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FOREWORD

<

The New Jersey Library Network Protocol Committee was formed at the
direction of the State Librarian, Barbara Weaver, to study and recommend
changes in the organizational and operational structure used for the
exchsnge of information and materials within the Network. The -
recommendations within this report were developed by subcommittees
working independently to address spucific areas of concern. All of
these recommendations were‘endor'sed by the entire Protocol Committee.

An Interim Report focusing on bibliographic access, interlibrary loan
ana reference referral was submitted to the State Librarian in December,
1982. At the Committee's request, the State Librarian sent the Interim

Report to the groups representing all types of libraries in New Jersey.

More than 250 librarians and trustees responded to this report at a
serles of regional mzetings held in June of 1983.

in August 1983, the Stzte Librarfan issued a plan detailing those
Committee recommendations which could be implemented now through a
combination of State Library iinitiatives, the cooperation of network
libraries, and the help of professional associations and State Library-
sponsored Committees and_task forces. Some recommendations were already
being adopted. Others required new funding or legislation to expand the
program to the level recommended by the Committee.

With minor modifications, material from the Interim Report was
incorporated with new subgommittee. reports on photocopy, procedures, and
statistics Into this Final Report. ) The sample manuals included in the
Procedures Report are -prototypes or suggested drafts rather than fully
developed and implementel working documents.

The Protocol Committee wai charged with producing recommendations to
ease the transition of the‘New Jersey Library Network from its present
configuration to the new network proposed in pending legislation. With
~ the passage of this legisiation still in the indefinite future, it
became clear that even as the Committee delibeZnted, iiew patterns cf
interlibrary service were already evolving. The Committee also found
that the need for precision Iin its praocedural recommendations constantly
conflicted with the need for flexikility in a changing environment.

The proposed library network legisiation was signed into law in January,
1984, it is hoped that this docum.nt‘hitl prove valuable to those
involved in planning for a new era of library networking in New Jersey,

L]
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PREFACE

The individual library is the foundation of library service
in the State of New Jersey. This library -~ academic, institutionalx,
public, school or special, is where most patron needs are met. MHowever,
no Tibrary, no matter how well funded or administered, can meet all the
informational, educational, and recreational needs of its public. For
this reason, it is necessary to provide sccess to resources and services
beyond the local level. (it was with this intention that the present
network was established.

The New Jersey Library Network Protoco! Committee was formed
at the direction of the State Librarian, Barbara Weaver, to study and
recommend changes in the present organizational and operational
structure of the existing network and in the patterns for networking and
informational services among various network components.** The
Committee was further charged with recommending a set of procedures to
be followed by network libraries for the exchange of information and
materials. It was also charged with recommending policies and
procedures for the proposed network, should pending legislation be
enacted. '

in the prccess of conducting its study and making
recommendations, the Protocol Committee examined previous library
networking studias, New Jersey library legislation and the operation of
the existing network.as a means of putting its effort in perspective. .
Following is a brlef outljne of these studies and the resuft!ng
legislation. For those interested in a fuller overview of the history
of library network development in the state, the Committee recommends
Library Development in New Jersey: the Historical Background, ‘the

- % A library for patients or Inmates of an institution.

report of the Subcommittee on Htstoricll<5§vc109ment of the kibrery
Development Committee; New Jarsey Library Association, 1973.

To present the results of its work the Protocol Committee has
divided the report into sections: 1) a brief historical overview of
library network development in the state; 2) a description of the
present network; 3) findings and recommendatTons of the Committee.

\a
** Charge to Committee included as Appendix II.
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NEV JERSEY LISRARY NETWORK

HISTOR!CAL DEVELOPMENT

The first study to have a bearing on ocur present network was Better
Libraries for New Jersey: “Final Report of the Commission to Stud
Library Services in New Jersey, 1 . This study resu)ted from a
commission formed in 1954 by then Governor Robert B. Meyner, and was
charged with (1) inquiring into the present condition of the library
services available to the citizens of the municipalities and counties in
New Jarsey, (2) recommending what improvements should be made and (3)
developing a mastar plan for the Improvement and adequate financing of
Iibrary services throughout the Statn. "'

The resuiting legislation, the State Aid Act of 1959, both
increased and expanded the concept of state aid to public libraries and
provided a mechanism for. two or more libraries Joining together to
provide library service which each separately was unable to offer.

While the 1959 legislation resulted in significant Improvement in
public library services, it was apparent that there were still ''serious
deficiencies in the library services being offered to the people of New
Jersey... (specifically that) a high percentage of the population did
not have access to those library materiasls and services that would
fulfill educational and inﬂermatlona! needs.'2

These and other shortcomings of .l1ibrary service in New Jersey led
the New Jersey Library Association, through its Library Development
Coomittee, to initiate '"a series of investigations into the status of
different aspects of New Jersey libraries.'’ These investigations led
to the publication by the New Jersey Library Association in 1964 of
- Libraries for the People of New Jersey or Knowledge for All by Lowell A.
Martin and Mary V. Gaver.

ORIGINS OF THE PRESENT NETWORK

The present library network in the State of New Jersey was organized
in 1965 based on structures and concepts outlined in the Martin/Gaver
report. Flgure 1 (page 5) is a diagram of this net.oork. Library
directors were notified of its formation in a memdérandum from Henry J.
Michniewski, Projects Planner of the New Jersey State Library, dated
January 13, 1965, Three years later the State Aid Act of 196é was
passed establishing the network in law and providing the rn:cessary
funding. In the period 1965-68, funding for the network was provided
through the use of Federal LSCA Funds. L

Library service in New Jersey was dramatically improved. Local
libraries were linked via the newly established network to the ma jor
library collections In the state; increased state ald was provided to
support the network; snd the number of libraries complying with state
standards more than doubled between 1968 and 1978. ''Today (1980) over
75 percent f all public libraries meet or exceed the standards for
their respective service populations.,’ :

-3..
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Protocu!l Comittee

As New Jersay libraries entered the 1980's it was apparent that ''... the
current ald and network programs... {were) beginning to show their age,"5 thus
necessitating new servics strategies designed to meet changing patterns of uler
demand. in 1978 the New Jersey County and Municipal Goverrment Study Commission
began & re-examination of library service in the state, The results of their .
study were published in The Development of Libraries and Networks: Prospective
Roles and Responsibilities, 1980.

-

As statad in the study, '"the Commission believes that the (present)
netviork, has, over the years, demonstrated the validity of its underlying
philosophy and has sdded a new dimension to the (library) services available to
the citizens of the State.'d However, the functions of the network are not
clearly expressed in law and are cited only in the distribution formulas for
State Aid to libraries.... (This) has resulted in considerable confusion among
those libraries performing, and those rsceiving network services."?

SBased on the Commission's find'~qs, legislation has been introduced which
would permit more flexibility in establishing networks and in regulating the

- standards and procedures critical to their operations.

To help analyze the presen: network, the Protocol Committee studied
saveral documents which relate to the provision of libprary services in New
Jersay. These documents, listed in Appendix |, outline the responsibilities and
duties to be performed by the New Jérsey Network. With the excegtion of the
State Library, these responsibilities and duties are set forth in contracts '
which are individually negotiated with each library. The State Library is
mandated by law to provide support services to New Jersey libraries. These
responsibilities are generally set forth in NJSA 18A: 73-35, In NJAC Title 6,
Chapter 61, and in State Library memoranda. . )

THE OPERATION OF THE PRESENT NETWORK

The local library, designed to sarve a specitic population or primary
clientele, is the first point of patron entry into the state-wide ?ibrary ’
network. wWhen the local library is unable to meet a patron need, it utilizes
reference referral and Interlibrary loan services to tap the resources of other
libraries in the state.

To achieve network goals and implement the Martin/Gaver Study, certain
public libraries (now numbering 26) were designated and funded by the state as
Area Libraries to provide backup services to all libraries within thelr area.

Area Libraries were generally chosen for the size and the quality of thelr
collection a¢ well as their location. Each area has a Coordinating Council,
comprising representatives from the libraries served, to estaplish priorities
and monitor the network activities of .the Area Library in an advisory capacity.

Each Area Library negotiates and signs an annual contract with the State
Library to provide area services. The Coordinating Council Is required to sign
off on all area contracts; without Council approval the State Library may
withhold network funding to an Area Library. This procedure, estahblished in
1980, is intended to encourage greater participation by all local libraries in
the determination of network serviczs needed in their area.

4%
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The Network

Resource librarfes provide backup reference and interiibrary loan service
to the Area Libra 'es and channel requests when necessary to the Research
Libraries. Newark Public Library operates as a Resource Library for 12 areas in
northeastern New Jersey through the contract it has signed with the State
Library. The State Library itself serves as the Resource Library fcr the rest
of the state, but without a service contract. Its duties and respons%bllities
relative te network services are set forth in an internal document and in the
general provisions of state statutes.

