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{ ) AN
PREFACE o

It has become somewhat of an annual tradition at the Nassau Library System to provide
member libraries with flyers detailing the “Checklist of Services" that are available
by.virtue of membership in the cooperative system. Included on the annual "Checklist"
under "Administration” are several consultative services that, within the past two year

" period, have resulted in the completion of nine member library surveys. On the

checklist the offerings read - Building consultation, Community surveys and site evalua-
tion, and Management assistance .’ In each case, the exact focus of the survey varies
among libraries, as some request studies to gather opinions about building options,

others seek to streamline procedures and possibly reduce staff, while others are concerned
with possible methods to reverse declining circulation figures, etc. In the case of the
Shelter Rock Public Library, interest in an overall survéy probably stems most directly’
from parhcupahon in the test phases of the Rutgers University study funded by the U. S.
‘Office of Education during the early 1970's. The study concerned itself with the
"Measuremenit and Effectiveness of Public, Library Service ." Unfortunately, as is the
case with so many similar federal projects begun in the late '60's and early '70's, fund-
ing dwindled to the stage that much of the statistical data collected in the project remains’
today in the raw, unanalyzed state that is of limited value to the samplé porhcnpq,mi,’__
such as Shelter Rack. Thus comscious.of the value of evaluation and curious about the
possibilities for improvement through change, |t isa mfural follow=up to find that the
Shelter Rock Public Library Board of Trustees mef with Mr. Andrew Geddes, Director of
the Nassau Library System on the night of October 23, 1974 to discuss the scope of a
system study of the total library plant. By lefter, dated October 25, 1974, Mr. Charles
H. Lesser, President of the Shelter Rock Board, wrote officially requesting that the
Nassau Library System undertake a survey of the public Tibrary . Replying to the Board's
request by letter dated October 3Q, 1972, Mr. Geddes agreed that the System's staff,
would undertake the study during 1975, and further stated that the System was opprecna -
tive of the "opportunity to be of service to the Shelter Rock Library commumfy

+ In beginning the study of the Shelter Rock Public Library, the Dlrector assembled for the

consultant team at the System all relevant documents such as past studies of the community, .
Board minutes for the past year, scale drawi f various areas in the libmry building,
staff work weeks and description of duties, map of the district, etc. Prior to beginning
on-site visits by the consultant team, the System also prepared background statistical data
both on the budget of the library and on the. sociceconomic condition of the families in
the district. In addition, as part of a confmumg project to improve the survey team
technique, Shelter Rock served as the first site of a staff orientation session designed to
inform all staff of the ongoing study being made and also designed to elicit staff ideas

/




through completion of a queshpnmure (see Appendix C-1). The next phase involved
site visits by the NLS 'consuttant and specialist team'to observe facilities and materials
first hand and discuss with related staff members. the plans for various service points
within the library. Once reports were completed by each team member,which often
imvolved follow-up visits, the total mass of data was reviewed, revised, and rearranged
to assist in arriving at the various conclusions and recommendations which are scattered
throughout the survey as well as being capsulized and crystallized in the final chapter.
To be of value to the Shelter Rock Public Library, the varioussuggestions deserve the
review and consideration of the Board of Trustees prior to acceptance or rejection,for
~ only they are appointed executors of the library's future .

. . . i
For a Director the whole process 6f having a survey must be éomev}a@ similar to having
company in the house for about three months. And, of course, during-the months of the
survey the whole library operation'can't just grind to a halt,' so the patrons keep coming,
the programming goes on, and somehow squeezed,into these crowded moments time is
found for planning talks, consultant interviews al-ud space amalysis. Credit for all the
behind=the-s cenes coordinatjng that makes the survey possible belongs rightfully to the
Director who made the months of this study educational, pleasant, and interesting for -
[l of those mvolved Ard, lf must also be sald that no one could spend time with fhe <

udy of the Shelter Rock Publ ic lerary mcludes the effort and initiative of counﬂess
of the Nassau , Library Sysfem staff == from printer, to those in the secretarial pool
. f those individuals with professional specialties. The finished report then |$ a

composity of many individual opm;oi\s and suggeshons that were coordinated and writTe
by Miss UNom wuf the exception of the chapter on community relations compiled by
Mrs Glase and f on fechmcal services aufhored by Mr. Pfefferle. NLS staff pro-

Glo.na Glaser - Public Relations Comsultant °
Estelle Goldstein = Adult Services Specialist
Edward Hingers - Audiovisual Consultant
Murlel Javelln - Inferugency Consulfant

Russell = Young Adult-Services Specialist,
Age Level Coordinator

Ullom - Administrative Assistant to Director

_ Barbara\Wolfson - Children's Services Specialist |
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Andrew Geddes, Director
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ppendix A-1). Ebhfained,
Library is a description

orth Hempstead an ermg about 8 square miles (u
enabling lhgusla rh\)m‘g the Sheh’er Rock Pybll
undary of the Specua T
1 that part of the town (of Norfh h‘efxpsfead) boi.mded on the
by the incorporated village of Old Westbury, on the south
|nc6mom}ed villages o £/€ast Williston, Wililiston Park,
and the town of Hef{psfead on fhe\esfby Union
|sfr|cfs Number Five and Number Seven of the
" town of Narth Hempste¥d, and on the north . the incorporated
vullage of North Hills# 7 Schoo! District Number Three
East Hills. McKinney's 1962,

incorporated villageys

&- Lows, Chapter 972, S *

that the population of the Shelter
ile local library plenners rely on
the populatio residingpha the district. Both figures
ly'be veri F by an l.census in the District.
¥the Tawh of North Hempstead by 1985 holds
>Rulation of 33, 180 during the next ten years.
ye showing some milration out of the Eastem
Q';;ugh so fhe LILCO estimate may

ock Communi fhen would indicate

ducated gugssey dnd coul

If the LILCO projegtion for g;owfh
ue, the Specual Di "\(rﬂ,\reach
Recént trerds in mafionwide lahgn
seaboard to mage westerly and  climdfe
' '= % So, forecasfs for fhe Sh

eBer Rock S%qu l?brary Dlsfrgcf is not as well served by Rybhc franspori'ahon‘.

vS‘\gs prie of fl'%ﬂp?,e,deﬁ pé‘pula"fed sections of Nassau County. No mass transit
in recsonable

Sysh s Wi | mg gﬁance of the library on Searingtov% Road. The
o |,_-- 'S urhon Bus Autherity does have routes that cross through'the uniquely

_ shaped Uredr 7ot sho dusqun lsnde Avenue, Jericho Tumpike, Willis Avenue,

and”Resan ad These_ea —we nn rth-south routes lead into Jamaica Terminal
“and HempsfeaTenmn:B\eﬂ ”Eylfransfer. Service to the district by the
Long Island Railad ﬁollows t er Bay Branch with a stop at the Albertson Station
or the Hunfmg n-Pori' Jef rsor mﬁ{u h along the southemn boundary of the Distri

with Merilloﬁ belh g.$he nearest stop. For auto traffi tong Island
Expressway and the Nor Sfafe P way are-aq e Disfricf s northern
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boundary and Meadgybrook Parkway is accessible along the eastem boundary. Major
. /1, arteries ¢rossing the District agel. U, Willets Road, Hillside Avenue, and Jericho
/ Tumpike for east-west movement and Ro.lyn Road, Willis Avenue, Searingtown Road/
" Shelter Rock Road for north-south moven.ent. Large sections of the District are criss-
crossed with smaller side roads that are designed so as to discourage heavy traffic .
volume. Placement of the library was dependant to a larger extent on cenfralufy
than on location near shopping centers which can often lessen chances for maximum
circulation. t -

Eight census tracts are included in the Shelter Rock Public Library District - 3021 02 _
> (pt.), 3022 (pt.), 3023, 3024, 3025.01, 3031.01 (pt.), 3031.02, and 3032.01 -

thus complicating the construction of an exact profile of the area. Median family’
income in the District (according to the 1970 census) ranges from a low of $13,518 ‘
in tract 3022 (only partially in the District) to a high of $30, 545 in tract 3025.01
as compared with the overall Nassay County median of $14,632 which falls between
the high and low recorded for the Shelter Rock area. Tract 3022 is on the'most
northem extrainity of the District and is split between the Shelter Rock Special Library

. District and the Roslyn School District, while tract 3025.01 borders on Meadowbrook

‘Parkway and is on the east side of the District. The library building itself is sitvated., -
in tract 3023 which has a median income of $23,938, considerably above the county,
average. The range for the percent of all families below the poverty level is consistent
with the range among the tracts according to median income. In tract 3031.01
‘(partially in the Special District), the percent below the poverty level is\insignificant
and thus not recorded at all, while the highest percent of all familles Cbel&w poverty
level occurs in tract 3022 (also partially in the District) and is recorded ds 7.1%. A
more representative tract (3023) records the percent below poverty at 2. 2('1@ Com-
parison of income cluster pattems is also representative of tracts. In the %\elfer ock

v

District, three tracts (3022, 3024, and 3031.02) have clustering occurring at the in- * |
come range of $10,000 - $49,999 with between 65 and 75% of all the families in the
tracts having incomes within this range. The tract 3023 (location of the Iibrary build-
ing) has 71.05% of all its families making between $15,000 and $49, 999. Three \
, tracts have clusfermg at even higher income levels (3021.02, 3025.01, ‘and 3031.01)
v _with the range in these areas being from $15, 000 to $50,000 or more unnual income -

for 70 to 85% of all the families. Five of the census tracts list the miajor occupational '

grouping as "professional, technical, and kindred workers" (3021.02, 3022, 3024, ~ |

3025.01, 3031.01), while tract 3023 ( locahon of the library building) records o :

larger group occupahona ly claiuf'ed as "managers and administrators, except farm,"
. and the two remaining tracts list the largest occupational category as “clerical and

kindred workers" (3031.02 and 3032.01). _Three tracts (3022, 3024, and 3031.02)

have a significant number of workers employed as "craftsmen, foremen and kindred

workers." According to the very thorough paper prepared by Edith T. Hyman entitled

"The Conimunity Served by The Shelter Rock Public Library," the "most important

industry” in the District is the Human Resources Center just northeast of f’} hé}ary

« | itself. This Center éploys both disabled and mentally retarded workers

\

¥

captured several govemment contracts. So successful has the Center been that it




‘of the residenis are making above average incomes, are white collar workers, and

“the elderly should be made to respond to a county-wide trend. According to censu

e ) . i | -3

q . . . e . .
remains a model for other areas of the Country in designing and setting up workable
programs for the handicapped. In all eight tracts, the median school years completed
exceeds 12 with a.range from 12.3 years completed in 3022 and 3031.02 to a high of
14.9 years completed in 3021.02. From all appearances, it would seem that the
average Special District adult resident has had schooling of either g technical or
college level. Thus far then, the Special District profile does sho® that the majority

have some educational experiences beyond high school . In order for the Shelter Rock
Public Library to serve its community most effectively though there must be some
provision made to attract the minority groups in the community which are eaming
below county average incomes and are caught in the poverty cycle. And although
there has been considerable effort during the past decade put info devising effective
ways to serve the disadvantaged through library experiences, nearly all studies re-
veal that none of the altemative service patterns are easily instituted and all require
a firm committment to expanded service - consequently, it is clear, that no less than
total Board and administration committment to a change in seryice philosophy would
ever result in improved and increased service to the economic and educational
minorities in the District. -

P

In Nassau County as a whole the school age population is declining, elementary

schools ae shutting down, mbtemi!y wards are being converted to other uses, and

generally the median age is rising ot ‘a rapid rate. In the Shelter Rock Special

District though the over 65 age gioup has reached significant .proportions in only i
two tracts - 3022 (only partially in the District) with 9.63% of the population over

65 and 3031.02 with 8.14% of the population over 65. The tract with the highest
percent of youngsters in the under age 5 category is 3024 which has 6.66% of its
individuals under age 5. Tract 3023 (location of the library building) has 4.13%

of all individuals under the age of 5 and 2.54% ovér the age of 65. Actually, the
planners at Shelter Rock have some time to work out detailed plans for most effectively
meeting the needs of the.growing numbers of elderly. With two target areas of rather
high numbers of Senior Citizens though, the decision to realign service options for

}

information on "cauntry of origin, " there are important segments of the Special
District comprised of foreign sfo%k. ‘In no case though does foreign stock comprise
more than 50% of any tract's population - tract 3031.01 leads all eight tracts W{fh .
49.39% of the tndividuals beingaf fokeign stock. Four tracts (3021.02, 3023,
3025.01, and 3031.01) record the largsst number of foreign stock originating in the.

S.S.R. while the remaining four (3022, 3024, 3031.02, and 3032.01) have their,\\,\\
argest foreign stock originally from ltaly. Other countries from which sizeable .
numbers of the District come are Poland and Germany. Only one tract (3021.02)
has a significant percent of "persons of Spanish language," with couritry of origin .
not designated. From information gathered by Edith Hyman for her paper, it would §
appear that sizeable numbers of the comnnity are Jewish (there ara. 8 synagogues
in the Special District) with other religious bodies of noteworthy size being Lutheran
(5 churches in the District), Methodist (5 churches), and Roman Catholic (5 churghes). \

1 . . d’h i
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Rac\ialk in Nassau County as a whole, 94.9% of the population is white, 4.6%
Negro, M.s% are of other groups. In all byt three e eight tracts, the
percentage of Negroes in the Population‘does not even reactithe 1% level. The
largest péreent of Negroes Qccyrs in tract 3022 (partially in the District) which
has 10.1% of all individuals recorded as black, next is tract 3032.01 with a black
population of 3.9%, and last is tract 3025.01 with 1.6% of the population black.
In determining library goals and objectives, in actually purghasing materials for
the community, in davising programs that will ‘answer. either a real need or offer
entertainment, library planners must always keep in mind the diversity of the
population they sérve and attempt to.successfully mold services and programs to
the uniqueness of the community. Certainly there is individuality and variation
in the Shelter Rock service area but uglike many more diversified neighborhoods
there is a degree of homogeneity that could tempt planners to overlook the minority
groups (minoriy in terms of c@& or economic status, or schooling, or race).
Raising the level of consciousne'ss% inclyde constant perception of the minority
individuals in the Special Disfricf'muwdffhe library planning program.

: » \

The public schools within the District (use Appendix A~2) are attached to one of
three School Districts that cross the Special District boundaries - U.S.F.D. #10,
Mineola; U.S.F.D. #2, East Williston: or U.S.F.D. #9, Herricks. Only the °
Herricks District has all of its school facilities logated within the Special District
borders, including: Herricks High School, Herricks Junior High School, Center ~"
Street Grade School, Denton Avenue Grade School, Park Avenue Grade School,
Searingfown School, and Wickshire Grade School. East Williston District #2 has
only one elementary focﬂify acfual}, within Special District lines - the Willets
Road School, and Mineola District #10 has two school buildings in the Shelter Rock
service area - 1) Mineola High School and 2) Meadow Drive Grade School - While
it would appear that such a fragmented arrangement would offer difficulties for
creating a library service g‘:’ea identity, the Hyman report indicates that at least
one project has seen tri-district cooperation among the schools, indicating that
unified action and cooperation among the three districts is not limited to public
library activity. Ofthe many non-public schools within the three school districts,
only one - thé Human Resources School for handicapped youngsters from nursery
school through 12th grade - is actually within the Special District boundary.

N
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HISTORICAL PERSPECTIVE .’ : .

"It would hgve been much easier to open abar . . ." - how appropriate that this
phrase was used near the end of the campalgn to gain a public library chnllfy forg
the jurisdictionally fmcfured area given the name - Shelter Rock. There is little
doubt thet the many, many individuals who had a hand in helplng to establish the
Shelter Rock Public Library v&guld find a great deal of frony in the often quoted
statemént - in the United States, government is designed "for the people." Why
then, one might ask, did it faki\over three years of legal maneevering and polit-
ical compromise for "the people“ ir{ﬁeAShelfer Rock area to realize their.goal of

a tax~-supported, free public I|brarx?
partly through the Govemor's Mermz«

n answer to this question can be found
dum dated May 1,1962, which accompanied

approval of Assembly Bill, Print Number 5446 establishing the Shelter Rock Public
Library. Then Govemor Rockefeller sfafed: . = \ \
- . :

B - The difficulties which have been encountered by the sponsors
of this and other bills of this nature and the repeated appli- . \
cations which are made for special authorizations to estab- ‘
lish such libraries, all'indicate the need for.revision of ex- .
isting sfahh‘es under which public libraries may be established ) N
so that local governments may better provide library service_

for all the people of their communities. .

Interestingly enough , despite Rockefeller's concems of 1962, the statutes remain to '
this day essentially unchanged so that units that are in unincorporated communities 8
or that are outside the boundaries of village or school district libraries face the same
uphill battle that Shelter Rock faced to secure public library service for their residents.
For these areas, Shelter Rock has become a model to follow for realuzmg success.
According to the rather complefe report of the "Orlgms of the Shelter Rock-{iew

York) Public Library," compiled by Elaine Seaton in partial fulfillment of the re-
quirements for a Master's degree at the C. W. Post Graduate Library School of Long
Island University, the first concem for*a public library in the present area of thb

Shelter Rock Public Library is traceable to the Nov 1954 letter of Mra.‘Vlolef
Zalkip, Co-Chairman of the Library Committee the Wickshire 5¢ (now in the
_Hemck District), to the Division of Library Defelopment in Albany.. Others involved

in the inquiry were Miss Mary DeMdrrais and the Principal of the Wickshire School,
. Mr. Raymond J. Quick. As the Division of Library Developmenf could offer no
, promising solution for library service in the unincorporated areas since parts of fhe L]
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.. nearby school districs were already served by village libraries (in essence creating
other fractured units), the local PTA elected to establish and operate a token libfary
in the school. During May, 1957, My. Herbert Paul was selected to be Chairman
of the Herricks Public Library Committee by the Citizens Advisory Council of the
Herricks School District which consMited of representatives from 20 civic and educa-

. tional organizations acting as advisors to the Board of Educdtion. Despite much
public speaking on the fack of adequate public library facilities in the immediate

~ area, Mr.-Paul too discovered that the jurisdictional matter of establishment was

N quite complex and gradually his project petered out. The third major push for a
o public library has come to be known as the Dewey Avenue Fire House meeting

which was held'in the eorl?f part of 1960 and was organized by M:. Gerard Seufert.
From this and subsequent meetings, the decision was made to w%for a tax free li-

" brary to be temporarily supporied by public sybscription since the impossibility of
establishing either a school district or village tbrary was already common knowledge.

_ The Dewey AvenueFire House and other mgetings which followed shortly thereafter
represented the first move away from primdry involvement in establishment of a library
by th&{ocal school district personfiel. By May, 1960, local citizens with the assistance
of Mr. Henry Shearouse of the State Library Extensiaq Division had agreed upon the
goal of acquiring 4,000 books the first year and thereupon formed three committees to
further progress toward the goal - 1) Board of Trustees, 1) Publicity, and 3) Fund
Raising. Mr. Seufert was chosen to be acting Chairman of the Board of Trustees. The
area that was selected to be the target site for the new library included the unin- -
corporated porﬁons\o{ ten communities - New Hyde Park (now served by the Hillside
Public Library), Herricks, Williston Park, Hillside Manor, Garden City Park, Sear-
ingtown, Albertson, Mineola, Roslyn, and Roslyn Heights. The original three com-
mittee structure of the local citizens group eventually evplve%\into only two bodies,

i~e. the Board of Trustees which concentrated on legal and political chaflenges and
the Friends of the Library which worked on fund raising and publicity projegts during
the nexf‘x’rhree-year period. According to Mrs. Seaton though, the separation of the
‘two groups was far more arfificial than actugl as they functioned as one group more
often thanpnot. Application for d charter from the Division of Library Development
was made on June 10, 1960. The first official Board of Trustees chdwly for charter
application consisted of Mr. Gerard Seyfert, President; M. Herbert PaW, Vice-
President; Mr. Henry Parry; Mr. Danief Shapiyo; and M. Sal Mulay. In addition, Mr.
" George R. Johnson aeted as Treasurey/of group and Mrs. Minna Paul was selected
to be Secrefary with Mr. Herbert Bétin, attorney for the Herricks School District, being
" chosen as advisor-ip the Board. From the foregoing listing it is clear that some of the
original push for@ public library that had originated within the-Harricks school was
still of major importance in the formation of the library, with both Mr. Paul and Mr.
Balin having school district co tions. Just for purposes of securing the charter,
the Friends group was designafwfhe Library: Albertson, Garden
City, Herricks, Hillside Manor, Rdslyh Heig aringtown.”" It was not until June
21, 1960, that the Board officially chose the name "Shelter Rock Public Library" -
the brainchjld of Mr. Herbert Paul. Mr. Paul's creation ¢ame from his knowledge of
the local area and the past significance of "Shelter Rock" which is a "natural stone

@
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formation" some 600 feet south 6f Northern Boulevard near the street named Shelter
Rock Road. According to local hustoncal accounts, Shelter Rock provided a protected
_spot for early travelers to rest as they frékked across the open countryside. Once,the
name was agreed upon, the Fnends group,. led by Mrs. Sondrea Messing, also became
*"Friends of the Shelter Rock Public Libray. By July 11, 1960, shortly dfter his
appointment as advisor to the Board, Mr. Balin was already reporting - "special
leguslqi'lon will have to be passed in order to set up a library district." It was not
long thereafter that the Board began in eamest to_follow.through on the political
steering of the library effort by inviting two contenders in the pending assembly race
, to attend a Board meeting and outline their plans for special legislation shoutd they
"be eJected. The Friends group was also actively seeking contributions. One tech-
nique for fund faising, involved requesting local organizations to contribute $25 fo
the campaign. Each organization was also requested to appdint a library committee
member to work on coordinating local efforts. Even every member of the Board of
Trustees and of the Friends Comrittee was asked to chip in $10 to the library effort.

_ In fact, the zeal for fund raising and the i ingenioys techniques used to gather finan-

cial baeking attest fo the determination of the Friends leadership. By September,
1960, fhe ronthly issues of the Library Bulletin ware being mailed to every household

" in fhe fargef aréa. Somehow in the midst of all the flurry over getting the library orh

sound footing,. there was time squeezed in to begin the first regular public library
service to the district which consisted of a series of Satyrday morning Children's
Sfory Hours held in different elementary schools in the area. Assisting with this
undertaking was the Children's Consultant from the Nassau Lubmry System . The high-
light of all the fund raising events was the house-to-house campaign which was or-
ganized by Mr. Herbert Davnson and involved the training and orientation of sizeable
numbergof volunteers. The ongoing push for a pubhc library appeared destined for
success until the early months of 1961 when the special legislation bill was killed
by the Assembly. Recovery from depression over efeat. of the legislation was rel-
' ahvely swift, though as further study showedthat a technicality involving the borrow -
ing power of the new district had worked to defeat the bill. And, in fact, as more
became known about the process of getting a piece &f special legislation passed, it
became clear that opposition to creation of a special district library was surfacing

_# from the Govemor's office, the Attomey General's office, the New York Library

Association, the Town of North Hempstead officials, the State Education Department,
and the Comptroller. By May, 1961, Mir. Balin was outlining plans to "use the legal .
seryices of the State Education Deporhnenf" and to seek "prior approval” from the
“State Education Departmenf and thé Comptrol ler's Department of Audit and Controls

" "before the legislature meets." The opposition of the Town officials to the legisla~

tion was resolved through a "memorandum of understanding.” Obviously though the
“legal technique and preplanning compromises were successful for by January 31, 1962

the bill had gone all the way to the fleor of.the New York State Senate and by Apnl

30, 1962 Govemor Nelsdh Rockefefler had signed it ipto law. The first hurdle was
Behind the library planners at Shelter Rack but the fufure was not yet certain because
the legislation required a vote of the district to confimm intent to establish and support |
a public library facility. The special.election’held on June 30, 1962, presented the
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elecfed Board members with a clear mandate to begin fhe Shelter Rock Publuc Lubmry,
votes cast were 1,638 in favor, and 438 opposed. The five trustees elected on that
day were Mr. Herberf Shalat, Mr. Morton Barrow, Mr. Leonard Peddy, Mr. Herbert
Paul and Mrs. Sondrea Messing. Less ;b@ a month after the election, the Board
negotiated a 3-year lease for space in what had formerly been a druggpre. By the
time realization of the goal of a Shelter Rock Public Library was definite, the library
had already been received into membership in the Nassau Library System. On
October 1, 1962, Mr. Leonard Hammer was named Director of the Library and from
then until Morch 1963, the library was readied for the grand opening. The former
drugstore required a substanhol amount of remodeling and the collection itself had

to be assembled and readied, Contrlbuhng to oll of this work was the local Friends
group. The official dedication ceremonies were held on February 24, 1963 and on /
March 4, 1263 the library itself was opened for business. Growth years beyond this

opening day record an interest in the children of the community expressed by hiring

a full-time children’'s librarian in Jonuor)}( 1964. The second director of the Shelter

Rock Public Library {Mrs. Frances Golub) assumed her duties in November, 1965 just

in time to begin planning for the space needs of the library which were outstripping .

the size of the original leased building. Aware of the problem, the Board started plon-

- ning for a new facility and began once again to inform their public, this time of the need

for space. In recognition of the effectiveness of the materials designed for the library
buuldmg campaign, the Shelter Rock Public Library was awarded an Honorable Mention

! |n the American Library Association's Library Administration Divisien's annual public

rélations contest for 1970. In deciding upon the most appropriate location for the new
facility, an actual count of houses was made so that the site would be equidistant
from all points in the uniquely shaped service area. The bond issue results tumed in -
a vote of 2 to 1 for the new building and construction began. The design of the li-
brary adds an architectural highlight to the area and was so recognized by being

_awarded a Silver Award in the 1970 design competition sponsored by the Long Island

Association and.the American Institute of Architects. The design.was created by
Bentel and Bentel and was opened to the public on March 2, 1970.

The Shelter Rock Public Library is open 60 hours a week the majority of the year with

" the schedule being from 10 a.m. - 9 p.m. Monday, Tuesday and Thursday; from 2 p.m.

- 9 p.m. Wednesday; from 10 a.m. - 6 p.m. Friday; from ? a.m. = 5 p.m. Saturday, <
and from 1 p.m. =5 p.m. on Sunday. During the summer months, on both Saturday and
Sunday, the library remoms closed

The library itself is s‘flmfed at the base of the deep bend in Seoringfown Road (a major
thoroughfare in fhe& a) in what might be called instifution row. Further north of

the library is the Humon Resources Center; next door to the library property isa VFW
_hall and on the other sidé is a neighborhood park with a pond, and confinuing around the
bend in the road is a Jewish synagogue. The property chosen as the site for the new

‘building then is reméved from the main stream of shopping traffic that frequents reasonably

close shopping centers. The setting enhances the building and the surrounding grounds |
add an openness hot often possible in the ever compacting county suburbs. Parkingat ¢
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Shelter Rock is a real pleasure as the available lot provides sufficient space for sizeable

auduences. If additional places are eve: needed, the VFW is willing to assist with ofher
parkirg fucullhes.

From the side parkmg lot, entrance to the library follows a concrete walk about midway
down the length of the building to the main doors. Affixed to a pane at the enfryway
is the nationally recognized safety symbol designating the facility as one accessible for
the handicapped - i.e., having door frames, water fountdins, toilet facilities, ‘etc.
designed for wheel chair use. There is a glass enclosed foyer feading to the public

rest rooms (ory the left), the meeting room (on the right), and the library proper (across
from the ou¥éide entrance). Both this foyer and the showcase area in the main library,
directly in front o f the circulation desk, have an attractive rock flooring and distinc-
tive lighting plus well-placed potted plants to add eye appeal and interest to the li-

brary experience. To the lefigpf the showcase area is the Children's or Juvenile section =

of the library which is cha . The rich wood tones of the interior are accented by
window placement and bnghf carpeting and fumishings. Two Japanese kites from a
previous exhibit flutter in the central air drafts and add a feeling of life to the atmos-
phere. The clever window box seats in the picture book area have appecl for all,
even the young-at-heart. In the far corner of the Juvenile section is a U-shaped
story hour room with s’rqur-sfep carpeted seating for the youngsters. Across the room
from this story hour area is the Children's Librarian's office which is draped for some
privacy, although one glass wall does make the children's area "afways supervisable.
To the rlghf of the entrance is the young adult area which while housing young adult
materials, is coming to be used as the site for Informatibn and Reﬁferral headquarters.
Following along the outer wall from the young adult area is the recent periodical
storage section and reading lounge, rather secluded in a wing not supervisable from
the main circulation desk. Between this lounge area and the large section of carrel
seating, the reference collection, is housed. A conference room for'small group dis-
cussions is situated between the carrel area and the art and music shelving and study
portion of the main floor. Along the far wall of the adult secfion is a sizeable area
of shelving for adult fiction and non-fiction that can éasily accommodate future
collection growth. Right in the center of the adult section, 'there are tables and

" chairs and lounge fumiture for reading and study, the vertical files, some listening

areas, and staff desks for Art and Music and for Reference. Across from the Young

Adult area is a glass enclosed conference area that contains the framed print collection.
Directly in front of this memorial/conference urpd is the ‘card cataleg. To the right

of and behind the circulation desk is the Adult Services office which functions frequent-
ly as the main reference desk. Passage thtough the Adult Services office leads to the
main workroom area which is two=story with an open well on the second level. The
Director's office, the Bysiness oche, Technical Service operations, data processing
operations, the delivery entrance, staff rest rooms, etc. are all found on. the first T
level workarea. On the second level, the staff lounge area, storage of older periodicals,
custodial quarfers, the Chief of Techmcal Services ofﬂce, etc. are locafed

From the Foregomg information on the historical bdckgnound to fhe creation of fhe
" N
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Shelter Rock Public Library and the present facility it almost appears that the citizens

of the Shelter Rock special library district have expérienced a "dream~come-true. " ;
This survey will deal with aspects of the present operation that can be expanded,
modified, or perhaps restructured to further enhance what is a solid, some would say -
model, public library emd will also spend some time elaborating on the present
operation and its strong points.




e . v
o~

1. Juvenile Reading Area
2 .:Pici‘gre Book Section
3. Story Hour Room

4. Circulation Desk

5. Workroom - Technical Services

»

6. Memorial Conference Room Frumed print dusplcy ]4

7. Mcnn Stack Arec

. 8 . Reference desk, Reading & listening area
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THE LIBRARY'S BOARD OF TRUSTEES

/

rusfees for the Shelter Rock Public lerary are elected by the qualified voters

of the Special Library District served by the library. The first election of trustees
ogcurred on June 30, 1962 with five individuals bemg chosen to serve. Since

t/huf date, fhere has been an election for one trustee continuation or replacemenf
held each yeat. Eqch élected Board member serves without remuneration for a .
’ period of five Years. The five member Board is guided by the dictates of the "Shelter
Rock Public Library By Laws" which were adopted on August 27, 1962. "One of the .
few amendments made to the "By Laws" over the years concems increasing Board
meetings from a quarterly arrangement to a schedule of meeting on the fourth
Wednesday of each month. Board meetings.are held at the library and are open

| to the public. , There are two officer positiops on the Board -- President and Vice

/

President ~- that are annually filled by vote of the trustees ("at the first megting
in Januqry, commencing 1964")." In addition, the Board also annually "designates"
the folJowing Board off‘cers .Clerk Counsel, Secretary, Treasurer, and Assistant

Public Relations. . ,

/Comparmg the present Shelter Rock Public Library "By Laws" with samples provided
in Virginia G. Young's The Library Trustee: a Practical Guidebook (p. 197-200)
and also in the Library Trustees Foundation of New York State's (now known as the
New York State Association of Library Boards) "Recommended Form of Bylaws for
Library Boards, " indicates that some modification of the preselt "By Laws" mlghf
clarify some items and elaboraté on others, thus creating a very up-fo-dafe, working
document. Some of the items that should be considered for inclusion in the Bylaws
are: 1) an article dealing with "Management" and listing the terms of office for

" < ‘Trustees, how vacancies on the Board are filled, and possibly outlining the number

of terms any one koard member can serve consecutively. (It should be stated that
limiting Board terms would be a voluntary act not mandated by New York State law
but nonetheless considered good practice for fairer representation.), 2) an article
concerning the “Director" and detailing matters of appointment and duties, and 3)
elaboration on the function and responsibilities of the standing committees with
creation possibly of one more standing committee =~ a Personnel Committee. The
present practice of not allowing the Director to attend executive sessions should be
reconsndered also. According to Robert's Rules of Order Revised (c. 1971), it is
"a general rule that no member should be present in the assembly when any matter
relating to himself is under debate." (p. 182). Consequently, if the Director's
salary, for instance, became a matter for debafe,_'then in this executive session
example, the Director would not be present but in other executive discussions, the
Bylaws should conform to the suggestion contained in the "Recommended Form of
Bylaws For Library Boards" which states -~ "The Director shall attend all meetings,

319




upon any question."” Lastly, with the cecent.publication of fhe ALA Public
Association's "Goals and Guidelines for Community Library S " the Board
should consider encouraging pofenhal Trustee candidates who would futfil] the recom-
mendation that -- "The goveming bodies 6F the commumfy library services adequafely
reflect the age, racial, ethnic, religious, and economic makeup of the community
served. Young adults shquld be included in the composition of library boards."

