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Chaptexr 1

INTHODUCTION

This Rreliminsry Staff. Menwsl for the Gloucestex

County Collgge Libyary was prepared at the request of Mre.
Velma Kolesgar, Direotor of Libraxy S8ervices, It was

planned to serve as a basis for the Staff Manual to be
developed when the Library moves into permunent quarters
in the College Centaxr, the construotion of whioh is

gschaduled for oomplsation in late 1970,
THE PROBLEM

It was the purpose of thls projeot to prepare a
Library from which future manusls ocould be developed as
the need arose. It inocludes information about each depart-

ment including a sunmary of scope and functions,
IMPOKTANCE OF THE PHOJECT

At the present time stafl consists of the Direotor
of Library Services, an Assistant Lidrarian, an Audio~
Visual Libdbrarian, a Seorstary, a Lidbrary Techniocian, and a
frequently changing corps of four or five student workers.

With such a limited staff, working about thirty-five hours

1



p;r week each and fifteen hours per week each for the
students, keeping the Library open fifty hours per week,
it i8 often necessary for each person to be able to
perform efficiently in all areas of Library operation.
Therefore, it is necessary foxr everyone to understand the

responsibilities and procedures for each work station,
PROCEDURE

The information for this projeot has been obtained
through review of the limited literature avaliladble on the
subject. Furthermore, a request for a sample oopy of the
staff manual was sent to the twenty-six New Jexsey Junior
Colleges.. Of the twenty-six, sixtoen replied indicating
no manual ourrently available and one sent a copy for
exanination, A number ssnt Student Handbooka whioh did
provide soms lirited useadble information.

Basically, howaver, the Kanuul herein attaohed is
the result of tha combined efforts of each person our-
rently a part of the Gloucester County College Library
staff, Those who were more directly conoemed with a
gilven urva ware conferred with regarding the operation cof

that area (e.g. the Teohniolan handles thoe periodioals so

*Appendix A for liet of New Jersey Juniox Colleges)
Appendix B for sanple copy Af letter sent; Appendix C for
sample of thanks letter sent,



she was referred to as authority in that area).

' The overall manual was reviewsd by the entire
staff., It was then accepted and approved by Mrs. Velma
Koleszar, Directox of the Gloucester County College
Library. Coples have been given to each member of tho

professional staff{ and also placed at cach work station,
SETTING

Gloucester County College is a two=yealr community
college offering voth transfer and terminal programs of
great variety. The chaxrter class entered in Septemder or
1966 with 60C students. The Spring 1969 semester enrolle
ment expanded to about 700 students. A six-weeks 1969
Summer Sarsion enrclled 350 students. In September of
1969 the enrollwment was inoreased to approximately 1000
students,

Facilities temporarily lozated in The Barn inoclude
Student Personnel Services, the Book Store, and approxi=-
nately 15,000 square feet on the firsat flooxr devoted
alrnost entirely to the Reference colleoction, periodiocals,
end reading arca of the Lidbrary. The Seoretary's offioe,
the Library Technlecian's office, the Assistant Librariant's
of fice, and work area are also on the first floor. The
second flooxr contalns stacks for some 10,000 volumes and

office space for the Director of Lidrary Services, the



Audio~-Visual division coordinator, and the ciroulation
desk. The remaining second floor area is used as & work
area for the Faculty.

“he 1969~1970 acadewic program is belng oconduoted
In tha Deptford Township Senior High School With the
exoeption of the Physical XEducation olasses whioh are held
in the Morongahela Junioxr nigh School, Naturally, those
classes axre scheduled in the late afterxrnoon and evening
when the township school day is finished,

The College Campus is situated on a 27C-aore farm-
site in Doptford Township, Gloucester County, New Jersey.
Constyxuction of the Campus has progressed in a generally
satisfactory manner. It is expected and planned that the
insiacotional Center and the Physiocal Bducation Center,
which rouses the hea%ing and power plants, will Le avall-~
able for occupancy in July of 1270. The Student Center,
in wihich the Library will te located, is scheduled for
conmpletion by September of 1970,

LIMITATIONS

Thers were four clearly defined linitations placed
upon this project.

i. Only the procedures as now pravticed in the
tenporary quarters were to te inocluded,

2. Professional terms used are in keeping with



the amerlican Library Assoclatlon Glogsary of Library
Terms prepared by the Edltorlal Committee Subcommittee of
Library Terminology, E. H. Tnonpson, Editor, 1968,

3. 1t was deemed that loose~leaf form would be
most practical so that additiors and/ox alterations could
be convenlently made as necessity might indicate,

k, No information with regard to the Audio-
Visual Division would be included as that manual is being

prepared by the Audlo-Visugl Division Coordinator.



Chapter 2
REVIEW OF THE LITERATURE
PURPOSE OF REVIEW OF THE LITERATURE

In view of the advantages to be obtaingd from the
knowledge as to what, other libraries are doing with
regards to Staff Manuals, it seemed appropriate to examine
the literature available dealing with this subject. This
exanination was focused on the findings of others in oxrder
to profit from their findings and research of others in
this area of endeavor.

There was a very limited amount of materiel from
which to oitain information, hardly more than a page ox
two in any one gilv:n s>urce. Generally, a paragraph or
two was more likely to te found, Material avalilable in
the perlodicals was slightly more informative as thess
articles were devoted entirely to the topic, not just a
passing part of a larger whole.

This scant material was extremsly repetitious,
Every source repeated the same majJor points. These points
could be arrived at by loglcal thought without any review
of the literature being necessary.

As an additional source of infermation and
guldance, twenty-five of the Junlor Colleges of New Jersey

6



wore canvassed for samples of Staff Manuals.
TYPES O0f MANUALS

According to the Introduction of Staff Manual for

College, Glassboro, New Jorsey, edited by Miss Florence
1

Sellers, staff manuals may be of four types:

1. Inspirational whioch gives the history, poliocy,
and organization of the institution.

2., Informational which includes a gsummary of the
scope and functions of all departments, giving information
about each department which other members of the staff
should lmow.

3. Instructional which details the procedures to
be followed, This written text is often accoumpanied by a
flow-chart,

4k, Regulatory which tends to govern the operation
of the liorary.

In The Administration of the Colleze Librapv. Guy
R, Lyle states that manuals are ususlly of two types:

1. Administrative manual whioch is *u kind of

tbiblet for all employees, covering such matters as the

1

Florence Sellers, Staff Msnual for the Staff
Members of the Savitz Library of .Glansboro State Collese,
Glassboro, New Jersey, 1959, 47 pp.

m i m e ——— e —



oxrranization of the lidbrary, najor policles, proocedurs
nemoranda, perscnnel regulations, and general infor-
mation,"?

2. Departmental manual which details the pro~
cedure in a specific department and is more likely to be

found in the large college or wniversity library.
MAIN FUNCTION OF A LIBRARY STAFF MANUAL

Sheehen tells us in her excellent volume, The
Swall Collere Library,’ that a staff manual is more
inpoxtant in a small library than in a large one to con-
serve time and to insure continuity of method.

Bozone points out that writing a staff manual also
provides an excellent opportunity for the departments to
evaluate themselves with regards to Yorganization, poli=-
cles, routines and standards of servlce."4

Tauber further states that in order to expedite

the trzining of all personnel of the cepartment (orx

2Guy R. Lyle, Zne Adairdstration of the Colless
kibraxry (New York: H. W, Wilson Company, 1961), p. 204,

331ster Helen Sheehan, 8,M.0., The & »Alege
Libraexy (Washington, D.C.: Coirpus Books, 1969), p. 20.

4311113 Bozone, YStaff Manuals for Reference

Departments in College and University Libraries,”
gguarcih Libraries, XX, No. 1 (January, 1961), p. 19+.



library) whether clerical, subprofessional, or profes-
gional, manuals of procedure should be developed,
Recording these operations and procedures in
detall wilil not only assist in training but also may
lead to modifying some phase of the work by enahling
them to be reviewed in proper perspective in relation
to the activities of the whole department.>
Lyle tells us that & staff manual 1is a "ugeful
device® for facilitating the management of the library
and that by promoting uniform understanding and practice
it will contribute to staff efficlency and improve the
quality of work. Furthermore, he maintains that the
cooperative preparation of the manual affords ar. oppor=-
tunity for experienced members of the staff to systematize
and organize thelr work more effectively, to refine pro-
cedures, to eliminate duplication of duties, and to
determine responsibility. "It fixes and promotes
thoroughness,"
To further refer t¢ Lyle, a staff manual asaists
a staff member to "broaden his point of view." It not
only introduces him to the work in all departments of the
libraxry, but stresses the educational objectives of the

library, and the proper professional attitude necessary

SMaurice F. Tauber and associates, Taohnical

§§;!é2£§.$ﬂ7L$2£§£L§§ (New York: Columbia University
Press, 1953), p. K0,

6Lyle. Oop. cit., P. 8?.
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to attain these objectives.
PROCEDURE FOH COMPILING A STAFF MANUAL

Billie Bozone tells us that a manual "must grow
out of the staff and conversely, the staff must grow out
of the manual."7 Thers are two steps by which a manual
might be prepared. First is to trace the workings of a
department by following in writing the prezress of an itenm
through the stages from receipt to final disposition, The
second is to compile procedures msnuals for each depart-
nent and thenh put them together as a whole staff manual
foxr the 11brary.8 It should be a cooperative project
involving all staff membexrs,

In The Small College Library by Sheehan, she tells
ug that the staff manual should go into detail to the
extent that each new step in the process should be
explained by word or picture in such a way that someone
unfamiliar with the work can grasp the directions. The
manual should not be wordy or full of unnecessary
directions. '"The general rule for directions should be

9

short, clear and to the point.," Furthermore she

7Bozone. loc, cit.,

8Alec Ross, "Making a Department Manual," &;%;g;x
Journal, Vol. LXXIX, No. 21 (December, 1954), p. 2296,

