is that professional personnel are more critical of their work

g«@:xperiences and more apt to discuss them freely than non-pro-
fessional personnel. Of the reasons for leaving, the largest per
centage (52.7) of the professional staff, gave another job, while
51.5 per cent of the non-professionat selected moving, he?lth’
or some other reason. Advancement was the second reason giver
by the professional group while another job occupied seco‘nd
place with the non-professional personnel and advancement thir
place. In this study, the professional employee not only express
a higher degree of dissatisfaction but indicated that inadequate
supervision was the main cause of it. To get the whole picttr®
however, the interview might be supplemented with the super
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visor’s report. If the exit interview uncovers remediable causes,

its findings can be used as a basis for corrective action.
Robert McMurry in Handling FPersonality Adjusiment for

Industry (opus cit.) suggests that, in addition to information
about the reason for leaving, there should be data sbout assign-
ments, salary level, sex and age, unit, section or division, general
quality of performance, length of employment, and name of\.

- supervisor. As McMurry suggests, analysis of these data will
‘help to reveal trouble spots in the organization and, with catefil
consideration of the problems and research findings, afiy “need
for changes in -personuel policy or in developing.improved
methods of recruiting, selection, placement and training, will he
apparent. N

Conclusion N

The subject of training, how much m' how little, is an im-
portant one in every type of organization today. While it may
not be economically possible for the Small library to embark on
a comprehensive n-service trairﬁg’lg’pmgram, it is often possible
to participate in training activ&ies in the area; e. g., those courses
offered in universities and E’o‘Ileges or in other city departments.

Types of in-service ,tséining that are considered essential are:
orientation of new s@ﬁ"; training for special areas, such as chil-
dren’s and youth wé‘k; training for promotion; on-the-job train-
ing for supervisors, etc. A certain amount of rotation of. staff
and opportu:fit\y for additional expcrience through transfer is
good for, J;}o}‘h the individual and the library. )

Counselfing is important. Interviewers may want to prepare
themiselves to handle the disciplinary interview and exit inter-
view as well as other types of job counselling. Training library
{ DBeéfsonnel is a continuous day-by-day job with its prime aim
the development of the individual and the good of the library.
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Chapter IV
Motivating the Library Staff

Dr. Harvey W. Zorbaugh, Professor of Sociology and Anthip-
pology at New York University, defines personality as tha.t\whlch
comprises the basic patterns of behavior, whereby ap ihdividual
strives to meet his needs and the demands of social)reality. Ac-
ceptance, affection, belonging, and favorable staius' \s a person are
fundamental emotional or psychological needss\Every individual
has a characteristic style of behavior he }ms\\developed and each
person relates himself fo others in his.own Tashion. Competitive
success is s0 important that people will strive for recognition, ade-
quacy, and security in the work group, as much as for food and
water. ™

An able staff is usually ongé:'whose leader or leaders is able to
supply the proper motivatign, Research conducted by the Institute
for Social Research of th\e University of Michigan on what moti-
vates workers foundithet’an employee who feels that his supervisor
is interested in B and his welfare produces more than an
employee who\f€€ls that his boss is chiefly interested in production.
Close supe;v{:sidn seems to result in low productivity. The same
kind of supervision that produces highest productivity also pro-
duces high morale. The greater the skill of a supervisor in using
grou:p hethods in supervising, the greater is the productivity of
1he‘work group and the greater is their job satisfaction.

\ Group Dynamics
Dorwin Cartwright! believes that

the behavior, attitudes, beliefs, and values of the individ-
val are all firmly grounded in the groups to which he
helongs . . . In a real sense, they are properties of groups
and the telationships between people. Whether peaple
change or resist change will, therefore, be greatly influ-
enced by the nature of these groups. Attempts to change
them st be concerned with the dynamics of groups.

57
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Cartwright says that if the group is to be used effectively aga
medium of change, those people who are to be changed and thes
who are to exert influenice and change must have a strong sense of
helonging to the same group. Efforts to change individuals or sub
parts of a group which, if stecessful, would have the effect of
making them deviate from the norms of the group, will encounter
strong resistunce. Strong pressure {or changes in the group can
be established by creating a shared perception by members of fe

ueed for a change, thus making the source of pressure for achange -
lie within the group, N\

1t library employees feet that their supervisar is interested in -
discussing work problems with the work group, s:\?tié'factiqn with
the job is increased. High production groupsidve more grouwp -
loyalty than low productive groups; they have’ less absenteeism; :
they help each other on the job. Sharinglly in developing job -
changes and solving work problems pagsoff in productivity, say
Earle C. Wolfe of the Institute of Dahdr and Industrial Refations, .
University of Ilinos, by J

Rensis Likert, Director of ;‘,ﬁei University of Michigan’s Indi-
tute for Social Research, in jt'j&}king {0 an industry-education sym
posivm on May 24, 1957, stites:

Subordinates rqa’c’t,\favorably to experiences they feel are
supportive anl\ificrease their sense of importance and
personal wosth. Similarly, persons react vnfavorably to
experiengestthat are threatening, and decrease or chal-
lenge th:e?r sense of personal worth.

Dr. Likert reports that partial adoption of these princi?als by
some~firtns in their employee relations had resulted in savings ©
agwmtch as $1000 per worker in the number of paid-time absences

..\Ifjbin the job,

Job Satisfaction

Job satisfaction is of vital importance. Indeed, Mason Haire 11
“Psychology in Management,” as quoted in Personnel Journal
(December 1956) believes that it is doubtful that it would be
psychologically possible, even if it were not prohibitively eXpel”
sive, to substitute money for the social and egoistic need—satis”
factions that are possible and that should be made available 'm
work. Stephen Habbe, in writing about “The Employment Office
Today,” states in Management Record (December 1953) that em-
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ployment managers have discovered that two things are important
in job placement, It is well known that getting the individual in
the right job is important. But, his second principle, the impor-
tance of getting the individual to feel that he is in the right job is
not so well-known, and this may account for many of the dissatis-
fied librarians now roving from job to job. :

Almost any job, Dr. Nirenberg? says, contains many inherent
pleasures just waiting to be exploited. Whether they are discate
ered or not depends on the awareness of the job-holder. The(Cyea-
tion of something new, for instance, is one of the greatest pleas-
ures available, Being creative involves mostly the reshuffhng of
existing patts to form a new whole; and all jobs of’fer this oppor-
tunity. The sense of gratification which comes mfh a job well-
done can be and should be available to any workes! Dr. Nirenberg
suggests that a conscious effort be made to leabn at least one thing
new about the job every day. Even Ilth'y\empIO}!ees who may
have held the same position for vear‘;,,have this unique epportun-
ity, for where is there a job which pﬁ'«ers more new stimuli daily,
mote opporiunity to learn and gro%x},"than in a library?

The Importagce of Environment

What are some of thesways in which job satisfaction can be
produced or increased 2, Spealcmg recently before the Office Exec-
utive Association, K\Harry Orverstreet says that supervisors are
chiefly responsible\for the environment in which their employees
work. \?Vhether e employees enjoy or detest that environment
depends to a great extent on whether the supervisor is a sound
person. Dt Overstreet, in Supervisor’s Personnel Newsletter
(Junek 1956) lists seven questions which help to determine
soundness.

Y. Do you move toward life or away from it?

5'“ 2. Do you feel that there should be give-and-take up
and down the line?

3. Are you reasonably able to talk things out?

4, When a problem1 comes up, do vou approach it with
an interest in all the possibilities of the solution?

5. Have you developed genuine competence in your
joh?

6. Can you come to terms with what you wish had not
hiappened?

7. Do you have some interest bigger than you are?



60 Personnel Administration

Dr. Overstreet describes the unsound person as having a “tight
personality” and the sound one as having a “large personality.”
The unsound person tends to cut life down to his own size. He
is not interested in what does not concern him immediately and
directly. The sound person sees life bigger than he is and con-
cerns himself with matters that do not directly affect him. The
closer a supervisor approaches “soundness” the better environ-
ment he can create for the staff and the more likely they are to bé\
the kind of employees needed. '

The Robert Wood Johnson reportS approaches human, zelations
from a psychosocial viewpoint. Impulses, tendencies, \and wants
of biological origin are forces in the life of the indfvidual which
are continuously modified and reshaped by interpersonal relation-
ships. A philosophy based on the dignity of\the’ human person-
ality is an imperative need if our democratie, society is to endure,
Within such an approach, personnel adsiimistration is inevitably
related not only to the social structufelisi the organization but to
the structure of society as a whole)” Personnel administration,
then, must begin to collaborate :’wit"h institutions for a uniform
valie system on what is socially* desirable or undesirable.

The problem of creating A% environment which will suit basic
needs becomes one of How to develop personalities so that the
organization will pr ckfce’ its own supervisors and executives, and
concomitantly, of ,I%V to achieve the cooperative relationships
which are essential for the accomplishment of interdependent
function. Conjf?onted with the fact that man has never been $0
variouﬂy'd?p\:ndent upon group association as he is today, mat,
nevertheléss, the sociologists say, continues the conscious or uncon-
scipus}.:struggle to be independent.

o\ D Attitude Changing

It is well-known that people vary in the degree of their emo-
tional stability and this affects their motivations. Cathoon and
Kirkpatrickt say it is a basic principle in influencing employee
behavior that the approach should fit the needs and wants of the
employees. The authors feel that resistance and opposition to
change can become assets in that the employee’s attention and
interest are then secured and opposition may well be evidence of
employee desire. The experienced, competent, supervisor encous-
ages employees to voice their objections and o put reluctance into
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words, Employees who can talk readily can be influenced easier

than those who find it difficult to put their objection in words.
Skill in human relations is the most important attribute of any

supervisor. Five basic requirements for conscious 1mprovement

of this skill are listed by Katz5:

The person must sincerely oant to improve,
He must be willing to face up squarely to his own made— A
quacies,

He must be provided with a permissive atmosphere which™),
shields out censure or ridicule when he exposes his ™
weaknesses, N

He must have someone whom he trusts, who is mﬁerested
in helping him improve his performance, a@d who is
sufficiently skilled that he is able to helps®

He must be provided with direct experiences in working
with others, from which he can Iearn\\and practice the

new skills he acquires. \‘

Stahst:cs show that 500,000 workers,are discharged each year
in the manufacturing industries and\that the greatest percentage
lose their jobs because of poor, attltudes If attitudes are impor-
tant in the work force, they aré,even more important in the man-
agement group. It would be futile to spend time and money trying
to influence attitudes of émployees, if attitudes of the administra-
tion were bad. It wglld be futile to plant seeds of fellowship,
teamwork, cooperation, participation, or recognition in an unpre-
pared managemegit;Seed bed, according to Roberts®.

Dr. Molly/Harrower, a prominent psychologist, “has said that

fyisors apply the psychologist’s principles and methods

some Supety
withoutnbwing it. They seem to work miracles by establishing

a fl‘.ienﬂly atmosphere of acceptance, warmth, and affection. In
'Suf-"a}'z)isor’s Personnel Newsleiter for February 14, 1955, Dr.
Hatrower writes that human patare is plastic, flexible, and has
tremendous possibilities, but that it can not be changed suddenly.
Attitudes are formed early and become fixed by usage. Few peo-
Ple realize that their emotional problems are derived from 1rn
Proper attitudes of long standing, Any one with an inflexible
attitude approaches a problem in terms of the past, instead c-lf
thinking about it against the background of the situation he is
facing and limits the freedom with which he can act. )
In this complek area, friendliness on the part of the supervisar
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can work miracles. Those library directors or personnel officers
who can identify themseclves with the staff, who have empathy
and act with reasonable social adjustment, can accomplish most.
Such persons are aware of how their actions affect other people.
A good way to build and maintain this climate is to provide a
personnel program dedicated to the whole man. All of the em-
ployee activities designed to promote and maintain a healthy
relationship require active participation and sympathetic tndé
standing on the part of the library administration. O\
Edith LEfron? reporis on an attempt to alter the atgithdes of
executives. Thousands of executives are now takipg;éburses in
an attempt to draw more enthusiastic work out of/their subordin-
ates. The training is based on the theory that human beings work
most effectively when they are given some Yoite in setting their
own goals and in helping to make the dgclsions they must carry
out. The executives are instructed on thret progressively complex
levels: first, how to encourage free’speech at staff meetings and
conferences; second, psychological ways of improving man-to-
man communications; and thi'r'd‘{ the frankly psychiatric method
of group therapy in changing attitudes that may have made an
individual executive feared and disliked by his subordinates.

&
ASelf-Improvement

& .
Ross® believescthat it is necessary to examine the questions of

_ whether or nof/an employee wants to improve before attempting

any attitude.ehanging. It may seem quite obvious to most execu”
tives th{tgahy kind of improvement is both desirable and reward- .
ing bdtVexperience with the average employee does not always
leadlto the same conclusion. Some workers think they are being

w(efy practical when they do not “give” until they are sure of

Sgetting,” Of course pay and promotion are not the only incen-
tives that inspire employees to try for self-improvement, altho:llgh
many persons will state that they will improve if they are given
advancement or increased salary. .

A few of the intangible incentives mentioned by Ross are:

Job security.

Personal satisfaction or pride in accomplishment.
Approval of others whom one respects.

Chance for promotion.
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Prestige as indicated by title, equipment, location, kind
of pay.
Sente of participation, being consulted.

In hiring, employers may well consider factors that will aid
them in selecting employees with the best potential for self-
improvement. If care is taken to create an atmosphere that
encourages self-improvement, if steps are taken to tap the tangible
and intangible forces that motivate an individual in this directiong
and if aid is made available to take constructive action toward
mutual goals, then more librarians will be ready to give tims,dnd
effort to the future they share with the organization. ™

S

Recognition ¢ o,

All personnel authorities cite recognition asleme of the basic
emotional demands necessary in job satmfacti@ﬁ Henry P. Shot-
well? says workers need to feel that what théy are domg is nseful
and worthwhile, that their superiors dsevinterested in them, and
that they will receive credit and rccogmt:on for their accom-
plishments. Supetvisors will wants to keep the employees in-
formed of what is going on,, t’gs'fet thent know frequently - and
regularly how they are doing (See Chapter 8), to give them credit
for good work, and to prepare them in advance for changes that
will affect them, A

Earle C. Wolfex s\ong]y emphasizes that various forms of
recognition play @ thajor role in building up the status of the indi-
vidual. The alért> supervisor uses every opportunity to give recog-
nition. To beleffective, Wolfe says, recognition must:

Be.)é}rned or merited by the cne receiving it.

~Be'made sincerely.

{"\“Be appropriate in amount or type, not too. much or too
little,

Be given by the right person. A supervisor can not give
recagnition withheld by fellow employees, Another
supervisor cannot take the place of the proper one
in giving acceptable recognition.

Be given with the right timing, not too ofter, not.too sel-
dom, not too soon, and not too late,

Great differences in the degree of earned recognition make it
d:fhcult for a supervisor to-give it sincerely to individuals on
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the low end of the scale. The solution seems to lie in using differ-
ent types of recognition, such as: acknowledgment, approval,
acclaim, award, participation, and partnership. These types of - -
recognition are progressively effective when they are earned
Acclaim or award can only be given when an employee has
achieved and should not be used so often that value is lost. If
skill and achievement are short, effort, neatness, improvemesnt,
or perception can always be recognized.

N

o'\.\‘ B

Employee Awards o™ 7
An important booklet issued by the Department githe Ammy
in its Supervisor Development Program, is Buildifigp'Good Reln-
tionships. Factors in worker motivation, potentighincentives in the -
work situation and those that can be introdtied, are discussed
A list of awards authorized for use withir&l{e army is included.
While the granting of awards can bey o\xxérdone, it may be wel _
to reexamine the library program to(se€ whether there are incen-

tives for fine performance, R

The award which causes the 'most interest in Detroit Pub}lc
Library is available annuallythrough the Library Staff Meﬂwf}al.
and Fellowship Association. This award, made to the [ibrarian
who has served the ,Lib}ary for ten years or more, and . whose
performance has_been outstanding, is determined by the awards
committee. The fécipient may be an assistant or a department
head. The orlyGtipulation is that he may not be a member of the _
top levels .oi’ﬁdministration. The award includes the interest ot
a fund\df s6me $20,000, and two extra months’ vacation. N

CashMawards are offered by the City of Detroit and admmlsi;
tgr\éd; by the Employee Award Board. The purpose of _tl_le gas

“awards, ranging from $10 to $100 is to provide recognition for
worthwhile ideas. All suggestions are carefully investigated and,
if adopted, the employees submitting them receive ‘cash aW&l“_is
based on the value of the suggestions and/or a certificate of merit.
At the end of the year, additional awards ranging from $100. to
$1000 may be granted for the ten best suggestions made during
the year, Any idea for improving city operations is acceptable
except that the Employee Award Board cannot consider SUgges”
tions on position classifications, compensation schedules, or items
in conflict with existing city ordinances, Several awards h«’}""-
been made to the library staff, with one of the 1957 awards going
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> a library bookbinder. His suggestion, now in operation, saves
everal thousand dollars a year in the binding operat:on

Striving for Maturity

Edward A Strecker, in What's New, the Abbott Laboratunes
Vewsletter, number 1953, defines maturity as that quality of per-
onality which is the ability to stick to a job, work on it, and
truggle through it until it is finished. It is the quality or capa-

ity of giving more than js asked or required in a given situation.
Persistence is an aspect of maturity; persistence to carry otit.))

2 goal in the face of difficulties, unpleasantness, discomfort, fras-
tration, hardship, The ability to make onie’s own decrsmns'. is a
characteristic of maturity. Maturity includes a determmation, a
will to succeed and achieve, a will to life. Of com‘se matunty
represents the capacity to cooperate, to work with others in an
organization and under authority. The mature/ @rson is flexible;
can defer to time, persons, and crrcumstances\He can show toler-
ance. He can be patient and, above all, has the qualities of adapta-
bility and compromise. : o

In defining, “The Eight Tools of Superwsmn " the Dartnell
Corporation Bulletin for Supemsors (September 1957) lists
many of the above qualities as\important for good supervision.

The first and most 1mp0rt§~nt tool of a good supervisor, accord-
ing to this report, is hdmatr understanding. Knowing why people
act as they do and tring to find reasons for their deviation from
the usual pattern 15\ & “basic principle of supervision.

The second togl Is knowledge of the work supervised, No leader
can keep the reSpect of his group unless he really knows how to
perform th\'arlous duties, He must be up-to-date on techniques
and methcds

The- $hird tool 1s- planning. Advance planmng keeps work as-
signihénts under control and helps to assure confidence, Order
restllts instead of confusion; cooperation instead of contention.

Clearness of expression is the fourth tool, Clearness in giving
nstructions will prevent many misunderstandings from arising.

A fifth tool is a display of sincere interest in the employee as
vell as in his job. A friendly attitude encourages cooperation.

A sixth tool is appreciation for a job well done. When an em-
loyee puts forth good honest effart he should be told that it is
1oted, He will work harder if he feels his work.is valued.

Q
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A seventh tool is an open mind; no prejudices, no intolerance
but an open mind to people’s ideas and the future. :
The eighth tool is often overlooked. Loyalty, to those above and
those below is a necessary qualification of a good supervisor, He

will want to stand bebind both the personnel and the organiza-
tion, to their mutua! benefit.

Conclusion

One of the most important duties of the supervisor, ar}cl\this
applies to the supervisor of one person as well as to the gneiho

is responsible for hundreds, is motivating personnd»}md the

greatest possible satisfaction can come to any super¥isor when be

sees the successful development of those for whom'he is respon- '
sible. &)

In an attempt to assist personnel to fing)performance on the
job, and hence to real maturity, the su &tvisor will try to create
a healthy environment which is conducive to employee growth
and fulfills the psychological or emotional needs of the individual
In attempting to change employee attitudes, he will try to undes-
stand how to work best with individuals and with groups. The
effective supervisor will mike every effort to assist employees ¥
self-improvement and Will'see that the staff receives proper recs
ognition for good, whrk or noticeable improvement. He will at-
tempt to understan\é he motivation of each employee and to h.elp
each to find his,proper place in the work group and the organizs-
tion. O\
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Chapter V

u
Communication With Library Personnel . '
A\
Communication with others is an integral part of the’w\di'king
and social life of each individual. “No man is an jgland,” John
Donne wrote, and no man can lead a satisfactoryslife’ unless his -
communication lines are working properly. ;I‘ké definition of
communication used in the American Mandgentent Association’s
Executive Management course is “any beliavior that leads to an
exchange of meaning.” This is an all-iniclusive definition and in-
cludes oral and written messages, “parson-to-person, person-{o-
group, or group-to-group communication, deliberate and uncon
scious communication, as well{as accurately and inaccurately
transmitted communication. (L

Adlai Stevenson learned, the importance of good communic?'
tion after his first unsuceesstul campaign for the presidency. His
picture appeared irfLife for April 2, 1956 with the caption: “I
have not communjcated successfully.” The New York Times
Magazinet in, Séptember, 1956 carried an article on public rela-
tions whichOpened with this paragraph:

Wh@“n\ President Eisenhower announced his candidacy
for reelection, newsmen wanted to know what kind of
~tampaigning he would do. The answer came from the
\ J Republican National Comumittee’s Chairman, Leonard
N Hall ‘We,; he said, ‘are going to run a mass commusni-
cation program.’

The New York Herald Tribune for November 2, 1956 in-
cluded a letter from Abe Burrows, director of the musical shO?f’r
“Happy Hunting,” starring Ethel Merman. Mr. Burrows, in his
article to the Drama Editor, wrote: “Once I am satisfied that the
people I am with are talented, from then on the problem is oné
of communication, -and communication can only be established
through a good relationship.” '

68
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Face-to-Face Relationships

The problem of face-to-face relationships multiplies with the
number of staff in any institution. Communicating in a small
library is less complicated because each person usually comes into
contact with the other daily. Misunderstandings can grow and
multiply, however, in a small library as well as large and the
technigues of good communication are applicable to all types of
institutions.

Thomas R. Nilsen? believes that good communication with
others comes by first understanding one’s self. He suggests, t\hat
each person take fifteen or twenty mintttes daily to reflept upon
himself, his purpose and relatlonshlp to fellow workers and the
“the organization. Self-knowledge is the most 1mportant Tactor in
good communication. No matter what is said o_r,,hgw it is said,
1o one else gets quite the meaning intended frem the words used.
It is true that it is easier to understand another'in a face-to-face
relationship since one has the benefit of ¢He" speaker’s gestures,
facial expression and tone of voice. But even with these aids,
which are not available in telephone, cenversation or the written
WOrd the complete meaning often daes escape.

One of the biggest obstacles to tommunication of any kind is
the tendency to evaluate, pass judgment on, to agree or disagree
with statements before t & Jull meaning is discovered. Another
obstacle is the feelin so often present, that the ego must be
bolstered by defendmg&vhat one hag said. Nilsen suggests think-
ing in terms of the total impression created, not just the words
used. Every 1nd1¢atmn of the response can then be considered so
that each per§m more fully understands the others. If employees
are enco aged to ask questmns, not only in the early learning
periods, *bﬁt whenever in doubt, a healthy atmosphere will be
creatqd

Vo Barriers and Gateways fo Communication

Rogers and Ru::ltI‘11151)¢21‘g,ft=,‘r3 say that although the tendency to
make evaluations is common in almost all interchange of language,
it is very much heightened in those situations where feelings and
emotions are deeply involved. The stronger the feelings, the more
likely it is that there will be no mutual element in the communi-
cation. When a person has not been emotionally involved and has
listened to a heated discussion, he often comes away convinced
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that the participants were not talking about the same things. And
probably they were not. Each was making a judgment, an evalua-
tion, from his own frame of reference,

Tt is when emotions are strongest that it is most difficult to
achieve the frame of reference of the other person or group. It
has been known to happen in libraries, where two individuals were
in constant friction, and could not seem to understand each othety,
that the harassed director discharged both. Iad real communita*
tion taken place earlier, befere continued misunderstand\hig‘was
built up between two otherwise satisfactory employees, \tie situa-
tion might have been saved. A third person, who d5“sble to lay
aside his own feelings and evaluations, can assiqt(gceatiy by listen-
ing with understanding to ecach person and Sadifying the views
and attitudes each holds. The dropping of ‘defensiveness by one
party leads to dropping of defcnsivencs&h)} the other, until a rea:-
sonable compromise is sccured. An exdeliént way of hastening this
process is to ask each participant.té#restate the other’s point of
view, In a very short time the redl*attitude of each will be deter-
mined and good communica{ioﬁf will result,

The librarian, whoe is “at’te’rhpting to improve communications,
will want to look at the{pamphlet on Downward C ommum’mﬁo_m"
issued by Personnek ‘Policies Forum. A survey shows the im-
portance of face:to\ ace communications since this is the most
widely used methed of communicating with employees. However,
bulletin boatds, Supervisory meetings, letters to employees’ homes.
pamphlets/ house organs, films, press releases, and use of the
union,é{& all methods currently employed. The size of the fibrary
and gvailability of materizl may determine which types of com-
miltication are the most useful in specific situations.

4 Staff Meetings

The importance of holding regularly scheduled staff meetings
applies equally to all libraries, regardless of size, It is very diffi-
cult to achieve good communication with the staff unless the
library administrator or line supervisor calls the staff together
regufarly and discusses mutual problems. It is often difficuit to
allot the necessary time and the chief librarian, attempting to pre-
vide seryice as usual despite staff shortages, may be loathe {o hold
meetings. There are so many benefits of such discussion, however,
that these meetings should be given priority. They clear up mis-
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understandings which may have arisen; they provide an inter-
change of ideas, often leading to shortcuts and more efficient
methods; they give an opportunity to announce to all the staff at
one time changes that affect their work; they promote morale and
a group spirit.

Staff meetings also offer a fine way of orienting newcomers
into the work of the library. They help to establish rapport and
make for mutual understanding. Many of the branches of Detrojty
Public Library find Saturday morning an ideal time in whigh to
schedule such a meeting since all the staff are present. Perstmhel
officers in large libraries, who seldom see all the staff, diten try
to visit branches occasionally to talk to pages, clerk§ “librarians
and janitors, and the staff meeting provides a goqgk opportunity.

Let's Hear From the Groupdv

Much of the communication in today’s libraries, of necessity,
takes place in groups. Markwood® commehts on the art of leading
a group, which can mean the difference’ Detween a profitable meet-
ing and wasted time. Since an opem\miind is requisite to success,
the leader may want to analyze his® feelmgs to determine to what
extent he is receptive to and‘apprematlve of the views of others.
In addition to having the proper attitude, the leader needs certain
abilities. Some of the sKills necessary to all librarians who lead
group meetings, whe\{wr composed of staff or patrons, are: ability
to outline the suh}ect, ability to encourage discussion, ability to
follow up on key thoughts, ability to summarize and check, and
the ability to p'lace a plan in action.

There seem1s to be a tendency today in all organizations to
attemptie"solve many problems by use of committees. There are
many 'tasks for which use of a committee is beneficial. However,
'r\nany problems can not be handled as well by a committee as by

(the supervisor. The supervisor soon learns which decisions can
beslt be reached through committee action and which he must
make,

Leadership skills, in and of themselves, are not enough
to make a success of group meetings. Underlying the
skills and knowledge of the group leader must be a per-
sonal wish to learn, to stimulate cooperation and accom-~
plish worthwhile things. When this is present, the suc-
cess of the meeting is half-assured—even hefore it ‘gets
unzder way". .
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Civing Orders

Any discussion of communication would not be complete with
out some attention being given to the art of giving orders, Of
all kinds of verbal communication this can be one of the most
difficutt, and the supervisor does not always succeed in securing
the kind of response he desires. There is no one best way of

giving orders, states an informative article, “Some Tips on Gy~

ing Orders?,” because it varies so much with the people concerded
and the situation at hand. The personality of the supervigor,the
way he views his job, his attitude toward people, thése undet
him as well as his superiors, are important. N

In giving an order, the most important eleméats are what
Kipling called his “six honest serving men”3(ho, why, what,
when, where, and how. Any order needs tn\include a clear state-
ment of what results are expected whef)the job is completed
And, finally, as important as the iffdrmation contained in an
order, is the manner in which it is given. A large industrial elec-
tronic organization issued someljnformative material, prepared
by its Training Section, on¢giving adequate orders, directions,
and instructions. Their I?hi‘l;d:-';ophy is that “if the learner hasn’t

learned, the teacher hasq“'i taught.” The three steps lsted in giv-
ing orders are: ()

&
1, Put persgn} ease and secure his attention.
2. State what' ke is to do briefly and concisely.

3. Obtainy feactions which will indicate that orders are
nnderstood.

_Thfst{mir steps in giving directions, which will be useful to-

evegy Mibrarian in a training situation, include the three listed

_.abgVe and one more: “Have the person on receiving end tell
kow the directions will be carried out.”

The Library Grapetvine

The average conception of the grapevine is the half truths
or untruths whispered by employees to each other. That this
is a very useful social phenomenon and an important means of
communication is not realized by many persons. Keith Davis'
believes that the grapevine is the best emotional safety valve yet
devised and that orgenizations will profit by learning to live
with it. The important thing, he says, is to learn the meanitg

i
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hehind the words. Davis suggests that the administration try o
get at causes since rumor often is an indication of employee
anxiety and insecurity. The library director is in a good position
to know which rumors should be halted and when more infor-
mation should be made available to employees.

Research reported by Davis shows that 95% of the rumors
making the rounds are true. In one survey he found that it had,
taken only eight people to spread the word to forty-eight others)
The people affected are apt to be responsible for the spread\fo‘f
rumors, which often travel simultancously in different depait-
ments, different buildings, and even different cities. Thc grape-
vine is the communication system of the énformal Onganization
which arises from the social relationships of people. It affords
the primary means for development of group.identification and
helps to complete the job of communicatign.\f is especially in-
formative about what people are doing and\how they feel toward
cerfain situations. Y

- The Importance of Listening

Whether the librarian is comducting a -staff meeting, partici-
pating in a group discussion or conference, or talking to just
one individual, one of thé\things which cannot be overlooked is
the ability to listen ;@pe’ﬂy. Lydia Strong® of the American
Management Assogiation says that some people think they are
good listeners just’as they think they have a good sense of humor.
Actuaily, ho'wqr.er, listening is the most neglected skill of com-
municationsThe person who secems almost intuitively to say the
right thing\_éit- the right time is exercising skills, not intuition.

According to Zelko?, supervisors spend about 70% of the
workyday communicating. One study shows that of the total
time spent on communications, about 9% is devoted to writing,
16% to reading, 30% to speaking and 45% to listening. While
these percentages may vary with different jobs and other factors,
more time is generally spent in listening than in any other com-
munications activity. :

Listening needs to be active instead of passive. The good
listener makes every effort to understand the person who is
speaking, hy putting himself in the other’s place, by analyzing
and hecoming sensitive to his moods, his wants, his needs, and
his feelings. The Tistener's responsibility is much the same’in



74 Personnel Administration

conferences and groups as well as in interviews and informal
contacts, Zelko lists five important benefits of good listening:

It adds to knowledge and information.
It helps in making better decisions.
It leads to better work and cooperation from others.

Good listening stimulates the speaker and helps to
gain his respect.

. It leads to greater enjoyment of what is heard. ~

Because the average speaking rate is 125 words a minuge and
the capacity to lsten is about 400 to 500 words a minutg, about
three-quarters of listening time is free, The tendency te’let the
mind wander while another is talking often resulfs In missing
most of what he says. This time can be well iséd to look for
main ideas, weigh evidence, work out the speaket’s purpose, and
apply what is heard to one's own uses and interests, Because
different meanings are attached to the §ame words, and because
words take on different meaningssih) different sitwations, the
speaker and listener do not always'iﬁterpret language the same
way. ON

Employees often look for}'h:idden meanings when announce-
ments that affect them are"made. A good supervisor will try to
put himself into the plate of the person or persons affected s0
that he may better ¢anderstand the situation. The self-analysis
for better listening) suggested by Zelko, in general situations,
at conferencesyand meetings, and in interviews and interpersonal

relations, will\atd the individual to become a better listener and
to {unct'iqyl\betmr in his job.

§ Printed Materials

~Qile of the favorite means of communicating with employees
;:s~ through a house organ, company newspaper or staff bulletin.
Since people show a natural interest in what concerns them,
some libraries have found it helpful to issue news in printed
form. In the Detroit Public Library a multilith bulletin called
the Regisier is issued from the Personnel Office from time to
time, as needed, This includes information about promotion,
transfers, new employees, special announcements of staff interest,
as well as marriages, births and deaths. Back issues are cumu-
lated and indexed for quick reference.

‘"The Register does not in any way compete with the Sioff
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Buldletin which is issued quarterly by the Detroit Public Library
Staff Association. Informal interviews with new employees, notes
ahout staff outings, special vacation trips, funny happenings in
the library, All the pages of the Staff Bulletin,

Harriet R. Lynton in Humon Relations for Maragement, the
New Perspective, suggests that one-way communication, such
as a company newspaper or magazine, can do much to improve
the general character of communication in an organization. From™\
stories about company (or library) policy to personal items about
mdividuals, the bulletin can, if wisely administered, help, jd\the
individual to orient himself to the social organization in.Avhich
he finds himself. Other printed materials which are{pasticularly
helpful to employees are staff manuals or codes of” procedure,
personnel handbooks and the like. Such material)may be given
to the new employee during his orientation or Jridoctrination and
is also useful to hand to prospective emplogeés.

In addition to staff bulletins and an§\hews of local happen-~
ings, each library may want to keep an official record of all
actions taken by the board of trygtees or library commissioners.
This is the place where all policies, personnel, financial, build-
ing, and other decisions, are-found. The Proceedings of the De-
troit Library Commission{are distributed to all library agencies
and read carefully by aifyemployees. An index is prepared at the-
end of the year. All*personnel actions including salary”informa-
tion, are reported (n the Proceedings. The morale of an institu-
tion that has ‘e confidential salary information {s apt fo be
higher than that'in libraries that withhold this information.

\'x“’ Report Writing

Sined hlmost all librarians are concerned with library reports
at, D:ﬁé’time or another, it is well to consider how to make them
‘xegdable and attractive. Brevity in writing, one subject to be
considered, is the topic of The Royal Bank of Caneda Mon.thiy
Leiter for July, 1956. Brevity consists of choosing the right
words to convey the meaning clearly. It has been. found that
the more words there are in a sentence, the harder it is to read
and understand. The average length of sentences in five of the
most popular magazines is only eighteen words. A sentence
should, reports this article, ideaily express only ome thought
but at the same time there should be some melodious movement.
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Too many short sentences are tiring so the pattern needs to he
varied. ' :

Cameron McPherson'® offers ten practical suggestions to pin-
point reports and conserve the time of those who must read them.

I, Who will read it?
Get quick attention.
Make it objective.

Spell it out. O\
Document the report. A\
Break it up. X
Clinch each important point.

. Give it plenty af air. 4
. Button it up. \3

S

f—t
SwoeN

Another helpful guide to good wri@g can be found in
Influencing Ewmployee Behavior in which” Calhoon and Kirk-
patrick discuss the difficulties of written messages, the problem
of timing, the coldness and impgr’s:oﬁal quality of the written
communication and the lack offepportunity for vocal expres-
sions, inflections or pauses. Albert H. Aronson suggests a little
attention to packaging in «8ports and announcements since ap-
pearance helps create afiM\atmosphere of receptivity.

James Menzies Blagk! believes in letting what one writes work
for the individual®Jn his ten guideposts to good report writing
he says there ig nothing deader than yesterday’s newspaper un-
less it is laspdnenth’s report just in today. Black says the report
is an important form of communications. “People may forget

what Q}i‘.’say, but they can’t forget what you write. It is on
the sfeord.”

N . Conclusion

) John C. Whitaker®® in the American Management Association’s

Personnel Series 165, states that successful communication de-
pends on an attitnde of wanting to talk with employees, of giv-
ing information befare crises arise, of using supervisors to tell
the organization’s story, and of never believing that simply
because something is written, it is communicated. Mr, Whitaker
continues this thesis in Supervisory Management for January,
1956 when he writes that human relations are the result of a
complicated interplay of thought and emotion. The result may
be understanding, no understanding or misunderstanding. And

Practice restraint. \

L e



£

Communication ' 77

misunderstanding is likely to occar if there is hesitancy in com-
municating thoughts and feelings to employees.

Homer wrote bundreds of years ago: “By mutual confidence
and mutoal aid, Great deeds are done, great discoveries made.”
This applies to communication as well as to other cooperative
forms of human effort. Truly effective communication with
others must be a day-by-day, over-the-years process, never-ending
but forever-rewarding. There is no better way of summing.up\
this chapter on communication than to call attention to the Teh
Commandments of Good Communication,”* prepared ng‘ the
American Management Association in 1955. The command-
ments, designed to help improve skills of communjcation on all
levels, with superiors, subardinates, and associates @re:

. Seek to clarify your ideas before femimunicating.

. Examine the true purpose of each \communication.

. Consider the total physical and l}t{man setting when-

ever you communicate. N\ o -

. Consult with others, when dppropriate, in planning
communications. '

. Be mindful, while youscommunicate, of the over- .

tones as well as the basic content of your message.

. Take the opportunity, when it arises, to convey

something of helD, or value to the receiver,

Follow up yolir) communication.

. Communicate Mor tomorrow as well as today.

. Be sure ybur actions support your communications.

. Last, bit; by no means least: Seek 1ot only to be

undef\sgﬁod but to understand—be a good listener.

SO ot A Libom

ik
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Chapter V1
Developing Good Work Habits

One of the most important obligations of supervisors is(the
development of good work habits, Laying the foundatign" for
proper conduct on the job is as important as teachingsthe tech-
niques of the work involved. This is of major cohcerh when
an employee is working for the first time, far .w}aﬁt he learns
then may be the pattern he follows all his lif.‘:1 '

Too often, those in charge are apt to,:'a%[lme that a goad
attitude toward attendance and puxlctuaﬁtﬁ" has already been
established ; that the employee already &khows that he should stay
in a position a reasonable.length aftime; and that he will give
sufficient notice when he decides“;'td move to greener pastures.
This is not true even among hose who have been employed for
some years. It may be thafhere was inadequate supervision in
earlier positions. The libsary’s attitude toward promptness and
absences due to illne‘w\ér emergencies should be clearly state.d
during the orientation period so employees may know what is
expected of themd/

The emplpyfh@ént interview affords the librarian or personnel
officer th}s\:cqj‘;ﬁortunity to explain the library’s policy on len_gth
of empldyiment and the amount of notice expected when leaving
the arganization. Librarians who are hiring new staff will un-
doubtedly want to make it clear that an offer accepted imp].res '
ét obligation which ought not to be cancelled unless something
urgent and wnioreseen intervenes, :

Hstablishment of good work attitudes is much easier in the
early days of employment than after they become fixed and
difficult to change, Not only will the employee then become a
better adjusted worker but he will also set a good example for -
?he rest of the work force and will assist the library in utilizing
s manpower to a greater degree. '
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Employee Absentecism

Psychiatrists now believe that there are sickness-prone persons -
just as there are accident-prone people. A study made by the
New York Telephone Company! covers the illness records of
2800 men and women, all of whom were healthy when hired.
Yet, in the following year, a *sickly” third accounted for 91
per cent of total days lost to illness, while a “well” third had ™
no loss. Studies of the “sickly” third show a wide prevalemte of
unhappy situations—home problems, blighted romances, fuartial
difficulties. To these people, illness means escape and they take
to their beds with the slightest sniffle,

According to Dr. Helen Flanders Dunbary New York psy-
chiatrist: “In the hidden recesses of theit\mmind many people
have made a blueprint of the disease they want. They select
symptoms in much the same way th\t healthy people select
clothes, choosing for style, fit, and efiget on others.” Thus many

people want to be sick and are smk "Others want to be well and
are well.

Since an undue amount of otliness reduces the effectiveness of
any employee and slows’ the work of the library, the library
director or personnel (officer will want to make an effort to see
that those emp!oyeéQuho are hired have a reasonably good health
record. While pliysical examinations before appointment show
disabitities at, the time of the examination, they do not always
uncover previous ailments or show certain susceptibilities. Check-
ing pre\léfﬁs work records for attendance is one way of deter-
mining\the employee’s probable performance. Counselling him
restardmg numerous short absences helps; requiring a doctor’s
- $tatement for continued absence, and discussion of proper rest
&nd diet, may also he of assistance.

“Another cause of employee absenteeism may be found in the
growing prevalence of “moonlighting.,” With the advent of the
five day, forty hours or less a week, some workers have found
it possible to hald two jobs. While this may increase the family
income, a common vesulf is that the employee is not able to per-
form satisfactorily on either job. His absence rate is also apt to
rise as he becomes overly tired. An employer may be faced with

the necessity of telling the employee who is “moonlighting” that
he must choose one job or the other.
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Some Methods of Controlling Absenteeism

Moving payday to Monday cnts down absenteeism according
to a study made by the Merchants and Manufacturers Associa-
tion? of Los Angeles. This analysis of absenteeism shows an
average absence rate of 3.0 per cent for all local industry.
Monday’s average absenteeism is 3.3 per cent. When Monday is
payday, however, absenteeism drops to 2.6 per cent. The report
proposes a definite company policy on absenteeism; a system:of >
recording absences and investigation of unauthorized abserces,
Among the suggested methods of control are: clear emplovee
understanding of regulations; effective selection and_placement
procedures; assistance in handling personal probleshs ;) physical
examination when necessary; cooperation with clmmunity offi-
cials on housing programs, child care facilitiesyand the Tike.

Time sheets for keeping track of the houts worked are in
general use in most libraries. Leaves of absence, paid or unpaid,
can easily be noted thereon, as well ad\overtime. The lajter may
be compensated by salary or time offy dépending on library policy.
A cerfain amount of administrqti{{é' overtime without compensa-
tion is customary in many institttions. Time clocks are usually
used by maintenance staff amd the time cards then form anthoriz-
ation for the payment of wages.

Absenteeism can ais\fx Be reduced when it affects eligibility for

aunual or semi-anntal increments given to employees whose work
‘is satisfactory anid awho have not yet reached the maximum salary
in their classifieation. When misuse of sick leave and consistant -
lateness to (work prevents promotion or increments, and improve-
ment inghese over a period of time permits them, it is sometimes
: POSSﬁPiézto accomplish a change of pattern.
Fbe New York Telephone Company® study brings out the
fact that no matter what kind of job 2 person may have, the way
he is treated has a definite bearing on his attendance record.
Absenteeism has been increasing on a percentage basis (it costs
from 15 to 4 per cent of the total payroll) despite the fact that
Peaple are healthier.

The sutvey shows that employees who are absent a great deal
usually continue this pattern. One-third of the 75,000 New York
Telephone Company employees are responsible for 73 per cent of
the absences. The mere fact that the supervisor shows an interest
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in getting at causes will often serve to reduce absenteeism.

The theory that older employees are apt to lose more time for
fliness than young ones has been disproved in a sample survey of
1,471 company employees in four different E. I. duPont plants.
Management Record for Qctober, 1954 seports that 55 per cent
of all employees in the twenty-four to twenty-nine age group lost
time due to non-occupational illness as compared with 33 per cedt\
in the thirty-six to forty age group; 42 per cent in the forty-six
to fifty group; 49 per cent in the fifty to sixty bracket.

Ninety-six companies teport their absence and tardidess recotds
in Personnel Administration Service? for-Decem’bpf, 1956. The
so-called normal absence rate varies with theyconditions of em-
ployment, the type of people employed, thelgeality, the time of
'year, and the attitude nanagement takeS\\toward the employee
without leave, Three to 3.5 per cent absenteelsm is average for
this group. Tt is suggested that any argamzatmn having more than
2 per cent absenteeism during a gwen month, 1ncIudmg excused
absences, will want to correct this situation. The women’s absence
rate was found to be higher¥n 62 per cent; men and women had
about the same absence rate in 30 per cent and the women’s rate
was lower in 8 per c;pt}of those replying.

Dr. Clarence D.%\efby of General Motors Corporation found
previously in a §tbdy that women are more apt to be absent be-
cause of illngss’than men and that they lose proportionately more
time. Thiy may be one of the reasons for the relatively high ab-
sentee\@te in some libraries, since the majority of library em-
ployeeshare apt to be women. In the light of Dr. Ashley Mon-
tague’s findings that women are biologically superior to men, one
(\Can only wonder if they take their illnesses more seriously than

men or whether iliness at home (children, husband, or other rela-
tives) accounts for some of the absence.

