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PREFACE

OME apology would appear to be necessary for a work on

library technique, since this subject has already been dis-
cussed in some détail.

The present work is not intended to serve as a manual to {
explain the methods of library practice. It is devoted, rather,
to an examination of some of those methods and an assessment
of their value against the background of the complete sekvice.

Such an examination is particularly necessary for thie-librar-
ian of a small system. Practices that are accepted Q}\thc Iargcr
systems are not necessarily the most economjcal or useful in
the smaller organizations. The Iibrarian mist acquire the
habit of looking at the whole and assessipg@’thie value of cach
part accordmg to the contribution it amakcs to the efficiency

- of his service. Library proccsses hag®'a habit of becoming

complicated and wasteful of staﬁ‘»nme, so that their wvalue,
under examination, is sometimes Yound to be suspect.
A bias may be traced towaxds the simplification of routines,

and the suggestion is made that the influence of branch

libraries should be extended: The temptation to discuss branch
Iibrary policy has, of#fte whole, been resisted, although with

- difficulty, for the sibject is absorbing. Any librarian, looking

back, cannot fail>t¢’ note how the extensive rehousing drive
between ‘the .t\‘wo world wars, and the growth of suburban.
housing estates, concentrated attention on the need for
branche&\\T he growth was continued from 1946 onwards, but
modified by the hand of the planning authority, To- day, the

l@nmng of branches must be co-ordinated with the provision
é{ﬁousmg estates and other amenities. Not only does this
affect the siting of branches, it also affects their layout and
design, for the architectural design must conform with that of
the planning authority. On the whole, this is a happy state of
affairs and conforms with many of the recommendations of the
earlier branch planners.

: 9
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One other conditioning factor must be mentioned. The final
‘chapters of the book, which are concerned with the develop-

ment of a’ branch, sérve in effect to summarize much of the

preceding material. Some duplication was necessary for this-

purpose. The harmony of the work probably suffers in conse-
quence, yet it is hoped that convenience of handling will
compensate for this:

Thanks are due for the loan of blocks and for permisiion to

reproduce cover designs to Messrs. Libraco and to the, hbranans '

of the following libraries: P
Bethnal Green Easthourhe -
Cambridge Islington

Coulsdon and Purley

' Thanks are also expressed to Mr, Oy*M. Jackson, Borough

Librarian of Shoreditch, for pernfistion to reproduce cover
designs and other m*tterial £ 1& H. G. T. Christopher,
Librarian of the Penge Pubhc Libraries, for his contribution on
methods of issues recordmg, and to Mr. F. M. Gardner,

" Borough Librarian of Luton, and the Editor of The Library -
- Assaciation Record for perrmssmn to make use of pubhshcd

material,

Mr. A. R, Hgm}t Seccretary and Librarian of the Institute
of Commonwealth Studies, University of London, read the
section on Kegal Provisions. 1 am indebted to him for valuable
suggestinng/and {or permxssmn to guote from his published
work g
P%ﬁ 1. D. H. Dawson, Chlef Cataloguer at the Shoreditch

lic’Libraries, read the manuscript. [ am grateful to him

{01 his friendly co-operation and assistance.

C. A, ErLLiorT.
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CHAPTER 1
ROUTINE METHODS

HE librarian of a modern system is often called upon for
independent judgment and action, Itis, therefore, cssqntial~
that the tools of his craft should be efficient and workable.

Efficient routine processes and standardization of dutles will -

greatly assist towards achieving this end, Most of theprocesses
with which we deal from day to day have evelved by an
- empirical method, yet it is probable that manyWould benefit
by examination and revision, for many feaftures are retained
by virtue of long practice, Examination s&nletimes proves that
actions and methods once valuable ateso no longer. These
should be dispensed with; no process, shiould be retained which
cannot be proved to be bencﬁcxal 1§ the system or to the readers,
Some care is required here before wholesale changes are
made. The librarian, confropted with a regulation or procedure
which seems to be pointless, should ask why it was orlglnally

- formulated, Every methodl must have had its origin in a prac-
tical need, yet the on}mal purpose may no longer operate, in

which case the insfrdment designed to cope with it can safely

be discarded. Ogrthe other hand, a certain provision, such as
the right to Teéfuse permission for tracings to be made from
reference hooks, although rarely called into use, may be neces-
‘sary to sﬁ?éguard against possible eventualities. In such cases,
reteption should be considered. New methods must always be
- justified before they are adopted. Novelty is mot justification;
 any projected change should promise increased efficiency or
greater economy in time or labour before it is allowed to oust
existing and proved methods. : :

The basic processes of library practlce are simple in essentials
and built around common principles. They are, however, often
elaborated beyond reason by local customs and by appendages
gathered through the years, Modifications devised to ‘cope

I1I
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- with special circumstances become redundant when the cir-
cumstances change, yet the modification may not be revoked
and may -continue unpoticed through the years, thereby -

- exerting a deleterious effect on routine. '

For this reason all processes and methods should be examined
with care, for time saved on mcchanical routines can be put to

+ good use for work of greater value.. Labour and space saving
devices should be welcomed; for example, cash registers colild,
with advantage, be used to replace the old-fashioned"ticket . -
system of dealing with fines. An automatic register would save -
time and would economize on the administrqtiyé' work of
checking and recording. Alternatively, the observation fines .
box, or some such variant, may be used.  Thi¥ fitting allows
the reader to drop his coins into a glass-sided'receptacle where
they remain in view, for checking purpdses, until a plate is
released: to allow them to fall into th€ box below. The key of .

+ the box is retained by the Borough Preasurer, so that receipts-
and recording ledgers become unnecessary. The box is emptied -
regularly by a member of the, :Tr:éasur_er’s Department. Asmall
sum of money is retained as'a “float” for the purpose of giving
change., R - :
- The entrance coufitet is the bottle-neck of the lending
library; the routiné,of discharging a book is a comparatively
lengthy process, Wwhich results in queues during busy periods.
Any method.that can reduce the waiting period should be
studied with care. '

The essential record of stock is the stock register. This may
‘be keptuin ledger form, but is better arranged in a classified *
segﬁc}ce on cards. The main topics of the arrangement should’
Aiesseparated by guide cards on which should be recorded the

" number of volumes added and discarded during the year. Thus,
1if the Dewey. Scheme is used, there will be 100 guide cards,
cach showing, at a glance, the state of the stock in that scction.
Little effort is required to keep these section records up-to-date
when adding or withdrawing cards, while the saving in time
during the preparation of statistics is quite appreciable.

A classified stock register obviates the need for a shelf register.
Classified .shelf registers came into use to supply. information
-not readily obtainable from the unclassified stock ledger. A
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method that combines the advaitages of both of these records

is obviously to be preferred. Accession registers are, likewise,
unnecessary in cases where accession numbers are added to
the invoice-at the date of purchase. This method is often
stipulated by the Treasurer and, where this is so, the numbering
of books and invoices must be the first process to be performed.

Collation of new books is not now widely practised.

It dgs

not an economic proposition, for the number of books found
to ‘be imperfect does not justily the time spent in their examin- -
ation. Moreover, readers are quick to point out imperfections,
and works found to be blemished are usually replaced by the

= bookseller in spite of their having been fabelled. 7

The stamping of books is more widespreads~and has been
given a further lease of life by recommendatiost of the Metro-
politan lerarians, a wurpnsmgly rctrograde}stcp by a normally

progressive body. 1t is doubtful whethef stamping acts

a5 &

deterrent to thieves, but the pomt camnot be proved either way.,
It is certainly a costly business in8taff time and.could well be

discontinued, together with the' embossing of covers,

unsightly practice which is guite superfluous. Perforation of

a few selected pages will.establish the ownershlp ofab

arn

-

ook;

notation lcttered on thHesspine, and the accession number
jwritten on the back\vgﬂle title page, will indicate the fact of -

v over-elaborate these safeguards?

The recording,sfissues takes the form of a day-by-day tally
in classified segtence.~ In order to make this process worth
while the a:n?t[ysm of issues should be as complete as possﬂ:]e.
A simpleldivision into the ten main classes of Dewey is in-

adequratc, the first hundred places should be used at least.
somc’ libraries, certain of the divisions in Dewey’s classes

In
Goo,

&007and 800 are split even further, so that up to 150 sections
ate shown in the full analysis, Such division gives a more
concrete guide to the extent of reading in the varlous subject

groups.

This, alone, is not sufﬁment ‘We should not be concerned
merely to record the number of books issued in each section;
such a record has little intrinsic value. After discovering such
facts we should make them work, that is, we must ask whether
the issues indicate good or bad provision, ‘and whether. the
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use of books can be increased by the addition of further stock
in the sections concerned. - This point is considered later in
more detail. -

Even the daily recording of issues has been queried and, in
some systems, it is the practice to substitute a monthly count of
books on loan. The saving in time of such a method must be
considerable. ' \ ~

Mr. H. G. T. Christopher, librarian of the Penge Public
Libraries, where the system is in operation, has kindl8ub-
mitted the following report of the working of the method over
a period of two years: &

“The system was instituted primarily in ordefto save time.
The normal system. requires the counting.of the issue daily,
the entering of those details in a ledger, and‘the summarizing
of those details weekly, monthly and ye&rly. The system in
force at Penge requires the counting of'the total books on issue
once a month, the entering of this ofte'set of figures in a ledger,
and the summarizing of only tivelve sets of figures for the
annual report, which gives the average number of books on
issue throughout the year, «\™
~ “No particular virtuessaré claimed for the system, but three
points do emerge fromi\the use of this system for a period of
over two years, }\Bl\étﬁer comparison of the use of fiction and
non-fiction is allowed, since no account is taken of the frequency
of the issue of works of fiction. In other words, the monthly
count reveals)ythe correct proportion of wsers of fiction stock
to the use@‘s\of the non-fiction stock.

: “Scct\)i;\dly, the system reveals the ‘liveness’ of a library’s
menfﬁership. In Penge, the average number of books on issue
35 ‘10,000 and, assuming a use of two tickets per ‘live’ borrower,
\ 1 would seem that approximately 5,000 readers are using the
~library throughout the year, whereas our membership figures
show 7,200 readers. This ‘liveness’ is not revealed by the
ordinary system. Incidentally, it is felt that most librarians
would be greatly shocked if they applied this fest, for from

knowledge of the issues recorded and the membership clamied -

- by many libraries, a percentage of ‘liveness’ of membership of
50 per cent. would be commor. o _
““The third point which emerges is that the system interprets
1 :
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more correctly fluctuations in reading. The Penge system does
not show great fluctuations in totals, as does the ordinary
system. Where neighbouring districts have shown great.
differences in yearly totals, the Penge figure remains almost
constant, and proves, it is thought, that large increases or
decreases in actual issues are due to lessening or increasing of
the intensity of reading by the same number of readers, rather
than increases or decreases in membership. This, of course,
would not be the case in spccial circumstances, such as the,®
opening of new branches, etc.” \\

. The insistence throughout of the record of books en 109.11
rather than of a tally of issues would, indeed, appear tg pfovide
a more accurate estimate of work achieved and a njore favour-
able basis for comparison between classes. MF, ‘Christopher
is too modest when he claims no particulag\wirtues for his
system; the three advantages noted in his yeport should be
studied with care, for they represent Krﬁles of considerable
magnitude. -

A further daily record must be made of money transactions.
Great care is essential with this réterd sincé it takes first place
in the estimation of both local@aid government auditors. Every
receipt and item of expenditure, no matter how small the
amount, must be recorded™ Receipts must be given for every
sum received, except{Where a special method, such as the
‘observation fines box,\s in use. Receipts must also he received
~and retained for ali money spent. Any mistakes in cash books
should not be.efased, but should be plainly crossed through
corrected and»xmtlalled

In addifivh to these basic records there are the standard
routinad]ioccsses The first of these is concerned with the filing
of issftes. There are two methods of filing commonly used with
Ahe Browne system of book charging:

A. Arrangement by accession numbers, and

2. Arrangement in classified order, with a sub-arrangement -
alphabetically by authors’ names.

Of the two methods the latter is to be preferred. The
-advantage of speed in discharging books is claimed for the
former method, but the validity of this ¢laim is doubtful,

Qutweighing any possible advantage of speed, if indeed it
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exists; is the fact that the classified sequence acts as a valuable
method of instruction for the staff in the arrangement of books
and the identification of subject notations, Assistants accus-

~ tomed to discharging books from a classified sequence become
acquainted with the notation for subject groups. An accession
number has no meaning in itself; a notation is the key to the
subject of a book. Moreover, the classified arrangement
facilitates the analytical survey of issues and makes the record-
ing of them more simple. The searching of the issue involyed
in the reservation of books becomes less of a problem. MWhen

. a library has several copies of 2 book to be reserved réference
must be made to several places in the numencally afranged
file. In the clessified file these charges would\be grouped
together, thus. requiring one relerence only{in each day’s
issue. Experience of both methods has-taug}it the value of the
classified arrangement.

The Dickman system of charging, I{SCH widely in America
and in some libraries in this countty,’ does not rely upon the
marriage of book card and reader’s-ticket.

With this method the readeR¥ number is embossed on a

" metal plate attached to higcticket. When he borrows a book

- his ticket and the book-cardidre inserted in a stamping machine
and a lever is depressed, thus causing the date and reader’s
number to be 1mpr®ssed upon the book-card. The reader’s
ticket is returned\to him and remains in his possession. The
hook-card is filédas record of the issue.

By this system of charging one ticket serves for the issue of as
many books#s may be required. Thus the necessity for writing
a numbkr of tickets is avoided and space for the charging files |
is redu%ed On the other hand, a numerical register of readers
ig. requlred in addition to the alphabetical index, because a

< ‘readcr s name must be traced from his numbeér when qucnes
occur. A great advantage of the method is that there is no
delay at the entrance counter, for the reader does not have to
wait for his books to be discharged before choosing others.
Staff time is not saved because of this fact, for the accumulation
of books-‘represents a considerable problem- during ‘busy
periods. .
The system is unhkely to gain many new adherents Any
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authority desiring to change its charging method has the
opportunity now of choosing. a photographic system which,
according to reports in the American professional press, appears
to possess all of the advantages of the Dickman system whlle
bemg less cumbersome.

An important factor with regard to all systems that a]Iow
a reader to take an unlimited number of books is that the
conclusions drawn from issue analyses will be less dccurate than
when the Browne and similar methods of controlled issue are
used. - Where the choice is limited to two or four books. the
‘reader’s selection is made with a degree of discrimination.
Where, however, an unlimited choice is offered, selection is
less rigid and books will be taken which, on closer exammatlon,
- will prove to be unsuitable and will thus be retiftied unread.

This aspect’ has a- certain significance buf\tco much im-
portance should not be attributed to it. The physical Jabour
of carrying books operates against the tenﬁ‘ency to choose too
many at one time. Yet the possibilityiy there and it must be
_considered; an error of between 5'ant 1o per cent. in issue
analysis, due to this cause, could? wot be consxdcred unreason-
able. AN

Delay at the discharging® desk is the fauit usually quoted
against the Browne systems.” There undoubtedly are queues
during busy periods bq& the delay is not often protracted. A
. method has been devised so that readers can pass through in

‘a steady flow, leaving their books on the counter and getting
- in exchange a,yeteipt instead of a ticket. ~This reduces the

walting periodvconsiderably, for the time taken to find tickets
in the ﬁlq&onstltutes the greatest factor in the delay.

The_micthod is as follows. At some time before the busy
perwd\a series of book-cards and pockets are prepared, both
caxd’ and pocket of each pair carrying an identical number,
When books are returned, a numbered book-card is placed
in each book and the pockct with the corresponding number
is given to the borrower. This acts as the receipt for the book.
The books are not discharged immediately but -are put away
to be dealt with during a stack period.

" When the borrower leaves he hands in his numbered pocket;
the hook-card of the book taken is placed in this and filed in a

B
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numerical sequence of pockets. As soon as convenient, the
books previously returned are discharged, and it is then a
simple matter to match numbered card with its corresponding
pocket in the numerical file. The book-card for the book
-taken is extracted from the numbered pocket, inserted in the
reader’s ticket and filed in the usual manner. Numbered cards
and pockets are then available for further use.

In connection with issue methods it is necessary to maintain

a file, in alphabetical order, of readers’ application forms, ."A

separate numerical register is sometimes provided a.n& thxs '

serves as a permanent record of readers, showmg age, sex,
address and any other information required. &
The value of this record is not apparent, so faf &s the Brownc
and similar systems of book charging are«Concerned, and it
might well be discontinued. The only infermation of value not
immediately available in handy fors ‘flom the alphabetical
file of application forms is the numbes and location of readers

and the number of tickets in use. These however, are siatistics

and need not be related to individuals. Such information can
easily and quickly be recorded without the encumbrance of
useless information. ~

The numerical rcgjiter of readers is a heritage from the-

indicator period. When the indicator yielded to the method of
. open access, uscd\%th the Browne method of charging, the
numerical register became superfluous. Yet it continued in
use for yeaps'before its value was questioned. It is a good
example of\a routine that became unnecessary through change
of cireummstances but which continued in use long after its
purpése had been served.
In some places details concermng new borrowers are

y '*;ecordcd not only at the branch of joining, but also at central

and at all other branches, There seems to be no need for such
duplication.. We take great pains to attract readers and
persuade them to read, then exert ourselves further to ensure
that they do not register at more than one branch. Does it

- matter if re-registration does occur, and does the supposed
. danger warrant the expenditure of stafl’ time to combat it?
~ The only concern need be with defaulters. These people
should be blacklisted and note of this action should be included

i
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in the register of each branch. Blacklisting should be practised
only as 2 last resort but, when the decision has been taken, it
should be rigorously enforced throughout the system. Rules
which are easily flouted are scon brought into contempt,

A factor to remember here is that regulations are made
for the benefit of readers as a whole. If any regulation is
disregarded by any one member of the community, the breach
is bound to operate, directly or indirectly, to the detriment of
other citizens, We are assuming, naturally, that regulations
are reduced to a minimum and include only those that are
essential for the smooth working of the system.

" The recovery of overdue books is a time-consummg process
with which all librarians have to deal. Methodc of recovery
vary from place to place in detail rather thanlimprinciple.

The first notice is usually sent at the be mg of the third
week after the expiration of the normal penod A second
notice is sent, if necessary, a fortnight(later. Successive steps
include a letter from the librarian, a.etter to guarantor and,
finally,  a personal visit. If nonelef these efforts succeed in
effecting the teturn of the boek the matter is placed in the
hands of the Town Clerk: Aleétter in legal terminology some-
times produces results where other means have failed. Quite
often, however, none of these efforts avail and the only further
course is 2 pmsecutlb(h “This step is not often taken; books not
returned at this stage are usually given up a3 “lost by default”,
and the readepjs biack-listed,

It is possible ‘that the dispatch of the first notice could be
delayed withlittle effect on the return of books. To send out
the firsg t\llerdue notice on the twenty-second day of overdue
rathm" ‘than on the fifteenth day would probably result in a
saving ‘of time and labour.

Little else can be done to reduce the amount of time con-
sumed by these processes except to keep records to the minimum
compatible with efficiency. For example, it is the custom in
some. places to maintain an overdues register to record all
notices dispatched. Where legal action is contemplated it is
pecessary to have a record of previous communications, but
the clerical work involved in writing up the register can be cut

down considerably. The majority of overdues are returned’

Q"
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after the second notice, and do not come to the attention of the
Town Clerk. If, therefore, the register is maintained, entry

should be made from the dlspatch of the third notice, thus -

effecting a useful economy.

Further time-saving is possible when cntermg details of -

overdues in the postage book. A block entry should be sufficient
for the first and sccond notices, thus reducing considerably the
expenditure of staff time. Local practices vary in this"Goni-
nection and, in some cases, the Borough Treasurer insist$yupon
detailed entry of cvcry item posted. N\
, Discussion concerning the policy of levying fines ot overdue
. books has no place here. Fines were originally imposed to
discourage the retention of books after the allotted period of
loan, In some libraries fines are regarded\as'® necessary source
- of income, and cases have been known\where a reduction in
receipts has led to an increase in (he amount of the fines
. charged. . "N\

The aspect of the problcm that’will concern the librarian
is the borrower’s attitude toWards this chargc Some readers
regard the fine as a feeto, be \paid for permission to break the
rules. Every effort should be made to prevent this attitude.
Rules may be good ef\bad but, if established, they should be
respected and nat Brought into contempt. Pcrhaps a change of
terms would helps® The term “fines” could be discarded and

“overdue charges” used instead. “Fine” has a police court
connotatiom\and is associated with a lcvy which, when paid,
makes amends for a certain action. This is the wrong attitude.
All a‘sqlstants should- try to- demonstrate to readers the anti-
somal\behavmur involved in the prolonged retention of books.
TR is probably the hest way. of tackling the problem, for

- "\ thanges of terminology can have little effect without an attempt
' .to convey to readers the inconvenience caused by their actions.
" Difficulties often arise in connection with overdue books and
those supposedly overdue. Many of such queries occur as a
result of a too hasty decision to write out a temporary ticket or
book-card, During busy periods a pencilled ticket or card may
have to be provided in order to avoid delay, but this should be
the subject of investigation at a less busy period. When an
assistant is satisfied that all means have been tried in the search
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for the missing record, a substitute may be provided,” To

- reduce the margin of error a duplicates register should be

£

involve periodical searches through the issue. ~

maintained, and this record should be consulted bcfore overdue
cards are dISpatched : .
Reservation of bocks is another lengthy process. Little ‘can

" be done to economize here since the method of reservation can

hardly be further simplified. In some systems attempts are
made to save time by restr:etmg the privilege to the use
factual works, but this is an arbitrary choice and not to' s
recommended Books must be reserved if an adequate service
is to be maintained and the recording of the reserva‘aon ninst
Attempts have been made to cconomize on the tlme spent in
such searching by filing the whole issue in a smg’ie Sequence, or
by combining the charges for two days thds reducing the |
number of scquences by a half. Time is undoubtedly saved in
searching, but against this must be balahéed the time recaiired

for blending. Morcover, the amalgamatlon of two or more

sequences into one will result in ¢he’crowding of staff at the
discharge counter, since a smgic Sile will often be required at
one time by more than one agsistant.

A problem arises here with regard to the length of time
allowed to lapse betwgen dispatch’ of reservation card -and
collection of the book.CA'period-of two clear days is the normal -
time allowed, but quite a number of libraties allow three days
or more. Such Uiberality is not to be recommended, for this
enforced delay<represents a complete loss of time, which is
rendercd rabre serious by the fact that the majority of hooks
reserve(k:are those for which there is a public demand. "Such
demanichis often of a temporary nature, being stimulated by
some eurrent event; its very nature demands satisfaction as
equn as possible. /

‘Any method that can be dewsed to reduce thlS loss i5 to be
welcomed. Little can, in fact, be done except to try to persuade
readers to collect reserved books as soon as possible after the
receipt of notification. A note, in heavy type, on the printed
card can help in this direction. ‘

Books not collected - within the prescnbed txme should he
made available for the next person on the reservation list. -



22 .. LIBRARY TECHNIQUE

B.ooo.., PUBLIC LIBRARIES

'.-.i-]:ou.rs of Opcmng ) Address k
- Telephone Number |

The following book is now available and will be. reserved for you until

Other readers are anxious to read this book, Please help to reduce
the waiting period by calling as soon as \p sible.

X 3
NS

Figry "
Reservations Card

e

The reservation system is of great convenience to readers
and it should be recOirimended whenever a wanted book is not
immediately ayaflable. But the facility can be abused if
readers are alléwed to regard it as a method of monopolizing
the recent additions. To prevent this it is a good plan to insist =
that no ifdividual is entitled to have more than two cards in ;
the r éﬁvatlon file at any one time. o

A %s;ffcrent type of process is concerned with the care of
stack, This process covers the routines of binding, replacement -
\and mending. All demand high priority. -;

\ A competent assistant should be made responsible for |
deciding which books are to be bound and the material to be
used. The time of sclection is an appropriate stage for a &

~ thorough examination of books. It is 2 mistake to bind teo

- . much light fiction, a better method is to discard and to pur- :
chase fresh titles, since ephemeral matter does not retain its
interest and is not likely to be read twice by one person. The
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binding' of such material results in the accumulation of books '

-of little worth which have become over-familiar o readers.
Moreover, the paper used for the cheaper works is of poor
quality. It will not stand up to prolonged use, it quickly
absorbs dirt and presents a shoddy aspect. Such material
should not be retained any longer than necessary.

In some cases it happens that the biading is too strong and
durable for the effective life of a book. Binders sometimes
try to push their wares by pointing to the strength of their

bindings. We do not want excessive strength, It is qu1te' a’)

common sight to see well-bound books discarded because their
contents are out of date. A less durable, and consequcntly
a cheaper, binding would appear to be indicated.

_This development would also avoid another fanlt\often seen,
that of retaining books with soiled pages becauethe binding
is still in good condition. Soiled books should Mot be bound.
Trimming will freshen the edges but cann\@t have any effect
on the page as a whole,

Another point to be checked before) re"‘mndmg is the date of
pubhcatlon When new editions arc “available it is not reason-
able to. give a new lease of life. %0 older stock. This applies
particularly with regard to,books on economics and the

™\

technical subjects. lerames cannot afford to deal with +

out-of-date informatio

Recording of booksx be bound in thc binding book can
be dealt with by a jubior assistant, who would also be respons-
ible for checking©n'return. The bmdmg book should be made .
with duplicate! gp\pxges, with the top sheet of each pair perfor-
ated. The upper sheet can then easily be extracted for dispatch
to the binder, leaving the bottom, carbon copy, as a permanent
recorde®

Books withdrawn from circulation are dealt with in one of
two Ways; by discarding or by replacement. Total withdrawal
is a straightforward process; it involves the deletion of the
record of the book in stock register and catalogue and in any
other registers maintained, such as shelf lists and accession
books.

Care must be taken to remove all catalogue entries which
have been made for a particular book. Details of these may be
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ascertained from the tracings on the back of the main entries
concerned. It is imporiant, however, that no reference should
be removed without prior permission from the chief cataloguer.
References are employed to weld the subject entries into a
coherent and workable aid, and are made in respect of subjects,
not books. The chief cata]ogucr should be informed when the
last entry under a subject heading is to be removed; he will
then instruct the assistant or branch librarian as to wifich
references, if any, to that subject heading are redundane\ This
precaution is necessary because only by consulting théwunaster
list of subject headings in use can it be: determined \ what refer-
ences to-a subject have been made in the varipds ‘catalogues.
Discarded books are stamped and sold as wasté; except where
provision exists for a central pool or for tragsfer to a specialist
collection, Where specialist schemes agean operation, records
of books available for disposal are sentitd.Co-operating libraries.
These records can take the fornpe typewritten lists, book-
cards or cards previously used as catalogue main entries,
according to the method inguse at the system concerned.
‘Where book-cards or maigs tntry cards are to be used for this

purpose they should, naturally, not be destroyed at the time’

of withdrawal. R

The record of diScards, necessary for the auditor, may be
in the form of typewritten sheets. Where the stock register
is maintained.on’ cards, individual entries may be transferred

to form a sépatate withdrawals file, Other ledgers, in which
details of wathdrawals are recorded, are still retained in some.

systerns;. but the typewritten sheets with brief details, or the
transf\r of stock cards, prove to be quite as sat]sf'actory and
much more economical in time and lahour.

“\"Where replacement is preferred to discarding it is usual to

leave all records untouchcd and to treat the book as being still
" in stock.

This practice can very well be queried. Post~war delay in
replacing books necessitates the retention of cards in the
catalogue unrepresented by books on the shelves, a position
which is misleading to the public. Even stronger arguments
against this practice are: (a) many books now out of print are

unlikely ever to be reprinted and are difficult to obtain through
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second-hand chaonels; (4) replacements of scientific and
technical books will take the form of the most recent editions,
often with added material. The bibliographical data, in such
cases, are so different as virtually to form, from the point of view
of the cataloguer, a new work; (¢) many books are re-published
by other than the original pubhshcrs Circumstances visual-
ized by {#) and {c) necessitate re-cataloguing. '

It would appear, therefore, that a good case could be made,
for surgical treatment of replacement catalogue entries; they
should bec treated as withdrawals so far as the extractiom)of
entrics is concerned. This method need not affect the remamder :
of the replacement procedure. -On the ather hand, econdmies in
staff’ time become possible, inasmuch as the mam entry can
sexve as a replacement record.” Furthermgre; reservations
cannot be acceptcd for those books, representedin the catalogue,
but which are, in fact, awaiting repla,c&\nent. A common .
source of annoyance to readers is, theréby, eradicated.

‘A record of the books awaiting,replacement should be
maintained in all cases. This cag take the form of a separate
list or, when the stock reglster i$ on cards, it may consist of
the cards transferred from thie stock register.

The latter method is mot'to be recommended: The stock
register is'the most important record in the system. It is a
convenience to baviewthis record on cards, yet it must be
admitted that this%brm is subject to the criticism of imperm-
anence when compared with the ledger form of register. This
criticism is (ot entirely without foundation; to reduce its
effect, the/rhle should be adopted that stock cards should not
be mov\ed from their sequence, for cards removed are sometimes
not returned and their loss is not apparent. A separate record
for\rcplacement 1s, therefore, to be preferred and, as pre\qously
_noted, catalogue main entries can be used for this purpose in
Systems where catalogue entries for books awaiting replace-
ment are removed from the catalogues.

In systems where such cards are allowed to remain in the
+ catalogues, speed of- replacement should be 4 prime -con-
sideration, It is an annoyance for the reader to ask for a book
from the catalogue and to learn that the book is not available.
Sometimes this cannot be avoided, but the inconvenience can
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be rrngated and the waiting period reduced, if replacement
lists receive reguiar attention. Books should be purchased new
if possible, the practice of waiting for a second-hand copy has

'nothing to commend it.

Most systems could be improved w1thm existing circum-

stances by attention to minor details. Reduction of the waiting

period for replacéments has been mentioned. Also in this
category comes the need for keeping shelf stock in active,
circulation. No book should be allowed to remain on the gpér
shelves if it has not been issued during the preceding twc‘lvc
months. In branches of less than 10,000 stock this pcnod may
well be reduced to six months, CN

In order to determine the frequency of issue o¥€r the course
of vears it is possible to date-stamp books.dfi) vissue with the

" year as well as the month and day, thus providing an immediate

check at any future time, Alternatwely,ﬁnking pads can be

- charged with a different colour of ink-ab the begmmng of each

year. Probably a better method thap' cither of these is to add
the full date at the head of eyery date label. Examination
would quickly reveal the numbcr of issues made during the
period covered.

Another p0531ble improvement concerns the mending of
books, which is fast hecpining a lost art. Cheap paper, and the
use of transparentiape, have combined to provide a means of
annoyance for all who are concerned with the appearance of
books. Invis'{ble mending is no longer practised; instead, a

'transparcn‘r\stnp is gummed across a tear, making a useful but

ugly patchfupon the page.
“Imﬁ}lble mending can be carried out quite slmply by
thewise of a flimsy mending paper or tissue that need not be

) n'&nsparent The edges of the tear are very lightly pasted and

et together sandwiched between two strips of mending paper.

The book is left to dry under a weight and, when dry, the
mending paper can be peeled off. The paste on the joint
spreads under slight pressure and adheres to a minute partion
of the mending paper, so gmng a strong, neat joint that is
invisible except under close scrutiny. Carefulness and neatness

-in mending, and attention to small details, differentiate the

efficient assistant from the sloven.
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Similar precautions are required when processing books,
Labelling and carding are necessary but they do represent
blemishes on the covers. No more time is taken to fix a label
in an upright position than at an angle, yet crookedly placed
labels are often seen. The use of too much paste is another
common fault that results in unsightly marks and the tearing
of pages. Stamping, where practised, should not encroach
on the text nor on to plates, while book—cards should be typed™
or printed in a neat hand.

The lettering of notations on book spines is a processt that '
is often badly performed. This is regrcttablc, for it is the spine
which faces the reader, and which assists in forming(a“good or
bad impression in public estimation. All such leftering should
be performed with binder’s tools or with aelectric stylus.
Gummed labels for the purpose are uusightlyand unreliable
but are still to be found. Lettering should beof a aniform size,
at a standard height from the bottom, e”ﬂthe book and, prefer-
ably, should be the responsibility off orie person, Attcnnon to
such details will help considerablydn reduc:ng public prejudice
against the institutional appearance of a library book.

Another routine process whith will absorb much time is -
the satisfying of readers inquiries and suggestions. The
Inquiry service forms a ﬁxst—chss means of discovering readers’
tastes and rcqulremgé\fs 1t is possible to gauge the value of a
stock, and its completeness and deficiencies for a particular
purpose, by analysmg and studying the rcquests and comments
of borrowcrs. » Contact with the pubhc in this connection
shoutd never “be left to the most _;umor assistant.” This is an
impaortabt-task which should receive the attention it demands.

Otlter important routines are concerned with the compil-
ation of the weekly branch report sheets and the recording of

lany” accidents to staff or readers, The reports are complete

récords of the week’s activities; they should be written so that
the chief officer is able to get a clear picture of the work
performed at the branches and to gauge the progress of set
tasks and routines. The sheets form permanent records which
may be referred to at any time in the future. The necessity
for accuracy and for the inclusion of all relevant detail is,
therefore, apparent. :
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o A desk diary is an important item in each department and
in this should be recorded details of all messages, callers, events,
and so.on. At the back of the diary the assistant-in-charge
should note his deficiencies in equipment as these become
apparent. At the end of the year these requirements shounld
be brought to the notice of the chief librarian for inclusion
in the estimates for the commg financial year,

A record of anniversaries and special days should be mam\
tained. This could be incorporated with material specifically

"4 local; and could be made to serve a useful purpose as a\vchlcle

for d1sp1ays and articles for the local Press.

. The accident book is; fortunately, rarely used For this
reason it is often overlooked with results thatican be serious,
Any mishap to staff or readers should beMoted, with full
details of time, date, nature of accident,)¢ause, names and’

- addresses of those concerned, includi \}vitnesses, and action
taken. "Later developments, suchydg )insurance claims, often
make it important that exact dctaxls eoncerning minor accidents
shail be available, and time spcnt in recording these cannot be .
considered wasted. 4

- A first-aid box should bé: prowded for the treatment of minor

~ injuries; immediate at@ntmn to a small cut can often prevent
more: serious dcvclopments. Every member of the stafl should
“know the elcmen}& of first-aid and, more important, should
realize the limitations imposed on amateurs in such matters. -

Fire drill is,another important routine that can be the means
of saving/ Jives and property. Ixercises at regular intervals
_arc ess.@nal especially when new staff have been appointed.
The, pbs1t10n of fire extinguishers and thetr method of working
sl'@uid be known, and these appliances should be examined

regularly, The method of giving a fire alarm should be under-
stood by all. This involves knowledge of the location of the .
nearest fire alarm, which would be used should the telephone
be out of order,

With all routines the cmphasm must be on use, for the only
value of a routine is that it is part of the machinery designed
to extend the use of books. Routines arc not invariable and

ali should be designed to make it easy for the assistant to
increase the value of the service.
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The librarian, for his part, must attempt to increase use by
analysing books to reveal their contents; by co-ordinating both
books and the facilities available for their exploitation; by
displaying stock according to a methodical plan and by spread-
ing the news of the service as widely as possible. The object
throughout shounld be to give an excellent service, having
regard to the nature of the system and the clientéle to be
served, and to ensure that any provision made is efficienty
reliable and related to the needs of the people. .

Every system is limited, to a greater or lesser degree, whsther \
by lack of money, staff, buildings or by all three.{)These
factors will 1nev1tab1y impose definite restrictions gnithe type
and extent of the service to be offered. But, wlthm the frame-
work of the limitations, a librarian should Stri\?,e until further
improvement is impossible. This stage will 10t be reached, for
the enthusiast will never agrec that the 1de%{ has been attained.

© It is this constant striving for somcthlﬁg better than the best
available that makes for progress andvefficiency.

Continual compromise between the desirable and the possible
is necessary. Solutions to problems under these circumstances
are never constantly satlsfactory, for conditions vary and people
change, so that a workmg and effective compromlse at one
time may degeneratc m;o an cffective barrier to service at a
later date. Limitagignef the number of tickets allowed to each
reader, which had its origin in the existence of inadequate
stocks, is a caseylw/'point.

chcnerat:bn into complacency can.be avoided by a critical
observatiofe» The librarian should make it his business to

, study 1ew’ trends in the professional Press and to take every

i oppgrtumty to study the mcthods of work in other systems.
Nothmg but the best is good enough and, while the ideal may

(ot always be posmble, a nearer proximation can usually be
attamed if the effort is made. :
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PUBLIC RELATIONS

URBLIC relations should not be confused with publicity.

Good public relations must be established by a combination -

* of adequate siock, efficient staff and willing service. E’ubhmty

is one of the tools used in the process of spreading the/news of

facilities in order to increase the credit of the system. Every

public relations policy will utilize the mcthods of publicity in
order to achieve efficiency.

There can be no rigid pattern for the, deveiopment of a
library system because every library d} ?:nds for its well-being
on the encouragement received franglocal inhabitants. Local
interest is essential for healthy g‘rowth and with this must be
allied a progressive pohcy on thepart of the library committee
and vigorous co-operation ft6m the librarian and his staff.

A reader who has beenBssisted is sometimes ready to assist
the library in return by personal recommendation. Moreover,
satisfied readers feel(that they have a stake in the service and
are ready to preSNﬁsr its maintenance -and improvement. Oxn
the other hand{'a community cannot be expected to concern
itself with theweifare of 2 service ifits value is never emphasized
or demonsteated.

It f&lows that one of the chlcf aims of the librarian should
be talbuild a circle of goodwill towards his service. It has long

_ becn raccepted that a satisfied reader is the best form of advert-

/N

Jsément, but it is less frequently noted that the creation of good
relations demands more than technical efficiency, An assistant
may be efficient and quick to serve, but unless he also possesses
warmth in his dealings with the public, his chilling air of

officialdom will prevent the accretion of goodwill. Personal
contact between staff’ and public must be stressed. A trained
and efficient staff can make the most of limited resources;

* politeness and willingness to assist create the ideal relationship- \

30
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between library and reader, and this is not obtainable in any
other way.

This friendly atmosphere must be engendcrcd Technical |

efficiency there must be, but this must be accompanied by a

" deliberate attempt to achieve friendly relations, For this
reason it is 1mportant that the assistant should regard his daily
work as a social service rather than as a task to be completed as
correctly and as speedily as possible. The librarian musé ™
develop this theme constantly in his dealings with his staff and,
by his own actions, must set an example for them to ﬁq’H‘ow
There can be no placc for the “official” attitude in a suceessful »
library service. N

Relations between staff and pubhc can reducecfhe effective-

ness of a good system and increase the value 8 one that may
be defective in other respects. A system cinnot ever be first-

Y rate unless the staff are keen on their jobs,"able and willing

%to assist and seeking always to 1ncreasath& value of the service,

Every member of the staff should Be cucouraged to work

for the extension of the service andi to regard such a develop-
ment as an objective in which ‘e has a personal stake. One «
man cannot make a library service, although one man can do

- much to discredit it. Every assistant should act as an ambas-
sador; each, in his own-dy and to the best of his ability, can
add his quota of segdice to the sum total. Only by such co-

. operative endeavour ¢an a progressive system be developed.

The nature, ¢f,4 small system, with a limited number of
assistants, lends itself readily to the dcvelopment of the team .
spirit. A smél body of workers, each of whom is fired with the
‘desire togive of his best, can make a vital force of a library,
even though it ig hand1ca.pped by deficiencies of stock.

_Tact, when dealing with people, will go a long way towards es-
tabhshmg good relations. For example, every assistant has heard
the complaint: “T can’t find the book I want”; or, “the best .
books are never in”, How should these complaints be handled?

From the point of view of the reader the complaints appear
to be justified. The total stock of a library might be 10,000 or
20,000 volumes, vet, of that number, only a small proportion
will be of interest to any one reader. The number of additions
to this relevant portion will be corrcspondmg[y meagre.
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A positive explanation is the best method to adopt., It should .-
be explained that a fixed sum is allotted for the purchase of

~ books, and that this money must be spread over several depart-

ments and must provide for many subjects, so that the amount
available for any one subject—be it fiction or faciual—is . |
obviously limited. The remedy should be indicated—an
increased allocation, which will involve an increased rate.
This explanation is not likely to fail, and it has the advantage,-
that it places a possible means of remedy in the hands of the -
reader. He may not take advantage ofit, yet there is ng doubt
that if enough people concerned themselves sufﬁciently to
complain about low book allocations increased fimds would
result. It is the apathy of the pubhc partly d\ue to 1gnorance

‘of the economics of libraries, that is one of ¢He)prime causes of

the failure of local authorities to supplxlarger baok grants.
The object should be to encourage, iy Yibrary users a pro-

prietary atiitude, to make them understand that they are

\

entitled to a good book service @nd, at the same time, to
recognize their civic responsibility with regard to it. This
atmosphere can be engendeted only by personal service
towards readers as individgals.

Personal service is,.jndeed, 1mportant since it Plays such a
vital part in the use-ef books. There are three factors in the
life of a book: \ -

(a) the thought of the author,
(%) thc recgptive reader, and

{¢) ibrarian, who is the link between book. and reader,

Th hbranan has 2 duty to introduce books to readers and;
eveny %@re specifically, to ensure that the needs of a reader at
a pa‘rumlar moment are satisfied within a reasonable period

N f @ith the best available book. To further this purpose he must

jarrange for the contents of books to be effectively dxsplayed
and analysed for the use of his public.
From this it follows that the library staff have an important

-~ part to play. Unless they are capable and prepared to fulfil -

their duties the system cannot operate to any effective purpose.
The librarian himself will frequently be called upon to

_ display his powers of resource and understanding in order to

assess a given sxtuatmn and make demslons based upon hls\ '
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knowledge and experience.. He must understand the implic-
ations of the gap hetween theory and practice and know the
best means of compromising between one and the other. The
required expenditure for books may be 2s. per head of popu- -
lation, but if’ 15. only is available discrimination is required.

The ability of his assistants will be tested by the daily routine
of the service and by their contacts with the public. They must
develop the confidence born of their training and their grasp(
of basic principles, In this sphere each man must be his own
tutor, to a large extent, for circumstances change and_'l\:e'xt\-‘
book situations are rarely met in practice. Always theke’are

" qualifying factors that demand the exercise of judgmient and
the power of decision on the part of the individua\l.: )
Another point for consideration is the impression formed on
the reader by the attitude and appearance®of assistants.
Tidiness and personal cleanliness are, of pms}me, essential and
are hardly likely to be overlooked. Sarforial eccentricities
should be avoided. Bearing is importahy lounging and gossip-
ing within view of the public should, be rigorously prehibited.
“Politeness in all contacts should bega prime consideration.

" At one time it was commonlg,@ccepted by all shop assistants
that “the customer is always tight”. This attitude has been
considerably modified tofthe benefit of all concerned; hypo-
critical subscrvience i 4ot a quality that should be encouraged.
""" Library assistants Eu[d still learn a lesson from the shop
assistant in thig respect. The customer had to be placated and
soothed when His feelings were ruffled, even though he him-
self was dcmpﬁtrably in the wrong. A similar willingness.to
tolerate t%p’cccadi]]ocs of readers would often be advisable in
librariga,\ Tt is often forgotten that library stocks can present
bewildering problems to rcaders; the intricacies of catalogue
andy¢lassification are not always easily mastered, or their value
reddily appreciated, by people unaccustomed to their use. A
tolerant staff can make use of the occasion presented by the
complaint of an irate reader. Such an event would be regarded,
not as an opportunity to score a hit, but as an incident which
could lead to an explanation of library methods and policy.
The smooth answer, besides turning away wrath, can also
assist in building a reputation for courtesy and efficient service.

© | ’
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The art of speaking into the telephonc should be cultivated,
Apart from the obvious, time- -saving method of 1mmed1ate1y -
announcing the 1dcnt1ty of the library, therc is also the im-
portant factor of “telephone personality” to be considered,
Normal conversation between individuals is made up of a
blend of speech, gesture and impression. Many sentences can
be said with a smile that robs the words of any suggcsnon of :
rudeness or harshness,
In the case of telephone conversations, gestures are ahsent,
“and only the words remain. All assistants should xertiember |
that words will be assessed literally in telephone cenversations,
and that the impression formed by the recipient&ill be greatly
affected by the tone of voice adopted. Howimany business !
men, telephonmg the hbrary for the feft time, have been
pre]udlced against the service by the un\couth speech manner-
isms of a young assistant? k& )
Long penods of waiting on thetélephone should be avo;ded :

When it is obvious that a query *will involve a search, the
inquirer should be asked to st:ate his telephone number so that
a return call can be madess :

A splendid opportumty  exists, parneularly in the branches
for work with adolescént readers. It is probable that this -
section of the coffimiunity is least represented among our |
members. OtheRattractions, and the poor selection of suitable
books availghle are, no doubt, contributory factors. The
- intimate brauch atmosphere would appear to suit the needs
of the adgtescent, who requires individual attention. Such a
develdpment would also serve to bind together the various
unitsof the system into a complete whole and so prevent the |
.'.feeimg of isolation that sometimes pervades branch libraries.
N Branches are often regarded as stations for the issue of books |

. and have little share in extensional activities. If appropriate

~ . books can be supplied, the youth clubs, churches and local

organizations should be approached with a view to co-opera:
tion. :
Efforts made by the staff to ensure the satisfaction of readets .
should be reinforced by the material factors of building and |
equipment, as far as this is possible. " The building itself should -
i be clean and fresh. - We can have no control over existing |
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designs, and many buildings will never be other than unsuit-
able. But something can always be achieved by decoration,
lighting and general freshness. Windows should always be
* clean and shelves tidy. Books tend to straqgle when moved
by searching borrowers, and the difference in book sizes is not -
conducive to neatness, Too much can be made of this point,
books are intended to be read, not to be looked at, but a certain
degree of regard for appearance must apply. ‘

Dust on books, shelves, ledges, lamp-shades and tables
indicates poor supervision and should not be tolerated A
. similar indication of bad staff work is the continual presencc

of books out of sequence. A book misplaced cannot perform a
useful function; if it is not present in its correct’ Position it
might as well not be in stock, Care in shelving¥eturned hooks
and in the daily inspection Is, therefore, very\iecessary.