98heehan, op. cit., p. 23,




11
recommends that the staff manual contain a collectlon of
ol the forms used in the library with a simple expla-
nation of the use of each form. Once all corrections and
modifications have been made, the chart (flow chart) can
be dravm for the procedure manual. Dougherty and Keinritz
supply ux with un excellent example of the flow chart and
the symbols to be used.lo

ical
Organization and Administration written by Strauss and
associates it is recommended that the information gathered
in the course of developing descriptions for staff
poslitions ought to be preserved in a manner that makes it
readilly accessible. It is further recommended that this
be made a part of the Staff Manual in which functions of
the library are described in terms of the duties of each
staff member, These dutlies should be outlined in detaill
so0 that there may always he widerstanding of who 1s
responsible for the various categcries of service., "This

assures uniform obsexrvance of methods once they are insti-
11

tuted.” If the staff is small, it might be preferrable
10
Richard M. Dougherty and Fred J, Heinritz,
cient ent of Library O ti (New Yorks

Scarecrow Press, Inec,, 19 v Pe 54,
11Lucille J. Strauss, Irene M, Strieby, and

Alberta L, Brown, Scientific and Tgchn%gal Libraries:
Theilx Organization and édmin;stgg;;on New Yorks Inter~

sclence Publishers, 1964), p. 26,
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not to specify who does the individual tasks but rather teo
provide a detailed outline of the various procedures only.
Manual of this sort needs to be kept strictly up~to-date;
"to facilitate revision, a loose-leaf record is recom-

mended."12

RaqUINEMENTS OF A STAVF MANUAL

According to Faul A, wWinclkler in his article, "The
Staff hanual" whlch appeared in the June 1, 1959 Library
Journal, the staff menual must present the positive side
of library work.13 in order to do this, Winckler made an
extended quotation from the thesis by ¥Faul Howard,
#Library Staff lHanuals and a Theory of Library lianage-
nent.," The major points of this quotation were that
positive aspects could be presented in the following cate~
gories: directing, ordering, controlling, supervising,
organizing, evaluating, and representing.

The staff manual must contain positive and

specific instructions about all the various procedures of

the library. "1t aust be arranged so that it will be

12Joseph1ne wedeneyer, A Manual of Procedure,"

ﬂi;;gg Library Bulletin, Vol. XX¥I, No. 5 (January, 1952),
pI ’ ]

13Paul A. dinckler, "The Staff Manual," Library
Journal, Vol. X4XCIV, No, 11 (June 1, 1959}, p. 1772,
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b,

easily and readily understood by all the staff,
manual should be concise, easily understood, well 1illus-
trated with forms and records, properly captioned, and
well written, In oxrder to have a manual as useful as
possible, a "detailed index should te included"” was an
almost universal recommendation and would be a difficult
quotation to attribute to any one writer.

Again in reference to Sheehan, the staff manual
should be carefully worked out, and in this process one
ma jor advantage is the discovery on the part of the
librarian of certain needless or repetitious steps and
processes. The manual should be frequently revised to
make sure it is in tune with current practices in the
library.

Manuals will differ in scope according to the
needs of the lidbrary; but the following parts should be
considered as basic acocording to Guy R. Lyle in The
Administration of the College Library.

(1) A desoription of the departmental organi-
zation, (2) a statement and interpretation of the
functions of the department, and (3) a relatively
complete compilation of departuental policies and
routines., The third part mentioned shouid include

policies and routines relating to such matters as
cataloging, classification, ocard oxrders, handling

H1n4.



1k
of special categories of materials, flow of material
through the department, mechanical preparation of
books, preparation of cards, filing, complilation of
statistics, etc.l
USES OF THE STAFr MANUAL
Margaret dutchins sets forth eight uses of the

16 rhey are sum-

staff nmanual in her book by that title,
marized below,

1. It will establlish precedent,

2. {t will make for a responsglible staff,

3. 1t will nminimize frictlon between departments.

k, It will promote mutual understanding and
sympathy.

5. It will make transfers between departaents
easlier and safer.

6. It will speed up the absorption of a new
employee.,

7. It will furnish every worker with specific
infornmation,

. It will afford the administration a view of

the whole system,

15

1°Margaret futchins, as quoted in "The Staff
Manuul" by Paul A. Winckler, Library Journal, Vol. XXCIV,
No. 11 (June 1, 1959}, p« 1771.

Guy H, Lyle, op. cit., p. 87,



ADVANTAGES

It would be next to impossible to c¢redit any one
writer with the following advantages to having a staff
manual for a library since they are repeated in many
sources:

1. It simplifiesa tre ..ork of breaking in a new
enployee by lndlcating the functions of his section and
its place in the department routine,

2. 1t provides a clear-cut authority for standard
routines,

3. It serves as a basis for any revision in work
nethods ox policles,

4, It serves an historical role in that it is an
indication of function at a given time.

5. It can clarify the departmental role in the
over-all library function tc¢ the departnent itself.

6. It provides mutual protection and business=~
like arrangement for all concerned in the efficient
functioning of the library.

7. It rrovides a framework in which all can work.

e Lt willl interpret the policies of the library
for the day by day routines and duties of library work.

9. It will promote efficiency by insuring proper
sequence of work, by securing uniform procedures in

routine, and by improving administrative orgsnization.,
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10. It provides an effective medium for inter-
preting the liorary to the administration and the faculty.

11. It will eliminate errors tnrough standardi-
zation of work.,

12, It will interpret the libvrary to staff and
patrons.

13, It will serve as a sound basis for revision
of work methods and policlies,

i, 1t will provide administrative officers with
concrete evidence of the activities of the library.

15. It can be ungquestionadble proof of a well-

adninlistered coperation,
DISADVANTAGES

Hesner is quoted as reporting few libraries
possess Staff Manuals; 1t is agreed that the idea is
excellent but that too few administrative heads of
libraries had taken the tiwme to produce one.

Manuals should never be permitted to solidify
departmental organizeation and procedure, "since changes in
acquisition policy, versonnel, and subject areas to be
covered, as well as the mere passage of time, may render

advisable some changes in organization and practice."l?

17’L‘auber and associates, loc, cit.
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LA staffl wanual 18 never complete; i1t nust never be
peraitted to be unchmureable law.

It must be flexible, even to format so that
revisions may be easily made and inserted and old material
resoved,

A nanual, to be useful, must cortaln a workable,
detailed index.

Tre manual nust always glow and cnange with the
institution, 2t nust face continuul and endless revision,

it naust te a practical ald with sone degroe of
consistency, continuity, and efficlency.

SUVHCAS CORSULTARD IN REVIEW
OF THE L1TSnATUULS

The following 1list is the result of careful
sere~ning or the available naterisl in an effort to cover
the fiecld of Xibrarianihlp research dealing with the use

of staff aanuals.,

1, Applied Sclence and Yechnolopgy Index

2. ERIG

J¢ Library Literature

b, Header's Gulde to TYeriodical Literature

HIFORT OF THs SUAVSY

The response froam the librarians of the New Jersey

Junlor Colleges was rost gratifying. Twenty~six junior
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colleges were contacted. Heplies were received fron
sixteen, or 64 percent, which ie¢ considered to ba a good
return.

Three of the sixteen either did not understand the
request oxr felt that something was nore helpful than
nothing ani sent along Student Handbooks. Tnhese did con-
tain sor¢ helpful information. One sent a job analysis,
including qualifications and responsibilities, which wes
very valuable assistance. Another suzgested that s
fpelicy statenent-and-job title”" mignht be rore usefui thun
a nanual, Anotriex {hought that a "Jou description was a
bettor way to outline duties."

Seven aad no ranusls at present but gave various
indications that tney "wexe in the pirocess" (thre:) ox
valting to be in new tulldings before tackling the job
ttwey, une was in the developiental stage for policies
and procedures. ano. "er had the zatarial on curds and
noped it would soon te in bool forin., Yet arnother had
departiiental nenuals that were to ve conpiled into a
raster zanuval,

Tner there were these nost interesting stateaents
by those who planned no staff nenualssi

1. “Steff suall enough that each person can learn
the uperation of each section eas‘ly,?

2, "Our operation often varles to account for the
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vagaries of the publishing field,"

3. "Kesnuals don't exist except perhsps for high
school libraries."

&4, "Orient new staff without manual by relying
on two conmpetent sccretaries who are 'walking'! steff
manuale,

5« "Only ore professional therefore manual not
needed."

1t wag felit tnat the survey undertaken was well
worth tne effort. The variety of opinion expressed in
“he retuins was nost infornative., Two libiarians
requcsted a copy of the finished Staff Manual which will
te sent slong to lhem upon completion of the current

KOYK.,




Chapter 3

STAFF MANUAL FOi THE GLOUCLSTER COUNTY

COLLE- LTBHAKY

Tne Stafl Magual_ for the Gloucester County Colleps
idbyary is herein inserted, $leasc note thut it nas its

orn vage ruxtering.

20
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PREFACE

Welcome to the ranks of Library Assistantsl We
hope that you will enjoy your work heroe and that it will
be pleasant and profitadle for you.

A library is a service oxrganization, Its chief
obJective 18 to supply the library materials ngoded by the
menbers of Gloucestexr County College, students, faculty,
and staff. 7he work that you do, whether it is out front
at the clrculation desk, o» »ehind the scenes in thre work
room, will contribute nmaterially to the uchlevement of
this goa).

We w..l neoed student alces, not only fox the Lours
the library is open, but also during tne moming howrs to
help in the ordering and processing of new books, This
Wiil give flexibillity in arranging your time. But please
remenber that wo are counting on you to nake every effort
to keep your hours as arranged.

This Staff Manual describes routines in detail,
Please refexr to it and never hesitate to ask if you are in
any doubt. Acouracy 1s essential to the smooth operation
of the 1ibtrary. Nistaskes are costly in poor service and
wasted time,

Hrs. Velma Koleszar

Director of Lidbrary Services
Kay, 1970

i1t
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INTRODUGTYION

This manual is to be used by anyone who works for
the Gloucester County College Library. With esn oexpanding
library program, there will be need for a manual to insure
uniformity of policles and procedures and to assist new
personnel with information which is basic to the operation
of the 1library.

The manual has been prepared for tie guidance of
thn staff of the Gloucester County College Library, Close
adheronce to the polioles, procedures, and instructions
pregented In it i3 essential to the efficient operation of
the library and is the responsibility of each memdber of
the stelf.,



HISTORY

The library was started on April 1, 1968 when the
librarian, Nrs. Veluma Koleszar, reported to the college
ofrice in the Mantua National Bank building in Sewell.

