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PRESERVATION EDUCATION IN ARL LIBRARIES ISSN 1060 3574

A decade ago, formal preservation programs had been established by cunly a few of
the largest ARL members. During the past five years, however, the library
community has witnessed a slow but steady growth in the number of new education-
al activities.i i =Y. i ' Where it has become a high
priority to maintain collections in usable condition, it is essential that th<

people who work in, nise, and provide financial support for the library are

acting in harmony with that commitment. Although the formal literature dJdoes not
provide a great deal of information that might guide an administrator's efforts

to devise or evaluate a strategy for educating appropriate target groups, sever-
al libraries have developed materials for staff, readers, potential donors, and
administrators of the parent organization.

This flyer/kit is the result of a written request for sample materials to 35 ARL
members, selected bacause they were known to have active preservation programs.
Twenty-three libraries responded, and of those, 16 contributed documents -- some
of which are included in the kit. Additional materials are available from SFEC.
Of those ‘esponding to a short questionnaire, 13 indicate they are developing
teaching tools, while three note they have a preservation education program in
place. Preservaticn administrators are typically involved in designing educa-
tional materials, sometimes alone and sometimes working with a preservation
committee or conservator. |In libraries where a preservation committee -- but

not ian administrative position -- has been established, the most likely result

of committee werk is a disaster plan. Three of the libraries that did rot
contribute documents note that a preservation administrator has recently .
hired.,

EDUCATING STAFF Libraries have been most active in developing training mate-
rials for siaff. The type and depth of the training needed varies, depending
upoun the level and nature of staff members' involvemert in preservation activi-
ties. Several ARL libraries routinely schedule preservation orientation ses-
sions, so that all staff members will be exposed to a discussion of preservation
issues and related in-house services and activities, and will be provided with
general guidelines and specific instructions for proper care and handling of
library materials. Libraries have developed a variety of training toois for
general library staff., They include printed instructions for care of books,

film, and other media; bibliographies; glossaries; line drawings; and flow

charts. Libraries also are making use of audiovisual programs, many of which
have been produced locally, Library newsletters frequently convey preservation-
related information that is of general interest to staff. Articles include
announcements of local activities, reports on immediate or notential problems,

and summaries of important regional and national issues.

Libraries are developing specific instructions for both general staff and for
those whio are directly involved in implementing a preservation program. Typical
of the former are guidelines for responding to disasters and emergencies, for
mounting exhibits, and for handling moldy and insect-ridden books. Detailed

The Systems and Prucecures Exchange Center (SPEC) 1s operated by the
Association of Research Libranies, Office of Management Studes,
197 New Hampshire Avenue, N.W., Washington. 0.C. 20036. Telephone (202} 232-8656.
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manuals for preservation staff cover diverse procedures such as preparing mate-
rials for commercial library binding, conducting bibliographic searches for
replacement copies of brittle books, and carrying out basic treatment procedures
(e.g., pamphlet binding, and bock and paper repair). Hands-on training often is
provided for staff members involved in remecial treatments., Staff in the conser-
vation unit are called upon to teach simple procedures to other staff members,
and outside experts are sometimes krought in to provide instructions for local
conservation staff who face the problems associated with working in a relatively
new and rapicdly developing field. The decision-making that precedes ©rogram
implementation at any level usually is backed up by policy statements that
provide a general framework within which colle-tion development and preserva-
tion personnel can work.

EDUCATING READERS Among instructional aids already in use are handbooks that
focus mainly on proper care and handling, booksmarks and brochures that carry
preservation-related messages, special handling instructions printed on alkaline
paper and tipped into deteriorating books, articles in campus newspapers, and
plastic bags printed with preservation messages to be distributed on rainy days.
Some libraries have produced short audiovisual programs for freshman orientation
and for display in public spaces before library tours, on open house days, and
during other special functions. Several libraries have mounted preservation
exhibits, some accompanied by printed guides. The larger exhibits have been
designed to increase people's awareness of preservation problems faced by
libraries, the treatment options available, and what readers can do to prolong
the !ife of collections. Posters and signs usually carry terse instructions for
proper care of books and microforms. Instructions for correct handling of other
media have not yet been well publicized. Projects in progress include develop-
ment of additional handouts, signage, and other consciousness-raising materials;
a preservation unit for freshman workbooks: several videotapes; a radio cam-
paign; and a readers' guide to handling nonprint media.

EDUCATING POTENTIAL DONORS AND SENIOR ADMINISTRATORS The importance of
educating donors and administrators for the purpose of garnering financial

support for preservation nas been addressed by a number of libraries, Articles

that describe the preservation challenge and local attempts to meet it have

appeared in university publications and newsletters to alumni and library

friends groups. Programs developed for friends groups have included lectures,
tours of conservation facilities, and hands-on instruction in simple treatment
procedures. Direct appeals for support usually are made as part of a
university-wide campaign.

MANAGEMENT RESPONSIBILITIES Clearly, the success of a broad-based program for
preservation education is dependent on strong administrative support. Senior
managers in libraries who are educated spokespersons can make preservation needs
known to a wide audience. They can give impetus to local efforts by encouraging
otaff to attend orientation sessions- supporting ongoing education for preserva-
tion personnel; and identifying an: providing resources and educational tools
necessary to raise the level of preservation awareness and expertise among staff
members and library users. ARL members that have conducted the Preservation
Planning Program -- an NEH-sponsored program that helps a library develop a
comprehensive approach to preservation problems -- have reported that one
result of such a program is an intensified educational effort.

The SPEC Kit on Preservation Education in ARL Libraries (#113, April 1985, 110
pages) contains four preservation-related policy statments; 32 examples of staff
training materials, including preservation orientation, general information,
audiovisual programs, specific information, treatment procedures, library news-
lettere, and hands-on workshops; 14 examples of reader education, including
handouts, newspaper and other publication articles, and signs: six examples of
donor information: and four descriptions of exhibits. This kit was developed
partially to supplement and update a Resource Notebook on Preservation published
as a part of the Preservation Planning Program, The Resource Notebook and
Manual from that program are available for 850 from the OMS. SPEC kits are
available by subscription from: SPEC, Office ot Mangement Studies, ARL, 1527 New
Hampshire Ave., N.W., Washington, D.C. 20036. Individual kits are available for
$20.00, prepaid. Outside the U.S, and Canada, add $5.00 per order for shipping.
(ARL library members receive kits for $10.0C).

This flyer/kit was preparec as part of the Collaborative Research/Writing Program
by Jan Merrill-Oldham, Head, Preservation Department, University of Connecticut.



USES OF SPEC KITS

The Systems and Procedures Exchange Center (SPEC) is @
clecringhouse cperated by the Association of Research
Libraries, Office of Management Studies that provides a central
SOUrCe of timely information and miaternicls on the management
and operdtions of karge academic and rasearch ibraries. it
faciitates the exchange of knowledge and document; through
SPEC Kifs, which are distributed ten times ecch yecr to ARL
members and other interested fibrones. The Kits incluce
Topicaty-arranged  groupings of unedited prmary source
documents ~ selected for ther value to administrators and
decision-makers - that ilusirate a wide range of aiternative ap-
proaches to specfic issues.

Kit documents come from generci membership surveys and
from selected fibranes contacted directly by SPEC, ond most
Kits are produced within six months of surveys. The documents’
vaiue comes from therr variety of ideas. methods. and solutions.
They are not iewed as finished products, Sut rather as points of
departure for a library's planning efforts and as stimulants to in-
novafive cpproaches 1o problem-solving. As such, Kits do not
present answers or prescrnpfions for any one litrary: instead
they illustrate how selected ARL members are plonning for or
dealing with particular issues. The worth of any one «it to g par-
ticular library wil depend upon the specific topic covered and
the library’s stage of development in that area.

Materials are selected occording to the following criteria
* Presants an apryoach of potential vaiue to acministrators
and decision-makers
* Timely, ond deaing directly with the topic under con
sideration
* Probabiity of application of ideas or thinking to other
library situations
s ldustrative of actual practics, rather than theoretical
* Understancable, readable communication
All fogether, the matesials should provide a range of aitemative
approaches that complement each othar, provide variety, and
stimulate compurison and conhiast.

Libraries con toke advantage cf the Kit compilations in o
number of ways. Administrators can evatuate the assumptions,
methods. and resuits of other licraries’ cpproashes compare
and contrast them: and use the leamings in their own situaticns.
Library staff mernbers can use the kits as proessional develop-
ment and curent awareness tools Committees and task forces
€an use them to begin a reviow of curent practices. And the
Kits can identify other persons or piaces fo contact for further
information Back-up files in the SPEC office aiso are avaiable
for loan to member libranies. In addition, SPEC will conduct on-
demand surveys o andlyses geared specifically for o single
library.

EVALUATION

Kit Titie /Number

1. Which uses did the library make of this Kit?

2. Please indicate how useful the Kit was for these DUIPOSOS.
— Very Useful — Quite Useful Z Somewhat Useful

3. Do you have suggestions for this Kit or for future Kits?

NAME

_ Not Usefu

{optional)
LIBRARY

PHONE

Please return this torm to the SPEC Center, OMS/ARL 1527 New Hampshire Ave, NW, Washington DC 20036.
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PRESERVATION POLICY STATEMENT

I, Introductton

The Columbis Unfversity Librarins 13 commfitted to the pre~
servation of 1ts collectfnn, Preservation lm the action tasken to
prevent, stop, or retsrd dateriorstion of 1ibrery amsterisls, as
vell a4~ to teprove thair condition Qr, 88 necassary, to change
thelr fnrast in order to preseive the Intellectus) content. Con~
nervation fmplies the restorstion of fndfvidual! ftems to & state
clame to the original, by eesns of physics]l trestment. Preser-
vatinn fs used here ss the bdrosder teres encoupaasing both preser-
vatinn and conservatfon. Replscerest of msterfasls lost or aissing
is & form of preservatinm,

In a resesrch l1ibrary, wost msterfals sre selected for perms~
nent value and therefore should be preserved. Some saterisls,
however, msy not da sdded 83 & permsnont part of the collection,
and A preservation decisfon msy be asde se they are scqguired or »
Inter srtection decisfon may be necesasry ahould the ftems becoma
deterforated, or the lidbra‘y's need changss.

In the Columbis Unfwversity Librarfes responsibdility and
authority for preservation decliafons rest with the following
posftions {or thefr designees): the Department Ltbrarisns, the
himtinctive Collectfon Librarfana, snd the Science Division Chief,
and the Rutler Collection Selection Offirers, §n consultatfon with
accens sorvices wtaff, subject apecialfists, sres biblfogrephers,
and prescrvation atsff. Finel responsfbility and authority rests
vith the Director of ths Resources Group snd the Déatinctive
Collectionn Librarisns.

Columhfa Univeraity Librarfes, to {neure the preservatfion of
the collretions, hae estabiished a diatin .t Preservation
Nepartment vithin the Resources Group. The Hesd of the Mreserva-
tion Department merves as sn advigor to those responsihle for
collectinne, snd the departmental! steaff provides various
preservation sersicee. The Department has produced the
Fremsrvatton Handhook. The Head of the Department aiso chafes the
Premervatioo Committee which has produced s Dissster Preparedness
Plan. Thene two documents provide the technical details snd
praocedures for day-to-day preservation sctivities; they slso
provide recomacndations for action in specinl sftuvations like
flaads,

The purpose of this polfcy stetement {s "0 provids the
framewetrr for coordinsting preservation dect.fons with collection
development decinfors., 1t provides guideltnes for coprdinating
such dectatons withi1 {ndividual collecting policies. The
gotdelines apnly generally to atl formsts but do not fnclude Art
Propertios,

The policy statements in thie documest sre vritten within rhe
pPhilosophicesl freamewark thit preservation fs nucesdarty asnd nesds
no furthar fustificstion fn & resesrch lihraty. They ars based on
cartsin basic primciples:

}. The departmant or distfnctive collectfon 11bdcertians,
fncluding the Science Diviston gnd Butler Stscks selec-
tion officers, are responasidls for developing and
ssf{ntefming s collection whichk mests the needs of thelr
fibrary users. Thsrefore, preservation policy for
Saterisls in those collections 1e bdest determined by
theme of ficers. They, howsver, consult sres
ddlfographers, refevence stafl ond others when
necesssry, and encourage fnput from other stsff meaders,
including personnal from tis Acquisitfons and Gifte and
Exchange Departments.

2. Preservation decfelons have sconomic as well ss
philrac, hicel snd sesthetic fmplfcstionn.

Jo. Rithi. btdgat snd steff conatraints, Mhgh ptiority {a
stafgnec to presarvetion,

4. A vrfeten prassrvation statement provides s framevwork for
decisfor asking, #nd provides Nistortca! doecumentstion
for decisions. A writtem s.atsment slso provides a
Itating of priorfties for praservstion trestzent.

$. Indefinfts storsge of unussbdle matsr.als within the
Coluabdis Unfversfty Libraries cannot be justifsed,

6. Those responuible for collactions must underatsnd the
treatment options svallable for materfals, and the
guidelines for preservation decisfons.

7. Preservation dectisions should de recorded.

EI, Presertvation Dectsfon Pofnts
¥

Preservation decisions for individus! ftems must be made ot
varfous pofats in the life of an ftew fe the Itbrary, Naterfals
for which such declafons are needad should bde bSrought to the st-
tention of section or depsriments] steff who sre charged with mak-
fng such dectisions, The fndividusls most likely to be suthorized
and responsi{ole for preservatfon decisfons sre indicsted fn the
rexamples which follow. Other staff memders {n varfous unfts say
appropristely be charged with certsin levels of dectsaion, e.g.
repiacement of Jost or missing parfodfcal fssues or bdooks under
$50.00; or chofce of dindery (commercial or CUL).,

Methods of documenting ths decisfon, such ss recording on the
shelf 1tat card, entering 1t fnto the onltne record, coding It
onto the plece ftoelf, etc., ahould dbe utflized to wigimize redun-
dant handling., |Determining the sost efficient method for
recording these decisfons §s beyond the scope of this document,
and a sepsrste group should explore the possible optiona for this
sctivity.)

The following routine actfvitfes pressnt the most likely and

- ..
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frequent opportunities for preservation decisfons and raleted
sctivitieam:

i, Selecting (BTBLYOGRAPRER): Exsaples of types of
preservetion deciotone end activitfes: binds;do not bind; reators
upon receipt (used bdooke); cotalog for restricted collection; do
not cetalog (offtce coples, ephemare, added copies for reserve,
etc.). The bDidlfegrepher fo aleo $nvelved iIn resslaction
decteions of replacement, redinding, withdrawal.

2. Ordering end Receiving (ACQUISITIONS LIERARIAN): examplae
of types of preservation decietons end ectivities: replecement of
fndividual perfodical fesues; fdentifficatfon end return of

defectfve coples.

3, Cataioging {CATALOCER): esomplees of typea of
preservetion decfefona and actfvitiees: recommendetion for
prescrvetion microfilming; fdentificetfon of mfasing parts in
collacing.

4, Materfale Proceseing (SUPERVISOR, PRESERVATION OFFICER):
exrmples of type- “of preservation decfafons and activitiee: aylar
encsnsuietion; commerciel or CUL repelr; microfilaling.

S. Circulatfon (SUPERVISOR): exsmples of types of
presetvation decisfons end ectivitfiser dentiffcetion of
materinle In disrepotlr and referral to eelectors; recommendations
for replacement of ioet or missing seterials.

6. Pulling for_interlibrery Losn (INTERLIBRARY LOAN STAFF):
examplee of typer of preservetion decistons end actfvitfes:
tepincement of miseing peges; fdentiffcation of materfale in
dtarepaitc and refercsl to eeclectnre; recommendation of replacenent

of lost! or miseing materials.

in edditfon to theese routine procesaes {n which preservsation
decioians and Artivitien may de reguired, myotematic collectfon
mafintenance reviaw und dfssster recovery are sctivities which re-
gquire preservation ection.

I1i. Treatment Optfons

The Presetvat {on Department offers &8 number of optione for
the trratment of deterforated waterfal, primarily based on the
condftinn of the material. The earlfer deterforsted asteriesl 1l
fdenttf{ied and sent for treatment, the more economic the trestaent
process wi}l bdbe, The treatments ~hich follow are ordered froa the
lesat expensive and rnutine to the most costly, complicated, ond
time~consuming. FProceening {s not fncluded In the coest figures.

1. Commercial binding and tebinding. At 8 current cosf
averaging $3.75 per pasphliet voluxe, $5.75 per wmonograph rebind,
and $7.00 per serial volume, out two commerciasl binders will pro-

vide long-lasting protecti . n for materials sdded to the collec~

tiona in peper coviruy snd aeriasl volumes; and redbinding when the
paper le otil] sound.

2, Preservstion Departuent repeir and rebinding. Naterfale
thet need more care then a commercfe] bdindery will give can bde
repefred and redound fn house. Becsuse of ths hend wvork end
staffing coeta, this fs often morm coatly than outefde bindere’
work .

), Protective enclosures. NMatertale thet cannot be rebound
becouss of deterforested paper con bde placed !n a protective cose,
Thie f{s advisadls for the following cetegories of maatertiele: thoess
which have velus ae artifactes, those that are alreedy preserved
but & copy ia to be kept aa Jong as poseidle, afngle volusea of
aerial sets, or those msterieles not important enough for more
expensive prreervation., Each case costs approximestely $8,00,
Single sheet itoma or phaphlets say be ancapsulated in myler end
post~bound.

A. Replacesent. Neteriols that sre atil]l {a print or heve
been reprinted, or sicroffinad by snothe:r source may be replaced
through scquisftion budgets, Coets arm varfadle. Nicrofilm of
another 1fbdbraciea’ copy of en ftem mey often be ordered from the
holding 1fbrary ff CUL's copy ie too badly detariorated to fila.
(sea sleo section IV.D,)

S. Prescervet fon Department afcrofflaing. Deterforated mat-
erials that have not been premerved by other librerfes or commer~-
cfe) ventures mey bde microfilmed fnhouse. Estimetad coate are
$50.00 per 150 exposure monographic title. Serie)] titles incur
one bibliographic coat, ebout $25.00 or half of the totcs!, but
heva highet collsation end filming costa.

6. Conservat fon trestment., Rare and veluable mote.fnis mey
be trested by & congevvator. Cogts ere High, Eech item nuat be
consfdered tn light of available treestments and funde. Decisiona
to engage oursids conmervators should be meads fn coordfnetion with
the Preservation Depsrtment.

1v. Collection Preservetfon Policy Cutdeltines

A. Introduct fon

Premervation declefone for fndividus! ftems or groups of
{tems sre very d4fficult. The decirfons ere often aubjective.
The following coneiderations will both present the lerger conlext
for presetvation decletons, and sseiet the librerfan in eesking
coneistent, logical de-fafons. DBecouse the usteriale ave
detesforating so quickly snd 1t fe expenefve both to keep anter-
fele in poor condition on the shelves ©F to trest the materfels,
ft s fmperetive thet & systewstic process be fnftiated rapidly.

B. Decimpion-meking coneideret fona

1., L& of collection

e. Librayy of record: MNeny Columbia Ilibrarfes hold
such comprehensive collectiona in certain subject aress thet they
ste consfdered lfbrarices of record, eocge SLS fn library rcience
and Avery in architecture. A library of record {s defined as a
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lidrary which agreecs to acquire, ssintain, and lend itema from,
ite very tntenastve cnllections for the benefft of other libraries.
For theae subject collections, retafning one copy of each taxt In
eny format {w of prime fmportsnce. Cenerslly speaking, the basic
text muat be kept In perpetuity and bas mended, rebound, and
repin-ed tf 1t deterforates or fa loat. RLGC primasry collecting
reaponsi?’ “jtiea subject srean may aslso fit fnto this category.

b. Resesrch lesel collectfons: There are collectiona
that supponrt renearch fn certaln aresa, slthough ths materiala may
not be unique or the collection deafgnated ases one of record.
Indfvidua! deciatons must be made for this caterial in relstion to
fta valage to the collection; nther factora to consider are ths
acope of the collection, the content of the Stem, and {its use
patterna.

c. Inatructions! support collectfionat There are
tollections that sre deafgned to support a specific departaent’s
educatlinnel programa. Current ssterials msy be mended or rebdound,
but not neceanarily replaced, or asrials may be presetved, bdut
monographa not.

d. Dupltcate coliection: Some collections contsfn no
unique material, but msterisl which o dvplicated 1n another
frollectton, e.g. College and Burgean-Carpenter. Materis! may bHs
wverded more heavily, sand withdraun when deterforated beyond
rebtnding, an longk as the withdrawsl decisfon 1a coordinastasd with
the peimary holding collection.

e. Rare 8nok and Manuascript collectiona: Volumea that
are old, valuable, imposaibie to replace, and/or have value ss
arttfactn, involve extrnordinary conservatfion nreda. Materiasle
that fit Into this cateyory a'e iti:-red §n aecrion IV.D,

2. Type of materials

a. Monographs. HManogrspha should be purchased fn hard
cover 1f poanible. When paper covers sre the only format
available, ttey will be commercially bound bdefore being sdded to
the collection. Preaerva $on decisfona ars made on an {ndfvidual
hasfa.

b. Serfals, Setivle should be commercislly bound as
rarly ne Is practicable for their securfty snd preservation.
Microfarm or paprer replacement ahould de consfdered depending on
use. Preservation decfalona require a consideration of the entire
holdlogs. Indtvidual deterforated volumeas may de boxed §n order
to keep & ae’ together.

c. Honagrap
are treated na monograp
claseed togrther.

d. Nonprint materisla. ZEach type of nonprint saterial
has 1ta unfque preaervation needs which muat be considered.
Prearrvation decisfonas muat be made uaing the enme criterfa for
peint materiats as well an conafderstions of unusus! housing

requiremonts, teading equipment, and fragility of the media.

. Volumea In smonographic eserfea
tately clasased, ss serinla If

hic serfes
ha ff aepu

3. Evidence of Use

Materials that have circulated or been requested on Inter-

11brary Loan sre obvious candidatea for preservation deciafona.
Although past use ususll; gredicts futurs use, 1 {s difficult to

second guedd scholarship needs, and naterials ahoild be preaerved
1f the contentl warranta.

C. CGuidelinea for withdrawal of materials

Deterforated materialan may bde withdrawn §f b
the tollowing critervia: €y meet one of

!. Nc longer within the mcope of ghe collection;

2. Duplfcates or added copleag

J. When they have been teplaced;

4. When they have been supsrseded, and the earlier editfon
12 not necesaary to the collection;

5. Ephemeral;

6. Easily availlsble tn sfcrofors;
7. Eanfly avatladle through a cooperafive progras.

D, Cuidelines for tranafer to rewtricted acceas or apecial
collections.,

Hasterfale ahould be offered to the Rare Book and Msnumscript
Lidrary in Butler, and apectnl collectiona In Avery, Health
Sciencea, Eaat Aslan, the Science Divielon or Law depending on
collection and aubjfect matter for consideratfon §f they mecet one
of the following criterfa:

1. Zarly printed dooke:
8, Printed fn Europe before 1600;
b, Printed In England before 1714,
€. Printed $fn the Unfited States beforce 18}12;
d, ?;;;th Sciences and Science® monographs printed before
’
€. Art snd Architecturs printed before 1800 or 5 the U.S.
before 1895;
2. lsportsnt firet, limSted, or special edittong;
Jo Landmirk edftfons of books in the hletory of a aud §ect;
4. Fine bindings, typographic, or graphic {1lustratfon;
phoetographic fjlustrations;
5. lsportant eigned, annotated, or samsocistion coplen;
6., Special aubjectas trads cataloga, view booke, Confederate
{faprintes, modern art movement documents, Coluabdia
Unfveraity related asterisly.

Any questions as to whether a book fe suftable for transfer
ahould be directed to the 1fbracrfan In charge of the appropriate
special collecttp,

E. Cufdelines for Replacement

1. Deterforated Vvolumes

Haterisla ahould be treplaced when possible aa they become
deterforated and atf1! have value to the collectfon., 1f the

BEST COPY AVAILABLE
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materisl can de replaced In hard copy, efther by s new edfitior, a

reprint, or snother copy In better condition, tnias {0 the replace~ V. Ssuwple policy stastenments

ment of chofce. TYhe second nost desfrabdle replacement fs by

svailadle microform efther from s commercial! source or another Sawpls statements for the Busineess Library and the Butler
I1drery. Coneiderations of space in 8 1ibrary may result in & Collection sre sppended. These statements are ssmples only and
preference fo~ mfcroforam. If nefther option {s asvetlsdle, & rec- have not been officislly spproved.,

ommendation should be made for Inhouse microfilming. Brcsuse
there ar: o many titlee that need preservation microfilwming,
fnhouse filming time cannot be uveed to film ftems already
avaliladle from s comuercial source; nc matter what the cost.

2. Missing Volumea

Haterials thst hsve bdbeen declered missing should be re-
placed under the sanme conditions ¢s dasterforated voluames.

3. Misaing Peges

Pages which “ave been remov:d either from & bound jJournal or
a monograph can be replaced by ordering them from s comsmercial
publisher, or phntocopies from another library through
Interlibrsry Loan under certain conditions. Conaiderstfion ahould
be given to the nusber of missfng pages, the asccessibilfty of the
material, and the cost of an Interltbrary l1osn transsction., If
the numbder of pagea (s high or tf the material from a monograph
vould be exoenesive If borrowed from anothar 1ibrary, then
cons'deration ahould be given to repiscing the entirs book or
Jjournal rather than fust pzges.

Replscement pagea for aertals ate ordered {n moat depsrtments
through Book Acquisftions. Certalin guidelines should be followed
fn preparing the replaceunent pages for redinding. The pages must

- ke copled an acid-free paper and must be double-sided., Adequate
mirgine must be presenf. Thene pages ;ay be Cipped into the volums
ff fever than sfix pages; more will require redbinding of the
volame. 1f the number of pages {8 signiffcant, consfderstion
should be given to binding the replacement pages separstely {f
they represent & d:istinct unft such as a chapter, entfire artfcle
or lmasue.

Y
o
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Vl. Recommendetfions

The Preservation Policy Committee makes the following
tecommendaticna:

1. Thet each Department, Divieior Chief and Distinctive
Collection Librerian eet annuel gosls for preservation gctivities
and that thoase goals end accomp)ishments be reported to the
Resources Group Diractor for the Aanusl Report.

2. Thet A& survey of 1fbrery backlioge be made to determine
the ertent of detertoretfon of meterfels 1n them and plans nede
for the preservetion of msterfsle before they sre sdded to the
coflection.

Y. That guldelines fos tranefer to the Rare Book snd Menu-
script Library and other specte! collectlons be reviewed and
naterfals sctively fdentified for transfsr.

4. That constfderation be given to the estsblishment of ra-
strictive sccese policies and collectfons for ftems which sre of
great velue, but continue to fell outeide the scope of the speciel
caollections.

5. That budpet Jfines for replacenents bas eotabdlfshed for all
scquieftion budget units.

6. That & preservation budget de eatedlished for conserso-
tfon trestment and housfng eupplies for each Depertmente! Librery
w and NDistinctive Collaction.

To That the l1itrary edminfatretion continue to meek fundfng
for & atoragr facilfty to replece other mtorege greas with poor
environmental conditfons, ta provide new Storage, and to renovate
exfoting Ifbrary facilities which have poor envircnmental
coad{tions, {nctuding relampling, temperature, humidity ond
ftltratiron controle.

8. That eoch Departmsent Librartan and Disetinctive Collection
Lidrartfan, end the Geners! Libdrary Selectfon Offfcer prepare a
uritten preaervation policy statement. This statement should be
prepared in consuitation with dftiiographers, other Idbrery units
that collect In the same asress, subject specialiste, and other
appropriate peresonse.

17
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Conservatfion Of fice

Stanford Libraries Srittle Books Projram

A sutvey vondw ted at Stanford fn Sume . 1979 tn the humanizfes and aodial
wodenee collecttons In the Creen Library det srwtoed that 26.50 of the collection
was s deterforated as to require fmmediate attention.

In order to alleviate some of the problems coused by brietle paper, the
Conservation Office has desfgned & Brittle Books Program to route and handle
these materfala,  Once huoks have been {dentified as brittle, there arc six
Afternatives avatlable:

b. Discard, hased wpon value, signtficance, and holdings of ather
Tthrartes

2. Replaremcnt, either by new or used copy

}. Protective cover and copy retained

4. Fhoetocopy, fn house or purchased from another source
9. Hiciviopy, {o-house or purchased from another source

6. Restore
7. Phased Datertoratfon
The floal dectiston fa made by {ndividua! membera of the Collerctfon Develop-

ment SLaff fn confunction with the tonservatfon Offtee, A search (s condueted
by forecrvation In the Stanford, Untverstty of Calffornia, Berkeley, fn priot,
vt of print, reprint and micrographfe catalogs to provide bibifographers
with as much information as posstble to choose the beat option. After the
thofer fa made, the Conservatlon Offfce follows through by ordesing or routing
mitetfule as desoribed in the Tolicy and Procedure Hanoal.

Pat 41 maca dean tdiffcat fon ard/or the strengthendng of bhrictle paper are
proisibie, the altesnattves avallable to Hbtartes are leas than fdeal, and
tavelve greaf costes o time, staff and budrets fn order to preserve the

tnrteltectanl content of vital josearch matesial.

18

Brittle Books Program

Choosing the best alternative for britele books {x often difficule,
t"metines becsuse no alternative scens best. The Library of Congress recently

published thice criteria for gencral consideration when contemplating the
chofces available:

I, Physical Conditfon: How much time 13 left before the book s
frretrievably loat?

2. Scarcity: How many coples exist - what condftton are they in?

3. Significence: If this {s the last copy an carth, and 1t will
disintegrate tomorrow, {8 1t worth sa.ing?

In 1ight of these criteria, and the searching vhich vas done by Conserva-
tion before the biblingrapher was asked to make the dectisfon, chotces can
somctinen be more obvious,

DISCARD

Hany ti{ses works can be discarded siaply hecause thetr signiticance {8 no
longer, or will never be, tmpartant. Other times discarding is best because
Stantord hnlds otiier copies or other editfons, or UC does. Or the book may
not be useful for resecarch at Stanford, nor does 1t seem 1fkely that {t ever
will be.

REPLACENENT

Srittle matertal may be replaced by new editions, reprints or copfes {n
better shape, Sometimes this {5 more cost effective than microftiming or
photocopying, or necessary 4f portions of the original text have been last or
damaged.
PROTECTIVE COVER AND RETAIN

Occasfonml y materfal 1s deemed {mportant enough to retadn in its original
state. If (¢t {s extremely fragile, it fa wrapped fn an acid-free portfolio or
& book bux and transferred to the locked stack for proteciion,
PUOTOCOPY

See attachment
KLGROCORY

See attachment

BESTORE

For material of great scafcity o1 value, restoration by & conservator may

be chosen.
19
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Pieservation Photocopy

General Stateoment

The photocopying of materisln has becn common for many years. It has only
beent fn the laat efght to ten years, however, with the great improvements In
technology of the phatocopying process, that permanent copy could be expected.
How the qualtty {s such that the Xerox Research Facility states that the per-
minence of the Xerox proceas is affrcted only by the permanence and duradflity
0§ the pajier used. Thus a photocopying process can be employed, {f guitadle,
As an aliernative fn seplacing materisls for prescyvation.

Standasds

There are no natfonal standards met for preservation photocopying.
are obviaus galdeltnes for quality which can be established locally. A
permancnt /durable paper of a medium velght s esacnti81. The paper must he
vwid-free with a bufier added to help prevent detertorstion. The photocpy
michine must Le well matntained so It will operate optimally to produce good
contrast and clesr reproductions. Froper binding will help effect s cipy more
permanent than tpe original,

There

finition

Prescevation hard copy s a photocopy made tn presetve the contents of
miterial fn fmemcdiate danget of befng lost, usually to brictle paper. The
photocopy fs mule fiom the ortginal materfial or from the cop¥ held by the
Stanford ti{bisrirs. The hard copy is bound and returned to the stack for use.