Other matters that cause irritation argZeffen the result of
simple oversight. Clocks should alvya}‘s‘ be accurate, the
pracnce of setting a clock a few minufés'iast to ensure prompt
closing is reminiscent of public-house practice and should have
no place in the routine of libraries.” Some libraries have their
own peculiar practices in minor details. While these may
appear harmless enough tenthe librarian accustomed to them
it may well be that thw provoke severe irritation in the
readers, \\ .

Posters and nghices that become out of date torn and
ragged should ‘t{e temoved. They give ewdcnce of untidy
habits and caréless, slipshod routine. Posters displayed should
not be tog~gbviously the work of amateurs. The branch .
librariagy Q&ho wishes to hold displays is often forced to design .
his own nonccs, but it is far better to forgo the advantage of a
noti€s than to exhibit the crude attempts sometimes seen.
Tucidentally, such ventures often fail because an indifferent
petformer has attempted an elaborate design far beyond his
capabilities. A more restricted plan, simply carried out,
would be more pleasing and more successful. There can be
no excuse for poor notices, for there are several instruments
- on the market, such as the Econasign, which make it possible
for the youngest assistant to produce a presentable notice,

Lighting and heating are usually beyond the control of the
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librarian in so far as their initial installation is concerned,
But, if either is unsatisfactory, continuous pressure should be -
brought to bear on the central authority until the position has -
been remedied. As much as possible should be done locally
to make the best use of existing resources, and it is obvious
that lights should be switched on a little before they are .
actnally needed rather than a little after. Electricity is che
and while economy may be necessary, it should be remembercd
that economy is wise spending; insufficient spending €an be
the reverse of economical, "\
- Ventilation is likewise dependent upon original design,
The ventilation of some buildings seems toseffer a choice
“between insufficiency and draughts, but eveh here the worst
effects can sometimes be mitigated by thehise¢’of screens.
Another annoying- feature, which should never be allowed
to develop, is delay in the ﬁhng of catalogue cards. Such work
must always be regarded as of prisag-urgency, there can be no
- excuse for allowing cards to acqumulate. Lack of staff is some-
times offered as an cxplana,tion, but this cannot excuse the -
neglect of the basic guide t9,the contents of books. If the cata-
logue is the key to the hbrary its importance should be recog-
nized and its mainterfahce given due priority. :
Tt is lmportangb remember, also, that the delayed cards__
,are those for the most recently added books, for which there is*
‘always the grcatest demand, Failure to find the entry for a
~desired bogk will cause discouragement, and will contribute
towards. bﬁﬂdmg the impression, in the mind of the reader,
that @c catalogue is a mysterious tool of a complexity beyond

" thelnderstanding of the average man. That belief is already

widely held; librarians should not assist in its pcrpf:tuatmn bY

“tardy insertion of entries. :

Such basic provision is important; public libraries exist .

to give service, and routines and processes are devised to make

this possible, that is their only function, Some routines have

a minor valize; their subordinate function should be recognized,

and they should never be allowcd to assume unjusuﬁablt‘:'
importance.

+ The library service is designed for the use of the people.

This, indeed; is its only justification; all parts of administrative
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machinery should be directed towards the end of increasing °
the use made of the service, and all methods must be judged
by this objective. Smooth running in all parts of the system is
essential for this purpose, yet possible public benefit should
not be sacrificed for an advantage in administrative facility.
So far as routines are concerned, the best criterion liesin the
eventual welfare of the system; any routine that has only
established practice to recommend it might well be superseded{ ™
 An example of such a method, established by long pragtice
but- without value to-day, is the custom of refusing to excHatige
a book on the day of issue. It is a relic of the indicator-days,
when all charges were carefully recorded in the litflé nbtebook
belonging to each slide. There was some justification for the
refusal at that time; exchange on the day of isguenvolved some
slight disarrangement of procedure which sesulted in a little
“extra work. The reason was never very aeighty; to-day it has .
. lost all validity and the practice shoula‘ disappear from our
routines.

A further example is provided. by those systems which Hmit ,
the number of books issued atione time to each person and
refuse to increase this numbérs . Fortunately, such regulations
are vanishing; the tendenty: to-day is towards issuing as many .,
books as can usefully hessmployed. -

Narrow restncnon\of the nurnber of books issued is a heritage
- from the past, wheg supplies were limited and care had to be . -
taken not to déplete the stock. . Yet few readers take more
books than they'actually require, the inconvenience of carryiug -
them. cli&x:tually prevents this. There may be individual
abuses, bt these can be overcome easily enough by providing
initialiy,” say, three or four tickets for each person and by
Jssmhg further tickets on application. Known abuses can then
Seddily be checked, while the student, who- ‘requires a number

of books for comparative reading, will not be limited in his
choice. Depletion of stock, to which the practice rmght lead,
should be met by increased prowsmn not by the ratlonmg of
books.

Librarians doubtful of the msdom of this pracﬂcc should
attempt to recall their own student days. Such recollection
would quickly aflirm the necessity for better provision for those.
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engaged in study. The desirability or wisdom of supplying text-
books does not arise in this connection, for there are many books
used for comparative reading of short duration that are
required by all students. These should, undoubtedly, be
provided.

Some systems refuse to renew books by telephone or by
postal request, and insist upon the production of the books at -
the counter before renewal is considered. Therc can be né\:
justification for this restriction. Any book not rcqmreds by
another reader should be available for renewal, and it. s‘h‘ould
not be necessary to insist upon the presentation of tht books -
on each occasion, CN

A similar restriction affects the renewal of o;vcrdue books.
Where books may be renewed by telephong,{an exception is
sometimes enforced in the case of books that\are overdue; these
cannot be renewed until the fine has beépypaid. Once again,
this seems to be an unnecessary obstacle' to use, except in the
case of the habitual offender. Undcr normal circumstances,
a record of the fine duc can be mafle and inserted in the charge,
and the amount owing can b ecllected when the books are
eventually presented for exehange. _—

In some cases, a debtéf\this kind may be repudiated by the
offender, pamculaﬂy‘w}len the books have been on loan for
a long period. This cannot occur very often, for repeated
telephone renewals are not of frequent occurrence. The
imposition of\d{petty restriction to prevent a possible minor
loss of revenue ‘would not appear to be in the best interests of-
the serviéey” Any slight monetary gain is far outweighed in
value Dy the loss of goodwill from those readers who are,
mconvcmenced thereby. Moreover, the people who make

p such use of the service are the very people whom we should

—

attempt to serve as eﬂicnent[y as possible. Any person who
continually renews a book is almost certainly using it for a
good purpose; ephemeral reading does not call for such 2
provision,

Consistency in all dealings with readers is necessary. For

_example, it may be good policy to issue a book for an extended

period to an individual if he has a reason for the request, But,
if this is done, the assistant must be prepared to grant similar
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facﬂmes to others under similar circumstances. Favouritism «
must not be allowed to exist, neither must it appear to exist.
Individual service should be featured and subject requests

“satisfied. This usnally demands more than the provision of a

single book although, too often, requests are allowed to become . -
forgotten after the initial book has been provided. Additional

-works should be supplied, and attention given to the reader,

until the demand has been completely satisfied. O

Speed in the production of books is an important facter,
especially in a small system or a branch where limitatibn“of
stock causes unavoidable de]ays Desire or need fon a”book
may vanish if its production is too long delayed. Suchlan out-

- come to a request leads a reader to form a baddmpression of

the service, and to refrain from further dematids that involve

the use of stock not immediately available,

Unnecessary delays of any kind sh L&" not be tolerated.
The practice of making a reader waltoér a day or more for
his tickets is fortunately dying ouf But other, less cbvious,
annoyances still occur that arelnimical to good relations.
Bindings, for example, tend toiPecome shabby with constant
use and misuse. Failure to seid a book to the binder is often
due to the reluctance, opdthe part of the librarian, to lose the
use of a book for sevex:al’k:onths. This is an unfortunate waste
of time, but it cai hardly be avoided under present cir-

- cumstances. ' A delayed decision cannot put off the final choice

but creates, instead, an impression in the mind of the reader
of a shabby ckrty and neglected stock. _
Cleanlingss“of stock is, indeed, vital. It is ridiculous to
publiciz€\a library if the shelves are filled with physically
soiled books. The bogey of infection from books is always with
Pubhc libraries have for years been blamed as distributors
01" soxled books and, although the facts have been exaggerated,
they have not always been entirely without foundation. Some
libraries still house books on their shelves long afier they -
should have been discarded, and the fear of infection must
arise. Facts, as far as they are known, concerning the risk of -
infection ﬁ‘om books seem to mchcatc that the dangcr has heen
much overrated. -
The Public Health Act of 1936 covers the trcannent of books
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- that have been.in contact with notifiable diseases. Extracts
from this Act are quoted in Chapter Eight (Legal Aspects.)
" Qnly the general principle is considered in this section., |
Any book that -has been handled by a patient suffering
from an infectious disease is a possible source of danger to
another person. But that fact has no particular significance.
The air we breathe, the door handles we touch, the food we
eat, are all similar possible sources of infection. The reah

e

questions to be considered are: \
{5} Docs a book constitute a specml@y rccepu\rc agent. for the
harbounng of disease? W >

(2) If so, is it easﬂy transmitted from one user{{ojanother?
“{(3) If mf‘ectmn is present, for how long does {tremain?

(4) What, if anything, can be done aboutd&2

No evidence has been produced to shew'that a book is'a
specially favourable agent for the spread of disease. Books can
easily become contaminated if a Patient sneezes or coughs
-upon them or uses a moistencd ﬁngcr to turn over the pages.
Disease can be spread from theg Book if another reader himself
uses a moistened finger to tum pages.

« “Medical evidence, based\on experiments, has shown that
bacteria can live for peri riods of up to four months in the pages
of a book, The dangéfof the infected book to the finger-wetter

 is, therefore, qmtei«cil and may be extended to cover a number

~ of readers.” Clednliness of stock and the disinfection of contam-
inated booksgate the best precautions, together with an attempt

o persuade\"rcaders to turn over pages in a more hygienic
mannert ) :

Ofsthese remedjes, the provision of clean stock is probably
thelmost important. The essential fact is that, although 2
¢ ~b90k may or may not carry disease, the suspicion of contam-
nation is easily aroused in the mind of a public already con-
fused by earlier prejudice, and this suspicion must be prevented
by obvious cleanlinéss of stock: Readers are less inclined to
he afraid of infection when handling a clean book than when
asked to read a grubby volume long past its prime. No loop-
hole should be left for doubts about infection and disease.*

*Tor a fullcr discussion see FlL, W Bouks and Infections Diseases, L. AR., 1950,
PP 144-146.
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ThIS factor is probably one of the reasons why 95 per cent.
of the pubhc make no attempt to use the library service.”
Another is the fear, largely groundless to- -day, that stock is
out of date. In technical literature, especially, ouly the latest
edition will serve; this maxim is as important to the small
branch-as it is to the central library. .

Another matter of importance to small systems and branches
concerns the staff’ time taken up by inquiries. Ideally, there
should be no limit set to the amount of time devoted to this
work; in practice, a halt must sometimes be called whendtheé)
claims of a borrower threaten to encroach upon the rights of
others. In theory, we should supply all books requived; in
practlcc, we have to select and balance the cialms of one
against the other as, for example, when we refusegosupply text-
books which will be required for use over a péxiod of months.

Such discrimination must constantly bc\%rought into use
~“when dealing with readers’ inquiries, . T'hé librarian should
not allow his staff to he enveigleds ‘1r1t0 long searches for
material. The first duty of the assistént s to indicate the source
of information, not to spend time. obtammg it when this could
be done effectively by the reader himself. Time passed in this
way must be compensated for by resmctmg the time allowed
1o other readers, and this nxprquch(:lal to the service as a whole.
In some cases it is a\&gnvcment to obtain the information as
to indicate the soupce and, in such circumstances, this course
should be adoptegl “Yet the danger of such preccdents should
always be borde)dn mind, and a firm stand taken against the
dissipation pf8taff time occasioned by the inquirer secking to
avoid. thei&ouble of searching for his material. :

It hag\been said that the purpose of an inguiry is no concern
of thblibranan and that he should pay equal attention to afl
séekers, / But the doubt arises whether this is the correct
attitude to adopt. Surely the librarian must be allowed to
* judge each case on its merits? If prolonged attention to one
- person leads to insufficient attention to another the value of

the work must be questioned. Is it really as important to

settle a slight query as to answer more vital matters? What
is ephemeral? That the hbranan must demde upon and act

accordingly, S
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“

Such questions will be decided by the general policy of the
system concerned but, whatever the final decision may be, it
is certain that the maximum possible service is not practicable
all the time. Libraries vary in their approach to the ideal, so
much dcpends upon_finance, staff’ and leadership. But an
energetic librarian can do much to improve his own sphere of
action and thereby help to energize the system, brmgmg it
closer to the desired standard.

It is important to satisfy all requests with accurate jfiform-
ation. The whole library service tends to be judged by'the fesult
of a single inquiry, and a bungled request may have ‘the effect
of vitiating much carefully planned publicity work, thercby pro-
voking condemnation of an otherwise sansfactory service. It is,
therefore, necessary that all requests should*be scanned by a
competent assistant before any final replyis given to a reader.

~ The satisfied reader is the best pubhciw we can hope to obtain.

Difficilties sometimes arise throwgh the keenness of assist-
ants, and this is particularly notigedble in the case of inquiries,
In a small system reference .stocks cannot be comprehensive,
while most branches are. Inmted more or less, to quick-
reference material. Any asdistant who holds on to a query, and
who persists in trymg\to answer it with inadequate resources,
is rendering a dlsa§I‘V1€C to the system. An excess of zeal can
sometimes be & definite disadvantage. Such difliculties can
be avoided 1f assistants are taught to report to a senior when-
ever a quety) »is undertaken which cannot be answered within
a few rmnutes A trained assistant can judge immediately
whet];\ksr the resources of the department are sufficient to cope
withMhe problem, and much time can be saved by an im-

. (médiate transler of the query so that additional resources can
<. ) be brought to bear,

Details of all requests should be entered in the inquiries

\ book “and this should be exammed daily by a senior. Any
itém that 'demands extended attention should be clearly

" marked so that it cannot be overlooked. There should also be
provision for Suggcstlons, either in the form of a suggestions
book or as separate slips. The decision regarding action to be

taken as a result of such suggestions should always be com-
municated to the reader concerned,
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Readers’ suggestions constitute a good guide for the librarian
to help him to determine the adequacy of his provision.
The service is always widely used and forms a genuine con-
venience for readers. As with many other methods abuses
sometimes creep in, and there is usually to be. found the
individual who reads the reviews and suggests numbers of
books that arc automatic choices for selection. In this way
he ensures that he will get first reading. This practice is cons
- trary to the purpose of the facility, which is designed to ensure
. that a legitimate interest is not overlooked. Books that aré cér-
tain to be purchased do not come within thescope of suggestion,

In order to end the abuse suggestions for bookston order
should not be accepted. If such a suggestion is made it should
be returned to the reader with a note to théveffect that the
book is already on order and should, - thexéfore, be reserved.
in the usual way. This procedure should‘Be followed only in
the case of known abuse and wherg th} device is regularly
employed. The isolated, genuine case’should be passed with-

- out comment,

Every person who makes a..sﬁg'g’estion should be informed
of the result of his action. A sitnple card is sufficient. Tt shouid

tell the inquirer that (g){the suggestion has been approved
and that the work will"be reserved for him when available; -

or, () the suggestion has not been approved; or, (¢) the book
has already been ©pdered and cannot be accepted as a sug-
gestion but may®e secured by reservation. '

All books suggested by readers demand special treatment,
When appfoyed, these books should be ordered immediately
and pusifi)& ‘through all processing stages as quickly as possible.
The piovision of suggested books is a potent method of creating
goodwill, but this can be squandered by delay in the production
ofthe book. A book supplied within a few days of the suggestion
will give immense satisfaction to the reader; the establishment

of such good relations between system and public well repays

- the little extra work involved, When delay is expected in the
purchase of a book as, for example, when the book is reprinting,
_ the borrower should be informed of the fact, otherwise the
delay might be ascribed to negligence and inefficiency on the
part of the system. o :

N
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Any untoward happening of this kind that affects the
smoothness and efficiency of the service offered to a borrower
should be explained to him. Thus, if a reserved book cannot’
be traced, the reader should not be left in suspense; unless
another copy is obtainable he should be informed that his
reservation cannot be accepted. Notification should certainly
not be delayed until the reader inquires about the book.
The knowledge that his suggestwn had been hanging fire for*
several weeks would convince any reader that the servigeywas
being conducted with little regard for public convenience.

A file should be maintained of 2l requests that deal’ with a
definite subject. This could be blended with the fife of readers’
interests, mentioned in another chapter, so ailc)wmg readers
to be notified whenever books dealing withintheir subjects are
added to stock, Y, :

All efforts directed towards 1mproang the service can be -
marred by an unsansfactory stockn A shoddy stock operates
against effective service, so that, books should be examined
regularly to ensure that they, are clean, up to date and suffi-
ciently used. Books that fail’to satisfy these conditions should
be removed from the shelves. Regular inspection is essential,
and this can be achicvéd by ensuring that two or three shelves
are inspected, bop b’y book, each day. Continuous stock-

3 takiﬂg can be included in the systematic check; As each book

15 examined it, should be ticked against the shelf register or
other stockgdking record so that, when a single circuit of the

- shelves hdghbeen completed, approxxmatcly two-thirds of the
» stock will'have been checked, '

‘Muoch time is saved and inconvenience avoided by this
mcthod The service benefits since stock is Lept up to date and
"Nt clean condition. Moreover, stock-taking is thorough and

5 consists of more than a numerical assessment of logses which,
in itself, has little value. .
. In -addition to the routine shelf check there should be 2
brief inspection of books as they are returned from loan, It

, may be objected that this procedure is impossible during busy
periods, but the difficulty can be overcome quite easily if the
practice is adopted of putting all books aside for later examin-
ation when the date label has been halffilled. This rough
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: gmdc is sufficiently -accurate to ensure an inspection after a
certain number of issues. It i Imposes no demands on a ‘busy
counter staff, for the examination xtself 15 camed out durmg .
the quiet periods.

Methods of renemng and brightening book stock should

- procced in conjunction with schemes for attracting and retain-

ing readers. It is worth while to go through the file of unused,
tickets periodically and to return to borrowers all ticketsd, >
except those retained for specific reasons, such as for defatdt.
Similarly, the borrowers’ register should be examined-gvery -
autumn for application forms that have not been renewed, A
letter should be sent to readers who do not renew :hclr Uckcts
The following has proved adequate \~

Dear ...... e

1 notice that your hbrary tickets ha\fe expired and
have not yet been renewed; I hdps this does not in-
dicate any dissatisfaction with the’service. ,

If you have experienced an¥ ‘difficulty in getting the
books you want will youg Please let me know? I, at
the same time, you cale to make a. note of your

. hobbies and interest 1 will send you a Ilst of books
about them. L)

An apphcatim\form is enclosed for your use. This
form may be sompleted and returned to any of our
branches Xolensure prompt renewal of your tickets,
P2\ . Yours faithfully,

W .. LiBRARIAN.

NS

Y

Eﬂ‘orts of the library staff in fostering good relations w:th
t»hc public are best revealed by personal service, both inside

A outside of the library, dlsplays and, in some cases, by
bulletins. A good opportunity is presented where libraries
possess show windows facing the street since the windows offer
the basic requirements for public display. The opportunity
should not be neglected for a well-lighted window, cffectively.
arranged, can compel passers-by to stop and see for themselves
the attractions within.

Itis a good plan to study the art of wmdow drcssmg as
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illustrated by the methods of the larger stores. Note the

~economy of exhibits and the contrast of colour, size, position
and grouping. Profiting by this experience, the librarian
should be careful to limit the number of books on view in his-
window display. He should include pictorial material and
displays, and refuse to allow his books to be arranged in rows
but should scatier them, some open, some upright, arranged
singly and in groups. Background colours should harmgnize;
they should be bright but not designed to attract atteation
away from the books. Varicty should be introduced by
regular changes which could well reflect curreng events and
interests.

One of the best methods is to study ad_]ilccht shop windows,
and then to design the library window inga“different style in
order to make it stand out from other fm’@tagcs. The demands
of good taste enter here, and no purpbse would be served by
too great a clash. But the variety(of backcloths, lighting and
arrangement is so wide that aldifferent style can well be
achieved without a viclent copirast.

Every library can act agtthe pubhc information centre with
regard to the activitiesef local societies. This need mvo]vei
little expenditure of gishe. A bulletin board, set up in a prom-
inent position o &the library premises, would record future
events in the sotial and cultural life of the community. Sec-
retaries of {ddeal societies would be pleased to supply the
necessary, mformanon for this calendar of events in order to
gain’ p\blxcmty for their ventures. The library itself would .
benefitfrom the resulting public interest and also from the
opportunity afforded for contact with the groups concerned.
~The extent of the gain accruing to the library service will

’ depend naturally, upon the zeal of the librarian in pursuing
the contacts established.

Information screens lend themselves well to many forms of

“publicity, There is a distinct advantage in having a settled,
welk-chosen site for announcements and, if the screen is attract-
ively maintained with real news and interesting items, readers
will get into the habit of studying 1t on their way in or out of -
the building. But material must not be allowed to 1angu15h
nothing must be retained too long or allowed to remain after
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its purpose has been served. Neither must too much material
be included as copy, otherwise all interest will be lost.

-In order to make the best use of the service it is necessary
to evaluate facilities from the user’s angle. Over-familiarity
with resources makes it difficult for librarians to look at their
service from the readers’ point of view. It is not easy of achieve-
ment, but neither is it impossible, and it must be attempted

. if any system is to be of maximum value, We are apt to assumed

\

that facilities known to us are also known to readers, but this
is not the case. Every feature must be stressed and stxéssed
again, not only for existing borrowers, but also for the benefit
of those coming from other departments and other régs.

Repetition of essential information does not nauédate. The
propagation of necessary facts is accepted by fhose already
aware of those facts, and the repetition is tolerated and made
bearable by the bland feeling it providés)of superior know-
ledge. Moreover, in these days of rcpé}.itive advertising, the

‘mind’s eye becomes conditioned to pass over the non-essential
and known, without noticeable ifmpression or irritation, and
to be attracted only by the newtand important items,

Proof of this can be demondtrated every day. Does repetitive
commercial advertising m@useate? No! It makes little im-~
pression, taken item byitem, and achicves its effects insidiously
aver a long period. ¢re nieed, therefore, be no fear of boring
readers hy repeated news of facilities. Such repetition, within
reason, is necessary and should be practised.

This, however, does not mean that the library building
should belhittered with notices, or that the walls should be
plastergd\with posters on every free space. It is possible to.
have ¥60 many notices and to overwhelm readers by the mass

pfprint exhibited. All facilities should be mentioned, but this
ig/preferably effected by the use of a neatly printed booklet,
which should be presented to new readers and, thereafter,
continuously displayed. Extracts from this publication could
form a feature of other bulletins issued, so that the matter as a
whole is in constant process of circulation.

Surely this. method is to be preferred to the attempt to
explain everything by notices? It is true that public libraries,
in the past, have been over-formalized, and it is not surprising
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"-to find a reaction to-day. In spite of this, it is not necessary
to treat library walls as barrack-room notice boards, - -

- The library movement must go out to meet the public,
“but let it go proudly with a true estimate of its own value,
" not cap-in-hand with a supplicating outlock. Librarics havc
something of value to offer, and the public must be kept
informed of such things. Librarians must serve the publis, .
with probity and efficiency, but not with servility. - Mcthods
must be revealing and effective, but aims will not be ae l‘uﬁved _

!
' by mdlscnmmate billposting in library departments, ()
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GHAPTER III
AIDS TO READERS

HE best method of assisting readers is to provide them with £
a good book stock and to make it readily available. ItJjs
thc duty of the librarian to introduce his readers to the t:(m\
tents of books and, in order to do this, he must knov« “both
¢ books and readers. N
The function of assisting readers is very wide and complex,
yet the principle itself is simple. Basmal}y, it coﬁs\sts in telling
the reader of the resources available, in tetths that he can
understand. The reader cannot be forced\b:v accept facilities,
but if these facilities have been adapted\fo meet his require-
ments—and this involves book selecitol’ according to needs—
then self-interest will lead the normal individual to make use
of the resources provided. A\
- To assist in this object all materla] must be readily available,
so that there are no barriers between reader and books. Ob-
solete regulations, ovemtowded shelves, catalogues that con-
fuse with excess detail~all of thesc obstacles to use must be
swept away and rc}ﬁced by more logical methods. A library
must be used ifsitds to be of value; the librarian’s purpose. i
to facilitate thisase. To offer a service is not enough; it must
- be interprefed and presented in terms of public requirements,
‘Bran R%branans are favourably placed for helping readers
since their arca of service is small, their borrowers Hmited in
number and, thercfore, more intimately acquainted with the
“Steff, Accordmgly, the service can approach the ideal of
\JEI‘SDH&I attention to individuals. As literary adviser to a
limited circlé, the local assistant is able to get to know rcaders
and so to base his comments on a fund of personal knowledge.
The limited area of a branch, therefore, although a handicap
in many ways, operates beneficially with regard to the relation-
ship between readers and staff. There are other circumstances

49
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in which the branch has the advantage. The smallness of
the building may be welcomed by many, for large rooms have
a depressing effect on some people, while the central organ.
ization may appear to be too formalized and too complex for
a person who is inclined to belittle the importance of his own
requirements. Most people are more at home with the familiar,
~and will turn to an assistant who is known to them and acce;
ible rather than to a stranger in an office or behind a desk s
This factor operates particularly with regard to seadery

. inquiries. One of the great difficulties of such work % to

discover the actual nature of the request; this ’isj..’a\’ COmmon
complaint of all reference librarians. This obsfacle is largely
overcome at the branches, where the more intiniate atmosphere
is conducive to easier, less formal, relations, v X

The assistant who is keen on his job ) will soon acquire a
detailed knowledge of the area, bothcwith regard to industries
and the habits and needs of the populace. He wilt get to know
his readers as individuals, and\vill discover their tastes,
preferences and aversions. Mg will know which books will
appeal and to whom. Insfiet, it has been said that he can
select books with individaals in mind, *This is a procedure to
be recommended protided it does not stand alone, As the
sole factor in selectioh it can be grossly misleading, and can
lead to poor provision for those readers who fail to make their
requirements Enown, Supply creates demand in many cases,
yet this prifi€iple cannot operate if the selection is limited to
known demand, -

Selection should certainly be influenced by the demands
of'ikﬁriduals and groups of known tastes and requirements,
but “trial provision should also be made so that readers can

(experiment and branch out into new territory. All of the
) methods of aiding readers should be brought into use to assist

in this purpose; book-lists, bulletins, displays, lectures and
exhibitions should all play their part. '

Personal contact between staff and readers, therefore, brings
many opportunities, but the responsibilities are correspondingly
great. If the staff neglect their duty the service will languish;
if they are incompetent they will lose the confidence of their
readers and bring discredit upon the whole system. '
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For these rcasons, the assistant entrusted with the manage-
ment of a branch should be a first-class librarian yet, too
often, branches are considered to be the inevitable resting
places for “lame ducks”. It is a great temptation for a chief
officer to keep his best men at his side in order to maintain the
reputatlon of the central library. This is a bad policy, for a
system’s reputation can be blasted completely by the faults
of an incompetent branch librarian, To the majority of N\
readers, the local branch is the library, and its faults are thc
faults of the system as a whole. )

A form of personal service is revealed by the record, & thc
hobhies and interests of readers. There are three(dhvious
sources that will aid in the compilation of this filey the printed
notice, the application form, and readers-dnguiries and
suggestions. \

A card similar to that flustrated in Fig. 2should be provided
and this will result in a number of direstréquests.

I am interested in' the following subjeats:—

Name......... IR 7o Y
\Y
Address ... £ \. ....................................................
.\’"
O N 1 vt v s s % o 2 8 2 9 2 s s b s e E w e e FE oaA A= oA N E ad A s P ARk s
O
\ 3

*Insert names of subjects, e.g. gardening, cricket, motor- cycling,
fishing, politics, etc.

Fig. 2
Hobby Card
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The footnote is included although it is not, apparently,
necessary since the blank lines are obviously designed for the
insertion of headings. But experience has proved that an
amazingly large number of people do not realize that books are
available on their pet subject. Carpentry, for example, is-one
of those hobbies picked up over the course of years and im-
‘proved by constant practice. Many amateur carpenters seem
to know nothing of the vast amount of useful detail contaiited
in books. A\ _
Provision should also be made on the membership appli¢ation
form as in Fig. g: ' L >

(Surname first in block letters)\ \ U Miss ..

$

1, the undersigned, make application for ticke t:n‘.a\b]jng me to borrow books from the }
B..... PP, Public Libraries. I agrce to comfbum with the regulations made by ih

SIGNATURE . ..vve e eseneessssnns o

{You will he informed when books on these mabjects are added to stock.)

If you are under 21 {3&6 ‘of age please obtain the signature of a Ratepayer below.
I, the undersigned, belng a ratepayer of the Borough of B........0..\.... recommend
- the zbove applicant ag'h fit and proper person to borrow books.

ADDRESS. {0 e iteaee oot ees e DATE. ... e
\\ PLEASE WRITE IN INK )
~O° Fig.'3
N/ ' Application Form

If the space is not utilized by the applicant the assistant
checking the form should draw attention to it and attempt,
‘without fuss or coercion, to ascertain whether the reader has
specific interests. This is an important point, for many people

. are diffident-and over-modest. They believe that such a
service is reserved for technical, specialized or learned subjects




AIDS TO READERS ' 53

and do not assumne, unless informed of the fact, that canary
" breeding and carpentry are included within the scope of the
scheme. Some encouragement is, therefore, advisahle.,
The third -source of information comes from readers’
“inquiries and suggestions. Each inquiry that indicates a
subject interest should be recorded in the file. In this way an
index of individual reading tastesis quickly built up.
When notification is received of a readers’ subject request™, .
~ or hobby a record card should be compﬂed Flg 4 shou(s a
useful card for this purpose, .

.'\

A

READERS’ HOBBIES AND INTERESTS |
* (Filing Card) )

Classification Subject &

X

Rcadﬂrié Name Address and Tel, Number |

i”gu : . o '.—

o« o
Remarks . . \ ' - ) l Date of _
-' A Cards sent

N\ o

A\ : __
N Fig. 4

Y Hobby Filing Gard _—

\ Before this card is filed in its classified sequence a book list
should be compiled and sent to the reader. The following
letter might prove usefal in persuading readers to show
appreciation by spreading news of the library service:

Dear .........
- I have pleasure in sending a hst of the works in n the
P Public Libraries dealing with........ -
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As further books on this subject are added to stock you
will be notified,

I trust that this list will meet your requirements, but
if you should desire additional material please inform
me.

An attempt is being made to spread the news of the
public library service as widely as possible and to
enrol all who live, work or attend school or evening
classes in the Borough. o

[ enclose two membership application forrns
Would you be prepared to assist by handing thesesto
friends who do not usc the service? N

Yours faithfully, 'm;\."

LIBRARIAN,

Whenever new books are added tp- ‘stock reference to the
hobby file will indicate the names of'réaders who will be inter-
ested, and these pcoplc should beinotified, A simple card, as
illustrated in Fig. 5, is sufficient ™

Consistency in notification\is essential, and unless this can
be guaranteed the method i¥better not apphcd There should,
however, be no difficultf*oh these grounds in any well-planned
system; a routine shoblHl be laid down and adhered to so that
notification becoms.automatic.

Such a file hds many possibilities. It is obvicusly useful as
an aid to bgaK-selection, for a certain number of readers for
p-u'ucuhr subjects can be guaranteed. It is uscful, also, to
aid in«the €ompilation of a pancl of lecturers, who would be
prcpu’%l to discuss their particular interests before an audience
of ghildren, adolescents or adults. Such amateur enthusiasts

maré often able to give talks of great interest, and are casily
S\ persuaded to mention the books on their subjects.  Of course,
the scheme sometimes breaks down, and the lecturer proves
to be a poor speaker or a bore. But Ilttlc harm is done, and a
note in the file can prevent a repetition,

The basic idea of the intercst file can be extended to include
the manufacturers and commercial concerns in the district.
It would constitute a useful service to the community if the
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The following work has been added to the stock of the Public

Libraries:
i, e e e e .
......... OO UTSTRTURRIIPPPORP: & P
NS ©
Ny
- I LR tre o rar e P L R A ‘ .:( Weras i ara
0
If you wish to reserve this book, hand this card to¢an assistant at any
library in the Borough. O
£
A

) ¢ 3
A

Fig. s\
Subject Notiﬁg@ﬁnh Card
various shops and firms,dn the area could be supplied wich
lists of books relevant@\their trades. Similarly, professional
men could be appfeicked, and the headmasters of technical
and evening schodls 1nvited to accept lists appertaining to the
syllabus of theidestablishments.

At this st it is necessary to ensure that any promises
regarding-béok provision can be carried out. It is obviously
useless 'ib;'c';mvass local traders, and to suggest the provision
of badks in subject groups, unless the system is well represented

) inrsiieh groups. Most branches, Leeause of their size, will not
Be“strongly represented in any onc particular section. The
Ylution here is to seck as full a sclection as possible in subjeets
concerned, and to supplement this provision with a complete
list of the works available in the central stock,  Coroperation
can then be sought on the basis of existing stock plus central
resources, the latter effectively revealed by the subject Hiats,
Such u method is effective, within fimits, and represents the
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most satisfactory compromise possible in view of the necessarﬂy
limited branch stock.

The whole problem of assisting readers is closely linked with
that of internal pub11c1ty Publmlty and extension methods
have been dealt with in a previous work,* and duplication
is not required here. Sufficient, however, must be included to
clarify the position for present purposes.

‘The over-riding maxim is that publicity should neverbe
adopted for its own sake; there should always be a deﬁmte
purpose in view and this end should be closely adhéréd to.

t is very necessary to emphasmc this, for pubhmty has an
insidious quality; it can creep into the routing‘so)gradually
that an individual finds himself going on long{dfter he should
have stopped. It is easily possible to begit with the intention
of publicizing one feature of the service a&d to end by attcmpt-

~ ing to publicize the whole. RS

Herein lies the danger. For the) second rule of library
advertising is never to publicizea poor or incomplete service.
Publicity has a boomerang cﬂ'ect‘ advertise a poor service and
the repercussion is alarmmg "It has often been pointed out
that a satisfied reader is the finest form of publicity. But it is
no less true that the digsatisfied reader acts as a publicity agent
with the power of sefigusly vitiating good public relations. The
rule should, theréﬁre, always be adhered to that advertising

“ventures should be confined to those features that can stand
up to use apd criticism, for criticism is bound to occur as long -
as people’siastes differ.

It ﬁ&QOWS that the service should be put into good working
orde’r\before any attempt is made to extend its use. Consolid-
ation is required before elaboration. When that has been'

{MNachieved a further maxim applies; that publicity should be

beamed rather than diffused. This simply means that the

- whole of the available resources should be concentrated on a

- single point or aspect at a time and not spread over a numbﬂl‘
of different, though related, aspects. '

These particulars are v1ta1 to the librarian, for he is con-
cerned with books and the exploitation of their contents. Thus
he will not be concerned to put on a display for the sake of |

* Elliott, Charles A. Library Publicity ond Service. 1951, Grafton, '
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display, but will use this feature for a definite purpose, such
as to exploit a certain subject group. In this way he will be .
 able to direct his instrument to his chosen end and so. derivé

“full benefit from the effort demanded. B
. Another factor with which he will be concerned is the
co-ordination of his. various media, such as displays, posters,
lists and bulletins. These should be made to work together; so
that the effect of each supplements the work of the others, thus
achieving the harmony necessary to effect the greatest good{ )\

Al of these efforts lead to the one end, to lay bare\thé
contents of books and to reveal the scope of the stogk\to the
questing reader. Throughout it is necessary to beaxin’ mind
that the best of all publicity is an eflicient seryite; all other
* efforts will fail unless this end is gained. Thajgdodwill of the
public is vital to any system; it is necessary.for its welfare and
the cultivation of such an attitude den}é\has priority in any
programme. The personal attention»of’the librarian to-the
problems of his public is, therefore,\a vital consideration.

In order to smooth the path of'the reader various internal
aids are provided. These includethe catalogue and the scheme
- of classification chosen. (Catalogues should ‘bhe adequately
guided. Explanations shduld be simple and brief, and should
include just sufficient 'Qﬁstructio'n to enable the reader to find
a book by subject, author or title, and to trace the book from
catalogue to shelwes!  This information should be expanded,
with examples, @h'the printed guide which should be provided.

Classificationy and cataloguing aids are too often allowed to
remain ghit~of reach of the borrower; they are treated as
secret processes evolved for the use of the staff and of no con-
cerp-ipithe miembers of the public. This attitude is wrong, of
€olg%e, but the fault does not always lie with the reader. In
SOfhe cases, no attempt is made to explain the catalogue and
classification; in other cases, an initial lecture is given at the
time of registration and the borrower is afterwards left to fend
for himself, . B

" Both methods are to be deplored. ‘The-reader must. be -
made to realize that the processes have been devised for his
benefit and he should be encouraged, even coaxed, to make the
effort to understand them. Effort is necessary—that is why
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understanding is stili generally lacking—for man is loath to
undertake unnecessary labour, and must be persuaded by self-
interest. That, indeed, is the key to the problem. If self-
interest can be aroused, if the reader finds it to his advantage
to understand the methods of arrangement, there will be no
lack of comprehension, How can this be achieved?

A method that has worked very well includes the co- ordig-
ated use of a bulletin and leaflet. A printed leaflet, setting
out the chief features of the classification and catal‘egue :
should be provided ard presented to the new reader{_This will
probably be hastily read and put aside, it is unlikely to be
closely studied. That does not maiter. Knowledge of the
existence of this aid will be implanted and, if'c copies are always
available on the catalogue cabinet, they ¢an be acquired at a
later date if desired. N

The initial lecture should be omktcd, it serves no useful
purpose. A new reader does ngtywant to be dragooned or
forced to listen to what is, afted all, a talk of limited interest -
at that stage. Instead, the lr,&:aders’ adviser, who should re-
ceive all new readers, showld limit his talk to a few sentences,
including in it just sufficient information to explain the layout -
of the stacks and theConnection between stacks and catalogue. -

The bulletin shiotld contain details of new books, and entries
should be well annotated. Notations should not be given. The
annotations are the draw; if these are sufficiently well presented
thc reader%s cncouraged to look for the books concerned. He

wb ly inquire of the staff and, at this point, the lesson
in theNise of catalogue and classification is valid. The book -
rcqi;lred is not produced for the inquirer, instead he is taught
({0 find the book for himself. Since there is an object in view,
Jthe lesson is concealed and is not resented or ignored.

The difference between this method and that of the initial
lccture lies in the fact that the suggested method utilizes the
self-interest of the reader. He wants a particular book and he
will, therefore, be concerned to find out how to get it. The
process is not difficult and the slight effort required is soon
.forthcoming when the interest of the reader is aroused. '

‘This is the time when the printed leaflet is likely to be most
useful. If now presented it will probably be siudied. In-




AIDS TO READERS . 5’9

cidentally, there is no reason why the scope of the leaflet
should not be extended to include details such as hours of
opening,-telephone numbers and other facilities. .
. The real answer to the problem of persuading people to
understand classification sequences undoubtedly lies in the
juvenile library. Children are willing to learn, and the
librarian should ensure that instruction in the methods of
arrangement is frequently given. Such instruction should '~
not take the form of a formal lesson, but should be conveyed),
by means of the library game, or book hunt, in which the

- children are given slips of paper bearing book titles and subjects - - .

to be traced from catalogue to shelves. Interest canbe sus-
tained by introducing the competitive element. ~\"

A further method, with a similar purpose, ¥§\t enlist the
aid of children in putting books in order and.jnshelving them:.
The best way to understand a sequence is fe examine it and
correct any disarrangement. Most childzén enjoy helping in
this way and regard it as a privilege., Their assistance should
be encouraged. N '

Librarians are certain to mée# the problems of printing
- when considering lists and Jeaflets, but this is not the place
for a discussion of good an@\bad print. More can be learned

of printing processes from’ a few hours spent in a printer’s
shep than from days ‘o}\}ook study. The criteria that govern
the production of goo printing should be understood by the
librarian and hig\principal assistants, for all should be able
to give adequaté instructions to printers when the need arises.
The man who' knows what he wants and what is possible is
able to obtain the most effective production at the least cost,
It showld"be a matter of concern to librarians to avoid un-
_ecgiiomical ‘methods of printing and to achieve the maxtmum
eficet so that the limited printing budget can be spread as
widely as possible. : o '

‘The librarian is frequently limited in his choice of printer
by reason of authority contracts and similar restrictions. Even
In such cases, pressure can be brought to bear by the know- -
ledgeable person. ‘Type faces, within the limit of the printer’s -
range, can always be specified and designs suggested. ]

Such an obvious fictor as the use of-space is frequently
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neglected. Margins should be wide and of standard propor-

tions; Lists of books should not be lengthy, otherwise they wil

not be read. Half'a dozen titles in a block are quite sufficient,
_if more are necessary a sub-heading should be inserted.

The effectiveness of type depends, to a large extent, on the
paper with which it is used. In fact, onc of the proofs of good
printing lies in the selection of materials such as type, paper
and ink, and in the skill with which these arc co-ordinated.
All should be in harmony, so that each contributes(indiv-
idually and collectively to the perfection of the finishedproduct.

The purpose of the publication should always be'\considered .

in this respect, and this factor will materiallysaffect design,
presentation and cost. \* :

Similar principles affect the productiomef’duplicated lists,
which can be quite cffective where pringing is not possible.

/N

A good plan is to compile lists of hs'\ﬁ)ks of likely interest to

the workers in the local industrieh \These should be sent to
the managements concerned witha suitable covering letter.
The extent of previous co-opgation will influence the method
here, but if earlier contact lias been made, and good relations
established, this step is ga8y enough. If previous co-operation
has not been practised,a good deal of tact is neccssary at this

bin, N .
The object-is.to get permission for the display of lists in
canteens, officés, work and rest rooms. Such lists may or

may not’Be effective in action, much depends upon their

contefits’ The belief is widespread that workers are interesthi
in books on their trades, but this is not always true. For this

veason, a general list of wide appeal is advisable at the initial

N
{ ‘@pproach. :

Addressed cards should be provided, similar to that ilius-

trated in Fig. 2 on page 51, asking for details of the individual’s

_ hobbies. Quite good results may be expected from this ap-

proach.. Fig. 6 illustrates a cover of a general list that has

given good service. About twelve to fiftcen annotated titles

should be included, and all should be chosen to appeal to 2
wide selection of people. - - _ o

‘The use of lino cuts with coloured ink can provide variety

stage to prevent {@’..sﬁvift transference of lists to the rubbish

;
*
4
i
¥
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Your neighbour’s choice...

N

_ O
BOOKS | &
that fenT

have retained their\>

POPULARHY| .

WHY

~N

#\J
N/
\\ i
N\
—— £ )
\o?

4, L
\

~ Shoreditch Public Libraries
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where short runs are sufficient. Thin lines do not reproduce
well, but block designs can uscfully be employed to give
* striking effects out of the common run. Such lists are a great
asset, especially when used in conjunction with displays, for
the design can be made appropriate to the subject of the dis-
play. Itis a cheap method of reproduction, for the blocks can
" be discarded when their purpose has been served. ~
~ These methods, if pursued with a definite purpose, tdn
materially assist in raising the standard of reading. Toglmuich -
attention is commonly paid to quantity in readingand too
littie to quality. We should also be concerned withwthe number
* of people who use the library service and not efelusively with
the amount of each individual’s reading. Effostssmust be directed -
towards the task of implanting the library habit more widely.
People who use libraries will read when: ihey want to do so,
and we should not attempt to force thém'to read at the expense .
of other worth-while activities. Theattempt, if made, will not
~ be successful so that time and ehergy might, with advantage,
~ -be better used by trying to ;‘eéiﬁ:h those people who do not use
the service and by making\more suitable provision for those
who choose to read. If.we double the number of books read
by existing readers duting the course of a year we may or may
not have achievcé%&ahlething, the answer depends upon the
type of reading, But if we double the number of registered
readers we have definitely taken a desirable step towards
community sefvice.