Some companies with a probationary period for new employ-
ees report the absence rate increases as soon as the employees
have completed the probationary period, This would indicate that
more training might be given in instilling good work habits in
new workers since new employees also seem to account for more
absenteeism and tardiness in the Dartnell Personnel Administra-
tion Service survey than the older workers,
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Presenteeism

The growing attitude in industry, of rewarding presenteeism in-
stead of punishing absenteeism, deserves some attention. These
rewards may take the form of time off with pay or cash bonuses.
In sgme instances, the plan provides for unused sick pay to be
paid at the end of the year.

A bonus for unused sick-leave can be a very effective method
for controlling employee absenteeism and boosting morale. AN
retirees of Detroit Public Library receive a check for one-halfiof
the amount in their sick-leave balance, up to a maximum of\sixty
days. Since two hundred days may be accumulated, almost ‘all em-
ployees receive a check for thirty working days or ‘sﬁt weeks’
pay, upon retirement,

The orgasization’s attitude taward sick leave may be respons:ble
for some of the absences. In some institutions émiployees feel that
they are the losers if they do not use all oftheir sick leave, A
bonus for unused sick leave, to be added to the vacation given
nonprofessional employees has helped ¢4 reduce absences in the
Detroit Public Library. The bonug-ddes not apply to the profes-
sianal staff because their vacationds' fotr weeks, while the clerical,
page, and maintenance staff récelve two weeks only. Unused sick
leave and length of servw{ may qualify all employees for an an-
nual four week vacation{ Presenteeism represents a positive effort
to reduce absenteelsth\\in contrast to the former negative ap-
proachss of repr:mand and dismissal.

\“ Tardiness
What ngkes people late? Why are there a few employees who
can nevér be relied upon to relieve at the desk on time, to open’
- a br&{lCh in the morning, ot to return promptly from a meal hour?

D Reuben Fine, prominent New York psychotogist, after study-

ing’ over one hundred cases of aggravated lateness and earliness,

concindes that more latecomers show

a profound and hidden defiance of even the most reasont-
able demands of life. They can’t help it; their lateness
stems from unresolved childhood problems .. .and it
requires treatment just as surely as stuttering or any
other obvious symptom.

Leonard W. Robinson in “What Makes People Late?”, in-
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cluded in This Week Magasine for June 19, 1955, reports ona
survey which analyzed 15,360 observations on earliness and Jate-
ness conducted by Dr. George J. Dudycha, Dr. Dudycha finds not
only a wide difference in scholastic ability between latecomers and
those who are prompt but also a startling difference in general
intelligence, qualities of leadership, and self-retfance. Most late-
comers are at a complete loss to explain their bad habit They
usually claim they cannot do anything about it and generally tend\
to minimize its importance, N

Employees who are habitually late on one job tend toghe’the
same in other jobs. One industry finds that pay dedudtions and
adverse publicity to late-comers in their plant has réduced tardi-
ness by 40 per cent. Another plant reversed the procedure..lt
appealed to departmental pride and gave rewards for punctuality.
This also got results. While the positive appfoach seems prefer-
able, in the case of chronic tardiness of &/borderline or marginal
worker, it may be necessary to withhold'}.ﬂary for time lost, aftes
fatr warning. Tn extreme cases, releaSelof the employee may be the
only solution.

The “Quitting Rote”

Prosperity is encouraging increasing numbers of employees io
change jobs, according,'to Robert G. Whalen in the article, I
Quit!” in The NedXork Times Magasing for May 19, 1957. The
Department of Pabor says that the “quit rate” has been asound
1.3 per cent, fér ‘month, far ahove the pre-World War II rate
In other words, 156 out of every 1,000 employees leave each year-
Six times\as many leave of their own choice as are fired. Quitting
has also been extensive on the executive level, with sub-hosses
forsaking their bosses on a large scale. Time was, says Whales,
~when a man who had more than three employers during his work-
\/ing life was likely to be regarded as a fly-by-night, but no longer.

One authoritative estimate is that the total cost of employee
turnover is $1.25 billion a year. The most {requent job-quitters,
it has been found, are the young, the unskitled, the low-paid, .ﬁlﬂd
women. The principal reasons in the case of women are marriage
?nd pregnancy since so many young women are now in the tabor -

orce,

Wayne L. McNaughton of the University of California at 1-105

- AAngeles reports some illaminating findings from a questionnaire
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sent to people who had quit a certain firm two to eleven months
earlier. More than 40 per cent give reasons that do not check
with those given at the time of leaving. In the first instance, the
excuses had been on the polite side—another job, health, and the
like. Later the truth came out—poor pay, bad supervision, etc.
Nevertheless, well over half say they would like to return. Mec-
Naughton concludes that, after a while on a new job, the old one.
does not look so bad after all,

N
2 } N

The Turnover Problem _.\
Lack of satisfaction with the former job merits invastigation
because it suggests much that can be done to redugtirrnover. A
study of a large midwestern firm by the University of Michigan
Institute for Social Research indicates that dissatisfaction in based
on failure to meet the “personal needs” of m\pioyees, lack of fair
appraisal, not “knowing the important pb;oi)le” in the company, -
ete, ¢ o\ .
One of the most revealing discovéries is that of the Harwood
Manufacturing Corporation in‘New York, The company was
baffled by a turnover probletn until a psychologist, Dr. Kurt
Lewin, suggested that the“workers had a sense of failure. The
records bore him out, Harwood had been telling new workers
they had a certain “sfandard” efficiency to attain. The quit rate
was heaviest among\those who almost reached it. When employees
came to the peifi)where further improvement was most difficult
they became~frtistrated and left. This would point to the fact
that standatds of performance in any organization should be real-
istic aud%‘ﬁt expecting too much of employees may be as bad as
expecting too little. ' N
/\Si\dney W. Koran%, in his work as personnel'consultant, sees
wach evidence that high turnover increases labor costs. He sug-
gests that employers compute their turnover rate by the following
formula ;

Turnover Rate — Total Separations x 100

Average No. of Employees

The 1953 turnover. statisti;:s in six large public libraties indi~
cate an annual rate of 19.3 to 304 per cent. The U. 5. Bureau of
the Census reports that the national average of labor turnover for
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all U. S. business in 1950 was 2.5 per cent per month or 30 pyr
cent per year. The Life Office Management Association states -
that in 1952 the rate of turnover of companies surveyed was ap-
provimately 50 per cent for first year employees.

Danielson® suggests that the “accession rate,” not as widely used
as the “separation rate,” is a more reliable index of turnover. It -
is computed by dividing the total number of people enteringan -
organization during a given period by the average total numbeﬁi
of employees during the same period, and stating the resultdntht
form of a percentage figure. Another basis of analysis-0f turn- -
over can be obtained by distinguishing between the avoidable sepa-
rations and unavoidable separations (death, compfulé'ory retire. -
ment, illness). The “avoidable” rate of separation can also be
usefully divided into “employer-initiated” separations and “em-
ployee-initiated” separations, N\ _

The Civil Service Assembly suggeg,ts.ﬁq"“A Different Outlook™
that a certain amount of employee furmover in the public service
and in private organizations is as, desirable as it is inevitable. De
sirable turnover weeds out the iﬁéﬁicient, brings in new ideas, 3“‘_1 .
assures opportunities for prprﬁption. Inevitable or “built-in-” turn=

over comes about through.stith causes as retirement and persona! s
ambition, AN

\J

\ E‘a\urtesy and Good Manners

“Your Vojcells You,” the long-time slogan of telephone opers-
tors, applies,te all library. employees who have occasion to answer
the telephofie. Telephone manners evoke certain responses, pleas-
ant of “unpleasant. The library will be remembered pleasantly o
‘}‘.’-ﬁl.é"‘sanﬂ)’ according to the impression received by the caller.

N\ Most local telephone companies offer free training sessions on
torrect telephone usage. Not only will representatives demonstrate
the proper way to use the telephone but they will also test voices
and offer suggestions for improving tone and diction. A business-
like but pleasant manner, proper identification of the Iibraty, .
ability to understand the request and answer it promptly, are all

abilities which can be learned. The same courtesy and good man-
ners are needed when dealing in person with both patrons and with
fellow employees. It is often well to remember Solomon’s axion’
“A mild answer breaketh wrath : a harsh answer stirreth fury.”
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Effective Use of Time

As part of its supervisory development program, the Depart-
ment of the Army has issued a booklet on the Effective Use of
Timed. This study unit attempts to arouse a realization that plan-
ning for better use of time will make the job of the supervisor
easier and more effective. It points out the importance of finding
time for activities that ought to be undertaken but are often
neglected. It suggests some simple devices to aid in better ufiliza
tiors of time and suggests how to make and use a time schedule,

Concluston . O

New employees tend to follow the example of thoselalteady on
the job. If those on the staff are consciettious a}icgut'-getfing to
work on time, are industrious and do not waste\time, -telephone
when they are ilt, and are ahsent only when they are really sick,
the new employee will probably try to do {1’1& Bame,

More attention is now heing given tbencouraging employees to
be present or to “presemteeism” thgn’td controlling- absenteeism.
Bonuses for attendance are offeréd in some organizations with
the most common reward for; pirééehteeism being extra vacation.

Getting at the canses of tiifnover may also help to lower the
“quit” rate. A certain amoimt of turnover, however, may be
healthy in that it weeds.gdut the inefficient, gives opportunity for
promotion, and bringshin new ideas.

Effective use pf \tine is an important work habit which can be
learned. Courtdsy”and good manners are as. vital over the tele-
phone as thegrare in person. Training in telephone technigue 1s
often a\f@afile and will be of decided assistance to the library
employee. : ' ' :
HOW. Anderso’s statement on “Management’s Responsibility

(forDiscipline” is applicable also to good library operation. In his

Words, discipline or instilling good work habits can be summar-
ized as:

Reporting for work regufarly, on time, and without un-
“necessary ahsences.

Deing a fair day’s work. . L

Respecting the prestige and authority of supervision.

Obeying reasonable orders and carrying out job assign-

ments,

Cooperating with others, and in general,
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Conducting oncself in a reasonable and orderly manner.
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Chapter VII

Executive Development \

~ For many years the library profession, like other professions,
has regarded itself as a world apart, and has not ful]y:&f)plied the
techniques that were being used in industry. Althotigh the mark
of the educated man is an awareness of the .world around him -
and an interest in further learning, it has begnddifficult to con-
vince some persons that many of the thipg‘s}{vhich have proved
themselves in business and industry can/be. Very helpful.

Thousands of dollars are being spenit annually on research,
training programs and institutes, in ‘arder to learn how to develop
leaders from the ranks. The problem of the development of lead-
ers is the same whether in atbusiness corporation, governmental
agency or library. The kind\of training necessary to be successful

in 2 competitive society~js similar regardless of the. setting.

Many large Iibrarie\ié:re now using human relations material in

workshops and other types of training sessions. The films used
may have an office of factory locale but they present every day
problems whiel’ all employees face. Libraries are conducting in-
service %u’ning sessions in management or executive development
and oftensend delegates to meetings in this field.

Theiacuteness of the need is pointed up by the shortage of com-
.Pfﬁt;éni‘ personnel for the many good administrative positions con-
\sfantly opening in the library field. Indeed, in many large library
systems, it is difficult to train administrators fast enough for t}Eem
to fill the vacancies due to marriages, changes in jobs, or refire-
ments. The small Library is even harder hit for there are fewer
candidates for an administrative opening from which to cho?se.
And some of the new positions available due to library expansion,
are unfilled because there are so few qualified candidates available.

' Executive Training Programs
There are many methods currently employed in teaching skill

36
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in human relations, the basis of any management development
program. Some large libraries are using their own personnel in
training potential leaders; others import experts from other librar-
ies or from industry. Some cities offer executive development
training to qualified city employees including those of the library,
Cooperative efforts among libraries of a region may be the next
venture since leadership training, although greatly needed, is both
costy and time-consuming, Q

The New York Public Library started its executive trammg
seminar in 1955. The class, limited to fifteen librariansieets
once a week for two and a half hours under the dtrect}on of the
chief personnel officer. Branch librarians and first ‘@sSistants of
large branches, who have been in their grade fdr¢two years or
more, and whose qualifications have been reviewed by an advisory
board of the circulation department, are eligible. The seminar
deals with the purpose, goals, and governfent of the New York
Public Library; its organization, including the Board of Trustees
and their relationship to the library; ‘and case studies on position
classification, book selection, buildigs, finances, communications,
personnel policies and procedgm}[,’human relations in supervision;
service reviews; and relatiorisawith the public.

The Brooklyn Public {ibrary provides individual guidance in
equipping a candidat ‘Eor promotmn to grade 3. The Promotions
Board appoints a gt?“de who is of the same grade or higher than
the candidate. Tt is.the guide’s duty to inspire and develop the can-
didate during; the'three to six months that they work together. He
attempts td Jtest the candidate’s potential administrative ability
and ent‘hgs:aqm for librarianship. Helpful suggestions, given t0
the guides to assist them in developing the administrative and pro-
fessmnal ability of the candidates are:

/N
X

A. Develop individual's administrative ability.

1. Leave him in charge of the branch some evenings.

2. Give him preprofessionals, clerks or pages to
supervise,

3. Put him in charge of work such as schedules, pay-
rolls, etc.
B. Develop professional ability.

I. Assign him to represent the library at community
meetings,

2. Arrange for him to give a book talk to the public.
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3. See to it that he has a chance to order books.

4. Try to arrange for him to review some books for
the adult or juvenile book committees,

5. Give him a chance to exercise initiative and imagi-
nation; encourage him to make suggestions for

improvement,
6. Encourage participation in professional organiza-
tions.

The Boston Public Library has offered a two-day institute on.
improving administration. A supervisory workshop, geared to new
supervisors, was given for branch librarians and department iedds
and first assistants recently at the Detroit Public Library," The
latter library also sends a few qualified staff mempets' to the
course offered by the Civil Service Commission forynew super-
visors and middle management. Because of e current staff
shortages, many libraries have to rely on individual supervisars
to do the best job they can in day-by-day traﬁling.

The City of Detroit, taking a realisticJook at the need for better
training for department heads, arranged “with Wayne State Uni-
versity to send a selected group of exécutives to a year’s seminar
on management development. This training is now being con-
ducted for the third year and,aﬁpi'oximately one hundred manage-
ment staff members of sonfd twenty-five city departments, includ-
ng the library, have cgmb{eted the course. It has heen estimated
that it takes at least™five years before the cost is justified in in-
creased aperating (Ggmpetence, One of the benefits of this type
of executive train'it{'g is the opportunity for city personnel to dis-
tuss mutual preblems, to learn new ways and methods which are
applicable (fa“all city operation, whether it be the Controller’s
 Office, ¢he'Burean of the Budget or Recorder’s Court, the Library
or t.I}t?.’Police Department, : '
Y Who Should Be in Charge?

Even the small libraty may want to consider appointing one
person in the administration to be responsible for the execulive
development program, no matter how informal it may be. The
Progress report on management development in Persownel for
May, 1955, says that whether a company has a form.al- program
Or not, management development is regarded as 5u1‘f1c1ep-t1y m-
Portant to warrant its being directed by a specially-designated
member of the organization. The companies with a formal pro-
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gram differ from those with an informal one in the methods of
training and development they prefer. Both groups apparently
regard discussions, job rotation, coaching by the immediate super-
visor, and periodic performance reviews, as important elements
in the development process. Also frequently mentioned are com-
pany training courses, planned job experience, attendance at out-
side conference and technical meetings, and management courses
in universities, Before embarking on a program, each librafy’
director will want to ask himself: what are the qualities*of™a -
leader, and having decided on the important qualities, How-can
these skills be taught? AN N

In attempting to answer these questions, it is fipst’ necessary
to look at what is happening to the library field. Automation,
which is rapidly being adopted in industry, {s\béginning to make
its impact on library administration. A /knewledge of scientific
management is going to be important td\fHe leader of tomorrow.
It will not be enough for the fledgling Yibrarian, diploma in hand,
to say he prefers to work in administration, In the library of to-

morrow, he will undoubtedly ’heﬁfe' to be trained for an executive
post. ™

Great as the changes in‘the library field have been over the past
ten years they will probably be dwarfed by the changes in the
years ahead. This fgaris that a greater emphasis will be placed.on
managerial skillsithar ever before. It means, also, that the respon-

sibility for tsaifing those with administrative ability must receive
attention. 5\

S

§ What Ave the Qualities of ¢ Leader?
. 'Bhe“definition of an executive in Nation's Business for June,

«.195'5 is: “The best measure of an executive is how he trains his

successor, how good he is in human relations, and whether he is
good enough to be promoted.” .
According to Walter Folley, Dean of the School of Business

Administration, Wayne State University, the characteristics of a
good manager are:

Genuine liking for people and concern for them.

. Genuine liking for work and a liking of respansibility
and authority.

Adaptability,
Ability to see all points of view.



Executive Development 93

Ability to develop personnel,

Ability to grow. ]
A concern with getting the job done even if it is not the

managet’s way of doing it.

Macarow’s! definition of leadership is: “The activity of in-
fluencing people to cooperate toward some goal which they come
to find desirable.” Fortunately, leadership skills can be acquired;
few persons are born leaders, Every enterprise, every organized

~effort requires managerial techniques and leadership, whether the
organization be charch, state, business, social or family\,\gnd
whether the product be automobiles, wheat, or public sexvite.The
leader is important in his job, not because of his prgdy}étion, but
hecause he leads people toward the achievement of pheir objectives
—objectives that must be channeled toward an-dver-all, planned
result. Whether this ability is called administrdtion, leadership, or
management, it is one of the scarcest commodities. At the same
time, it is 2 commodity that will be needédin increasingly greater
amounts to meet the demands of chapging times.

One of the problems in training potential leaders is that of
separating the lieutenants fromi, the captains, says Sydney J.
Harris in the Detroit Free Press for May 22, 1957. He calls at-
tention to the fact that twe ﬁniversity of California researchers,
interviewing one hundped top management and one hundred and
seventy middle mahag€ment executives, found that there are
“significantly diffetent” types of personalities in top and middle
management jobd; The survey indicates that the person who is
successful in middle management is not always likely to be sucress-
ful when gioVed to a top management post. “Similarly,” the report
says, “good top menagement candidates may never get'a chance
at these places because they can’t adjust to the ‘necessary’ middie

udnagement ‘training jobs'.”

There are many who seek promotion merely because of status,
Drestige, or higher salary, but do not really want responsibility
and can not assume it satisfactorily. Some are able to analyze
Phei'r own abilities and refuse promotion when offered, recogniz-
Ing that good performance and job satisfaction in their .presezlt
job, are more important than raise i rank, It is diffi
identify those who can carry the responsibility, and to retain those
at the present level who cannot go further. Self-appraisal some-
times helps. :

cult fo
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The University of California study asked management person-
nel to check adjectives they felt best described themselves. “Top
management men and women see themselves as self-reliant, active,
self-confident, not easily discouraged, willing to take warranted
-risks, and to take advantage of opportunities.” The self-profie
of the middlé management group shows that they see themselves
as careful planners, less willing to take risks or make hasty deci¢™\
sions, having less self-confidence but more dependabilitysand
greater concern about making mistakes. The qualities each group
assigned to itself are the qualities needed for the two types of |
jobs, researchers say, N ;

Pellegrin? finds that the executive considers niobility to upper
levels essential for success. The supervisof«'considers stccess
achieved when be has attained personal and\amily security, re-
spect, and happiness. O

Developing Human Shills

Robert L. Katz of the Amos 'I‘uck School of Business Admi‘ni?-_
tration, suggests that effectivéadministration rests on three basic

developable personal skills :“human, technical and conceptual. He
says each administratorgeeds: . S
1. Sufficient h\%:éaﬂ skill in working with others to bean -
effective sgrottp member and to build the cooperative
effort within the team he leads.

2. Sufficiefit technical skill to accomplish the mechanics
of ‘Bis” job. _ :

3§S_dﬁicient conceptual skill to recognize the inter-rela-

\\ ‘tionship of the various factors jnvolved in his situa-

tion so that he can take action which achieves the
) maximum good for the total organization,

The following program, recommended by Katz, can be given to

groups in an executive development course, or can be used in in-

formal, on-the-job, development initiated by the person’s superior
in a “coaching” relationship.

\$

1. Preliminaries to better understanding; developing
self-awareness and sensitivity to others.

2. Improving cbservation and analysis,

3. Preliminaries to improved response; communication.

4

. Ymproving decision-making through practice.
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Almost every one is aware of the librarian who monopolizes
the floor at a library meeting, the one who must be heard time and
again, without regard for the rights of others; the one who is
completely insensitive to those around him. There is also the
library executive who makes hurried, inadequate, decisions which
back-fire; the one who meets problems head on, thoughtfuily and
with due regard for the consequences and then decides; and the
one who can never make up his mind to anything. As Theadore
Rooseveit said, “The sands of time are covered with the bleachied
white bones of those wha, on the threshold of an important\des

cision, waited until tomorrow.”

The T mpon‘am‘e'of Decision-Making ¢ “

In addition to developing more sensitivity tq\bthers, the new
executive will want to sharpen his skill in decigion-making. Katz
says that making better decisions depends époh determining good
alternative courses of action, predicting:%g: ouicome of these
plans, and then choosing the one which“seems most fikely to re-
slolve the immediate situation and'ﬁu}’ther the organizaticn's ohjec-
tives, &N .

R. F. Wallace* in Factory-#lanagement and Maintenance for
June, 1952 tells “How to<Make Decisions Better—and Faster.”
Wallace believes that the:';%ility to make decisions that are sound,
with ease, under presbure, is the one quality above all others that
marks the successfiil executive. Establishing orderly plans, on
which action willde taken, is one of the basic management func-
tions. Wallags offers six specific suggestions to all executives or

wauld-be\sg‘eéutives.

KA
1. 5 pot what's mportant,
(" Perhaps the most important aspect of successiul de-
™ ciston-making is the ability to distinguish between the
significant and the trivial. To devote sufficient atten-
tion to prohlems that deserve it, an executive must
conserve them, guard against becoming engulfed in a
sea of details. The big task is fo avoid letting nunor
problems take up so much time that ample attention
cannot be pgiven to important things. Many executives
struggle with mountains of paperwork simply becatse
e ————
* Reprinted from Factory Management and Maintenance, June
1952, Copyright by McGraw-Hill Publishing Co., Inc.

Q!
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they lack this ability to judpge the degree of im-
portance of matters that come before them.

2. Use the process of drlegation.
Some executives seem not to realize, ot to act on the
fact that mental work can he delegated as well as man-
ual work. In fact, many arganizations have been made
weak by a too-strong leader—a dynamic, demineering
personality who creates what has aptly been called a
“one-man organization.” By refusing to delegate ang
decision-making powers he over-hurdens himself afidy

fails to give his subordinates a chance to developxreal

executive ability, A\

3. Use the exception principle. 4D )
It enables an executive to get time {gedrpdrtant dect-
sions by freeing him from routine \Uhder this prin.
ciple, all exceptions to the general tilés, routines, and
standards are pointed out by st bardinates. Thus, fre- -
quently recurring matters are{teduced to routine and
policies are sef up to govern(them. Then they are dele-
gated to subordinates. The executive acts on the ex-
ceptional matters onlya™

4. Use staff adwvice maffj’téunse!. L
The staff may, e specifically designed to assist In
dealing with the" executive's many and complex re

sponsibilit es‘\fB'ttt he may fail to make use of. t_he staf‘f
help that‘is\available. To perform the job efficiently it
is essential to use such assistance to the full Emlure
to dn'6é deprives the executive of the services of

specialized staff aides with good training and expert-
geuee,

SN Use of the principle of specialization, .
% The increased size and complexity of many organiza-
tions leads to increased use of  staff and functlopal
departiuents, This, in turn, should lead to increasing
delegation to specialists of the authority to make
operating decisions. This need not be merely a matter
of initiating decisions. In many cases, they approve
them and put them info effect, too, within the specl-
fied limits of their functional areas. Delegation of de-
cision-making. powers to specialists in this .way does
wuch to relieve executives of the needless burden

- many decistons on specialized, technical questions.

6. Use consultative supervision. .
Here is another way in which an executive can bring
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his subordinates into the decision-making process in a
constructive way. Consultative supervision is the in-
formal discussion with subordinates of questions in
which they have an interest. In other words, an execu-
tive consults the people under him on matters that
effect them. This strengthens group morale, since the
feeling of solidarity and participation is increased. It
also gives the benefit of subordinates’ ideas and sug-
gestions, which are worth having, .

R. C. DahP® anticipates some of the emphasis on managenient
development in libraries in suggesting multiple management, with
a junior board of directors to consider problems, othér than per-
sonnel, that affect the whole organization. A rotatiigmembership
on the junior board gives decision-making opportiipities to a num-
ber of staff. This method makes it possible fofyideas to be trans-
mitted vertically as well as horizontally 2 Gdentifies the employ-
ees who are thinkers. The scheme stre;sses teamwork but also
allows for individual competition. ™

The Michigan Civil Service Comthission attempts to give the
supervisor enough basic inforpiation to enable him to understand
the fundamental of good Human relations in the Swupervisory
Human Relations Source(Book’. The Source Book can readily be
used as a basis for safall discussion groups of St1pervisors who
wish to make a stugi}\of human relations on-the-joh.

Ikéibevelopfnent of Library Leaders

Dr. Thonfas"G. Spates” has some excellent suggestions which
can be a fi8d to any program for the development of library lead-
ers. Thﬂ& are five essential specifications:

¢~} The director, in consultation with appropriate associa-
"\ tes, prepares 2 statement of the purposes and objec-
' tives of the library and its organization.. Particular
reference is paid to principles of human relations, re-
quirements and standards of behavior of those who
direct the work of others, and basic qualifications for
selection and promotion . . . .
2. A thorough analysis and appraisal of the strengths
and wesknesses of candidates for development are
made, ' .
3. To qualify, for help in development and participationt
in a program, each candidate prepares a statement of
his specific needs, the areas in which he wants help

Q.
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and the contribution that his development would make
toward the attainment of library objectives and to his
persontal satisfaction and growth.

4, Successful candidates receive help from available
sources, through special arrangement, or participation
in small groups devoted to free discussion, under
skillful and permissive leadership, of real problems of
mutual interest, chosen by mutual agreement,

5. Provision is made for evaluation of performance and
feedback directly to the individual in terms of free)
expressions and reactions to his behavior in the cgirse
of development experience, \*

N,
77%&

Interviews and attitude surveys could be used go:meet the latter
specification. While the above is an outline fox¥(arl ideal situation,
it is as applicable to the library as to GeneralNFoods Corporation.
Although many libraries might not be abléto” undertake the entire
program, the specifications give some gq’zhs toward which to work.

Role Pqu?ﬁ?

One of the best means of learning is by doing. This method of
teaching can often best belfllustrated by role playing, particu-
larly in leadership traininghand group problem-solving. The Cleve:

land Public Library bibliography card on role playing, February,
19535, states: L\ :

The central idea of role playing lies in the assignment of
roles to watious members of the group who act out the
problem>situation in human relations, usually without a~
scripty“The role-playing scene is followed by group _dls'
o ion and possibly the scene is replayed with variations
" {z{f personnel-or circumstances. The purpose of role play-
g is to provide a close-to-reality base for personal un-
¢\ derstanding and insights and for group discussion and
" traming. To the extent to which the trainee is able t0
identify himself with the role-playing participants, he 1S
better able to appraise his own actions toward others
and their reactions to him.

Two recent books will be of assistance to the librarian wishing
to learn how to use role playing to full advantage, Supervisory
and EXEC'M?{Z'G D@Tfﬂlﬂpm@ﬂt' will be very useful as will Alan F.
Klein's Role Playing in Leadership Training and Group Problem
Selving’. Klein believes the use of role playing for ail types of
organizations is a sensitive device for feadership. Some library
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schools have already introduced this technique in their courses.
- Undoubtedly more library executives will find role playing an
interesting and helpful technique.

Creative Thinking

One of the new methods used to stimulate staff creativity is the
. brainstorming session. Timie for February 18, 1957, featured an
atticle on brainstorming. It is a method in which groups of peoples,
“nse their brains to storm a creative problem and do so in gon
mando fashion, with each stormer audaciously attacking the saine
~ objective,” O

Originated some fifteen years ago. brainstorming is‘hew in use

all over the United States. A central problem is presghted and the
entire group comes up with ideas. No idea i8{fo0 fantastic. A
cardinal rule is that no one laughs at even_tlte"most farfetched
idea. Anyone can pick up another’s idea andeXpand it. The result
is that in any one session up to one hunclrc} and fifty ideas may be
suggested, many of which are imprichical. If later evaluation
shows that half a dozen of the id.eas’lare potential solutions to the
prablem, the brainstorm sessiop s considered a success.
B .F. Goodrich Companyses nontechnical workers to help
solve tough engineering préblems. At its first “creative workshop”
last year, a white collarffice worker gave an answer to the prob-
lem of how to desfgm a new tire machine. This suggests that
clerical workers glight be helpful in discussing knotty libraty
problems. Throgh its own training courses, General Electric
d’iSCOVt‘I‘Ed that-the flow of ideas from its middle-echelon execu~
tives increqséd 300%.

To Q%d the regimentation that group thinking may create,
manysiompanies are trying the “Incident Process” developed by
LProtessor Paul Pigors of the Massachusetts Iustitute of Tech-
Soology. This trains people in creative thought much like the case
System in Jaw schooels. The discussion group gets an outline of the
problems, gives its jdeas, then judges each one to select the bf:st
solntions, Realizing that new methods are needed to cope with
twentieth century problems, some universities are offering courses
on the “Incident Process” of making sound supervisory decisions.

Stll another approach to prohlem-solving is that devdoped by
Boston’s Arthur D, Little Company, which uses a panel af‘se\-«'m
thinkers from widely different professians and has them thinking
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creatively on subjects from improving paint to making easy-open
cans. Some forty colleges currently have cottrses in creative
thought and thousands of companies are now sending their yotng
men hack to school. Libraries will probably not be able to spend
the time or money to hold many such sessions but can try to de
velop their personnel by piving them different assignments in the
library, committee assignments, a variety of tasks in their departys
ments, participation in group discussions and some opportuni
for decision-making. The wise library director will want(fe tise
the combined power of all of his staff, >

L W

Professional Responsibility 5 '

In training tomorrow’s library leaders, some thought needs to
be given to creating a sense of professional rg:sponsibilit}’- Ore ?f
the dismaying aspects of young workers,e&ering library work in
this era of many jobs and few applicapts; s their casual approach
to librarianship. It has been necessary,’in many libraries, to efn-
phasize the fact that any librariam, who wishes to have a satis-
factory career must contine tordevelop and group on the job. He
must not feel that his work¥s done, and no more reading is r&
quired, once he has segtited the allimportant M.A. degree 1
library science. He ngu?t continue to keep alert to proft%SSim‘“'“‘l
trends, to read widély, fiot only in his own field of subject interesh
but in many fields, and particularly in the field of librarianship.
He must realize;that he cannot turn off his mind when the day's _
work is done,)but that if he is to be successful, both as a person
and as a“ljbrarian, he must continue to educate himself. He will
want £6)36in professional organizations, both state and national, 0
attend library meetings and participate in them, He will want 10

~Jolunteer his services in community projects, on hoards, and 11
Yibrary organizations.

It is interesting to note how quickly some librarians put dow.n
roots in a mew city or town; how they find places where theif
talents are of service; how they make friends for themselves and
for their library; and how they grow in stature with the years.
Others never seem to be ahle to find exactly where they belong:
In attempting to divorce -their world of interests from that in
which they earn their daily bread, they never succeed at a happy

lift: in either. As promotions come, they are bypassed and left be-
hind, as others continue to forge ahead,
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The American Library Association in 4 Menual Suggested for
Use iu Public Libraries states this very well: '

Staff members are urged to become members of civie,
educational, and professional organizations and to par-
ticipate in the work of such organizations to as great an
extent as library duties will permit. . .

Employees are encouraged to engage in experimental ac-
tivities and special studies which may make contributions
to professional knowledge. They are urged and given a
_every opportunity to make, i their own right, writtefi ™)
contributions to professional journals and other pubii
cations. When deseribing the librarv’s policies and.pro-
cedures, such contributions should be reviewedyby ‘the
chief librarian. N\

Certification of Librarians

Q.

Part of the responsibility of librarianglfipr as a profession is:

establishment and maintenance of the .st}ndards the profession
requires. Thug, it is well for jibrarians jto’ obtain certificates when
working in states which provide certification. While not always
necessary for employment, certif{q:i‘tion is the mark of the profes-
sional librarian and shows thaf State requirements have been ful-
filled, L

Mary Ann Kernan gemyinds librarians of their “Professional
Responsibility” in arkasticle in the March, 1957 Wilson Library
Bufletin, She says that professional responsibility is practiced both
instinctively and{@rtfullv, and requires recognition of the obliga-
-tions assumegl\bj each individual upon entering the profession. It
presents an " mdividual and coilective challenge to librarianship and
“Properfynrecognized, it will enable every library to perfor_m its
missigny” and every librarian to develop to' his fullest capacity.

PR

&) ' : Conclusion

A great deal of attention is being given currently to executive
Ot management development hoth in industry and the professions.
In order to consider how to train and who to train it is well to
think briefly of the task of tomorrow’s leaders. Peter F. Drucker®,
in The Practice of Management {N. Y. Harper’s 1956}, lists the
Seven new tasks of the manager of fomorrow as:

1. He must manage by objectives.

2. He must take more fisks _and for a longer period
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ahead. And risk-taking decisions will have to be made
at Tower levels in the organization. The manager must
therefore be able to caleulate the risk he is taking, to
choose the most advantageaus risk-alternative, to
establish in advance what he expects to happen, and to
“control” his subsequent course of action as events
hear out or deny his expectatioons.

. He must master all the steps involved in the decision:

making process,

N

He must be able to build an integrated managem\éﬁt s

team with comon objectives, He must choose \uien
capable of managing and of controlling their "own
performances and results. And there is tii@yhig task

of developing managers to be equal to thﬁ?démands of
tomorrow, X

. The manager will have to be able to.gommunicate in-

formation fast and clearly. He il have to be able
to motivate people. He must i other words, be able
to obtain the responsible parficipation of the worker.

. Traditionally, a manager. Jias’ been expected to know

one or more functions, This will no longer be enough-
The manager of tomerrow must be able to see the
business as a whale “and to integrate this function
with it RA

. Traditionallys also, a manager has been expected to
know a fe&\}mducts or one industry. This will ne
longer bé ‘encugh., The manager of tomorrow will
have gdcbe able to relate his product and industry to
the rg\tal environment, to find what is significant in 1f,
tonftake it into account in his decisions and actions.

and his field of vision will have increasingly to take

AN In economie, political and social developments on 2

world-wide scale and to integrate world-wide trends
into his own decisions.

Q!

New ways of training for leadership such as role playmg..
brainstorming, creative thinking, and the incident process catl
all ‘be useful in this important area of developing potential man

agers or executives. A sense of professional responsibility is an
important part of the process.
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Chapter VIII
Service Ratings

One of the most commonly used methods of evaiuaﬁ,tlg‘{?h‘-"
sonnel is service rating, known also as mesit rating, U‘"{P}‘J)’eﬁ
performance evaluation or appraisal, personnel “gf"ln-ﬁlclﬁnc)'
rating. Scott, Clothier, and Spriegel' provide the fotowing defi-

nition ;

Merit lor service] rating of an emplpyee is the process
of evaluating the employee's performance on the job In
the terms of the requirements pi\the job.

These ratings are used in indust’y as 2 record of progress
for trainees and regular employees; as a guide in making pro-
motions, transfers, or demotibﬁsE as an indication of those Who
should receive salary increases or bonuses; as an instrument for
tocating hidden talent: gnd as a source of information that makes
conferences with e@e}’rees of mutual benefit.

*y Types of Rating Plans

There are ?3 wide a variety of types of rating plans as there
are uses. for them. Among the best known plans are: Chf{:k—
list, n;Q(it'rating, ranking or grouping, open form, field review,
critical “incident, informal rating, self-rating, and mutual ratiié
Atithe workshop on “Employee Performance Rating” held a8

Wart of the annual Management Conference at Michigan State

University on October 29, 1955, the check list plan, in which the
employee is rated by checking his degree of competence undes 2
large number of characteristics, was named as the most common
type. Sometimes numerical values are assigned for the degree of
competence in each category (with or without weighting for
each) and a total score then determined. It is also possible to
draw a profile by joining the ratings for each category by Hnes.

In the ranking or grouping type of service rating, employess
are divided into groups hased on their relative performance, The

14
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size of the groups may or may not be predeiermined to fit a
probability curve. This type of rating provides very -little n-
formation about an individual other than an over-all rating with
respect to the whole group. '

The open form type of performance rating seems to be gain-
ing in popularity. Brief questions are asked concerning the em-
ployee’s strong points, weaknesses, possibilities for promotion,(
which the rater answers in essay form. Sometimes there is,a
linear scale on which the supervisor can indicate the ox’e’rali
rating. : .

The field review method of performance rating €mploys =
group of personnel people who interview each supervisor and
obtain information about each employee. Thig gratp then pre-
pares a summary or description of the employeewhich is returned
to the supervisor for review and approva.l;l%’ is said that this
method gives more consistent ratings Hf “employees in different
groups or departments, In libraries, lowever, which are apt fo
be more closely knit than large dftddstries, it would seem as
though the immediate supervisef'or supervisors would be the
best qualified persons to makelService ratings and that it would
be difficult to allot the ne\eéssary time of personnel staff to this

function, O

Another type of 1‘3{1\11% is known as the critical incident plan
and is based on adthal incidents, good or bad, which are perti-
nent to the worlCsituation. The supervisor discusses each inci-
dent with the eknﬁloyee. Periodically the incidents are stummarized
and a formal Tating of each individual made.

Some&ypes of rating plans are extremely informal. Under the
ffnfa?jtﬁaz plan, the supervisor merely records the fact that an
intétview was held, the date, and notes that performance was
discussed. Since one of the primary objects of a service rati.ng
is to assist the employee to do a beiter job, it would seem wise
to use the opportunity to discuss the report to its fullest ad-
vantage. .

Self-rating is used from time to
Although it might seem that self-rated forms would tend to t!e
more complimentary than those made out by supervisors, that is
not apt to be the case. Self-rating does provide & good. appor-
tunity for counselling the employee who has diﬁ'icu{ty in com-
prehending his inadequacies or who, through an emotional block,

. C

time by many institutions.
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s unable to do so. It also helps the supervisor to learn how
the employee looks to himself and gives the supervisor the em-
pathy he needs in his counselling to be of most benefit. - _
"~ Wallace H. Best” believes that the concept of mmufual rating
developed by Henry Shelton is the most constructive approach
to the rating problem. Essentially, mutual rating is an evalua-
tion by secret ballot of each member of a work group by all his{
direct - associates. The profile of each person is thus compiled
from the opinfons of his peers and subordinates as well ,g’s"h}s
superiors. The six elements constituting the core of the “wususl

rafing system are: N

1. Interaction of superiors, peers, and suboxdifiates.

2. Secret ballot. y

3. Choice by participants themselves of\the traits used
in rating. A

4. Feedback to each participant. <\ :

5. Control by participants of the™us¢s to which the re-
sults are put, g '

6

, Re‘petition te provide trqnﬂé ‘for effective individual
guidance. PN

Best says that sestéual ratng is designed to overcome many of
the objections that have(been leveled against traditional rating
systems. Its emphasiscon’ democratic participation and interaction
at all levels of the c}ganizational hierarchy is in marked contrast
to the authoritarfanism of some other methods. Like other rating
systems, it prodiices judgments rather. than measurements and
therefore';r}’agt be regarded as just one evidence of a person’s
ability;\;itﬁer than a tetal picture. Several ratings, however, made
by F.".fmmber of supervisors over the years, do allow a better
basig*for decisions regarding the future of the employee.

s S
\ W

When To Rate
Egch library will find it helpful to have a regular schedule for
service ratings. This is usvally spelled out in lbraries under civil
service, which are apt to require service ratings for all employees
semi-annually or annually. This may impose a considerable super-
visory burden where there is » large staff, particularly in the
:f’liz of long-time employees who have not changed ‘in perform-

Adra M. Fay* suggests that it is unfair to the institution not
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to give an honest appraisal of an assistant’s work before the
probationary period ends. The American Library Association’s
Personmel Organization and Procedure recommends that after a
temporary or permanent prometion of an employee to a new
position involving added or different responsibilities, reports he
required twice during the first year in that position. It also sug-
gests that service ratings be given every three months during the
prohationary period. ' ‘

It would seem logical to ask for a report from the supervisor
of a new employee after enough time has elapsed so that 4 fair
evaluation can be made. This may vary from three to six‘months
or longer, with many libraries requiring a report aftérithe first
six months of service. Regardless of the Iength<o:f~the proba-
tionary period, the library director will undowltedly need the
fitst service report before a decision is made\as to permanent
employment. Annnal appraisals are customépyy’ thereafter, with a
cut-off period to fit the needs of the jndividual library. In the
Detroit Public Library, five service“s#ports are required for
each employee, the first after siga.’ménths of employment and
annually thereafter for four years. After this time, a report
would only be required in the ‘case of resignation, release, or
consideration of transfer,promotion, or the like,

Service reports or ratiugs perform a very important function
by providing an op o‘(}u}lity for counselling with the employee.
They indicate wher}e\further training may be needed and help
the supervisor antt’ employee to understand each other better.
Service rating{ i libraries gives an excellent basis for determin-
ing new ij‘\c{ssignments, transfers, promotions and safary in-
creases, Ib-substantiates dismissals and provides basis of sound
recomintenidation if the employee seeks work elsewhere.
~O How To Rate
The U. S. Civil Service Commission in Evaluating Your Per-
sonnel Management' has two very helpful chapters (5, 6) on
“Employee Performance Evaluation” and “Employee Develop- -
ment.” Anather useful booklet is Approisal and Counse!ling.on
J0b Performance. The latter states that one of the most im-
Partant coaching tools available to supervisors is the formal ap-
Praisal and performance review. Competent supervision not anly
makes very clear what is expected but periodically. reviews the



£

108 Personnel Administration

employee’s performance and lets him know how well he is meet-
ing expectations. Properly handled, the performance review is
encouraging rather than critical. Although the formal appraisal
has many uses, it has not served its most important function
unless the results of the appraisal are passed on to the employee
in a way that will help him to improve his performance.

In discussing appraisal of performance, this useful pamphlet,
states that supervisors are consciously or unconsciously appraiss
ing their employees on a day-to-day basis. Some of thesé Jin-
formal judgments are better than others but even the mogt skilled
supervisor will do a better job of appraisal under a fdrmal sys-
tem. By stimulating his thinking about the staff,/jt ghides the
supervisor to a more abjective and unbiased appr}kiéal.

Dr. Robert W. Carney, at the “Employee Performance Rating
Workshop,” indicates that the most comsion” error on the part
of the rater is inconsistency. Several\smpervisors will give dif-
ferent ratings for the same person & one supervisor will give
different ratings to the same persari over different periods of
time although no changes have ‘occurred, Another frequent type
of error is commonly referrédh to as the “halo” effect in which
-one characteristic of a pésson affects the rater’s judgment on
all other characteristics~Some persons tend to rate all individuals
-under their supervisibn“too high or too low and to overlock the
actual differences, 1o individuals, Some pecple tend to rate every
one about average, either because they do not understand the terms
or because they are unwilting to defend ratings at the extremes
of the scalelThis can be difficult, particularly if there is a griev-
anf:e‘tm%ring at which the supervisor is forced to justify his poor
opirient of an employee. :

o\

S ) Still another error in rating is the tendency to rate the job
rather than the person. In this instance, all individuals in a high
grade position would get a high rating, and in a low skill job,
@ low performance rating. One way to avoid this is to be sure
that the qualities being rated apply specifically to the positiorl

which the individual holds. Rating forms nsed may differ for
persons holding maintenance

g : and professional positions or they
may include certain types of questions which apply to one cate:
goty of personnel,

Many. large organizations regularly train supervisors on how
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to use service ratings. The rater will want to understand thor-
- oughly the terms used and how they are applied, He will want
to know the employee well enough so he may make a fair judg-
ment. He will want to allow plenty of time for thorough con-
sideration of each point and each person. A statement, like that
issued by the New York Public Libsary on February 135, 1955
as “Library Administrative Memorandum Number 6” can be
very helpful. It gives the purpose of service reviews, their fre-
quency, and the procedure to be followed. The purpose is ded >

fined as: O\
The many decisions which must be made with respéct
to renewal of appeintments, transfers, and promptions,
the determination of training needs, and the agswersing
of letters of personal reference, all require appraisal of
the staff member in his work. The functish ef the for-
mal service review procedure is to obtain\fthe informa-~
tion needed for such purposes systesiatically and as
fairly and objectively as the exercise Qfs subjective judg-
ment permits, In addition to itg\se in determining
training needs, the service review”itself is z valnable
training tool, in that it provideéssa basis for a clear un-
derstanding, both by the supervisor and the staff mem-
ber rated, of the requiremgénts of the staff member’s

“Job and of the reason {0r the degree of success or lack
of success demonstrated in performance of that job.
Properiy used, thé §érvice review can be 4 maost effective
aid in the developmient of the individual’s potentialities,

Draits Most Commonty Listed

Edwin R, .C-;ﬁﬁurn“, in his article, “Personnel Rating in Ameri-
can Librg‘sﬁeé;j’ says that the most commonly used traits are:
‘iﬁ*fffaﬂ’f‘{;g; Vrecutive ability (also called leadership, supervisory
abili;;Q ete.), quantity of work, dependability, attitude totU_ard
Btons, cooperativeness, accuracy, judgment, loyaliy, orgemiza-
too of work, and quality of work. Among the least frequently
used are perswasivmess, power of inflwence, and vitality.