The following year was a period of very aotive growth as
books wore seiocted, periodical subscriptions onterxed,
rules and regwWlations decided, contacts made with
Gloucaester County and New Jersey Jjunior collegse libdbrarians,
During the summer, activities of the college were moved to
tiie farmhouse on the college property and the library was
given space in what had been the kitohen and dining rooms.
Student workers did a fine  jJob of preparing tooks for the
shelves, working on the student lidrary manual, filing
cards, and perforaing nany other services. In September,
the li2rary was noved again, this time Anto the rear of
the bara, In addition to continuing te bulld the brok
collection, students began using the lidrary, and indi-
vidual help was gilven to as nany as possible.

Nsny people deserve thanks foxr thelr assistance to
the library. 7The facultly were most helpful in prenmoting
the use of the library and in suggesting many additions to
the colleotion., The genoyoslty of ths book budget was an

igportant factor in enablling the 1lidbrary to increase its
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collection so rapidly. The Library Coummittee helped with
volicy decisions,

The second vear of library oneration was alge a
pexriod of growth. The physical space was doubled with a
part of the second floor of the barn belng given over to
a stack area for olrculating books and additional office
gspaco. Tenmporary shelving was added. The collection was
Jacreased by aliiost 200 percent, the number of nmiorofilm
rzels was doudbled, anl many esscntial referecr.ce works were
added,

‘The increaso in staff was a prime factor in tiis
growth, Mrs, Julie Salisbury dbecane a full~tine profes-
slonal librarian, and Miss Margaret Turner, a library
technioian, MNr. Robert Aoschbaok, audiovisual coordinator,
vas also added to the staff, Student workers gave
exceptionally fine service in a multitude of tasks.

A nost gratifying aspect of this second year of
operation was the doubling of oircuvliation figures as this

shews how nmuch use of the 1libdbraly was inorcased,

from the Annual Reports



FUNCTIORS OF JUNIOR COLLEGHS

A Collexe Trenster Prograi equivalent to the
lower-division curricuvle of state universities and
colleges for thosze who plan to continue thelr education at
an advanced leveli.

An Jceupastlonal Education Program for those indi-

viduals fox whom two years or less of training will give
an understanding of the community and the world in which
they llve, and which will provide them with the opportun=~
ity to acqulre speciflc skills leading to employment ox
advancemaut on the job.

A Program of Gepneral Education which provides,
through planned experiences, the common knowledge, skills,
and attitudes needed by each student to be effective as a
person, a family member, a worker, and a citlzen,

A Guidance Prozrxam which provides for vocational,
educational, and personal counseling to assist the student
in the sclection and purcsuit of a 1ife work conpatible
with nis interests, aﬁtitudes. and abilities,

A Program of Community Services, provided in

cooperation with the other educational institutions
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gerving the coruaunity, to ncet the culturel, educational,
and vocational veeds of interested people living in the

comaunity,

Adapted from the Kestudy of
Higher Education in Callfornia
and the Master Plan of Higher
Education in Celifornia - 1961




STATHMEND OF SERVICE T0 IIZRARY USERS

The prinary purpose of any library is to serve the
reading, reference, and researci needs of its users, All
authorized users of college and ryesearch lidbrarlies have a
right to expect services up~to-date and commensurate with
thelir needs, provided by competent librarians and founded
on adeguate collections whlch sre easily avallable in

sultable guarters.

1., The Collection (Standards for College Libraries I and V)

The livrary collection (books, periodicals, and
other media of communication} should be sufficiently
broad, authoritative, and up-to~date to support effactively
the instructional and reseerch prograns of the institution,
The collection should include important basic
reference worxs, as wWell as adeguate bibliographic tools

to exploit the collection efficiently.

2. Jks Accessibility (Standards V and VIII)

All materials in the collectlion except rare and
unusual works snould " 2 easily accesslibtle through direct
selection from open shelves or throuvgh pronpt delivery.

Aeference works and bibliographical tools should be



conveniently located for ready use,

For specilel needs, access should be provided to
the collections of othexr libraries through in-person con-
stltatvion arrvangements or throucrn intexrlibrary loen and

photo-dupllication facilities,

3o 1its Avallability

iaterials that clrculate should be loaned for a
reascnatle length of time after which they should be made
avallable to other suthorlzed users.

Inexpensive photocoplies of any part of the collec-
tion should be ieadily obltalnable within the liumlts of the

ugsual "“falr use" restrictions.

b, Asgistance in Its Use (3tandards, IV)

delp and advice in the use of the litrary, its
materlials, and its services should be avallable at all
times from competent professional librarians,

For faculty and research needs, this help should
extend to literature searching, bibliogréphlc conpllation,
subject area guldance, and other speclalized service as

required.,

5. Instructlon in Its Use {standards, VII)

instruction in the use of the Library should be

intezrated witn or closely related Lo regular course work



o}
and should teach the organlization of library resources and
develop skill in Une uvse of bibllographic and reference
tools. The litravy staff nay Le expected to cooperate
with the faculty in assurlug that suiltadle tralning is
offered,

Both formal and informal instructions are desir-
able and should niakz use of such alds as a handbook or
guide to the librery's resources, faclllitles, and
services; orieantation tours, visusl presentationg; and

individual considtation.

6. Physical Facilities (Standards, VI)

An adequate mumber of comfortable chalrs should be
provided in a well-;ighted, properly ventllated, quiet
atmosphere,

Provision snould be made for users to type, to
read microfilms, to listen to end view audlo~visual
materials, and to work in small groups without disturbing
others,

Studlies or carrels should be generally available
in the library building where faculty members, research
personnel, and students can work on special projects near

the books and periodicals they need,

7. Cpen Hours

The library should be open and adequate staffed



28 nany houry per veex as necessary, including weekends
and during holiday and vacatlon nerliods if required, to

serve the needs of the users,

The above statement was
approved by the ACRL Board of
Pirectors at the Midwinter,
1966 meeting. Reprinted from

%CHL News, a supplement to
ollege ggd Hegearch Libraries
April, 1966, '




LIBHARY BILL OF RIGHLS

The Council of the Amerlcan Library Assoclation
reaffirms iUs bellef in the followling basic policles which
should govern the services of all libraries.

1. As a responsibllity of 1llbrary serylce, books
and other library materlals selected should be chosen for
values of interest, information and enlightenment of all
the people of the community. IJn no case should library
naterials be excluded because of the race or nationality
or the social, political, or religious views of the
authors,

2. Llbraries should provide vooks and other
materlials presenting all points of view concexrning the
problems and issues of our times; no library materisls
should be proscribed or removed from libraries because of
partisan or doctrinal disapproval,

3. Censorship should be challenged by libraries
in the malntenance of thelr responsibility to provide
pudblic informaticn and enlighteanment.

y, Libraries should cooperate with all persons
and groups concerned with resisting abridgement of r'ree
expression and free access to ideas,

5. Tthe righ's of an individua’ to the use of a

10
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library should not be denled or abridged because of his
age, race, religion, national origins, or soclal or
political views.

6. As an institution of education for democratic
living, the library should welcome the use of its nmeeting
rooms for soclally useful and cultural activities and
discugsion of current public questions, Such meeting
places should be avallable on equal terms to all groups in
the community regardless of the bellefs and affiliations
of their members, provided that the meetings be open to
the public.

Adopted June 18, 1948
Anended February 2, 1961 and June 27, 1967,
by the ALA Council



GLOUCHSTER COUNTY COLLEGE
OBJLCTIVES OF THE LIMBRARY

1. To support the objectlves and philosophy of
Gloucester County College.

2, To cooperate with the faculty in providing
library izaterials and to collaborate in teaching functions
that involve the library.

3. To provide individual referenc. service and
blvliographic help to faculty, students, end staff,

4, To encourage the development of reading habits
that will promote an interest in self~education that will
continue aftex formgl education is finished.

5. To serve Gloucester County residents when such
service will not interfere with primary responslbility to
the Gloucester County College.

6., To cooperate with other libraries in the area
to promote better library service for everyone in need of

lioraxry materials,

12



GLOUCESTER COUNTY COLILGE
LIBRARY MATERIALS SELECTYON POLICY

The Library Committee recommends that ths following

policy statement be adopted by the Board of Trustees,

The Gloucester County College Baard of Trustees
shall have the responsibility for final rejection, recom-
mending changes, and ultimate approval of the policy
deternined by the Library Committee to be employed in the
selection and acquisition of materials,

The Bosrd of Trustees hes endorsed the Blll of
RHights as adopted by the Amexican Library Assoclation
(ALA) on June 18, 1948 and amended on February 1, 1961,
which is considered an integral part of this policy.

It is the responsiblliity of the Director of
Library Services to implement board policy in the selec-
tion of books, periodicals, pamphletg, and audio-visual
materials needed to support the curriculum, provide
cultural enrichment,, and broader hoxrizons.,

‘*he faculty has the responsibility for recommend=-
ing waterials for purchase., The Uirector of Library
Services oversees the entire collection so that the

collectlion will be well rounded,

13
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The library should strive for qualitative excel-
lence and not fov¢ umere accunulation of nmaterial,

The materlial to be acquired will include any type
of material that 1s needed for instructional and cultural
pPUrpOSES,

Priority in spending will g0 to the need for
instructionally related matexlals,

The library should acquire materials to aid the
faculty in class preparation and professlonal reading,
but thelr needs for research and study should be con-
sidered in relation to the fulfilliment of the basic nceds
of the students,

A sufficient number of periodical subscriptions
should be provided for curriculum use, general interests,
and faculty reading. Flles for back issues should be
naintaired in microfilm for reference purposes. Period-~
1cals listed in one of the indexes should be a factor in
titles to be retained. Countinuity and completeness of
sets should be maintailned,

Purchase of textbooks used as course requirements
should be avolded except where no other materials are
avallable,

Multiple coples must be justified since their
purchase prevents the acquisition of more varied books.