Cotdelines

Seicction for prescrvatfon hyrd copy {s made ot the Stanford Itbrarfes by
the biblfographers fn conjunction with the Conscrvatfon Offfce. Materfal
suspected of being brittle §8 checked out to CON As a locaifon. If the matortal
fs {n fact britele, the eitle (s weatched in the Stunford catslog to determine
tf Stunford holds other coples ot editfons. It i slso saarched tn the various
tn print, out of print, reprint, and microfiim catalogs. All information {s
mide avafilable ot the bihllographer to aid his/her decisfon. After scarching,

preservation hard capy {8 constdesed as one of the slternstives for replacing
material,

2

There are some guidelines 1o help determine the suitability of materisl
for preservatior photocopy:

I. If s volume {5 part of s set, replacemenl with hard copy 1is
appropriste.

2. If the {tem 15 8 high-use nne, hard copy is preferable,
). Current reference material is sppropriste for hard copy.

&, Items requiring referencs to sxtensive notes or graphic materisla
ars suitabls for hard copy.

5. Any volume which {ncludes plstes or graphic materfal to be
ssved 4s appropriate for photocopying.

Routing

Once photocopying has been chosen as the most apprtopriate presecvation
technique, the volume is preparsd by the Conservation scaff. All missing
psges arm replaced by copy from snother source, Or a page {a fnserted stating
thet the page is missing. If the ftem {s to be discarded, then It {s disbound
for copying, as s better imsge will result. Whenever possible, double-sided
copydng will be done maintaining the origtnal format and size. After copying,
the nev materfsl will be checked carefully against the old for error. The new
copy will be sent to Binding snd Finishing to be bound. Conservation will be
notdfled when the binding fs dons snd the volume has been end-processed.  Then
the originsl will be discarded or aent to Gift and Exchsange except fn unusual
circusstances. Conservation will handle Cancel/Transfer procedures.

If there were oo changes in size, fornat, or cstaloging, the copy returns
to the shelves with no changee made on the catalog card. 1f changes were
fndicated, then the copy would be routed by Binding snd Finlshing sccording
to the Policy snd Procedure Manual.

ALl copyright restrictfons are observed.
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S
’ There are some guidelines to help determine the suftabiliry of the patticu-
Tenervation Microliimirg 18t volume for sisxofilming:

teneral Leatement 1. 1f the ttem 18 unique to Stanford, or {f the contents are so
T e s fsportant po the Stanford collectfon and replacement copy would

Proservatf ¢ ‘ be difficult or tnpnssible to obtain, a preservation master ie s
the LAbFary of ;:":':::{i;-:“: ":‘ firat undertacen as an offtefat profect by safeguard agsfnst loss. From this master, copies can be made for
1930w,  Both tome + New York Public 1ibrary, and Harvar. ".fhearfes in the use, hard copy can be made on request, and requests from ILL can

30 ) i and Jsmm black and white, silver halide film vere found be handled.
;l;Lpldh,P for permincence under Proper use and storage conditiona YSmm
iIn fs preferred, o ; ' . " ;
sirey of ;:t' ;‘l' '8 fhe resalution and reductfon ratto of the tmige of sl 2. If the ftem i a Jow-use one, but still important to the collection,
erial ds best. and {s cautest for usera to read. microfiiming 18 s good alternative.

Standards
' 3. lf they axe not high~uss materials, serisl runs or deterforating

{lear standards b, . newspaper collections are nuftable for microftlsing., (In the
for the physt. al ;T“:f” ?vrn set by the Amcrican Natfonal Standarde fustitute case of nevspapers, microftiming &8 the only copying alternative
Tihrary of Co s quattty of the ftlm, {ta felming and developing.  In addftion available at the present.)
th'.'y ) u{gr:nn. the National Micrographica Associstion, snd the American ’

a0 ssucfat ;
21 aphie tn{o:nqtkzz 2;§e.:i:;'i""da'd' Tegarding collatton, Eargeting, biblto- 4. Uf fcems are deterforated, little-used, and space is 8 prodvlem,
SEage. preservation microf{lming (s s good alternative,

Petinition
Tt 5. If an {tem {s quite scerce, microfiiming s sultable as a contii-

' Prescrvat {on wmictrof{lming {8 defined ga that undertaken to preserve the bution to national presecvation and bibliographic recording.
.‘1“:"“7“' marerisl dn famcdfate danger of betng lost. ususlly to britele Routfng
paper. he film {8 mide from the original text and {s not a copy from another S

{ted a s8, runttolled Once sicrnfilming has deen chosen as the most sppropriate preservation tech-

sicratiim. A preservation RaELer must be stored fn 4 li{mited acce

envirinagwe

male fr:;":h:‘:ti;?;:;3c‘;::.‘?;:::3 :;ﬂgothc numbeT of coptes which can he nfque, the volume 1is prepared for the filming by the Consecvatfon Staff. All

to one.  Most other resesfch {lbrlrlen ] ngreat limits the use of fts masters pages sre checked to insure rumpleteness., If any are wmissing they are obtained

piescervation master s not c PPJCQ four uses as the upper Yimir, 4 as & copy from snother soucce and fncluded as a smubstitute. 1f missing text is
use €ony.  Preservation masters, accordiog to the pot avatlable, a note to that effect L8 {~cluded fn the appropriate placn,

Nitdonal Register of Microform Misters, ray only he held by non-profie

prpanirat{ons,
o The materfal {s sent t¢ the outstde firm which makes all Stanford Library

t .
of r”;:“:?:nyr::;E:f"d' 8 mister mictofilm 48 onc mide for the cxpress purpose microfilms st the present, They follow ANSI standards ss well as Library of
Congress standarda. The f{lm s inspected for density, clarity and error before
Cutdelines {t s recurned to Stanfotd., Fllme are stored $In scid-free Soxes and marked with
: appropriate bibliographic {nformatton 2f svaillable, When the fils {8 retuined

setec to the library, it fs checked in by Conservation staff who then route ft.
Sefection for prewcrvation microf{iming fe made ar tiie Stanford lLibrarfes ) ‘ 7 ’ ’ o

b e bih - .
q:“:vr(p; i:”:::::”;:i::‘;Dggrn:;:f:pgith the Quunervantnn Offfce. Jroms Preservation masters are sent {irsc along with the use copy to Technical
fs hrfttle, the mitertal gs HVﬂrrh;d X Ou; to (ON as a Yocation, If the paper Servicea according to the rou {ng {nstructions fn the Policy and Procedure
sonrces to determine (f Stanford "!d." the Stanford catclog as well as other Manual. The cataslog department prepares bibllopraphic vecards for forsat
i att!] svatiahie Qn lh; rcprlnt'ln,i othet copfes or editions, £f the mitotiml changes and/or catalogs the uncstaloged matertal. They submit the Informattor
miy be purchas ed s 4 microf{lm an ,’;" oF vut-of -print market, or whether ft to the NRMM. The preservation masters are then sent to Administrative Services
Stantord (s willing to aliow sn"éﬁi:” :re else. Purchase of microfilm fudicates who assign 8 control number, maintain sn Inventosy file, send to vontrolled
Covprrative mSvrutfxmsup supports an c’?e to miintain the preservation miiter. stotage and hiandle requests for copies or for a sccond generation master.  The
tHew York Pghle L’h!dry: ﬁlﬁ andlAR; ¢ A?:l ndvf“f‘“d by the Library of (ongress, use copy of the microftin is sent to the Current FPerfodicals and Hirrotext
considered as onr alternative f L ev searching, mirroff'ming gy PMvision. The orfginsl materfal 4s held by the Conservation office untfl the
thative for seplacement of materials. niccofilming has been completed.  Then the orfginal {e discasrded and <ent to

tift and Fxchange $€ possible, In some limited clrcumstances the orfginal may
be saved and sent to Area P 4n the Locked Stacks. Cownsetvation handles Cancel/
Transfer procedures.

All copyright restrictions are obsecrved,
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Preservation of the Collections

PURPOSL AID 5008

e purpose of this tuorendum is to provide specific guidance
on policies, responsibilities, and procedures for the preservation
of all ocollsctions,

The specifications given recornjza preservation efforts adopted in
recent times Lecause of increasing deterioration and technological
change.

PoLICY

This mesorwndum {5 to be considered as only fnterim in nature in
view of the Library’s plang and futwe cooperative activities in
the area of preservation,

The Fesearch Libraries shall consider and, wixnever and wherever
precticable, cooperuts with collection preservation policies and
practices recomm:nded by national organizations or in force in
other institutions, .

All activities {inwolving preservation of the collections shall be
conducted in such & way &8 ot to ispede policies and procedures
deeiged as a result of studies and surveys to bs conducted in-
depandently in the future,

The Msearch Lilraries shall have ultimate control owr all jolicies
involving preservation of the collections,

There shall be a Collections Preservstion Coordinator, reporti + %o

the Chief of Proparation Serviaes, wiose prime function shall b o
intagrate all current progrnaws and to act as liaison between wesipnated
statf members involved in preservation problems,

The (ommittiee on Preservation of Tha Research Libmrigs Alvisory
Caneil shall be reaponsible for recommending collections preservat inn
policy and procediures,

Waswew e possible, preservation proatures on specific iten. shell)
B institutod asd oxmpleted Wefore catalogine Ly the Preparation
T RUTE LI

L

& 4
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2.9
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All arvers lnitiated within Time Resmarch Lilnaricg f
. 3 for the et §

:{ microform by the Photographic Serwice shull roquire Loth & n.r.ltmu
m:i“‘m for the Mavter Negatiwe File and o positive microform or

y copy for public use, When an ondker for A microfom af . owplete
work or complete run of & publication ig reouivad from an autside
mhxd{ permisaion to cpy shall not 1e rivn unluss U orvanization
or individual originating the order is willing to receive only a
positive print of tim microform and bear tie cust of & miater nepative
for The Rosearch Libraries' collectiong it naw axicts or if the item
is not suitable for prodsction tnder the Revolving Rund,

Thare shall be no public use of at least one nut of nerative micro-
tormy produced for preservation purposes. N only exaeption shall
Lo tiw previously provuced “nepatives for public uue,”

In recognition of the great value of reprint publishing as an ajd
to preservation, T Research Libraries shall esoperate renemlly
with reprint publishers in lending of Research Libraries' materials
for reprinting, Raritios and materials in excellont condition and
;-;m: nfrin:hz ?u:lityimg not ondinarily be lent for re-

3] na Cisions 4in this
Bivision chiafy oy sion arws shall remain with the

RISPOISIBILITIES AD PROCLIURES

Lach Division shall designate & staff mumber Wio shall hayile
appropriate collections preservation matters for that Division,
The responsibilitics of such staff soml trs sinil by tor

4. Reocorrend material for rebinding, replacement, or tonrexbict {on,

1s. An-mg; mﬂmn\:'m?-u nlettarmd, rebouyd ar mani -y

¢, Consult with subject specialists within tie HLrary and the
Collections Preservation Coordinator when newentary,

d.  Torward materisls with reprocction decisions to the
Gollections Preservation Coordinator,

Ntalf memlers shall refer to th: diviniongl peprvsentat |
material in need of {xmdiate attention, pruvantativae all

All material refscted by the bindery as teo juor to bind or mat § Latend
shall b referTod to the Collect ians Prwecrvation Coondinator whio will
cwreslt with the appropriate divisional representative to determing a
proper course of action,

1w duties of the Collections Preservation Coonfinitor are piwn in
U attacied Appandix 1,
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Appendix I

Duties of the Collactions Pressrvation O-.rdinator:

&,

b,

C,

d,

£.

R
N

i,

K,

i,

Raview all material designated tor preservation and when advissble
suggest altemative means of reproduction or possidle replacement,

Cooperate with and adviss all Mescarch Libreries staff members
concammed with the preservation progras.

Acoept from divisional representatives all material sulmitted
for microreproduction,

Conpult with the agpropriate divisions whan questions arise
involving microforwm prooessing of material printed in characters
of non-Roman alphabeis:

Determine the scheduling and work flow of items for preservation
from divisions to the Photogrephic Service in consultation with
that Servios after giving due ocnsideration to iactore such as
available persannel snd fuxis.

Maintain statistics of all material on hand aaiting filming and
other reproduction in tha fMhotographic Serivoe and of miterial
returxd from the Motogrephic Service. (Statistics shall be
forvarded to Chief, Freparation Servioss on a sonthly basis.)

Have custody of filmed material swaiting cataloging.

Haintain laison with reprint houses and have general responsibility
for tha lending of materisls for reprinting. Divisian chiefs shall
be consulted defore lending agreesent is made, and cnsulted again
conceming the disposition of originals.

Maintain a Hictooopy Information Oenter of data on deve lopments in
the area of microforms and on the avalladility of library materiasls
in microform. Inquiries from other institutions with respect to
developments in the Librery shall also bs referved to this Center,

Maintain & Reprint Information Oenter to provide informstion for
the guidanoe of division chiefs wishing to aocwire replacements in
NP t fomo

Maintain a file of information related to the presarvation of the
collections,

Apprise the Advisory Council's Conmittee on Preservation of
pertinant ressarch and development with respect to preservatim,

Serve ex-of ficio as a member of the Committes on freservation,
fescarch Libraries Advisory Council,

BEST COPY AVAILABLE
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10! Consexvation Task Force

FRCM. Darbara Via

DATE: May 18, 1981

SUBEC Staff education ond training - recommendations

The Task Force has concluded after much research and discussion that
cducating the staff in proper handling of library materials and conservation
awareaness is one of the primary facets of a conservation program for the
University Libraries. Secveral aspects of a staff cducation prosram have been
ideatifiecd and are set out here:

I. Personnel.

If staff awarcness of library preservation is te work and

be an ongoing part of the Conservation program, there will

need to be established a permanent comaittee or interest

group in tnis area. Persons serving on this comnittee should
have an interest in, and knowledge of, conservation issues.
Logically, certain positions on the library staff lend
thezselves to medbership on such a committee. It is recommended
that the Special Collections Librarian and/or, the Archivist,
the Head of Non~Print Services, the Stack Maintenance Supervisor,
and the Head of Physical Processing would be good candidates to
serve on such a committee. This cozxnittee would report to

the Assistant MNirector £o6r Operationdal Planning and Support and
would be responsible for imple=enting the staff awarcness
program, suggesting improvements, and assuring that the

staff education program remains a viable effort.

II. Elements of the Program

a) Attitudes of the staff toward the libraries and their
collections should be addressed. A staff which shows concemn
for the physical survival of the libraries' materlals is
likely to encourage the patrons to do likewise.

b) Basic structure of the books. Emphasis on their fragil.
construction. See Attachment 1.

¢) Proper shelving techniques including special handling of
oversized materials. How to shelve books in the stacks, hou
to place bcolis 6n trucks to minimize damage. How to remove a
book from a tightly packed shelf., ete. See Attachment 2 and 3.

d) Photocopying techniques. Tow to position library materials
for pliotocopy so as to minimize damage to spines.

BEST COPY AVAILASL, 11 ¢




e) DNon-print materials. Their special nceds. Vays in
which staff unintentionally dumage these materials.

II1. lethodology

a) TFirst step would be a crash prozrz=w to alert all staff
members that the library is esbarkin; on 2 censervatien progras.
A panel discussion could be held, a slide-tape program on
preservation could be shoim to all ztoff, a library e:xhibi:c
could be set up, a staff bulletin could be initiated, or a
conbination of all these thinzs.

b) Consideration chould Le given to developing an in-housc
slide-tape program dealing with the conservation prohlems and
solutioans in our libraries. Such a prograa would include
proper materials handlinp. Several proproas exzist which have
been developed by other research litraries such as Yale and lew
York University Law School. These programs should be previewed
(and possibly purchzsed) for ideas. Sea attachzent 4.

c) A ei:! slide tape program, geared towards our student help
should be prepared. This progran vould not be as detailed as
the one for the whole staff and would exzphasize shelving
techniques.

d) Stafi Informotion tulletin. A bulletin designed to increase
av:arcness of the library's conservation problens and the steps
it is taling to solve those problems could dbe emphasized. The
bulletin should have an up-beat style and sugzgest ways that
staff could help the library's conservation efforts.

e) The staff education cormittee should contact the committee on
prograss and set up a program dealing with some aspect of
conservation at least once per vear.

f) An in-house manual should be prepared detailing the
specific steps to be talen in handling various conservation
issues. One person should have clear responsibility for
maintaining the currency of this manual.

g2) The staff traing comittee should work closely with the
heads of the various units of the library to make certain that
library workers are trained to be svare of conservation and
proper handling techniques.

h) A libdbrary exhidit should be set up on the structure and proper
handling of both books and non-print materials. This would be
educatinnal for both staff and patrons.

IV. People Resources

The folloving people are willing to gzive advi€e, and have
experionce with staff train® in conservaticn/preservations.

12 og  BEST COPY AVAILABLE
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YALE UNIVERSITY

INTRODUCTIC™ TO PRFSFRVATION WORYIFOF

Introduction

A.

B.

Purpose and organization of Preserwvation Department

1. Interrelationship of 3 divisions

Teaching function of Preservation Department

1. Instruction in any vhase of expertise and responsibilitw

2. Consultation available to other devmts., snecial collections, S&Ds,ete
3. Other workshops given

4. Central supply

Care and handling of books

A,

B,

cC.

Physical structure of books
1. Why important to understand
2. Demonstration of stages of book construction
Various ways a book is used and handled in YUL, what happens at each
roint of use, what stresses put on volume at each point
1. Acquisitions
2. Processing
3. Shelving
L, Browsing
5. Charging out at circu-ation desk
6. C & H by user after taken out
T. Book return and book drops
8. Reshelving
9. Shipping
Fducation of starf
l, Demonstrations
a, Various problems resulting from poor C&F habits
b. Proper shelving technigues
¢. Formats might encounter in lidbrary, and how to handle each
2. Slide show (to be shown)
Education of users
1. Slide show for freshmen (not shown)
2. Example set by staff
3. Handouts
L, Instruction signs

Keeping abreast of new develorments in Preservation field

A.
Bc
c.

Roating list of preservation literature
Short reading list available
Regular, though infrequent, urdetes

Qestions and answvers

13
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Orientation Programs in Preservation at Yale

On an annual basis, we present & Preservation
Orientation Program for all new staff (we had
a drive several years pack to reach all present
staff, and Circulation staff in particular).
This program consists of the Head of Preservation
(or her designee) presenting & 10 minute intro-
duction on the Preservation field in general and
our afforts at Ysle., The Head of the Conservation
pivision then speuks for 10 minutes on that
pivision, its work, and the general theory of
Conservation. The Reference Librarian in
charge of the Microtext Reading Room then gives
a short presentation on handling microforms.
Our 28-minute slide show on the Care and Handling
of Library Materials" is then presented, after
which all attendees are taken On tours of the
Preservation and Conservation divisions.

We also present an annual Commercial Binding
workshop to those staff members throughout
the system who are responsible for or involved
in the preparation of materials for the Library
Binder.

We have presented over 20 disaster work-
shops (in 1983) to every library unit,.

We also have a brief (5+ minute) slidefave
show for incoming students and lhave had modest
success at showing it during the student orien-
tation period for the last several years, The
1- page, folded handout included in this packet
is also handed out at that time.

30
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UNIVERSITY OF CONKECTICUT
STAFF ORIENTATION

PRESERVATION ORIENTATION FOR LIBRARY STAFF
-~ University of Comnecticut -

Audienca: All new full-tine and part-time staff members.

Frequency: Two presentations (in the same week) each semester,

Length of pressntation: Two hours.

Content:
I. 1Introduction.
A. Relationship of the preservation unit to system-wide organizationsl

II.

III.

1v.

v.

structure.
B. Function of the preservation unit; its internal organization.
C. Objectives of the orientation program.

The Care and Handling of Books, a slide/tape show produced at the

Yale Universicy Library. [Suggest to audience that they look for
relevant information regarding care of hoth library and personsl
collections. ]

Discusoion and demonstration that highlights and emphasizes important

points made in the slide/tape show.

A. Relationship of environmental factors (temperature, relative
humidity, light) to longevity of library msterials. (limate
control within the University of Connecticut library system:
problems and solutions.

B. Relationship of modern bookmaking technology to the need for proper
care and handling of library materials.

1. Paper: the decline in quality over four centuries. {Show
pre-19th century isprint, brittle volumes published in 1860,
1880, 1900, 1920, 1940.]

2. Case dindings: how they differ from earlier bindings, where
and why they are weak, how this relates to shelving practices.

C. Recognition of materials that should be sent to Preservation. [Show
difference betwean structural and cosmetic damage; what mold and
of{ldew look 1ike and how to handle infected materials when routing
to Preservation.]

D. Handling techniques: Shelving and removal from shelf [show book with
ruined headcap, and how that happens]. Tying books with cotton
string and securing microfilm with acid-free psper strips [show
what elastic bands do to books and film], Writing messages on flags
rather than clipping them to book pages [show what metal and plastic
paper clips do to paper]. Handling microfilm. Photocopying
[show oversewn book with inadequate inner margin, and text block
cracked in pleces--explain that some materials can't be success-
fully copied: demonstrate how & right-angle copier is used and
note their locations in library buildings].

Trearsment options.

A. Need for remedial treatment. [Show kinds of damage that are most
prevalent in the library system: wear and tear, mutilation,
inappropriate repsirs.)

3. In-house options. [Show examples of 2 variety of treatments--
simple to complex,]

C. Commercial binding. [Show examples of the variety of stvles
available; describe the nature of the decisions that are madle
in-house, and the discriminating way in which binding services are
used.,

D. New rechnology: the pending impact of increased use of alkaline
paper (mention the upcoming ANSI Standard for Permsnent Paper for
Printed Library Materials), mass deacidification facilities,
optical Jdisk fechaologies.

Conclusion: the University Librarv's preservation program~-how it
will grow and change.
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Aruitoxt provided by Eic:

Southem 1llinos
University at Carhondale
Carbondale, liinois 62901

@

Memia Librarn

October 13, 1982

John Kei{ffer, Library Servicea

Sharon Xowalzik, Order

Lily Lee, Sclence

Batsy Leenig, Interlibrary Loan
Catherine Martinaek, Social Studies
Sidney Matthews, Lidbrary Services
Carole Palmer, Numanities

Lillian Peterson, Sre 1a) Collections
fegina Shelton, Undergraduate Reserves

T10: Karen Ashhy, Adsinistrative Services
Saundrs Benjamin, Educatfon/Paychology
Jerry Cassidy, Catalog
Dariene Cawthon, Serials
Jim Chervinko, LCS Project
Linda Davis, Circulation
Sue Dotason, U. 8. Grant
Nancy Fligor, Undergraduate Library
Camille Hedden, Library S.rvices

FRO® Darrell L. Jenklns?fglr-ctor of Library Services

SUBJE. | . Jonservatlion {n Morris Library®™ Video Tape

A rifteen-minute video tape--written snd produced by tha Conaervation and Bindery
Section of Serials Departrent (primarily Debby Willett)--has been :ompleted and was
shown at the October 1} merting of the Admintuotrative Council. The film a demigned to
serve as a tearhing/instructional aid for student workers in Library Affairs.

The video tape will be shownin the near future to Student Worker Supervisors in
Library Affsirs, followed by & discussion of the usa of the video tape. My thinking
would be to have separate meetings for the student workers in esch departsent or
fivision and have each meesting conducted by the respective Student Worker Supervisor.
The video tape can be shown snd discusaed 83 one part of each meeting. Student Worker
Supervisors could certainly discuss other matters as well. Since the conservation of
our materials s a very fisportant matter and included in the Conservation Policy
statement adopted by Library Affatrs, attendance by student workers will be required.
Hore than one merting $n each department/division may ba needed. Almo, the video tape
will eventually be placed in the Self-Inatruction Center for individual viewing.

You will be recriving more apecifics shortly.
te ~ptact Carolyn Morrow, Dabby Willett or me.

If you have any questions, feel (ree

Thank you in advance for your involvement {n this activity and your on-going
commitment to the maintenance and service of our valuable collections. Your
contritution {8 of vital importance.

ce: Department/piviston Heads
Library Aftatrs Fiscal Officers
Carolyn Morrow
Yenreth G. Feterson
Debbhy Willett

el
oo
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Scuthem [ilinois
University at Carbandale
Carbondale, [llinois 62501

@

Morrie Library

Novemberl4, 1983

10: C(arole Palmer
Hancy Flfgor
karla Owens
Betsy Leeniy
Regina Shelton
{atherine Martinsek
Kathy (ook
Lilly Lee

FROM: Carolyn Morrow, ConservationLibrarian GQ‘W

SUBJECT: (onservation videotape

Enclosed you will find a Viut (hopefully compiete) of those students from
your department/division who attended the viewing of the conservation
videotspe on November 9-11. There could be onmisions--students were
rerely asked to sign up as they came {n.

The videotape wil) be on reserve in the LIRS Self Instruction Lab under
the title “Conservation in Morris Library" for those students who did not
attend one of the scheduled viewings.

On, 47 new pecple fn all attended. And we’re preparing/expecting to see

mre items up for repair as & result.

AVAILABLE
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BRIGHAM YOUNG UNIVERSITY

OUTLINE FOR TALKS TO LIBRARY STAFF

Preservation and conservat.on
Public health vs, medicine
Librarians and archivists have to play the role of the public health officer
There is room for everyone
You have to know something about the problem and solutions

Problem
Poor materials, air pollution & central heating, more use
Democratic society results in greatly increased use, access and display
Technology results in greater range of materials to care for
Greater literacy means that books & records are cheap & common; result, contempt
We have the old disasters (fire, flood, war) plus new ones (pipes, constructn)

Soluticns
Many things to do to extend the life of the materials, more or less by velue
Encourage the use of nt materials

Slow down the rate of/ueggézoration by controlling temperature & humidity,
removing pollutants from the air, storing material in safe containers
( permanent, stable materials),

Slow down the rate of physical deteriocration by repairing early, protecting
vulnerable material in boxes and restricting access, improving shelving
and handling practices among users and staff; for very valuable materials,
full conservation is called for; for circulating materials, library binding,

Reduce the damage caused by outside agents: insects, humidity & mold, insects

Reduce the likelihood of damage from disasters, and salvage promptly and
systematically,

When necessary, replace the book with a microcopy or a photocopy.
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CARE TOR THE LIBRARY'S COLLECTIONS: A ROLE FOR EVERYONF

Bl
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ERIC

Aruitoxt provided by Eic:

PLYASE:

Handle books with clean hands. Fingetprints are often indelible.

. Mandle microfilm by the edges, as you would a photograph.
and sceratches obliterate images, destroying information. Phono-
graph records should also v handled by the edges. Finqerprints
<an cause chemical changes in plastics, altering the surface of
disks and the sound “hey produce.

Smudges

« Bon®t attach metal paper clips to book paqes for any reason. They
crimp and tear paper, and leave rust stains. Plastic clips are
ieas damaging but should be used with discretion.

Proceasing instructions should not be written on library materials
{or parts of lihrary materials, e.g., crrata sheets). These mark-
ings are a defacement and should be jotted on scrap paper instead--
flaga are lcss likely to get lost than small slips.

Avotd uaing elastic bands to hold together damaged books or piles
of material.  Bands can dent covers and cause paper to tear and
crnutile.  As they deteriorate, they give off damaging sulfur
coppognde . lise cotton string instead.

Make sure that hooks §y your work area and §n the stacks are ghelved
vwpright .  Leaning cauges bookbindings to break down quickly.

o flooks too tall to shelve vpright ghould be shelved spine down--
not on their fore edges.  Fore edge shelving is extremely wearing
on bookbindinas because it stresses their weakest part--the hinge.

A non-damaging way to remove a book from the shelf is by placing
an index finger firmly on the head of the toxt block and tipping
it out, Yanking at the top of the binding cventually ruins the
spine covermng--cloth and paper tear, leather breaks.

o't turn down the corners of pages to mark your place. The creases
will be permanent, and if the paper is brittle the carner will

Laeab gway with one fold, lLaying a book face down weakens the
Binding amd can s0il pages, The best way to mark your place is with
e lip of paper- -not with a pencil or other bulky object which
distorts the binding.

When photocopying books, take care nhot to wrinkle or crumple pages.
1 a hoeok as bogid 50 that it resists being prestsed flat, don't
e it - nett)e for a less than perfect image of the page you're
Copy g,

DVEE A POV ERSEEY 000 CONRIC YO UT FIHKARY STOINRS

.o

J

- Don't eat or drink while reading library materials, or in an area
where crumbs and spills might damage them. Food attracts papey ~
eating insects, and spills cause permanent stains,

Be alert for signs of mold and mildew. ¥hen you discover moldy
material, put it in a plastic bag, immediately wash your hands,
and bring the problem to the attention of the Preservation Officer.

Bring damaged materials to the attention of the Circulation Depart-
ment, where they will be charged out to "Conservation® and sent to
the conservation work area. Minor repair problems can become

major ones if they are neglected too long. And do lrave this work
for the conservation staff. Pubber cement, white glue, and pressure
sensitive tapes have poor aging properties and damage poper and
bindings. They should not be used on research materials.

ad ...
~ = — i w0 e fecmtien

And finally--don't read while swimring.

Preservation oOffice
October 18982
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FR
RN ki AND HALDLING OF LIBRARY MATERIALS

IR RE T b

Rerwing a ok from its shelf by pulling st the top of the spine often will
e the spine to tear. A better way {8 to push the volunmes on either side
laxk st far enoaxgh to grasp the ane you nood in the middle of its mpine.

W resheiving, be sure that xoks are properly sygyortod so that they stand
tpriohts Allowing brxoks to shinp on shelves can weaken their hinges and cause
them to tevvme distortaxd. Forving brmks mto tightly packed shelves can casily
catre damage, Take the time to adjust bookends or shift matsrials as noedad,

Aeid slelving broks on their fore-odges. The forre of gravity eventually can
losen a ook at its higes. Heavy textg can be pulled right out of their covers,

lwrdernis con be very destructive. Avold those with sharp edges. They can knife
into baoks, wrinkle or cut pager, axd tear cover materials. Those with f1angod
nips are preferred. Ty should be at least one inch taller than half the
height of most books on the shelf, Without such sygort, taller books will tend
tor lean ovwer Al can hooome warporf. Rusty bookends can stain and damage book
cowrs replace or regaint thom wherevor possible.

Volums txn tall for nermal shelving shondd be laid flat 4f the sholves are wide
crearh to sggort thom. If the shelves are too narrow, scparate folio shelving
atvwshd be provided, No more than three or four oversize woluves should be stacked
o top of e another. T follo cases or flat shelving are not available options,
sdvlve lame bonks spine down and use acid-free streavers to imlicate their call
mmder s,

vy ot jash book® o against the hixk wall of the shelf, This can cause their
ferevbes to he abraksd and lack of alr circulation can encourage mildew in
hest. hemuid weather,

v looded booktnscks invite disaster. Nover pile books on a top of & full truck.
Mibe mpe that any books in {ransit are soawe; if a3 truck §s not full, use
stunly honkelds to prowent the books from falling of £, All but oversized volumes
“teatled Lo ploced upright on borktnxk shelves. Folios should 1ie flat and care
sl be taken to avotd hanging the edges and comers of large wolumes against
clevator aers and aisle shelving,

i'lnlnw'}’xr_l_',
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ERIC

Aruitoxt provided by Eic:

Hotosvgying i8 one of the primiry causes of damage to library materials. Pecause
of the great stress photixopying places on bindings, bonks stowld e copiod only
whent sbeotutely meessary. They shiould be positionnd on the machine so that only
e vt ot a e 15 on the exposure surface. Awid pressing down on the spine.
Ireds with natrow inner mirgins or brittle paper should be referred to Library
Flatadupl icat fon Service, Rxm 2 Hatcheor,

37

BEST

RITAIRS

- ~ Books with tom spines, hroken sewing, loose pages, or weak hinges should be

mrcnmmunmmuut.rmmqummmmm
spines.

Miror page repairs on hooks that have little physical value should be done only

with special document repair tape. It can be orderad from the Distribution and
Supply tndt,

For attaching bookplates, pockets, or date-due slips, use only athesives recom-

monded by the Conservatios Undt.

Awid using metal paper clips and rubber bands on bocks. The sharp metal edges

and crimp paper and leave rusty stains. Rubber bands can emit sulphur
compounds which cause paper to deteriorate; they can be espocially dswging to
pper that is alrsady brittle. Plastic paper clips and cotton string ties are
available from the Distribution and Supply thit,

Open new books carefully; forcing the covera back can break a book's spine
espocially 4if the volum is tightly bound.

Minimize the nuvber of itoms insertad in new books during processing. Thick
packets of catalog cards and order forms can weaken the binding.