The forms in use, Colburn states, cover a wide range from
those that are very simple to some which are exceedingly conm=
plex. The most successful forms, in his opinion, are those which
brovide not only for the rating of specific qualities, but also for
2 general evaluation of the employee and some indi{:?tmn of pro-
motional possibilities, special aptitudes, and weak points. A com-
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bination of all thesc elements make rating forms serve their
whole purpose,

Rating Forms

Since rating forms of various types are in use in a great num-
ber of organizations, the library director may be interested in
seeing what has been done in industry before he turns to other
libraries. Scott, Clothier, and Spriege! give some good samplé
of different rating forms in Chapter 12 of Personnel Mangge-
ment. Some of the periodical literature, such as the Septetfiber,
1953 and June, 1954 issues of Management Recordsis-helpful

Study 121 of the National Industrial Conference,Board’ is also
concerned with this important topic. (Y

&
The AL.A. “Personnel Service Rating Reéport,” prepared by
the Subcommittee on Service Ratings of.{he American Library
Association Board on Personnel Adrr,:iéistration, is in use in
many libraries through the United States. There are eight ratings
on Performance or Execution of \[Mities, fourteen on Personal
Qualities or Physical or Mentgl €haracteristics, five on Profes-

_ siongl Qualities and six ratifigs on Adwministrative Ability.
Specifiic instructions ta Taters are included as well as the
question, “Have you diSctssed this rating with the employee and
tried to help himgdorrect his faults?’ There is, however, 0o
place requiring the employee’s signature. Thus, in later years, it
is impossible te™tell whether the individual concerned agreed
“iith the reg@?t or whether he had the opportunity to profit by
discussion o not. A space for comment by the employee is help-
ful. T@'léngth of the form can also act as a deterrent to well-
MeaAMRE supervisors who may be handicapped by lack of time.
i ;‘?he service ratings in public libraries wary in the traits ex-
\ Amined and the estimates and recommendations required of supet-
visors. The New York Public Library uses the same form for-
clerical, maintenance, and professional staff but suggests that
any part. of _the review which is not pertinent may be eliminated.
'I.‘he review 1s made annually for ten years if the employee con-
tmut_:s n the same classification. Regardless of the length of total
service, the responsible supervisor prepares a review when 2
itaﬁ o em].]er is transferred from a unit or terminated, The ternn,
merit rating” in the New York Public Library is used to denote
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an extraordinary review in consideration of a merit ingcrease
for outstanding service. Tt is not used for in-service increments
given annually for average work,

Detreit Public Library substitited the “Employee Profile” for
the American Library Association form which was formerly used.
The profile is made for all clerical and professional employees
and is accompanied by a work sheet giving the definitions of
terms to be considered when making out the service report. Eachys
supervisor is asked to have an informal counselling session with
each new employee approximately three months after- employ-
. ment. No writtens repart is necessary and no reminder of(sich a

counselling session is issucd from the Personnel OffigesiThis in-
formal session gives the new employee an indicatigri of how his
supervisor regards his work and allows him théchance to im-
prove before the written report is due at the end of the first six
months of employment. \\

It is important, also, that pages and fialntenance staff receive
evaluation in their assigmments, The hort form has been used
successfully in Detroit Public Librafywith these employees. Space
is provided on the reverse of «he card for any comments the
supervisor wishes to make. 8%

The forms used by the Minneapolis Public Library for clerical
Or non-professional staff dinclude a “Report on Personat Inter-
view” which is alsg\&éd for professiopal staff. The “Service
Report for Probationary Employees” is made out at the end.of
the first six moths of employment of clerical personnel. The
“Rating Blanks"Nonprofessional Staff” is filled out when trans-
fers or Drondotions are considered or upon request. :

The, g‘eﬁormance report for a permanent employee of the Free
Lib;a’;*y of Philadiphia is made out in friplicate. A copy is given
dhéyemployee as is the performance report for probationary staff.
Although it is customary 1o give a copy of the appraisal to et
bloyees in civil service institutions, many other Ibraries prefer
that neither the supervisor nor the employee keep copies _o.f ser-
vice reports. Thus each appraisal gets off to a fresh start wrthtfut
being influenced by an earlier one. Instead, copies of all .se'rwce
ratings are kept in the personnel department or the administra-
five office, and are available only to the administration. _

The Enoch Pratt Free Library has a form that is designed for



112 Personnel Administration

rating applicants who are being considered for promotion. In-
structions for the evaluator accompany the report.

Of interest to the library administrator is the efficiency repog
for the security and maintenance staff of the Brooklyn Public
Library which includes special terms applicable to this kind of
work.

A sample of the type of rating form used for all grades of
staff in university libraries is the “Efficiency Report” employed ™
by Columbia University libraries. N\

The clerical rating form used by Ohio State University Ei-
brary, “Non-Professional Personnel Service Rating Report” is
made out after an initial period of six weeks. On. the basis of
this evaluation, the supervisor is requested to ifdicate whether
he believes the .employee is qualified for retentiom or whether he
should be placed on one month’s probation) The reverse side
aliows space for a total evaluation of wotk, Since all non-pro-
fessional personnel at Ohio State Un'nfersity Library are hired
on a three months’ provisional appoiniment, the six weeks’ rating
allows a similar period of time ofot improvement, should it be
needed. If an employee has dtities under more than one super-
visor, each one rates him_separately, Each employee also rates
himself at this time and/the ratings are sent to the depariment
head. If deemed negeséaty, the latter then outlines a program of
improvement, togqth\e} with the supervisor or supervisors, and
the employee is pub on probation.

Q.
pyervice Ratings in Special Libraries

Y of special libraries, made by the writer in the spring
hows only a few using service ratings for employees,
some sort of employee appraisal, often in the form of
2 .a! salary review, may be made in other parts of the or-
gamzation. A large publishing firm does use an employee per-
formance and work appraisal form in the library as well as in
z_a]l othtfr parts of the company, New employees are usually rated
Just prior to the fifth month of service, the length of the proba-
tionary period. Class A employees (receiving up to $3899 an-
naally in salary) have g yearly appraisal. Employees, whose

tisfactory, however, are rated semi-an-

A sy

of 1956y

- although
'_.aglﬁﬁnnu

work is conisdered unsa
nually,

Each block is.assigned a numerical equivalent since it is felt
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that sorae factors are more important than others. All appraisals
are studied and the ratings discussed with the employees before
being sent to the personnel depariment. Each employee also re-
ceives a payroll review. This is made semi-annually for Class
A employees and annually for all others. The payroll review list
contains a column for merit rating as well as for other informa-
tion.

The Port of New York Authority uses the Personnel Pef "
formance Appraisal, filled out in quintuplicate, for all Service
“C” employees. This group corresponds to those emplovies” in
private industry who are covered by the Fair Labqr,,:S‘Eéndards
Act. This form is also used at the discretion of their Superiors
for Service “B” or supervisory and professionajl,iamployeea The -
appraisal guide which accompanies the form $kates that appraisals
should be made at the end of the third, sixth, hinth, and eleventh
menth during the probationary period gnd thereafter annually
six months before the salary review\\/

A separate appraisal form has:bee}l devised by the Port of
New York Authority to be uged for 1,000 police officers and
still another, the Personnel Appraisal Guide, prepared in narra-
tive form, specifically designed for use as an annual management
appraisal device. The narrative form stresses the results achieved,
the methods used <zi’r£l1ieve these tesults, personmal gualifica- =~
tions and potential® Space is pravided for the rater to outline a
development progtam to fit the needs of the ratee. :

One of theMarge technical concerns in the United States re-
quires S&qﬁk’ ratings for all the library staff as well as for f)ther

employeds’ A comprehensive mantal of instruction is available
for alsupervisors. The first evaluation of nonprofessional staff
y s ade six weeks after employment and the second, after eleven

Weeks. Fach employee is also rated once a year to determine

whether or not he is eligible for a merit increase. The super-

visor. may initiate a service rating when he deems it wise. The

“Personal Appraisal Record,” of the same company, is used both

by the supervisor and for self-rating. After the supervisor has

tounselled with the employee, the appraisal record is sent to the
department or division head, and thence to the personnel depa.wt- _
ment, When deemed necessary, in important cases, an appraisal

T2y be secured from the Psychological Corporation.
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Installing o Merit Rating System

Not all emplovees will be immediately convinced of the neces-
sity of service ratings, if they have not been in effect previously.
Zander and Gyr® offer some constructive advice on changing
attitudes toward a merit rating system, should this be necegsary.
The Training Division of the California State Personnel Board.\
has issued a clever illustrated pamphlet, entitled 4 Construciie
Approach to Performance Evaluation®, A new supervisor'.xéﬁﬂ'
fronted with making out service ratings for the first tifrie, will
find this booklet helpful. P\

The Department of the Army has prepared matétial on What
Is a Rating? for Army librarians and Perfoxmance Appraisal
(January 1956) which applies to civilian peérsonnel. This is 2
thorough guide on how to determine perforimance requirements,
performance appraisal and improvemegt; 'and the rating process.

Conclusion~’

Service or merit ratings formman integral part of the personnel
administration of all librariesNemploying more than one person.
The type adopted will yary somewhat, depending on the uses
to which it will be put,\The frequency and number of service
reports will depend@ ‘the number and kind of staff, the length
of the probationaty period, the frequency of increments, and the
like. Self-rating”miay be employed occasionally as a method of

 establishing JBreater understanding between supervisor and em- -
ployee. ¢

Marjorie Sing™ believes, and quite rightly, that unless the ad-
ministration and staff of a library are fully agreed on the values

.ang bi_)jectives of merit rating, and unless those being rated are
\ fUHY }nformed, no matier how excellent the plan it will not ac
complish the desired end. Before installing any plan, Miss Sing
says that consideration should be given to the purpose of merit

rating, the method to be used to accomplish the purpose, training
in the method selected, and some follow-up,
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Chapter IX

Planning For Retirement

Planning for retirement, so important to every employee, .hffi
had relatively little attention. The number of years spent e
tirement, however, is increasing as the life span hecomes Jonger.
It is difficult for the active, healthy individual to {ate the fact
that he will have to terminate his library connectionsiat a certain
age, and that he must then plan where and hbw he will live,
what his interests will be, and how he will mahage financially on
a substantially reduced income, \\ ’

Dr. Wilma Donahue of the University of Michigan, an at-
thority in the field of aging, has madé a study of The Aging
Population’. Dr. Donzhue pointsceitt that since 1900, althongh
the population of the United ,St:;&és has doubled, the number of
older people has quadrupled. Buring the decade between 1940-50,
the group over sixty-fivésihcreased by 37 per cent while the
group under sixty-five Ggcreased by only 13 per cent,

There were more 13,000,000 persons sixty-five years of
age or over, mosé.than eight per cent of the population in 1955.
By 1957 this’gfdup increased to 20,000,000 and included more
than 12 pergent of the population, All demographic studies indi-
cate that\the older population will continue to increase at b
.accqle;'a\ted rate for another half century. Every day, approxi-
wately 3.000 more people become sixty-five years old; about

{2000 in the older group die, thus making a net gain of appraxi-

fiately 1,000 per day or nearly 400,000 per year in the older
age group.

In the last thirteen years alone, Dr. Donahue reports, the
number of persons age seventy-five and over has increased about
50 per cent. There are now almost 4,000,000 in the advanced ag¢
group. In fact, the second fastest growing segment of the U. S
population during the past decade is age seventy-five years and
over. The longer Yife span of women, too, is creating a dispro-

116
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portionate number of them in the older age bracket, and there
are now ten women to every nine men in the sixty-five and over

age group. _
Hiring Older Workers

Many persons, who would like to retire, find that they cannot
affiord to do so. Dr. Donahue’s report shows that despite im-
provements in social sectrity legislation during the last decade
and the extension of private pension plans, the financial circum,
stances of the older age group are still unsatisfactory. Thete is
considerable pressure being exerted upon employers to~dnerease
the number of employment opportunities for oldef)\pedple in
order that they may supplement their earnings and\also be use-
fully occupied. The demand for experienced fibrarians is such
today, that many retirees are able to secqre%ért-time or even
full-time positions in libraries if they cafe to do so. Pension
systems operated by government do nat\pérmit the employee to
take paid work from that same bramdh; but those under private
pension plans have no 1imitati0n$,.jf]fﬁus, in this time of shortage
of professionally trained libratians, the retirees are forming a
pool on which other librarigs\may draw.

Many persons do not~willingly sever their job connections.
A recent survey showg\that 42 per cent of all men sixty-five
and over were still inthe labor force, but of those who were not
employed, only 6 pér cent felt well enough and wanted part-time
or full-time jobs Dr. Donahue agrees that employment cannot
be expected(tp“solve the financial problems of large numbers of
older pegple. She does feel, however, that every effort should
be madeto encourage those able and wanting work to find jobs.
She(siggests federal substidy to communities imterested in es- .
fablfshing special employment projects for the elderly. The
projects could be worked out in cooperation with management
and unions, thus causing no conflict with existing policies.

Tn Boston, a group of business men established Sunset In-
dustries 4o employ retired men and women. In Holley Hill, _
Florida, 5 retired business man established a factory to repro-
duce early American furniture. His employees are all retired
men, In Hempstead and Schenectady, New York, older pec-lple_
have formed groups to sell their own and each other’s services
to establish firms. A representative of Age, Inc. of St. Paul,
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Minnesota, brought his message to a vast television andience
early in 1957 on the Todey program. And every one has heard
of the college professors, still at the height of their powers, who
have been subject to an automatic retirement age in their own
colleges and have then been hired by other universities.

There is still some prejudice against hiring the older worker
who is re-entering the job market, at forty-five or fifty or more.,
He is too young to retire but in many instances, has great diffis
culty in finding employment. The “Metropolitan Committee bn
Aging,” in Detroit, secured jobs for nearly two hundred pérsons,
age fifty to fifty-nine during the first two weeks of\pperation =
in May, 1955. The need for more applicants for jémporary jobs
and for more full-time job offers, continuess'The committes,
formed to help persons over forty-five find_werk, receives help
from the Michigan Employment Security,@nmission in screen-
ing and assigning applicants. o\

The prejudice against hiring older &orkers is still in existence.
The group report, Employment .fé‘ac}:fces of Olders W orkers'
covers both the seeking of a newhjob and retention of old jobs
by employees in all occupatigiral groups. Causes for closing the
door to the job applicant gver forty-five are many and complex,
ranging from prejudicet0. the whole structure of personnel poli-
cies, union contractéind retirement plans. It has been said that
hiring the older werkers increases pension costs but representa-
tives of insuranté Companies have been known to refute this. A
change in agtitude towards hiring the “mature” worker, brought
about by aeite need, does permit the alder librarian some Oppor-
tunity feremployment, when he would have been ruled out for-

metly.\ s long as there are not enough younger staff, most
.33131?-“%3 will welcome the older employees.

Compulsory or Flexible Retirement

{& look at various types of libraries shows that the compulsory
Tetirement age may vary from none, to the customary sixty-five or
seventy years. Some libraries permit an optional retirement after
twenty-five or thirty years of service, regardless of the em-
plt_)ye-e?s age. Some civil service institutions, such as the Chicago
Public Library or the Free Library of Philadelphia, have no
f:ompulsory ‘retirement age. This poses a real problem in secur-
Ing the retivement of those who are no longer able to. fulfill
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the requirements of the job satisfactorily but who are not able
to recognize this fact.

Industrial Relations Counselors® have made a studv of com-
pany experience and trends in pension planning. Most of the plans
(550 were studied in 1948), whether or not they have a com-
pulsory retirement date, show some flexibility and permit em-
playees, perhaps only in exceptional cases, to be retained in ser-
vice beyond the normal retirement date, at the discretion of the
employer. Such extensions may be authorized only on a yeaf\to
year hasis and in most restrictive plans, may even have-to be

~authorized by the company’s board of directors. Amswers to
specific questions about compulsery retirement in theflg'SZ ques-
tionnaires confirm the trend away from compulséry retirement.
The report indicates that compulsory retirenteni™at an arbitrary
chronological age disregards both diﬁerenc,e{\jn individuals and
differences in job requirements. \

The Industrial Relations Counselofs seport, while recognizing
that there are certain problems inhérent in the flexible retiter
ment plan, indicates that selecti,q‘n:bf employees for retirement
cannot be intrinsically more difficult than the selection of new
employees or the continuing “process of selecting employees for
retention, merit increased, “and promotion. The report concludes
that )

k™ .
managements Nthérefore, should systematically review
their policie® Mabout discrimination in employment an
account dof .\age' from hiring age limits at one end to
retiremény policy at the other and consideration should
also\he) given to raising the age of compulsory retire-
menph to sixty-eight or seventy.

.Iif{i"l.'Dwight Sargent, Personnel Director of the Consolidated

,'E@i«sbn Company of New York, has long been an advocate of
fiexible retirement. Speaking on this subject at the 1955 Con-
ference on Aging at the University of Michigan, Mr-'Sa_fgeﬂt_
expressed the belief that compulsory retirement is econamically
wastefuyl,

Johnson? agrees that compulsory retirement is “aut-of-date” -
and points out that retirement should be cozsidered a rewarc'{, not
3 sentence. Libraties may wish to take a second {ook at -the?r. re-

- -lirement regulations to see if they would not profit by judlc:o:us
use of flexible retirement. The Detroit Public Library Commis-

Q

4
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sion, in an effort to continue the services of needed staff, in-
augurated a policy of inviting those employees (professional,
clerical, and maintenance) to remain in service for two one-year
extensions, after age sixty-five, if their work merits this invita-
tion. The decision, of whether to retain an employee until age
sixty-seven, if he so desires, is made by the administration, upon
consultation with the appropriate supervisors. City regulations™
call for a physical examination every six months duringafhs
period, with extension granted six months at a time. AN\
Pensions and Social Securily :5:.

The financial aspect of retirement is most impotfant to many
workers. Unless the employee has an indepéudent income or
has been able to save for his retirement, he f\nds his funds insuffi-
cient to live the way he wants to after ‘rétirement, Most large
libraries have adopted some kind of ‘pg’%ion plan. In many in-
stances the amount to be paid to theemployee upon retirement
has been increased in recent vear$; fhrough additional employee
contributions or by some othefeans, because of the devalua-
tion of the dollar and its lowér purchasing power,

Some libraries may offer Social Security benefits only while
others have been abl§Mo offer both these and supplementary
payments. Some liﬁsé-iﬁns who were members of the American
Library Association in the 1930s took advantage of the excellent
retirement plan¢ offered to members at that time. Those connected
with educatioral institutions are covered by the Teachers Insur-
ance and Wnnuity Association of America in many instances.
Most{Jibrary penison plans require some contribution from the
-employee. The amount deducted from the pay check is then
usitally returned, plus interest, should the employee leave before

tetirement. A few special libraries are covered by a mon-con-
tributory type of pension in which the company contributes the
entire amount. Nothing is given the employee, however, should
he leave before retirement.

Social Security does not offer adequate retirement funds in
today’s economy but it does protect dependents, pay the disabled
- worker, and supplement the benefits of other pension schemes.
There are still some libraries, however, where there is neither
a pension system nor Social Security. Often these libraries are
the ones that need a retirement program the most, for their
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salaries have been too low to permit saving for retirement. In
more than one instance, ill health has used up what savings there:
were, leaving an aged and ill person to face the world alone,
with no funds. Since the taxpayers, themselves, are usually cov-
ered by some type of pension, they are often willing to vote
funds for such a purpose. While Social Security does offer
benefits to the completely disabled worker, it does not take care
of hospital and medical expenses. If the employing library does{\
not offer such coverage, it is possible to secure the medical ig-
surance which is now offered to members of the American Eis
brary Association. Some states, such as Illinois, provide'group
coverage for library employees with Blue Cross and Blu#\Shield.

Staff associations of some public libraries, riot at preSent under
Social Security, have inquired about the process ¥ which Detroit
Public Library employees secured Social Secufify benefits. Com-
mittees were organized in 1956 to investigét\e ‘the most feasible
combination of the existing pension Plén‘and Social Security.
Although it had been hoped to offerfull supplementation of
Social Security to the pension plasiiin effect, as had been done
by the Detroit Board of Education, the cost of this would have
been too great for the city to-béar. A compromise was therefore
worked out and voted on<Dy city employees, whereby the only
reduction in the currept pension upon retirerment would be $10
for each year of sefyice. An employee, retiring after twenty
years of service would, therefore, receive $200 less a year from
the plan than X¥gferly but, in addition, would be eligible for
full Social Sewitity benefits.

The profighition was placed on the ballot in August, 1956, for
taxpage,r’ﬁpproval, since even the combined plan would require
considerable contribution on the part of the city to Social. Se-
£ty funds. It was passed by the voters, effective January i
1957, but was made retroactive to January 1, 1955. This t:nsured
full coverage to all retirees who met the minimum requirement
of eighteen months under Social Security. Persons WFIG WO“I_d
normaily have retired early in 1956 were given extensions unt_.sl
gePtEmber or October to make certain that they would be quali-

ed.

Prior to qualifying for Social Security benefits, each emp_loy'ei
contributed 5 per cent of salary to the pension plan. After Socia
Security was in force, employees were given a choice as whether
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they would increase the deduction to 7% per cent, January 1,
1957 (5 per cent to be earmarked for the city pension and 2Y
per cent for Social Security) to make their pension upon re-
tirement as large as possible, or to pay only 5% per cent total,
reducing pension contributions to 3 per cent and paying the
mandatory 2% per cent to Social Security. The lump sum pay-
ment of 2 per cent for the years 1955 and 1956 was taken from
employee contributions to the city pension fund and could be
~ repaid by the employees, if so desired. Despite predictions tothe
contrary, an overwhelming majority asked to make the magimtim
contribution of 7% per cent. The City of Detroit also contributes

- 2% per cent of the first $4200 annually to the Sociél’;S_ecurity

Administration for all employees, (¢

One of the arguments advanced against fuli supplementation
of pension and Social Security was that lower salaried employees
might receive the same pension, or evem higher, on retirement
than when working. Since most of theSe persons have supported
themselves and raised families on lq‘w} «incomes and have worked
long and loyally for the city, this~afgtiment was not deemed too
important. Due to the fact that the pension has been reduced
$10 annually for each year of<Sérvice, retirees’ in the lower salary
brackets are not apt to receive more salary upon retirement than
when employed, but sétme do nearly equal it. It has been the
consensus that retirément income should permit an employee a
decent standard ©f, living and enjoyment of the senior years
regardless ofywhat his former earning capacity has been.

Now that\women may elect Social Security benefits at age
SiXtY‘t“Q,:feducing the amount received by only one-sixth, it
must Bevexpected that there will be more early retirements of
W?\fﬁ?ﬁ employees, particularly when they are also eligible for
~pension rights at this age. This creates a problem when em-

ployees are physicaily and mentally active, and are needed on
the staff, but each individual will want to plan his retirement to
{it his own needs. In the small library, with no personnel officer,
1t may be well for the library director, or the person he desig-
nates, to be familiar with all the benefits available to employees,
so he may keep the staff fully informed of their rights and
i)rmleges. Not only is this good for morale but it may lead 1o

€ss turnover since security is important to most employees today,
regardless of age or nearness to Tetirement. )
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Connselling for Retirement

Recognizing that the pension plan provides only a partial
answer to the problems of retirement, progressive companies
are beginning to take a broader view of their responsibilities to
their employees. Blocker® says that, while management recognizes
that freedom from want makes a happy and productive old age
possible, it is necessary to help the individua! develop new atti-£\
tudes and goals if he is to benefit from the release from active
work. A retirement-counselling program, set up by a Iargg\"xhiﬁ‘-
western Jife insurance company, has the following five purposes:

1. To give information to the employee that/will ‘be
helpful to him in planning his activities jfist before
and after retirement. \

2. To orient the employee toward retireiwent and the
change necessary in his thinking, 4flitudés, and ac-
tivities, a\

3. To aid the employee to develop sdund financiat plan-
ning for the future. '

4. To help the supervisor and employee plan for and
train a suitable replacemient.

5. To continue a cordial,’ friendly, and constructive re-
Jationship betweei\the employee and the company.

The retirement céaé&ta’éiling program is carried on through for-
mal and informafNinferviews by the personnel department, and
informal discussions of retirement plans between the supervisor
and the employee. During the formal interview, the company
Pension_prdgram is explained and the employee told approxi-
mately~tow much monthly income he will receive after age
sixty-five. He is informed of the benefits available through Social
Sevprity at sixty-five and is urged to have the inquiry card com-
pleted by the Social Security Administration so he will know
how many credits he has in the fund. He is also told how much
life, hospitalization, and medical care insurance he will have upon
retiing, This part of the interview may include a discussion of
the employee’s total insurance program, if he wishes to discuss it.

The second part of the initial interview is somewhat flexible
but usually includes discussion of the following points

1. Using vacations to plan for retirement, Employees
are encouraged to use this time to experiment with



124 Personnel Administration

activities they can take up after retirement. This also . -
provides opportunity to visit different sections of
~ the U. 8. as possible places to live after retirement.

2. Hobbies. The counselor poiats out the importance of
hobbies in retirement and emphasizes that successful
adjustment o retirement begins before €5.

3. Social Service work, The counselor gives informa-
“tion on local opportunities for contributing to needed
community activities. ' ' A

4. Living alone, The problems of living alone are dis~¢\J)

cussed, when applicable. O
The informat contacts maintained by the personnelidepart:
ment of the above company with the employee duringthe three-
year period, are often more important than the.si% formal inter-
views held. When a counsellor makes a casual\visit to the em-

ployee at his desk, there are many oppozwl;ﬁ‘i.es to discuss re-
tirement guestions. ' N}

X 3

~ Other large industrial concerns .ofieﬁ offer very etaborate
counselling programs- for retiremeatsStandard Oit Company 9f
California, for instance, gives seu%;ntéen annuzl medical examina-
tions to employees, ks availdble appropriate reading material,
and. makes out estimates gf\annuities annually aften ten years
of service. This compggy,\schedﬁ[es discussion of retirement in-
come and other ber}e\ﬂté’ prior to retirement at the employees
request, -
General MotofgsCorporation has prepared an excellent booklet.
For Your Refivément (1950) and distributes it with an “Outline
of Geneg;l*;Motors Retirement Program for Salaried Emplayees.”
A wockisheet is made out for each individual, to show the non-
contribiftory portion and the contributory portion of his pensiot.
Astnieral Motors also has available in its Information Rack Ser-
Nyee copies of “Your Second Career,” originally entitled, “How
To Retire," and reprinted from Changing Témes, the Kiplinger
Magz'izine. The Chryster Corporation has prepared a mwost at-
tractive booklet, The Golden Age, as a handbook for Engineer-
ing Division retirees. Both this and For Your Retirement discuss
the problems that will be encountered upon retirement and both
have apt illustrations, o
.The Health Education Service of the John Hancock Mutual
Life Insurance Company prepared an inspiration pamphlet in
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1958, Growing Old Grocefully, The aging process is discussed
in some detzil, and the important question of financial security
in the later vears is mentioned, along with peace of mind. An-
other pamphlet which can be put to general use is Look Forward
To Vour Retirement issued by the Chamber of Commerce of
the United States. In addition to a discussion of planning for
health, a happy home life and adequate retirement income, con:{
sideration is also given to part-time wotk and to taking parttin
community activities. Although his booklet is aimed atSmién
rather than woten, it is a good one to stock in any libraty, for
both public and library personnel. N

The Royal Bank of Canada's December, 1955 Mpnshly Letter
has the following encouraging information: )

One who has early formed good habitssaf-fiving, picked
up the important techniques of adjustfént and acquired
a good philosophy, will go on,)despite birthdays, to
adventure and develop. A man [oravoman] of sixty-five
may be as vital as the averdpe ‘man [or woman) of
forty, and show no sign ofteld age except an accumu-
lation of wisdom. . . , dncreasing age is something
about which to be sensibIe. It is a great boon to have
the proper spirit of{one’s age, to abandon attempts to
appear younger, thap one is, to take on significant re-
sponsibilities ingtc\ad of juvenile ones; to give up the .
pretence of ¢laverness, rectitude and infallibility, and
' to become, Willing to be accepted or rejected for what
one is L)

The JKvi’thy Letter gives the encouraging information that
64 pergeent of the world’s great achievements have been accom-
plished by men who have passed their sixtieth birthday. Between
szgct} and seventy' years of age, 35 per cent of the world's great

Naghievements were accomplished; 23 per cent between seventy
and eighty and 8 per cent after eighty. The article suggests t}}at
hobbies should be planned for and worked toward from the mid-
dle years and that one is never too old to learn.

Adult education activities are described in the Detroit News
article for December 15, 1957, about a Sunshine Univer:sity for
some some eight hundred retired residents. This a thirty-two
hour course over eight weeks, which costs only $3, in St. Peters-
burg, Florida, with retired school teachers, business men and
craft specialists sharing the knowledge they have picked up over
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decades. Vacation College has started its second year in Daytona
Beach and moves on to other Florida cities after a six weeks
stay. Some accredited universities waive tuition for retirees and
"offer them the opportunity to continue to learn.

Some libraries, such as Detroit Public Library, with a person-
net staff, give considerable time to counselling for retirement,
beginning at least three to five years before the normal retires .
ment age of thirty-five. A collection of books on various aspeets
of retirement is available on loan from the personnel offiee ant
a longer list of books on preparation for retirement, livitg ar-
rangements, health and income, available elsewhere in ‘the library,
is distributed in the first counselling session. .Erhployees are
usually contacted annually or semi-annually, aftér’age sixty, de-
pending on whether there are any problems)so the individual

may start orienting himself toward -this.\i\fnportant phase of his
life. S '

A

" Boston Public Library, on the other’hand, does not believe in
offering any counselling services¢ef this kind, unless requested
by the employee. It is assumedithat each individual will make
his own plans and does not “need the services of a trained coun-
sellor. Fach retiree dogs[{’ fowever, receive an estimate of the
amount of his pensjog‘,sb he may make his plans accordingly.

Keeping wn Touch with Retirees

- A number of_tompanies are publishing special newspapers 0F
magazines fpr-their retired employees. Among them are The Old
Timer  (Pabst Brewing Company) and Dunworkin’ Digest
(Northwestern Mutual Life Insurance Company). The Metro-
politan Life Insurance Company issues a four page quarterb’
'w{lcwsletter for its retired employees, called Supplement. Man-

agement Record” tells how Sargent and Company contacted its
retired employees to find out how they were and what they were
doing. A special issue of the company’s employee magazine,
Keyways, gives a graphic account of the lives of these older
people,

Another special publication, issued by McKesson and Robbins,
Inc., commemorates the tenth anniversary af their retirement
p}an. The magazine, illustrated with many photographs, is en-
titled Life Begins ot 65. Although the hobbies and activities
of retired employees are {eatured, the problem of preparing older
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workers for retirement is not overlooked. The foreword states:

This is the story of the McKesson retirement plan told

by retired employees: . . . It is.also the story of the
plan as applied to present employees. . . ., We hope that
this publication will give information, guldance, under-
standing, and inspiration to plan for your own retire-
ment well ahead of time. _
The size of most library staffs would not warrant the expense/™,
of a retiree magazine but it is possible to include retired em-
ployees in library activities which would interest them, sqc'!ixaTs
lectures, awards of various kinds, staff receptions, teas,'anﬂ the
like. If copies of occasional staff bulletins are sent go-retirees
when there is news of special interest, they will keép' a warm
feeling about the institution to which they have g}ven S0 many
years, and will not feel forgotten. These same\retirees are often
the ones who recommend younger persons” %0’ the library as a
good place to work. Those wha are residitg in the arca may be
encouraged to attend staff affairs and\jay be informed when
anything has occurred .of pazticulag) interest to them. An occa-
sional letter from the director ar “personnel officer also helps.

Six Wsys' to Rebire

Boynton® believes that fie individual, like the nation and the
frightened world as a sdiole, is in search of secunty He points
out that security l;es\?here it has always lain, in the individual
and in his ability fo_tome to terms with himself in his knowledge
of his own streagth and how best to use it. “Retirement is like
getting a 1ob—\you have to work at it.” Mr, Boynton’s six ways
to retlre\qme of which apply to every retiree, are:

1, Retlrement to a new full-time career,
e Retlrement to a part-time occupation that will sup-
\: * plement income.
3. Retirement to creative activity, avocations, hobbies.
4. Retirement to public services for community or na-
tion.
5. Retirement to new experiences, the building of new
friendships, and the development of personal rela-
tions,

6. Retirement to understanding, to the creation of a
mature guiding philosophy and some answers to what

life is all about.
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Conclusion

Despite the increasing number of older people in the United
States, very little attention has been devoted to planning for
retitement—one of the most important steps of a lifetime, To-
day’s job seeckers are interested in their future security, what
kind and how large a pension is offered, whether Social Security
benefits are available, and at what age they must retire.

There has been considerable discussion ef flexible versyg egm-
pulsory tetirement, with a trend lately towards selective réfire-
ment. While it may be difficult for supervisors to.3elect those
whom they wish to continue after normal retit;ehient age, this
should pose no more problems than the selegtion of new em-
ployees and those for promotion.

Those libraries not yet under the Soqialts‘ecurity system, may
wish to seek these benefits, as a supplement to whatever pension
system is offered. With increasing dnflation and the devaluation
of the dollar, attention is being;g"ivt":n to making the combined

pension available to retirees igvarder to provide for satistactory
retirement. =~

Although only a few libiraries at present offer retirement coun-
selling to employeeg,;sbma attention is being dirécted to pre-
paring them for this important step. Some means of keeping
in touch with refixees through a news bulletin, letters or partici-
pation in libtary affairs, is also being considered. Every effort
15 being made’by a few far-sighted administrators to ensure the
future\v\r;élbbeing and happiness of their retirees. This cannot
be dgm., in the last analysis, without the employee’s full coopera-
tiofivand assistance. In the words of Dr. Robert Havighurst,
’mf‘fl"he individual, if he is to be reasonably happy and secure in.

his later years, must himself find rational and practical ways of
meeting his needs. . . . One’s old age is what one makes it.”
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Chapter X
Library Forms and Records

Repulations, procedures, records, and all other technical -¢le™
ments are necessary to the performance of personnel du{ies
Each library director, however, will want to decide whiat “tech-

niques best meet the needs of his institution. A few, Dasic per-

sonnel forms and records can be used in the smaill *hb*rary while
larger ones can afford a number of forms for sorve detailed in-
formation. All libraries will want to haveltheir personmel in-

formation centralized, confidential, and adequate for efficient
operation,

Both the National Industrial Confcrence Board! and the Amer-
ican Management Association? have collected a great deal of
‘information on personnel forms and records which will be useful
to the administrator who i\ orgamzmg personnel information
or changmg methods formerly in use.

Apphcati’o} for Employment Blonks

One of the mo}“ important forms is the application blank.
If the right type -0f information can be gleaned from the appli-
cation, decision can then be made whether or not to interview
the candjdate. Since a great deal of information about education,
wark Q{penenc&, subject training, group and community activi-
ties,\health, book knowledge, special aptitudes, and the like, is
needed to' make the necessary decisions, it is well to provide
“ample space for these items. .

The Detroit Library Commission recently approved revising
the professional application blank so that more information may
be secured. Question number 5, Health was added, to insure that
the librarian with a physical handicap or record of hospitaliza-
tion will be assigned a position which does not involve further
strain. Questions 11-15 provide information about the interests
and activities of applicants and may suggest assignments which

130
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might not otherwise have been considered.. Question 17 may
provide illuminating reasons for wishing to work in Detroit
and/or becoming a librarian. The question regarding place of
birth has been deleted to comply with F.EP.C. regulations, In
a large metropolitan city, with many residents from other lands,
when a knowledge of the languages, customs and literature of
these countries is a decided asset, it is only possible. undes\
present Michigan state laws to ascertain whether an apph(:ant

~is a citizen of the United States ancl what fore:gn Iana’uage “he

reads or speaks. \

The application blank used for all '1pp11cants for :aﬂy type of
position in the Philadelphia Free Library is typ;cal of Civil’
"Service forms. The Personal Histor’u Record 1€ filled out at the
time of application. ?

The application blank of the Brooklyn Public Library, revised -
in 1957, is given to both professional and clerical appllcants, as
is that of the Chicago Public L:brary '

The Boston Puhlic Library is'ent of the Iarge libraries em-
ploying ‘a short form apphcatmn This i is used for every position
in the library . N\

Many applications fox clerical p051t10ns include only perti-
nent information for, Q:h\ type of employment. The one in cur-
rent use in Detroit( Bublic Library is modeled along the same
lines as the professional application blank but is aimed at secur-
ing informatiof abott clerical aptitudes and skills. It has been
found convement to print the professional and clerical application
forms o “different color stock in order to distinguish between
them guickly.

Another useful type of application in the large library is that
~Qk \Brooklyn Public Library for persons applying for substitute
or page positions. The reverse of the application provides space
for the work record should the candidate be hired.

The form used by Brooklyn Public Library for maintenance
applicants is also worthy of the attention of those llhranes
employing this category of worker. :

No written application was required of maintenance appli-
cants in the Detroit Public Library until recently. Finding that
a number of the staff employed on the night cleaning force had
great difficulty in reading instructions or writing necessary in-
formation, a form was devised based on that used in the city
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of Grand Rapids. The information provided is also useful when
considering promotions and gives some indication of stablht)r
in employmerit.

In addition to- ﬁllmg out the application blank likely appli-
cants for maintenance work in Detroit receive a finger-print
check” from’ the Police Department and a physical examination
from' a city doctor. A mimeographed letter of introduction i§\
provided for the former and a confidential report is received
from the Police Inspector. The dector fills out a detailed Ngrm
regarding the health of the applicant and mails it to the. hbrary
He gives the -applicant a short form to return to{the libraty,
cerifying that he is in good health, so he c:\m be employed
immediately.:

A personal letter to a previous employesy, askmg for specific
information about ability, personality, adaftability, etc., will often
provide needed information: If an egmployer is reluctant to put
a reference in writing, he will sometinies respond to a telephone
inquiry, the substance of whicl + wan be typed and kept in the
applicant’s file. Library schook Yecommendations are of particu-
lar importance in screen:ng‘apphcants for professional positions,
especially for those who~have recently received their degrees.

‘In a large city, whert\ there are apt to be a number of persons
applying for clerigal ‘positions, it is also important to check the
record of the high school attended. A duplicated letter will often
be satisfactorgsThe letter of inquiry in use by Detroit Public
Library (séc) Appendlx I} bhas produced the information neces-
sary to.hake decisions.

FQQQ’ letters, to former employers of clerical applicants, are
alsa‘needed to complete the picture. A letter, on Detroit Pubtic

:lerary letterhead has been used successfully with applicants for

W

this type of position.

The Telephone Reference Check

Since it is often necessary to hire maintenance staff with little
notice, it is not always possible to have time enough to write to
Places of former employment. Some concerns will not discuss
persannel over the telephone but a list can be kept of such com~
panies and letters sent as the need arises. The telephone reference
check form is handy for securing information over the telephone
and can be kept as part of the applicant’s personnel file,
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Forms for Employee Information

The confidential file, which contzins all the information about
each employee, will be the miost important file and the one most
used. This file may be arranged alphabetically, by the last name
of the employee, in folders or envelopes large enough to hold
8%" by 11" papers. In addition to the full name of the employee,
the date of employment may be entered on the back of the en-{
velope or folder. All correspondence prior to employment, the
formal offer of the position and acceptance, may be housed, hére‘
The application blank, duly filled out in advance of emp}oyment
letters from references, library school credentials, servitevratings,
the record of writings published, offices held, fuirther study,
and additional skills developed, will all be kept ¥f\these folders.
This is the place, too, to keep forms indicatigg* change of ad-
dress, marital status, and the forms filled oﬂt\\in connection with
mtllholdmg tax, pension, hosp:ta]:zat:on\Socml Security, and
life insurance. OO

Another file, which is mvaluable for quick reference, is on
3 by 5" cards, arranged alphah;:t:tally, for all employees. In
addition to name, address, qnd telephone number, the current
grade of position and assigmment may be include; e.g., Librarian
I, Children's Assistant, _Ieﬁ”erson Branch.

The library with umber of employees will find a Qualifi-
cation (03} card, whith can be punched for statistical informa-
tion, very he!pf,ul., The McBee Keysort card is satisfactory for
this type of retord. The sample in Appendix I, is the one now
in use at D?ct}mt Public Library, Information regarding marital
status, mq.lth citizenship, army service, Janguage ability, special
skills, shobbies, and work experzence is listed. Work preferences,
to \Qh;ch reference may be made in making future assignments,
‘thay’ alse be included. Assigmments and promotions are listed
ofi the face of the “Q" card, with space on the reverse for
service ratings, number of days absent annually, and dates of
leaves of absence. One of the most important items of informa-
tion on this card will be the summation of personnel interviews,
space for which is allotted on the reverse side.

Some record of interviews with candidates for positions will
also be useful., A 5” by 8" interview card, containing essential
information, may be filled out by the interviewer and will form
a satisfactory file for filling future positions. Cards may be kept
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in a file, alphabetically by name, divided by the type of position
for which the candidate is applying. When the applicant is hired,
the card may then be transferred to his personnet file. The
Roman numetals on the front of the Detroit Public Library
interview card, provide a quick way to grade each applicant.
One stands for excellent and four for poor. Space is allowed
on the back of the card for the interviewer's comment ahdufe
appearance, intelligence, and personality and a note of the action
taken. Different colored cards are used for male and female ap-
plicants in order to speed the selection process. G

The Brooklyn Public Library, on the ather hanél, finds the
“Interview Report,” stencilled on 8" by 11%" papef; convenient.

Vacancy Record Card

In a library where the number of s H\indicates that there

- may be more than one vacancy at a ﬁnfe‘ (and in most libraries

this seems to be the current pattern)}some vacancy record will

be useful. The card used for this® purpose in Detroit Public '

Library altows space for pertitent job requirements, with room

at the bottom of the card foe certain official records which are
made when a position ig<fitled.

In a small staff thefe)inay be litde opportunity for rotation
or transfer. In a larger staff, an employee may wish to transfer
to another departirient because of special interests, difficulty in
‘transportationp ¥’ gain additional experience, or for a number
of ather reasons, The forny below, based on that used by the
Cleveland(Friblic Library, is filled out whenever a member of
the staff\of the Detroit Publje Library wishes to request a trans-
fer. fPhe fact that it is possible to request a transfer and to

) .d\isg‘us's it with the personnel officer has led to better morale, and
3/ willingness to try new assignments.
Brooklyn Public Library keeps a record of recommendations

for transfers, appeintments, and promotions, with capies going
to the persons affected.

Leaves of Absence Forms

The only other form that may be needed, in addition to ser-
vice reports (Chapter 8), is that covering all absences, paid or
anpaid. Such forms are g .

e o permanent record of absences which
may checked when making the annungal payroll audit, and for
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computing all ahsences. Such a form is used in the Detroit
Public Library for absences of one day or more in length,
whether paid or unpaid. The explanatory code, stating what
types of absences may be approved with pay, is available in
every agency. The “Leave of Absence Request” is originated
by the employee, signed by the head of the agency, and then
sent to the service director concerned and then to the personnel
and business- directors for their approval or disapproval. Oney
of the three copies is returned to the employee so he may be
aware of the decision, one is kept on file in the business o‘Ehce
and the third is made part of the employee’s personnel file.
When reprinted, the only change contemplated in thes present
form is a place requiring the signature of the emjzlc;yee

Each library may want fo make some provi$idon “for securing
either a doctor’s certificate or an employee affadavit to explain
lengthy absences, Now that the withho]ding\\tax does not have
to be deducted from the salary of employees who are hospital-
ized or who are ill at home (after six(days), it is important for
the library records to provide this_ mformatmn in a form federal
investigators will accept.