(Too oftén such books are used for only one semester
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because of the change in faculty or currioculum.,)

Some popular fiction should be purchased along
with nonfiction on timely subjects, The same selectlion
standards should be applied to these as to other books,

The library should provide an active, growing
collection and weeding should be a continuing process to
eliminate unused duplicates, obsolete material, and frag-
mentary files of Jjournals.

The purchase of rare hbooks should be subordinated
to more »ractioal necessities,

Selection aids such as took lists, speclalized
subject bibliographies, and hook reviews will be used in
addition to publisherst! announcenents so that careful
evaluations can be made. Selections will be based on the
needs of the students, the regquirements of the faculty and
staff, the individual merits ~f each book, the existing
collection, and the budget. Selection should »rovide
materials that will develop critical thinking, objectivs
evaluations, aesthetlioc apprecliation, and creatlivity., The
ephemeral, the consclously sensatlonal, and the dellber-
ately distorted should be avoided except where they have
acadonic validity. Coverage of controversial éubJects
should be sufficlently bread to provide ¢ balanced per=-
spective.

Standards of accuracy, objectivity, sincerity,
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readability, permancnce, and soclal significance should be
considexred in naking of selections, rormat should be con-
sidered so that wesratllity, possibility of rebinding,
legibllity of type, and quality of 1llustrations are
selec“ion factors,

Glfts of worthwhile books should be encouraged and
will be appreciated; but the disposition of gifts should
be left to the Judgnment of the [Pirector of Lidbrary
Services. Speclal housing for gift collections, except in
certain rare instances, will not be permitted since a
satisfactory arrangement fron the viewpoint of lidrary
efflciency is difficult to achteve, Gift books should te
Judged by the saune criteria as books that are purchased,
The 1library staff should not be required to determine the

value of gifts for income tax purposes.

January 16, 1970



LIBRARY COMMITTEE

I. Ainm

A, To serve as llaison between the library staff,
the faoulty, and students.

B, To funotion in an advisory capacity,
II, Objeotives

A, To advisge the librarian on problems brought to
them by the staff.

Bs 7o advise the lidbrarian with respect to the
adninistration of the college library, its rules
and polioy, and together with the librarian,
shall represent the interests of the college
1library with the faculty.,

C. 10 advise in polioy determination,

D, 70 naintain a genuine interest in the develop=-
aent of the library.

&, To share information in oxrdexr to aoccomplish our
goals,

III. Areas of Research for Comanlttee Plans
A, The 1library, whose funotion and servioes are
college-wide, needs information which the
faoculty committee can supply!
1. &ducational polioles
2, New courses

3. Polloy on purchase of books (reserve, rare,
and foreign)

4, Adainistration of college archiven

5. Library's role in handling audlo~visual
naterials

1?7
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6. Coumpilation of bitliographies in developing
coilection

7. Allocation of boox tunds to depaitments and
assistance in budget naking

5, Pollcy of accepting gifts
9. hethods of promoting student and faculty use
10, Assistance in formulating library handbook

11, Reletionship of tnhe college library to the
comaunity

Iv. Sub-comaittees
A. £fducational policles
1, Orientation of Freshian Week
2. Instruction of new students in use of librarxy
3. Instruction of upper~class students
4, Plans for Natiovnal Litrary Week
a, Bulletin boards and posters
b, &e£xhibits and ook displays
5« Adainistrstion of college archives
B, MNethods of promoting student ana raculty use
1, Public relations
2. Auanouricenents of varying inportarce to
Lepartuent Chalrman in cholce of books for
library purchase
3. vwork increasingly for the interest and
cooperation involved by use of such devices
as & monthly neuo

b, Interpretation of lidbrary services

a, FPlanned distridution of information avout
the lidrary




C.

Se

1.9
b, Persons with whom the library must work

¢, Disserinate information about library to
looal community, alumni, professional
assoclations, friends of the library

Provide serﬁices to all in the community who
#ill have ooccasional needs for lidrary
agsistunce

Business and finanoial affairs

1.

2,

R

5

6.

To help consult with Department Chairman
about costs, choices, what goes into the
budget, and how much to ask for

To help in submitting the budget foxr approval
of the Administration

To ald in meeting budget deadline

To help in the classifiocation of the tudget
categories

To help to assemble information necded for
naking estimates for the library budget

To aid in the distribution of the budget
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11,

111,

TO6B DESCHR/IFT7 /v

DIRECTOR OF LIBRARY SERVICES

Qualifications

A,

B,

C.

Haster!s degree in Library Sclence from an
acoredited lidrary echool

Five years experience in library operation and
administrative duties

Ability to work well with others

Broad Funotions

A,

B,

c.

D,

Responsible for the operation and development
of library services

Responsible for all library funotions and super=
vises the professional staff

Works oloseiy with the faoulty and adminigtra=~
tive staff to make the libraxry an integral part
of the educational and ocultural funotions of
the college

Reports to the Dean of Instruction

General Responsibilities

A,

B,

c.

D.

Develop the colleotion of books and other
materials in order to support all ourrioula,
following the guide lines set up by the Book
Seleotlion Polioy

Provide guldanoce to students in learning to use
these materials

Assist the faoculty in making maxinum use of the
collection, and in seleoting books and other
materials to droaden the collection

Rocommend tne hiring of all lidbrary employees
and direot their woxr': by presoribing duties,
assigning tasks, and establishing standards of
performance

¢/ 2)
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F.
G,
H,
I,

22

Prepare long and short range objectives to pro-
vide betier library sexvice

Prepare the library dbudget
Perform needed original cataloging
Sexrve on faculty comnittees

Attend professional conferences and in-gervioce
programs



X.

II,

111,

ASSISTANT LIBRARIAN

Qualifications

A

B.
C.

Masterts degree in Library Science or its
equivalent

broad experience in library operations

Interest in young people snd a se.se of humor

kroad Functlions

A

Be
C.

Responsibility for the operation of the first
flooxr of the library

Report to the Director of Library servioces

In charge during the abgence of the Direotor

General Hesponsibilities

A,

L.
B

F.

<
-

Supervise book processing

Supervige circulation

Assist students and faculty in use of the card
oatalog, the reference colieotion, and periode-
i.a1s

Assist in book selection

Haintaln reference collection

terve on faculiy connittees as assigned

Attend professional conferentes and ine-service
training progranas

23
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IX,

IIX,

. Co

LIBRARY TECHNICIAN

Qualifications

A, Two years of post high school training in
library work with an AA degree

B, Experiénce is dosirable but not required
Ajouracy and reliability

D. Ability to work with students

Broad Funotions

A. Responsible for library routines in the areas of
technical processing, oirculation work, and
serials

B, Report to the Assistant Librarian

C. Assist the Audio-Visual Coordinator as time
allows

General Responsibilities

A,

B.

C,
D,
B,

F.

Supervise atudent workers in technical processe
1ngi fi1ling, and unoocessioning, and cheok their
wWox

Type main entries when cataloging information is
available

Type book lists, puriodical lists, eto,
Type aultiple ordar;

fﬂd duplicate coples and continuations to shelf
ist

Place materisls on 1tserve at request of the
faculty

24
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G, Participate in staff mecetings

H, Make suggestions for the improvement of library
routines




I,

11,

IIX.

o

LIBRARY CLERK - S &C ¢t #H#7

Qualifications

A,

B,

C.
D,

Typing ability with acouraocy more important than
speed

Knowledge of bookkeeping, olerical routines, and
office machines

Acouraocy and reliability
Ability to work with students

Broad Funotions

A,

B,

Responsible for the clerical and business
funotions of the lidrary

Reports to the Direotor of Library Servioces

General Responsidbilities

A,

B.
c.
D.

E,
F,

g,
He
I.

Cheok invoices, send purchase orders and requi-
sitions, prepare bill for payment, and keep
finanoial recoxds

Type lecters and reports

Maintain files and recoxrds

Prepare monthly reports of books ordered and
received ‘

Keep personnel records and student time cards,

Cooperate with prooessing department in ordexing
and cheoking in lidbrury materials

Answer library telephone and relay caells
Supervise mail roonm

Assure proper operation of office machines

26
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J. Assist in other library depariments as needed

K. Participate in staff aeetings




I,

ACQUXSITIONS DEPARTMENT

General Supplies Ordered by Requisition

A,

B,

Types of materials covered

1,

2,

Use for LC cards, expense account, equipment,
goneral supplies, including interoffice sup-

plies such as stationery, paper olips, eto,,

of a general office nature '

Use for all expendable equipment pot
capltal 1items consldered permanent

Procedure to be followed

1,

2,

3.

hh,

5.

7

Check supply cabinet and running inventory
sheet to aee if iten is on hand, how many
are on handj if reordering is necessary,
do so

Request that requisition be filled out by
library clerk. Be sure to give her complste
details end speclfiocations

Requlisition must be signed by Direoctor of
Library Services or designated authority

Requisition yellow sopy retained by library
clexk and filed in oclerk!s aotive file

Renaining copies of requisition gent to
Businegs Office for processing

Requestor!s copy of purchase oxrder returned
to lidbrary fron Business 0fiice and filed
with yellow copy of requisition

~hen naterial is received, yellow ocopy of

requisition and requestort!s copy of purchase
order narked with date and price changes,

if any
.7729
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when b1l i1s recelved, check against yellow
sheet and requestorts copy of purchase
order; if okay, so indicate and return to
Business Office

Remove transaction from active to inactive
flle in clerkt!s vertical file for indefinite
perlod (until lack of space requires weeding
of nost out-of-date material)

II. Acquisition of Periodicals and Microfilnm

A. HMethod of selection

1.
2.

3

&,

Request by faculty

Suggested Ly library staff (often based on
student need)

Approved oxr rejected by Director of Library
Sexrvices '

If approved dealer designated by Director

B, Procedure to be followed

1.

2,
3

i,

5.