Awid leaving stacks of hooks piled on desks, tables, snd floors. In crewded
work areas, thoy are easily tipped over,

VIR

cOPY AV AILABLE

Try to swid shelving books in areas exposed to direct munlight. WV rays can
acoplerate the chemical deterioration of paper and fade cloth covers. khere
possible, kecp shades and cwrtains closed and tumn lights out in little used
areas.

Do not shelve library metarials near or on radistors. Avoid housing them in
close proximity to light fixtures or fire sprinklers.

Good housckeeping is isportant. Dust and dirt can stain books and hasten chom-
ical deteriocration. Spillage from food and drink disfigures materials and can
encourage insect and rodant infestations that are often difficult to eradicate.

Protect the collection from rain and snow; keep 8 supply of plastic tote bags
an hand for use at circulation desks during had weather. Bags are avajlable
from the Ciyculation Department, 104 Hatcher.

W
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Microforss have their owa specific requiraments for proper handling and storage. Safegusrds against
atshandling vill prevest usnscassarty wvear and tasr. Microforms are easily serscched snd corn 4f not handled
correctly. Becsuse of the hsavy use of microform service copies 1o lidrartas, the more rigorous archival
standarda establisbad for the storage of master negatives ars impractical. Howaver, since rapair and
Teplacemsnt of soy lidrary marerials are both costly and time consuming, all efforts at proper cars and
handling will halp to excand the useful life of microforms. Supplias menticmed below are available froe the
CUL Supply Room or the Reprography Laboratory.

Cisan, vell-maintained reading equipmest can pravent dasage o fils. Dust and dirt on glass flats scratch

and abrade the smulsion oblicsracing the image. Claan squipment ragularly aod kesp lans housing
covarsd whas 0ot in usa.

Handle atcrofilam only by the edges or by the leadar; asd fiche by the header. Fingerprincs leave ofls acd
acid om the surfaca which dlurs the image and actracts dust and dire.

When working with & largs quastity of miervfels or fiche, use vhite cotron gloves to avoid fingerprincs or
scratching.

Tears that ars spottad should be repaired brfora tha f4lm goas o0 the shalf. Yurther domage can occur wvhan
torn {ilm (s used ou & resder. Torn :ilm can be repaired by the Reprography Laboratory staff using
splicing squipment. Pregsure sensirive tape should naver ba used to Taprir tsars. Pilm with axtesive
damage (vhars text 13 lust) msy need o de raplaced.

Roll filx should have adequate lsader and trailer for easiar handlirg. Users will dbe ablae to load rasding
equiprant 20re sasily preventing dasage from fingerprints. Leader and trailer can be spliced to film
by the Reprography staff.

Microfila iﬁd ba storsd im jlsstic ramls, in closed boxas. Metal reals with sharp adgas should be
raplacad with plastic; demaged or vora boxss should be replaced to ksep ocut dust and dirt that can
serateh 41,

Resove all rubberbasds on microfils reals. Sulfur in subbarbands csusas chemical resctions that danage
film; ang aven sulfur~fres onss can damags.

Full reela of microfils vill stay nestly wound by themselves; shorter cicles thar tend to unwind should ba
securad with paper wvrap-arounds.

Revind atcrofils reels fimly dut not too tightly. Too tight ess csuse buckling or = :atching and film can
stick togethor vhen tamperaturs snd humidity ara high.

Microficha are best scored {9 indi{vidual paper envelopes. This provides protsecion from dust, dirt, and
abrasicn. Tiling without sovelcpes is oor harmful (f cemperaturs =g humidity are kapt lov to pravent
thair sticking togatbar.,

Inspeclic
All sicroforms being added to ths collection should be visually faospeccad for complecensss, overall
appearance, and resdabilicy. Soma of the problems to vatch out for ase:

blurry (mage

dasp scratching

too light or too dark

acything toat csusas tha image £o be (llegible
nissing or out of order pages, issues, etc.

“he Reprography staf! is svallable to halp cosfirm these problems.

Microforms vith problems of (sage quality as vell as any bdidliographic ancmalies should be brought o
the srtention of the Acquisitions Departmant. Unaccercable sicroforms should be returned for refund ar
replacessnt. Mlcropublishers chat show repsated probiess should be i{denc:ified so they cam be avoidad in

the futurs.
20
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“Conservattion in Morris Library®
Nandout

TERKINOLOGY

3c1d ceterioration: deterforstion of a moterfal such #s Teather, paper, etc.
from the degradative effects of actids which are present due to the many-
facturing process and the absorption of air poliutents.

archival: or archival qualfty; considered safe for use on materials of
perranent reiearch value.

bacttane: the tack of the book block or the edge which is dound,
bouk_block: & group of bound Pdges or the book before it recefves a cover.

brittie bock: one fn wnich the Paper has become embrittied or fragile due

to acid deterforation. In the extreme, the pages of a brittie book will
bresk off when turned,

case-bound: & mass-produced binding structure where a book block and its
Cover are made separately and attached in a step called casing-in; the
spine of the cover is not glued to the backbone of the book {{n contrast
to traditional hand bookbinding where the book is constructed as a
single unit and the leather is 9lued diractly to the backbone of the book).

£asing-fn:  the cperation of attaching a book block to its cover by gluing up
the super and endsheets, placing the cover dround the dbook dlock, and
pressing until dry; also “recasing”.

fore-edge: the front edges of a book, opposite the backbone and spine.

hinge: the grooved ares on efther side of the spine where the book block
s attached to the cover,

interieaving paver: a thin, smooth, acid-neutral paper placed in a book as
4 barrier against the effects of acid from an adjacent ftem,

phase box: 2 protective enclosure made from heavy-duty grey board, which
tles at the fore-edqe by wrapping string around a button. Typically,
they are used for damaged volumes which cennot be repaired or d» not
warrant repair,

portfolio: 4 simple protective enclosure used for thin or Yightweight
itens 1n need of protection.

gretrctive encasement:  a general term far any container which encleses and

thus prote~*s a vulnerable ftem; §t must always be custom-made so that
the 1tem 15 held snugly inside without novement .

reversibles a principle of sound conservation treatment whereby wnetever is
fone to an ftem can be undone or the treatment reversev, without samage
{o the tlem,

falanger " a more elaborate type of protective encasement; a cloth-cevered,
St hos with @ printed epips,
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INTRODUCTION

Much of the work of preservation lies in properly cartng for {tbrary mate-
tials as they are recetved, processed and maintained within the libracy.
Staff education and training, therefore, are viewed aa a vital component of
the Ceneral Libraries preservation program. 1In developing this aspect of the
progrum the need for a set of staff preservation guidelines relating to spe-
ciflc library functions was early recognized. The present document ts inten-
ded to fHll this need,

In geners! termns the guidelines contain informatina on how tu prevent unoec-
edSaty damige or deterlioration of lidrary matertals {n patttcular vork srcas.
The caphasis in prescntation {s on simple language, practical {1lustrations
and a formst which facilitates use as an intttal training tool and subsequent
teference {or continually chunging personnel. The materials complement rather
than diaplece existing lidtary orientation progreas or tratning guidews.

This Inoseleaf manual 1e a collection of independent madules, each address-
ing staff preservation guidelines for a particular Itdrary functfon. There
{8 sose repetition of text and {llustrutions Detweon modules, when the (nfor-
mstion {s applicable to more than one functfon. The complete rollertion of
modules 13 being distributed only to department heads, since they «te charged
with ensuring that each caployce recelves a copy af the approprtate madule(s).
bservance of this reponsibility s essentfal to the Generul Librartes pres-
ervelion program; success of the progras will depend upon the sustained ef-
forts of the entire staff,

-~1982/83 Preservation Committee --1981/84 Preservation Comaittee
Lynne Brady Lynne 3rody, Chalr
Mark Cafn, Chafr Jane Garner
Jean Difioe Wayne Pertymsn
Anita Farber Nancy Phillips
Jane Garner 841 Rfchter
Rechard Hottan Lila Stillson
William Richter Darnelle Vanghel

Willie Strns
John Womack
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Fage 3.12

PRESFRVATION GUIDELINES FOR PARTS OF A BoOK
CIRCILATION AND STACK MAINTENANCY. PERSONNEL

This manaal {2 tntended to help circulation and stack maintenance staff

peroatect the lidrsry matetfals they handle. The baalc preservation rules TEXTBLOCK
cunt afned here, {f followed, will not only keep vulnerable materials avafl- .

able for curtent use, but also preserva them for use {n the futuce.

, THr. CIRCOLATION AREA HEADCAP FORE~EDGE

le Mookdrops

While baokdrops provide service when the library

fa closed nr during prak vae timen, they are sajor

sources of damige to books. Circulation scaff can frequency SPINE
atreapt to mininigze this damage by eaptying the

bins of rooem as often as possible. If s bin le

raployed, {t shonld be carefully positioned helow

the bookrop 1n order to avotd damage to bovks, BOARD

Cares should be given to proper cemoval of books
from Mns, Gently 1ift a few volumes at a time, removal of
providing adequate support underneath. o not buok s ENDSNEET

111¢ by hradcaps or boards or toss them in piles b“'__-‘,,--*’

etther {n the bin or on a booktruck. /

2. Charge/Dischetge

1 Y4

When charging or discharging s book, check to in-

sufe that the date due sitp fs on the toxt-side date due
(efpit) of the front endsheet. If the date due sltp
sltp has Heon placed on the tnside ftunt board

of the book, relocate {t if possibie to the cor-

iect position,

ENDSHEET

SUPER

Nefintttons for terms bold-faced {n the text can bde
found In the GLOSSARY at the end of this sanual,
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If that s not passible, hold the boak on tts apine
with the texthlock vercfcal and front board flat on
the desk whesnt atamping.

In the cane of {tems In Jared-on or glued-on pamphlet
hindings, the date due s11p may be placed on the fn-
sfde hack cover,

Il the frant endsheet contains decoration, maps, fi-
lnatration, or speclal bookplates, the date due sitp
shoald be piut on the flest Dlank sheet after the {font
endshert , on the text side,

When senaftlizing or descens{tizing hooks, handle each
fndividually and carefully to svold the wear and tear
resultiog from rough quick handling.

Remove papers and bookmarks fnadvertently left {n books,

3. Placcwent of Securfty Strips

44

Generalty, security stripn should be placed 1n the hollow
of the bnok spine with care taken ro insure t(hat they sre fnserting

stripe

<=
aot Jammed hetween the sewing and the super. If the bhook
has a tight back, {a paperbound, or is {n a pasphlet binder,
A twn way adhes{ve strip should be used., If the volume has
patential value as an artiface, the appropriate bibliogra-
pher shonld be conaulted before a strip {s fnserted.

Detinitions {or terms Lold-faced {n the text can be found
fn the CLOSSARY at the end of this manusl,

44
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If te s necezaary to use two~wsy strips, fnsert thems

between pages {preferably blank pages) as close to the strips
fnner margin as ponssible to avoid loss of text. Two-wsy between
adhealve strips must never be inserted between pages pages

where elther the text or an flluatration fa printed
acroaa the margin,

4, Problem books

Some categories of prohiem books are casfly fdentified

and shnuld be pat wstde for review by dibliographers or damaped
supervisars. Damaped books, such as those with loase hook s

hinges where the tentblock sags, with severe water dam-
age, with damaged or loose spinea or covers, and with
lcose pages are aome of these obvious categoriea.

Refer collectfons of loose plates, tnadequately secured, loose
ta a bibliographer or supervisor who will dectde what to materials

do with thenm.

FPotentfially rare or valuahle books, especially those in
3 state of disrepair, should also be teferred to a b~ rare hooks
lographer or auperviaor.

TRANSFOURTATION OF B0O0KS

Handie and transport books carefully. Improper loading aund
removal of books from book trucks fa one of the most frequent
causcs of dam.ge to library matertala and potentially the most
preventable §(f stack personnsl learn proper handling snd trans-
portatfon techniques.

I. Hand-carryfng

When hand carrytng books, carry moderate, manageable hand-
arsloads. catrying

2. Book trucks

Place books on trucks in an upright position with no

other matevials stacked on top of them:s If a ghelf of book posi-
a truck §s only pavcially full, keep books vertical tion on
with a bookend or with a group of books laid flat to truck

aupport the others. Do not place them on thetr (fore-
edges even for a short period of time--aa for example

when srranging them in call number order—-since this

Deftnition for terms bold-faced in the text can be
found in the GLOSSARY at the end of this mansal.
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can canse the bidy of & book to cume lnoae from ita
TAVEeTrS.

Large folfo -sized volumes ahould be placed flat un
a sheli.

Two other tmportant potnta to resember when foading
A truck are oot to overload 1t and to evenly dia-
trihute the welghts Do not Jam books too tightly
on the shelf. Even, balanced distrtbution and nor-
mal mizred loads make the truck ecasier to manage and
prevent it from tipping over,

NoT

[ ] l__ﬂ

fefinttiona for rerma bold-fered In the text can b
found in the GLUSSARY at the end of thie manual.

Vo bo b

Papler fo™
-

Nove book trucka catefully on and off elevatora,

around cornera, and {n nartow pansagea, paying Rancuvering
special attention to any materfal which may be trucks

prautruding. Let your aupervisor know {f an ele-
vaior ts nnt atopping evenly or 1f a truck seema
wobbdly ot unstable.

Refas al30 to mection C., SHELVING.

. Unloading bdook trucks

— .

Many of the above fnstructions showld also bhe fol-
lowed when unloading, Refer also to tne next
section on ahelving.

C. SHEIVING

balancing
weight on

trucks

gst €O

It 18 essential that ataff be well inforsed about proper
book handling and placement. In addition to contributing
to the conservation of libdrary materlala, well-ordered
stacka and proper handling techniques sarve sa a positive
example for 1ihrary users and form the hasia for the educa-
tion of uaera on preascvation materlals.

1. Posftion and placement of books

Place 8 book on the ahelf so that 1t grands vertt-

cally and upright and §s gently aupported by the pruper
bookas on efther atde, additional aupport betng position of
supplted by bookenda. Booka should not be shelved books

too loasely. They can be permanently bent or
spisyed Lf thia la done.

(] ~ @

Jamming books too tightly on the ahelf should be

avolded. Overcrowding can create prohless fn the overcrovding
casy removal of books from shelf. Binding damage

can also reauit.

Prifnftions for terms bold-faced fn the text can be
found 1n the GLOSSARY at the ond of thia manual.
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Library book-ends should be free of shatp or rusty
edges. When possibdle, thay ahouid support over half
of the height of tha ook and should have a vide
profile. When shelving near a dook-end de caraful
not to accidently “knife” the pages of the book with

hook ~ends

the edie of the book-end.
your superviaor,

Report book-end prodlems to

Fore—edge shelving {8 unaccepladle since Lt can cauae

the bookblock to loosen from its case. If s volume {o fore-edye
too tall to shelve vertically, it s prefaiatie to shelving

shelve it on its spise rather than on fts fore-adge. {8 weong

B,

It separate shelving for overmized materfals exists,
consider having the volume recataloged for the over~
sized sreas.

When removing a book from the shelf naver pull ft by
the top of the spime, since this might cause Meadcap
damage. Rather the two adjacent volumes should be
pushed back slightly in order to grasp the book firmly
tur removal.

0 1

Definftions for terms bold-facad {n the text can be
found 17 the CLOSSARY st the and of this manual,

removing a
book

Pope dol

Whenever possible, avold ahelving books on the top

shelf. 1f lidrasy space constirvaints require that use of top
the top shelves be ured, alvays use o kick stool shelves
in order to avold damage in the placecment and re-
woval of books.
1deally, esch shelf should resatin st no wmors than
75% of cepactity ia order to provide for collection shelving
growth and to avold the book damage often resulting for col=-
from overcronding. Routinely alert your supervisor lection
to overcrowding tn the stacks In order that plans Krowth
for necesaary shifiing can be made,

2, Quersized volumes
It may not be possible to stand oversized volumes
upright or tu provide separate overstized shelving
areas in al]l libdrerfes. If this 1s the casa, over- shelv!ns
atzad volumes gshould 1ie flat, no more then thres posftion

demp on tha shetf, on shelves deep enough to sup-
port them, or they should ba shelved on thelr
apises. Very large tomes, such es those found in
art studiea, should always de mhelved flat.

When removing an oversfzed book frum the bottom of
a stack, the dooks on top should be removed anc at
A time, and altervard put back &n the same manner,

temoving a
volume

CARE AND MAINTENANCE IN THE STACKS

Thia section {s directed at unit supervisors as well an
stack maintenance staff. The supervisor needa to ar-
range for necessary supnlies, aetvices or usa of equip-
ment and consult with didbliogrsphers when apptoptiate.
Keeping the stack areas clean snd functional of.en fn-
volves the collaborative efforts of staff from sany
areas of tha libdrary as well as custodial and mainte-
nance staff.,

1. Vacuumting and dusting

Dirt and dust sre very damaging to library books.
They can adrade volumes, therefora causing mechap-
fcal as well as chemicsl decertoration. If pos—
sidle, tha atacks unit should dorrov & vacuum
cieaner with a hand-held cleantng head for peri-
odic vacuuming projects.

vacuuming

01

Definftions for teres bold-faced in the text can
be found {n ghe GLOSSARY ar the end of this manual.
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COLUMPTA (INIVERSITY LIRRARIFS
"CARF. AND HANDLING OF LIBRARY MATERIALS®

List of Slides

Rlank

Hritele hook

Farly printed hook, in goodd conditfion
Farly hand paper making process
Machine paper making

Rritt ie bonk

Hyngrothet monraph

Window AC and fan (tylcal environmental control)
Kol on book

Mould on mici1ofllm

Sub-baacement (ancient HVAC system)
tight faded binding

Stack lights on timers

Window with shades pulled down
Faxhoust fumcs

Particulate matter {dfrt)

Reading 1oom, books being used
fNanks open on tahles

Rook under leg of tahle

fiond aheiving

Neat shelving

Paor shelving

Pont shelving-leaning

Feimanent damane fiom leaning

Pont shelving

Proper shelving using bookend
Volumes too tall for the shelf
Spine down shelving

Improper forte-pdage shelving

Tal!l bhook piajecting too far into aisle
feaning oversize volumes

. Gond flat shelving for oversize

Flat shelving for oversize, not properly used
Cattying ton many bonks

fmpaoprrly loaded hooktruck

Proped ly loaded hooktiucks

Propetly loaded hooktiuck, fnc. flat for oversize
Teating headcap when (emoving books

Ptoper removal of bhooks from shelf

Propetr 1emoval of hooks from shelf

Propet temoval of hoonks fiom ghelt

Propet 1emoval of books from shelf

tinhound and boxed materials in the stacks
ook falling out of protective encloause
Forefnn abjects left in books-flowers

Fotceingn objects left in books-peatl necklace

Mater inls in process-napers in and vubbotbands on every vol.

Paprtclips lett in volumo
Damaae from papesclip-runty

50. Pamare from paperclip-+ust and torn paper
51. Damage from paperciip- brittle paper
§2. Damaging rubhethands

53. Damage fros trubberbands-on biyittle, unbound vol.
S¢. Acid micration

§S. Collection maintenance unit

56. Selection officer reviow

57. Shelf for setting aside damaged materials
58. Rooks bhelng checksd out for circulation
59. Rookdiop-inside

60. Sort & arrango arcs

61. Rookttiuck

62. Cleaning volimes

63). Prescavation microfilming candidates-sholves
64. Damaar to spine-joint torn

65. Damano to sewinn~-hroken

66. Cover damage-worn

6§7. Cover damage-cloth binding, detached

68. Cover damago-detached hnatds

69. Cover damanc-jeather hinding, joint meparated
79. Texthlock sepatating from cover

71. Covetr damage-spine

72. Damaning booktape

73. Scotch tape on covers

74. Masking tape on covers

75. Sticky 1esidus fron hooktape

76. Cover damage-pamphlet binding

77. tnhound volumea in theo stacks

78. New oversewn volume-does not open flat
79. Volume sewn thiough fold-opens flat

80. Rroken sowing

81, Pamage from photocopying

82. Old oversewn volume-brittle paper cracks as pages turned

83, lew adhesive binding-pages loose

f4. Touvn page

8S. Pamane from hook tape used for tip-fin

86. Paper damago from scotch tape

87. Brittle bhook-oversize plate torn along folds
88. Brittle bhook-illus and text on different paper
89. Brittle bonok-sewing brokan

90. Mmittle hook-fllustrated

91. Fifttle hook

92. Sending new hooks out foy commercial binding
93. cuL bdinding slip

94. volumes rehound in-bouse

95. work being done by {n-house hindery staff
96. Work heing done by in-house tindety staff
97. Rebinding sequence-before

98 . " text block with now and shecots

99. " after

100. Paper tepaft-japancse tissue

101. Protective enclinsures~commercial

102, mittle newspaprrs

1IN, Searehing tonls fy microfmm teplaemont
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104. nicrofilm camera opeirator

105, Rrfttle book & r1eplacement microform
106. Rook sandwitch .
107. Food-beer bottle in stacks

108, Fond-breakfast spliling on hook

109. Food-hook as coster

110, Foord-coffeo stain

111. Mnuse

112, Mice damane

113. Cockroach in card cataloq

114, Cockroach damage-view of stack area
118, ¢€nckroach damage-detall

118. Water damage (running title “"Death by water®)
117. Water damane-swollen from aly diying
118. water damage-soluahle inks

119. Mould

120. Ronks stoted on floor

121. Rooks stored on f[loor

1272. noxes of hooks on floor

123, Causen of water damage-sin’,

124. " -~ plpes

129, “ = radiators

126, * - open window

127, hultding under renovation

128, Now construction

8¢
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Conservation {n Morris Library title

The conservation program at Morris Library is one of the few shot of

tomprehensive programs in the country. Its primary function §s to

people at
1aintain the collection in usable candition. The Local Bindery and vorkben~h and
Conservation Lab share space on the seventh floor of Morris Liﬁrary. boardshear
The ¢nnscrvation program cannot be successful, however, without the
1eip of tne entire library staff. Through the effarts of all those
hancling library materials, unnecessary dasage can be prevented.
Scme of the obvlous probiems encountered fn the stacks are due
t> patron abuse or fgnorance and to simple neglect of stack
maintenince. Conditions such as fore-edge shelving, 1ittering,
Teaning books, and headcap damage cause unnecessary wear. pan of stacks
in disarmay
TDENTIFYING CONSERVATION PROBLEMS
In urder 13 recognize beoks in need of repair and to provide
twe proper raintenance, one rust first understand the structure of outer
stractice
¢ t.preal case-tound book. A typical book 1s made up of the book
pect { or group of bound pages) and a protective cover. To reassemble rezssciblu:
3 Yook, enssheets meade of hedvy paper gre first tipped onto the book bock blook
blrck. A woven cloth cslled super ts glued to the backbone of the endshests
teov bleck.  This super, 8loag with the endsheets, §s used to attach
super

A strip of scrap paper is then glued
At this point the book is
redy to be cased-in, or reattached to its original cover. This
drvoang {wmen 1s also included in the handout) represents the same

tne book block to the cover.
1y the bacitone to help secure the super,

1indng paper

‘ . cover &
et of book structure, book block
l4n handling tooks, one should be aware of the ceneral condition

e e e Mo tre book block is sagqing or pulling awdy from fts draving
[P X

saten g e exstly repatred,

hinye @red rieds to be tightened. This is 3 commoa probtlem

However, these items cannot be identified

TAovtifa
lcose hin:e
Uy stpl, loaking at the volume on the shelf; they must actually be

. tight hirvae

f,"r

-
~
~

Conservation lat

handled. Some repairs are ecsy to recognfze without close examination,
such as a loose or damaged spine. 1n some fnstances, the paper of the
book has become fragile due to acid deterioration. In cases such as
this, the {tem cannot be repaired. If pages have actually broken

off, the book should be sent to the Conservation Lab for brittle

book processing. Because of the overwhelming number of brittle books,
those which are intact and not in current use may remain on the shelf.
Ttems needing repadr should be routed to the Local Bindery.

REPAIR & MAINTENANCE

1 a book in peed of treatment can be caught before extensive
repair s required, treatment can be simple and fnexpensive. for
example, the cost to tighten hinges s only 35¢, whereas having @
cover replaced commercially costs $6.62. The time required for
processing and repatr also varfes significantly depending on
whether the item con be treated fn-house. The time required for
fn-house repair fs minimal because the procedures are relatively
simple, Lloose hinges are tightened by applying 9lue with o knitting
needie and pressing unttl dry. It s dmportant to apply the glue to
the hinge area only; the spine of the cover should never be glued to
the backlone of the book.

Often the spine becomes damaged because of rough or careless
hsndling, exposure to ultraviolet Tight, and the normal wear and
tear due to frequent use. If caught before further damage occurs.‘
it can be repafred quickly and {nexpensively. The old spine s
carefully removed and the bookcloth of the cover {s peeled back
slightly to allow a new spine to be attached under tha cloth of
the cover. The new spine made of bristol and matching bookcloth
is attached by gluing one side to the hinge and cover. The spine
itself is never glued. It is {mportant that the new Spine s
properly affixed to the hinge. The olher side is then attached
in the same manner. Once the new spine §s {n place, the book-
cloth which was peeled back 5 then reglued. If the bookcloth
matches closely, the repair 1s not very poticeable. When the
procedure {5 ccmpleted, the book must be allowed to dry in a
book press so that the hinges become tight on-e again. The
original spine §s trimmed to remove the frayed edges and re-
attached or mounted onto the new spine.
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In some cases, a book cannot be bound or repaired due to fts portfolio When loading a book truck, never f11) a1l the shelves on one
unusual format. A small volume of loose plates or pamphlets, for side and then attempt to move the truck. This makes the truck im-
example, should not te shelved without protection. A portfolfo Yow t0 balanced which causes 1t to tip when in motion. The books fnevitably
can be constructed which encases the ftem and prevents the loose Jasten w11 slide off, causing considerable dasuge. If only one side of the loadins ?;i
sheets from falling out. | book truck needs to be used, the books should be placed in the cnt?;;i;; s
Other ftems require protective encasement because they cannot widdle of the shelf.
be repatred, such as this voig;;‘affected by bookworm damage. A Never load a truck with the books pliced on their fore-2dge.
“phase box” can be constructed to it the book exsctly so that phase box Fore-edge shelving is never acceptable, even as a temporary measure. .
there 4s no movement inside the box which could further damage the This can cause the book block to loosen from fts case, espectally {::§;Snst
volume. The book should always be placed in the box right-side up bow to with oversize or heavy volumes. If the volume 1s too tal) to shelve
with the spine to the lefs so that ft will sit on the shelf properly Sfaaten vertically, ft is better to shelve 1t on fts spine rather than on fts
There are also some books which are boxed because they should fore-edye.
not be repatred, such as old leather volumes with detached covers. To properly Toad a book truck, care must be taken to evenly dis-
Interleaving paper should be fnserted inside the covers when there tribute the weight. The top shelf should be filled first, with the
is evidence that acld 1n the Jeather cover has begun to damage the  #olander box truck stationary and the shelver moving from side A to side B. The loading
pages. Grosgrain ribbon fs used to hold detached covers in place. shelver remains on side B to 1oad that side of the second shelf, then ig“:iz
The knot should always be placed at the fore-edge of the book. The how to moves to Side A to complete Joading the middle shelf. Extraneous property
Item 4¢ then encased in 2 cloth-covered, clam-shel) box called a fasten materials such as paperclips, bookmarks, or pressed leaves should be
solander_bo' . Both the box and the book are charged out. removed before reshelving. This s also an appropriate time to select renoning
‘5' With an average book costing $25, one can realfze the impact chart: ocst ftems in need of repair. The shelver remains on side A to load one paraphernalia
which the conservation of library materfals can have on the budget "i‘,::i’,{“:ﬁ side of the bottom shelf and finishes on side 8. Never overload the
for purchasing or replacing materials. truck.
It is important not to crowd too many books on & shelf. Books
HANDL 1KG PRACTICES should be spaced far enough apart so that they may be easily removed. overcronding
ca d. by bdevkends
There are & nunber of ways that each one of us can prevent carmying Always use a stool when shelving overhead. This allows you to ko to ehelve:
damage which occurs fn handling Yibrary materfals. Often it {s just too jnny read the call numbers accurately and handle the books properly. Re- wse of £tool
& matter of correcting bad habits. Careless handling of books not dﬁg;;i;g shelving §s an opportune time to practice stack maintensnce. Such
enly results in damage but also shows & lack of respect for library habits as strajghtening books should be a normal activity during straiphtoniv:
materials which may be imitated by 1ibrary patrans. It is our tonning shelving. When properly used, bookends can prevent a row of books
responsidility to educate patrons as to proper handling in an effort from leaning. A N e ,
to conserve resources, If staff members have a poor attitude toward Large foljo-size volumes should always be placed flat on the™
conservation of Vibrary materials, how can patrons be expected to shelf, no more than four volumes high. It fs necessary to move the s;;;:::g
devrlop the proper attitude?  Books should be handied with care and ;;z;zi?g top volumes before removing a lower One.

never tossed or dropped. Carry only a few books at a time, always
providing support and settina them down with care,

o8
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Never remove & book from the shelf by pulling at the top of
the spine. Headcap damage such as this can be prevented by first
pushing in the two adjacent volumes anu then grasping the book
firmly by 1ts sides when pulling. Often, spine damage occurs by
tugging or grabbing at books on the top shelf. Always use & stool
to reach an overhead shelf so that the volume can be properly re-
moved. i

It is important to maintain good housekeeping practices such
as removing Jitter from the shelves and dusting. (Simply pushing
the dust around does not remove the dirt.) When shifting the
collection, clean can be easily done. Books and shelves should be
vicuumed with a hand-held vacuum cleaner available for loan from
the Conservation Section. For ranges that are very dirty but where
shifting {s not required, books can be vacuumed directly on the
shelves by adjusting the amount of suction. Individual books
should be cledned with a One-Nipe brand dustcloth which is chemicalty
treated <o that it picks up the dirt.

Under no circumstances should Scotch tape or any adhesive tape
be used to mend & torn page or fnsert loose pages. Over time, the
tape breaks down, leaving adhesive resfdue and permanently statning
the paper. This s often & serfous problem because well-meaning
patrons try to “repair” pages themselves. lor should s cover (or
the binding) be mended with masking tape, electrical tape or so-calleo
The damage csused by these pressure-sensitive
tapes 15 not reversible. There are certain tapes which are considered
“archival®, or safe to use because the process is reversible. Filimo=
plast fs one of these archival tapes, although ft fs only used on a
Timited basts. It is suitzble for taping small tears in new maps or
repairing torn covers of unbound periodicals. All other mending
prodlems should be routed to the Local Bindery for repatr. In the
bindery, tears are mended with a strip of Japanese paper torn to fit
the st2e of the tear. Wheat starch paste 1s used to affix the mending
The mended page §s then allowed to dry, with the
When properly done, the result is

1€

"book repafr” tape.

paper {o the tear.
aid of a strip of blotting paper.
a nearly invisible repair.
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One of the most serfous problems affecting all Vibraries is
the mutilation of books and Journals. The most cosmon mutilation
problem s journal artfcles which are ripped out. Other forms of
mutilation are underlining, turning down pages, and cutting out
pictures or coupons. A partial solution to this problem iy to
educate the patron as to the serfousness of the probdlem. Many are
unaware of the expense {nvolved in replacing missing pages, the
{nability to replace certain items, and the frustration it causes
other patrons. Even after efforts at educatlon, some selfish
people will continue to muttlate. Therefore it must be stressed
that defacing state property s a serfous crise and the offender
can be prosecuted.

Another type of boo abuse s rough handling while photo-
copying. A book should never be forced open in order to obtain
8 clear copy. This places a strain on the book's structure and
can damage the spine. Nor should the cover of the photocopy rmachine
be used to put additional pressure gn the book. The proper way to
photocopy s to support the volume while copying, applying only
gentle pressure on the Cover.

Phonograph records are put into special binders designed to
protect the disc. Loose pamphlets which accompany the record are
sewn fnto the binder. Lfke books, ft {s important that records are
not allowed to lean as this will cause warping.

Comman sense should be used when handling maps. Do not try to
remove & single map from the bpottom of a drawer. The weight of the
maps on top of 1t can be considerable, causing the map paper to give
way, especially at the corners. Groups of maps should be stored in
folders within a map drawer to allow easy removal. A stool should
be used for higher drawers so that the {tem can be more easily lo-
cated and removed. Care should be taken in removing ftems so that
strain is not placed on the map paper; folders on top should be
removed before & lower one §s taken out.