- Qualifyin reading is desirable, but those who would pro-
: hlblt@’ but the standard works are attefnpting to restrict
the}emce‘. Librarians have a duty to all who can make use
:q§~books; even a light work can form a mental exercise for
"\ 'some people. ._ ' -
. It used to be said that novels would attract people into the

library where they could be introduced to better material.
This argument is scoffed at to-day yet, although it is possible

to ma%;e _t00 }'nutl:h of it, there still remains a grain of truth
Y.the introduction is attempted. Too often readers are attracted

t the ﬁl‘frary m search of something to read, then left to their
?wn devmesf so that they quickly exhaust the obvious supply-
_ _t.1s not entirely their fault if they do not proceed to the more
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solid fare. Unless some guidance is given are they entircly to -
blame? - .

It is easily forgotten that the librarian has a function, not
only to select, but also to analyse and make available. He
should demonstrate to the casual reader, by means of imagi~
native lists, displays and by personal guidance, that the

“solid ranks of books have real value,

Another section of the population, sometimes overlockedy

_ consists of the children below school age. Opinions differ “as

to whether provision should be made for the young child of
five years of age or thereabouts. Such children cannot, nsttally,
read but they can make intelligent use of a picture,book. On
the other hand, they cannot take care of theit "books and

An attempt to solve this problem by, th ‘provision of a
Young Children’s Collection in the adulg léding library is an
idea seen in action at the Penge Publg Library. Books are
provided for the children who are top young to use the juvenile

_ library, Such books are availableJor loan to parents who are,

of ‘course, held responsible forhéir return in good condition.

;An extra ticket is issued to alhadults who wish to make use of

this service, ¢ . . -
Another popular feafure at Penge consists in the method
devised for indicating\the subjects of novels. Thus the letter

“A” stamped on.fthe spine of a novel indicates a detective

story, “B” a sea$tory, and so on. These letters do not affect
the shelving Se¢fuence of the books which are arranged, as is
usual, insan)alphabetical order of authors. There are about
eight of{sich categories, and a guide to these is prominently
displayed in the fiction run. The idea is very popular with

Feaders and seems to have possibilities. -

An alternative method would be to instruct the binder to
use a distinctive colour for each type of novel. Thus all of the -

© detective stories might be coloured red, the sea stories blue,

and so on. As with the previous scheme, arrangement on the
shelves would be alphabetical by the names of authors. A
possible objection to this plan is that, since a large proportion
of the novel stock comes under the heading *“general”, too
great a preponderance of a single colour would give a
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" monotonous appearance to the shelves. This may not be truein
practice, for the mass would be broken by the colours of the
smaller groups, interspersed at intervals, and by those novels
in publishers’ cases. : ' _
* The idea of a parents’ collection is attractive in view of the
fact that the young reader is the adult borrower of to-morrow,.
It seems obvious that the best way to elevate reading taste is\
to ‘teach the children to appreciate the best of books and te
understand how to use them. Snow White will not havegnach
effect on the cultivation of taste but it will assist in theform-
ation of the habit of using and caring for books{“No more

- can be expected at this age. The child can be gaught how to
use a library, the adult will not always subniit to tuition.

Children of all ages must be encouraged\{o*use the library,
of the necessity for this there can be no’dsubt. No one will
question the desirability -of spreading~the influence of books,
especially to-day when other attragtions are so powerful and
when mass entertainment and stimulation operate so effectively
to discourage independent thought. Yet, although separate
provision is made for children in many, and perhaps most,
places, the actual work with children is less often pressed home,

The librarian mustyencourage the child to learn, not by the
methods of the $cho6l teacher, but by arousing interest, .
curiosity and thesense of fun and adventure. "Thus the library
should be contplémentary to the school, but not suggestive of
it. There shotld be no coercion, the child must be free, and
must feel\free, to pick and choose. The assistant’s task is to
makq}kercction of the best and to guide where necessary.
Comphlsion is out of the question, but gentle persuasion is in

.drder where the children are known to the librarian. Tactfully
handled, children can be influenced along the right lines and
encouraged -to venture along the paths of literature, Work "
with children includes more than the supply and distribution
of  books. : o :

_In order to provide the tools for this work it is essential that
a good selection should always be available on the shelves;:
this policy implies the duplication of those books which we
know to be valuable. It would also be a good plan to include
a copy of these works in the juvenile reference library so

'
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that the children can be sure of access to every work required,

but here the size of the system may operate to prevent such

provision. Yet, notwithstanding the limitations of size, a

- - planned policy of service to the juvenile population should be

initiated, for no better means is available for ensuring library

interest in the aduit of the future. -

. A very important means of provid ng assistance for readers{
lies in the use of display, and such methods are discussed-in
the following chapter. There is another feature, freq_ucnfly
unexploited, which can be made to act both as an aid and as
an attraction. Such a feature exists in the provisiphof maga-
zines, Magazines are displayed in most libraries{ but they are
not often exploited in conjunction with the ek stock. This
is unfortunate, since it is well known that the'latest technical

“information appears in the magazines. “Bnother factor, less

often stressed, is that many of the habitial readers of period-
icals are pcople who do not read bgoks.

- It i3 suggested that penodma{s ‘which deal with definite

o sube:cts are likely to be more Siseful if sited in the lending

library near to the books to® which they refer. Back numbers
should also be filed herelso as to be immediately available.
- This method creates (the opportunity for introducing - the
periodical reader to the books on his subject. ‘Any system that
- Hmits its display, ob periodicals to the central library 'would
IJrObath find Jtligt the purchase of a dozen or so “technical
magazines faf\thc branches, and used as here suggested would
matel‘lalh\mcrcase the value of its ser\uce

k. '0
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CHAPTER 1V
™\

\ DISPLAY O\
: PR, N
ISPLAYS can be of potent use in a library as & means .

Dof exploiting stock. Display is here considered}in a res-
tricted sense as meaning, in effect, temporary re-elassification;.
that is, the discarding of the original charactéristic of arrange-
ment and the substitution of another of temporary interest.
Thus displays may be designed with agéharacteristic of topic-
ality, the result being to gather togefher those books, diverse
in subject, but related by current interest. The characteristic
of function may be chosen, oruliterary form may be ignored
and a display may be arrangedto bring together literary works
of various forms linked by-s@ihject interest,

Display can, therefor€) be used to link together subjects
related, either permdnently or temporarily, but which are
normally separated by the scheme of classification. Display
also operates to hreak down the subject unit by which books
are classified iforder to bring together the pure subjects that
are, quitefrequently, separated,

The, ¢o'ordinating function of this tool should not be
neglected. It is the thread that runs through the classification

. schieme, linking together and revealing allied material normally
~Separated, and bringing into prominence those aspects and
\\ topics that are of secondary importance from the point of
view of primary classification. This feature can be used to
bring out-the hidden values of a scheme of classification by
. linking allied subjects, emphasizing neglected relationships,
and stressing the importance of subjects enhanced in com-
- parative value by the needs of the moment. Secondary
subjects, which must be ignored by the classifier, are rescued
from the oblivion of the catalogue and revealed together -
with related material. The use of display to supplement many
. 66 :
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of the other processes and facilities should not be overlocked.
- Display is only one aspect of the process that resnlts in the
revealing of the contents of books. The display, like the
" classification and catalogue, is a vital tool of the librarian in
his task of stock exploitation. Both classification and catalogue
have their ailotted share in the process of revealing the contents
of books. The display reinforces and supplements these
efforts, and can be regarded as an agent for co-ordinating the
analytical resources of a system. A good display consists, for
this reason, not of isolated works, but of a series of mutuéliy)
 supporting contributions. - O
An example of the use of the display feature in cogjumction
with other processes is afforded by the routine of zevision of
-stock. Stock revision should be a continuous process. Assist-
ants-in-charge of lending libraries and of brancéhes should aim
at checking a definite section weekly, bringing editions up-to-
date and adding fresh stock where ncegssary. This is a vital
process, but the value of it is redupéf;l' unlcss the public are
aware that revision is taking pla.cf::.l When a reader has éx-
hausted the resources of the stogkion his own subject he usually
turns his attention to other sebfions of the library and, there-
after, often fails to make{the necessary periodical check to
discover the additions nfade, from time to time, in the section
of his original intcest,s Display can ensure that this material .
is not overlooked. &% each section is completed it can form the
subject of a displdy; this will be of use to the person im-
" mediately intgrested and will also create the impression of °
efficiencysif the minds of other readers. '
Every{ibrary possesses a collection of pamphlet material
~ which-§'rarely used to its best advantage. The fimsy make-up
of~the pamphlet is an cffective obstacle to its exploitation,
exeept where special methods are devised to bring the library
resources of this kind to the attention of readers. _
The display can be used for this purpose. The method can
be adapted to reveal pamphlet resources in subject groups,
both alone and in conjunction with the book stock. .
In a similar manner, reference books can be exploited, their
use encouraged and the barrier between lending and reference
libraries broken down. It is possible to demonstrate the
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correct use of a library by means of a display that gathers

" together books and pamphlets from both lending and reference

departments. This combination would effectively reveal that
only by utilizing the full resources of a library can the study
-of a'subject be successfully pursued. :

While these methods give an indication of the variety of -
use, the intention of-the display should be constantly held in

- view. Co-ordination of material is necessary, for the displa.y\

should not stand alone or its effectiveness will be diminished.

- Lists, preferably annotated, should be provided in order that

‘the ‘scope and selection may be represented even \when the

" books themselves have been issued, '

In order to achieve the best results a polick must be laid
down initially, and this must be adhered tq unless some good
reason demands its modification. Enthusidsm is not enough;
many displays are eagerly commenced (and allowed to fade
-away in neglect. It is important)e remember the primary
objects; the desire to attract attention to valuable material,

~ to exploit the contents of books;#o link related aspects and to

elevate reading standards. «THese objects should govern the
display policy and should“affect the nature of the displays
themselves, - " . ,
From this it followéi?hat the feature can play an important - -
role in the library’s policy; it is not a stunt and it should not
be regarded asguck. It is not designed to trick a reader into
taking a bopkdie does not want; it does not depend upon false
representapion. It is based upon the principle of analysis and -
're-grm{gjﬁg in order to demonstrate hidden values and
- relationships. - If this object is- attained, the feature will have

. fully*repaid all the time devoted to it.

<

\- bjections are sometimes raised, since it is claimed that the-
display takes books from the shelves out ‘of their subject
-sequence, and 5o robs the classification of its effectiveness. If

- displays are too numerous at one time this is probably true,

but it does not hold good for normal display work Lmited in
nun}ber.. Moreover, only a selection of the material on 2
subject is usually employed, so leaving subject representation
.on the shelves, :

Opinions differ as to the maximum number of displays to
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e featured at one time. It has been stated that too many

" gmultaneous displays constitute the negation of librarianship.
This is a sensible point of view since display is, in effect,
temporary re-classification. Three or four displays at any one
fime are quite sufficient for all purposes; more than this
qumber will destroy the value and meaning of the classified

" sequence. Advice to feature numerous displays is reminiscent
of the argument that if a dose of medicine is beneficial, then{
2 double dose must be twice as valuable. Multiplicity of dis-

~ plays can only result in the transformation of the lilkary
into a place resembling a jumble sale, with odd lots being
pressed on all comers. "\ )

*" Having rcgard to these facts, the librarian may decide to
limit himself to, perhaps, a series of four displays. These may
consist of something like the following: 0 :

(1) Recommended Books ) \
This would constitute a perrganent display and would
warrant the provision of a colourful poster to attract attention
toit. The books would be gifeulating continually and both
fiction and factual material should be included.
Strict attention must.afvays be paid to the contents of this
feature, and no bo%]Q should be included which cannot be
well recommendegl, > Readers sometimes deposit their own
favourite workszin’the display troughs, or use them as de-
positories for bodks no longer required, so that regular weeding-
out becomes (decessary. Given regular care, this-form of dis-
play Ca&sewe as a very useful feature, for readers- become
accusidthed to accepting the value of the suggestions, and will
maes the effort to read a difficult book purely on the strength
“of its recommendation. S

The librarian who cares to accept this challenge to his
selection will find a very potent weapon ready to his hand. A
selection of recommended books is always popular. It may be
that some readers are lazy and want to avoid the labour of
choosing their own books; it may he that their knowledge of
authors is sketchy, or the shelf selection limited. Whatever
the reason, it can be asserted with confidence that a display of

~ this kind will be successful provided it is regularly supplied
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with suitable additions. It is, therefore, possible to ensure
that a good proportion of the system’s’ borrowers will be

* broughit into contact with literature of a definite value.

‘The Recommended Books display allows the librarian an

opportunity to gain the attention of the readers who normally

limit their reading to the lightest of material. Such readers
are often afraid to venture beyond their normal field of selection
for fear of getting a “dry”, uninteresting book. In many cages,
their chief need is for guidance through the maze of lit¢crature.
Tt is no usé pretending that readers of the ephemefal can be
transformed into readers of the best in literaturc. #This seldom
or never happens, for discrimination in readin\girequires more
than the desire for improvement. But mogtireaders can be
assisted to improve their taste, their chief\difficulty is to know
how, The following (15 in. X 10 ir;.)%ostcr, attached to a’
book trough, has had a remarkablygoed effect (Figure 7).
‘Books by the recommended atthors are placed in the
trough. Experience has proved that these books gain an
increased circulation, Moreover, other works by these authors
are sought on the shelves,\ An experiment on these lines is

- easy to make and sheuld be attempted. This display, in

e A

\“Selected from the IHustrations Collection.

-

particular, is increasefl,in value if a duplicated list is provided.
The selection sh@gLEi'Be very full, because circulation of books
is rapid and the trough must be continually replenished.

{2) ' Currem:ﬁjﬁin

The {c&pe of the title is very wide and allows for the in-
Clusi?\xp of a diversity of subjects. The Bureau of Current
Affaits wall map and bulletins were usefal auxiliaries for use

With this presentation. Their place can be taken by illustrations

The sets of photographs, issued by the Central Office of

. Information, form admirable subjects on which to base

* to the selection of hooks,

selections. These photographs circulate from system to systerm
at fo-rtnlghtly intervals, The appeal of the illustrations and the
admirable explanatory captions ensure an effective background
A corner of the lending library set
d be certain of regular patronage.
or photograph, torn from a news-

aside for this feature woul
A headline, news item
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If you Like Books

by
| Pearl Buck

‘Monica Dickens
' Gilbert Frankau N
Naomi Jacob \::;\a“
Cecil Robérts
Nevil Shute
&
SN
\i;g?.\” H. E. Bates
R Geoffrey Household
\\\ Sinclair Lewis

P, H. Newby
Upton Sinclair
C. P. Snow

try

~ (Display Poster, Figure 7
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péper, can form the mucleus of an attractive poster for use with

. acurrent affairs display. Alternatively, an extract from the
report of a speech by a prominent figure will serve a similar
purpose. It 1s found that cuttings from local newspapers, or
about local people or events, attract the greatest attention.
~ Very wide scope is allowed here, and the opportunity is
favourable for developing the use of factual works. Normallyy, -
it is difficult to gain a reader’s interest in subject material
except when he has a definite end in view. ¢\

With current affairs, the interest frequently exists, &though
the reader may not develop the interest by reading-usless the °
books are placed before him. A man who hasfead a news-

- paper account of events or people in countdes abroad may
read books or pamphlets on the subject ifthey are to hand,
whereas he ‘would not himself consideriboking for them in
the subject sequence. Little may hewgained in many cases.
On the other hand, the selection mhybe the means of intro-
ducing the habit of checking om\ facts and of using factual -
material, \

" Here, again, the matcrigli"gihosen need not be confined to
books of pure subject interest. Material of value to the reader
of current affairs is cohtained in novels, plays and essays as
well as in the morg 4isal sources. Magazines and pamphlets

- often contain useful%naterial for display purposesin this section.

The following\poster has proved its value, and calls for the

exhibition of hooks, magazines and pamphlets from the lending
and referéupe departments {Figure 8)

-

*

. '\n -
. (3) Hebby Display

' ":“I."itﬂ_e nieed be said about the contents of this display; the

{stope is wide and capable of great variation, It is, however,
suggested that the form should be that mentioned in a later
section, that is, that some practical aspect of the hobby featured
should be presented with the books as a visual attraction.
Thus a Seiecti?n of books on cricket could be sited on a strip
of green matting, complete with stumps and bat and a few
action photographs as a background. Material for such
purposes can be obtained on loan from local shops and would
probably be readily supplied for the sake of the advertisement.
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YOUR LIBRARY

. wems People living in to-day’s world must learn
facts fast. For without facts there can be no action
_ —without action democracy cannot flourish.

= Books in the library can help you to be )
informed as is shown by the selection of news
items and their refated background reading, <

m\‘

BACKGROUND OF THE NEW’§‘
Item ———w— PERSLA ON ROAD TO RUIN Mr. Morrisen,

Buck, P. Ash aﬁd democracy
Payne, R.{Journey to Persia
Roberts W, Story of oil
Surﬁtgé'r, . 1sing in the wilderness

_ Background

] AN\ELECTION IN OCTOBER. Sunday Times -
’ ¢ \Article,
N\ .
X Birch, N. The Conservative Party
ON Cruikshank, R. The Liberal Party
XS N\ " lay, D. The Soclalist case
i D" ) Joad, C, E. M. Principles of parliamentary
\:“' : democracy
WE HAVE NO ALTERNATIVE BUT TO
STIFFEN OUR DEFENCES. Mr. Shinwell.
Gunter, John. -Behind Eurape’s curtain
Hart, B. Liddel- Defence of the West
" Lippman, W. The cotd war

Padelford, N. Contemporary inter-
nationat relations

Background

A
Item -

\”ia"ckgrouqd

_ THE LIBRARY IS YOURS—USE IT—TELL OTHERS.
ABOUT IT

{Current Affairs Poster, F igure 8)
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A small acknowledgment card must, naturally, be provided.
Another source of material is provided by the members of
local societies, such as photographic clubs, who might be
willing to loan material for a small display-cum-éxhibition,
This method has an advantage inasmuch as members of the
society are attracted to the library and made aware of its
‘resources in théir speciality. : ~
A fertile field of development exists in connection with the
various arts and crafts commonly practised in the homienAn
example would be a selection of books on lino-cutting{but any
other similar craft would lend itself as easily. /LThe feature
would consist of a lino-cut print, the block anditools used, 2
list of books and the books themselves. In cﬁfoé’t, the display
would say: “This is what can be done—readvhow to do it,”
This exhibit quickly captures publieh\smagination. The
ideal 15 to have a corner of the librarg devoted to such “craft
displays”. These should be changéd\every two or three weeks
and, where this is done, public int€test is maintained, so that
readers form the habit of visiting the corner in order to see
what is new. RN
In one library, this segies*of displays proved so popular that
an aquarium of fish was\offered on loan by a reader. This was
followed by the loarhof native African carvings. This exhibit
allowed the stogk to be combed for factual works and novels
dealing with Afvi€a, as well as for material concerning native
- customs, art,\religion, handicrafts and government.
. Can there be any doubt as to the value of such methods?
The b‘e@kﬁ are used—and that alone makes the venture worth
whild,, " Yet there i still a further advantage. Such schemes
biing the stock to the people. It is presented to them in terms

ey can understand. The library becomes alive, it takes on’

Fhe aspect of a vital organization that really has something of
mterest to offer, o

- This is an important consideration. Librarians have no
dou})t as to the value of their service, but is that value so
obvious to the minds of the citizens? To some, no doubt, but
oot to the majority. Any method, therefore, that can be

devised to emphasize the value of the service to the community
g shouid be used to its fuil effect.
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(4) A Variable Display

The topic here will be decided by the need of thé moment,
Thus the death of a famous man, an carthquake, war, crisis or
celebration will all lead to a display. Topicality is the key-
note and, when nothing of current interest suggests itself,
recourse can be had to subject displays, such as ApvENTURING;

. . CAREERS, Or GREAT NOVELS, POEMS and PLAYS.

There are two good reasons for stressing the topical. In the
first place, people will read books having current interest tHar
- they would not read at any other time, Second[y, the prowsmn
of up-to-date dlsplays gives an impression of alertpess”and
efficiency that is worth cultivating. The daily méwspapers
and permdlcals can again be used, and any one of € calendars
of anniversaries will prove a uscful aid for the\purpose.

The close link between topical itemsand the current
affairs display is apparent, but there is fid/reason why these
features should be allowed to clash. The field is so wide that
there is room for both. .

The calendar of local events proves extremely valuable in
this connection. Any display t takes on an increascd value when
the subject featured has news value due to local social activities.
Thus the local agricult tal* show, swimming gala or sporis
event would each give dccasion for an dppropnate dlsplay
An opportumty for, thention in the Jocal Press is ‘presented in
these mrcumstances, and the librarian should be qu;ck to take
advantage of thigt

Another dévelopment would be to feature an author and
his works\Photographs of authors can often be obtained from
pubhshers, and these have considerable publicity value.
Interesting notes concerning the author and his life and work
shovld be provided, and efforts should be made o link his
faefual and fictional works when both have been written.
Works of authors such as Upton Sinclair, G. B. Shaw, J. B.
Pncstley, Somerset Maugham and Charles Morgan lend them-
selves readily to this treatment.

. Two points arise here to which special attention should be
drawn. The first is that, as far as possible, all displays shoyld
~be accompanied by book lists and by illustrative __matenal,__
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such as book jackets and photographs. Books included in a
successful display circulate freely, so that at no time will 4
reader see all of the available material. It is, therefore, im-
portant that he should have a record of the material for'later
use. Ideally, such lists should be annotated but, in practice,
few of the smaller ‘or medium-sized systems would have
sufficient staff to cope with the vast amount of work entailed™,
in. producing and annotating successive lists on any largs
scale. This objection does not apply with such force to'¢ir-
culating displays, which are discussed later in this chapter.
Tustrations are fairly easy to provide for theresare’ several
sources of. supply. Photographs from publishefgyhave been
noted. Book jackets are valuable, while mucli*useful material
is available from travel agencies and colonidloffices. Perhaps
the most convenient source is provided.'bb' the library’s own
illustrations collection, which is kept up<a date by contributions
from the magazines, discarded books’and other suitable sources.
The second item of importance\concerns the notification of
interested parties of forthcoming #isplays. Thus, for example,
the secretaries of local trade® unions, political parties and
debating socicties should #Il be informed, in advance, of
coming displays, particularly of those concerned with current
affairs. Headmasters\af schools and evening institutes should
be notified of suitable features, such as those on CAREERS,
HOBBIES, sPORFS and TRAVEL. The nature of the display will
suggest suitable‘contacts, but enough has been said to demons-
trate the Principle that the display should be an active in-
strum;e{%t..bf library policy, designed to assist in the analysis
and ~gx}n oitation of stock. Too often it is allowed to exist as a
feeble and neglected stunt, put on without any definite aim
(and not directed to any particular purpose. - It is not surprising
to find that such attempts usnally fafl, -
Whenever possible displays should be illuminated. It is not
difficult to arrange for local lighting; the effect is to attract
attentl?n to the feature, and this is the first step toward
aitracting attention to the baoks,
Displays should not be crowded, they need space in order
to achieve their maximum effect. Too many exhibits crowded
together will be ignored. Better a single feature, which will
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attract by its solitary positioning, than a number that will
crowd each other into insignificance. There is nothing original
in the idea of display, successful shops have been practising it
for many years. It is possible to profit by this experience and, '
by observation, to learn the art of co-ordinating exhibit a.nd
background as contrasting but unifying features for the
* desired purpose.

There is no limit to the topics to be used as basic materials:
-The most important point with regard to contents is to biild
up public confidence in the standard of the exhibits ghd fo
maintain this standard. A librarian who succeeds) 1r1 thus
establishing ‘the reputation of his-displays has managed to
forge a valuable weapon of instruction. . Prothed he keeps
faith with his public, he is enabled to obtainlan audience for
many books of value which would not, ‘&t.herwme, be con-
sidered as suitable by the reader, RS

The use of fiction for the purpose gfleading readers to better
material is not sufficiently practised.The novel to-day is the
vehicle for much that can eleyate and instruct as well as
amuse, and the opportunity ¢ presented by this circumstance
should not be overlooked. “Graduated and annotated lists of
fiction, selected displaysy,“and the grouping of fiction by
subjcets either on the(shelves or in lists, are all methods that
“offer possible means\o\f exploitation and advantage.

The Radio Timbsjis an inexhaustible fount of ideas. A gianee

through the duf¥rent issue suggests a number of displays in
connection ¢ wuh the programmes featured. These should be
produced{as a series with a common heading and changing
sub-heddings to suit the different topics. Duplicated lists
should*be provided. '
a ~T}1e British Broadcasting Company’s penodu:a[ lists of
taflks, plays and musical performances all offer themselves as
ideas to be presented, and such features have an advantage
inasmuch as they are included in a series and receive adequate
advance and continually recurring publicity.  Too little
attention is given to the pOSSIblllty of capitalizing on the work
of radio, television and the cinema. A little thought will show
how casﬂy features can be associated with books and made to
serve as the vehicle for lists and displays.

p—
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Selections based on the broadcasting of talks, sertals and
plays are obviously useful, but these ttems do not represent
the limit of opportunity. Other features occasionally serve,
such as, for example, the “live’® broadcasts from forelgn
countries and from various districts of our own country.

Books and plays that have been serialized by the B.B.C.
are always in demand, and objection may be made to the dis-
play of such material on the grounds that it would serve merglys
to over-stimulate an existing demand and so cmphasme a
- problem which cannot readily be solved. <

At first sight, the objec‘uon appears to be valid. Serialized
~works are always heavily in demand during the dotirse of the
broadcast, but interest begins to fade as scon @asi& new serial
appears. An experiment with the suggested display has proved
that the feature, accompanied by a list of the works included,
tends to alleviate the problem rather,than to emphasize it,
for it spreads the interest over a sexje§ “0f books and so relieves
"the demand on books currently belhg serialized. Instead of
the disappointment of finding {he ‘work continually on issue,
the reader is offered the choigeiof works previousty broadcast, so
that his interest isretained il 'iselectlon of books of good standard:

The exhibition of holiday guides performs a useful purpose,
for it is possible to hrik this feature with a sclection of other
books relating toa district. Topographical works spring
readily to mind,\but other books can alsé be included, such
as fiction withdocal interest, as well as books of archaeoiogmal
and architectural interest,

cc{sSﬁll displays should be circulated throughout the
- systedi A display that has proved its value in any one library
is. lﬂiely to be acceptable elsewhere, while the greater use
y «denved from books, notices and lists reduces the cost-to-use
‘ratio for each dlspiay

In order to overcome any shortage of books on the topic
concerned it is advisable to arrange for the temporary loan of
relevant stock from hbrary to library. Thus a display would
travel from unit to unit, the books being transferred at intervals
of two to three weeks. Books taken from the display could be

' fomard'ecl when returned and would prove welcome refreshers
at the site of the current showing,
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- Displays intended for circulation should be compiled on
a co-operative basis. The original selection should be drawn
from the whole system, and the books included gathered
together and listed, preferably with annotations. The work
involved in annotating lists is éxtensive, and is frequently
neglected in the case of features designed for a short life of two
or three weeks, But when the display is cireulated, its active |,
~ period is extended considerably, and the time devoted to
annotations becomes economically justified, L\
The compilation of the feature should also be a joint effort:
Fach branch librarian should submit his suggestedy ditles,
complete with annotations, and by these methods albiinits will
have a share in the activity. Apart from their valuedor readers,
such combined efforts are useful as educationahegperiments for
' the staff. The stock of the whole system on<patticular topics is
" revealed, while the lists themselves fofni” useful annotated
hibliographies for future reference. MMoreover, annotations..
compiled tocally would probably hagegreater value than those
provided centrally from a first pérusal of a book. The local
man should know his stock and $hould know the virtues and
defects of each item in it. LJI&, obviously, is the best man to
describe his books. K '
Display in the chig@n’s library should not be neglected.
The informative dpuble-page illustrations from Pistorial Edu-
cation and The Jlustrated London News make excellent subjects
around which dis\plays can be built. There is no reason why
the .older chfl&ren should not be allowed to form their own
displays. ~§3"u'ch work with books is entertaining and edu-
cational\and, surely, to be preferred to the usual form of
amuserent, such as puppet shows. . o
{ThE use of this method for children should not be confined
tothe library premises. The travelling display of books on -
careers has been described elsewhere, but the feature is so
valuable that no apology is required for its inclusion here. .
Arrangements should be made for the Ministry of Labour.
~ pamphlets on Caréers to be displayed, together with all other
available works. These, togethcr with a list of the items
included, should be circulated round the schools so that the
older children can be informed of the vocations available to

-
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them. At the same time they are reminded of the library
service, and this applies also to their parents. B
The books and pamphlets should be made available for
issue by the teachers, and this indicates that replacements
should be speedily available, This, however, is a simiple matter
of organization and involves no great difficulties. The pamph-
lets are cheap enough to be expendable, and should be purE
chased by. the dozen. R
Here,  again, the library service forces itself on the “eoh-
sciousness of the population and reveals itself as making a
timely and valuable contribution to the nceds of “the com-
munity. The object of every librarian should:be to achieve.
a service of such efficiency that it will be régarded as indis-
pensable in the life of the district and o{prime Importance
among the social amenities, . A .
The organization of this form of swork should be directed .
by a capable assistant. In a small system it will probably not
be possible to allocate a full-timie, assistant for this purpose,
so that it must necessarily be linked with other duties, such as
that 'of readers’ adviser. Whatever the decision, the librarian
must keep a close watch,on the policy 50 as to ensure effective
co-ordination with stoekvand with the work of the system as a
whole. \~ . \
- Display work peed not be limited to any particular section
but can be use@ 6 exploit the whole stock. Both fiction and
factual workd.should be included, and each should be used in
combinatief’ with -the other, The method has strong pos-
sibiliti\e%in the wider sphere of developing the service. It is
alsoygluable in its more restricted function for introducing

_readeérs to new authors and for raising the standards of reading.

) Some care is-required when this is attempted, for the natural
tendency is to hasten the process and to attempt to raise the
standard too quickly. Reading is the sharing of experience,
and background knowledge on the part of the reader is nec-
essary to enable him to assess given facts at their true value.
It is known that many people tend to choose their books at
a level that is below their actual capabilitics; the object
should be to raise their level of choice, but not to a point that
is beyond their power of assimilation. [If such an attempt i



DISPLAY 81

made it is bound to fail and will probably result.in the loss of
readers. , o
The co-ordinated display, well organized, can achieve
- gradual elevation. By bringing together bocks of graduated
- appeal, and linking them by annotated lists, the interest of
the reader is captured and taken from one stage to another
“by -easy and pleasant steps. This method is particularly
valuable in the case of adolescents, and can be utilized 4o\
effect an introduction to the wider range of the adult library
This fact, alone, should mark out the method as \bé:r\xg
worthy of development, for the service to adolescents is ajweak
point in the armour of every system. All readefs™need an
individual service and adolescents, perhaps, mmgihan others.
Display is not entirely an individual service, bifib can approach
the ideal and should, thercfore, be triedyand intelligently
developed. L7, ]
Much has been said for and aggi’:ﬁt the display feature.
There are those who hastily condemn the method as an
" unsound attempt to persuade réadlers to take books they do
not want. Nothing could beffarther from the truth, for the
display enthusiasts believe that people will want books if their
contents are brought togtice. . _
Display does not failywhen it is correctly applied and when
its significance and*potentiality are understood. The medium -
has many uses for all sections of library users. It is capable
of vast expansion and manipulation, and forms a worthy
instrument/ 46t the librarian possessed of imagination and.
i_ngcnuit{.:\'“ ' : '
O

‘.\:.
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THE READERS’ ADVISER

. i- ”
HE public Kibrary’s part in the adult education movement "
is, primarily, to make it possible for the individuglyto
achieve self-education through reading. A system is neglecting
its function when it fails to ensure that adequate opportunity
exists for individual self-development. This fagh is widely -
accepted, yet it is not always fully implemented,, for adequatc
opportunity involves interpretation of stocks~Fhe provision of
books is not, therefore, sufficient; they ml\&tﬂbc analysed, their
. contents explored, and assistance givendd-readers in their use.
This function must involve personal\Attention from an in-
formed staff.

Reading guidance is not widely practised due, no doubt,
to lack of staff. | Our work issvith books and readers, and- any
assistant acting as adviser“must understand both books and
readers, He must know/the stock and the wider resources that
are auxiliary-to the stogk, he must be able to assess the read-
ability of a book in_\&}dcr to link book and reader. He must be
able to converse{with readers and overcome their hesitancies

_in order to mdérstand exactly their requirements and capa-
bilities. Thipwrecessity for special training for this work is quite

' ?PPal‘en{-:"It is obvious, too, that the daily reports of advisers
will be extremely valuable to the librarian by revealing the
cﬂigfiﬁhcy and deficiencies of the service and the stock. .

¢\ satisfactory name for this service is hard to find, The title
of Readers’ Adviser is far from suitable, it is pretentious and
misleading. Readers’ Inquiry Service might be more appro-
priate. It has a wider connotation than the original term,
but this may not be undesirable in an orgamized system. '
- The actual title chosen may not be particularly important
provided the service is established and conducted on the
right lines. The guiding principle must be maintained that

i 82
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_ the business of the librarian is with books. The adviser should
be willing to assist where a knowledge of books can be utilized,
but he should not force himself on to people and he should
never tell them what they ought to read, an excess of zeal can
sometimes be dangerous. He should tell them the best books
for a particular purpose, but that is a different matter entirely.

. Finally, he should not offer advice too freely, and if his advice
is requested it should be limited to an assessment of the books..
concerned as approved by the common consent of experts,
The aim should always be to help the individual to help Ripg-
self. The librarian should not teach, his duty is to maké books
available by exhibiting their contents so that the pathyis made
easier for the person who wishes to learn. 7\

In any system the lending library forms the-focal point of
the service, for it is here that contact is madeWith the largest
section of the public. This is true of the gentral library, where
the home reading department is one ok several departments;
it.is even more true of the average™dranch, where the adult
lending tends to overshadow theguvenile and rcference, even
when these are provided. - Thg importance of good public
relations, and the corresponding opportunity for fostering close
contact with readers, is quite cbvious..

Lending library work ‘s judged, in many cases, by the
number of books issfett, This is unfortunate, yet the fault lies
as much with librarians as with the critics. We attempt to
describe work a\chieved by the yardstick of books issued; smal
wonder, then{.that we are judged by these factors.. .

The guesfion may well be asked: what other means are
there of \showing, in- a convenient and easily perceptible
manngr; the amount of work accomplished? The answer,
pethaps, lies in an assessment of quality as against quantity.

Uit other words, the provision of service plus issues as 2 criterion
rather than issues alone. - _ S

An approach on these lines is revealed in the work of the
readers’ advisers. Where such guidance is given the public
are beginning to appreciate that.the library assistant has a

knowledge of books and that he is able to point the way through
the maze of print. o S

‘This is a step in the right direction, but it is an initial step
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“only. The work must be contmucd and extended by further
guidance until coverage is widespread, if not complete. The

advisers must be capable; the task calls for a trained libtarian,
not for a junior assistant. :

Such development is necessary and will probably be effected
in time, but even this is not sufficient. It is necessary.to con-
tinue and to inquire into readers’ tastes and reading habits
in order to serve them more completely. Not only must the/
hbranan be an expert in the use of books, engaged in re:sear:ch
concerning his craft, but he must allow the public to knaw-of
these activities. So many technical processes are carried out
~away from the public eye that it is not surprising t«.’: find the
results ignored. . ¢

Research into readers’ tastes is important, also ‘as a factor
in publicity inasmuch as it can and must\he carried out in
co-operation with readers. The importance 6f this can hardly
be over-estimated. Instead of being rated as a person whose
" main task consists in issuing books the(librarian can be regarded

“as a skilled adviser and literarygitide, who also makes an
important contribution to social research. That change is
worth working for. N\

The best field of activity for such work is where the assistant
is known to the majority of readers. Experience and skill
in understanding tthften garbled accounts of readers’ needs
are more easily @utained where assistant and borroweér are

_known to each other.

-Personal aftention for readers is most important. Many
cannot fiuyththe books they want among the number set before
them, while the classified arrangement affords little assistance.
Indiwdial attention proffered to, although not thrust upon, a

) .rcader should be an accepted part of every service. If this is
not provided the reader may be lost. A man who cannot find a
book to interest him may take a substitute, but he will not
continue to do that indefinitely, he is more likely to discon-
tinue using the library.

The plea may be submitted .that such a reader should ask
the staff for assistance. This is not entirely valid since very
many readers come into the library without any definite

‘requirement. They want something of interest to read, it may
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be fiction or factual, or both. Yet, unless they have a specific
subject of sufficient urgency in mind, they will not approach
a busy counter assistant for aid. The importance of the reader
must be established; we must discover what he wants and help
him to get it. '
It is widely accepted that we have no duty to improve
people, but that we have a duty to help them to improve them-
welves. We supply the facilities in the shape of books for
information, cducation and recreation, accepting the fact that «
these are essential for the well-being of all men. Yet thereare’
some who would deny this function, who insist that qur duty
ends with the provision of books, and that it is no gbucern of
ours how the books are used and for what purposé, ¢ '
Such people ignore the fact that books and reading have, in
themselves, a limited significance. Books arexmportant only

“when taken in conjunction with readers; gdading is important
only with regard to its purpose. Recrpational reading is, for
example, valuable as long as recreation is valuable. But a
life devoted to recreational reading is as valueless-as a life
devoted to recreation. Reading demands a contribution from
the reader, that is part of its value, Our concern, then, is with

- books and readers, K

It i3, therefore, ne chary to visualize the public library as
a place where the ua&‘ mass of printed material is unravelled

‘for the benefit_ofb réaders, and where the loss of time and
energy due tollgnorance of the contents of books can be
avoided. Tl{e\libl‘ary must serve as the central intelligence
service ip-gvery town; it must be the obvious place to which
peopleyiill turn when they need information and the oppor-
tanigyyfor education.

\Small systems are unlikely to have sufficient staff to maintain
afull rota of advisers, but the function should be maintained,
even though the work is coupled with other duties. Practical
considerations must limit methods, yet the personal aid should
bﬁ the last to be dispensed with. Printed bulletins, although
useful, cannot cater adequately for the ever varying specific
need. The bulletin can serve a general purpose and satisfy
a standard requirement, but in many cases it fails altogether
t appeal, ' . o
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“The personal. adviser is not so restricted. The effectiveness
of his service is limited only by his own capabilities; he can
talk or listen, suggest or discourse, just as the occasion warrants,
Nothing can take his place, his work forms an essential part
of every system. '

The librarian may believe that his readers are not interested
in a systematic course of reading because the demand has not

/

but that does not mean that he does not want it. Needs\are
not necessarily absent because they are not vocal, if an&xperi-
ment in provision is made the response may be wide and
enthusiastic. But, even if limited to a small circle, the work
will be worth doing. Only by trial can the demdnd be gauged;
the extent of necessary provision will eventially depend upon
the locality, type of reader, and other ay@i‘lable agencies and

‘TESCUrces,

Shortage of staff and lack of st0qk:;re definite handicaps.
At branches, for example, the branch’librarian may be forced
to undertake the work alone and'{o rely on the central library
for essential stock. But the important factor here is that such

-an initial experiment might'eXpose a gap in the library service,

\

so that the authority /will be encouraged to increase the
existing provision.  Thése are practical incentives which must
appeal to any. librdtian who is concerned with providing the
best possible service. The experiment is worth making. What-
ever the exten¥.of the success may be the librarian must gain
increased kmowledge of his readers, and this is capital of
consid&RaB’lh value that well repays the expenditure of time

-and labeur,-

Afticertain respects the branch library has an advantage

N .
*guer larger libraries, so far as the advisory service is concerned,
Nor the branch librarian is usually more closely connected with

his readers. He knows many of them personally and they,
llkc“_rls_e, are accustomed to his methods. Such personal
relationship is very important to the advisory service, the

provision of which cannot be mass imposed but must be

orientated to the need of each applicant, Furthermore, the
overa:ll stock of the branch is smaller than that of the central,
and is better known to the staff. Exploitation is, therefore;
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simplified to the cxtent covered by that stock. But where
demands reach beyond the scope of the stock this advantage
no longer operates. _ _

However, some approach to the problem can be made by
the keen branch Hibrarian. If he is convinced of the necessity
for the work, he will be ableto give a large measure of assistance
even with limited resources. It may mean some re-adjustment
of methods and, quite often, a change in outlook on the part S
of the staff. These things can be accomplished within the
system if leadership, ability and the spirit of co-operatign, are
available. Complete and detailed guidance is not possible if
the branch stock is taken alone but, when used in gghjunction
with an adequate central stock, most difficulties.€a¥ be over-
come. ' \%

- This is especially so if the branch containg'e eore of standard
works as recommended in a later chapter ¢ large proportion
of requests can be satisfied by using the $ame books over ‘and

_over again, since these requests are 'foinid o be concerned with
background and basic knowledges"® Other demands can be
satisfied by calling upon wide;j.'rés'ources. In effect, therefore,
the smallest branch has the“stock of the whole system at its
command, and the chief problem is that of co-ordination.

- It is clear from th@c? Facts that the smaller systems can
confidently undertaketo provide advisory services provided
that trained staffand well selected stock are available.

“An attempt/witl be made here to indicate possible lines-
of approach,’Methods cannot be described precisely for these
must vayi\:a:’ccording to persons and places. Flexibility is

* essential\when dealing with individuals, so that any formula
or cede for the conduct of readers’ advisers is out of the question.
Prineiples only can be indicated, and these may be adjusted
10’meet varying circumstances. - . _

A further difficulty concerns the use that might be made -
of such a service. There is no precise method of assessing
potential demand. Present expressed demand for assistance
may be negligible, but this cannot be accepted as proof that
potential demand does not exist. Only by the provision of the
service can the extent of the need be discovered. It is per-

“missible, however, to assume that the need exists because of

-
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the success attendmg advisory provision whcrcvcr it has becn
made. )
Gradual 1n1tla,t10n of the service i3 to be preferred. It is
possible to gather b1b11ograph1cal aids, to set up. a special
- desk, and to open the service with loud publicity, but this
- method cannot be recommended. Many people would
probably be deterred by such methods that are, in fact, qu1te '
unnecessary.

Bibliographical aids there must be, but no fuss. “The service
should begin with the adviser mingling with the readefs at-
the shelves, watching the use made of books, and noting the
hesitancies and confusions that appear. He should use his
discretion as to whom to approach, not every person reguires
“or welcomes aid. He should be quick tosete this, and be
ready to retire if he finds his attentions\imwelcome. His
assistance, however, will not often begf aefused, particularly
when his readers grow accustomed o h\ls presence. They will
then approach him in their turn and, at this point, the service
can really be regarded as established. _

New readers. should be. infotmed of the existence of the
advisory service when they*join the library. A pamphlet
setting out full details<df the facilities available should be
produced as 2 sepaxafs\pubhcatlon or as part of the general
library guide. _ X\

If the work é€xpands at the individual branches, so as to
" be beyond the&eope of the branch librarian yet not suﬂiclentiy
50 as to justify the appointment of a full-time adviser, a case
- can be {mdde for part-time provision. An assistant can be
detailed to cover two or three branches. At each branch there
‘ shou}d be a fixed period set aside for advisory work. The

g ~§erv1ce would thus be allowed to expand gradually and naturally -
and would not be cramped by hurried attention from an
overworked assistant.

So far as the actual working of this facﬂlty is concerned,
one of the most vital principles is reliability. For this reason
advisers should be careful when giving personal recommiend-
atlons, since tastes differ so much it is dangerous to take upon
one’s self the responsibility of prescribing for others. Some
evaluation is required, but this should be limited to the
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accepted facts, Thus, it is permissible to say that acertain
- hook has the reputation of accuracy; that is quite different
from a personal recommendation. Even experts differ in their -
assessments of the value of particular books yet, since book
selection is based on the authority of experts, to a large extent,
any recommendations should also be based on that authority.
The first few weeks of the new service constitute the vital
testing time. There should not be errors or bad service at
any time but, should these occur when the section has become(
well established, the result would be regrettable but mot
disastrous, During the first few weceks, however, wheit, the
_public are watching the’ experiment, any deficiency’ will
become magnified out of true proportion. Therefors, although
commencing without fanfares, the preparation{shéuld be so
complete and thorough as to obviate error as fap as possible.
" One of the best ways of achieving this is*to organize re-
hearsals between members of the staff. . ‘Each should prepare
questions for the others to answer and) each, in turn, should
act as adviser to their colleagues whowould represent members

*  of the public. After each questiofi‘and answer there should be

a discussion as to the mannepof approach and the efficiency
and completeness of the answer. '

The problem of sigix{g the adviser’s desk seems to cause

" some concern. Thg poirit does not matter very much so long

as the principle i§ dstablished that the desk, wherever located,

- is simply a basé where essential tools can be found. The

assistant himselfshould have a roving commission and should
rarely be fourid sitting at his desk. In such a position he is
badly placed wherever the physical location of the desk might
be, -far fome people hesitate to approach a desk for fear of

inttuding. o

¢NA point that arises here is concerned with the discussion

With readers. Some queries can be dealt with immediately
at the shelves and, whenever possible, this is the method that
should be adopted, for it is essential to encourage other people .
to regard the giving and receiving of assistance as a normal
habit. Yet other requests as, for example, inquiries for reading
courses, entail fairly lengthy interviews. Where should- these

take place? ' : '
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If possible, the reader should be taken to a private office:
when a long discussion appears to be necessary. In this
country there is a layer of reserve in the make-up of most -
people that makes them recoil from the prospect of sitting at
an adviser’s desk in the public lending library. A private room
for such interviews is, therefore, to be preferred.