For more campliclted or specialized requestg for service, four libraries
were designated as the Research Libraries. for the state. These are the Newark
Public Library, the Princeton University Library, the Rutgers University Library .
and the 'State Library. Resource Libraries turn to these libraries for backup
services and for assistance in subject specialiiles. Each, of the Research .
Libraries receives no more than $100,000 annually for the provision of network ”
research services, )

L
Figure 1

New Jersey Library Network
(As of Kavembder, 1982)
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Protoco! Committee \ ;

There are certain anomalies and inconsistencies that are built into -
the presert netwcrk structure: ] (P\;_ \

1. The state has no gutde!ines for the c53!¢ct! of statistics

used to measure the effectivéness of network servicas curréntly

provided by the Ares, Redciirce or Resedrch Libraries or to accurately .

compare the services deflvered by each..

2. Resource Library services are the only level of network -’

services not establighed in law but by the Michniewski memorandum of
January 13, 1965. ™

3. Tax support fqr local, Area, and Research Libriaries gomes
primarily from state and local taxes. The resource level of segvice
to the network, on the other hand, has always been supported fr
Federa! LSCA funds making It the 1e83t reliable from a funding point
of view. :

A ]
J

b, From its Inc otion, certain disparities of service have '
existed between the northern and southern regions of‘the State. This

is perhaps most significant in the area of reference referral. )
a. - As outlined in the Martin/Gaver Report, this level of suppert
was weighted heavily in Favor of the northern region.

LY
"The Newark Public Libracy, as the strongest
public library in New Jtﬁggxéh?ls a special role
to play In this system of ‘arew. centers... It
will backstop the area reference libraries . / N~
throughout the whole northern part of the state ~.
by the establishment of the Metropolitan -
Reference Center of Northern New Jersey. To
this end, it should move forward with the - ..
development of collections of various types , N
which are needed in New Jersey... Thus the . o
Newark Public Library will serve as a T -~
metropol itan rdsearch library, to increase even
further the level of service made available to -l
this most populous portion of the state.'d

The report also
:£ZA "proposed that a Library Reference and Referral )
Center be astablished In the State Library, as
{ an instrumental ity of the third level of r
service, to channel and direct requests flowing
up from local and area libraries. This would
not be a very large collection, or even a very
large staff, designed as the one final resource
to handle al! specialized requests itself, It
would rather call upon and direct traffic to the
network of resources over the state."10

~

-0




T\

>

A \

: . : E
h ) } The Network

-

“b. The ﬂ)chnlewski memorandum of 1965 also left this Tevel

of service to.the two.regions of the state unbalanced. The
duties and responsibilities of the Resource Libraries as
defined by the Newark Public Library covered a page and a half
of the memorandum -- the responsibilities of the State Library

were covered in nine lines.
Haviﬁg reviewed this informatlbn, the ésamittee of fers the

following recommendutions. / g .
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Bibliographic Access Subcommittee

.

In New Jersey, lack of shared information concerning library
resources at all geographic and governmcnta1‘!evels is a barrier to
access. |t is the goal of this subcommittee to outline a plan of action
which addresses and places priorities on the improvement of existing
location tools, and the developmant of additional tools. At the present
time, the hpldings of* schoo! medla centers and special libraries are
generally not represented in existing tools.

ideally, wc would like to see fast, convenient author/title,
sub jact and alphanumeric code access to bibilographic, location, and
availabitity information for all types of materials for all types of
libraries in New Jersey.

implementation should také into account cost-effectiveness,
flexibility and multiple ppplications of new technology.

N .
When developing and implementing any \qutomated system, networking
and resource sharing must be an integral cofponent of the planning.

Recomsendations

A. Support and improve existing location tools.

1. New Jersey Union List of Serials (NJULS)
RS .

a. :%onvert fija to MARC-compatible format

s' holdings, with emphasis on school
special libraries

b. add more liurar
media centers a

c. develdp potential to produce variety of configurations
(such as geographic, subject) and products (such as hard
copy, COM, floppy discs, tapes)

d. convert to on-line access through OCLC Serials Union List
capability

e. add newspapers to NJULS

2. Local union Jists of serials

a. develop local union Tist capability in standard
bibliographic format (analyze cost benefits of regional
vs. centralized productidch) :

b. local union lists should be developed In conjunction with
and be compatible with the state list. '

17
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Protoco! Committee
3. ocLC

a.. encourage participation in OCLC by all types of libraries
through:
(1) funding

jf"‘ (2) pudblic relations

! (3) consulting .
b. promote cooperstive participation on a shared basis

~c. provide bibliographic and location data to non-0CLC
libraries :

d. encourage retrospective conversion of records
' N
e. utilize potential for various of f-!in#products through
PALINET and Indlvidual tapes (such as COM catalogs,
subject 1lsts)

£ 4. Circulation systams J

a. encourave installation of automated systems with standard
MARC-compatible record formats through:

(1) Lunding
%

(2) education end public relations (e.g. fact sheets,
lnfornlt[cn packets, mode! RFP, pros and cons of
various systems)

"

(3) consulting

b. promote cooparative development on-reglanal or shared-
interest basis

B. ~ Develop state and/or regional directories of all tySes of libraries
that will iInclude Information such as: per ; hours, policies
(on access, ILL, borrowing, fees, etc.), copying facilities,
computer datsbases, collection size, and network memberships; and
that will index special collections by subject. (Example: SLA's
Directory of Libraries and informstion Services in the Philadelphia

~— Area.) o

C. Provide guidelines to aid individual 1ibraries In describing their
own holdings (examples: standardized formats, authority lists).

0. Assess the need for improved access to certain types of materials
such as: federal, state and local govermment publications; and
multimedia resources.




¥

ILL Subcommittee

) Interlibrary Loan Subcommittee

The interlibrary Loan Subcommittes, in examining interiibrary loan
service within the state, Has attempted to ad.ress several issues: the
purpose of interlibrary ioan services, the structure for the routing of
requests, the standards to be. appiied to such service, and reimbursement
for interlibrary lending. In discussing these difficult issues, the
subcommittee has attempted to provide a new framework for interlibrary
loan service, that will fully recognize Increased technological
capabilities and be flexible snough for use during the periods before
and immediately after the ImpliementaCion of the new network.

A The present New Jersey library network Iis designed on a
hierarchical basis. The local library, the primary library serving any
user, sends its interlibrary loan requests to the library designated as
its Area Library. The Area Library acts as intermediary between the
local library and the two Resource Libraries: The S. e Library and the
Newark Public Library. These two Resource-tibraries plus Rutgers and
Princeton University Library serve as the four Research Libraries and .
suppiement’ interlibrary loan and other network activities on a referral
basis. ] :

The network has beenloperating under a code that is now eleven
years old and predates OCLC, CLS!, and other location tools. Because
access to previously unreachable collections is now available to
libraries on all levels, the network has begun to modify its structure
with little direction from’any single source. While this may satisfy
individual libraries, it is impossible to recommend that libraries
establ ish whatever arrangement they find necessary to provide adequate
interlibrary loan service. The State Library, Newark Public Library,
and other libraries at the local or Area level have attempted to
_lategrate the new capabilities into the old network framework. This
” approach has often workad but has, at the same time, built barriers to
efficient and effective interlibrary loan service in New Jersey.

Principles and Recommendations

. Purpose - Each library should provide the resources,to meet the
recurring needs of its primary clientele. Interlibrary loan is an
essential aspect of !ibrary service because no library can be
expected to own all materials that are needed by its clientele.
interlibrary locan Is an integral pargr of collection development and
planning, to be used in conjunction with the local library's
efforts to develop and provide its in-house resources.

A, Particlpating libraries are sncouraged to make interlibrary
: n_services available to their clienteie, as appropriate.

8. Any type of library material needed for the purposes of
information, Instruction, recreation, research or study may be
s requested on Toan or in photocopy from aiother 1ibrary. The
lending Iib(ary has the privilege of deciding In each case

-13-
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whether a particular item can be provided, and whether the
original or a copy shoud be sent. These declsions will be
detsimined by the nature of the material or other reasons
specifically indicated In.this agresment. It is recomended
that tiee reasons for not filling a requect be communicated to
the requesting -library. ST |

The borrowing !ibrary may request materials which it owns but
which are In circulation or are designated as reference.

Lending Tibraries will practice as unrestrictive an
interiibrary loan policy as possible with due consideration to
the interests of their primary cllientele.

The borrowing library will honor any limitations on use of
materials imposed Ly the lending library.

Each participating library will prepare a statement following
a standard format of its own interlibrary loan policies and
procedures and will make this statement availsble as
appropriate. Comparable statements covering interlibrary
cooperative arrangements on a local or reglional level should
also be made available as appropriate.

Training and consultation on the provisions of this agreement
are essential and should be carried out in a systamatic and
onqoing fashion. These efforts are to be coordinated at the
network ‘level for all network participants.

Structure - The goal of interlibrary losn service is to provide

fast and efficient access to the widest range of materials. To

‘make this possible, libriaries need flexible protocols which will

permit them the use of the optimum direct route towmaterials. The
network should develop locatien tools and :delivery services which
facilitate the fullest use of resources in New Jersey.