With proper handling and continued maintenance, this unnecessary
damage can be eliminated, Conserv16g~!Ibrar}fresources requires just
a little effort on the part of each one of us, yet has & tremendous
impact on prolonging the Vife of & book.
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Conservation Office
Stanford Libraries
June, 1980

General Disaster Guidelines

There are some practical steps to consider when organizing a disaster
prevention and action plan. The firs: group below covers prevention and
pre-planning suggestions. The second list offers ideas for action if a
disaster or problem occurs.

PREVENTION AND PRE-PLANNING

1. First, an emergency phone list of library personnel with current
numbers is important. The list should be distributed to fire, police and
administration. One person must be designated to receive the call, assess
the problem, and initiate the phoning of others if necessary. If people are
assigned "vital" jobs, they should also designate a back-up person.

2. Priority areas within libraries should be established so everyone
knows which is to be saved first, second, etc. if that decision has to be
made. These priorities should include also which materials can be abandoned
if necessary when cleanup time comes. Remember to save the shelf list or
catalog. A second copy on microfilm off the premises is desirable.

3. Emergency procedures for dealing with fire, flood, bomb threats,
tornadoes, etc. must be clearly understood by all staff.

4. Sources for emergency supplies should be located and contacted ahead
of time in case of disaster. These might include: generators, pumps, trucks,
fcrklifts and pallet movers, freezer space, cartons and freezer wrap, fumigators,
fans, dehumidifiers, sling psychrometer (for measuring temperature and humidity),
book carts or trucks.

5. A list of resource people such as plumbers, electricians and carpenters
should be included.

6. Staff members should be knowledgeable abour where to turn off electricity,
water and gas, or know who can respond immediately.

7. Have a ready list of conservation experts to call upon for advice.
Remember that the Library of Congress has preservation experts available for
emergency advice and consultation.

8. Have a small stockpile of emergency supplies on hand. Plastic sheets
to throw over book ranges may save precious volumes while pipes are being
fixed. A wet-dry vacuum or mop up equipment will prove invaluable. A roll or
two of clean newsprint will offer opportunity to start air-drying a few wet
books immediately.

9. Fire extinguishers readily avzilable and current are necessary. Having
staff trained to used them appropriately is important. Use only extinguishers
appropriate for paper. Kncwing what to do to keep fire isolated to one area
until the fire department arrives may destroy one section but save the library,
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10. Set up an accounting system with authorities so it can be put into
play immediately - or understand the process already set up. The lack of this in
a large organization may cause time-consuming delays.

ACTION

1. First, don't make hasty and foolish decisions. Follow your plan,
consult experts, proceed with deliberate haste.

2. Make sure the building is safe to enter. In case of standing water,
be sure all electrical hazards are eliminated. Wet floors are very slippery,
personnel should be warned. The fire department will always make the final
decision on the safety of the burned building. Listen to them - don't assume
in your anxiety that they are trying to slow you down.

3. Once in a disaster area, assess the damage as carefully and logically
as possible. Have personnel who are familiar with the material assist. Take
careful notes on the material as it is for insurance purposes as well as plan-
ning. Photographs are very helpful. Inform your insurance carrier or risk
management office.

4. After a first assessment, retreat to a quiet place to decide your
plan of action. Contact experts who have had experience and ask advice after
explaining the situation as carefully as possible.

5. In case of water and smoke, vent the building as soon as possible. It
is imperative to bring down the temperature and aumidity. Turn off all heat,
and 1f possible turn on the ventilation system, even the air-conditioner.
1f need be, break out windows. Measure temperature and humidity and keep track
of it so you will know if it continues to fall.

6. If parts of the building are safe, but a roof has been lost, cover
material to avoid further damage from exposure.

7. 1f large amounts of material are wet, put your action plans into effect
to get them to a freezer. This involves keeping records of material, handling
all wet material with extreme care, loosely wrapping individual items so they
won't stick to each other, boxing items one layer deep and spine down in
boxes, and sending to a freezer facility where temperatures are at least -20° F,
If material is floating in deep water, you may have to have the water pumped
out first. As long as material is submerged there is much less danger of mildew,
There:lore, weigh how much you can handle at a time, and leave the rest submerged
until you can rescue it, but the quicker the better. Material coated with mud,
slime, or sewage can be rinsed very gently under cool running water before
packing if necessary.

8. Matevial just slightly damp can be air-dried in a cool, dry facility.
It should be stood on the head end with pages slightly fanned if possible.
The surface of the table should be covered with clean layers of newsprint, As
the book dries, the pages should te interleaved with newsprint or white paper
towel. As the towel becomes damp it should be changed. Air should be kept
circulating, the temperature and humidity kept as low as possible. Interleaving
sheets may be impregnated with thymol if desired to help prevent mildew.
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9. In large areas where mildew appears, fumigation with thymol may be
necessary. Call upon a professional exterminator to do this.

10. For single sheets, flat material, prints, etc., drying may take place
flat and between blotters or several sheets of clean newsprint. Extreme care
must be exercised with art prints to avoid destruction of the medium.

11. All film, slides, photographs can be immersed in distilled water
(or cold, clean water) and sent immediately to the nearest photo processing lab
alerted ahead of rime to the arrival. /Caution: some emulsions may be water-soluble.)

12. Be careful about making on-the-spot decisions if it is not necessary.
Ycur pre-plan should have helped you decide what material cam be lost if it
needs to be. Everything will tend to look impossible at this point, and material
you may decide to discard as hopeless, will often be salvageable.

13. Burned and charred material requires special care in handling as the
paper and bindngs are very britcle. Support single sheets on cardboard and secure
then with another sheet of heawvy paper or card on top. There are ways to remove
the smell of smoke, the most effective is by using a vacuum chamber and ozone.
Many times burned books are easier to replace than restore, but this depends
on the kind of library and its materials. Perhaps having materials available
for research use until new material can e bought is worth saving much in spite
of obvious drawbacks.

14. Once material is frozen, it can stay that way for a long time. This
gives you a chance to consider various alternatives for recovery. Even if
air-drying is decided upouun, freezing material allows you to dry what you can
handle at one time without being overwhelmed. And freezing at extremely low
temperatures offers the added advantage of drying out material in the freezer
while it sits there.

15. If you are missing a roof, walls or doors, arrange for security. Also
wut into effect that part of your plan for moving out everything, re-roofing,
or whatever is appropriate.

16, For training, have staff and volunteers read Peter Waters' booklet,
Procedures for Salvage of Water-damaged Library Materials, Library of Congress, 1979,

17. All floors, shelves and surfaces touched by water and/or smoke must be
thoroughly scrubbed. This should be done with a formalin solution or other mold
inhibitor like thymol dissolved in methylated spirits. Care must be exercised
in their use.

18. Large masses of frozen books can be dried successfully by the vacuum
process. In one process, the ice is sublimated (vaporized without first melting)
and collected on & panel to be drained off after a load is done. In another
process the water is evaporated under pressure and drawn off. These successful
methods have been described by Corming Glass Museum and Library, Stanford
University Library, McDonnell Douglas, General Electric and Lockheed.
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STARFORD UNIVERSITY

Thoughts on Mounting Exhibits

Conservaticn Qffice

1. Do not allow contact between paper of unknown characteristics (acidic,
high lignin, etc.) and leather bound volumes. Do not place exhibit cards
or information sheets on top of books unless acidity is checked and is
neutral or higher.

2. Do not oil leather before an exhibit unless exhibit cases are environmentally
controlled.

3. Control the light, be especially wary of UV light as spewed forth by
fluorescent tubes. Employ UV shields in cases.

4. Do not lean one heavy book against another, as extreme stress results
in vulnerable areas such as hinges. Always use a book cradle or comparable

support,

5. Avoid using “he book on display as if it were itself a pedestal - don't
place another bovk on top, or an artifact.

6. Never, under any circumstances, place fine old books upside down in the
display case to show off bindings or covers unless well-suprorted on a
special cradle.

7. Mylar strips or smooth glass blocks may be used to hold pages open.

8. Keep book spines off hard surfaces, use a pad underneath, or a cradle.

9. Be especially sensitive to leather on the spines of old, tight books, and
the hinges of hollow backs.

10, Do not force a tight book open. Make a special cradle to hold it and use
mvlar strips to hold it opem at a natural angle.

11. For extended exhibits, or with especially precious material, turn exposed
pages daily.

12. Manuscripts may be exhibited and handled easily by mylar encapsulation.

13. Single leaf items must never be mounted directly against glass ~ good
museum board mats are a must.

14, Water colors, especially with pale, faded colors, or tinted prints
and maps cannot bear any exposure to natural light. Even a few hours of
direct sunlight will c.use serious damage to such items as well as photographs.

15. Keep track of the temperature and humidity inside the display case. You
may be creating a miniature hostile environment.
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INTRODUCTION

{"unsarvation Services has bee¢n established st Princeton University Livbrary
to provide processes, treatment und consulting services for Preservation and
tonservation of library and archival materials. Our mujur goal i3 ta fncresss
thy usaful life of collwctions. We sctively pursue this gosl theceugh:

1. Preservation: Examination of deterlorsted materials to select
the must efflcient and offective slternative to stubilize the condition
of the itew under cansiderstion.

2. Procsssing: Prebindery records and controls all items sent
to the commarcial binderias.

3. Trestments: Book Rapalr performs mending, repsiring, and
rebinding of buoks and puper to conservation stundards, snd/or
Desctdification:  the spraying of bucks wilh sf alksline solution
tu neutrelize deatryctivw sclds tn paper.

Lt

Alternutively, incressing the life of collections may result from consulting
stuff sbout sterwge, Ighting, hesting, binding design, sheiving, or truining.

These Guidelines hove baen prepared to sssist staff in binding prepsrations
and tha use of our ofher services. Thay will be constantly updated until wa
©o¢ . nibook with fully covers (ha subject. We would spprectate your

Bob Parlisment
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5.1.2

L

3

NOTES ON PRESERVATION

A comprehensive pressrvation program includes preventing
damage tn materials as well as treating materials as
they hecome deterforated. The following notes provide
int-rmation and guidelines on how to prevent damage.
They should assist all library staff in the proper care
and maintenance of the collections, Further detail on
topics dealt with in these ®Notes™ may ba requested from
the Preservation Department {x2223). All staff are
encouragjed to suggest additional topics for inclusion in
this section.

SHELVING

Proper shelving can qreatly extend the useful life of
lihrary materiala. Unnecessary damage can be prevented
by tecognizing destructive shelving practices that cause
the dreakdown of a book’s binding structure. Volumes
incorrectly shelved and handled give way to stresses
that can permanently warp bindings, tear a book from {ts
caver, crack spines, and crumble  Dbrittle pages.
Attention to good shelving practices and keeping shelves
arat gnes 8 long way toward preserving our library
¢collections and encouraging users to follow our good
example.

HEMOVING VOLUNES FROM THE SAELY

po nnt pull a volume off the shelf by the head cap of
the spine. Push the two volumes on sither side of the
drsired volume back slightly, leaving the book free to
be grasped solidly.

Tilt nut the first volume in a tight row by placing a
finger on the top of the book and tipping forward tar
enough to grasp the volume.

Push in bhonkends after a volume is removed to keep
remaining books straight.,

Latge volumes shelved flat should be removed one at a
time and placed on a table for use.

ise a step stool to reach high shelves,

Shelve bonks vertically, in an upright well-supported
position. Make sure each row of bouks is straight and
suppoarted hy a bookend,

Placr bonks tan tall for the shelf spine down, but avoid
volumes projecting out into the aisle.

5.2

Shelve oversize volumes flat,
but not more than three.
near the shelvi g area,

ideally one to a shelf,
Provide consultation space

Fasten securely all portfolios and boxes protecting
fragile materials.

Before reshelving, dust books to remove damaging dirt
and set aside for review volumes needing repair.

CLEANING BOOKS AND STACK AREAS

Particulate matter, dust, soot and dirt is an unending
threst, especiaslly in New York City. Dirt is more than
an unsightly nuisance; it can abrade book materials, and
i ntroduce destructive chemicals which hasten
deterioration.

Whenever sections are being shifted, dust each volume
before placing it on he new shelf, In addition,
establish a regular cleaning cycle simed at working
through the entire collection every three to eight years
{depending on the sjze and value of the collection,
focal dirt conditions, and use patterns}, This thorough
cleaning should include removal of every {tem, cleaning
shelves and sach volume. I1f possible, use & small
vacuum cleaner with soft-brush attachment and use
Endust-treated cheese cloth. Do not use the mineral
oil-impregnated cloths provided to the Facilities staff.
Work from the top shelf down, exercising extreme caution
in handling brittle {tems. Duting this process, damaged
or deteriorated volumes can be {dentified for treatment,
Units undertaking a cleaning program for the first time
should consult the the Preservation Department.

Eliminate foreign materials from the stack area. Food,
‘drinks, and smoking apparatus should never be permitted
around ghelves. Shelf labels should be of the type
which f{t into brackets on the front-edge. If tape must
be used, be sure it does not extend above or below the
edge of the shelf; this is necessary to keep the
adhesive trom the bocks.

KEEPING OPEN STACKS NEAT

The natural tendency {s to leave things as they are
found, or more so. If books& are haphazardly sprawled on
shelves, users are likely to be casual about handling
them. But {f they're upright in neat rows, users will
tend to keep them that way, and may even straighten up a
toppled row {f it is a8 conspicuous exception to overall
neatness. Give enough time to straightening and
cleaning to create an overall impression of care for the

H
i ,’

BEST COPY AVAILABLE



Q

ERIC

Aruitoxt provided by Eic:

books s that readers wili be {nclined to perpetuate the
arrangement .

STAFF FOR SHELF MAINTENANCE

To accomplish all these things, one person should be
given specific responsibility for the appeararce of the
shelves) in a large stack area, this responsibility may
be divided, by area, among two or more assistants. A
crash program of straightening up may be easily combined
with re-shelving, she!f-reading, weediny, etc. The
responsible person should have these notes as a gulde,
and should be encoiraged to suggest major shifes,
rearrangesent of shelves, requests {for more book-s#nds,
etc., as appropriate,

MICROFURMS

Mirroforms have their own specific reguirements for
proper  handling and storage. Safeguards against
mishandling will prevent unnecessary wear and tear.
Microforms are eastly scratched and torn {f not handled
correctly, Because of the heavy use of microform
service coples in libraries, the more rigotrous archival
standards established for the storage of master
negatives are impractical. However, since repair and
replacement of any library materials are both costly and
time consuming, all efforts at proper care and handling
will help tn extend the vseful life of microforms,
Supplles mentioned below are avaflable from (UL Supply
Room or the Reprography Laboratory.

HANDLING

Clean, well-matntained reading equipment can prevent
damage to film. Dust and dirt on glass flats gcratch
and ahrade the emulsion obliterating the image. Clsan
equipment rogularly and Faep lens housing covered when
not in use.

Handle microfilm only by the edqes or by the leader; and
fiche by the header,., Fingerprints leave otils and acid
on the surface which blur the image and attract dust and
dirt,

When working with & larqe quantity of microfilm or
fiche, use white cotton gloves to avold fingexprints or
scratching,

Tesrs that are spotted should be repaired before the
film goes to the ghelf. Further damage can occur when
torn film is used on a reader, Torn film can be
tepaired by the Reprography laboratory staff using
splicing equipment. Pressure sensitive tape should

75
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never be used to repair tears. Film with extensive
damage (where text is lost) may nesd to be replaced,

Foll film should have adequate lsader and trailer for
casier handling (st least 18" of blank film at each
and), Users will be able to loisd reading equipment more
casily, preventing damage from fingerprints. Leader and
trajler can be spliced to film by the Reprography statf,

STORAGE

Nicrofilm should be stored on plastic reels, in closed
boxes. Metal reels with sharp edges should be replaced
with plastic; damaged or worn boxes should be replaced
to keep out dust and dirt that can scratch film.

Remove all .rubberbands on microfilm reels. Sulfur {n
rubberbands causes chemical reactions that damage film;
and even sulfur~free ones can damage.

Full reels of microfilm will stay neatly wound by
thomselves; shorter titles that tend to unwind should be
secured with paper wrap-arounds available from the
Reprography Lab (x4884).

Rewind microfilm reels firmly but not too tightly. Film
wound too tightly may buckle or scratch and film can
stick together when temperature and humidity are high.

Microfiche are best stored fn  individual paper
envelopes. This provides protection from dust, dirt,
and abrasion, Renove any plastic wrappings or
rubberbands for storage. Filing without envelopes {s
not harmful {f temperature and humidity are kept low to
prevent the sheets from sticking together.

INSPECTION

All microforms being added to the collection should be
visually inspected for completeness, overall appearance,
and readability. Some of the problems to watch out for
ares

-=- blurry image

-~ deep scratching

-- too light or too dark image

-=- anything that causes tae image to be
illegible

-- missing or out of order pages, lssues, etc.

The Reprography staff is available to help confirm these
problems.

Hicroforms produced outside the Reprography Lab with

~J
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5.4.1

problems of image guality as well as any bibliographic
anomalies should be brought to the attention of the
Acquisitions Department. Unacceptable microforms should
be re urned for refund or replacement. Micropublishers
that s ow rapeated problems should be identified so they
can he avoided in the future.

CONSCIQUSNESS-RAISING AMONG PATRONS AND STAFF

USER AWARENESS ITEMS

Conscinusness-ralsing bookmarks, stand-up
photocopying poster designed by the Preservation
Committee are available from the Preservation
Department. Please request supplies as needed.

sign and

AUDIO VISUAL PROGRAMS

Audin-visual programs from varfous lihraries are
available through the Preservation Department, A
department may contact the Preservation Department for a
training session on any aspect of preservaticn,

DISASTER PREPAREDNESS

The Disaster Preparedness pPlan is available in every
dopaftment of the library. It is in a red binder and
ahould be accessible to all staff, 1t is the responsi-
bility of the Preservation Department to come (o your
atdd tn & disaster situation and the Head of the
Preservation Department should be notified immediately.
Please become familiar with the Disaster Preparedness

6.0.2
6.0.2.1
6§.0.2.2

6.0.2.3

consultation with Group Directors and

COLUMBIA UNIVERSITY LIBRARIES PRESERVATION COMMITIEE

In the Fall, 1981, a Columbia University Libraries
Preaservation Conmittee was established.

CHARGE AND MEMBERSHIP

Charge: To advise and assist the Head ouf the

Preservation Department in determining preservation
needs of the library system; to serve as liaison and
resource persons on preservation; to assist in setting
goals and priorities relating to preservation; to
consider policy and procedures in relation to
presarvation; to accomplish specific projects relating
to preservation.

Memberships Librarians and supervisory staff chosen fin
Distinctive
Collection Librarians.

Representations Technical Support (1)
Services {1)

Resources (1)

Distinctive Collections (2)

Resulting in a membership of seven, with two year
overlapping terms, with reappointment capabilities,

MAJOR PROJECTS OF THE PRESERVATION COMMITTEE

The Disaster Preparedness Plan

Patron and staff awareness posters, bookmarks, and stand
up signs.

An environmental sutvey and recommendations in the area
of environment.,

THE RLG PRESERVATION COMMITTEE

The Preservation Committee is one of the programs of
RLG.

GOALS

The Pressrvation Committee s charged to provide the
Piesident with advice on projscts required for the
establishment of @& cooperative preservation program
within the partnership, Specific counsel should be
given on, but not limited to, the following:

1. Development of a plan for sharing preservation
responsibilities and ensuring continuing availability of
research resources in all appropriate fields,
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2. Devitlopment of & means to exchange information
regularly about {tems pressrved at member institutions.

3. pefinition of policy issues governing preservation
responsibilities of RLG membars that correspond to thair
collecting responsibilities.

4. Systems development work required to use RLIN
effectively for preservation purpnses, e.g., sharing
information about items preservaed, provision of
management reports, etc.

S. Evaluation of available technologies related to
preservation to determine RLG's potential role as & site
tor pilot projects, testing, or experimentation.

6. ldentification of special data bases or retrospective
convaersinn projects that would expand cnveraqge of {nfor-
matfon within RLIN end assist in supporting rational
cooperative preservation policies.

~I
o~
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This procedures me.ual gives dctadled, Astep-by-step descriptions of
ertabliahed Preservation Divislon routinas and raflacts Currant practices.
Any of these routinas may change in the future; st that tima the procedures
manusl would de updated. the manusl docusants the antire range of what can
happes to & book onca 1t is charged to the Presarvation Diviaton office.
The Yals Presarvation Department $s sesponsidle {or the maist: snce of the
Tale Universfty Library's research coizaction in useble condition. It §a

compt fned of thres diviafons: Prasarvation, Preparsgione, and Conservation,

Iach Jiviston has {ta own srea of responsidility and axpertise, and all thrae
wvork closely torether to find solutions to the proolems of collaction
Preservation. Tha Presarvation Divisioo has diraect reaponaibility for the
saintenance of the circulstiong collacifons housed 1p tha Starling MHemorial
(SM1L), Sesley C. Hudd (MUDD), snd Cross Campus (CCL) 1fbrarfes; %t aerves in
an advincry capscity to Apeciel zollectfons and to the achool and d;plr:-en:
Hbraries {n 1he YU syster.

Ttcms in need of preservation sttention sre referred to the Tresmrvat foun
Blviston by tle Clrculatfon Dopactment, The divimion ataff chargos materie}
into the oiffce asd conducts s thoragh search to determine how the ftem fica
fnto the collection as 8 whole; whether or not the {tem i3 comawrcislly
avatlnhle, and, $f s0, tn what format and st vhat price; and ine physical
rondition of any relevant voluxes. This tnformation allovs the sppropriste
subjest apecialint to make e decimfon about the disposition of the deteriorsted
ftem{n}.

The forxs used, s2cords kept, and thorough presrrvation ssarch conducted
were all develop.d to suit conditions st Yala's Starling Memorial Lidbrary and
to 7411 tom nesds of that collectiim. Each procedute can ba adapted to f1ll

lusal rerde, rach seop revised to F4t Jocal conditions.
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PROCESSING BOUKS

Ttems that sre in poor conditfon or that have othar presarvstion probleas

are senl to the Preservation Division. Circulattion parsonnel will bring theas

itess to us or books sre placed on tha talde by the supply cadbinet 1n the

Circulation Department Off ice vhera wa pick thes up. Each ftem fa examined

and screened.

Y. Can ftem bs gant for New Case Only 1. Books can ba sent to s commercisl
(NCO) or pamphiet binding {pan)? binder for RCO 1! the paper ia
suffictently strong and flexible,

and {f the leal sttachment 4s
sound. Ii ti. tem's impiint {a
pre-1700 and merts the criteria
for NCO, 8 sesrch must be done in

case 1¢ might be & Befnecke

candidate. Sae p. for criteria

for NCO. Small ttems of &' thickneas

or las® with strong flexible paper
can ba sent to the fn-house vepatr
unit for pamphlet binding.
YES: Charge nto Freservation Soe belcw. Follow fnatructions
Office. for NCO, p.
NO: Charge book fnto Preservation See section below for charging in

Oftice. {tens.
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CIARCING BOOKS_ 1IN

. Make out search card.

Sy

SEE 1LXAMPLE FOR FORMAT

2. Have out charge card.

o é‘ 2
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3. Place dook on dated search shelt.

1. On a® x 5" lined f1de card, supply

the following information:

b.

Call number

Complete author entry, and

trenslecor, editor {f applicable

Complete title

Flace, publisher, publication date

Series pote (4f sny)

4. Place charge card in file to go

to Circulation,

GEAC.

Barcode § {1f ftem has one)

Stampad shelf dste (Each sesrch

shelf will have 8 different date.

F111 ona shelf before changing

the date stamp ard starting a

new shelf.)

Any toformation or special

instructions regarding the book

({.e. repatr only, missing pages,

charging info). See p.

6. File the charge cards {n the

for

“In-Process' fila.

instructions on handling fragmentis

7. The number of books charged in

and empty covers. "Repair only”

cre recorded on the statistics

would be poted for volumes.

sheet.

Fi1l out & stall charge card fincluding

the folloving fnformation:

b,

Call number

Brief muthor and ticle

Rarcode # (if 1tem has one)

Fublication date (1f no barcode)

Stamped shelf date,

BEST COPY AvAILAB E

5. 1lnput and/or updste lacation on

3.

6.

Hake sure the search card i3 in the
book so that the call number can be
seen. Fit as many books as s

reasonable without crasming on the

shelf. Books are usually laid flat.

Someone from Preservation will take

the charge ¢ards to Ci{rculation
periodically {at least once a weck)
to update ths location on GEAC. 1If
the dock does not have a harcede,
Preservatiocon staff wvill add the ticle
to the date base and attach the
sasigred bdbarcode to the charge card *
with double-afded tape. Sce page
for procedure.

Cards are filed by call number.



DIACHARGING BOOKS

The procedures for annotaling search cards prior to discharging a dook

from the Freservation 0fffre are given with the description of the {ndividual

process (NCO, replacement, etc). This section concerns the handling of the

ctall charges f1led in the main charge card file.

1. Pull chatge card fyom f1le. Croma

out call number,

2, 1f the book has a barcode, attsch
barcode to charge card using a
raperclip.

3. Are GFAC rtecords being updated
and bnok rerurned to circulstion?
YtS: Flsce charge card Yn book

with the "Discharge” note
showing. Place book on
truck for Clreulation
plckup.
N2 Replacement
Transfers
Discard

CHE ITXAMPIFA(S) FOR FORMAT

O
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1. Make note on tha card of what
happencd to the book 1f it 3 not
going directly to the stacks (i.e.
teplacement by, transfer, discard)

2. Barcodes must sometinca be removed

from & book by hapnd.

3. Circulation staff wi]l ujpdute GLAC
information, by changing location

and status,

See instructions for processing, p.
See instructions for processing, p.

See instrucitons for processing, p.

Check 811 books received in Preservation to determine if any can be sent

to a commercicl bindex for NCO. For any books that can be sent for NCO proceved

as fullows:

1. Is this vo.ume part of a set or
caries?
YES: Check all other volumea in

the stacks for condition.

NO: Proceed to atep 2,

2. Charge book im. 2.

3. 1s there a bsrcode 1in the book?

YES: Remouve barcode and attach

it to the search card.

NO:  Procced to Step 4,

4, Annotate search card. 4,

5. file search card in Bindery 5.
flle.

6. Arpotate thy charge card. 6.

BEST COPY AVAILABLE

All voluses of a st or series
needing NCO are sent at one time.
Note color of other 1ibrary bound

casings.

See instructions for charging books

in §.

Be as careful a ponsible to keep the
barcode sticker i{ntact. Attach the
removed barcode {n the upper right-
hand cormer of the mearch card with a
a paper clip. (If the barcode {5 on
the inner pages of the book and not on
the cover or flyleaf do not remove i,

Annotste th: aesrch card "In Book."

“To B for NCC," number of volumes,
volume numbe s in parentheses and the
date,

File by call numher.

“To B for NCO"™ and the date on the

back of the char, ¢ card.

85



7. File charge card {n Main file. 7. File by call number. co

8. Fuc flag dn hook faatructing Books with lopse, torm, or broken bindinga can be sent to a commercial

[ & to "
Frepatations to “Retura to 18bresy bindev for NCO 4f the paper is stzong, the leaf atrachmeng sound, and

£ e
Fresesvation the textblock ingact. The condition of the psper can be checked by folding

9. Fut flog specifying "New 9. Specify color 1f book {s one of a 3 cosner of & page; the paper must be able to withatand s double fold. 11
Cane :Only" and the binding series or aet bound in eone color (or mote thsn one type cf psper ia uacd, check all typea. The les attachsent
color It necessary. & predeainant color.) mu3l be acund snd the textblock in nne aolid plece. 1If pnly the first or
10.  Put bouks on the Preparations 10. Preparations gialf ~ollect materials 1sct pages sre looae, they can be tipped down by Preservation Office staff, and
shelf. from this ahelf on Fridsy sornings. the Look can then be asnt for NCO. I{ more fnvolved repsir is necesmary ({.e.,
veving the textblock, psge repsir), the ftem can be sent to Conservation for
SEF. EXMMILLS

NCO preparation.

Ly
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OV,

With the revound volume in hand,
pull the search card from the
Rindery filc,

Annotate secasch card. 2,

Have a1l voluses on scarch card

been returned?

YEL: Annotate search casd and
file in dead file.
MO: Reflle scasch card 4n
Bindery fiic,
Discharg cards for yeturned &.

vodume{n),

F<AMPLES FOR FORMAT

PRESERVATION SEARCHING I - CATAIDGS

1.
2,
“Returned from B,” pusber of volumes,
volumes' nusber® in parentheses,.
date.
3.
"Done” (underline this final annotation).
See instructions p.
4.
5.

Pull one shelf's vorth of seazch 1.
cards.

Alphabetize cards by main eatry.

1s there a main entry?

YES: Procced to step 1,
NO: Chack shelf ltst.

Check each entvy in the card 3.
catalog, wesally the Public
Catalog (PFC). Compnre entries

for corrections or additions.

Add the number and dates of 4.
volumes for & set, or total
Lioldings with dates for &

serial.

Note other editions of that tigle , 5,
genetally {n order Ly date of

publicarion.

Choose the carliest shelf to search,

Monographs or sets of monographs can
be checked ip PC or OC. Japanese and
Chinese must be checked in PC; serials
can be checked {n PC or the Serials

Catalog. Hake sure the call nurber

and a1l isprint dnformation are correct.
Add the number of pages in the item,

the author’s dates, series notes, and
other pertinent information.

For a gpet, enter number of volumes to
the right of the call number ("5¢v.")
and the fnclusive publicat’Zon dates
after the date already entered. Enter
holdings of serisls under the imprint
information (Holdings: v. 1-43, 1875~
1010). All gaps nust be {ndicated.
1f a seriols listing is complicated,
make 83 copy of the holding cards and
otaple to search card. Mark search
card "holdings attached.”

1f Yale ouns no other cdftions o1
copies of that title, enter "only ¢. Cry. '

Other editdons should be noted vith the

89
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6. Bote {f Yale owns different 1itles

b)’ that author. 0.

7. MNote {f there sre collected worke 7.
of that suthor at Yale and {f the

wathe contain title betug searched,

ERIC
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date of publication underlined, the
call number (4f the firet part of the
call number duplficates that of the
volume beling searched, ghow three dots
and then the part of the nuader which
differs), the nusber of volumes, and
any special potes (5th ed.™ or editor's
name 3f different). Volumes &n ocher
collections need only ahow the dato

of publication and the collection name.
Show where ghe volume being searched
fita in by date with a caret (A). 1§
an axact duplicate fa held elnevhere,
show it by "Same™ with the location
underneath. If ftem in hand 15 a
translation, search catalog for other
edft fons only {n language of ftem in
hand. HNote translator's name. Also
note existence of any editions {n
original language and/or {n Englimh.
Take extras blank search cards with you

in case you peed then,

1f so, enter "Others"” on the far right;
i4f no, enter "Only."

1f none are found (works are ifsted
before a1l other titles), enter “No Wks"
on the far right. 1{ there are works

in the same languape as the volume

being searched, show the ¢-11 number,

the number of volumes, and wvhich volume
includes that title {f contents are
analyred. Simply nofe that works are
held {f {n a ditferent language only
(Wks in Ital. only). If there are
»any editiona ({.c., more than five or
81x) of an author's warks, just note
this fact,
8. Cleck any entries not found in the

Fublic Catalog in the Shelf Liat

Catalog under the call pusber and

recheck in the PC.

SEE ENAMPLES FUR PORMAT
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BRIGHAM YOUNG UNIVERSITY: Two pages from Emergency Handbook

WATIR LEASARE/TLOERS
1. Call taw Untvarsity Polics (x2232) snd repsrt.
2. Cal) the Muilding Marshal (23535) snd repert.

L ettty the Seiveqe Tean. Cal! 1w erwer 1isted msil o
wmter of tha taas i3 reached.

-
L Tllen Nclrady w2812 731890
o Soen Lareee 24304 7-13¢9
.. Robert Lapiness 7684 200-0409
; . = ~ Meagy J. Qloem AT C 04N
Soronn M rm ey i 2%- 187
' ) & Turn off ans melng suy electrical eeutmmnt 1s the path of
A o : . torveding watar. (8 Aal 3TONG 1n walar which may e I8 COntact
) : - “ wta 1w wires.
- S 2. 8. Caver sffected baeh staces with plastic shoeting snd tage.

