A Eq €3 €

ey g i

LRSS L B

*E%ﬁ%ﬂﬁ?ﬂ}'ﬂﬁﬂiﬁ
5 B BT




GER AR

Pl o8 B EE 5 T

g A5 - BT
R - RAEIERE

«<EPRBBERFIHREL &
Blke BT

7

B & el 34
1883+ A



CGENXRD
BEEBIE RF R
% - 2% - AIRRE
{ER BT - RIBIERE
CEBEBERTHRY BFEE F
DRE ®iT
VoL e i HR
(e 79
S nHHEBR HE R R B
FHEBEERETHET EHFEHELE
787 X 10928k HFFE oL Bk 2007 E

Ep . 40.0007H 4 1,005
B|Hae. Gaso i 458, T201-3L



WERER

RGARBARR - 4B - BHBR. ENY - REEREE XY
SERBHBEAFH WEXEI RN, FUERNRYEARRSET
KE#E.

FHRBHW, LBANETIATABRRFAERRM AL
fERF, AZEHEY., AXARNE. LRALLEASHORER K S
Ry SANFTHAS REMERBL, FRAMAHE, LEEHN, B
WHABEE: HERKF BARNSERMN. HAZSBHFIHAS,
t&#., FEGBE, BHREXR.

FHEANBABMIAEE, REENVSNEABRIENRERRER
WHBEME BTRERMAOER, HFERBHANE L%
AILARETANAE B HHIE.

e e e e



FE IS

hEGREEBHILEROBE, K% NP
OB, TR R S R L S R TS
O BORIGEIEOR - 8 - AUROR. SRR - RAIEREA R
) CEBRBERATAL Y MR ROUR, 3 DA R R
R R
NGB AREBHELES, HH8, THEL
B WA AR BN AR S AR S
T AR AT LA BT A AR A BB A 2
RIS, A BRI, ARG R S IR W B A
T A5
FHHEBEIIE, RIS IME S0 T
ERESH—EMBHNME, BT RRURBEBR, HE
B 2 B B I S0 e A
i
HTFROZRFE, ATHAR, BX5RLAE, B
MBS AR, FR2E, BREHTHLE,
SIMABIE LA DR, M5 LK S
BIEL AR, EABHIELET, RIBHTARLAR
MWK LR, HE% T P E N REREE WA
BIRTR, AR FIEH PR, IR0

BAPEHEIFH BiF4d
198248 2 B

37746 b



10

Contents

Users and their needs:public \'l‘ibraries

Users and their needs:educational and
special libraries

Organization and administration
Acquisitions and stock records
Classification and cataloguing
Non-hbook material

Good housekeeping

Lending procedures

Enquiries and reference material

Office practice

4

36

76
100
122
156
194
220
240
266

t



e sl &

B X

BB BB R AL B oreresnrarasirassens 5
HERHEBR—— SRR LB orrrreeeee 37
P AT LTI Shrveerevereerensensrersosanasssrasnsen 77

RBRIEE BB e eereernresseinesnsreimnessarenines 101
Sy HHNGE Hoverrerereorennerenssioessnssssnesnissanens 123
B U e erreereensrenencreseraesessasasseseseaeasen 157
B SPGB TH v vereremrenearneessnssanseneivnnies 195
B DR e ereeesersnrnmnssnnsemasineneirsnsanssssessvenns 221
BHRIB LT R -eeererrresanreessinnssnnsenseeenans 241
DI TEEE LS T ferevrerremennniorsrisenssssnssinsannas 267



1

USERS AND THEIR NEEDS: -
PUBLIC LIBRARIES

The public library movement was launched in Britain
with the Public Libraries(England)Act of 1850. This
act allowed for the establishment of town libraries,
to be free and open to all ratepayers, provided by funds
from local rates. Because the right to establish such
a library on the part of any municipal authority was
permissive rather than compulsory, many years were
to elapse before the entire needs of all the potential
reading public across the country were to be served.

A further act, the Public Libraries Act of 1919,
gave the opportunity for greatly increased library
provision, empowering county councils to adopt the
Libraries Act for those districts within their respective
areas which had not already done so. The new coun-
ty library systems established buildings for branch
libraries within their respective areas, in the small
towns and large villages where no libraries had pre-
viously existed. Even in small villages and hamlets,

4

R — R L et [———

el p



PR

PHRHER A E R

KERYALERBIEZS, REHE 1850 FH 2L
FEEBEBERY WA IR ZBREF N TR R
REREIREEBE, AFEABRANRRITR. A TR
XA AR, A T M R SR R B A AT B AT,
mARBHER, T, 2ETKBEERENEHEELSF
KEAREHADHR.