" Major concems of the Board of Trustees during calendar 1974 (as recorded in the
Minutes of the Board meehngs) were: 1) implementation of two new services --
8mm film collection and Information and Referral Program, 2) added hours of ‘
opening on both Wednesdays and Sundays, 3) procedures involved with the change-
over to the automated circulation control system, 4) building matters -- warped
doors,_humidifiers, fire drills for staff, etc., 5) energy conservation, 6) vandalism,
etc. Fnom all indications the Board is alert to changes for improved servicedin the

Community and prompt to act on fhe hbrary s behalf. Present members of the Board
include: e

Mrs. Sondrea Messing, President . ML
! Mr. Morton Barrow, Vice presidenf .
‘e Mr. Charles Lesser, Trustee \< )
* Mr. Leonard Peddy, Trustee ' "
Mr. Herbert Shalat, Trustee ) M
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LIBRARY STANDARDS - A FRAME'OF REFERENCE"

Determining how well a parficular public library js fulfilling its role in the community
and among the public library community at large is presently dependent to a great extent
on standards set forth by the national professional library association - i.e. the American
Library Association. Standards coming from ALA have been seen by many as the criteria
of adequacy but in 1975 ALA's guideposts are woefully outdated and provide only skeletal
assistance at best. ALA's public library standards, still in wide use, were devised some
19 years ago and although some minor revisions hhve taken place over the years, the
changes never reached the accelerated growth rute ‘of public libraries nationwide which

. were spurred on by LSCA monies, by state monies in.many instances, and by the rising
expectations of America's middle classes toward governmental services. "As a result, the
need for revised standards has been of major concetn in the association for some years
and fortunately, this past year some progress toward, revnsnog,,‘,:as surfaced. For example,
in the fall, 1974 issue of RQ (a library science pengdlcol) the tentative draft of the
guidelines for reference service as proposed by the Reference and Adult Services Division
of the American Library Association was outlined. The Iatest document to appear is the
"Goals & Guidelines for Community Library Services"comtructed by the Goals, Guide-
lmes and Standards Committee of the Public Library As %hon Division of the American
Library Association. Both of these statements will be ‘reterred to in the pages of this
report but fhey represent preliminary documents that are ground laying exercises for the
complete revision of an ALA public libraty standards statelment thus mandating reliance
on the standards that do exist while fully aware of changes to come..

For the purposes of this sfudy the followmg fools were used to obfam currently accepfed
standards of measure: , o . oy
Ees bl ‘

Minimum Sta nddrds for Public Libr@?Sysféﬁ% 1966, ‘ .
Published by the American LibraryiAssociatort. ﬁEhicago. ‘ - T

. . r'i ] s ] . L.
Statistical Standards. Addenda to Minimum Standards for Public’ Library Systems, 1966.
Published by the Amerlcan Library Asso\cnahon Chicago. 1967.

)

Wheeler, .}oseph and, Goldhor, Herbert Practical Admlﬂ“sfrohon of Publ ic lerunes :
New York . 1962 Harper and Row . - o

)

Interim Standards for Small PUbIIC Libraries. Guidelines Toward Achieving.the Goals
of Public Library Service. Published by the American'Library Association. Chicago. .1962.

, |
\
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Tgblesj and 2 on the following pages giv:: a numerical picture of the present condition
of the Shelter Rock Public Library and also offer some indications of future planning
needs of the library tied to the 1985 population projection figure - 33,180. The pro-
. jected figure of 33,180 is based on severc| assumptions, not the least of which is the

fact that the 1974 "actual" population figure of 30,000 is only a calculated guess of
the true population within the special district. Using the 30,000 figure plus applying
the calculation contained in the LILCO Population Survey, 1974 which projects a growth
rate of 10.6% for the Town of North Hampstead between the years 1970 and 1985, the
figure 33,180 is achieved. At best this projection is only an educated guess, consequently,
it will be up to local library planners to be alert to population changes in the next few
years that might require a revised estimate. All indications in 1975 seem to be that Nassau
County has slowed considerably in overall growth so that the 10.6%estimated growth rate
may not be reached in the next ten years. Lines \ and 2 of Table 1 are selected from
standards available and widely used and are recorded graphically to offer some concept
of the changes. in budget, library holdings and additions to staff necessitated by increas-
ing service area size . In contrast to the recommendations from.lines 1 and 2, the follow-
ing lines (3 and 4) outline the actual oveiall picture of )elopmenf made by the Shelter
Rock Public Library in 1970 agd again in 1974, as takenfrom figures on the annual report

" Form submitted by the library t ﬁ_fhe State Division of Library Development. The one re-
maining line on Table 1 is included for planning purposes so that the'library Board dnd

. staff can proceed to construct goals for continuing library developmenf

»

Just a quick ance-over of Table 1 shows that Shelter Rock has been doing quite @ ood
job inall areas except for annual circulation per caplta which falls below the suggested
standards. That in itself is something of a paradox in the field df llbranarishlp for many
are staunch supporters of the premise that given a reasonable budget, adequate staff,
attractive facilities, and a substantial book collection, a library can anticipate a high £
rate of circulation. Clearly, from the information in Table 1, there are other factors
that influence circulation statistics. An example of an often menhoned problem that
concerns the library staff and could be a factor in the circulation statistics is the "lack of
identity” Shelter Rock Public Library suffers due to its jurisdictional base - i.e'. a special
district for hbrary fax purposes only . It is quite possible that many of the older public
libraries in the nearby area continue to receive patron traffic from the area now served
through the special district library Old haunts and established shopping patterns will not
be easily dissolved merely because the' Sheltei Rock Public Library now exists. This
identity problem though is only one of several possible problems that could be contributing
to a circulation per capita short of expectations. One feature of Table 1 that should be
of great pride to the Board and_ library planners is the hefty bydget.increase that hds occurred
between 1970 and 1974. Communication between the funding powers and ghe library
Board is apparently at a high level . Even with the increases between 1970°and 1974 though,
Shelter Rock did not fall above the $15.69 Nassau County public |ibrary average per capita

~ expenditure. Since this survey will deal at some length with staffing patterns and needs, it

. should be.noted that present staff full time equivalents (23 .4) are above the suggested
number for ‘staffing a Ilbrary facility serving some 5,000 more people than Shelter Rock now
serves. Whether or not this extra staff is a necessary component at, Shelter Rock cannot be
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determined just by a surface look at the figures in Table 1. To a large extent the required
staff is not only related to population served but also to the level of service provided. .
With Shelter Rock branching out into specialized service areas such as Art ang Music and
Information Referral, then basic staff requirements must be adjusted to provide added @ ..
coverage. Before ledving Table 1, it would be well to glance at the recomme ndation .
for'the size of the book collection needed to serve the anticipated 1985 Shelter Rock
population (99,540 vols.). Only 2,601 mste volumes are needed to reach that suggested
collection size . Now is the time for planners at Shelter Rock to make a serious atfshpt
to hold the collgction's size below the 100,000 volume mark, relying always on a strict
policy of thorough weeding, emphasizing currency, and using in@library loan backup
for research depth that would otherwise expand the collection's size qnd upkeep out of.
proportion to the district’s size . Ny (l\
The next Table in this séries - 2 - is @ chart of "space réquiremenfs" for public library
facilities compared with the existing strycture that how, houses the Shelter Rock Public

" Library. More than anything else, Table 2 reflects the care in planning for the future'\~
that went into the new facility which was open to the public on March 2, 1970. There
'is growth space allowed for in every area - shelving space, reader space and staff work-
space . In fact upon taking a tour of the Shelter Rock facility the on y area that appears. |

. 1o . ‘. o~ R . / N

to be providing space problems is the staff workroom and surrounding office areas. Here

the problem ¢an be fm%t;;eyerul contribing factors including 1), the lack of regularly N
fly onca

assighed duty af\the floor - childrer's, young adult, art and music, and reference o
(librarians are ge

Urthe wlrk area rather than physically at the. floor desks),
2) traffic flow in the

orkroom itself w:h leads to much coming and going and therefore.
causes feelings of crow and confusien, and 3) assignment of priority space to storage

that could be reduced or Bompacted. From all appearances, the abundance of space.in

the new facility has permitted a freer use of staff workspace than can be continved in the

future if the more than adeq floor allotment is not soon fo be depleted. A major move

toward alleviating the staff workspace crunch would involve shifting the librarian's base

of operation from the wé’ﬂogog ared\to the public floor desks = a subject that will be mdre

fully explored in upcoming cRapters. \* \\\‘ . :

»  Tables 3 and 4 are reproduced copies of pages from the latest edition of Public and *

Association Libraries Statistics - 1973, a publication of the Division of Library Development,

and are included to provide an assessment of the status of the Shelter Rock.Public Library in

relation to other public libraries serving similar populations in New York State. Several

other Nassau Library System members are included within the Tables: Baldwin, Garden City,
Syosset, Port Washington, Franklin Square, Rockville Centre, North Bellmore, Glen Cove,
Bethpage, Lynbrook, Hewlett-Woodmere, Hillside, Island Trees, Mineola, Roslyn, Seaford,”

" "% Westbuty, Merrick, Plainedge, Floral Park and Wantagh, By looking at the column on

Table 4 headed "Adjusted Operating Excluding Capital Per Capita" it is clear that Shelter

Rock's per capita of $13,40 is considerably above the majority of the other listings and |
falls below only ten. Since so many unknown factors would need to be considered to gain
Uny worthwhile analysis from such a state-wide comparison, the information is included for
background only . Some of the unknowns in this instance, would be whether the libraries in
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/pendlfures equalling 60.89%. No problem has yet developed in the. i

the comparison are urbqh, rural or suburban; whether some of thé (ques receive un=.
|J§ted support thgt would be reflecfed in cther agencies' budgets sucl as rental fees, }‘
‘grounds mamfenonce expenses, or employ. e benefits that might appdar in the overall
city illage /budget and not in the libray's budget; whether the libraries are school ~
dlsf ict,: vnllage\, special district, association, etc: - .
Ll'qloles S and 5 were composed of figures derived from the Annual Reports submidfed by
Shelter Rock during the five year p%nod from 1970 - 1974. From these fgures itis,
possnb}e ta trace for a short span the recent growth pattern of the library . “Just as a
point of reference, the "Total Income" column is faq:an from DLD Code 19 on the Annual
Report formand is IQed there as "Total Operating Receipts, Balance, and Transfer "
"Tofal Expendlfures represents DLD Code 52 on the Angual Report form and_is listed
there as "Total Operating Disbursements.." ConseqUentTy, capital expénditures, cash
balances, and transfer were not included as part of she operahng\budgef Beginning .
with the Total Income column, the figures show five years of s‘{—:ady progress resulhng
i ‘a gain'in income of 37.92%. At the same time though there’ occurr"f arise inex-

reasing size of
‘yearly expenditures due largely to the fact that the library has consls}eh had a sizeable

""balance each year. At the same time tha: expenditures were rising af a rate, the
Aibrary materials b yet followed suit,at the overall rate of growfh of 19026 mf‘we

years. The librark rfaterials budget has nut blossomed under the same steady incregses N
fhat have characterixed the income allocctions, however. Note parhcularly the gxops .

in the library materials budgefs during both 1971.and 1972 that are reflected in the tower
.acquisition figures during the same two years. Cerfainly, it seems clear that a Iarge ‘
percentage of the increasing expenditures went to defray the cost of increases in available
manpower . From 1970 to the end of 1974 some 10,040 more staff hours were added to the
pay schedule to boost personngl hours some 28.21% . Certainly, part of the additio}\gl
personnel was added to cove:‘kﬂ;e increase in hoqrs\ open that went from 50 per week

to 60 per week, a 20% increase ™ n resporse to all_f the increases in available income,
expenditures; Ilbrury materials funds, staff hours, and hours open - circulation rose overall
by some 6. 49%. The increase in circulation t\'.fahshcs has not been of a totally steady |
nature though for in 1972 and 1973 there were drops in circulagion figures from the prevuousiy
achieved high of 1971. " Although it would be difficult to say wnxie/rfamfy, there is every
possdolluty that the impact of the new building's presence only begarfo level off in 1972
and consequently in thdt year circulation fell . The rising circulation statistics of the last
few years should be encouraging to the staff at Sheltés Rock . It is interesting to note that
the NLS circulation control system used gt Shelter Rock rs\rovxdurg monthly statistical

data on collection circulation breakdowns that should offerclues for future purchases and
provide a check on community needs and community resporse . If libraries are to compete

in the present tight social services arena, then they must be prepared to gain further know=-
ledge about the marketability of library materials. [t does appear that the planners at
Shelter Rock are using all the tools at their disposal to concentrate on this area of collection
d&velopment . One aspect that greatly enhances marketability is cirrency and currency is
partially to weeding. Apparently since the collection at Shelter Rock is relgtively
new (bemg blished in 1962), there has been little weeding to date. The large with-
drawal figure recorded in 1974 reflects’ mformcmon gained through the recently ci@pleted

L4 4 . .




a
inventory of the Shelter Rock collection which indicated numerous missing and lost items.
Even in 1974 with the losses of the past several years recorded, theraswas only 6.02% of
‘the total collection withdrawn. Recomniendations for yearly weeding stand at the 5%
level and are designed to encourage and emphasizé currency in public library collections.
Previous to 1974, Shelter Rock did not even achieve the 1% discard level with .7% of the
collection discarded in 1970, .6% in 1971, .4% in 1972,*and .5% in 1973. Certainly
more time must be devofed to weeding before the collechon is cloudeé by worn and dated

. materials. -k
To summarize, the total budget has risen 37.92% while expenditures rose far more
rapidly at 60.89% and library materials profited by a gain of only 19.02%. During the
same five year period, staff hours increased 28.21%, hours open rose 20% and cuqculahon
,responded to all these encouragements with a 6.49% increase . .

A
IA;
.

-

The last table in this chapter mcorporufes statistics gafhered from the seven libraries

above and the seven libraries directly below Shelter Rock in the population column of
Public anfl Association Libraries Statistics - 1973 (see Tables 3 and 4, referring to the
lnbrﬁnqs in brackets). As previously mentioned, the statistics from this publication are
useful as benchmarks only since far too little is known about each individual library for
valid comparison purposes. Table 7 in no way substitutes for any standard statement.. Just

a brief look at the figures in Table 7 shows that the Shelter Rock Public Library surpasses

the average of the 14 New York public libraries with which it is being compared in all
areas except hours open per week. And as later reports mdncafe, Shelter Rock has increased
its hours of access to 60 weekly .

With this statistical background, a foundation has been laid upon which fhe followmg
chapters will build.
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© SYSTEM AKD WONSYSTEW STATISTICS SY POPLRLATION SERVED

- Member, Nassau Library System

¥ Taken from Public and Assocnchon leranes

E lC
ABLE 3

’tatustucs/l 973 (latest available)

. PERCENT
#00KS AODEOD JUVENILE
POFULATION oY LCCAL S0CK NOLTIMGS 000K IS CIRCULATION  NURBER OF
CHARTESED . SYSe  VALUATION  PURCNASES PER OF TOTAL PER  HOURS 8PEN
TC SERVE  LIGRARY LCCATION TEW  PER CAPITA  AND GIFTS ‘TOTIL 0APITA  800KS YOTAL CAPITA  PER WEEX
345999 AUSURN L 8,292 72,058 2.00 10 166,009 4,08 3
—30s298  OALONIN N 9,680 03,328 2.42 23 200,083, 0.82 '
380822  OEER PARK H 7,755 52,779  1.5% 3. 166,900 4,90 51
33,272 NEW CITY [ 10,4916 S1,308 1.5 2s 191,867 376 s3
33,017°  HEWRIETIA ’ 9,571 37,711 1.14 3 234,218 7,09 50
w———324068 GARDEN CITY LR 9,608 $0,238 1.77 2 102,463  5.33 .60
o=——u320682  SYOSSET ° " 11,293 69,089  P.13 39 287,307,  0.00 %]
2029  POUGHKEEPSIE HN 5,662 95,016 2,99 19, 309,708 9,67 110
32,020 WEST ISLIF H 6e 769 12,265 00,180 2,30 27 200,538 7.78 1]
wema] 31,601  PORT WASHINGTON " 14,317 11,108 108,564 3.38 s 306,507 9,87 .0
NATERTOWM ne 4,938 Y 5,695 2,13 20 190,122 6.17 1)
LANCASTER 13 6,238 60212 86,395 1,51 20 109,151 §.17 79
PLEASANTYILLE ¥ 13,008 026 09,000 2,96 3 201,078 0,63 ”
. :ocx. RT w10 T 8,921 70,872 2.68 'y 198,776 6ob7 1
—{ n.!" ARE 1égv “ 18
" ORKTN (13§ 5.23__“5.533 iq.sn 2.01 ) sg':rn 3.23 "
P 29,198 OEWITY 0 13,956 1,053 . 18,373 w9 29 78,563  2.69 Y
29,107  HIOOLETOWM RC $,169 8518 05,155  1.55 [ 107,553 3.69 7
79,090  OIx NILLS H 10,768 15,323 135,673 A.66 23 055,670 15,66 124
—1 20,072 FRAWKLIN SQUARE " 9,808 69105 07,9  3.08 2 217,389, 7.52 62
2 NORTN ABYLON s 7,758 7,973 ¢ 67,062 238 n 163 R1) (1]
L} LACKANAKNS | ; 12,008 3,329 = 20,375 .99 20 $2,919  $.04 AS
9,305 0AY SNORE s 6769 0,362 73,978 2.60 23 220,611 T.77 56
2,064 'SNRUS OAK % 11,557 3,273 , 30,000 1435 I 103,737 G50 102
———n 274066 ROCKVILLE CEWTRE ] 9,600 6,000 249,500 3.28 3 302,212 11.08 .0
26,909 VESTAL aC 7531 5,343 28,048 o79 N $S, 78 2.07 50
G 264757 WORTH GELLMORE A 6,592 76,986 2.08 30 101,007 6,79 3
70,606  OSSINING " 52,035  1.90 30 199,05 7.%0 1
20,082 GATES ’ ATyS06 1,79 13 200,383 7.07 53
25,771 CORTLAND 43 60,55  2.68 22 127,699 ° 895 .2
— 25,770  GLEW COVE N 5,99 63,921 2.00 s 180,595 S.A5 1)
. 25,566 KINGSTON - n 2,064 7,708 147 2s Shs708 2,53 13
25,520 ANSTEROAN "y 1,602 W05,030 176 14 76,122  2.58 se
. . ¥5.6k% WNITESBORO ny 1,078 * 25,510 1.00 32 69,000 2.7% s
200739 NESSTER . ’ 3,503 $5,203 ‘2.02 i 192,200 17,77 a7
20,730 , OETHPAGE L 70065, 02,331 3.32 3 172,650 §.90 .2
26,520 © COPIAGUE s 8,581 3,067 1477 29 91,970  3.7% ss
20,010 SARATCGA SPRINGS sA 2,763 80,003 1.96 23 132,283 S.88 1
20,458 NALF MOON sa 1,532 9,029 o37 37 61,090 2.2 3
20,098 EAST ISLIF H 5,924 55,522  2.30 2 132,017 “
’ . » ~ ‘.
, 23,925  FAIRPORT ’ 3,900 33,050 1.0 N 215,308 .
poos 23,000 OSNEGO . e 2,369 S4,093  2.26 > 90,256 s
23,702 PENFIELO ] 2,769 81,990 1.76 .n 103,696 a9
— 234776 LYNOROOK N 601t $0,209 2.1t 29 110,433 62
23,750  EASTCHESTER . % 75001 9,100 2.9t 23 221,613 .0
— 23,0639  HENLETY N 0,007 108,136 -A.00 2% 212,716 1)
Y 224982 PANUET rC Se036 AT103 . 2.05 30 133,730 1
224237 NEM HYOE FK MILLSIOE " 3,350 a2, 715 N1.92 20 ux.uz o7
214090  TONANAKIA _ 13 2,571 27,95, .27 8 110,90 1y
‘e 219767  ISLANO TREES , ~-n-- N 2,372 27,103 1.26 L T T u $3
amem- 21700 © WINEOLA " 18,327 2,385 $7,126  2.82 29 120, .
4 [ 21,63% ° WANOPAC HH 10,493 1,030 164707 o7 20/ 62,5 .0
214566 HARRISON % 19,207 5,577 61,280 2.06 29 167,930 "%
(} SUILDERLAND UM 0,020 14393 15,828 o2 3 59,757 37
ROSLYN j N 08,226 3.99 . 23 200,193 72
0 KE oF 131,730 6.27 32 654,946 210
ot tver ¢ 53,708 2,57 2t 1619436 [34
Ful 36,703 1.7 19 a7
—— 20,560 SEAFOFS » ¢ 78,189 3,08 10 56
20,806  RIVERWEAD S, 71,310 300 22 161,878 1
. 22,205  LARCHNONT % o 13,788 3,573, 1,093 3.06 20 169,674 ss
© 204158 NESTOURY -~ N 14,317 6,349 63,006 3.18 28 190,992 114
—20y878  WERRICK ety N 9,600 5065 21,070 807 3 200,335 1]
19,993  OLEAN cc 5000 8,056 63,057  3.19 1s 167,316 1
. 19,970 ORCHARD PARK 13 2.0 33 173,018 A7
——19,933  PLAIMEOGE N 823 27 201,063 50
i94910  GREENMLAMN s 1433 3 97,221 1 1Y
19,781 0ATAVIA Nio 0,075 3.07 22 09,059 8,50 1
, 18,877 GLOVERSVILLE " 03,618 8.2 20 122,602™ .23 57
19,609  CHILY \ . 205,068 1.83 3 111,466 5,60 53
19,008 TaRRYTONN ] S8,105  T2.70 20 103,03 $.32 L
19,203 PEERSKILL M A3, 187 2,23 .29 57,236  2.96 (79
19,229  SCARSOALE " 75,909  3.9% 28 195,128 10,14 .
18,918  OELMAR un 79,492 8028 27 253,360 1340 7
-10,908 © WANARONECK % 87,556  3.57 32 140,591 a8
10,715  PLATISBURE . CEF 82,281 2.25 29 1875486 9
. #10,683  COWDES U 17,554 KTS 3t 34,038 (1]
P (85066 FLORAL PARK N - §2,055  3.00 2 149,252 57
g8 s309  WANTAGH N $h, 768 2.99 28 178,772 53
18,168  CLARENCE [ 20,950 1.54 32 110,35 a8
.
18,025  JOWASTON CITY aC AL,851 2,29 3s 94,009 . -
\ 17,783  MONTROSE v ‘115470 Y 3 31,857 s
16,055  OUNKISK cc .12t 170 20 94,058 a9
16,793 GENEVA G TAN 2,78 23 117,954 st
169725  SAYVILLE ¢ L3 STySTY 3.0 28« 159,010 59

SYSTEM AND NON-SYSTEM STATISTICS BY POPULATION SERVED‘*
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-POSULATION
-CHARTESED
1c stavi

N
-3, 688

30,707

30,634

38,208
1

26,088
20,136
- 200090

23,923
23,064
. B8
-—er23,776
230750
—t3,639

—— 22';;7
28,
—21'7.7

——— 21y T
219639

20, 006

20,205
20 0150
(14

1
18,74S
15,653

0 o 466

po—1 P8 11

10,168

10,028
17,703
16035
16792
th.79¢

ERIC

Aruitoxt provided by Eic:

TABLE 4

HOURS STAFF
TINE EXCLUOING
WAINTERSNCE
[ ] -
LIeRARY LCCATION 2030l pEReTOuRL
Ausun - - 2e008 13,399
SALONIN 16, 300 37,082
SEER PARK 5,060 14,763
NEW CITY - $,068 22,736
:5::::";1' $,080 So 006
¢ 12,893 23,50¢
;3::5;"!!‘ 13,198 314058
MEST ISLIF i 230332
. 0209
PORT MASHINGTON 100208 ser188
VETERTOWS
LANCASTER ekt
PLESSANY VILLE 21045¢
LOCKPORT 110999
T
o
OENITT ‘;{:‘f
WIOOLETOND 21,588
OIX WILLS 86,654
FRANKLIN SQUARE 20,658
NORTN SASTLON 20,232
ACKANANNS 3,911
AY SWORE 16,008
SHRUS OAK 28,182
;gg:::tt: CENTRE 100568 31,058
T.088
:g;;u!::ttuoa: 13,744 29,608
N 13,468 23,668
GATES 8,537 11,720
CORTLANO . $,772 13,526
GLEW COVE ., 992
KINGSTOM 3,908
ARSTERDAN 1,872
NN TESBORS 2,008
NESSTER 24716
SETHRAGE 8,216
COPIAGUE
SARATOCA SPRINGS
HaLr rOON
EAST ISLIS
FAIRPOAT
OSNEGO
PENFIELOD
LYNOROOK
EASTCHMESTER
WENLETY
VANUET
NEM WYDE PX MILLSIO!
TONANIKID
ISLANO TREES . .
NINEOLA 4,550 19,726
WANDPAC 5,725
MARRISON 12,008 32,768
GUILDERLAMD 1,020 2,048
ROSLYN 12768 21,526
KENNORE - 2,778 30,032°
‘PEARL RIVER 7,078 20,358
FULTON " 5,92¢
SEAFORD 9,256 16,315
RIVEPUEAD 5,550 11,952
LARCHNONT 4/11200 21,800
NESTOLRY 10,010 215200
NERRICK 11,927 32,458
OLEAN 7808 184622
0sCHARD PIRK $4639 6,968
PLAINEDGE 10,928 24,05¢
CREENLANN. Te208 13,02¢
SATAVIA $,058 18,274
GLOVERSVIRLE 10820 00924
CHILI 1,958 9,59
TARRYTONN $,068 16,926
PEEXSKILL 12,572
SCARSOALE 13,200 23,552
OELRAR 6,350 19,15¢
WAMARONECK z' 168 16,0080
SLATTSURS . o508 15,349
conoLs 1,088
FLORAL PASK 7,288
MANTACH 7,808
CLARENCE 3,829
JOMASTON CITY $.92¢0
HONTROSE
ouUNKIRK 73
CENEVA 2,008
SBYVIINF $9913 19,39¢

- Member, Nussau Library System

OISGURSENENTS FROM OPERATING FUND

SALARIES PLUS
ENPLOYEE GENMEFITS

ToTAL

32,952
253,039

03,379
126,533

52,756
173,067
229,738
250,333
206,668
415,557

106,569
104,106
162,268
118,630

75+769
23,502
132,745
£25,019
121,933

179,062
33,086
230,164
111,372
3260877
00,113
170,618
1964876
64,568
G t26

126,605
33,303
27,092
324372
31,270

186,126

101,203
67,028
16,4636

137,623

66,008
45,948
53,304
90,179
196, 567
97,204
035,510
65,4515
35,208
33,218

106,479
17,000
171,268
1308410
229,538
330,367

156,300

33,307
135,020
320,929

111,993
103,106
193,074
07,492
74258

82,913
39,009

1280597

520687

176,954
(T3

33,529
97,637
3

]
126, 082

»

PER-
cent

SYSTEW ANO MONSYSTEW STATISTICS Y POPWATION SERVED

LISRARY WATERIALS

ToTAL

15, 79¢

639
204,788
22,708

[T 13}
39,632

123,204
3¢,703

33,209
19,376

Se387

8,986
13,170
4E,035
269082
12,796

61143
36,450

38,906

22,604
42,679
36,793
16,130
17,904

(34

17,765
7o 326
5.50%

16,918

T 314538

CENT

16
16
22
29
22
12
19
(1}
28
12

[

.

PER
CAPITA

3
216
92
1.07

t.00

ADJUSTED OPERATING
EXCLUOING CAPITAL

PER
TOYAL CAPITA
sh, 008
“80,548
139,261
212,618
72,499 °
200,139
156,050
332,213
322,136 1695
606,002 19,10
S.19
.57
208 7.96
156,655  5.2¢

113,094 3.02
35,284 t1.20
21,39 4229
7064858 26,27
192,086 667
2739804 9.5%3
79,459 277
I54e248 12.40
167,886 5.95
396,838 38,28
104,608 s.77
262,033 d.d2
3360276 [}
o746
97,472 3.78
17%,513 .08
19,897 Jeb8 o
36,238 Lebg
39,216 Lo
46,102 "
2370026 «60
162,208 [}
92,329
250039
232,570 9.65
03,957 3.59
36,666 .37
02,610 .07
170730 T.10
TT6, 078 $11.78
S760129  26.20
‘33'930 Gs08
98,334 &2
13,572 A%
91,304 420
161,309 649
40,338 2.23
225,625  t0.07

408,792

150,079
250,379

323,008
134,525
09,062

166,513
08,962,
2280756

39,488

235,138

122,517 6.56
35,318 1.89
152,783 0,27
27,701 11409
71,215 3.9
175,373 9.72
78,276 30945
07,318 2.08
$5,376 , 3.29

191,308 Q102

en from Public and Assoclation Libraries Statistics/1973 (latest available)

ADJUSTED TOTAL OPERATING
FUNO DISBURSEMENTS AND
CAPITAL FUND DISSURSENENTS

ToTAL

191,463
2640

636,000

162,600
166,094
258,923
160,344

3974038
51,152
!ll,ll!