2 et reneve ey metarial frem sheives.
[ 8 h-nlﬂ‘nmnﬂ-nnlﬂmnmom Cal) Arg

'm o L . Boparemmet (a2981). o .
X o .. 7.) fveruste and secure the ares afYectes By ﬂnﬁn.
- o 0 ST R Fellew tastrctions frem dnvierstty Molice, Saivegn Tesn sad ;
N e T e T e gL s nulmuugnnnl - . !
.- m&bih':~ . .:,-L-.-r- 3 p‘c\,,ao.u..;: - .s- . .... ‘\.l.t _.._..~ .- i
P ' o LRFCEE - eTe (¥ ERIPUCLIRNN P T LA - - |
- * !-OM'J\‘—'“":':‘" l'-\- -'G'“*"M‘" ?“".‘F“, -‘-‘"’»w. R S O o .’ o §
e . i "";.‘ ...--.\‘--l .'- » - tes . - .en . . !
ACCIDEWTS AND MEDICAL ENERGENCIES
1. Call Ustversity Police {x2222) and report.
2. Call Buitaing Marshal (x3535) anc report.
keep victim still - DO MOT MOVE.
4, Cover victim with Dlankel, coat, etc. “
5.  Asminister first atd 1f traimed,
[ Clear area of spectators.
7. Stay with victim unti] help arrives.
8.  Deterwine cavte Of accident, report to Building Marsha) and
corvect ¢ possidie. 1Y 1% 13 not possidie tO cormect, pOSt
4 marning uigm. 1
1. Follow fastructions from University Police and the Building ]
Rarshal, 1
10. C(omplete & BYU Accicent Report for Stugent or Guest or s
Supervisor feport of Accisant ang sudbmit to Building Marshal.
|
RCCIDENT & MEDICAL EMERBENCIES - IWVATER LERKAGE AND FLOODS
FIRE
CRIME/URNDORLISM
- \ ¥, -‘
- t-wa-ﬂl‘nv.*ww: J‘. ¥
| BOMB THREATS
'EURCUATION (Non-Life Threatening) :
EURCURTION (Life Threstening) - R

Je BEST COPY AVAILABLE
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UNIVERSITY OF UTAN

TAB FOLDER Using Promatco 10 or 20 caliper library board.

1. A. Measure length and width of book, using ruler and triangle,

Turn bock over and repeat. ﬁ m

Take largest of both measurements. []
A

B. Measure height of book. Place a board on top of book, .th:::::ji 5

apply gentle pressure and measure with ruler.

C. Cut a plece of scrap board the exact length and width dimensions of the
book. This will be used as a guide. On this piece

mark in pencil the measured height of the book.
Mark an additional measure of 1/16" on this guage.

II. A. Cut a piece of board (piece A) sufficient to wrap around the book( Three
times the width plus two times the height), plus at least 2"
and cutting it the exact length of the book.
(Grain should run vertically)

LENGTA
oK
b doo K

B. Cut another piece of board (plece B) sufficient to wrap around the length
of the book (two times the length plus 2 times the height), making it the
exact width of the book.
(Grain should run vertically)

-
wiDTN
&"
III. Begianing with piece A : eos
OR MORE , DESLN LA pry -y ——

wikys BF

' A
A. Me-sure 2"“from left, mark with pencil point and using ruler, draw a line.
I

3 ]
B. meas._re a tab, approximately 1" in width in this area.

z. With the scrap board guage you have cut out, position on piece A and mark

with penecil on the right side s
top and bottom. Remove guage 2 f}
and score between these points ,79/’/
with ruler and bone folder. i??/j
!T
BEST COPY AVAILABLE
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Iv.

with height of book measurement which has been marked on the guage, measure
from the first score, top and bottom, - ,
adding the additional 1/16". Mark with | | L

i 2 :

pencil point and score.

V.ang guage, position on plece A, placing left cormers of guage next to the

last score line. Mark pjece A top and "

bottom at right cormers of guage. Score. __} .
]

—

Using nheight measurement on guage, mark top and bottom of piece A, adding

only 1/32" additional height to r :

this measurement. ;J- = '
- ,

ton
!""

i

v, e
‘

'

)

Using guage, repeat step E above. Mark and cut off the excess. (An additional
1/16" may be cut off this end, in order to make a better fit, if desired.)
w

i
P

*
Cut out the tab and fold along all score lines.

I

=

{ ot

-

Take piece B. Center guage on piece B. Mark both top und bottom and score.

Using height measurement on guage, mark top and bottom and score. (Do not
add the additconal 1/16" onto this measurement. Score.




C. Fold all score lines.

V. Check to make sure piece A and piece B fit the book. Round corners. Trim
and round tab.

VI. A. Position piece A and piece B together.. Piece A is on the ocutside.

B. Measure position for tab slot.

e R L
H

1. if book height is 1ess than 3/4'", the tab slot i
will be on the side of the folder, approximately [::
1" from edge, 1X%"long,1/16" wide. ‘

1
\
i
[

2, 1if book height is 3/4" or wore, the tab slot may —_—t
either be on the side or on the cormer. p—— pnoce e
¥ |
S !
~ |
;] ] |

C. Paste plece A and piece B together, but if slot is on the side, de not
paste around the area of the slot.

D. Press under weight.
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SOUTHERN ILLINOIS UNIVERSITY: For ILLINOIS COOPERATIVE CONSERVATION PROGRAM
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MATERIALS:

1] paper cutter

2] glue: polyvinyl acetate adhesive (PVA)

3] Japanese paper suitable for cutting into strips [Sekishu, Kizukishi, Goyu)
4] waste paper

5] waxed paper

6] unbleached linen thread or heavy carpet thread
7] sewing needle

8] small glue brush [3" to 1"]

9] scalpel and blades or x-acto knife
10] ruler
11] bone folder
12] scissors

"h “h u hluu Latlju uh [T HIWTTTA T WG Lo iia o aih cabaiiie W al"h Ldthadthe IWTTTWHTEWTH Hhatpfuil)

Tip-ins are loose pages or groups of pages that must be inserted into
volumes. Often they are errata slips, replacements for misprinted pages, an
index or table of contents, or photocopied replacenents for pages missing or
torn or cut out of books. It is important that photocopied replacement pages
have inner margins of at least 3/8 inch; if not, they will have to be recopied
or guarded with a strip of Japanese paper. If rep’acement pages are copied on
both sides, the te:.t material should line up.

Sing’e sheets are easily tipped-in; however, judgement must be used when
tipping-in & number of pages. If the inserted material is too thick, it will
put strain on the binding and damage its structure. Materials too thick to be
inserted shovld be rebound with the book or the entire item replaced. In some
cases, it may be appropriate to bind the material separately and shelf it next
to the book.

uluh uhl"ln u\ul" duhl“h uhlu -lu A uh‘u \ "\\lulduh ul uhl“h uh “h u\; hlu N"hlu ﬂuh llu!duhlu'tlul\luhluhlulAluhluhl"hluhl”

PROCEDURE FOR TIPPING IN SINGLE SHEETS

1] Determine if the textual material will fit
into the book. If not, the sheet will have
toc be recopied or reduced to fit,

2] Place a ruler 1/4 incn in from the inside
margin and crease the sheet upward against
the ruler with a bone folder.
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PAGE TWO OF TIP-INS

If the margin of the sheet is less than 3/8 inch or if the inner margin of the
book is less than 1/4 inch, see procedure for guarding below.

3] Place the fold of the hinge into the inner margin of the book and mark the sheet
for trimming on the top, bottom, and side.

4] Trim the sheet using a paper cutter or a ruler and scalpel. A piece of card-
board can be used as a cutting surface to protiect the work table.

5] Place the creased hinge between two sheets of
waste paper so that only thea creased area is
exposed for gluing.

6] SGlue the hinge with PVA. [Too much glue is
not desirable and will stick pages together
or wrinkle the sheet.]

7] Position the folded edge of the glued hinge
as far into the book's inner margin as possible.

8] Using a finger or the bone folder, rub the
hinge to adhere it to the page.

FOLDED HING E

WASTE STWIrsS

9] Place waxed paper into the inner margin on either side of the tip-in to protect
adjacent sheets from moisture/excess glue while drying.

4

tl"hl"h "ld“h "hl"h 1% “h "h'uh{uh uh ”\A'”ll‘u“ "hluld"huhluh ”hl“hluhl”hluh uh nh uh ”h ” 1 1TYY "ld"h(uh u\‘ uh Y "h 11\ "h "I

PROCEBURE FOR _GUARDING SINGLE SHEETS FOR TIP-INS:

1] Place the sheset to be tipped-in into the book and mark for trimming (if necessary)
at the top and bottom. Use this procedure also for single folded sheets.
2] Trim the sheet using a paper cutter, or a scalpel and ruler. C(Cut a strip of
Japanese paper [Sekishu] 1/2 inch wide and somewhat Jonger than the sheet.
If the inner margin of the book . so narrow that the hinge of the tip-in will
be over text, use the thinner Japanese paper [Kizukishi].
3] Place the tip-in sheet between waste sheets

with approximately 1/8 inch of the inner mar-
gin showing. Glue the edge of the sheet with WASTE STRIPS

PVA. Remove the waste strips immediately and

|/b r

throw them away.

4] Place the edge of the Japanese paper strip over
tre glued arca and rub with the fingers or &

bone foider to secure the attachmen:. Place
the glued hinge between waxed paper and under

a flat boarc and 1ight weight to dry. L JAPANESE
th PA® S5
|

¥ gy b/




PAGE THREE OF TIP-INS

5] Trim the excess of the Japanese paper strip off the top and bottom and proceed
to Step 2 of TIPPING-IN SINGLE SHEETS above.

T T T T T L L T T R T s T T T T LT T T T T T T T T N TT T P T TRNTT TN T TT IR TR TR T

PROCEDURE FOR TIPPING-IN SEVERAL SHEETS:

1] If the inner margins of the replacement pages are at least 3/8 inch wide, place
a ruier 1/4 inch in from the inner margin of the first sheet, crease the sheet
upward against the ruler, and fold. If the inner margins are less than 3/8 inch,
the sheets should be recopied with wider margins or a guard of Japanese paper

added [see above]. EONEMRGMI:
2] Place the sheets one on top of another : i
with 1/8 inch of inner margin showing. . WASTE STRIPS
The folded edge of the first sheet PR 53
should be turned under, “ -:.
3] Glue the exposed edges with PVA, separ- "‘
ate the sheets, and lay them one on top :'" '
of another with the inner margins lined \4 o '::‘:.:::ms
up exactly. *‘;. : ""'".Z:;“b
4] Proceed to Step 3 of TIPPING-IN SINGLE ] SICEEETIN
SHEETS above. ST

PROCEDURE FOR TIPPING-IN SEVERAL FOLDED SHEETS:

1] Remove the staples. Place the folded sheets into the book and mark for trimming
[if necessary] on the top, bottom, and side.

2] Trim the sheets using a paper cutter or a ruler and scalpel.

3] Cut a ninge strip of Japanese paper [Goyu] 3/4 inch wide and the length of the

sheets. ForomD MHINaE

47 Fold the hinge strip in half and place it FQL?:EET‘
around the folded edge of the sheets.

5] Thread the needle with a piece of thread N ﬁ

2% times as long as the sheets. Starting %
in the inside anc center of the “olded et

sheets, sew the hinge stri; to the sheets.

Use 3 holes for short items and 5 noles for \\u W

long items. End with a square knot. ond  start

BEST COPY AVAILABLE % 98




PAGE FOUR OF TIP-INS

WASTE
STRIpP

6] Using waste strips to protect the item, z
glue-up the hinge strip and place the ;2
item as far back into the book as possible. RINGE jgh“-.‘\
7] Smooth the giued hinge with the fingers :
or a bone folder and place a piece of
waxed paper on either side of the tip-in
to protect adjacent sheets from moisture/
excess glue while drying.

""“‘"“'"“'u""“‘u“'u“lu'""“‘“‘""“'““'““‘"“‘.w‘ TN TDTTERCH DT T TR T VT T ol abhs Lifh, u"l““‘u"‘"“ DX I T TIN T TR T
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Princeton University Instructions for making Book Wrappers (2) Princeton University

' ) Conservation Services
TREATMENTS MANUAL Conservation Services
Firestone Library o A Fireatone Library
A
Instructions for making Book Wrappeors vertical R
€—————-length :
plece .o
1. Generally, the material used for book wrappers is acld-free map folder stock, .010 _horizontnl piece
thickness, For Inrger and heavier books. .020 thickness can be used.
widih = length of bouk
3. Cut one piece of paper with these aimensionsa: width = wea length = 3x width of book ¢
width = width of book (at widest point) idth of thisp 2x thickness
length = 3x length of book plus 2x thickness of book gook ° wa
or, langth can be laft long and trimmed down Iater -E y
: g length =
3. Cut another plece of paper with these dimensions: Al lx length — ~
width = length of book (at longest paint) of book + \/ .~ wrap this way
length = 3x width of book plus 2x thickness of book 2x thick-
or, again length can bs 12ft long and trimmed down later ness = book wrapped in first
plece of paper
4. Position bhook at one end of first plece of psper, Wrap psper sround book, cressing ) P
at cdges with fingers (seo diagram A, scyarate sheet). {
4
5. Remove book and go osver creases with bone folder. Trim off excess paper, {f any. —width—
6. Re wrap book in first plece of paper. Make sure it fits well. Leaving book wrapped
fn poper, place wt one end of second plece of paper. Wrap and cresse as before (sca
diagrom B .
7. Remove hook and go over creases on second piece of paper with bone folder. Trim @

off excess paper, if any.

8. Glue the tivo ploces of paper togethier with PYA. First plecr (verticsl) is zlued ON TOP
= adhasive bejween two pleces of paper

A of second piece (hortzontal), It i= not Necessary to giue entire surface - just s few lines hurizontal
(s o) ahensive is fine (sce dingram C). plece
 am * = e L N i
9. When dry, place book In center of wrapper. In peneil, mark top finp '1', bettom flap Y — - = cromses
2, spine finp ‘3, and foredge flap '4' (see dlagram C). These numbers will later }
tell the user in what order to ¢loue the flaps. t ‘ [
¢ '
18. e tongoe pattern to trim down flap '4', In general, tongue should be no more 3 ‘ J V @
than 2" jong. ‘' ;| !
¢ , i
11 Wrap fhipy around book in numerienl order. Make two marks on flap '3 as shown In —_ o~ - 1 J
dingram . Unfsld wrapper ond cut slit in fiap '3' with a knife and straightedge. — o~ n
12, Wille corner cutting mochine (or scissors), round ALL corners, including those on ¥ ;
fongue, a
ra ]
13, Agadn wreap Haps sroand book in correct order snd fnsort tongue into siit. Wrapper
{8 complete, \
l ~
~
-
verticul plece goes on top g
™
——y
=
=
=
=
=i
~
* “ ‘ - Fa] b oo
i LE v :
g =
PY AVAILAB 2
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Explanatfon of Student Assistan, Handbook Samples

A handhook for student sssaistante fn the conservation unit is in the
procens of belng developed. 1t 4s not o°r intentfon to write a new manual
bat to gather the procedures, with modiffcations that meet our needs, that
we une on A tegular vasis (gencrally from Jane Creenficld, Hedd Kyle, and
tarolyn Horrow) and consolidste them §n a binder for each student. When
a student joins the ataff he/she will add to the binder each new procedure
a4 it is Jearned.  In addition, we sare writing s series of “check 1ist"
of steps for each procedure that our students can foilow esstly and quickly
without always having to refer to the detafled fnstructions.

The handbouk is genetally divided into the following cstsgorics:

b. Ceneral department fnformatfon {nciudes scheduling, f11ling out time
sheetn, pay schedules, breaks, production expectations, etc.

2. Mow books ape made gives general {nformation about hand bound books
versus production hooks.

Voo tare of tools, SQPAY'YQf“ﬂﬁq.EEEQ “°'*’“!,hﬁkl£! reinforces what (s
fepularly stressed,

. theek dgsts and (nstiuctions of al) procedures done fn-house,

S Min o vllancous departaental practices gives explanation of flags,
tatthe taping, keeping statistics, RUSH matesiala, brittle books search-
fnp, ele,

6. Appendix will hive samples of matestals used {n the bindesy (paper,

cloth, hoatd wivit and when to use each), varfous paste fecipes, eic.

Care of Tools and Equipment

You are responsible for your hard toole and the cleanlinass of youtz
work space. You ste slso expected £o coopsrate in keepfng order and

cleanliness {n the department.

Care_of Mand Yools

The following tools are yours to use while you are working {n the
conservation unit, They are to bs hapt in their container and put on. your
"work in progress” ghelf whan not bsing used.

Bons foldsr 1" Brush

Scalpel 4" Brush

Sce-through and metal rular Round paste drush
spatula Saall water color brush
Paring knife Dividers

Scissors Tweesals

Potter's needle Sswing neadlias

Eresers ~ Pink Pear!
Hagic Rud
Mers Plastic

A1l other tools snd matarisls are sither {n the gray cabinat or
on the peg boatd adove the work benches.

At thae end of each day you ehould wash your bons folder, knife and brushex
with sosp and vater. It is important that ALL sdhesive be removed from the
bristles. If adhestva bufld-up ts oot checked, the bristles become hard snd
the brush &s impossible to use.

Maintaining Your Work Spsce
When you sre finished Jorking for the dsy, put the books you are working

on and Fouf hand tools on Your shelf. Throw avay sll paper used for pasting,
atc. Wipe area clean. Center the Yy sheet of Dinder's board with several

sheats of waste paper on top so that ths space {s ready for ths next worker.

Dspartment Proceduses

It i everyons's responsibility to keep the department picked up, clean
sud in order. The following will make ths department 3 more plessant and

productive place to work for everyone:

103
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Fut 81l used waste paper and acrapes of cloth in the trash
container.

Respect others working by not spreading what you are wotking on
sround the department,

Put off cuts of paper and cloth back in their respective drower or
bin. Cloth pleces large enough to be used again ghould de rolled
snd put fn the box next to tha cloth bins. Containers on top of the

map drawers ave for small picces of paper that can be used for
past ing.

Be sure to remove all staples, clips from watertals being cut on the
board sheater or the guillotine. As s safety precsution, the blede
of the board shearer should be dowm when not in uae.

Everyone takcs 8 weekly turn keeping the wink area clean. Check the
schedule posted on the monthly cslendar next to the sink for your
turn.

Put weights and pressing bosrds on the first shelf next to the
telephone after belng used.

University of Cincinnatt Conservation ~ '85

1
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Aruitoxt provided by Eic:

Materisls Used fn Books

Tha sa’erinls used in books snd in their repair have unique behavior
pstterns that effect how s book functions. You need to underatand and
identify these chsracteristics in order to maks good repairs.

Ooe of the sost {mportsnt charscterfistics you will desl with continually
is the "grain® of paper snd binder's bosrd. This means that tlLess materisls
fold or bend mors esaily tn one directfon than in the other. For & bouk to
function well the psges must turn (fold over) ersily. In other words, the
“grain™ 1s parsllel to the spine of the book.

Three ways to find the grain of paper.

Visually. Msny papers, including most Japanese tissues, have lines called
“chain® ltnes, Iighter than the rest of the paper that srs sbout 1" spart snd

visfble when the papet s held up to the 1ighe. The grain {2 sluays perallel
to these lines.

< N1 PR~

University of Cincinnati - '85
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Bending. This {s perhaps the moat common way to find the grein.
the eheet over in one direction and then in the other direction and feel the

resistunce. The direction with the lesst reefstance fe the dirssticn of the
gratn.

Wetting. Cut & emall square of the paper you want to uee snd lick it on
one eide. The paper will curl into & tudbs, indiceting that the giain is

parsllel to the length of the tube.

Check the esmple folder for the varfous kinde of papers ve use.

19

Covering Materiamls

¥Wa use eeveral kinds of saterial that protact the textblock as covare -
binder's board, museum bosrd and liuraery board. Like papar, board hee s
"grein”, Nowever, the method for detarmining the grain ia somevhat different.

Put the bosard on & flat surface and bend one sdge with your thumd
underneath the board and your fingers on top. Like paper, the bosrd will band
more easily 48 one direction then in the other, dut becausc »f the thickness

of tha material the bend will not ba ae great.
The paim of your hands '
and fingers will curve with
the board wher Lending with
the grain,

When banding across the grailn,
your hands ere forced to zup away
from tha board.

BEST COPY AVAILABLE
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Clu.u

Cluath cannnt be maild to have & grein, but {t does fold more canily
along the long werp thieads parallel to the length of the roll. Also

look for the selvage edge. It 1s slsc o the direction of the varp threads.

SELVAGE

The cloth used in & binding should be cut so that tha warp threads run
pacsllel 2o the spine of the book.

9

flnfversity of Cincinnatt Conscevation - ‘85

198

Adhesives

In the UC conservation unit we usa sevarsl kinde of adhesives - PVA,
psate snd mathyl cellulose. Each has different properties and diffsrent
usss that you should be swsre of.

PVA, & polyvinyl scetate ssulsion, is & good sll-sround adhesive. It fa
vhits (or slightly cresm colored). Becaute 4t has s relatively low motstuts
tontent, it dries quickly creating s flexible bond and the paper it 1a applied
to will cocklae only moderstely, $f at sll. Kovever, bacsuse PVA dries quickly
you will not heve a lot of time to complete » procedursl step. Example: ,ift
and resllign & plece of psper or cloth.

FVA can be thinned with wvater, Tha brand wa use s very thick and must
ba thinned. Sometfimes we combine it with prepared methyl cellulose (see next
section).

Usea for PVA: Tighten books 4n their crascs

Attach pockets to the inaide of covera

“ip-in, attaching ladels

Making & new case

A1l steps of spine repsfr snd rebacking s cover
Affixing cloth to another suxface

Attaching exclosure parts together

Undiluted PVA 1is kept {0 e large tubs on the shelf next to the sink.
Smaliar jars of dfluted PVA and mixture 2re on the f{ret ehalf of the sans
unit.

Methyl Cellulose is o vegetable adhesive, It {s In powdered form and
nust be added £o cool water tc maks & translucent substence. It {s slow
drying and does not have very strong bonding qualiries, therefore, it f2
ususlly mixed with PVA to gake s misture.

Mixture 4s 50T PVA and 50% Nethyl Celiuloss. It extends FVA (snd paste)
and gives you more time to work. Ses appandix for mixing instructions.

Uses for Mixture: Can be used for sny of ths procedures list for PVA,

except tighten books in their cases.

Paste ia made with either pre-cooked whest, rice or corn stesch. Pre-
cooked whest starch is sprinkled onto wetee and best until the desired
conaistancy {s resched. Uncooked starch i¢ mixed with water snd cooked to

the desired consistancy. Instructions for making uncooked and cooked paste

Untvernity of Cincinnati Conservation - 'BS
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sre given by the student supervisor or a student who hae slready lrarned
this procedure. (heck appendix for recipes.
faste cannot be kept for a long period becauss it tands to sold enaily.
Therefore, we add o-Thenyiphenol {thymol can slso ba used) during tha
final ntep.
Paste dries slowly, will atretch snd cockle papar, but .t s casily
removed with water.
Uses for psate: Cleaning spines of boukblocks
Hinging in looms plates and pasges
Guarding l!pnntx‘c; with Jspaness paper
Repairing tears with Japaneae paper

Bucking fragile paper

BEST CCPY AVAILABLE

Working Yips

Neasuring

Here are several wvays to determine the distance between tuo pointa.

Messurs with 8 ruler. This wirks fina 1f ths surface s flat. If you
sre messuring & curved surface, 1.e. tha aplas of s book, the ruler will alip
and the messusesent will be incorreck.

Nark the messurement on 8 atrip of paper and transfar tha measuresent to
the naterial.

Place the item to be mcasured on the material to de used and sark the

neasuresent on the matexrfial.
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BRITTLE BODK PROCEDURE FORM

charge hook to Conservation
search MSL,

pull =11 relevant editions/volumes/coples &k charge
to Conservation

srarch OCILC (and NUC as appropriate)

{ } search microform and reprint cstalogs (aee reverss)
and 1ist available roeplacements:
1. publicher/source s
{ ) rep:int
- o { ) microform
{ ) newer edition
. publiuher/aource s
{ ) reprint
_ | Y microform
{ ) newer edition
{for niiitional nourcca, see reverse)
[ ] mearcn tig Catatog, 1f appropriate
{ ] process

( ) wichdraw:
discharge & route to Catalonging
( ) brittle but fntact: tip in disclaimer & discharge
{ ) replace with commercial copy:
supmit order card, hold book t411 replacrment
received, discharge,;, route both to Cataloging
date orderoed received
{ ) photoropy on Permalifer ™ -
discharge: route original & photocopy
to Cataloging

( ) mierofilm at Micropraphics:
routs to Micrographics for filming -

date sent returned

accessiong Master Negative

dicebnree k route original & fiche to

Catnloging:
date sent ?ﬂ[ﬂ?n(:d__~

report Master Negative:
date sent

I T 19)e procedure form in closed file

11

ERIC

Aruitoxt provided by Eic:

1
2

IR N 112

¥OHL1NY

3Ll

Pivldorranrhic Search Prorcaure

monographs { ) National Rerister of Microform Masterc

L ] Guide to Microferss in Print

{ 3 Guide to Reprints

{ ] Books on Demand

[ 3 International Bibdbliography of Reprints

[ ) Books in Priuvt, British BIP

seriale { ] National Register of Microform Masters
{ 3 Cuide to Microforms in Print
[ ] Cuide to Reprints

{ ] Serials in Microform
{ ) other

Rewspapers in Microfors

Newspapers on Microforwm & Special Collections
Guide to Microforms in Print

Serials f{p Microform

other

nevspapers

[ el N ]
e d d i NS

Additionsl sources listed below:

3 publisher/source

(™ ]

microform
J never edition

$ —_
{ 3 reprint
f
{

4 publisher/source

repyint
I microform
fewer edition

™ o olen
—

d

5 publisher/source

reprint
I microform
J newer editien

- e
[¥]
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PHOTOREPRODUC

call/
Otder No.:

TION DECISIUN FORM

Date:

Aathor s

Title:

ACTION REQUESTED:

Make: neg. (ilm _  pos. fiim ____ binag
____ neg. Eiche pos. tiche __ photocopy
DISPULITION: Pages
__ Tagqget __~ Collation Missing _
Original: withdraw as is
____ discazd box
. _ keep 1n locatfon ____ wrapper
o _ __ annex envelope
il ___ uther
Negative: withdraw
_ fitm _ discard
fiche uncat. for (locationn)
___ cat.
_ Filmu
_____ Master Preservation Copy
_____ Printing Master
Film (service copy)
(other location--
service copy)
Ponitives  withdraw
__ fiim discard
___ fFlche ___  uncat. for {location)
____ cat,
___ Film (service copy)
(other location)
Photocopy _ bind & cat. for {location)
1 side 2 sides acid free
other
selector/Inttiator Fund Date

ERIC
114

o aaton Uoiversdty Library

Polarity:

Dimensions:

Reduction
ratios

Colox:

Emulsion:

Generation:

Bases

Comments/
Condition:

Date Filmed:

Data Supplied by:

X

MICROFORM CHARACTERISTICS

LT T

safety

Pogitive

men (Eflwm)

X

cm {(fiche)

number

monochrome
color
mixture

silver halide
vesicular
diazo

other

ficst
printing
master
service

copy
mixed

Photographic

Service

BEST COPY AVAILABLE
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Negative

Microforms
Librarian
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VYarious institutions:

To: CONSERVATION OFFICL

From: ODEPARTMENT OF SPECIAL COLLECTIONS

initials

Date

LAALAZ 222222 3

Call Number

MNatn Entry

Collection

Other (specify)

AR Seteenecenttse

Please ~lieck request

Evaluazion

Bindings

Paper Repa:r

Boards

Recase

Box/Housing (specify)

Encapsulation

Flatten

Mildew

Insects

Cradle

Mat

Jther (specsify)

COMMENTS

BEST COPY AVAILABLE |
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ERIC

Aruitoxt provided by Eic:

Flags for motimg requisite troatment

Book repair

MINOR REPAIR

minimum

paper hinges

do not detach boards
remount oid spine

tighten hinges
use old case

endsheets -
Metain old endsheets
new endsheets

back -
Testtach super

paper -
tip-in
crompton tissue
repair

spine -
resize
Tepair
replace

forners -
resize
stiffen

other -

e R Bk i Y e

Smgh o PR, L EF AP NN, 4;"¥

'“'To Bo Used With Serial/ "2
% Memograph Decisicn Slip .o«

T (Form 28 E) T X T
pAd e P LI ,'::‘;‘:{-_:‘4’ O
T I L T O T

PP -
R S L N R AP B

PR
DT R T .
b Lo P
PR - E——r o
i Y A N - L

‘Minimum

Book Repair

replece spine

new cloth under old
new case

phase box

book wrapper

tighten joints
remount old spine
use old csse

new endsheets
resew
partial resew

take down to be
sent out
lesther treatment

Specisl Attention

replace super

do not detateh bds.

tip-in

crompion tissue
repair

stiffen/resize corners

other -

66

116



University of Missouri-Columbia

Library News Notes

Issued Periodically for the Number 538
information of the staff of the )
University Libraries

ANNIVERSARY

Oleta Edwards celebrates 25 years with the Unjversity Libraries on
February 1. Congratulations! .

PRESERVATION AWARENESS MONTH

February is Preservation Awareness Month in the
UMC Libraries. The Preservation Committee has
planned a series of articles, posters, bookmarks,
and an audio-visual presentation to rajse the
awareness of staff and patrons to preservation
concerns. The posters, which you will see
displayed throughout the Libraries, were designed
especially for us by Pat Marrinr, whose cartoons
have also appeared in the Missourian.

The repeated audiovisual presentations scheduled for Thursday, February
21, at 10:30 in the Conference Room and Friday, February 22, at 2:00 in
Library Instruction Room 1 will include a videotape on proper handling
of books from Southern I1lincis University and a slide-tape presentation
from the Library of Congress on planning a preservation program which
will be 2 good introduction to the Preservation Self Study we will be
ungertaking in October of 1985. The audic-visuai program will also pe
maede available to the branches, and another showing can be scheduled for
£111s if there is enough demand.

The Preservation Self Study scheduled for the fall of 1985 is sponsored
by the Association of Research Libraries and will guide us in examining
in depth the state of our collections and facilities, analyzing what
needs to be done to remedy the problems, and devising ways to implement
changes. The consultants who will be providing expert help will be
Carolyn Harris of Columbia University who is Chair of the Preservation
of Library Materials Section of the American Library Assocjation, and
Duane Webcter of the Office of Management Studies of ARL,

One of the coals of the study is to increase preservation knowledge and
awareness among the staff. To achieve that objective many s:aff mempers
will be involved on task forces. [t promises to be an exciting ang
challenging time for us all as we tackle one of the most serious prob-
lems confronting our libraries--that of our cetericrating coliections.

Deanaz Ast’e
67
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YALE UNIVERSITY: From Yale University Library Staff News

DISASTER WORKSHOPS out the bazic procedure to
follow in caze of an
The Preservation emergency, and provides a
Departcent has Dbeen good working outline for
concducting a series of developing local
workshops on water-relsted disastevr-prevention and
disasters. (Cay Walker, Head recoverv plans. It has been
of the Preservation distribdbuted to all
:epdartcment; 018011?1 Nio?k' departzents for imelusion in
ead, Conservation vision; Librarv Procedurss Manyal
and Carla Montori, the

(Section B-12). Extra copies
are available from Molly
Schubert in the Librariant's

Preservation Managem2nt
Intern in the Preservation

Department, have given the Office.
vorkshop to the staffs of
over 20 schcol and departoent The Preservetion

libraries, as well as to
several departments in
terling.

Departament will be giving
workshops on other topics
this spring. These include:
Introduction to Preservation,

The presentation covers Commercial Binding, Minor
the nature of water-related Repairs of Library Materials,
emergencies, and how toc be and Brittle Books Procedures,
prepared for and cope with Notificetion and sign-up
one. Special emphasis is sheets will be sent to schcol
lzid on knowledge of the and department libraries.

physical layout of the Anyone with questions about
ouilding, the organization of the workshops can call Carla
the collection, and the staff Montori at 6~817%.