Conglusion

A certain number and¢kind of personnel forms are needed
for all libraries, inclydifig) those with a small staff. These records
will need to be maintained in a central location, be kept confi-
dential, and to cofitdin the kind of personnel information neces-
sary for efficight“Gperation.

The application blank for professional, clerical, and main-
tenance Staff is an important part of personnel information and
should, *p}mrlde enough information to help the director reach
sourkd \decisions in his hiring. More information will undoubtedly
evneeded about applicants for professional positions so that’this
application form should call for details about abilities and in-
terests, Letters of reference, from schools, colleges, and library
science departments and from former employers will be helpful
n judging the merit of a candidate’s application. While personal
letters usually produce the best results in securing detailed ih-
formation about librarians, form letters can often be used for
clerical, page, or maintenance applicants. A form for use when
checking references by telephone may speed the process of hiring
maintenance emplayees.
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A central alphabetical file containing information about all
employees, housed in file drawers which may be locked, will be
invaluable. A guick reference file may also be kept on 3" by &
cards. Additional forms for libraries with a sizeable staff are
Qualification () XKeysort cards, interview cards, forms listing
vacancies, transfer requests, and leave of absence forms.

The number and kinds of forms selected will vary according™\
to the size of the library, its composition, and the staff available
to handle personnel. Each library director will need to dec:de how
much time and money should be put into maintaining this type
of information and just what and how much mforma%wn is €5
sential to insure library operation according to the best prmc:ples
of personnel administration,

Sample forms are given in Appendix L
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152 Personnel Administration

THE CHICAGO PUBLIC LIBRARY

Application for Position Date: _ _

T astname T TR T Middle Birth date

e N
Permanent Address Telephone

Husband's (or wife's? name

EDUCATION
& High School: . ... - Locatjon:
dates: - diploma? course;
b. Business school: -~ Locallen: oy
dates: _....__._. certificate? . subjects taken:
¢ College: . ... . - .. Location: oo
dates: ... . degree: éredit hours: -
mafor: .. reesees o e ooeo 0 ANN. minor: L.l
d. Library schoot: ... = T \Y 2 D eeiman .
dates: ... __ degree: ... ! ;}ourscs taken: .. ...,

7. SPECIAL SKILLS (aclude such things’ as public speaking. story
telling, musie, art, etc,)
kil How \acquired
Typlag specd:.-...-.,.;.words per minute,
8. MILITARY SERVICE ™
Branch: SN L eies L DS v
Highest rank allalneds ... Ll
. EXPERIENCE
&, Professionnl 1)Brary experience

Name of\{&r’ﬂry dates in what capacity?
b, Professlonal non-library experlence (such as teaching, ote.)
Imu\l’uubn or Firm datos in what capasgity?
e, Clp;imi experlence T
s~ Ipstitution or Firm dates In whal capacity?

fleants for 'p‘rlt':feislo‘nnl positions only write below this Jae)
10, }?ﬂ what professlonal organization do you belong?

N, what em'-'b]f' Nbrary work da you prefer?  (chock, or number in
: P

Adolt serviee Reference Service Technical processes
Beanches General Cataloging
Ceniral Library Subject figlds: Dook selection

Art rder work
Chlldren'y arrrice Ruslness 0

Fducatlon

Musfe Other:

Relence ..

Technialogy

Visust malerials
B. Comment on your reasons for applying In the Chicago Public
ALY, o Your reasons for chooslng services checked.

Signature
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BOSTON PUBLIC LIBRARY
APPLICATION FOR EMPLOYMENT

Do not write an this line)

Name . ....... e e .
{Last)} tFirst) {Middle}
Address . e e I
(8o (Street)  (City or Suburb)  {(Wardy  {Posts) Zom:)*\
¢\
Yes . 7N\
Date of blrth S U. &. Citizenship No Tel. No., \
Marital Husband's Name No. of Veteranl
Status . Wite's Name .. Children Staluy .\*
EDUCATION “\
Name of high schoel .. Course . 18 19 \ Graduated
Name of college . . 19 19 VGraduated
College Major ... . . . Minor N\ Degree
Name of vocational or graduate school AN/ 19 9
Gradunte Field .. .. . Deggeen Date
Typewrliing Speed. . Slmrthﬁpc! Specd
Forelgn Langunges . . Regding Knewledge: Elementary
Advanced .. _Speak fuently: Yes No

Have you cver been arreatéd or convicted for breach or violatian
of the lnws of thls or any\pther atate or natlon, or the ordinances
oF by-Inws nf nny city, or jown atnee you reached the age of weven«
teen yoats? State eath'\chse, glving the date, court, the nature of
the offense and, 1P penalty was imposed, atate whether 8 fine,
Imprisonment, pladcthent on probation, suspended eentence, ar N
the care wax el You nre not required to furnith any information
of arrest op donwviction for drunkennpess, simple axxaull, speeding,
minor traftie yvioiatlons, affray or disturbance of the peace, i the
date of arfést’or conviction was tea yeata prior In the filing of this
applicatida” A complete stalementy of your cases may be abiained
upon Application to the Commisslon on Probation, Court Joute,
Tostarh Fallure to snswer this question fully may rewll in canceiiae

”f*,m\ of your npplication.

\~3 ......................

.............. Ider)

(Do not M} in thete Jines)
Pesition held: T
Pasitlon wanted:
Remarks: .o
Candidate for: e e e e e
Referred 1o Interviewed by: Dates
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BROOKLYN PUBLIC LIBRARY
Application for Position as Substitute or Page
The position of substitute or page is temporary and may be ter-

minated at any time. Applicants may be asked to furnish a physi-
. clan’s certificate of ability fo do continuous mental or physieal work,

Fill out in ink in your own handwriting, Date..........
(Miss)
(Mrs,)
S Name in full {Mr) . e e N
(Please Print) (First Name) (Middle Name) (Last Namel )\
Address ... ... .. ... ..o ool Telephone. ... ... NS ©
{No.) {Street) {Borcugh) {(Zone) o W
Date of Birth ........ ......... Height. ......... Weight{ ™. ..
{Month} (Day} {Year) AN
What is the state of your health (check): A\
Excellent. ... . ... Good........ Fair ...} v
Whom should we notify in case of emergency?. . S 2 ... ....... .
,,,,,,,,,,,,,,,,,,,,,, Are you an American aéiﬁ'zen?, e
Schools Atltended. ... . ... From ...... .. To N ‘Diploma or Degree
Special Skills: Include such things as typing,’pdster..making, displays
and lettering. o\ ¢
Skill ) How Acquired
Hours available for work? ..... T

Do not w{i{e below this line

Name \\” Address Branch

RECORD

Began Work .. o) . . Branch.... ... ... Rate...........

Services Terpmifated. ............ Reasom. .....................

Character. \\/ Cooperation. ... . Ability. ... Application. ... ..

Attendaneen.’. ... .. ... ..

Duties Parformen ... .. ... . ...iii e

WOBIB$oU Te-DIXe? . . ... .. ... i e

Gemeral Remarks  .............0iiii i
Signature...... ... .. ...

Branch Dates Hours Rate Amount
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BROOKLYN PUBLIC LIBRARY
MAINTENANCE DEPARTMENT APPLICATION

Check position for which you are applying: Custedian O
Mechanic Chauffeur [1  Cleaner [] Other..............
Filt out in ink in your own handwriting and return in person fo
Personnel Office, Brooklyn Public Library. Answer as fully ays
possible, All answers will be treated as confidential,

All appolnted employees must join the New York State, E@-

ployees’ Retirement System. {
(Mr.) NS ¢
Name (Mrs) o oM.
{Miss) Last First Middle ¢ Telephone
Address .. ... g NS #
Date of Birth. ... .. ... Height. ... ... Weight. .. £ {s your Health
Good?. .. . ... .. Fale*. .. .. ..., Paor?.......N “NIs your Eyesight
Detectlve?. .. . . .. Your Hearing?........\ Are you otherwise
handicapped or crippled? e e

Who ix dependent on you for support?. . ,\\ e

It o married woman, give occupation of &éur husband. ... ... ...,
S iieei..o.o.. Are you a Jfiited States Citizen?. .. .

It not, have you taken steps to becomieone?. ... ... ... ..

Did you Graduate from Grammar Schaoi?. ... .. High School?. ...
Other? Ay

Name of High School or Technidg! School attended. | .........
szuﬁtrninlng or experlence Have you had for the position checked
Above! .. . L. L, . ]
Would you alsa consldeppart-time work?..............coovovr oo
Temparary work? N

Glve names and ndﬂr}sscs of two responsible persons who will
vouch for your C{Kﬁttter

N

Tresent onJigst Employer  Fosition Held Dates of Employmen

o From: ......... .+ .o e
Name N L b+ SN -
Addeen™ e
MR
May' we get in touch with your present employer?. ... ....--
JAnether Previous Employer Posltion Meld  From: ...
) Nume e To:.......
NN Address: .

% .
\/ Renson for leaving: D
¥hat tranupartation Is convenient to your home?...........
Hame and address of person 1o be notified in emergency:. .. -

T have answered the above nuestions truthfully to the best of m¥
knowledge and belief,

Stgned .. ..., ... ... R
Not
Interviewed by: h be mled .l.n. ‘b':r ;{,eprgz:ir\:‘;: ....... L
ai‘?“"m"d : . Tle ... ....... Salary . ......-- :
* : Dept. .. ........ . Branch .... ... .
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DETROIT PUBLIC LIBRARY

APPLICATION FOR POSITION (MAINTENANCE}
Date .. ...
Name .. . e Leave this Section Plank
Last First Middle for Interview Heport
Address . .. . ... co-voooo ] Position applied tor:
Mate of Birth ... ... Phone Ne. ... ) .. ......... .
No, of Dependents. ... .. Are you a citlzen of the U.S. Yes ’;j}*gc; f’;
Height. . ft.. . .in Weight. . .lbs. Sex... $38. No. O
Did you ever work for the city before? Yes (3 No 1 ™
When? .. ... e O
cirel hli:‘.t?UCATION' eted i MARITAL STA;TU‘S
irele highest year completed: &t
Grade School 4 5 6 7 8 Check one: W\
High School 1234 Married\\ M
College 1234 Slngle rn
Specinl training or degrees Se ted (]
recelved e Divoy )
T R Midowed ()
o RESIDENCE STATUS A HEALTR
0tk ong; PN .
Own home [} A0 Please check:
Rent 0 RN\ Good 0
Rnom with: Fair [
Parenta ®] . Poor 0

Relatives ' Thysical defeets
Otheres (] ’{”;\ .

U 3 S :

Are you 2 veteranA\Yer [ No [ Dranch of Service

Do you bave n police record? Yes [ No [ 1 yos, explain

Paxt Empltymens List a1} former Fmplayers
¢ Employed by From Toa  Pay Kinda! Jleamn
2\ (Date) (Date} Nate Wark forlov'e
[‘rrsmt\({r.. Last Job .

Second b’ Last Job
Thied\fo Last Job
Fifth, to Last Job
~Fitth 1o Layt Joh
\Slnth fo Last Job
Cther Employers

How lang have you llved In Detrait?
What kind of work do you like best?
What special skills do you have? .
_R_emyrlu: :

1 heretry testlty that a)) Lhe stalements made hetein ate Totwe b
the best of my knowledge and Dellof, and | agrer that any delibetale
talschood shall be sulflcient cause for Immediste ditminiat

Slgnatuyre
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DETROIT PUBLIC LIBRARY

School Reference Information o

................................ , who has applied for a faésiﬁon
WIth the Detroit Public Library, reported attendmg y'our school
Any information you can give us about the apphcant’s sehool -

* record, character, and ahility will be apprec:'\ted \Thls 1nf0rmatlon
will, of course, be kept stricily confidential.

Xt\ .l
Very truly youss, ”
,‘. ' Personncl Director
Date of Birth...... .. .. .. Dates of Attendance. .
Did Applicant Graduate? 20N ,'.’ ...... Grade Completed. .

What Course was Takén\

* In What SUbJECtS \}1% the Applicant Particularly Successful?......

Honor Point Average and/or .
" Class sta{!ctm .................... 1.Q. Rating . .......-.- -

" Atten and Punctuality
Dmm}snmn and Personality

,\Cuoperatlon with Faculty and Fellow Students

\ “In What Extra-Currlcular Activitics did Applicant Participate?...

tous .o

Signature .
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DETROIT PUBLIC LIBRARY

Work Reference Information

e ....has applied for a poxmo

with the Detroit Public Library and has given your npame as refer—-

ehce, Any information you can give us about the work rec\ord per-
sonality traits and ability to cooperate with others\w\ﬂ be appre-
mated This information wﬁl of course, be kept strictly conﬂdentlal.

N
Very {ruly yours, \‘
A\ I"er"sonnel Director -
Dates employed ................ NS r‘. Rehire:  Yes. ..... No. .. ...
Type of work performed. m\i ....................................
Competeney ......... .&NJ. .
Sense of responsibiljty\ ................. . U L
Disposition and Q@é:eh}ality L e . - Sl
Attendance and\plnctuality ......... .. . .oooo.. Dol
Cooperatios\'{mih staff ....... S T RSO
Reasonf’ok}eavmg .......... SO U PED RSP
Rem;mi? ................................. e e e
ANV ;s
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Personnel Administration

" DETROIT PUBLIC LIBRARY

I I 1T IV

Mr.
Mrs.
Misg

Skills

.................................. SN

INTERVIEW RECORD

Date .......... ..

Position........ 7
Date of Birth

-2

Telephone

...........

No. of Dependents.””
2%
, A
Military Servieen. /. ... ........
Ky

AN e e

Languages ... ....................... Driv?r’é License. .. ........
Experience ......................... ,\:\\J ...................
Source ............. Ageneies. . . x ..... Available......... ..
Educatlon Name of Sciiéc:l Dates Course Degree Averaft -
Grade ... ....... x....‘.\"\. .................... N
s A e
College ...{N............. ... e e e
Other \e’ “' ....................................
x:\’..: .
N2 —
S
:"\i"”PhYSical Appearance General Impresalons Excep. Good Fair Peof
Helght Welight | Appearance. ... .............. cccocemees
0O Avg. [J Med, |[Self-Expression..............c.ccoceerseeet”
"""""""""""" Persomality. .............. ... . .ccconmmeet”
0 Tall O Thin jIntelligence.. .. ... ... ....c.ueinnreamrnne e
""""""""""" Interest in Job ... ... ... .. ...ceooee
D Short 03 Stout | potantial. ... ... oot e eaes e
ReMArks: ..
Action: T
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BROOKLYN PUBLIC LIBRARY
INTERVIEW REPORT

Applicant . G e e Position .. .. ...
Imterviewer . .. ... e
Date . . e i N\
- '~’\
i S| Addiloral
Check one for each 2l 4 Commcpt
9 b= a AP
AR i
{Personal ...... .. \) ......... e
Anpearance (Charaeteristies .. .. .. .. .. AN
{Grooming ...... R\,
(Voice quality . ... - ..‘}
(Diction ......... I, D .
Manner (Polse ........... .S .. ..o
(Friendliness ... &N, .. . . e
{Sense of humoriy . . . . L iieees e
(Pcoplc....."i.,‘. e e e aeare e
Interest (Pro‘ressiqr(’.,,,,., P,
in {Other\\"...‘ C e e e RO
(Seltg con!‘idencc e i e
(A{c;tness....... e e e e e i
Personal (Enthusiasm .. .. e i
Qualities A\ }Imagmatlon e e e
w (Ability to
% think clearly. . . . . . ceiiiiiirirenaaes
Lcndc.rsmp Potential ... ..... . .. . ... . iieeeean. s
\:\W"‘ Background . . ... .. .. . . e iierreeareiees
robability of Growth on Job . .. .. .. . i eriaaeiieiaaas

(For further commenis use other side)

SUMMARY EVALUATION: ..........c..cc covenns

Appoint. ..
Hold. .. ... ..... .
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DETROIT PUBLIC LIBRARY
VACANCY RECORD

Agency.......... Title. ... Hours per week...... Open

Special Reguirements ............ e s
cis e e e o
Filled DY +.vvvieiiieiiiiieiin i UYL ©

Name Startifig Date
Position opened ................... e e N
Name Account Me> Position No.

aya W

Positionused ......... ... ool s FNN s
It other than above Name Actount No. Position No.
"PA... .. Official........ Currentand. .. PrLo oo

Commission. .. .. wee.. Q Card., \ S, '

DETROIT PUBLIC LIBRARY
STAFQ"TRANSFER REQUEST
)

\

Name... ... .....1 \ N Grade .. ... .-
Present Assign:;hient

¢/ .
Iam inte;b(érsted in a transfer (not necessarily a promotion) to the
type of % 'k checked below:

@T‘é Reading Services: Main [} Ed. Film T}
R\ Branches [ Downtown (3 Other............--
A Extension [] Children [ Youth (3 Adult (J
m\J

Reference Services: Departments ..............cc.ooooomre
Processing Services: Catalog [J  Book Receiving [J
Bindery 3 Other . ... e

Preference: Supervisory [] Non-Supervisory tJ

Vo

Special Abilitieg

This card has been filled out affer serious consideration and with
the feeling that I would do my best work, and have the mest 10
contribute, in the field indicated, I realize that a transfer woul
not be possible until a guitable opening occurred.

(Please send this card to the Personnel Office)
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BROOKLYN PUBLIC LIBREARY

Recommendations for Transfers, Appointments, Promotions

(Date) N\
Oy
FROM: _ Approved Disapproved
TO: Supt. of Branches = ... ,\.jj,{\g"./ .....
Supt. of Work with Childten ....... ,:{ix ,,,,,,,,,,
Supt. of Woark with Young People - \\\\ .........
Supt. of Central Service \> ,,,,,,,,,,,,,,,
Supt, of Extension \x\ .................
Supt. of Extension ANV
Personnel Directer ‘:‘:}‘ e
Assistant Chief ILibrarian '3:'.3; PP
Chief Librarian S
8 RN e
ANSFERS: Effective,{(.)'.. Personnel to be notified Netified
N ate)
NAME N FROM TO
NS
APPQ*Q}MENTS; Effective. . . .......... Personnel 1o be Notified -
*\*”\“ (date) Notitied
N/
PROMOTIONS: Effective.... ... .....--- Personnel to be Notified
(date) Notifted

REMARKS:
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DETROIT PUBLIC LIBRARY
LEAVE OF ABSENCE REQUEST

N
Name. .. oo i Date.......80
Clasifieation........................ Agency. . v,
« \J
TYPE OF LEAVE AN
(1 Mness L y \&V .............
(2} Non-lliness Emergency e Q\\ .
(3) Leave Without Pay U \ A R
R
)
From .. . . ... ... ... ... (NY Te .o
Total Number of pg‘xs: ...................
N .
........................ ;}:,&....-...............--‘--oo-
REASON FOR LEAYE: ™
K\
D
LN
'..\(s,.) ——
> 4 T —
L))
::\\’s./ :I .§
' M » & &
AN APPROVALS £ 3 2
\ b <
N £ S 3
ol R
Date Agency Head
Date Service Direclor
Date Personnel Dircelor

Date Dusiness Direetor . . .......... ... ...
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PERSONNEL SERVICE RATING REPORT — Continued
INSTRUCTIONS TO RATERS

A rating system can never be considered a fixed measuring in-
strument, for it will always be limited by the fallibility of human
judgment, It is valuable, however, as a tool for guiding supervisors
in decisions affecting the individual. Correspondingly, it should
develop in the individual confidence in the fairness of the manage-
ment of the Hbrary; it should give him assurance that advancement
will be based on demonsirated merit. The rater has an opportunity
to aid the development of an employee. He can show where im-,
provement is needed, But he must consider the positive as well a§ N
the negative side. He should indicate not only weak points bt «-
strong ones, give not only critieism but an oceasional pat an‘the
hack.
The job analysis of an employee answers the guestien\“What
does he da?”. The service rating answers “How well dogg Ke da @t?”

Number of Raters
At least two, preferably three people should, rate each indi-
vidual. In gmall staffs this may be difficult, bul;\if’ the individual
rates himself, his and his employer’s ratings may be compared and
discussed profitably. A\

_ _ Analysis of Dutigk + S

1. Discuss with the ratee the major duties performed. List them in
the space indicated; for example:” Filing cards, story telling,
checking in magazines and newspapers, charging and discharg-
mg books, hook reviewing and annotating, answering reference
questions, ete, \ : .

2. Check (/) the space on{the liné i ] ]

3 e line fol g

Derformanos. \\ 11 iné following, at proper degree af

1 X ) How fo Mark
+ Essential qualities?; .
Slnqe this form is“'to he used for all types of work, all qualities

will not apply'io every ratee, Discuss with the ratee all charac-
teristics gldieéd to his job and place a star before those that
Ifatrlf esse:%ai._ . .
Vis? ﬁlz}?h ¥ 18 pertinent but has not come under your super-
OUR theck the “no opportunity fo observe” column. '
2 TChggklng: -
hri plne for each quality has five definitions or gradations theo-
o cally running from excellent to poor. Place 2 check (/) in
€ space abave the horizontal line which most nearly expresses
)’tm_lr judgment, If definitions do not apply to barticular cases,
3 ;gtlil_rg them out and insert wording that will apply.
, itional comments: Use this column freely. .

EXAMPLE

1. Manners Has charm.. Is courteous.. Usually polite.. ..
(Courtesy, tact) - - _ o

(Matter underlined is supplied by Rater) - .
{Continued)
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PERSONNEIL, SERVICE RATING REPORT — Continue

No opportunity

S

to observe
Inclined to be brusque Inconsiderate .\}'
(Lacks tact) .
Additional comments. .. ... e g R
The person noted lacks tact and is below average, (buf is not
brusque. N
Aveld \ ?
Yo '\\' ;
1. Isolated incidents: i K

Base your judgment on the ratee’s qb;'v;}rved work only, but do ot
base it on isolated incidents or éxeeptional actions.

2. Overrating and underrating; %3

Try to avoid overrating employees you know best, or Und%‘fﬁgﬂ%
them. It is difficult to,achieve a balance between sud]

opinjon and objective fael,
3. Discussion of ratee #ith other raters: ] 1y, Do
Check the rating sKeets according to your own reactions only.

not confer with, Sther supervisors or fellow workers to forf
your opinidn,

AN Summary Questions
At thédend of the sheet are several general questions Whld}la‘g
mt_endﬁ@"to present conclusions induced by the rating as We1 une
points it may not have covered, The first question may revea igh
suspected talents (drawing, public speaking, dramatics} which | -
,belised to advantage in a different type of library work. The Sfu
N\ ond question, if answered negatively, should be qualified by aered
;) explanation. The fourth question should certainly be ans“; the
affirmatively, and not only the tfaults should be dizcussed b“ating
good points as ‘well, The personal interviews as a result of rat™>
are probably more important than the rating itself.

If the rating task seems a long one, let it be remembered th:'ﬂ
the value of the form will decrease if it be simplified o0 MUC
since the more factors rated, the more reliable the estimate. Asse
rater you have unusual opportunity to better your library, for tl.leit
reports will be used to improve each individual in his service mEx-:
1f the task is distasteful to you, it may become less successful. ter
Perience which comes with use of service ratings will be a 8réd -
aid in gaining facility of checking than a lengthy set of msmilhe
lons. However, sincerity of intent and interest in the project on, ol
par{ of the rater will prove the greatest of all aids to good checkiné
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Forms : 179
DETROIT PUBLIC LIBRARY
EMPLOYEE PROFILE

NaIME, e r e neat et annsnnn Classification ..... e

From.......... 10 oo Supervisor...... Agency.....
Month  Year Month Year

To the Supervisor: Use the worksheet as a measure for
standards of personality and performance in mak- A
ing out this repert. e\
6\

L List personal traits and performance characteristics
that seem to you to be the key strengths of £his per-
son’s personality and performance. &

IL. List personal traits and performance shiatacteristics
that could be improved. List here, also,personal traits
that are minor handicaps which };Q%hould recognize
and strive against as much as possible, -

IIL List personal traits and charagteristics of his per-
formance that are unsatisfactory for the job to which
he is assigned. Indicate by a-plus sign if some improv-
ment has been noted sineglast you brought the fault
to his attention. 3

IV. Comment on personality and performance in relation
to the job and to the’ whole person. Try to indicate a
perspective for the’ listings in I to IIL Comment ‘6n
initiative, judgr}ent and potential, if appropriate.

Above report has been shown to me. My signature
does ngt vecessarily mean that I agree. '

Stglf{l.\rnember ...................................
:G@"ment (Optional) .. .....eiiiiiiiiiiiaiinaeas
SUPBEVASOT ...\ ..\ uuieiinsss or e enane e e
Bate. .o e
SETVICe DIECLOT ... ... ouyens correeneacanerncasennasnees
Date..... . ... e
Space betow reserved for Serviee Director and Personnel Dirgctor
Atte}}dance Record. Sick leave used?.... Leave days?....
Consider for promotion in same type of work?..........--
O supervisory duty?......... . Transfer?......- . b
f.'“"esﬁgate fithess?........ Satisfactory progress on proba-
1on ST

9 . :
........... Counseling Interview
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DETROIT PUBLIC LIBRARY

EMPLOYEE PROFILE WORKSHEET
Performance

Comprehension: He grasps quickly instructions and reguests,
He sees the point quickly,

Flexibillty: He adapts himself easily te new ways of doing
things. He welcomes and profits from change.

Independent Work: He can carry out an assignment on his own
responsibility and can be trusted to carry it forward to comé™\
pletion with a minimum of supervision, .

Loyalty: He is loyal to ithe aims and purposes of the insm}mpn,
to his supervisor, to readers, and to his fellow employees
He does not gossip, carry tales or spread rumors.

Perspective: He sees his job as a whole and its place in the
aims and purposes of the institution, N

Personal Qualities 3

‘&
Appearance: He is neat and clean about hidperson, He dresses
in good taste and carries himself well, ,
Courtesy: He is courteous, considerate, \and well—mgnnered n
all his relationships. He never raises/pr lowers his standard
of courtesy bécause of another’s,secial standing.
Expression: He expresses himself\accurately and well, speaks
clearly and at reasonable speed\His voice is not monotonous,
nor has he any striking speeeld mannerisms. .
Health and Energy: His health*is good and does not cause JIE
regular attendance. It js™aot over-taxed by the demands o
the job. He has adequife reserves of energy. <
Helpfuiness: He is interested in serving the patron and show
it. He sees that 'rge patron’s wants are answered or taken
care of by a gogd\referral or by another library service. t
Maturity: He régets’in an adult way to problems. He does ﬁ“
offer explan:hons as excuses, but attacks problems dn‘ecf gt
Morale: His morale is good. He does not lei his grievances affe
his seryice;fo the public or disturb his fellow workers. 4h
Sociabilityy He is responsive, friendly, and enjoys contacts Wit
readéfs”and fellow workers. He is not overly talkative 0

uly reserved, : in

Stability: He has an even temperament. His reactions su-etel
L\ 'properiion to their causes. He is not moody or alternately
W\ *depressed and elated, ’
~Work Habits it
. ) Aleriness: He is interested in his work and is siimulated by 1s
to make suggestions. He sees work that needs doing and d?eb

it without waiting to be told, He applies himself to the i°
in hand with enthusiasm, He
Cooperativeness: He works well as a member of a team. i
exerts himself to accomplish commen aims and to mee
emergencies, it
Learning Attltodes: He is not overconfident, but accepts critis

tism as a means of growth, He learns from his job and 2

his contacts. He welcomes opportunities for growth and de-
velopment,

Promptness;
due. He 4
deadlines.

He is reliable and reports promptly when he i;
oes not have to be reminded of schedules or 0
{Continued)
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DETRGIT PUBLIC LIBRARY
EMPLOYEE PROFILE WORKSHEET — Continued

EResourcefulness: He is ingenious in finding ways to overcome
shortages and lacks, He finds new ways of zitacking the
problem.

Standards: He bas mastered the requisite basic educational
skills and the skills of his job or profession. He is accurate
and thorpugh, He holds high standards for his ownh work.

Additional for:
Supervisory Staff
- Inspiration: He can inspire his associates, give them faith and
enthusiasm, He brings out the best in them and helps them’)
develop. . "\

Organization: He can organize the work of others. Hevcan
keep individuals working as a team. He can'delegate
authority. AN

Responsibility: He is conscicus of and conscientigisVabout his
responsibility toward the institution, the publigé, the adminis-
istration and individual staff members.

.Biaff Relations: He enjoys the respect and’confidence of his
staff. He is objective in eriticism an{g mmendations. He
plays no favorites, Ve

Professional Staff ANV

Book Knowledge: e knows, reads, and likes books. He assimi-
lates what he reads and is ablg“fo remember and use his
book knowledge. He has developed a sense of values for his
reading that enables him to.yéad and . compare critically and
objectively, He reads with\plirpose, not just at random.

Community Awareness: HE\js aware of the importance of par-
ticipating in the life of ‘the community generally and of in-
terpreting the Librafty)to it.

Group Work: He iz*at ease in dealing with groups, He meets
Broups in a frigndly way and is able to lead, but not domi-~
bate, in work, with groups.

Library Trainjng:’ He has mastered the technical processes re-
quired for his job and is aware of the problems involved in
his and_other fields of library work, He uses his technical
knowledge, not as an end itself, but to facilitate the work of

"

Q!

bringige reader and book together. '
£ g t publishing -

Subject. Knowledge: He keeps informed on curren
JAnd reviews, If a generalist, he foltows current events, reads
m\Widely in several fields and knows fiction. If a subject
) Specialist, he is competent in the literature and language of
his subject,

Versatility; He can assume a variety of responsibilities and
Cloy: perform well in each of them. : '
~1erical Staff . .

F!{l.‘,iil(:.lig: He his accurate, careful, and has good judgment in de-

ing where material helongs,

Shorthand: He takes shorthar_x%l at a satisfactory rate of speed

and transeribes accurately. g istakes

Typing: He {¥pes aceurately, sees and correcis his own mls_taele

and seldom has to retype. Be can set up copy atiractively.
His speed is adequate in his present assignment.
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MINNEAPOLIS PUBLIC LIBRARY

Service Report For Probationary Employees
CIVIL SERVICE COMMISSION

has been emploved in your department since

On this employee’s probationary period will
be completed,
N
2 N
1. How quickly is this employee learning the work? ) N
........ Exceptionally fast oo Ordinary raie ( N\
CQuickly Lo Rather slowly &N

,,,,,,,, Shows no promise

2. Make a brief statement relative to this employeq’s.‘pérform_&pce
and cffectiveness on the job. Consider willingness, flexibility,
quality and quantity of work, efc.

3. How dependable and conscientious is tl-\s émployee in doing
what you expect him to do?

........ Very dependable
- Works satisfactorily and needs litile supervision

Falrly denendable &Y
. .Not dependable; cannot be relied on

4. How does this employee fib, mto his working group and how
does he get along with hig fellow workers or the public? )
........ Has shown erepncnaI ahility to get along satisfac-
torily with ‘others; is always tactful and fair in his
contact with others,
........ A goog\team worker; gets along sat;sfactomly with
others;Mhelpful; fair: tacttul,
........ QOefasionally experiences difficulty in gettirig along
Mith others.
"\Ps a source of friction.

5. What,sﬂ\ any, are hiz weaknesses?

6. W}{Et ‘could this employee do to ihcrease his effectlveness and
,«Sel‘\?lce value?

ﬁa"e you discussed an improvement program with him?
Remarks;

8. State briefly any further observations or suggestions you may
4ve concerning this employee.

5. Do you intend to continue this employee permanently or reject
employee for cause?

. Remarks:

Supervisor or Reporting Officer
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MINNEAFPOLIS PUBLIC LIBRARY

RATING BLANK — NON-PROFESSIONAL STAFF

Name

Date of beginning work jn M. P, L.

Position:

Character and Personality:

Friendly: reserved: shy

Alert
Well Adjusted:  erratic
Takes suggestions well

Dependability Loyvalty

Z

&

Health )

Appearance—well ggobﬁfed:
{\
Quality of Work; .\’\ )

N
\

careless

AN\
1s he in}e,l‘es‘ted in the work or is it just a job?
PN\
Doeg@’ follow Instruections?
w\{o
’]{Qes’ he see work to be done?

2 z\Industrious:

Q)
_— 3
a \Y
\
3

N

W talkative:

lazy: shirking:

rapid: steady:

Accuracy Promptness

General Comments:

slow:



Forms 185

MINNEAFOLIS PUBLIC LIBRARY

REPORT ON PERSONAL INTERVIEW

Dat o
© Re)
Name of employee \\ -
% N/
Type of position Dept. or Bral}c{‘“’g
Oceasion of interview: \.,\'\‘«"
+ X Y
\y
General explanatory at request of Librarigh
By request because: \‘
Request for transfer ‘. :,.?
Offer of another posnhm;r
Request for Leave cﬁfﬁbsence Reason

L&
Does he like his work? \"‘ ,\ _
Any special type ol w@& in Library that he would like to try out?
Has he had furthéi‘:;eﬁucation since having been employed?

Does he %ant to fill out new experience and training blank?
Any Dians«%u* further education?

ﬁmng what lines?
\Nbrﬂry waork is not to be his professwn, what is be locking

forward to doing?

General impression and remarks:

" Librarian
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EFFICIENCY REPORT

Forms

SECURITY and MAINTENANCE STAFF

Name. . ..................

Home Address

Pei’sonal Neatness

Cooperation

Strength L e
Health AN
Disposition ... .. ... ...l QM
Judgment .. ... K5 ik
Initiative ... ... ... AW
Punctuality .. ... L N R
Aftendanee . TS S EERES
MAINTENANCE ,S:I'AFF
Mechanical Ability ... . .... SN e
Cleaning “ Y T T
Heating ~ « .. . ] RO ISR
Guarding =~ « N
Clerieal ¢ % .7
Messenger ~ « e
Supervising « e N ..
CURITY STAYF

Patro} 'S T
Fixed Post # 2
Check Room O N O R
Knowledge of Aldfms

and Signale” . e e
Sunday W%éf:f;)r _

Night\Watch ... ..., ....ccoee voines
Branch'@uarda ... LUl
Investigative Ability .. .. .... ......... eeeers
@drage Post and Re- .
N\ elving Materials .......... ....c..e- e

Knowledge of Lighting
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Atlanta Public Library

Personnel Practices 8/1/35

I.

Vacation: professional staff—4 weeks; all others—2
weeks; after 10 years of service all other staff receive 1
additional day of vacation for each year beyond 10 until
a maximum of 20 days is reached; authorized by Board
of Trustees of the Library,

. Sick Leave: 12 working days annually; up to 60 days

may be accumulated; authorized by Board of Trustges of
the Library. by

. Hours of Work: 40 hours, 5 days per weekd, I'evening

weekly—more if emergencies arise; authorizéd by ‘Board
of Trustees of the Library; set for individual staff by
Director; Heads of Departments may recommend the par-
ticular schedules for their depart “hs.

Paid Holidays: New Year’s Da¥, Washington’s Birthday,
Confederate Memorial Day (Apsit 26), Independence Day,
Labor Day, Thanksgiving,~afid Christmas. December 24
is usually given but is_ not' a regular holiday; when one
of the holidays falls ohva day which is a regular day off,
equivalent time magiDe taken off at a later date; author-
ized by Board of Trustees.

. Board of Aldefnien ‘passed ordinance, approved by Mayer

requiring a‘Ibyalty oath of all city employees.

. Fingerppigtthg is required for Janitors only; authorized

by Director of Libraries since fingerprinting is required -
of\alb city employees except those in the Library, by the

c!t} personnel regulations. . i
\Physical examination is required of all professional an

clerical employees.

- Pre-Professional Grade: 2 positions are classified as Li-

brary Assistant II, which require a major in library 'SC"iEﬂce
and may be undergraduate. We have just entered into an
arrangement with Emory University Library School 0
employ library school students in these positions for
periods from 3 to 6 months as cooperatiye employees
until they receive their degrees in library science. Salaries
are at the beginning rate for this classification, $225 PEf
month, These employees will work full time during thetf
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stay at the Library, and salaries will be paid only for the

time they are at work.

9, Six months probationary periad.

10. Department Head or Director may approve overtime work
in emergencies, special duties, etc.; compensated by equiva-
lent time taken off later, usually when the employee

wishes it,

Classification 3/17/52. O\
Librarian I (17)—General assistant, A.B. and Degree in l{i\
e A N

brary science, no experience.
Librarian 1T (23)—Branch librarians, first assistants,\ .
Librarian III (8)-—Heads of departments, A
Librarian IV—Coordinator of Public Services: Fine Arts,

Loan Records Division, Children’s, Businéssoand Industry

Division, Reference. PN
Assistant Director. A\
Directar, \4

Stenographer-Clerk 11J—(1) Secretaril stenographer.

Typist-Clerk 11 (6) Typist and (Jerk

Lllbrary assistant (16) Clerical\Workers.

Library aides I (17) Braneh desk assistants, stack attendants,

.menders and binders

Equipment Operator I<(~f) driver of bookmobile.

Gel}eral maintenancé, 1§chanic II (1) Building superintendant.

Buflding cleaner (1) maid.

Bqui.ng custodiah, day (7) janitor.

Building custddian, night (3) janitor.

Porter ’(}l\messenger, supervisor of cleaning crews.
Sa!arie;\{—jf"rofessfona; 1/1/57
A‘si.i_s‘tilnt Director JRTRORIORRINN. 5,041.00—$7,202.00 -

BTALAN T oo e 3,913.00— 4,446.00
Librarian 11 ... ' o 4,446,00-— 504400

EEE Y L PP TP P T LN 5’044.0)-‘ 5,720_“)

Li.b‘"arian LI et ssrsrsassranesssersensnns
Tbrarian v v 5,265.00— 6,422.00
RL s . 10,634.00 '
Selaries—py, . ©1/1/57
S —Non-Professional _
Library Aide I ... §2,496.00—$3,055.00

2,600.00— 3,185.00

.lerary ASSISEANt T oovooeovesrreressmnsssnrase
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Library Assistant II .vnnenicnnenn 3,055.00— 3,757.00
Typist-Clerk II s 2,70400— 3,31500
Stenographer Cletk IIT ..o 3,458.00—- 426400
Equipment Operator I .....ccoovvvvvvinnnnnnnn 2,704.00— 3,31500
Multilith Operator .....cviviecrvinniivesisnnnnnn 3,055.00— 3,757.00

Varitype Operator ...

. 3,055.00— 3,757.00

General Maintenance Mechanic II .......... 4,082.00— 5,044.00
Building cleaner (maid) woeoooeoromrcroonee 1,819.58— 19638,
Building custodian (day) ...coeniiinn 2,13241— 280074
Building custodian (night) ....ccverveerrvrncnnns 2,209.90—72,390.71

Porter

. 2,390.715 260022

LY
Boston Public Librarys\

Personnel Practices 7\ 6/1/36

™

'.\’.

N

1. Vacation: professional Iibrary,‘:;é}vice-——4 weeks ; sb-pro-

fessional library service, clerical and mechanical services—
2 weeks; after 5 years quéé"rvice——S weeks, after 10 years
of service——4 weeks ; ng~longevity vacation allotment, how-
ever, the Trustees gtant Long Service Payments of $100
after 25 years of’service and an additional $100 for each

5 years of ,sefyice thereafter; authorized by Board of
Trustees.

. Sick Leave2 weeks annually for short illness; for illness

in exqess’of 2 weeks—12 weeks in any 12 months period
for fihdividuals with up to 5 years of service at Y peys
Jor/individuals with 5 years of service or more at full

\\pay ; no unused sick leave may be accumulated; authorized
/% by Board of Trustees. s
O 3. Hours of Work: professional library service, sub-pro-

fessional Iibrary- service, and clerical service—35 hm.lrs;
mechanical services—40 hours; cleaners—30 hours; bind-
ers—371/; hours; 5 days per week; 1 to 2 evenings weekdy
authorized by Board of Trustees, conforming with the
State Law which provides for a 5-day week and thiat 2

day’s work may not be in excess of 8 hours in 2 9 hour
period,

. Paid Holidays: New Year’s Day, Washington’s Birthda),

Evacuation Day, Patriots’ Day, Good Friday—Yz das
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Veterans’ Day, Memorial Day, Bunker Hill Day, Inde-
pendence Day, Labor Day, Columbus Day, Thanksgiving,
and Christmas; when a holiday falls on Monday through
Friday all full-time persoanel work 7, 8, 6 or 714 hours
less than the regular workweek schedule of 35, 40, 30 or
37, hours; when a holiday falls on Saturday all full-time
personnel work a regular workweek schedule; anthorized

by Board of Trustees, \

5. Loyalty oath is required by City of Boston. A\

0. Fingerprinting is not required, PR

7. A physical examination is required of all employces by
Workmen’s Compensation Service at entrance, and by
Library to be permanently appointed, KA 4

8. No pre-professional grade. \%

9. Probationary Period: professional libtdy¥y service —de-
pendent upon meeting the 5 qualifying examinations,
average probationary period of Lyear for library school
graduates, for college graduates™2 to 3 years; sub-pro-
fessional library service—-—depgfident upon meeting 3 quali-
fying examinations, average. probationary period 1 to 2
years; clerical and mechanical services and binding de-
pariment are Civil §€rvice employees, period 6 months.

10. The Director m% ‘agprove overtime work to meet emerg-

encies or for spetial duties.
Classification oY 7/26/52
AS .
Director, A\

Assistan%ﬁ\‘f)irector and Clerk of Trustees. . :
Assistagitto Director (2) Chief Executive Off; Bus Opera-
Hons Off, »
»Q?E\Et)’ Assistant -to Director (2) Securities Management ;

N/ Real Estate Management. ' _
Uhief Librarians (4) Reference and Rescarch; Home Reading
and Community Services; Rare Books, Prints. '

Supervisors (3) Personnel; Reference and Research; Home
Reading.

Deputy Supervisors (4} Ref. and Res.; Work with ad.; Work
with ch.

Chiefs (60) of Dept.; Br. Libus.; Bkmbl.; Asst to Chief Libn.
Ass’t 5tp step (60) first assistants. ’
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Ass't 4th step (26) second assistants.
Assistant (93)

Probationary Assistant (84)
Sub-Professional Assistant (90)
Unclassified Assistant (56)

Salaries—Professional : 4f9!5?\

Director ... werrnrrnrsmannnenep 17,810 A
Assistant to Dlrector and Clerk R N,

Of TTUStRES uvvvvcvrunrensrnsrsnesssscsinnnnaee 6,560.407,060.00
Assistant 10 DIFeCtor weoemmeemncorennens 9,110,005 10,1000
Deputy Asistant to Director ... 5,A1000— 621000
Chief Librarians .eveocessocoesnssenns SO P10.00— 10,1100
SUPEIVISOIS wcvvvvnsvccersrrmsaccernerssoncccermmrerssgin ) 0,560.00—  7,06000
Deputy Supervisors \ 5,710.00— 6,21000
Chiefs ..ooovcen 5,11000— 561000
Assistant, flfth step ' 4,760.00— 35,0100
Assistant, fourth step 4,510.00— 476000
ASSISTANE ovvovvessessecsessnes s Ao eesennmeemmnenes | 3,760.00—  4,51000
Probationary A551stant i 3,910.00— 3,910.00
Sub-Professional iA‘s»smtant 2,860.00— 341000

(College andcL¥8. School g’rads begm
ahout $ )

A almes——-N 0?1 “Professional 4/9/57

Sugiﬁtendent Of BUildings vovvvonror. $6,560.00—$ 7,06000
Juitior Building Custodians ..........w.... 62.75— 75.25
’\‘fS’emor Building Cuistodians ... 6775— 8L

AT WRECHMEN e sseesesseveee 62.75— 8123
\ )

CIEIKS covvvesvroncrnecosseeesesesssoressres e sssessssneens 52.75— 6525
SERHOL Clerk ..o 65.25— 1703
Principal CIErk woeveoesrnessoonsmssssssresserns 70.25— 84.73
ClERIETS «.covvvvviererrere s ecemeeseseneremseneesns v - 47.75— .60'25
Bindery Foreman ......vveecieemssseneens 104.75—
Bindery Finisher ..o oioeieossessssnss 104.18—
Sewers ... 56.62—
Forewoman of Sewers ............................ 64.12—

Chief of Binding ....... et rens 5,700.00— 6,20000
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Brooklyn Public Library
8/1/55

L Vacation: All professionals, administrative personnel, and
scnior clerks are granted 27 working days. Stenographers,
Senior Clerks are granted 27 working days. Stenographers,
typists, and clerks in the beginning grade must have at
feast 5 years of comsccutive service to he eligible for 27
working days of vacation. \‘\

2. Sick Leave: all appoiuted full-time staff are allowed Jeave
for {llness with pay up to 180 hours or 27 worKing days
within each fiscal year; part-time staff are allowed leave
for illness with pay in proportion to the lipiss they work;
unused sick leave may not be accumufated; authorized
by Board of Trustees. O

4. Hours of Work: 40 hours, 514 sdays per week; 2 eve
nings weekly; authorized by Board of Trustees:

4. Paid Holidays; ali agencies OFthe library are closed on
New Year’s Day, Washingtot'’s Birthday, Easter Sunday,
Memorial Day, Independefice Day, Labor Day, Thanks-
giving, and Christiygs» nine service agencies are open
from 2 pm. to (é;{?:. on Lincoln’s Birthday, Columbus
Day, Election Day, and Veterans’ Day; if the holiday
falls on Saturday, the open hours are from 9 am. to 1
bam.; Staff::il%mbers who work on a holiday are given an
®qual ambint of time off at the convenience of the service -
age{‘:{("étithorize(l by Board of Trustees. S

5. lj?.‘?é‘“)" oath is not required,

»és Fmgﬁfpl‘inﬁng is not required.