The actual conduct of the interview should be informal, It
should take the form of conversation rather than of crosé\

-examination. An arrogant or superior attitude is fatal i.this
work; it is completely unjustified when we consider th\at dur
own advantage over the reader, in terms of bibliggraphical
knowledge, is insignificant in comparison with tHe“vast area
- of knowledge of which we know little. ¢¢
The statement in a previous section in cohfigétion with the
advisory service as a whole applies here with particular force;
there can be no specific rules governifigp the interview. A
* 'general principle could be fixed that\the reader should be
- allowed to dictate the course of the{conversation, but even this
depends, to a large extent, uponthe person concerned. Some
people are garrulous, othersimid and without expression;
‘many will stray from the point and deal with their life histories
- unless brought into line..\The guiding rule is to remember the
purpose of the interview and to allow nothing to pass which
does not contribufe;\iii some way, towards the attainment of
the desired end. A\ :

A necessaxy(preliminary for every reader undertaking an
organized , grﬂrse is' to understand the classification and
cata]ta% »“Those responsible for the advisory service should
includelsiich necessary instruction in the early stages. Self-
interest, the necessary preliminary to the acceptance of

ifstruction, will be present in such cases,
) Some personal details will also be required, such as hobbies
and interests, experiences, type and extent of education,
books read, object of the course, occupation and time available
for reading. To these facts may be added the impression of
the assistant regarding the capacity of the inquirer for sustained
application, _ : .

Records should be kept of each interview, and this applies.
to-the brief conversation as well as to the long discussion.
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Readers helped in a small matter gain confidence to ask about
" weightier topics and it is helpful, on subsequent occasions, if
arecord is available of previous proceedings. This will necessit- -
ate a file under readers’ names, and to this should be added a
classified subject record. As the service develops, the latter
can be of great assistance as a time-saver, since it will obviate
" the duplication of much work previously performed. Such
duplication could occur quite frequently, for certain items, ,
such as requests for reading lists on the classics, would crop
up again and again, : ' Oy
- The use of these files for staff training should espegially
‘be noted. The files should be studied by the staff,and they
should, in all cases, be examined by the Hbrarian ifi*order that
he may ensure that satisfaction is given to readersy At the same
time he can check on the accuracy of infgrmation, on the
" efficiency of his staff and on the progress ofhistrainees. Details
of interviews should, naturally, be txéatéd as strictly con-
fidential. Under no circumstances shehld information obtained
from readers be passed on to any @pauthorized person.

The labour-saving value of the file is a great. advantage,

- but it must not be used to exgess. The temptation might be
presented to standardize eourses which are similar, and this
is possible to a certainexfent. But the essential point of the
service, that it is irdividual, must not be overlooked. If a
course suitable fofhone person will suit another there can be
no harm in its uge, But, unless the provision is exact, no good
can be achievédband no economy claimed. The whole aim of
the readerg’w}j}avisory service consists in the mobilization of the
whole 0§§bﬁ resources of a library for the use of a particular
persongythat is the essence of the feature. In this way it differs
fromi\the general ‘issue of reading lists, which are compiled
@round a subject rather than according to an individual’s
request. . :

A further difference lies in the methed of compilation. The
reading list for general issue consists of the best books on the
subject, and this is so whether the list includes elementary
or advanced works or both. The individual list is, at first,
Simila.r]y compiled inasmuch as it consists of the best works.
But then the capabilities of the reader must be considered.
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Certain works must be omitted because they are too difficul
or in other ways unsuitable. Certain aspects may be stressed
and .others passed over at the request of the reader. The
finished course will be highly individual, quite different from -
a general reading list and, probably, completely unsuitable
for the use of anybody but the person for whom it is intended,
The danger of standardized lists, except as basic models is,
therefore, apparent. ' . N

Examination of the books themselves must follow. a The
best book on a subject is useless to a man if the priut 18'to0
small to be read! Such details are important; attention-to them
will result in a selection suitable in every way for the needs of
the reader. . R4 )

- Order of reading should next be consiéicred. This will
depend upon hoth the subject and tlte" reader, although
elementary to advanced will be adoptéd in many cases. A
‘good plan consists in prescribing Jigst of all a good general
work, designed to arouse interest ahd to give an overall, though
not necessarily detailed, picture’of the whole subject.

Annotations should be preVided for each title listed. Such
annotations form -useful~guides at a Jlater stage for, once
written; they can be cdnsulted whenever the book is included
in a lst. Their use/Without modification, may not always be
advisable in viewof the individual nature of the lists. The

limitations of the book should be noted but, since the work
should be thelbest available for the purpose, such limitations
should neg be serious, and should affect the scope of the work
rather {han its quality. Pros and cons should be recorded,
and{Works dealing with one aspect of a controversial question .
should be followed by those giving the other point of view.
o~ Dhe value of the work for different types of people should be
' clearly stressed. . ' o _ -

Alternative readings should often be included, particulaﬂy
when insufficient information concerning the reader has been
made available. Some people are unable to express themselves
adequately and, where this is the case, alternatives will do

- much to solve their difficulties. A set alternative will be of

great value on those occasions ‘when the original choice is on
loan, o : :
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In order to preserve continuity in a reading course there
should be set up a system of free reservation of books recom-

. mended. It should be a simple matter of organization to

ensure that a rcader’s requirements, in this connection, are
satisfied as the nccessity arises. There should be no time lag
petween the return of one listed book and the receipt of the
next. Such intervals are bound to occur unless steps are taken
to deal with the position, |
However, in spite of precautions, there will arise occasions,

~ when the machinery will break down, for stocks are limited. 1/

this event, the adviser must be ready with substitute reading
material. No harm should result from such an occurrénce if it
is forescen and the effect mitigated as suggested.C” This is
frtunately so, because an enforced break in theniddle of a
reading course serves to weaken interest and'to reflect upon
the value of the project and of the librarydetvice. In order to
ensure the smooth working of the organization, readers who

are pursuing selected courses should, retiirn their books to the

adviser. He can then be preparedito furnish the next work
on the list or, if this is unobtainable, to provide a substitute.
Attempts must also be madeto keep in touch with those
people, and they are likely\fo be fairly numerous, who com-
mence a course and lpssiiracrcst before the completion, It is
not wise to pester therhubut a letter of inquiry should be sent,
and this should indigate that the course can be adjusted if

- required. \X

Advisers areQutilikely to be greatly troubled when advising
on generahsubjects or when providing background courses.
But requgsbs for specialized and technical subjects might cause
some apprehension if there is a lack of knowledge of the subject.
Pheadviser assumes heavy responsibility whenever he prepares

a'wgutse for a reader and this thought must often create some

Uneasiness,

In such cases it is possible to get in touch with specialized -

agencies, and to purchase books recommended if they are not.
eady stocked. This is rather a speculative method and may
"ot prove to be entirely satisfactory in practice. Specialists
nd to remember the advanced manuals, to overlook the
tmentary, and ignore the popular. The librarian cannot

AS

Q!
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afford to do this, Perhaps a better method is to survey existing
book resources and to present a selection from these for expert
‘approval, adjusting and supplementing wherever required.
After all, the kibrarian has access to information concerning
the bibliography of special subjects; so far as this aspect is
concerned, he may be morc widely informed than the expert
on the subject. The latter’s knowledge should, therefore, be
_ used, not for the initial compilation of lists, but for comniefits’
on the individual titles and for suggested improvements(*y,

Facts such as these suggest that the successful sadvicory
service needs to be staffed by assistants with specialist know-
‘ledge, or that the staff should have specialists withinireach for
consultation. Thorough knowledge is indispensable, and this
indicates a limitation of the field covered by each assistant,
since failure to provide specialist advice may lead to superficial,
vague and casual service. Nor is it sufficient to supply the

“books, their contents must be anafysed for the benefit of the
" inquirer. Books are forbidding to‘many people who have not

learned the art of extracting'tﬁé ‘contents. Endless pains are

taken to provide books; the-logical, further step should also
- be taken in order to ensuretheir use to the fullest extent. -

The specialist, besides selecting books and advising on their
use, should also, b€ yesponsible for the exploitation of his
section. Thus, when books are added, he should ensure that
adequate notice Js given to all those who might be interested.
An important/development of this feature may be that. re-
cipients of\such details will regard the library as the natural
soui‘cg)“f"information. They will turn to it whenever they are
in néed, and will recommend it to others as occasion demands.

: 'S\lich personal recommendation is of the greatest value.
¢\ The specialist’s task is, therefore, to exploit the contents
/ of his section and to make his knowledge avaiiable for the use
of the public. He should also be responsible for book selection
. and withdrawal within his own field. The allotment of sections
to individuals would ensure the enrolment of an expert corps,
and selection for the library would be on a sound basis. ' Book
stock would be of a higher standard if each title were separately

" considered by an .assistant with specialist knowledge before
_ ordering. - : o o '
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" Where such a method ‘is in operation at the central the
branch difficulty would largely disappear, for the branch
librarian would have a corps of specialists at hand for con-
~ sultation. The fact that a subject, or group of subjects, through-
out the system was in the charge of a specialist, and kept up
to date by him, would ensure that readers of all kinds would
be certain of getting the best provision. This provision,
adapted to individual neceds by the branch librarian; would{’
constitute a personal service which rarely exists to-day oma
_general scale. QN
. The provision of specialist advisers would simplify™close
. co-operation between public librarics and the many Specialist
libraries and agencies. Such co-operation frequently tends to
be sporadic, but a specialist, working in a nartow field, would
be in a position to further combined ventureg and to increase
in depth the resources of his own subjects{/>~

The total of work achieved by thie > division of subjects
between specialists will probably bé freater, in both quality
and quantity, than that effected\by the general assistant,
Special abilities of the staff ar¢¥rought into use which might
otherwise not be exercised in'fibrary problems, Investigations
of readers’ inquiries, and{more thorough use of resources by

ibrarians, must result inja better service for readers,

It is sometimes ‘stated that librarians should encourage

the publication of Beoks in certain fields, yet it must be admitted
that action alorig’these lines has not been vigorously pursued.
‘The reason miay be that the demand is not sufficiently clear-
cut nor ufBéntly expressed. Specialists in Hmited fields, in
close tp‘ﬁhﬁ" with readers’ needs, would have greater authority
for expressing demand, and would be able to narrow the
Sp?éiﬁi:ation for necessary provision to include particular
“opics and aspects. They would be able to speak with an
assurance sufficient to command attention, and could throw
light on the desirable treatment of subjects, In this way,
influence could be exerted on the publishing world,

A further advantage arising from the provision of specialist
advisers lics in the possibility of deeper penetration into the
world of trade and commerce. At the present time inquiries

“from the commercial world are welcomed, and local workers
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‘are encourag\éd to use the library. But the service in this
connection is often passive. Provision is made by the supply
* of technical works in. the hope that they will be used. They
are used, but only by a minority of people. Any attempt to
increase their use is often baulked by the lack of specialized
knowledge on the part of the general assistant. The unfortunate
effect of this is particularly noticeable when attempts are made,
1o introduce news of the service to the factories and workshops;.
. a venture which is essential if books are to be exploited %othe
full. An interview with the manager of an engineering ¢oncern
will probably be inconclusive and lacking in driye«if the talk
is vaguely concerned with books-in general‘and with the
desirability of interesting the workers in thalibrary service.

Such a talk should feature a few sclected Wooks dealing with

the particular trade concerned. The dsistant should have a
knowledge of these books so that heean talk about them with
authority. By so doing, he can cofivifice the businessman. that ‘
 he is missing something of valugrhy not reading them, and that
his workers would benefit byttheir use. Only an assistant who.
" has specialized in these segfions can hope to have such know-

- ledge and the confidenge derived from mastery of his stock.

In this connectiony small exhibitions of books, periodicals
and pamphlets could usefully be held, preferably on the factory
premises. These, activities need not be expensive in staff time
because the @xhibitions could well be limited to the lunch’
~ periods whex so many of the employees have idle time on their

hands.“Issue should be made from the exhibitions and this
wouldnecessitatereplenishments being available from day today.
JAssistants encouraged to specialize in subject fields would
~Lsbon prove their worth. Such a corps of workers would form.

/ a most valuable driving force and would banish staleness and
apathy from any system, Their efforts would speedily ensure -
that the Library would take its rightful place in the sphere of -
adult education.. The linkage of readers and books would
itself constitute an immense social service that would have
repercussions in terms of increased library appreciation on the
part of the public. Much remains to be accomplished before
coverage of thiskind is complete. : Co
Such activities. should always be- linked with personal
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assistance, for the various library developments, such as

advisory work in the library building and contact with people
outside of the library, should never be allowed to assume
separate identitics. Co-ordination between departments and

- personnel is always of primc importance if a service is to

function to the best purpose.

In this connection may be cited the resources of the reference

_ library, which should not be overlooked. Reference and{
lending library stocks should be complementary, and (Mo

attempt should be made to set up an advisory service withott
taking into account the fund of pamphlet and other material
contained in the reference stock. The fields of referenice and
lending departments overlap at many points, but never so
consistently as in the sphere of the advisory séxviee.
'Another important factor is concerned with the book itself
and its suitability for the purpose envisaged: When suggesting
books for study, it is most essential toséonsider the factors that
make 2 book readable, Unless some-such assessment 1s made
it is impossible to select wisely ox to'match book and reader. -
What are the factors that @etermine popularity in books?”
Is it possible to choose certain features as being more likely
than others to arousc pihlic interest? . Probably, almost cer-
tainly; there is no setdformula, but certain factors may be noted
that tend to make,% readability. ' _ ‘
The questionyis-important from the reader’s point of view’
for, given twg\Dooks, both equally sound in scholarship and

- factually pqgﬁﬁletc, that one will bé most suited to a reader

A

that appeals to him most; in other works, the most readable
book, frem kis point of view, will be of greatest use o him. “This
i§ ,ssfffaévidcnt, for the readable book is studied more closely
and” for longer periods. Understanding is assisted a2nd the
sfrain of application lessened, so that comprehension is

~achieved.

What, then, makes a book readable? An immediate question
is, for whom? The two questions must be linked before any
answer can be attempted, for there can be no abstract quality

‘of readability. The logical appeal of any passage, and the

degree of comprehension engendered in the reader’s mind, -
must depend upon his experience and capability. The ap-
G _

-
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proach must, therefore, be from the point of view of the person

. concerned. Given an individual of known capability, it is

possible to point to certain factors in a work and to predict
that it will appeal to him and to others like him. .
Factors that make for popularity include the vocabulary
used, length and construction of sentences, manner of pres-
entation, clarity of thought and exposition, development of
the theme, degrec in which the subject matter matches thg

N\

reader’s knowledge and experience, emotional appealcand

physical make-up of the bock, including type, paper, sige and
Iegibility. All of these aspects must be considered \when an
advisory section is being organized. These are’specialized
matters and demand training in the staff called ¥pen to operate
the service. The necessity for capable asdistants is obvious.
They should be efficient, and sufficiently ‘wumerous to cope
with all demands without the undug ‘haste that leads to
superficial treatment, O

A development of such personakl.gervice is very necessary.
The library service will not be ydlied in public esteem because
Librarians want it to be valued;*nor because it could be useful
if only use were made. TA® scrvice will be fully appreciated
only when it has proddted reasons for appreciation. It can
be done given adequate support from authorities and a fresh
approach to the preblem of library provision and the use of
resources, O

As a prelindinary, facilitics offered should be examined from
the readers.point of view. In the past, librarians have heen
largelyceoncerned with the provision of material, This is
essemtial, but it does not go far enough; stock must be organ-

+ ized and selected to suit the varying needs of people, having

W

(tegard to the capacity of the reader and such further limiting

factors as surroundings and leisure time. This policy demands
that staff should be appointed capable of rising to the demands

- that will be made upon them. They must possess a sympathetic

attitude towards people and be able to understand their reading

problems, able to smooth the way for the inarticulatc and for

those wl}o are not sure what they want, All of this is necessary
if libraries are to fulAll their purpose as agencies for assisting
the complete development of the individual.
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Coverage of this kind will not be achieved for years to come.
The development must be gradual, and as much as possible
should be attempted with present facilities. This indicates the
necessity for wise use of staff and resources and for the stream-
lining of processes, sO that the extension may take place without
adverse effect upon present essential provision. If this is
practised, whatever facility is provided will De valuable
preparation for future development, while the results of such
preliminary work will pave the way for increased resources
and further progress. R\,

This progression will do much to solve the graduate problém.
Any librarian with experience of the library schools withknow
of the difficulty encountered by graduates when seeking to
enter the public library service for, at presenty(there is little
scope for the graduate in this fietd. If he starts’at the bottom
of the grade he is underpaid; if he starts abany intermediate
position he is favourcd. The result is ghat graduates shun the
public library service and much promiising material is lost.
Some find their places in speqialist"or university libraries,
while others seek alternative c;,r}'plb'yrnmt.

The specialist advisory seryice would present an opportunity
for these people. The experts required must be more than
library technicians; they\must know books and the mcthods
of their manipulati fiput they must also know people. In
such specialized departments the graduate and the assistant
could compete §h'ore or less equal terms; the assistant would
have the advantage of technique, the graduate would have the
correspondifg advantage of familiarity in a specialized subject
field. O\ -

Al\workers in the section must have some knowledge of

_psyehiology and of the art of dealing with people. The factors

. that promote readers’ interests in books should be studied so

that those books that possess these values could be utilized.
The existence of other agencics must be known and machinery
prepared for close co-operation. There should also be a know-
ledge of inter-related fields, since it is not advisable to have
subjects contained in closed compartments.

The suggestion, thercfore, is for a gencral adviser on duty
in the public department, and specialist advisers who would
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- be available when required. ‘The branch librarian would
correspond, in his branch, to the general adviser, and would
call upon the central specialists when necessary. _ '

Although the branch librarian should be familiar with the
organization of the central advisory service, the problem of
specialization will not divectly affect him since his resources in
staff will be too limited to permit of great development. Yet

_ often there will be assistants with special knowledge of somé ™

* subjects so that, although complete specialization will not\bé

~ possible, partial development in that direction will be.within
the branch resources in such circumstances. . A > .

 The methods proposed may appear to be too grandiose in
scope ‘to be applicable to many public librdries, but this
difficulty should not be exaggerated. Althiagh few systems -

. could afford to provide a complete pancl of experts, the facilities

~ for co-operation should not be overlo ked. Co-operation is- ..

. practised with regard to book provisie{ and stock specialization, -
why not also for book exploitation? A few neighbouring -
systems could combine to build-iip 2 panel of experts. Each .

" specialist would have a fixedsperiod for consultation at each
system and this time could-§é used, not only for assistance to
readers, but also for assiStance to the members of the staff
responsible for book ,&éléction and the revision of stock.

Publicity for such\a service would not be difficult for, more
perhaps than anyyother facility, it would make its own ad-

* . vertisement. XThis is understandable, for there is direct contact
between agsigtant and reader. Publicity that accrues in this
way frer the working of the service would be sufficient for
most.p%oses; the expansion of the work would not be limited
by\l‘aék of applicants, but rather by the need for sufficient staff

¢ to.Lope with the requests. Assuming, however, that staff are
wrained, the normal methods of publicity, by poster, bulletin -
and leaflet, can be utilized. Moreover, since the service is in
its infancy in this country, a photograph and. write-up could
casily enough be secured in the local Press. '

_ A fact to remember, when writing copy for this purpose
Is that the public generally do not understand the provision, it
. Ismew to them. Therefore, an explanation that is too general-
1zed will not be acceptable, neither will it be so effective as
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specific points tersely made. The service offers déﬁnite ad-
vantages to the individual; the copy should state these explicitly
and show how they may be obtained. Thus the best form of -

_ write-up should follow the pattern of the delineation of specific

-problems and the method of their solution. Actual requests
should not be quoted, nor should the copy appear to be drawn
from actual requests. It is essential that prospective users of
the section should be assured that their confidence will bed
respected. - - O\
A bulletin could usefully be employed to further the, work.
In-each issue there could appear one or more queries, together
with all relevant information. This feature could béextended
in co-operation with the local Press. Readers conidbe invited
to send in their reading difficulties, and these queries could be
answered day by day or week by week in,‘{hc public columns.
- There should be no difficulty in ga,ix‘éng space for such a.
column. On the contrary, most editers would welcome the
feature, which would certainly be popular. As evidence of
this, witness the success of the,@piﬁmns_ devoted to advice on
gardening and other householdh matters. Care is required in
order to prevent the featurerfrom developing into an advice
columa, Contributiongéhould be confined to news of books,
and there is abund{xg.‘s’copc here. Librarians have access 10
bibliographical atds, they know the contents of books, and they
can and shouldvasist by the provision of books suitable for the
satisfaction of :d\ivcrse queries and needs. :

N

2 8



CHAPTER VI

STAFF -~

' ¢(\N
T is generally accepted that staff should be providedyat the
rate of one assistant for every 3,000 people to be seryed. This
s a general rule and will obviously be affectedsin particular
cases, by the size of the system, the numbep-of departments
and branches, hours of opening, and activities*undertaken, It.
a&s recommended that 40 per cent. of the personnel should be
. 3in the professional grades. AN
The smaller systems are well suited for training purposes
provided that the organization is planned on rational lines.
Many of the essential processesiare there contained in a small
space so that the assistantiwill, quite often, receive wider
‘experience and shoulder “greater responsibilitics than his
colleagues at the largef\libraries. In this connection, much
depends upon the }{611‘0}’ of the system concerned. Central-
ization of processes\is becoming increasingly popular, and this
- development must reduce the scope of branch assistants in
certain respedts; and so restrict the range of their training.
. The lib{':a)efan 1s responsible for the training and professional
develq]}&gent of his staff. He should set an example of ¢n-
. thusiagm, courtesy and punctuality, and should be strictly
“%impattial in his handling of every individual. His impartiality
<‘§rrust be apparent te all, ne hint of favouritism must be allowed
- Mo develop. He should not be content with seeing two sides of
a question; he should look further and see all sides. :
In order to further his purpose he must get to know the
- people under him and discover their interests and enthusiasms.
>* If he is to get the best work from them he must know their

capabilities and their aversions; if he is to train them he must
.know their limitations. |

02
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The assistant’s work must be judged dispassionately. It is

easy to fail into the error of assuming.that there is something

_wrong with a man if his personality happens to clash with

_one’s own, .a temperamental ‘difference can often be dressed

up in an apparently reasonable form to serve as an argument

»  against an individual. Only the actions should be assessed,

the opinions are the concern of the man himself. ‘

The librarian’s load can be considerably cased if hc has

- dependable senior staff who are able to assist with the{work

-of instruction. However, if the senior assistants are tQ pfovide

adequate training they themselves must be welk“qualified.

Efficient instruction is necessary for the assistantjboth for his

own sake and for the benefit of the system that he serves, for

all efforts directed towards improving the stvice of a library

depend, in the last resort, upon the staff, ZEley must be willing

to assist readers, prepared to co-operate,in cxperimenting with

new ideas, and willing to share theif own theories and ex-

.periences for the benefit of the system, Good staff training is,

| therefore, essendal. All ,ggsigtzgnfs.-ﬁhguld.,.=EY19£§_,§5VJ,5.§E119£”§§,_§
teaim, not as a set of individials, .

The librarian must aivays be alert and critically disposed
in his attitude towazrds\the service he provides. Complacency
should never be_allowed to dull his mind, always he should
question the valile and effectiveness of his provision and the
validity of his @eliels. It is important that he should ask the
right questions, for only in this way will the right answers
-be supplied; Clear and logical thinking is, therefore, essential
whilepréjudice, and- the too easy acceptance of conventional
i aﬁt%fudes, should be held suspect. ) . :
| o~\Assistants are often inclined to be passive and to take things
t00 much for granted. When they complain, the basis is often
that the Chief Librarian, or the Council of the Library Assoc-
iation, should do semeihing to ‘create better: conditions or to
raise the status of the profession. . -
This attitude is entirely wrong; the initiative lies always
with the individual, Each assistant has it-within _his power to
raise the status of the profession; each branch librarian has the
opportunity to do his share in making his branch a cultural
beacon in the life of the district he serves. '

'
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Every individual effort will add to the sum total and im-
. _provement, when it comes, will be the result of the enthusiasm
and work of the assistant, acting alone or as part of a group.
. Ideals must be maintained, The nature of the library service
demands a continuous influx of men and women with the zest
for public service. A branch library is best fitted to be the

initial testing ground for such assistants; the branch librarian

can be their tutor and so assist in building up the rescurces
of the system and of the profession. Y.

If branch libraries are to play their part in the task of faining
staff it is necessary that the tendency to collect thevmost in-
telligent personnel at the central library should)be discon-
tinued. The policy is bad in all respects, for it\dimist necessarily
exert a depressing Influence upon those assistants who are
stationed at the branches. If they are ax&*a\re that the branch
is regarded as the place for the second-best they will, in-
evitably, feel resentment, and this{will be expressed by an
apathetic attitude towards their work and towards the public.

N\

A source of contention is set ap; as the best of the staff are :

“transferred, so the remainderifeel compelled to live up to the’

reputation implied by their position. Their efforts slacken
-and they give less thap-their best.: _ '

Injustice is donéfQ“both staff and system by this process.

. Compared with #he main library a branch is weak in stock;

it should, therefére, be strong in staff to balance the deficiency.

Moreover, thebranch librarian may hesitate to give due credit

" to any, deserving member of his staff because of the fear of
losing/his services.

The only remedy is for the branch to be established in its

~xightful place in the hierarchy of the system. The initiative
lies with the chief librarian, but the branch librarian can do
his share by demonstrating the value to the system of an
energetic and vital branch service.

It has been said that the secret of successful staff manage-

ment is to keep assistants busy and happy. There is much-

truth in this. Assistants should be engaged in work in which
they can be interested, and there should be sufficient variety

kS

to arouse and maintain that interest. As far as possible, the-

job should be suited to the man, more and better work
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is produced when an assistant is engaged in work at which
he is proficient. This does not mean that agsistants should
never have the opportunity to learn new routines, but it is
applicable as a general rule for standard processes. '
A contented staff reveals itself by the number of suggestions
‘for service improvement voluntarily brought forward. These
. are the outward expressions of an enthusiasm for the work
that will be revealed also in contacts with readers and wills
result in a large measure of public goodwill. The reverse(1s,
often true. Lack of interest can sometimes be traced to/fus-
tration caused by dissatisfaction with the service or with the
-particular daily routine. O *
Hours of work should remain stable as far<as” possible.
Last-minute changes are an annoyance to the jdividual and
to his family, and may frequently be avoidéd’given a normal
amount of forethought. S '
Branches and central should always' work in harmony.
Much depends upon the lead given Dy the chief and the re-
action of each branch librariany ™ His attitude towards his.
colleagues at central, and s owards _his superiors, will be
reflected in the attitude ofns'staff. Every agsistant-in-charge
owes a debt of loyalty tdwards the system as 2 whole, and he
should remember that His opinions and outlook tend to be’
influenced by locahconditions. Bias born of such prejudice is
often difficult to\'detect, and few local assistants, especially 1f
they are kccn\(;are able to stand aside from the burden of their
own immyedidte responsibilities in order to assess their problems
‘from thgé)éint .of view of the entire system. . -
Evest,When such impartiality of judgment is possible to the
indi?{dual the act may yet be jnefective because of lack of
%acts. Thelocal assistant may be thoroughly impartial in attitude
but, unless he has possession of all relevant details, he cannot
judge a case or assess a situation that concerns all departments.
The local librarian must, therefore, be trained to give due’
weight to the opinions and directives from headquarters.
Discipline must be maintained, and absolate firmness in_this
respect is essential, for the system is greater than the individual.
A common complaint from branches is that there appears
to exist a wocful disregard of local circumstances and needs.
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This is particularly so where the branch librarian has wide
powers for, in such cases, his actions are more independent of
day-by-day control and there is greater likelihood of divergence
of opinion. ‘Whatever the circumstances, however, harmony
between departments must be preserved, and directives that -
appear to militate against the welfare of a branch should be
made the subject of discussion between the branch librarian
and his chief. Such instructions should never be allowed 4ol
be disregarded or treated in such a manner that their purpese’.
is circumvented, Both the spirit and the letter should“be
enforced at all times. ' L
Regular meetings of the librarian and his heads{ofidepart-
ments are valuable for the purpose of clearing/the air of

- misconceptions and grievances, cither real ox‘imaginary, and

/

such meetings would serve for the clarification of directives.
The librarian is able to put the whol .Gase for any_decision
before his subordinates so that they bazé a full understanding
of the purpose behind his actions.\)Such an understanding
should be sought by every branch$ibrarian, and encouraged by
the chief, whether or not a regilar system of staff meetings is in
operation. Bysuch methods fillfcompromise can often be effected.

The position is cased if'‘the local assistant remembers always
that the chief has hi's;pibblems of administration to consider.
When making his 8c¢aisions he is guided by their value for the
entire system amth, quite often, actions must be taken that .
penalize, or appear to penalize, a particular branch. Resent-
ment may/be-the result on the part of the branch personnel
and such'feeling, if left unexpressed, may vitiate good relations
between branch and central. A man with a grievance cannot
giverof his best. Only by the exposure of resentments, and by

{fcg and open discussion, can they be prevented from assuming

undue importance. :

The chief librarian, for his part, must realize that objection
to a central directive is often symptomatic of local zeal rather
than obstinacy. Too often branch librarians are castigated as
stubborn, unco-operative and unprogressive when their real
error is faulty judgment caused by lack of knowledge of the
facts, Willing co-operation is necessary on both sides if the
best interests of the system are fo be served.
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Aﬁothcr common complaint is that assistants at brandu;s
jack the full opportunities for experience that exist for their
colleagues at central. This is usual.ly true so far as prooesses
such a5 classification and cataloguing arc concerned, - Rook
Jlection, too, is often centralized although opportunities for
olection, as distinct from book purchase, should always be

providcd at a branch. .
However, to offsct this, it frequently happens that tratnming

4t branch libraries is more detailed than at the central [ibrary s
Branch assistants, normally, shoulder greater responsibiliits”

and profit by a more varicd routine. Morcover, althoughilittle
chance is offered in one direction, abundant opporiaily is
presented in another, for the branch assistant i ahle to get
dose to his readers and to assist them on a maoré personal
footing than are the assistants at central. N
Branch library service should, thereforeh, be regarded by
the assistant as a means for the greatgrodevelopment of an
aspect of librarianship which has ypast” future possibilities.
The assistant who has learned about’tbdth stock and readers nt
a:branch will probably be bg{ii;'r‘ equipped, professionally,
than the assistant whose knowledge is limited in this sphere by
‘the fewer opportunities at the central. '
Cﬁntraliz.ation of pm@?ssés is incvitable and necessary for
_t?e economiical runnipg of the system. But it has its advantages
if the Iqhef gained £rdtn routines is devoted 1o such work with
readers. The lpéal assistant should scize this opportunity for
ig;i:;;% anﬁx}‘i}ler}encc that will be of undoubted value and
efﬁcienc;’fi ih {llcal processes can E11ways _bc studied, and
difﬁguj;fg'g tl'lls work can be attal.ncd without too much
'it')?w&h} éhelz ¢ other hand, work with rcndc::s, npd familiar-
W, Suct kr?;::':l:n(tls of books, cannot be ::‘tudu:d in the same
eradually over 4 lsnge m.us;l bsvabsorbcd; 1t must l‘:)c acquired
| dosest contucts withg Eer}llo . Work at the branch involves the
bracan, s fon Lo st(;tff :ﬁaders and books; for the branch
05t systems expericnce sor Cand,?fgi nci e
3 together in o comon. so;nc ifficulty in binding the
eful unit on which ¢ n endeavour. Th.c branch offers a
branch libras 0 W(?rk besides offering scope for the
brarian of pe}"sonallty. The staff is small and compact

Q)
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and can be combined more easily into a united working party.
Such cohesion will not come into being without effort and
skilful direction, yet it can be achieved. ~

Knowledge of the problems involved in handling staff is
important, for the librarian charged with initial training is
responsible for creating impressions that might affect the
whole career of & new assistant. The strongest influence in
the early stages is, naturally, derived from the instructor, N
Human relations are extremely important for they enter into
every aspect of library activity, This importance is recogmized
‘in industry, but it is not always sufficiently considered Va the
public library service. This is particularly unfortuiate, for
the service operates efficiently only when stafl’ aré{working in
harmony with each other and with the publi¢éhey serve. In
order to ensure harmony in the system a comibined effort is
required, and this can only be achieved l,fah ‘staff become and

. remain interested in their work. o\

The personal factor is paramount.)"In any public service
it is the steady accumulation of ggodwill, brought about by
capable staff work over long;;')éfiods, that makes for good

-] publicrelations, Nor can goodwill be obtained in any other way
than by willing and efficient service from all staff at all times.
In order to achieve this it is necessary for every member of the
staff to feel that hi \(‘ork contributes something of importance
to the working of\the system. A person regarded simply as a
cog in a machine“will not for long continue to give the best
service, A keeii“assistant is more than a cypher; he is, in fact, |
an csscnﬁgl\lfnk in the chain of service. The required en-
thusiasiivean often be induced, but the motive force must
derivéfrom the librarian, the inspiration must be his. It is
hissduty to lead rather than to direct, to set an example of
{“ep<operation, interest and efficiency, and so to train his staff
in the true pattern of librarianship,

The importance of courtesy, tact and willingness to help
people should be stressed, for the first impression of a reader
is derived from his treatment by the staff, Deficiencies of
stock may be overlooked, but lack of courtesy and an indifferent
attitude will never be excused. Such defects may be accepted
without complaint, unfortunately, for most readers are loath
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to cause a fuss, but the inevitable result is loss of prestige for
the service. An assistant may give inadequate service to the
public either through lack of knowledge or lack of interest.
He can remedy the former defect by seeking the advice of
seniors, but the latter demands a complete re-examination
of personal beliefs and ideals. '

In order to increase his own efficiency, and strengthen his
ability to handle staff, the librarian should endeavour to learn
from the mistakes of others, In particular, he should treat his
subordinates as he himself would wish to be treated. Thé )
temperamental or moody individual can never expect the
co-operation or backing of those forced to work under him.

Authority should always be wielded with courtesy,"f'pr each
person has individual pride to which respect shenid” be ac-
corded. Moreover, the qualities that are needeflinvan efficient
assistant can only be encouraged by 2 poite and helpful
attitude on the part of the senior. Just critiéism may often be
necessary, but it should be tendered 1g1~prTvaté' and not given
so that it rankles and causes discoptehtment. On the other
hand, necessary reproof should not-be withheld, for an error
condoned and left uncorrected Jitay occur again, and criticism
at this later stage will probably be resented, Correction of any
kind should be constructive.and designed to demonstrate the
pattern of correct behaviour and routine.

The first duty of ;&ibrarian is to cnsure the finest service
for the public. He. must, therefore, guard against too many
appeals for privifbgé and favours from the staff. This does not
imply a rigidy unbending adherence to regulations in all cascs,
for it is often beneficial, as a long-term policy, to allow a
Certaig'.)n\casurc of flexibility in staff relations. Abuse of
privilegé should not be tolerated; only experience in handling
#taffcan allow the necessary discrimination to be made.

New ideas, and departures from regular routine, should
be introduced gradually and allowed to settle slowly in the
minds of subordinates. Such plans may mature {or weeks in
the brain of the administrator, so that they take on the guise
of familiarity, and lead him to expect immediate response
from his staff and an appreciation of the scheme equal to his
own. To the staff, however, the plan may present a different
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aspect; any hurried change of routine is unsettling and this, in
itself, may cause some difficulty. Here, again, patience and
tact are required.

‘Few will deny the value of leadership. In practice this
means that the staff should be given some consideration when
decisions are made. Omne man must make the final decision
and accept ultimate responsibility yet, in spite of this, assistants

should be treated as colleagues although they are subordinats

in status. The librarian may be the best qualified man hut
he daes not possess a monopoly of ideas. Staff suggestions
should be considered, but it is not sufficient to wait forthem,
they should be invited and welcomed. N

For this purpose regular discussions among thelstaff should
be encouraged. All phases of the service shdyld come under
review. The youngest assistant should be able to air his views
and make his mistakes, if necessary, wit{l\%he knowledge that
his suggestions will receive serious atténtion. A dozen sug-
gestions may be made which will lia¥c no merit at all. These
can be disposed of easily enoughpand those responsible for the
ideas will benefit by the knewledge of the better methods
proposed. Yet always therdis the odd suggestion of value that
occurs and this arises, guite often, as an improvement on a
previous proposal thagn itsclf, had little merit. Thus a poor
idea can often stagt@“train of thought in the mind of another
person which ma}%ead to a proposal of worth. General staff
discussions should be given a trial in all systems in order to
bind the experience and ideas of the individual assistants into

2 collegtive’whole for the benefit of the service.

Su\cb;discussions must not be allowed to develop into time-
wasting gossip periods. There should be a fixed agenda, and
ARe chairman should ensure that business proceeds briskly and

{\t6 good effect. If the discussion is held prior to the meeting
”of the heads of departments, the librarian will find himself

in possession of the combined opinions of his staff. Ideas of
value may be developed by this method.
Full credit for suggestions should always be given. Assistants

. require recognition for good work, and such trcatment gives

encouragement and adds incentive, both to the person imme-
diately concerned and to others, to work forincreased efficiency.
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In order to ensure the reward of merit departmental heads
should be instructed to watch the progress of their staff and
to bring to the notice of the chief any assistant whose work
shows aptitude and promise. Slovenly and careless work
should likewise be noted. T
~Length of service should not be a major factor in deciding |
promotion; technical qualifications and suitability for the post :
shéuld claim prior consideration. The knowledge that good. O\
work will be rewarded, and bad work punished, will do much
to ensure alertness on the part of the staff. This attitude Wil ’3
be reflected in increascd respect from readers, who béuefit
from prompt and efficient attention. The assistant gvhio sits
back and waits for promotion is one of the gTeatcst\o}fjndranccs :
to the well-being of the profession. The library §éxvice has no
room for passengers. ' AN

Junior members of the staff are partigul*sh'ly apt to fly to
extremes of enthusiasm and disillusiammient concerning the
ideals of librarianship. This is a natdral” process of growth in
any person of imagination, and itgyincidence should not be
repressed or discouraged. For, ift frdining is suitably organized,
and if example is freely givenpthe ebb and flow of enthusiasm
is like the rising tide thatadvances and retreats, but always
approaches nearer to itsgoal.

In such cases, th\éfxp’eritnccd Jibrarian can best serve by
-demonstrating thé)general pattern of progress. There is a great
gulf fixed between precept and practice and it is, unfortunately,
demonstrate ir? many high places. This void is partly due
to reasons/béyond the control of the system, but blame cannot
always .k\{é"éttributcd to this account. Yet imperfections, as
such, }:Ihould surely be accepted as a spur and a challenge;
thedead selves of past expericnce should lead to higher things.

{ Evéry cffort to end abuse, every urge to improve the service,
Will result in progression along the road towards the ideal of
adequate and effective library provision for the encouragement
and advancement of the individual human being.

Efficient training of assistants is not an easy task, for the
basic material is sometimes completely unsuitable. Not every
new entrant to the profession has the capacity or the temper-
ament for public service. Choice of recruits is restricted by
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unfavourable salaries, and by awkward hours 6f work, so that

. many school-leavers are not attracted. Some of those who -

e

enrol stay because they find something in the profession that
appeals to their mterest Others, and the fact must be faced,
are simply misfits, passengers who would be better elsewhere.
These people may do their best, but their best is a poor effort -
which is bound to reduce the overall efficiency of the service,
There are, too, quite a large number who are neither good
nor had, They progress to a certain standard, the elementary
routines become known to them, so that they travel serehely -
without thought for ideals or further improvement. The extra
drive required is missing; they are clock-watchergwhose duty
to the pubhe ends on the stroke of the hour. ¢ s,

Such is the material with which the librarian>sometimes has
to contend, and upon his organizing skill and tact in handling
the staff will depend the success of hig’system. He must be

-swift to recognize the shirker or the\d'ullard and be eager

to encourage the keen and able. His ablhty will frequently be
called into use in order to cover, the defects of the mediocre
and the incompetent. .

One of the greatest wea,knesses in staff management is
concerned with deﬁcmneles of the initial training period. This
is probably due to shortage of staff, which results in a limitation
of the time that q"\a\n be spared for coaching purposes. Yet
the first six mouths*are vital, and it is essential that the whole

~ of this period should be spent under supervision, Any curtail-

- ment of trammg is false economy and leads to poor results, but

unless 2 .définite procedure is laid down, and adhered to, it is
difﬁcu@to provide for continued instruction to be maintained -
in gilessential details,

o ensure adequate training it is not sufficient to teach how

by thing is done; the reason why it is done in that particular

way, and not in any other way, is also important,. Principles,
as well as practices, must be stressed. All assistants should be
encouraged to view their daily work with an inquiring eye
and to suggest methods of improvement wherever possible.

A critical approach to all routines will result in the elimination

of much unnecessary labour.
In order to ensure the maintenance of interest in training
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over the whole period a series of monthly- reports should: be .
submitted by departmental heads. These should cover the
whole of the field of the programme, and will eventually
furnish a valuable guide to the worth and potentiality of new
assistants. Every newcomer is appointed for a probationary
" term of six months and, unless he is obviously unsatisfactory,
his appointment to 2 permanent position is, usually, automatic.
From the point of view of the service this is a poor arrange-
ment, for it allows too many people to be retained who are
below the required standard, A detailed report, consisting ofa,
curnulation of the monthly reports, would concentrateopinipt{or’
the benefit of the administrator and allow him tomake a reasoned: -
decision concerning the confirmation of the appointifenit.
From the assistant’s point of view the method ‘would be
equally satisfactory. He would be aware that his future
depended upon: his own efforts, he would_hdwe an incentive
‘to give of his best and would be assur dthat his strongest
points would be noted and utilized sand his weakest points
~ strengthened. The knowledge that theadministrative head was.
concerned with his welfare wouLd‘-%iatve to arouse a- feeling of
jnterest in the work and the systém. Such interest, together
with personal capacity, oppoftunity for the display of initiative
and prospects for advahge'\mcnt, are all essential factors.in the
training of an assistant\J S o
- Deliberate basic ‘t}}ming, and attention to the welfare of
trainees, arc impprtaht factors in developing a correct approach
to the problems, of librarianship. The relationship between]
staff and public frequently reflects the attitude of the staff to'
their- worky-while the atmosphere of a library is largely de-!
termined \by the conduct of assistants when engaged in their
* daily‘pasks. : -
{Pefiodical reports could well be continued throughout
thé career of an assistant. The National Charter makes provision.
for annual reports, and the details required could: be adapted.
to make the record more suitable for the purpose cnvisaged.
Reports should be carefully compiled in the knowledge.
that they-are permanent records by which an assistant will be
judged. This, again, offers a measurc of security to the in-
dividual, for he would be assured that his daily work would
H :
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be taken into account when promotions were being considered.
The fear of being overlooked is a potent cause of dissatisfaction -
with branch agsistants. The method propesed would remove
the cause by ensuring that all members of the staff were
considered on the performance of their whole period of service.
This would tend to reduce the advantage gained by those
working within the close orbit of the administrator. Moreover,
the consistently dependable worker would not be penalized\
in favour of the spectacular individual of intermittent tes
hablhty When a man knows that his fature is in his ownRands
he is encouragcd to take pains to gather credit by giting of -
_his best service. ' ¢ N\

In spite of its importance, training given by, §en10rs is not,

by itself, sufficient. Assistants move from place to place but
, the system remains. A staff manual is, therefore, necessary
to provide continuity and consistency of practice and to ensure
the smooth workmg of a system throughbut all changes. The -
: complete manual is usually built sipvover a period of years
and is added to and revised whenever necessary.

Material for inclusion natura,]ly varies accordmg to the size
and methods of the system, butthe minimum provision should be:

(1) Staff rules and regulatmns such as the procedure for

sickness nonﬁcattqn or for emergencies, such as fire, etc.,

(2) processes ar\f} reutines for all operations. This section

forms the instruction book and official record,

(3) classificatipn and cataloguing decisions that differ from

standaiﬁ practice.