2755018
79,459
358,050
& 167,016
397,354
136,298

167,356

175,956
96,0893

25,
- 2324370
9,168

93,198

148,309
56,218
230,939
36,317
3eh,822
416,964
235,998
534454
201,263

- 359,019

159,428

PER
* CAFITA
S.52

3!3'2‘0
13,062
9M.62¢
66,298
' 8,493

< 1780764
3

219,650
71,213

176,826
724463
87,977
550716
193,219

SYSTEM AND NON-SYSTEM STATISTICS BY POPULATION SERVED* '

1.09

3.9
9.08
3043

3.31
11.38
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SHELTER ROCK PUBLIC LIBRARY
Statistics 1?76 - 1974 Table 5
- ~ Adjusted Total - Library Materials Staff
" Year* Total Income Expenditures ** .Budgef " Hours
1970 $492, 539 $253,332 $62,113 35,590
1971 a9,774 254,494 46,269 * 37,620
1972 473,210 297,015 83,0 41,336
1973 508,705 . . 354,345 71,975 41,650
TS 52,600 - 47,60 N 73,97 45,630
~ ’ . . ;
' ‘ Toble 6
Year* M Added ~  Withdrawn Circulation | Hours
w0 eemd - 10,47 484 205,840 50
1971 ¥ 73,506 7,83 . 442 213,280 5
1972 81,445 8,307 “ 368 203,799 53
1973 93,431 12,548 557 210,740 53
1974 . - 96,939 8,7% 5844 219,208 60

*Calendar year information as taken from the Annual Report of the library to the
Division of Library Developmenf

Q *"Excludes capital expenditures, cash balance and any transfer.

20




Population Served
Hours Qpen Per Wee

Staff Time Available/Year

Expenditures

. Total
u Per 'CaPi'fa
Library NA\rials
Per Capita
Salaries \
- Collection
Volumes
Per Capita

Circulation -
Total

Per Capita

;*Based oh Public and Associc;fion Libraries Statistics 1973

v -1

Table 7

.Avemgé of 14 Libraries*

Shelter Rock* ~

30,000
53
42,250 -«

$402,275
$13.40

$71,975

v
1]

$2.39
L g21,90

93,431

3.1

210,740

7.02

Y

30,561
& W5
33,278

L3

$257,055

$8,50

: $38,825
$1.33

$169,833

71,453

o 2.36

193,456

6.37




PERSONNEL UTILIZATION

On March 4, 1963 the formal opening of the newly created Shelter Rock Public
Library was held. According to details from Origins of the Shelter Rock (New York)
Public Library, this special district opened with a staff composed of one librarian

and two part-time clerks in addition to some assistance from volunteers in the
community. On the 1974 aniual report form sybmitted by Shelter Rock to the .
Division of Library Developmenf there were 25.9 F.T.E. staff or about 40 individual
workers to perform various phases of the library job from professional librarian to
custodian to page. In a span of slightly over twelve years, Shelfer Rock and the
administrative planners on the staff have had to adjust from the most simple form of . ,
organization to a far more complex scheme that should allow for efficient handling

" of the library's operations, provide for staff motivation, include flexibility for varying
talents and personalities, etc. In essence the assignmenitof creating the most desirable
organization breakdown is far from easy and has been presenting itself in the mjdst of
immense chdnges including =~ moving the iibrary to a new building, phasing in the
on-line circulation control system, ete. According to the Director, real planning time
to reflect and reconsider the pattern that has grawn up during these rather topsy ~turvy
times is only now presenting itself -- which makes |fp§1appropnate during this study

to pause a bit and examine the pattern that is now op&rational at the ‘Shelter Rock
Public Library and attempt to determine if the present structure is the mast desirablefor
momgemenf to accomplish the ||bmry sgoals. . _~"

A .
- " ) '

> ®

SPAN OF CONTROL' '
The outline on the following page shows the present staff organization chart at the
_ Shelter Rock Public Library as determined by response to the staff questionnaire com-
pleted by %each employee-(see Appendix C~1). From the chart, it is apparent that eight
staff members report directlyito the Director. Although there are few "laws" of manage-
ment which have any ironclad scientific proof, there are basic principles of management
which should be considered in establishing or changing organizational and management,
structures. One such principle concerns the "span of control* that is deemed most
desirabde and efficient for the majority of managers. This principle proposed by
Lyndgll F. Urwick in 1938 states ~= "No superior can supervise directly the work of.
more®than five or, at the most, six subordinates whose work interlocks."” The key phrase
here of course is "whose work ihterlocks.” At Shelter Rock, due to the present structure
of Tachnical Services primarily, all eight individuals have areas of responsubfufy that
do touch upon occasion. In devising possibilities for a revamping of the organizational
.structure to alleviate the wide span of control that encourages lack of supervision in
some areas and creates an unnecessary sense of urgency and pressure and general_lack of

~
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time for follow through on the part of fhe Director and thus down the entire chain of
command, several fdetors should beJcorefully considered. .

I ~
DEPARTMENTATION BY JOB CLASSIFICATISN

-

Looking once again at the present organization chart, a rather unique division of a
work is evident. Granted that most public libraries would contain staff slots for
Adult Services and Children's Services as well as the staff positions == setretary®o
the Director, senior account clerk (or bookkeépér) and custodian. In the case of ’
division of work between Adult and Children's Services the organization is set up

. along functional lines. But there the pattern falters because two of the three remain-

ing positions (i.e., clerical supervisor and fiage supervisor) are not based on functional
departmentation but are apparently based so}gly on position classification. That is to

say the a "head" page supervises all pages %gicepf_ for those pages who are assigned

desk duty) and a senior clerk oversees all clérical functions. In actual practice though,
the senior clerk is so situated physically as $o make it virtually impossible to supervise
clerical personnel in the work area while af the same time working on interloans at the
circulation desk. As things appear to operdte then, the senior clerk is actually only
supervisor for the circUlation desk. (It should be stated that the position of senior, clerk
has been in somewhat of a flux during the menths of the survey with the retirement bof

the former clerk and the slowness of civil séfvice procedures that have delayed appoint-
ment of any but a temporary staff member for. the vacancy). In discussing the job with
the. retiring senior clerk, AT Wat further learhed.that actually the supervision of the
circulation desk is left pfimarily to the alrefidy trained circulation crew and requires
little if any work on the/part of the senior glerk. Regardiéss of what has been though,
with a change in persgfinel, the position as‘gfawn on the staf urganization chart could
mean that responsibiffty for all clerical supelvision would be delegated to a senior clerk.
In fact if the chart As taken one step further, it is also rather apparent that the supposedly
functional separation of adult services.and children's services is not entirely accurate
either. In most public libraries (probably due primarily to feelings of inadequacy on the
part of the other professional staff) children's services perform in a rather separate way
from the rest of the ljbrary’s operation. Suchyis also the case at Shelter Rock, leaving |
the Head of Adult Services in charge of evé&gfk{@r professional librarian in the library. |
The tesult then is (if children's services are excludid from considetation) that the basis |
for structural organization at Shelter Rock Public'Tlbrary is job classification. Three
positions in effect control the overall service operation - i.e. page supervisor, clerical
supervisor, and professional supervisor (Head of Adult Services). So the question becomes -

is departmentalization by job classification efficient and the best means of proceeding in
an orderly fashion to operate a public library ? .

kY

From observations made of the operation at SHelfer_Rock on a moderately bﬁgdoy - the

answer has to.be - No, departmentation by ‘job classification is not efficiépghor effective
so long as one department (for example, the professional librarians) has to,fgly upon.

. another department (in this case, pages) to assist and facilitate the werk of the first

department. Comments coming from the staff questionnaires support the obgervations
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made, with several staff members concerned about underutilization of staff time and
talents, other apparently demoralized by a lack of status (principally evident améng
professional staff possessing advanced degrees in library science) that occurs when
attempting to get even minor jobs such as book shelving accomplished, and comments
from almost all categories of workers conceming the abundance of work to be done
and the lack of time and organization to accompligh it. All three comments support
the belief that the present structure of.organization of the Shelter Rock Publlc Library
does little to facilitate effucuenf working operations.

<

RELIANCE ON PART-TIME POSITIONS,

There is another unique feature of the Shelter Rock Public Library that needs further
examination and that feature is the heavy dependence made upon |"part=time" he‘|p to
ncCompllsh the library's tdsks. Full time professional staff occupy only 4 positions -
i.e., Director, Head of Adolt Services, Head of Children's Services and (one)
Reference Librarian. The remaining staff professionals (six) are all pari'-hme workers
with most spendmg 20 hours a week in the library.

From talking wnfh the Dlrecfor, there are apparenﬂy two main reasons for reliance, on
part=time professionals - 1) coverage of hours open and 2) the variety and talent that
two separate individuals provide in contrast to one personality. In other words, one
often attractive facet of part-time help - i.e., the savings realized by not paying
employee benefits - is not a factor at Shelter Rock since part-time professionals do in-
deed receive benefits whdch make part-timers rather expensive for Shelter Rock,

In determining whether or nof the present staff pattern is effechve, it seems important

to know of two comments that recurred among a majority of the working staff. First,

the question was asked of each professional - "does the part~time nature of your schedule
have an effect on the particular job you are assigned (whether that job be young adult
work or program planning or talking book service, etc.)?" - and the consensus was, that
from a professional pomt of view, part-time work deprives each librarian of the opportunity
to get well acquamfed with the community. they seek to serve, deprives each of enough
hours to accomplish any Specialized assignments apart from general reference wd§k, and
adds a degree of fragmentation in ongoing tasks that is frustrating at the very least.

To cite one very specnflc example of the effects of the part time work pattern, the Young
Adult Librarian has had a normal schedule as follows: Monday, 5 - 9; Tuesday, 10 - 2;
Wednesday, off; ThurSday, alternating 9:30 to 1:30 or 9:30 to 5:30; Friday, 10 - 2, and
alternating Saturdays, 1 = 5. Such a schedule unfortunately has meant that the YA
librarian is not present during the majority of the time when young adults use the library
(statistically shown to be from 2 or 3 until 5 and from 7 until 9 at night). On an average,
the Young Adult Librarian is present only 6 or 9 hours a week of her 20 hour work week
when young adults generally are in abundance in the llbrary If each librarian sees and
works with only a portion of the population they are attempting to serve, it stands to
reason fhaf the quality ond vigor of the service program suffers, Fortunately, for the
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young adults of the community, a newly. compiled schedule will go into effect September,
1975 and under the revised plan, the Young Adult Librarian has been assigned more than
20 hours a week and will be working on two days (Monday and Thursday) from 12:30 until
9 so that more YA librarian - young adult contact can be assured. Her schedule however
is still far from ideal since on Tuesday, Wednesday, Friday and every other Saturday, .
there will be no young adult librarian on hand to work when feenagers are in the library.
At the same time that almost everyone was in agreement about the disadvantages, from

a professional sfandpomf, of part-time work, there was unanimous consent that, from a
personal standpoint, the part-time arrangement is ideal. It may then finally be up to the
Board ond Director to decide which issue takes priority - library service or employee
||fesfy1es. Somewheére there should be'a workable compromise that will not favor either
posslbullty to the defnment of the other.. ~ ~ -

SCHEDUL!NG

The second comment that deserves some space is the concern for the confusion that is

. frequent when staff is ill or away on vacation - again a comment not limited to one or

. two staff members but repeated by almost everyone. In discovering why the problem is
such a frequent matter for concern, consider the many items that a schedule must
accommodate - . . . N 5

Night and Weekend Opemngs . B

Scheduling professional siuff as in many ||brar|es, is rather dlfflculf at Shelfer Rock
since the least desirable hours to work, for those with-families and in genera! ! for every-
one, are in the evenings, on Saturdays and on Sundays. In addition, it has become
somewhat of a tradition ai Shelter Rock for the professional staff to be assigned only 1
night a week and every other Saturday. Since there are four nights (Monday, Tuesday, -
Wednesday, Thursday) a week that the library remains open until 9 p.m. and on these
nights, an attempt is mad e to have 3 professionals on duty, there would be a need for
12 librarians just to cover the night shifts if each librarian had only 1 night a week to °
work. Since there are only 6.41 F.T.E. professuonal staff to draw upon for the night
dufy, it becomes obvuous that several librarians are in fact working two nights a week.

Off-the-Desk Dufx

In addition fo having enough professionals to cover for open hours in the evening, there
should be consideration given to providing time away from desk duty for ongoing projects °
like selection, weeding, preparation of bibliographies, pamphlet file organization and
acquisition, etc. Some have estimated that a reference librarian needs an hour scheduled
for "off-desk” duty for every three hours of desk or floor duty scheduled. Later in this
report there is also the recommendation made that a percenfage of some of the professional
librarians' workweeks (mcludmg Children's lerarlan, Art and Music Librarian, Young

36
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Adult Librarian, Oufreoch - Talking Book Librarian, Head of Adult Servuces) be ,
devoted to porhcupohon in community events and programs and community ligison work
outside the library's walls. -

Vacations, Coffee Breaks, & Unexpected E ,

In order to alléw for the many times workers will m focf not be on the job, it is
estimated that for every hour of desk coverage required, two hours of professional
assistance must be allocated. In other words, with vacations, births, deaths, sprains,
coffee breaks, off-desk duties, efc., it can be assumed that each professional staff
member will be on hand only half of their annual working hours to physically man
public service desks.

Staff Shifts — .
To complicate matters even further, at Shelter Rock a rather unusual number of possible .
staff shifts has also developed, so that on any given day there will be professionals
working one of six possible shift combinations: from 9:30 a.m. to 6 p.m., from 9:30 a.m.
to 1:30 p.m.,. from 10 a.m. to 2 p.m., from 12:30 p.m. to 9 p.m., from 2 p.m. to*

6 p.m., or from 5 p.m. to 9 p.m. Since shifts should be designed to position workers as

peok usage occurs, the existence of six différent shifts would not be considered excessive
if in fact professional staff was available when patron traffic was greatest. The following
table was constructed from the proposed staff revision schedule slated to take effect

g September, 1975 and should be useful in determining if the present schedule allows for

" peok usage periods : . .

Number of Profess:onals Assugned per Hour Begmmng September, 1975 .

Mon. Tues. Wed.. Thur§,. Fri. Sat.
9-10  /5+ r N /4 [ g
-1 5 3 0 2 4 5 4
N-12 .5 ° o3 ) 4 5 4
2-1 58+ s | s | 4 s 5
-2 8k 6 | s 5 5/ 4
2.3 6 C 65 .4' 5. 4 4
3-4 6 5 4 5 " 4 4
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Number of Professionals Assigned per Hour Beginning September, 1975 (cont'd.)
Mon.  + Tues. Wed .‘ Thurs. Fri. Sat.

5-6 6 5 4 7 4
6-7 "3 '3 3 3 ,
7-8 3 3 3 3
8-9 3 3 3 3
éoverage : _ ' | ~
moming 5 3 2 ° 4 5 4
afternoon 6 "5 4 5 4 4
evening 3 73 3 3

* indicates a schedule change on the-half hour
** 3 employees report at 8:45

Accordmg to the stahshcal analysis completed by the Rutgers team for Shelter Rock,
peak usage occurs between 12 and 5,p.m. But this conclusion is based upon a. rather
_skewed picture of usage since one Saturday and two weekdays were examined together.
Traffic patterns on Saturdays differ markedly from those of weekdays and it would
therefore be of benefit if the library staff would repeat the usage study to help clarify
scheduling needs. From the data already available though it appears that some re-
shaping of the schedule is needed to allow for 1) greater coverage at night (particularly
during the school year) and 2) less coverage during the moming hours and perhaps during
early afternoon,

Number of Staff Required

Another item of importance that can be found through using the table on professional
staff scheduling is that roughly 260 hours of professional help is required per week to
man the public service areas. If the predlchon that staff will be available only half
of their working hours for public service duty is correct, then there should be fourteen
full time equivalent professionals scheduled to cover the outline on the preceding table.
However, Shelter Rock Public Library is operating with only 6.41 F.T.E's. Without a
doubt, this low staffing pattern in relation to staff coverage expectations is a primary
factor contributing to the difficulties encountered when illness or vacations interrupt
what seemed a workablé plan.




REVANPl NG THE SCHEDULE

At Shelfer Rock there appears to be a need for some reworking of the present professnonal
staff scheduling. In restructuring, it is recommended that fh'e planners consider:

| 1. elimination of the proliferation of shift options - two or, at the most; fhree
shifts a day should prove more workable and adequate.

2. elimination of dependency on part-time positions - the need for more staff
hours which can be accomplished through use of full time workers is apparent and the
change should be instituted. . ~ .

3. adjusting coverage to reflect user patterns (to be defermmed fr&q\ }peahng
the Building Usage Count). \(

4. in some areas (Children's, for instance) additional staff posuhons are »\
definitely.required. -
\. - AN
5. scheduling professionals for later arrival. 5

TR
From the chart, it can be seen that the hbrory presenﬂy schedules 9 hours per week ’
between 9:30 and 10 a.m. when the library is closed. There is a certain amount of
justified need for some early taff arrivals in the circulation department but as no
professional librarians work in circulation, it would appear an economy if fewer (if not *
all) librarians were scheduled to begin work at 10 a.m. In addition, there are approxi=-
mafely 12 professional Jiours scheduled for Wedinesday morning - a time When the library
is closed to the public.” Obvious advantages to such a schedule include: allowance for
workshop attendance, allowance for staff meetings, grouping of hours away from the
publlc which may increase uninterrupted productivity on the behind-the-scenes activities, -
etc, On the other hand though, the practice of having staff busily working in the
facility and in full view of patrons perhaps not familiar with the schedule présents a bad
public relations image that should also be considered. Really, the matter of opening to
the staff when the public is barred access "must be weighed not only from the PR angle
but also from the realistic approdch that the present staff is already spread too thinand *

some relief can obvnously come from fewer mandated man-hours. .

DIFFERENTIATED USE OF STAFF.

Since it has become obvious that the professional staff at Shelter Rock is scheduled to
full capacity with no room for illnesses and other inevitable conditions, it is only
natura) to wonder - how does the library continue fo operate in such circumstances ?
Certainly, one factor in the cgntinuing success of the hbrary is the quality staff-in-
volved - by any standard, the staff rates far above average in talent, ablllfy and
enthusiasm for the work. Another factor, is the rather unique use made of pages in

‘
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the library. Because each librarian ngturally has behind-the=scenes jobs and yet is
* scheduled rather fully for'floor duty, a system\has developed at Shelter Rock whereby
pages man the official reference desk and diregt patrons where possible, resorting to
a call to a librarian only in those obvious referénce question cases. Now, there is
much to be said for such a technique since it does relieve librarians of many non-
professional directing duties. However, there d e% seem a need for some refinement
of the present procedure. There are.times when a pafron can be in the library and
find no librarians to assist them and afso be unwnllmg to ask assistance from a student
page. If the practice is to continue, there should be an obvious digfinction made
between what is essentially an "Information - Serial Retrieval" desk and the regular
Reference desk.

Giving approval to the utilization of page hours on a "Directions” desk should not
be considered sanction for having the library open when no professionals are manning
floor desks. The Shelter Rock Library, as every public library, shoyld be firmly
committed to the "personnel” standards proposed by the Reference Adulf Services
Division of the American Library Association in their recently issued paper entitled,
"A Commitmeqt to Information Services: Developmenfcl Guidelines." The personnel
" statement f:;'fhe "Guidelines" clearly states "a professional librarian/information

. specialist shéuld be available to users during all hours the library is open." "Being
available" should be interpreted as being physically present at fhe reference desk
throughout all open hours.

.

TECHNICAL SERVICES ASSIG NMENTS & PREYFESSIONAL STAFF

Due to the present practice of having essentially
variety of activities usually labeled "technical servic
of standard operating procedures at Shelter Rock the
percentage of reference, young adult, and chil
the present organizatiot\pattern has been d
elaborated here except fo restate a definif
mendations made there.

ryfessior! in charge of the

,"" there has evolved a series

f creqsmg'v demand a iarger

én's l{brarians'.time. This phase of
with in]Chapter Vi1 and so will not be

e need for sdrious consideration of the recom-

« o Y ¢
In conclusuon, it does appear that personnel utilization at Shelfer Rock suffers because
of the organizational structure Selected, because of the wide span of control resulhng
from that structure, because of the dependency placed upon part-time workers, because
of an inadequate level of professional staff (6.41 F.T.E's. compared to the 14 F.T.E's.
needed to accomplish the desired coverage), because of the excessive number of work
shifts now in use, and because of the professional coverage that i scheduled during non-
peak usage hours. Correcting only one or two of these confrifuﬁng factors will not

solve what has become an exceedingly. complex problem.

-
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" Shelter Rock Public Library is one of eight public hbmry enhhes cmafed during

" residents expected to have available was public library service. None of the other
.. eight localifies faced the urisdictional problems that halted the establishment of the

' LIBRARY COLLECTION |

Vi-1

I . . ya

THE LIBRARY'S COLLECTION, SERVICE PROGRAM AND PHYSICAL PLANT -

1960"s within Nassau County. Included among the public libraries formed in this fen
year spansWere Syosset, 1961; Shelter Rock, Wantagh, Hillside, 1962; Plainedge,
1963; North Merrick, Jericho, 1965; and Island Trees, 1967. The growth spurt that
Nassau County had during the 1960's signalled an end to the frenzied settlement of
the Island following World Warll. As housing developments became more settled

and faﬁlies began to look upon their residences as "home, " the need for governmental
services supported by tax dollars became more pronounced. Among the services that

Shelter Rock Public Libpary for some years though, and as we have seen, but for the
fenacity of the founders O'Bhe library, .the Shelter Rock library would not be included
in fhe,hsfmg today . .

Havmg been created as a result of the wishes of the public within the Special District
boundaries, a strong, rather well-supported public library has been developing during
the past thirteen years. This chapter will deal with the present stage of development
of the Shelter Rock Public Library, concentrating primarily on various phases of _
existing services, on the library collection, and the library building designed to ,
house on-going operations. | w , i ‘

Durlng this study of the Shelfer Rock Pubhc Library, no exhaustive analysls of the book
p holdings was made primarily because the library has recently completed an inventory
.y ofits collection as part of-the process of converting to the circulation control system
operated byathe Nassau Library System. Working from this inve ory and also using
the lafest ®ta SUpplled monthly through'the circulation control system on usage of the
collechon, the professional staff is already being supplied with sufficient information
to b/egfn dssessing the, relevancy of the collection and pmpoinflng replacement needs
and gaps that can be filled. In addition, each consultant making an on=site visit to
the library also scanned the collection in-house at that particular time and has made
relevant comments throughout the report regarding parhcular strengths or waaknesses
fhat were evident. .

4 i

The basic structure,offering guidance to those staff members engaggd n book selection,
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. as well as, providing-a source of referral to the communjty-and a support baseffor
the Board in the event of a censorship problem should.be the Book Selection Policy. .

3

P
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. servable in the présent structure of the Shelter Rock Public Library, collectionis the -
.Wheeler and Goldhor recommendation for collec¢tion distribution contained in their
_volume on Practical Administration. of Public Libraries. If a public library rigorously

v annually, it is possible to conclude that the limited size of the adult fiction collec-
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Unfortunutnly, at Shelter Rock Public leralﬂlTem is no- Wnﬂéﬁﬁle&lonpollcy
covering any phase of the library's collection. In effect there is an unweitten policy
which lately has been emphcslzin acquuélon of more fiction ndpopular maferials
since the broad base of collegtion strength has been ﬂamg over’the pasf F thirteen
years. The main means of céffimunicating, the itten ‘Selection pdlicy is through
Directesabriborari®® contact. Nevertheless, the fecommendation must be made fhar) o
Pre squf engaged in selection, the Director, and the Board need to agree on basic ‘;P&
philogphies for future collection direction and commit these phllofophues to writing |

rd

" so that goals are clearly in mind and so that continuity of collection growth is mélRzmm——

tained despite changes in personnel or other unforeseen developments. The Selection_ 2 !
Policy arrived ot should be workable and not merely committed %o print to sghsfy ’
what could be termed public, library.standard operating procedure I;W
Pohcy statements are available from the System's Mair office or by Tsing,Book Selec-

tion Policies in American Libraries, ed..Calvin Boyer and Nancy Eaton. Two con-
siderations should be covered by whatever emerges as the final Selection Policy at

Shelter Rock including: 1) structuring the statement so fhat collection pnont’ues and/

or specidlties are evident (a clear definition of an ypward limit for the size and bud-

get percentage dedicated to art and music is needed, for instance), and 2) including
some guidance for collection dl.f;[fbuhon among juvenile holdings, young adult hold-
!

-
)

ings, audio~visual materials, adglt non-fiction, etc. that will assist planners.during .
yearly budget pneporoﬁon time./ It is also advisable to include a sechon on fhe re-
verse of selection - i.e. weedmg.

’,

Within the field of library science, there are few absolute prmcuple; to obseive :

since the "science" is inexact, at best, and always subject to lacal considerations

. (in the case of public libraries) and a certain amount of persongl- preference and
interpretation. Guidelines are the most widely accepted tool used in the, professuon

to suggest general patteriisand directions that promofe quality library service. One  ~
such guideline that may prove of some value in assessing the growth and trends ob-

followed their suggestions, it would be composed of 25% juvenile titles, 25% adult
f‘chon titles, and 50% adult non-fiction titles. According to the data submitted by _

' the Shelter Rock Public Library on the 1974 Annual Report to the Division of Library -
Developmenf the collection is divided into: 21.28% juvenile titles, 15.96% adult

fiction titles, and 62.75% adult non-fiction titles. Recalling from Chgpter IV that '

the current level of circulation is below the expecfahon ‘of 9.5 volumes per capita

fion may be contributing adversely to this circulation statistic. With a shift in em-

. phasis from concentration on building a broad base of non-fiction holdings in the li-
brary's early years, to the current policy of reinvigorating the adult fiction holdings,
curculahon may begin to climb upward. Public libraries should be responding to

) L~ (_/_
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the demands of their public for re,cre’&jiqpuf%ading just as must_as-for more scholarly
) materials for the upper echelons of the“compGnity - one. sgcfﬁi_rglg_ulé':;fgfow e
overly large to the detriment of the:other, ”For this reason i drafting the Book ™
. "“gelecﬁon‘Policy statement, the Board should cutline a desirable size for the adult o <
fiction section according to an agreed upon per’cel‘vwg;zfg: which should be se P
. 7 higher that the preseit 15.96% of the total collection .fiow included in adult fiction. .
u . v -

* ...7. ADULT SERVICES .. IR
—e T = ST i L '
According to the data collected during the test phases of.fhe Rutdersstudy, designed
: ~  to pfoduce new measurement techniques for pyblic librariest, the Shelter ock Publéc

- Library attracts more womén patrons (58%) than men (40.9%) -"a facfor partially ¢
* accounted for by the commuter workforce that streams out of the Special District
- . area daily into Manhattan. Among the nonstudent clientele using the library, the
larger user group was the "Housewife/Mother" category (31,8%), second was the ]
"Profgssional" category (24.4%), and the smallest use was made’by the "Unemployed"
(segmg'nf of the, community (.4%). From tulking with the librarians and observing the |
. circulation usage statistics, it would appear that primary reading and listening interests _
- - at Shelter Rock centér on gardening, cooking, how=to=-do~it books, fictiod, art, " .
v " music, records (popular and classical), and cassettes. Administratively(see Staff L
Organization Chart p. V-2), the adult services function is under the direcon of . _
the Head of Adult Services who has six professional librarions reporting to her. e
The six ppofessional personnel ang assigned the mdfafity of their working day to cover
Brovice EectibDut each also h nite‘and specialized tasks assigned
g duty,="one is responsible for the homebound and outreach service T~
¢ translates ‘into Thaintaining contact with the existing Talking Book
fiher is in charge of Young Adult Services and does selection for.the YA
,t_'r_dhs_,muchcs‘.a Serials Librarian, a fourth is charged with acquisi-
tion @hd care of pamphlets and spoken cassettes, a fifth covérs various phases of film , &
service, and the sixth is in charge of the separate Art and Music section of the library.
Neither page hor * clerical asistance js under the direct supervision of any member of
the Adult Services Department but must be secured with advance clearance through
either the page or clerical supervisor. Each professional, in addition to reference
7 flody duty and specic\:gzed assignments, also spends a considerable amount of each
workday completing various phases of the Technical Services operation. Discussion
of this arrangement and suggestions for a major overhaul of Technical Services pro-
cedures are outlined in Chapter VIl and so will not be dealt with here except to re- "
emphasize the obvious lack of time for professionals under the present arrangement to
- effectively deal withmost of their job assignments since their work time is fractured
"~ between public.service duty, technical service tasks, and specialized assignments
and, in the majority of cases, work time is further splintered by the part-time nature
of all but two of the professional work schedules in the Adult Services Department.

Y

Operation of the Adult Services Department centers around the Adult Services office
which is an enclosed librarian's office to the right of the circulation desk as one enters

a
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. the library. Within ﬂns‘&ch there is a desk for fh\H/edd of Adult Servuces, a
closet for most of 4he staff's'coats and purses, a counfer top area with the lower
_ portion occupled by fila-type drawers assigngd to five of the professional librarians
. employed by the Adulf Services Department, the bulk of the active Ready Reference
materials (customarily located with public service reference desks), etc. Theffice
j; crowded and is a bé huve of activity with professional staff caming and going
‘and with fhe workroom staff constantly using the office as a cogridor to the public .
service area. On an average day, the adult serviees officecontains patrons seek~

. ing answers to_seference requests,-tWo or morey stationed at the counter

~

top drawerdfea searching through their file or somache else's in order to pick up . .
the catalog card revising or whatever tdsk was for their completion, hbrary
clerical staff using the room-as a_corridof to the pubdit service areq, etc. Through
both the staff questionnaire (Appendix C) and staff interviews, two recurringcon-
cems surfaced - 1) the-professional staff is frustrated by the lack of adequate work -
space to perform, their assignments qnd 2) these same libmarians are equally frustrated
over the piecemeal nature of their behind-the scenes assignments. Both matters are
«< justifiable concerns if would appeat. To be assigned only. a 10" file drawer (est.)
as a base of operations is rather untealistic and indicates a severe need for readjust= .
ment of staff workroom space. The matter of having a task performed in 10 or }5
minute stretches by two or offen more individuals must make for errors at the very

leasf ond shoyld be considered inefficient time utilization due to the loss of time ~

. mvdi#ed in the initial orientation to the task (where did the fast person leave off and, .
where do | begin?). Solutions to both of these pmblems hinge to a farge extent **
@on acceptance of the recommendahons made in Chapter VII _ ~

&
)

, Excepf for sforage of back issues of periodicals, the adulf materials are located on the
main level of the first floory Shelving conforms to Dewey order except for the follow-
ing_categeries "which are shei\led out of sequence: all of the Deey 700's up to
approxumafely the 796's (sports), the short story collections, lar fyp,p books, foreign
language volumes, mysteries, and science fiction. Apparenfly, it is a frequent problem
among pafrons to locate the 700 collechon, which comprises & separate alcove.
Despite a sign’ appended to the last shelf of the 600 collection, many are still unable
to find art and music ‘items without staff assistance, which suggests that perhaps the,
directional assistance provided is inadequate and that the sign is not as well displayed
as it could be and, also suggests that following Dewey sequence does have obvious
\advdntages in teris of the number of staff needed to provide dire K)ndl assistance
dunng all open hours. Within the space occupied by Adult Seryices, there are three
information desks - one for the Young Adult collection, one fof the Art and Music
collection, and one that has until recently been reserved for the periodical retrieval
page but is coming to be used by at least one reference libraria per hour for staffing
the desk ./ The other two wood desks are not staffed by professiohal librarians during .
any time pf'the day and really serve only as decoration. Volunteers will be sitting
at the Young Adult desk to use the Information and Referral files stored there, but
'sych an arrangement is far from satisfactory from either the Infom:nafion and Referral

>
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.placed for eye appeal
- be desirable for patron. nvemence and staff efficiency.