A,

Librarles originating requests are not restricted in principle
In their-choice of a lending Institution. Recognizing that
the means for obtaining necessary bibliographic information
very across the state, the routing of specific interlibrary
loan requests shall be determined by the availability of
location tools in the originating 1ibrary. A flexible system,
of channeling requests shall be used, as follows:

Track 1. The originating library without bibllographic
location tools in-house shall route its requests In
accordance with prevalling sgreements for directing such
requests through the existing network siructure. (For
example, through Area, Resource, Research, or contract
libruries.) ‘

e 9
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Track 2. The originating library with access to
bibfiographic location tools and able to identify one
location for the item may submit the request directly to
that library.

Track 3. The originating !ibrar§ with access to
bibilographic iocation tools and able to identlfy

multiple locations for the item should use the optimum
direct route in forwarding the request. Factors in
determining the optimum direct route are:

1. Gecgraphic proximity
2. Response time ‘
3. Document delivery

k. Network funding of lending library to provide
ILL service

5. Speciaities of lending Itbr;ry in relation to
type of material being requested

-

6. Costs or fees

in addition to the network structure, special agreements which
exist to facilitate interliibrary cooperation on local and
regional levels, such-as round robins and federations, are
encouraged.

in order to facilitate the movement of interlibrary loan
requests, Area, Resource, Research, and contract libraries
shall have direct access to as wide a range of bibliographic
location tools as possible, such as NJL/NPL COM, OCLL, RLIN,
NUC, NJULS, local union list, UCMP, and other electronic data
files,

The State Library and the Newark Public Library, in their
roles as Resource LilL aries, will continue to supply location
infoarmation when they (State Library and Newark) cannot fill
the request,

Area, Rasource and Research Libraries particlpa}ing in OCLC
and/or BN are encouraged to provide third party borrowing as
appropriate.

Reserves (i.e., holds) will not customarily be placed for
interlibrary loan requests. When the requested item is '"in
use'!, the interlibrary loan request will be marked as such and
returned to the originating library.

Network advisory boards shall monitor and review interlibrary
loan requests for the purpose of assessing whether the choice
of lending institutions and/or tracks is consistent with the
guidelines of this agreement.

s 21
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Standards - Performance siandards and the collection of information

through the monitoring of Interlibrary loan activity within tha New
Jersey Library Network are essential for the equitable and
efficient provision of service. Statewide guidelines and standards
covering, but not limited to, minimum response time for reporting
on requests and for the delivery of material shall be established.

A. The governing authority of the network shall be the monitoring
sgency of interlibrary loan activity.

B. It is recommended that z11 libraries participating In the
network be required to follow protocols to obtalin network
services.

C. Participating libraries shal! be reqiired to maintain data
regarding interlibrary loan activity snd to supply such data
when requested by the network. )
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Referance Referral Subcommi ttee

The present network is providing the residents of New Jersey with
reference referral service. However, it has become apparent that the network,
in addition to its strengths, has weaknesses which need to be addressed.

' The Reference Referral Sub-committee offers the following outline of the
strengths and weaknesses of the present network and makes recommendations for
its improvement. These strengths, weaknesses and recommendations are not listed
in order of importance.

STRENGTHS OF THE PRESENT REFERENCE REFERRAL NETVORK

. 3
TO BE PRESERVED AND DEVELOPED

1. Provides local patrons with access to the state's

major 1ibrary resources, .

2. Provides & screening process which helps direct
questions to the appropriate library.

3. Encourages the developmefit of strong Area Library
collections reflective of local and area needs.

4, Strengthens local libraries by offering them a way
to provide needed information sarvice at minimal
direct cost to the patron. (See also "G'" under
'"WEAKNESSES. ')

WEAKNESSES OF THE PRESENT REFERENCE REFERRAL NETWORK

HITH RECOMMENDAT |ONS FOR [ MPROVEMENT

A. QUALITY OF SERVICE UHDER THE PRESENT NETWORK VARIES CONSIDERABLY ACROSS
THE STATE. .

RECOMMENDAT { ONS

1. It is recommended that a standard reference referral form be
developed which must be used at every level of the network. These
forms should be provided by the network.

2. it is recommended that s reference procedures manual be developed to
provide guidelines for participation in the network and to encourage
consistent reference referral service throughout the state.

3. It is recommended that the network should develop regularly
scheduled workshops to train staff, to introduce new procedures, and
to help insure quality reference referral service throughout the '
state. The State Library, Area Reference Librarians and Area
Coordinators must become a vital part of this process.-

~ ,
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CONTENT OF THE REFERENCE INQUIRY MAY BE INADVERTENTLY CHANGED AS IT IS
PROCESSED THROUGH THE NETWORK.

- RECOMMENDAT { ON ,

k. it is recommended that it be standard procedure for a patron's name
and telephone number to be part of all ‘nformation referral requests
to be used as needed.

REFERENCE REFERRAL SERVICES ARE TOO SLOW.
" RECOHMENDAT 1 ONS

5. it is recommanded that the goal for this service be to respond to a
request within 24 hours of its being plzced to indicate its status
to the patron and thereafter as appropriate. No request should
remain Insctive for a period longer than four working hours after
receipt. In order to achieve this goal, library administrators and
funding authorities should be made aware that speed Is important and
may be costly. .

6. It is mecommended that directories of New Jersey library resources,
inciuding speclal collections Jocated in local llbraries, be
compliied and distributed to libraries to enable faster location of
information.

7. it is recommended that specific provision for adequate telephone
service, Including long distance calls, be included in the budgets
of Area, Resource and Resesrch Librarlies.

8. it I's recommended that Area Libraries he encouraged to provide
information through such computerized services as Dialog,
information Bank, etc. It is further recommended that the State
Library, In cooperation with Ares, Resource, snd Research Libraries
and/or the forthcoming regional networks, develop consistent
policies and procedures for the provision of such services.

9. It s recommanded that electronic information transfer facilities be
encouraged and eventually required at Area Libraries to speed and
" enhance information handling.

HORIZONTAL COOPERATION AMONG LIBRARIES 1S NOT INCLUDED IN THE PRESENT
NETWORK STIUFTURE.

Questions are funneled from the bottom up through the structure
outlined in Figure 1, p. 5. This lack of horizontal cooperative
mechanisms creates heavier than necessary work loads at the Resource
and Research Libraries resuiting in slower turn-around time, less
efficient use of resources and greater costs, Figure 2, p. 1S,
I1lustrates patterns of horlzontal cooperation.

~18-
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New Jeréey Library Network

Area "B”

mﬂ O O

Area ‘A’

Oﬁj Types 2 )O

Horizontal Cooperation

Type 1: Among libraries in the same area.
Type 2: Among local libraries in different areas.

Type 3: Between local libraries in one area and an
drea library in another area.

Type 4: Between area libraries.

-19-
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10.

NETWORKING STRUCTURE HAS BEEN PUBLIC LIBRARY ORIENTED.

i1,

12,

13.

4.

RECOMRENDAT I ON

it is rncommended that Iines of hor;zanta! sommunicat tons be .
established through: - N s

== ragular meetings with staff members from all local Iibr*ries in
an arce. -

- mcctings with staff members from adjeining areas.

{
-

-~ & dlstr!?ution routinn for the sharing of printed information,
t.e, bib !oqraph!cs, unlen lists, etc. .

--  special agrcnncnts on'local and regional levels, such as round

robins and federations.

~

RECOMMENDATIONS
Y ° -
it is recommended that the State Library develop an effective
Information program directed at non-public librarlies Jointing out
the advantages of pnrtt&ﬁpncinn 1n the network.

It Is recommended that the nctwcrk develop and coordinate projects

aimed at encouraging non-public library participation.

. 3

It is recommended that academic, institutional, school and special
libraries be encouraged to attend area meetings through the
scheduling of some meetings after normal school or business hours.

It is recommended that Area Caordfnatlng Council meetings Include
topics of interest to all types of libraries.

NO STATISTICAL STANDARDS EXIST FOR ACCOUNTABILITY AT ANY LEVEL OF NETWORK
SERVICE.

15.

RECOMMENDAT | ON

it is recommended that measurements be established and a sratistical
psckage be developad to permit the evaluation of reference referral
servicas at each leve! ¢ ths network. It is further recommended
that a committee, formed from the members of the Protocol Committee,
be established to work on this project. The servicas of an advisor
in the field of statistics should be secured.

-20-
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P
NETWORK SERVICES MAY SERVE TO REDUCE THE COMMITMENT OF RESOURCES AT THE
LOCAL L IBRARY LEVEL.

RECOMMENDAT | ON

16. It Is recommended that minimal service and collection standards be
formulated for participation in the network.

NO CONSISTENT STAFFING OR BUDGETING STANDARDS EXIZT FOR THE PROVIGION OF
REFERENCE REFERRAL SERVICES.