N/ Physical examination is not required.

8. Pre-professional Grade: must possess a baccalaureate de-
gree from an approved college and plan to enroll in an
accredited library school within 2 years after appointment;
Wotk schedules are adjusted to library school course re-
Quirements; library school expenses are met by the stu-
dent oniy ; salary is $2,765 annually upon appqmtment,
UDon matriculation in library school it is increased to
$2.965, and after eight credits are acquired to $3,190 per.

Perspimel Practices
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annum; these rates are fer full-time schedule, if part-iime
the salary is proportionate, '
9. Probationary Period: personnel service rating reports from
at least two people are made during the year on the
quality of the work and the suitability of each appointee;
if one of these is unfavorable, the appointee shall be
transferred and his work reported on by a third person;
if the third person is favorable, the probationer is kept
for further trial; if the third report is unsatisfactpfyythe
probationer is asked to resign within a given lengthigt tiwe.
10, Overtime: it is scmctimes necessary to \yeﬁg overtime
due to special assignments, such as holidagBours, time to
cover special activities, or to cover an“t;}nergency caused
by unusual absence of staff; authorizéd by Agency Head;
equivalent time off for overtime igtaken within the month.

Classification P\ ‘\ 7/1452
Librarian, Gr. 1 (81) ColI.,Dégrcc-iment to matriculate into
Library School within! "2 yrs.—no experience necessary.
Librarian, Gr. 2 (137) Library School degree—no experience.
Librarian, Gr. 3 (88).\Fulfillment of requirements for Gr. 3
promotion. Br’aﬁ&h Librarians of smaller branches and
Assistants ih larger agencies.
Librarian, Gr{ 4 (22) Branch Librarians or Division Chiefs.
Stiperinteadésts (16) FExecutive Asst.; Pers, Directol; Bur-
sarEditor ; Special Investigator; Bldgs. & Supply; C‘fn'
triction; Branches; Cataloguing; Bk. Order; Work with
‘z‘%hi!dren. Young People: Extension Dept.; Central Ser-

e

408" vice; Reference Librarian; Reference Coordinator.
N\ gafa?'-fes—Profess_ional 7/1/56
Librarian Trainee ... e $ 3,250 3,700

Librarian (first professional grade) ... H000— 5
Senior Lbrarian .o conesssssosvesnssesssaesceines 990" 5,990
Supervising Librarian ... 5,450— 680
Principal Librarian .ee.oeosesiossssevssmsssneens 0,400— 8,2
* Coordinating Librarian ..........weemeene 73100 890

Assistant Chief Librarian .......oesssseeserens 8,200— 10,300
Chief LiBrarian wevovoeeoressesssossssssesesseen 13,100
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Salaries—Non-Prefessional ( Partial) -376/58

Clerk vonironisreerersseecranmcremsssrs s amtsvessssssseneesmassesensnrse sy 90—$3,650
Senior Clerk ovinecerivevissviccsenssemsnsrsnsnrennns 3,900-— 4,580

Supervising Clerk .civeincvvriirnrsiirsnsreninnn. 4,550~ 5,950
TYPISE wressenmsrssissrcricrmsss e sesrsrmssnssssssisessssssnssesnss 297 30~ 3.650
Stenographer o sncsenssnsennees. 3.000— 3.900
Senior StEnORrapler ... 3,000— 4,580 ¢

Supervising Stenographier ... $,350— 5,990
Assistant AcCoUBLant .......ocvirnnecnesensoronnnans 4000—, 5,08@
Semior ACCOUNTANE Lovriveiviieirris e cevsssis s ressssrassassnaes 6,05Q~7‘?,490
Cleaner (Men} ....occomrcormermmessimnssosissssnssssssenss. 27003 3,650

Junior Building Custodian "3\000— 3,900
Assistant Building Custodian ..o suin'8,500— 4,580
Superintendent of Library Buildings. ...t 7,100— 8,900

Buffalo and Erie Coupfy’i[.ibrary

Personnel Practices.. ~N 8/1/55
L, Vacation: 4 weeks, excqpé’.iiart-time employees working a
reglar schedule of 30 hours or more per week receive 3
weeks vacation aftgwfﬁ years service; no longevity vacation
allotment ; author\izeﬂ by Board of Supervisors of Erie
County. \

2. Sick Leave .\1% days per month; up to 90 days may l:.e -
RCClln]_uL'q,%d’; authorized by Board of Supervisors of Erie
Countys &

R Hﬁ““}&bf Work : 37% hours, 5 days per week; 2 evenings
weekly; authorized by Board of Supervisors of Erie
O County, : _
N Paid Holidays: New Year’s Day, Lincoln’s Birthday,
- Washington’s Birthday, Memorial Day, Independence Day,
Labor Day, Armistice Day, Columbus Day,’ Thanksgiving
Day, Christmas Day, and Good Friday (12 noon 10 3
Pm.); when one of the holidays falls on a day which is 2
regular day off, equivalent time may be taken .at a later
date ; authorized by Board of Supervisors of Eng County.
3. Lf))'alty oath required by State of New York.
Flr{gerprinting required by State of New York.
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7. A physical examination is required of all employees,

8. No pre-professional grade.

9. Probationary Period: 6 months for librarians: 3 months
for clerks. :

10. Dept. Head may authorize overtime when absolutely essen-
tial; compensated by time off,

Classification—Professional 6/1/55

Jr. Librarian (38) 5th yr. degree, no experience. (/)

Sr, Librarian I (62) 5th yr. degree, 2 yrs. prof. e:,gli.-.\ _

Sr. Librarian IT {7) 5th yr. degree, 2 yrs. prof:\exper. ac-
quired after issuance of prof. certificate. ¢ O

Sr. Librarian II (11) 5th yr. degree, 4:yfs) prof. exper. ac
quired after issuance of prof. cer\tiﬁcate.

Sr, Librarian IV (3) 5th yr. degree{/d yrs. prof. exper. ac-
quired after issuance of prgf{kertiﬁcate.

Asst. Dept. Dir. (2) same as SrLibrarian IV.

Dept. Director (3} 5th yr..degree, 6 yrs. prof. exper. ac-
quired after issuanceof®prof. certificate, 1 yr. of which
must have been in“adnin. capacity.

Director (1) 5th yr. degree, 8 yrs. prof. exper. 3 yrs. of which
must have ‘be\sﬁjm responsible administrative capacity.

Classification—Nep-Professional 6/1/55

Page (14)\elementary school grad. )
Book‘,gihiéher (20) elementary school grad., Mannal skill.
Cletk\Typist (46) high school grad., typing course.
Bogek Repairer (5) elementary school grad. (high school pre-
/% ferred), 1 year experience in book repair. ]
\M; “Account Clerk (1) high school grad., 2 years office expertenct,
1 year of which was in keeping accounts. .
Senior Clerk Steno. (9) high school grad., 2 years business
experience, ]
Senior Library Clerk (19) high school grad., 1 year librafy
clerieal experience, .
Book Repair Supervisor (1) high school grad., 4 years exper
ence in book repairing, )
Principal Library Clerk (7) high school grad., 3 years libraty
clerical experience, :
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Senjor Accounting Clerk (2) high school grad,, 3 years office
experience including one year in keeping accounts.

Chief Accounting Clerk (1) high school grad., § years office
experience including 3 years in keeping accounts,

Chief Library Clerk (4) high school grad, 4 years library
clerical experience.

Secretarial Stencographer (5) high school grad., 3 years of-\

fice experience. £\
Secretary (1) high school grad. (college grad, ptef@ffed)’
5 years office experience. { ¢

,'\\f 1/1/57

$10 200—$14,100

DICCCIOT oo
Deputy Director & 7,.680— 9,900
7,280

Asst, Deputy Director SUOTUURPRRIN. > SUDRY. X 2 ) S
St. Libratian IV ool 5,640— 7,280

Sr. Librarian IiI Hererreeerseeonesrens | 3,095— 6,575
R ELICTEESS § S o 4,600— 6,000

3r. Librarian I ,.{”;\ weercsnsrssesarsmererrerse 4, 185—— 5,483
4,125— 4,685

Junior Librarian . Ny
& annual increments

Salaries—Professional

Q!

‘\

Sal'aﬂes—-.Non mfesswﬂai ‘1/1/57
Secretary\ ............................................................ $ 3,845--§ 5,065
Secretaty tenographer ... . 3,565— 4,685
CHCERIDIALY Clerk wooennevro oo srs i 3,565-— 4,685
\C'h;e“f ACCOUNE CIETK onnssvenessmsessssossessanmmssmrssses 3,565— 4685
E ACCOURE Clerk womuvnunnnnrenoesromrns e 3,325— 4,325
Principal Library Clerk . o 3325 4305

k Repair SUPLIVISOL  cremverrersssscasseetrsssirnaess 3,325— 4,32

- Library Clerk wvvvomorsernn s 2,980 3,723-
R W 2,980— . 37 0
ACCOUNE Cler ..ot 2980 3,7 s
Ok REDAIEr vorvvumevrersesmsenmrrre S 2,865— 358
Clerle Typist oo SRS 2,630— 3’2110 -
00K FINISHEr .vpvrvere e e 2,630 2O
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Chicago Public Library

FPersonnel Practices 8/1/55
1. Vacation: professional staff—4 weeks; principal and hea
clerks—4 wecks; junior and senior clerks—3 weeks; main-
tenance staff (except per diem}—3 weeks; maintenance
staff - (per diem)—2 weeks; junior and senior clerks, ar.@
per diem employees in the Maintenance Division receive'an
additional week of vacation after 15 years serfice; at-
thorized by Board of Directors. O

2. Sick Leave: 15 working days per year (during first 3
years at % pay, after 3 years at full ﬁg), after 3 years
service unused sick leave may be.o@mulated to a maxi-
mum of 60 days; authorized by Board of Directors.

3. Hours of Work: 37% hours pf;r',\}eek, except maintenarnce
staff—40 hours and engineess==42 hours; 5 days per week;
2 evenings weekly ; authorizéd by Board of Directors.

4. Paid Holidays: New Yeat’s Day, Memorial Day, Inde-
pendance Day, LabortDay, Thanksgiving, and Christmas;
library is open 9300-5:30, but employees receive gﬁhﬂ
Lincolns or Washington’s Birthday as a paid holiday;
when one ojﬁf}e holidays falls on 2 day which is 2 regular
day off, eqttivalent time may be taken off at a later date;
authoried by Board of Directors.

5. Loyalty oath not required. )

6. Bingerprinting required by Civil Service Commisston-
'Z\\:l.)h'YSical examination is required for civil service appoint-
8
)

ments only,
. No pre-professional grade. )
. Six months probationary period for civil service appoiit-
ments, .
10. Head of agency, with approval of division supervisot m;}’
~ approve overtime work in emergency; Compensated y
straight time, either time off or cash.

Classification 1/1/%

~ Librarian I (199) .Adult Service, Children’s Service, Technict
' Processes.

Librarian I (88) Administration, Central Library Service
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Branch Library Service, Children’s Service, Technical
Processes, Foreign Language Service, Setvice to the

Blind. :
Librarian HI (28) Administration, Department Heads, Branch
Librarians, Children’s Librarians.
Librarian V (2) Assistant Librarians—Central Library, Tech-
nical Processes.
Librarian VI—Assistant Librarian. N
Librarian VII-—Librarian, . N
. '\
A//57

s 441058 5,010

Selaries—Professional

Librarian

LIBrarian I1 cvoersscenenencmimnensrmressassns 5;@;0__, 3,640
Librarian I11 s e 790~ 6,510
LIBTATIAR TV weovvvveeceennscnsesnsesoemeeeesssessss st 6,630— 7,350
Librarian Voo eeeesenesreeonne . 8700 9,660
Librarian VI . e, 12,360
Lrasian VIT covcvvsoooscceseeesnussmsssp b taessssresens 16,500
‘5‘9m"{”_'NO”‘P?'Ofe_fnfom K -. 1/1/57
Junior Library Clerk ....... o N $ 2,790—§ 3,150
Seaior Library Clerk & hemmemmemmmmsmmecscmmers 3,360— 3,960
Senior Library Assis’t{ﬁqf ........... 3,540~ 4,140
(This title beifly dropped)
Principal LABFRgyZEIerk omcevesurmoeserscnsusrnescen 4,140— 4,740
 Head Library\:G‘Ierk rrreararisesiirarenser et n s 4,770— 5,370
Library Actotifting Clerk ..o 5,910— 6,630
Business énager rrereisestrearan e st rrararrosssisRTRS A0S 8,700— 9,660
-Chief\,j@perating Engineer .. 9,834
\ )|
: Cincinnati Public Library
8/1/55

Personnel Practices
L. Vacation: clerical employees—11 working days first y eal;,
€xtra day added each year through 10 years, and then 22
working days; professional staff—22 working days; maiﬂ};
tenance and * fuli-time pages—11 working _daYS. thro(;tgo
10h year, then 15 working days; persons working 2077,
hts. a week are eligible for % vacation allowance ; these
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working 30 hrs. but less than 40 are eligible for ¥ vac.
tion allowance; authorized by Board of Trustees.

. Sick leave: full-time employees~—! day a month, cum
lative to 60 working days; 20 hrs. or more a week workers
—3J days yearly after first year, non-cumulative; author-
ized by Board of Trustees, :

3. Hours of Work: 40 hrs., 5 days per week; 1 ar 2 eve™\
nings weekly; authorized by Board of Trustees. .

4. Paid -Holidays: New Year’s Day, Memorial Dag,"lﬁde-
pendence Day, Labor Day, Thanksgiving ,and €htistmas;
the Library is not closed but the following days ate a-
lowed—Lincoln’s Birthday, Washingtonls {Birthday, Co-
lumbus Day, and Veterans’ Day; when)one of the holi-
days falls on a day which is a regular day off, equivalent

time may be taken off at a later{Jifft'; authorized by Board
of Trustees. QO

. Loyalty ocath is not requi‘.}'g{f.f

. Fingerprinting is not rfgﬁired.

. Physical examination 35" not required.

Pre-Professional Grade : require college degree plus sum

mer at library school, or equivalent; no length of appoitt

ment stated\ﬁut it would terminate if education at 1{137“}’

school cedsed; work schedules are adjusted to llbr:':ll'}'

school @Ourse requirements; no payment is made for tme

spentvat school, unless part of time has been earned 3
vagation ; salary is $3,081 to $3,705.

ap

00 N O n

robationary Period: T month for clerical; 1 yeas for pr*
'\Jf' fessional, . i
¢\ 10. Overtime: Director permits overtime work upon reques:
4 compensatory time off is allowed; do not pay for overtim®
work; except in the case of a few maintenance met who

are compensated by straight time,

Cla&?iﬁfﬂf'l':O?i-—J-—P?‘Ofejs‘ioual : 1/9/56

Grade I—For those who obtain library school certificates wlth;
out previous bachelor’s degree, or 4 year college degll':s
including library training, or 4 year college degree pm

~ One summer or more at accredited library school, bt
 degree, or training class plus 5 years experience. -
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Grade II—Full professional training; masters degree in Li-
brary Science, or equivalent,

- Gtade III—Senior assistants, branch lihrarians.

. Grade IV-—First assistants, large departments; division heads;
‘heads, small departments; branch librarians of area
branches or of large or unusually active branches.

Grade V—Heads, large departments.

‘Administrative Level-—Head Librarian, Personnel Director;
Business Manager, Coordinator of the Main Librar¥y,
Supervisor, Branches and Extension Department, Sype:‘

visor, Work with Children. PA
Salaries—Professional ' " T 1/58
Librarian Grade I \$ 3,575—8% 4,199
Librarian Grade I .oecvveoeoevseonsnsmcerssd oy 4,251— 4,563
Librarian Grade IIT ......... o 4,693-- 57213
Librarian Grade IV oo O 5,213~ 5733
Librarian Grade V..o s b 5,733— 6,513
Sub-professional Grade I woodsdecsomeremins 2873— 3,185
Sub-professional Grade IT .3t —— 3,007—~ 3575
Sub-professional Grade 1\11 ............................ 3,497 3,965
Sa!aries——Non-Professz},@;f _ : 1/58
Clerk Grade I—J.ifnior Clerk wveimsinenind 2,509-~$ 2,769 _
Clerk Grade Hel8enior ‘Clerk veosccmserrrrsen 2,704 3029
\ 3,094 3,354

Clerk Grade ¥ -Principal Clerk ..o -
Clerk‘GK’!\d?‘"IV-—-Specia] Clesk (as nécessities require)
\ Annual Increment $104

S )
\V Clevetand Public Libraty . .
Personnel Practices _ _ 8/1/55
1. Vacation: professional 176 hours; clerical 80176 hours ,
maintenance §0-—120 hours (a few go to 176 hours):
Part-time none; no longevity vacation allotment; auther
ized by Board of Trustees.
2, SiCk Leave: 96 hours per ygar; up o 480 hourﬁ ma}' he
accumulated; authorized by Board of Trustees.



\‘;

7. A physical examination is requixnei&:for all full-time em-
ployees. AV :

8. No pre-professional grade;:ééllége students are employed
on same basis as other nomsprofessionals. '

9. Probationary Period ¢ Professional 3 years; non-profes
sional 2 years; maintenance 1 year.

10. Overtime: Buildihgs Dept. staff as necessary; authorized
by Head of{Buildings Dept. (subject to later review by
Director )%, compensated by time and %; in other depts
plus gi{’ﬁe“ may be worked when necessary and taken of
latp\«’Tarranged ‘by supervisor.

é’a{t{r'{(lr";ProfessianaI 2/16/ e
DUTECLOT tissvenciresseniser et esssenssens e seeornene 513,700
) Asst. Director, Business Manager,
Clerk-TTeasUTET  .ovvcverercvemsrrmsevesreesensssrions 8,700
- Department Heads (General) ...oesssreeens 0,820 8,020

Department Heads (Subject) ...crvveeermencens 6,400— 7,580

Division Heads wcumrocreiosssssssssssmsssssessasersens 6,040— 682

Branch Librarians ..o 5,740 6220

Assistant Department Heads ......oowomsrvonseers 5,680— 6580

Assistant Branch Librarians ... 4,600— 5,560

Children’s Librarians ..... . " . 4,180— 5,560

School LIDIarians .uumm.ieeeessseemsecormsnsens 4,600— 6,100

Professional Assts.—Non-Supervisory ... 4,600— 5,200 _

224

5. Loyalty oath not required. D

6. Fingerprinting not required.

Personnel Administration

. Hours of Work: 40 hours, 5 days per week; 2 or SIM-

nings weekly; authorized by Board of Trustees..

. Paid Holidays: New Year’s Day, Memorial Day, Inde-

pendence Day, Labor Day, Thanksgiving Day, and Christ-
mas Day; staff is also allowed time off to balance days
worked when library is open on Lincoln's Birthday,
Washington’s Birthday, Columbus Day, and  Veteratis
Day; when one of the holidays falls on a day \}'{ﬂfb 5
a regular day off, equivalent time may be taken-ahaager
date; authorized by Board of Trustees. A\ .

-\ Ny
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Salgries—Non-Professional 2/16/57
CIETKS  wvomersrsemerssssessesssosessressrssrerassernsssesssasanssssasons $ 2,820—-$ 3,420
Senior CIETKS vovveevesrerrserens renseraeatinne 3,540— 3,780
Principal Clerks 3,840~ 4,920
SECTELATIES  vverrnrerreerisrnssrsseerersssssresanseresasserssmssons 3,000— 3840
Senior SeCretaries ......vversvriimmsrnmennes  3,840— 4,440

Columbus Public Library A

¢ \N
Persomnel Proctices 8/ Ij 35
L. Vacation: 24 working days (4 weeks); no vacgﬁf:iri for
pari-time employees; no longevity vacation allptfent ex-
cept 6 months employment before 2 weeks Yatation, and
12 months employment before 4 weeks vaeation; author-
ized by Board of Trustees, O
2. Sick Leave: 1Y days per month; ufif}o 90 days may be
- accumulated ; State law as applied ‘\by Board of Trustees.
3. Hours of Work: 40 hours, 5 dé’g}s per week; 2 evenings
weekly; anthorized by Boardof Trustees. : |
4. Paid Holidays: New Yeat's Day, Washington’s Birthday,
Memorial Day, IndepQﬁence Day, Labor Day, Armistice
Day, Thanksgiving, #nd" Christmas; when one of the holi-
days falls on a daywhich is a regular day off, equivalent
time may be taken at a later date; authorized by Board
of Trustees N/
- Loyalty odif"not required.
F mgemiﬁting not required.
Physjcﬁ examination not required.
. .N'g Pre-professional grade.
958ix months probationary period.
Dept. Head may authorize overtime work. during seasonal
"Peaks, eg., registration, book week_. etc.; compe{lsated by

00 N O tn

time off, _
Salaries—p rofessional 1157
Libratian ..o rrisscrn§ 95500
Vice Librarians ...oe.ocoovorsccesoneion - ¥ 6,000
(Department Heads) 450 5000

Seni0r Library ASSStants ..i.wrmmrrs
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Assistant Librarians
Asst. Librarian I-IX (with AB)..........

3,750 432
Asst. Librarian I-IX (with BLS)..........

3,750— 4725

Public Relations Director ........oocneviinia. 6,000
Salaries—Non-Professional 1/1/57
Typist-Clerks IT-1V e $ 2,800—$ 3400N
Maintenance Chief ..cceiniinmsiciiniisnsns 6,000 A .7
Engineers v, 4,400 4500
Night Watchman ... 2,560
Bookmobile DIIVEIs .evoeconcncreermmssemsermimminnenee ,35390— 4,075
Head Janitor cornsss s sebes s sisssesssenseszesadl, G)090
Yardian w2950
Janitors ., et 2,500— 3,850
. N
Janitress—44 hour week ...t 2,300
Janitress—-27 hour Week ....ccomeibiisstrrrmmmmneens 1,348

Dayton and Montgqn}éi}y County Public Library

Personnel Practices

5/57

1. Vacation: pr fé;gqnal staff—22 working days; SPC II'V.
10 working days during first 5 years; one additional day
(up to 22\days) for each year worked after 5 yrs.; CMO
I-V atd“SPC 1, 10 working days for 10 yrs. service, 15
d:;y\sﬁﬁereafter; authorized by Board of Trustees. '

2..5ick Leave: 9.15 hours per time sheet period; up to 90

«\\days at beginning of each year; authorized by Ohio-

X Y state law. . )
\”‘; 7 3. Hours of Work: 40 hours, 5 days a week; not more tha
2 evenings weekly except in emergency; authorized by .
Board of Trustees. .

4. Paid Holidays: New Year’s Day, Washington’s Birthda,
Memorial Day, Independence Day, Labor Day, Thanks-
giving, and_Christmas. When legal holiday falls on Suf-
day, the following Monday is observed; authorized by
Board of Trustees.

5. Loyalty oath is not required.

. 6. Fingerprinting is not required.
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7. Physical examination required only at age 65 and each
year thereafter emplovee works, Application for extension
beyond 65 must be approved by Board of Trustees.

8, Pre-professional Grade: Librarian I intended for college
grads. contemplating 1.8, Limited to 3 yrs. in grade.

9. One year probation period for professional staff; six
months for clerical.

10. Full time salaried employces compensated for overtime by<
time off; custodial employees paid at time and one half

- regular rate if permission to work has been granted\ by
-Director, Asst. Dir., Personnel Dir. or Business Mgf Part
time emplayees on annual salary cnmpensated.?fof‘ over-
Hme at regular rate. Permission for overtimé, Work given
by Dept. Head or Branch Librarian in ap\emergency.

. D
Classification—Pro fessional \ 0 9/57

Librari;'m [—College grads a::cmtenlp’laﬁ’ﬂ‘gx L.S. for three years

oy A

Librarian IT—Fifth year library school.

Libtarian 11T— First assistants, small depts. Heads small

branches. Subject speeialists. Skills in cataloging, refer-

. ence, children's worlk

Librarian IV—Hea £ ¥mall depts. 1Ist assts, large depts.
‘ Heads, large Mranches.

Librarian V—ehs, large depts. Dusiness Manager, P31'59“”el :

Directo;-\: 9,
. v
S dfa?w,g?kxafe ssional 9/57
LR T v § 3,900—$ 4,160
AN TL oo 4,355 5,005
BB TIT oo s cs s 5,070 5,720
Vbratian TV s 5,720 6695 -
_ lbrarian Voo, 6,695— 7570
Librarian v . 7,960 9,260
S .
alay #8~Sub-Professional and Clerical 9/57
SPCT e 2,275% 2665 .
S‘P‘C‘_ II ------------------- L 2535-'- 2’925

e P T LT T T T ......,........ ........ 2:925—-‘ ) . 3’315 .
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SP.C. IV eeoeessscisessimsemerssessesesnsne 3,315— 3708
S.P.C. V  coeevevmssseesmserssseeessisssssse e 3705— 4358

Salaries—Custodial, Maintenance & Qperating Service 9/57

(o8 8o X S $ 2,275—$ 2,665
C.M.O. I .icivriverersereveemsscmnnsrrrnesssssemsnmmnenes 9,120— 3,510
CM.O. TIT coieerrerrcenrsensesnnerseseremsseeennnns 3,910— 390N
CMO. IV oo eeesssesiesrsee 3,900 4230
CMO. V ooovosesessresssesesmsssnssissens 42008 580
PAZES v et mva e ces i s TO= 85
Sudent ASSES. womormscsirmrmsssrmimmnnss 00— 110

"

Dearborn Public Libxr,a\w;

O\
Personnel Practices PN 8/1/5%

1. Vacation: I work day per,’fﬂonth completed; 1 additional
week per year after 15.3years employment; authorized by
Civil Service. N\ _

2. Sick Leave: I dayper month completed; up to 100 days
may be accumu{ﬁi}?d; authorized by Civil Service. ]

3. Hours of Wark: 38 hours, 5 days per week; 2 evenings

© weekly; agthorized by Civil Service. :

© 4. Paid Hélidays; New Year's Day, Memorial Day, Tnde-
pendeteé Day, Labor Day, Armistice Day, Thanksgivitg
4y, "and Christmas Day; when one of the holidays falls

{on ‘a'day which is a regular day off, equivalent time may

,\f “\be taken at a later date; authorized by Civil Service.

~05. Loyalty oath required by Council Order and Civil Service:
\/ 6. Fingerprinting required by Civil Service.
7. A physical examination is required of all employees.
8. No pre-professional grade.
9. One year probationary period. )
10. Dept. Head may approve overtime work in emergencies

and on Sundays; for emergencies straight time off; for
Sundays, professional employees straight time off; for
non-professionals double time, if the Sunday follows 2
full workweek,
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(lassification 3/9/56
Chief Librarian (1).

Ass't, Chief Librarian (1),
- Librarian 11T {3} Heads of Departments,

Librarian 1T (3) Branch Librarians.

Audio-Visual Librarian (1).
Librarian I (10) 5th year degree, no experience required,

Assistants and heads of small divisions. A
. N
Non-Professional N\
Aide {10} College graduates, QA
Clerk (12) High school graduates. A0
ate, inc. or

Stenographer-Clerk II (1) High school gradu
supplemented by courses in commerciahsubjects, plus
experience, )

perience N
Sulaties O 12/1/57

Libraty Clerk woevorvvrrmmsiennereer iy onssesenenend 3,214—$ 3,941
eeessesssaseanes 3,873~ 4,599

Library Aid oo
Stenographer-Clerk I1 oooovooaiboesoercrsrsmsnrrn 4115 4,842
Librarian T oo coomssmsieriers 4571 5,540
AHOVISUAL oo e 117 5,844
Uibtarian IT ... S rconcrccsrrrne 5932 6,142
Librarian TIT OO U OOTPUUUPR. £ - & e 6,362
A5§istant Librarfan ..o ceerereerssssssensrrsesans 5,602— 6,570
Chief Llhral;ta\n 6,711— 7,679

~°
N

Deaver Pullic Library . :
C1/1/58

Qﬂ?’;”ml Practices
1, \f;laca'tion: 17 WOI‘l\'.illg days per year (]_2 days -\ra(.‘.&tiﬂi‘lh?;?
allowed all o ] 5 holidays on WIS
all city employees, we add )5 no longevity

library is o . : 1osed
; pen and other city offices ClO jssioft
Eacatlon allotment; authorized by le_ra.ﬂ') comm
rules coordinated with City Career Service).
. y Care ' ay be
2. Sick Leave: 1 day per mouth; up {0 IOOds?grf "
accumulated - e ibrary Commis¥t:
mulated ; authorized by Library g ; staff 0

- Hourg of Work: 40 hrs., 5 days per W&

f public
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departments 2 evenings weekly; authorized by Library
Commission,

4. Paid Holidays: New Year’s Day, Memorial Day, Inde-
pendence Day, Labor Day, Thanksgiving and Christras:
when one of the holidays falls on a day which is a regular
day off, equivalent time may be taken at a time convenient
to the department; authorized by Library Commission.

5. Loyalty oath not required.

6. Fingerprinting not required, O\
7. Physical examination not required. e X
8

. Pre-Professional Grade; not specifically for llbrary school
students but have two sub-professional classes for coilege
grads. without library school degrees and. lnré some library
school stindents in these jobs; work schedules are adjusted
to library school courses, if posm.ble, owever library needs
take precedence over school; ng, pqyment is made for time
spent at school. P\

9. Probationary Period: profcsmonal—é months ; sub-profes-
sional, clerical and custodial—S months.

10. Department Head plus, Head Librarian may authorize over-
time work in emergeney due to unforeseen extra projects
or work load, orfabsence for illness which cannot be cov-
ered by subit{tiut‘és; compensated. by pay at time-and-a-
half rates. s

Classification, )" 1/1/58

lef&l’!’lﬂ\."\‘%bf I (16%) DA degree, no experience.

Llhr&an Asst. IT {5) BA degree, experience plus stipervisor’s
{Fecommendation.

,%mfaflaﬂ I (2) 4th year ls. degree, no experience.

y“Librarian T (11) 5th year Ls. degree, no experience.

Librarian IT (30) 5th year ls. degree, some experienec.

Librarian 117 (30) Branch Iibrarians. Subject Specialists:
Division Heads.

Librarian IV (8) Heads of Departments. .

Librarian V (3) Area Supervisors: Central Adult Services,
Extension, Technical Services.

Admin. ™ Assts. {5} Book Selection, Group Services, Pers.

Pubticity, Training and Re%earch
Librarian (1)
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Sularies—Professional

231
1/1/58

Librarian I
$ 3.672—% 4,800

4th year degree ....ocoiiminnesiinens

Sth year degree .ovvicivmmmerinenin.
Libratian IT eriicrinern e es s ssnnnnes
Librarian TIT oo rvsnen s
Librarian IV o ssb s srvisenas
AdmIn, ASSISEANLS oo ssses e
LIBrarian Vooeicseiieree s visiseesscsssrcsvorssians
Librarian revenens - .
Library Assistant I
Library AssiStant I1 ..coeovveeeoeceomnenssssesstsnnnns

Sularies—Non-Professional ( Partial )

Supyr. of Bus, Operations ... \xz\$ 5,028—$ 6,600

Clerlt Steno I1 wveomeversevreoeoeovesens
Clerk Steno T weeeonovevee,
Clerk TV e e
Clerkt TIT oo
réx]c_count Clerke TT woooeo oo soessrseen

erk Typist 11 .
Clerk Typist T .. o) S
Switchhoard Oper h\
Switchboard Oper S RSO
L*bl‘m’y Shelyvef ™. .
Library pagfy”
Supt, of Kibrary legs
C“Stodla‘l k. II . -

Castiyeifal Wk T e
\?_br&r}' IBVESHEALOL vuonreivrmvemssisssssssaoasirmasraonss

OIRLY GUATA oo
Bookmobile Driver-Clerk (44-hour week) ...

Des Moines Public Library

4,020
4,200—
4,800—
5,496~
5,748
6,300
9,600

3,360~

3,672~
N\

3,516—
3,072—
4,200—
3,516—
3,672—
2,040—
2,688—
3,360—
2,688—
2,688—
2,148
5,256—
3,216—
2,688—
3,672—
2,688—

4,020—

5,256
5496
6,300
7,212
7,536
8244,

'\
\

4,392
4,800

1/1/58

4,590
4020
5,496
4,596
4,800
3,840
3516
4,392
3,516
3,516
2,808
6,900
4,200
3,516
4,800
' 3,516
5,256

A new Pay plan effective November 1, 1958, prowdes :

OF inicreases in each classification ranging from 2

m!]ll’

ﬂlum
Mum incregse of $684 for a Librarian I to-2 maxt .

Q!
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increase of $1872 for a Librarian VI; on the non—pi'o-
fessional level ranging from a minimum increase of $192
for a Clerk I to a maximum increase of $864 for a

~ Junior . Assistant.

Per.fénml_ Practices _ S 2/1/57

. 1. Vacation: professional—20 working days; non-professional \

with 3 full years of service—15 working days; nopte’
fessional with less than 3 years service—10 working\days;
provide a longevity vacation allotment; length ;{g§peciﬁed
but not to exceed 20 working days in additjonnto regular
scheduled annual leave; may be granted afﬁc? 6 years for
the purpose of professional developmen]: ‘through travel
or study without loss of salary; it.is)not considered an

- earned vacation granted automqtitéﬂly after 6 years of
service; authorized by Board pi\Frustees.

. Sick Leave: 96 hours per, ‘yedr; up to 720 hours (%0
days) may be accumulgted; authorized by Board of
Trustees, ) v

. Hours of Work: 40 hotrrs, 5 days per week; customarily 2
evenings weekly; atthorized by Board of Trustees.

4. Paid Holiday#;“New Year’s Day, Memorial Day, Inde-

pendence Day, Labor Day, Veterans Day, Thanksgiving,
and Chs8tinas; when one of the holidays falls on 2 day
whichi\i¢ a regular day off, equivalent time may Dbe taken
-off~av’a later date; authorized by Board of Trustees.

5,-\'1‘\}alty oath not required.

) Fingerprinting not required.
/7. Physical examination not required.
8. No pre-professional grade.

9. Six months probationary period.

10. Overtime work is permitted when requested by a staff

member in order to have extra time off at another time
(seldom requested), or when necessary to staff service
desks; up to,16 hours is at the discretion of the Depart-
ment Head, more than 16 hours must be approved by the
Director; compensated by equal time off.
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(lssification—Frofessional

Director,
Librarian VI (3) Coordinator,

Librarian V (1) Administrative Assistant.

Librarian IV {5) Department Head.
Librarian XII (7) Branch Librarian.

233

1/1/57

N\

Librarian IT (4} Departmental First Assistant.
Librarian T (8) Professional Librarian without superyisoy

responsibility, Sth year degree required.

Classification—Non-Professional

Oﬁi‘ce Manager & Secretary (1) in charge of~~§tl§iness office.
Jusior Assistant 11 (9) Sub-professional. JCollege degree.

C

*Junior Assistant I {5) Sub-

Cletk 1IT (5) Order: Catalo
ness Office,
Clerk 11 (7) Bindery; Swit

cation,

Clerk T (9) General clericaly ™

* Discontinued grade.’ Incurmbents only.

Salaries—Professional (>

Director

\
3

Sa

*4 anny

laries—Ngs.

})fﬂ.ce Ma“ager-Secretary
Umlor - Assistant 11
J_Unlor ASSiStant 1

Clerk 111

.......

S

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

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

al step increments.

Professiong]

----------------------------------------------

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

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

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

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

..........

...................
---------------------------------------

*
4 annya step increments.

'\
\

N

cﬁbéﬁrd; General clerical.

1/1/57

$ 9,000

5,016—$ 5,688%
4740— 5460%

4,560.__.. 5, 136*
4,152— 4,680*

4032— 4,560*
3,660— 4,140%

11/57

940“_' 3 1'7 26*
% 028%

professiongiNSome college edu-

g; Reégistration; Display; Busi-
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Detroit Public Library

Personnel Practices 711457

1.

5.

6.

7
8

Vacation: 20 working days for professional staff who -
joined staff by July 1 the preceding year; 10 working
days for maintenance and clerical workers who may also
receive a bonus vacation up te 1 additional week for.ag™\
used sick leave after 3 or more years on staff; part«tlme
employees receive vacation time indicated at the pa:’t“tlme
rate; hourly employees are given credit for 1 day (8 hours)
vacation for each 208 hours worked; mgmténance and
clerical workers have an additional weel after 10 years
of service; authorized Ly Detroit Libtary Commission.

. Sick Leave: 17 days a year {not a‘@ﬂable for use during

first six months); up to 200 days’may be accumulated;
authorized by Detroit LibraryNCopmmission.
Hours of Work: 36% hours pet week; 5 days per week; 2

evenmgs weekly ; authorlzed by Detroit Library Commis-
sion.

. Paid Holidays: New Year s Day, Washington’s Birthday.

Memorial Day, ndependence Day, Labor Day, Veteran's
Day, Thanksgi Vmg, and Christmas; when one of the holi-
days falls 0 % day which is a regular day off, time may
be taken @b a later date; authorized by - Detroit Library
Commig$ion.

nga‘ky oath required by Detroit Library Commission.

\Qngmprmtmg required only for maintenance staff bY
{Detroit Library Commission.

Physical examination required only for maintenarice staff.
Pre-professional grade; must be matriculated U. of Michi-
gan Dept. of Library Science. Must take 8 credits a year:
must complete program in 4 years; 2 hours’ time guren
for each 2 hour course; starting salary $4,002; semi-
annual increments of approximately $75 cach for satis-
factory work, to maximum of $4,555.

Two years probationary period.

Service Director or Supt, of Building M'untcnance may

od
“authorize overtime work only when needed for the go

. f’
of the service; Sunday service paid at time and 2 hat
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other times given compensatory time during the same pay

period.

Cfamﬁcatwu 7/1/57

Librarian [ (G1) Library School degree, mo experience re-
quired.

Librarian 11 (130) Approximately 3 years’ experience re- ,
quired.

Librarian TII (48) Ist Assistants to Chiefs of Division. ;L\
Assistant Chief of Department (7) Assistants to Chqub of

ol
7

Department. N
Chief of Division {21) Branch Librarians. D
Chief of Department (30) Heads of Referencé’:})epartments,
Children’s Service, Extension, ten Branches.

Chief of Technology Department (1).
Service Directors (4) Personnel, Hcrk Readmg, Buginess,

Reference.
Assoctate Director, .
Director. N
- Selaries—Professional 7/1/57
Librarian I :i:‘\$ 4,555—% 4,891
Librarian 11 \\ 4,897 — 5692
Librarian 111 e " ieerseserenrenne | 0,419— 6,088
Assistant Chléf‘ of Department 5,805— 6,582
Chief of @'\'mon ......................................... - 6,440— 6,840
Ch]ef ~Depdrt1nent e reeverawertriasirraaaes _6,642——‘ 7:918
Chigf\of Technology Department 8,208— 9,218
S&“Cﬁ Directors ..eeesesssens 8,831— 9,423
ﬂssomate THIRCEOT  areveesnermsmresasnsianssssrarnisnasranssses 10,545— 1_3:107
Director e 16,306
SnlariesﬂNon—Profess-immE (Partial) _ 7/1/57
. 10-% 5,893
Secretarial ~ Stenographer . 2:93)57——$ 5,531

S;nl'ﬂf) Loan & Registration Cierk e 5,007

101 StenoETapher ..o 66— 5,007

SEH eraranaat 415 ?
10r Clerk or Typist cocoonmesmmes .

. 3938 4222
e s 7o 4,112

Clerk or Typist wuvermecrrcsres e 3 ’
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Junior Clerk or Typist ...ceceoovecermmsceesinssisonans 3,346— 3574
Stores ClErk wuuoeeevrmviernseecesosesseesmssessesosssssenns 4,706— 5,007
Stores ASSISIANL .vvveivivesiierermcenmsmimsinssrensnnnns 4,232 4370
Head of. Bindery Division .....cvemicrnce 6,140— 6539
Bindery Foreman ..o, - 6,781
BoOKDINAEE  covercicre e rietee e e er e s sasaraeseons 6,261
Bookbindery Assistant ..o, 3,744 3963 )

Superintendent of Building Maintenance ...... 9,444-— 10,334
' ' O

7'\

D, C. Public Library N\ Ny
Personnel Practices : D 8/1/55

7N
) Y

\ 3

1. Vacation: from 1 to 3 years government"‘e} military ser-

vice—13 days per annum, from 3 to 15 &ears—ZO days
per annum, over 15 years—26 days%r annum; author-
ized by U. S. Civil Service Commission.

. Sick Leave: 13 days per annumy’ the extent of accumula-

tion is unlimited; authorized\by U. S. Civil Service Com-
mission, N

. Hours of Work: 40 Ql)c:i'ﬁfs, 5 days per week; 2 evenings

from 12:30-9:00 pam.; U. S. Civil Service Commission
established the 4Q-hour workweek.

. Paid Holidatjiﬁ\i The Library is closed and the staff are

paid on July 4 and Christmas; when one of the holidays
falls on @day which is a regular day off for a staff mem-
ber, é:n\my not take equivalent time off at a later date,
except for such fixed holidays as Labor Day and Thanks-
g\\}{ziﬁg ; authorized by the Chief Librarian.

55 Loyalty oath required by U. S. Civil Service Commission-
A8 Fingerprinting not required:
“7. Physical examination not required.

8. No pre-professional grade. :

9. Probationary Period: 1 year or longer if necessary.
10. Overtime work is permitted if required and authorized by

Chief Librarian; compensated by time and a half.

Classification 7/15/55

Librarian GS. 5 Junior Librarians. e,
Librarian GS. 7 Readers advisors; Reference ILibrarians:



Personnel Practices - . 237

Child Libns.; Chief Preparations Dept.

Librarian GS, 9 Chief, Acquisitions Dept.; Chiefs of subj.
divisions; Heads, Iarge branches; Personnel Officer:
Admin. Assistant and Budget Officer.

Librarian GS. 11 Chief, Catalog Dept.; Consultant in Adult
£duc.; Central Librarian.

Librarian GS. 12 Coordinators of Adult and Child. Serv.

Librarian GS. 13 Assistant Librarian.