. VI -

4 v
5 .

viewpgint or the YA v:ewpomt, as the desk provides no means of having conf'denhul
conferences since it is placed in plain view of all and is close to study tables and
chairs, and also cansidering that if the desk should receive use from the community,
tts presence in the midst of Young Adult materials could discourage YA use. In look-

ing at the information,desks in the present setting, it is obvious that they are well
“all too obvious that a rore functional arrangement would

<

Responsibﬂify for adutFbook selection is shéred by all profes:onal staff below the
Director with the Head of Adult Services coordinating the opercmon. Except for the
Art ond Music Librarian, no assignment of spetial subject areas is made. Cerfamly
with the present level of staff expertise, fhere should be assignment of a Dewey sec-
tion made to each professuonal for overseeing the collection maintgnance necessary .
in that area - both weeding anq selection.. For selectlon purposes, tHe Shelter Rock
staff combs through those. selecho ools appfaring on NLS coordinated buying lists,
such as: Choice, Kirkus, lerary Joumal, Publisher! sWeekly, Booklist, New York
Tume§ Book Review Section, etc. The Ilbrary also buys heavily from the ‘Adult Serv-
ices replacement lists compiled by t stem. Browsing through the collection re~
veals that materials have been selected for a cotlection that closely resembles a good
undergradvate library or community tollege library with strength in social sfudies,
education and I‘ferufune. Talks with the Director indicate a shift now being made to
duplucafe more heavily popular materials where the public demand, interest apd usage
exist. The Inter Library Loan Clerk or Senior Clerk keeps track of those items most in
demand. When a backlog of requests accumulates (5 or more), another copy of the
item is placed on order. This same clerk has the option also of increasing fines from

5¢ to 10¢ @ day, a technique designed to hasten retums. There is no pay duplicate
collection maintained at Shelter Rock but the library does subscribe to the McNaughton
plan, selecting from their. list in advance and being alert to take all mystery titles
offered, science fiction and any fiction that hasn't been ordered from Kirkus. As a
standard practice, duplication isn't automatic until a title becomes a best seller which
could cause the library fo suffer somewhat in terms of good public relations. Here it
would seem that a larger share of the budget should be available to finance some pre-
selection of best sellers. The need for speculation on best sellers is, of course, lessened

by the library's use of the System's BINY service which is designed to supply shelf- ,

ready, popular titles within 48 hours. Paperback items are also purchased to supple-
ment the collection and many hundreds are received as gifts. Présently, the library is
spendmg staff time to catalog these paperback materials - a practice that deserves
serious reconsud};afion on all but the specialized non-fiction paperbacks sincesthe
ephemeral natute of the materials makes time and effort spent on the cataloging process
often a wasted effort that is lost after one or two circulations.
In future collection building plans, fiction deserves.considerafion for an overall increase
in size even though it p{esenfly exhibits numerous strengths. Additions should also be
built into business materials, social and behavioral sciences, pure and applied science,

Ly
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ecanomics and literary criticism. The staff can also make good yse of ﬂ\e recently

issued Adult Services replacement list covering modem’ and’confemporary poetry,

drama, the Essay and General Literature Index, and criticism. In ¢onjunction with .
expanding the collection's appeal to varyjng audiences, purchase of Arco manuals

should also be incréased. One aspect col kection mamfencmce that must be given 4
more prlonfy is weeding. During the library's early growth yeors, little weeding was y
done since most materials were new or of the basic fype that added strengtht to the
developing colfection. Now it has come time for" the library to begin senously fo.

. adhere to the recommended discard rate of 5% annually. At Shelter Rock since

there is no written discard policy, withdrawal has been h~sed almost entirely on book
condition ~ if it is falling apart, a book is discarded . K‘eepi_ngl_n mind though °
that a well weeded collection tends to encourage a rise in cnrculafion‘plus adds -
economies in the areas of space needs and personnel needed to service the collettion, .
a discard clause should become an essential part of the proposed Book Selection st

Policy and should be backed up by actual weeding. In deciding where fo begin the

weeding process, the staff should be aware that weedirjg needs to be done in all ¥
major areas, particularly in the 300's, 500's and 600's"aad in sotme parts of the 900's. ,
_The weeding process should 36 hand In hand with a replacement project where Iafer )
editions ought to be obtainedtand the superseded ones removed as appropriate.

4
L

On fhe 1974 Annual Report to the Division of Lubrary Deyelopment, SheHer Rock re-
corded 422 periodical titles which falls'in the ‘middle area of the NLS Library Yard- | L
stick range (for a popuhﬂon base between 25,000 and 49,999) of 17] = 803 perjodi- ~ Ny ‘ﬁ;
E:r?ubscnphons. Surpasang Shelter Rock. in this population- gfeuping on l'he.ﬂumber - e

~'6!‘~su,qenf subscriptions were North Bellmore, Port Washington, Baldwin,‘ Penmsula, )
' J-ong Beach, Freeport and Elmopt. The ||brary has presently sef a goal for obtaining £~

. 900 subscription titles and toward this goalis addmg more scholarly journals in the ¥ =~
fields of sociology and education. In géneral though the periodical collgEtion s _ e
standard Wilson index *fare, with the Reader's Guide covered rather:well, folly,ed R
by Popular Periodical Index, Social Sciences Index, and Educdtion Index.” The }#S}“,
philosophy in selecticn forjénoducarﬁas been to purchase for the broad jqparar ‘ -y
interest of the community rather t’ﬁan specializing in one or two areds. Reténtion =~ ¢
of-pencducals has been standard practice for the major{y of itles stmply because

until recenf1y, the space was available for housing’ exfena?(-enﬁi(ck?dﬁs. However,
space .is-dwindlng and the time is at hand when microfilm’ repfdcemq’)t,und, in many
cases, actual discard with reliance upon the System's microfilm collection should -

be considered. Either msttiod would alleviate the need to house such a hlgh percentage .
of the periodical collection on the main floor wherte it.offers no additional eye appeal
sincf"qld magazines are unattractive. Presently there are roughly 80 periodlcaf titles .

on microfilm and three microfilm readers and one reader-prmfer for.patron useof the .
microfilm. A fair percent of total page time is spent in microfilm refrieval and mjgro~ ..

film reader instruction. Since two of the readers have been consistent sources of o
equipment breakdowns, some additional microfilm equipment is scheduled for purchase
during\the coming year. 21 of the 422 subscription titles are newspapers. Included
among the 21 titles are the New York Times, Newsday, Christian Science Monitor,

L’
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Wall Street Joumal, Villdge Voice and some surrounding local papers such as Roslyn
ews, Westbury Times, Williston Times, etc.. Since the fibrary does have facilities
which attract readers on a'daily basis to the ldunge areq, it should consider widening

»

the newspaper afferings to include other sections of the cowntry - parhaps - the Wash- .

ington Post, fthe Chicago Tribune, and the Los Angeles Times. °
» -

-

Total book budget to cover purchase of all library materials is $60,000 for 1975 (an
increase of $5000 oxer the previous yeay) of whﬁh $41,500 (69.16%) is allocated for
aduly purchases ( fiction and nén-ﬁcfion),%7500 (12.5%) for the art and music collec-
tion, $8000 (14.16%) for the juvenile collection, and $2500 (4.16%) for the youn
a dult collection. During the year 1975, %16,080 (26.8%) of the adult book budger

- is earmarked as follows: ) ' t

% of Total BookABudgefv '

Subscriptiops " $5,200. . 8.66 * -
'Recordings 3,500 5.83 ‘T
* AV - microfilm - 2,000 .3.83 . -
. Book leasing 3,180 5.3 RN N
‘ ~ . :“(McNaughton) . B . T
. " Films, filmstrips 2,000 - 3.33 .
e Binding ‘ . 200‘\\33 \\\ .

~

" The really striking feaf:i;we of the bop,(budgef is fhe,c;l\ohhﬁ ($7500 or 12.5%) set aside
- 'specifically for Art and Music. Selection philosophy here depgrts from the plan em-
> ployed in purchase of petibdicals - i.e. buy for. the broad, popular interests of the
population. Without further knawledge of the community gained through statistical -
s ampling, iFis vittually impossible to be certdin that a significantportion of the_people
have an igf’egsf in art and music that Would surpass their interest ahd pqhups'fhaf?f‘ .
othér segments of the population in business or science or sports or. some other ih\fer,es'f '
area. There are then several reasons for suggesting that the Board cast a.discerhing eye
on,fhe\fufune of the Art and Music segment of the library. One consideration in this - ~
regvaluation should center on the fact that Shelter Rock Public Library is part of the
Nassau Library' System and as such, is ina position te request backup assistance from
fellow qurhbers, at least two of which (Hewlett-Woodmere and Great Neck)-have
q vite,extensive art dnd music holdings. Another factor to be considered is, of course,
what segment of the library's service program receives a back~seat, as it were, because
of the time and effort expended on the Art and Music section? We have alrsady seen
t hat adult fiction is significantly smaller in volume. than recommended standards and
further in this chapter, it will bacome clear that audio visual emphasis is not receiving
enough either in terms of budget or staff time and then there is the whole question of .
increased outredch to the community’s disadvantaged.which would mean more commit=
_nent in budgetary terms and finally, consideration should'be focused on Children's
rvices which presently is equated only slightly above the specialization - Art and Musie.
Primarily because the Art and Music main floor desk has never been utilized by the staff
(presumably because demand in the specialty section has never reached a steady pace)
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and because the library can get by with only a part time Art and Music Librarian, we
are leff to conclude that overspecialization in this area has not and probably-will
never receive peak’'use by the community; otherise, the public demand would | long
ago have necessitated more staff coverage for Art and Music reference assistance.
Setting priorities for the collection cannot be dependerit on mere appearance though
and so the. whole task of outlining major growth areas within the collection will be
left where ‘it most éppropnafely belongs - with the Board and library planners who
have closér community contact than a Consultant team can pick up in a matter of -
months. 1n devising priorities, the suggestion is offered that more consideration be
given to providing for the multifaceted needs of the communl\!’)' than j 5 glven to select-
ing specualt)gumas to disproportionately ephanée.,

s -~
. N

The Art and Music section contains! nvenhonal items that would.generally be found
in a public library Dev\vey 700 sechﬁbuf, in addition, concentration has been

placed on: opera libfettos, lyric and music scores, photography, "how to" books, .
architecture, and popular and classical sheet music = The adult Art and Music section
occupies an alcove on the main floor with the 700 collection housed there as are phono-
discs, art and music pamphlet files, art and music refer&x:e works, and art and-music -
periedicals. The job of the part fime Art'ard” Music Librarian is filled with selecting \Z>
for the collection, selecting all phonodiscs excépt spoken word and Juvenile recordings
setting up the yearly concert series, dojng displays, cataloging and cios@qg records .
and cagsettes, };Qndling art and muslcd?e}ference, etc. lf\r.he\decusion is made¥q con- \
tinug emphasis in this area, then provision must be niade for additional scheduled hours

for the Art arid Music Librarian to undertake assignments that congentrate on di \

involvement with community, institutional and professional activities and assoc?iig\ p

' { . to encourage wider use of the special materials being gathered. "She really shoyld
T “speaking within the community to groups on thé materials and services pmvidecf and

_*. _ meeting with othér bodies to determine if modlf‘cafions in avajlable offerings are needed

‘ to ‘best serve‘existing needs. -

“*The only other speciai colléction at Shelter Rock is comprlsed primarily of pamphlef
materials of interest Yo paraplegic individuals, which was given to the library by a local |
cifizen, Mr. Robért Moss, who serves on the Board of Directors of the National Para-
plegic Foundation. . The materials are up-to-date and cover facts on specialized

? products travel opperiunities, advances in reséarch, etc. Unfortu afely, the materialg '
do. not receive much use. Possibihhes for widening the use of the collection could in-
¢lude compilation of brochure materials which could circulate to other public libraries
on Long lsTand informing them of the collection's existence and perhaps increased local

publlcify at appropriate fimes during the year for example, during National Employ the
Handi app Week (ﬂrsf full week ih October). - ) o » ‘
Polic Ceryr obtainin n adult card at Shelter Rock include the requirement that the
individual be a residenf or property holder in the district and be able.to show,some Proof

. of address, such as a license, electric bill, ete.. Adult cards and juvenile cards afe™
one and the same to conform with the requirements of the circulation sysfem. Specgal

. /
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Ioc‘n practices are few and for example, allow a patron to check out reference volumes
over mghf with the stipulation that the book be retumed at opening time the foljowing
day.. Asof Jpne 29, 1975, there were 16,264 residents registered at the library which
"is foughly 34% of the fotal Specnal District populahon.

4

‘ AUDIOVI SUAL SERVICES . '

L - : N~ r
Due to fhe segmented assignment of various phases of the audiovisual job fo'many different
) mduvnduals, audiovisual services is not a sepdrate department within the library and has
_no one supervisor overseeing goordination of the final product. For this reason, consid-
ération of audiovisual services as a separate part of the library package provided for the
people of Shelter Rock is somewhat misleading’ but will be attempted to_provide furfher '
undersfandmg of the effect part tinie staffing i having an the total library qperation
and to stress the need for coordination at some level bélow Directora .
‘ '

ln begmﬁrgg this duscmslq%if audlowsual services, it should be pointed out fhet the

w building was designed ¥é allow for quife n.extenslve audiovisual program with =

g\ Fumlfune selection, eehn%noom space, ®tc. all geared to handle medigsof
vanogs inds. To this day fhough,; hene has not be
ing exten Mudlovisual P mming that might hav
opening. Apparslily, oyeﬁll?‘buﬁf years between the Adilding's design and eventual

. canstruction down #g the present; there has been a change\ hilgsophy.about the role
of audivwisual equipment ¢ and matériatsand the importance ume in overall library .
goufl“occom shment .~Consi demf f this ehtire survey re rf??f%;he ideal oppor- .
S unity to reassess t pnonfy mPerhaps realign se st he press of day

: to day “fulfiliment ¥ duties certai <§ts of the overall oper.at@wve gotten " postponed

. ~
or overlooked and should be rehfglpe X

-
— w .

the model progress made in effect-
en assumed at the building's

‘0

v

In analgzmg the present audiovisual program, o catalog,of avc@mrdwa nd soft-

ware wull provide a basjs for comment. Af Shelter Roc fhe ||sf‘1hc|y_de;._/
. ~.

{' . -

]6mm ﬁl‘m e ’ i 5 \ ~. -\’ ., ' ' ) ’ »

AL ¢
Shelter Rock Public L\ibrary is one of ten public. libraties i in b

-~ —
A

spay County that belongs .

. have afl bee acquired since the opening of the fiew building and ate housed locally.

.. Financial commitment for continuing in.the circuit varies from year to year but is rough-

< 1y $1000 anndally, which each librg ry can opt Yo,spe nd on a single title or perhaps more -

) _than one titld. Although there has been dlscqssm at Shelter Rogk of dropping the circuit,
O planners shopld consider the value to local._patrons fl\aving immediate access to_ film __

titles at the/public library which otherwise could bé, supplied through NLS only on.an

advance bdoking arrangement. The’ many last mmute group programs that are saved from”

failuse ay speakers unexpectedly cancel commitments and film showings are substituted

h - shouﬁ vide enough good liﬁu@ubllcw to make the $1000 investment quite a bargain.

As filf rage Yife of a film between 6 and'7 years, Shelter Rock w_[ll

to a film circuit originally begun in 1960. “Shelter Rock s\ dings include 24 films which

—
s
-

N
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shortly be approachmg the day when evaliation of films for rejuvenation or replacement -
should be scheduled'at o rejuvenation house. Budgeting for replacements should be
consudered in upcoming years not as part of the annual circuit cost but in addition to it.

8mm film

Recent purchases in this format bring the Shelter Rock inventory to 60 titles of which
80% are regular 8mm and 20% are super-8mm. Selection includes a mixture of old
‘comedies and travel. The recent purchases will be used for outside~the-library circu- ,
lation purposes. If this format is a success within the community, the library should N
_definitely elect to purchase a supply of film loops or 8mm films in cartridge packaging.
This format is particularly ficcesaul in demonstrating "how-to" techniques such as -
how to dog paddle, how to use certain shop tools, how to do the back ~hand serve, etc.
Considering the popularity of "how-to" materials af Shelter Rock, loops should be con-
. sidered. for displays and demonsfrahon and eventual curculafion

* According to the 29, 1975 circulation control summary report, Sheltef Rock Public
Library hes 2,800 adfiflt disc recordings and 414 juvenile disc recordings. Sejection for «
. s the juvenile recordings is accomplished by Jhe Children's Librarian with appnoximclfely
) </ an annual budget of $600, The juvenile phonediscs, although comprisirig a small collec-
tion, are well selected and include classical mygic, folk music and storjes. There are
" . no pdpular juvenile recordings and the exact palicy on letting children check out adult
. recordings took some research to unearth. According to the information Wiained, the .
policy is one of openness to children checkmg out adult popular recordings but since it
isa pohcy not familiar to all staff, it should be made accessible through a procédure
“and pq[lcy manual. Consideration should be given to doubling the J-record budget 5o
that more materials ¢ould be purchased, including some popular materials, and als&}}
e

~ that replacement needs ‘could keep up with the rough hdndling that mpldly deterio
N the children's recordings. .

. .
D

The adult reco&mgs, except for spoken word, are.chosen by the Art and Music lemnan
Shelter Rock shbuld be' proud to know that its adulf recordings are in the best physu&:l
condition of any publlc ||ery thus far surveyed in thé counfy Part of the reason may

be that record inspection is nouhnely done as each recording is retumed. In addition,
prominent and very complefe warnings and instrictions about record care are affixed to
every album. Also, the disciyd rate among the phonodiscs is at a higher level than among
b ooks, with classical materials being removed when scratched beyond usefulness and a ,
somewhat less strict discard policy adhered fo with popular,and juvenile recordings. The
adult phonodisc budget is $2,400 and could be increased by 50% in light of increasing
costs and the brisk circulation of the mafenals, which is indicative of their popularity.

* The Shelter Rock Pubhc lerary uses fhe ANSCR classiﬁcafion scheme for_phonodiscs
although rot for cassettes. The library has been utilizing the NLS Technical Services -

I T -
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.PhonoRecord acquisition and processing ser(ice, averaging about 80 purchases a
month thus far this'year. Catalog cards for phonodiscs and music cassettes are filed
separately from the main card catalog's dlphabetical listings and consequently, may
be somewhat difficult to locate. The Director is aware of the confusion this arrange~
ment causes many patrons and expreded an intent to interfile phonodisc recordings

in the main catalog "as time allows”, which really should be within the coming year.

Circulation policy dictates that all phonodiscs circulate for one week except for
" instructional recordings which can be checked out for an entire month. No reserva-
‘tions are taken &h phonodisc titles except for instructionalsrecordings. AThere is also
. a limit of three records per patron at ony.one time. C

.-
14

In-house equipment for listening to records includes.one :ecord playeg jn the -
“juvenile area, complete with two sets of earphones and two Miracord turntables in
the adult area, each of which also has two sets of earphones. These three listening
areas are for patron u¥e ard_ for staff use there is gnother turntable. Consideration
should be ‘given to, providing ‘another record player in the children's roop. The
listeningooths are designed to be housed in large wooden block~Itke cubes thaf
remain locked unless being used. The cubes function much as end tables when not in
" use and as such are rather disguised tqzpatrons pot aware of ‘the liftgning areas. * . ,
Utilizatiog of the equipméirt, would undoubtedly improve if more prdminent signs
noting their availability were posted and also if, instead of the lock and key technique
now in use, needle cartridges *were available for,checking out at the circulation or
Juvenile and Reference desks. Such 8 policy would offer the advantage of visual

2

L. inspection and cleaning of cartridges after each use .

Audio - Cassettes - . o o "

Reference to the June 29, 1975 circutation control summary report, mentioned
earlier, shows that Shelter Rock owns some 871 cassettes which are designed for patron
"circulation. As with records, cdssette selection is divided among the Art and Music
librarian for music cassettes and the Children's.librarian for juvenile cassettes, and
another Reference librarian who selacts spoken mord materials. The budget for cassettes
is $500 which is really minimal. J-Cassettes are not cataloged - a factor that deserves
. correction. Spoken word cassette catalog cards; unlike Music cassette cards, are
_interfiled in the main catalog. Cassettes are duplicated on the premises and circulation
of the master is never dohe. The Art and Music librarian expressed interest in ahigh-
speed stereo cassette duplicator but such an expensive purchase might be wisely post-
-_.poned until some clarification of copyright restrictions is.forthcoming from Congress. *
“Should a strong copyright law be inacted anytime in the future years, the value of such
a pu\rchase might riéver be realized. As with phonodiscs, no popular music cassettes are
included in the juvenile collectign but can be borrowed from the adult collection. A
portable cassatte tape player is available for in-house use by adults, but not by children,
which seems a regrettable policy considering the ease with which cassette tape equipment
can be operated. [t is therefore recommended that the library purchase at least two
portable cassette tape players for use in the children's room and that each player come




VI-12

~

_equipped with headphones. This equipment should be openly displayed in the wet
carrels (those equipped with an electrical outlet) available in the Juvenile area and
signs noting the availability of cassettes should be prominent.

Open - Reel Tapes

Although the Shelter Rock Public Library owns an open-reel  inch tape recorder |
with the capacity to reproduce quality maferials, the machine is never used and has
" been relegated fo a niche in the meeting room projection booth. [t should be moved
to one of the empty listening cubes in the adult part of the library or placed with
an operative listening station. . If it is moved where it could receive use, the library
_should then purchese some open-reel tapes and begin experimenting with techniques
to best utilize the machine. .One possibility i to. tape the Sungday Concert series for
. replay during upo;‘gng weeks in the llbrary Another would be to offer use of the
machine for piped#ih music during organizational use of the meeting room. And, of*
course, with the Bidentennial at hand, such equipment could be fhﬁ%brce for Shelter %
~ Rock to begin an oral taping project involving:local residents who must have verye,
fresh memories of the aréa's development since World War 1l - certainly, a subject .
ﬂgf doesn't sound too historical but should bq preserved now rather than offering \
N e Senemhons no record of the past. Certainly, the machine could alsobe . *
$s\'l:ble for local YA's to record short book reports that could, in tum, be g guide
fo.other YA's in selecting enjoyable volumes, Considering the available resources at
Herticks High School Media Center and the wndespread use of media equipment by the
e population there, it seems safe to assume that if the 1 inch tape recorder's
existence ‘were known, the use would be heavy by young adults. There is also the
possibility of offering the equipment for loan since use resulting eventually in the
_ equipment's shorter life seems pnefemble to letting the recorder gather dust in the
. projection booth. -
4

Fi ImsfriEs

juvenile collection has 83 Sound filmstrips which are sfory-felling sequences.

None of these items circulates either within the library, or outside the library ds they
are all reserved for use in children's programs. Once again, considering the availa-
bility of the wet carrels in the Juvenile department, there should be rear screen
projection equipment available and visible and a variety of filmstrip and cassette

" packages or kits. provnded for self-exploration by the young.

v

Although Shelter R ck has elected to concentrate in Art and Music with some
emphasis on architecture, there is not yet an accompanying slide collection to
support visual self-study. Regardless of the final priority art and music will receive
in overal] collection dssessment, a slide collection should be part of the Shelter
Rock audio-visual collection. For the success of such a new venture to be assured,
the patrons must be aware of the materials'.existence. One method of attractively

8

1

Slides ‘ * - - M
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The glassed-in Memorial Congnence room to one si

-2) perhaps the entire display of the framed reproductions is just so perfect within the

.doubly aware that the collection exists. .

" In addition to the record plg?e)r in the Juvenile area and the two turptables in the

A \\A Kodak Carousell'860 slide projector with zoom lens. s avaijable for in-house

ovi-13 &
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displaying a slide collection that the planners at Shelter Rock will want to
investigate for purchase is the. Abodia slide cabinet with provision for illumiration,

selection and display in a compact and attractive arrangement.

Framed Art Reproductions U L

the Adult Services Office
houses the 167 framed art ductions owned by the Shelter Rock Public Library.
Usq of the artworks by the Community has been lifiited and could be attributed to
several factors, including: 1) the fact that the glassed-enclosed room looks off-
limits to the public and few probably venture in fo see the selection of art,

library setting that it looks, not like circulation materidl, buf rather like a permanent
exhibit, 3) the lack of any signs outside the conference room inviting patrons inside
to sefect art, 4) since a high percentage qf the commjunity, is financially well-off, - .
the chances age great that few woyld have a need for art reproductions, and" 5) a lack N
of mass distribUted publicity on the collection's existence has meant that the .
particular public geared to art repnoduc‘ion circulation has never been found. In iR
other library settings, space has limited art reproduction displdy and yet €irculation
has continued through use of notebooks arranged with pages of $caled pictures of the *
available reproductions. Such a technique forms the basis for selection and purchase
of the reproductions by the library staff and could be effectively utilized in the same
fashion by the public at the circulation or refer®nce desks so that patrons are made

.
v
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Audiovisoal Equipment

>

Adult section, which have already been méntioned, the Shelter Rock Public Library
has on its AV inventory the following: .
3 Manual threading, 16 mm Graflex projectors = one new, the others ins'good
-good condition. Use restricted to in-house. - .

A dual 8 mm GAF silent projector - new, not yet put to use. Use will be
resfrictgd to Juvenilé programming. ‘

2 Viewlex spuigd filmsfrip‘proiectors, one with a rearscreen.
1)

2 filmstrip viewers‘. .

A GAF sli viewey. . T ' \ >

pah\Q\n use. i . ¢




An opaque pro|ector - poor condmon. ' i ‘ ()
A . . L

A Penfagon cassette duplicator. This piece is regularly cleaned but should also

be demagnitized routihely. .

A Cassette player/recorder. Use restricted to in-house.

. The Meeting room and adjoining projection booth house: an amplifier, a
tumtable, a Tandberg } inch open-reel tape recorder, a microphone and sfand
two mounted speakers, and a Steinway Model L piano .

_ The only pieces of equipment scheduled for patron circulation are three or fowr

" cassette players which will soon be available for Joan . Suéh a new service is needed,

for if the library is to build up gapport with |ocarcommunify groups, then some funds
- mus} go for the purchase of citciating AV equipment,, Hopefully, the service will

extend beyond cassette equipment to loan of 16 mm pno|ecfors, slide pm|ecfors-, tape

» recopders, efc. ’(\ . L} : o -

. o N
audiovisual equipment loan, there are other services that should be a
. natural th of the widening concept of provudmg library service o the

comm {t)/ For example, Shelter Rock has yet to join with other Nassau County "o
public | bmries which are provjding Chartér bus service for their patrons to enjoy :
the New York Cufy opera season. Considering the library's emphasis on art and music,
this opera bus seems a natural service that"should be available to the citizens within
the specnal district. Here again, the fragmentation of part time sfaff.merqbets seems
to be a major I|m|hng factor in undertaking the.booking responsibility necessary for
providing the bus service. . .

~

L]

i Film preview is cmofher service that should be available for community group$ and
program planners - in fact, any. community member. To be well used, the service
must be of®nly advertised and an area set up for film previewing should be observable
within the library. Reéar screen pr0|echon equipment and headphones are two essential
ingredients for offering film previewing within an open reading and study area. -

Another service which is available within the librd} but not clearly marked forkggéron
ease in locating it is the supply of film catalogs from major distributors which would be
of use to program planners.and citizens with 16 mm home projectors. NLS Film
Cataf?)gs are also available in the library, but they too are not openly displayed or

4 offered for sale. Locating these items, plus the New York State Library Collection
listing, more conveniently for patron use is certainly desirable and could increase an_
awareness of the ovaulabiluty of media through.the public library

For some comparison as to how Shelter Rock stands among two other publlc libraries

(serying similar populations) accordmg to 16 mm film usage, the following chart has .
been Included: . ) S

o ¢




Ni-15

[y

Film Bookmgshmpanson

- . . November 1974 through January 1975

Shelter Rock Garden City  Port Washington

Community Use 14 22 55
School Use ' B V74 © 36 N 257 -
Library Use . B} -~ 32 59"
. Home Use 32 _18 100
- Totgl Titles Used < 04 108 ar :
" Two target areas that future publicity should be designed fo attracg are 1) home use
of films and 2) community or organizational use of films. Announcements of the
latest available titles from the system should be considered also as a means of attracting
new users. . <

-

e L

In expanding the film service at Shelter Rock, more time would need to be
available for the professional assigned to flm service to spend in attending the System's
‘previews, to spend on creating film programs with discussion sequences included, to
spend gaining skills in maintenance procedure, etc. Right now the service has reached
its limits given the current part time staff scheduling and the pnovision for clerical
and page assistance in fulfilling assignments. During the coming year, Shelter Rock
will be offering two of the 'NLS shared-cost featire film series - Series C (children's
films) and Series D (adult films). Given the lack of young adult programming . ‘
/ﬂlms and book discussions seem a natural for this age group and topics could be
. designed to attract not only YA's but also adults. Again though, expansion of the .
film service.requires.a commitment in terms of time (audienceggare developed over
serveml years not automatic), staff, publicity (monthly mailings going.out to Special .

, District house holds some weeks prior to any event), etc. In discussing the present
{evel of audiovisual services at Shelter Rock with several staff members, there were
repsated references made to the trauma associated with mechanical breakdowns of
AV equipment at crucial moments. Apparenfly at Shelter Rock, the professional
staff has generally relled upon the page supervisor (Head of Technical Services) to
operate and keep the AV equipment functioning. Considering that this” posuhon isa
part. time job usually occupying nighttime hours, it is recommended that some in-
service training of all professional staff be undertaken in the maintenance and operation

. techniques for all available equipment presently in-house. With knowledge comes

reassurance and then wider and more innovative use of avaiisble hardware and soFI'ware
One service cbrrenfly provided by the library was created by the Children's librarian

_ and jnvolves use of slides in addition to an oral presentation to acquaint groups with
~ the services offered by the Juvenile Department of the Shelter Rock Publictibrary.
' Since this technique has proved successful, it should be expanded to.include information
on the full range of services offered by fhe library and presented for various community

groups or perhaps set up for orientation to the library. The audiovisual staff at NLS
sfands reudy to advise about fhe

ibrary's creation of the program upng the Cinemasound _

-
'
-

.

¢ .
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or other equipment available ‘at the System. ., 7 /‘

No discussion of the audiovisual aspects of the service program at Shelter Rock
should conclude without mentioning the lack of supervisory coordination of the
total project. The audiovisual functions are parcelled out as follows: one part-
time reference librarian selects spoken phonodises and @lssettes; another part- -
time reference | rarian_hasresponsibility for the film sevices; a full-time »
_ clerical person handles film bookings; the Art and Music librarion {another part- __°
"__time reference position) handles selection of all non-spoken, addlt phonodiscs and
Sassettes; the full-time Children's librarian selects all juvenile, non-spoken phono- —.
discs-and cassettes; the page supervisor is responsible for equipment mainf'enapc/e/ '
and operation, etc. Despite the fact that the Head of Adult Serv ¥
in charge of the Reference librarians, this authority does not exte
assignments oytside the realm of Reference desk duty ond eyén)

icesjsFheoretically
A Ve

specialized assignments, the Head of 'Ad'ui ,Snw: ic(wgul ¢ over - |
Children's Services, .page services, and € al services thept is

no one professional charged with giving cohesion to t , hgedware

and software utilization a lection within the library. ° rates

ta collection

ould'guide the libpafy P

in somewhat of a vacuum then rding any overall goal forthe

_at Shelter Rock. Without some change in organizational
will continue to be disjointed and lack the direction th
toward a quality media program for the community.