Purchase Ovrder filied out by clerk as for
books and AV software

Technicien nmakes card for Visible File

When bill is received, crieck to see if
material has been recelved

If naterial not received, write letter
about saue ‘

If material is coming in cox:i. ~ 1y, okay
bill and lndicate on Purchase Urder copy in
files and return bill to Busliiss Office
for payment

Henewals

a. Bill recelved from jobber

b, DUlrector of Library Services decided
which to continue and which to drop and

adds any substitutions or additions to
list
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31
¢c. TFollow procedure above

7. Teciinlclan keeps check on periodicals and
nicrofilm

a. Writes concerning missing coples

. be If title is recelved on microfilm, do
not try to replace

¢,. If not received on microfilm, decide if
necessary to try to replace nissing

coples and institute procedure to do so
C.e Sone regularly consulted alds to selection
1. Scott, Marian l., ed., Reriodicals for

School Livraries. Chlcago, Ill., American
Library Assoclation, 1v69

2, Katz, B1l1l, zines for Libraries. New
York, Bowker, 1969

Acquisition of books (and AV Software)

4, Method of selection

1. Requested by faculty, staff, students

2. Approved oxr rclected by Director of Library
Services

B. Frocedure to be followed in placing order

1. Check in card catalog to see if on hand oxr
on order (author and title catalog)

2. If negative above, type Multiple Order form
(three part type - see sample) filling in
completely

3. Director of Library Sexrvices or designated
authority indicates dealer and date to be
oracred
as University Press books from Abel

b, Scholarly hooks generally from Abel
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Aruitoxt provided by Eic:
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Clasa No, AUTHOR
i Lisl Price TITLE
Date
. Ordered
Edition or Serles Yolumes
| Diis
i Rec'd,
! Place Publisher Year
Dealer
Recommended by Fund Crasged Cost
i lo.of
| Coples J
;' Order
' Ne.

L.C.or Wilson Card

GLO!CESTER COUNTY COLLEGE
SEWELL, NEW JERSEY 08080
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¢. Popular books from Schnell
d. Paperback books from Schnell
e, If in a great hurry = ordexr direct

4., Clerk (or student worker under her direce-
tion) marks date, dealer, and purchasr
order number on multiple order form being
sure to print through all coples

5. Clerk (or student worker under hsar dirsc*ion)
separates multiple order fornm ‘

a. 1 copy (green) sent with purchase order

Ye 1 copy (yellow) in library oftyice file
to check against when order is received

¢. 1 copy (card) filed in Caxrd Gatsalog
checking against duplication

1) If there is duplication, determine
if copy 2 was intended

2) 1f there is duplicatinn (not
" intended) remove duplicate multiple
order form

6. Purchase Order, number of books involved,
amount involved sent to Business 0ffice
marked "Return to Library O0ffice for mail-
1ng|l

7. Purchase Order, when approved by Business
Office and returned to Librery office is
then sent to indicated dealer along with 1
copy {green) of multiple order form involved
in transaction

8e Gift books or any others not covered by a
nmultiple order form card should have
temporary author card types and filed in
Card Catalog 4

Cs Some regularly consulted alds to selection

le Periodicals




33
a, Library Journal
b, College and Research Libraries
c. RQ
d, Wilson Library Bulletin
e. Choice
f. New York Times Booi: Review
g. trade catalogs
2. DBooks
a, Julian Strest Library
b, The Junioxr College Library Collection
C. 200Xxs for College Libraries
d. Winchell!s Guide to Reference Books

e, Whaeelerts Basic Book Collection for the
Conmunity College Library

f« Granger's Index to Poetry
8. Lucas' Axt Books; a Basic Bibliography
3. Procedure with selecticn aids

a. Librarians review each of the gelection
alds (especially the perlodicals)

b, 1Initials or checks approval of n
selected tltle next to the ontry on the
ald itselfl

c. Studert worker checks those marked against
the card catalog which includes On Order
cards

d. Cuncels taose that are in the colleoticn

by marking X next to the entry on
selcction ald
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e, Cancels those that are on oxrder by mari-
ing 00 next to the entry on seleotion
ald

f. Indicates call numbers on lists from
. faculty and saves for ready reference at
Readerts Service desk (Reference Desk)

€. Multiple Order forms are typed for
remaining entries and hendled as indi-
cated in IIX, B.

D, Procedure when book order is recelved

1, Order slips caecked against shipping sllp,
invoice, or bill, depending on system of
ghlipper

2., Yellow order slip placed in front of book
80 that it sticks out of book

3. Out-of-print slips removed from order and
given to Director of Library Services for
decision

iy, Out-of=stock so marked on Purchase (Order
which 'is held to be received later

5, Not-yet-published given to Director of
Library Servicus for further ection

6. Give vlerk sll packing/skipping slips
7. Keep bills '

a. 1 copy of bill attached to library copy
of Purchase Order and marked when it was
passed to Business Office l'or payment

be 1 copy of bill processed and taken to
Business Offlce (usually any recelved
during the week are taken over on
Friday)

8. Books to technical services department for
processing




TECHNICAL PROCESSES DEPARTMENT

I. Cataloging of Books
A, Cheok boks with card catalog foxr dupliocates

1. If there are dupliocates, determine 1f they
are to be kept

2, If not to be kept, return fo Libfary Clerk
for handling

B, Stamp and accesslon those books to be retained

1. Stamp Gioucester County Colleze on top and
bottom of book page ends

2, Use stemp with address whenever there 1s
snough space

3. Use accessioning rachine to stamp number on
lining pagec or flyleaf as near to top upper
righthand corxner as possible

4, Add date of year in front of number in ink
(e.g. 70-00228)

5. Enter last number used in accessioning book
a. Date
b, Last number used
¢, Your initials
C. Search for catalogling information
1. Check date of publication

2, Search in corresponding BPR (American Rook
Publishing Record ~ Annual Cumulative)

a, Under title

b. Then turn to number given

.3.5/36




3be.

GUOUCESTER OOUNTY OULLEZE
| LIBRARY
XESSIONS
TAst W0, - LAt 1o,
JHate Uecd ~Initials Deud Initials




MONTHLY RECORD

_Date

Books
Added

With-
Drawn

Total

Cunm,
Total

246
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c. Type nain entry catalog card from thls
information (ses sample)

d. This card becomes shelf list card when
set of cards are typed

3, If not in BRPR, use other sources such as
Julian Street, National Union Cetalog

4, Check subject headings in L[ibrary Co 8
Subject Headings (books and supplementsg
0. Check subject heading on maln entry card

b. Check mark Librery of Congress Subject
Headings entry

5. Give to typist - be surc subject headlings
are checked

D, If not located in step C above

l. Send for LC caxds fllling out order
%ggplggglx; uge LC number if avallable also

scv pamnle)

2, Aftexr LC cairds are gent for hooks are
shelved in section Waiting for LC (alpha-
betically by author)

E., When LC cards are received
l. Match cards with books
2. Check subject headings as in C, 4. above

3. Check oclassiflication numbers for complete-
ness

4, Glve to typist

5, If books are in circuletion under temporary
handling

a. Recall booxs
b Handle as above

¢. When processed may be circulated in usual
manner




EN Carnegie, Dale, 1886-1955.

hi21 Public speaking and influencing men in
cz5 business. Rev. ed. lNew York, Assoclation
1955 Press, 1955,

408p. 21 cn.

1. Oratory. I. Title.

r’ SURSCRIBER NO. i I’:ﬁgl—b- SLFMA rzr? QL L. CARD NUWEER i
lt’ 232520 |13 H] ;I[ - I =‘
} - R OIp—

AUTHOR ACTION ’
(AN VoL
2

s

mLALE PUBLIVMER DATE A __
0T 1ON SERES 5 __
6 __

CLOUCESTER CO COULL/=H/2SA), 7_

o g 1, 8,014 SR ML A T TRS i U
ESOTRINRY © T T T T TR TS TR, TN T SR RN T
l LC 61t
REVY. Y. €4

FANDERINTING EONES AT FOAL.C. USE OMLY
FOULLOW SAMP (6 —Y O l 2 3 q S b 7 8 q G HAD COLE (HANGE
| 0 L Coeard Vet

USE T2 AERDFENO
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F. Speoclal cataloging procedures

1,

2.

3.

b,

1I. Typing

Newer editions of books already in Library
‘nake

a., Shelf list card
b, Author card

o, Title caxd

ds Subjeot cards

0ldex editions of book already in Library
nake

a. Shelf liut caxd
be Author ocard

"Lidbrary has!" notations %o be put on all
ocards with open entry

REF typed adbove oall numbers on all ocatalog
ocaxds for reference books {(marked on ocard
when chacking subject headings)

FOLIO typed above ¢all numbers on all
catalog cards for oversize books (28#4 om)
(marked on card when cheoking subjasot
headings)

A, Type cards (both those fron Library ot Congress
and from ocataloger) (see samples of both)

1.
2,

Hain entxy

Subjeot cards

a. Avold adbreviations except U.S.

bs Large type edition foxr sach suoch title
Added entries
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B.

C.

39
ly, Shelf list
a. Accession number
b, Souroce
0. Cost
4. Date processed

Type Mook pockets and oiroulation caxrd (see
sample)

1. Inolude accession number on upper right
cornexr of each

2. Dook pocket should be pre-atamped with name
. and address stamp

ype spine label and attach te spine % inoh
from bottom

Processing Books for Shelves

A,
B,

C.

D,

Typing cheocked for acouracy by a librarian
Shelf list cards sorted out

1. Kept in monthly shelf list until acquisi-
tions 1ist for month is publisghed

2. While in monthly shelf list file the ocall
numbers are oheoked off in Books fox Jw
brarseg as an aid to future book
seleotion

kenmaining cards sorted and alphabestized for
filing in divided card ocatalog

1. Author
2. Title
3. Subjeot

Book pocket with oirculation card in pocket
pasted in front of book

l. Right hand side, below accession nundber



3 %a.