Librarian GS. 15 Librarian. e
Selaries—Professional 7/18/%5
Librarian GS. 5 ioieeeeeeeeeeeseeees s $ 3,670:—¢$'74,480
Librarian GS. 7 oo sevensereeren 4,525->" 5,335

s 6,250

Librarian GS. 9 oot erecenressensaesannes L
Librarian GS. 11 oo 6,300— 7,465
Librarian GS. 12 .oovevmrovecerererevssens sl 7,570— 8,645
Librarian GS. 13 oo reeresrcsnes e 8,990~ 10,065
Librarian GS. 15 oo, o 11,610— 12,690
Salaries—Non-Professional (Partigiﬁ..’:"’ ' 7/15/55
Supt. Buildings & Grounds my.GS. 11—$ 6,350—$ 7,465
Secretarial Stenographer oGS, 5 3,670— 4480
Fiscal Clerks wvmmmimispiontemmeseene GS. 5— 3,670— 4,480
Senior Clerks & Supeﬁris:ers .......... GS. 4— 3415—~ 3925
Inter, Clerks & SHPervisors .o GS. 3~ 3,175— 3685
Jumior Clerks | e emmereemseeeenss e GS. 2— 25960— 3470
L LSRN o GS. 1— 2,690— 3200
Bookbinders\'zb." T enper day $21.04
Sewers, 'Q;lndery ...................................................... per day $13.04
O ~ Enoch Pratt Free Library

ﬁ?m“::mir:el Practices 8/1/55
1 Vacation : Professional staff—4 weeks; Non-professioﬂal
staff—LGS-1%, 2 weeks, LGS-2, 3 weeks, LGS-3 and
above, 4 weeks; City scale—Supt,, Sr. Adm. Off, Jr
Adm. Off., & Sec, Steno. 4 weeks, Prin. Clerk, 3 weeks;
Maintenance staff—2 weeks; no longevity vacation aflot-

ment; authorized by Board of Trustees.
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2. Sick Leave: First 2 years—I12 days annually, over 2 years
but under 5—25 days annually, over 5 years—-75 days an.
nually; no unused sick leave may be accumulated; author-
ized by Board of Trustees.

3. Hours of Work: 40 hours, 5 days per week; branches—
3 nights per week (few children’s librarians—2 nights),
central—2 nights per weck; authorized by Board ofs
Trustees, N

4. Paid Holidays: New Year’s Day, Washington’s Birthday,
Good Friday, Memorial Day, Independence Dayy Labor
Day, Thanksgiving, and Christmas; when one~af the holi-
days falls on a day which is a regular day/pff, equivalent
time may be taken at a later date; au‘ﬂzkrized hy Board
of Trustees, O

. Loyalty oath required by state la@y”

. Fingerprinting not required. _

. Physical examination requirefl for maintenance staff;.mfm'
bership in the Employee¥™ Retirement System, 'C1_ty ?{
Baltimore is required ofall full-time employées within siX
months after appointiifent. The Library requests that the -
physical examinatioh required for membership in this sy
tem be taken,a{zi}hin two weeks after appointment {0 the
staff. XN )

8. Pre-professional Grade: college graduates are appoinied
for opélyear; no library schocl in community so w‘Jrl
schedules do not need to be adjusted to libra}‘y schoo
dtirse requirements; no payment is made for time spent

Lat’ schoot; salary is $3,000 per annum.

29" One year probationary period. ol by

N “A0. Overtime: determined by needs of agency; author

immediate supervisor; compensated by time off.

Cz.assiﬁcation 3/11/52

1 Chotn

Library Prof, Serv.—1 (72) S5th year degree, no experiefc
required, o

Lib. Prof. Serv—2 (41} same; 2 years prof. exp. geqw:‘-‘ed-

Lib. Prof. Serv.—3 (38) same; 3 years prof. exp. requiré®

Adm. Assistant (11) Assistants to Heads of Departments
Br. Librarians,
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Head of Dept. (16) Central Subjects, Br. Librarians. Co-
ordinator of Work with Y.
Head of Division (6) Chiefs of Extension, Processing, Ex-
hibits & Publicity, Coordinator of Work with J and Adult..
Assistant Director & Director.

Salaries—Professional 1/1/58

DALECLOL wrovreeeromssssnrrrarssasrnsssssnsrscssensismmmeassanmanssnene 1 3,000—$16,000
8,700— 10,5007

Assistant DITeCtOr vevevircrsecessnniimirssonsssnirmvaes
Library Professional Service—o0 ..o.comimmarsne 7,500— 8,300 .
Library Professional Service—5 ..wmrirereese 6,6004-47,400
Library Professional Service—4 ..vvivsioner 555{)@"— 6,600
Library Professional Service—3 ...ooevmirnreisns 8,200— 5,900
4. 700— 5,400

Library Professional Service—2 ey

Library Professional Service—1 woodida:  4400— 5,000
Type 111 Library School Graduates .. 4,040— 4,640
Pre-professional {April 1, 1957) ’v 3,900 :
Salaries—Non-Professional oW 1/1/58
Library General SErVICE D nemeersimsrimersisess $ 5,100—$ 5800
Library General Servieéad .........osmmmusessrresss 4,700— 5,400
Library General S ufcc:—4 creeesansrsssstnsane s e 4,000— 4,700
Library General Bervice—3 rcrccomsmsmmsenns 3,100— 3,800
Library Genera{'S&rvice—-.? ............................ 2,500— 3,000
Library Gepgetal Service—l .ivaressernenss 2,250— 2,750
Supt. of :Plil;:}ic BUIlAINGS ..vvvrsersrsrsssesmesssmseses 7,200— 8200
Principal N Admin, Officer ... 5,800— 6,500
Direelor's  Secretafy .uumuusumesssecriomsssssesmsessosons 4,700 5400
L SETetary-Stenographer  mmuursssssseccsssrarssse 3,800— 4,500
\Snenior TYDISE woverrrervamsrssssesmssavasmsemarosssspmasmssmiressss 3,100— -3,700
Head Carpenter ooomvemmememcrmcmmsmimmimsmrrssscresoss 4,000— 4,700
SPIPPING Clerk vevnovvroesossesssisenicersrserie 28800 3450
Grosse Pointe Public Library _
8/1/55

Pmonnel Practices

L Vacati i . clerical -and main-
on: professional — 4 weeks; cle _

ks after 2 years

tenance — 1 week after 1 year 2 wee
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and 3 weeks after 5 years with pay; authorized by Salary
Schedule, Grosse Pointe Public Schoo! System.

2. Sick Leave: 1 day per month; up to 120 days may be
accumulated ; authorized by Salary Schedule,

3. Hours of Work: 38 hours per week; 5 days per week;
3 evenings weekly; authorized by Salary Schedule.

4. Paid Holidays: Independence Day, Labor Day, Thanks ™

giving, Christmas, New Year’s Day, Good Friday, i@m

orial Day; when one of the holidays falls on a. day which

is a regular day off, equivalent time may be taken at 2

later date; authorized by Board of Educaﬁon

Loyalty oath not required. J\°

Fingerprinting not required. g

Physical examination required of XII employees.

No pre-professional grade. \

. One year probationary perigd’

10. No overtime work is permitted.

Classification ,.:1'4 ' 3/17/52

Schedule A (5) Non- admmlstratwe, AB plus or including

library science degree. No experience required. .
Schedule C (Z{\C}nIdren s Librarian; Cataloger and First:

0N O en

Assistanty
Schedule F\’Dﬂector of Public Libraties. '
Salarie.s‘-—'férdfessional 7!”57.
Duém $672760——$12076§g
Chief of Processmg rereremmmnsnersnsanens 95500.00— 987000.
{ \Chmf of Children’s Serwce cereneseens 5,500.00— 987800
\ )" Chief of Central lerary cenneereeenns 5,500.00— 985000
Branch Librarian (2) . cenrsssronssrnorees 5,252.50— 8852 0
Non-Administrative (7) wererrneesrenernesonnrse 3,005.00— 8,5

Hamtramck Public Library
Personnel Practices 3/1/56

L. Vacation: professional and sub-professional—24 Workifnﬁ
days; clerical—18 working days; part time—10 hrs. ¥
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every 173 hrs. of work; no longevity vacation alfotment;
authorized by Library Board with final approval by Civil
Service.

2. Sick Leave: 15 days per year; up to 100 days may be
accumulated ; authorized by Civil Service regulations.

3. Hours of Work: 35 hrs, 5 days per week; 1 or 2 eve-
nings weekly; authorized by Library Director.

4. Paid Holidays: New Year's Day, Memorial Day, Inde- <
pendence Day, Labor Day, Thanksgiving, Christmas, -and\

Presidential Election Day; when one of the holidays-falls
on a day which is a regular day off, equivalent ’tj.mé' may
be taken off at a later date; authorized by Libr.:}rj"Board
resolution according to Civil Service regylafiors.

. Loyalty oath is required by Civil Service\Board and Com-
mon Council resolutions. PN

. Fingerprinting is not required. W

. Physical examination is not requtited.

. No pre-professional grade. )

. Six months probationary petiod.

, Overtime: Department Head may approve
ever there is a staff shertage, ot ynusual pressute o
compensated by time off.

&

Classification—Professional

wn

O N OO T

overtime when-
f work;

—

7/1/55
. . N/ )
Librarian Io%.?rofessional. Degree in Library Science. No ex-
_ perienée required.
Librasian” 1I—Professional. Degree ia _
A¥éars experience plus ability to head department. .
,,,\:l:ibrary Assistant I1I—(2) College degree, matr_iculated in
N/ school of library science. o

Assistant Director.
Director.

Library Science. Two

7/1/55

Classification—N on-Professional

Libfa?f}' Assistant I—College degree. No experien'CG-
Lfbral‘}’ Aide—Some college preferred: No experience.
Library Clerk I—High school. No experience.

Sec’y -Stenographer—High st:hc'crl. ‘Business training.
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Personne! Administration

4/1/58

Director .o $ 55,6158 5075

Assistant DIrector ..o, 4875— 5433

Librarian II (3) .o, H775— 5328

Branch Dept. Librarian (1) ...cccccvvicvviveninn. 4,415— 4775

Assistant L.5, Student (1) ...coiviveccienenn. 3,995— 4320,
Salaries—Non-Professional ) {IQ;’SS .

Library Clerk IT .o cernicssnecssreenneeonnd 3,7:5.5%35 4194

Library Clerk T vviiiiiirisissscsssssssisnenrns 350&5— 3,875

Sec’y.-Stenographer ... sscennnenns £ 09,995— 4,6

Library Page ”‘\ 1.00— 1.10 hr.
~
Indianapolis Public Library
Personnel Practices O 8/1/55

1. Vacation: professional:%}" weeks; pre-professional and
clerical 3—3 weeks;ﬁ’lbther clerical and maintenance—2
weeks; no longevity' vacation allotment; authorized by
Board of Schogl ‘\Commissioners.

2. Sick Leav :Q"%eeks (80 work hours) for full-time en-
plovees; u[e)\fo 240 hours may be accumulated; authorized
by Boazd“of School Commissioners. '

3. Ho fég\of Work : 40 hours, 5 days per week; 1 or 2 ev&
nings weekly; authorized by Board of School Commis-

~Sioners.

o4& Paid Holidays: New Year’s Day, Memorial Day, Infie'
Y pendence Day, Labor Day, Thanksgiving Day, and Chn.St‘
) mas Day; when one of the holidays falls on a day which

is a regular day off, equivalent time may be taken at 2
later date; authorized by Board of School Commissioners

5. Loyalty oath not required.

- 4. Fingerprinting not required.

7. Physical examination not required.

8

. . . i to
. Have pre-professional grade; person is not required

take library science courses immediately; college degdrEE
required; length of appointment usually not beyon )
years; work schedules are adjusted to library school couts
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requirements; no paviment is made for time spent at

school.

9, One year probationary period.

8. Overtime: Emergencies, Sunday Schedule, or to balance

~ previous minus time; anthorized by Dept, Head or Branch
Head except for Sunday Schedule, which is assigned by
Supervisor of DPersonnel (Central personnel only cover

this} ; compensated by equal time off.
Ulassification—Professional 1/1/58
A

Prof. 1 (26) Minimum of college degree including 15 hrs,
Liby. Sci. Sth year graduates are promotional to-RBrof. 2.

Prof. 2 (35) Sth year degree, 2 yrs. prof. experienge.’

Prof, 3 (12) Same, ~"‘~.\\

Prof. 4 (13) Same, 4 yrs. prof. experience.N\"

Prof. 5 (5} Same, G yrs. prof. experience)

Prof. 6 ( 1) Same, 6 yrs. prof. expet:iei&c:é, including 4 yrs.
supervisary and administrative. (NY

N\ 1/1/58

~

Classification—Non-Pro fessional

Cleric;u 1 (6) H.S. graduatepmanual skill.

Cler?cal 2 (24) H.S. gradmate, typing ability.

Clerica 3 (21} H.s. gg“a}iuate, 2 yrs. clerical experience.

Prﬁ*grofessinnal (14} Coflege degree, interest in library career.

Spectal qualificatiohg for IHead, Duplicating Section, Book-
keeper and, S4pply Manager, Office Manager, Public Re-

lations A{sistant.
Salaﬁer——{’\\&é}}?}}fomz 1/1/58
Prof. WUibrarians *($4,020) v 4,380 ;‘?33- .

g?f\’:z TR SChr gy s
PE 3 Branch Librarians wommmonme 5100 5820
< anch Li PTIRS §220— 5940
P : # “ & Admin, Assts. 5400— 6’.;53
rof, 4 Heads, Dept, and 2 Branches ... 5,580~ 2:540 -
Head, General Adult Dept. v 5’820-#._'. T

"ol 5 Supervisors of Extension Ser. &
Technica] Processes, and Coordinators
of : ’ > Per- : s .
et ot S e e 20— 70
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Salaries—Non-Professional

Personnel Practices N 3/1/36

Prof, 6 Assistant Director .o 7,740— 874)
* Graduate of 4 year course including 15 hours of library

science starts at figure in parenthesis,

Billing CIErk vumeerorerisonsessocsssssmscsssasssassmmarommeees 33150028 3870

Pre-professional (college degree) v 3,300= 3750

Head, Duplicating Section . S——. .3 N |

Bookkeeper and Supply Manager ..., $000-— 450

Office Manager ..o 4,230— 5070

Public Relations Assistant . et 5,100 5,820
R

Jersey City Ifl.;b:lié'Library

1. Vacation: Pr0f65510ﬁ5~11-20 working days after the first
year, 25 working\days after 26th year, 30 working (}iab‘st*
after 40th eai‘fﬁ’clericai—ls working days aftfer the hrs
year, 20 w:ci(rkmg days after the 10th year; mamtenance-—-.
12 working days, 15 working days after the Sth year:

authorized by Board of Trustees.

2, Si‘,c\k'\léave: 15 days per year; unlimited accumulation ;

W

,‘aélthorized by Civil Service Commission, 2
SAHours of Work: 35 hours, 5 days per week; 272

/% nings weekly; authorized by Board of Trustees.

N
h
\ }

D 4. Paid Mot days: New Year's Day, Lincoln's Blrthg:‘)’;
Washington’s Birthday, Good Friday, Holy Saﬂfabg)r;
Primary Day, Memorial Day, Independence Day, frist-
Day, Columbus Day, Veterans’ Day, Thanksgiving: ¢ ne
mas Eve, Christmas, and New Year's Eve; when EE
of the holidays falls on a day which is a regular day hcr:
equivalent time may be taken off at a later date; a0t

ized by Board of Trustees.
5. Loyalty oath is not required,
6. Fingerprinting is not required.

1/1/%

Clerical 1 v enressenrerand 2:430—$ 2910
Clerical 2 e steeevessesssaesensscesmscoeme 5070— 327N
CLELIEAl 3 vioisrieeeicireeecrsenesrecestomrivsssssssssssssensanes 3,030— (8750 -
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7. Physical examination is not required.

8. Pre-Professional Grade: require graduation from a col-
lege; appointment is for 5 years; work schedules are ad-
justed to library school course requirements; no payment
is made for time spent at school, except in summer; salary

$2,760—$3,360.

9. Ninety days probationary period.

10. Overtime: Department Head may approve overtime work
only to fill out schedule in cases of shortage of personnely,

compensated by straight time. O
Cr’assiﬁcat-iun——Professimml s 3?’14/ 52
Junier Librarian—College degree, plus Libra::)";\S\ChGOI- No

experience,
_ SEJ?IOT Librarian—-2 years experience. N
Principal Librarian—4 years experiencee.f. Branch Head,

Supervising Librarian—e.g. Supervisittg*Branches,

Assistant Director, o
Director, O
S'QZarf'es——Profesn’onaI \Y /52 -
ﬁmior Librarian .‘m,\$ 2,760—$ 3,360
Sefnor Librarian 800 eessssreeenns 3,000— 3,600
- Principat Librariaph,....co.onovervcorroren eieeeasts et 3,480— 4,380
S“Pe”ising LADEATIAR ovvueerverereerssmmasseeneerreness 3,660— 4,560
6,000— 7,500

A.&‘iistallt Dltl»‘{ctbr
Direcior . enl. .. eeeeemsssssssmsemessasnanns 75500 10,000

Sﬂ!ﬂr{g{fm?1‘1)?'0]:3.5‘3170?1:13 .1/1/52
”}3; ding SUPELTHEERACHE vevevarvreressesasrsosesssrsssrsrns $ 3,660—% 5,100
N TyDist o 2,040— 2,640
b}]E\l’atar OPEIAIOL rueirosieerensessssraesecerasens 2,300— 2,900
Sen.mr BES T2} VO S 3,120— 3’723
JAHOE oo 2,520 3:;50
ium(?r.l‘ibraf)’ ABSISIANL civvrer revscsnsonsinispamnienssr 1,920— 2,740-
L.dmmmfi’ative CIEK onreeeeecersssernssssssanssrossnrrises 3,480 3,360
}l;ml'}’ Clerk DEVOr oononvereesecressasssensorssanares 2,;50" 3‘3 0
DIATY EXRibit Artist wovioveoossrerssommisnssmsss 5360*' | 2:900

hrary INVESLIZALOr suvrssesceeerirmsrsserassssssrsssases
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Principal Clerk oo, 3,120— 370
Senior Clerk oo, 2,520— 310
Senior Clerk Stenographer ..o 2,760— 3,360

Kalamazoo Public Library
Personnel Practices 8/1/55.

1. Vacation: professional—20 days; sub-professiongiahd
clerical—10 days, 15 days after 5 vears, and 20 dags after
10 years; custodial—10 days, 15 days after {0%years; at-
thorized by Board of Education, which {s{nur Board of
Trustees, QO
2. Sick Leave: I day a month; up to @ days may be accumu-
lated; authorized by Board of Education.
3. Hours of Work: 38 hours, 5 d‘a)\ per week; seldom more
than 2 evenings weekly; qtliﬁoi'ized by Board of Educa-
tion, o0 .
4. Paid Holidays: New~Year’s Day, Memorial Day, Inde
pendence Day, Labos Day, Thanksgiving, Christmas pins
1 extra day; when one of the holidays falls on a day
which is a reglilar day off, equivalent time may be taken
off at 2 late\\iéte; authorized by Board of Education.

5. Loyalty oath not required, '

6. Fingeppfinting not required.

7. Phyﬁcal examination not required.

. 8 Qé\ﬁre-professional grade.
9L Six months probationary period.

' il
A0} Dept., Head may approve overtime work to cover an 1
) ight time of
\0_\’ »/ ness or other absence; compensated by straig
4
Saleries—Professional e
Librarian—College including Library 00--$
SChO0L st 319 6000
(14 increments) 350
Librarian—_—-College plus Library School ... 4,250— 6

(19 increments) 6,550
Branch Librarians (19 increments) ..o 4650 6I650
Department Heads (19 increments) .ec..ieree 4,750 ©
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Director 0f LiBrarics v 9,500
{Fixed by Board of Tiducation)

Solaries—Non-Professional 8/1/55

Library Aide e 2,756—8 3,720
Library CIErk ..coerrsmenimmmsssssassamssccsmnsssssssnsensae 2756— 3,726
Library ASSIStAIE .corooimmisimmsretimsssnsrnsssiscr: 3,156— 4,126
Director’s Secretary s ssesssaessserinnien 3,390 4,326,
Cliel MCRUEE vevrerrerresermmersssssnmsisssssasssmsesmssnaianase 2756— 3726°

Mender 2,650-33,150
R
Kansas City (Mo.) Public Librgy
A
Sularies—Non-Professional o) 7/1/56

"

1. Vacation: For all cmpio_veesﬁ.}.’wc"e]cs after 1 year of em-
ployment is completed ; 4 wpé&é after 5 vears of employ-
ment; no longevity \-‘acati{jn'oa‘llotment; authorized by Board

ot Education. O\ '

2. Sick Leave: 12 (]gys\ annually; up to 100 days may be -
accumulated ; avtliorized by Board of Education,

3. Hours of Wark: 40 hours per week; § days per week;

1 or 2 evehiigs weekly ; authorized by Board of Education.

4. Paid Hqﬁdéys: New Year's Day, AMemorial Day, Inde-

pendefide” Day, Labor Day, Thanksgiving, and Christmas;
additional—1 day for New Year’s, 1 day for Washi:ﬁg-
.‘\.iqh’s Birthday, 1 day for Easter, 1 day at Thanksgtving,
AanAand 1% days at Christmas; when one of the holidays falls
on a day which is a regular day off, equivalent time 2y
be taken at a later date; authorized by Board of Education

- Loyalty oath not required.

- Fingerprinting not required.

. A physical examination is requite

. No pre-professional grade.

. Probationary Period: approximate

somewhat with experienced new employees. - I

10.‘ Director and Dept. Head may approve overtlmc_work only

In emergencies; cmnpensated by time off.

o)

4 of all employees

ly 1 to_. 3 months; varies

T 0o N en
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Classificalion 75

Library Assistant I—College degree.

Library Assistant 11—College degree and 9 hrs. Lib, S,

P.S. 1—Junior Assistants. College degree and M.SLS,

P.S. 2—Senior Assistants; Ist Assistants in branches with 6
regular adult staff or more. \

P.5. 3—Ist Assistants in major departiments; subjcef -
cialists in charge of departmental unit; headsyobs nifor
branches; head children'’s libn. of major bramﬁes

P.S. 4—Heads of subject divisions; Populary Flbrﬂr) tuajoe

branches, \
P.S. 5—Ileads of major departments. i
P.S. 6—Supervisor. Y
Chief of Reader Services: Chief 0{~}“\tensmn Services.
Chief Librarian,

Salaries—Professional K. . X ) 7/1/57
Library Assistant I wsoeomeoorrneens $ 3,120—$ 3480
Library Assistant H\ errreeerereeenrarenserens 3,000 4,200
P.S. 1 e ehi? erecsersasisnrrene 4000 440
PS. 2 \ 4,400— 6,200*
PS. 3 .. 5,000— 6440
PS4 L eesssceeeemmessessommsesreassrresens | 5,600— 650
P.S. 8 e 6,500 7,280
PSNE ... esersmsemeesesmsemessseesirr 6,000 7040
Chlef of Reader Serwces reeerverremeenense s 3000 8!“%
\Chlef of Extension Services ............ 8,000— 84
“Chief Librarjan ........... 13 000

* st Ass’ts plus $100 above place on the schedule (3) posi
tions only involved.

Sdaries—Non-Professional 7/ L3
TGrade T e § 28006 31%3
G18AE TT et srne 25880 3
Grade TIT ..o, 3,280

Grade TV oo 3,600 45
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Los Angeles Public Library

Personmel Practices 8/1/55

1. Vacation: 1-14 years of service earn 10 working days an-
nually, 15-21 years 15 days, and 22 or more years 20 days;
authorized by Board of Library Commissioners,

2, Sick Leave: 5 days at 100% pay, 5 days at 75% pay, and (%,
20 days at 50% pay annually; up to 45 days at 100% pays
may be accumulated; in addition to annual allowancej the
following special sick leave may be granted: 10:A3 yéars
of service, 6 months, over 15-20 years, 9 moiit}ls, over
20 years, 12 months; during the first 3 mouhs any such
employee is absent on account of sickness,\he shall receive
an amount equal to 75% of his full saléry, and thereafter,
whether additional absence be takendduting the same leave
or under a subsequent leave, he\sbdll receive an amount
equal to 50% of his reguler sé}ary ; authorized by Board
of Library Commissioners. o

3. Hours of Work: 40 houré; 'S days per week; 0 to 3 eve-
nings weekly; authoxjze® hy Board of Library Commis-
sioners., \‘..’

4. Paig Haolidays 3 k‘ew Year's Day, Lincoln’s -Birthday,
Washington’s (Birthday, Memorial Day, Independence Day,
Labor Day, 17“\?_111];55{011 Day, Columbus Day, Veterans' .DaY,
Thanksgividg, Christmas, from 12 o’clock noon until -12
O'CIOGK\nf(II1iglit of the last working day preceding Christ-
111355; ay, any day on which an election is held throughont

the'state, and any day declared to be a holiday by procla-
al holiday falls on Sun-
observed as the holiday:
which is a regular
f at a later date;

7

7N

Jmation of the Mayor; when a leg
day, the following Monday will be
when one of the holidays falls on a day
day off, equivalent time may be taken off
authorized by Board of Library Compissioners.

3. Loyalty cath is required by City Ofdin"fnf:e' . )

6. Fingerprinting is required by Board of Civil Service Com
missioners. '

7. Physical examination is required by C'

8. Pre-professional Grade: Student Librart

ity Charter. ]
ans must he regis-
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tered and regularly attending classes at Library Schoof;
employees in this class cannot work more than 20 hours
per week and work schedules are adjusted to school
schedules; payment is made for time worked only; rate
$1.50 per hour.

9. Six months probationary period.

10. Overtime: Personnel Office may approve overtime work

in emergencies; rate af compensation is determined by City
Librarian.

O\
Classification s
Librarian—(160)—Completion of one year ~1§brary school
course. \
Senior Librarian—(66)-—Branch Librarignver Assistant De-
partment Head. e\
Principal I.1brar:‘m—(70)—Reg1mm}\Branch Librarian or De-
partment Head. N\

Division Librarian—{1) Dlrector of Technical Services.
Assistant City Librarian— (%
City Librarian—(1). ™

3

Salaries—Professional \ ' 7S
City Librarian $18 500
Asst. City Libra \an 1, 280—-$14040

Division LiBEARAN .vuve.oseueersorerosoesssssseseeesss 75092 9§$

AdMInIStEAYE  ASSISEANE covrerrerreroresroesssamsnnees 75092 2’124

Prmmp\al\L:hr'lrl'm eevterviereesesseosressseseraseesssnasrnes | 0.340— 7’692

Libfary' Bindery Superv:%or erveserssesssssssrnssnnes 031927 6.900

SEMOT LibLarian ..o eeereeoeeeoessoesssmemsaenees 373007 6,19?

Catalog | 23T SO IN- 2 | |y 5’562;
C ;' L1 ORI - (Lo

!
Salaries—Non-Professional 7/ 1/ 57 (Porticl)

Library Business ASSIStANE voveeeeerereeeeesereresirenes
Personnel OFFCer .......rrmm..oososesrserseensene 75236 %

ACCOUMANE  woocrrereeeoeeoo oo researsen 4,740— 5%2
Chief Clerk : . emresrmeneas 5,808 7’863
Prind'Pal Clerk .................................................. 4!740_-‘ S,a}i
Senior Clerk ..u............... s 40— 5

Clerk Typist ) 3.276— 4
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Chief Bldg, Maint. Foreman .....senien 7,296— 9,060

Telephanic DPErator wevecevesesmremmmsmsssssisies
Warehouseman ..owvveeereeens 3,636— 4,500
Truck Operator ....cevcsrvienvssmnesssemsennees H044— 5,004
Louisville Free Public Library
Personnel Practives 8/ 1[55\
¢\

I. Vacation: Department Heads—1 month; Professiond]\As-
sistants—23 weeks; Maintenance—] week; Head of| Main-
tenance—2 weeks; 4 weeks after 20 years of, sfe;'vicé; au-
thorized by Board of Trustees. O ; '

2. Sick Leave: 14 days sick Jeave allowance'up to 60 days
may be accumulated; authorized by Béard of Trustees.

3. Hours of Work: 40 hours per we’eh’howeve_r, one hour
is deducted for each night worked until 9:00 p. m.; 5
or 6 days per week; number.3f évenings per week varies,
averaging 2 at Main andﬁf‘ in branches; authorized by .
Board of Trustees. \

4. Paid Holidays: New{ Year’s Day, Memorial Day; Inde~
pendence Day, Théi’r?ltsgiving, and Christmas; when one
of the holidays falis on a day which is a regular day off,
equivalent timeymay he taken at a later date; autborized
by Board YfCTrustees, .

3. L?Yafty.oérh not required.

6. Fmge\r@ihting not required.

‘. Phisical examination not required.

g'. No pre-professional grade.

NI, Overtime work is permitted when needed; a

3,276— 4,044

~4\0 probationary period.
¥y P uthorized by

Dept. Head and Director; for maintemance staff time and

2 half in cash; for professional staff time off. |
- 3/1/56

Sa!arfeg—..pmfcm.oml
Librarian VII (Director) ..o s —$.
. FECLOT}  eunenrarmsensansresenanmaesss .
STV Vs SO 6,300— g,ggg
ADTAFTAN Ve i,gfg: 5:520

LS I —— |
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Librarian TIT e 4,260 5,040
Labrarian T1 i eceiccee e essseesnsesna 3.900— 46
Librarian T i 3,396— 4080
Librarian Assistant {Sub. Prof.) .. 2,844— 33%

Salaries—Non-Professional 3f1/56

Stenographer Clerk IIT .ccivvnicoccomninnacnd 3,252—$ 3900
Typist Clerk TIT .o, 2,844— 339
Act. Clerk T1 vovmesosororesssmssossssssesens 3,252, G0
ACCt, Clerk T covvvircirseiarrerseesseersmssrsseeresssssesanns 2,724—7'\ 3,252
Clerk T e 2006 2434
MUsetm CULALOT «evuncerrareeneerornsnsessrsensaerseeeces (h260— 5,040
Bookmender I ....ooccmmerercnmcmmeosaginn 2,304— 284
Bookmender I oo ateny 1,980— 2,364
Maintenance FOreman .ecomrmsece@iiniition. 3,396— 4080

Maintenance Mechanic e 1381640,
WALCHIIAM vovvveerirereserreernsesesesreent S oersssonrioner 2,484— 2,964

i
¥

TR
N g

I\inIwaque':Piglblic Library

Personnel Practices L 8/1/5%

e

1. Vacation 2 “cef\s,\ after a year of service for all Eit"dff
except hourly\}aid student aides, who have no vacation
a]lowance;xa‘iﬁ additional week of vacation is given af'fer
15 years$6f service for all staff; authorized by City
Ordinance.

2. Sigk\Lea\’e: 15 days per year; up to 90 days may be &

Jeumulated; authorized by City Ordinance.

P vHours of Work: 40 hours, 5 days per week; 3 evenings

O

weekly in neighborhood libraries, an average of 2 evenngs
in Central Library; hours of work determined_ !J)’ C.lty
Ordinance; scheduling of hours by library administratior
under authority of the Library Board of Trustee,s. r
4. Paid Holidays: Library is closed on New YEE'II'S Da}d-
Memorial Day, Independence Day, Thanksgf‘”“g’. an.
Christmas, and from 11 a. m, to 3 p. m. on Good ’Fnda:{;
in addition, the staff may take compensatory t1fne {:1
when they work on the following holidays on wh,wh i
Library remains open: Lincoln’s Birthday, Washingfon®
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Birthday, Spring Primary (1, day), Spring Election,
Columbus Day, Veterans’ Day and in even-numbered years
Fall Primary and Fall Election Days; this compensatory
time is taken off at the straight time rate if the time is
taken out within the week in which the holiday occurs,
otherwise at the rate of time and a half; authorized by

City Ordinance.

. Loyalty oath not required.
. Fingerprinting required by City Ordinance. O\
. Physical examination is required of all employees. O
. Pre-professional Grade: pre-professionals, calléd Junior
Librarians, work in the library before at@gx{ding library
school, but they do not attend school atfhe’ same time;
require bachelor’s degree with 2 point abérage; appoint-
ments may not extend beyond 2 yéaps, by which time
appointee must have entered libréry" school; a leave to
attend school is then granted, with’the understanding that
appointee will return to Miliaukee Public Library fol-
lowing completion of the ~yéé;‘r at school; salary is $3,884
for first year, $3,948 for Second.

- Probationary Periods{}> year for professionals; 6 months

for non-professionals.

10. Overtime Wark'permitted to cover Sunday schedule,
emergency assignments because of illness, holidays as 1n- -
dicated alpwe; and to keep buildings open for meetings
extending@ Beyond regular library hours; Assistant City
Libragian ‘may approve overtime work for Central Libraty

PCtS'(}mel, and Chief of Circulation for neighborhood

e

Nibrary personnel; compensated at the rafe of time aqd a

= B T

N

Nl o
aﬂﬁfﬁmtimz‘Pr'ofe‘s'.vimzaE 6/19/57
Jr. Librarian—4 vears college - with nfention of ;ti;)"f;r;zg

library school within 2 years of appt. 10 Jr.
. bosition, No experience necessary. '
ibrarian I-—Bachelor’s degree plus fifth year LS de.gree from
_ school accredited hy ALA. No experience reqr 'ro fes-
Librarian 1I—Degrees as above. At least one year :Ibprhoo p
sional experience. Heads of medinm-sized neighbari
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libraries, children’s librarians in larger neighborhood
libraries, subject librarians in Central Library.

Librarian III—Degrees as above. 4 years’ experience. Heads
of large neighborhood libraries, Chicf of Publications,
form of materials librarians (vertical file, documents, etc.),
Central Library.

Librarian IV—Degrees as above. 5 years' experience. Heads~
of specialized divisions.

Librarian V—Degrces as above. 8 years’ experience, Munmp}l
Reference Librarian, Chief of Processing, Coor dmators of
Humanities, Science, Fine Arts, and GCHU’{J} AMaterials
and Services,

Librarian VII—Assistant City Librarian (36 }harge of Cen-
tral Library) and Supervisor of Nelghborhood & Exten-

sion Services, .~.\
. Nt :
Salarics—Professional \% 11/14/ 57
City Librarian (1) . ....,.,:.;.';...'.'...................$12,436-<$13.766
Asst. City Librarian (1) v 9423 10763
Supv. of Neigh. & Ext. Sér\nces (1) 9,423— 10765
Librarian V (6) . e 8,033— 9076
Municipal Referengé\leranan (1) o 8,033— 9076
Librarian TV (N crsinscsoecesssessesos 6,802— 7,98§
-Librarian TIICELO) coieresresrisrscesessrasessennesens 5,770— 6,802

- Librarian E(41)

.............................................. 5,271— 6,030
Librarian\'I' (43) ..

o, 4449 5271

"\Librarlan* (4) ...................................... 4.286— 4673
itional appointment permitted — flexible — in  place of
. leranan I.
d “\Hospttal & Surgical benefits paid by City—$4.79 per mo.
3
N\ Saleries—Non-Professional ) 11/14/ 57
Bldg. Maint. Supervisor. IT (1) woomrooer $ 6.214-—% 709
Clerk Typist I (15) covoeeeeroveeseressaresesrnassesens 3,003 9 2
Clerk Typist T (18) wovvooooooooeososesee 3,615— 4!251
Cletk Typist IIT (5) wovreosroesssorreesssrssssnersen 4,094— 4’842
Library Aide T (68) wooooooooooosoeoossoeoreen 3,003— 37‘;8
Library Aide TI (2) wooooovooreoooosersessesesseseere 3615— 42

Commercial Artist T (1) ... 4449 51
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Custodial Worker TH (3} e, 4,346— 4740
Administrative Assistant T (2) coevniieenn. 5,271— 6,030
Student Aide (62) .oovervevrcrcriverrrsirisecnnn $1.10 per hour
Bookhinder (6} Crtreev s e sbensere e 4,841— 5,614
Hospital & Surgical benefits paid by City ... $4.79 per mo,

Minneapolis Pullic Library N\

Personnel Practices . 8/1/55%, |

1. Vacation: clerical and maintenance—11 days; profegsio}laj
~—22 days; clerical after 10 years service receive {¥days;
clerical vacation allowances authorized by CJ'{EI”Servicc,
professional by Library Board. - Q

2. Sick Leave: 12 working days per year;\bp to 90 days
may be accumulated; authorized -b)(}(}i\;il Service and
Library Board. ' O

3. Hours of Work: 37%, hours, 5 _days per week; ustally 2
evenings weekly ; authorized byLAdministration. '

4. Paid Holidays: New Yearls! Way, Washington’s Birthday,
Lincoln’s Rirthday, Good\ Friday, Memorial Day, Inde-
pendence Day, Labor Day, Columbus Day, Veterans’ Day,
Thanksgiving, and (Gliristmas; when one of the hofidays
falls on a day _whieh is a regular day off, equivalent time
may be taken @b a later date, except that it is not allowed
when suchhdegular day is a Saturday or Monday; author-
ized by Library Board.

3. Loyalt§)eath not required.

6. Finerprinting not required. ,

7'.P.}?5’Sical examination is required for civil service posi-

3 tions, except Library Page and Attendant.

8. No Pre-professional grade.

5. Six months probationary period. -

. Overtime work is permitted regularly for branch janitors
in heating season, others only in staff emergency; author-
ized by Department Head; maintenance staff is compen-
sated by time and a half, others time off.

3/17/52

aa"“ﬁfﬂﬁon——Pf-ofemional
Prof. Asst. 1 (54) Without full qualifications.
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Salories—Professional

Prof. Asst. IT (43%), Children’s Libn. I (16), School Sta.
Libn. (9%;), 5th year degree, no experience: 4th year
start $10 lower.

Prof. Asst. TII (5) & Children’s Libn. II (1) 10 years ex-
perience at MPL plus recommendation for advancement,

Special Asst. (7) Develops special phase of library service,

Supervising Asst. T & II (5) Assts. to dept. heads. ~

Branch Libn. I, IT & III (16) Small, medium, large branth

Dept. Head I, IT & IIT (15) Small, medium, large deptss)

Coordinator (2) Extension, Work with children. _ QO

Athenaeum Asst. Libn, (1).

Administrative Asst. (1).

Asst. Librarian (1) and Chief Librarian (1)\

N 1/1/356

Prof. ASSt I vevevorvcosmseesnsecossoreroalei e enenenn§ 3,026—§ 4,164
Prof. Asst. II oo ..‘.($4056)** 4,186— 5,356¢
School Stations Libn, ......esh. ($4,056)%* 4,186— 5356*
Children’s Libn, ....o......gobtio..... ($4,056) %%  4,186— 5,356*
Special Asst. T oot terecreeeceens s 5,148— 5,668

0".
< )

Special Asst. IT ...z O TR 5,278— 5528
Supervising  Asst, {I) i vveercerreceenmsermsrmnesnnes 5,616— 6,162
Supervising Ass\t\ Il . SO 7 e X2
Branch LiBnl P woocceeoreeceseesrsssssssssssirseens 5,720— 6318
Branch EAbA! IT oo sasere oo 5,720— 6,500
Branch/Eibn, IIT oo ceemreeeeenerns | 5,720— 6,708
1D TEe R S 1Y U S 5,720— 6,500
DEPE: Head TI ovovomvmsrevcsoeoesons s osssssssrioon 5928— 6968
L Dept, Head TIL oo erosseeons. 6,188— 7288
ANNCoOrdinator ... . 7202— 8242
\ " ANHD. ASSISEANE wereoeoeeoee oo sssoeees 7,202— 8,242
Chief LBrarian oo eoeossecosescsssssesasmssess 14,000

* Effective 4/1/56. o
** Inexperienced prof. with 4 years of college including library
school start at the figure in parenthesis.

Salaries—Non-Professional 1/1/%6
PAEE  vorroeeemescsreoes e $ 2,340—$ 280
ABENAARE  oeeoeeieeee e eee s oo seeeesseeres 2,574— 338
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Junior Clerk, Aid, Steno. ...c.omimicoonns 2,691 3,536%
Junior Accotnt ClerK wvrvrererinssncescrssnecrsnnon . 3614 4004%
Semfor Clerk, Atd, Steno. .eweovcvrscrsssriens 3,770— 4,264
Senior Account Clerk vvvvvcrmniricsracerssrins 4,186— 4,654
Principal Clerk .ovvemveorminrererosmversmmersscccsenns 4,950— 4,940

v 2,340— 2,860

Bindery Helper vovrciiicrecinrrsnienieiieeess 2
Bindery Worker (General) .mnsrnianenn. 2,691 3,536%
Book Forwarder & Finisher ..o 9,096— 5,356 . 2
Bindery Superintendent ....ocoovesimscrinns 0,188— 7,228,
Coordinator of Bldgs. & Grounds ... 7,202— 8f2<42‘~,\
*Effective 4/1/56. K
Note: All salaries increased 5% effective 7/1/57, (™

R

Nashville Public Library <
O 8/1/55

Personmel Practices \

L Vacation: start at 2 weeks, go to™\3"weeks after 3 years
of service; professionals go om\te 4 weeks after 7 years
of service, and then to 1 meﬁih; Department Heads start
at J weeks; authorized by Librarian. _

2. Sick Leave: 2 wecks ; pp to 160 hours (4 weeks) may be
accumulated ; authopiged by Librarian. )

3. Hours of Work \*{g hours per week for most, decreasing
to 33%; hours Yor ‘branch librarians; 5 days per week for
most, 6 days ot some; 1 evening weekly for two reference
librarians,\:ndne for the rest since use part-time staff;
authorized’ by Librarian. :

5. P &i@'}lﬁlidays: Christmas Day, day before Christmas, New

Yfféf s Day, Memorial Day, Labor Day, Indepen den(ie

o (Bay, Thanksgiving, and after 5:00 pm. ot New ')l(ear's

\ ) E"_e-; when one of the holidays falls on 2 day which is

a regular day off, equivalent time may be taken off af &
_ later date; authorized by Librarian.
> L?}’alty oath not required.
angt‘r})rinting not required. )
Iysical examination not required. '
8. Pre-Professional Grade: hav(i such employees but 1o ;irf:
fined class of positions; now have persof attending mern-

ing class at no cut in salary.
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9. No set probationary period.
10. Overtime: Department Head may approve overtime work
when needed; compensated by straight time.

Salary Schedule 8/1/53
Director i 9,240
Department Heads ...cooiiinneccveinieciinieee. 3,600— 4,320
Professional Assistants ...ccvveeicenvcimnine. 3,000—  3,540<
Branch Librarians ... 2,400— '2,8
Sub-Professional ASSistants .eieeismese, 2,220—,\2\,7
SECTEAIY renreesiinscnvmssssinssisnisssnsnesscnssrnne 2,700 3,600
Bookmobile DIivers .....cciceisseisn. 2,2?0‘— 2,700
Clerk-TyPists vovvvrrerruarmmmmersesmsssmmsmmssecsserenssnnes A B00— 2,220
JANIROTS  corvcceneveesrirernn e s snrsesseecenen bty 1,020— - 2,280

K7
Newark Public Dibtary
Personnel Practices \ 8/1/55

1. Vacation: professional libtarians and library clerks—2 days
for each full month.for the first fraction a year, a_nd
thereafter 1/12 of{'year for each full year; others in-
cluding building ;operation and maintenance staffs—1 day
for each fullanonth for the first fraction of a year, 12
days for egck full year from 1 to 5 years of service, 16
days for ‘each full year from 6 to 10 years of service, land
20 daysfor each full year after 10 years of service;
aftéty 40 years of service, 1 month with pay in addlt_mn
A0\ "egular vacation; State Law fixes minimum require-

.jf’ments, which are supplemented by Library Board Reso
~\. lutions; N.J.R.S. 40:54-12 gives the Library Board ad-

./ ministrative authority. .

2, Sick Leave: 15 days per year; unlimited accumjllatmn
during tenure but it is not available on resignation o
retirement ; authorized by State Law.

3. Hours of work: 39 hrs. per week—-professional .an-d
clerical, 40 hrs.—maintenance, 35 hrs—painter and cabl-
netmaker, 3614 hrs—binder; 5% days per week—pro”
fessional, clerical and maintenance staffs, 5 days—Pr¢
vailing rate personnel; we are working toward a “5-day
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week”; usually not more than 2 evenings weekly; State
-Law sets varied maximums; Trustees approve weekly
tour of duty on recommendation of Director,

4. Paid Holidays: New Year’s Day, Lincoln’s DBirthday,
Washington’s Birthday, Good Friday, Memorial Day, In-
dependence Day, Labor Day, Columbus Day, Election Day, .
Veterans Day, Thanksgiving, Christmas, and the Saturday, o\
morning hefore Tabor Day; when one of the holidays
falls on a day which is regular day off for a staff mg’ri‘l-.\
ber, e may not take equivalent time off at a later date;
authorized by State Law, supplemented by action of Library
Board of Trustees. i \\

5 Loyalty oath is requircd by State Law. o

6. Fingerprinting is not required. O

7. Physical examination is not requireQ;}x'cept for main-
tenance and prevailing rate employées.

8. Pre-Professional Grade: have Libriry Trainee classifica-
tion; minimum work week i5~’28 ticars and is provided
when at least 2 courses are taken; when less than 2
tourses are faken, an adj‘t:léfment of working hours is ar-
ranged by the super(i;;or in consultation with the Per-
soniel Officer; 3 sppmal, full-time work schedule is re-
quired during those periods when the Trainee is not en-
gaged in claSS';a.fork, e.g., Christmas and Easter holidays,
and summem flonths unless attending summer school; the
Traineenap'\gbintment is limited to 3 years; salary is $2.950
—$3,070>$3,190. - |

9. f}'@ﬁa ionary Period: 3 months under Civil Service Law
o5 permanent employees. .