The mam\ml forms a valuable tool for saving time. It also
ensures&mﬁormny and accuracy of practice when assistants
chzmgc from one routine to another or from one department
tﬂ\ahother. The printed word supplements verbal instruction

¢ énd in the majority of cases, reduces the time required for
explanatlon Another advantage is that the compilation
brings to light those procedures that are outmoded and which
have continued only by reason of long use. Before routines

can be described they must be mentally analysed, and this
scrutiny is usually sufficient to cause modification or complete

rejection where necessary. .
Tts value for the new assistant is ; obvious. Here, again,
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much staff time devoted to instruction can be saved. Methods
in all departments are revealed, so that the new entrant is
able to discover how his own work fits into the scheme of things
and to appreciate the value and purpose of what he is doing.
Tn this way, interest in the particular task, and in the system
as a whole, is built up.

Another advantage is that the manual tends to break down
the barriers between departments. This is one of its greatest
virtues, which can be fully appreciated only by those who have{
had experience of its use. It is invaluable for giving.an overall
picture of the work of the system, thus allowing the impoftant
processes to be emphasized and the less essential to be assessed
accordingly. With such a -picture before him the Iibrarian
can examine each process in detail and delete all Gnnecessary
iterns, while having the whole in perspective. "The value of this

“can hardly be exaggerated. By clarifying ¥outine processes
and reducing them to the essentials, ti is saved for work
which might otherwise not be possibled) .

In order to be of use for training, pufposes, the manual must
be written in simple language @nd with complete detail so
that every part can be underssood without too great an effort.
and without prolonged explanation. Some verbal instruction
there must be to supplemeént the written word; the extreme
simplicity and complétehess of minor detail that would be
required in order 10 make verbal instruction unnecessary would
be out of place.’ ¥n any case, a personal talk between new
assistant and ehfor will always be essential in order to ensure
that the juniorappreciates the significance of what he has read.

Such ‘el\alk in the early stages of an assistant’s career is
va]uqbif\:\a\be{iaizse of the possibility for building morale and
pro¢iding a foundation for a sane and balanced outlook on

- (Bibrary problems. This is fundamental to good service and is
Wased on the following considerations: -

() Clomplete understanding of the purpose of public libraries, -

(b) agreement with the ideals expressed, ' : _

(¢) co-ordination of the individual’s activities with the over-

all purpose of the scrvice, and : :

(d) confidence in the administration, both ‘with regard to

methods and personnel. -
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The appreciation of these features may seem to demand a
wide understanding on the part.of a raw recruit. Full compre-
hension will not materialize immediately; it will, in fact, be
. achieved only through the course of years, yet the groundwork
is 1aid in the first few months of service. Then, itis, that the

. vital outlook upon the profession is formulated. A librarian’s
attitude towards his public and towards his staff often reflects
the training he received during his apprentice years. | A
consistent and realistic attitude towards the training of juniors,
and the urge for increased technical training, will tend’to
alleviate staff problems. This tendency, combined with the
distinction between professional and non-professional staff,
might be a hope for the future. D -

The passing of examinations is not the summitiof a librarian’s
career, it is the beginning only., So manyMbrarians cease to
take an active interest in any aspect of theirt'work save the daily
administrative routine; that way lies.feustration and wasted .
opportunity. Fach individual mustdecide his attitude for -~
himself, but he can be materially,assisted in his decision by the
example of his seniors. Herein lies'the value of the system where
staff problems are shared by both seniors and juniors.

It follows that it is a mistake for the man in charge to try to
make himself indispensable by retaining control of all matters.
His principal assistamt.should really assist; he should know all
details of daily activities and future policies so that he can, if
necessary, takesover the running of the system without serious
dislocation gfthe service. :

This prineiple applies to all details of the service, and not
only toladministrative matters. All grades are affected and
every' assistant should have an understudy ready to take over
i'n\’.céfsc of need. If this principle is adopted there will always ..

(b a capable assistant available to help readers. Capable, in
this connection, should refer to more than theoretical pro-
ficiency; the possession -of personality and the urge to assist are
basically more important than technical efficiency alone. The
latter can be acquired, but the former must be inherent. Both
are necessary in the make-up of the competent assistant, for
we deal with both books and readers, and neither function
can be separated from the other.
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These factors assume increased importance - when it is
realized that the man on the spot is the reprcsentaﬂve of the
system and that his attitude and bearing is responsible, to a
large extent, for the formation of public opmlon Actions that
may ‘appear trifling, in themselves, may be responsible for
repercusalons that affect the whole system. Good librarianship
is based on personai service.

“Since this is so the importance of efficient organization be<\

comes evident. A smoothly-running system can save many stafl’ -
hours that can always be used to good effect. Normal routme
affairs are easily dealt with in the well-planned library system,
so that more time is available for work with readers{ Yet, even
with ‘the best organizing abiﬁty, some difficulty’dn the con-
tinuous provision of skilled service is bound to\be experienced, -
especially where a system has small branches" This is one of
the chief arguments agalnst the estabhshmﬁa}lt of these centres,
for an efficient service is impossible mthbut adequate stock and
sufficient trained staff to. exploit it. ¢

o

Delegation of powers can be achieved in other-ways to thc 2

i benefit of staff and service. One mkthod is to divide the respon-
sibility for the care of stock‘among thf: staﬁ" Each should be
dlscardmg, and this sectibn should be made up of both fiction
and factual works. {'he assistant concerned should straighten
his own section each morning and examine the stock dumng the
process. Books that are grubby, or that have not been issued
during the pfeseding twelve months, should be removed. The
decision fab{fiscarding or replacing should be made by the
asmstan%subjcct to the confirmation of the head of the depart-
ment\ He should also note the necessity for fresh stock or new
edmons. Greater keenness i3 aroused among assistants when
ﬂ)ey have their own section to care for. The stock is kept fresh
dnd up to date, while the staff benefit from a2 more detailed
knowledge of books and subjects.

- All members of the staff should exchange responsibilities at
stated periods. The frequency of the change should be governed
by the size of each section, but sufficient time should be given
to aliow an assistant to become thoroughly conversant with his
stock. -

(1]

a
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A similar practice that could, with benefit, be more widely
adopted concerns the allocation of set duties to particular
individuals. Thus one person should be made responsible for
“overdues, another for reservations, and-so on. Even the smallest
system could be planned on similar lines, although complete
specialization would not be possible in all cases. Where this
is so, each assistant should be allotted two or three routines,

" and should be allowed to retain control of these for a speciﬁed\
period. ,

This method has advantages for both assistant and ays?tem
The assistant gets to know his job thoroughly and is\able to
learn why as well as how. The system benefits by'this pro-
ficiency as a maiter of course. Moreover, it 15 useﬁil to be able
to place a query with a definite individual:3ad to know that
it will be handled efficicntly. This doc{ ot always apply
where spe(:lahzatlon is absent.

There is a danger here, for too great}n crnphas1s on spcc1ai
functions will allow, and even encpurage, assistants to get
into grooves, to become cfficigdtvat one particular job and
indifferently capable at others.S This can be avoided if all staff
change routines periodicallyy as previously suggested, thus
preventing any task fromBecoming boring by its over-familiarity.

This method has peen widely adopted with success. A
person cncouragcd\r\b spemallze in successive functions has the
opportunity to déyelop into a capable, all-round worker, able
to assess each,process and routine at its true value, to know the
comparatiye’worth of each, and to understand their relauon-
ship and(igterdependence. -

Suglinan organized plan of training lends itself admirably
to the development of confidence. If the tasks allotted are
graded ‘according to responsibility, the assistant picks up his
powers and duties gradually, and feels that he is pulling his
weight in the system.

Staff In training’ must be encouraged to shoulder respons-

! ibility, they must.be introduced gradually to the use of power |
and taught not to abuse their trust. A graduated course of
instruction—and the well- orgamzed system provides this in
its daily programme—wn[] lead the junior through speaallzed
‘tasks of steadily increasing importance. Finally, having tackled
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all of the routines, he can claim to be well trained and able to
assume the wider responstbilities of a senior post. The hazards
of professional examinations would be much less formidable
if all students had the advantage of such systematic training. -

Variety s essential in all training programmes and, for this
reason, it is necessary that staffs should be mobile and should
be transferred between branches and central at fixed intervals.
A six-monthly period between transfers has gencrally heeg
found acceptable, for this allows sufficient time for the assistaqts
to learn the routine and, in some measure, to recompense tie
branch librarian for the time sacrificed for their instruction.

Branch librarians should also have the oppeftunity for
transfer, but their changes should not be of fréguent occur-
rence. The assistant-in-charge is responsiblé for the develop-
ment of the personal relationship between, 5taff and readers.
The brunt of the work concerned w:tkaﬁxstance to readers
will fall upon his shoulders; he, and gnly Le, will have a suffi- -
c1ently wide knowledge of the public to ensure a sansfactory
service.

In spite of this, it is not_ deslrablc that any man should
be pcrmanently stationed at'arte place, for the limitation of the

" service area will, inevitably)he reflected in his attitude towards
his work. Staleness must\develop in due course, and thls may
lead to apathy and hc\glcct of duty.

For this reason,(ipis suggested that branch hbranans should
be transferred jailthe end of a two- -yearly period of duty. Such
a transfer could cause an upheaval in the branch service, yet
this could (be “minimized if the branch librarian leaves behind
a capabledeputy, who can assist the incoming branch librarian,
and_ a’tmuldcr responsibility during the uncertamtles of the.
m{cnm period of change.

¥f this method is adopted it gives added emphasis to the
‘requirement that deputles at branches should work in close
harmony with their seniors and should be aware of all develop-
ments and plans. :

 The transfer of branch deputlcs should take place at yearly
intervals; and the change-over should be arranged so as to
aveid any clash with the transfer of their seniors, If branch
librarians change their stations at the beginning of each
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second - year, and deputies at the middle of each year, there
will never arise-any occasion when the transfer dates of librar-
ians and deputies coincide. _ _

As a method of teaching junior staff many American librar- -
ians favour the technique known as “in service training”. The
method is in use in some systems in this country, although
it is not always designated by the American title. Library\
schools feature it as “Situations” but, whatever the title, the
basic principles are similar in all cases. O\

The method consists in the development of situatighs' that
are likely to arise during the course of a day’s work: Com-
mencing with the simple events, such as lost tickets)or mutilated
books, the drill continues through the incidentsen in ascending
scale of complexity. The instructor acts as tite*troublesome or
helpless reader, and is able to test the reactions of the trainees
t0. the various incidents that arise.. LS _

Where time can be spared, theredcan be little doubt as to
the value of this form of training, It does create awareness
and demonstrates the correct ‘aetion to be taken in given

* circumstances. It makes the' assistant familiar with basic

routines, and introduces, 2 “welcome variety to the training
period. Although it cafimot ensure that the correct action is
invariably taken 'n:\‘uhfami]iar or unusual situations, the.
method probably, Seates confidence in the assistant so that
the occurrence dsyat least, competently handled,

I it is true‘that the method can create a confident approach .

 to library gfdblems it should be welcomed. This, or some other.. .

A

form of training, should be adopted according to the cir--
cums;}:r}ccs.of the system in order to instil confidence in young
assistants, especially in connection with their dealings with the

“public. Quite often juniors are unable to explain clearly the -

fanctions of the catalogue, for example, not for lack of know-

i ledge, but because of nervousness. An attempt could be made

to overcome this, even in the smallest systems, by means of
constant practice between members of the staff,” Such exercises
would assist in enabling assistants to' be accurate and concise
in their explanations. A rambling commentary on the use of
the classification and catalogue does not encourage a reader
1o attempt to understand or use either of these aids. :



CHAPTER VII

FITTINGS AND GUIDES

THE chief difficulty of many libraries with regard. to Rl

niture is to provide the maximum accommodationyfor
books and readers within a buiiding that is often too small“for
its purpose. The price of land, and the high cost of constiuction,
have both contributed to the development towadxds smaller

B buildings, so that to-day one of the major problems facing the

librarian -is to provide sufficient space-saviug’ devices, Re-
duction in the height of book cases has still further reduced

- shelving capacity, while storage space dgdwindled as a result

of the disappearance of basements from modern buildings,

~Little can be done to offset this\Joss. The facts must be
accepted and attempts made to.dtilize all available space, but
this should not lead to theithnecessary reintroduction. of
island bookcases. In certaift circumstances the necessity for

shelving may enforce the\use . of such stacks. Quite often,

however, the desired regult can be achieved by the use of the
alcove method of a@éhgement.._.'Such a plan is much to be
preferred to the tigly radial plan which clashes with the lines
of any rectangélar room. : ' :

Tall stacks.€an usually be adapted to make them more
suitable, foy“modern requirements. A high top shelf can be
faced yv}l}h hard-board,” or similar material, and used for
guiding" and display purposes. Such boards are admirably-
suitéd for the- display of book jackets, and these- should be

Sappropriate to the subjects in the bays concerned.

Low bottom shelves can be enclosed and used for storage
Purposes. Summer issues are less numerous than winter issues,
30 that the shelves tend to become too full. Temporary with-
drawal from circulation is the obvious remedy, and the storage
facility offered by the enclosed bottom shelf of cach stack
would be invaluable in these circumstances. S

Il
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Such space could also be used to accommodate books for
which thereisa seasonal demand, such as those on summer and
winter sports and pastimes. Alternatively, and this is a method
to be recommended, the bottom shelf of cach tier could be
left exposed and used for the accommodation of filing boxes.
. These boxes could contain pamphlets in classified order, and
their sequence would correspond to that of the bay in which
they were situated. If space allowed, some of the boxes could.
be devoted to the filing of back numbers of appropriate
periodicals. In this connection should be noted the suggestion,
" mentioned in an earlier chapter, that suitable perlodlcals
should be displayed on tables in the lendlng hbrary in close
location to related books.

Reduction in size of the stacks, clearing of- fhc ﬂoor area,
and the prowsmn of a few tables and chairs ix lcndmo' libraries
will do much to improve the appearance of. a0y room, no matter
- how poor the original plan. Further itrfprovement could be
made by providing curtains for windows and by arranging
' for a regular supply of flowers for degorations.

Vases for flowers should be, mcluded in the fittings of all
departments Tlowers have a\ Wonderful capacity for bnghtcn—
ing a room, and it is suranmg to find that greater use is not
made of floral decoratiofin Arrangements can usuaily be made
with the Parks De mcnt for the supply of cut flowers, in
season, while a fewaea' the indoor evergreens will serve to tide
over the wintergnonths, ‘Indoor bulbs are available, and they
will bloom frem January onwards, while libraries supplied
with mndm»\boxes can have a brave show for the major part
of the YE@

Pubfic* Tibrary buildings frequently suffer from so many
. admersc features, in poor planning, design and archaic shelving,
{that any form of decoration available at moderate cost should
e eagerly accepted. The experiment should be made in every
library; it is certain that few librarians would regret the
decision or wish to return to the bleak drabness of their former
surroundings.

Some provision should be made for display fittings, parucu-
larly at branch libraries which are frequently neglected in this
respect. Furniture for display can take the form of fixed dis-
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'p].ay racks, table troughs or mobile book cases. Special racks
.can also be built in the normal shelving sequence. -

One particular type of dlsplay rack will. accommodate
about seventy volumes, It is 5 ft. in-height, 4 ft. long and 2 ft,
deep. An ample cork lined back-board allows for the posting
~ of lists and illustrations,

The mobile case is another piece of equlpment that should
~ be acqun‘ed Another type of rack is four feet in height, ,
3 ft. 6 in. in length and 1 ft. 6 in. in overall depth. The
wheels allow the whole to be moved easily from place (3,
place, even when fully loaded, and this facilitates the chpice
of items for inclusion. Another advantage lies in the pessibility

for regular display of different classes of the stock.

Elaborate equipment is not vitally necessary fm: the success
of a display policy, yet the furniture mentiongd\an make the
task much easier. There is a limit to the extent’to which make-
shift equipment will serve. Display racks“and cases attract
by their appearance and are eminentlndesirable.

Similarly, the use of the transpareitplastic periodical covers
should be encouraged. These allogithe coloured covers of maga-
zines to be seen, thus contnbutmg to the brightness of the room.

A small departmcnt readxly lends - itself to original and
unorthodox ideas in the ‘atter of shelving, guiding, display
racks and other fittings. \Thus, the shelving sequence need not
be continuous in aysmall area, but can be broken up by the
insertion of sectiomad catalogues. Display racks, when fitted
in with wall shejwng, can often serve a double purpose by
camouflaging¢ Padiators and simitar appliances. Where island
or alcove.3tacks are retained, the ends can-be adapted to serve
for display purposes. Tables and chairs can beinformal, and rugs
prowded if care is taken to ensure a non-slippery ﬂoor surface.

{Puitniture that serves the double purpose.of econommng on
spdce and of presenting an atiractive appearance is especially
useful. The revolving turntable counter is a desirable piece -
of equipment in this connection for it reduces the space re-
quired for issue filing trays and allows the assistant to sit down
when discharging books. Itlooksneat and efficient and presents '
an aspect of skilful design.

In use in the juvenllf: department of the Ladbroke Grove
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Branch of Kensington Public Libraries is a revolving turntable
counter, in which twenty long and twenty short compartments
alternate, 114 in, long and 4% in.\_ long respectively. The total
length of filing space is 26'ft. 8'in. This is equivalent to the
capacity of twenty-five issue trays, normally occupying from
6 to 7 ft. of counter space.

Clear guiding is essertial in any library, whether small or
large. Guiding, to reveal the location of classes, subjects ands,
books, is a mechanical function which must be adjusted, ae-
cording to the size and layout of the department. Guides.are
usually provided for stacks, bays, topics and, in sonic)cases,
for shelves. - : A\

Before deciding on the guides to be used, the libtatiah should
attempt to look at the library from the reader’s\point of view,
The arrangement of the stacks is familiar teNhe assistant but
not to the reader. For this reason all guides should be clear,
simple, attractive and not so nimerous as to cause confusion,
The use of coloured plastic, now Javailable, should be con-
sidered, for such plates add colour to'a room usually deficient
in this respect. Black lettering~en a yellow background can
‘be recommended, for theseteolours form a contrast that is
effective and not unpleasing.”

Individual plastic ler{ers are obtainable fitted with pins that
can be inserted into fibre board or any similar surface that is
not too hard. These are manufactured in all sizes, and in
many different{ golours, so that headings for displays and
exhibitions pad/be set up in an attractive form. The letters
represent /a valuable acquisition to the librarian intent on
pursui%g:zi continuous display policy. They are effective and
econémical in use since they can be used over and over again
given normal attention. The fixing pins are a possible source

~ofweakness but, given care in handling, little difficulty should
be experienced. .

Undoubtedly the best overall guide to the layout of the stacks
consists of a plan of the arrangement, and this should be dis-
played in every lending library. Librarians are, quite often,
so accustomed to the sight of books and stacks that they are
unaware of the dismay of the reader when faced with a vast
accumulation of books. A plan can reduce the difficulty of

1
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inderstanding and show, at a glance, the method of arrange-
ment. '

. The sketch need not be larger than 12 in. x 18 in., but all
essential details should be plainly given.” The contents of both
sides of donble-fronted stacks shonid be noted, cither by subject
names or by notation. Preferably, both should be given,
together ‘with the main outline of the classification scheme.
This design should also be printed separately in pamphlet or
card form for the benefit of newly-registered readers. If a
guide to the system is prepared this detail should be includeda,

The catalogue is not always considered as a guide, yet it\ds®/
a most essential aid in tracing works. In many cases, catalogues
are unused because people believe that they are staff tools.
A note to dispel this belief, together with instructions’ for the
use of the catalogue, should be plainly displayed and should
also be included in the printed guide. O

Understanding on the part of the publig”is particularly
necessary when a tnion catalogue is inuge,* A union catalogue
reveals its greatest value at the branchés. Branch stocks can
never be large enough to allow adequate representation, and
the only guide for the reader liggin the provision of a record
of the whole stock of the systedtd

Tt is, thercfore, essentialtto teach the use of the catalogue,
vet this cannot be done pmliess readers are willing to co-operate
and make some eﬂ‘oi{\tb understand. All too often library
staffs acquiesce in #his ignorance, and assist in the neglect of
catalogues by mékifig it casy for readers to short-circuit this
useful aid. By{m’ving his book found for him the reader is able
to ignore the, eatalogue, and is thereby encouraged to deprive
himself gf}the benefits of related subjects and the knowledge
of books, hot on view. :

_In“erder to avoid this, and to make systematic reference a
formality, the practice should be adopted of omitting the
notations from all bulletins and similar lists that contain details
of books likely to be in demand. The method has already been
described in a previous chapter, and it proves to be much
more valuable than the forcible introduction sometimes
imposed upon newly registered readers. The new reader has
little interest in any of our complicated aids; the reader

Q!
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inquiring for a particular book has an interest and will benefit
by the instruction given,

The undoubted difficulty experienced in teaching people
to make full use of libraries lends weight to the opinion that
classification schemes and catalogues tend to become real
Barriers to general use. The tendency is particularly notice-
able when close classification is practised and when catalogues
reach massive proportions. The view has been put forward,
on more than one cccasion, that the catalogue should be splity,
up and sited at the shelves with the appropriate subjects.

Where a classified catalogue is in use the idea is tempfing
and should be fairly easy of application. A separate-Catalogue
for each class should present a simpler aspect o the reader
and might encourage him to make use of it. Butwhere a dic-
tionary catalogue is employed, any attempt to sepdrate the classes
in this manner would present almost insu &table difficulties.

Catalogue cabinets should be enclosgd)at the base so as to
increase storage facilities. Plate glass shbuld be fiited over the
cards, especially in the children’s lirary. This is an extremely
important measure because thelglass ensures that cards are
handled at the sides and edges; o reducing the marks of dirty
fingers. In addition, it isAMach more diflicult to extract cards
when the glass is presefit> This guards against irresponsible
removal and ensures*the continued accuracy of the catalogues.
Guiding on the frofits of drawers should be clear and adequate,
and fiction angd $actual entries should be differentiated by the
use of differenttints of guide cards.

Where ¢abinets are arranged in banks, the “each-way” type -
should ¢b& ~considered. The specially designed features of
this form permit a greater number of readers to consult
thé Jcatalogue at one time. The blank panels are very

Ssyitable for the display of guides, instructions for use, and so
on. This obviates the necessity for notices on the tops of
cabinets. Such notices are not always attractive in appearance
and tend to move out of alignment. :

Other guides include the class, stack, tier, subject and shelf
guides. These have all been deseribed s0 many times that 1t
would be pointless to,repeat needless detail. Of stack guides
it 1s sufficient to note that two swinging signs, each showing the
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contents of one side of a stack, are more easily understood by
readers than the single sign containing details of both sides.

Tier guides should.be large enough to be scen but not large
encugh to be unsightly; 12 in. X 3 in. is a2 good'size. Headings
used should be in popular terms and notationsshould beincluded.

All subject guides that project from the shelves should be
dispensed with and their places taken by blocks of a } in,
thickness, painted with a vivid colour, such as royal blue.
The name of the toplc should be holdly lettered anng thid
spine with white paint.

Objection has been raised to the use of toplc guides: b,ecause
of the shelf space they occupy. The objection is vahd but the
amount of space involved is slight, being a J~jn.” for each
topic. ‘This sacrifice is worth making for fiebenefits that
accrue. In practice, most shelves have somewspace that could
be allotted to topic guides; any shelf without such space is
overcrowded and probably in need of\weeding.

There is another type of topic guide'which makes no demand
on shelf space. It consists of a thin’ upright strip of metal set
in the centre of a metal base igﬁ'tﬁé manner of a book end. The
front edge projects over theedge of the shelf and carries the
topic headings of previods\and following subjects.

This contrivance canfalso be used as a shelf guide if necessary,
but the labelling of “Shelves is of doubtful value when tier and
topic guides are prowdcd it is possible to be over-elaborate
and to cause genfusion. Moreover, the contents of shelves are
conunually #hxnging, and any method that requires constant
supermsx{. o and frequent change should be avoided if this is
possiblé without appreciable loss.

VlSIbIe indexing equipment can serve a useful purpose for
) theuse of both staffand readers. Various typesare manufactured.
The equipment used consists of stands of various types on which
are supported flat swinging panels. On cach face of the panels
can be arranged a series of detachable strips, each containing
one or two lines of information. As a periodical index, or as a
key to special collections, this installation has cbvious value.
It can also be used to provide information of recent additions.
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LEGAL ASPECTS

HE librarian is responsible to his authority for the mains
tenance of his system and for the orderly conduct of it
- affairs. He' should, therefore, be familiar with the proyisibns
of hbrary law: and with his council’s by-laws and regilations.
1t is, however, equally important that his staff should under--
stand their powers and duties. This applies parncularly to-
branch librarians who might be called upon to -exercise
independent action.

The scope of this section is limited tosaSummary of those
points in library law that are most likély”to concern the. staff
in the course of their daily work.NFurther provision is un-

necessary in view of the existence, of Hewitt’s Law Relating io: . -

Public Libraries, to which acknoWledgment is paid.

Regulations can be partigilarly troublesome. They are-

not enforceable unless supported by by-laws, so that it is
obviously necessary to. know whether any or all of the regu~
lations in force are qupported Any regulations, such as the:
imposition of a ch%ge for readers’ tickets and the payment of
fines, which have not the backing of by-laws, can be main--
tained by cafisent only and cannot be enforced in law. The
necessity £o caution here is apparent, particularly in view of
. the promlons of the Public Libraries Act, 1892, section: 11.(3),
which' states:
- ‘{No charge shall be made for admissicn to a library or
{iiseum provided under this Act for any library district, or
in the case of a lending library, for the use thereof by the in-
habitants of the district; but the library autherity, if they think
fit, may grant the use of a lending library to persons not being
inhabitants of the district, either gratuitously or for payment.”
The difference between a regulation and a by-law should -
be appreciated. A by-law is made by a local authority fDl
1a8
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matters of local regulation: It must be approved by Govern-

ment authority. Breaches of by-laws involve penalties which
can be enforced in a court of law..

A regulation governs the management of conduct. It is

a local affair for which no confirmation from an outside body

is required. A breach of a regulation would not be punishable

" in law as regulations are not enforceable in the Magistrates”

Court. Penalties for breaches of regulations arc such as mag™

be imposed by the Library Authority; for example, losg of
privileges in using the library, exclusion therefrom, etel )
Circumstances which can be covered by by- ]aws ar(, those
spemﬁed in the Public Libraries Act, 1got, Secuan “g, which
reads: ¥
“A library authorlty may make by—laws for\a.ll or any of
the followmg purposes relating to any hbrary undcr their
control; that is to say: N

{a) For regulating the use of the saﬁ}e and of the contents

thereof, and for protecting the“same and the fittings,

furniture and contents thgreof from i mJury, destruction,

‘OF misuse; . A\
(8) for requiring from an.y person using the same any

guarantee or security against the loss of or injury to any

_ . book or other a;ﬂ‘sle,

(¢) for enablingkthe officers and servants of the library
authonty to,exclude or remove therefrom persons com-
‘mitting, dry” offence against the beranes Offences Act,
1898, .qn against the by-laws.”

“The Libvaries Offences Act 1898 spemﬁes the follomng
offencess ™ -
(a) Behavmg in a chsorderly manner, o
-~ {3‘) Using violent, abusive or obscene language., -

\ {c Betting and gambllng

{d) After proper warning, persisting in. remalmng in the

library beyond the hours fixed for closing.

¥ Mr, A, R. Hewitt draws attention to an inferesting and important point here,
as follows “A local authority has fairly wide powers in the maiter of by-laws
generally; namely, to make by~laws for ‘good rule and government’, If it were
felt that the things specified in the Act of 1901 were not sufficient the Library
Authorlty, as the loezl authorlty, could alie invoke the wider powers under the
ACt of 1935, .

—
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These circumstances are fairly comprehensive, but not

complete. All other circumstances that might arise must be

" covered by regulations,* authority for which is given in the
~ Public Libraries Act, 1892, section 15, clause 2, which reads

“The Library Authonty may make regu]atlons for the _
safety and use of every library, museum, gallery and school *
under their control, and for the admission of the publig{
thereto.” The 1861 “Act to consolidate and amend i.;he
Statute Law of England and Ireland relating to mahcﬁyus
injurics to propetty’’ is also appllcable W
In Scotland, power to make by-laws is 1nclud{d in the Act
of 1887, cla.use 22,

"~ The 1gox Act provides for the approval of by laws by the .

Ministry of Education. A model set, ,bhaséd upon Library
Association recommendations, has bcen i\ued by the Minisiry.
They are as follows:

(1) A person shall not engagd i audlble conversation in
any reading room in the library, after having been
requested not to do s8 by an officer or servant of the
Library Authority{

(2) A person shall~not wilfully obstruct auy officer or

« servant of the\Library Authority in the exccution of
his duty ot mlfully disturb, interrupt or annoy any
other pemon in the proper use of the library.

{3} A pessen shall not cause or allow any dog or other
Km}il belongmg to him or under his control to enter
Or'remain in the library, or bring into any part of the

\’ Slibrary a bicycle or other wheeled wvehicle or con-

~\J veyance.

V {4) A peison other than an officer or servant of the Library
Authority shall not enter or remain in any part of the
library not set apart for the usc of the public.

" {5) A person shall not smoke, stnkc a light or spit in any
part of the library, ' |

{6) A person shall not neghgenﬂy soil, tear, cut, deface,
damage, injure, or destroy any hbook; newspapet,

* Offences against regulations are not punishable by resort to the Courls.
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magazine, pamphlet, map, chart, plan, engraving,
etching, print or other document forming part of the

-contents of the library.

A person other than an officer or servant of the Library
Authority shall not affix or post any bill, placard or
notice to or upon any part of the library. o
A person who is offensively unclean in person or ipy
dress, or who is suffering from an offensive disease)
shall not enter or use the library, : O\
A person shall not lie on the benches, chairs, tibles'or
floor of the library, " A O
A person shall not partake of refreshmeént in. the
library. : A\ :
A person shall not give a false naméptvaddress for the
purpose of entcring any part of thelibrary or obtaining
any privilege therefrom. L& C
A person shall not make a fxacing of any portion of 2
book without the permissien“6f the librarian.
A person other than an ¢fficer or servant of the Library
Authority shall not, gnless authorized, take any book
from any lending orhome-reading department of the
library. N\ : - '
A person othet than an officer or servant of the Library
Authority‘sh«shl not take any book from the reference
or reading.toom of the library. :
EveryN\person who shall offend against any of the.
foregoing by-laws shall - be liable for -every such
fence to a penalty of five pounds. o

Provided nevertheless that the Court of Summary
Jurisdiction before whom any proceedings may be -
taken in respect of any such offence may, if the Court

think fit, adjudge the payment of any sum less than

the full amount of the penalty imposed by this by-law.
Every person who shall commit any offcnce against
the Library Offences Act, 1898, or against any of the
foregoing by-laws may be excluded or removed from
the library by any officer or servant of the Library _
Authority in any one of the several cases hereinafter
specified that is to say: : ' '
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(1) Where the offence is. committed within the view

- of such officer or servant and the name and
residence of the person committing the offence
‘are unknown to and cannot readily be ascertained
by such officer or servant.

(2) Where the offence is committed within the view
of such officer or servant and from the nature of
such offcnce or from any other fact of which suc
officer or servant may have knowledge or of which

. he may be credibly informed there may be redson- -
able ground for belief that the continuanee in“the
hbrary of the person committing the offence may
result in another offence against the A(‘:t or against
the by-laws or that the exclysion“or removal
of such person from the library is otherwise
necessary as a sccunty for bhc proper use and
regulation thereofl K4

(17) From and after the date ofithe confirmation of these
by-laws, the by-laws rclatmg to libraries which were

~made by the Council on-the day of
and were confirmeds by the Board of Education on
‘the day of , shall be repealed.

By-laws, or the regul tions based on them, must be publicly
dlsplayed if they are to be effective. Any person offending
against any scctloﬁ\§h0uld be warned that his conduct con-
stitutes a breach bf the by-law, and the appropriate section
should be poiuted out to him. Ignorance of the law may not
~ bea legal/gxCuse, but it must be the assistant’s aim to end -

~ abuses‘and to prevent their repetition rather than to secure
pumshﬁxent for the breach of a by-law caused by ignorance
of iy existence. Most people are rcasonable and law-abiding,
oand can be dissuaded from- committing offences by firm °
hdndhng backed by the evidence of the by-laws.

The view is prevalent that librarians have no power under -
the law to compel a reader to return books. Specifically, this
.is s0, for there is n6 by-law to cover the pomt But public
property is protected under common law, just as is private
-property, and the rights of restitution apply. Difficulty may

~ arise where the reader denies receiving or possessing the book,
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for the card charging system is subject to error and may not,
therefore, be accepted as proof of issue, ~ '

. Notices of a prohibitory nature, featuring choice extracts

from the regulations, are commonly seen on the walls of

libraries. “No spitting, talking or sleeping”, and notices of a
similar nature, have no good effect on the library user at whom
they are directed. Such notices are offensive and should not

be 2Howed to disfigure the walls of a public building! .
The problem of smoking in libraries can conveniently\be
considered here although it presents no legal problem,~Jt Has
~ been suggested that readers should be allowed to smoke while

choosing their books, and this is a proposal thai deserves .
consideration, The obvious objection is thatiihe floor will
become littered with ash and cigarette ends,\This is probably
true, but the provision of ashtrays would de much to reduce

- this inconvenience, A more serious obj 4idn is concerned with

" the risk of fire. Opinions differ as ,to%-‘e amount of risk in-

volved, but it is certain that some, instvance companies would

“object if smoking were allowed\® Where such a practice is

introduced, item 5 of the modgl by-laws should be amended.

- Local regulations with regird to fire precautions, and the

- necessity for unimpeded{decess to exits, should be known by

all of the staff and sh@’[zkl be rigidly observed.
The following mdtters are also of interest:

Election duties_ () :

A local auhority has power to call upon members of the
library staff’at election times to assist the Town Clerk in
t:arryilllg\\b\it his duties in connection with the regisiration of
electors and ‘the conduct of parliamentary elections. (Local -
Gpvernment Act, 1933, section 105 (3), and 106 (6), and
Dpiidon Government Act, 1939, section 76 (5)).

/"

Damage - : :
Under the Malicious Damage Act, 1861, section 39, it is
an offence unlawfully and maliciously to destroy or damage.
any book, manuscript, picture, print, statue, bust or vase or
any other article or thing kept for the purpose of art, science or
literature or as an object of curiosity, in any museum, gallery

or Iibrary, E ' : .
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" Infection o ' : .
The Public Health Act, 1936, section 155, requires that a
person: ' ' '
" (a) who knows that he is suffering from a notifiable disease
- (smallpox, cholera, diphtheria, membraneous croup,
erysipelas, scarlet fever, typhus, typhoid’ and enteric
fever) shall not take any book or cause any bock to be
~ taken for his use, or use any book taken from any publie,_
© library; ' . S .
{6} shall not permit any book which has been takcgi"ﬁ:ém
a public library, and is under his control, to be\used by
any person whom he knows to be sufferfilg from a
notifiable disease; and ' - O
(¢) shall not return to any public librarg a, book which he
~ knows to have been exposed to iﬁfe{:t'{qn from a notifiable
disease, or permit any such baek)which is under his
control to be so returned, byf %all give notice to the
local authority {or in the casé of a county library to
' the county council) that.the book has been so exposed
to infection. The logal® authority .or county council
must have the book disinfected or destroyed.

Every precaution mugh.be taken to conform with the Public
Health Acts. Persons) suffering .from infectious diseases, or
who are in charge'ef other persons so suffering, are lable to

* penalties for lending any ariicle. Any librarian who knowingly -
accepted a boekAfrom an infected house and re-issucd it would, -
‘therefore, b offending against the law. Regulations of the
autho .’ i _for dealing with infected books must be strictly
maintained by all assistants. '
y 'ﬂf{;rs}eries and Newspapers -

"The Betting and Lotteries Act, 1934, makes it illegal for
British newspapers.to publish lists of winners of lotteries and
certain other -prize competitions, Certain publications ex-
hibited in British libraries, such as the Irish newspap<ts, are .
not affected by the ban, 56 that lottery lists may appear therein.
In such cases, 4 tibrarian or library authority can be prosecuted
for allowing the exhibition of the publication. -
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Betting - - _

Betting or the writing or passing of betting slips is' a nuisance
frequently encountered in public libraries. Mr. A. R. Hewitt
writes as follows:™® o : o

“If it can be proved that such behaviour causes annoyance
or disturbance under the Libraries Offences Act, 1898, then a
prosecution will clearly lie under that Act, involving a fine on
conviction of forty shillings. The Police may, however, prosed™
cute under the Street Betting Act, 106, as was done in a gasg
reported in the Yorkshire Evening Post (1932). In that cade the
defendant was charged with loitering in the reading robm of @
public library for the purposes of street betting, A(ﬁne of five
pounds was imposed and the Magistrate stated thatthe defend-
ant had no right to use a public place for the pu'ij’;}ose of betting
of any kind, In this instance the public library was clearly
taken to be a ‘public place’ and in th,e',ﬁ“)"sence of a higher
judicial or statutory dcfinition it mugtpresumably be accepted
as such.” - ' oY - - ‘

* Hewitt, A, R., The Law Relating to Eqﬁ!f« Librarigs, 2nd ed., 1947. Eyre &
Spottiswoode, p. 35. : ol . )
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CHAPTER IX
STOCK: SELECTION

OOK selection involves a knowledge of the sources ofs

information, and these include current and past publiche
tions, as well as bibliographies; a knowledge of authorsiand
publishers; a thorough understanding of the strength ang yeak-
ness of the library stock, both in quantity and in quality.

In order to select a stock capable of mecting all demands
the librarian must know books; he must alsecknow how to
make them work, for the selection must always take account
of the projected use. He must undegstand processes, and
should be able to provide effective mathinery for the smooth
working of his department. His task’is to link readers and
books, and his selection should be icgarded as the initial step
in this process, SN

A trained librarian will khew something about books, but

* how much will he know about readers? Readers are individuals
with widely varying gastes, habits, prejudices, capabilities,
reeds, cducation, ocnﬁp\ations and background experience. Are
these factors sufficiéntly known and catered for in book selection?

The collectiofiof such data involves personal contact with
‘readers, ‘a thotéugh and continuous examination of analysed
issue recqrp[s{ assessment of stock, and a knowledge of local
interests ard resources, . '

Th&fze of the collection must be considered as well as

~ theéwpolicy adopted with regard {o completeness of represent-

~ation in particular subjects, Needs of readers will be revealed
N by their requests, by the type of reader, local industries and
interests, and by the use of existing provision. All such factors
must be considered and judged at their true value so far as
this can be ascertained. Bias on the part of the selector is a
tendency to be avoided, Care should be taken not to allow
selection to develop into the habit of catering for special

136
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classes to the exclusion of any section of the population. The
demand of all should be taken into consideration and every
effort made to discover unexpressed requirements.

In order to avoid bias the selector should beware of the
influence of conventional thinking, His methods must be
based on reason; he should aim at a logical representation of
subjects, that is, one adapted to the needs of his community,
having regard to other sources of supply and other resources(
of the system, \

How can an impartial attitude be maintained? Howh\¢ &ah
the mind free itself from the insistence of literary cliques and
superficial theorists? Only by the possession of background
knowledge, by the exercise of individual critical faculties
nurtured by personal experience; only by m#asuring current
literature against the best specimens of the past. The use of
such a constant standard is obligatory, fop Wise selection is a
duty that is due to the public and to_enrintegrity as librarians,

This does not necessarily involve thie selection of the first-
rate to the exclusion of that of lessér value, That policy would
be prigeish and ineffective, fon, there will always be people
incapable of appreciating the,Best but able to make good use
of substitutes. The bestaworks should be provided for those
who can make use of t’hcm, but there is still ample room for
the second-best. ¢4

Since there are. pxoplc who cannot cope with the first-rate,
it follows that a work of this kind can have little value in these
circumstancésy “The best work is not always the most diflicult,
of course,. ‘hﬁ very often it is so. This is easily understandable,
for th \pﬁcessmy for concision and completeness requires a
Parilculanty of treatment and demands also, from the reader,
deliberate and sustained effort for full comprehension. We do

{not get something for nothing; the finest works demand the
Sternest concentration. A tolerant attitude towards human
deficiencies, and a wise understanding of the limitations of
others, will result in a broad outlook which demands the
provision of the best material for those able to assimilate it,
with a selection of lower standard for those less richly endowed.

One of the chicf problems to be faced is that there is, in
this country, widespread literacy without discrimination or
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' understandmg ‘The accompanying tendency is to pay homage
to the material values at the expense of the spiritual and cul-

- tural, and to pander to the tastes of the lowest, as witness the
predominance of low standards in popular entertainment,

For the most part, the librarian has reacted in one of twp
ways. In some cases, the line of least resistance has been
followed and popular, frothy reading material has been
allowed to flood the library shelves. At the other extreme,
there has been a tendency to raise a barrier against all it

“serious” readers, and to provide nothing but standard and
solid works.

Both methods are unsound, for both ignore the fial duty -
of the hbranan, which is to make developmcnt possible for
every man. The barely literate must be given their chance;
their material must be provided in just preportion but, most
‘important, a planned policy must be /gitiated to help and

* guide these readers in order to dca’ﬂonstrate the value of
better books and to - encouragt thtm to attempt personal
development.

The duty of the librarian is to serve his community as he
finds it; to serve all of the Gommumty, not merely a section of
whose opinions he approyes. He has no authority to teach or
to instruct, but he ghould encourage the improvement of
reading tastes andgtake it casy for such an end to be achieved.
Yet, although he Xnnot teach, he can help the individual to.
learn by provzdmg all necessary equipment and by demons-
trating the caslest paths. :

This duty should be considered always by the selector and
by those responsible for the formulation of policy., It is not
enurdy the fault of the adult if his reading tastes are low. _
Patt'of the blame must rest with the system of education which

{“produced a scheme of tralmng that failed to provide adults
with the means of appreciating literature.” A similar complaint

- could be levelled against the juvenile libraries where, even
to-day, children are frequently entertained with puppet
shows, and fed with books of little value, to the exclusion of
necessary assistance in the use of books. ¢

To exclude all but the “serious” readers is to perpetuate 3
ridiculous 51tuat10n Advocates of this policy seem to reif'”'d
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Jibrarianship as connoting the administration of a stock of
books without regard for the varying levels of intelligence and
ability. ' ' o

The library service should not be exclusive in this sense; it
may be very pleasant to dwell on the hill top, but the real work
is to he found in the valley. The democratic basis of the service
demands impartial treatment for all. Yet, while it is casy to

speak of democracy, and the work for democracy, there 3§
nothing democratic in a restrictive policy. The librarian’s
duty to society Hes in the attempt fo attract all readess, to
demonstrate the value of good reading and to work for the
development of better standards. . To slough off this task may
be convenient, but it cannot be justified. N

Such action is tantamount to a refusah\td’ accept social
obligations, it is an attempt to solve theproblem by ignoring
it. Yet this problem, which affects sach’ a large number of
people, will not allow itself to be shelved in this way. The

‘future of mankind lies in the ability of people so to develop -
their minds as to enable thegfte control the instruments of
potential destruction placed,within their reach, ‘All concerned:
with education have a moral duty to perform their allotted
function, to make it possible for mental development to occur
in the people who i@g to them for service. ' o

It may be thag our present social and economic discontents
arc due to theAaet that scientific achievement has outstripped
moral develgpatient, so that man is no longer able to control
the forces.Jig has discoyered. Yet, to cite the reason is not to
remedy the condition, nor can any remedy be applied while -
masgés\of people continue to wear intcllectual blinkers.

N Aas the public library service no share in the required
awakening? Reiteration of the statement of, function is un-
doubtedly necessary. The catholic nature of the service is

“accepted without question, yet its truth is denied every time
we advocate the exclusion of any section of the population.
It is, therefore, necessary to insist that, if libraries exist for all
men, they exist for the semi-literate and the poorly educated.
This must not be adduced as an argument proposing the
supply of masses of the lightest reading material, but it is a
demand for equitable provision for. the uneducated and the
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uneducable.  When educationists plead for provision for the
mentally unfit they are heard with sympathy, and no voice
is raised in dissent. Yet a similar plea on behalf of the semi-
educated is treated with scant respect. Why is this?

The attitude savours of humbug. It may be suggested that
the uneducated have the means at their disposal for self-
improvement, whereas the unbalanced lack this opportunity,,
This argument is demonstrably specious and shallow in the
extreme for the adult person, whose education has Jbeen
neglected, is fixed in his habits and cannot learn, Hisymental
rigidity saps the will to learn, a state of being which con-
stitutes a personal misfortune of considerable maghitude. We
should not add to it by withholding the onlydvaterial he is
capable of assimilating. A tolerant and réaSoned assessment
of values will effectually prevent such prejudiced decisions.
The library’s responsibilities should not;&'artiﬁcially limited
by sclection of clientéle, nor can the)'f}bc without risk to the
demacratic basis of the institution. ()

These facts must never be ovarlooked. New educational
provisions may raise the siandard of reading in the future, but
the present need of the person who is just lterate is for books
suited to his mental capacity., Such books should, therefore, be
provided as part of the service,

Unfortunatcly,~lig§t’reading material offers an easy method
of swelling issucs.\ o much is this the case that its use has
become its justification and, in some systems, ephemeral
material cldims a distressingly high proportion of the book
fund, ‘Thiy cannot be excused; such pandering to issue value
is notJibrarianship; it goes far beyond necessary provision
nr]({jr?mk(m demands on book funds not large encugh 1o bear
the Strain. '
+ It is not possible to lay down any hard and fast rule on this
question, yet the general principle can be stated that the
proportion of the book fund set aside for this purpose should
be determined by the amount of the demand coupled with its
assessed value, The assessment must take into account the
sacial desirability of catering for readers of limited interests.
Such values must vary in different localities; the degree of

value for the purpose must be determined by the needs of the
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reader. Educated communitics, with ready access to other
sources of reading material, would reccive meagre provision
of the ephemeral, while the less fortunate communities would
be adequately catered for.