+ines of respopsibility. In
order to invelve 2s much of
the stalf as possible, the
workshops are held in the
varicus libraries. Several
books, ranging from the

serely damp to the thoroughly R T PR M*\ i Ny o
wet, are used to dexzonsirate mﬂs g_x PICTUREOY m H—JO’\IS OFWTTS
ths handiing of wet %),:\?, éf-’-“q-:-_g‘,. : '

=Carla Morteri,
Preservation Mgt.
Intern

materials. X ‘.%,-"“qu. % _ )

‘i “QW%\A_ NT '
| R < 1
The Preservaticn %Q’@/)%Wﬁﬁwfh&@?&g
Department hopes tnat these /;C‘M‘( :?T’i/ 4 \(*“ ;%Q:‘sﬁéﬁ
?isaster werkshops will /’,//.' ‘\ , 7—}\\% «\,‘" 3*5 éj
enable staff to cope / % N
icdependently with minor A f@/’% //%b“‘?i%
propleps; the central staffs v /%;#\?MJ‘}W;. 1
of potia the Comservation and ~ éﬁ"/\‘liié"ﬁ”c% N
Preservatlon Divisiona zre '%"\, ﬁ\\fg_gg:\‘,é&%__mfrﬁ
eliays available fcr ' /“‘»-E.}g;—ﬁ: Jem
ecusultation, and for 7%:1155@
2e¢esistance with larger /;d'%é%“g%

Y o ‘e Y3, N~
probleus. . ~,“f§7,'§.?\"-‘i‘."?3“§“
Much of the pateria w4 ’i“ﬁz’;\-rf;,
covered in the workshop - ;g%}e\\"'g‘o%‘vfi“’
prosentation £s sucrariced in S | ;.Eﬁ:!\,‘?{,{‘;:‘ ‘.?-?é:'gg;hh
tne vale Urniversity Librarv's . ';TEW“‘E‘:‘@T@&;P?}:?{‘.".}! féfsg;:
ignd: Izzegdlaze Aotigrn -m‘;;f.:»nq :’2’-"&:‘4‘4 T EN g

Moneaol., Tbhis brnklet s=ots 68 el e o
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STANFORD UNIVERSITY: From Library Bulletin

Page 220

CONSERVATION NEWS

A new Conservation Advisory Group has been formed to help channe) advice and
suggestions to the Conservation Office from other departments and branches in
the University Libraries' system. At the request of the Conservation Officer,
the Group is working on revising the Disaster Response Plan for the libraries.
The Group,whose members are Ella Harsin, Harry L1ull, Carol Rudisell, Rocky
Nilan, David Rozkuszka, Karin Eckelmeyer, Judy Mader-Mattimoe, Don Intersimone
and Phil Leighton, as well as the Consarvation office staff,have organized
themselves into two working committees - disaster prevention and disaster
action. When che written plan is ready it will be distributed and widely
advertised. The plan will take into consideration only the contents of the
libraries and will be coordinated with the disaster response planning being
undertaken by Roy Stampfli which addresses people and facilities.

As part of the program to help branch libraries evaluate their conservat.on peeds,
and to try to help them meet these needs and concerns, the Conservation Office
this past year has undertaken two collection surveys in branch libraries - one

in Branner Earth Sciences and the other in the Cubberley Education Library. In
both cases special portions of the collections were examined book by book to
determine condition. Each book was slipped with the Conservation Office analysis
of the treatment required by that particular volume. Suggestions were made for
rehousing and/or changing environmental stresses, and a final report written
outlining an organized way in which the collection could be treated.

Treatment varies from phase boxing,to leather dressing, to conservation repair
and/or rebinding,either by the workshop staff or by commercial rebinding. Branner
Library is now sending small numbors of matarial at pre-arranged times to the
Conservation Workshop for treatment. Over the next few years progress will be
made in that particular special collection.

In October the Conservation Office will be scheduling its branch visits for the
coming year. If branch libraricns are interested in consultations they may
contact the Conservation Office for more information.

Sally Buchanan (Conservation Office)
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NARVARD UNIVERSITY: from HUL Notes
Update on Preservation

Number 6

"Update on Preservation" is an oceasional colwm eponsored by the University Library
Preservation Committee. Its purpose ig to bring notes of interest from the *ields
of preservation and conservation to the attention ¢ HUL Notes readers. Information
18 compiled by Doris Freitag and Ann Swartncell, who velcome suggestions and queries.
This article, the sizth in the series, was written by Richard Haas, Records Manage-
ment Officer in the Harvard University Archives.

Records Management

The traditional Records Management Program is concerned primarily with infoma-
tion economy, efficiency, and conformity with law. To accomplish this, the
Records Manager monitors the life cycle of records, from creation through disposi-
tion, always concerned with record proliferation, the proper disposition of
obsolete records, and the legal requirem:nis affecting records keeping. These
programs have proven to be very valuable to many corporations, governmental
agencies, financial institutions, and, more recently, colleges and universities,

Although some non-academic institutions have demonstrated their concern for recording
their history by establishing an archives or by donating records to archival reposi-
cories, many have not. Academic institutions, on the other hand, have a far

greater inherent respect for the preservation of their past, as well as concern

with the more pragmatic aspects of records management. Recording the history of
individual colleges and universities is best accomplished by the preservation of

the small amount of institutional records considered to be historical, primary

source material. To differentiate these records from those of short-term value

is one of the important functions of the Records Management Program of th~ Harvard
University Archives.

Once "ecfficial"” records of permanent historical und administrative value have

been identiriad, we actively work with the origirating office through workshops,
written guidelinez, and persona’ contacts on the proper storage and preservation

of records, prior to their transfer to an archival repository. This involves
addressing the requirements of not only paper records, but also those products

of "new technologies': film, fiche, magnetic tape, COM, disk, and photoduplication.
As a part of this process, the Records Management Program intends to work closely
with the University Library's Preservation Committee and the Library's preservation
staff,

The goal of the Records Management Program is to assist the University in the
efficient maintenance of its information resources while allowing for the corplete
documentation of its history. To achieve this, we must combine the traditional
skills of archivists and librarians with the more pragmatic skills of the records
manager, and employ both effectively.
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- , : AWEEKLY NEWSLETTER
' f } ' FOR THE UNIVERSITY
p W Y . OF CONNECTICUT LIBRARIES

* EDITOR: DAVID KAPP

August 19, 1883

BRITTLE BOOKS: . HOW BAD IS IT?

In 1979 a survey of Yale University's library collection was undertaken to determine
itacondition. The study, the mcst comprehensive and statistically significant survey
of its kind ever attempted, was supported by the National Endowment for the Mu-
manities snd took three years to complets. A rangem sampling of approximately ;
36,000 volumas, seiscted from every library in the Yale system, confirms what has
been suepected about the chalienge we face if our documentary resources ara to ba
rescued from oblivion. The graph reproduced below should put to rest all charges
that the preservation community is guilty of histrionics and idla speculacion,

- : ' - Keeping in mind
;k\ ' - .. that all materials
" : . " that fall under

; the areh formed
by the three
plotted lines are
too brittie to
handle without
risk of damaging
them, this graph
tells us some
interesting
things:

Portoriean & sabrtitisnind s
E & ¥

D
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N
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. Although paper manufactured around 1600 is quite good (paper manufactured
eariier is better stili), the graduai intreduction of varicus chemical and machine
processes lowered its quality over the next 200 years. Thus the percentage of
embrittiement is less than 10% for materials printec in the early 1600s, dbut as
high as 40% for thase printed toward the end of the sightsenth century,

1800 marks the baginning of a sharp decline in Paper quality, a trend that con-
tinues into the century -3 one "improvement” in Papermaking technoiogy foliow-~
ed ancther. Neariy 80% of ail post-1860 imprints sampied are printed on brittie
paper. This high percantage increases over !he next couple of decades, ang
doesn't drop sharpiy until between 1940 and 19580,

S SARIRNES

Since most post-~1940s papers are of no higher gquality than those that pre-clate
that decade, we can expect the papers that look good on the right side of the
graph to exhibit a very high degree of embrittiement over time. in fact, we can
expect all three piottec lines to arc highar ang higher towards 100% embrittie-~
ment as our library materisis cuntinue to age. Only eariy papers, and the smaijl
percentags of acid-free papers that have been used since the 1970s, wiil remain
strong and flaxible, and counter this trend,

More than 70% of the sample of materials printed during the 1940s and 'S0s
eiready exhibits a high dagree of embrittiemeant. The useful sheif Jife of maodern J
papers, then, is often no more than thirty to forty years.

The only sanguine feature of Yaie's findings is that they are hard evidence of the
importance of convincing publishers to use acid-free papers, and the urgency of com-
Miting resources to library preservation programs. (Jan Merriti~-Olgham )
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Southern lllinois
University at Carbondale
Carbondale, Illinois 62901

Morris Library

June 11, 1981

TO: Department e.md Divison Heads
geim
FROM: Carolyn Morrow, Conservation Librarian

SUBJECT: possible infestation of silverfish

A book and paper eating insect, the silverfish, has been captured on
the seventh floor—presumably among material brought up fram Humanities.

Please be on the lockout for these creatures,as a full-scale infestation
could be very damaging and difficult to control.

Silverfish are very swift and move around
mostly at night so they are difficult to
detect. They are pale and segmeanted with
long antennas and usually grow to about
1 cm in length. Silverfish do not bore
tunnels in paper like 'bookworms'' (beetles
in the larval stage) but skim the surface,
creating grooves and obliterating printirng.
Actually, it is the sizing they are after,
though they are also fond of paste on the
spines and starch on the covers of books.
Visit the Conservation Iab if you would
like to see one.

Please alert your siaff and report

any silverfish you see to me. Or if
yvou see any fresh damage.

cc: Dale Cluff
Art lLeogue

72
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HARVARD UNIVERSITY

Preservation and Conservation: Clinic, Exhibit

Preservation and conservation are the themes of the latest Widener Library
exhibit and an upcoming workshop by Allan J., Thenen, Paper Conservator. Mr,
Thenen will conduct a paper repair workshop for library staff members on
Thursday, 19 March, from 2-4:30 in the bindery of the Andover-Harvard Theo-
logical Library. Tne workshop is open to all library personnel; however,
space is limited to ten participants. Those interested should leave a mes-
sage for Doris Freitag, Book Conservator in the University Library, at
Wadsworth House. 5-3650.

The exhibit, "Keeping Harvard's Books: Preserving Information, Conserving
the Artifact," originally prepared last spring by Mrs. Freitag in honor of
Edwin E. Williams, is again on display in Widener Library. A review of this
exhibit by Sam Ellenport of Harcourt Bindery, Inc., will appear in the March
1981 issue of Library Scena. The exhibit, says Mr. Ellenport, ''remains with-
out a doubt a tour de force of orgonization and presentation. . , . Unlike
most of the exhibits about preservation and conservation which I have seen,
this one dies not cepend upon the dramatic, striking examples of rarities
found within a collection tn attract one's attention. ., . ., By presenting
examples of problems found in any likrary, and showing the means by which
they may be approached and possihly solved, Ms. Freitag has created a pre-
sentation that focuses on the common problems [with] which most users of 1i-
braries are . . . unfamiliar." Mr. Ellenport describes the exhibit in detail.

Preservation/Conservation Workshops

Doris C. Freitag, Book Conservator in the University Library, will conduct
two workshops on 'The Preservation and Conservation of Library Materials"

for members of the University Library staff. The workshops are in two parts:
a theoretical discussion, which will be held in the Pfeiffer Room at the
Divinity School, and a practical demonstration, which will be held in the
Conservation Bindery in the Andover-Harvard Library.

The dates for Workshop I are 13 and 20 November. Workshop II will be held
on 4 and 11 December. All sessions begin at 9 a.m. and will last until
approximately 1 p.m. Because space in the Bindery is limited, enrollment
rmust be limited to ten participants in each session. Interested staff mem-
bers may sign up by calling Wadsworth louse, 5-3650.




SOUTNERN ILLINOIS UNIVERSITY: For Illimois Cooperative Conservation Programs
\

\

LINOIS GOPERATVE CNSERATION PROGRAM
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ﬁ INDIVIDUAL TRAINING SESSIONS n :

IN LIBRARY CONSERVATION, COLLECTIONS MAINTENANCE,
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AND BOOK REPAIR :
Workshops being held by ICCP around the state are providing basic information on con-
servation and preservation problems and specific information on preventative mainten-
ance for library collections. Demonstrations of simple conservation and book repair
techniques conducted at the workshops allow participarts to observe solutions that can
be applied in the local library. However, participants attending workshops frequently
nave commented on the need for further hands-én training for an appropriate memoer of
the staff. To meet this need, ICCP is offering an opportunity for intensive individual
training, tailored to a specific library. In contrast to the workshop experience, the
individual training sessions enabie the trainee to acguire an artillery of basic skills
and deveiop efficient work habits and experience in decision-making. Training is pro-
sided by ICCP staff using the facilities of Morris Library's conservation lab. During
ICCP's grant period the training session is free. The participating library covers the
cost of transportation to and from Carbondale, accommodations and meals. Depending on
the needs of the participating 1ibrary, sessions can last from one to five days. Typ-
ically, a session would include in-depth, one-to-one training in:

1] BOOK REPAIR TECHNIQUES for circulating collections, including tightening hinges,

replacing torn endsheets, rebacking, mending torn headcaps and recasing detached
book blocks into their original covers.

2] MAINTENANCE TECHNIQUES such as simple binding for paperbacks and pamphiets; encap-
sulation of flat paper materials; and paper flattening, cleaning and mending.

3] CONSRVATION TECHNIQUES for rare, unigue, or local history materials,. including
proper storage, refurbishing, construction of custom protective boxes and port-
folios, and treatment of bound leather volumnes.

4] EQUIPMENT, TOOLS, AND SUPPLIES needed; prices and suppliers; setting up a work-
station; cost of treatments and workflow.

Training is tailored to the needs of the spacific library collection and the responsib-
ilities of the trainee. Additional topics are covered if appropriate, such as efficient
use of commercial binding services, proper exhibition mounting, or developing a brittle
book replacement program.

ll'lllllll.llOlllllll.ll'!lllllllllllllllllllllllllllllllltlllll.lllll!l!!ll!l.ll‘lll

FOR FURTHER INFORMATION AND TC SCHEDULE AN INDIVIDUAL TRAINING SESSION, CONTACT THE

lLiinots COOPERATIVE CONSERVATION PROGRAM </0 Morris Library, Southern 11linois Uni-
versity, Carbondale, [1linois 62901 [618] 453-5122
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OF PRINCETON UNIVERSITY
CARE AND HANDLING A basic sheet available in General

DO'S AND DON'TS Reference and handed out to the 600

freshman each semester during library
and conservation orientatien.

Shelve books upright, not on foredge. Correctly shelved books are snug
enough to stand up and support one another but loose enough to be easjly re-
moved from the shelf.

Do __not remove books from the shelf b ulling on the spine with your
finger. Push in the books on either side ol the one you want an en remove
your selection by rrasping it on each sid. of the covering.

Avoid flip-flopping. Use a book end and keep the hooks tight. Standing
v.. one board weakens the structure (especially the hinge) of the book.

Oversized books should be shelved loying on their sides, in order to
prevent straining the binding.

Do ‘not undertoke any mendin ourself. Do not use pressure sensitive
tape or unknown adhesives -- they are extremely difficult to remove. Any

items needing attention should be forwearaed to Conservation Services. We have
the people and supplies to do the job quickly and carefully.

Avoid pressing books down onto the photocopier. Select a copier with a
plate at the side of the machine, so that the book can hang over the edge of
the copier. Oversewn and brittle books are readily damaged by pressing too
hard. Brittle books should not be copied whenever possible.

Do not carry e larqe pile of books in your arms, use a8 book truck to
avoid damage from dropping.

Do not pile books on the goor, use & book truck, or better yet, shelving
(which should be at least 4" off of the floor). Should there be even minimal
water seepage or leakage, books on the floor can ba quickly and seriously
damaged.

Food and beverages may encourage the growth of pests and vermin, be
careful where you store and consume food. Spills and crumbs may stain and
damage books and paper. Keep food and beverages in designated areas and
not in stacks, carrels, or work spaces.

Excessive heat (over 70°F) and light (close fluorescent fixtures or sun
light) will increase the rate at which library materiadls deleriorgle. Do not
place materials over radiators or near fluorescent lights or sunlit windows.

Open_stiff books carefully, do not force the boards or pages open; it
may Dbreak the back of the contents and hasten its deterioration.

Basic_house keeping is important; a neat and clean work place helps to
prevent accidents and reduces the deterioration of books and paper from soiling.

Conservation Services
Fall 1983
B-17-E

Phone: 4473

Princeton University Library



COLUMBIA UNIVERSITY: Plastic bag to protect books on rainy days
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CARE AND HANDLING OF LIBRARY MATERIALS
A User’as Gufde to Preserving
the Yale Unfvereity Library's Raseasch Collections

The Yile Untiversity Library 1s the sscond largeat univeraity library in the
Untted States, with over eight million vulumes. It $s alsc one of the oldesk
acadumic ifbraries in the country. This collection of research material is
esvential to the continulng davelopment of tha University.

We ask that yuu, tha usec ot tns lidbracy, assist in the sfforr to presarva
this fmportant resvarch collection by taking proper care of the materials you use.
Please observa the fullowing guidelines.

Thank you,

CARE AND HANDLIRG
Handle buoks with cars, eapecially 1f tha paper &s brittle.

A weil-bound book will opsn flat and stay opsn. MNany books, hovavar, will
fot lle flat ana sued to ba hald open with two hands. Do not forcs a book open
Or use & heavy object to keep ir open.

Others will want to uws the same materfal. Do not fold pages or mutilats ths
book. Do nut sark {t in any way. If you find torm pages or £f pages are missing,
plessa bring it to the attention of a libracisn,

Do not turn down tha corner of & page to mark your place. A cresas §n the
pige I8 permanent; {f tha paper ius brittls, the cornsr you fold ovar will brsak off.
Du nut was any bulky object as a place mark. Anything which prevents the Look
fios closing properly, strains ft. Uss « elip of papar to mark your placas.

Do not eat or drink whils uaing itbrary materials. Cruabae of food or spilled
liquids atafn pages sand attrict insects. Kssp bouks clean.

Do not use p«per clips or rubber bands on books. FPapar clipa can crimp and
kear paper; robber bands will crumple paper.

SHELVING

Pulling a book from the shelf by tugging at the top of the binding can fedr
the cuver's spine. lInstead, push the bocks on either aide slightly buck, graap
the bLouk yuu want In the middle of che spine, and wlide 1t off the shelf.

When you remove a book frum the shall, teks tha time to adjust ths booksnd.
Books that ars too loosely shelved will slump over or splay open, which will
weaken or distort the bilading.

Ba cacvful when removing heavy or oversized items from the shelf. Do nat
bang the top or corncete of tha cover on the shelf,

127

PROTOCOFYING

Fhotocopying pagss of & book can puk graat str¥ss on iis binding. The prudblea
of obtatning a clear imags ia made worss when books ars published with narrow funer
margins or whan rebinding has raduced that margin sven further.

Do pot force s book open or mash it flac to photocopy facing pages. Hany
broka ase not flextble enough £o withstand besing opsnad 1809 and will respond by
cracking in half. Copy one pags at a tims, being carsful to suppust the bouk at
all times.

Placa the book on the glass surfacs carefully so pageas do not crumple, Fages
sccidentally cruapled may craass or drasak, sven under light pressure. Brittlae
papar crumblas aasily, even whes handled carafully.

MICROFORMS

Microforms maks up an increasingly large percentags of libraxy collections.
Give thea the apacial cera they require.

Haodle microforme by tha adgas. Fingarprints will damags tha film by deponiting
oils on the film surfaca. Fingarprinta and scratches may cbliterste the imuga.
Remeadbsr that damsge which is dnvisidle or insignificant to the naked mys may
becona & major problam whan tha text is enlarged for reading.

If a £fils Jams or temxs during use, leave it in the microfilm reader and
contact a steff mender,

AT-HOME USE OF LIBRARY MATERIALS

Taks care of the materialas you taks outr of the library. Heat, sunlight, and
humidity axrs damaging to books. Do not keep them oo a windowsill or near a radiator.
Soas matarials ara irrapiaceadble; sll should bs taken good car: of.

REPAIR

The vepair of 14idrery mastarials requires akill and trajuing. Well-mssnt butk
111-advised repaira often do mora harm then good. Do pot attempt any Tepairc
yourself, Pleaas refer all materisl in paed of repair to & librarian.

Yale Univaraity Library
Prassrvation Department
1984

BEST COPY AVAILABLE
1238

ALISTIAINR 31vA



Various Institutions: Bookmarks

DANGER

highlighting

STANFORD UNIVERSITY

LIBRARIES
are committed to the
CONSERVATION
food and

of

LIBRARY MATERIALS

RENORAR ATRANN RN NARAAR 18
PRESERVATION
Please Help By: MONTH
Handie fraqee marenois LI'A(T:
with special care 1. Handling our many LIBRARIES

materials with care.
2 Remove books from the

shelf without pulhing them

2. Removing books from
Q! e top of the spine

shelves without pulling
tham at ths top of tha

31 Retrain rom moking notes spine.

or ungertining in horary

books 3. Abstaining from

food and drink whils

4 Phorocapy only using library marerial.

nacessary Oo not opply
pressure 10 ook spines
when copying

dogears |

4. Refrxaining from the
use of paper clips and

5 Ob IDrary restnc- marking pens on books.

hons on food and dnnk S. Photocopving, 1§

necessary, without
pressing bound matarial
flar.

& Reportdamage sotcan
pe repared

UNIVERSITY OF MICHIGAN will ruin our books.

LBRARIES

6. Reporting damage so
it can be repaired.

Keep them in good shape
for the next reader,

Thank you,

UAC PRESERVATION The General Libraries
comiTEE, 1985,

University of Texas/Austi
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Library Building Hours:
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wrapping
them

Water damages
books and causes
} mold and mildew

Help prevesve our Library
collechans, the hey to the
Colustsing tracition

SOME PRECALUTIONS

for pacronus of
THE HOOVER INSTTTLTION
ARCHIVES

€ ¢ T 8T

Te precarve the tetewrces of tha
foevar lastituiisa Alchives fer
2eseet anl future (aasfatisss of
MNOLEEE. PLAME ShsAIva the ol
WIWASg simpls precamtions;

i, setifly o asmpar of the atsff
ingeuisteliy i reu retefive ssteri-
ah which L8 crvabiiag ef bdrittle.

1. Nasdls dedvessts carsfully whea
TECUIRIAG SNOD T8 thelir erigimal
poastions i [eldars sad/er venae,

3. Yeod end drink, i sdditise tw
ALETACTAME LANectE, say sials downu-
mmacs. Theae sudécanes ore st
sllowed (a the Aradives.

4. Vot aw Dovhmirig wuly the ealige

of paper vRisk the Archives will pree
vids ¢ you. Othar shiects, tuch ag
poncile and papecciipe, cavee ceanid-
arsbie srnes. Alae, saver "deg sac”
Mapasr.

5. Maver mark se decuvmsace of head
PASAS, evea Vith @ pencii. Reawvel
of FuEh MOTAS €48 ba wery Aarmiul fe
papar.

$. Do net ues fountaln peme sdfecest
te Archiven sstetinie detowde of the
dangar of Lma |san

7. D00 wac plase YUl Twa peper ow tey

of a doqumnnt of la @ beeh wvhea Caking

NCSS] Cha pTasaure frewm yeur wyiliag
- indtrumsat 18 Aarmful.

4. ¥hou hamdilag shetegraphs of file,
ash the WBite cetion giewes which sre
swatladle 1a the ewile-visual Toem.

Thash you.

REMOVING
BOOKS FROM
THE SHELF:

* Slide back those on rither
side of the one you want

¢ Grasp books in the
middle of the spine

* Don't pull from the top

collectrors the key to the

2 Help preverve ow Library
I Columibna tradition

CRUMBS AND SPILLS
DIRTY AND
DAMAGE BOOKS
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Yarious iastitutions

READER EDUCATION: MESSABES IN BOOKS

University of Connecticut; for books on
reserve

University of Connecticut: for books in
phase boxes

This book s extremely {ragiic and musi be
handied with care so that it does not become
more damaged before the Library 15 abdle to
b send 1f to a commercial binder.

This fragile volume has been placed in a custom-
made box because 1ts special features would be
destroyed by commercial rebincing. Please handle
it carefully and retumn it to the box after use, s0
that readers can continue to appreciate 1is original

format.

Thank you for helping 1o preserve the University's
research collections.

Please open and close the vaolume carefully,
keep {oose pages in order, and return to a ser-
b vice desk attendant rather than using a
bookdrap.

; Thank you for heiping to preserve the Univer-
sity's research collections.

Uni{versity of Connecticut: for brittle
beoks

University of Connecticut: for

mutilated art books

This book paper 1s highly acidic due to the
methods and ingredients used In its manufac-
ture. As a result it has become brittle with age.
Please handle with care so that information
will not be lost to future readers.

g

A number of illustrations
have been ramoved from this
volume. Since It is impossible
to replace this book, photo-
copies of the missing iliustra-
tions have been substituted
for the original illustrations. If
you need a color iflustration,
so¢ other works on the artist
Or consult the staff of the Art
& Design Library.

A long-range goa! of the Library is to pur-
chase an acid-free repnnt or microform copy
10 replace this volume, or to reproduce it in-
house on aqd-free paper.

Thank you for heiping to preserve the Univer.
sity's research collecnions.

NOTE TO THE READER |
FRAGILE |

|

|

THE PAPER IN THIS VOLUME IS BRITTLE

f PLEASE HANDLE WITH CARE

HOOVER INSTITUTION:

THIS MATERIAL IS FRACILE.
PLEASE HANDLE IT WITK CARE.

STANFORD:

FRAGILE
DONOTPHOTOCOPY

PLEASE HELP US P\ . ZRVE THESE COLLECTIONS

Many volurmes in The Ressarch Libraries are scarce or in
fragile condition and o1fficult or impossidie to repiace The
Library requests that you open this volume snd (urn the
| pages with great care. Return if to the protective wrapper
If there 8 ane. With your nei- 1t can be given 1o the next
roader with mimmum further geterigration

Face-down copying of this voiume 18 not permitted Piease
ask a Librari8n 10 SuQQes! aiternatives

This material is fragile and
mus! be handled with care.

R —
This book is mmfy fujll;’ J
]
|

T&wwitmtfmd
5o that it mill be e whow
e mtmfpér:‘urixfu'n,

The New York
Public Library

ARTOA LlaDs anl 'y D8 10WNDs " OuE

81

Fgem 111
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SOUTHERN ILLINOIS UNIVERSITY

The Caxro Evemng Citizen Friday, April9, 1976

. i eas e s

SIU Gives Preservation Tips . e

Peper. Treasqres Cwld be Lost to Rot
- FROM s;'uh - -' ;r:du.m-k:o-‘;nfudc md n knowled;e ] .Wum o} .fmrﬁ mold be uten any by'-’ .
P News Service - o resulted in papers that decom-’ Jibrary materials will be in great . insects, destroyed by sulfuric+ '~

CARBONDALE —. ll there pose - faster-. than'  those demand I the very near future. acid, deteriorated by tem.. -.

An\cne who doesn't” bave a" manufactured before the middle ' We rust persuade publishers to  perature and humdlzymd bmm' Tt

. personal treasure tied. up‘in’of the IRk century..ire= = ¢ 40 mb_‘ﬁnsqum,r;gpiper,ﬂ to tatters by humans, 200053 (v
paper’-An old f{amily Bible, . So'hnmmelmmm and we must treat our valuable y Miss Clark hes put togetber .. -.~
genealogical tracing, family’ d6 to belp prolang the life of " documents and books with', display on conserving collec” . *.\

- letters, irreglacuble keepsakas?. Several thinp ac- greater care.” -’ ... - n o tables. It will be on exhibit ln-*
documents? . e, Mot mnﬂmtolﬁu Clark. 35" *a.5% + Otherwise, it appelrs much of * Morris Library’s: main hau .,

{  Chances are they aren't going -+ *Firstofal,"” she says, "dﬂw‘ our beritage is going to rot away through the spnng semester” - §‘~-‘

! to last through as’' many use« pressure-sensitive ur.-r—‘-——~—----- e T

., generzations as you had hoped. In achesive tape {‘botch tape’) to:

a shorier ume than you might repair or display s valuable

think, they may nmp!y crumble paper.” It can be removed with & -

; to the touch. . i, chemical solvent, bntwﬂllu»e!
And wha! aboat hbnnu’Are brown . suinl whid: are not
thewr books and magannes also removable.’” R

doomied to fall apart? . -~ L - "Vn!ub!c mlunah sbould
. Theanswer to that, sad to say, . also be protacted from extreme
is 8 qualified yes. And according - temperature, humidity, pollution -
‘t¢ Caroilyn Qlark,-of Southern. apd lights Studies have' in-,
. Hbnois Umvr.mtv-Carbmdlle' dieated ™ she - notes* “that l'.'-
- Morris Library, tbe decay rate. xempenzure'fmm 50.t0 70,
will be bigher for docurnents and degnamdlmhﬁn humidity
books printed oo any of the many: of 50 pcr cent mopdmal for.
widely-used ' inferior papers. book and paper storage™. .’ D
manufactared after 1880 & .. Libraries,” of - couﬂe,\have '
- The rammcnuom of :lut ‘special prodlems because they -
statement . are - staggering,’ have so many paper products to
epeczanywhenmemdasm care for and must contend with .
millions of books in private and constant;f handlmg ++ and
publie libraries and the personal mism:ment’ 4 > some ~
memorabilia tuciad any in borrowers.. -y, ~4-‘-s";‘;~ )
thousands of family attics. 1.2 " Problems nnl libraries iaa: .
' mepawmtlmmmm include ' improper ° binding; |
! writtes on, that books &re temperature coatrol throughout
"~ published on, that documents are the library; bookworm damage
printed on, comes in many dif- (‘*The paper and glue offer & rich
ferent weights and stocks. But no feast to & vaniety of insects.
} matrer how beavy the weight oF rodents, worms, lizards of beasts |
glossy the finush, most of them of any kind."’); careless handling
are desuined to deteriorate by borrowers (“‘bending covers
rap:dly. That's because of the back too far, forcing & book open
discovery and use of gmund wood 1o photo-copy sommething, bending
puip paper. page corners, putting peos,
Cefore 1850, paper was made pencils and rules in to mark 2
from new linen or cotton fibers— place, makiog marginal
leng rag fibers that produced notations until the page is full of
sicong paper. But with the graffiti"’); book drops; improper
dermand for more and cheaper shelving (''Books shouldn't
paper. the mventioa of & paper- lean.”); acd, would you believe,
maNitg machine and book biting (‘'Human teeth
technciogical advaoces in the marks are not uncommon.'’). In
prning industry, 8 new process addition, there is intentional
was rrocduced which resulted 10 mutilation, like ripping out
a ¢of", short-idered, relatively pages.
weak puip which could easily be  Preventive maintepance for
printed on. libraries includes proper en-
vironmental cootrols, protective
In uadition, rosio was in- storage, good bousekeeping and
trocuced to papermaking a&s munor repairs. ‘‘Beyond tha..”

£iung to give the paper 8 surface says Muss Clark, “the treatment BEST COPY AVAILABLE

that accepts 1nk, Before that of items should be left to &

time . gelatisor arumal sszng had professional.

| bem used 1n combimation with  “Persous trasined in paper and )
book restoration who aiso have 8 82 1 ‘_)» '}

‘u new combinauon of rosin sound understanding of the ¢

EKC alu~— creaied @ nasty side pninciples of conservation and
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PRINCETON UNIVERSITY
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Library treasures

eaten away by
time, pollution

(i svwed {rem Page (aw) |
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UMC libraries receive book preservation grant

By Anne C. Wittams
Moesurrten ptal meiier

Dvana Astle the yellow
ge o of (he nulmmgdl
:mmmmm

mu whai's calied yelkow
mew,” mid Astle, preservaiien
cosnmities chabmerson for e Usi-

veraily's Kbrary systemn. |
Freseyvaiian  s1perts  etimnte
that 59 10 B8 ad of (he Univeral-
NXE LK) baok owiteciion wilt
e boe heilile for aludents (o wee By

the year 2000

Boek slion for the Unlver.
Ny's rystem will be studied

made available h%nnly.