L@‘; é"ertime: Departﬁleﬁt Head and Director, or Assistant
Director may approve overtime to take care of emergency
repairs, or to cover short-handedness from zzbsence due
to illness; compensated by time and a half in cash,' or
time off for full-time staff; straight time for parttime

staff gn hourly pay.
Classification e
Direcior, -
Assistant Director,



260 Personnel Practices

Chief Librarian (2 departmental titles).

Supervising Librarian (4 departmental titles)

Principal Librarian; Medical Librarian (12 departmental or
, subject titles).

Senior Librarian (8 titles).

Junior Librarian; Library Interne.

Librarian Traince.

Salaries—DProfessional 1/1/58
DIFector .o s 1 5,500 \WA
Assistant Dlrcctor st 7,800+ 910,730
Chief LiBrarian .ecciccivnvisveeeisrvssesssseens 64IU— 7,610
Supervising Librarian ........... e O 5750— 6,890
Principal Librarian; Medical Llhr'man AN 5210— 6,170
Sentor Librarian ... ) 4,490— 5570
Junior Librarian; lerary Interne 4 4,130— 43850
Librarian Traimnee .oweoocmioersdtvdorserionnnn 3,390— 3,590

Salaries—Non-Professional oW 1/1/85
Supervising Library Assist’é’n‘tﬂ reeeesssesseneseennnn $4,310—8 5,270
Senior Library Ass:stant N eemeeerreenimeeeimeseeere 3,710— 4,550
Junior Library Assmﬁmt riereresenrirenesensnrrennnanes | 2,030— 4,190
Junior Library ceeveremsenresiioenns. 1.02—1.56h1.
Principal CIerk«—G—gteno orreeereennenrans | 4,850— 6,170
Senior Clerk\—Bookkeeper—Steno coreeeeeens 4010— 5,030
Clerk—B 0kkeeper—Steno reeevessmmmmsssseseers | 3,200— 4,250
CIerK-TYPISE weoerererivemeerviesseesnere s serenens 250907 3,630
JonlOR(LADTArY) crovessmvssssssssnssssnminrerone 3,530 4490
B@okbmder (L1brary) censrestemsereroett oo rnsrannseese 357 30.12%
:Bmdery Woman e, ceeveersrnssereenenns | 3,27 2.68%

\ ) Public Relations Representatwe 4,670— 5930

* “Prevailing rates” positions (1958 rates not yet adopted).

_ New Otleans Public Library
Personnel Practices 8/1/55

1. Vacation: all part and full-time staff, except transient (90
days) appointees, are allowed 114 days per month, which



7.
:.:pennanent placement.
» Pre-Professional Grade: Library Assistan

™

10,
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are not to be taken until after 6 months of employment;
figured on a pro-rata basis for part-time staff; 1 bonus day
for each full year’s employment as of January up to 21
days; administrative officers (department heads and over)
2 days per month and bonus days up to 27 days; author-
ized by Library Board and City Civil Service.

Sick Leave: 2 days per month; extent of accumalation i§
unlimited ; authorized by City Civil Service Departments

. Hours of Weork: 40 hours; closed departments au\ﬂ"ﬁﬁiﬂ

Library open departments—S days per week, Bisanches—-
5Y2 days; Main Library—~1 or 2 evenings weekly, branches
usually Monday through Friday evenin&s{iibrarian and
Departinent Heads confirm schedules, X))

- Paid Holidays: New Year's Day, La@cﬁ' Day, Mardi Gras,

All Saint’s Day (NOVCI‘I‘J])EI‘ I);(;QOd Frfday, Easter Sun-
day, Thanksgiving, Christmag’\Jludependence Day, 5 day
Cheistmas Eve, and % day, New Year's Eve; place sched-
ules on a weekly basis, so.ih a week with one holiday the
schedule eails for 32.[1’5}11;'5. two holidays 24 hours, etc.;

avthorized by Librar}’Board.

- Loyalty oath iscvequired by Act of the State Legistature,

-as interpreteﬂ\‘bj? the City Attorney’s Office and the City
Civil Serviee Department, '

- Fingerpwiating 35 required for permanent employees by

City /@ivil Service Department. _
Alphysical examination is required of all employees for

t is used through-

ot system as high-grade clerical or low-grade PfOfessmnalr;

the Library Assistant is a college graduate who ma}(; Gt
; ! . a

may not enroll in Library School on his own time 2n

his own expense. .
passing

. Probationary Period: 6 months, after faking and

City Civil Service examination. porized

. . . » author
Overtime work is permitted when pecessary: & od with
by Departient 1lead and hased on policy deferin@

Head Librarian; L‘om_peusaiéd by straight tune.
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Classification _ I § 27 v

Custodial Worker 1 (12),

Equipment Operator 1 (2).

Building Maintenance Supervisor 1 (1).

Bookbinder I (2).

Bookbinder 11 (1).

Clerk T (6). Q

Clerk 1I (1), ' _ A

Duplicating inachine. operator 1T (1). 2™

‘Stenographer Clerk IIT (1). « M

Typist Clerk 1 (4),

Typist Clerk IT {1). R&S

Clerk 1V (1). U

Library pages {33 part-time} High sch(QL graduates. i

Library assistants (21) College Graduafés used at Circulation,
Registration, Catalog, Archives{ Branches,

Librarian I (12) College plus llbrafy school degrees, used at
Information Desk, Muqm, first assistant in Catalog and
Archives, and Bookmabile Tibrarians.

Libratian 11 {11) Branchilbrarians.

© Librartan 1 (6) Department Heads.
" Librarian IV (l) Asﬁmtant Librarian.

RY afame.s‘-—vProfesszmt { 1457 r

Library As:ii@tant e sereserereese e sresseesenon$ 30608 39004
.leranal\l eretrerrruesesse s ssmarratassavessasrensenenss | 3y 0F0— 4,512 |
EABEAFAR LT oroooer oo sresssesennesirsrrsesnns 3000 4980

LBRSIAN TIT oo s 4512— 5772
BADIarian IV oovvvoeecveeveseieseossssseresmsssseseseseenr 6,060— 7728
CHead Librarian overeosossccensssonsessesrrnrsrn$ 105

\ 3alaﬂesuNon-meemwﬂai YT
Custodial Worker I . s 1,800—8 240
Equipment Operator i ...................................... 2,520— 3216 :
Bujlding Maintenance Supervisor 11 .oceocees 3,900— 4980
BookDINAer T voviiicicieientcisirar e ssesoessssarene 2,520~ 3,216
BOOKDINACE TT v es e esrers oo 3216 40%
Clerk I oot et s e eesssseneren 2,280— 2916 j
Clerk I1 oo s 2,00 3812

Duplicating niachine operator II cerersevesmieryenny | 200~ 3,060
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34370— 4,296
2280— 2916
2640~ 3,372

Stenographer Clerk TIT wvevoviccmmsiintiosion,
Typist Clerk T it

Typist Clerk II
Clerk TV o cearerenmssnsnsemsensserseensesmeneens . 4092 5,232
Library Page .o icrcrecicseninnns. 87 per hour
New York Public Library N
¢\

Personnel Practices B{1{S5

1. Vacation: Group 1 (Advanced Clerical, Libraridn™Grade
1-4 and all other professionals. Supt. of Binding,)Supt. of
Buildings, Accounting Clerk 11, Secretary'"]'}, etc, y—26
days per year, 2 days for each month o{paid service and
I extra day for mouths of May and Nevember; in using
vacation allowanee, a calendar weeh uses 6 days ailow-
afice; after 25 years of paid sefylee and every 5th year
of paid service thereafter, a.%taff member js granted an
extra allowance; if the pessgh has always been 2 fuli-time
staff member, he receiveés*double the ordinary allowance;
contrary to the treatijent above, the number of additional
days is prorated.ljh} the salary is not for the additional
vacation period§ anthorized by Board of Trustees; for
other categoriey contact New York Public Library.

2. Sick Leawd€.80 hours per year, or 6 hours and 40 minutes
for eacliironthk of paid service; prorated for part-time staff
members; a full-time staff member cannot accumulate
mbre’ than 520 hours (13, 40-hour weeks); anthorized by

.,\'thard of Trustees.
”'\:&’Hours of Work: 40 hours per week; 5
" week: usually 2 evenings weekly; authori
of Trustees. , ,
4. Paid Holidays: New Year's Day, Lincol’s Bmlga)’
Washington’s Birthday, Memorial Day, Independence, Da}’.
Labor Day, Columbus Day, Election Day, Veterans, hoz\?":

Thanksgiving, and Christmas; on ail days each yeat, 2%
ever, the Information Division, Central Circulation Brand

and Photographic Services at the Central Bt‘gdin%v;:;:mi:
open; when one of the holidays falls on 3 Ga¥

days in normal
zed by Board
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a regular day off, equivalent time may be taken off at a
later date; if the heliday falls on Sunday, it is considered
separately in the ycar of occurrence; authorized by Board
of Trustees. -

. Loyalty oath is not required.

. Fingerprinting is not required.

. Physical examination is required only for cafeteria staff
and those assigned to heavy work, maintenance work, etes
8. Pre-Professional Grade: require undergraduate degreg(and

serious interest in attending library school; a staff meinber
not commencing classes within 2 years, or not .(;glﬁpleting
his course in 2 years of matriculation may be\terminated
or demoted; work schedules are adjustedf\ti) course fTe-
quirements; no payment is made for tinde’spent at school;
salary—$2,765 on application to school and for all nosn-
matriculated students, $2,965 ugof’ commencement of
classes as matricutated studenth$3;190 on completion of 8
points andif matriculated.

9. Probationary Period: aftet™8 years of paid service, based
on annual renewable app@iﬁtnmnt, a staff member is eligible

. for a regular appointment.

10. Overtime: Divisign“Head may approve overtime to meet
work loads; c{éxp’ensated by equivalent time off; however
in several di&ions overtime work is regularly scheduled
by Chief,'oPDepartment {to whom Division Heads report}
and ;‘s\ tompensated by time and z half pay.

Cluassi ﬁc\di}ﬁﬁ—-}’ﬂmte Funds 771154

F O n

Lil:frarian I-5th year degree from approved library school
M;’\,” required. ]
) Librarian II—minimum 3 years of experience or equivalent
required,
Librarian IIT—includes first assistants of most divisions and
advanced reference or catalog specialists.
Librarian IV—includes first assistants of largest- divisions and
some divisicn heads,
Librarian V—division heads,
Librarian VI—heads of largest divisions.
As it is difficult to outline qualifications for the advanced
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classifications, we jnvite inquiries regarding questions you

-may have,
Classification—Public Funds 771754

Librarian Grade I—8 points completed in library school; de-
gree to be earned within 2 years.

Librarian Grade 2—5th year degree from approved library '
schaol,

Librarian Grade 3—Minimum professional experience’,lii
months; Branch Librarians where circulation is .u{lﬁér
75,000; First Assistants in larger Branches; in chatge of
children’s or young people’s rooms circulation gf, which is
over 30,000, PR 4

Librarian Grade 4—Branch Librarians wheréa éirculation is
75,000-300,000; First Assistants where, Sifculation is over
300,000, R 7, \

771755

Salaries—Professional—Private Funds™\"
Librarian T wcovsecresscssae, - $ 4,000--$ 5,080
Libratian I e N S 4,550— 5990
Librarian TIT ... N, 5450— 6,890
Librarian 1V ... O 6,400 8,200
Librasian V..o 7450 9,250
Librarian VI ... 680 8,600 10,700
.S‘at’a-ries——-PrOfes-'{i@?i;lz Public Funds 71755
Librarian THICE C wovveeeonerresrersssosreamsssonns $ 3,550%
Librarian,u}{ et e e 4000 — 5,080
Senior ~Libirarian 4930 — 5.333
SUPERVISITE TABEAFIAN <vrvvrssssreerrrscsrecsmsssrsss 5450 — 3,200
 DERSPAL LiDrAcian ... mvsoremmrss 6400 — 2000
\"erdinating' Librarian - 7100~ 10’300
Asst. Chief Libratian wommmmmssseesmmmmmens 8200 — 10,
* Completion of & points in 5th yr. L.S.
_ 5
Salaries— Nog- Professional—Private Funds 7";1 ;’g .
LCA T (Page) (hourly rates) (143) eewren 17;{;_.«.4 3,650
Clerk TYPISE wrrreririvnarivessisssssrresns ?003___ 3:
Clerk Stenographer .o 3:500_- 4,580

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

Secretary T
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Secretary II .iisenrineeennecsscensensnnne 4,000— 5,080
Accounting Clerk T vecevvreceisvsscevesnsoss i s 3,250— 43%
Accounting Clerk IT ..vcceeecvornemnneeiersrrvcennn, 3,750— 4330
Telephone Operator ...cceeorevvvemsvvserccerseoserseens 2,750— 3,650
- Photostat Operator ...voooeneermmnesressesssessrssons 3,500— 4,580
Bookbinder 1 .comniinns : . 4,550— 5990
Bookbinder II ..cccimsmmceomeresmmsssnnmsinsns 5,150— 6,590\
Custodial Worker ..o, 2,750— 3650
Building Attendant ....cowcmmmmmmmercsmnssnnes 2,750= 3,650
* Iiffective 6/1/57. ' Py

_-Salari-e&—f\fon-f_’_rofessianal-—f’ubh‘c Funds 7/ IZSE; *(Partial)

Jr. Cletk (Page) (hourly rates) ....n@ns 95¢k
B 6 OSSOV o $ 2,750—$ 3,650
Typist  wveeesiene o A 2,750— 3650
 SLENOZIAPHET  roeeccesnsneesrseenseeesoeescsrotiie Toveresesos 3,000 3,900
Senior Clerk ....ovevsercsrsersaracnne P\ A 3,500— 4,580
Jr. Bldg. Custodian ............qdeee. 3,250— 4,330
Asst. Library Maintainer ..’ 3,500— 4,580
Library Maintainer ... ~ oo 4,550— 5,990
Supt. of Buildings e, M 6,400— 8200
Supt. of Binding ., N crrreensmmsssmnsneeenaneerens 5,450— 6,890

* Hffective 6/1/57\.)
&

N\

’\; \Free Public Library of Philadelphia
Persongel“Practices 8/1/55

I Wacation: 10 working days; 5 additional days aiter 10

' ,\fj" years service; authorized by Civil Service Commission ?nd

~\J  Administrative Board (composed of Mayor, Managing
N/ Director and Director of Finance).

2. Sick Leave: I 2/3 working days for each calendar monﬁf
of service; up to 180 working days may be accumu}f»‘fed'
authorized by Civil Service Commission and Admniistrd”
tive Board. 2

3. Hours of Work: 371 hours, 5 days p:r week; 1 or )
evenings weekly in Central Library, and 2 or 3 in branches;

authorized py Civil Service Commission and Administra-
tive Board.
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4. Paid Holidays: New Year’s Day, Washington’s Birthday,
Good Friday, Memorial Day, Independence Day, Labor
Day, Thanksgiving, and Christmas; on Linceln’s Birthday,
Flag Day, Columbus Day, November Election Day and
Veterans’ Day the library is open but the staff may take
either those days or compensating days at other times as
paid holidays; when one of the holidays falls on a day<{
which is a regular day off, equivalent time may be take{n

. o N
off at a later date; antharized by Civil Service Commission
and Administrative Board. A

. Loyalty oath required by State Law and City~,¢hé‘rter.

. Fingerprinting required by City Charter. 'm;\\

. Physical examination required of all ethployees.

. Pre-Professional Grade: claSSiﬁed’as\\i‘ibrary Trainee;
minimum requirement is college degree; no time limit on
appointments: work schedufest™a¥e adjusted fo lbrary
school course requirements ; 4% -hours a week of paid time

are allowed for school; “sgig‘r'y range--$3,270-—§4,108.

9. Six months probationaryiperiod.

10. Overtime : Sunday Pening is regularly taken care o{ by
overtime, other\yi%\only as urgently required; authorized
by Director ; cénpensation varies with rate of pay: up to
$5,000—14¢ tegular rate on 6th day, 2 regular rate on 7th
day; $5,001-85,160—11, regular tate; $5,161-$5400—
regulap,tate ; $5,401-§5,652—% regular rate; $5,653-$5.999

~—¥"Yeégular rate; between $5,000-$6,000 overtime may

,é\\émpensated for by compensatory time on an hour
be compensated

Mor hour basis; over $6,000 overtime may basis
N\® i ur Dasis.
{ for only by compensatory time on an hour for hour

' 1/1/57

=Rt N ST

) ;
lassification

Library Trainee—College degree and matric. in library school

or college degree with library science major.
experience.

Librarian 1 (107)—5th year degree—no i
Librarian II (79)_____2 years experie'nce-—-Semor dASSl::::;:;
subject specialties, branch librarians, small depa

heads. o s super-
Librarian III (19)—4 yrs. experience, ncl. 2 year
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visory; department heads, branch librarians, assistant
coordinators, Adult & Children,

Librarian IV (4)—6 yrs. experience, incl. 3 yrs. administra-
tive. Adolt, Young Adult and Children’s Coordinators.
Persontel,

Librarian V (3)—7 yrs. experience including 4 yrs. admin-
istrative. Chiefs: Iixtension, Central & Processing,

Rare Book Librarian I (1)~4 vyrs. experience in field efiare

hooks, N\
Rare Book Librarian IT (1)—7 yrs, experience i ﬁeld of rare
books, e
.“}\
Salaries—Professional O 1/1/57
Librarian (o w$ 4,204—$ 4,820
Librarian 4,604— 5,527
Librarian \ 5,527— 6941
Librarian IV e, I . A 6,632— 8330
Librarian V ocieereeeen®s TN N SO 7.605— 9,551
Library Exhibit Manager cevverssssmrasssiiorecssmnenses | 5,820— 6,034
MUSIC CULROT oo siongivsiereresraeremreressosrrnseersrsrenerse 7/005— %126

Rare Book Librfafian I 5,527 6941
Rare Book Libarian 1T cceccosmssnrcsrnnnes 7,009— 9_,126
Deputy Der{:tor eereeeseeersesssessesseeseemsersemmeereensees 9,551 11,996

Dlrector'\h rerritreeeriseensarineseesssenasssissrerenass 17,000
2\&
.S‘a!agr'é}—N on-Professional : 1/1/57
m:"f.iI;rary Assistant T ovoeviciiiiore e $ 2431 3,055

€U Library ASSiStant IT woeerooesmmeosssrsnnn 3055— 3838
Library Assistant TIL cooorooooomssossssosrssisee 4,017 5045
Library Page I wouoicemrsnersssseiessssensenen 2924 2919
Library Page IT woeoooososssssrossreesseernne 2,919 3,068
Library Page SUPEIVISOT ovevoeeeerseeeeeessreiins 3,008 4,820

 BiIndery HelPer oo eeeesssreosseesssrennemnens | 2,220 2,78
Bindery WOorker T ceeoveeevceenssserrsssesnseneen 2,003 3,347
Bindery Worker 11 ........... T 3055 388
Bookbinider I1 .oovmvooooooooooossooossosnn, 4017 4506
Bindery FOreman .eoreeosonerssssesrisenns 5,820 5,527
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Carnegie Library of Pittsburgh
Fevsonmel Practices _ 8/1/55

1. Vacation: clerical—12 working days earned at rate of 1
day for each month, I8 working days after 3 years ser-
vice ; professional-—26 working days at rate of 2 days per
month; part-time~—regular, ie 15, %, %, etc., same as
full-time staff but paid at wsual salary; honrly staff—
none; Director may allow 26 working days for clericaly
staff after 10 years employment; authorized by Director

U

and Board of Trustees. N

2. Sick Leave: 12 working days per year ;_prt{’i&e cumtt-
lative credit for unused sick leave; up to 12¥alehdar weeks
may be allowed in case of prolonged illness; authorized
by Director and Board ot Trustees. ,7/»"

3. Hours of Work: 38 hours, 5 dayg pe:\r week; 2 or 3 eve-
nings weekly; authorized by  Difector and Board of

. Trustees. v.;.’j'"

4. Paid Holidays: New Yearls® Day,, Memarial Day,, Inde-
pendence Day, Thanksgiving Day, and Christmas Day;
Labor Day for all ekvept Reference services at Central;
Armistice Day and ‘Washington’s Birthday—skeleton sta_ff_;
time returned f,or%mse who work; when one of th:e holi-
days falls pgsgnday which is a regular day off, equ{valent
time may Bafaken at a later date; authorized by Director
and Boatdh of Trustees.

3. LO):Q@" oath not required.

6. F?ﬁgerprinting not required. .

'Z\ bhysical examination is required only f

N/ as truck driver and bookmobile driver.

8. Pre-Professional Grade: 3 year plan—emp
full schedule and takes % of course each year; $2’102
first year, $2,300 second vear, and $2,500 third year; wor
schedules are adjusted to library school course requires
ments; no time for classes allowed. "

9. Probationary Period: 3 months with exten?ion to 6 months
for clerical; usuvally one year for pmfessmnz}ls. L

10, Dept, Head of Branch Librarian may authorize overtime;

or such pasitions

loyee works
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compensated by straight time in either cash or time off,
whichever emplovee wishes.

Classification—Professional . 1/1/57

Grade 5 (33)—College and library school graduates. Requires
5 years of education beyond high school.

Grade 6 (26)—Branch children’s librarian and senior Librarias

Grade 6A (26)—Branch librarian, Division head, departmertal
first assistant, reader’s consultant. (NN

Grade 7 (8)—Department Head, Director of county, “services,
Chief Librarian North Side Branch, Personnel’ Director.

Unclassified (10)—Assistant Director, Oﬂ'lce \@anager Atist,
Ifrvestigator, Chauffeurs.

Classification—Non-Professional " x’,.\\: 1/1/57

Grade 1B (17)—Page. O

Grade 1 (88)—Clerical Asglstant Grade

Grade 2 (37)—Clerical Assmtant Grade 2.

Grade 3 (25)—Clerical A%slstant Grade 3.

Grade 4 (11)—Apprgn’tlce class graduates with minimum of
12 years expengnce

balanes—Profess}q}ml 1/1/5
Libratian GEade 5 eoccersseecosssomeerimersseenene$ 4,000—5 4,569
LibrarigfNGrade 6 wooeeovvoeemssesserseesremsrnsne | 4,408— 5,136
Libratidnt Grade 64 —mvomsomsmerscomenrmimrnsnes H708== 550
LIBAIFan Grade 7 oeoomenvsomrecesmrsis 6,378— 7800
ASSIStant DIreCtor .uum..ooeimmucimismssssssssmssssessers 9,450

FNTDHLECLOI™ ot rirsieesscsssses rasnsertarenssesesbissnsns 16,000

)" * Includes $2,000 as Dean of Carnegie Library School and
$2,000 as Head of County Services.

Salaries—Non-Professional L
PaEs oo rrvsecrsssscsss e s essassaasas i ben $ 1,920 7
Clerical Assistants Grade 1 . vvenserenans 2,10 2@29
Clerical Assistants Grade 2 .ecocviicorvvsresens 2,337— 2 79
Clerical Assistants Grade 3 .o 2882 2’215

Clerical Assistants Grade 4 ..ooivoicssars 3,412 1
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Portland (Ore.) Library Association - 8/1/55

1. Vacation: professional—4 weeks; others—2 weeks; part-
time—prorated for those working more than 20 hours a
week; non-professionals have an additional week after
10 years of service and 2 weeks after 15 years of service;
authorized by Board of Directors.

2. Sick Leave: 12 days a year; up to 90 days may be ac-
cumulated ; authorized by Beard of Directors. O\

3. Hours of Work: 3714 hours per week, except 40-44 hoifxs ™
for maintenance ‘staff; 5 days per week, except 5% days
for maintenance staff; 2 evenings weekly; authérii‘ed by
Board of Directors. y S

4. Paid Holidays: New Year’s Day, Memqsial Day, Inde-
pendence Day, Labor Day, Thanksgiving,yand Christmas;
when one of the holidays falls on a dd¥)which is a regular
day off, eguivalent time may ba‘f&‘ken at a later date;
authorized by Board of Directors.

- Loyalty oath not required. Ny

. Fingerprinting not requireds”

- A physical examination™is required for maintenance only.

. Have pre-professio al grade: A.B. degree ffquif‘fd; 3
year appointment§ Work schedules are adjusted to library

school course, réqitirements: no payment is made for time
spent at schdal; salary : $3,000 to $3,240.

9. Probatioafy Period: 2 years for professional; 1 year for

others /%™

10. De}){“’;\'f-?ead may authorize overtime work when neces-
’sgi}; compensated by time off.

GO =1 N oLn

§9\1c§?;¢:és-——Professioﬂal 711/57
Cadet Librarian (AB degree) i $ 3,600—$ 4,000
Specialist (AB degree plus higher training in
PN T TS R — . 3600 4,500
Librarian (AB and MA degrees, no experr 4,500
ENCE TEQUETEd) wersrromsemmsersssssserssssstarressses - 4,000— 4
Sem(:; CI(_:}brarian (3 yeats or l‘IllJI't’i(’f"axperl 4320— 5232
Asst. Head of Dept. (Literature & History, 5628

Social Science, Popular Library, Catalog) 4
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Head of Division (Work with Blind, Schools,

Group  Services, Periodicals, Central

Children’s Room) . 4,680— 5628
Branch Librarian (Major Branches) .............. 4,680— 5,628
Head of Dept. (Order, Art, Music, Lending,

Popular Library) . vrrvennins 0,040— 6,060
Head of Dept. (Catalog, Somal Science, . \

Literature & History) . 5,424— 6,600
Assistant Librarian (Work w1th Chl!dren, O

Personnel & Training, Branches & Book- \

mobiles) 5844—- 7,200

Salaries—Non-Professional \ \ 7/1/57
Clerical Aide, Page .vrvrorcvrnesinens ] w$ 22,0405 2,568
Clerk 2,448 3072
Senior Clerk . B 2,808— 3.528
Clerk- Superwsor Order C]erk, “Payrgll Clerk,

Duplicating Devices Of[:ﬁrator Clerk-Li-

Braran .o @b 3,216— 4,032
Accountant, Secretary~ eeeeenssssseereesseensserneennens | 4,320— 5,232
Superintendent ofi»Bmldmgs veeermersmorsssessnrisernes | 4,680— 5,628
Custodian II— . . . 1.56 per hour
Bookbinder & 2955
Bindery Féreman . 3089 7 "

¢

,(\\“ Queens Borough Public Library
?Qﬁénnei Practices - 8/1/55

1. Vacation: full-time employees—22 working days based on

a 5 day week, after 1 calendar year's service; past-time
employees (20 hr,}—2 weeks; 12-hr. employees—1 week
employees who complete 25 years of service and on each
" 5th anniversary thercafter are entitled to a leave of absence
with pay amounting to 1 month (22 working days); 4t

thorized by Board of Trustees.

2. Sick Leave: 1 month (176 hrs.) in a calendar year; uf”
used sick leave amounting to not more than 2 weeks ea
year may be accumulated to create a reserve of 3 months
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for extended illness in addition to regular sick feave of 1
month; the 5 months additional sick leave will be at half
. pay; authorized by Board of Trustees.

3. Hours of Work: 40 hours, 5 days per week; usually 2
nights weekly; authorized by Board of Trustees.

4. Paid Holidays: New Year’'s Day, Lincoln’s Birthday,
Washington’s Birthday, Good Friday, Memorial Day, In-
dependence Day, Labor Day, Columbus Day, Election Day,
Veterans’ Day, Thauksgiving, and Christmas; when one 6
the above holidays falls on a day which is a regulagday” -
off for a staff member, equivalent time may be taken off -
at a later date; authorized by Board of Triistees and
agreements with the Carnegie Foundation agd\the City of
New York. v

5. Loyalty cath net required. K1)\

6, Fingerprinting not required. o

7. Physical examination is required (9f"all employees, except
part-time and summer substitutes, _

8. Pre-Professional Grade: haye\inaugurated a Trainee Pro-
gram for librarians; worktschedules are _adjusted to Iibf.ary
school course rc_quirem'mt_s’; 0o payment is made for time
spent at school; pay\ rate—$2,765 for college graduate,
$2965 for matficulation in library schodl, $3,190 upon
completion of "8 credits in lbrary school; the candidate
must registdan library school within 2 years after ap-
pointment\:a,rid complete his library training within 2 years
after, efitéring library school. .

9. Prgb&ﬁénary Period: 1 year for all regular appointed
employees. .

104 pégar}t’ment Head may approve-overtimt? WOl'_k to meet

\V emergency situations; compensated by straight time off.

Salaries—Professional 3/20/%
Library ASSISEADE veveosreocesmsseenins e $ 53,2508 ?3833
. Librarian (Ist prof. grade) . 4JWW 5’08,0
Librarian (Ist prof. grade) .o 2’550_ 5'990
SEMOT LiBIArian ....mmmmmsissssmesreers 5,450— 6,890
Supervising LABEATIAR ccerersrererimmsnernansnsmsassnsssess 6’400“' 8:200

Principal Librarian ...
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v 5A450— 6890
Chief Librarian .o, 13,100
Salaries—Non Professional ' 3/20/56
Pages oo 450§ 9900
Clerk it sennee 2,7 50— 3e50
Senior Clerk . s 3,500— 4,580,
Admnustratlon STOTUTUTVUU 1. 1. | SN 7,59[]
Buildings & Mamtcnance 2,500“.'6,8'90'
BIinders s 50005 5,330

N :
<

Racine Public Library _ £ &

Personnel Practices \ . 10/9/55

R

o

1.

Vaeation: professionals—4 wee%é'.\ ‘non-professional—2
weeks, after 10 years of servig>3 wecks; part-time and
temporary appomtments—no vaeation ; authorized by Board
of Trustees. N

. Sick leave: 12 work clays per year; up to 20 work weeks

may be accumulated; uthorized by Board of Trustees.

. Hours of Work:{40" hours, 5 days per week; not more

than 2 evenin ‘w’eekly, authorized by Board of Trustees.

. Paid Holidays" New Year's Day, Washington’s Birthday,

MemorialyPay, Independence Day, Labor Day, Thanks-
gwlng\‘Chnstmas Eve-—afterncon, and Christmas; when
one.of'the holidays falls on a day which is a regular day _
0§§~equwalent time may be taken at a later date; 2t

«\thorized by Board of Trustees.

xooo_wd'(d

10,

3 Loyalty cath not required.
. Fingerprinting not reqmred

A physical examination is required of all employees.

. No pre-professional grade. WEl
. Probationary Period: professionals—1 year; otbers o

months,

Overtime work is permitted only to cover Sunday ope
ing (2:00-5:00 pm., Nov.-Apr.) and unusual circut”
stances; authorized by City Librarian; Sunday work com”

pensated by time and a third, other situations by eqmva-.
lent time off. '
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C lassification '

Librarian I (16) College and Library School Deg.r.e_e.,.

perience required. $100 annual increment.

275

3/7/52

no ex-

Department Head (3) Branch Supervisor ;” Supervisor, Chil-’
dren’s Work; Head, Catalog and Order Department. ..

Assistant City Librarian and Head, Adult Department

- City Librariamn.

Salaries—Professional

O

Librarians (3 years of college) i $ 3,000—;$.),900
Librarians (Bachelor’s degiee) oo 3,800~ 5,700 -
Librarians (5th year ‘of training)...... O »@9’50-— 5,850
Librarians (M.A. degree) oimmismendghd %,100— 6,150
Department Heads .ot i 4 600— . 6,300
Salaries—Non-Professional { x\ v : 1957
CIEtk T oot Sitnrsrernen . 2A84—$ 2844
Clerk TL s, 2724 3084
Clerk TIL ooommoesroeessirnis 2964 3,524
Senior Library Assts. . ' T :
Without college degree .o e 3324— 3,084
With college, degree o 3,624— 3984
BUSINESS MANGGEr™ wosiuesusmrscssmmenssmmmssrstimisssssis, 3,684— 4284

(®)
3 - .
I er.sqn% Practices

mi;\'l-' Vacation: professional 23 workin,

4

PN

G Rachester Public Library

ing days, 23 after 5 years; buildin
after 5 years. Authorized by Board of Trustees.
2. Sick Leave: 1 day a month; up to 120 days may
enmulated : authorized by Board of Trustees.
3. Hours of Work: 37% hours, 5 days per we
nings weekly; authorized by Board of Trustees.

ek; 2-

(1

1957

.11/1/55

g days; clerical 15 work-
g staff 10 working days

be ac-

3 eve-

Memtorial Day, Inde-

4, Paid Holidays: New Year’s Day, 3 de
pendence Day, Labor Day, [hanksgiving Day and Chr:l'sh
' he holidays falls on a day whi€

mas Day; when one of ¢

is a regular day off, equivalent time may

te taken at 2
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later date; authorized by Board of Trustees.

5, Loyaity oath to U. &. and N. Y. State Constitutions re-
quired.

6. Fingerprinting not required.

7. A physical examination is required for building staff and

© trock driver,

- 8. No pre-professional grade.

9. Probationary Period: 3 months for all employees. ,{)\

10. Dept. Head may approve overtime work when pe\ééssai'y :
- compensated by time off. No Sunday work.

o

Classification o 7756

) 2

Library Trainee (15) dth year degree, {c{q experience,

Junior Librarian {8) 5th year degree,\ @0 experience,

Senior Libratian I (32) 2 years \Bxperience.

Senior Librarian II {26) 4 yeags™ experience,
Branch Librarian, Dwssfon Head (all subject and de-
partmental divisions), ¢ ‘Personnel Director.

Senior Librarian III (9)NG years’ experience.
Supervisors of Abquisition, Audio-Visual, Branches, Pro-
cessing, Publi€ YRelations, Reference, Children, Young
People, Adt\m\ Education.

Senior leranan IV (2} 8 years’ experience Main Librarian,
Head g% Work with Children and Extension.

Assmtanf\Dlrector (1) 8 years’ experience.

Dll’%ﬁpr (1) 10 years’ experience.

e afaf-w.s~»—-Pro fessional s
lerary TIRIEE vrerecceeerrreesossesnesorasetstssererarsrares $ 3,300—% 3990
JUNIor LIBLALIAN seveesrreerssesersarersesonssinsssrssesssars 4,170~ 4,380
Senior Librarian I eevcvoeevecmisnisrsss 4,590— 5,070
Sentor Librarian 11 .coseesesmsersessreesesss 4,590— 5,550
Senior Librarian 1 .ovevccoseseeserssiesenssmascesss 5070~ 6,120
Senior Librariann IV s 5,550— 6,720
ASSISIANE DIECEOL vevmsreeoerossesssresssesresenes 75770 9390
DAFECHOE  wruvumvscriererssesassssmsansssssssssnsssmssennsssssesssiass 9,390~ 11,370*

* Plus $3,150 as Director of Monroe County Library.
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Salaries—Non-Professional 7/1/56
City Historian cccoimvoisnosessssnsessssssoms $ 7,770—$ 9,390
Sr. Library Display ATtist w.oememossceosmesssenens 4,170— 5,070
Research ASSIStANE woovvvceeroeercesesrsrssenssessss torens 3450~ 4,170
Senjor Library Clerk .. 2,880— 3,450
TYPISt-SECIEIATY cuovereerrcersiensirirssnssresssessrssassasanees 3,450— 4,170
SHOCK CLETK ovvieeerrvrsmrrvessssesnessassssrssus sseassesessesses 3,150— 3, 780
Sr. Account Clerk and Typ:st .......................... 3450— 4120,
Typist e asaries 2,640— (3,150
Page v frre s s s R s sepans 2520-- 3000
Book Repair Supervzsor .................................... 3,150 ° 3,780
BoOk REPAITEr vevurovreerereecerersrmersansrsessssnssassssnes 2‘5?0~ 3,000
Building Maintenance SUPErvisor . 2,380~ 5310
Building Maintenance Helper .o aand 2,760— 3,300

O
St. Louis Pubh;: Library

Classification and Salaries ' 5/1/33
G- 1 Minor Junior Clegk St mriemermmsons $ 1,740—$ 1,980
G- 2 Junior Clerk, Juttior Typzst Clerk .cume 1,860— 2,220
G- 3 IntermediatesClerk, Senior Book Re-

pairer ... N\ N 2,040— 2400
G- 4 Intermediate Typist Clerk woiiminne 2,280— 2,640
G- 5 Seniph@lerk, Senior Typist Clerk ... 2,520— 3.023
G- 6 Posl\er and Display ATtSt weommeii 2,760— 3.2
G- 7 \Juhior Librarian, Senior Order Clerk,
rincipal Typist Clerk wuwmrm — 3,120~ 3,600
GQS Intermediate Librarian, Principa
) ~\ Clerk, Junior Children’s Librarian w... 3480— 3960
NG- 9 Semor Librarian, Chief Clerk, Senior 20— 4320
Accountant ... '

G-10  Children’s Librarian, Prmt:lpal Librar-
ian, Descriptive Cataloger, Isslmor
ecTe:
pranch Libeatan, Lo e 4200— 4800
G-11 Branch Librarian, Chief, Subject Divi- 0
sion; Chief, Public Relations .o e 4,620— 53
G-12  Chief, Large Circulation of Reference
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S

Children; Supt. of Buildings ... 5,880— 7,080
G-14  Assistant Chief Librarian ... 7,860— 9540\
G-16  Chief Librarian .....eooseeseesosemnonon 11,220 14,340
T- 1 Janitress oo 1,920— {2160
T- 2 Janitor .o . 2,100~ 2460
T- 3 Braach Janitor, Jr. Telephone Operator 24005 2,760
T- 4 Watchman .eeeeecovrmreecsveennrssnisrrsssees /2% 3,180
T- 5 Senior Telephone OPerator ... )3.000— 3480
T- 6 Chanffeur, Stationary Fireman ey 3,360— 3960
T- 7 Maiatenance Man, Stationary Engineer 3,780— 4,380
T- 8 Maintenance Foreman, Head”}anitor 4,080— 4,680
T- 9 Assistant Supt. of Building8 X . 4,620— 5220
T-10 Chief Engineer .ol 5,040— 5,640
San Frafisisco Public Library
Persounel Practices, \“\ . &/1/55
1. Vacation: 2%weeks after 1 year’s service; 15 working days
after Syyears' service; authorized by City Charter.
2. Sick Aave: 10 days per year (5/6 of a day per month);
S'Ck'“\i’e'ave with pay may be used only after 1 year’s ser-
.;1"%; up to 130 working days may be accumulated; author-
.,\C ized by City Charter. ‘
\ ~3. Hours of Work: 40 hours, 5 days per week; 2 evenings

Personnel Administration

Dept.; Chief, Reader’s Advisory Ser-
VIR tortrmminntmnenrrnsvsmresatisssiessarmimssareessnsrsnesns 3,160— 6,120

G-13 Chief, Major Dept.; Anditor: Super-

visor, Reference Services; Supervisor
of Branches; Supervisor, Work with

weekly; 40 hotr week authorized By City Charter; shift
assignments by City Librarian.

. Paid Holidays: New Year’s Day, Lincoln’s Birthday.

Washington’s Birthday, Memorial Day, Independence Day,
California’s Admission Day (Sept. 9), Columbus Day,
Veterans’ Day, and Christmas, but if one of these days
falls on a Sunday, the Monday following shall be observed
as a holiday; Labor Day, Thanksgiving, days declared a3
holidays by the Governor of California, or the Presideft
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of the U. S, and any day on which there is a state-wide
election; when one of the holidays falls on a day which
is a regular day off, equivalent time may not be tzken off
at a fater date; authorized by City Charter.