Flexibility of judgment is essential, for the standard of
education varies from place to place and the standard of in-
telligence from individual to individual. The ability of readers
to make use of the stock similarly varies. The necessity for N
adaptation according to local requirements is apparent. The
librarian’s task is to gauge the capabilitics and limitatiuu\ﬁ’hf’
his public and to select and provide accordingly. « \

The difference between the best available and(the best
that the reader is capable of appreciating represents arhatlenge
to the profession, and one that cvery librarianghould accept
with avidity. Book selection should take accolut of the reader
as well as of the book. The task of the st':lcg\bo‘r is not to select
the best possible, regardless of circumstanees, but 1o sclect the
best compatible with the needs and eapabilities of his readers,
The selector who does not know Jiis readers is, thercfore,
deprived of one of the essential{factors, so that his provision
cannot be appropriate to the Yequirements of his public. I s
impossible to assess the true valuc of a book except in relation
to the reader; the cont;ik'{htion of the book and the contribution
of the reader are both means towards a particular end, and
ncither can be eﬁ:eébi e without the other.

Reading, thexdfore, is an instrument for a particular purpose.
Its valae mudt bt judged by its cffect on the life and mind of
the individial, so that standards must vary between wide
limits, §usD @s the mental capacities of individuals vary. Any
work 4hdt adds to our knowledge, experience, or power of
undésstanding is valuable; the actual value varies from person

o'sgb,\pcrson'and cannot be assessed by arbitrary standards.
) The ideal at which every public library should aim is to
supply all the printed material required for the satisfaction
of cultural, informational and recreational necds. Since the
service is maintained from public funds, and is a social service,
it follows that these objectives must be desirable from the view-
point of society in general,

Provision should be maintained at as high a standard as

£
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possible, This indicates the answer to those who query the -
right of librarians to judge reading standards. Libratians try to
- encourage the use of reading material that will instruct as well:
as amuse, and to reduce the purely ephemeral to the minimumn.-
They also try to show the value of the good in comparison .
with the inferior, That is a socially desirable objective and
justifies the work in this connection.

The discussion is largely artificial for, as already 1nd1cated\- |
there are no fixed standards by which to judge. Divisiofiyinto
" fiction. and factual helps little, for much fiction is more’ in-
structive and socially valuable than many of the factual works..
The h1gh percentage of fiction read is often mtecf as evidence
of misuse of the service, but high fiction issugs“are partly to

“be explained by the fact that novels areCemparatively brief

and eastly read. A novel of 200 pages ean be read much
more qmckly than the normal factualéwork of similar size.
There is no harm in the reading ®ffiction, it has its placc in
our lives; the standard is. sometamcs too low, but that is a
difficulty with which the hbrarlan 13 constantly grappling.
Low standards of readmg {astes might be accounted for,
in part, by the fact that there is not suflicient provision of the
right kind. When a reader reaches the end of his resources

 at his own level he wﬂl descend to a lower standard rather than

attempt the. dlfﬁcN\tles of a h1gher grade. In cither case, he
is not contented br satisfied, and is easily attracted away from
the library. \The type of book published limits selection but,
~within exi§tiig resources, it is still possible to create greater
demand By analysing stock and by bringing it to the attention
of thoge likely to be interested.

Very little is known about the difficulties of readers gr applmg :
wuh a stock too far in advance of their Capabﬂltles, but it 5
known that a man’s ability to read and understand is usually

ahead of his taste or inclination. Here, then, is scope for

encouragement and guidance. The gap between taste and
possibility must be considered in book selection, '
This is not easy ground, for it is not the librarian’s function
to dictate reading standards—although he may work for their
‘improvement—nor should he try to improve people, - But he
should give them the opportunity to improve themselves; he has
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a duty to serve as a link between book and reader, to make the -
best available for those who want it and for those who would _
want it if they knew of its benefits. .

No book stock can be considered adequate unless it serves
the needs of its users; the nature of the requirements must be
" known before wise selection becomes possible. Little is known
of the reading habits of registered readers; even less is known of
those who are-not library nsers. We do not know whether we.
are prowdlng the best possible reading material or whether
the provision is mercly tolerated as a substitute for sométhing:
beyond reach. We do not know how many people } have tried
to use the book stocks, and found them wantmg, any more
than we know the real reason why such a large{proportion of
the population make no attempt to use the{agilities provided.

Yet these factors must be known, for readibg is not a static
process, it is a vital function which consis® of the transference
© of the experience and ideas of the author to the receptive mind
of the reader. Experience in the redder-is necessary for the
true appreciation of any works) experxcnce in the form of
background knowledge which\énables its possessor io assess
. given - facts at their true value, to draw inferences and to .
recognize implications, A M.ack of such experlence creates
disharmony between au\hor and reader that is harmful to the
state of mind ncccésﬁry for appreciation and comprehension.
. If this is s0, it follows that to set up an arbitrary standard of
excellence in .neadmg taste is wrong and logically unsound.
The book mixst be related to the reader. Books should be
selecteds €0) $uit the needs of readers, a method which pre-
cludes\& selection of readers to conform to the stock, this
bemg the logical implication of imposed standards. . ¢

e ob_lcct surely, should be to encourage the reader to

read those works which exercise his faculties to' their fullest
extent; to read within his capabilitics, but'not beyond, havmg
reoard for the limitations of vocabulary and'the effect of envir-
onment. This type of reading will exercise and extend his
talents, widen his mental horizon and make him eager and
able to progress fiirther, This seems to be one of the real tasks
of librarianship, reading assistance to which so much lip sexrvice
Is paid, It should not be too difficult to develop this facility.

-



144 - ) LIBRARY TECHNIQUE

Perhaps, in the library of the future, we will not count the issues .-
of the lighter material,: any more than we now count the
number -of people who read the newspapers provided. This
would be a step in the right direction, for it would operate
against the tendency to over-supply in this-section. Supply
would be adjusted according to local needs rather. than, as
niow, according to the state of the issue. '
Bemoaning the fact of low reading tastes is a senseless prod™\
cedure unless it leads to action. The facts should be faged}"
reading tastes are ]ow—~they must be raised, wherever posslee,
by the aid of graduated lists, displays and by pcrsonaxl. Bssist-
ance. The tastes of some pe()plc can never be raiSed. This,
. too, must be accepted and prowsmn made acebtling to -the
principles suggested. With this action must(be coupled the
policy of exploitation of stock. O _
Lack of personal guidance is a congribiftory cause of the
present confusion, in which mauny readérs are clamouring for
the comparatively small stock of easﬂy read material. Guidance
would operate 1o direct the demand into more productive
channels, to encourage those who.can tackle the better material
to do so, to reveal the valder of standard works, and to de-
monstrate the enhanceddnterest to be obtained from the in-
creased effort requiredThe work will involve a knowledge of
readers which “can KQ\I} be obtained by direct contact and by
an intelligent, sympathetic understanding of their problems.
Planning acédrding to public requlrements is inherent in
 the purpose.ofithe service. A public library is intended to be-
used—for/hooks have no value unless they are active—so that
there . 13&' obligation to make the service widely known. The
necessity for pubhc1ty has frequently been stressed and no
Atésh emphasis is needed here. Publicity itself cannot create
S\démand, but it can bring to light tinexpressed ‘demand or,
awaken a subconscious need. That is its value, but the use of
such an instrument brings with it the complementary necessity
for the satisfaction of the demand revealed. Such a statement
is so obvious that it would appear to necd no emphasis. This,
bowever, is not so, for much publicity suffers from the lack of
“follow through”, that is, faiture to build upon the advantage -
gained by the initial impetus afforded by advertising methods.
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Consolidation of advantage is obtained by a wise policy of
book selection. Demand should influence the selection but the
amount of demand does not, in itself, provide sufficient
evidence to determine cquitable provision, since the largest
volume of demand may be for sub-standard material. Such
requests should not be allowed to afiect adversely the provisien

of works of greater value.

Evaluation s, therefore, required. Thxs cannot be: premse,\
but can be achicved within practical limits if deman@)is
measured in terms of social value. Books vary in quality, ahd

_ their final value depends as much upon the reader asupon the

A

book. Yet it is probable that few books are entlrely devoid of
value; a work educationally negligible may sexge ‘the purpose
of recreation which, in its rightful place, fs\essential for the
well-being of man and, to that extent, socially defirable. -

The amount of the demand and it{aqsessed value, taken.
together, will pr0v1de a working bagif\fér selection. Although
necessarily approximate, such a standard is' to be preferred to
a haphazard method of wasteful eatermg for unknown require-
ments, Every book purehaSed and not used, whatever its
potennal value, represent$~so much wasted money. This
wastage is unavmdable fder the hit-or-miss system of selection;
it can be avoided, but' o]ﬁy by a regularized method of purcha.se
according to knom \equlrements

The danger, to be avoided is that requirements may be
unexpressed aud, thercfore, not catered for. To prevent this,
every eﬁ"ort hqust be made to discover the reading needs of the
commuhity. Expressed demands can be discovered by the use
of the‘l ormation provided by (2} readers’ requests, - (4} an-
alyt;eal study of books issued, (¢) examination of the shelves to
‘determine which books cerulate frecly, (d) a similar exam-
idation to determine which books are not issued, (¢} the index
of readers’ hobbies and interests, and (f) facts gathered by
assistants and readers’ advisers. - '

These sources will provide a large amount of cssenUaI .
information,  Yet, taken -alone, they give an incompleie
picture, for no account is taken of (4) unexpressed demand of
readers, and (5) potential demand from those members of the -
community who make no use of the library service.

K
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Unexpressed demand of readers can be discovered, to a
certain extent, by test provision, for supply sometimes reveals
demand. At first sight, this may appear to constitute a retract-
tion of the statement concerning the wastage involved in pro-
vision unrepresented by demand. Actually, this is not so, for -
there is a vast difference between the indiscriminate buying
of books which we hope might be used and the dcliberate
provision, in carefully selected cases, of test purchases. Methods
ical experimentation of this kind can always be justified. ; ()

The need of the outside public is more difficult to aasbss A
useful pointer is given by the existence of local soeteties and
groups, such as dramatic, literary and music, cigles, chess,
philatelic and photographic clubs. The exigtence of such
groups demonstrates subject interest whichlshéuld be. catered
for. N '

- A further mcthod of discovery is by\ ‘the use of a survey, -
but this procedure has not found fayour in this country al-

/..

. though widely practised in America.. Yet only by test sampling

can the readmg tastes of a comiffunity be revealed, and even
this method is far from reprcsentmg perfection,  Its . chief
defect is that answers te_questions are so often unreliable;
people tend to give the answer that, they think, is expected
of them, thus inngegndy fzlifying the rcturns and reducing
or destroying the.g\aluc of the evidence. However, this in-
strument, xmperfect as it is, represents the best means available
and should b& used, although with dlscreuon, in default of
something. ‘Batter.

Evah\@mng the standard of a book is one of the most difficuit
tasks that the librarian is called upon to face. The advice of

' '_the\cxpert is not always completely reliable, for his attention

igotten centred upon the standard works, and does not embrace .
the unoflicial or popularized texts. It is true that the expert

- can sometimes help; the principle involved in such aid is sound -

_ if the book selector is aware of the limitations of the method. *

» In theory, the schoolteacher should be able to advise on
children’s books, and the technician on technical works, but
in practlce, schoolteachers are frequently limited and biased
in ‘their views, and approach hooks from their own anglc

* Bee Gardner, F. M., Letters 1o a Younger Librarian, Clarke, 1951,
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without reference to the librarian’s regard for the purpose of
bocks. Similarly, the technician often scorns the popular and
elementary works in his immediate sphere of activity and is,

in many cases, comp[etcly ignorant of the latest developments,

even though 'dd_] acent to his own field,

.. That this is so is not surprlsmg An expert in a subject is
not necessarily an expert in the literature of the subject. Mores.
over, it is in the nature of things that a man should be biaséd
in favour of his own speciality of which he has the greffest
knowledge. He is, therefore, unlikely to be able to (give a
balanced judgment over a field wider than his own meedlate
interest, any more than over the precise ﬁeld of his own
speciality. "

The librarian should note these factors and; whlle seekmg
the assistance of experts, shonld assess th('\\tesults in the light
of his broader view, and not be too readilyswayed by ¢pecialist
recommendations, He, himself, is the best judge of the liter-
ature of the whole field, the CDl‘lleJ.OII of his stock and the needs
of his readers. He should therc‘fore, evaluate such recom-
mendations according to higequirements, Given the biblio-
graphical data on which, to%work, the librarian is himself an
expert. The need is fox an authoritative medium, particularly
‘in the technical ficdd,{td provide up-to-date and unprejudlced
reviews. Reviews 0w ay have a limited value; often they serve
only to provide,t the reviewers with an opportunity for mutual
admiration gi\denigration.  As a guide to selection they are
often unrehiable, taken as a whole, and should be treated with
cautlon\ Furthermore, dependence upon reviews cannot he
madey The basis of selection because a large proportion of the
nun;tber of books required for stock are not reviewed. Reviews
(that do appear vary w1dely in value and, in any case, maay of
them appear so late as to have little value for selection purposes.

Such a position is undesirable but not disastrous; the selector
can manage very well with his own resources, reinforced by
‘the factors of extent and assessed value of demand. His pro-
vision will not suffer if based on these lines, and his assessment
of value will be reasonably accurate if he remembers that the
" public library exists to serve all who need its facilities.

Those respon51ble for selection should make a point of

L
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studying the weekly issue of the British National Bibliography
in addition to the normal reviews. The B.N.B. is invaluahle as
a classified record of material published in this country.
Assuming that the selector is aware of the weaknesses of his
provision, and of the needs of his readers, he will be able to dis-
cover which material is being published in the relevant sections.

Unfortunately, the B.IN.B. is not entirely suitable as an
effective aid for initial book selection. The items included\
appear too late to be of value for this purpose, often therels .
a delay of several weeks between date of publication and date of
listing, \

This fact is regretta.ble for the B.N.B. wouldy o»therwxse
form an admirable instrument for selection purposes. In the
United States of America, copyright is grantéd from the date
of deposit at the Library of Congress, and_tihe fact operates to
ensure deposit of newly published matepial on or before the
date of pubhﬂ:atlon In this country,deposit is obligatory, but
a wide margm is allowed regarding the date of deposit, and
. copyrlght is not dependent upon the act of deposit. Therefore,

apart from co-operative arrangements to ensure deposit well -
‘before the date of publicatioftyithere appears to be no possibility
for the use of the B.N.B,far selection purposes.

This would not apply in the case of those systems where
books are purchaseg (E 6n approval and retained for several
weeks to -await mspectmn and approval by the library com-

_mittee. In such’¢dses the delay of the entries in the B.N.B. can
have little gffedt. :

Considerable economy in the processes of ordering and '
recording can be effected in systems where this publication
can be ‘used for selection: The serial number of the book can
be Quoted in place of the author and title, and this leads to an -

Sappreciable saving in time and labour.

In all cases, this new aid can be used to ensure that material
1s not overlooked, and it is invaluable for stock revision. More-
over, to place the matter in its true perspective, it must be
remembered that the B.N.B. was not intended primarily fo
serve the book selector. It was designed to act asa bibliography
of published material, as its title suggests, and this functlon it
performs admirably.



. CHAPTER X
STOCK DEVELOPMENT AND USE

IN order to ensure that the stock of a library is developed SO
as to keep pace with existing and potential demands, it/is
necessary that selection should be carried out by those who
_have the closest contact with the members of the gublic. To
make this effective, each branch librarian should®éresponsible
for His own book selection, although superyision should be
maintained by the central authority. At thé\béginning of each
financial year a certain sum of money, shpuld be allotted for
‘branch book purchase, and mstructlon,\glven with regard to
its allocation between fiction and fagtual works for both the
adult and juvenile libraries, b :
The actual ordering of b@oks and the managcmcnt of
" accounts will be dealt withat the central library, but the
branch librarian should{“y his selection, indicate-the items
desired.  Therefore, ‘sth*ne record of expenditure should be
maintained at the %aranch in order to ensure a regular supply
of books throughtut the year, .

A record efallocation and expenditure should. be main-
tained, but {hls should be as simple as p0551b1e A suggested
ruling is givén in Fig. g. ¢

This'shieet will show, at a glance the amount of expenditure
as compared with the allocation (which is recorded in the

cdlimn headings). Expenditure on children’s books is not
zécorded because the selection of such material should be per-
formed centrally by the librarian responmble for work with
children. Selection for young people is a specialized task that
. -does not come within the scope of the branch librarian.

A difficulty whick might arise is that the chief librarian
may, at any time, overrule the selection of his subordinates, so
that the amount given in the branch record of expendlture will
be in excess of actual expenditure, Morcover, not all of the

149
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books ordered will be supplied. This, also, will involve adjust-
ment. - The final column, marked *creprr”, forms an easy
method of ensuring accuracy where such adjustments are
required. : _

The routine of recording the selections should be simplified
as far as possible. Slips should be written, in duplicate, for
books required. One copy should be forwarded to the central ,
fibrary and the other retained at the branch, Cards for ap-
proved selections could be used as order slips, while the ey
mainder, representing. selections mnot approved, should*be
returned to the branch. The local assistant will, therefore,
possess an exact record of books ordered. K7\

In recent years there has been 2 tendencyte giestion the
value of a representative stock in branch libfapss, There can
be no doubt of the wisdom of dispensing,avith unused works,
whatever their-intrinsic value, for the limdited stock of a branch
cannot carry the weight of too much ballast. But, as frequently
happens, the idea has occasionallybgen developed to extreme
lengths, so that branch librasles appear with completely
unbalanced stocks, representafive only of literature in popular
demand. N _

Some attempt at repfescntation must be made. Readers
have a right to expe t{hé standard works to appear in a library,

%resentation is neither possible nor desir-
able in a branch, bt every library should contain a hard core

of standard works. The number of such volumes should vary .

with the siz&'f the collection and the distance between branch
and cedwtal, but in no case should they be dispensed with
entirglin )

1638 sometimes suggested that in a stock of 10,000 volumes,
Hal¥of which is fiction, a core of, say, 1,000 standard works
would make the whole stock static and uninviting. This
argument is based on the assnmption, completely unwarranted,
that standard works are gencrally uninviting. It is true that
they may be used less frequently than the frothy, easier man-
uals, yet their value is certain. They are necessary and should
be provided. Such works earn their place on the shelves even
though issued only two or three times a year. _ S

Any branch that astempts to be more than a deposit col-
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lection should have this small central core of representative
works. The number of these will vary, as already suggested,
but, in addition, they should be constantly tested for use and
changed where necessary. Furthermore, the size of the stock
should never fall so low that its essential core becomes a burden,
A total of 15,000 volumes is suggested as the minimum figure
at which a stock can be even broadly representative. This
will allow for 5,000 fiction, and 10,000 non-fiction, of which >
1,000 should be standard works. The duplication of many
small branches at the expense of fewer, more represexftative,
libraries is not a favourable dcve[opmcnt -

A collection that falls below the minimum of &5 000 well-
selected volumes can hardly be expected to giveran efficient
library service. This is not a quibble but alpractical point of
view since, to many people, the local libragy'is the library. A
small collection cannot possibly provide affective service, even
with the benefit of inter-loan facilitiess ~Such collections are
siecessary, in many cases, for lack of sdmething better. Accord-
ingly, they should be provided n-these circumstances, but it
must be recognized that theywaré substitutes for the real thing
and they should be labelledas’such, otherwise the risk is run of
having the whole system Judged by the deficiencies of a sub-
branch, A

In the last resorty the value of a library service must depend
upon the quality,sextent and suitability of the stock, the
adequacy of she.staff, and the effectiveness of the efforts made
to bring topcther reader and book. The number of service
points wrthsrcspcct to the size of the area materially affects the
problem. A system that is too small cannot afford the necessary
stock}md staff; a system that is too large may provide the stock,
but may not provide sufficient trained staff to cope with the

fmd1v1dua1 demands of the many readers dispersed throughout
"1its arca,

A very important factor, which does not always receive
sufficient attention when the provision of branches and the
size of stock is under consideration, concerns the density of
population in a given arca. A densely populated district can-
net adequately be served by sub-branches with their accom-
panying small stocks. If the average of one book per head of
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population is to be observed, it is necessary to plan for larger
branches and, equally important, to refuse to countenance
lesser provision.

Not only must the size of the branch stock be appropriate
with respect to the population to be served but, in alf cases, it
is essential to ensure that the library is worthy of use. Stock
chosen must be capable of meeting all normal, legitimate
demands, and there must be provision for the speedy satis
faction of the occasional specialist demand. The initial stéck’)
must, thercfore, be adequate in both quality and quantity to
satisfy the immediate needs of the people included within the
service area. In addition, there must exist arrangetaents for
close co-operation with other sources. O

Time should also be allowed for methads designed to
discover uncxpressed demands, If the numberof staff supplied
is sufficient merely to allow for the issugfand return of books,
the danger arises that assistants may grew accustomed to the
‘role, and neglect the opportunity offered on the rare occasions
when reader guidance becomes possible.

The question of large or smiall branches raises a matter of
policy and, in such matters;“the librarian will rarcly have an
entirely free hand. He'will have his own opinion on the
problem, but often, hé Will be forced to accept the decision
dictated by his auﬁa}rity. Librarians do not agrce on this
point between thethselves, and no attempt will be made here
to raise the conifdversy again. Much can and has been said on
both sides, #THe point is of interest to the administrative head
of a systefny &nd to his branch librarians, because the extent
of a librarian’s stock must affect his actions and his scrvice
for the public. It follows that an assistant controlling a smatl

"bf@}lch must stress, again and again, to his rcaders that his
collection is not representative, that it is incomplete, and that
it does not claim to have a balanced stock nor to do the work
of a central collection.

Such emphasis is necessary in order to prevent the dis-
appointment of readers, yet it is often ncglected. There are
many small collections, with a total stock of between 5,000 and
10,000 volumes, masquerading as complete librarics. One of
the most dangerous features of this situation is that the col-
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" lection is accepted by the readers at its face value as represent-

ative of the library service. Consequently, the inevitable

deficiencies are regarded as deficiencies in the service as a

whole and the system is condemned accordingly. _
Small collections serve a useful purpose in bringing hooks
to the homes of the people, but such service is not a library
service, except at sccond-hand. The librarian must under-
stand these limitations in his scope and direct his methods
accordingly, developing to the full the use of the central
library as a reserve pool to augment his own selection. Regery-
ation of books should be made as simple as possiblé\while

rotation of stock between branches and central should be

utilized to unify the whole systcm and prevent staghation.

The actual:size of stock will not be decidedbﬁi the hranch
librarian, but the selection of stock and thé\dévices employed
to make the stock available will be his respohsibility. The use
of books by the public is closely connected with their selection
and is highly influenced by it. The #elector should range over
a wide field and choose his matgridl so that his subjects are.
adequately covered by the bestiand latest editions. The use
made of this material shou]d};thén be closely checked so that
the results can be used 10 modify or supplement future
selection, ; R

For this purposg issues must be analysed, Each class of
the classification schme must be broken down intoits divisions.
Thus, if the Dewey classification is in use, at least 100 sections
would be showr, Classes such as Science and Useful Aris

need even/further adalysis. Examination of books on the

shelves Shotld supplement the analytical issuc record. The
figures'can reveal the topics that are being used or ncglected;

“onlg~an inspection of the shelves can give information about

A

'i'fl{ii{ridual books. Thus a particular book may be neglected
because it is badly written, poorly printed; misleading or not -
authoritative. It may be that the catalogue card for a pat-
ticular book has gone astray, so that the work reccives less
attention than its neighbours, Only direct examination can
reveal such causes, :

‘Study of issue figures and stock should reveal many facts
concerning the weakness of provision. Low issues for a par-

.

i
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ticular subject may mean that more books are required at
" that point. If the stock is low, or the works out of date,
further stock must be added. But, if the stock is adequate,
the reason may be lack of interest in the subject or in its
presentation in the books supplied. Poor display can retard
use. Thus books relegated to low bottom shelves or high top
shelves, or those sited in gloomy corners, are often overlooked.
The remedy here s change of position, which is not alwayg~
easy of accomplishment. Perhaps the best method is to reduce
the amount of stock on open shelves and to discontinue\the
“use of low and high shelving, O

When issues and stock are compared in this way-the stock
figure taken should be that of stock available té’the public.
Allowance should be made for books in reserve;those awaiting

. replacement or binding, and those not available for any other
reason. Only by a comparison of issues with circulating stock
can a irue picture be formed. 2\ '

When action is taken as a result of'\the evidence provided by
issue analysis, preliminary attehton should normally be -
directed towards topics that_ake most neglected. The stock
in these sections should beﬁiﬁilt up until the fimit is reached.
The limit can only be at.the point where the subject is well
represented by Suitable}ediﬁbns and where further additions
lead to no appreciable’ increase in use. Normal selection of
current materialpas published, can take over from here, No
subject should?beé regarded as sufficiently well represented
until this, orsome simitar method, has been tried.

Revision{ef the whole stock may be extended over-a long
perio@;&ﬁancial considerations must govern this. But every

. libragian should be a selector rather than a collectar, and only
_b§ experiment in his own library and with his own public can
Dk ensure that his stock is adequate for lis purpose.

There is much to be said for the organization of shelf exam-
ination as a continuous process, for readers change and their
interests widen, especially where such development is en-
couraged by 2 progressive policy. A library with a serviceable
stock to-day may be quite inadequate in a few years’ time, and
this may be due, not to poor selection, but to the extension of
readers’ interests and to the registration of new readers. It
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is, therefore, a useful plan to set a definite routine and to carry
it out regularly, Thus the checking of one or two bays each
week would ensure that all stock received thorough inspection
at effective intervals, Such detailed 1nspect10n should be
additional to the general examination ‘given during the daily
_tidying process.
* The branch librarian may consider these methods to be too
ambitious for the limited resources of his book budget, whichy,
could not hope to cope with the deficiencies revealed. Actuaﬂy,
he is in a favourable position, for he can supplement hig stock
at all necessary points by bulk loans from the central \h\brary
By the infusion of such material he can watch the effect on his
issues, adding and withdrawing where necessary{He can also
provide himself with solid evidence of his ngéds'in particular
sections and, perhaps, encourage the centralauthority to fill
the gaps in his stock, Some such methGd“must be followed;
the librarian selecting for a branch cantot afford to make any
mistakes in the spending of his small allocation.
Such methods are extremely 1mportant to the librarian who
is forced to work with a small stock. Another important
- factor concerns the distancgtof a branch from its central. If
the main library is withimtcasonable distance there is no need
for the branch to carsy’a large basic stock. Books which
normally form pa ‘0f’the basic stock, and which are little
used, can well beetained at the central, so allowing the limited
shelf space atythe branch to be used for more active stock.
_This poligyvmust not be carried too far. If it is found that
a work_ ig“requested from central two or three times a year
it can ]% taken as proven that the work is required in the
brageh Mlibrary stock. The amount of shelving space is an
Jmp‘ortant factor, but any provision of basic stock for branches
“shbuld err on the side of leniency. Thus, it is better to include
a generous basic stock, and to withdraw individual books that
are not used, than to neglect to stock such books on the as-
sumption that they will not be required. Every library should
be as representative ag possible, and every basic work should
be given a trial over a long period before itis mthdrawn from
branch display.
Selected on these lines, branch stocks will represent the '
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central stock instead of representing only the “widely-used
sections of that stock. A person would be able to use his local
branch to obtain introductory works on a subject as well as -
some of the standard works. ” Further research into the subject
would involve the use of the wider resources of the central library.
. This method seems to be more reascnable than the practice,

sometimes adopted, of leaving gaps in the representation of the . g

lesser-used subjects. Librarians are apt to assume that thé
. reader will ask for the material he wants, but this assumptran
- i3 not always justified. Many readers do not ask, either thxough
diflidence or because, surprisingly enough, thiey are not'dware .
of the inter-loan resources. - Their need for subjects not re-
presented in stock is not, therefore, always brought to the
attention of the librarian..

Where small collections are provided,, ﬁequcnt change of
stock is necessary because a reader soon gféws tired of a limited
choice. Readers do not, as a generalfule, select their reading
material from the whole range of subjects but prefer to browse
among certain defined classes. In A 10,000 volume branch the
amouiit of working stock for @'Particular reader may well be
in the region of 1,000, of which the larger part may be fiction, .
The couple of hundred volumes of non-fiction in which he is

“interested soon becomie) familiar to him by Slght and, Iong
before he reaches the' end of his resources, he gams the im-
pression of limitation, because his effective choice is restricted .
to the contents 6f a few shclves. Inter-library transfer-of stock
represents thie“best method of freshening the shclves and of
retalmng\the interest of readers.

Althm}gh the prowuon of a small standard core has

been¥ecommended, it is not necessary to go back to former
methods of stocking each library from a standard list, so that
the whole stock of each is duplicated at every other branch.
The method: proposed is that the few essential books in each
class should be represented at each branch, and that the re-
- mainder of the stock should consist of current works selected
according to the tested needs of the local inhabitants. The
complete stock in each branch should be Jarge enough to carry
such a common core without making each appear to be a
replica of the others.
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- The current section of the stock should be “floating”, that -
s, capable of transfer to other parts of the system without the
‘necessity for lengthy discarding processes. Unit loans from
central to branches have been suggested as a means of varying
and freshening small stocks., Each unit consists of a hundred
" or other specified number of books, and is treated as a bulk
loan. :

If a single sequence of accession numbers is adopted for the
whole system there are few difficulties in the way of(infer-
library transfers or of bulk loans. The only drawback\s”the
single sequence is the length of the number, and thlS can he
avoided by using a separate sequence for cach class, cach
number bemg prefixed by a letter. Thus all b(aoks throughout
the system in the General Works class wowldvbe contained in
the sequence A1-A?, all books in the PQ{IOSophy class in the
sequence B1-B?, and so on. Fiction \'Qumbcrs would be pre-

fixed by the lctter X. N\

A pool stock could be set up on Whlch branches could draw.
Alternatively, all stock could “be allocated to central and
issued to branches as requujed There are points in favour of
both methods. The pogl 8ystem is very convenient, but it has
the disadvantage of kqepmg books out of circulation during
such times when théylare not on loan to branches. For this
reason, the pohq\mlght be favoured of adding all works to
the central stock,’thus allowing them to be used, and limiting
the poo! stock’ to duplicates. Fach volume used for pool
purposes should carry two book cards and should be issucd
with two’ sets of catalogue cards. If union cataloguing is
already in operation further catalogue cards become un-’
nqccssary :

\“There are many systems which alrcady have a separate
scquence for each branch. Under these circumstances rotation
of stock could be initiated by adding all future additions, which
would normally be branch additions, to pool stock with a
separate pool sequence of accession numbers, which might
- well be A1—A?, Bi—B?, and so on, as previously suggested.

As a result of this method there would be, in each branch,
a double sequence of accession numbers: 1 onwards being
the normal branch sequence, and letter 1 to letter? being
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the pool sequence. As books were removed from the branch
to make room for pool loans they should be withdrawn from
. the branch stock and added to pool stock, thus taking a pool
accession number. This development would be assisted by the
rormal withdrawals caused by wear, so that eventually all
original branch sequences would disappear and would be
superseded by the pool sequence.. This is a comparatively
slow method, but has the great advantage of avoiding the re<{
numbering of the whole existing stock at one time.. Wk
entailed when original branch stock is sent to pool fof\ré-
numbering is spread over a period and need. cause \np” dis-
. location of routine. : _ N

Unless a commen sequence of accession numbetsGs adopted
for the system as a wholc much unnecessary\work will be
~ involved in transferring books for which ther&ys no shelf room

at the smaller branches. In such cases, fﬁe?ﬁier books can be
added only when other books are rengoiéd to make room for
them. In the small branch books faust be removed for this
reason well belore they arc worn.8u¢, and the only method of
disposal is by transfer to the.%entral library. Adjustments
must then be made in stockiregisters, catalogues and in any
other records maintaincd,\ The smaller the collection, the
more rapid the turngif& required, or the stock will soon
become stale. If a separate sequence of numbers is in use for
the branch a larg€ amount of unnecessary work is continually
being created bycthe consequent stock transfer.- :

There should’ be few duplicates in pool non-fiction stock
and every (wWork should be clean and up to date. Such factors
take oné@n'increased importance herc because one of the chief
functiffis of the pool loan is to freshen stock and to brighten
Jhe' shelves, Dingy or over-duplicated stock cannot do this.
N\The period of rotation depends upon the size of the branch-
and the number of volumes loaned on each occasion. Fewer
volumes are required to freshen a stock of 5,000 than are
necessary for a stock of 10,000, A small loan needs to be
renewed more frequently than a large loan, for the stimulus
is, naturaily, less. A, good plan might be to transfer 25 per
cent. of the floating stock every six months. Each book would,
therefore, remain at a branch for two years.
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The whole stock can be moved, including catalogues, This
- has been advocated, but there arc difficulties concerned with
reservations and reading courses if these are prepared. These
are not insuperable obstacles, and too much should not be
made of them. A more serious objcction is that, in order to -
.make the transfer of the whole stock worth while, the branches
concerned in the transfer must have approximately equal
shelf space and their readers must possess similar reading
needs. L\
- On balance, the method of frequent change of parf of the
stock will probably give greater varlcty over a Ionger period
than the mass change-over at fonger intervals, Oginions differ
as to the part of the stock to be transferred at.each move; some
~advocate the transfer of whole classes, whilelethers prcfer the .
replacement of a portion of each class. The latter method is.
_recommended since it will give variety. to o greater number of
readers than the former method., AN
During the process of change if\ i$'nccessary to ensure that
the stock eventually provided(is “capable of meeting local
demands. Transfer of stock igiz*useful process for retaining the
interest of readers. Itis a gciod method, but it should not be.
allowed to develop intgla routine that will prejudice readers’
interests. Thus it g ‘uld be ridiculous to remove books that
were in active cn‘klat:on merely because such books had
served for two, ycars and were scheduled for transfer. Only
the lesser usematerial should be changed. If the stock was -
orlgma]iy selected according to local requirements it follows
that subjéct material, provided to meet those requirements,
should\ be renewed periodically but never entirely withdrawn -
while ‘the demand continues to exist. The branch stock will,
{therefore, continue to be representative of use. The central
stock may be representative according to the theoretical
relationship and importance of subjects, and may attempt 10°
provide a very wide selection. Its numerous readers may .
demand such representation, and its reserve stock may make
this possible, but such an attempt at provision should not
be applied at the branch, Use, once determined, should be -
catered for and, in spite of stock transfer, subjects affected -
should always be represented.

/
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The necessity for retaining the books in active use is the
chief argument against the mass withdrawal of whole classes.

. If the transfer consists of a number of volumes, spread over the-
whole collection, only those of lesser value need be included.
‘Books ready for transfer will reveal themselves during the
routine shell examination, Removal of a whole class could
take little heed of such factors. :

It is an important part of policy that every branch should
be able to meet all normal requests, if not immediately, then
within a short time. Sufficient material should be ayailable '
to allow choice to the reader, although the range of choiee will
not be wide. This should not be dificult in Branches .of
reasonable size if the stock has been wisely chasen according
to the interests of the individuals to be seryed,yand provided
also that precautions are taken to test the needs of new readers.

Individual provision, as far as it is assible, is assured by -
the supply of books to cover known qer§§ and by test provision
to ascertain unexpressed needs. Evch when use is not forth-
coming in response to such testdlthe books provided will not
be wasted. I{ borrowed fromithe pool for the purpose they
can be returned, if purchaééd they can be sent to pool and
used for other branches{or for the central. Such periodical
testing is very nccesiary. Book requirements in an area
served by a branchare almost as diverse as those in the central
library area; the )difference lies in the number of requests
rather than intheir variety. \

So far as%enéral stock is concerned, the greatest need is
usuallyswith regard to reference material. With the exception
of a fe%arge branches, reference stock is limited to a small
seleetitn of quick reference -books. This must necessarily be

sthe’case, for an adequate collection is costly to equip and
maintain and is beyond thc means of any small branch. Even
the larger branches should not attempt to build up a complete
and sclf-contained reference service; this provision should be '
left to the central library. : S .

As a general rule the branch librarian would be well advised
to transfer all inquiries to the central reference library at an

eatly stage. The scarch for information can prove to be very .
costly in staff time, especially when the stock is'not completely

L .
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adequatc and when assistants are insufficiently trained in
reference work. The specialized and comprehensive collection
of the central, and the trained staff there available, should be
called upon as soon as possible.

The correciness of the policy concerning the non-provision
of reference collections in branches can hardly be called into
queStion. Reference material is expensive and a large pros
portion of it requires frequent renewal. Books of factual
information must be discarded as soon as later cditiond.are
available, while directories are usually re-issued afimially.
This represents a heavy drain on resources, Moréover, an
efficient reference service needs a trained staff fop, Jits exploit-.

/ .

_ ation, otherwise it has a limited value. Few branches will

ever have sufficient staff of this calibre, :

The most efficient reference service jnvany area can be
rendered by the provision of an adequate collection at the
central library, staffed by trained referénce assistants. Linked
with this department there shquld” be the quick-reference
collections at the hranches, and“the whole should be closely
co-ordinated by the telcphone Service. Branch assistants must
be aware of the hmitatlons of their own stock and must be
urged to pass on inquirigshthat go beyond their own resources.

Agsistants should be-trained to keep touch with inquiries
handed on in thigway. A record should be made of the initial
mqmry, and pers:stent watch maintained to ensure that a
reply is received and is communicated to the i inquirer.

The fo]lO‘&;’\lng simple procedure will ensure satisfaction to
readers, @ ‘Cases that require a detailed search and the use of
otheg Xesources:

When a reference inquiry is received details should be
entéred in a ledger provided for the purpose. The ruling need
not be elaborate:

- Fach i mqmry entered in the book receives a number The
number is recorded on a pasteboard stip, which is handed to
the inquirer who is asked to present it at an appropriate time.
This time will vary according to the nature of the query.
Presentation of the slip allows casy reference to the inquiry
and avoids the awkward search for details that, sometimes
occurs when no check of this kind is available. . '



163

STOCK: DEVELOPMENT AND USE

Joog serambuy uoﬂuaom,om

o1 "3y

et .

£ 7.
o
Y <]
()
O 1
B < /7 :
paTeap poayg - “ON L :
aeq JOSAY | 22IB0g PUR UONOY sveq Armburg BIL SSOIPPY | - QwWRN | Ioquuni




164 ' LIBRARY TECHNIQUE

The ledger should be checked daily by the assistant-in. .
charge in order to ensure that inquiries are not allowed to .
remain for too long in abeyance. It is possible that occasions
will arise when information is unobtainable. In such cases the
inquirer should be informed; no request should ever be allowed.
to lapse without a definite decision having been reached.

Similarly, when an inquiry demands correspondence with,
other bodies, such as the specialist sources, a week or more:
may elapse before a solution is reached. This delay ms,y be
unavoidable and reflect no discredit upon the hbrary System.
But, in order to avoid unjust censure from the ingiirer, he.
should be kept informed of progress and of thc redson for the
delay. In this way, the inconvenience of*waiting can be
reduced. Furthermore, credit to the system may, possibly,
accrue, not only for the information sup&)ed but also for the
method and persistence of the seargh\ Favourable publicity
of this kind should not be despmed O hurriedly discarded.

Pasteboard slips are sometimgs -lost by the inquirer, but
no great harm results, for the\name provides a ready check,
The number may also be used s a reference between branches -
and central, and should be quoted on ail correslaondence, thus
ensuring accuracy dumhg protracted inquiries.

The book may sused to good effect for the training of stail.
The source of th material used for satisfying the query should
be entered m\the column headed rEsurrs. Junior assistants
could obtaif bseful practice by attempting to judge for them-
selves thespessible sources of information before looking at the -
sourceRm the appropriate column.,

A«p‘art from the normal reference service, the public library
_.Céh often provide a specialized service to local industry by the
collection of technical information contained in Government
reports, British and foreign standards, technical periodicals,

- patent specifications, directories, and trade pub]icatioﬁs such
-as house magazines and catalogues. To develop this service to
any great extent would appear to involve expenditure on a -
scale that would be impracticable for small systems. For this
reason, work in this field has been carefuﬂy avoided by many
librarians who have made the assumption that even a limited
scmcc is 1mpossxble.
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There are, however, two factors that bring the supply of
this information within the scope of the smaller systems, The
girst is that the larger industrial concerns have their own
gpecialist libraries to provide for their needs, and so do not
 require to call upon the aid of the public library. The second
is that industries tend to group themselves, so that a library
system often finds that the majority of the commercial under-
takings in its area are devoted to the same branch of industry.
Both factors reduce the extent of demand and limit the
field considerably, thus. making it possible for the smaller)
" system to cope with the task remaining. Concentration &Cthis
kind would allow many libraries to provide technical services

for the larger part of their local industries. O '

S\
~

Where grouping of industry is not presegt,ythe smaller
systems have less opportunity for developing\any extensive
service in this dircetion. In such cases, libra&i’ns will be forced
_to provide the maximum of facilities commensurate with their

financial resources. ) :

. Any provision of this nature must' be the responsibility of
an assistant who would be prepared to study ‘and familiarize
himself with the material, Dgeumentary material needs care-
ful handling if full benefif\is to be extracted from it. Close
co-operation with the neleévant specialist libraries.is an obvious
precaution, and only<a\librarian with the requisite training can
be expected to devalop this aspect and to exploit all resources.
It is not too muich to say that the success or failure of such a
venture depents mainly on the staff responsible for its working. -
Knowled%j\of the sources of material, and of the needs of the
industridlusers, are the prime necessities.

Thé process of building the collection is not difficult. Per-
pistefice and determination in searching for material are
basically important. Book stock in the relevant sections should
_be brought up to date by reference to bibliographies. Valuable
material can be obtained from His Majesty’s Stationery Office,
the Department of Industrial and Scientific Research, the
Patent Office and the British Standard Institute. )

The complete series of patents abridgments dealing 'with
* the subject concerned should be acquired, and the Patents
Journal should be taken. All periodicals relating to the trades



- 166 © LIBRARY TEGHNIQUE

included within the scope of the coflection should be regularly.

purchased and filed. Wherever possible, acqm51t10n of period-

icals should be on a subscription basis, since some trade
periodicals issue directories and annual publications that are
available only to subscribers.

The close relationship that has dcvclopcd between Govern-
ment and industry has resulted in the production of mug
technical Eterature of all kinds. Government publications form
an increasingly important contribution to the fund of, knew-

~ ledge that can be assembled in specialized fields, British and
foreign government departments responsible for ,thc subjects
being collected should be approached. Extremcly go-operative
~ relations can usually be established. The Library of Congress
" has in operation a far-reaching scheme for\th€ interchange of
material, and circulates useful lists of items offered free or for
a small chargc \

One of the most useful services than can be offered is the
provision of as many as possiblelof the special bibliographies
that deal with the subject. Blbhographles of wider subjects that
- include the subject of studyshould not be overlooked. A sharp
“watch must be maintained for these publications for they are

sometimesissued for hrmtcd circulation and arenot widely noticed.

All directories CL annuals which contain material on the
subject should bean\czken, and it is extremely important that
they should bg Xkept up to date. They frequently contain a
wealth of es ent1a1 material in addition to the normal directory
informatieny and sometimes list -bibliographies in their field
that the appeared in the current year.

Wr}rkmg party reports on the industry, where they have

" gppeared arc an obviously valuable acquisition, and Develop-

(ment Councils associated with the industry are usually prepared.

“to place their resources at the specializing library’s disposal: |
They sometimes publish bulletins dealing with advances that
have been made, and the importance of these cannot be over- -
estimated.

All Statutory Instruments and Regulations affectmg the
manufacture or sale of the materials of the industry should be .
taken. Here, again, the latest publication should be available
as soon as issued. :
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Further material can be obtained from the trade itself A
circular letter should be dispatched to every business house
in the service area, and to other firms known to be in the trade
- or which advertise in the trade journals, The letter should
explain the object of the scheme and request the donation of
catalogues, brochures, pamphlets and other printed and illust-
rated material, Arrangements should also be made for future
publications to be supplied as they become available.

The next step would be to contact the résearch agencies '
set up to serve the industry, Much valuable informationtand
assistance can be obtained in this way. By such methods"and
at comparatively little cost, the librarian can gradually build
a useful instrument ideally suited for his purpoge.* _

It is not difficult to exploit such collections, Some subjects,
such as pottery, lend themselves readily t sgxhibition. With
the co-operation of manufacturers, a really first-class display
could be arranged in the library, ppeferably located near to -
the specialized material. Such displays could be permanent

. or semi-permancnt surveys of the whole field. Alternatively,
different sections of the speciality could be made the subjects
of exhibitions and changed, every few weeks or so.