BAHR, W19 FHAREBIEER, »AkBR
EERBHREHRT AR, CRARE, ARAN L JFES
RN MU AT, HOBEBERAEEEIEH
A B P BT B B B A IRBA RN E BB BB S, %
MTHE. REEAMIMENBERAR, WU EHEHET



T g re——— S WA AT AR - SOk b Vo

centres were set up in schoolrooms or other suitable
existing buildings, where periodical exchanges of book
stock could be arranged. These libraries were, and
still are, organized from a county headquarters, nor-
mallylsitéd in the county town.

It was only as recently as 1964 that public library
provision became compulsory. The passing of the Pub-
lic Libraries and Museums Act in 1964 meant that
for the first time all parts of England and Wales
were given as of right a comprehensive and nationally-
linked library service. With local government reor-
ganization in 1974 came changes in the boundaries of
public library authorities. Some county branch libra-
ries were transferred to adjacent municipal authori-
ties and became branch libraries served by the cen-
tral library of the municipal authority, instead of as
formerly, by the county headquarters. But whether un-
der the auspices of a county or municipal authority,
and of whatever size or type, all public libraries con-
tinue as the Kenyon Report (1927) proposed that
they should, ‘to serve not only the earnest seekers
after knowledge,but also all those who are . . . grati-
fying an eiementary curiosity, and those who are
seeking relaxation and recreation.” -

Having the library of his or her choice easily ac-

cessible and open at convenient times are obviously

.8
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the first requirements of any potential borrower. It
is essential that public libraries are sited ceantrally
in their respective cities, towns or villages, preferably
on or near main roads giving access to pub\lic tran-
sport, and on sites where car parking facilities can
be madé“wa.vailable. Libraries built adjacent to or as
part of a shopping complex are thus helped to attract
and retain a borrowing public. Well-placed libraries
are able to advertise and draw attention to -their fa-
cilities by the use of posters and by well- arranged dis-
plays in their outside windows and foyers. If the
majority of the public who never use libraries are -
to be persuaded at least to explore them, the possi-
bilities for self-advertising on the part of libraries

need to be much more actively pursued.

The lending department

Once inside the building, almost certainly the first
person the potential borrower will make contact with
is the library assistant, who is thus given an excel-
lent opportunity for performing a very useful public
relations exercise. A good first impression of a lib-
rary often Stems from the tactful way in which the
discerning assistant can provide information anc help
with form-filling. Sensitivity to the individual needs,

and indeed the fears, of differing personalities is

8
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.peeded. Older people in particular often daek confi-
dence and can be helped by unobtruswe guxdance.
; The written formalities completed, some people ap-
“preciate being taken on a quick tour ef thg library,
-and the library assistant can point out:-whére their
‘specw.l interest areas are to be found For those who
‘prefer to explore by themselves, a wall- plan of the
library floor, or floors, should be provided. In. ad-
dition; a printed floor plan can be incorporated into
a handout or guide to be made available to all new
members. Such a guide will include, in addition, infor-
mation about the library, its fules. services offered,
borrowing facilities and so on. It serves the needs
of library users by explaining how books can be bor-
rowed, and for how long. It outlines the procedures
for reserving books, and indicates how requests for
.new additions to the library should be made. It in-
forms readers of the inter-library loan network, de-
m'onstrating the fact that all libraries, however
;small, are part of a nationally-linked scheme. Further,
7it-can explain how the library classifies and cata-
logues its :tock, list all the non-book materials that
are dvaz‘ab.e, and can also draw attention to any
special services of-fered, such as photocopying. Bor-
rowers will learn from it how to locate books not

in normal sequence on the shelves for reasons of size
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or subject matte’r.Finally.the guide should state clear-
1y all the essential rules relating to the lending of
books and to general use of the library itself.

It is necessary to draw readers’ attention§to the
catalogue. Many people are unaware that they can
consult it since they imagine it is solely for the use of
the library staff. A libraiy catalogue, whether con-
sisting of five by three inch cards in drawers, cas-
sette tapes, or of the sheaf type, needs to be aug-
mented by displayed instructions concerning its hand-
ling. It is becoming increasingly common for school
classes to visit their nearest public library, where
they -are %aught amongst other things, how to handle
the catalogue for themselves, and also how subjects
are inter-related. This area of work could well be
extended: many older people, especially those with
more leisure time available, would welcome talks on
how to exploit their library and its resources to the
full.

The larger public libraries usually aim to provide
a readers’ advisory service point, where the borrow-
ers’ specific information needs can be met. Here all
the bibliographical aids are to hand to enable the
advisor to answer questions concerning titles of
books in print, and of newly-published books not held
in the library.The British national bibliography (BNB),

12
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