17. it is recommended that specific staffing and budgeting requirements
he written into all Area and Resource contracts. It is further
recommended that at least one librarian be available for reference
referral services for a minimum of 60 hours per week including
evening and weekend hours. The schedule of hours of service in eac.
Area and Resource Library should be developed with consideration of
the hours of libraries in Its service area. [

18, It is recommended that specific staffing and budgeting requirements
be writtan into each Research Library contract. It is further
recommended that one person In each institution be assigned
responsibility for coordinating network services.

lNADEQﬂATE SERVICE AT THE RESOURCE LIBRARY LEVEL EXISTS FOR LIBRARIES
SERVED BY THE STATE LIBRARY.

The State Library, while serving the needs of the Legislature and
State Government, lacks the collecti..n, subject specialists, and hours of
service to adequately provide for the diversified information needs of
the network, °

RECOMMENDAT I ON .

19. It is recoomended that the Newark Public Library be made the
Statewide Resource Center and be given sufficient funds to enable it
to carry out this role.

<
PROTOCOLS FOR USE OF THE NETWORK HAVE NOT BEEN ADEQUATELY DEF INED.
<
Soms academic and speclisl libraries bypass links in the Network
going directly to Research Libraries, when either an Area Library or a
Resource Library would be sufficient.

Different ¢riteria are used by the Research and Resource Libraries
for determining which requests are covered under the network contract.
This has led to inappropriate uses of network services, as Research
Libraries have often responded to inquiries which should have been more
properly handled at other levels of the network.

=21=
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RECOMMENDAT [ ONS

20. !t is recommended that reference referral'protacofs be daveloped.

21, It is recomm@nded that all libraries parttc!pating in the network be
requtrcd to follow protocols to obtain' network services.

SUBJECT SPECIALTIES HAVE NOT BEEN DEFINED FOR RESEARCH LIBRARIES.

This has led -to inappropriste uses of network services as Research
Libraries have responded to inquiries which should have been more
properly handled at cther levels of the network.

RECOMMENDATION'

22. It Is recommended that network responsibilities of the research
libraries be defined in terms of their subject spegialties.

25
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Photocopy Subcommittee

introduction
‘ {

The Photocopy Sub-committee was charged with examining photocopy services
provided by the New Jerssy Network. In early discussions it became evident that
wn examination of photocopy service without consideration of other services

“being provided by the Network would be of limited value. Given this limitaticn
the ‘sub-comhittee compiied statistical and cost data about photocopy services as
supplied by the Area, Resource and Research Libraries In an effort to provide as
acgﬁkgte and complete a picture of Network plotocopy transactions and costs as

possilhle.
Y

For the purposes of this Subcommittee, photocopy service refers to those
transactions presently subsidized hy the Network. Practicaily, the data for
‘non-network photocopy transactions is not readily available. No single
clearing-house gathers such data. However, the sub-committee believes that non-
network transactions constitute a significant percentage of the photocopy
transactions occurring in the State each year. This matter is addressed in our
recommendat ions. '

..!..".l.-l..IQQ..Q.l..l....lﬂ.ll.ll...l

The sub-committse began its deliberations with the'falfowlng statement
as a given:

PHOTOCOPY SERVICE IS NOT FREE. Photocopy service like FREE public
libraries Is supported by tax revenue and costs money.

The sub-committee then considered the Fo!fowing two positions
relating to photocopy service in light of the above statement.

1. PHOTOCOPY SERVICE SHOULD CONTINUE TO BE A SUBSIDIZED
SERVICE OF THE NEW JERSEY NETWORK. Photocopy, reference referral
and inter~library loan are services which are supported by the New
Jersey Network because they are essential for the provision of
adequate library service. Although photocopy service provides a
physical produc* which is retained by the end ugé?“- the paper copy
- the cost of chis physical product is negligible. The major cost
component in providing any of these services (reference referral,
interlibrary loan and photocopy) is the labor cost. Since we do not
charge the end user for labor costs associated with reference
referral or interlibrary loan services, we should not charge for
photocopy service. . J

2. PHOTOCOPY SERVICES SHOULD CEASE TO BE A SUBSIDIZED
SERVICE OF THE NEW JERSEY NETWORK. Uniike other services provided
to library patrons, photocopy service provides the end users with a
physical product to which they take possession. Precedent for
charging for photocopy services exists., Libraries charge patrons
for photocopy service. Billing mechanisms are in place at the

-23-
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Ressarch level. As a result of these practices, photocopy service

IS different from referral and interiibrary loan. it IS a potential
area for cost recovery of Network services.

The subcommittee has gathered Information about the quantity and costs of
present Network photocopy services and, based on this information, calculated a
cost estimate of the total amount of Network funding which is directly expended
for photocopy service. The subcommittee has also developed recommendations for
future Network funding of this service. .

Current New Jersey Photocopy Practice

Photocopy service is subsidized at ali levels of the Network and is often
provided without cnarge among librarieg\outsidg the Network structure. :

- 1.  "Research Library Centers- are under contractual obligation with
the State Library to provide photocopies to New Jersey non-profit
libraries at no charge for the first twenty (20) exposures per
request...’”” (N.J. State State ILL Code, 1973. 2.

2. "Area Libraries are under contractuc! obligation with the State
Library to provide photocopies at cost to ail libraries in their \
service area.” (N.J. State ILL Code, 1973.) MOST AREA LIBRARIES
PROVIDE PHOTOCOPY SERVICE AT NO CHARGE TO THEIR MEMBER LIBRARIESK!

3. '"Local public, schooll, academic and special libraries should
charge for photocopies’ at gost as a service to other libraries
participating In the code.” (N.J. State ILL code, 1973.) LOCAL
LI1BRARY POLICIES VARY. *

The meaning of the term "AT COST" has not been defined in terms of .
Network=-provided photocopy service; however, the standard perception of the term
appears to be the/cost of the local coin vending operation (usually $.10).

Selected Examples of Non-New Jersey Photocopy Practices

California No charge for the first twenty pages. No
mechanism exists for charging for requests
which exceed twenty pages.

Florids No charge for photocopy services. No page
restrictions apply.

Maryland No charge for the first fifty (50) pages at
\ five (5) backup libraries. )

New York ° No charge for the first twenty-four (24)

pages at twel\e (12) referral libraries.
These libraries\are reimpursed at $2.50 for
each request searshed. /For each request
which is filled they receive an additional
$2.00. Each of thesr referral libraries also
receives a block grzat to provide this

_ service. It was indicated that these

' qreimbursement costs do not cover actual
costs,

~24- 30
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Currant Photocopy Statistics (1981) N

Tables 1 and 2 (pages 28 and 29) list and summarize statistics relating

to 1981 Network photocopy service. These statistics were compiled at the New
Jersey State Library from arnuul reports of Area, Research and Resource

libraries.

Because of a lack of standardization, the Photocopy Subcommittee is aware
that the following numbers may have resulted from different ways of counting the
same items. Recognlzing this the wubcommi:tee has made two assumptions:

1. The statistics as submitted by the Area, Research and Resource.
libraries provide a rough estimate of photocopy activity in the New

Jersay Network. _f,__,x

2. The cost per photocopy transaction as developed by the Rutgers
University Library and the Regional Medical Library is an accurate
figure. That cost per request is $6.00 and includes labor, materials and
postage.

SUMMARY OF AREA LIBRARY STATISTICS .

- For 1981 the 2L Ares Libraries averaged 337 photocopy requests.
This amounted to less than two requests per day.

- 1981 Arga Libraries filled an average of 194 photocopy
requests. TRis amounted to an average of less than one (1) fill per day
per library. \ Filled requests averaged eight (8) pages.

- Eleven Area Libraries (42%) reported receiving fewer than two
hundred requests jn 1981, for an average number of requests of less than
one (1) per day.

- Only five (5) Area Libraries (192) reported receiving more than
five hundred (500) reque-ts in 1981,

- Based on the total of 8,760 reported requests at the Area Library
level and by using the $6.00 per requect cust figure noted earlier, it Is
estimated that a total of $52,560 of the $1,943,438 expended for Area
services was spent on phSSQCDpY services.

This §52,560 represents 'LESS THAN 3% of the monies provided to the Area
Libraries to provide Area services. ,

SUMMARY OF RESOURCE/RESEARCH L IBRARY~STATISTICS

- During 1981 there were 22,683 reported photccopy requests handled
at this leve! of the Network.

- Based on the $6.00 cost figure per request a total of $136,134 was
expended on the provision of ﬁﬁotoccpy service.

-
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- Funding for Research/Resource leve! Network services were provided

in 1981 at the following levels:

Resource Libraries

. Newark $190,499
. State Library 777 %k

Research Libraries .

. Newark 82,525
. Princeton 82,525
. Rutgers ) 22,525
. State Library T ; 2,525

$520,599

- Photocopy service represents spproximately 26,123 of this money.

**% Of LSCA funds provided to the State Library ﬁ,‘h year, & portion s applied
to improving services to the Network. An unspeci®ied amount of this grant is
applied to the provision of Resource services to the Networl,

“~

COMBINED TOTALS
AREA, RESEARCH, RESOURCE LiBRARY
N - PHOTOCOPY EXPEND{TURES

- A total of $188,694 was expanded by the Network for the provisién
of ''FREE" photocopy service.