A feature of this kind ‘would have an especial appeal to
‘schools, both general'and technical, and could be made to
support lectures give}on the library premises. A good method
would be to arrange for the class to be addressed by the teacher.
responsible forf\Mnstruction in the subject. This should be
followed by @ talk given by the assistant responsible for the
collectionnThis plan would offer a fine opportunity for an
explanation of the significance and potential value of the
books' and other material in the collection. The method of
‘Iiﬁkfng all studies and subjects with the use of books should,
especially, be stressed. :

None of these measures, however, can achieve a fraction
~of their potential value unless the collection is closely classified- .
~and well organized. Analytical cataloguing is essential here.

In order to make the resources available to’as many 10
terested parties as possible (a vital 'considcr_ation in, tihCSﬂ

* days of subject specialization), the catalogue should, if possible,
be printed and widely circulated. In the very nature of things
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it cannot long be up to date, but if a card catalogue is main-
tained on the premises, it is a simple matter to record the
é,cquisition of new material. A new edition or a supplement
can then be made available without too much difficulty.

The chief obstacle is the cost of printing. Smaller systems
could not, normally, afford to print even the main catalogue,
and supplements would be out of the question. _

In such cases a duplicated catalogue could be attempted(™
If something more ambitious is required, type-litho could he
considered. This would produce 2 neatly-finished publi€ation -
at approximately two-thirds the cost of letterpress printing,
This proportion varies according to-the numbet™of copies
required. A run of 2,000 copies would be sufficiént for most
purposes, and here the type-litho costs would b€ 2bout one-half
those of letterpress. The maximum run fogt‘ype-litho is 5,000
copies. ' O

The possibility of producing a primted catalogue with the
aid of advertisers should not be @Veérlooked.  Advertising
revenue may be set against cost of printing, and these funds
may be suflicient to cover théswhole or major part of the

“printing charges. There are #'number of publicity agents who
are prepared to produce gatalogues on this basis. '

Practical difficulties of\this method hinge directly upon the
number of firms thag\;cim be persuaded to take up advertising
space. Catalogues,of widespread and popular subjects, such
as furniture,  present no problems,. but more specialized
subjects, sugh\ds pottery, might appeal to a smaller circle of
advertisergn® '

The \c%lfection of specimens is somctimes feasible. This,
of couese, depends entirely upon the subject. At Shoreditch, a
représentative collection of timber and veneer specimens has
“hgen acquired to supplement the coliection of books and
pamphlets on furniture and allied trades. These specimens
have proved of great interest to students, crafismen, manu-
facturers and schoolchildren.

In addition to such facilities, it is important to be able to
inform inquirers where further specimens may be seen, For
these reasons, it is important to acquire the published guides,
both British and foreign, to those muscums, mansions and
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institutions that feature permanent or periodical exhibitions. -
In this way the graphic resources of the collection can be
- supplemented by a collection of guides that will show, for the’
- benefit of interested people, where, when, and under what
conditions examples of the article or subject being studied
can be consulted. _ S

When the collection has begun to acquire'a reputation for
completeness and good all-round coverage, requests will sood
‘begin to come in. Requests will be made for the loan’of
material, and this is one of the greatest difficulties that\will
confront the administrator. Material, painstakingly collécted,
cannot be lightly loaned, and any article thap, gannot be
replaced should be available for use. only od, the library
premises. This decision must, unfortunately; be’taken, and it

" is reinforced by the fact that a collection of:this nature forms .
a unit which is closely knit. Each itemi’depends upon the
others to a large extent, so that it is not practicable to abstract
items and allow them to be issued on-loan. o

To offset this difficulty it is¢possible to make use of th
_photostat facilities and to artange for copies of material in
demand to be made. In this way it is possible to ebtain the
greatest possible servicedfrom material which it might not be
expedient to loan. ,Fhe time is probably not very far distant
when a specializing\ﬁbrary will be able to acquire, at relatively
small cost, many\important works on microcards, and so be
enabled to proyide information which it would otherwise be
unlikely to‘ebtain. : -

A system’ deliberately developed'in this manner could soon
bccom&\a force of obvious importance in any area. Every
mt;nigb'ér of the staff should be encouraged to strive for this

{d&vélopment. Departmental heads should be trusted to accept
dithority and to use it to strengthen the service offered. Eaf:h
branch librarian should be made aware that he has a partic-
ular area as his own responsibility.  In order to stimulate and
satisfy demand he should be encouraged to draw upon all the
resources of the system. The result of such initiative would
soon be revealed by the nature of public response.’ '



CHAPTER X1

THE NEW BRANCH

O\

NY discussion of a new branch should commence at, the
point where the idea of the branch is first formuylaed.
However, the problems involved in choosing a site @nd the
“development of plans are so wide as to form a separate study.
Any decision reached must be largely affected ’by local cir-
cumstances, and only a complete review of¢the whole field

of library plannmg can cnable the librariathd sclect the best.

methods for his own particular rcqulremohts It is, therefore,
proposed to commence this-chapter at a‘pomt some few months
before the date of opening, when pla’ns have beén approved
and the actunal building operatlons ‘are in progress. At that

- stage,’ general development again becomes operative, and it
is here that the assmtant-m-»charge and his stafl’ should be
appointed.

Methods proposed can be adapted for use by those con-
cerned with the = &Igamzatlon of a branch. In order to
provide a logicalsequence of operations it will be necessary
to mention hrigfly, in this and the following chapter, some
of the 1te Iﬁmtt have been more fully dealt with pre-
viously.,

The l%nﬂedlate problems may be grouped under three heads: ©

{a) stock, () furniture and fittings, and (¢) staff. Use of the
,l;\brhry will form a later problem. " Furniture and fittings must
“\be ordered well in advance owing to present-day circumstances,
yet this will notlalways be the case. The time lag can, there-

fore, be lgnored in order that their provmon may be dis-

cussed.

It will be assumed that the new branch is a single-rcomed
building, giving lending facilities for adults and children and
a section for quick-reference., Overall stock is 15,000 volumes,
with shelving space for 10,000..

170



THE NEW BRANGH Iy

Stock ) -
Initial stock must be experimental to a certain extent.

Tt should consist of a basic core of 1,000 volumes and a floating
stock of 14,000 volumes, made up of 5,000 fiction and 9,000
factial works. The basic core should be selected, as far as
possible, with regard to the nature of the population to be
served. This core is provided for use, although the material
is unlikely to circulate as freely as that in the floating stock. -

Floating stock should be provided according to the needg{
of the local population. At the time of provision, that is, bef0r§
the opening of the branch, these needs will not be kndwn;
except by'inference. There are, of course, a large number of
subjects that are always in steady demand in any distriet, and
these can be provided with safety. But full progigion should
not be made until exact information is availablel” Therefore, -
of the complete stock of 15,000 volumes, on%y. 13,000 volumes
should be purchased at this stage. This wobld provide for the
basic core of 1,000, the fiction supply efG;000, and an estimated
factual requirement of 7,000, leaying 2,000 volumes to be
purchased according to the definife'rieeds of the local popula-
tion as soon as these are knowneMethods of estimating demand,
mentioned in a previous chapter, will supply this information,
so that the books can be@%urchased within reasonable time of
the opening of the bratich. ' '

As the books aprive they should be processed and stored.
When deliveries. hive been completed, the stock should be
arranged in claséified order and shelved so that a survey can
be made ofvfhe whole. Examination of stock cards is a poor
substitute for examination of the books themselves, and shelf
iuspe{:tib}l of the whole stock is essential so that all necessary
subjeets shall be adequately represented by suitable editions.
“FPew Libraries will have free shelf space to house thousands
ofvolumes, so that the inspection will have to be made class
by class, or even division by division. This can be managed
easily enough if the books are arranged in approximate order .
“after processing. A mumber of cardboard cartons should be
provided and labelled with the class number or division
number. After the last stage of processing the books should be
put away in their appropriate cartons and, as each carton
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s filled, it should be stored: It is then a simple matter to
rétrieve and shelve one class at a time for the purpose of
inspection.

The inspection will reveal a number of gaps in represent-
ation. Some of these may need to he dealt with by purchase.
but others, which may represent problematical topics, should
be filled, if necessary, by loans from the central stock. Their
use will decide whether purchase of material is a necessitgs,
On the other hand, if such material is not used, it cap bhe
~ returned. ' ’ R\,

A satisfactory working stock can be built up by these fugthods.
- The representation will not be exactly according t require-
ments, for these will not be fully known until aftefythe opening
of the branch. The actual use made of the stetk ‘will determine
its variation and will decide the additionsand withdrawal of
. subject material. The normal methods'@f'book selection will
come into play, when the service ig~in “action, and material
will be selected according to the(exfent of demand and its
assessed value for local purposes; "Demand itself, expressed-
and ‘unexpressed, will be gawuged according to the factors
previously laid down. Thuséa branch stock will not be thor-
oughly suited to its clientéle until after approximately a year’s
working has caused thé\necessary adjustments to'be made.
Furniture and Fitfings :

The chief.pgoblem in small branch furnishing is to obtain
the maximim shelf space without crowding the floor area
and witheitt shelving books either too high or too low. Island
stacky-llave lost favour; the tendency nowadays is for a free .
cirgiil;iting area with easy access to a selection of active stock.
(Wall shelving is favoured but, where insufficient accom-
modation is provided by these methods, stacks may be pro-
vided at right-angles to the wall, thus forming an alcove X
~arrangement, If island stacks aré used they should not be
more than 5 ft. in height. ‘

It is generally agreed that the bottom shelf of the stack
should be at a height of 15 to 18 in. from the ground, and the
top shelf at 5 ft. 6 in,, giving an overall height of little- more
than 6 ft. The bottom space need not be wasted. It can be.
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~ used for the shelving of pamphlets in boxes and for the filing
of back numbers of periodicals. Alternatively, this space can
be fitted with doors to form cupboards. These will accom-
. modate books in immediate reserve, such as the seasonal
books which are in demand at certain periods ohly. Bocks on
cricket, football and gardening are examples.
' Siorage facilities are usually lacking, so that all available
space must be utilized. Catalogue stands can be enclosed afl N
the base to provide convenient cupboards, and there iy*no
reason why tables in the lending library should not be.&f the
circular type, with a lower shelf which could be used {oriling
periodicals. Such “coffee tables” are -informal and Shelp to
provide a friendly atmosphere. They are smallfand give a
measure of privacy not to be obtained by th¢\bse of the larger
table. ' RN '
To accompany such tables there h’Qﬁ_& be provided a
number of fireside chairs. Heavy chairs of the kitchen variety ..
may be durable but they are ndt’comfortable, and their
‘appearance effectively destroysany semblance of the club
atmosphere. Curtains for thewindows should be provided,
and should be fitted with-easy adjustments so that they can
be drawn, without diffigllty, at dusk. ~ - o
Reading lamps sh¢uld appear on every table. They will
contribute little in"térms of candle-power, but will add cor-
siderably to the omfort of the cstablishment. Their lighting
effect shouldmét be considered when asscssing the amount of
artificial Hphting - required, for sufficient general lighting
should bé_provided to cover all reading needs. _
Facilfties should exist for three or four displays to be featured
at .Qh'é time. Fach of these should be of a different type and
¢sheuld be. designed for a purpose previously decided upon. -
Thus the display of the “hobby” type would require a table -
and a book trough. A small notice should be affixed to tl}e
‘back of the trough and the visual material arranged in
front. ' :
“Current Affairs” and similar features would require a
wall display. Provision for wall display furniture can be made
when the hook shelving is fitted. The book trolley is most
suitable for “Recommended Books” and for the variable
|
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display. This trolley should be of the type that makes allow-
ance for a small poster at the top.

Guiding should be adequate but not obtrusive. Tler guides
on bright plastic plates with 2- in. letters can be seen readily
enough, particularly since they will be fitted at a height of
little more than 6 ft. Such guides shounld not be purchased
" in standard sets but should be ordered individually according

to subject representation, Familiar headings are to be pres
ferred rather than a slavish copying of Dewey’s terms.

A copy of the regulations and by-laws must be ingluded.

If possible, these should appear at the entrance rathe( than in
the lending library. Framed copies of such noticesstill appear,
massively proportioned. These are unsightly agd’unnecessary,
for reduced photostat copies can be obtainedfor'a few shillings,

Separate *accommodation for children i§'most desirable.
This department may be isolated fromy the main dcpartment
by means of the lower book stacks. \110rmally provided for -
children. Classification and catalbgude should be simplified
while still following the principles,of adult practice. Facilities
should be provided for the story period; the centre of the
library, where other chlldren are moving around, is not the -
best place. A separate gorner of the room, with no immediate

distractions, is much to\be preferred.

Where the juvenile® and adult sections are contained in the
~same room, bogk cases are sometimes provided throughout of
uniform heigh€2; “This is undesirable, but in such cases, the top
shelf of the \chlldren s stacks should be boarded in and used as

a base forjllustrations or z frieze. By this method extra colour
can he.added while retaining the appearance of the room as

a whblc.
: “Staf

The number of staff required for a branch will be decided
by the librarian, but the allocation of duties and the pre-
paration of time-sheets should come within the provmce of
the assistant-in-charge, provided that his administration is in
accordance with that gencrally obtaining in other parts of the
system. Figures are available to show the number of staff

-required, working on the basis of population and issues. But
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these are applicable to the system as a whole, and are not very |
helpful for the purpose of estimating branch requirements,
particularly when the branch is small. -

There should always be at least two people on duty in the
lending library. Some difficulty might be experienced here
in the smaller branches, - particularly during meal periods.
However, such periods are usually accompanied by an in-

* crease in the number of rcaders, and the second assistant{
should always be present. This might involve relief assistance
from the central but it should, nevertheless, be provideg;"(;f
the opportunity for reader service may be lost. The second
-assistant may not be required for counter duty all(the time,
but his presence will be necessary for floor walkingl

A branch open for ten hours each day, aid for. six days
each week, will require 120 man-hours weekly, if we agree

" that at least two assistants should alway§’be on duty at one
time. Omne hundred and twenty staff hours could be covered
by a minimum of three assistants, €dch working thirty-eight
hours, leaving six hours to be suppliéd by central relief. Such
provision would be insufficientfor the successful branch, for
it would make no allowancefor extra-library activities, eflicient
assistance for readers, work with children, or anything:else
‘but direct lending libraxy counter work.

* Abnormal issues would affect the position and would farther
increase the needNfor staff. The assistant in charge at any -

. time, whethes $he branch librarian or his principal assistant,

should be freg-from counter duties so that he is able to give his
full attengiof to the needs of readers. Time sheets should take

accou,x:{%f-such necessities, - .
Agother important fact,’ when compiling such schedules,

.isjtf} ensure that an assistant’s free time always occurs on a

fited day in each week. Library workers are sufficiently

penalized by late evening work, and difficulties should not be

increased by thoughtless planning. Similarly, split duties

should be abolished. A library that closes at 7 p.m. has no
need for split times or midday commencement of duties. ' Later
closing may necessitate an occasional late start but, even here,

the split duty should Be avoided. -

- Staff should be appointed well before the actual opening

£

K
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of the branch. There is always plenty of work to be done iy
connection” with book preparation and the adjustment of
fittings, and these tasks are best carried out by the people who
are going to work in the branch. Morcover, the branch
librarian has the opportunity to get his staff working together
as a team, undistracted by the necessity for attention to
readers. The basis of good staff relations can be laid at this
period, and any delay in appointing staff is likely to proges
false economy. e
e\
Use of the Branch \ O

The branch librarian himself should make, $reparations
for compiling a staff manual. When such a manal is already
in existence in other parts of the system it can‘gasily be adapted -
for use. A duplicated or printed guide\for readers should
follow, and this should be as comprehénsive as possible while
retaining simplicity and clarity. The€'chief items for inclusion
are: : WV

(1) Map of the area, showing¥position of all libraries in the

system; PN N

{2) Addresses, telephonefiumbers and times of opening;

(3) Special features,&hch as reference facilities, specialist

collections, etc{)

(4) How to find\a book—use of the classification and

cataloguef )

{5) Facilitiess-inter-library * loans, requests, reservations,

sugggstions, advisory service; .

(6) S%n’}mary of chief regulations, such as loan periods,

Jreriewals and similar essential items; _ S
. .(\‘})."Extension facilities~—-lectures, gramophone record col-
“\\ lections, etc.;
"/ (8) Details of co-operating societies—addresses of secret--
aries.

When the staff manual and readers’ guide are in course of
preparation, an opportunity is provided for an assessment of
the value of processes and regulations. The questions should
be asked with regard to each: Will this contribute to the
efficiency of the service? If so, can this contribution be in- -
creased in value by improved methods? Any alteration of
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regulations should be considered at this stage, well before the
_opening of the library. Throughout, it is necessary to ensure -
consistency of practice in every department of the system,
especially with regard to regulations that affect members of the.
public. Regulations that must be. imposed at one branch
should be made to apply at all branches. '
- Preparations can also be made for circularizing the local
shop-keepers and business people. Envelopes can be addressed,
before the opening, but publicity ‘material should not be
dispatched until several weeks after this event. The reason
for the delay is that the building of a branch is, id_jtself,
~ sufficient publicity to cause a spate of registrationss* Every
new branch is greeted by an initial influx of readers, and the
staff are sure to be kept busy coping with this.déntand for some -
time. Delay is ako advisable so that observation can be made
concerning the way in which the stock ipstanding up to the
" demands made on it. Initial provisiep-Is partly experimental,
and it must receive adjustment as@§ddh as reliable facts are
available. These cannot be obtaitied until the stock has been
tested by use. - N : _
In addition to the publicity caused by building operations,
 there will also accrue a fais, measure of notice from the opening
" ceremony. Such a formality is always desirable and, if possible,
a celebrity of locai’\Q'men should be invited to preside. The
presence of such @ person will ensure Press notices and photo-
graphs; there, éold be no better publicity than this, and it
* “costs nothings.) _
 The acntal process of circularizing should be conducted
in twostages: {a) that concerned with husiness concerns and
_tradespeople, and (&) that concerned with the private residents.
The former group should be contacted within a few weeks
Aof the opening, and the-latter after stocks have been tested as
-already suggested. The reason for this is that the requirements
of local industries  are known to a large extent and can be
previously catered for. No harm, therefore, develops from an
immediate demand on the stock in that section as would be
.the case with too great an influx of general readers. Th? stafl
will, no doubt, be impatient to achleve maximum use in the
shortest possible time, but it is wise to restrain this natural
M o
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tendency in order to avoid the overstraining of resources iy
the early stages. Methodical development, spread over 4
period of months, should lead to permanent and more solig
results, _

A public library depends upon public opinion, both directly
and indirectly, for its development. Opinion is formed by the
services offered to the extent that these are known to people.
Publicity is, therefore, essential for all systems that have
services of value to offer. These facts underlie the maxifiphat
the first step in publicity lies in the library itself, and\should
be concerned with the task of creating an efficient service,
Publicity that advertises a poor service is devastating in its
effects, for it recoils with boomerang forcel\“An adequate
stock and a trained staff, sufficient in numljers to cope with all
demands, must be provided before publieity can be successful.
Of all forms of publicity, the ‘best{i$/the personal recom-
mendation. Every member of thestaff should aim at giving
an individual service of a standazd of excellence to obtain such
testimonial. In this way, the sérvice provides its own publicity,
to a certain extent, but this :étl{:)'nc is not sufficient; no librarian
should be satisfied until™his service is used by the largest
possible proportion ofthis population, The aim skould be to
ensure that no personis denied the use of the service because
of lack of knowﬂéﬂ}e of the facilities themselves and of the
benefits that theJibrary has to offer. :

It is possthle’ to achieve this coverage, for the area serve

- by any syspemn is limited. Therefore, over a set period, news of
the service may be brought to every individual. Since residents -
change} a routine should be devised so that circularization of
thewwhole area is performed regularly over a period of two
years, :
¥ Local knowledge possessed by assistants is of great value
when publicity methods are being considered. For best
results, publicity should be directed specifically at a- group, .
and should appeal to their special interests. Knowledge of
these interests, and of the groups is, therefore, a valuable asset.

Schemes initiated by branch Libraries as local efforts should
be encouraged, although they will probably be restricted by
financial considerations. This need not be a cause for complaint -
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for centralization of advertising has many advantages. Many
opportunities still exist for the branch librarian, and these can
be taken without any great expenditure. Talks given to groups
and societies, articles in the Press, school visits and the many
aspects of reader guidance and research, are examples of such
" possibilities. _ : ,

with all efforts of this kind discretion is required in the.
~ claims made on behalf of the service; nothing should be

promised that cannot be supplied. To admit a weakness ma¥,
be an unpleasant task, yet it is far more serious if a weaknegs s
exposed by a reader who has been led to expect an adequate
- and complete service. Any statement made should be'demons-
trably correct. : AL

From the first day of opcning of a newly established branch
a record should be maintained, in the electgral register, of the
location of readers, This is a proccdurg'\fhét will involve no
extra staff time for its accomplishmeni\ All registration forms
must be checked with the electoral rol; and it takes no extra
time to place a tick against the registtr entry.

The advantage of this procedure becomes apparent, at a
later stage, for the electoral“roll will then supply a complete

record of membership in &strect-by-street order. The work of .

pin-pointing registraj:igns’on a map, as later rccommendcd, i3
~"thereby facilitated.s, N o :
At this stage théJibrarian will have had some time to note
the behaviour’of-his stock under working conditions. ~After
making good/the defects that have become apparent, as far as
possible, he-should commence the second stage of his circular-
izationy The estimated area of the branch, adjusted in accord-
anceYwith natural obstacles, should be traced on his map.
.. 8tierts included in the area should be marked in the el?ctoral
réister, which has already been marked with registrations as
they have occurred. Letters should then be sent to those
people still unregistered. - . )
The branch can then be considered as established. Dis-
“cussion on subscquent procedure forms the theme of the

following chapter.

Q



CHAPTER XII

THE BRANCH IN ACTION
HIS chapter will be devoted to the development .of™a
branch from the time of opening. In cffect, the niatedal
here is a continuation of that in the previous sectioﬁ,\except
that the problem of circularization, discussed there for the
sake of convenience, would, in practice, arise at @ period after
the opening. 'S
As far as possible the branch librarianshould be given a
free hand in the running of his branch»*Apart from the es-
sential supervision and control that«evéry chief librarian must
undertake, the assistant-in-charge hduld be made to realize
that the branch is his and that h& is responsible for providing
a library service for his area, dn order to do this he should be
expected to utilize the ressurces of the central and other
branches as well as his own; he should be encouraged to bring
to the attention of hisixeaders the possibilities of inter-library _
co-operation in all¢ifs phases. _ : '
Although book\purchase should be in the hands of a senior
officer’ the selegtion should not be entirely centralized. The
initial selecg?n and withdrawal of books can be better per-
formed by &he local assistant, subject to the final decision of
the chif\;ﬁ'ﬁbraﬁan. This method provides excellent training
for staffs and leads to stocks better suited to local require-
_mEnts. S
\h‘:A branch librarian of merit would seize the opportunity.
ere presented with avidity, The placing of such responsibility
. would indicate that the librarian had confidence in his staff,
and such confidence is rarely betrayed. An assistant who has
something creative to work for is usually an energetic and
keen worker. Efficient library systems can only function when
they are staffed by such people. , '
Assuming that the branch librarian has been given such

180
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powers, his first step should be to commence his work with an
informal talk with his staff in an attempt to convey to them
the ideals which he himself possesses concerning the profession
- and the assistant’s duty to the public. He will try to make them
see readers as individuals, as people to be assisted rather than
as customers to be tolerated. He will try to convince them that
librarianship is a social service, that the librarian is the vital
link between book and reader, and that their business is.<
lmportant in a democratic way Uf life. He will not be afra.td
of using the cliche—self- development in an atmosphers, 6F
freedom™, because the phrase is still vital for those who, regard
books as necessary tools for the development of, tihc whole
mart, :
At the outset, the branch librarian should follow the example
 of his chief and delegate some of his powers\malthough not his

responsibilities. He should not attempt, €0 Increase his own
importance by making himself indispefi b]e, he must retain
control of affairs, but his stafl shoul(;l be made aware of all
developments so that they have a'share in the running of the
branch. He should remember.that the training of the staff is
his responsibility. He has aXduty to cnsure that they under-
stand thoroughly all the pfocesses and routines, and that these
Toutines are allotted amth regularly varied-in order to provide
a complete range of experience for each assistant. "

In addition to the normal routines, the staff must know the
by-laws and renglatlons and must be aware of their powers
and duties agythére laid down. They must know what to do in
matters of @mergency, such as fire or accident, and must be
prepared\t Supply full details of the occurrence for the benefit -
of anylater inquiry. They should not brlng the regulations
intd bontempt by smoking or loud talking in libraries where
s is prohibited, They should understand. all the provisions
. of the National Charter, and govern their conduct accordingly.
All of these matters are the concern of the branch librarian in
his training of staff. '

A settled routine of duties should be established at the time
of opening, and this should be adhered to unless better methods

o

can be devised. This is not an uniikely event, for most routines .

can be improved when tested under working conditions.
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Staff suggestions in these matters, as in all others, should be
. welcomed and considered with care. -

One of the first of such routines should be to set up a system "
of stock examination. Each assistant should be given the
oversight of a section of the stock and should be held responsible
for its care and repair, the selection of additions and the with-
drawal of material. Each day, when tidying his section, the,
assistant should make a quick, gencral examination of they
whole, with a more detailed examination of, perhaps, ot
two shelves. In this way, the whole of the stock will be I{ept
fresh and in good condition. A

At the same time, the branch librarian should wgrk through
the stock himself, taking a small section each, ddy.” He should
note the popularity of certain books and the Jmpopularity of
others. The reasons for this should be.gstablished and the
factors noted for use when selecting new stock or returning
material to the central pool. AWV '

The next concern should be with borrowing facilities. It is
probable that the number of tickets allowed to each borrower
will be fixed, but discretionaty powers should be sought to
enable any person to borrow additional books when necessary.

" In order to ensure that feaders can make full use of resources
. they should be enc u{hged to understand the arrangement of
the catalogue and the classification. All assistants must co-
operate in this task; either by the methods previously suggested
or by other rr:u\aans. Full use cannot be made of a library
service by.;aﬁy reader who is bewildered by the scheme of
arrangement. s
To, }E;nsure the fullest aid, all assistants should become
readets’ advisers as far as this is possible. An advisory service
{may be set up—this will depend upon the policy of the system
—but, even though there is no provision for such a facility, the
branch librarian and his subordinates should do all in their
power to assist readers. Their policy should not be confined
to that of answering questions; instead they should be alert to
anticipate rcquirements and to provide a full service. A
suggestions book or slips should be provided for readers and an
inquiries book for the staff. These should be examined daily
and all necessary action taken. ' '
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To supplement the book stock the filing of pamphlets should
be undertaken. These should be filed near to their related
books, probably on the lower shelves of book stacks. Similarly,
selected periodicals should be displayed on tables, and the
back numbers of these could also be filed on the lower shelves,

All of these matters should engage the attention of the
assistant-in-charge from the date of opening of his branch. At
the same time he must organize his system of initial book
selection. This should be based on the principles discusged:
in a previous chapter, and his task will be made easier by \the
agsistance of his staff selecting in their own particular sections.
The discovery of demand is a process which is continﬁous; to
complete this process the methods of issue analyis and the
comparison of issues with circulating stock should be put in
hand. Similarly, the staff should be encourdged to report on
any need expressed by the readers or wHich is revealed as a
result of their own ohservation. AN/

At this stage sufficicnt experiente of working conditions
shonld have been gathered toljustify an index of readers’
subject requests and interestsFull use should be made of the
information supplied, and eontinuity should.be maintained
by following up all req@ests, When a reader asks for a book
on a particular subjéct his request should be satisfied, but
that, alone, is not‘s%cient. He should be shown the position
of the subject reprefentation on the shelves and in the catalogue
so that his futlwe selection is made easier. Another file should
be set up of gocieties, groups and clubs. Leaders of such groups
should ‘be approached and co-operation established for the
supply of lists or for the organization of talks. These may be
give® by members of the library stafl to the group, or by
{idividual members of the group to users of the library at the

Branch. ) o :

Such activities will undoubtedly reveal wecaknesses in the.
stock which will have to be rectified. Similarly, there will -
be other sections where weakness will be suspected. In order
to provide for the known defects, and to check on those sus-
pected, arrangements must be made for a test loan from the
central library. This will involve the return of certain books
to central, and the selection of these will be governed by the -
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observations made from day to day during the examination
of stock, Care must be taken to ensure that subjects of proven
.interest are not. deprived of representation during stock trans.
fer, Any book that has been in demand, but which has fallen
into disuse, should be transferred, but it should be replaced
- by another dealing with the same subject. Observation wijl
soon - demonstrate whether subject representation is still
required at that point, _ O

Given a revised stock, with facilities for constant observation
and replenishment, some thought may be given to its gxplGita-
tion. One of the best methods is by means of the display used
in conjunction with a book list. The display paligy should
be thoroughly organized. It is not sufficient to{put on an odd
display, here and there, and hope that sanie benefit will be
derived. The whole stock should be taken)and systematically
displayed over a period. Each displdg’should be retained
for two or three weeks and the use ofthe books observed during
the period of the display and for Sotne time afterwards. By
this method it is possible to disgover which are the popular
subjects and which subjects can be popularized if sufficiently
exploited. \\

Duplication of lists, Joth for specific subjects and in con-
nection with displays’,’&hould be practised and there is no
reason why such lists should not be enlivened with lino-cuts
printed with a{cploured ink. A weekly annotated list of
additions shguldl also be considered. A general list issued by
the centrallibrary would be useful, but such lists are usually
selective\i}ihd the annotations, if included, are too concise.
The latge number of accessions dealt with leaves no alternative,
yetadhis condition does not apply to the branch. A monthly
¢duplicated list is within the capabilities of most local assistants,
and such a publication can produce far-reaching results in
drawing together staff and readers and in spreading knowledge -
of stock additions, '

Such Hlists, together with organized displays, will soon prove
their value, but assistants should not be allowed to forget that
the library itself constitutes the chief display. Individual
tronghs of books can have little appeal if the shelves them-
selves are marred by books out of sequence, or in need of
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‘binding, dusting, replacement or discarding. Littered counters |
.and tables, and notices hanging awry, do not speak of efficiency;
‘no amount of publicity can overcome such obstacles.

A

- this question can be answered the i

“The branch librarian can avoid such handicaps if he makes
a habit of walking around the library, with a critical eye, at
least once each day. Slipshod methods which are overlooked
through long familiarity may frequently be noted in-this way.
As examples of such details, note the pen available for public
use. Is it really usable? Do the staff themselves use it? Are

" inkwells allowed to run dry or become coated with sedimént?

Are tables allowed to remain ink-stained? Does the sying-door
close completely or does it remain slightly ajar, allowing a

draught to penetrate? Arc the springs of selfglosing -doors
efficient and correctly tensed, or Is it necessaly, te exert undue

force to open 2 door? *Are notices removed\ mediately they
become out of date, or are they allowed{to remain- until space

- is required for other posters? N

All of such faults can be found 3t different times and at
different places, Only a. watChful eye can prevent their
occurrence, and this is very aii;’ccésary,f for their incidence can
give a bad impression that“is out of all proportion to the

; degree of the negligencelinvolved.

The general routizenaf the service will, by this time, have
provided informagiort regarding the readers and their needs,’
and plans will/have been made for their satisfaction. The
staff will havesaken the initial rush of registrations in their
stride and«.’}ﬁﬂ have made good the defects and weaknesses
revealed\“When such needs have been satisfied, the branch -
Iibra.ria}n is in a position o look ‘around for new readers, For
this\purpose a guide to the library will be required. -Some
mention of this has been made and, if sucha printed gmd'e is
available, it should be used. Otherwise, a duplicated guide,
though less effective, is suitable. '

What are the best methods of attracting readers? Before
brarian must know who _

Accordingly, he should
bership. -He will find
le who live nearest 10 -
f approx-

his readers are and where they live.
pin-point on a map the density of mem
that greatest use comes from those peop
the library, and that use tapers off after a distance 0
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imately a mile. But, before taking any action, he musg
have a clear idea of obstacles to library use. These hazards
prevent people from using the service, and all efforts
will be wasted if potential readers are opposed by such
obstacles.

The following are typical hazards:*

(1) Busy roads and crossings. : .

These will materially affect registrations. They are fousdh
to constitute a very effective barrier, particularly in the.case
of children and old people. S

(2} Poor transport facilities, « N B

Where transport does not exist on a particylariroute the

~ density of registrations thins out perceptibly @fter approx-

_ imately a halfmile. In other words, only & keen reader will -
take more than a ten-minute walk for his books. On the other
hand, door to door transport tends@>increase the library:
range to rather more than the mile ;a&ms given as the average.

(3) Lonely and unlighted roads‘and open spaces.

The reason here is apparent.end is found to operate more
especially during the winter.d€ason. Roads that include dark
or lonely railway arches at*any part of their length can be
included here. 24

{4) The existence ofx\a central library or larger branch.

A larger, more\ representative, stock will always attract
readers. It is affallacy, widely held, that circles can be drawn
on a map tw'Show areas of service. The arca of a branch,
which is theoretically circular, becomes distorted because of-
the atk@:é‘fion of the central. The other factors, here men-
 tioned, Wil also play their part in changing the area of scrvice,

. so.that the final area cannot be stated, except approximately,

~without the aid of a survey.
" The following factors are now available:

(a) Location of registrations, and

(b) Obstacles, . _ '
~ The next step is to go through the list of streets in the area,
taking 2 radius of one mile from the branch. Note those

* areas where registration is weakest and check against the

~ obstacles. If the poorness of registration can be explained by

* These facts have been frequently stressed by Dr. E. Savage.

£
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. an obstacle there is little to be done immediately. If the known

- obstacles fail to solve the problem there may be an unknown -

obstacle responsible, and this aspect must be checked. But,
if no obvious cause can be discovered, the need for special
attention ‘to that strect or area is apparent.. This method must
be followed until the whole area has been covered, street by
street, )

Efforts at publicity should be focused, in the first place,
upon those sections of the district where registration is podf),
for no known reason. Results are likely to be most satisfagtary
here. Areas handicapped by obstacles should then be tackled,
and the attempt must be concerned with overcomig these
barriers. Precise methods depend upon the obstatle to be

_overcome and will, therefore, vary. If for example, it was
found that a busy crossing was preventing cl@dren from using
the service it is possible that representation to’the police would
result in special supervision at that poiht) Attention to these
details can increase the effective area of a branch and should,
therefore, be of concern to every, assistant.

The purpose of the survey piiist be maintained throughout
in order to avoid the tendency to branch off along subsidiary
lines of action. The chicf@oihts of inquiry shonld be:

(a) to examine the .{{ésént provision in order to estimate its
adequacy, N : S

(6) to indicatgyin which direction and to what extent
further provisiof'sould be made, and o :

(¢} to assi&t:iﬁ deciding the type of provision required. -

The materials of the survey are facts. Opinions have their
uses, since informed opinion may lead to verified fact, yet
Opiﬂi()i:i'é,s such should not be used as the basis for develop-
et} _ o

Xn impartial attitude is required, and all facts should. be
separately examined and critically assessed. Such an unbias:ed\
attitude is particularly important when facts are to be in-
terpreted, for it is extremely easy to adopt a point of view and
to ‘make the facts conform. This can be affected without
deliberate intent by allowing the significance .Df some facts
to be increased by unwitting bias and by permitting other facts
to be decreased in importance. Because of this human factor
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it is advisable for the interpretation of facts to be judged by
an impartial agent.

The measures taken will ensure good coverage of residents
* ‘within the area of the library service. The next step should be
to concentrate on business concerns in order to contact those
- people who work in the area but live away from it.

The best method is to compile a list of the firms arranged,
in groups according to trades. A card should be made for
_ each firm, and on this should' be recorded information €ou- -
_cerning the number of employees, names of contacts,/detils
of previous attempts at co-operation, and so on, 'I'h:g:s:é: cards -
should be filed in classified order of trades so that they are
automatically linked with related books. \ _

The staffl manager of each concern shepld then be ap-
proached and a personal interview arranged. The secretary
of the local Chamber of Commerce aor Kotary Club will some-.
times prove helpful in this connectioen’ The interview, when
obtained, should be kept as short a5 possible, and should be
concerned with facilities whichi™he Iibrary can offer to the
management, The information service is an obvious topic of
interest, as also would be 2 list of books or pamphlets on the

" particular trade concerfied. A selection of the books them-
selves, taken along for.personal inspection, might well have a
decisive effect in olﬁaming the support of a businessman in a
scheme of mutugl£o-operation. .

Such a lisg"might well interest the manager more than the

- craftsman,/for every employer is concerned to ensure that his

workmemreach a high standard of efficiency. It may be-true;

- as is sometimes said, that a list of books on his trade is not 4
gredat inducement to a craftsman, who prefers to spend his

leisure in pursuits not connected with his daily work. This~
tay well be the case, as a general rule, but the policy of pro-
viding the specialist list should still stand; the initial list is not

 directed particularly at the craftsman, although his use of it

- would be encouraged. The list is compiled to gain the favour

of the employer and to prepare the way for subsequent co-
operation in the form of general and special book lists and the
display of bulletins and posters. '

If sanction is obtained for the display of publicity gnaterial,'

.
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a small wooden tray should be provided to hold the bulletins
and application forms. This should be provided with a
~sloping back-board to accommodate a 15 in. X 10 in. notice.
This smalf item of equipment can be made for a few shillings
and well repays its purchase. It serves to attract attention and,
at the same time, prevents the untidy scattering of library
literature which might well cause prejudice in the mind of a
shop manager. = Further extension will depend upon 'the
degree of co-operation established, but efforts should be made;
to provide small exhibitions and displays during the wofkers’
Janch periods. : EEEPN. _
Incidentally, these trays should be used for displg"}f in’ other
places, such as clinics, labour exchanges, dentistsand doctors’
waiting rooms, shops and showrooms, They should, of course,’
be constantly supplied with current matesial, and any pub-
lications that have become out of datelshould be removed.
This is an important point becausethe display of an out-
dated bulletin, for example, gives\afl impression of extreme

inefficiency. Ay ]
A good poster for display infactories can be made by pasting
the front covers of illustrated *periodicals on to a blank sheet.
Periodicals appcrtaining{to the trade and those of general:
 interest should be combired 50 as to extend the range of appeal.
Such posters candhave a good effect, for. there are a large
number of pegple who read periodicals but do not read books.
These people could be attracted to the library to obtain the
periodicalg,,,;}f they are displayed in the lending library, as
Suggestedz\Va’nd the back: numbers filed on the lower book
shelves, \every opportunity is given for the spread of interest
. to baoks. R |
_Farther publicity should be sought by the display of posters
ot all Council space. There are usnally facilities to be obtame_d
for the asking, and space can often be found on Council
hoardings, notice boards and vehicles. A local Press advertise-
ment would prove a good investment at this stage, .for the
purchase of space could lead to further free advertisement
in the news columns.” A 4-in, double column ad}femsemeqt,
‘announcing the reorganization of a branch, would - cost
approximately £8 for a single insertion in a local newspaper.
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But, in addition to such paid publicity, a write-up of the
revised service could confidently be expected if the matter
is broached in a tactful manner and suitable copy is supplied.

Any attempt to contact the local Press for the first time
- should, preferably, be made in the summer months. Local
social events are likely to be less numerous at this period, so
that the editor will be more favourably inclined to the prospect
of the insertion of library news. Obvious openings are narratife.
lists on topical subjects, holiday reading, and the preparation
of summer dishes for the housewife. Essential current tews,
such as the availability of tickets at holiday resorts andMacilities
for increased holiday loans, would probably earfi“Space and
would serve as an introduction that, with persistence, might
lead to the opportunity for continued pubfigity throughout
the year. ) O

If the interest of the editor can be séeired, the library will -
have obtained a valuable Opportunity}i'or contact with a host-
of the unregistered population. Therlocal Press has a weighty
influence, for it is usually readiwith greater care for detail
than the national news-sheets.S Wt is read by most of the adult
. residents, and can convey €3 them the full details of the needs
and facilities of the lbrary service.

All activities will ,pi"’e\ride material for free publicity in the
local Press, The%story of an organized campaign and its:
results would, itfelf, be a news story of local interest. Activities
of group mepmbérs would similarly appeal. The contribution
of book netes” would probably be considered the prerogative
of the céniral library staff but, if this is not so, the branch
libraxian'may have an opportunity to exploit the feature.
~_Ghildren using the service can assist by taking home publicity
¢miaterial and, in some cases, by the display of small posters 1
ground-floor windows. Other methods may be suggested
" by local conditions. Thus, in some places, it is possible to”
obtain slide advertisements in cinemas and, where this is the
case, the method should be adopted. The tendency to-day s
for the slide to be replaced by the film strip. Such strips are
‘provided by the theatrical advertising agency at a fixed price
per foot. This medium has an advantage over the slide because
a definite period of advertising time is guaranteed.
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Leaders of sections, such as clergymen and.secretaries of
societies and unions, as well as heads of schools and evening
institutes should be visited in order to obtain their goodwill
and assistance. Much valuable work can be done in this

- direction, but it must be cffected by a personal visit; letters and
circulars are a very poor substitute, A series of talks should be
planned for schools and for youth groups, such as boy scouts
and girl guides. Talks should be centred around the pre-
domiinating interests of the groups and should be directed
always towards linking those interests with the use of books,\/)

While these experiments are proceeding the stock provasion
should be closely observed so that its suitability car he'assessed
for the demands being made on it. Full use shoyld)be made
of the information provided. Nor is it sufficiefit'to wait for
demand to be expressed; attempts should be tade to discover
- needs by means of investigation into reading‘habits. For this
purpose the method of issuc analysis\and stock examination

~ should be used. The index of readers’ ifterests should also be
in process of compilation and, ’J.ai'er; as the publicity drive
produces results, the area of seryice should again be examined
in order to determine wherc.fubther efforts are required.

Later publicity shouldrbe concentrated on the arcas of
continued poor responseNbut, before any action is taken, an
~ attempt should be 1 'd€ to discover the reason for the lack of
response to the initial drive. Thus, it may be that the stock is
deficient in cerfdin respects and, if this is the cause of poor
membershipin-a particular area, the difficulty should obviously
be remoyedbefore further publicity is attempted. ]

Chjl,d‘l;eKrf should not be forgotten. The tendency to-day is.
for control of children’s work to be concentrated in the hands
Of\b;ﬁe'person, and no complaint can be made of this. -Yet the
“Branch Hbrarian, can help, especially by the provision of
parents’ collections and by the training of children in .the use
of facilities, He should concentrate, also, on retalmiig 'the
adolescents, and he will be assisted in this aim by the efficient
exploitation of stock and by the use of group lecturers. -He
should make every effort to discover the interests of his young
readers and to relate these interests O the lectures and the
books., If he succeeds in this he will do more than increase the
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) eﬂ_icicncy‘ of his branch; he will be contributing something of
" value to the whole library service. '
Difficulties will arise, especially in a one-room branch,
for in such a building it is impossible to make adequate pro-
vision for children. . The chief difficulty lies, not with regard
to space, although this is usually a problem, but with the
necessity for reducing the amount of noise. An adult lending
Library disturbed by the chatter and bustle of ‘children {s
intolerable; on the other hand, children must be allowed."a
large measure of freedom. Complete quictness in a_javenile
- section is unnatural and, probably, impossible. | For this
reason, glass screening, taken right up to the ceilinig, is to be
- preferred. This will probably mar the appearancde’of the room
and will throw out the halance of proportiot, yet the sacrifice.
~ to practical use must be made. O -
Separate provision is very desirable stlten juvenile activities
are contemplated. The children’s hbﬁry is not the place for
_entertainment, as such. It may bé hecessary to provide some
form of attraction, but it must favé a purpose behind it. The
right books must be providédy the desire to read must be
encouraged, and the metheds of getting the best value from a .
Jibrary must be demonstrated. :
© Story periods are, j’u?tiﬁed only when they are designed to
introduce childrerito reading material of value. The telling
of stories has ufidoubted entertainment value, but librarians
should not be'Concerned with that aspect except in so far as it
~ furthers their’purpose. The ultimate aim should always be a
- relevant(fattor; little of permanent value can ever be achieved
‘ _unlegs’%c action is directed according to a pre-arranged plan.
Jndged by these standards, much story-telling is a complete
o~waste of time. This is doubly unfortunate, for the medium can
be a most valuable instrument for spreading a kmowledge
of literature. When properly handled, and presented after due
preparation, excellent results can be obtained. -
 Children should he encouraged to develop those activities
that lead to increased knowledge of books. For example, 2
~ cuttings collection could be compiled. The used weekly
periodicals and daily newspapers could be made available
for this purpose. Items from such sources could be cut out,

/
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mounted, catalogued, classified and cross-referenced by the
children. Many mistakes will occur, but there can be no better

method of teaching the technique of book arrangement; =

After a time, projects could be initiated to supplement. the le
by means of material copied from reference books, Other

library games to ensure use of the file in answering queries .