5. Loyalty oath required by state law: “The Levering Act.”

6. Fingerprinting required by City Charter.

7. A physical examination is required for all employees, ex-
cept parf time, : _ A\

8. No pre-professional grade. \‘“\

9. Six months probationary period. « M

10. City Librarian may approve overtime work in emgrgencies
only; compensated by time and a half. _ \\

Llassification—Professional 7/1755
City Libratian—has charge of and is respon}i%fe for the proper
administration of the public libgaf®, ‘department; directs

and supervises all library activjtie;s:’
Chief Librarian—responsible Tar L the administration of a:JI
branch libvaries, or for gliedadministration of the mam
circulation division of the* San Francisco Public Library

department. £ -
Head Librarian——heagl(cﬂ‘ large branch librasy, perfo(hca! and
newspaper divisions, children’s division, principal assistant
to chief libratlan, and supervisor of reading room at main
library. & _ o
Reference Muibfarian—responsible for the administration of
theréTefence division of the San Francisco Public Library
Départment. _ L .
Senitr, Librarian—responsible for the adniinistration of a
~~~::.\'51'at1ch libtary not large enpugh to warrant er.npl'oyment
N\ ) of full time subordinate librarians; acts as principal as-
sistant to the chief branch librarian. i ver-
Librarian—under general supervision assists readers and |

forms other duties as required.

o 7/1/56

Sdlaries—Professional &
0TS IR — $1§'$—$ 6,900
Chief Librarian 5J520-— 6,360

Head Librarian

£\
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Reference Librarian .o, 5,520— 6,360
Senior Librarian .., 4,800— 5520
Librarian oncniicnsnninssssvissssercesecenen $,200— 4,860

Salaries—Non-Professional 7/1/56

Secretary, Library Commission .. $ 8,700

Office AsSIStant wevinvcsscrsrseiniissscnen. 2,820~$ 3,360
General Clerk .vvcrveiecrinrrncrecsirersrmsrineninee. 3,420— 080
Senior Clerk vt 4,200 5,040
General Clerk-Stenographier ... 348075 4,200
General Clerk-Typist wovovcovmrorcvenisissisirnene 3420~ 4,080
Senjor Clerk-Typist woueeoeemruimmrervsremmreineermenins 74,200—— 5,040
Elevator Operator ....eecermroemincccngiins 3,120-— 3,600
JAMOr i, 3,360 3,840
Personnel Assistant ......occeevcemecnegioivien...  $,620— 5,520
BoOk REPUIEr veucirreeeeeseeerceinnrscongumngiyy rareeeene 3,060—= 3,660
Sub-Foreman Book Repairer .Y, 3,480~ 4,020
Operating Tngineer oo tiossonecsonns $,980— 5,700

AN

E R Y
N
*

Scher}pct’a.c'ly Public Library
Personnel Practices.\iit\ 8/1/55

1. Vacation )2 weeks (beginning in 1956, 2 weeks time will
be allowed in addition to vacation); 1 week add. after 13
y.ea?‘s\zof service; anthorized by County Board of Super-
visofs,

2§_§5k Leave: 1 day per month; accumulation may not ex-

% eeed 60 days in any one year, or 60 days in a 3 year
~L0  period; authorized by County Board of Supervisors.

’ 3. Hours of Work: 37V hours, 5 days per week; 2 of 3
evenings weekly; Board of Trustecs determines the nud-
ber of hours per weck; Library Director determines the
number of days per week.

4. Paid Holidays: New Year’s Day, Memorial Day, Inde~
pendence Day, Labor Day, Thanksgiving, and Christmas;
when one of the holidays falls on a day which is a regulat
day off, equivalent time may be taken at a later date;
autherized by Board of Trustees.
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5. Loyalty oath not required.

6. Fingerprinting not required.

7. A physical examination is required of all employees,

8 No pre-professional grade.

9. Six months probationary period.

10. Overtime work is permitted on holidays when library is
open or in emergencies; authorized Dy Dept. Head for
public departments, and Director for non-public departs
ments; compensated by time off. .\\\

G156

‘¢

.\'

Classification

]umor Librarian {3) 5th year degree, no exper;ence
Senior Librarian 1 (8) 2 years' experience, -\
Senior Librarian 11 {9) 4 years’ experience.
Branch Librarian, Division head. 0
Senior Librarian 111 {3) 6 years’ eprn‘Ence
Coordinator of Branches and Extensmn Processing, Work
with Children. :
Assistant Director 11 (1) 6 years of experience.
Director IV (1) 8 years of \experierce,

Salaries—Professional \ 1/1/58
)
Junior Librarian \\ $ :200—-—$ ‘51-;5%

SEMOr LIBAriagI ........ocowesncemsoccrssmassmonssseses
Senior Librariah 11 . ‘ e 5,100— 22843
Senior L]brﬁman TIT ooooeneerseesirssissmssaipene 5y 300— 6,980
AssistangDirector II e irarsanrns 5,900— 8’870.
Dlrecgog 8 V2ROt Ll

AN , 1/1/58
Salakies—N on-Professional 1/
& 80-81.00hr.
R . w$ 2700 3,300

Senior lerary Clerk e 3,900
Principa] I..:brary P 2700— 3,300
Account Clerk 2:900_ 3500
Account Clerk- “TYPIst oo vrereaeserarvarens 3:500__ 4,100
SEHior SISMOZIAPREr wimmtrenresssrmiseriszissrsrsns 2’200—* 2,500
Book RepPairer ..o 52
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Bookmobile Clerk-Driver ....vvvevcccciiennnen. 3,100— 3,700
JANIOr s 2,900— 7 3,500

Seattle Public Library

FPersonnel Practices . 8&/1/55

1.

oo\.r;:‘\m

. Hours of Work: 40 hours per (v

Vacation: professional—23 working days; clerlcal——-‘IS\
working days; 3 additional days after 10 years’ servu:e,
8 additional days after 20 years’ service; Board of “Trustees
has final authority, but try to follow civil sgwute regula-
tions.
Sick Leave: 12 days annually; up t 90 days may be
accumulated; authorized by city re la?non
3? 5 days per week;
never more than 2 evenings weekly, authorized by Library
Board. 3
Paid Holidays: New Yeau:’g" Day, Memaorial Day, Inde-
pendence Day, Thanksgixfi}rg, and Christmas; on Washing-
ton’s Birthday and Veterans Day library is open 2:00 to
6:00 p.m., but staff }9 given time; when one of the holi-
days falls on a‘d@ which is a regular day off, equivalent

time may be {aken at a later date; authorized by Library
Board, MW

. Loyaltyjeath required by state law,

drprinting not required,

. Plysical examination not required.
.\~N0 pre-professional grade.

~9,/One year probationary period.

10.

Director may approve overtime work in emergency; <om-
pensated by straight time or time off.

Classification 3/14/52

Grade 1 (15) Junior Assistants,
Grade 2 (40) Senior Assistants.

( 4) Branch Librarians, Class A.

Grade 3 ( 9) First Assistants,

{ 8) Branch Librarians, Class B.
( 1) Divisional Heads.
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Grade 4 ( 1} Branch Librarians, Class C.
Grade 5 ( 7) Heads of Departments, Class A,
Grade 6 { 4} Heads of Departinents, Class B,
Assistant Librarian.

Librarian.

G-1
G-2

G-3

G-4

G-5

Salaries—Professional 1/1/88
Librarian Junior Grade ... e 4,080—5 Ad40*
Librarian Senior Gragde ..co.osessionns 4440— 57 160
Branch Librarian, Grade A
Heads of Division; Ist Asst.; Branch &
Librarian, Grade B; Specialist.....oo.... WL 4020 5640
Department Head, Grade A; Branclbid
brarian, Grade € weevvercernrrosreeenind .. 5,460— 6,660
Department Head, Grade B \‘ ....... 6,060~ 7,260
Assistant Librarian ... -\, N 7,680

10,000

Librarian v.vnesesnsonns T AT

* Promotion to Senior Grade au‘fomatic on recommendation of

department head. 0N

Salarigs— N on-Professigunl h _ ' 1/1/58
Page .o, “\. ............ : e$ 1.00—§ 125
Junior Cler;cal b, N\ T — 2,640— 3,480
Senior Clencai Stenographer Pre-Profes- 3.060

SIOTAL N e eccierr e seeesenssmsessasersrvssreraeitster 3,600— 5’160
Ciencal A@Slstant and Driver (Bookmobile) ; 260 6.660
AUHOT ) oo evernre s rssenssesmmsesssesmsssmsssssssees — O

...... : 6,660

ChIEINENGIEET .oonnrssssseecsssssssinsssssessssmssissssnesros 2,4‘50-'“ 5160

ASistant Engineer .cowccimcrsmissmssnsmscssies | 4:200_“440—‘ 4’800

CUStOdlal Engineer {Branch) .o 3.600— 3:960

Custod:an (Ccntral) ........................ s p ,360___. 3’720

Elevator Operator y 3,480
CLEAREL  vrevvieverre s rsees st ssasssssitsssssrnasresssins

Springfield (Mass.) Public Library
. . : 12 working days; sib-
1. Vacation: clerical and :11amtenan9?’mfessmnal & some ad-

professional—18 working days;

arking
ministrative—24 working days; part- -time (those w
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regular ¥; time or more)—allowance is Prorated according
to category; staff members who regularly work a five-day
week receive 10, 15, or 20 working days annually; ne
longevity vacation allotment; authorized by Board of
Trustees.

2. Sick Leave: 12 working days annually; up to 96 days may
be accumulated, not including current year's allowance; ar®
thorized by Board of Trustes. (\N

3. Hours of Work: 39 hours per week; 38 hours, during
June, July, and August; 5% days per week, except 5 days
for Bookmobile and Central Page Staffs; GSually 2 eve-
nings weekly; authorized by Board of Tifubtees,

4, Paid Holidays: The regular staff receives: New Year's
Day, Washington’s Birthday, Patria¥s Day (April 19),

. Memorial Day, Independence Dajy, Tabor Day, Columbus
Day, Veterans’ Day, Thankspiving Day, and Christmas
Day; Library closes completély on Independence Day only;
Periodical Reading Roonii’of' the Central Library is open
for service from 2:00:8;00 p.m. on all other legal holidays;
Reference Room is also open, from 2:00-6:00 p.m, on
several holidays;&when one of the holidays falls on a day
which is a geghilar day off, equivalent time may be taker
at a later dgt}x authorized by Board of Trustees.

5. Loyalty cath not required.

6. Fingerprinting not required.

7. Physical examination not required.

8. ‘o pre-professional grade, though employ college stu(]eniﬁ

\\Who are interested in the possibility of a profess:onai

..\5 »* library career.
N\ 9. One year probationary period.

" 10. Overtime work is permitted at the discretion of the super:
visor or dept. head, who feels that it is necessary; com-
pensated by tite off ; special hourly rates of pay have been
established for Sunday and holiday work.

Classification 5/15/53
Library Service § College degree, with library school.

Library Service 5A (15) College and library school degrees.
Library Service 6 (16) Same, with two years' experience.
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Library Service 7 (6) Heads of smaller agencies,

Library Service 8 (4) Supervisor, Work with Young Adults
and three branch librarians.

Library Service 9 (5) Major department heads; Supervisor,
Work with Children; librarian of largest branch.

Chicf Reference Librarian.

Assistant Director (Personnel and Processing}. O\
£
Associate Director (Public Services). £\
Ny
Director. “\

Library Page (Part-time) Student aides. p\

Library Service 1 (5) High school graduate, no; ex erience.

Library Service 2 (12) Same, appropriate lwnmg or experi:
ence, D

Library Service 3 (13} Sawe, two )cam\cqmncnce. or, col-
lege degree.

Library Service 4 (10) (,nllcgc ~r.l£1,rcc, special qualifications
for some positions.

Switchboard Operator. N\

Clerk-Stenagrapher, N

Accounting Clerk. %

Secretary to Director

Business Manager

AN
Salarics—Professional 11726/%
\“ 8 2nd Step Sth Ktey
A " i yax

Jf)rary Servict 5 eeennss $336060  §352820 Hﬂ{lf"g
- Lﬂ:rary Service SA Lo 3,528.20 3,707.60 "2:)’2;11
‘Library Service 6 coevnin 3,887.00 406640 udm
Library Service 7 oo 4,269.20 447200 f':ﬁfo
Library Service 8 .o a47200 460500 ::,}.a{sm
Library Service 9 wiveeen 4,695.60 491020 <58 O
Library Service 10 .o 4919.20 516850 21:9‘:’4!0
Deputy Director .o 580720 60%40 ‘)’Evlfl)

Director covoecrsncsmrmvensonres 7.824.60 818450 -
ry ssenes:

1..8. 5 College graduate with dth year major in libn
L.8. 53A College and library school degrees.
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Page (Part-time) ...

Library Service 1

Library Service 2 ...
Library Service 3 .ovreena.

Library Service 4

Selaries—Non-Professional

Ist Step
Min.

$ 86
............ 2,314.00
2,540.20
2,787.20
. 3,055.00

Switchboard Operator ... 2,652.00
Clerk Stenographer ... 3,055.00

Accounting Clerk

o 3,213.60

Secretary to Director ...... 3,369.60

* per hour.

Bookmobile Driver ... 3,369.60
Matron (part time) ... 1,778.40
Custodian  eoeevsscesesirnnns 2,787.20

Supervising Custodian

. 3,707.60 A

Personnel Administration

2nd Step

$ 92
2,425.80
2,652.00
2,922.40
3,213.60
2,787.20
3,213.60
3,369.60
3,528.20 .7

\‘
3,528.20°
LR72.00

(292240

V' 3.887.00

11/26/56
5th Step
Max.
$ 108
2,787.20
3,055.00

3,369.60 A -
3,707.60 '
3,21360
3,707 60
~3,887.00
W 4,066.40

4,066.40
2,121.60
3,369.60
4,472.00

All staff members employed onfﬁjberinanent basis begin at the
second step in scale. Stepitaises granted on recommenda-
tion from Director every six months from date of entry
into service except{ome year must elapse from time staff
member reacheﬁf%urth step and proceeds to maximum.
Maximum galaty reached in 2 years,

A\

0\'."

Person\? Practices

Tacoma Public Library

3/1/56

k\Vacation: professional—22 working days; clerical—16%

" working days, 22 after 3 years; maintenance— 162 work-
ing days; part-time hourly employees (pages)-—2 calendar

weeks, paid on basis of average time worked the previ?us
year between June 1 and May 31; no longevity vacation
allotment ; authorized by Library Board of Trustees.

2. Sick Leave: 12 days per year; up to 60 days may be ac
cumulated ; authorized by Library Board of Trustees.

3. Hours of Work: 40 hours, 5 days per week; usually 2
evenings weekly ; authorized by Library Board of Trustées.

4. Paid Holidays: New Year’s Day, Washington’s Birthday,
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Memorial Day, Independence Day, Labor Day, Thanks-
giving, and Christmas; when one of the holidays falls on
a day which 13 a regular day off, equivalent time may be.
taken off at a later date; authorized by Library Board
of Trustees.
. Loyalty oath is required by State Law.
. Fingerprinting is not required.
. Physical examination is not required.
. No pre-professional grade, O\
. Probationary Period: 3 months for clerical staff; L-year
for professional staff. ~\ N
10. Qvertime: no provision for overtime work in présent per-
sonnel rules; in practice, it is permitted in cdse"of emerg-
ency on authorization of Department anBranch Head,
and is compensated for by straight ti};@;
¥ 7/19/55

Classification—Professional N
Libratian I (9)—Junior Librarian. Library school degree, no

MO DO ™ BoLn

experience required. & .
Librarian II (9)—Assistant Librarian. Two years’ expetience
required, N\
Librarian T (7)—Senidr Librarian, Department heads. {5)
Branch Librarianﬁ.x\
Librarian IV-—Assigtant Director.
Librarian V—Dikector.

C Iassiﬁca-iion—z—?;}o;i-Professim:m’ 7/19/55
Clerk I:fé&S)—Junior Clerk. H. S. graduation, no experjence
required. \ . .
CleckMIT (11)—Assistant Clerk, Two years’ experience e
O Mquired.
S Clerk III (2)—Senior Clerk.
three years’ experience—
Secretary-Bookkeeper.

At least one year of college or
Head of Circulation Desk andl

1/1/58

Salarips—. fi
a alnes - Professional $ 4,020-$ 4,620
Librarian I .eeooeesvrcesemeen 4620— 5220
Librarian 11 5'2.?0—- 5820
T S — . 5820 64

Librarian TV e st e panamansan st
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1/ 1)58

Salaries—Non-Professional
Student Assistants “80—8% 135
161 2820— 3372
Cletk 1T .o, 3,228— 3912
Clerk TIT oorrcrmierseeenn s ivsaseesesssesess s sesen 3,732— 4,572
Substitite Custodian .-...eevieesnvccerivencsnrsinas 1.66— 178
CUStOdIAN  wvvirereccenee et stsssess e sesseseee s 3,516— 3,816
Fireman-Custodian  ..c.coovveeverveneeeereeeeesssnn 4,020 4320
Superintendent of Buildings .....c.ccceurmmnnnnn, 4,860 5,580

Toledo Public Library &%
FPersonnel Practices 8/1/55

N

. . 2. 540 .
1. Vacation: professional and administrative office assts-—

4 weeks (22 working days)\\Supt. of Maintenance—3
weeks (120 hours), library aides, clerical, maintenance and
misc. employees—2 weeks, ~tl'1 working days) ; no longevity
vacation allotment; apthéi‘ized by Board of Trustees.

. Sick Leave: 1 day 8iek leave each month as earned; em-

ployees on ¥ org34 basis of regular schedule are allowed
that fraction oi: full-time sick leave; up to 72 days may
be accumylatest; any amount over 72 days is not carried
forward_&s)a balance, hut sick leave for the current year
is cretlited as earned; authorized by Board of Trustees.

3. Houps of Waork: professional staff, library aides, clerks

fich Tull-time pages work 38Y5 hrs. per week ; maintenance

Leinployees, janitors and janitresses work 40 hrs. per erk;
S¥ 5% (7 hr) days for professional staff, library aides,

clerks and full-time pages; 5 (8 hr.) days for maintenance
and janitorial staff; 2 evenings per week, and in an
emergency 3; authorized by Board of Trustees.

. Paid Holidays: New Year's Day, Memorial Day, Inde-

pedence Day, Labor Day, Thanksgiving, and Christmas;
when one of the holidays falls on 2 day which is a regular
day off, equivalent time may be taken off at a later date;
authorized by Board of Trustees,

5. Loyalty oath is not required.
6. Fingerprinting is not required,
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Physical examination is not required.

No information regarding pre-professional grade.

One year probationary period.

Overtime: Director or Assistant Director may approve
overtime in emergencies; professional staff and clerks are
compensated by equivalent time taken later, however if
time off cannot be arranged, compensated by time and a
half; maintenance and janitorial employees are compen;
sated by time and a half. )

Swo®N

-

7'\
Classification—Professional ¢ ‘.Z{’/\l’ /56

Librarian Grade I—Assistants or Senior Assistal 5

Librarian Grade 11—Senior Assistants, First Afssistants, Chil-
dren’s Librarians. \

Librarian Grade 11I—Senior Assistants, Fif}t'Assistants, Chil-
dren’s Librarians, Division Heads) Branch Librarians.

Librarian Grade IV—Division and Department Heads, Branch
Librarians, . W™

Librarian Grade V—Departmeht: Heads and Branch Librarians.
Salaries—Professional 7/1/56
Librarian Grade I’.i::.,\.. ...................................... $ 3,600—$ 4,080
Librarian Grade TI\...... 3,840— 4,443
Librarian Grad@)IEL coommmmmnsrmessisssimicses 4,320~ 4.912’0
Librarian Gradé TV oo veresivessansrsmsaristnsariass 4,800— 5,;00
Librariafry Ve evcesemssomssrirssusssminaren 5,280— 6,

1.85—~2.10an bir.
he Board of

Temp, (Professional Assts
Dire’%f and Asst. Director—Salary fixed by t
19 Trustees.

2\ Semi-Professional
N Library Aide T .o

Library Ajde TT .o

Salaries—Non-Professional

Part-time Page .ot
BOGK MENAET oreerenrevrersesmerarmarsesiarsssastrsssassiseessss
Clerk
Part-time  Clerk snmemsmmissers
Semior CIerk .o.oommresmimsimensssenspisessarmesss
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Newspaper Room Attendant ........ N 2,520— 3,360
Administrative Office ASStS, woeivevivieininn... 3,000— 5280
Duplicating Machine Operator ... 2,520 3,360

Maintenance Staff—Salaries fixed by the Board of Trustees.

Wayne County Pt:biic Library
Personnel Practices _ 8/1/88,

1. Vacation: all full-time employees are entitled to 1 brk-
day of annual leave for each completed month gf“service,
not to exceed 12 workdays in any one complted year;
after 10 years of service an employee is eﬁﬁtled to 114
workdays for each month of service, not td\exceed 15 days
yearly, after 15 years 17 days, and af’te’fQ?O vears 20 days;
authorized by Civil Service Cominission,

2. Sick Leave: I workday for eacH thoath of completed ser-
vice; unused sick leave may Beldccumulated without limit
for each completed month & service; authorized by Civil
Service Commission. 8%

3. Hours of Work: 35%dburs, 5 days per week; no definite -
number of eveningd);' authorized by department head as
outlined by Civil Service regulations.

4. Paid Holidafs® New Year's Day, Lincoln’s Birthday,
Washingtea's’ Birthday, Memorial Day, Independence Day,
Veterang) Day, Thanksgiving, Christmas, and all National
and\st\aa.ﬁ Election Days; when one of the holidays falls
om\a day which is a regular day off, equivalent time may

o<be taken at a later date; authorized by Civil Service Com-

“\“mission. :

5. Loyalty oath required by Civil Service Commission.

6. Fingerprinting required by Civil Service Commission.

7. A physical examination is required of all employees.

8. No pre-professional grade.

© 9. Six months probationary period.

- 10, Overtime work is permitted under such terms and condi-
tions as may be determined reasonable and practicable;
authorized by County Librarian with approval from the
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. Board of County Audltors, compensated by time and a
half.

Classification Jan,, 1955
. Librarian T {13) 5th year degree beginning professional.
‘Librarian II {13} Librarians of smaller branches,
Librarian III (11} Librarians of larger branches and of
institutions; first assistants in large departments,
Librarian IV (4) Head of Dept. for the Blind, Referenge,
large institutional library, and Asst. to Head Catalager
Librarian V (1) Head, Extension Department.
Librarian VI (2) Assistant County Librarians;

N\
Supervisar and Branch Coordmator, Rk Collections.

Q"

“'(Chil'dren’s

County Librartiamn. Y,
Salaries—Professional x\ - 1211757
Librarian I ,, $ 4,980—~§ 5,460
Librarian IT oo b ienressens 5.442— 5982
Librarian III ,. 6,052~ 6,592
Librarian IV e e esesaessssssssnnsirens 0, H08— 7,188
Librarian V \ 6,758— 7,188
Librarian VI ..'. 7864— 9064
County L1branau \ 11 777-— 13,937
Salarigs—N gﬂ-F?o Fessional - 12/4/57
(N
Administtalive Assistant I .. ey 5,962—8 6,922
C]f:rkﬂ\r 5478~ 6,922
Sectetarial Stenographer B B 5,312— g’ggg
»\A&ount Clerk II . 5,?5?‘* 5’067
R NN NERCTES - — 4,98; prol
Bookmobile Operator 4’078--— 4’558
Stenographer T ..o remmsssmsisens ?596——- 41436
Typist T and Clerk Lo 4,076—— 4,436
Custodial Worker I i 3: 4:076

Custodial Worker T ...occermmmsrssmasiimessesernes:
$3,047.20) $1.46% per hour.

Library Page {Flat Rate 57.800) $3.75 per hour.

Bidg. Maintenance Supervisor (
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Wilmington Institute Free Library

Personnel Practices 8/1/55

1. Vacation: library staff~20 working days (based on 5-day
week) ; maintenance—2 weeks; part-time--no allowance;
no general rule providing longevity vacation allotment,
however it is allowed in individual cases by the Board\
of Managers,

2. Sick Leave: 10 working days (based on 5-day week'):;\no
unused sick leave may be accumulated; beyond 10)work-
ing days allowance, time off voted by Board 0<f~~Managers. _

3. Hours of Work: 40 hours, 5 days per wegk>2 to 3 eve-
nings weekly; authorized by Board of M‘a}agers.

4. Paid Holidays: New Year's Day, Mamorial Day, Inde-

pendence Day, Labor Day, Thanksgiying, and Christmas;

when holidays fall on a staff d4y; off for two successive
holidays, the staff member is alldwed one day; authorized
by Board of Managers. .:.’:3
Loyally oath not requit;e:d: N
Fingerprinting not reqitired.
. Physical examinatient not required.
. No pre-prnfe§ﬁnﬁl grade,
One year prghbationary period.

. Personnel Officer may approve overtime work; library
staff—straight time by time off; maintenance staff—time
andra Balf by cash

O\

DN Dy

Classifichtion 3/11/52

N

N\

\;D\irector (1).
Assistant Director (1).
Department Head (6).
Branch Librarian (0).
First Assistant (2).
Senior Library Assistant (7) College graduation.
Plus minimum 8 hours of Library Science.
Library Assistant (9) Graduation from 4 year college required.
‘Clerical Assistant (11).
Senior Clerical Assistant (1},



Personnel Practices

Solaries——Professional

Assistant DICeCEOr ovvviimssrmnnimmseiormiies
Department Heads .ovvvvvevsnivnins

First ASSISLANLS evosevreersimsresevarssmmmmsssrssssmarsasensases
Senior Library Assrstants
Library ASSIStants ....ccoiciosoimne

Saleries—Non-Professional

Clerical Assistants I
Clerical Assistants 11

Clerical Assistants ITI .oeoeeecororscsmmmesins
PAZES vt ems e emse sty

A
O
\:s“
i"\ 3
4

..........

........................................
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7/1/57

.3 6,000—$ 7,500
5.000— 6,000
4,500— 5400
3,600— 5000
3200— 4500

Fa Y

7/1’/&‘ > .

)
AN
»
Y N/
R QY
R
NS
\
a
X \ad
N
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INDEX
A

Absence, leaves of, 134, 135, 166

Absenteeism, 79, 80-82; control of, 81-83; women’s rate, 82

Accession rate, of personnel, 86

Administrator, line, 12; functional, 12; staff, 12; requirements
for success, 94; three skills of, 94

Advertising, in library periodicals, 31

Aging, Conference on, University of Michigan, 119 A

American Library Association, 4 Manual Suggested for Usedin
Public Libraries, 101; Armed Forces Librarians Sectiofiy27;
Board on Personnel Administration, 11, 16, 17, 110;édical
insurance, 121; Personnel Organization and Procedwre, 107;
“Personnel Service Rating Report,” 110, 162°M4; retire-
ment plan, 120 _ D

American Management Association, definition of \communication,
68; “Ten Commandments,” 77; turnovér\sdrvey, 34-35

Anderson, H.W.,, quoted, 87-88 a\) ;

Application Blanks, 130-132; Boston Pudblic Library, 131,_133;
Brooklyn Public Library, 131, \38:151, 155-156; Chicago
Pubtic Library, 131, 152; Detrgip Public Library, 131, 132,
154, 157; Philadelphia FreeyLibrary, 131

Appraisal, self, 93 N\ .

Army, Dept. of, Building Ggod Relationships, 64; Handling
Behavior Problems, 53 " Handling Employee Dissatisfactions,
53; Performance Appraisal, 114; Taking Personnel Action,
53: What Is a Rating?, 114 .

Atlanta Public Libeary, classification, 211; personnel practices,
210-211; salaxjes, 211-212 '

Attitude changingy 60-63 passim

Attitude suryeys, 98

Authority, /delegation of, 18, 19

Alvards\1“ ¢ Employee awards

o\ B

~Blue Cross and Blue Shield, 121 . .
S\Boston Public Library, classification, 213, 214; executive train-
ing, 44,.91; forms, 131, 153; induction program, 39; per-
sonnel practices, 212, 213; retirement information, 126;
salaries, 214; tests, 34 ) .
Brooklyn Public Library, career days, 25; classification, 216;
forms, 112, 131, 134, 148-151, 155, 156, 163, 165,.195; in-
duction check list, 40-43; induction program, 39, 44; per-
sonnel practices, 215, 216; promoticnal tests, 34; Promo-
tions Board, 90; salaries, 216, 217; training, 90, 91
Brainstorming. See Creative thinking
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‘Buffalo and Erie Co. Library, classification, 218, 219; per-
sonnel practices, 217, 218; salaries, 219
Building Geod Relationships, Dept. of Army, 64

C

Cadet librarians, 25-26

California, University of, management study, 94

Career days, 25 - :
Carnegic Library of Pittsburgh. See Pittsburgh, Carnegie Li-

brary of A
Carnev Robert W., quoted, 108
Certification of librarians, 101 O\
Chamber of Commierce, code of ethics, 31; retirement informas
tion, 125 AN

7%

Charts. See Organization charts AN

Chicago Public Library, classification, 220-221; forps 131, 152;
personnel practices, 220; retirement age, Li8Wsalaries, 221

Chrysler Corporation, Performance InterviewhN52; retirement
information, 124 A

Cincinnati Public Library, classification, gzﬁ-zzs; persontel
practices, 221-222; salaries, 223 N0) o

Civil service, 14, 15; examinations waiyed, 14; libraries under,
14; oral examinations, 15; residence requirement, 14; U.S.
citizenship requirement, 14pyeteran’s preference, 15

Civil Service Assembly of the U'S. and Canada, 16

Classification and pay plang, ‘15, 17; standards for, 16

Classification and Pay PBlapgs for Librories in - Institutions of
Higher Edumfr'on,z]?‘ ) L _

Classification. See alSq \Name of individual library . oR.

Cleveland Public Pibrary, 134; deﬁnitl_on_of rale playmg, ;
personnel practices, 223224, Sﬂlaf}<35, 224-225

College Placenient” Council, code of ethics, 31 %

Colunibia U\r;}érsity Libraries, forms, 112, 196199 it

Columbus Raiblic Tibrary, personnel practices, 225; salartes,
2255%6 -

Comniittees, overuse of, 19; problem-solving 1, 75 passim;

fithunication, definition, 68; face-to-face, ;6;2'75,13535&*11,{63;-

) managerial, 102; printed materials in, 70, 74- oos. 126127
standing in, 69; time spent in, 73; “.’ﬂ.h-regr !

Conferences, for recruitment, 31; for .tmmm%

gonsultant, for classification and pay plan,

onventions, Se¢ Conferences . iversity Li--

Cooperative Tducation Program, Florida State University
brary School, 27 X -directive, 51;

Counselling, 51-54; for retirement, 123-12%55\,}?;1 %O. See also
on service rating, 107; to reduce absen '
Absenteeism _
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Creative thinking, 99-100; definition, 99
D

Dartnell Corporation, 48, 51, 65-66

Dayton and Montgomery Co. Public Library, classification, 227;
personnel practices, 226-227; salaries, 227-228

Dearborn (Mich.) Public Library, classification, 229; personnel
practices, 228; aslaries, 229

Decision-making, 95-97, 102 ~
Denver Public lerary, classification, 230; personnel practices,
229-230; salaries, 231 2

Des Moines Public Library, classification, 233; personnei pfac-
tices, 232; salaries, 233

Detroit, employee awards in, 64, 65 A N

Detroit Civil Service COITIIHISSIOII, supervisory tgmmg, 44, 91,
See also Training, executive

Detroit Harvester Company, outline, 17-20

Detroit News, quoted, 125-126 N

Detroit Public Library, classification, 2354 iorms 130-135 passim,
138-139, 154, 157-162, 164, 166,, 9182, induction pro-
gram, 44 ]Ob posting, 46; organization chart, 13; pension,
121-122; personnel practices, 234-235: preprofessmnal train-
mg, 28; retirees bonus, 83 psalaries, 235. 236; service rating
in, 107, 111; Social Secm’;ty in, 121 122; trammg, 45, 91

Discipline, deﬁmtlon of, R7-88%

District of Columbia Put{hc Library, classification, 236-237; per-
sonnel practices, 286); salaries, 237

Donovan, I.J., citedi 15

Dudycha, quoted{ 84

Dunbar, Helen{Elanders, quoted, 80

Duties, dele@tmn of, 31

&S

.\ E

Effl.ciency rating. See¢ Service rating

»Efﬁ’cleﬂcy report form, Brooklyn Public Library, 195; Columbia
University - Libraries, 196-199

mployee awards, 64, 65

Employee information files, 133, 134

Employee performance appraisal form, 201-203

Employee performance evaluation. See Service rating

“Employee Performance Rating” workshep, 104-106

Employee. profile, Detroit Public Library, 179, 180-182. See also
Service rating

Employee report forms, Phialdelphia Free Library, 186-189

Employees, absenteeism of, 79-83; accident-prone, 80; clencal
in work-study programs, 26; clerical tests for, 4 35;
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duction of, 38, 39, 44; maternity leaves, 32; physical exami-

nations of, 80; selection of, 32; sickness-prone, 80 sickness

rate of, 82. See alse Personnel : o
Employers, code of ethics, 31; references from, 132
Employment, acceptance of, 79: of older workers, 117-118
Employment blanks. See application blanks .
Enoch Pratt Free Library, classification, 238-239; forms, 111,

112, 190-194; personnel practices, 237-238; rotation in, 47;

salaries, 239; survey, 10 o S
Environment, importance of, 59, 60 o
Ethics, code of, 31 o - A~
Examinations. See Tests ' . B\ X
Executives, definition of, 92; human relations of, 19; personality ™),

factors of, 93, 94; requirements for success, 94, 9597 ; skills ™

of, 94; training of, 18 o Ao
Executive development. See Tratning, cxecutive RGO

2%7 2

F . .- ;f'_’}\\ |

Films, in comnmnication, 70; in human relafigns” training. Y
Fine, Reuben, quoted, 83 &

Folley, Walter, quoted, 92, 93 AV o
Free Library of Philadelphia. See Rhiatielphia. Free Library
“Future Librarians” clubs 25 o8% .

t','
G

Gardner, Burleigh B., cited; 11 _
Gaylord Triangle, quéted, 25-26 R
General Electric Gomipany, creative thmkgng i, 5{9
General Motors,Cotporation, retirement information,
Given, Williasa\B. Jr., quoted, 18
Goodrich, BoJF. Company, creative thinking i, 99
grafluat Reécord Examination, 33 ' :
rapeving: See Library grapevine : g Aft . pet-
Gmgsé' Pointe (Mil:h.)y gubfl)ic Library, classification, 240; per
soithel practices, 239-240; salaties, 240
\'Gmup leadership. See, Leadership, group

B

i24

E’abbe, Stephen, quéted, 58, 59 - _

Taire, Mason, quoted, p ' e e

Hamtramck (M?ch.) Public Librail‘)’g'dasmﬁcatlon’ 2415 per
sonnel practices, 240-241; salaries,

Handling Behavior Problems, Dept. of A"_mg ’ ASr?ny 53

Handling Employee Dissatisfactions, Dept. © :

Harris, Sydney J., quoted, 93 297



Harrower, Molly, quoted, 61 -

Harwood Manufacturing Corporation, &5

Havighurst, Robert, quoted, 128

Herbert, Clara W., quoted, 8

Human relations, of -executives, 19; of personnel OPflLer, 11
skill in, 61-62; training materials for 89

I
“Incident Process,” 99

Indianapolis Public Library, classification, 243; personnel prad\

tices, 242-243; salaries, 243-244

Induction check list, Brooklyn Public Library, 40-43 (\H

Induction program, 38 39, 44, 79; printed materials m 755 use
of staff meetings for, 71 A\

Industrial Psychology, Inc, of Tucson, 35 \ 3

Industrial Relations Counselors, pension report, {LBQ

In-service training. See Training programs )

Interview, disciplinary, 52-54; exit, 34-55; techmques, 52
Interview card, Detroit Public L]brary, 1,33, 134, 162
Interviewing, as employment procedure,\b‘l, at hbrary schools,

30-31
Interview report, Brooklyn Public lemry, 134, 163; Minneapolis
Public Library, 185

«ay
N

X J

Jersey City Public leraiy, classification, 245; perwonnel prac-
tices, 244-245; saldyies, 245-246

Job analysis, definifion of, 37; questionnaire, 16

Job description, 3%, 38; as management tool, 18-19; revision of,
19; up- to date 19

Job posting, &

Job ‘;atlsfa\‘\on 58 50

John hebek Mutual Life Insurance Company, retirement in-
formation, 124, 125

AN K

o~\ \

\}It*amer John B., quoted, 7 )
Xalamazoo Pubhc Library, personne!l practices, 246; salaries,
246-247
Kansas City (Mo.) Public Library, classification, 248; personnel
practices, 247; salaries, 248
Katz, Robert L., quoted, 94, 95
Kernan, Mary Ann, quoted, 101

L

Leadership, definition Iof, 93; group, 71; role playing, 98-99
' 208



.- Lewin, Kurt, cited, 83

! Librarians, exchange of, 30; shortage of, 23-24

! Librarianship, professional responsibility of, 100, 101

Libraries, under civil service, 14, 15

Library, size for personnel office, 10, 11

Library certification. See Certification of librarians

Library grapevine, for informal communication, 73; usefulness

of, 72, 73
Library pensions, 120-122 o
Libravy Placement Exchange, 22 ~

Library reports, 75, 76

Library schools, arrangements for interviews, 30, 31; number of
students, 24; recommendations, 132 A,

Library’s Pay Plan: e Statement of Principles, The, citéd)17

N

Library staff. See Personnel &

Likert, Rensis, quoted, 58 D

Listening, five benefits of, 74; importance of,.23,74; rate of,

 74; with understanding, 70, 73 N\

Little, Arthur D, Company, problem-solving\in, 99, 100

Los Angeles Public Library, classification@50; personnel prac:
tices, 249-250; salaries, 250-251 8\ .

Louisville Free Public Library, persafime! practices, 251; salaries,
251-252 o\ ¢ '

Lynton, Harriet R., quoted, 7508

™

UM

%cgee Eae bt Ky {33 .d, 84-85
¢Naughton, Wayfie\ I, quoted, 84~ o
anagement, hunfanc\aspects of, 10; integrated, 102; Tesponsés
bility for distipline, 87, 88; seven tasks of, 101-102; succe
inl 95'97 ’i\ ) . .”.
Management@onfcrence, Michigan State Umvermtys‘ lo‘iﬁgﬁ_
Manageméiit”development, five essentials of, 97-98. Jee
Training, executive a4 101
Mams&;; 5‘“;-_’:7“;3(1 for Use in Public Ltbmﬂes, A., quoted, 10
.gjﬁsﬁn, Lowell A, 11, 35 S
aternity leaves, 32 o montie Likrary, 110,
Merit ra{ing, 104, 110, 111; in New York Fublic Libracy; :
111. See alse Service ratifg 118
Metropolitan Committee on Aging, Detroil, . 119
Michigan, University of, Conierence on AgIng,
Midwest College Placement Associatiof, 2 253.254; oral tests,
Milwaukee Public Library, classification, ies, 254 ,
. 34; personnel practices, 252’2,53; .Salarlg 5.256; forms, 111,
Minneapolis Public Library, classific aﬂonz?S' salaries, 7
183, 184, 185; personnel practices, &77: = '
Minnestota Clerical Test, 00 '
2

A



Montague, Ashley, cited, 82
“Moonlighting,” 80

Morale, stimulation of, 71, 75, 83
Motivation, of staff, 9 102
Mumford, Quincy, L., cited, 46

"N

Nashvzge Public Library, personnel practices, 257-258; salaries,
25
Newark (N.J.) Public Library, classification, 259-260; personpéi™
practices, 258-259; salaries, 260 :
New Orleans Public lerary, classification, 262; personnel pﬁac—
tices, 260-261; salaries, 262-263
New York Public Library, classification, 264-265; cxecutwe
training in, 44, 90; merit rating in, 110, Ly personnel
change notice, 48, 4-9«50 personnel practmces,\263 -264; serv-
ice rating in, 109, 110; salaries, 265-266y service review
form, 175-178 \
o
0 L
Ohio State University Library, fo;'rn% 112 200
Order-giving, 72
Organization, Detroit Harvester. Company tests of, 17-20
Organizations charts, 13, 18s3Betroit Public Ltbrary, 13
Orientation 6f new empla}ees .S'ee Induction program
Osteen, Phyllis, 9, 12 \
Qverstreet, Harry, \Q{

o\ P
A%
" Pensions, llbmry, 120-122
Performative” Appraisal, Department of Army, 114
Perforrr&ce evaluation, 98
Perf@mname Interview, 52
Periarmance review. See Service rating
'P tiodicals, advertising in, 31
ersonal History Record,” Philadelphia Free Library, 131,
144-147 '
Personality, definition of, 57; soundness of, 59-60
Personnel, accession rate of, 86: deveIopment of, 9, 18, 109;
leaves of absence for, 81; motivation of, 9, 57 rotation of,
47, 48; time sheets for, 81 transfer of 47 48: turnover
rate cuE 85, 86; utilization of 9
Personnel admlmqtratmn, deﬁmtlon, 7, 9; objectives of, 9 .
“Personnel Change Notice,” New York Public Library, 48, 49-50
Personnel management, 12, 13
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Personnel office, 10, 11

_Personnel officer, duties, 9, 14, 51; education, 11: human rela- o
tions of, 11, training of, 1 :

Personnel Orqaﬂf:mtfon and Procedure, 107

“Personnel Performance Appraisal,” Port of N.Y. Authority,
204-208

Personnel practices. See Name of individual library

Personnel Practices Project, 14

Personnel rating, See Service rating

“Personnel Service Rating Report,” 110, 167-174

_ Philadelphia Free Library, c]a551ﬁcat10n, 267-268; custodial
training, 44, 45; forms, 111, 131, 140-147, 186-189;4u-
duction program, 39; personnel practices, 266 -207 ; r\et‘ire-
ment age, 118; salanes, 268 \ :

Pigors, Paul, 99

Pittsburgh, Carnegie Library of, classification, 270" personnel
practices, 269-270; salanes, 270 ‘~~,\

Papulation, older people in, 116, 117 :

Portland and Multnomah County {Ore.) Rgbhc Library. See,
Portland (Ore.) Library Association’

Portland {Ore.) Library Assocmtmn, pe onnel practices, 2715

salaries, 271-272 )

Port of New York Authority, forms, 113 204-208 -

Position Classification in the Public Semce 15

Position classification plans. .S'ee Clasmﬁcation and pay pIans

Presenteeism, 83
Printed materials, use in commumcatmn, 70 C
Probatmnary period, 32“affecting absentecism, 82‘ ‘service rating
m, 107 N ' S
Probationary sermce\report form, anea.pohs P :1bhc Library,
183 v : oo
Problem-solvingy 99, 100
P?’o;eequ.s‘ Betroit Library Corr;r(l)ullf;swn, 75
Professi al responsibility, 100, .
Promotional ratllfzg form, Enoch Pratt Free lerary, 190 194
Promotmns, 45, 46
iﬁholog}cal Corporatmn, 113 0 o o
ic Administration Service, . ; i '
blic Labmrir gi’rme A Guide to Ewlfmxgon scfstf» Msﬂsmﬁml
Standards, 8, 16, 17 '
Public reIations, courtesy in,
Punctuality, 79; reward for,

Qualificati d, 133, 161 o ces, 272:273;
Queens ]ézl:ogag; Public Library, persqnnel practices 2

salaries, 273-274 :



“Quitting rate,” 84, 85
R

Racine (Wis.) Public Library, classification, 276; personnel
: practices, 274 ; salaries, 275

Rating report, "V[mneapohs Public Library, 184; Ohm State Um- -

versity Library, 200

Recognition, 63, 64 -

Recru;tment, 25; at library schools, 30-31; through career days,
2

References, forms for, 132, 158-160 \

Reports. Se¢ Library reports O\

Resignation, notice expected, 70 R\

Resignation rate. See “Quitting rate” L >

Responsibility, delegation of, 18 N :

RCtll‘fEES bo;t;ms 83; communication with, 126 L27 positions
or, 11

Retirement, compulsory, 118-120 passim; counsellmg for, 123-
126; flexible, 118-120 passim; Royal B311k of Canada
quoted 125; six ways for, 127

Retirement, selective. See Retirement, ﬂ&lble

Robinson, Leonard W., cited, 83, 84

Rochester (N.Y.) Public Ltbrary, \classification, 276; personnel
practices, 275-276; salartes, \276-277

Rogers, Carl R., quoted 5.

Rohrschalk, psychological test 33 34

Role playmg, as leadershipMtraining, 98, 99; definition of, 98

Roosevelt, Theodore, giteted, 95

Rotation, of persoringl, 47, 48

Royal Bank of Canada Monthly Letter, The 75

Si. Lonis Ruhllc Library, classification, 277-278; salaries, 277 278
qa]artf:s\\ﬁf preprofessional trainees, 29; standard quoted 17
See also, Name of individual library
Sark Francisco Public Library, classification, 279; personnel
‘practices, 278-279; salavies, 279-280 :
\Sargent Dwight, quoted, 119 _
Schenectady Public Library, classification, 281; personnel prac-
tices, 280-281; salaries, 281
Scholarshxps need for, 29
Seattle Public Library, classification, 282-283; personnel prac-
tices, 282; salaries, 283
Selby, Clarence D., quoted, 82
Selection, tests for, 32-35 passim
Self-rating. See Service rating, self-rated
Service ratmg, forms, 110, 113, 175-178; frequency of, 106, 107;
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halo effect in 108 inconsistency in, 108; in counselling, 107;
in Detroit Public Library, 107 in executive training, 92; in
. New York Public Library, 109-110; in probationary period, -
107 ; in special libraries, 112-113; -installation of, 114; self-
rated, 105, 106; traits listed in, 109; types of, 104-106;
workshop for; 104-106 : Lo
" Shelton, Henry, 106
" Shores, Louis, 27
Sick-leave, bonus for, 83 '
Social Security benefits, 120-122
Speciat Libraries Association, placement -service, 22
Springfield {Mass.) Public Library, classification, 284-285; per-
" sonnel practices, 283-284; safaries, 285-286 : Ko\
Staff. See: Personrel _ : P\ N
Staff meetings, 70-71; as morale booster, 71; as orientation, 71
Staff manuals, employee use of, 75 KON
Staff meetings, 70-71; as morale boostet, 71; as orightation, 71
Standard Oit Company of California, 124 _
Standards for classification and pay plans, 16;\personnel, 8
Strecker, Edward A., quoted, 65 AN
Strong, Lydia, quoted, 73 ° v
Strout, Donald E. and Ruth B., placentént survey, 24
Supervision, consultative, 96, 97 O
Supervision, eight tools of, 65-66 N . .
Supervisor, committee use by, 713 dothmunication of, 73; decision-
- making of, 71; number reparting fo, 19; order-giving of, 72;
successful, 94; training, programs for, 91, 92. See alse Train-
ing, executive- O\
"e)
R T
Tacoma Publig Eibrary, classification, 287; personnel practices,
286-287 2 k4laries, 287-288 :
Taking Personnel Action, Department of Army, 53
Tardinéss; 83, 84
Teaghers Insurance
_Télephone training.

"and Annuity Association of America, 120
See Training, telephone
g% Commandments of Good Communication,” 77
\Termination interview. See Interview, exit .
" Tests, Boston Public Library, 34; clerical, 34, 35; for selection,
' 32-35 passim; Graduate Record Examination, 33; Mllwaukee
" Public Library, 34; Minnesota Clerical, 34; promotlonal, 34;
psychological, 33-34; Rohrschalk, 33, 34
Time, effective tise of,

. Toledo Public’ Library, clagsification, 289; English librarians in,

30; personnel practices, 288-289; salaries, 289-290

Trainees. See Work-study'programs
' 303



Training, children’s librarians, 45; custodial, 44, 45; executive,
44, 89-91; 101-102; personnel officer, 11 ; preprofessional, 28:
promotional, 44; public catalog, 45; telephone, 86; through
conferences, 92; through role playing, 98-99; through uni-
versity courses, 92; youth librarians, 45

Training programs, 39, 44-45

Transfer, forms, 134, 164, 165

Turnover rate, 85, 86; among trainees, 28

U o
Unions, in comntunication, 70 RN
T.S. State Departient, exchange librarians, 30 O

\Y N

Vacancy record, forms, 134, 164
Vacation, bonus, 83

Wallace, R. F., quoted, 95-97 %3 '

Wayne County (Mich.) Library, classification, 291; personnel -
practices, 290-291 ; sthjés, 291

Wayne State University, executive training, 91

Whalen, Robert G., ¢ doted, 84

What Is a Rating?{ Department of Army, 114

Whyte, William, ‘eited, 18 i ;

Wilmington (Del.) Institute Free Library, classification, 2925,
personnél practices, 292; salaries, 293

Wolfe, Es’;j}e C., 58, 63 . _
: Work-stidy programs, Detroit Public Library, 28-29; Florida

&
ol
NN
" .

m~\J
\ ;

State University, 27; industrial, 26; library school, 26; Rut-
'E'ejrs University, 26-27; Syracuse University, 27

Z
Zorbaugh, Harvey W., quoted, 57
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