CHILDREN'S SERVICES

—

The Children's Department of the Shelter Rock Public Library provides services to
youngsters from preschool through Grade 7. Staffing for the Department is limited
solely to one full-time professional librarian. The highlight of the juvénile sedt
really has to be the building itself - the deep woodtones, the overhedd flu
Japanese kite fish, the appealing window seats, the bright blue fumifurg; gind the
attractive flower panels at the end of each stack range all combine to giv the
Children's area on unexcelled charm. Since the physical facjlities are conducive
to whatever is to be the future developmest of Children's Services slter Rock,
this section will deal primarily with the following target areas th '
consideration and review in planning efforts: 1) the la¢k of a wel developed
‘audiovisual program in the Juvenile atea, 2) the inadequate level oRstaff allotted
to the Juvenile area, 3) the low overall percent of the total book bud
,  marked for Juvenile materials, 4). the need for an accelerated range of prodxgm-<
ming for the Juvenile age, 5) review of some unwritten policies and-creation &k a
written set of policies and procedures for all staff, 6) increased publicity Smos \

if not all, the services of the Juvenile Department. _
Having just sbmpleted the Audio Visual section, it should be clear that incorporation '
of more media {n the Children's department15q definite recommendation. It is
a delight to see that the Shelter Rock Public Library is equipped with wet carrels in
.. the Children's room (i.e. carrels having electrical outlets) but a disappointment not
. C
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to find each equipped with some piece of audiovisual equipment - tape recorder,
or cassette player, or filmstrip and rear screen projector, or record player, etc. -
ready for busy young hands and minds to explore. Unfortunately, the only audio-
visual equipment available in the Children's room at the time of the survey visit
was the record player locked away in the wooden cube without @ clue as to
1) what the cube contained nor 2) how to go about getting the cube unlocked.
_ Informational signs are needed in the Juvenile section (as fhmughout the library)
o to inform the publlc about non-visual services, about new services, and about
special upcoming events. Displays too would be a helpful way of passing information .
. to patrons and gre certainly recommended for widespread use in Children's areas.
To illustrate the suggested uses of signs and dlsplays, it would be of value tothave a
special display of the newly available books in Signed English and to have the sign
announding the availability of the braille/print picture books posfed at the Children's
"Reference desk or at the main circulation desk and also to hclve a sign stating where
‘ the record player is located and how to use it. , -

L d

" The lack of displays and probably the limited scope of media in the Juvenile section
. are most likely the result 6f the insufficient staffing in the Children's oom. The

one full-time librarian that is scheduled in the Children's area must divide her time -
between conducting siory hours, selecting materials, doing various phases of the
cataloging process, weeding, doing Children's reference - the tasks are endless and
when the Children's Librarian is off duty or ill or on vacation, there is no.one to
replace her. The result then is that on three nights a week and every other Saturday,
the Children's room is left unmanned. Therefore, it is recommended that another
full-time professional Children's librarian be added to the staff as a number one
priority for upgrading the level of juvenile services provided. In line with this
recommendation, it would also be appropriate for clerical assistance to be assigned_
to the Children's department to relieve the professionals of such clerical tasks as
checking the on-order file and pashng in the library's publicity book

_The Juvenile book budget is $8,500 or some 14.16 % of a total book budgef of
$60,000. This allotment, however, does not meet with the usually accepted
allocation of approximately 25% of the total book budget dedicated to the purchase
of juvenile materials gnd it is therefore recommended that the planners at.Shelter
Rock re-examine collection priorities with the expectatiorrofegising the yearly.
sum devoted to purchasing books for area youngsters. From observations made of the
collection, the result of low budgeting amounts flowing into juvenile purchases is
definitely limiting the quantity of new volumes that could be expected to be
available throughout. The fiction collection, in parhcular, has noticeable gaps in
the ared of popular fiction designed to appeal to grades 2-4 and also in the rnge of
titles available from well known authors. Duplicate copies also appear to be .
purchased in far too limited quantities to fulfill demand. One solution would be to
close gaps with the purchase of more paperback items. Shelving beginning readers
separately from the picture books would also rearrange materials, so as to make
their presence better known. Using the inventory made of the collection in conjunc-
tion with converting to the NLS circulation control system, checking should be done
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against such recommended lists as Gaver's Elementary School Library Collection
and the Children's Catalog. As gaps are discavered, whether resulting from

previous low budget sums available or from theft, replacements should be secured.

The picture book collection, shelved in the area immediately in front of the Children's
Librarian's office and next to the window box seats, appears to be adequate . In the non-
ﬁchon collection, the 500's and 600's are apparently well selected and adequate with
purﬂcular emphasis on plants and animals. These two Dewey numbers contained

re new books than any other juvenile area. Sex education books are on open
sﬁelves, but some of the newer, franker titles were not available during the visit
made to review the collection. Regarding the 900's, particularly books on states
and countries, it is evident that new titles are being purchased as they become
available. However, it seems unfortunate that the o&\fitlseﬁ are still retained.
Just one example, among books on Brazil there were two published by Fideler, one
from 1962, as well ds.a revised edition of the same book from 1969. The earlier
fitle should have been withdrawn when the new one arrived or if upon receipt of /
the 1969 volume, there was found to be little differencé between the two volumes,
then consideration should have been given to the value of having the material in
the collection at all. Fideler volumes on countries were designed as textbooks and
are generally so oversimpliﬁed as to prove of dittle value for overall collection
strength.

e 4 s

Often checking back purchasing orders can provide some clue as to the pattern of
selection that is developing in a collection. For the case of Shelter Rock though
checking on purchases made from NLS recommended juvenile lists will not offer
an exact picture of past ordering since the library doés rely heavily on Kirkus
reviews for selection. Nevertheless, it is still interesting to see that of 38 copies
(27 titles) ordered from Ils}\JO9 only one was a fiction title; foy paperbacks were
ordered and the remainder were hardcover nonfiction. Similarly) from list J08
out of 45 wpies ordered (37 titles), only three were fiction, seven paperback, and
the remainder nonfiction. This same pattem of few fiction and paperback additions
holds true in checking back print-outs for the past year. While it is not definite
what, if any, problem exists with the present juvenile collection, over-selectivity
cannot be ruled out but, considering the consistently reliable book reviews
completed by the?Children's Librarian for the Nassau Library System, the problem
is most probably traceable to inadequate staffing which limits time needed for
collection building, inventory update, and control. It is commendable in looking
over past orders, that special education materials and professional materials are
purchased nearly 100% of the time. One statistic of interest ~ from the J 99,
picture book neplacemenf fist (totaling 500 titles), Shelter Rock purchased 182
titles (260 copies). It is surprising to find a rélatively new library purchasing so
many replacements but also encourdging to note that concem for a quality collection
is s appdrent.

‘_ .
o ¥

Apart from the book collection, the juvenile periodical collection is excellent and ‘
well displayed.  Selections here duplicate materials, often found in Adult collections |

!
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but equally of interest.to the juvenile set. Such a po||c>: for duplicating materials
not clearly defined by an age demarcation would be recommended for purchase of popular
music on both cassettes and phonodiscs for the children's room. "

.
A

The fourth concern in the Children's Department involves a regommendation for more diver-
sification in programming = another suggestion which too will be dependent on additional
manpower in the Juvenile Department. Currently, there are two registered picture book heurs
each week plus a Friday film program. There is a small, nonspecific amount for program
budget but generally special funds are requested for each activity planned. Occasionally,
uesfs from groups such as scouts, 4=H Clubs, etc. also result in special one-hme programs .

of picture book registration at Shelter Rock is unclear since fhere areqapparently
between 50 and 60 children signed up for each of the hours available although attendance

on the ddy of the consultant visit was about 20 youngsters. Either unregistered programs should
be conducted or registration should be strictly limited to a maximum of 25 per session with

" sufficient sessions to accommodate community need. Ideally, there should be both registered

and unregistered picture book hours available . The library might WG“Q; experiment with
the addition of a heavily publicized, unregistdred bedtime picture book hour per week
(perhdps from 6: :30 = 7:00, or from 7:00 - 7: 30). ' ?

With additional staffing, there should be time for read-al0uds and storytelling progmms
(in contrast with pifture book programs) after school. hours and in the evenings for older
children. In addifion, there should be special series begun such as book discussiors,

drama, creative wiitipg; etc ., also for older children. Regularly scheduled class visits

" of providing each eligikle sthéol-age y0ungsfer in the Specual District with & library

card. Community-based programming is also in need of expansion and could include a
wide range of activities from storytelling in public parks to work with adults in providing
workshops and/or instruction on the value of children's literature for youngsters, guidelines
for selecting books, technique of utilizing books and mediawith children, etc. Such
workshops or continuing education series shauld alsrprovaded at the library for volunteers,
early childhood teachers and gides, parents of preschoolers, etc. Acfually the range of
interest and needs within the community could be measured in part by opening discussions
with the mothers bringing youngsters to picture book programs. Certainly, it is encouraging
to note that the Children's Librarian is nearly always in attendance at NLS workshops

and other speqral ‘institutes where techniques in gaining skill and competency with new
materials, new flrger plays and new parhcnpofory activities are provided as a source for

creation of local sdssions.

" Policies, as we have seen’in previousections, are noted by their absence at Shelter

Rock = that is, written policies. Cl
by carefully planned and written poli

, sound collection development shduld be backed
videlines. In creating a written plan for the

|
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collection, writers are certainly urged to give more priority to the juvenile collection
than it currently receives in terms of budgetary allocations. Guidelines should also be
spelled out for discarding, particularly in the non-fiction area. Also deserving of space

in the completed document is a section covering selechOn of non-book materials, including
in the Juvenile area, media kits and other software . :

In addition to a Book Selection Policy and a Discard Policy though, Shelter Rock needs
a manual with specific Board guidance spelled out on subjects like collection access for
juveniles. While there is reportedly a policy of open access to the entire collection,

it should be backed up in print. Such a practice would also help eliminate the confusion
evident among staff concerning whether or not children have access to adult recordings

.(see Audjévisual Services). Other policies which deserve space in the manual include:

1) limits placed on the number of books that can be checked out at anyone time (currently
unlimited except understandably in the case of mass school assignments), 2) restrictions,
on reserving materials (apparently, picture books cannot be reserved but, for what reason
this is not allowed is unclear), 3) restri¢tions on renewals (books can be renewed if there
are no outstanding requests for the item), etc. Creating policies and committing them

to print is often an excellent time to reflect upon unwritten trends that become, in effect,
policy. For instance, at Shelter Rock educational toys and games are not part of the
Juvenile collection although their addition is certainly recommended to attract more
users to the Children's area of the library . :

The sixth and final concern that should be mentioned in relation to Children's Services
deals with the amount of publicify presently being distributed to announce services and
programming of interest to area youngsters. Fliers for special programming are provided
and distributed to each child in the schools within the district (including the Human
Resources School) but regular offerings aré not widely advertised, reportedly because

the programs are already heavily subscribed. Such a philosophy is really contrary to
the widely accepted library philosophy of using communication and good public relations
to stimulate the greatest possible demand and adjusting the number and time of programs
to accommodate the response . With overall circulation figures running below the 9.5
per capita mark, it is safe to assume that the Sheiter Rock Public Librory has yet to tap
all the resources at hand to increase utilization of the library. The recommendahons
contained in the Community Relations Chapter of this report go more into detail on possible
avenues to explore in increasing communication with the service area but certainly a
helpful tool would be a more frequent newsletter that should be mailed to all district
households and should continue to contain a section on Children's Services. . In addition

to the newsletter, it is recommended that letters be sent annually to teachers, school
librarfans, principals, etc., informing them of available services and asking for their
cooperation in providing the best possible service to children.

< . . )
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REFERENCE .

ALA's Public Library Association recently issued "Goals and Guidelines for-Communify

Library Services" which recommends a user-oriented approgch to public library service/.
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,/ miﬁmm, basic services which should be provided are oufli\n‘gad'ﬁd included
/jm this listing, iseqwhole section entitled "Information and Referral” which describes )

a wide range of serv 3 often thought of in terms of a "Reference" Department. Quoting

from the document == "irifarmation is now the staff of life." The heart of Reference

Service then is delivery of in tion services to the public. At Shelter Rock there

appear to be some obstacles blocking the most efficient delivery of information services

to the public anthqs section M| therefore concentrate on suggestions for removing
_procedures that hamper an otherwise efficient operation.

F

3

Answers to three rather basic questions pmpomf the very obstacles that are corpBinding
the task of offering reference qs}wge to patrons: 1) Which staff member is in charge of
the Reference Department? 2) Whera~is the Reference desk located? 3) Where is the
Reference desk collection housed? The tigt question may actually hold. the key to the
\ remaining two queshgps because it conce staffmg the basis of the whole service .. ‘Y
N Just as audiovisual es has no YormaldPartment head or coordinator, reference also
. \has no Head Reference 't:m rian to whom all other reference personnel report. Of course,
' it qould.be argued that fhe éﬁ of Adult Services functions as Reference Coordinator but,
in facf this positi it many non-reference tasks such as overseeing the
ry operation in the Director's absence, coordinating all non=juvenile orders,
ofessional personnel, etc. In effect, the Head of Adult Services has respon=
sibilities of an\gdministrative nature that are beyond the scope of a Reference Head's
Pposition and do rint allow total workday commitment to Reference alone. Therefore,
Shelter Rock is left in the position of having no singlé person who is primarily responsible
for the well-bemg of the Reference Department. ConSIdenrg the size of the community
served and noting the average attendance on any given day , the library should havWU\IIA

~

time professnonal librarians staffing a Reference Department .
A primary reason for having full hme stdff members in Reference is a desire_to have the
continuity, needed for following through on a question that may require several days of
research and for collection maintemance = a skill developed, among ‘other things, from
an awareness of the changing demands made on the collection that will require subject
additions. At Shelter Rock, an examination of the collection turned up a great many |
instances of early and later editions of titles standing togethér on the shelves. The staff
felt that such situations arose from having different individuals Selecting new materials
"and receiving new items into the Reference Collection. A Referenc®, Librarian in charge
of the collection and not assigned a myriad of othehtasks as well, would cettainly take
responsibility for collection currency and see that deddwood was removed by ergaglr@m
a regular weeding program. Continuity in staffing would also enhanCe telephone and in-
house reference service. Very often, a call arrives in the morning, for instance, and
the staff shifi changes before a call-back can be made . ) The same continuity woyld also
facilitate dealings with NLS Reference Services which now find that staff shifts make
follow-up discussion on queshons a near impossikility . Just as an example, suppose a
music reference question is phoned in at 11:30 a.m. on Tuesddy when the Art and Music
Librarian is available to assist. Typically, the question will require research and waiting
in-house patrons must also be served. The next time that this same |ibrarian would again
be on duty during the morning is not until Fnday - what's to be done? Well, the Shelter

op]
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\ ‘ ock staff has been resourceful in coping wnth the existing arrangemenf and a highly
-~ deieloped system of note leaving goes oh constantly. But how often are notes misplaced
o @l;g@k@m not written down? Such a system is far from efficient and needs some over-
haul for improved service to the public for which it should be designed.,

The second queshon concerning location of the Reference desk is probably unique to this

Iibrary and may have developed unconsciously due to the positioning of the vertical file

cabinets. These cabinets form a range that has.served to cut off vision between the

circulahquesk and what was planned to be the reference desk and also between the

card catalol and the reference desk, consequently, patrons seldommanage to stumble

into the reference area but concentrate their questioning near the circulation désk and

the area of the card catalog. Therefore, Reference services have moved nearer the center

of the action and are, in effect, located from a base in the Adult Services office. The

unfortunate part of this arrangement is that behind-the-scenes workspace is being cohwmed

by an activity that more propexly belongs on the public service floor.. From the use( view

too, there should be a furniture shift as soon as possible so that the less hearty seeker of

information need not brave the threshold of*some private office to ask for assistance .

Then too there is the whole problem alism or theft which is not controllable from

the enclosed adult service office but could well be from a station at the Reference desk .
N In complefirg a furniture change, the vertisg! files should be moved out of the way -
\perhaps to'one side nearer the microfilm cabidets or perhaps the reference desk and vertical
iles should @xchange places. The staff will re have to experiment with a rearranging

bu any shufflehould allow the cnrculahon d to clearly see the Reference librarian
on duty at all times so irecting is fac\}f ed. While a shifting is being

t, some arrongemenf sh0uld also be devised to Yelocate the Reference desk
collection ‘facluding Subject Guide to Books in Print, the Nassau - Suffolk Union List
Sf Serials, nkofher Ready-Reference mafer:araround or with the Reference desk ifself.
Such an arrangement would make it feasible to have a Reference'librarian stationed at the
Reference desk during all open hours. As the Reference desk colla\lon now exists it is

work areas, and also scattered along the top of the circulation counter'.\ Bringing all the
materials.together in a central location should eliminate the need for muc walking hlfher
and yon to assist patrons. N

N LT

subject requests was reassigned where it rightfully’ helo\ngs - with a professional librari
Presently, the interlibrary loan clerk is solely responsible for initiating subject requests
which are a vital part of the follow=up needed to complete many reference questians.
It is recommended that a charge in procedure here be made sathat every professional

. librarian on the staff be made awage of the sublec{ rquesf\FOrm and also of oth network
interlibrary loan forms and fhenrws%er use. Certdinly; the NLS Reference Depa \\\
stands ready to °55:::?°ded in clarifying or explaining any of the f ‘m‘\ he p

t
cedures followed i tleving a volume or reference .nfor\%:n fhroug’h ‘%ry lodin.,
. L] ‘ L] * » " : ) ¢ m :

o~

partially shelved behind the desk of the Head of Adult Services, partiglly located in various

Further improvement in Reference. Seerce to patrons could result if the task of m:hc:h;g\',>
ian
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inter|ibrary Toogs are treated as g portion of the reserve progess. When a reader asks for
. a book the Hbrarydoes not own, or one that is owned but has riot been on the shelf recently,
the reserve clerk.automatica]ly turns the. request into an interloan request. Occasionally
~ the patron will h\c}/’e talked with a librarjaabut often only the patron and the interlibrary
. loan clerk have QOnQred . In addition, all requests for books owned by the library but
not located through reserve within two months are automatically converted into interlibrary
loan requests without reference, at this later date, to the patron. In a great many .
- instances, this use of interlibrary loan is probably a service much appreciated by the reader
but as a sizeable amount of the interlibrary loan volumes wait on the shelves at Shelter
Rock without being picked up by patrons, it is apparent that not all readers still want the
material after a two month interval . What appears to b& needed is a recontact with the”
patron or further clarification during fh?rsf contact to determine if this is the only book -

which will fill the need and if pursuit of fhe volume should still' be attempted after a
particular date . Such a follow=up should decrease the size and wo invglyech‘n/fﬁe
interlibrary loan procedure at Shelter Rock and free the senior clerk Yo handle more of

P

her assigned supervisory responsibilities. ™ I

. . , v ‘
By scann@he{helvgs of the Reference collection, it is easy to conclude That the_col-
\ lection is in generally_geod shape. Standard tools in all Dewey areas are to be found,
AN %eécurregf and well mgintaired. Particular collection strength was noted ip the 800's,
" 008's, and 920's. Excluding the 590's, which are well represented, the weakest Reference
<oHection areas are in the-§00" and the 900's. There is, as mentioned, a good deal of
material which can be removed because of the presence of later editions. Only ore’
instancs of out~of-date material that could result in a serious information gap was found -
~the U.%. Code. on hand is the first supplement although the third supplement can be
purchased. With space obviously no problem for callection growth, several long runs
of annuals have been kept thus addigg depth Yo the collection. Unfortunately, bustness
_ reference sources are not located in‘Gonvenient faoilities. According to the staff, business
—= _. materials are not in heavy demand but.as this may be largely a factor of location, it is
{f recommended that a more prominent Gnd usable locatian be given to Moody's and that * ¢
subscriptions to business and investment series be undertaken. |In addition to the Reference
book collection and the backup supplied by the periodical collection and the general Z\_
collection, Shelter Rock also maintains a vertical file of some 50 drawers. The contents
'appear to be well selected and maintained and are obviously obtained from a variety of
sources beyond the basics from Vertical File Index. The most obvious need for the vertical
file is fot content but location elsewhere to eliminate the obstructed view between cir=
culation and reference . h

T~ I

Data coi-@%od the use made of the services provided by the System's Referénce Department
for g:algndaf 4 shows that Shelfer Rock was the &th most“frequent user of Union Catalog
ices among the member |ibraries with 3,549 calls being placed to NLS to provide
N location facts on needed materials. “At the same time, Shelter Rock was the Ilth héaviest
user of the-Rafarence-tidck~-up information service with 108 reference questions passed on
T~ tothe NLS%ELLfor further search . Shelter Rock has also in the past been a faith-
. ful participant af most NLS Refereqce workshops and programs . However, the library

N7 » LI
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with a relatively new collection has not been'a heavy lender of interlibrary loan materials
due to lack of age in the collection. Lastly, the fine spirit of cooperation on the part
of the staff seen through a willingness to participate in committee work, workshops, or
telephone assistance for other libraries is comimendable ~ :
~
£

TALKING BOOKS ' z )

-

Asa point of reference, talking books consist of sets of recorded discs, produced at speeds
of eithet 8 R.P.M. or 16 R.P.M., containing spoken transcription of entire volumes.

Talking books are provided free of charge through the Lnbmry of Congress and are dis-
tributed through local agencies, in this case - the Nassau Li rary System and the Shel-
ter Rock  Public Library. Recently, spoken recordings have also begun to be produced
on recorded cassettes. Library of Congress equipment to play either the discs or cassettes
is also provided through the Nassau Library System.

According to figures released by the Library’ of Congress, Division for the Blmd and
Physically Handicapped, at least 3.7% of the population qualifies for talking book services
by virtue of being physically unable to read dormal=size print. With a population estimate
of 30,000, the Special District served by the Shelter Rock Public Library has a potential
talking book readership of 1,110 people. Contrast that figure with the registration of |6
adult and 4 young adult active borrowers {wnth active being defined as having withdrawn

at least | book within the past year) and it is not hard to determine that Shelter Rock has

a long way to go to achieve a level of talking book service that would prove mvaluSQLee

to the community . Of course, realistically it should be pointed out, that not all I, 1l le
would ever desire to use the service available, but if it can be assumed that the same
percentage of the total population that uses library services (conservatively estimafed at
between 10 and 20% of the total population) would use talking book services, then Shelter
Rock should be serving between Ill and 222 clients. The questicn then becomes = how:

to attract the potential patrons. Certainly, a start in this direction would be to include
slides of children, young adults, and adults using the talking book material within the

. scope of the recommended Clmmasoundyroductlon (see p.'V1 = 15). In reaching children

and young adults, it is crucial that contacts with teachers be maintained so that knowledge
of individual youngsters needing the service can be exchanged. Homebound teachers are
also good contacts for locating youngsters that may have temporary need for some phase

of the service provided. The really big factor in attracting more patrons is, of course,
communication which can he fostered through using the posters on the talking book service
that.are available through the system. Placing posters in churches, community meetirig
rooms, laundromats, and other non-library areas is certainly indicated. As with other
phases of the library's program, speeches to PTA's, service clubs and other community
organizations concerning the service offerings are also desirable . :Exﬁnbnfs too are a method
of gerhng the word to the public and, should they be needed, demonstration machines

-are_avgilable from NLS for such purpose . .
Shelter Rgck does maintain a deposit cqllection of talking books to fill the requests of

@]
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patrors who drop by the library and do not wish to wait for Sysfem.delivery of selected
volumes. Most of the patrons at Shelter Rock do pick up or have picked up for them the,
materials they seek. But mail delivery can be arranged for those unable to get to the
library .

-
*

Staffing for the Talking Book Service is provided by one 20 hour per week Reference -

Librarian who is at work Monday and Wednesday mornings (the library is closed to the

public Wednesday morning), Friday afternoons, Thursday evenings, and alternate Tuesday

afternoons with Saturday mornings. During the remaining open library hours, no one *

is charged with responsibility for Talking Book requests and the system, previously mentioned

of teaving notes for the absent worker is followed. It is recommended that other staff

~ be trained in the procedures fol lowed for-Talking Book materials so that requests can be

handled as they arrive. ldeally, one other person thoroughly familiar with the service
should have responsibility for it in the absence of the Talking Book/Reference librarian.

o -

YOUNG ADULT SERVICES

LN
Shelter Rock has one of the county's largest young adult book collections - a collection.
geared to junior high school age youngsters with no planning evident that would suggest
a more liberal trend to extend the collection's depth to provide for a broader age span.
_ With the total collection open to all ages, mature young adults are expected to use the
adult book collection to fill their needs. Placement of any young adult collection should
be designed so as to be easily located,be near reference materialsand yet apart from
the rest of the collection to, in effect, provide for a special, identifiable spet for YA's
to gather. At Shelter Rock the YA area is immedidtelygo the right as one enters the
main library area after passing through the display case‘foyer. lts best feature is the
ease With which the YA area can be spotted and for heavy YA use, its worse feature has .
to be the openess of the area and its prominance across from the main library cohtrol area = °
the circulation desk. Toany YA, it must be obvious that the site was chosen for ifs, T
supervisory convenience. Probably because of a desire not to be under so many watchful ¥, ‘
eyes, YA's tend to congregate during the evening hours in the non-supervisorable carrel
area. In addition to location, a YA area should also contain displays, furniture, and )
. AV equipment designed to attract YA's and provide a surrounding with which they can
identify. Hopefully, lounge or.random seating would be available, tape recorders and
listening booths prominent, bulletin boards up, pagters on display, records and cassettes :
openly provided, etc. However, af Shelter Rock a‘tqre conservative approagh has shaped
a young adult area equipped with only the book qoll%fpn, some tables and“¢hairs for ~.

study space,. and a librarian's desk which has nevgﬂi‘\been"mam{e'dtbx a YA librarian and

W

is slated to become the center for Information and Referral Conferences.

1 “ .
The main philosophy that is currently guiding young adult services would seem to be the
widespread qikityde among the staff that the number of kids already using the library is

. placing a burden on egiting manpower; so why begin an accelerated program designed tomr e

attract even more-YAs to the library? Hopefully, such frustration qver the amount to be -
v : S i
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accomplished_and the limited time in which to do things will be relieved if not erased
with implementation of the recommendations contained.in Chapter VIl and with consider=-
ation given to less dependence on part time workers. In the case of Young Adult Services,
it is crucial that the assigned librarian be scheduled when the YA's are in the library
and that she be at a public service desk ready to work with and for the YA's using the .
. facilities (see discussion of YA staffing schedule p. V = 4). Otherwise the designation,
"Young Adult Librarian," will pertain-only to the duty of selecting for the YA book
collection without having any relevance to implementation of young adult services.
The,portion of the budget set aside for young adult purchases.is. $2500 which is low, but *
, from discussions/with the Young Adult Libratidn, the customary budget reallocations near
the of each budget year are sufficient to supply the YA collection's growth needs.
In other words,’ the $2500 sum is not rigid and can be’ increased as needed . The Young
Adult Librarian selects the YA book materials from-NLS/YA lists and from standard selection
_ tools such as Library’ Journal . In 1974, Shelter Rock placed orders for.18 books from Il
" of the 12 YA Tists produced by the System. Books purchased from YA lists are strictly for
the YA shelf with a title rarely purchased from these lists for the adult>collection. Since
the YA collection makes no attempt to provide materials for junior and senior high school 4
students, it is suggested that the YA lists alsa be comsidered by the adult libraria
purchases so that the older YA's needs aré being adequa@? met in the adult collectidq:
A display of YA "best'sellers""is maintained on a table in the YA area to highlight the
collection. This display is kept small and current by frequent additions and adds considera
to material usage. Paperback materials are located in one of two places within the YA "
collection = 1) as part of the uncataloged browsing ‘paperback collection or 2) paperbacks
considered of more importarice to the collection are cataloged and shelved with the hardbound
volumes. It is recommended that full cataloging for any YA paperbacks be discontinued .
~1f considered necessary, a simple shelf list could be -established to,show which titles were .
purchased for the collection. Inall probability, cqtaloging has liftle effect on whether or
not materials disappear from the collection. . The YA collection™dees not stock school
yearbdoks or newspapers which would be a good idea considering the :&‘e{gl school districts
in the area and the interest YA's have in comparing notes. Other than the book collection,
the Young Adult Librarian has no input into selections made elsewhere in the library that
aould be of interest to your&adulfs., Such items as records, cassettes, periodicals,
reference volumes, pamphlets, films, etc. are all selected by other staff members. With
young adult materials as with other phases of the collection, there is a need for coordination
of selection and,consultation among staff members. No discussion of the YA collection
would be complete without mentioning'the quality and coverage ‘that are reflected in the
non=fiction holdings - this part of the collection must be invaluable to YA's involved in
assignment related activities and as a general source of information.
With the present reliance on part time professionals, there are obviously going to be a
number of times when the Young Adult Librarian is not on hand to assist YA's and when
the Children's Librarian is also not available to help YA's who need lower level materials.
With this in mind, the Young Adult Librarian has initiated two projects which should be

-

-
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most helpful to the rest of the staff. One project involves annotating YA}k\fion titles -

on 3 x 5 cards but unforfundfely the cards are filed in the workroom area and would prove
of little assistance in helping a waiting patron on the main floor. To be accessdole to the
other-staff members, the cards should be stored in the YANnformation desk and all staff
should be alerted to their existence.. The other project irivolves compiling bibliographies
on topics that are frequently requested by YA's. This project should be convegted fo 3 x
cards and also stored in the YA public service desk for quick reference by all staff members.

. With the addition of another full-time Children's Librarian, the lack of professional

assistance in the juvenile area during all open hours will be eliminated but until the

position is in.effect, staff should be feceiving some organized in=service frammg to familiarize

all reférence staff wnfh the materials and organization of the children's collection so that_YAs
needing lower level materials caQ‘.be served at any time . Cross~training would alleviate

numerous problems of waiting for particular workers to again be on hand for completion of tasks

Relations between the junior and senior high schools and the public library haye been
dormant since g 1971 meeting with schoq| librarians was held. Reestablishing good working
relationships would help prepare the library better during periods when large specialized
assignments are being given. In general, the often common ob|echves of both public and
school librarians are facilitated when relationships are maintained - so it is suggested that
the YA librarian should make plans to visit each scheol Ilbrary facility and explore any
possible cooperative ventures of benefit to both. At onerTime Sheltei Rock did supply each
school with a copy of the NLS/YA monthly lists - a practice no longer free but now ona
subscription basis. It would of course cost the library to continue the school distribution
but might be worth considering in order to conhnue working relahons\hlps between fhe school
and\publlc libraries. . N

Ona monfhly basis, the'Nassau Library System has young adult review meetmgs with
discussions held on the vanous\htles under consideration for placement on the YA recom=
mended list. These sessions provide an opporfumfy also to meet and preview vdrious program
resource talents. lnaddition, film previews on young adult topics are held on an irregular
basis. Few of these freely provided, in-service training sessions are utilized by the Young
Adult Librarian at Shelter Rock because of her work schedule. In 974, for instance,
Shelter Rock was represented at only 3 of the 10 monthly meetings held and in 1973, the

- library sent a representative to 6 of the scheduled meetings. Both the System's YA Services

and Shelter Rock would benefit from more sustained contact through ‘the monthly meetings.

~

\

STATISTICAL RECAP Y .
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: - /
With background information on the basic public services that are provided at Shelter
Rock in mind, another examination of the data on collection growth and development should
serve to crystallize trends that may need some reexamination by library planners:
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" Chért | = Library Holdings

.