Based on a total aid figure of $2,464,037.00 which is provided
for network services, 7.7% or LESS THAN 10% OF NETUQRKING MONEY, IS
SUPPORTING SUBSIDIZED PHOTOCOPY SERVICES. ‘ )

While the $188,694 amount being used to subsidize photocopy is
a significant figure, for political and economic reasons it Is uniikely
that this entire sum could be freed for the provision of other Network
services.

Cionclusions

The following recommendations of the photocopy subcommittee are
based upon presently held perceptions as to the Importance of Netwoerk photocopy
services. As the New Jersey library community more clearly formulates goals and
oblectives for Network services a resxamination of photocopy service in
relationship to other services would be in order.

During our discuss!ons about Network photocopy practices the
following question was ralsed:s

What cffcct will a change in Network photocopy
practices have on non-=network entities?.
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The concern was expressed that if the Network ceased subsidiring
photocopy service, other libraries would follow suit. This might encourage
other for-fee transactions. |t is a matter which needs further consideration.

Recommendat ions .
1. Area, Research and Resource Libraries should provide no-charge photacopy
services to the Network to a maximum of twenty (20) pages per filled
. request.
2. Photocopy servicas provided through Network subsidies should be provided

to the intermediate and snd users at no charge. (There are libraries in
the State which charge the end user for all photocopies received at the
library whether they were received through subsidized Network mechanisms
or not. This practice needs attention.)

3. Based on the input of the New Jersey library community, the State Library
should develop clearly stated and prioritized goals and objectives of the
New Jersey Network. : d

3.1. A standardized method of gathering data on all Network
activities should be developed and a consuitant hired to
work with a sub-committee of the Protocol Committee in
the development of a cost/benefit model to enable the
analysis of these activities.

3.2. With this prioritized statement of goals and obje:tivés
and standardized means of analyzing services being
provided hy the Network, the library community would have
available to it a rationa! means for the selection of the
sarvices to be supported by the Network.

4, " The following additional statistics are recognized by the photocopy
subcommittee as being important for the evaluation of photocdé? service
and should be collected by the State Library: :

§.1. Acéurate accounts of phétccopy requests subsidized by the
Network.
4.2 Indication of the source of photocopy requests by type of
library. '
- 4.3 Differentiation at the State Library and the Newark

Public Library of those photocopy transactions handled at
the Research and Resource level,

4.4 Non-network supported photocopy statistics.




r

Protoco! Committes

&4

TAILE. I

PHOTOCOPY STATISTICS
AREA_LIBRARIES
1981
LiBRARY ‘ REQSTS FILLED PAGES AVG PGS
RCVD SUPLD PER RQST
Atlantic City 1,045 710 b,716 .. 6.64
Bloomfield . 458 336 2,255 6.71
Burlington . 1,463 672 1,672 2.49
Camden 52k 429 ~ 3,480 8.1
Cape May a21 60 5,507 91.78
Cumber]and 225 : 55 215 3.91
East Brunswick 347 208 985 &.74
East Orange 119 81 583 7.20
Elfzabeth 135 123 1,350 10.98
- Hackensack 179 71 1,188 16.73
Hunterdon 0 . 0 Y 0
Jarsey City 143 11 - 682 6.14
Linden b2 32 159 4.97
Monmouth : 132 128 y 924 7.22
Morris 1,824 | 1,249 6,907 5.53
Newark
Ocean : &9 22 186 8.45
Paterscan - 83 78 171 2.19
Phillipsburg 228 125 603 4.82
Plainficld 224 130 859 5.07
R i dgewood 110 95 385 4.05
Somerset 224 152 2,845 18.72
Sussex , , 278 277 632 2.28 .
Trenton 631 592 2,735 §.62
Wayne 179 161 742 4.61
Woodbr i dge 97 85 560 6.59
TOTALS . 8,760 5,982 40,142 6.71
-28- 34
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TABLE 2

_ PHOTOCOPY STASTISTICS
2 RESEARCH/RESOURCE LIBRARIES

1931
. LIBRARY F REQSTS FILLED PAGES AVG PGS
RCVD SUPPLIED PER RQST-
Newark 10,492 9,556 61,299 6.41
Prin;eton 3,755 2,863 19,634 6.86
Rutgers . 7,283 * 6,570 56,594 8.61
State Library 1,189 641 8,500 13.26
Totals 22,689 19,630 146,027 7.4k
: <f
. W
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Statistics Subcommittes

Goal: To standardize counting of statistics at Research, Resource and Area
level in 1384 in order to measure network activity; to develop standards in
1984; and to begin to evaluate library service in 1985 using standardized
statistics as one measurement.

The Subcommittee has Identified & areas in whtch network statistics should
be standardized snd collected:

I. Reference
¥ 11, interliibrary Loan .
11t., Bulk Loan N\

V. Photocopy

The following report will outline, for each category, the types of statistics
racommended and the frequency with which they should be collected., It is
important to bear in mind that this report deals only with network activity. It
does not address the Issue of measuring a library's services to its own primary
clientele, or its services to non-network (i.e. out of state) institutions.

I. Reference
. . A 7

A. Definition: a REFERENCE TRANSACTION is an informal contact which
involves the use, recommendation, interpretation, or instruction In
the use of one or more information sources,,or knowiedge of such
sources, by a member of the refersnce/information staff. A question
answered through utilization of information gained from preavious
consultation of such sources is considered a reference transaction
even if the source is not consuite again.

B. Statistics to be collected at the Area Level:
1. Requests in by point of origin:
a. Ressarch Libraries (New Jersey State Library, Newark Public
Library, Rutgers University, Princeton.University)

b. Other .Area Libraries
c. Public libraries (within Area; non-Area)

d. School libraries ( " " ")
e. Special libraries { " " ")
f. Academic libraric " " "y
g. Institutional libraries { ' R

(libraries for patients or inmat»s of an institution)

Thege requests are to be counted by a statistically valid
sampling metheod.

2. Disposition of requests:
a. FILLED -~ material provided, question ‘answered, etc.
Note: when librarian has determined that there is no- answer
tc a question, that is in itself an answer and should be
counted as filled.

-30° 36
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b. REFERRED - request has been forwarded to another Institution
and has left librarian's control.
c. LOCATED - locations for material or information have been
prevfﬁcd to requesting library.
, d. REJECTED - request has been returned without processing.
; e. UNFILLED - request has been rsturned; information or
g ‘ material not obtained.

C. Notes: -

. I. Interlibrary loan requests not verified become reference
questions. When standaard verification tools such as BIP, CBi
and OCLC do not yield a verification and further bibliographic
work |s needed, the request should be considered a reference
question. -

2. Photocopy provided in answer to a question is not to be
considered a photocopy request; nor is it to be counted out as an
ILL when it came In as a reference question.

3. Sub ject 'equeits are considered to be reference questions, not *
ILL requestis.

- 4. Loan of books or materiais which a raference librarian elects to
supply in answer to a question is recorded as a filled reference
question, rather than an interlibrary loan. .

- D. Questions not resolved by the Subcommittee:
1. How should an Area Library handie the identification of anonymdus
callers? Presumably most librarians calliing in wquld identify
themselves--7

2. Area Libraries get heavy use from walk=-In batrans because of
their Ares status. Should this traffic be counted somehow as
network activity?

I{. Interlibrary Loan

A. Definition: an INTERLIBRARY LOAN TRARSA&?ION is a specific
author/title request for library matefial, with the expectation that
the Initiating library must return the item that has been requested.
{See Notes below for clarification of photocopy provided in lieu of
item.

. B. Statistics to be collected at the Ares Lavel:
1. Requests In by point of origin:
8. Research Librariaes

b. Other Ares Libraries ~

c. Public libraries {(within Area; non-Area)
d. School! librarles { " " "

e. Special libraries ( " " ")

f. Academic libraries { " h "y

g. Institutiona! libraries ( " ")

(1ibraries for patients or inmates of an institution)

- -31-
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i1i. Bulk

A-

{ -

These requasts are to be counted by a statisticslly valid
samp ! ing mathod.

2. Disposition of requests:

a. FILLED -~ material provided.

b. REFERRED - request has been forwarded to ancther Enstitution
-and has left librarian's controi. -

c. LOCATED - locations for material or tnformation have been
provided to requesting library.

d. REJECTED - request has been returned without processing.

e. UNFILLED - request has been returned; information or
material not obtained.

Notes:

1. Libraries should ﬂlkn every attempt to verify requests before
forwarding them. This Is part of the ILL process. Only when
standard verification tools do not yield a citation and further
work Is required by & librarian does the reguest become a
reference request rather than an ILL. )

2. An author/title requaest which will accept a substitute for a
specific title, if unfilled for the specific title is counted as
two transactions-~recsived/unfilled for ILL and
received/{disposition) for reference.