Turmoil tamer

M.U.’s new vice president
brought stability to Alaska

By Artarwre Haley
Mieasucian 1ol witew

The Univaraity's recent!
od vice president, Jay ‘am
whe brought stabildy to & trouhind

wmilverally

nmaa was the Universily of Alas
um:: w:c vidmt in three
amuming ]
-M the ll\lvﬂ y Nad fiscal
difYoultien and was i conllict with

Rarton. 8 University of Missouri
graduste, was peesident of the Und-
versity of Alashs gaiewide system
from 15780 1984

flefore asvurning that position, he

lgf«s wih Harms' assesament of
“liis grestest nccomalﬂ-

l\mt lll be!

sadility,” sakd F.

Accos te Rahde Barten wie
an teages heaver' who always waa
wotRing “There was 8 johe thal he
never adjusted (o Western Lime; e
was in -mcc early Md worked
loag Bowrw,” Rohde said s be-
Neved (e ‘w& wam't worth deing i
e dides’t do it 26 howrs adsy

But Hugh Fate, who retired (rom
(he dodrd of regents ad Alashe after
1§ years, sald Barton should nol re-
ceive full credit for ending prodicing
at Alaska. “fie was partially suc-
crafal .. e conlinued the coune
that was siready sel of shoring uwp
acnidems

m!«llﬂy 1 s mot 8 solotion

"'"We haven't nlk'd the deteriora-
thon peohleny bess, dut ¥ s ug-
nilleant. That's M resson we
wend for ihe grant,” Asthe sard “We
Aave a multi- maktinilion doliss col-
Jection, snd & guod percentage of X
4 lrreplacable We have & strong
lum of responaibility Lo save L

The six- la nine-monih grant will
allow the Libr mﬂhlhdyprr
nrving he deiernlne

Jay Baston
‘Eagi - onves’ In Aleaia

saly 10 have ptotikyns
Alt b Barton's Hve yent Linin
s oresiient was the Linoest of 10

whal ceadition the books are b and
decide nhai sheuld de done. An ad-
ditiona! §1.008 s included Lo defray
cosls for much enpenses as student

three timas for up to mx days during
the grant time L9 help wilth (he pro-
gram
The Universky Library stall began
contervation sieps i 1978 when R
fmad ] ptnrnnum conumitier
cm Library stafl have
ulﬂ\ LS planning for revos-
ering dooks f{roms dimsters. winling

which ek down papers {ibery.

ENsntegraling Dooks 808 vl just a
Ungversds pc‘tﬂm\ ir 1N, bond
preservation eaperis said ot Jeast
wvorthird of the country’s hibeary
Buldings were s & serous condstion
of decay
Since 1890 j1nss produchion of pa-
faor has used mosdie agents lo tumn
wead putp o papet The soid vt
poands cauw the cellidose fibers i
the n’ror 1o deterate Deyond re-
emperature. kgt mousture
And aur pollulants speed wp arvde
aitacks

State unemployment increase
atmbuted to seasonal factors

nrmmcm wm < e

asonirt i

dustrial Relations, spld ﬂnJﬂﬂz
jobics horeare was at smms

and was altsinted b .-ﬂ ses-
m.?'"'m;u February tradt

[T ay fow

s ‘1 it yoar's sconamic

Efm Levaus of seasonel layofls,

the Januny Increase a el

be samiler thasugual,” sal th .

*“The goud aews this winter s that

H

31,000 mece perple were working fa
Misad v Jsnusy NS than one
m age. This {a s good indicator
the 1M ¢ recovery s
cartyRgoverinto INS
The 's 1 l percend mﬂm):{
lanusy e
maiched the & 0 nationsl mnpby
mentrxte for st month
Randalf Qlark, state labor snaly sl
sald wore than 2§ milllon Missout.
inpme had jobs in January, and 159 000

N statistical afornation
nended B ¢ te Februan's un-
empbyment mate in Mussoud is not
yot analiabl, Clark mid the bed
Tumcy jobless rate {9 expected fo be
akgy more than Bpercent
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Conservation: A New Mission for Libraries

The University of Texas at Austin

UNIVERSITY OF TEXAS AT AUSTIN: One of five pages

1982

Perceptions about the purpose, or purposas. of the library
have varied greatly throughout the course of history.
Originally a library was primarily a repository, or ware-
house, for the literary fruits of man's imagination. Books
were acquired and piaced on the sheives, where many
gathered dust for decades—or centuries. Then in the
Nineteenth Century came the notion that providing patron
access to the holdings of a library is as important as
stonng them. In the past fifteen or twenty years, a third
function has been recognized—one implicit in the other
functions described above~—and that is the preservation
of the nbrary's collections for future generations of
scholars.

Preservation, or conservation if you prefer, was not
widely recognized as a separate discipline in the library
profession until the mid-sixties, when the vuinerability and
value of research collections were underscored by the
damage which several natural disasters inflicted on a
number of libranes. Perhaps most infamous of these
catastrophes was the Fiorence Flood of 1966, which
ravaged the coliections of the Biblioteca Nazionaie
Centrale.

Library materials are not only threatened by acts of
God, and man, but as well by frailities inherent in their
own composition. Books and manuscripts, which have
been produced over the past 150 years and which
compnse the bulk of most research coilections, are
particularly susceptible to this degradation because they
were printed on paper with a high acid content, a content
that increases with age. The natural deterioration which
occurs over time is accelerated by this high acidity and is
manifest in the brown and embrittied pages which are all
too familiar to both library patron and library employee.

The best preservation technique is prevention—iaking
good care of the collections and storing them under
proper environmental conditions. When damage or sig-
nificant deterioration does occur, conservation can take
several forms. For a general coilection, it might suffice to
preserve only the intellectual content. This car. be done
by reproducing the information in another form through
processes such as microfilming, photocopying or pho‘o-
graphing. These methods, while preserving the sense,
cannot capture the spirit of the original. Much important
information such as, for exampie, the tistory of the

137

Damaged bindings are major threats to bock iongevity.

binding ¢~ printing techniques empioyed, will be lost.
When the originai artifact is as important as the informa-
tion it contains, as is the case with a rare item or collection
of rare items, preservation in the original form may be
required. Conservation treatments may be employed to
restore tha item to pristine condition or to halt deteriora-
tion and lengthen useful life without restoring the original
appearance, the choice being made basecd on aesthetic,
intellectural, ethical and economic considerations.

A variety of library activities, including book repair,
binding, the restoration of rare books and manuscripts,
preservation microfiiming and collection security, have
preservation of the collections as the primary objective.
Aside from large onetime purchases, annual expendi-
tures for ali conservation-related activities at The Univer-
sity of Texas at Austin well exceed a half million dollars.

This special issue 0: The General Libraries Newsletter
describes some of the batties which staff at the University
are wagirg on the conservation front. Many of the
approaches are different. but the ultimate goal is the
same: 10 ensure that the cultural, inteiiectual and financial
investments which are our libraries will not be lost. MC
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Library lab works

Books and valuable single sheet “Notice 10 ble staining. The document  deacidify it. The ‘::xinl
documents from years past Erp:gnnu." signed by wis generally Iragmented  process was i ted and the
are rapidly becoming an  Brigham Young as governor . and worn. It was rest poster, still in fragments,
endangered species 10 US. of the Territory of Usah, the library’s head comserva.  was ready lor tissue
libraries. June 12,1852, Thedocument (o, Paul Foulger, who said  mounting. T

According to employces of  was given to the Jibrary asa he thinks it was one of the For mounting, Foulger |
the Special Collections saig he firt covered an .

section of Marriou Library,
libraries face the problem of

teqquired and there are very

#

enroute to California. and

fsom its backing and washed

scrylic sheet with 8 piece of
white polyesies cloth. The

coating of rice paste was

Fiy

to restore time-worn boo

Page Thece

ks

preserving their book loth was covered with a’
collections. Hatmiul sPreserving anoriginal is f.‘;'ﬂoﬁ?mmmhpam.n:
envitonmenal  conditions new backing matetial, long-
e e air ";‘ﬁ;“;o": costly and time consuming..., [ibered handmade Japancse
heavy usage and inadequate : : '
heavy usage and inadequaie o y perts avallable in the fleld.’ O ey were A TR
natura) deserioration . then ,mmmJ. picked up S ireg 8704 . ‘
o process The extent of the at present therearevery few . ., support ol pol . ¥ S - oy -
& problem is not fully known ‘ film with 2 sponge, 2 each*! ._-Ei‘.- UG A =
el Sy dretrst el 31 uron und Viglhanee -
their beginning stages. _ . : ice-paste- ’ :
it DeRinning S8°k ol iy Eilt from Sam Weller, owner  moui dilficult challenges he ;:;;;;ﬁ:i;h‘ neepasies. Bl . u ' >
costly and time consuming, of Zion's Book Siore. It  has suempted. When |hc" postet was' Ttr . ﬂ'""":""".'::mﬁ Bes war ta =
Matrion  employees niﬁ. warns of the dangers ol In the restoration process, . yeembled, the polyester film - er Lairy ..:'.;....'.....‘.x L, =
Trained conservators are Indian attack 1o travelers  he first separated the poster L, Wemayved and a final - - B g tu bt " e
=
—t
P
=
e

few experts now available in suggests that travelers _ngyin out as muwh din and Lo bed qver the surface.
she beld. farge groups, post vigilant  impurity as possible. The 1. biece was then beft 10 aiy
Tn 1977 the library Ruards and keep arms and - plece ~was soaked in 2. gro 1t was Lifted from the
estahlished a conscrvation  ammunition ready at all  shallow-water bath for . rviic sheet, tumed over and
laboratory staffed by 1wo times. 1t suggests that they  several hours. As pieces of (4. c1oih backing was peeled
trained  conservators, The @mp away from brush or  the osiginal floated Iree, they S, .
laboratory is one of a covered places as the tndians  were lified out of the bath 1¥{e finished document .
handful of US. library *will most pmh;bly prove u.rilh a support of polyester - ihen ready fos trimming
totlities for exiensive in- troublesome  this scason, film, 1o which paperadheres. g protective encasement.
nouse restoration. With the unless due caution and  He then dried the fragments The notice was placed

purchase of a bookbindery,
the laboratory is pow
cquipped 10 hamdle most

. dures. the nasice, it was pasiedonio  drying.  The cleaned and § :

m;\ :"',U : ,‘:,‘;a m:,; the @8 rheat of quality, dr!cd original was again fﬂ:ﬁk ‘mlugﬁgm“& :: An example of the restoration is exhiblied by this
restoration process is  highly acidic cardboard | immersed and waked for } it 10 contain the restored 1 .sired single sheet “Notice so Emigrants,” signed by
exhubited with a poster-sized  Which had caused considera- ~ several hoursinasolution 1o gy mem” . Biigham Young.

vigilance is used in passing
through this counury.”
When the tibrary received

beiween two pieces of papes-
makers  felt  under l!:hl
pressure 10 ensuse even, flag

between twh' sheets of
polyester film fastened
together at the edges with

An exhibit ollpaptt and inting, book binding and
baok prescrvation methods - P‘ f

restoration will be prevnied

materials for  the Uwah
Muscums Association and

' will be displayed in_the, in the libgary auditorium. the Uwah College Library
, library atrium throughout Friday the library willhost Courxil. The conference is

January. Programs a films  an all-day conference en the opento the public, and will
. concerning  papermaking,  preservation of archive be inthe library auditosium.
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UNIVERSITY OF CINCINNAT! CONSEPVATION DEPARTMENT 1987
Selected from a series of silk-screen prints
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UNIVERSITY OF NIS,O0URI AT COLUMBIA: Selected from a series

RESPECT BOOKS

volumes about you
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YALE UNIVERSITY

HELP PRESERVE THE LIBRARY’S
MICROFORM COLLECTION

Handle microforms as you would photographs — by the edges.
Fingerprints are extremely damaging to the film.

If film jams or tears during use, leave it in the microfilm reader
and contact a staff member before proceeding.

Contact a staff member if you should discover:
— film wound on a metal reel. Metal reels should not be
used and can be replaced by plastic reels.

— a roll of film securg:d with tape or a rubber band. Acid-
free paper straps are a suitable alternative.

~ film which has been repaired with masking, transparent or
other pressure-sensitive tape. These are harmful and can
be replaced by cement or heat welds.

— torn or mutlated film. Early repair is important.

. Q 90 143




Help Preserve our Library Collections

PLEASE

Don’t Smoke

The Key to the Columbia Tradition

1144

COLUMSIA UNIVERSITY
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. The Harry Elkins Widener Memorial Library

in the summer of 1912, Mrs Eleanor Elkins Widener
bestowed a memonal girt to Harvard that haos illuminoted

the hearts and mund. ot scholars 1or the past seventy vears.

Her son. Harrv Elkins Widener. a 1907 graduate of
Harvard, had been an avid bibliophule and coullector. Aker
fus tragic death aboard the Tstanie. Mrs. Widener sought
to tujnll the supulauons of hus wall lus disungwshed

3 U0 voiume collection—cc  isung of pnceless English
ietters. many with remarkabie bindings, illustrations. or
wnusual provenance—was to come to Harvard,

To honor her son. Mrs Widener gove the College the
tunds needed 10 buld a {tbrary befitung lus unterest 1o
buoR s and literarure.

The g1t was a umely one indeed Gore Hail hod been
buddt tn accommeaodate Harvard's 41,000 volume book col-
iection in 1841 ver bareiv 20 vears later 1t was rull Bv
1912, no space was avarlable 1or Harvard's growang collec-
vons and thousands of voiumes were maoved to cellars and
storage areas much (o the inconveruence of Harvard's stu-
Jents and schosars

Mrs Widener s generous gift thus answered one nf
Harvard « greates: needs while creating an endunng mem-.
onal tor her sun The Hamrv Elkins Widener Memonal
Lprary today nouses more than 3.060.000 volumes 111 the
aumamttes and social sciences 1t is, perheps more than
any other Harvard bwlding. a svmboi ot the qualitv and
Jdepth of the University s resowrces. and has become a
munument ot enliIgntenment (o scholars throughout the
wurid

- N
i KM 3 3\.« et omd ,.a%‘x \:%&:l Aledald
P ahahie - MR e Sy

Endowed book funds ofter 2
unique opportuuty to make a
conunuing, visible contnbu-
tion to the Library Book tunds
may be designated tor scholar-
ship 1n a parucular field, and
May serve as 3 memonal for 8
colleague, fnend, or tamuly
member Each book purchased
by a fund 1s marked with an
individually designed book-
plate, selected by the donot,
and thus becomes tangbie eva:
dence of the generosity and
concern demonstrated tor che
Library by Harvard's alumn
and friends.

Preservation
Because modem paper manu-
tactuning methods increase the
speed at whuch paper dusinte-
grates, the preservaunen of
matenais has become 3 masor
expense. One soiution 15 nucro-
filmung, and 1o date more than
ten mallion detenoraung pages
have been preserved on film.
For many rare matenals a
deacadification process 1s the
uldy remedy. In the Unuversity
Archiyves, for exampis. more
than 250,000 photographs have
been cleaned and placed 1o
acid-free envelopes

Named preservation tunds
may be ~stablished to support
these vital acuvitses. An added
need 15 a special conservauon
center where viral preservation
work can be pertormed.
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HARVARD UNIVERSITY

Technological Advances
Computer-based equipment
and programs are the best
means of making collections
access:ble to scholars throug:
out the world. The Librarv »
current goal 1s to make all
holdings readilv availabie
throughout the University T
next stepan this multi-phase
program s the completion ot
an on-line acquisitions progr.
tor all books and penodicals
Opportunities exast at vanouw:
gving levels 1o underwnte tl;
purchase ot computer equip
ment and programs for this
MImportant purpose.

Price indices




UNIVERSITY OF CALIFORNIA AT BERKELEY

CHECKOUT OUR

LIBRARY BOOKS.

Over half a million of them
are brittle. Or tom. Or coming
apart at the seams.

By the end of this decade,
that number could easily

double. And Cal's University
Library, one of the most
productive and comprehensive
in the country. could see much
of 1ts important literature
crumble awav.

Everything from rare
manuscripts to the evervday
textbooks that helped make
vour diploma possible.

But there is hope.

The library’s Conservation
Department 1s doing all 1t
can to keep Berkelev's most
valuable resources from
vanishing. Last vear alone they
restored 80,000 volumes.

This year they hope to do
better. And at the rate our
books are perishing, thev'll
have to do better.

With your help, they can.

But the campaign to save
our books 1s just one of many
crucial programs at Cal that’
need assistance.

Tell us which one youd like
to support. Or give to the
Chancellor’s Fund, to ensure
your generosity is put to work
where it's needed most.

It may be just in time.

Our hibrary books are long
overdue.

U.C.BERKELEY

[t's not the same without yvou.

Cn pevnery RUnGRiNe S4BT 4 Wy Kaaem 5] Beraeisy L s
s W LAANE LiDe ART de D e



Conservation Workshop
February 20 - March 27, 1985

The workshop outlined below offers members of the Library
Associates an opportunity to explore the new fieid of library
conservation with staff of the Stanford University Libraries
Conservation Office and guest experts. The six weekly sessions
will emphasize the proper care and handling of books,
manuscripts, and photographs with techniques developed for the
conservation and preservation of library and archival material.

Introduction to Conservation/Preservation:
Private, Local, and National Significance

February 20

February 27 =~ Protection and General Care for Materials

March 6 ~ Hands-cn: Repair I

March 13 - Hands-on: Repair II

March 20 = Hands-on: Construction of Protective Enclosures I
March 27 - Hands-on: Construction of Protective Enclosures II

Summary/Discussion/Questions

Sessions will be held from 3 - 5 pm in the Associates'
Felton Room in Green Library West. The cost vill be $£30 for the
six. Enrollment will be limited to 20 participants so that the
workshop can have an effective hands-on component and each can
receive individual time and attention. Should interest exceed
the optimal enrollment, we would schedule another series in the
future. Any queries about the contentr of the workshop may be
directed to Sally Buchanan, Stanforgd University Conservation
Officer, at 487~3970,
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FRIDNDS OF THE LIBRARIES

NEWS

Vol 11, No.1 Masch 1984

THE UNIVERSITY OF CONNECTICUT

NLEW OFFICERS
FTOR FRIENDS

Willan € Ot heads the slate of
atheers decnd st she Annud
Miciing of the Foendy of the
Ui Libienins Sciiung wih the
new prossdems for the 1984 yra
afc.

Olhicers

Vi Pressdent Notaian Stevens

Treasurct Mt‘r)lxusan

Recording Seerccary  Dar Sheels

Cutsopundug Sectetary -

{awienoe Patish
Cominnies (’haupn oty
Tndwiduad Monbonhips
Nuncy Fauch

{ vl prolale ﬁf\‘lhb:tdlliu .

C Albest Knd

Publiceniony Gladene Fant

Kay Ganies

Movpatahity - Jean Diehlinger

bibtery Lianen Lavid Gasnes

PLANNING
YOUR GIFT

by Lon ot bircoton of Planned
Canang UCunn b onedanion

Thavugh your suembershipan the
Frunds of the $ilbcans, cah of
you has mnade o @it 10 the Library.
1Y udJHlull (19 uu(hrzhl ‘;l!'h uf ;.u'\,
there are anaiy ways of planniig
a gt that will wt unly benets
the biboary, but will .-i
substantiad tax and peraonal i
vanaed bencfius tu the  dunur
Sccunities, soad esiate, hic mnsuranee
P hao, tun, bequon and pifis
s hiid often enable you tu niahe o
stpinbicant comnbation o the
llbml)k st g ndativdy andl oute

YL SETS 14 YT
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Message from the President

In 1984, 15 chird year of ea.
wience, the Frends of the
Umiverity  of Connccticut 1y
brasses fuce new ch.llenges. Nut
least of these 1 the challenge 1o
matntain of surpass the success
of the wrgamzation’s fuss qwo
years, based prrenandy o the
enthusiastic support of the Uni
VEIMTY SUIMBUDIRY.

A turther ohadlenge is 5o
expand our seach more widely
w the state: tu l.nP the guud
will and suppors of other con
stituencies who share vug mterest
i the quality of the Universag, s
libsarics and the strengih of theu
tescatch colleetiuns,

It 0 casy to be confident of
meeting these challenges, whey
vomsideng the group of able
peuple who have joined e m
saving as ufficers ihis year
We have been inspued by seciny
huw  sgficant  even  modest
addinions 1o available  hbrary
fosouices can be, and we luviie
uthers o jum us 4 Friends

Willsans C Qs

MEETING MAY 10
TO LAUNCH SAVE-A.BOOK

The Fuends spring  mecning,
Thunday, May 10, at 3 PM, wi
launch “Save g Book.” Aun Russdli,
the Ducctor of the Northeast
Dacument Conservation Center in
Anduver, Massachusetis will give a
tadh with shdes on conscevation of
Libcary miatcrsals.

The micenng will adjourn to the
Spectal Cullection's reading room
and the Map Library 10 sce specul
matesials 0 seed of cunservation,
and then o the repair wurkshop
where the Librasy's prescrvation
staff warks.

Jan Mernll Oldham, the Libsary's
cunscrvation ulfies, sepurty;

sontir axd un page J

BARNETT
BENEFICENCE

James and Esthes Barnest, who
had previously ciabled the pusihasc
ul swo greatly destred e on the
“F Woh' list, have niede anuther
gencsous dunation to the Frends,
Thets Jatest gift i $1000 g0 be used
fur acquisiions 1 the departments
uf Special Collections and Histoned
Manuscipis and Arclives

The carlier gifts were a three
voluine st of Lot uf Henry
Adwus and Chasles Datwin's 20
vlugy of the Vayape of HAIS
Heugle

Decpess appreciation 1s expressed
tu the Barustes by the Friends
behadf of the Uibranies ond alf
those who will benefy from haviug
these matenialy avalable,

Meetiag con't from page |

The Nonheast Document Comsetvation Cenier
i Andover, Massachusctts, was establinhed m 1973
with sast up funds fiom the New England Library
Boasd and the Councd oi Library Resuuices. In
meeting 18 stated  purpase, “to help non prafic
nststutions safeguard collecons of histoncal aund
avvfactudd vdlue,” the Center pravides many scrvices
to hibrasses. Among them are: sestoring maps, docu-
ments, books, photugraphs, and wmts of wit vn
papers mncrofilmng colleciions of archuval materials;
rophutugrapling nitrate ncgatives, glass plate neganives,
and other historcal phatographic nuatenals; con-
ducting wuehshups and scimnars; and providing
disasier assistance when bibsary collectioms have
been damaged by fire o water, NEDCC was the
fust organuzation of its kind to be established in the
US,, und has served as 3 model for the development
of other cooperative conscrvation centess. dts scaff
wcludes some of the most haghly shalled conservatons
1 she couniry,

The Umiverty Library ts very fortonase to have
NEDXCC's services se readily available. Unfortunasely,
alihough the Library houses many rase and vduab{c
buoks, niaps, and documeuss shat are 1 need of
E:ufcmon coascrvatiun treatmens, to date we have

cen unable 1o affurd the Center's servies. The

BEST COPy ,,

“have & Bauk” program provides the semedy . bowitt
ivodve ddannticauon, by the Head al Spuaad Cal-
h‘cliuuh, the Hoad of the qu l.lln.u) bl Upiwannny
Aschvst, and uther canrton, of senn w1l gol-
ket that are vty unpotiant and m necd of
testaation. Schoted wateriady will e sent 1o ihe
Conter for analyss and an oo vare of Pe cond of
brLdtiin g,

It hopod that wdividady o g of dunoes
will then tund sestotanon ol the e sof thete
thue,

g
%
=
3

Ann Russell, speaker ag the May §0 mevting of th
Fruco v 1 Rusall) docaor of the Northeast oon g3
nere © omisetiativn Center in Andoset, Mo lunetts
did her wondvsgraddiare work at Rk bjfs amdvecvivid
hee th w Eugdods frome Brandeis Chneerary
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Conservation In The University
Libraries liinding and
Conscrvation Department

when acerns fmagine the Ythrary of
the futare, they enviston bright,

vgen npncen with  renders staring
ant bLlinkinge CRT nereens. Such
Mbroetee nmevers seen to have  any

Lookgd That {a hecnune mont of
tre bocks have quistly crumbled to
RITEIR AN

96

There 18 irony in the fact that
the rocinl movements of  the 19th

century, that produced greater
TWterney dn the  population, re-
sulted  dn tach a great demand for
poper that nlternative sonrces of
guly were developed  and, at the
came time, datealuced the dentruc-
thve rlements fnto the fpaper.
Py the early  yenrs  of the 19th
coentary, there  wnp fnpufficient
ot and linen raga to mreet the
dvmnnd for puper, and, there was
ot aney b depand to prodace
Yook ot o m Yaw eont oas the liter-
oy f the  working clann {n-
e, Theep demandn weTe
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The Library Guild of The University of Cincinnati

by the {introduction of
cellulose,
ly groundwood, and by the
lopnent of machines to cheapen
production of pulp. Ground-

gave a rav amaterial that was
t 708 cellulose fibers and
1tgnin. The lignin decoaposes
exposure to 1light csusing
oloration =and emdrittlement.
v the use of chlorine to
colored and dirty rngs
ened the fibers and often

left a residue of acid. So too,

the

caterials were
chenper alus and
Alum

the

ture,

hydr

Thes
have
blem
tive
book
ican
libr
of
Are
Aable
vey

treditional organic gizing
replaced by the
rogin =sizing.

ifs an acidic ealt, which {n
prenence of atmospheric wsois-
can breakdown {nto aluminums

oxide and sulphuric acid.

e developments in paper meking
resulted in most of the prob-
5 we have today. Quantita-
ly, ¢this so-called ‘'brittle
8' problem {s the most signif-
t for the nation's research
aries. One-third to one-half
the books in mrjor collections
80 embrittled 88 to be unus-
. A Library of Congress sur-
of their collection estimates

Contemued om page 6
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i feoom [}
that 35#’?6 of 17 millton volumes)
ars too drittle to be used. And
further, that restoration of only
108 of those books at the rate of
20,000 per year would require 30
years and cost $18  aillion.
Willi{am J. Barrow, a pioneer {in
research in paper deterioration,
conducted aging tests on samples
of paper from non~fiction books
published in the U,S. 1800-1939
and his results showed that 97%
had an expected useful 1life of 50
years or less. That sf{tuation has
not lmproved — - present day hook
papers have an aversge 1life ex-~
pectancy of only 25-50 yesrs.

deterloration s +the
central problem in maintain.ng
library collections. However, the
useful 1life of any paper can be
extended by storing {t under (on-
trolled conditions. Paper de-
terioration (s =mainly caused by
acid hydrolysis. This breskdown
of celluloae by acid hydrolysis
requires water, acid, and energy
{heat or 1light). As these are
controlled, the deterforation rate
of the book collections can be
slowed. The manufacture of moat
sodern book papers introduces
acidic contaminants to the paper.
Heat {ncremses the rate of ches-
Scsl reactions; an increase of
10°C doudbles the reaction rate.
It is calculated that the useful
life of paper {8 more than doubled
by changing the storage conditfions
from 77 Fahrenheif, 50€ Relative
Humidity to 68 Fahrenheit, 50%
Relative Humidity. Pollutants
have 8 tendency to coabine with
water vapor to form acids. For
example, sulphur dioxide, & major
congtituent of {ndustrial pro-
ceases, can form sulphuric actd.
If 1light, particularly sunlight
and flourescent, of sufficient
energy ia absorbed by the paper, a
photocatalyzed oxidation of the
cellulose can begin, and once it
begins a8 chain reaction ({8 get
off. The role of relative humid-
ity has been mentioned already in
regard to formattfon of scids.
Also, {f humidity is too low, the

So, paper

BEST COPY AVAILABLE

paper loses flexidbility and be-
comes more suaceptidle to damage
froa careless handling. If hu-
midity ia too high, mold s a
possidble danger. Dust is adrasive
and absorbs polluiants.

The magnitude of the problem is
ataggeringt Naturally, ¢t haa
attracted a great deal of atten-
tion but very little mction unttl
recently. Solutions are being
sought at the national level to
protect our cultural and intellec-
tusal heritage. Publishers and
paper panufacturers are working
with the Library of Congress and
others to promote the use of alka-
line Yook papers. The Library of
Congress Preservation Research and
Testing Office {is testing a mass
deacidification proceas that will

extend the useful 1life of book
papers. Also, optical videodisc
technology {8 being inveatigated

as 8 preservation medium for the
sillions of embrittled volumes {(n
the natlon's libraries. About
95,000 pages can be stored digi-
tally on two sides of a twelve
tnch disc.

Por the present, individusl instij-
tutions are limited in the options
availadle to them. In fact, the
size and cosplexity of the problem
and the considersble expense {n-
volved have kept a number of 1i1-
brarfes from doing anything. The
University of Cincinnati{ {s for-
tunate to have a conservation
facility anl a commitment tn prea-
ervation from the library adsini-
stration.

The conservation facility {5
funded, in part, by a grant from
the Nattonal Endowment fnr the
Humanities. The manifold contri-
buttons of the NEH grant to pres-
ervation of the Untversity Li-
bra.-ies' collections can be
grouped {nto three major eareas:
1. The purchase of equipment =and
supplies to outftt a hand bindery,
as well as testing equipsent, such
as a pH meter; 2, Staff training
and development ia encouraged
through support of attendance at

I1VNNIONID 30 ALISU3AINA
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nutional professionul aset{ngs and
advanced workshaps. For exaaple,
¥e were able to have a represent-
ative at the Aasrican Institute
for Consarvation annual aeeting
and at & Bernurd Mtddleton work~
ahop on the ruutorution of leuther
bindings; 3. Laatly, the Con-
gervation unit has establighed a
high profile within the library
and the University coamunity.
Workshop# and 1lectures are given
to 1lidbrury ataff, astudents and
area librarians. Several exhibdits
have increased {interest in and
sdurengss of the work of the con-
vervation facility and the preu-
urvation fgsygues facing research
libraries. A major exhibit of
handbound bdooks, entitled "Cover
to Cover®™, received 1local tele-
vision covermge.

The comsaitment to aaintsining
library materials in usatle con-
dition is transiated inte soversl
functions within the consarvation
progras of the UC Librariss. the
Binding wunit perforas a preventa-
tive maintenance function by pro-
censing pertfodicala and sonographs
for binding by a commercial 1f-
brary binder. The Conaservati:n
unit performs repair snd rebinding
on materials from the collectirns
that sre not sultable for handling
by the commercial binder beciuse
of thelr intrinsfic value or fra—
gility. In addition, the depart-
ment monitors environasentel gon-
ditions in the librarfes and
rocomaends fmprovements to fore-

stall detsrioration of paper and
bindings. They also educate the
staff and uwuers wubout care and

handling of librury materials. We
are responsible for an adequate
disaster plan to finsure prompt
response and reduce loas of
materials, PFinally, the preser-
vation component of our program
involves replacement of unusable
books. In this, as well &8 the
evaluation of materials for bind-
ing. we mre concerned with complex
decinfons. The considerations
fnvolved 1n declding on treatment
for & particular title include the
place of the book withi{n our col-

lection and {ts relationship to
the 1literature of the discipline,
the use 1t has received and its
present condition. In addition,
somse books ought to be preserved
as artifacts, rather than amerely

preservi their contents. And,
the (finul deterrent to success ias
that conservation s expangive,

and funds are limited. A phauned
preservation program sgems to be
the best approsch to this de-
cidedly overvhelsing job. The so-
called phased approach is basi-
cally triage for 1library smate-
rials; that te, the critical csses
have to be tdentified and treated
firat. 0f courae, the decision
often must be to do nothing be-

cause =& cost-effective option is
not available. 1In this effort, we
work closaly with the wsubject

bibliographers to help concuntrute
our efforts on the 'right' books.

Qur goal of extending the useful
life of books ia the University
Libraries {involves a variety of
diverse  activities, includ!ng
snvironmental controls, shelving
and handling practices, binding,
avnding and repair, restoration,
replaceasnt and photoreproduction,
Conservation of the UC 1library
collections is a job for all of
us.