VA
5814 69-869
M8

N35

1969

DATE DF

A i
5814 69-869 |
‘M8 N35 1969 :

AUTHOR }
1

Ngtional Information Center. _ i
" INDF{ TO 16 mm EDUCATIONAL

i
|

EILMO |
oaTe buUt BORROWER S NAME ___1

GLOUCESTER COUNTY COL.LEGE
LIBRARY
siz..ELL, NEW JERGZY 08080

VA
5814
M8
N35
1969
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2. One inch from bottom, 1f possibhle
3. Do not cover end paper if information thereon
is not repeated on back end paper -~ put on
next page
Spine label

1. Check typing and location (3 inoh fron
botton)

2. Covex with 1} inch book tape
pooks with dust jJackats get plastic covers

Papertacks et covered witn booklon

&

Cataloged vemphlets fastened in pamphlet covers
with spin. lavel attacned to lower left coxmer
2 inch frouw bottou, spine label covered with 1%
inch ok tape

Books sent to circulation department for shelve
irng

Filing Jliules

A
Be

use Aiserican Library Association Rules
Speclel rules used
1. Author cards
a, Sories cards filed with author cards
2, 'Witle cards
3. ocubject caids
a., Funotuetion lgnored, filed alphabetiocally

b, Dates are chrunological aftexr othes
headings

¢e L.o, ulstory
1) 178$=1797 after Corfederation

2) loth century after colonial period
34 1829-1837 after 1562£-1829



CIRCULATION DrpARTMENT

I, Peamphlots (Vertiocal file)}
A. Frocessing of panphlets

1. Stanp with ownership "Gloucester County
College Library"

2. Label with sudbject

3o Verify subject card in card catalog indi-
' cating "See Ponphlat File" (see sample)

B Cirolation

e wrlte card with subject and nunver of
pauphlets issued

2, 3tudent signs YTor thex

3. WMo weeX cliroulation period same as with
hooks

1I, Periodicals

A, Frrocedure for oiroulation handled at ileference
vesk

1. Feriodicals may cilrculate overnight gxoept
for latest 1ssue

2, utudent signs foxr periodical on hot pink
card (sce sawple,

3¢ Dale of magazline and date due is recorded ¢n
hot pink card

+. Cards Kept at iteference Lesk but recorded
dailly on circuletion shcet (see sample)

B, Sine rracedure

l, Fines 10y per dgy (see Libre.y comuittee
sheet of 1/73/70

'///uz




¥ite.

NARCOTICS

Fo. further material on the above subject, consult the SPECIAL
COLLECTIONS which are checked belowt
{It you cannot find ‘vhat you want, the librarian will be glad
to help ypu.)
Famphlet file O Publie documents
O Clipping fils 3 Picture collection
(3 Periodical indexes 3 Art collection
[0 Local hlstory collection 3 Musie collection
3 Maps [3 Lantera slides
BD 23183 Printed In USA,
—DE S
. L R i AUTHOR
\DAIEOF | BURROWER'S NAME | Tiue Dux N
; :kébil:‘;“: ;.W'Ih‘. mAME ) —Eii':
s
T T T T e oL ar et




LTBRAR

Y CIRCULATION

DATE:

w4

MONBAY

TUESDAY.

DNESDAY

| THURSDAY |

L FRIDAY

SATURDAX

WEEKLY

TOTAL |

CUMULATIV

xcept BF)

BF

C,D,E,F,

G~GU

GV

B-HL

HM-HZ

4

[

POLICE

D s |

SUs TOTAL

.ﬂ

{RIODICALS

|

\MPHLETS

D10-VISUAL
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2, iIf paid at time cof return of material fine
cut in half

3. Fine must not exceed cost of publication's
replacenent plus $1.00

L, lost periodicals: pay cost of pexiodicsl
plus $1.00

IJII. Audio-Visual Materials

A. Audio~visual materials presently controlled at
Heference Desk

b. Microslides and viewer handled in same manner as

periodiocals blus cexd 1s used to record
transaoction (see sample)

C. HKiorofilu dosp pot oiroulate

1. geoord of use Kept by Reforence Desk atten-
ant

2., ‘Teohniocian operates equipment

3. Volume of use recorded on daily oiroulation
sheet (see sample)

IV. Reserve Books
A. Procedure for placement on reserve shelves

1. Placed on oclosed reserve on receipt of
written request by faculty nember (see
samnple)

2, Type card for reserve request file if ono
not elready in file giving following infox-
mation
a, Call nuabers
b, Author
C, Title
d, PFaoculty menmder making request

e, Date request was made




¥ 3a,

Gloucester County College
LIBRARY

Request for books to be placed on Reserve.

Professor . Department Course £ and Title
Title Author Call Number

Date to be placed on Reserve

Date to be removed from Reserve and returned ‘o circulation

Signature




sy

f. Place in actlive reserve resquest file

#£. When tern ends or period designated ends,
record date book returned to regular
¢irculation shelves

h. File card in inactive resexrve request
flle for future ise

1. Record voluume of circulation on back of
card

3. Eooks shelved at Heference Desk

a., Place blue bhanded plastlc cover on book
card

b, Place blue banded plastic covers of cards in
card catalog

a. Author

b, Title

c. All subjectg given in traclings
B, Use of books from reserve shelves

1. ©Student requests book at Refere:nce Desk

n

Student signs book card which is held at
Reference Dask

3. ook must ve used in Reference Room only
4, Yook returned to Reference Desk; name crossed
off card before being returned to book and
book to reserve shelf
C. HReport cf use

e To faculty member by volume when book
returned to clrculation stacks

2. iecorded on back of request card in file

3+ Used tally record in Annual Report




ks
V. DBooks that clroulate
A, General rules governing circulation
1. DBooks that ocilrculate are located in open
stacks on second floor of the Barn library
facilities
2., Circulate for two weeks

3. 7Turee renewals if no request card has been
filed with the book card (see sample)

4k, Limitations of number based on classifica=-
tion and demand for subject (usually three)

5. Book always due on Wednesday

6., Phone renewals should be checked while client
is stlll on phone if possible to verify
fines, overdues, request cards, etec,

B, Dally circulation record procedure

1, Record previous day'!s clrculation on dally
sheet .(see sample of daily-weekly sheet and
nonthly sheet)

2. Book cards are covered with proper color
coded plastic book card cover

3. DBook cards are filed by cali number at cir-
culation desk

4, Change date on stamp each Wednesday and
record

5. Assign color noded plastic booX card cover
for each date change and record

Cs HMethod for signing out a book
1. Verify student by ID card
«o Stenp due date on book pocket
3. Stamp due date on book card

4, Student signs took card - write legibly or
print




; Author (o; Coll R;.) ’

Tile ‘ ‘ : ‘

Reserved for

Dote of Request

Date wanted

Notified S . Hold Until K
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£e Flace book card in front of circulation
drawer

D. Unprocessed books

1. Make a temporary card giving following
information

a., Date due

b, Student signature
¢, Accession nunber
d. Author

e, Title

f. Indicate point in processing (waiting
LC, walting technician

&. liotation 1f book jacket removed and
stored

2., Attach all processing slips to temporary
card

3. File in front of circulation drawer and
handle as any other c¢lreulation

VI. VWnen books are returned
A, At circulation desk
1. Check Dok card with both classification
nunber and accession number before insert-
Ing in took pocitet

2, Collect fines 1f any (see page 48 for fine
policy) '

3., Place book on cart to be shelved
B, OSnelving of cataloged books

1. Check ook pocket for hook card being sure
that they metcn




Y
2, Shelved by call numbers = alphabet then
nunber, then next alphabvet and number on
spine label

3. Read sholves when replacing books and make
necessary adjustments

4, Student workers read shelves on regularly
assigned schedule

C. BShelving of unprocessed hooks
1., Put temporary card in book in case needed
again after drswing a line through that
person's signature

2. Put book Jacket back on book 1f one had been
stored

3. Return book to place indicated on notation
(walting LC, waiting technician)
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RAPID & EFFECIENT RAPID & EFFICIEN'T

Doris K. Hoeler, Circulation Librarian, 'tillersville
State College, Pennsylvania:'

The 8irvulation Department in Ganser Library has charge of shelf
reading. "e have set up a schedule vhereby several students sre each given
one section to read during a térm. Marlin Deiter, one of the students :»° - -
and a shelf reader, recently came to me with a proposed method for rapid
shelf reading., John Maine, library director, and T vere so impressed uith
the method that we thought perhaos other 1ibraties might be interested in
using it. While the pvoposal is based on the Dewey Decimal system, the
Library of Congress system could be read using the same method.

Marlin Deiter's method of "Rapid and Efficient Shelf Readine” is
as follows:

Thie system is based on the assumption that most shelf readers, uniess
they are told differert}ly, make shelf rcadinp a much harder job than it
actually is. They do this basically by reading the whold Dewey and
Cutter number on every book in order, as they come to it. For example,
take four books in row whose Dewey and Cutter numbers are:

»
520 520 520 521
Al45  A567 3367 A589

The natural tendency is for the person who is shelf reading to ldok at

and say ( in his wmind) 520-A145, 520-A567, etc., whereas it would be

much easier to do it a different way. T try to seperate books into

groups ud subgroups, which tends to make shelf reading faster First

I would scan only the Dewey numbers with my eyes, paying no attention to
the Cutter numbters--this can be done very quickly, and a whole shelf can
be scanned by number in a few seconds. In the above example, I would read °
520, 526G, 520, and then, when I noticed the 521, . would stop and examine
the 520s as a group. (This is a hypothetical example and quitz often

a whold shelf will have just one number--all 520«, etc.) Then, when I
looked at the 520s, I would examine only the first letter in the Cutter
number A, A, B,...Finally, I would look at the A's as a separate unit

and check the rest of the Cutter number to see if they were in the right
order. This may sound like a complicated process, but it is actually less
time=consuming than it would seem to be. The "'secret” (for lack of a
better term) of this system if that you do not look at the wholé Newey and
Cutter number and compare it with the next whold Dewey and Cutter number,
but rather you scan the Dewey frist, stopping when the number changes: then,
scan thc letter only of the Cutter, stopping when the lectter changes; and
finally scan the rest of the Cutter number. Time is saved in this

because quite often you do not have to read the whole number to continue
reading.

TAKEN FROM LIBRARY JOURNAL, JUNE 15, 1970.




GLOUCESTER COUNTY COLLEGE

LIBRARY

MARCH 1970

LIBRARY OF CONGRESS CLASSIFICATION SYSTEM

The main classes in the Library of Congress system are designated by single

capital letters; each subclass is indicated by a second capital letter: and divisions

and subdivisions are designated by numbers in ordinary sequence from 1 to 9999,

D Ry 0O

K

M
2

A call number looks ltke this:

LC class number

Author number

TJ
840
L3

An ocutline of main classes and some subclasses is given below:

General works, Polygraphy

Philoscphy, Psykhology, Religion

Philosophy B-BD
Psychology BF
Peligion BL~-BX

History ~ Auxiliary Sciences

History & Topopraphy (except American)

American & U.S. (peneral)

U.S. (local) & America (excent U.S.)