3. Photocopy supplied in lieu of a loan Is still an ILL transaction
and not a photocopy request.

Questions not resolved by the Subcommittee:

1. At this point it is not possible to capture interiibrary loan
requests between academic !ibraries; perhaps this activity can be
measured at a later date. ‘

2. Should collegaes and universities on OCLC go first to libraries
funded for network service (i.e, Researéh Centers) before going
on to other suppliers? (f so, should the Protocols Committee
recommendation for Track 3 requests be smended to ifttude th?s
factor: ''‘network-funded !ibraries''?

3. When & Research Center is the only verified location in-state, &
borrowing library shouid be able to go direct.

Loan

Definition: BULK LOANS are multiple volume requests in special

sub jects supplied by the Area Library to librariaes In its areas.

Statisticy to be collected at the Area level:

1. ﬁcquests in

2. Disposition of rcquss:s:

a. FILLED

(1) no. of books sent
b. REFERRED
c. - UNFILLED



Statistics Subcommittee
C. Notes:

7. Subject requests. (e.g. "'3 books on...') are not bulk loans but
reference, and should be counted as such.

2. Forelgn-language requests for specific titles (when title Is
known In the language) are interiibrary loens. When verification
Is required to translate title, it becomes a reference question.
General requests for books In a foreign langusge are bulk loans.

. IV. Photocopy
A. Definition: A PHOTOCOPY request is a specific request for photocopy

of a particular item, with the expectation that the requesting library
or the patron may keep the copy.

. [ 4
8. Statistics to be .collected at the Area level:
i. Requests In by point of origin:

a. Research Libraries

b. Other Area Libraries .
c. Public Lidbraries (within Area: non-Area)

Ne

d. School libraries { " " " )
e. Special libraries { " " " )
f. Academic libraries (" " " )
g. Institutional libraries ( " ")

These requests are to be counted by & statistically valid
sampling method. !

2. Disposition of requests:

a. | FILLED - material provided.

b. \REFERRED - request has been forwarded to another institution
and has left librarlian's contpol.

c. LOCATED - locstions for material = information have been
provided to requesting library. ¢

d. REJECTED - requst has been returned without processing.

e. UNFILLED - request has been returned; information or
material not obtained.

C. Notes: :
1. Photocopy which a reference librarian elects to supply in answer .
to a8 question Is counted as reference, not as a photocopy
request. |

2. Photocopy supplied in lieu of a loan Is still 2n ILL transaction
#7d not s photocopy request.

. In further deliberations, the Statistics Subcommittee discussed the long-
range goa! of measuring the success of the network. This can be done by looking
at the statistics collected and by surveying librarians and users about the
level of satisfsction with the service provided. It was noted that even with a
good statistical program in place, measuring non-public library activities would
be very difficuit., The best that can be hoped for is a relatively good picture
of State-funded activities. '
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The Subcommittee faels strongly that statistics are only a means to an end;
that what is important in the long run is the effectiveness of the network,
Statistics can show what activities are occurring; they can help in estabiishing
standards for service; they can provide a means of accountability; and they can
demonstrate a need for funding. For these reasons the Subcommittee recommends
implementing @ uniform statistics-collecting procedure in 1984. At the same
time standards of service should begin to be developed, with evaluation of
network services beginning in 1985,




Procedures Subcommittee
Procedures Subcommittes

The Procedures Subcommittee of the NJ Library Network Protocol Committee
was formed in January 1983 and charged with producing a procedure manual for
state-wide reference referral and interiibrary loan. In October 1983 a draft
was completed for review by the Protocol Committee. (A copy of the draft
fol! ws.)

. in the preparation of the draft the Subcommittee was greatly assisted by
staff members of the New Jersey State Library and the Newark Public Library, who
were generous both in consulting with the Subcommittee and in undertaking
writing assignments for the project.

Preparation of the manual ——

The Subcommittee proceeded by developing an outline of topics to be covered
and asking Indlviduals to draft statements and procedures on these topics.

The work of the Subcommittee was reviewed at several meetings of the
Protocol Committee throughout the course of 1983, both in the form of written
drafts of partions of the manual! and in the form of requests for decis’ -~s on
specific procedura! points raised by the Subcannﬂttee.

Among the new network features 1ntreduced in the Reference Referral part of
the manual were: ' .

- épeclfic goals Fcrﬁr "'sc‘ time

- Guideltpes for ga:hering Informaeion needed by the referral
library > = . -

- Direct‘acéess to Resegrch,Cents?; where appropriate
The interiibrary Loan and Phctocopy purt}en incorporated:

- Direct acces: approach when a single location is known

- Optimum direcy ro&te when several locations are known

- More direct control by the initiating library

- {ocation service at the State Library
and eliminated the round robin at the Resource/Research Centers level.

. Aftar preparing a number of preliminary drafts, the Subcommittee became

“convinced that the document had become an overly cumbersome one because of the
variety of procedures that had to be outlined for each type of library (i.e.,

nublic and institutional, academic, special). Although some of the differences
In access to the Network had been resolved in policy decisions made earlier by
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¢

the Protocol Committee, enough remained to warrant the writigg of\:g?secticns
for each type of library at a number of points in the manual.

; /

To minimize this complexity and to encouragefﬁse of the documént as a
work ing manual, the Subcommittee determinad that It would be best to issus two
or possibly three different documents, either c:parately or under one cover,
each written for a specific type of network pa cicipant.

Having made this decision, the Subcomm’ Jee went on to produce a draft
manual for public and institutional librar’ s which was intended to be a mode |
fq(\the development of manuals for other t pra of libraries.

This draft, which was distributed t> the Protocol Committee in November
1983, was not a congruous, polished deiusment. It was made up of segments
produced by various writers who concentrated on content rather than on achieving
a particular style, or a consistent voice. It did not include directory-type
information, although the Subcommittee felt that such information .wduld need to
be included as sppendices in any finished document.

Review of the draft | v

The draft was reviewed by the Protocol Commitrtsz ai a meeting held on
November 3, 1983, when it was generally agreed that it should be asccepted as a
prototype manual and recommended for adoption as such to the State Librarian,
with two provisos: ’

(1) One major procedural point must be resolved beforz the manual can be
adopted. During i;a discussions, the Committee was unable to reach
consensus on whetWNer or not to Incorporate linear lending strings and
status reports into the procedure for ILL requests which are
transmitted by mail. These feature are available to users of
electronic ILL systems, such as OCLC, and their presence in the manual
referral process is viewed as a means of providing equivalent service
to users that do not have access to an electronic system. '

As it is now written, the manual proposes that the borrowing library
retain direct control over requests submitted by mail through all
cycles, with the responding library replying directly to the borrowing
library rather than forwarding the request to another institution.

The procedure was developed in response to criticism of thes current
system in which the borrowing library has little information about the
progress of a request and cannot evaluate its progress and intervene
in the process when circumstances regarding the request change.

(2) The draft should have additional editoriasl work to clarify and refine
technical points, to provide a presmble and appendices, and to develop
standard forms for various procedures before it is adopted as &
working documant. Glven the uncertainties of some features of the new
NJ Network, the committee recommended that this work be delsyed until
a more appropriate time.
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The specific editorial changes noted during the November 3 meeting are
given below:

¥

1. A preamble in which changes In the procedures are highlighted is
. highly desirable.

2. The title page should clearly establish the audience for ‘which the
document is intended (e.g., A manual for_public libraries).

3. Descriptive captions should be used liberally and should be
incorporated In an index.

T~ 4, On the General Reference and Referral Form, reconsider the
advisability of listing patron sources (see scope note for ''Sources
already checked').

5. In introducing the sample referral forms In the reference referral
procedures, note that the samples contain s uggested information and
are not intended to be exhaustive. :

é?" The Referral Process, 1.1.1, line 4. Revise to read: Samples
illustrating the use of these forms....
6 The Referral Process, 1.1.2. Provide a sample of the other type of
subject request, that is, a request for a list of books on a subject.
8 The Referral Process, 1.2.4 and 1.3.1. Resolve what seems to be a
contradiction between these two items on who decides when it Is
appropriate to go back to iis patron. &
3. ILL and Photocopy Procedures, 1.1, line 4. Revise to read: After the
procedure for verification has been followed, any such item can be
requested...

10. ILL and Photocopy Proceduies, 2. Refer to the handling of subject
requests in this section.

1. {LL and Photocopy Procedures 5.1 and 5.2. Change the instruction
regarding mailing labels to indicate that inclusion of a mailing !abel
is obligatory.

. The review by the Protocol! Committee at the November 3 meeting was not an
exhaustive one, and it was generally agreed that a thorough revision by an
editor or an editorial committee was needed in order to transform the draft,

. which was the prcduc: of many hands, into a consistent, harmonious document,

}r' &
¢
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Additional Recommendation of the Full Committes

I. The means for providing efficient Interlibrary losn and reference referral
servicas should be financially supported by the network structure. Every
effort should be made to avoid charging fees to network members. A
mechani sm should be established to Identify those situations that create an
imbalance or A4 burden for specific network parcicipants. —

A. It is recon-cnded-that the State Library develop uniform and reliable
cmethods of collecting data to help establish future funding patterns
for network activities.