JUVENILE -

ADULT N
~ ‘ = GRAND
Year\ Fiction Non-Fickion Total  Fiction  Non-Fiction \Jotal TOTAL
1970 \ 12,759 33,167 45,926 8,29 . 11,82 20,188 66,114
G . 19711 14,384 36,9 51,296 9,164 13,046 [22,210 73,506
S A\92 15,927 42,225 58,152 .9,815 ~ 13,478 [23,293 _ 81,445
S Ne73 17,65 48,287 65,939 11,89%9. /15,593. [ 27,42  93,431%
1974 15,473 60,831 76,304 9,258 11,377 \20,635 9,939
* Chart 11 = Books Added -
00 Aceed -
- -, ADULT PO A . JUVENILE'
' i S hs ‘GRAND
’J/: Year '.“—Fid{ion Non-Fiction ” Total  Fiction ~ Non-Fiction Toh::lf TOTAL
. TR
1970 2,% ‘5,426 7,598 1,024 1,810 2,84 10,427 ,’
S1971 1,732 3,940 1216 '.12,1@ 7,838 .
1972 1,696 5,372 497 1,289 8,307 -
1973 * 1,872 6,311 ) 2,474 - 4,360 st
Ly V74 .81 5,327 493, . 1,658 /{8&92
Fo : £ "~/ / e ,
/ 11l = Books Withdrawn | < /
yd . CJUVENILE .
B . PR GRAND
\‘- Year Fiction on-Fiction Total ‘' Fiction Non<Fiction Total . TOTAL
' ’ . / .
A 1970 78 \ 136 2147 9% 176 270 484
1971 27 -\ 175 . 32, 78 62 140 4
1972 133 79 22,7 9 65 156 . 368
1973 147 249 396 102 . 59 161" i 557
1974 852/ 3,589 4,441 72 ; 611 1,408 * 5,844
, / o -
\ All of the fugures in the three charts were taken from the Shelter Rock Public Library's Annual -
'\ R,aporfs to the Duvusuon of Library Development. , -
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All three charts should be examined with the understanding that the rather radical changes
reported in te year 1974 are the result of the collection inventory completed as part of
the process of Coqyerting to the NLS circulation control system. Consequently, the 1974

figures actually reflect the losses due to theft that have occurred during the past 13 years
as well as the discards made during tH€ inventory” "In addition, from looking at the dramatic
shift in the Juvenile holdings, it would also appear that for several years an overestimation <
of the holdings figurés had inflated the Juvenile collection's size and so had been providing '
the library planners with a false sense of the collection's growth. For instance, remembering

the suggested formula distribution figures of 1/4 adult fiction, 1/4 juvenile tltles, and

1/2 ‘adult non-fiction, suggested at the beginning of Chaper VI, we can see that the collection

in 1970 was composed of 19.2% adult fiction, 30.53% juvenile titles, and 50.16% adult
non-fiction titles. Obviously, the collection in 1970 was more in balance than it presently

is but that balance was primarily the result of the overly large Juvenile count.

Chart Il offers several interesting ol;éervahons - for instance, the record of growth in the
collettion Ras fluctuated rather dramatically with no consistent and steady growth being
reported . The 1971 and 1992 additions were far lower than the acquisition rate in 1970

,and a sgmildr drop in purchasing occurred in 1974. Thischart also shows that although the
llBrary has expressed a recent shift tn emphasis which will accelerate adult fiction acqui-
sitions, that proportionally more fiction titles were acqunred in 1970 than in 1974 (of thé

total adult additions.in,1970, 28.53% were fiction and in 1974, only 25.38% were fiction).

The system of Juvenile additions to the collection is unusually erratic with, for instance,

non-fiction ranging ffom 497 volumes acquired in 1972 to a hlgh of 2,174 non-fiction vdlumes

added in 1973. In the two years that non-fiction'acquisitions in the Juvemle collection

“amqunted to under 500 volumes (1972 and 1974) a real strain was put on the ability of the
collection to provide for the. aSS| nment needs of the local schooj-age population.  Chart Il

and the fluctuations cont@inedh it signal a need for the planners at Shelter Rock’ fo complete

a Book Selection Policy statement that will provide a plan for future purchases . '
Chart Il shows the paffern of withdrawal from the collection during the last 5 year period.
It has already been stated that a low discard policy has been followed due almost entirely
to the age of the collection. However, after I3 years of purchasing, this discard rate must
be increased significantly if the collection is not to become crowded with outdated materiafs .
The reommended discard rate is set at 5% of the total collection annually . At Shelter
Rock the figures however have run = .73% in 1970, .60% in 1971, .45% in 1972, .5
1973 and 6.02% in |974. In other words, not unhl l974 did Shelter Rock discard even 1%
of the total hotdings. Rnd in 974, the dramatic increase rate is pimarily. due to the newly

_ gained knowledge of collection lqsses.dlscovered during the inventory. In ‘other words, the

public at Shelter Rock has been primarily responsible for the weeding that l¥ taken place!

. In'comstructing @ Book Selection Poli icy, a section should deal with the disc rd plan followed
by the lubrary and . fl-\ns plan should be instituted posthaste . :

‘ The Zth edition of The Bowker Annual of of Library & Book Trade Informahqn mcludes the
fact that 40,846 new books and new editions of books were published in America during 1974.
In that year, the budget available for book purchases at the Shelter Rock Public Library,
. allowed for acquisition, of 21 .5% of the published material . If the yearly allotment for
~ book purchases ever achieves a, somewhat more sfeady growth rafe devond of dramatic yearly
fluctuations,, it should adequately provide for the commumfy s needs.
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Before moving on to the last chart, it should be noted that the Grand Total of Library
Holdings from Chart | falls well above the recommended minimum of 2.75 books per capita
oufli@ﬁ)y Wheeler and Goldhor (p. 554) as well gs above the. suggested 3 books per capita
gt-thé other end of the scale. Using thé¥ormula , Shelter Rock should have betwee

'S

8,500 and 90,000 current volumes in good condition. : -
Chart IV - Budget Breakdown ‘ ' . .
> C% % % % % ;
’ Total . Library - Salaries  Other Total Other Unexpe nded
Year  Income ,  Materials  Expemse Expenses Disbursements  Cash Balance
1970 $492,539 12.61 27.58  11.23 26.95  19.27
1971 449,774 10.28 35.77 _ 10.5%2 -20.25 22.78 B
1972 473,210 11.22 40 g 11.03 . 12 .60 22 .48
/r973 - 508,705, 14.14 43. 11.88 9.42 —  19.91

G 1974 552,600 13.37 46.79 12.80 8.49 17.74

Rodgmmended,  18-20%  60-65%  2025% :

4 L !
The only budget category not accounted for by Chart IV is Capital Disbursements which
has amounted yearly to under 3% of the total expenditures (in 1970 Capital Disbursements -
were 2 .33% of the total budget, in 1971 - .38%, in 1972 =2.14%, in 973=1.01%, and
in 1974 = .77%) ._ Perhaps the gost striking feature of Chart 1V is the low percentage of ‘
the overall budget that is adad to "salaries expense ." Of course, as we have seen, there —
is.a need for more professional assistance (for instance, another children's librarian) which,
if provided, would raise the percentage of the total budget going into salaries. What is
skewing the percentage distribution though is the amount of the total availdble monies being
held in reserve or "cash balance." With the cash balance portion of the budget removed
from consideration, the 1974 Shelter Rock budget had some 56 .89% expended for salaries -
still below the reéommended 60% point and thus indicative of a need for added personnel
and/or some salary adjustment . It-should also be pointed out that the fluctuations inthe  ~
allotment for library materials reflect a need for more detailed budget preparation and follow
through so that more orderly growth of the collection is possible . The recommended per= "
centage breakdown figures/given at the bottom of the first three budgetary categories -
Library Materials, S’alarié Expense, and Other Expenses - have some degree of flexibility
built in through use of the high/low span but even this allowance may prove i equate_if
the erratic cost fluctuations of the past few, years continue . "So the suggestions should be
viewed with increasingly critical concesn for making adjussments as needed allowing for
cost of living increases, rising book pricesy escalating fuel prices, etc. - ~ ,
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THE LIBRARY 'S SERVICE PROGRAM . ° S 0

2

In the country tis d whole and particularly in Nassau County, public libraries are coming =+
to be thought of not only.as sources, for book materials but also as community /cdlfurcﬂ centers.
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Shelter Rock Public Library is certainly moving in this direction by providing an art gallery
in the meeting room for changing exhibits, by offering the Sunday concerf series with live
performances, by having changing'displays in the foyer on topics like “wood sculpture”
and medlework,‘ﬁgiving_some collection priority to development of the art and music
section .c‘. In the meantime though, Shelter Rock, as other public fibrary facilities,
Tues 1o offer basic services like providing district citizens with a logically arranged,
classified collection of materials, assisting patrons with the time-saving services of reference .
and Information and Referral, circulati ng items from the collection within policy guidelines,
and fostering. use of this collection through communications media such as news articles,
newsletters and informatiomflyers as Wwell as through additional programming such as foreign
films and picture book hours. ' ' oot

is open 60 hours a week during all but the summer period from June 16 to Labor
e schedule is cut back to 48 hours weekly. :

-~

Winter Hours (Sepf_e'mbér to June)

N Moiday, Tuesday, Thursday 10-9

L . Wednesday _ ' 2-9
' Friday = 10-6
Saturday * ’ o 9-5

Sunday : -5

Summer Hours (June to Sepfembe;')

.

Moncfay, Tuesday, Thursdayht.,m - 10-9

Wednesday . ’ 2-9 . ‘

Friday . - 10-6 . -
From a listing of "Shelter Rock Public Library Staff" prepared for the consultant team by the
D{ecfcr at the start of the survey, the following staff is available to conduct the services of
tha library (it should be noted that at least two positions have shifted somewhat with recent

“

. staff changes but available man-hours are close to the list provided): <
. ' i .
Classification ’ Number
: ‘ -
* T \ibrary Director : e 1, . v :
. enior Librdtian ‘ .2 '
Junior Librarian - - . N
i\ " 6 (part=time)
* . Senior Clerk _ ] ,
¢. “Senior Account Clerk i - 1 (part=time) - ¢ ;3
R . '\_ ;C'el’kkTypiSf i ) .‘ . 1 2N ' - i )
RS . Clerk Typist . _ e 2 ' . {
' : N L ¢ £ (part-time) . . :
: *+ "Clerk S ’ 5 (part-time)
» Pages ] ' © . 6 (part=time)

Pt

N {&g:fodian S ,. 1 .o )
rs. ’ . \4 (part=time
- Ay o _ \ (part-time)

4
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Programming at Shelter Rock has emphasized the Sunday concert series for adult patrons.”
Examples of the type of activities offered during 1974 include: a Saturday family sing-along
with guitar and dulcimer, a presentation of the New York Virginal Consort, a Flamenco
program, a special children's production put on by the Blue Peacock Players, the Garde%
City Little Theatre group's production of “Plaza Suite, " a demonstration of Kung Fu for
young adults done by the Herricks Communfity Life Center, etc. Shelter Rock Public Library
has in the past belonged to the Nassau Library Music Circuit which ave jes four programs
yearly for about $500. This circuit brought "Songs of American Indians” g several Nassau
County public libraries. In addition, the libiary hes offered its meeting room space for the
Herricks Adult Continuing Education series and for the "Each One - Teach OQne" literacy
program. This fall, for the first time, the library is joining other public libraries which offer
Adelphi courses in the library meeting rooms during weekday nights. Shelter Rock also
regularly schedules the v Library System's packaged programs such as those on gardening
and lawn care and consumer calisthenics. Programming then is very much part of the life
of the library and the only suggestion regarding programming would concern 1) the audiences
to be reached and 2) the variety of the offerings-available . First, it is important that the

. staff at Shelter Rock be given more planning and preparation time to ensure that activities'

not be limited to Sundays only or to one or two spectacular events a year. A more evenly
distributed series of events should be planned that would attract weekly followers. Within
the Children's Services section, recommendations regarding increased juvenile programming
were mentioned, including a need to extend programs for the older child as well as for
parents of youngsters. Similar recommendations should also be made for young adult, programs
which now are strictly limited to those which attract all age levels (for example, the family
sing=along) and perhaps one special offering a year (the Kung Fu Exhibition), More young
adult programming is a real priority for improvément in the total package available for the
community. Book discussion groups are possible, as are videotaping clubs. Workshops on a
variety of topics would be good also - suggestions: career counseling, language mini-lessons,
“Babysitting workshops, country music afterncons, string art workshops, etc. The topics and

\ variety of presentations are limitless and require only a commitment of time ard, personnel

to be effective. Since the staff at Shelter Rock is not looking to programming particularly to
increase the numbers coming to the library, feeling that young adults afe using the facilities,
it seems.appropriate that whatever is devised for YA's be created from the suggestions offered
by those who do frequent the library. A core group of YA's could be selected for partici-
pation on a Teen Advisory Board which would develop future programming efforts. This would
insure that the YA's no‘ﬁ using the library are offered topics of interest and value to them.
The question of variety in programming hatdly seems an important issuevat Shelter Rock since
the list of past presentations does contain such diversity. But, since an dddiénce for cultural

. performances has been developed, it seems equally important that other potential audiences

whose interests are not necessarily inclined to ballet and chamber music dlso ke provided with
prodramming of interest to them. Again the range of interests and tqpicsTis limitless but
could. include; demonstrations on bread making, talks on food cooperatives, auto repair
wortshops, second career selection, selecting a nursing home, alternatiyes to nursing home
car ",7) creating successful resumes, etc. As with other services, expansion of programming

will necessitate . additional staff. Perhaps programming variety would follow naturally given

more staff hours to develop poibilities. .- S

&
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THE LIBRARY'S PHYSICAL PLANT

. -

The staff, Board, and community can be justifiably proud of their new building: It is by
any account attractive and pleasant to be in. As with any building though there are a few
sources of inconvenience provided by the room arrangement . For instance, the meeting
rooms being separate from the rest of the main library (so as to be accessible hours when the
library is closed to the public) means that using the room'as an art gallery requires constant
page supervision from 3 p.m. until tlosing each evening. In the Young Adult Section of
this report, the problem with unsupervised YA congregating in the carrel aréa was mentioned.
And, throughout the report, the concern over the small amount of workroom space was
mentioned. During the survey period, the Director also expressed concern over the f .
meeting rooms available for expanding programming to include more classroom-size sesstpns.
However, the imperfections that have surfaced appear to be more a product of the changing
demands being made upon the library institution as a whole than difficulties resulting from
pre=planning oversights. Luckily for the special district residents, the building was désigned
with growth in mind and so should allow adequately for some readjustments as the library's
service program is modified .
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LIBRARY. USE BY ORGANIZATIONS

]

of the Shelter Rock Public Library's facilities and services be taken, considering
the major role co ity organizations played in the creation of the library it-
self. Using the historical outline in Chapter 11, the many techniques employed to
insure community involvement are easily traced. Even the first community interest
in gaining a public library was part of a group effort (the Library Committee of the
Wickshire School which first inquirefl about a public library). Crucial contacts
during the lobbying efforts to get fdvorable legislation involved such things as .
1) asking local organizations to donate $25 to the library campaign and 2) request-
ing each organization to appoint a library committee member who would partici-
pate in coordination of local library Zumpaign efforts. There is little doubt that
the library campaign leaders of the 60's understood quite well how to involve
commugity groups in library support and how to maintain communication through
the existing group channels, But the urgent need for the open communication

lines and the total community response needed to gamer support that would weaken
bureaucratic resistance to a new taxing entity has gone with the passage of the
legislation, the community vote' to estialslish-a library, and the placement of the
library in a modem and attractive newbuilq}ng. Now the focus has changed and
the very facility and institution the commUnity groups worked to create seeks to
provide worthwhile services for group needs in addition to fulfilling individual
patron requests. ' -

-
It seems only appropr@ that a look, at the current pattem of organizational use
u ﬂ

Discussions withrthe library staff at Shelter Rock indicate that many of the problems
currently associated with fuller service offerings to community groups result from |
the unique shape of the library's servica area which crosses through several existing
District lines including School District lines, Water District boundaries, Fire Districts,
etc. According to Edith Hyman's report on "The Community Served by the Shelter
Rock Public Library," the Spe cial District is "served by five post offices: Albertson
(Zip Code 11507), New Hyde Park (11040), Roslyn (11576), Roslyn Heights (11577),
and Williston Park (,y 596). In other words fhy:c\is no single " community" that can

be identified with the Shelter.Rock service area. And while it is easy to concede
.that a lack of cohesion in the service' area presents numerous problems, it is also
possible to cohclude, that these difficulties did not halt the campaign for creation of
the library andigo should not restrict unduly the service and assistance presently given

to communify groups. .

"
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The latest effort to identify existing groups in the ay{\was sponsored by the League
of Women Voters in Roslyn in 1972 and resulted in the compllation of a list of organ-
izations - some in the service area of the Bryant Library, others in the Shelter Rock
Public Library service area. In order fo get the card file information needed to act

#8% a community referral agency (part of the Information and Referral program begun
in 1974), an update of the 1972 list has been underway during the past spring and
summer. Techniques used in the'updating process included 1) working with the
older list and seeking newer information, 2) using the Yellow Pages of the telephone
book to locate groups not listed in the 1972 booklet, and 3) rechecking information
obtained from the library's meeting room calendar. Al theee methods combined to
produce a mailing list for sending out individual letters agking for information up-
dating and seeking additional entries. The list was useful &lso in circulating an
announcement of the new Information and Referral service available at Shelter Rock.
Such a reestablishment of contacts with community groups mdy lead to future cooper-
ative efforts. But nothing should be left to chapce and the hbmry should follow-up
with hmely announcements to the cemmunity groups\concerning other, service offer-
ings in addition fo the Information and Referral projett. A test perlod of supplying
various groups - garden clubs, busmess groups, etc. w:fh SDI (Selective Dissemin-
ation of Information) listings coVering films of topucal interest to each group, and
books and other library materials that would be available at the library in addition
to informing each group of the programming assistance available at the hbrary, could
be a valuable way to ensdre cooperation and expanded service. One proven way of
providing program suggeshons to a larger audience is to sponsor a yearly program
planning wodshop given for the program chairmen of various groups. It would also
be valuable iffthe library could have staff representatives on several program planning
committees so that library input is provnded as plans develop. For example with the
Bicentennial activities much in prominence, a library representative ‘should be in-
volved with plannmg for any local efforts at Bicentennial celebrations. Gettinga =
representative to various group meetings may mean that the llbmry needs\to budget

- for membershup fees for various staff members and will, of course, require obt-of-
library work hours for the particular staff member so assigned. The recently issved
statement from'ALA's Public Library Association Division entitled, "Goals and
Guidelines for Community Library Services" elaborates on the importance of com-
munity group involvement by stahng that "attendance at commumty meetings" is ' A
one method of accomplishing "the e public library's first mission" - "to make known
its existence.” Such recommendations underscore the need for the Board of Trustees

to put into rather concrete terms the philosophy of service of the Shelter Rock Public \

Lubmry regarding service to groups. From all indications, a lack of staff time, con-
cern for the limited number of conference rooms available for meetings and frustra-
tion over the restrictions imposed By the lack of a solidified community have hampered
any creation of an accelerated program of llbmry service offerings to local groups.
reading through library literature however it is not uncommon to find the recommenda-
tion made that as much as 20% of a librarian's work schedule should be dedicated to
work in the community. Such a philosophy though would mean more staff and at '
- . ' ) A

LY




Shelter Rock, would necessitate an end to dependence on part-time professional staff.

e Should the Board of Trustees respond positively_to an expapsion of service to groups,
then methods to lessen the difficulties associated with the unfque service area can
be devised. Certainly, cooperative planning with the sorrounding public libraries -
Roslyn-Bryant, Manhasset, Hillside, Mineola, East Willistan, Williston Park and
Westbury - either on a library/jo library basis or as a larger committee type arrange-
ment, would be a means of dgaling with the problem. As an example of the cooper-

~_ ative efforts that could be devised, consideration should be given to bosfing, with

the Bryant Library, an informatjonal meeting covering the range of available library
services for club and organizational leaders. In essence, this meeting would serve
gathering of community leaders and provide an opportunity for leaders to get

ted: nof\q,aly wnfh the likrary but with each oi'her -a funchon often of \ .

N\
N\

assembly and classr programs), 2) disfribufing. reclding lisfs', 3) offering film
previewing opportunities, 4) giving book talks, 5) coordinating g community, calendar,
etc. One activity that the Shelter Rock library offers on a regular basis is use oF .

of January, February, March, and April of 1975 showed that twelve groups had

wed the meeting room including: Hadassah, National. Council of Jewish Women,

ORT, Junior ORT, and the Girl Scouts. In addition, mdnx adult education and

literacy classes are conduéted in the library - several sponsored cooperatively with the
}s chool District Adult Education Dmsuon. Beginning”in‘the fall, the library

." sored by Adelphi. Ancther recently formed: up that ugas the facilities and equipment
at Shelter Rock is composed of mothers of dea ‘youngsters. These mothers have banned
gether to form an incorporated association that’ ?s Yax xempf in order fo be able to
acquire captioned films without charge At the presbqf ime the mothers and youngsters
meet at the library on Saturday momings and the library- supphes a pr0|echon|sf but
.dpparently does little more. From this listi of the presen!’ group service available at
‘Shelter Rock, it is not hard to conclude-fHaMN ast activity falls, .under the heading -
"bookmg meeting room for group use." Certainly, provision of meehng room space is a
worthwhile activity but without other library involvement it is hard not to wonder -
might not the group just as well have used meehng room space in a local bank or'sav-
ings and loéan? The offer of space is really a passwe fype of service that does little to - '
involve the library in the life of the community it is attémpting to serve. The Shelter
Rock staff should consider some of the following suggestions to change this service -

™~
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booking meeting room - into more of an active paﬂ' of the library's extension to .
the community: 1) staff members should be on hand to greet the people arriving ‘
for meetings, 2) these employees should also djstribute materials or brochures on
. the resources of the library, particularly those related to the group's needs, 3)
. 2?? t the time of booking, an offer of a short oral presentation by a staff llbranan
topics or material resources of interest to the group should be made, 4) the Ii-
rary should assist the group by pubhcmng their activities as appropriate, and
5) staff should stand ready to cooperate in other Ways as needed. For library
sponsored- programs, .a qualified staff member should open the program, welcome
the audience and be Th u‘ﬂem&q& to talk with individuals during and after the

: -, ’ ) L R - ' \\' )
RECOMMENDATIONS FOR INCRFASED SERVICE TO ORGANIZATIONS AND .
GROUPS \

. 1. Board of Trustees should construct a clearly defined statement of the library's \\

policy regarding group services.

2. Complete the update 8F community organizations, resorting to staff block
visits as necessary to secure current facts on groups in the %cial District.

3. From the community group list, devise an organizatjonal use questionnaire
(samples available from the System) to pinpoint those sérvice needs not being or
only partially being met (fhis sample might involve cooperation with other

public Iibraries in the areq). . -

N 4. Follow-up wn'h a person elephone call or visit to those &rganizations re-
\queshng service in the questiopnaire. ,
L)
5. Consider telephone calls to those organizations not answering the questionnaire .
to acquaint them with the library's service. °

.
L4

6. Create a brochure describing the Shelter Rock Public Library's services to groups ,
and organizations. .

7. Plan for cooperative programming with community organizations both in and out )
of the library itself..

8. Provide foréllbrary membership or staff participation on appmprlafe organization- ( |
al boards. }\ L _ . 1
- P ‘ |
.« 9. Consider cqoperahve programs for groups arranged by two or more libraries
inthe qrea. ‘ ,

e Q. |sh§>ute mafena} in the library from orgamzaﬂons, thus publicmng services
\%Ffr \\ \\ . »
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of these groups.

11. Ask that information on library services, exhibits, and programming be included .
in organizational newsletters. '

When instituting a fuller range of services for local groups, planners should remember
that organizations are made of individuals and by serving organizational needs, the
library is often better able to serve individual needs.

.
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TECHNICAL SERVICES‘

INTRODUCTION

The Shelter Rock Public Library's latest annual report to the Division of Library
Development of the State of New York reported the following holdmgs of library
materials at the end of 1974:

Books 96,939 Talking Books 67

Periodicals 4,170 7 Pamphlets 6,

Newspapers 124 Catalogs o . 5

Other Serials 146 Pictures and photographs 1,300

.Films 24 Framed pigtures 167 \

Filmstrips . 83 Other , 3

Recordirgs R 3 839 - Grand Total 113,368 \ ®
r'(.u"”

A collechon of this size is qu:fe impressive for a library twelve and one-half years old.

It is even more impressive from fh?\fechmcal services vteWpomtJ&fcken the staff

at Shelter Rock a tremendous amount of time and energy ro acquire these materials, to
organize them $o both reader and librarian have ready acce\.»s to their subject content
through the card catalog, and to prepare these materials for ¢irculation. All these pro-\\\
cesses or tasks in a library, and they are many --,m the time an order for g,title ‘
selected has been typed until the. book or magazine or phono=-record is in the pubhc area
ready for use or circulation =~ fall under the heading of Technical Services.

L3

. ’ {‘ .
ORGANIZATION OF TECHNIQAL SERVICES i

No formal orgamzahoml structure exists for the Library's technical services processes .
Responsibility- for this work rests with every classification of full time and part=time
employee == hbrurlan, clerk, page, secretary to the Director, etc. There is no one
person below the Director responsnble for the administration and day-to-day supervision =
of the technical services operuhon Ina small librdry, with a small staff, the organization
can often be unstructured since the Director would assume-:esponslblllfy for all library
duties, including those of a technical services nature. But in terms of annual expendityres
for library materials.and in number of new acquisitions, the Shelter Rock Publit Library
ranks well above the average hbruryjm $ize in Nagsau County , It has skipped the middle
growth years and reached maturity quvckly TheJech nical services operahon, however,'
has not kept pace with the rest of the lerury and is af an awkward stage .

A}
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O the surface there appearé to be a tight orgamzahonul structure in the processing
area sincg the position , "Chief of Technical Services", does exist. It is filled by an
employee with the.classification of Pagz who works a part-time schedule of 20 hou
weekly . On the staff quf\shopﬂGwe mentioned earlier, the Chief of Technical Services
indicated that he supervises the Technical Service® Division and hires, assigns work, @

, -
evaluates employees' performances . - N
- ‘ . \

In order to get a clearer picture of these supervisory responsibilities, a checklist of tasks
that are considered purely technical services in nature was forwarded to the library for
completion, The checklist indicated the classification of employee responsible for each
task, the nofhber of page help involved and the number of hours spent on each task per
week In addition, the checklist recorded the other library jobs under the superyision of
the Chief of Technical Services along with the number of hours devoted tQeach task durlng
an average week . A copy of fhls checklist is included in Appendix E.

From this checklist, the fo”owug charf was prepared echpical services tasks
from- ofhe:’?’ibrury tasks: . "
TECHNICAL SERVICES TASKS HRS.PER WK OTHER TASKS firs .PEKW&,,

, . . —_—
Filing orders N 2 \’_ . Inspecting 16mm film 9*
Receiving Books and ’ N\ Inspecting 8mm film 4 -
Sfampnng library identification 6* \\Mimeogruphirg \ 3\
Processing books 25 Addressographing T \\ ,
Reinforcing/laminating paperbacks = 25 Monitoring program room 39 . )
Processing records 3% Assisting Reference Desk 39
Processing films/cassettes SN2, ., Processing periodicals 15
Repairing books 2t Covering circ desk 33
Shipping/receiving __ix Shelving/paging 110
Total 70 : ~ 253

- \\
l . . ~ . \f'o . . . N » k/
*Also included in total for momfgg:ng program room. To?al hours assigned 305.

-

-

From this checklist it is ev\denf the "Chief of Technical Services" supervises all Iibrary
tasks performed by fha pages. As they spend only 23% of their time on technical services
_activities, it would appear that the title = "Chief of Technical Servnces"- does not fit the
responsibilities of the position as usually defined in Ilbrurles -

7 .

The major part of the essing work is assigned to ﬂ-:/professmna] and clerical staff. /\
Since not all of p\IOYeeA queshonnolres had complete information on the percent '
of time spent on ﬂqe rvarious assignments, . it is only possible to arrive at a rough estimate

of the number of hours 'currently being spent on processing duties. Excluding the Children's
Librarian, the eight other [ibrarians as a group devote between 48 and 52 hours to processing
activities each week .” This does not include time spent searching the public catalog before -
orders are placed. The Children's Librarian does some processing work, but the amount of,

time s minimal. The esfimate of clerical time is 54 hours pper week for typing and filing

duhes and 40 hours \@kly for mamfcumng the aukomated §helf list. The Director's secretary

2
'

‘
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h \pifches in to type 1) tab=set orders, 2) purchase orders for items ordered direct, and
catalog cards for books, recordings and cassetfes. A conservative estimate of the
number of hours devofed}vgekly to technical services work in the Library is as follows:

9
# of Employees Hours Per Week
Professional 8 ' 50
Clerk/Typist . 7 '( 54
Data Processing Clerk _ 2 ~ 40
_Pages 13 : 70
Secretarial 1 _?
Total. ‘ ‘ “31 employees 14 hrs.

4o

Most of the employees woflg on a part-time basis and spend only part of their assigned
hours on technical services activities. The pages are assigned work and supervised by
the Chief of Technical Services. The clerk who hqr\mdka[s the automated shelf list has the

N title Coordinatorof Data Processing and reports to the: Jinrary Director. But the pro-

?eisioncd employees and other clerks apparently have no immediate supervisor in the
AN . AU
echnical services area to assign them work .. Each employee appa ntly knows what task
be done and 6upoq$oﬁcally performs the work when not on public desk duty.
ionally, there might be a bit of scurrying about to find enough Yypists to prepare
orders to'qeet an order deadline established by the Service Center. Librarians place
work on the\typist's desk with instructions, but no one sets priorities on what should be
done first. Tharbfibrarians check in new shipments of books when pages are unavailable

to do the job and are assignet numerous other duties of a purely clerical nature.

It is interesting to note {l;af almost all. of the technical services operations are maintained
on a current basis most of the time. Processéd books received from the Service Center
invariably are checked iA daily, and the books are released for circulation promptly .
However, the question arises whether or not this would be possible without librarians per-
forming many clerical tasks.'\In two areas there are backlogs of work . For instance, there
are approximately 640 gift books cataloged and waiting for the typing of catalog cards

" and processing. The*Director isaware of this and plans to clear this up during the summer
months. Secondly, a check on unfiled catalog cards revealed that some had been re-
ceived as long ago as 15 calendar ddys. While this is not‘a serious delay, an attempt

. should be made to keep the filing on'a\week's current basis. .

#

PROPOSED REORGANIZATIO

Why should the technical services functions of the Library be reorganized if the work:
always gets done and the majority of items get into circulation promptly? The primary
reason, of course, is that the present structure is not necessarily the most efficient. Thdt,
is not to say that the present employees are not working hard or gre not 'cooperoﬁv/e and |
willing workers. ' ! . e

L.




