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Reference bocks and
reference work, by I. G. Fudge

wference department
raference bhooks

However wvaried the work of a reference department may be,
the reference book is the basis of its work., The most im~
“o»riant element in the equipment of such a department is an
dequate and live ccllection of reference bocks, and ths
»2)8t important asset of a reference assistant is a knowledge
of reference books and experience in using the right book at
“he right time and in the right way. The posszession of the
~ight beoks and the knowledge of how to use them are two
chings essential to the success of a rcference department,
and the latter is no less important than the former. The ig-
norant assistant can render comparatively useless the finé-
3t collection of referenca books, vhile the skilled assistant, -
dlio knows row to get from each book all the varied kinds of
~nformation that it is plonned to zive, can shov astonishing
results even when limited to only a few basic books.

From the point of view of use, tooks may be divided into
two groups: those waich are meant to be read thrcugh for
either for information or enjoyuont, and those which are
meant to be consulted or referred to for sore definite niece
of information. Books of those sccond class are called

<} books, and are usunlly comprehensive in scoype,
condensed in treatment, and arranged on some special plan
to facilitate the ready and accurate finding of information.
This special arrangement may be alphabetical, as in the
casd of most dictionaries or encyclopediss; chronological,
as in historical outlines and similar compends; tabular, as
in the case of statistical abstracts: regional, as in atlase -
classified or systematic as in the case of some bibliogre-
phies, technical handbooks, etc. As such books are used for
the finding of single definite facts, some alphabetical
approach to the fact is usually needed, and if the book is
itself arranged alphabetically, it is usually provided with
a detailed alphabetical index, Works which follow any of
these indicated arrangements are reference books, pure &
simple, and not used for consecutive reading. There are ;
other books, however, which, while intended primarily to 4
be read through for either information or pleasure, are so
comprehensive and accurate in their treatment and so well
provided with indexed that they serve also as reference
books. Examples of such books are the Cambridge History
of American Literature, anthologies such as Stevenson's
Home Book of Verse, standaed histories such as the Can-
bridge Modcrn History, and many of the textbook and treat-
ises used in college work. The reference department of =
large library will necessarily contain voth formal refer-
ence books and these "borderiand" books as well, but the




student of reference books will naturally devote most of

; -1 5 >f'e ce books, both because
his attertion to the formal referen . , b .
%hgyﬁnfe fundamental and because they need careful stgdy e~
fors all their uses can be learned. Later,.however, in
40ing actual reference work, he should realized that -the
formal reference books constitute only a part, though a very
important ore, of his coilection of reference material and
that the treatment of some reference questions will involve
first the use of some standard reference book in the réferen-
ce collection, then reference from that to some book in the
Stack to which the formal reference book has furnished g clue,
even to some source of information outside the library,

How to study reference books

Only a 2onstant and practical use of a reference book will
make a student thoroughly familiar with its character and use,
buv he following suggestions will help him in his preliminary .=
exXamination of the book.

1. Examine title pbage carefully for information as to
a) scope of work as indicated in title
b) author's pame
¢} author's previous record (often indicated by list of de-
grees, positions, titles of eariier works, etc.)
d) publizher
¢) date of publication. Check date of publication by refer-
c¢nce to copyright date and date of Preface; while thesec
dates offer no absolute guarantee of the date of informa~
tion in the book, they sometimes help in deternminig tris,
especially in ceses where they are considerably earlier
than the imprint date.
2. hkead Preface or Introduction for
a) further information as to scope of work
b) special features claimed
¢) limita*ions, if any
d) comparison with other books on same subject.
3. Examine book itself for
a) arrangement
b) kind of entry
c) cross references, i.e., extent to which included, whethey
given in main work or in Separate list, etc,
a) supplementary list$, noting number and king and how con-
nected with main work
e) indexes, noting fullness and exactness of reference
f) quality and kind of articles, noting whether they are
Popular or scientific, signed or unsigred, impartial or
blased, and especially whether they are equipped with
satisfactory bibliographical references in the form of
either appecnded bibliographies, references throughout
the text, or bibliographical footnotes. Several articles



1d be read carefully, compared with similiar articles .
iﬁogther books. The stﬁéent shounld, if p0381ble! look up
sope subjects upon vhich he has either some special know-
ledge or means of securing accurate information of arrange-
ment of ~ reference book may be, the trustworthiness of
its information is of.still greater importance, and a
knowledge of its comparative accuracy or inaccuracy 1is
fundamentsl to any real knowledge of the book.

4.In examining both Proface and articles, note any evidence
of lack of impartiality; e.g., if the book deals with
a controversial subject, religious, political, etc., does -
it represent only one side; or, in the case of a biographiz:' |
cal work, are the selection of nzmes, kind and length of
article, ete., determined in any .ay by the desire to
secure subcribers.

5. In studying the arrangement of a book, note the possibili-
ty of varisiion in books which foilow the same general
arrangenent; e.g., in a vork arranged alphabetically,
note what rules for alpabetizing have heen followed,

Among encyclopedias, for example; the Britannica and the
Americana follow diferent rules, and the student who
does not observe that fact may miss the article for
which he is looking. Tre alphabetizing of words con-
taining an umlauted vowel is a possible Source of con-
fusion in many books, and in foreign refsrence books,

in general, one should always remember points in which
the foreign alphabetizing differs points will be found
on page X of this Guide,

6.If the work in question purports to be a new edition,
note carefuily the sxtent of revision claimed for -i%
and check this by comparison with earlier editions.

New or revised editions often present very special °
difficulties, ard *the examination =should be extcnied
enough to deterrine whether the revision is
a) so complete and thorough that 1t supersecdes the ear~
- lier work
b) thorough, but with the omission of some material in-
cluded in the earlier work which is etill useful,
in which case the two editions may have to be used to-
gether, or
¢) so insufficient and superficial that thc sarlier
edition is still to be preferred.
A reference worker needs such information about a book
for two purposes:
a) to decide whether or not the book should be puichased
b) to be able to explain %o readers who ask for @ so-
called “ravw dition why its purchase was considered ad-
visable.
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