Geogranhy

Anthropology, Ethnology GN

Physical tradning
Dance

Social Sciences
Economics
Sociology

Political Science

Law

Education

Jusic

Fine Arts
Painting
Art applied to industry

HB~-HJ
HM-HX

GV
GV

201-547
1580-1789

ND
NK

P Languape & Literature
French language
Snanish language
Drama
Nratory
English literature
American literature
Fiction
Children's books
) Scilence
Mathematics
Physics
Chemistry
Biology
Medicine
figriculture
Technology
Home Economics

Hwnx

Photography
Military Science
Naval Science
Bibliopraohy

Library Science

N<C

PC
PC
PN
PN
PR
PS
Pz
PZ

2001-3761
4001-49717
1600-3259
4016-4321

1-4
5-90

QA
qQc
ap
on

1300-1865
301-641

T8
X

2 665-999



GLOUCESTER COUNTY COLLEGE
LIBRARY COMMITTEE

Dates  January 23, 1970

Time:  1:30 P.M.

Places Library

Present: Mrs, Koleszar - Librarian

Angela Martion = Librery Committee Chairman
Juanita Carter -~ Student Library Committee

Member

Samuel Marrone = Student Government Repre-~
sentative

Clifford Sanders - Student Government Repre-
sentative

Agendai 1. Fines
2, Probation
3. Use of money collected from fines

A study of the.fines system of ten community colleges
was evaluated and discussed by the members of the student
libraxry « ~mmittee.

Th. fo.lowing procedures were proposed and approved
by the commicte:

1. Fines wlll be in effect beginning the new
senester, February 5, 1970, The policy reads as
followss

a. 10¢ for every day the library is open
b, 25¢ pexr day for books on reserve

If payments are made when books are returned,
the fine will be reduced by 1/2

¢. For books permanently lost, a student pays
for the 1ist price of the book plus $1,00

43



2,

3.

49
Probation

a, When a student sbuses library privileges
more than twlce, he is placed on probation,
This means, he may use the books and library
privileges only while in the library. The
fine continues reaching a maximum up to the
price of the book,

Use of fines collected
a. Xt was agreed by the coumlttee that money

collected from fines would be used to
prrehase audlo~visual equlipnent.
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OVERDUE NOTICES

1. Overduc notices { see sanple) are sent out when color coded
plagtic book card cover color is ready to be repeated.

2. Overdue bnok cards are attached to Second and Final notices
and covered with solid red top cnlor coded plastic book card
cover and refiled with reerular cards.

3. Followv-up prncedure:

a. Second Notice sent following week,
b. Final Motice asent week after Second Mntice.
c. Letter sent two weeks after Final Hotice.

4, Final weck of scnester list of students vith overdue bnoks

and/or fines cutstandine is scnt to Registrar's Office and

Business Office for withholdin~ of ~rades and/or transcript
and letter from Busincss Office.
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I.

II.

111,

PERICNICALS DEPARTMENT

Acquisition - rollow Instructions in Acquisitions
Department

Procedure Upon Recelpt of Materials |

A.

c.

Check in on cards in visible file (see sample)
.. Quarterly = record of each lesue.
2., Monthiuy =~ rccord nuwuber of 1ssue
3, Weekly = record date of lssue
L, Delly - check card
5. Special hendling
a. Facts on file - use number of lssue
b, Editorials of file

Signals ox flags -~ place in hottom of card
nolder in proper month (not used on quarterlies)

Stanp perlodicals on front and vack cover with
Gloucester County College Library stamp

Newspapers

4,

B,

C.

New rork Ylnes = keep until microfilm cones;
then discard back issues

Philadelphie Inguirer ~ keep so long as roon
available; then discard back issues

wall Street Journal - keep so long as Yoom
available; then discard back issves

sew York Times - keep Book Review Section

Hagazine Section
;,,/51
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IV. Magazines

A. Back issues retalned as long as cspace avallable

B. Usvally discard when microfilm arrives except
for American Journal of Nursing

C. Magazines are stacked on shelves alphabetically
by title with nost recent on top

V. Indexes - handled as regular periodicals




1.

IX,

IIX.

INVENTORY

Genexal Uffice Supplies and Library Supplies

A. Cheok all supplies at least onoe a month

B, Oxrder necessary ltems using vrocedure outlined
in Acquisitioning Seotlion under oxdering by
requisition _

C. Eventually establish a perpetual inventory when
in new library bullding and storage room availe
able

Periodicals

A, Check holdings continually by use of perpetual
inventory kept in visible file

B, Follow-up on those not recelved requesting
replacements

Cs Discard magazines and nark off in visible file

when nicrofiln is received

Booka: Done Annually Before Opening of Swanmer
School

A,

Preparation for Inventory

1. Shelves read and put in oxrder by student
woxrkers

2. Those cards in shelf list card ocatalog
flagged in previous inventory cheoked

n. Azainst shelves to see 1f book has been
returned

be If still missing and Lidbrarian deocides
to reorder, follow direotions for
Acquisitioning of books

¢, If not reordering and that was only copy
deaccesslon and remove cards fron catslog

sy s¢
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ERIC

Aruitoxt provided by Eic:

3

A%,
s

d, If not reordering bHbut there are other
coples, denccession that wol, so indl-
cate on shelf Llist cuaxd

mtey Qeaccessioning intormwation in yecord
Vo (see sanple pasc,

a, Jamot rease myacer oxiapl for a
puiinhlet irndvertenil y accessioned

bV, o yeuse nusbar osild cnuse confusion Af
Mooz shiovld loter Lurn up

Frccedure for lavervo:y

1'

ot

vae person 1 :ads shelf 1list card catelog
aloudt  oall nwabers, author, title, volures,
undsor coples

sriother person reads suelvss carefully
cnecking spine Information, LOok, ete.
sealnst Infoumaatlion glven

Fiasce signal (ruver clijp or plastic flag)
or shelf 1isgb card 60 zicgsinyg booxs

dearen for alssing dooks

e, Circdnmtion file (Lf ohiecked out assuned
nob Xoal ~ vemnove signal)

b, sLibraxiants desy
e, Jaculty
yrrect errers

a. Location of books out of class

o g

efexence to ecilrculation/ecircuiation to
reference

¢. Folio (oversize, into o1 out of scection

Lo at for annusl reporh Woxke have and books
lost
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DEFINITIONS

Acguisition Depgrtment
The administrative unit in charge of selecting and

acquiring books, periodicals, and other material by
purchase, exchange, and gift, ana of keeping the necessary
records of these additlons. Sometimes referred to as

Order Department or Accession Departuent.

Cixoulatlon pepartment
1, ‘The part of a libraxry from which books for

outside use are lent regularly to adults and young people.
2. “The adninistrative unit in charge of all the

routines conneotad with lending bools for outside use to

adults and young people, Also called Delivery Department,

Issuing Department, Lending Department, Loan Department,

Inventoxy
1. A cheocking of the book collection of a library

with the shelf 1ist rcocord to discover books missing frem
shelves,

2. In arohives adninistration, a list of the
naterial in a record group arranged basiocally in the oxder

in which the material 18 arranged.

57
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Perjodical Depaxrtment
1. The part of a library where curxrent issues of
periodicals and other sorials are kept for reading.,
2., The administrative unit in charge of nandling
periodicals, whioch may inoclude oxrdering, checking,

preparation for binding, etoc,

Refexence Depaxtment
1. The part of a library in which its reference

books are kept for consultation,
2, The administrative unit in charge of the

reference work of a library.

t u
A guidebook for the staff ¢f a particular 1library,
consisting of rules of procedure in the various departe-
mentc and branches, and usually containing samples of
forms and 1lists of supplies. Also called Staff Code,
Staff Instruotion Book.

Teohnica) Processing Department

The adninistrative unit in oharge of cataloging,
classifiocation, and the physiosl preparation of books for
the shelves, and in some libraries, of other routines,

such as order work, accessioning, and inventory.
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Student Assistant
A st,udent employed part-time in the libravry of a
university, ocollege, cr school to perform nontechnical or
nonprofessional duties undexr the supervision o the pro-
fassional staff; sometimes working voluntarily but

usually paid on an hourly bacis,

ac Process
Nontechniocal work in the preparation of books for

use, such as collating, pasting, and marking.
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GENERAL INFORMATION

STAFF:
1., Mrs, Velms KOLEBZAre.ssresessesssssssssnresssrsiDirector of the Library
2, Mrs. Julie Salisbury.iiisessesserseassssassssseiAasistant Librarian
3, Miss Margaret Turner......ssvssssssssessissseesbibrary Technician

!'Il Mrs- Ruth Doughty-o.----..--.-------u--';-.-----Secremry

HOURS:
10:00 A.M. to 6:00 P.M,

Changes in 1ibrary hours and information about vacation periods will be

posted .

BORROWING:
Books may be borrowed on presentation of your I.D. card. The lending
perind varfes as all books are due on a Wednesday., For example if a
book goes out on a Wednesday, it will be due two weeks later. If it |is

taken out on a Thursday, you may keep it 20 days. Books may be reneved
by telephone,

Magazines and pamphlets circulate for 24 hours only.

RESERVE BOOKS:
Books pleced on reserve by the faculty are kept in the reference foom.

Some may be taken out for overnight use.

(1)




FINES:

The fine for over due reserve books is 5 cents an hour. No fines will be
charged for circulation books. This is an experiment that will be in effect
for the first semester. The only purpose for charging fines is to ensure
the prompt return of books 50 that they can be used by other students. If
you will retwrn books on time the no fine experiment will continue indefinitly.

USING THE LIBRARY
A library is not hard to use, snd if you will study the following sections,
you will get some basic information.
There are many ways to find material in the lidbrary, but the very best
d source is the librarian. Ask for help whenever you are having troudble find-

- {ng what you need. All members of the library staff are adble and willing

to help with your particular problen.