. . _».«\ - : VIr-4

. Similar sized public libraries ordinarily have o forma organizational structure. It might
L be called the Technical Services Division or Technical essing Department or more
usually the Technical Services Department . It is headed byNa Chief or Head of Technical
Services who is completely respomsible for all acquisition, and ial
prepasation tasks in the library. The persqn holding this job also acts as the Library's
only cataloger for locally acquired materials and consequéntly will be ‘a professional \\
liBrarian usually on the same classification level as the Heads of the Children's Departme
and the Adult Services Department. All of them report dlrecfly to the lerury Director,
or where one ex:sts to fhe Assistant Director. )

" ——

These libraries staff the Technical Services Depcmmenf in one of two ways. Some will
have an entire’staff made up of full time and part-time employees assigned to both public
service work and processing work supplemenfqd by pbrf-hme employees assigned to pro-
cessing duties only.. .. . :
Sfoffir;g a Technical Services Department with all full-time employees has distinct od-//
vanfages . The staff will be small; better control over materials can be managed; and a
tighter work assignment schedule can be maintained. But.most importantly, a well organ-
ized Technical Services Department will have professional staff performing professional

_ duties, leaving all the purely clerical tasks to the clerical staff. Disadvantages include
divorcement from the more exciting and often seemingly more rewarding public service
work resulting in a lack of opportunity for staff to participate in more diyersified work.
An arrangement that has full time staff with both public and processing assignments takes
care of these disadvantages. Bu thera more pervading disadvantage, more often than not,
occurs in a Technical Services parfmenf with a spllf duty staff . Public service work
always takes priority over all processing tasks; and in the case of staff absences, the pro-

cessing work suffers ond backlogs quickly develdp. . - v
This report recommends that a separatey e\hmcol Services Department be established
at the Shelter Rock Public Library Sufh a staff composed of eight employees == one \\
librarian, fhree fulltime clerks oncl\four part-time clerks assigned to processing duties
only . ' . |
The proposed new,degarfmenf would be structured as follows: ¢
’ "~ Librazy
_Director ’
| -
~ Head of Technical Services ] BN "
& | Dept . .. . ' v
e . § — % —= . ‘
L Se.Clerk | . % ¢ . | DPClerk | ..
- ., ® ey { " . . L .. e |
Coa .| Order | Catalog | 2 Proc | . DP Asst. Clerk D 1‘
S 1 Elerk | Clerk Clerks : - }




8 e grade classificationres the Adult Services and Children's llbrurnans This .~
" gerson Would administer and supervise all the Brocessing activities of all Library
Xincluding children's books-and would report “directly to the ldbrary Direcfor..
pase_the problem of adequate publlc service coverage, ther %ifno_‘;gason
wh)g the Head of the Department cdbild not be scheduled on a regular ésns for reference
work on alternate Saturdays and 6ne night per week, or more often if the workload
- permxfs But, this person should never be assigneq to substitute on the desk for an absent ' ]
llbrunon excepf in extreme emergencles , T
D S . v

C

The senior clerk would be a full hme position wnth day to day supesvisory responsublhfy
. for the order, catalog and proceséing clerks. Th#employee would have ‘no public  ~
. service desk assignn®nt duties. The two processing clerks would each work 25 hours a
, Week also with fo desk assignmengs. Both the order clerk and cataloging clerk would be
full timé positions. Once work loads for these fwo positions were clearly defined, it is
dnticipated thaf these clerks could be assigned limited desk dwties but with the provision
they would subsjitute ot the pu,bllc service desk for absent clerks only i in exfreme
emergencies. , , . ..
The Amencan.Lnbrury Association publnshed ip 1974 Personnel Utilizafion in Libraries:
A Systems Approach, prepared for the Illinois Library Task, Amalysis Project by Maryl
Ricking and Robert E. Baoth. This work identifies.and dggcribes fasks_, analyzes these
tasks, groups them under subsystems accordnrg to function and assigns each task to the
professional,, technical o, clerical level.. In the forward to this book the Task Force
Advisory Conimittee states "lts greatest use will probably be in small to medium=sized
public and college libraries ard in school libraries.. This is not merely becayse the
rasearch upon which it is based was carried out in small and medium-sized libraries,
but perhaps more because. libraries of this size often do not havé’r: personnel resources ’
fo perform the type of am|ysns this sfudy provides" .

P
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Since this repor'r so expertly describes and cldssifies library tasks into general hbrary
functions, it has.been used extensjvely in the preparation of |ob descr;f:hons for the
proposed members of the Techmca‘ Services Department. The Ricking report includes

a fechmcai stiF category, which calls for persons with two years of post secondary :
school education. This type of posnhon is not wide~spread in New York State, so the
position of senior’clerk was substituted and the more professional tasks assigned to the
librariafi, For the Head of the Department and the senior clerk, responsibilities are
outfined under 1) collection development, 2) collection orgdniagtion ancf 3) collection
preparation. Since the individual clerks are assigned primary respohsibility for ohly one
of the three divisions of processing work, the tasks are arranged for each accordingly .

If this plan is put into pruchce, the order clerk would back up the catalog clerk typist
and vice versa® The processing glerks could be trained for some of the tasks assigned to
the full time /cferks scription of tasks for the data proé:ess:rg clerks has not been
made_in this report since thgir jobs would remain the same.as in the present sef-up

+ ! Bupervisory respor\?lbulnfy of their work has been h'dnsferred from fhe Library Director f6
e Head of Technical Services.

k ‘ v ' R ) ;“ ' \
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senices operation would be as follows. The hours ' would be about the Mélighfly

&aq

T:a?number of employees and the scheduled hours for the reorganized technical ™

than at present .

]

N
¥ : ' Number of Employees Hours o . . ..
. " Professional . 1 - between . 26-1/2 -33-1/2
Senior Clerk 1 37-1/2
t . Typist.Clerk. 2 60 : :
" Data Processipg Clerk . 2 . 40y \
’ Processing Clerks (part-time) '2 50 ‘ :
S ' S _ _between . 214221 )

- ) .
1f the Shelter Rock Public Library accept‘; this major reorganization, it will take
considerable time for the glan to be implemented. The library must work through the
Nassau County Civil Service Commission, and clearing civil service lists of eligible
cardidates takes months.and months. Selection of a Department Head should take top -
priority, so the librarian could be in on' the greund floor in helping to organize the
Department and in establishing rouffnes and procedures. Two pages dlready doing

. processing work and the two data processing clerks would simply be transferred to the
new Department. Y - - ) .

\

. This plan has major implications for other operdtions in the Library . The position title g
\of the present Chief of Technic#Services would have to be changbd to one that more
i . ‘Gppropriately describes his duties. Two pages would be transferred from his supervision.
" " *Other library tasks would have to be found for the approximately 20 hours of procéssing
* work performed by the other pages. Library materials for the Children's Department,
would no lorger be separated at the “checking=in point" and routed to the Children's
*Librarian's Office for processing. The processing of these books would be handled by
theTechnical Services Department. This would give the personnel of th is section more
fime for public service'griented work . The biggest impact would be on the librarians; |
all- of whom have some technical services duties. Under the propgsed reorganization, ™ -~ &
they would be released from all technical services tasks except :ﬁerevision of catalog ‘
"+ card filing in the public catalogs . ~Fhissincludes the checking of orders against the card
catalog, checking in books, revising typing, cataloging books and ngn-book materials,
filing of order cards, etc. The questionraire revealed that each spent considerable time,
on these tasks, but because the number of scheduled hours for each varies, it is difficult
to estimate the total nurber of hours that ysc;uld becomé available for other professionsl
work. The following five pages outline sfaft responsibilities in the proposed Tecfinical
Services Department. - v & / . . .
o y

' PROCEDURES AND STANDARD RECORDS , ' )

¢ ¢
*

While there are certain functions that must be performed by al] libraries in the acquisition
and cataloging of the library matefials that they make available to their users, there are
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no national standards to help libraries in establishing their processing operations.
However, every library must keep-certain files in order to maintain bibliographical \
control over its collection. These include the following:

1. Outstanding Order File - one complete file, preferably arranged by .title, of ah\'

book and non-book materials on order from all sources. This file is checked before ~<>¢ =
ordering each new title to eliminate unwanted dup}ication of orders and checked when N

a new book is received to verify that thedibrary ordered and received the correct title.

2. Order Received File ~ a temporary file at‘rﬁr’ge‘?\y)'ﬁ\ﬂg‘:imludes a record of«\‘\

each book received. The period of time that the orders arekept on file varies among. N

libraries but is usually somewhere between six months and a at which time the
ated records are removed. This file is checked before new orders are placed t LN\
ayoid unnecessary duplication of orders. ‘ \ ‘ L >

. ———

N

3. Shelf List 'a catalog of main ;ntQ':’ards arranged by class number for all materials
owned by the library. Edch card shows the number of copies in the library, location,
and accession or copy number of each book . The record will often include the price’of
the item, date received and/or source of purchase. The file has many uses for the

. library staff. It may be used as an aid to the classifier to insure uniformity of classification ‘
number, as a measuring stick for the book collection fogscertain the strength or weakness of
the collecfion, as a historical and statistical recoid of the book collection, as an insurance
record, or most offentas an inventory record of the library's collection.:

4. Periodicals File - a file, arranged alphabetically by title, of all periodicals and
rewspapers to which the library subscribes. It is usually a visible file of standard
printed cards used to check in the incoming issues of the title. It is used as a record for
' follow-ups' for missing issues. Notes as to the routing of the periodical are also included. ’

5. Public Ca'falog'- record of the library's holdings usually in card format describing °
each item by mdin"entry, title and subject and indicating where the item is located in
the library . "Some libraries maintain dictionary catalogs with all entries arranged in one
alphabetical sequence while others divide the catalog into three divided elements.
Almost all’libraries have two catalogs - one for the adult holdings and a separate one

for the children's materials. o

. N . .
. The Shelter Rock Public _Librury/mipt'ains'all these essential records, The order file
is kept in a tub file which is probably thé most’ convenient method in which to stare a .
s manual record of this type. Access is by title. The order received file is located in
. the same tub file in drawers to the right of the order file and is arranged by title. The,
drawers containing the on-order records are taken by pagessto the Program Room to work
on while monitbring the room. It is not a desirable practice to move a filé as important
. as this from the workroom’. Some other tasks should be found for pages monitoring the
exhibit area. Once the order file is stationed permanently in the processing workroom
it is recommended that the orders received file be combined with it . Both files are
arranged by title and each is checked separately before ordering. By combining them,
one complete search is eliminated making the prD(r‘der searching ny:)ré efficient.
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. Thqr,e is important information on fhe latter that is not in the punch
apparently it would be unwise to abolish the one on catalog cards.

% _ !
The Library maintains two dnchonarl arranged card public catalogs. One is in Z(é\'

adult area for the main entry,, title’; and subject cards for all adult and young adult
“material . Cards for spoken word cassenes are interfiled in the main catalog and also

* filed in a special catalog of cassettes and phonorecords. A separate catalog contgins

cards for fereign language matenals, each language being in a separate sequence.

There dre separate catalogs for specialized materials: 8mm films, college catalogs, -
Educcmonal Fllm Library Association's Critical Reviews and the subject index cards to
fhe collection of Inerury criticism books in the East Meadow Public Library. A second
}qfolog is located in the children's area. Flhrg in the catalogs.is done by clerks; & -
red card slightly higher than the catalog card is placed with each card filed to alert
revisors. It has been noted that filing could be more current fhan it is. Librarians re-
vise the filing and remove the red card after checking. At times the clerks run out of

the red cards which would seeth to indicate that revision is not'always kept on a current
basis. An examination of the adult catdlog did net reveal any filing errors.

‘Every |iBrary should have a handbook of procedures covering every aspect of the
technical services operation. The procedures should be concise, explicit in every

detail and uniform in format. Preparing a complete set of procedures is an onerous task
and often neglected because of more pressing matters. Codified procedures are essential -
for use in the training of new staff members and for periodic examination to see how

- essential each step is in the operation of the library.

o

The Shelter Rock Pugljic Library has a number of printed procedures for its technical
services operation. They are not of uniform format and in some cases are not detailed

and concise enough. If a new employee were assigned a particular task, he would not

be able to do the job from these instructions. It is recommended that the procedures

be rewritten in outline format; each action step of a process should begin with a verb to
illustrate the action taking place. For example, the procedure called "Book Order Check""
is presently written in narrative form; it shoulc! be reformatted as follows:

"~

1. Receipt of Books

®

A . Processed books from NLS

»

-
w—t

. Verify that correct number of cartons were received.
2. Remove books from carton and place on small truck.

3. Pull one order card from order file for each title on invoice.

4, Check books against invoice to verify shipment is complete .




} 5. Etc.

vil-14 €

I
: { If all books are accounWr, approve\NM
_ _ initial .

T~ b.

( The existing procedures reveal that Shelter Rock has kept its procestigg operations -

_as simple as possible for the processed books received from the Servicé,Center. The
Director indicated that'changes in classification number or descriptive gataloging
gre rarely made . Additions of essential copy numbers are written on the records
rather than going hrough the time consuming practice of putting each record ina
typewriter for typing this informaﬂqn, and unnecessary information is riot added to
the books. .A minor recommendation is that stamps should be purchased for the .
special symbols such as YA, MSF, etc., so these Symbols would appear more neafly
on the labels and catalog cards If is not clear from reading the 'procedures why the
ordgr card is not refiled immediately in the order received file for the-books that will

-be processéd quickly . It would seem fhat there would be some chance for a title to be
searched in the order file while the card was femporur;ly removed and for a title to be
ordered in error. . .

.

.

PHYSICAL FACILITIES

The workroom at Shelter Rock has 864 square feet of space. It is a hub of activity

since all ordering, receiving, catalogmg, typing, manual and automated shelf- hshng,
handling of reserves, sorting of mail,’ processmg of interloans, etc. take place here.

. A delivery entrance, which is also used by arriving and departing staff members, is at
one end of the room. Entrances to the Director's office and to that of the auditor and
secrefary are also from the workroom. An alcove at the opposite side of the workroom
is used for the sorting of books prior to shelving. A flight of stairs near one end of the
room is constantly being used by staff members for access to the balcony areas. At one
end of the balcony, back issues of magazines and gift books are stored, while at the
other end the staff lounge facilities are located. The entrance to the office of the
Chief of Technical Seryices is also from'the balcony.  *

In the work area, two of the librarians have desks in an area somewhat partitioned off

from the rest of the room by the stairs. Book shelves are flush'with the stairs, creating a

separate but open work area. The card catalog holding the manual shelf list is at one

end of this space, and all the files for phonorecords and cassettes are near the aet and
music | ibrarian's desk. [n the middle area are two desks with typewriter extefsions for |
the interloan clerkfand the cataloging clerk-typist. Two large tables are set side by |
side to provide additional work ared for the other clgrks and librarians wotking in the

area who do not have assigned work stations . About one third of the workroor is taken

up by the files and records for the aufomafed shelf list and a processing counter along
one wall. , .

-
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The present arrangement of wark stations does not allow for an ideal flow of

materials going through the processing-operation. , Both the Director and Chief of ——
_Technical Services are dware of this and have developed a plan to rearrange the

work stations to minimize the distance between each sigp of the operation. Their

plans include the replacement of the two tables by a desk with a typing extension.

Ideally, the Technical Services Department should be located near the del el‘y\\
entrance and near the public service area for ready access to the card ccfcﬁ%g . N
The workroom at Shelter Rock meets these requirements. But, also ideally, the ' \
technical services personnel should be isolated enough from the other functions of o
the library to-allow for optimum concentration with a minimum of distrdction. This ~
cannat be accomplished in the present workroom area. However, the Library should N
consider shifting the cataloging staff to the space presently occupied by the automated -
shelf-list files which would put them adjacent to,the ordering and receiving and the
processing operations. The shelf-list files could be moved into the area under the ~
stairs. .« - . ‘ o -
. y |
When the Library decides to replace the two large tables, it should consider selection
6f work stations other than the traditional desk for the most efficient utilization of its
_.space. For example, the Oxford Pendaflex Corporation, for one, has designed cluster
work stations which give maximbm work surface in a minimum of floor space. The
Library should also cansider discarding the old circulation desk which is being used |
primarily as a storage bin for data processing records and select a more compact storage
unit." It would seem that with new compact work stations and a rearrangement of functions
that space could be found in the workroom*for some of the other librarians to perform their

non-public service duties. /

¢

For material that is cataloged and prepared for circulation locally, the Shelter Rock

Library has po equipment for the reproduction of catalog cards. Complete sets of

cataflog cards are typed for each titleacquired. Some public libraries in Nassau County
prepare cards the same way as Shelter Rock. Others use the Chiang dupFic'afor which
produces catalog cards one at a time from a typed master, or a copying machine, such

as the Royal Bond Copier, which allows the reproduction of six-up catalog cards from

typed catalog cards. A copier of this type is also available to the library's patrons for -
photocopying materials. The Shelter Rock Library should investigate the methods used .
by other librarigs and select one that is more éfficient than the typing of cards.

L4 a

USE OF NLS TECHNICAL SERVICES - .
U : | I

*, The NLS Service Center offers its member libraries a number of processirg/:'elcted
/ services. The Shelter Rock Puyfic Library, like every public library in Ndssau Colnty,
can elect to use those services which it finds most beneficial for its program. A library
ay use some of the services heavily while ighoring others that it has tried and found
inappropriate for its operations. . e /

- ~ -




Book Purchasing, ‘Cataloging and Processing

The major seryice of thesTechnical Services Department is the ordering, cafalogmg
and processmg of those books selected by each member Iibrary to be added to its
collection. "Centralized ordering enables the library to stretch its book funds since
in the great mdjority of cases, d more favorable discount is received than if the
books.were ordered directly from publishers or book wholesalers. Centralized
cataloging and processing of these books enable the library to save considerable
staff time that would otherwise have to be spent on cgtaloging and preparation of books
for circulation. f ©
. This service is not without its pitfalls too. In many cases, it may take longer for the .
library to'get a book ordered from the Service Center into circulation than if the entire
operatiorywere handled by the library itself. Often a catalog code of a centralized
. operation may not be compatible with that of a library using the service. Shelter Rock
.did not have this problem, since the Service Center was providing cafalogmg services
before the Library came into ex1sfence
—
The use of this service varies among Iibraries - some use it for almost all of their
acquisitions while others may use it for only part of their purchases. Shelter Rock's
annual report to "New York State showed that it spent $62,787.77 for books in 1974.
From the Library's monthly lists of billg to be paid.fronmBudget code 403, the following
chart was prepared to show the sourcefqf the Library's purchases for the year. Vendors
from which the Library purchased.mofe than-$100 worth of books are itemizéd. The
‘category "other" represents 95 book fuBpliers: 22 were paid $5.00 or less; 20 from
$5.00 to $10.00; 29 from $10. 00f 5.00; 13 from $25.00 to $50.00; and 11 from
$51.00 fo $99 00. . \ -

S L ") . . sy

Vendor L Purchases . Percent

!

. , N :
" Regenf - ‘ 51049.86j‘ \
H W. Wilson - 792.00
. /Y - 615.00
Quality Books 399.79
“New York Times . . 375.00 *
Bookmail* ' : ~370.42
G. K. Hall ~ 360.18
. -Gale * : , . 297.56
Gov't Pri nhrg Office : .269..70
Chicorel ’ 255.00
West ' 220.50
Bowker : - .5 221.35
Dun: & Bradstreet |, . , 193.50
Standard & Poera . ) 180.00
Educational Book Pub, ' 153.00
Sterling s ' 130.57
K'egging.s ‘ ' 115.007%




.’

“Vendor - : - Purchases : ' ) Percent
Weston Woods .+~ 100.35 *
Sub-total : — ] 6098.78 9.7
Ottiers L ' 104507 1.7
Mc Naughton Books . - o 309¢ .50 49 ;
Nassau Library System * 49620°.92 .o, 79.0
NLS Processing Charges - ~_2928.50 : -« 4.7,

. 77100.0 -

Tofol . 62 787 77

" . Most of fhe purchases from the list of lfemnzed vendors could not be dlverfed to the

cannot be ordered through 'NLS. Many of the purchases from sources listed as "other”
are small outfits, some of whom require. pdyment with the purchase order. Only a full
examination of oII the invoiges paid would determine if any of the purchases could

Service Center since the items are sfandn:;cyer services or opprovo’l books which

) have been made through the Servnce Center. .

AN

“Some of the NLS total .represenfs Shelfer Rock's use of three ofher setvuces The .

Library subscribes to a couple of the Doubledoy book clubs; these books are shfpped p
by the publ nshec_LE(dhe Service Center which | processes and ships themto Shelter Rock .
The Lubrary receiveld, 317 continuation titles on a sfanding order basis: And they = ©

.used the BINY service for 283 books. BINY bookinare stocked gt the Service Ce’nfer :

for deli wery to Iubrones within three days of fheur Ie o;'defs
On its State Reporf, helfer Rock gave fhe flgure of 8;92 books qdded to its
collection in 1974, The Seryice Center invoiced Shelfg bek for 8770 books shipped .
These figures would seem to i ritg‘e that Shelter Rock purchased almost all of its -
cataloged books from the Ser\(nc enter . But what is.rather confusing about these
statistics is the fact that 1605 notices of |oco||y cotologed books were received at, fhe .
Umon Cafolog in 1974. ': ' , .

! - . ¢ « -

.l ' Non-Coordlnated Orders
A4

Libraries must submit their orders for cwrenr new books' to the Service Cenfer on or
before a designated due date . Bdsed oh.the size of its book budget, each library may
also order ona non-coordmcfed basisa quota of new books; for Sheiter Rock thisis . .« =«

100 titles per month. In 1974 fhe/(l:(ubnm exercused this option for 158 book titles,

or 13 percenf o, its quofo Shelter fock indicated that it was quite satisfied with this
quota. ‘ !

/

. R R 4 R . I ..
/ C'ofolq{ng Information Service(Cl1S) , . . C
. ) . . o |-
This service exists to help libraries in the cotologmg and classification of Iocolly " A,
acquired books. For a shared cost price of 25 cents per title, the Cataloging Divisign
~ searches its Offigial Cofolog and the National Union Catalog for the bibliographical .
information for each title requested. The library receives a complete set of cards, ten




unit cards dxa phatocopy of the National Union Catalog entry; titles no \locaf d’
in any of the NLS sources are returned unfilled. . :

\\\

Y

Shelter Rock uses this service only sparingly because it is disappointed with the .
resu)fs. For a recent request on a group of o lder out-of-print books, Shelter Roé\k\‘ S
received catalog cards for only a few and the less desirable but still useful biblio*-\\
graphical data for most of the others. Since cataloging has been done at the Servic
Center only since 1961, it is less likely that a record will be there for out=of-print

_books published before that time . Author and title information for 38 of the gift boo \
at Shelter Rock was checked against the official record at the Service Center, and it
was found that cards could have been supplied for 20 of the titles while cataloging in-r\
formation would have been supplied for the remaining. It would seem if the service \
were used for those items most likely to have been cafaloged at the Service Center, A
the: Library might find that it 7ould benefit %\m use of the service.

> : ‘,Non-Book Matekials

|

In 1974, the Service Center diP not .offer membp\r\!ibraries dny direct processing
. services for non-book materials. Arrangements had been.made with a phonorecqrd/ .
cassette jobber, National Record Plan, for libraries f& purchase these materials'at a

discount higher than what most libraries had been receiving. Arrungéh?ents@ﬁdo:}sb\

been made with Bro=Dart, Inc., a commercial rocessing firm for libraries to their \
phonorecord and cassette orders cataloged and processed at a cost below that wsually™ _ \
offered to libraries. Shelter Rock is one of the big users of the Bro-Dart service; in

. ] 974"{? ordered 360 processed: records . ' ‘

»

.
¢

. o
Pamphlets are a very important resource for libraries, often supplementing the book ¢
collegtion with more cyrrent information. Libraries may order pamphlets on a

" coordinated basis through fhe~($ervice Center which assigns subject headings to them.
Shelter Rock makes good usefof the service; in 1974, it received 268 pamphlets from 9
the Service Center. " ‘

' . N . g - »
T ' -
¥ '

Union Catalog: : PR

The Service Center maintains an author and title union catalog which indicates the

book holdings of edch member library. Books ordered and processed through the

Service Center are automatically entered . Each member library is responsible for

notifying the Union Catqlog of each adult non-fiction book acquired locally ,

Statistics maintained at the Service Center reveal that in 1974 notices for 1605 books .

added by Shelter Rock were received at the.Service Center and added to the Unjon

Cutalog. Withdrawal notices totaled 258, of which only siﬂ were not ljsted in the

Union Catalog as-being owned by the Library . .The Union Catalog listings for Shelter
/~Rock's holdings are undoubtedly. the most acéurate of any NLS member library .

Twenty-one of the Library's discards in 1974 were added to the Last Copy Center at’

the Service Center since.they were the last copiet of the titles owned by a public >,

_ library in Nassau County . . g v

.

) ' . /-  . \1 /




CONCLUSION

of a library's operation is an integral part of its total program. The

ices functions are complex and often the least understood. But, they
{n the effectiveness of the public service departments such as
tion. The effect of any change made in the technical services

Every
technical
are a vital li
reference and circ

This report points out that the Skelter Rock Public Library has done a good job in the
acquisition and organization of its Jibrary materials without these functions being
-structuralized. It probably could £ontinue to operate in this area in the same way in
the /fufure' However, the acceptance of the major recommendation of this report to
organize these operatians intg/a Technical Serviceés Department seems appropriate at
this time. Tighter control ofer these vital functions could be exercised; the professiona
staff could be relieved of Mmany of their clerical tasks, and, in the long run, it would

. result ina more econom cal and efficient operation.

-
3

~ g a

area on other library Operations must be considered before the changes are implemented.

R
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: A COMMU NITY RELATIO NS«PROGRAM

The Shelfer R /bllé Library, by nature of its establ |shment as a Special Dus ucf
library, serves a varied community whose only common !denhfy is the library . Re‘m0veql__'
by legisjation from?he\cessury of getting yearly voter approval of its budget, it is also

removgd from close contqcf with the communify groups it serves. . ~

A

7

V:sufor, patcon and | Krory professional alike are impressed with the beauty of the S
building and the an/ tion to detail -~ green plants, attractive displays, shining floos,
etc. -- and the ffiendly concern of the staff. Even when the library operated in mdch »
closer quarte7 in its former sforefronf locahon, fhe helpfulness of the staff was ¢learly
evident.

/ , . —
The library district, because of its ama]gamation of unincorporated, areas not already
taxed for library purposes, is a heterogeneous one. The library is financially,weh-
supported and it is backed up by a dedicated Board of Trustees (several of whom were
merbers of the. Friends group that spearheaded the emergence of the. library) and a con-
cérned Director., However,. there is an awareness on the part of the Board, the Director
.and.the staff fha} the library's relationships with"its public is amorphous, that more

goals and ob1echves

THE PHYSJS:AL SETTING

From a pafron poin\of view, fhe exterior and interior of the l|brary present &sthetic, » . . :
inviting atmospheresXor stoppmg and lmgermg The chnldren s story arén and the turet |

he community room
times the



the handicapped patron and’the elderly have been carefully considered and

. ‘carried Qut in the construction of the building . ) Voo ;

COMMENT~‘ e

Alth0ugh a sign alerts passing” motorists c0m|ng from one durechon, ‘those approaching
the library from the rorth find their vision blocked by the VFW sign just before the
library . A.decorative banner might make a handsome addition, as well as a directional
dld to the exterior of the butldmg

~
3

B. Bus Service ' o, T , ,

K\ _ Patrons from fhe norfheastern section of the library district must go over heavnly

" trafficked roads to reach the library . For bike-riding youngsters, there are hazards
involved. Since half of the library population comes from this section, a survey
of the need for bus service might be undertaken. Ina recef® edifion of The Rancher,
the community newsletter for some 600 homes, area residents interested in Iibrary bus
service were asked to call,a given telephone number (no identification of whom it
belonged to) . Library fo|10w-up seems indicated . N

. >

i

PRINTED MATERIALS

/e

. a monthly calendar

_ A copy, typewritten on 8=1/2" x 11" white paper, js mounted on the lobby
T kiosk. Multiple copies are not availdble for distribution.
' *, Q < ‘ * S~ . e -
ewsletter - : > '
. W

Produced twice a year, it includes mention of hlg Inghfﬁ at the ltbrury, and
}.\.\ is mailed district-wide (7600 copies) each time. .

s

i

. 'brochures ’ Ut ‘
. . } / \ ’

Printed publicity for monthly art shows, and occasional programs,.is produced

in limited quantities (up to 300 copies) for in-house distribution.

. bookljsts
The library does not issue its own booklists. NLS beoklkists are attractively”
. displayed at the lobby kiosk .’ - -
\ pan . :
.. - «
. Ifbrury brd&:hur? ~ L
One such brochure was offered when the fabrary moved mfo ifs present quarters
and was subsequently updated for ALA wisitors last summer. - Consideration is

s »\7
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LI S . i T
.being given to a new revision soon. PR

. ge frerul give-aways

From time-to-time publications are offered to explain library policies and trends.
"The Short and the Long of It" (produced in cooperation with school district™  °
librarians explains procedure for handling school assignments) and a_folder on
automation (explaining the new circulation control set-yp) are two examples
An informational item aimed af students is in the planning stage .- @
- COMMENT: - .

Shelter Rock bri nted materials, with the exception of the monfhly'calendar are pro-
fessmnally and attractively produced To reach more than just hbrury patrons, the
following suggestions are made: ° _ .

/
N )

1. Produce the monthly calendar in a more aﬂ'ruchve format (a low-key, low-cost
version needs simple additions such as colored paper, logo, layout, selectric or
composer fypeTb be readable and eye-cafchmg) and increase the quanhfy for
Iarge-rscale give-away . : : “
g 3 ‘ :
., *2. lncrease the quantity of program flyers and widen the distribution . To offset a
addmo,nol costs, use less expensive paper and folds. Ask the Friends for a yearly
program publication budget; if more money is needed. N

3. Mail the calendars seasonully, sometimes as an inclusion in the newsletter. For
example: :

a. Fall newsletter (Sept., Oct., Nov.) with a calendar page or pages.

s -

. N b. \fvfintér calendar (Dec., Jg,n.,'Feb.)‘

| c. S}?r’ir’g l;ews:leﬁe‘r (March, AP\"" K;\cy) wifﬁa ca]énd.a_r,p‘oge: or pages.

| d. "S‘qmm‘er calendar (June, Jul);, Avg.) ~ .

g 4. Deposit calendars, newsletters, program brochures and general give-aways at:
churches, synagogues, school libraries, railroad stations, shopping centers and

—————— doctors’ of offices. ( .
¢ o
5. Add pictures and stories about staff (particularly important with a langely part-time .
_staff) and trustees, as well as photos of community people and programs in calendars |
} “and ngwsleffels . , }
6. JOffer bookmarks with information QAbfar'y hours, Sunday hours, etc, Such Book-
o~ marks are offered inexpersively fhrough the NLS/PR offize. o
& o :

“é




PUBLICITY ~ . >

r ~

Releases and photographs, when applicable, are sent to major danlues and locg| weeklies. \,
Radio and TV announcements are sefit.an'a regular basis.

COMMENT: S

1. The library’stories, when sent, receive goad coverage because they génerally are
of above-average interest. However, there 'hasbeen staff comment that not all
_library programs are covered by releases == film programs, for example. The
Directorshas indicated that “only selected programs are publicized bgcause of the
danger of "StandingRoom-Only" crowds. Since the library exists fo serve all of
" its publics, all of it programs should be equally publicized whendver possible .
When feasible, if an overflow audience is expected, a repeat prggram should be
pla nned When nof possible, the publnc should be informed of “f'rsf-come,

PROGRAMS . .

Herricks Adult Education classes meet regularly in the com umfy room. | & R pra*
grams and tax consultant mforrmhon programs are available at the library. Books
selected and taken to twé senior citizen groups at their meting times. Children
programs re frequent, well-publicized and "jampacked /' according to the Direc'or.

Adulf programming is planned by the Director; music prggrams are suggested by the art
and music Iubranan, who is a part-time employee .. Prggrams are not planned ahead on
a Iorg-ferm basis, as are art exhibits and dlsplays The Director would like cé

discussion groups, the possibil ity of forming anh éforlcal society, etc.