" should follow as a regular feature, Such efforts in the juvenile
section, together with corresponding efforts in the adult,

department, should have a cumulative effect and result in)

increased membership. C

~ An influx of members will preduce new problemsyor it
is one thing to enrol a borrower and quite another to keéep him,
Continual exertion must be maintained to assist“Yeaders by
means of personal attention, good book service\and displays.
This period is probably more difficult thansty earlier stage,

“for the branch is on trial before new and cpitical readers. Acon- -+~

sistently high standard of service must be aintained, and atten-
tion given to such details as thespeedysalisfactionof book requests.
" Another much appreciated feature is the file of book, film
and play reviews. It does ngtioften happen that a review
appears at the appropriatgstime for reading the book con-
cerned or for seeing the play or film, The review is often in
advance of the event, §8 that the file is readily used as being a
meansof linkingreviewand eventattheconvenicnceof thereader. .

Unused tickets §iguld not be allowed to accumulate, they
can readily enpygh be posted to their owners. Similarly, at 2
later stage, application forms not renewed should be extracted
from the.b’hefowers’ register. A special letter and a form for
renewalwshould be sent to the people concerned.

Librarians would do well to study the arrangement of the
stock) at Luton’s Stopsley Branch. Normal Dewey order has
been discarded and factual works are grouped around six
H{ain sections—Travel, Biography, Practical Books, History,
Literature and Art, Philosophy and Religion. g

Set in the shelving, amid each section, there is a large -

- Notice-board, which serves as a display base for jackets, posters
- and lists relating to the section. Dewey notation is retained
within each section, each of which is providéd with a separate

alphabetical index of subjects.
N

g
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In an interesting article on the branch, Mr. F. M. Gardner,
Borough Librarian of Luton, states: “This arrangement, apart
_ from breaking the monotony of longrunsofshelving, isintendedto
focusinterestonthenon-fictionsectionsand giveadditional colour,
“In the children’s library, a similar arrangement has been
followed, with separate sections for older and younger children,
. “No attempt has been made to provide a representatiye
stock, and the whole of the stock is non-permanent, form’mé\
part of a general circulating stock for all departments otitside
the central library, Emphasis has been placed onpractical
books, travel and biography.”* A

The pattern here is extremely fluid. That is a.good feature
which could be followed in all small branchés®” Small units
must be entirely practical, and must b¢ sufficiently flexible
in stock and organization as to react swiftly to the require-
ments of public demand. Failure in{this respect tends to be
serious, for a branch that has begn\fried and found wanting
cannot easily regain the confidence™of its public.

Methods described have bgen treated from the point of
view of the needs of a new b’;‘ar}ch or of a reorganized branch.
All are applicable to the System as a whole. It is, however,
preferable to adopt alsingle library, such as the central or a
branch, as the unitdor the administration of forms of extension
that can convcngcgl\tly be handled in this way. Where each-
‘branch has_itsewn literary circle, and where each branch
librarian is ri;s\ponsible for his own book lists and local publicity,
there ariges’a spirit of competition and friendly rivalry which
bringﬁs&ﬁt the best in each individual. This reacts to the
benefit of the system.
m:’\",'[‘he_ chicf Ybrarian should, naturally, approve all projects

< “before they are put into effect. Such matters would appear
“on the agenda at the weekly meetings of departmental heads, -
thereby enabling a variety of opinions to be assessed. '

" The librarian should himself be responsible for. the larger

schemes that involve the whole system. But the. shedding of

minor responsibilities will enable him to give more ime at

attention to his own problems,” besides encouraging his staff

and developing their initiative and abilities. "
_ * Library Association Record, 1048. pp. 243-244.



CHAPTER XIII _
FURTHER DEVEL‘_OPMENTS

+~HE opebing of a branch should strengthen a system by
providing new contacts with the community and greater’)
ppportunities for service. Branches also bring incréased
responsibilities and problers for the librarian, especighy ‘with
regard to the provision of stock to satisfy local requivements.

The efficient distribution of staff becomes essel al, -and in -

order 1o facilitate smeoth development the\position of the

‘branch in the hierarchy of the system shgu be firmly estab-

- lished at the outsét, . 'S L

 Ideally, a branch should be’ regdrded neither as an -in-
dependent organization nor as a padr relation of the central
library. It is an active limb of ‘the system, representative of
" the system, and designed to perform a service on the spot that
. could not be carried oupds effectively by the central acting
alone.  If the signiﬁc”ahce -of these facts were thoroughly

appreciated, and given their full value by both branch and

central personnel, there would exist more harmony in relations .

generally and>gteater all-round efficiency. - Clo-opération is
required as ayell as competition; there must be co-ordination
between v’\aﬁgﬂi’branch and its central and between the branches
. themsel{es. : S
Tllé,‘branch librarian has an important part o play in such
ascheme, and the valuc of a keen and tt_‘us'twort}iy ass;is‘tant;m_
tharge can hardly be over-emphasized. By his efficiency, by
his willingness to assist and to balance his preferences and
prejudices against the needs of the system as 2 whole, he can
make it possible for his branch to be raised to 1i8 ng_htful
status in the hicrarchy of the service. _
Always he should rémember that inefficiency or slackncss
on his part will result in direction being taken over by thf:
central authority, with a consequent lessening of the power

195
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of the branch and deterioration of its usefulness to the local
community. No librarian of spirit and initiative wants to be
governed at every turn by regulations that prescribe Iis
actions under all eventualities. Yet freedom from restriction
carries its obligations; such freedom must be won by proof of
. reliability and retained by consistently competent behaviour.
A chief librarian is responsible for the administration of the
‘whole system, and he is entitled to demand that liberty.of>
action shall result in greater efficiency, leading to better
service. A wise chief holds the reins loosely and allows'a wide -
margin of freedom. Yet, when once the control has been
tightened, it is often difficult to allow its relaxation’, Confidence
betrayed leaves a residue of suspicion and mistrisst that is not
casily eradicated. \/ :
-As systems grow in size, and the amoiint of extensional
activities increase, the librarian normalfly finds that more and
~more of his time tends to be taken wp by administrative duties,
leaving less and less time for his hasié function of book exploit-
ation. Eventually, there come§a time when an increase of
administrative duties involves‘the sacrifice of a measurc of
bibliographical activities. ~3* '
This is to be regrettedialthough it cannot always be avoided.
When, however, choice is possible, and administrative duties
can be shared with'a'subordinate, this course is to be preferred.
It is sometimes(said that the librarian should be an efficient
administratorfirst and foremost. It is difficult to agree with
this view for“the administration and routine of a system has
no meafithg and no value apart from books. If the librarian
is qn%ministrator, he must have capable book-men under
him3*it may then be queried whether he is much else than a
¢“manager, Every librarian should resist the encroachment of
too many administrative tasks. Such details should surely be
left to the clerks. . :
. So many problems remain unsolved that no time can be
wasted on non-essential matters. The urge for a better service
in the immediate locality is an obvious priority, yet the librarian .-
should always remember that all efforts directed towards this
end are stages in the battle for better provision throughout -
- the country. ' There are arcas in this country with library
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services that are well below the standard required for efficiency.
Little can be done about this because each local authority is
completely independent of external pressure, even should this
_exist. But although external pressure is negligible and lacking
in power, there yet exists an internal force of great potency
in each district if only it can be harnessed and directed.

This force consists of the will of the people. Local authorities
can ignore cultural, educational and moral appeals, but they &
cannot ignore the united demands of their rate-payers, - Thag,
is a fact which all librarians should ponder. If the electors’
demand an effective library service there is no doubt\that it
will be provided. : AN B
-~ Will such a demand be made? It could be, b ‘enly if the -
electors feel the lack of the service and feel it strengly enough
to translate their wishes into action. This can happen if men
and women in a poorly-served area have’{b}lsis of comparison,
‘and this is provided wherever tickefs between systems are
inter-available. R NS :

If one of the systems is demohstrably better than. the
- other, that fact will inevitably‘be noted by those who use both
services. The reaction may het be immediate but, in course of
time, the effect must sifely be observed. So it is that an
efficient system can gct as an esample to demonstrate the
benefits capable of, achievement. -

Every librariamy/and every assistant, has an opportunity
to take part if\fHis struggle; each should regard himself as a
fighter in tlie twentieth-century crusade against ignorance,
inferior Jibrary provision and the glorification of exclusively
materidlistic values. The expenditure of public money on an
inefficient service is an extravagance that can never be justified.
{On'the other hand, an efficient library represents an cconom-
14l tool of direct social service that will spread its benefits
throughout the community. : S .

Tn order to demonstrate the value of the service it is necessary
_to extend its wse to the widest extent and, for this purpose,
extensional activities have their value.” The more ambitious
methods, such as general lectures and documentary film
shows, that involve the.accommodation of a large number of
people, will be confined to the central library., There are,

3
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however a number of other features that are Well suited for
development at branches. Specialized lectures to small groups,
literary circles, exhibitions and musical recitals are examples.

At the outset the principle should be established that these
activities are subordinate to the primary function, which is
the supply and exploitation of books. It is possible to go
further, and to assert that they are employed solely in order
to increase the use made of the book stock and to attractfhe
unregistered into the library, - Oy

Librarianship is concerned with the written ang spnnted
record. That has always been its purpose, and any attempt th
extend the function to include other features, sur‘h as gramo-
phone record collections, television and ﬁfms should he
supported by more than the wish on the gart of the devotees
of these activities. An extension of funcﬁ%ns cannot be justified
when the basic function is still incompletely developed nar
when it involves the sacrifice of bouk, provxslon or of service to
the public.. .

- The basic task of 11brar1ansh.1p has yet to be completed.
The task consists in provldmg an effective book service for the
community. A social semee ‘which can claim to serve no more
- than 25 per cent. of thie.population is hardly in a posmon to
branch out into frésh fields. The problem of book provision
has not been solveﬁ\ It is, however, in danger of being shelved
in favour of ofber clevelopments which are concerned with
cultural activities,

Aet1v1t1es\ may be cultural, worthy, and in need of prop-
+ agatiohy\ but it does not follow that Librarians should adopt
and propagate them. We are not universal providers, nor are .
wéequipped to perform such a role. Public librarics have fio .
“Sharp -definition of purpose, such as exists for specialized
libraries, so that care is required in order to avoid the spreading
of resources too widely. Dilution must surely follow ‘unless
special measures are proposed. .

If it is suggested that the scope of the service should be
extended 50 as to include other activities, it is essential that the
development should be accompanied by separate financial
provision. In addition, sufficient trained staff should be
appointed who would be able to organize and carry out such



.

. in(;l;&a,é'd within the complete scope ¢
 Siticé resources are limited, we find that cet

~ to avoid the frittering away of resources
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~ yentures without detriment to the ‘primary bibliographical

function of the service. A realistic attitude must take account
of the fact that the librarian is the servant of his autherity. An
instruction to develop the cultural services cannot be ignored,
yet it should not be accepted until the need for extra resources

~ bas been strongly urged. : o - :

- The librarian can concentrate on doing one thing well, or
he tan dissipate his energies and do several things badly. In
the latter event he creates no credit for the profession and adds)
‘nothing to assist in the development of culture. - LiBearies
represent one part only of cultural eguipment. Thedlthrarian
should concentrate on the task of ensuring that hisgptribution
in this feld is sulficient and adequate to stand)@p 'to the most
searching scrutiny. This cannot be achievedf resources are
overstrained in an ambitious attempt to céper ground which is
outside of his legitimate sphere. Therevare limits to the pur-
posesof a library;there are limits to thé bapability of a librarian;
no good can arise from an attempg 10 6verstep these boundaries.

All activities. of the system exitér into the process of building
a library’s reputation and of defining its place in the ‘scale of
social agencies, Since this\s so, 1t follows that every project
undertaken should be\eapably performed and should be
recognizably relatedite library practice. ' - -

It is noticcabl ¥hat activities vary from system to system
according to $iz€/ Tesources and the opinions of those respons-
ible for thesformulation of policy. In many cases, functions

" and punQQ‘sés seem to be vague and undefined; nor 15 this

surprisify'since few, if any, systems can encompass all activities
f present-day practice.

tain activities are

adopted by some systems and neglected by others. This must
be very confusing to members of the public who find, for
example, that Systen A will loan gramophone records to
individuals, System B to societies only, while System ( has no
collection at all but provides free film shows. o

A’ distinct bias can be traced towards certain activities, yet

common agreement between systerms is very necessary 1t order
d the expenditure of

time and energy on features that yield little profitable return.
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Such irregular devclopment is not beneficial to the service, yet
the responsibility lies as much with -authorities as with llbrar- “
ians. No library budget is adequate for its purpose, far too
many authorities mistake parsimony for economy and fail to
realize that economy connotes wise spcndmg rather than blind
frugality.
. Even the basic prlnc1ples of book provision can comman&
no general measure of agreement, and the controversy of light
versus standard fiction and of fiction versus factual works
still rages. Second thoughts on l1brary problerns appear to be
- affecting pohcy in America and, in this connecttopysignificant
-material is provided by the pubhcauon of The Dibrary’s Public
by Bernard Berelson, Dean of the Graduate lerary School,
University of Chicago.

The Library’s Public was published undf‘)' the ausplces of the
- American Social Science Research Goimall and made possible
by a grant from the Carnegie quporanon It represents a
section of the findings of an Inqumy, set up at the request of the
American Library Association,,to investigate the basic issues
and problcms facmg the_ A,merzcan Public Library. It is
described as “an orgamzcd summary of all that is now
smentlﬁcally known abjout the use of the 7,400 public libraries
in the United Sta sf’

From an exam»m\uon of the results of research 1nvest1gat10ns
between 19304 and 1947, Dr. Berelson finds that one-fourth of
the adult populatmn reads one or more books per month, that
one in ten adults, and one in three children and young pcople
use th \pubhc library as often as once a month, Of the books
read'in the United States the public library supplies about one-

“f‘ourth As a source of information the public library has little
A r’eahty for most people, while the better educated use the
library to the greatest extent,

- These facts lead to the conclusion that the pubhc library
should use its resources to serve the “‘serious” and ““culturally
-alert” members of the commiunity; the present tendency to be
all things to all men should be avoided. In other words, the
" lines of communication have been over-extended and provision
has been spread too widely and too thinly, so that in no piace
has it been adcquate
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- What does thié mean to 1_:he British librarian? Is there any
lesson to be learned from this survey and the facts thereby

presentf:d?

Of the significance of the survey we can have no doubt
since its prime object was to answer the question: Who are the
people who use public libraries, and why do they use them?
This question, although posed for the American librarian, and{
discussed with reference to the American people and the
American scene, must still concern the British librarian; for
his problems of supply and demand will likewise be witally

. affected by his clienttle. Any facts, therefore, whichcan be
gained, or any conclusions which can be drawn{’should be
studied and used for the benefit of his serviced()" )

The conclusions of the report may or may'et be the. correct
interpretations for the American sceng/3We do not know
whether similar implications would hesvalid in this country.
“The remedy proposed is to cast off all but “serious” readers

" and s0 conserve resources. Before'stich a drastic step is taken

the question should be asked: Would it not be better to con-
solidate by shedding some ofthe extra activities that encroach
on the grounds of the ed@eationist? o
In this connection itis rather interesting to note the tendency
here for librarians iq\divide themselves into two schools; those
interested in the{bapid development of: extensional activities
of ail kinds,>@dd those who insist that the business of the
librarian isswith books, The former spread their nets widely
and drag(fo their sphere much that rightly belongs.to the
educationist; - the latter have no objection to these activities
as_siich, but regard them as being outside of the library’s
) 'fqhi\:tion.' The danger of such extension of activities lies in the
dispersal of forces and the consequent weakening of _baSiC
provision. The warning has been voiced here many times;
will the experience of America have its effect?
Tt is this distribution of resources among the actual and
potential readers that forms one of the basic pr oblems for .5.111
responsible for library policy. The difficulty of just and equit-
able provision cannot be overcome by ignoring a section of the
public nor by pandering to the taste of the intellectual few.
The librarian must play his part in solving his local problem

e
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by setting out to discover the people who are using #is. hbrary
.and, especially, he must contact those who do not, Some of
_his readers will show no return in terms of intellectual credit,
but some concentration on the needs of the barely literate is
still necessary, not for the sake of issues, but because the satis.
faction of their reading demand is a social necessity and a moral.
respongibility. The provision of the books required, in th_cizj
rightful proportion “is as legitimate a part of the lbrary's®
function as is the satisfaction of any other claim which  may,
with full approval, be made upon the service. <)

It is becoming increasingly common to hear it stated that
reading in itself has no value. This is so nearly trug\asito make
it difficult to deny. Perhaps it would be moreicorrect to say
that reading is a habit that has vast potentialities for good, if
properly directed. Therefore it is a habit)which should be
encouraged, irrespective of its present {hie to the individual.
Present value may, indeed, be neg}igi}iﬁe for any one person
but possible, future, value may he‘enormous. The habit of
reading may not be particularlysiportant as an end in itself,

- butit forms a very good means{er the acquisition of knowledge,
and encouragement in its“deévelopment should be liberally -
given. The librarian shguld attempt to ensure, that the means
are adopted so that tht; ends may be attained.

It follows that th\&e must be a purpose behind all prov1510n
If reading is to, Belassessed on its value as a mental stimulant
much. must dépérd upon the benefits derived from the exercise.
Value can bg,6btained from both fictional and factual material,
and. books Jof any kind are to- be welcomed that assist in- the
develepﬁient of man and that make a contribution towards the
Wei{aré of society, The issue of novels is often considered to be

(Ofless importance than the issue of factual works, yet this can
srely not be substantiated. Tt is impossible to generalize, on
. the merits or demerits of a broad group such as fiction; each
item must be considered as an individual contribution and its

- value assessed according to its content.

Any scheme for developing adult education through books
and reading comes up against the problem of reading habits
and, consequently, of those factors which determine ard
1nﬂueng_c reading tastés. Before the attempt is made to elevate
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standards of reading it is necessary to discover whether taste
#s capable of improvement and, if so, by what methods. What'
are the factors that cause one person to prefer good guality
literature and another to refuse anything but the easiest forms?
The following are suggested as relevant factors: - :
Titelligence; education; envirenment; amount of  leisure;
temperament; other intercsts; access to matetial; background
experience; desire for self-improvement, either cultural, social-

N

. OF economic, _ O\
Intelligence - ' : . (O

Intelligence in an individual will, usually, affect the quality
of his reading, for the person of average intelligenceds unlikely
to be satisfied with the crudities of sub-standard Jiterature for
any length of time. In any community t éxstandard of in-
telligence among individuals will vary wi{cl?; so that provision
must be made at all levels.. Ot '

Education : RN L :

The remarks concerning intelligence are applicable with
regard to education, althoughtto a more limited extent. Enjoy-
~ ment of a full education does not necessafily lead to the form-
ation of good taste, butifencourages its formation and makes
it possible. The librqiy can assist those whose education has
not been completed; an adequate service can reveal the way
towards self-edugation.

Environimeni~ . _ . _
The \e\{?éc't of environment onr develophment neceds 16
emphasis. Sociologists have stressed again and again that early
infifiences have powerful formative qualities. Any attemnpt t0
nullify the effect of past environment rust rest with .tgu.z
individual, aithough the library service can do much to assist
by ‘the use of its resources. Present environmental influences
can be partly combated by the provision Of_ necessary aids,
such s study rooms, book and periodical services.
Leisure . ' ' .
The arhount of available ieisure operates ma
direction. Ample leisure does not necessar

inly in a single

ly compel the
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urge for sustained or better reading, but scanty leisure can be
a powerful factor to prohibit the use of any material that
demands mental effort, A tired brain cannot concentrate, .
and so is not able to cope with literature that demands a con-
tribution. from the reader. Little can be achieved in such
cases except to provide material of suitable quahty to arouse-
interest and quicken curiosity. _

Q.
Tempemmen!

The causes of individual temperament cannot be spemﬁcéﬂy _
stated, for they spring entirely from all the aspects of dharacter
and being. So far as the librarian is concerned, his-duty is to
make wide provision so that all types shall be catered for;. this,
after all, is merely another way of stating that/provision shouid
be based on the needs of the 1ncl1v1dual

. o
Interests ' N\

Other interests form 2 fluctuating’ attraction throughout
the life of each individual. Duxipg the adolescent period, in -
particular, other activities are eXtremely potent in attracting
away library users. The remedy, which can never be com-
pletely effective, must He primarily in the provision of adequate
training in the ]uvenﬂe\hbrary and in the schools. So far as
the adult is concerned; the only method to adopt, to combat
the pull of other, drgé*sxons, is to make the library as attractive
as possible; to prowde a clean, up-to-date and varied stock,
and to illustrate, by display and other methods, that self-
interest dem}mds the use of books.

Matmai

N Ackess to material is not a strong limiting factor in this
\ cbuntry Library coverage is almost complete although very
thin in some places and of doubtful quality in others. But, on
the whole, a reasonable service is provided which should
increase in efficiency as public opinion is awakened to the
value of libraries, A point to note is that complete access to
material does not necessarily follow from access to books.
Stocks must be analysed and revealed, readers must be assisted
'before the finll benefits of books can be CIl_]OYE:d '



- Experience

- the thoughts of the world’s best

- _fcmain hidden unless revealed by the acti

"l%qrgry has an important part to play in this s
{ofithe difficuliies encountere
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The .individual intent upon improvement has every oppor-
funity in the pub-lic library where reader guidance is featured.
In other cases, it is to be feared that the injtial impctus towards
development 1s allowed to become stifled in the complexity
of material, so that early enthusiasm is damped and eagerness
dlscouraged. No impediment should be allowed to stand in the
waylof the questing borrower. = Where reading courses are

rovided, all books required for the completion of the course 1
should be made available at the appropriate times.. An
enforced delay during a set course can easily result m‘ﬁs

abandonment.

3

Background experience has 2 powerful-inﬂﬂéﬁbe upon the
type of material read, for reading is the shaying of an exper-
1ence b_etwecn author and reader. All svorth-while Iiterature '
_makes its demand upon the reader, yct the value to be derived
s correspondingly great, and is considerably enhanced if the
circumstances described fall within the orbit of the readers’
own cxpericnce. Lack of suchiexperience is a limiting factor.
Only.ge.ncral provision can help here, for onc of the methods
of If_"lﬂdlﬂg experience i vitariously, through the use of books.
This fact should lﬁ'\ﬁtfessed and assistance given wherever
necessary. - \ T .
Self-improvemetity” : : _ . .

The desfrer for improvement will' be both governed and
restrictgtl™by most of the preceding factors. Yet, if the urge

is sufficiently powerfisl, most obstacles can be overcome. The
phere, for many

d by the sceker after development
t the adsistance of a hook stock
The experiences of others, and
brains, are available for the
+ thig material must for ever
ve librarian. .

¢an l?e reduced in effect wit
that is made readily available.

man searching for knowledge, y¢

resent the total of the influences

. These factors may not rep
ve alt important and

that go to form reading habits, yet they &

il
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operative. Some attention to their effect is, surely, part of the
librarian’s duty '

A difficulty iz all cases is to ensure that the reader chooses
‘at his own level and not at a lower grade. Left to his own
devices, an individual often tends to choose the easy way and
to read well below his capabilities. He should not be coerced,
naturally, but every attempt should be made to awaken th
“self-interest; the way should be made easy for him to read 4t™
the best possible standard, Effective stock, displays, gradua\ted'
reading courses, book lists and adequate personal assistince
are the methods that can be emploved. : « \

Nor need the librarian be chary of delving into fhe)question
of reading habits. The importance of assistance to'readers has
been rightly stressed, yet little effective work®ah be performed
unless the factors that govern reading tastes are understood.
There are many obstacles to be overcopdein this work; no two
readérs are quite alike, the problem of 1gch must be separately

" assessed, But that after all, is one off the attractions of hbrarian- '
ship. - RN

Far too litdle attention hasiBeen given to the question of
_reading habits. To be thorou:ﬂhly effective it would be neces-
sary to conduct wide swieys of both readers and non-readers.
It is easy and decepm%ly simple to wish away the need for

+ teading surveys. ‘Svch investigations, by their nature, can
never be complefely conclusive; nor do they pretend that their
resufts .can serve other than as a gencral guide for future
development,~Because of such limitations they lend themselves
readily 6 the supercilious witticisms that often take the place
of thod :

The human factor wﬂl always intervene to ‘prevent the
swg.::vey from being spcc:ﬁc in its conclusions. So many pcoplt,
confronted with a questionnaire, or interviewed by an investi-
gator, tend to allow fantasy to colour their replies and to state
‘what they think is expected of them. Moreover, the care and
detail required often appear to be a waste of time in view of

- the meagre results obtained. Yet, although imperfect, the
method can be used to advantage, provided that its hmltatmns
are known and taken into account.

Such efforts to increase the extent and value of the service
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given . to  existing readers should bé accompanied by con-

tinuous attempts to widen the circle of library users. Every .
- Hibrarian should be concerned to increase the number of his
readers, and one of the best means to achieve this is by. contact -

with groups. To this end, every library in the system should
make full use of the index of organizations, groups, clubs and

churches within its area. ‘The assistant-in-charge should

approach the leader of each group and offer the resources of
the library to assist with plans and activities. Library stocks
are frequently left unused by default; groups that couldiand

" would co-operate omit to do so because the library seérvice

does not come under consideration. CON _
People who belong to -groups can sometimes. e persuaded
to put on exhibitions and help in other ways\taspread the use

of the library, A particularly useful method js in the personal
recommendation among other members oftheir organizations.

' But the service must be worthy of récemmendation and must
~ be able to live up to a personal introduction. _
Co-operation with groups capibe effected by means of book

talks given by members of the staff, The assistant concerned .

' should take with him a selection of books likely to appeal to

the audience. These bodks should be passed round, preferably

before the talk, sin e any point made concerning the value of.
(l:h’ies of the library, will carry more weight

books, and the fasi
if the audience have seen and handled the books in question. .

After the tal%” the books should be available for issue to - '

“any personavhose name appears on the register: of electors.
_ Registratipn forms on the spot will settle most difficulties,
while those people requiring guarantors will, usually, :
group leaders and other local members are willing to act 1L
(s capacity for people known to them. Books issued by such

find that

tethods should be returned to the ibrary in due course by the: .

readers concerned. Further loans should then be made in the _

- usual way.

This method can be remarkably effective. Peo
pamphlets telling of the virtues of the library and the advan-
tages. of membership, yet .they will not take the necessary

- Steps to enrol unless prompted. to do 50 by some special. factoi;i
The handling of a desired book supplics this factor of awakened,

ple may read: -
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~ self-interest, and is usually sufficient to overcome the inertia
of apathy. - -
Issue on the spot is important in every case. It is very
irritating to pick up a book that intercsts, and then to dis.
cover that issue is possible only from the library, which may
be some distance away. Assuming that sufficient interest is
aroused and sustained to make the visit an actuality, there
remains still the risk that the book may not be immediatelf,
available when required. Dozens of potential readers can he
lost in this way. D
When speaking to a special group, whether it be, dguvenile
group or a circle of business men, it is as well @ yemember
that words used must be appropriate to the sething, for any -
words spoken without due regard for theNaudience can be
misleading in the extreme. Particularl{ does this apply to
library terminology. ‘‘Non-fiction” ig/as” inconclusive term,
“factual” is better; “open-access” com&&s little, while “closed-
access” is a contradiction in terms.(ASsistants sometimes speak
of “fiction” and “non-fiction’” tiekets. They should be warned
that “fiction” tickets do not exist, and that “general” ticket
is the correct term. Such efaphasis is not pedantic, for readers
have been known to assime that “fiction” tickets may not be
used for factual worksy " Clarity and simplicity are essential
on all occasions wl\e%;’facilitics or technical and semi-technical
processes and setyices are being described to members of the
public. " : o
Book talk$uio groups have a habit of developing into more
formal £ lectures, and difficulty is sometimes experienced
beca@e’&éf the limitation of the library’s resources. With
cargphibwever, too great an emphasis on specialized topics can
b€ zvoided, and the sessions made to conform to a sufficiently
general pattern to attract an interested audience. In the
preparation and presentation of these features much assistance
can be obtained from bodies such as the National Book League,
the Arts Council and the Central Office of Information.
When co-operation with local groups has been well estab-
lished, attention should be directed to the possibilities of poetry
. and play readings. Interest in such features is intense rather
- than wide and. they are, therefore, especially suited for the
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club- atmosphere of branch lbraries, Not. least among the
virtues of such activities is the fact that attention is drawn to

‘the lesser used, yet valuable works,

" A similar venture is seen in the operation of the Critics'
Chub. | Each. member, in turn, reviews a book and other

. members are invited to express their opinions. The routine can

be varied by the selection of a particular author for study.
Onc member gives a general appreciation, and this is supple- {
mented by a discusston on particular aspects, contributed b
others belonging to the circle. With both the Reading Circie’
and the Critics’ Club the value of quality in reading is stressed
and discrimination encouraged.- KON h
The discussion group is another activity that caniferve as a
valuable means of bringing together people a¥d) introducing
them to books. Such groups require efficien®\drganization if
interest is to be aroused and maintained but’they are, never-
theless, valuable aids in the devclppmcn%of a library service.
A service that is well within the séope of all systems is that -
which provides for the delivery amd collection of books for
those people who are bedriddenbor physically incapacitated. -
Such people are not always dble to.persuade others to collect
books for them, and often.de not care to give trouble by asking.
too often for favours. Avregular weekly delivery would be a
benefit warmly apprediated: - 5 .
All Librarians she Irlﬁ pay special attention to the hostels and
hospitals in the @réa. In such centres people form separate
Ccommunities,and, in the majority of cases, are widely separated -
from thejr/families and friends. The nurses in the hospitals,
and the bipsiness men and women in the hostels, form groups
to wl;iéh the public library could make a powcrfu_l appeal,
Quife often such people are thrown much on their own re-
Sources and might welcome the opportunity afforded by the
library service, An approach to the Matrons and Super-
visors of such establishments would probably result in per-
mission being obtained. for the display of bullct.ing and other
material. The bulletin display tray would prove 1s v.aluc here.
A development which. might- cause  the hbl"a_nan some
uneasiness is concerned with the spread of television and its
increasing demand on the spare time of the reading public.
o -
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The gréiving popularity of television might result in a decrease
of purely recreative reading, especially’ of the lighter type of
material. - It is, however, doubtful whether this visual form of -
entertainment will ever seriously threaten the use of books for
educational or cultural purposes. Action portrayed on a screen
cannot be held up while the viewer meditates or takes notes,
- neither can the picture be turned back, as a page, for reference
to former description. : N
Television can instruct but cannot record. So far a3 the
reader in search of entertainment is concerned, the shedium
Vitself has little significance; that medium, be it hoek, radic -
- or television, that offers the greatest diversion will“be chosen.
For cultural and educational purposes the printed and visual
mediums are not competitors, each can sypplément the other.
So many possible means of development might cause con-
fusion, yet this need not be so if the librarian holds fast to the
fundamental purpose of libraries .afid* measures all decisions
against that standard. Then he (Wil not be swayed to take
extremist views on such problems as the provision of light
reading material, but will realize that such provision, .in just
proportion, is necessary forflthe fulfilment of his social duty. .
"~ He will further realizé\that his duty does not end with the
purchase of books. (“Books of value must be analysed and
displayed; books of lesser value must act as the vehicle for the
use of those of @reater value, In other words, stock must be
exploited and{readers assisted, not in order to achieve more
reading fonjts own sake, but to encourage the development of
more ¢ritical and rational standards of thought. For a library
is a sgetal force; it must retain that function, and every action,
evely activity, must be designed to carry out that obligation.
o~ Cultural and educational aspects are the basis of the service,
but facilities must be extended to all and not confined to any
particular section, By broad and catholic provision many’
will be attracted who can make little use of the greater part of
- the stock. The librarian is concerned with these people 25
much as with those who are pursuing courses of study. His
duty must lead him to assist all readers to seek their own ful-
filment. He must, therefore, guide and assist; he must provide
the pill and the sugar—but not all pill and not all sugar!

0o



o

FURTHER DEVELOPMENTS _ arI -

From this it follows that the librarian must so- administer
his service as to utilize his forces to the greatest advantage:
A skilful use of the facilities of his branch libraries can assist
- in this respect. Branches should he used as active outposts
of the system and not, as is often the case, as deposit stations
or as hiding places for the less successful assistants. The
branch library has a very real part to play in the development
of 2 successful system. In order to ensure that the greatest
benefit accrues to the service, the work of each branch must he
co-ordinated and blended so as to fit smoothly into the pattern)
of the whole. Branch libraries must; therefore, recei\fé‘:thcir
due measure of importance in order to play their allogted roles.

What, then, is the future of the branch? Theprogress of
centralization, the ban on building .during the gvdr years and
after, the movement of populatior, and national and local
economy measures would all appear to havegontributed towards
2 decrease in the influence, prospects and'status of the branch.

Classification and cataloguing probeésses are performed at

the central library, as also is bogk-selection in many cases. -

The building ban and the destrliction 'of branches have, left a
deficiency that cannot be made good for years to come. The
movement of populationzand industry has played havoc with
the siting of existing branches, so that the present lay-out of
* many systems is enfirely unrelated to their immediate. needs or
future possibilities S
. However, thig’;gloomy description gives a distorted view,
and does not'répresent a true picture of the future of branch
l_ibraries\;’The facts recited are correct, but they do not con-
stitute anMinsuperable obstacle. -
Loeal*branches to-day are inn process of change in all systems
wliere the administration is forward-looking and efficient.
\The centralization of processes has set the branches free, ar}c_l
this freedom can be utilized for the practice of librarianship
in its essential forms. No longer are branches regarded as
isolated and separate establishments within a system; instead
they are moving towards a position in which they have the
- function of vital representatives of the system, demgnf:d m
purpose and in stock to serve the special needs of a particular
locality. :

Q!
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Personal assistance to readers is developing, and it is abcepted
that this work can be very satisfactorily accomplished at the
branch.,. For this reason, too, the tendency is to augment
branch staffs by trained assistants,

All of these factors point to, a definite conclusion. Tt js

clear that as this progress continues the branch will assume an

even increased status in the system. But this increased status
will be accompanied: by its own particular responsibiligés

. The branch must be worthy of the respect paid to it; the seryice

offered must be such as to make it a valuable amenity’iithe
eyes of the public; staff must be able to build a tradition and
maintain it. _ O

TFor these reasons branch librarians must he{éfficient and

keen, interested in their work, and regardJit) not only as a

vocation, but also as an avocation. Only by disinterested and

—

willing service to the public, and a gbfitinuous and critical
self-analysis, can these qualities be qtta\a'hcd.

The librarian’s share in this development is evident. He
has control of the whole system.3He can direct and encourage
the members of his staff and.frain them so that they become
capable of performing theirduty to the community. He can

" assist them to achieve adbalanced scale of values, so that they

s

become capable of assessing the importance of books and
reading as a contribution towards communal welfare. His own |
training and enthusiasm will constantly be tested in the task
of co-ordinating’ the various endeavours and blending them
into a common tool for the improvement of his service,
Such.progression will demand strenuous exertions, yet the
toil will'iot be without its compensations, The reward of such
labofte will be revealed in the creation of an instrument fitted
in(gvery way to fulfil its allotted ‘purpose in the service of
miankind. . :
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HE librarian determined to increase the influence exerted &>
by his system will inevitably turn to publicity methods, <
The function of the tool is to assist'in conveying information’
-to predetermined quarters, and methods adopted, will' be
governed by circumstances and objectives. ~ . 4N\ ¥
The small system will not be able to indulgc&_'é expensive
campaigns, nor is this desirable for the chief’ material of

"+ publicity lies in the service itself. If a seivice of excellence

is provided the problem resolves itself into’that of spreading -

the information where it is likely to bewelcomed.” o
For this purpose the librarian sheuld visualize his com-

munity as being composed of a series of groups, as follows:

(a) General readers. \)

(b} Societies and clubs. : . o

{¢) Social groups, such’ as housewives, gardeners, people
with hobbies.\\ - '

(d} Students. A\

(6) Adolescenits:”

{f} Schoqichildren.

These \83:8‘1?5 overlap, and a reader may belong' to several
of thesé\categories. Each class presents a separate problem o
thatitis necessary to concentrate on each in turn. .
\':Méntion has already been made to various forns of ex-

t

fisional activities, and these can be “organized according to

the programme devised. But perhaps the most direct weapon
consists of the library bulletins and book lists which can he
specifically directed to any selected target. Thus, group (¢} can
be provided with selections of--recommendf:d baoks, b‘oth
fiction and factual; groups (5) and (¢} with aPP{OP“a'F‘} ._
subject lists; group (d) with Lsts- based on the subjects o

213
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~ study; groups {¢) and (f) with suitable lists of authors and with
subject lists on hobbies, sports and careers. _

Occasional lists are to be preferred rather than regular -
bulletins. A monthly or quarterly bulletin must be issued on 2
‘certain date, and it may not always be convenient or desirable
to publish at that time. The same amount of money devoted
to lists can produce results equally as effective without com.
mitting the library to the tyranny of the calendar, Periodical™.’
lists can be brief or lengthy as the need dictates. .

The design and execution of covers for bulleting and \ists
is an expensive item if blocks are to be purchased. Accplzd\mgly,
layouts have been included to demonstrate how the-problem

~has been tackled by various systems with the hefpof designs
not requiring the use of specially prepared blogks,

Such designs can be most effective and are éapable of much
variation. Covers here reproduced are ifeltded, not because
they are necessarily the best efforts oftheir kind, but because -
they represent typical examples of inéxpensive designs used by
tibrary systems to-day. R\ : '

‘Many systems are limited bysfinancial considerations where
printing is concerned and,, eonsequently, are forced to rely
on duplicated lists and bulletins. The appearance of such
work can be greatly improved if a printed cover is provided.
Sufficient covers can‘De’ ordered and printed at one time to
serve for a year’s supply of bulletins, and this bulk buying will
reduce the individual cost of each item.

Such a COXeL) designed to avoid the use of a specially pre-
pared blogk,‘will give a finished appearance to the duplicated
interior/ext, so that the production, as a whole, need be little
inferie,* and much less expensive, than a bulletin printed
thréughout in letterpress. - _

S The production of lists should be followed by a detailed
- plan of distribution. Batches should be sent to the secretaries.
of groups who might be interested but, in addition, as many
service points as possible should be secured. The librarian can
usually obtain permission for the deposit of material in the
electricity showrooms, clinics and welfare centres. It should
also be possible to arrange for display in the waiting rooms of
doctors - and dentists and in some factorics and offices. In
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addition, each branch librarian should make.a point of estab-

lishing good relations with those readers who are shopkeepers,
nd so obtain permission for the deposit of bulletins and lists

on shop counters. . .
Local circumstances will affect the number of show-points

" available, but the greater the number the greater the effect..
There cannot be too many if the service is to be made widely

known.
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YOUR LIBRARY _ o
wm== People living in to-day's world must learn.
facts fast. For without facts there can be no action
—without action democracy cannot flourish.

wmes Books in the library can help you to be ..\
informed as is shown by the selection of news ,
items and their related background reading. ¢ :\

BACKGROUND OF THE NEWS\
PERSIA ON ROAD 70 RUIN: Mr. Moreison.

' Buck, P. Asia 'antbdéﬁ_focracy B
Payne, R. Jdurnéy to Persia .

Roberts, ¥, Story of ail
Suratga.rg 0. [sing in the wilderaess

AN ELECT!ON IN OCTDBER Sunday Trmes

: Aﬂfcle. o

¢ *,\ Birch, N. The Conservative Party .
" Cruikshank, R. The Liberal Party

v O Jay, D, The Saciafist case .
2" Joad, C. E. M. Principles of parliamentary
A\ _

W democracy

- Atem

"Background

item

Background

#

Jtem -=—~e:—-—-— WE HAVE NO ALTERNATIVE BUT TO
A STIFFEN QUR DEFENCES. Mr. Shinwedll.
B“Rércund Gunter, John. Behind Europes curtain
O " Hart, B. Liddel- Defence of the West
\ ) Lippman, W. The cold war
Padelford, N. Contemporary inter-
national relations

"THE LIBRARY IS YOURS—USE IT—TELL OTHERS
~ ABOUT IT |

(Current Affairs Poster, Figure 8)



~ If you Like Books

by

Pearl Buck -

Monica Dickens

Gilbert Frankau 2
Naomi :Jacob \\ \
Cecil Roberts S
Nevil Shute >
&
“" H. E. Bates
i*\\*:\;g\ Geoffrey Househoid
AN Sinclair Lewis
O P. H. Newby
Upton Sinclair

C. P. Snow -

try

(Display Poster, Figure 7)
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Registers, 12
Accidents, =28
Js:‘t‘:{ccluurﬂ:s, 15
olescents, 34,
Adult educat?c?n,sgz
Advisory Service, 82, too

. Aids to readers, 49, 57

Application forms, 18

Basic stack, 151
Betting, 135
Binding, 22
giacicklisting, 18
ak lists
Bodks 5% 75
Infected, 39
InsPcctmn 44
Lettering, a7
Readability, g7
Rencwal, a8.
Repair, 26
Reviews, 147, 193
Selection, 136, 146, 201
Borrowers' register, 18
Branches
Central, and, 195
Extension work 197
Fittings, rz1-
Purniture, 172 s\
Reference service, A2, 16\
Staff, 32, 40, g5, 102, 1741105 .
Stack, 152, 171
British Broadcasting Gorporat:on, 77
Brigish National Bibliography, 148
Browne, chargm;v\methads, 15
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Business hausgesy ™~
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Indexy 28
Pampbict Collectlon, 154
Lzbhafy service, 95
gaWs, 128

Catalogues
Children and, 59
-Digcards, 23
Filing of cards, 36
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Sectional, 120
Use, 57

Chitdren

Branches and, 191

Classification, sg

Displays, 79

Lectures, 54

Nursery collections, 63

Story periods, 192

Work with, 63
Christopher, H. G. T, 14
Circulating displays, 78
Circulation of stock, 157
Classification, 5%
Complaints, 51 R
Current affairs d:splag,\;ro‘

0

Damages, 133
Defaulters, 18
Diaries, =
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oA\

N
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Dickman, ¢ha mg methods, 16 )

Discards, 23
Displays, ok
Citculating, 78
o, Cralt, 74
NBurrent affairs, 70
‘anon, 77
Fittings, 123, 173
Industries and, 18
Palicy, 68
Recommended books, 6g
Windaw, 45
Duplicates regisier, 71

Enguiries, 27, 41, 50

Exhibitonz -
Tndustries, 96 189 .

Extension activitics, 197

Fiction

Displays, 77
Subject arrangement, 63

Fiim reviews, 153
Fines, 12, 19

Fire drill, 28
Fittings, 121
Furniture, 172

© Gardner, F. M.,

194

Groups and societies, 74, 207
Guiding, 124
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Hobbies, 44, 51, =z Reading (continued)

Heliday guides, 78 Habits, 202
& 7 : ‘Standards, 62, 137
Industries Surveys, 146, 187, 206
{lo-operation, 60, 188 Receipts, 12, 15
Exhibitions, g6, 189 Reference service
Information service, 164 Branches, 42, 161
" Infected books, 3o, 134 Co-ordination, g7
Information service, 46, 164 ‘Industries, 164
Internal publicity, 56 Regulations, 11, 19, 37, 128
Issues, 13—15, 154 Renewals, 38
: : Replacemenis, o3
Lectures, 54. o Reservations, 16, 21
Lending library, 65 Routines, 1t SO\
Lotteries, 154 ' : K™
Luton Public Libraries, 193 . Shelf Registers, 12 QO
: Societies, 74, 207 0
. Newspapers and publicity, 100, 189 Specialists, g6, t4B. N
Nursery collections, 63 Staff’ ¢* O
. . Branch, 32,,49,'05, 102, 174, 195
-QOverdues, 19, 132 Conductpge v
. Control, ‘104
Pamphlets, 67, 164 - : Directives, 106
Parents’ collections, 63 Dis¢ussions, 106, 110
Penge Public Libraries, 14, 63 JDfities, 116
Periodicals, 65 ¢Grdduates, g9
Play reviews, 193 ¢ “Manual, 114
Pool stock, 158 A2 “Promeotion, 111
Posters, 35, 47, 189 »8 ©  Readers and, 30, 49
Printing, 59 R Reports, 27, 112
Processes, revision, 11 SN\ Specialisation, 94
Public libraries Va Suggestions, 110
Adult education, Bz \ Training, 102-114
Business houses, g5 ,{ ) Transfers, 11
Function, 198 ™
Publishers, g5, Stock
Readers, g0 () Basic, 151
Use, 186 £ {77 Branch, 152, 171
Public relatiofis)3o Circulatng, 157
Publicity, 4786, 177 Co-ordination, 97
Cinemés), Yoo Development, 140
Co-%ination, 56 Evaluation, 140
Intemial, 56 ’ Inspection, 44
Press, 100, 189 Pool, 158
{N" Registers, 12, 25
“\Readers Representative, 151 -
\ /  Advisory Services, 82, 88 Revisien, 67, 155
Enquiries, 27, 39, 43, 51" Rotation, 158
Guides, 176 : Use, 67
Hobbies, 44, 51 ' Stocktaking, 44
Records, 18, 179 Stery periods, 192
-~ Staff and, 30, 40 - Subject lists, 55
eading
Aids, 459, 63 Turntable counters, 123

Clourses, g1, 100
Guidance, 2, 82, 150 Withdrawals, 23
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