B. This dctafshou!d be compiled systematically and reviewed by a funding

sub-committee which should consider the following major issues:

1.

2.

6.

-

The desirability of a single statewide reimbursement schedule.

Thc‘ne‘d for estabiishing reimbursement on a per transaction
basis. .

The desirability of tying actual reimbursement to performance
standards.

The need to reimburse consistently all net lenders. ¢

" The means for measuring costs to all levels in order to maintain

a cost-effactive network.

The funding of deiivery services.

t .

) CONCLUSION

The Protocol Committee stfcng!y supports the provfsion of the best possible
library service to the rasidents of the State of New Jersey and urges the State
Librarian to implement these recommendations as quickly as possible.
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NEW JERSEY LIBRARY NETWORK
REFERENCE REFERRAL PROCEDURES

If a reference question cannot be answered using local resources it should be
referred to another library in the network. Normally, a public (non-Area, non-
Resource), school and institutional library refers Its reference questions to
its dasignated Area Library. Following are sections explaining the referral
process and the referral patterns.

1.  THE REFERRAL PROCESS

-

1.1 Preparing Information for a reference referral,

T.1.1 Preparing the forms.
Puring thé reference interview, use the General Reference and
Referral Form or the Art Reference Referral Form if it is more
appropriate as a guide in gathering information that will be
needed in the referral process. Samples of these forms with
guidelines for completing them appear on the following pages. In
addition, samples illustrating the use of the General Reference
and Referral form in the following subject areas are provided:
Music, Auto Repair, Biographies, How-to-do-it, Quotes and Poems.

1.1.2 Handli ing subject regquests.
Avoid turning requests for information on a subject into
interlibrary loan requests for specific titles. Use the General
Reference and Referral Form to gather information on the level
and amount of material required and its use. Handle the request
as a reference referral. .

1.2 Conveying the question.

1.2.1 Whenever possible, forward questions through the network by
telaphone or, other electronic transfer method.

1.2.2 To ensure that network referral service is made available,
begin a referral telephone call by stating your namey the name of
the library you are calling from, and when applicabfe, the name
of the library that referred you.

1.2.3 Because it Is sometimes necessary for the referral library
to-clarify the question with the patron, always include patron
. information when referring the gquestion.
S :
1.2.4 Advise the referral library whether the response is to be

made directly to the patron or to the originating library.

1.2.5 When telephone or other electronic transfer method is not
feasible, because of the nature of the question, the nature of
the background information that must be conveyed, or other facts,
complete a reference referral form and forward

-QB-
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- it through the mail to the appropriate referral library.
See Section 2 REFERRAL PATTERNS.

1.3 Responding to the question.

1.3.1. The referral library will convey the answer back to the
originating library, or when deemed appropriate by both
libraries, to the patron by telephone or other electronic /

* transfer process. k

1.3.2 If the response is made directly to the patron by telephone,
the referral library will notify the originating library of
the action taken.

1.3.3 If the question is not answered within one working day, the
referral library will report by telephone or other
slectronic transfer method to the originating library on the
status of the question.

1.4 Follow-up on the referral

1.4.1 If a status report or answer has not been received within
two working days, the originating library may telephone the
referral library for a report.

1.4.2 if the answer, or the material received, does not satisfy
the patron's needs, discuss the question with the patron to
clarify the question before calling the referral library
again.

2. REFERRAL PATTERN
2.1 General description,

2.1.1 Specific reference referral patterns have been established
in order to provide a structured yet flexible network. The
system is designed to utilize as efficiently and as fully as_
possible the resources and staff expertise of those
librarias in the network which have contracted with the
State to provide reference referral service. -

2.1.2 The Network reference referral service patterns described
here are not intended to replace any existing agreements
between individual libraries or groups of libraries for
refarence service, nor are they intended to discourage the
initiation of such agreements.

2.1.3 Libraries using referral methods and routes other than the
ones outlined here should be aware that thelr questions may
not be handled by the referral library as Network referrals
unless a prior agreement exists between the libraries in
question. . ,

~4l-
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2.2 Public (non-Area, non-Rescurce), School, and Institutional! Library
Referral Pattern

2.2.1 Refer questions to your designated Area Library. (See

- Appendix --- of this manual for a list of Area Libraries and
municipal ities they serve.)

. 2.2.2 If the Area Library cannot answer the question or judges
that another library is the most appropriate one for dealing
with the question, it will normally contact the second
referral library on behalf of the originating library.
While it Is the obligation of the:Area Library to refer the
questions in this manner, in unusual circumstances, both
libraries may agree that the originating library should
contact the second referral library directly.

2.3 Area Library Referral Pattern

2.3.1 Area Libraries refer questions to their designated Resource
Center and, when appropriate, to specially designated Special
Reference Services (See Appendix =--- of this manual for
information on the Resource Centers and the subject specialties
of the Speclal Reference Services.) '

2.3.2 For additional advice on seiecting an appropriate referral
library, Area Libraries may call their designated Resource
Centers.

2.4 Resource Center Referral Pattern -

Resource Centers refer questions to Area Library, the other Resource
Centers, the Research Centers, and to the specially designateqd Special
Reference Services. (See Appendix ~- of this manual for information
on Ares Libraries, Resource Centers, Research Centers, and the subject
specialities of the Special Reference Services.)

3.  COMPUTER DATABASE SEARCHING

The suitability of using a database on an individual question will be
determined by the !ibrarian or subject specialist working on the question.,
Its use will be considered along with any other reference sources used. In
view of the cost involved In using on-line services, a decision to limit
searches as necessary may also be considered.

. A direct request for computer database searches can be satisffed through
referral to libraries offering fee-based service. These libraries may be
contacted directly for further information on the avallabillty of service
and an estimate of costs. Consult Appendix for a list of fee-based
computer services available through libraries in the state.
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4.

SUBJECT REQUESTS

A request for gemsral information on any given subject is a reference
question. In t#e past, subject requests have been encumbered bdy suggesting
specific titles from Books in Print. This delays the request since other
books may answer a subject request as well or better.

Therefore, it Is strongly urged thg: you do NOT use Boocks in Print to
formulate a subject request.

'
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Aruitoxt provided by Eic:

DEADL INE DATE

GENERAL REFERENCE AND REFERRAL FORM

DATE :

—INSTLTUTION AND PATRON | NFORMAT |ON

REQUESTING INSTITUTION:

LIRRAR AN

REFERRAL LiBRARY SHOULD NOTIFY-:

PATRON INFORMAT 10N

Fatron Name :
CONTACT:
Assress:
Ingtitytion
——
PHONE : Phone :
Best time to reach:
REQUEST
QUESTION:

WERE DID PATRON MEAR OR READ ABOUT THiS?

LEYEL AND AMOUNT OF INFORMATION REQUIRED AND TS INTENDED USE;

SOURCES ALREADY CHECXED:

¥

SOURCES CMNECKED:

REFERRED TO-

FOLLOW-(P NOTES:

DISPOSI TION
ANSWER :

COMPLETED BY:

47

DATE AND TIME REPORTED MACK:
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OEADL INE CATE:

ANNOTATED SAMPLE

GENERAL REFERENCE AND REFERRAL FORW -

OATE ;

_LIBRARIAN: N

_INSTITUTION AND PATRON [NFORMATION

REQUESTING INSTITUTION:

CONTACT:

REFERRAL LIBRARY SHOLD NOTIFY:

Patron

ingtitution

PATRON [INFORMATION:

Nomg ;

Addrees

Mhone:

Sest time fo resch:

(Because it is sometimes necessary
to discuss or cisrify a auestion
with the patron, this Informetion
should alwgys be ingluded,!

REQUEST

CRUESTION:

(in fullest terms possibie, state patron's reguest.!

WHERE 010 PATRON MEAK OR AEAD ABOUT THISY

(0l patron wee i? in & megazine; sew It on TV; hear ! from
sonsone else? “Yhen Jhere, In wvhat context, etc?)

LEVEL AND AMOUNT OF INFORMATION REQUIRED AND ITS INTENDED USE:

('"mat gracde (evel; ls I? for an akult or child; will !nformstion
be used 10 write s paper or Duild something?)

SOURCES ALREADY OMECKED:

(List any sources patron has checked,
I this question is to be referred,
tist any reference sources in
addition to above which you have
veed. )

DISPOSITION

SOURCES CHECKED:

iLis? reference fools, subject spproaches,

personai contacts, efc.)

REFEARED TO:

(List other Institution If guestion has deen
referred; include confact name and phone
mmber 2t this Institution.)

FOLLOW—P® NOTES:

{Any further action between you and the
patron or the referral Inafitution shouid de

noted here, !

BEST COPY AVAILABLE |

ANSWER ;

COMPLETID BY:

(List source from which answer is found,)

(Enter vour name ., )

48
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ART IDENTIFICATION FORM

Name of Librarian: Date:

Organization (Library):

Patron's name: Telephone:

NOTE: Libraries are not authorized to give financial appraisals.

I.

Appraising 1s a business for professional experts.