COMMENT: ",

With the library having added Sunday hdm to its schedule, it seems impermtive that
family offerings.be included on a regular basis. Expansion of programming should be
comsidered a priority . The following steps should be taken:

a. A cémmumty commlﬂe\'shwld be formed for input in progmmmmg (f defmls, see
.comme nts |n Friends write=up) ,

/
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 COMMENT:

VI =5
b. The large g of patrons in the fine and performing arts, as well as the literary
. V’J be' tapped for planning and programming . .
! l ' f-’\
¢ . The calendar and newsletter should encourage patron programming suggestions .
d. More than the Director and a part=-time professional ‘are needed to create the
sophisticated and varied programs the public would support. v

. L4
-

e. For larger, more expensive undertakings == film festivals, repertory theatre,
book-author presentations -= cooperative ventures with rieighboring libraries
such as Manhasset and Roslyn should be éxplored.

f. More adventurous programs - like graduate educational programs; bus trips fo Soho,
Stratford, Hirschhorn museum in Washlngfon, etc. - should be regular library
- features at Shelter Rock.

g. lmprovnsmg or adding a stage would encourage performung arts presenfahons Such
programs are not currenfly offered .

h. The addition of a piano (a gift of the Friends) has increased opportunities to offer
more professional musical programming .

—

DISPLAYS, EXHIBITS, GALLERY SHOWS

Several exhibit cases, including innovative and eye-catching "jewel box" containers
(four small but distinctive glass cubes mounted in a row on one wall of the inside lobby)
are filled with better-than-average, often highly unusual or unique, monthly changing
displays. The community room whlls, and other walls of the library as welk, (including
the ore behind the circulation desk) effectively serve as backdrops for hanging gallery
shows . - Flair and jmagination are evident in presentifg displays of sculpture or banners.
The Director and the Public Relations specialist plan the exhibit schedule together,
usually 12 or more months in advance . The community, through the newsletter, is en~
couraged to offer exhibits. People who come by informally with viewing in mind are
treated courteously. No written exhibit policy exists. An unusually fine lending
collection of art prints is virtually unnoticed and unused.

ﬂ:.

The taste and the time devofed to selecting dusplays and exhibits is evudeni' in the,
variety and quality of the materual shown.

- |n the interest of conserving the Director's time and in promoting more community
input, it is suggested that a community committee be formed to work with the PR .

specuallst to plan and execute the exhibits and displays. Plans can be reviewed by

I
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the Director for.comments and final approval. A written exhibit policy, in addition
to committee review of exhibit applicarts, should be put into effect.

.~ Fhe art Jending collection should be relocated for eye appeal and publicity purposes.
A library bookmark/brochure about the collection should become a reality in order to
generate interest ardt use of the collection. Here,t¢o, community input could prove

“galuable . ‘ ) A '
Tz ’ ) ’ \ !
(PUBLIC RELATIO NSRCOMMUNITY RELATIONS STAFF R

- . ]

A part-time consultant works with the Director. on co;nr&unity relations. Although one
trustee is assigned to the community relations/pr task, it is not an active assignment.

. COMMENF: .
" Tofulfill the potential of the library's community relations program and to reach out
fo\Eﬂ of its publics, more ‘time is needed to pursue community relations in depth. Con-

sideration should be given'to adding more staff time to the existing community relations
position. ‘ ;

COMMUNITY RELATIONS BUDGET Co

Consultant's fee plus - . C— :
. $1200 -~ two. newsletters
$ 260 -~ postage
$1000 -~ other printing ‘
$2500 -~ programming (includes, rental of films, fees)

COMMENT: " ‘ ' T

o | -
Budget for postage, printipng and comsultant's fee should be raised. The programming
budget might be compared,and reviewed with that of other Nofth Shore libraries such as

Roslyn and Port Washington. The Friends group, though inactive, has a hedlthy bank -

¥ ) account amassed over the years from fund-raising functions and membership dues. Some

of this money could serve to back up printing and programming budgets.
.’ ] - ,‘\’ , , . (

TRUSTEE | NVOLVEMENT

B
K4
»

As has been mentioned, one trustéé is assigned to the task of community relations
(public relations), but it is not an active role. No written community relations policy
exists . N . - , .

et
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3 .COMMENT: . S / |

PR P
{ o - , gt et " N .

\\ The trustee assignment to community relations should be a working one. There should i
~ be continuing commynicatton from the Director on current caommunity relations programs

and services. All ef\he trustees, should be visible as library trustees, at organizational *
meetings, at dedicatiorxé, and other events of a civic, cultural or educational nature.
A written community relations policy should be prepared and reviewed periodically by
the Board and the Director. Broad guidelines for such a policy are found in "Trustee's
Reference Kit," LSCA Pioneer Library System In-Service Training Project =~ Rochester,
N. Y. (a.reference copy is availablé in the NLS/PR officg) . Specific ?rﬁmgdiate and

o long=range goals and objectives should also be available . Invite the public to attend

" Board meetings by putting the information in the calendar and on the library bulletin
board . R ' .

COMMUNITY INVOLVEMENT 7 -

" Good relations with the VFW group which owns the adjoining building has resulted in
bingo checks given as gifts to the library, as well gs the open offer of use of the facilities.--
parking lof, rooms -- if needed. The Director ddes not go out to community meetings,
either as a member of the audience or as a speaker .. The trustees, to some degree,
participate in community activities. Classes, generally from the Herricks school district,
take tours of the library. Library materials, which have been offered for Welcome Wagon =~
packets, have not been used in this distribution pattern of late. There is little or no .
community involvement in library program or display planning.

COMMENT:

.

1. The Director and the trustees should make a concerted effort to get out into the various
communities wearing their "library hats."

12

-

. 2. The library should send out letters to community organizations offering program speakers .

»

3. Tours of the library by classes from all the school districts should be actively promoted.
4. Every opportunity to disseminate library materials, including Welcome Wagon pacl‘cefs, \
should be followed up.

5. A commiunity suggestion box at the circulation desk, comment sheets for display and
programs and a community survey are various ways of eliciting community reactions .
and one or more of these should be considered.

~

INTERNAL STAFERELATIONS ' . U

There are more than 40 members of the staff, most on parf-time schedules. Communication via
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staff meetings is difficult because of the split schedul ing. Communication by staff
newsletter, Behind the Scepne, is irregulé. A regular orientation is provided only for .

pages, along with a procedure manual @Communication with the Nassay Library System
is provided by the routing of Library Li%es to the professionals and subse}ue ntly posting
thé current issue onthe staff bulletin board. Few, if any, staffer€ have participated-in
the regular monthly tour of the Service Center == again, because of scheduling .. Staff
comments indicate an awareness of frustrations caused by such scheduling == no direct

) chain of command or communication. * .
B v
COMMENT; : O

An examination of hierarchy and scheduling, in the interest of coordination and
communication, should be made with recommendations for improvement of sych .
conditions. New staff orientation should be contemplated as a regular procedure.

' « Shelter Rock staff should be encouraged to take tours of the Service Center, whenever
feasible .

-

FRIENDS OF THE LIBRARY *. ‘ -
" The Friends of thg Library, formed because of a need to create a new library, began gs'(
a dynamic force in response to a real need. Several™of the original members have be-
come library Board members . With the establishment of the library, the degree of
Friends activities dwindled Travel tours, sponsored for several summers, and annual
. membership dues (obtained through a mailed appeal to the whole district) helped to build
. . up a substantial bank account. . ‘

[N

I

‘ngr the ygaﬁs, the Friends group fas become increasingly inactive . With the advent of
the new building, it was hoped that the Friends would become rebctivated and act as
ext%?sions frorff the library to Jts cgmmunity .

LN

) A d);nomic president undertook thid task irf 1973. Much research into Friends groups,
attempts to get people out to meetings, attendance at library Board meetings and con-
fetefces with the previous Friends president -- all over a period of two years, has Ieé{
the current president to believe that the group is dormant because .no problem exists to
arouse them from their passive attitude. An appeal to help with cultural offerings at the
library had only one positive result = Friends. raised epough mongy to acquife a baby grand
»&ano for the community room. Mogey is given willihgly, but ';?ﬂcipafion is not.

-— N -

. COMMENT: ‘ E

Most Friends groups function best when there is an urgency. No urgencies exist at the
Shelter Rock library . Another way Frie'%ds function successfully is at annual budget time
Shelter Rock s in the foftunate position of not'having to go to the public for approval of
its annual budget. There is no ‘real" community to act as an adhesive to bind peoplt
together. Real t \s:ks must be involved to encourage a lay group to perform on an active

\ .
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and interested level . . ) % - ’

- In th€Previous pages of this report, Several lay committees have been suggested to

. aid and abet library programs. Perhaps the time has come for the Friends to dissolve,
to turn over its bank acgount to the library.for use in programs and services, and the
organization of a new group == a Cultural Council == to be undertaken. Ina.
community with a high proportion of creatjve, well-educated, middle-to-high
income residents there should be a core group willing to dccept the challenge of
planning, as well as following through on, new and improved programs. Such a
group, representing a wide spectrum of the community, could be divided into
committees -= fine arts (including art prints lending), performing arts and films, and
an historical society. Each committee Would, work with the community relatio
specialist and meet from time to time with the Director and the trustee assigned to
community relations. Care shouty g, taken to Yhcorporate in the bylaws of the
organization, rules for lengths of term of office to avoid developing a "power group ."
Eventually, after such a Council has been firmly launched, efforts should be made to
work with similar groups representing neighboring libraries, in order to coordinate and
extend, rather than duplicate, cultural offerings. ' '

v -

- Relationships between any group of citizens, the Director, the Board and the staff
requ}re time, patience and tact. However, dt Shelter Rock, where cofamunity input’

_and active interest is so minimal, it is particularly important that the establishment
of such relationships be of high priority . Guidelines for developing good will and
good relations with &group such as a Cultural Council can be found in two excellent
books: Frieqds of the Library, Sarah Leslie Wallace, ed., American Library Association,
1962 qvnd The \ibrary Trustee, Virginia Young, ed., Bowker, 1969.

)

RECOMME NDATIO NS

- |
- ‘ 4
A number of specific and general suggestions have been outlined in fhe preceding pages
for consideration by the Board and,Director to igprove the library's communication with
its public, to strengthen its image and to extend and enrich its services. The Shelter Rock
library now offers good, oftentimes superior, services to its patrons. But it, like its

community, has untapped resources that should be utilized, to help reach its potential as
one of the more outstanding libraries in the county .

The Bodrd needs to set a timetable in acting upon the suggestions offered. Follow-through
and corsistency, along with a periodic review of goals and objectives == for strengths,
weak nesses and current validity == should maintain a strong library image consistent with
an accelerated, enriched plan of service. . k

4
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A CONCLUSIONS AND RECOMMENDATIONS

A}

After having dorre several library surveys, it does appear that there are certain almost
unavoidable pitfalls that result from examining a library plant with a fine=tooth .comb.
Faced with pages of suggestions for changes - some minor, others more pervasive - a
library staff and Board must wonder = "Aren't we doing anything right ?" Hopefully,
the staff and Board at Shelter Rock will never let such a thought concern them for,’
without a doubt, the Shelter Rock Public Library is a strong public’institution which
daily provides innumerable and invaluable services for its citizens.. The llbrary
planners have every right to bask in the light of a job well done. Consequently, the
following recommendations are offered for consideration to enhance what i is.indeed a
.very fme publlc llbrary Co-

~ o

-—

- MAJOR RECOMMENDATIONS: R

1. REORGANIZE THE STAFF STRUCTURE

.The present staff orgamzahon is charted in Chapter V, page 2. This sfrucfure does
not adequately allow for needed coordmahon, does nof provide some major.departments
(Reference and Technical Services) with leadership in the form of department or section
heads, divides the staff along an artificial line (job classification) that does not foster
library objectives, and in general, has-disadvantages that have been mentioned through-
out this report. It is therefore, the major recommendation of this survey that three key
positions, representing major library departments, be established immediately below that
of Director with each deparfmenf head reporting.to the Director and responsﬂole for the .
smooth operafy:n of a major library function. The three suggested positions are: 1) Head
of Public Services, 2) Head of Technicyl Services, and 3) Head of Circulation. The first
two positions.~ Public Services gnd Technical Services - require professional persqnnel to
operate effectively while the third ~ Zirculation - should be staffed with a principal ~
library clerk. Responsibilities for tjfe Head of Public Services should include coordination
of all age level services. (including Children' s), reference services, audio visual services,
and special projects, ‘outreach,/pbgramming services. Establishment of sucha posmon
should include allowance for gfiditional compensation so that the person filling the position——
is in charge of the libraryin the absence of the Director. This proposed position - Head
of Public Services ~ would become the second most important position within the organ-
izational scale. In restructuring the flbrary s organization along functional lmes,
provision must be made for page and clerical personnel to also be so assigned - in effect
then, a clerk would either be part of the Technioul Setvices Department, the Circulation
Department, or the Public Service Department and would report to assigned personnel
within that department. The position proposed for the Technical Services area is fully

-
& ~ ®
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2. REARRANGE THE LlBjiARY'S lNTERIOR :

o ‘ o | | IX-2

documiented in Chapter vii and so requires no further clarification here. The
Circulation Department should,” inall prébability, prov:de for the Data Processing
section activities as they are circulation services orienfed but further sfudyﬂls
section's activities might present a credible case for placing Data Processing

. activities within the Technical Services Department. When the organization shift
.—_is complete, the Director will have the following personnel reporting to him/her -

T) Secretary to tHe Director, 2) Senior Account Clerk, 3) Custodian, 4) Head of* ,
Public Services, 5) Head of Technical Serv:ces, and 6) Head of Circulation Serviges.
Primarily, because’of the adjustmént in the Technical Services procedures under such
a.reorganization, the interlocking areas of responsibility between the six positions
will be eliminated thus providing for a.workable and manageable span of control. |t
cannot be emphas:%ed too strongly that creation of these fhr key positions alone
will not appreciably change the pattern of controls that dlct}g e library procedures
presently. Each of the three key persons must.also be given the needed authority to
eff chvely supervise operations in their area’and must be aware of the responsibility
inyested in them through th requi[ements of the position. To add emphasis to what is
mean’r\by 'authority, " a definition from Local Public Library Administration seems,
appropriate: "Authority in md’nage@nf is best defined as the right to guide or direct
the actions of others and to-exact fromJ\hem responses which are appropnate to the
attammenf of the orgamzahon s purposes\'\{p 87)

. . . 4
\ : . N
1 . ¢

Th/e,lp)eelmess of the present building housing the Shelter Rock Publlc Library and
“its excellent provision for growth space have been mentioned severa| places in this’

report . Both the avallabuhty of space and ‘the.ready adaptability of this space to other °

purposes indicate that shifts in service emphasis should be followed by shifts in interior
gmentation or space assignment . Perhaps the most noticeable. inconvenience resulting
from-the present space utilization can be found in the use of the ‘Meetjng room for an
art gallerye. Such a two-fold use of space means that this unsupervisérable area must be
manned ¢ ly from 3 p.m. until closing each evening, cannot be open to gallery
viewers djgl %%hng room use, and is probably not attracting a maximum number of”
allery vnewera because it is separa
on the normal h:qfflc\mute Othey opera

from the main reading room areas - i.e . not
ons within the library alse are’suffering’ in

varying dégregs ffom the fagikity! t that in many areas hampers the most efficient

dellvery of seryice to the publlc One example of the effect.externals have on the

_ delivery of seryice can be seen in h se of Reference service which, as the report
has mentioned, ddes not operufe ‘from ;Ee\ reference" desk but from fhe Adult Services
Office. Inthe YA sectiorn of Chapter VI the use made of the carrel area as a site for
YA congregating that frequently leads to dlsmplmary problems was mentioned - again
an example of the type problem that often surfaces with unsupervised segments of a
public building. n an-attempt to correct thesé and other difficulties éncountered with’

. the present separation of areas in the adult side of #he main, floar, it is suggested that:

1) the present YA area (500 sq.ft.) be converted, into an art gallery complete
with glass partitioning to form separate yet viewable exhibit space within
the library. ’ o -

’




. : e
4 2) the presenf Arf and Music section of the library (600 sq.ft.) ‘be convertéd

into the YA drea of the library and be furmshed with YA's in mind' (see YA

. sechon of Chapter V1).

%
/

3) the present Art and Music section of the llbrory be m}egrafed into fhe
" collection with reference Art and Music going mfo the reference collection
_and the remaining materials (excluding phonodiscs “which deserve a separate
Lo display) being shelved in their regular Dewey sequence .
- ! e~
4) the present carrel space be devofed to an enclosed penodncal storage and
refefence workroom area to eliminate the congestion of the present workroom
areg.and e]iminafe the need for storage of ‘older files of penodtcals inthe
public browsing areg.. Such a plan should include far more reliance on
microfilm copies 6?penod|cals and less reliance on extensive backruns of
older issues (thus also clearing the present workroom area of mosf, if not cy )

older periodical hold;&gs) - .

5) the presenf Adult Services Office be converfed into a site for the data pro-
cessing operation associated with the circulation control program thus freefing
additional and more flexible workroom space for staff desks. : L~

e | . X

6) the presen’r'card catalog files be moved further into the adult section with

the most likely location belrg that of the ggesent readlrg room tablés .

7) the s:fe of fhe prese nt cord cafalog be converted into a "recent addnhons
browsing area complete with lounge furniture and listening stations.

8) the general area of the present reference desk and of the microfilm readers
be converted into headquarters for a Reference Deparfmenf complete with at
least a two-man station, an extens Jve "ready reference" collection, and the
main reference phone line for acdepting outside calls. It will be crucialin
implementing this change that the circulation desk personnel have a clear, |
vision path to the reference area to facilitate patron directing (meanmg
remova} of the vertical files from their present obstructing pafh see Chapter VI,

*‘Reference secfion) . . .
", ’

~ '

[

© 3. ABA NDON DEPENDENCY ON PART-TIME PROFESSIO NAL STAFF & BEGIN PLANS
TO TNCREASE PRESENT 6.41 F.T.E. PROFESSIO NAL LEVEL TO 14 F T.E's.
7

Chapter V outlthes rather fully the need for at least 14 F.T.E. professxonol libraridns
if Shelter Rock is to maintajn a schadule that requires an average of 260 professional man
hours per week,. The 14 F.T.E's. should al?ow adequately for ille€S; vacations, off-the= °
desk duty, and outside-the=library contacts. [naddition, this level of staffing should
provide for continuation and expansion of such services as young ‘adult services, | & R

‘-

e



services, Talking Book services, age level programming services, audio visyal services,

. children's services, adult services, services fz Seniors and disadvantaged segments of

the commumty, adult independent learner ices, etc. . g
, - !

At least2 of the 14 positions deseryerpriority consideration for i imme. |afe mclus:on -
1) another full -time Children's Librarjan.and 2) a full-time Refer e Department Head
who would report to the Public Servieds Librarian and have res nsubilﬂy for Gll

reference personnel - both professional and non-professional . Equally fmportant will

be providing for the two new positions - Head of Public Seﬁl/ces and Head of Technical '
Services. Beyond these four additions, the éoard will have to gradually phase in fHe
- added professional personnel necessary to conduct the present service program outlined.

Certainly, such a sizeable increase in salary, expenditures cannot be expected to occur
c]vermghf and the Board needs to construct g timetable for orderly lmplementahon of |
increasing the number of -professional staff w

l ) T
4. CREATE A PHILOSOPHY OF COLLECTION DEVELORMENT OUTLINED IN A

BOOK SELECTION POLICY STATEMENT P

» ‘ !
The various sections of Chapter VI have covered the present stage of collection
development and made suggestions for some shifts in palicy to allow for strengthening
certain areas. For.example, the whole collection’ juvenile, yodng adult and adult -

" stressesmon-fiction selections and de-emphasizes. fiction maferials (an obvious policy
. .developed\for compiling a strong colle/c,hon during the 1e/u,rly years of the library's

exlstence) Now it is evnden?hat fiction for both adu énd juvenile collections
nqedssome concentrated. attestion and that youlg adult fiction should be re-evaluated

in t&ms of the collection's limited age-range d peal.. Another facet of the collection

that sh&ld receive almost.annual asséssment is the Art and Music area. Also, the -
importance that n-book teruals - records, cassettes, slides, open-reel tapes, etc. -

'should play in the ov collection needs to be exammed The stated objective -

"to select for the broad, general interests of the public" - has merit but may not
necessarlly be reflected i in ‘the maferials on hand. Once a philosophy has evolved,
then the process of convgiting ideas into purchasing guidelines should begin. A Book
Selection Policy shoulgdfeflect the staff's input,_the Director's inpUt, and the Baard's
input and final approval . A section of the document should outline the library's discard
policy which, as the report has shown, needs to be greatly stepped up. Book Selection
Polucnes in American Libraries, ed, Calvin Boyer and Nancy Eaton should prove useful
in. structuring any. Book Selection statement. And, fortumately, a recently issued sfudy

" entitled, Weeding Library Collections (SlanleyJ Slote, c¢. 1975), should prove in-

valuable in de(nsmg a discdrd policy that is both workable and can be put to immediate
use AP , -

-

. 5. CO NSTRUC'l' A POLICY AND PROCEDURE MANUAL

'y
. Samples of such organizational manuals, that are made available to each staff 9

member, can be secured through the Nassau Library System Office. Sections in such

i




p demohdps, 7) procedures : when leaving femploymént, '8) workmg conditions and/or

a manual should cover: 1) the llbrory so |echves, 2) Jhe organization chart of
the libpary 3) matters concerning staff pppointment (recruitment, tenure, etc.),
4) s nf'prowslons (affendo af co'r;tenhorp, workshops, encouragement

staff rules and regulations, 9) leave policy, 10) frmge be 11) compnlahon‘:“‘:’—/
of Board policy on the operuhon of the l;brury it policy, meeting room use policy, 7
cnrculahon polncxes) e ; |

6. A@ét\’: PRIORITY TO DEVELOPING STRONGER TIES WITH THE COMMUNITY

SERVED j .7 -
. o ‘ m~..\/"/
Both the Commumty ations Prégram (Chapter VIII) ann:)l(e section on lergry ol
Use by, Orgqmzahons (C%fer VI) have fully cqvered the need for furfhef"f‘brury o 7
mvolvemenf in the life of the community . rtainly, a step lp-fhls,dlrec:hon would be
ementation of a monthly newsleter to the District citizens. “Th Community Cultural
Councxl suggestion would also be helpful incementing ties. , of course, more
time musf also be scheduled for professnonol to spend out m the community, represent-
ing the library on'Boards and committees and making preséntations. Additional detail
on methods and means of achieving stronger cgnmuml’y relations are, outlined in'the two
chaptets mentioned. ) - '
7. SECURE THE SERVICES OF A GRAPHICS DESIG NER.TO PRODUCE APPROPRIATE
* LIBRARY GUIDING AIDS . . ‘ :
-~

‘Given fhe interior decor of the Shelter Rock Public Ltbrclry, it appears that the
staff has objected to haphazardly putting up.signs because they might detract ffom the
logucal and orderly arrungemenf that is predommafe throughout. Without some in-
formational devices though the "self service" appeal of the library is lost on many /
patrons and their frustration” may leod them to abandon their mformahon pursuit. ;

in the "LT" section - how t proceed? Without assistance in discovering. that "
means Large Type and fhe;n tracking down the location of the Large Type Colléction, a
patron might never secure the volume sought. The audio visual sectipn oF Chapfer Vi
pinpointed the need for some info Lronol clues as fo what the "wgoden.cubes" were

and how to proceed to get them unlec ocked and operative . Comndyzﬁﬁfhe ‘poliey of
seldom if ever.manning the Art and Music desk, the YA desk, and fhe Ch,alélren s desk,

it could'be gssumed some guidance on how to secure profess;onal assistance is ed

in egcharga These three instances of gyiding inadequacies are indicative of

mapy more cases that require expett assistance to eliminate. In furnishing patrons wxfh
better qundance, consideration should be given to including wall hangings, wall panet{,
standing signs, .colored coded guides, p‘rmfed guides, informational publications (similar
to the recent Shelter Rock publication = "Shelter Rock Public Library Periodical Holdings,
L?_Z_S_') audio visual presentations, an information station, etc. ‘(‘;ahon of a unified

S ,i
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approdch to guiding should be done cooperahvelyb with the kn¥w|edge of the librarian

and thgt of the graphics designer combined to produce desired resulfs -ie.,. beffer

delwe of servuce to the patron. .

‘ . ' ‘ ./' ) - * )

B N REiTALIZE THE COMMITMENT MADE DURING THE BUILDING'S DESIG NING
Lo TO/ EMHAS!ZE AV MATERIALS, EQUIPMENT & SERVICES

1

At i‘he time of the architectural creation of the Shelter Roc‘t'( Public Lubmry there
were numerous aﬂ'empfs to provide adequate wiring and design e?éme nts to support a
vast AV programming effort . Although it cannot be said that Shelter Rock has totally. .
abandoned concern for AV services, a full array of AV services has never materialized.
If a commitment to AV is made, then Shelter Rock should expect o expand resources
in all current formats and secure some AV formats not presently available such as slides
and filmloops and open-reel tapes. The recommitment to AV should.begin with the
Juvenile holdings - particularly the immediate utilization of the available wet carrels
for housing listening and viewing stations. Consideration should also include plans to
loan equipment - cassette Blayers, tape recorders, 16 mm projectors, etc. If AV is~
given some priority in terms of staff time and monetary expenditures then the program-

_ ming aspects of media should also be expanded to include more frequenf film discussions,
flllp/lecfure prgse/ntahons, creahve media msfruchon, etc .
| :

.

L] - L]

~

. 9. DEVELOP, /&ND EXPA f\lD PROGRAMMING OFFERINGS |

i

The highljghf of the Sh [ter Rock programmmg achvnfy centers around the Sunday
concert series.” More programming during the early morning and afternoon hours to
attract housewives and Senibrs is needed. Young adult programming is virtually non-
existent and must be given more priority by the admlmsfm?g on so that poetry groups
or Film sériqﬁ' discussion sgssions are part of the normal library fare. Juvenile pro-
gramming that,would interest older childrén, parents with children, and those individuals
working with c,hnldren should be devised and.put into operation shortly. in effect, Shelter i
Rock has been Placing efmphasis on programming that would appeal primarily to an Art
and Music oriented audience. The fime to diversify is af hand so that a more vast array
of persondlity interests can be cafered to. . -

-
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" The Bowker Annual of lergrx & Book Trude Informafion‘.

SHELTER ROCK PUBLIC LIBRARY
oAt
BIBLIOGRAPHY

“American Library Association. Public Lubrary Association .
Interim Standards for Small Public Libraries . Guidelines Toward Ac
the Goals of Public Lubrury Service. 15 pp. Chucago, 1962 .

|
L
' |

h

eving

°Amer|can Lubr'ary Association. PUblIC lerury Assocuahon

~

Amencan Library Assocndhon Public lerary Assocnahon
Statistical Standards. Addenda to Minimum Standards for Publ ic Librapy
Systems, 1966. Leoflef Chicago, 1967.

20th ed. N.Y., 1975. 581'pp.

-
g

"A Commitment to tnformdtion Services: Developmental Guidelines,"

no.' T. Fall 1974, p.24 - 6.

"Goals and Guudellnes for Commm lerury Servnces," PLA Newsleffer,
) no. 2. June, |975, p.9-12:

Koonfz, Harold and Cynl O'Donnell. Management: A Book of Readlngs
2nded. New York McGraw-Hill, |964A - -

" Local Public Library Admlmsfrahon Roberta Bowler, ed. \\, .
Ist ed. Chicago, The Interndtjonal Cuty Nonagers Assoc., 1964,

Minimum. Standards for Public Library Systems, I966 69 pp Chlcagc 1967 .

“ Long Islanalgbhng Company . Populahon Survey, 1974: Current Populahon Estimates

for Nassau and Suffolk Counties, 20th edition. n.d.,—48pp.

Nassau Library System. Public & Association Library Statistics: Nassau County,
July 1975, 18 pp. - ‘ -

©

Nassau-Suffolk R:agional Planning Board.” Population; Current Population & T
Projections for Nassau & Suffolk Counties, 1965 - 1985. April, 1969. 30 pp.

_Public and Association Libraries Stahst‘;cs, 1973. The University of the State

of New York, The State Educahon Dept., Division of Library Development .
December, |973

P

e
P
i




[

Ricki.rg,'Maryl and Ro!:;’:Qrf E. Booth. Personnel Utilization in Libraries.
Chicago, ALA, |97,4'.
o

Shelter Rock Public Library . Annual Reportsto the State. 1970 - 1974.
4 o - -
Shelter Rock Publip/libl’qry . Minutes of Meef\ing?!Zﬂm - 11/1974.

Slote, Stanley J. Weeding Library Collections.
_ Littleton, Colo.; Libraries Unlimited, 1975. ;

“u. s, Départment of Commerce . 1970 Census of Papulation, General Social & ~
. Economic Characteristics, May, 1972 : . g

Wheeler, Joseph L. and Goldhor, Herbert.
Practical Administration of Public Libraries. New York, Harper & Rov’vJ‘.LS’éZ,. )




, \ | g |

“ . ,,"\"" . . - -]
SHELTER BOCK PUBLIC LIBRARY c '

= / ¢ ’ - ! . .

ease complete these sheets.  If additi g{qal space is needed use the back of the form. These sheets
11 be the basis for holding mterv1ews ith randomly selected staff.

]

f
A

hme : / Date:
assification: ' N '
> - “ - -
rsition Title (if different): A > \,\
Kﬁ 3
mediate Supervisor: ‘ :
g
\ { o ] ‘
‘ BRIEF GENERAL DESCRIPTION OF DUTIES -
- . - (.': .‘
bf Total Time>— : . : -
nt on Each Duty . . Dpty
\g" s . ’:.
/ . - . N -

v

What characteristic of your llbrary, or its patrons, or the interaction of both is different from
that of other pubhc libraries? Please explam

e " .

A

List other public libraries that you are familiar with, in which you have been a visitor or
p atron. If you worked in another hbrary, please indlcate that' also.
_ C g .
. - . 3 Lo \
.. < EY - ’ = e ‘
: o \ . p < v <
. . e . / /\ o




- ' ' o C c-2
If unlimited--or at least generous-~fundmg were available, what new progra function would
you like to see mmated by the library ?

' /‘ | i y .

Under the same conditions, what present program would you like to see expanded? In what way?

o

1
—,

{ .

On the other hand, if funding were cut{ Which of the present operations do you think could be

eliminated with tpe least adverse effect on hbrary usage ?, ] '
‘ }

< ’ . » 5 N . ' !

—

Do you think the orgamzatxonal structgre of the library and the prbcedures under whxch it
operates are: poor adequate _good ; . Please explain

P
- . .
~ M v
» . . v . 3
. >
- .
o

(4

Do you think the organizational structure of the department of the library, in which you work is:’
poor adequate good . Do you.think the procedures under which you operate
are: poor, adequate good . Please explain, and if you have alternatives in
mind, indicate how you would like to see it operate. ) a

A
!

’
7 5 . * N
. - _J* . o > .
.,
L] . A}
. v
. B B "
~ »

Do you think your agency is adequately staffed? Yes . No If "no", do you think
staffing would be adequate if orgamzatxonal or procedural changes were made? Yes No

If "no", what posmons and how many of each would have to be added in order to brmg staffmg to the B
desired level ? .
o :

What one change would you hope to seeo%' as a result of the Sui;vey'.?

[} ) s )
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