Contributed by:

Toby Heidtmann

Head, Binding and
Conservation Department

Matha Bew prepating the apme of 2 bauk fat & new ceyer




Avery Architectural and Fine Ants Library

Gy e
he Avery Archive contasns over 19,000

{ y.hn\ HIRS, phm»;uph\, eters, and manuy-

' wopts refasng to archaeots and arehitecture,
P he fowus of the collection w Amernan architen ture,
wih a wrong emphasison MNes York Cay and gs
wchtectnoal bidosy The archive includes the
deam g of Rechard and Richard Michell Uppohin,
Alexandes Jn keon Davis, the fum of Greene and
Caeene, Hugh bersss, and Lows H Sullivan, A
sutvey of the archive (o selecs dranings for
comnsery steon under the Strengthening Research
Pibrary Resonsrces Program tevealed the extent and
e of Avery'scan ervation needs Duay

woapgers hadwarned beown with age, olled drawings

load diied our and become bratle, and sheets were
tntceal The snanl goal the conservanon of five
Budiad vd the most valuable dramings oy the most
pupesetim anhtecrs aasrevived i order o pursue
L LITNIY \"I'l"‘fhl (20117 ¢ i’“ 'S""" 4" [{AYEI R IE A ] ‘”d
e Hhicmduded compl te Crmservanong mylar
rin gl wron aod & acdibicanon, matting of fine
fogde dioswangs, o bouse humsdification, dry
Hevmg and separe, aad free folders and boxes, and
contonn designed sionage folders

By doveesdying the spprosch tathe arbive’s

cotervatreg needs, over 1,500 drawings were treated,

mee tha thiree tnes the anginal esamate
Conanvtes doncd and repaned 27 drawings,
s b the codle o of Fowns Soflis an drawings

that nice helonged 10 Frank [ loyd Wright. These
drawings were on the verge of disintegration bevause
of poor quality paper and damaging adhesives, such &
rubber cement and adhesve tapes,

After conservation, drawings were matted 10 100
perient cotton rap mats with japan-paper hinges and
counstarch glue. The rag mats offered a way to solve,
at keast temporarily, another serious problem -
watercolor or pen renderings mounted on brittle
wood pulp boards These deawings are doubly
threatened: if the board breaks, the des ving splits;
and as the board decompaoses, it emas acidic fures
that wcaken and stain the paper Removal of thewr
backing would affurd mare permanent restoraiion,
but this is acostly pre -ess and was therefore
deferred. Mats, or mat-baard folders, pravide a
temporary stff support for these britile drawings.

Mylar encapsulation and other preservation
techniques were extensively used on the Greene and
Greene archive, a collecion of uver 4,500 drawings
tracng the aareer of two brothers who were
poncers of the arts and csafts movenient in
Caldorniain the late mnetecuth and early twentiath
centuries Oher five hundred drawings were
deardified, repaired, and encapsulated in mylar,
Previously inaccessible because of their fragile
condition, these drawings are now available for
study and reproduction,

During the project standards of storage were
developed that will govesrn the care of all of Avery's
drawings. The variety of media and diawing
supports, at well as the enormous range in size of the
drawings, render impraciical any single method of
storage. As a result, drawings aze stored fla in steel
cabinets, bousely rolled in tubes, matted in solander
boxes, and framed. All materials in comact with the
drawings are acld-free and of the highest quality. The
drawings by Hugh Ferriss, a renderer who worked
on Rockefeller Center, the United Nations, and
Lincoln Center, presented 2 panticularly difficuls
problem. Thete are over three hundred sheets of all
sizes, many on tracing paper, and all vulnerable to
damage. Matting each drawing would have
consumed too much storage space and the static
charge of mylar would have disturbed the charcoal
sutface of the drawing. The solution was to wrap
them individually in custom-made glassine envelopes
and stare them in heavy folders.

Eaperience gained through the Strengihening
Research Library Resources Program has provided
the puidelines for continued consesvation of
draw:gs in Avery's collection. Work can now begin
on the large numbers of drawings still waiting 1o be

Jobn Sandenon, 41783 fatinbuied)
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deaned, and new gifts, which arrive frequently, will
be prinencd and Mored with grester shill and apeed.
‘T he archive, slicady eatennively used by wudents
aad scholars, will be even more accessble 1o those
wishing to study Amencan archiectural history.
Avery will cuntinue 10 expand its paniiipation in
exbibitions on alocal, natiunal, and nternational
level Prescevationists and architects involved 1a
festevagion projects will have caser access
dacuments that inurease the historical validicy of
their dengns and lowsr the costs uf achieving them.
Faonliary with the comervation needs of the
collsetion and experience in the costs and
adunnisiration of 3 majue conervation program will
falinate chlectave planning fos the fusure.

o
o

Fast Asian Library

here are approsimaiely one bundred Fau
(( ) Avan collections in Nornth Anerwa They
contan an aggregaic of uac and 3 half nulhion

€ hinere tithes 10 miore than four million volumes, and
sepresent collectively aresouice unparalkked vuinde
€ hina and Japan

Phe Columbia University Chinese Collection
began in 1902 with oie tile, 3 it from the Iperal
CGowernmens of China, the Kn chin tu shuibi chiong,

Q
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o “Encyclopedia Sinica,” in 5,04¢ voluimes, published
in Peking 101 1726, The Eant Asian Libeary Chinese
Collection sow contains 63,000 tiles i 220,000
volumes. I8 15 the fuurth vldest and thurd largent
academic collaction of Chinese buoks in the natioa,

The paper used for Chinese buoks is of two
types: (1) siable, long-lasting “tradiional® paper; or (2)
pulp paper, which came into use in the mid-
ninctoenth century. These were supesior and infesior
geades of “iradisional® papec that were wsed for
publications running the gamut frum lunited fine
editions 1o populas, cheap editions. Book contents
peinied on “tradstional® paper ase generally sound, but
there is occasanally nced for repair as the outes
fascicule cover and end papers become woen and need
replacement, or a the stitching of the lasicules
breaks with age and che cases containing the volumes
fall apans.

Pulp puper represents the gravest thecas so
Chunese libraries. Although fine and special edisions
are sull being publinhed va “traditional” paper, most
manographs and periodicals published during the first
half of the twenticth ceastury are perivhabike,
Publications of this pericd constituse an impoaans
record of 3 cvilization in tramsiion from a feudal
empire 10 a tepublic and are heavlly represented in
Columbia’s holdings. Many of the items are noy
found even in China, where the conssderable
destruction of bouks = niost recently during the
Cuhural Revolution {1968 1976)- has been such shag
casalogs published even s lise & 1961 by the Peking
Nasional Library, may no longer repressas acurssely

what will exisis here. It i sherefore imperative that
Chisse buoks ua poor qualisy paper be prescrved,

he East Asian Libeary of Columbia
Univensiky, since 1975, has filmed nuany

unique kems, and nuay others known to exise
only ia fragile copics. The Sirengthening Kescasch
Library Resources Program supported the filming of
570,000 pages of serisls, monographs, and
newspapers. This exceeded the project goal of 554,000
pages, shibough progress wis not always smouh,

Problems arose with densitometers and
develupment equipment. Pasts had to be ordered
from distant places. Scaff changes accurred just as
operational snomenium was achieved. Preservation
is ideally an sarivity shas fits into normal library
aperations wihout dissupting regular routines, but
the work invulves many staff members throughous
the Lbrary, and as the projot sccekrated, the effont
often dommaied vther activisies. Original plans had
to be adjusted realintically as the lilining cifon
proveeded. Aucntion s now being given 1o the
preparaion of 2 microfilm catabog for ghe Eass Asisn
§ibrary thas will show the holdings avaitable for
copy of kan and abso prevens duplicate ilming,

The Peoplk's Republic of China lacks
rechnulogaeal facilities for prescrvaisn, and
publnbers in China are bound by cconomic
constrants, so they cannot address ieprint or vther
preoseivattan needs. A cuntinuing conservatiun

BEST COPY AVAILABLE

Oy 600 isswas of the Churig yun o paa, puubdishrd 1o
Kuwiyang during 19391950 {May 1, 1939 sssnc)

program is easential for the 20-25 percent of Chinese
materiah in shis counery jeapardized by foss thruugh
shterionation. Colunbi hay made significan
progress in its cllorts tosave these mserialy s visa
so fescdinh and Chinese studios, but ihiere is
imunnent thsest 1o the maay ienis soll awaining
ficatanent.
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News from

Princeton
University

Communications/Publicabions Office
Hall

{vop) #53-j000

Contect: George Rager For Immedinta Raleaas
(609) 452-3600 Mailed: January 24§, 1984

PRINCETON, X.J., "Conserving tha Library's Collactions”, an exhidit in the
lobby of Firaatone Lidrary, is curreatly on view uatil Sunday, Pebruary 12th.
Thras display casea, plecsd outaide of the Department of Rare Booka and
Special Collactione, show information and sxamplea of the ongoing conssrvation
sfforta st tha Princeton Univerasity Librery. Inatalled by Curstor of Rars
Booka Stavan Ferguson, the sxhibition 1llustratas the prodlem of detertorating
lidrary mateariala, and soma of ths solutions.

As oh0wn in the central display came, ths library contsina asny non-book
fteas such ea manuscripts, maps and worke of art on psper, basides fte 3,5
million booka. A aurvey foudsd that 425 oOf these fitems ars in soms stets of
deterioration; thus the situstton for Fireatona's collectiona {a critical. To
hagin the swemcme task of preserving these vorke, tha jibrary saploys fourtsen
people {n Conservation Servicaa, largaly responaidle for the genacal resaarch
collections. In addition, Rare Books and Spscial Collections has a full time
conservetor and esaistant,

The exhibit desonstrates that the sost apparent solutiona to deteriorating
books are repair and boxing. Boxss provida a atadle eavironsent uaing
8cid-free materials to houss either rare booka or books beyond repair.

Yaristiae
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Princeton, New Jersey ofses A

"Consarving the Lidrary’s Collectione”-2-

of boxas include & aimpls book wrapper, & "phama box” (a0 samed for a dook
protection projest in “phases” at the Lidrary of Congrase), or an aladorate
box covarad in cloth or leather for rare doks, all cosatructed in-house, The
14drary slso usas cosmercially-produced doounent doxes and folders for
storags.

Booka suitable for sotual curative tresatsent, ae displayed, aight receive
anything from & eimple rfepair oa the title page, or epine repair, or a
complete resswing and/or redinding. Aoidity o paper i & Pprimary cause of
brittlensas and deteriorstion, mnd paper cas be desoidified to prolong ite
1ife. Tha library recantly built a deacidificetions unit witd Federal funds,
which allows staff to spray paper with an alkaliss aolution to seutrslise acid
agd provide & duffar to retard acid in the futurs, Another techoique uesful
for preserving flat paper materiale ia encepsulation; whare tha iteam ia
1iterally sandvichsd between two pieces of Nylar, an inert polrester film, for
protaction,

Conasrvation in the Rare Bocka Department, undar the diraction of Karl
Buchberg, coaprisea attastion to proper doueing and storsge for the
collection, preparing iteas spacifically for exhibdition or loan, and complex
treatments on works of art on paper, The Comservation Services diviaion
includea the Preservetion, Predindery, snd Traatmenta sections, sll headed by
Robert Parliament. Presarvation is in affact the administrative end of
Conservation Sarvicas, monitoring incoming items, making decisions sbout
appropriate treatments, or ssaking slternstivas euch se raplacement if an item
ia beyond repair., Frebindery procesese ucbound asriala and socnographs
(roughly 59,000 per annum) en routs to the commarcisl bindary and raviava the

itema for quality as thay returo. Trastwanta fincludea Book Repair, whers

15%
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THE UNIVERSITY OF TEXAS AT AUSTIN
THE GENERAL LIBRARIES
AUSTIN, TEXAS 787x2-7330

NEW PRESERVATION EXHIBIT

BOOKS MISSING IN ACTION is a get-tough exhibit which states the
problem: growing mutilation and theft of books, leading to high costs
of replacement and repair, as well as general frustration and lengthy
delays for students.

Example—-an art book opened to reveal excised color plates is labelled:

Studying art? History? Classies? If ycu want to
study Greek and Byzantine icoms, this would have been
a good source for you, but someone sliced out 20 pages
of pictures. Oh, we'll replace them--with black and
white photocopies.

Fxample——a blank space, with the following label:

Interested in computer science? Who isn't? We were
going to show a nice new computer science book here,
but we can't. Scmeone stole it. Since a lot of
computer science materials are published in small
quantities, we probably won't be able to replace it.

Information sbout possible penalties is given. ("Book theft is & crime.")

Txamrle--three pages torn from & fourmel, with label:

The person who tore these pages Out was dealt with
by +he Desn of Students Office. Academic Frobation
is an option here.

Txamnle——a thetocopy of an ariicle labelled:

several others) was arrested.

"me action recommended: The display asks students to report observed
~heft ané book abuse and +c bring mutilated books TO the attention of
+ne circulation staff.

BEST COPY AVAILABLE
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UNIVERSITY OF TEXAS AT AUSTIN

for Bulletin

CONSERVATION EXHIBIT ON DISPLAY

A small exhibit has been mounted in the display case next to the PCL
Information Desk. Entitled "Books Endangered: Neglect, Carelessness, and
Indifference,”" the exhibit shows the damage that can occur to library mate-
rials when they are improperly handled by readers. Examples of this bad
handling are the use of paperclips and "dogearing" to mark ome's place in
a volume, eating and drinking around books, applying excessive pressure to
a volume's spine when photocopying, mutilation by cutting out illustrations,
highlighting or underlining passages inm a library~owned book. The exhibit
also emphasizes the cost that accrues to the library, as well as the nega-
tive effect this cost has on collection development, when these items have
to be repaired or replaced.

This is the first in a series of displays on comservarion topics that
will be mounted in the next to the PCL Information Desk case. The next one
will appear in about two weeks. Because all of these exhibits will be small,
they are highly appropriate for display in other campus libraries. Please

contact me if you would like to mount any or all of them in your unit.

-=-Mark E. Cain

(51
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EXHIDITION

OVERVIEW: Cases 1-2

The longevity of books ts determined by their component materials, their
storage environment, and the people who use them. It has been satd that
"everything in library collections {s deteriorating today, was deterio-

rating yesterday, and will continus to deteriorate tomosrrow although we
ought to retard the process."*

Fach volume has its own life span es seen in the comparison of the 1743
Works of Sorpi and the 1942 publication of The pevil's Dictionary. After
237 years the paper {n the former is still strong, durable and anazingly
white, while after only 38 years the latter must be discarded because

its paper has became embrittled and crumbles when touched.

These introductory cases show the various problems libraries face every
day. Further discussion of these problems and their solutions will be
presentad in subseguent cases.

Examplest nrittle paper
Acid migration
Foxing
Red rot, the chenical decay of lesthsr
Light damage
Water damage (staining, mold and cockling)
Damaging binding structure
Oversewing

Mutilation

I~NHERENT VICE; Cases 1-4

Vohierent vice, meaning the innate faults of botn materials and binding
structure, when combined with poor environmental conditions and poor
handling results in A rapid escalation of deterioration.

*Williams, Edwin £, ‘petetioration of Library Collecticns Today,"
The Libzary Quarterly, 40 (1370}, p. 3,
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In these cases sane of the problems of poor materials and structure
cutlined In the introduction, with some canparative examples of good
materials and good structure, are shown.

Fxowmplest Early, nineteenth century and modern paper samples
Rrittle pyper in books printed in 1896, 1925 and 1951
A~fd migration from acidic paper to other papers
Leathery
Rotting nineternth century binding, acid migration

ing protective covers to them have been developed. However, the equip-
ment and tools used by present day hand binders do not vary greatly from
those usad centuries #go.

Examplest Lying press
Standing press (photograph)
Seving frame
Backing press (photograph)
Board shears (photograph)

Good quality modern leather Bone folder

Poor hinding structure; Knives
Stapled construction Straight-edge and triangles
Heavy book on weak cords with covar broken off Brushes

"Aedhesivesbound” book with broken spine

Oversewn dinding on & book with weak paper

1767 ttalian publication, oversewn and trimmed
Good Linding structures

Non-adhesive binding

Limp vellum binding

Piaskin binding

Well. produced contemporary book

MONTTORII, INSTRUMENTS; Case S

Fxtremes an temperature awd humidity, as well as exposure to ultraviolet
Tiaht, «horten the Tite of books, Environmental conditions can be con-
trodied wath the snstallation of such aids as atr conditioning systems,

Decorating tools
Gold and colored foil
Marbled paper
Leather

PAPER TREATMENTS Case 7

Paper presents the most difficult problem with which libraries must
deal. 1n its many uses for books, maps, prints, manuscript materials
and more, it arrives at the Conservation Department with a great variety
of problems. It may be dirty, embrittled, torn, wrinkled, stafned,
molded, worm-saten -- any or all of these in cambination. In pajer
treatment as in all other areas of conservation, the cardinal rules, re~
versibility and using the minimum possible treatment to achieve the de-

— ultraviolet Tignt filters, and humidifiess, The quality of conditions sired result, spply.
o q
v tn Tibrory stark arean can be determined with the help of recording and ]
measurIng dnotruments.  Thedir recurds provide tangible evidence of the The first step in paper conservation is to remove as much dirt as pos-
need for environmental controls or, §f they exist, of the degree of sible by surface cleaning. 1f by any chance active mold is part of the
therr eftectiveness 1n maintaining good, stable conditions, problem, the paper must be fumigated before surface cleaning §s begun.
Fxwmpless  Apotay measuring telative humidity (RN} within a book Next, individual problems such as flattening, removal of pressure-sen-
Stimg joychrometer meanuring RAS §n the atr sitive tape, cardboard backings, or unusual spots are corrected., Un-
Foychiron for calibiating hyqtothermoqraphs fortunately there (s NO knowh pressure-sensitive tape that is safe for
Therm o hygrometer momitoring temperature and R/ use on rare materials.
Siygrethesmoqraph reconding temperature and R/H
fluce woad samples for monttoring fading Most papers ate in need of deacidification and this is the treatment
Ultraviolet Tight menttor most frequently performed, wWhile deacidification will not restore paper
Morelerated aging oven to its original condition, it should halt further detertoration for
Insect trap some appreciable time. Two methods are in use §n the Conservation De-
partment - aqueous and non-ajuecus. Paper which for any reason cannot
be agueously treated can be deacidified non-squecusly by a method de-
DINET G MATEIIALS AND EQUIFPMENT:  Cases 5-6 veloped by the Libraxy of Congress.
The craft of hand leokbinding bas been practiced {or centuries. Many Resizing, particularly of molded materials, leaf casting which reconsti-
ctlicaent and durabde methods of attaching leaves together and fasten- tutes the sheet of paper, and the removal of adhesives with enzymes ate
10 11
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often nrecessaty treatmunts,

Mending is always the last step in paper treatment and reversibility {s
of the tiret importance. The best repair techniques involve the use of
Yong-t4terrd, hantmade Japanese papers in combination with the purest
available water-solub:.le adhesive. Research materials may be mended with
a more qulickly applied but not $0 easily revarsibla “heat-set* tissue.

The fin3l consrrvation treatmvent for many pon-book materials is encap-
salation letwin two sheets of fnere plastic, Encapsulation provides
supprt and safer handling and storage for fragile materials, protects
them from atmospheric pollution and is completely and quickly reversible

with & pair of scissnrs. Folders made of polyester film are also pro-
vided for handling manuscripts.

Examplear  Dry cleaning tools:
e -wipe dustcloth
Opaline pad
Kneaded, qum, and Pink Pearl erasers
Examples of cleaned and uncleaned paper
Fressure-sensitive tape partially removed
Fume hood {photograph)
Rolled and flattened paper
Hotton humidifier (photograph)
Testing materials for color fastness and
A twxik taken apart for washing
Twer title foysesy
Ui ashendd
washed, deacidifted and luf fored
Warhing eqgarpment {piotoqraph)
Material sustable for pon-aqueous deacsdification
Pajer mending materialsy
Bease hen
Japovnene tyssues
Heeat set tisspe
Hepatred pager examples
Leaf castert worsm-ecaten book PAPersS uncast and cast
polycrer f1lm encapsulation envelopes put together
with resoure-sensitive tape or sewn
Folyer ot handling folder

FHVIRONMIENT . Cose d

Heat embritties fhrary materials, light fades them, atmosgpheric pollu-
taon degrades them, and pafticulate pmatter abrades them, High relative
humtdsty eroonrages the growth of mold and fungi. Insects amd rodents
Other cannea of damage to paper and bindings, thrive in watM, humid !
tomditdoanc,  Divanders can happen,

12

Good housekeeping is one of the first steps in controlling the environ-
ment. Routine dusting and vacuuming of stack areas eliminate the bhuild-
up of dirt and the proliferation of vermin, NAir conditioning and filter-
ing and ultraviolet screening effectively combat these enemies of books,
pisaster plans can be made,

Some of the deleterious effacts of a poor environment are illustrated in
this case.

Examples1 Holdy book
Etfects of atmospheric pollution
Faded bookcioth and paper cover
fessicated leather
Cockled vellum
wWater damaged book
Charred book
Effects of light exposure
Some sol . :
Silica g9el, a dessicant
Uv 1light filters

MUTILATION: Case B

Mut$lation of a book can make subseguent reading difficult or impossible
for the next user. Although in same cases damage is asccidental, it is
sometimes intentional, but most often the result of a lack of knowledge
snd avareness, Learning the correct way to handle a book, particularly
if it 4s fragile, will extend its useful life. -

Examples: Underlining and notes written in the margins
Stains from ink spill
Stains from pressed {lowers
Rusty pape€r clip stains
Razored pictuxes and articles
Acid migration
Torn headcaps
Rroken hinge fiom excessive inserxts
Fhotocopying mutilation
Undesirable tape repalss
Doqg-eared corners
Dog-~ecaten boon

RARE BOOK RESTORATIONSG Case 9
The Yale Library has a wealth of very rare books in jts many collections.

Mont of them are in the Beinecke Library, thought to be the largest of
its %ind in the world, housing 180,000 volumes in the central tower

13
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Alone.  Other rare books are part of specialized collections in variocus
1ibraries on the Yale campus,

These heks require special care and this is carried out in the Con-
servation separtment. A1l forms of restoration s » performed by a
staff of lookbinders trained in both the techniq ; and the history of
hinding. 11 jponstble, every part of an original oinding iz pressrved,
as i1s al) evidence of the later history of the book, When the original
Linding can ne longer be used or is missing, another may be constructed
Fugaesting the style of the period. Whenever possible a non-sdhesive
"eonnrervation Mnding” 1 made. Jt permits & book to opan without
“train and so 15 often u.ed for books that are exhibited frequently.
Fxhibition stamds destgned specifically for books that will not open

well are alun wmade, Bindtngs of historical interest are often not res-
tored ot all, Mot simply boxed,

Exampless  Rebindings
Leather rebackings
Cloth relacking
Non adbeegve bindings
Fapyrun sepalr
Boxed dinding, not restored
Exhibition stand

OFTINNST  Case 30U

Tk voturned froem carcnlation tn seraously detersorated condition

AFE 0ttt the Prewserval ton begartment, Fach title receives a thotough
Liblsampaghite wearch,  Standard biblsographic tools are consulted to
detetmine the avatlability of teprint or microfilm replacements, and
the pullie catalim 18 connulted to determine what other coples ;nd re-
Pated werke ox1ot oleewhore in the collection. The shelves are then
chockedy the condition of any telated volumes §s noted, and other coples
of that title are qathered, with the ook tn hand and atded by the ‘
Pt temraphite woarch reeotd, the subject spectalist weighs sl factors
toctading uiage and the relation of the ftem to the roliectitnn. arfd !

makes the final decision aa to the disposition of all deteriorated edi-
tions of that tiedy. ‘

The optdon yaed gt Yale arcy replacement by reprint or microfilmg  re-
Pro<ioction by photocogy or microfdlm;  discard; transferi  ang sepalr.,
Parehave of reprints fo a moeh yaod alternative and one of the mo.t
crommieal,  peplacement by microf 11w arnerated commercially or (n-house
Puoedten the chntre for m.ltd-volume, Jow-use material, Many btadly rfe-
torsoratad volumes gpee phictocopded in-hoise, The volume is taken apast
e Aty mivaing ports are replaced, through interlibrary loan ii neces-
SAFY.  The tewik fe, then photocopded on acid-frers bond pagsr and sent to
A ctewereial binder,  The subject speecialist may specify retention of

14
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special plates or maps te be kept in a pocket of the copled replacement
book, 1f the item is a duplicate or judged to be of no value to the col-
lectfon, it is withdrawn and sent to the bock sale. If the item (s of
artifactual value it is cffersd to the Bainscke Library or osther special
collections.

When the condition of the paper alluws, the volume may be repaired. ¢
the textblock (s intact and only the binding has deteriorated, the

volume will be sent to a cowwercial binder with a request for ““recas
only”. wWhen the volume is unusually heavy the binder will be requested
to recase the textblock fli sh with the bottom, thus allevisating strain
on the hinges. If the tex' block s not intact, it will be sent to the
Conservation Department fu. treatment. The Conservation Department car-
ries out the quickest, least involved repairs that are structurally sound
while using all easily salvageable parts of the existing binding.

Examples: Deteriorated books returned from circulation
Preservation Department activities {photograph)
Two copies of an early twentieth century book, both embrittled
Microfilm replacements, commercial and in-house
Microfiche replacemant
Book with missing text replaced through interlibrary loan
in preparation for photocopying
Fhotocopy replacement with original plates in pocket
Heavy book, text intact, recased flush with the bottom
Heavy book mended and recased ir-house, retaining part of
the original cover
Three stages of typical in-house repair on lightweight books
Full restoration

SAMPL.ING OF DETERIORATED BOOKS3 Case ]}

The baoks in this case are from the Preservation Department and provide
& graphic illustration of the challenge facing research libraries today,

PROTECTIVE COVERSs (Cases 12-13

Care is taken at Yale to provide suitable protective coverings for all

incoming books and pamphlets: Unbound materials that find their way into
the stacks are subject to abrasion, increased damage from dirt and atr

pollutants, and distortion from lack of support. Journals are sent to

commercial library binders as complete volumes accumulate, and are usual-
1y given an oversewn binding, This s the strongest of all library bind-
1ngs but it results in a bonk that does not lie open nicely, and when the
paper becomes brittle the leaves will tear along the stitching leaving a
volume of tightly bound stubs. Oversewing requires that the binding mar-
gin be trimmed so that the loose pages are sewn together through the mar-

15
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9in and net through the folds. Yale has arranged for special options,
such an “no trim” and "sew through the fold" for ftems with limited max-
atnse  Books with strong paper and an intact text block are designated
"recase only”,  Paper monoqgraphs are often adghesive-lcund and the covers
At rednforced and encased in plastic. The Preservation Department over-
Gres the commerctal binding arrangements as well as the operation of the
Preparations Department where the books ere plated and labelled upon
thelr return toom the bindery.

Famphliect hinding has loag boeen a problem, Many of the old commercial,
high-acid binders are literally falling to picces in the stacks. Yale
how uees theee types of {n-house pamphlet bindings designed by the Con-
Cervation Oegartment,  Made of acid-free board and good quality bookcloth,
each 15 destaned to suit the particular pamphlet strcture. Other minor
trpadrs are carried out in the tn-houss bindery.

Conservation Department repairs for the general research collection are
described an Optionng  Case 10.  The Conservation Department also makes
"wraparcand<® or boxes to protect restorations and broks of artifactual
valur which should be retained in their original bindings,

Hany arclival quality protective coverings for untound materials are now
teemerctally avatlable, These fnclude acid-free envelopes, boxes and
foldery n a great varjety of sizes.

Frxamplest  tnprotected materials
Jorpal, oversewn
Jonrnal, cewn through the {old
Urermateatnd® binding
Commere1al recasing
Beterioarated pamphlet pindors
Leaves tearing along the hinge of & pampiilet binder
Contervation pamphlet binders
Folder tor unbindalle matersal
LYE7 YR N
T 1ns
LRSI RTINS
Fedaing boxes
Arclaval folders, envelogpwes, boxes

16
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SUGGESTED READING

Cockerell, Douglas. Bookbinding and the Care of Books, Paperback re-
print, New York, Taplinger, 1978,

This (s the classic work on hand binding.

Cockerell, Sydney M. The Repairing of Books, London, Sheppard rress,
1958,

Provides & swwary of sane of the possibls ways in which books can
be repaired so that librarians and ¢ollectors will understand the
work required. ’

Cunha, George Danfel Martin, and Cunha, Dorothy Grant. Conservation of
Library Materials, 2d ed,, 2 vols., Netuchen, N.J., Scarecrow Press,
Ince, 1971-720

Volume one covers & broad range of topics on library conservation
and restoration problems. Volume two contains an extensive bib-
liography on library and archival conservation,

Horton, Carolyn. Cleaning and Preserving Bindings and Related Materials,
?d ed., Chicago, Library Technology Program, American Library
Association, 1969.

A classic manual on the preservation of books and bindings, this
ook covers minor repairs and the treatment of leather bindings.

Swartzburg, Susan G, Preserving Library Materialst a Manual, Metuchen,
Nede, Scarscrow Press, 1980, S

The most up-to-date survey in the field. The bibliograph: .;overs
material published through the 70°'s.
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8 O Columbia Universily Recesd

alendar July 20, 41984 to August 16, 1984

23 “Play It Again, Sam.’’ Admission: $2.00;
free with CUIDL Auditorium, 2ad 01, Eard
MONDAY, JULY N Hall,

5.30 PM. Scismology-Geology
Semigar: “dessmulugy and Seusmicity in
Braail” by Dr Maicello Assumpgido, Uni
vermiy of Brazi Lamont-Doheny Geolog-
nal Olaervatory Sennmology Seminas
Roum, £ DGO, Padisades, NY.

24

TUESDAY, JULY

10:00 A M. bummcl Intesn Semipar:
"theanic Fracture Zunes,” by Dr Ennceo
Bonats, L IXGO lamont-Ix hervy Geolog-
scal Observatory Lamont Hall, L- DGO,
Palisades, NY

JOOPM. k9:0PM. SummerCinema:
“Twotae " Adsosson. §2 00, free with
CUIDR Audionum, 2nd 4, Eard Hall,
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WEDNESDAY, AUGUST

$:00 PM. Ferris Boath Drive-ln:
“African Queen”’ lawn, Furnald. (Rain
Program: Wollinan Auditorium, Feris
Booth Hall.}

15

WEDNESDAY, AUGUST

9;00 F.M. lcrris Bouih Dnvc Ia:
“Gone with the Wind" Lawn, Furnald.
{Rain Program: Wallinan Auditorium,
Ferms Booth Hall)

CALENDAR PUBLICATION SCHEDULE

’ Per red Deadline fos Notices

35 Books in Peril g 1o 13 M- Avg. S, 1 s
Bouks, a scholar’s most commaonly-used tools, are not usually thought of as
WEDNESDAY, JULY S, perishable items. However, they are susceptible to damage from humidity, light, in- Calendar notices should be sent 10 201 Dodge
9.00 PM. Ferris Booth Drive-la: sects, poor binding, display and storage techniques and chemical imbalances n their Hall. where special kuning are availabie The
“loome ™ Lawn, Fuinadd (Kain Program: paper, as well as wear and defacernent frum users. An exhibit organized by the deaddhine fur submissions i generally Muonday
Wolliuan Auduonun, Ferns Boath Hall ) libra, 3" preservation department, now on display on the third floor of Butles Hau of the week prior o publication week
] . . . ) " . Nutices for the pensod Aug. 17-Sept 13 must be

Library, identifies reasons bouks deteriotate and measures Columbia takes to recered y 11 o Map., Aug 6, Galemstar
alleviste these problems. The exhibit will semain on view until the Ldl semester. uiguiiies 280-4845 ’ ‘
Abuve, damage caused by b+ kworins in a Penian book.
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COLUMBIA UNIVERSITY:
SAFE EXHIBITION OF BOOKS

In order to display books safely, placing
unnecessary stress on the binding structure must be
avoided. Books do not always open easily, and some
may have been further weakened by use. The joints,
where the cover boards meet the spine, are
particularly vulnerable. A solution to the problem
of exhibitions is presented here in the form of
book cradles, which allow the volume to be opened
for viewing, yet provide the support needed to
prevent damage.

HAZARDS OF DISPLAY

Unsupported books lying open and flat on display
are subject to strasses which may damage the
bindings. Some othar problems caused by improper
display techniques are seen here: the strain on a
leaf which does not open fully, but is secured
tightly; and the use of wide strips of polyester
which not only cause glare, but are too stiff and
too tightly wrapped, and are therefore cutting into
the leaves.

If a book does not open fully, a cradle which
supports it at an angle may be constructed.

F;at cradles such as this may be used when the
title page or a leaf near the front of the book is
to be displayed.

A plexiglass cradle offers solid suppgort for the
displayed item, and may be meldeq1$%ysely to its

contours.
110 ,
173
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