FINDING A BOOK

1, Look in the card catslog . 2. Copy down the entire call numdar
a. If you know the author's last printed in the upper left hand
name look in the author section. corner of the card. For example:
LA 228,D6.
b, If you know the firat word of 3. Find the book on the shelf in {its
the title (omit "the", "a", or "an") proper alpha-numeric order. If the
Look in the title section . call numdber is preceded by REF,

100k in the reference section.
¢. If you are looking for information

on a specific sudbject, look in the sudbject section,

(2)




ABBREVIATIONS:
Dr.-~look under DOctor
St.~~look under SAint

Mr.--look under MIster

ALPHABETICAL ARRANGEMENT:

éhort words dbefore long words...
For Example: NEW York comes before NEWark

DESCRIPTIVE WORDS:
DO NOT use: "A"; "an"; “the"
DO look under the next word of the title, as in
(The) SUN Also Rises

Mc or Mac?

Mc is considered the short form of Mac...
Thus MCGuire is filed as if it were MACGuire...

NUMBERS:

100: look under ONE HUNDRED, as if ¢he number
vere spelled out:

(3)




Some rules to help you in using the card catalog-

LIBRARY OF CONGRESS CLASSIFICATION SYSTEM
Books in the library are arranged by subject according to the lidrary

of Congress Classification System. Letters are assigned to the main classes

as follows:

A. General Works ' M. Music and Books on Music

B. Philosophy & Religion N. Fine Arts

C. Auxillary Sciences of History P. Philology & Literature

D, General and 014 World History Q. Science

E. American History R. Medicine

F, American History S. Agriculture, Plant & Animal Industr
G. Geography, Anthropology, & Folklore . Technology

H. Social Sciences - U, Military Science

J, Political Science V. Naval Scilence

L. Education Z. Bibliography and Library Science

The addition of second letter indicates major sub-dlvisions.
For example:
Q Science (general)
QA Mathematics
QB Astronomy
Numbers are added for mor » detailed sub-division
For example:
PS American Literature
PS 85 History of American Literature

PS 504 Collections of American Literature

(%)




TO LuJATE A MAGAZINE OR NEWSPAPER ARTICLE consult the
following indexes:

The Reader's Guide to Periodical Literature for information in general
periodicals . .

Applied Science and Technology Index for information in the sciences

Biological and Agricultural Index

Business Periodicals Index for Busihess subjects

Cumulative Index to Nursing Literature

Education Index for education subjects

Social Sclences and Humanities Index for scholarly articles in
literature and the social sciences

New York Times Index

Typical entry in a periodical Explanation:
index:
TECHNOLOGY and civilization Subject
It's two-thirds of a century; Title of the Article
ve've made it, so far. E.E. Author. Title of Magazine
Morison. il N.¥Y. Times Mag, p Page and issue of magazine
34-5:Ap 2k '66 in which article is found.

REFERENCE SERVICE:

A librarian is available to help you

in using library materials. Please ask

for any help you may need,

MICROFILM:

Many periodicals are available
on microfiim. A 1list of these,
with dates, is kept at the

reference desk.

(5)




Chapter &
CONCLUSBION3 ANLD HKECOMMENDATIGNS
CONCLUSIONS

1t would sppear that {his has been & valld and
worthwhile project. 1in the piocvess of compliling the Staff

Henusl fox the Gloucester County College Libraxy tne

welter hes gained a greater insight into the whole
philosophy of the Library and its relatlonshlip to the
total progrem of Gloucester County College with rezards to
sexvices to Administration, Faculty, Staff, and Students.

The many hours spent with members of the Staff as
individuals as well as the frequent group meetings have
trought about a much more efficlient operation in all
phases of the Library work, This cooperative spirit of
working “wogetner for the betterment of the Gloucester
County College Library while preparing this manual has
been excellent groundawork for the future,

Furthermore, the harmonlous interrelationsnip that
developed between menbers of the staff of the ¢loucesgter
County College Llibrary while working together with the
writer nust certainly have improved tne sexrvices rendered
to the patrons of the Library.

It would seem that this project has served as a

21
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preliminary Yself-evaluation.," This fact should be advan-
tageous to the Library both for continued growth and
development and for the impending evaluation by the
Middle States Association cf Colleges and Secondairy

Schools,
BECOMMINDATIONS

e  Trne results of thls project should be used as
a gpulde for the future develonment of the Staff Manug)l

for the CGloucestzr Lounty College Libraxry when the Library

is moved into the new facilitles in the Student Center,

2. Nelther this msnual or any subseguent manual
that atlght be developed from 1t should be consldered as
the "final"® manual. - Yeriodic review of the practices and
procedures hereln stated should take place and revisions
made &s incgicated,

3. It is hoped that the Stafr Meetings which
were neld weekly while the project was in progress will
be continued at reguwlarly scheduled intervals, at least
twice a month, or sooner wher it is felt necessary.

4, It is further recomuended tnat a complete
manual be made avallable at some location, the work-room
perhapns, where Student Workers might review the envire
Manual rather than being limited to the section &t thelr

particular duty station,




APPENLIX A

NEN JERSEY JUNIOR COLLEGHS

Alphonsus College
Woodcliff Lake

New Jersey 07675

Sister Andrene. C.5.J8,

Agsumption College for
Slsters

Mendham

New Jersev 0P945

Atlantic Comnunity College
Dantel Leeds Libraty

MHeys Landing

New Jersey 908330

Mr. William Spangler

Bergen Community College
400 Paramus Hoad

Pearanus

New Jersey 07652

Dr. Sarah ratnarine Thomson

Brookdale County College
765 Newnman Springs Road
Lincroft

New Jersey 07738

kMrs. Martha Thompson

Burlington County College
Pembexrton-Browns Mills Hoad
Peuberton )

New Jersey 00068

Mr. Fleming A. Thomas

Camden County College
P.O. Box 200
Blackwood

New Jersey 00012

Mr. Louts %W. Caccese

.?3/zu

Centenary “ollege for Women
Taylor Memorlal Library
Hackettstown

New Jevsey 07840

Miss Huth K, Scarborough

County College of Morxis
Houte 10 and Center
Grove Road

Handolph Township

.0, Box 72

Dover

New Jersey 07801

Mr. William I. Bunnell

Cumberland County College
P.0O., Box 517

Vineland

New TYersey 08360

Mr. James Luther

Lutner College

705 Pomeander Walk
Teaneck

New Jersey 07666
Miss Ruth Eickmann

KMercer County Community
Cnllege

101 West State Street
Trenton

New Jersey 08608

Mr., James F. McCoy

Middlesex County College
odison

New Jersey 08817

Mr. BEdwin Ashley




Monmouth Collexe
Guggennelm Mexorial Liorary
West lLong Branch

New Jexscy 07704

Mr. totert Van Benthuysen

Hount Saint Mary College
North Plainfield

New Jersey 070061

Nrs, Hosewary hane

Ocean County College
Hooper Avenue

Toms river

dew versey Qo733
Mrs, Vivian-Sue renn

Saint uabriel Juunicr College
iakewood

New Jersey CGoyd1
Brothex 4, 1. CGreene, C,¥,0,
saint Joseph'ys College

.0, Box 351

Princeton

New Jersey 0u¢540 .

Reverend John J. Hodnett, C,il.

Sonerset County College
132 Jefferson Avenue
P.0, Box 450

Green Brook

New Jersey Q0ucdi?

Mr. Bicherd 7. Sanuelson

Tombrock College
P.0O, Box 0o2b
West Paterson
New Jersey 07424

Sister M., Clementine, 3S.K, . ¢,

25

ngleweod Cliffs College
Hudson Terrace

mglewood Cliffs

New Jersey 07632

Sister Jeanne, C.5.J,

Lysey County College

31 Ciuinton Strect

Newark

New Jersey 071061

Mr, <Zenon B, Sheparovych

Gloucester County College
Taniyard end Salins Roads
Sewell

New Jersey 00000

frs, veluw Koleszar

Union College

1035 Seoringlield Avenue
Cranford ;

New Jersey 07016

Mr, deorge P, Marks IXI

Villa Walsh College
Westein Avenue

Morristewn

New Jersey 27960

Fister Lucille Fjitzpatrick,
deFoi,

immaclate Conception
Junior College
Ramsey

Hew Jersey 07446

Lodl, New Jersey 07644
Reverend James C, Turxro




APPehvia B

December 9, 1969

As o+ parbilal requirement for tne Haster's degree pro=-
gran 1ln Liprary Science at Glassboro State College, 1 an
to write a Siafr Manual for a Junior Lollege Library.

It has been suxgested that I boilrow coples of Staff
Manuals from the New Jersey Junlor Colleges for review
and guldance. ‘Cherefore, would it be possible for you to
send me a copy of your ILibraxy Staff Manual?¥

Please indicate if the Manual should be returned or
if it nmay be added to thne Library Sclience filas at
Glassboxo State College,

Thark you for your coopexration.

Sincerely yours,

Julle Davitt Sallsbury

(copy)

26



AYFENLLIX C

202 Dicikzinson Hoad
Glassboro, MNew Jersey 08028
January 15, 1970

Lear 3

Tnank you for your pronpt and kind reply to my recent
request for a ssaple copy of your Libraryts Staff Nanual
in connection witn the Mastert's degree program at
Glassborc State College.

The response from the New Jersey Junlor College

Livbrarians has been most gratifying and helpful,

Sincerely yours,

Julie Cavitt Salisbhury

{copy:
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ABSTHACT

Salisbury, Julie Davitt, Preliminary 3taff Manual for the
Gloucester County College Tibrary.
Advisers: €, Boltz and R. Potts.
Library Science. 1970,
A manual designed for the Gloucester County College
Livtrary provides information to librarians, secretaries,
techniciang, olerks, and student workers s0o that all nmay
contribute to an effective library programr for the
Gloucester County College.
The manual is a summary of the policles and pro-
cedures now in effect in the Gloucester County College
Library and should serve as a useful guide to both new and

experienced personnel.
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Salisbury, Julie Davitt. Preliminary Staff Manual for tne
Gloucesteor County College Library.
Advisers: C, Boltz and R, Potts,
Lidbrary Science, 1970,

A summary of the policles and procedures now in

effect in the Gloucester County College Library.