Artist

Title s 3. Date of execution

Is work signed or dated by artist? (or by the maker if a decorative
art piece).

Give exact inscription:

If a print: is the work signed and numbered?

1]

4a. -Any known biographical inf?;/nbout artist?

, /
Any information on back of frame or on base of the sculprure or decora-
tive piece. p

Medium: (If mixed media, please indicate the various techniques.)
Dimensions: Height x Width

If sculpture: Height x Width x Depth
Description:

a. What is the subject:

-~

b, Style and period. (Primitive, impressionist, realist, abstract;
18th century, 20th century, etc.)

8a. Any biographical info. sbout subject of the work if s portraic,

notable place, historical event, association item, etc.

Provenance.
Where and when was the work acquired? -

If inherited, how long has it been owned by the inquirer?

.

Please send photo if available (Polaroid or other photo copy is of great
value in searching data.)

What does thé patron specifically want to know regarding this work?

Sources checked:
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MUSIC AND SONGS ~ SAMPLE

GENERAL REFERENCE ANC REFEARAL FORM

DEADL INE DATE: DATE:
LIBRARI AN
~LNSTITUTION ANG PATRON (NFORMATION
REGUESTING INSTITUTION: REFEARAL L ISRARY SMOD NOTIFY: ' PATRON | NFORMATION: *
Patron Name:
CONTACT:
Radrass
ingtitution
PMONE ; Prone: X
Best time o :
REQUEST
QUESTION: , SOURCES ALREADY CHECXED:

Floase provide:
Full t{fte.
Name of compower, |f known,
Oate uritten or approxisate tiwe song was popular,

Tyve of mumic: pooular, classical, reilgious, Brossway musical,
chilaren's,

Artlst who gang/plaved song, 1f known, *

What type of meterizl Is nesced: words only, worus and music,
plano acore, efc.

WHERE 01D PATRON HEAR OR READ ABCUT THIS?

LEVEL ANG AMOUNT OF INFORMATION REQUINED AND TS INTENOED USE:

DISPOSITION
SOURCES OMECXED: ASWER s
REFERRED TO:
COPLETD BY;
FOLLOW=UP NOTES;
1 DATE AMD TIME REMORTED. BACX:
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AUTO REPAIR - SAMPLE

GENERAL REFERINCE AND REFERRAL FORW

CEADL INE DATE; DATE :
AUBRAR AN :
ANSTITUTION AND PATRON INFORMAY QN
REQUESTING INSTITUTION: REFERRAL L (BRARY SMOULD NOTIFY: PATRON INFORMAT ION:
Patron Name :
CONTACT !
Address:
—_— insritution
PHONE - Phone :
Best time to resch:
REQUEST S~
QUESTION: SOURCES ALREADY CHECXED:

O

ERIC

Aruitoxt provided by Eic

Plesse provide: Year, mamufacturer snd model mmbar of vehicle. (Seriai
nos. can be heipful for identification when roce! o, and/cr
year s unknown, )

Engine sodal no  (as cpposed g snging serial ro.); amber
af cylinoers and size of engine: 6-243; type of sngine:
V-8, Flathead, Slant-§, efc.

Tonage (1f vehicie is & truck:,

Styling—pickup, ven, Light Suty or heavy Kty (1f vehicle
is & truck).

Trangmiss ion——manual ; automatic; 3.4, or 8 spoed
Indicate If Item to De recalired Is ariginal oqu'pment or not,
WHERE 010 PATRON MEAR OR READ ABOUT THIS?

“EVEL AND AMOUNT OF (NFORMATIGY REQUIRED AND ITS INTENOED USE: -
(if patron has ingicated that information for previous veasrs will suffice,
Diease let us kpow, (Exarole: some truck wiring diagrams will ba icenticai

for several difrerent mocet saries, or joenticat for 2-3 years.)

(Please tell us what editions of
ources — particularly sarnuals —
have been checxed. )

(REMINDER: Tne majority of repair
Mauatls oc not circulate.!

? , “
C1SPOSITION

SOURCES CHECXED: ANSWER :
REFERRED YO:

COMPLETED BY.
FOLLOW—UP NOTES:

DATE ANO TIME REPORTED BACK:
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BIOGRAPHIES - SAMPLE

GENENAL REFERENCE AN REFERRA( FORM

CUADL INE OATE: BATE :
L IRRAR AN
INSTITUTION AND S2TRON INFORMAT ION
REQUESTING INSTITUTION: REFERRAL L IBR/RY SMOULD NCOTIFY. PATRON INFORMATION:
Patron Nawee
CONTACT :
Rosress:
ing' iturion
PONE - Phone:
S8ext t.. 2 to resch:
REQUEST
QUESTION: SOURCES ALREADY CMECXED:
Givae the full name and try to verify the weiling,
indicate i# the person Is s¢iil Lizing or, |f the person Is “.ad, - -

indicate the time perfoc In which he or she | ived.
Wy (s/was the intivicai famoug?
whit i5/was the person’s occupation?
¥hat is/wss the natlonal or eftwmic Bakrnround af the person?

What type of informatio Is nesded: alressy, Dirth dste, brief
biograohical information or in—ceoth mater!ai?

WHERE 010 PATRON MEAR OR READ ABOUT THIS?

LEVEL AND AMOUNT OF INFORMAT'ON REQUIRED AND ITS INTENCED USE:

DISPOS I TION
SURCES ONECXED: ANSWER :
REFERRED Tu.
COMPLETED 8Y:
FOLLOW =P NOTES.
OATE AND TiME REPORTED BACK:
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HOW-TO-DO-IT - SAMPLE

GENERAL REFERENCE ANMD REFERRAL FORM

DEAOL INE DATE: : DATE:
LBRAR AN

ANSTITUTION AND PATRON  INFORMATION

REQUESTING INSTITUTION: REFERRAL L IBRARY SNOULD NOTIFY. PATRON INFORMATION:
Patron Kame :
CONTACT :
Address:
insgtitytion
PONE : Phone:
Best time to raach:
‘.ns
“t.; \
REQUEST
QUEST 1ON: SOURCES ALREADY CMECXED:

Dafinition of what patron wanty o Mo, with as full a deseription as
possibis (Include & picture If necessery!. Please provide specific
details on what an Item 5 or does If |4 is uncommon or goes by a com-
sercial name (e.g., "lava lamp™),

Cacacity or sr2s (roeking Norse for a ehi{d; 2-fom trailer).

Materials tO be used. :

Home or cl.-evrclal scale production;

Can patron work from glagrams or pictures?’

is patron inferested In information about kiis available?

Ars Ingtructions needed on specific areas (use of adhesives; steam-
bending of wood)?

weRD Ci0 PATRON HEAR OR READ ABOUT TMIS?

LEVEL AND AMOUNT OF INFORMATION REQUIRED ANC ITS INTENOED USE:

Leval of axpertise (experienced etectrician; baginning carpenter),

01 SPOS | TIO0N i
SOURCES CMECKED: ANSWER ;
REFERRED TO;
—— COMPLETED 8Y:
FOLLOW—UP NOTES
DATE AND TIME REFARTED BACK:

§3
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QUOTES AND POEMS - SAMPLE

GENERAL REFERENCE AND REFERRAL FORM

DEADL INE DATE: . DATE:
LIBRAR AN
—INSTITUTION AND PATRON {NFORMATION
REQUESTING INSTITUTION: REFERRAL L iBRARY SHOULD NOTIFY: PATRON iNFORMATION:
Pgtron Name:
CONTACT:
Aadress:
i Institution
PHONE Phone

Best time to reach: ‘

REDUEST
QUEST ION: SCURCES ALREADY CHECXED:

Context: Does the quote/pome relate 1o sports, business, sfc.? I3 the We may think of addltional sub ject
ote used Tronicaily? Is the poem serious ar'cmlc? heading possibilities, Yut we £

Source:  Did your patron hear sameone use this o TVI Is |¢ scawthing a place to start, In acaition to
resenpered from chiidhewe?  SOurces airmasy checked, sup ject

Mdlnqsfq:a uzed wouid dbe helpful

Possidie Author: |f your patroa gives you any Ideas/guesses a8 fo the o know ‘to gwvoid cupi lcation,
author's identity, please pass them on. -

Also, please read your quote or pomm to make sure it makes sange. € 1Y fg

& fragment, mare descriptive information ®ight be necessary. Generaily

Soesking, you can never give too mxch information to work with on quote

and poatry queations, a

WERE DID "ATRON MEAR OR READ ABOUT THIS?

LEVEL AND AMOUNY OF INFORMATION REQUIRED AND (TS INTENDED USE:

01SROS 1 TION
SOURCES TNECXED: ANSWER ;
REFERRED TO:
COMPLETED BY:
FOLLON~UP® NOTES;: \
DATE AND TIME REPORTED BACX: ~

o ]
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NEW JERSEY LIBRARY NETWORK
ILL ANO PHOTGGOPY PROCEDURES

What can be requested .

1.1 Scope

1.2 Alternatives to ILL

1.3 Subject requests

1.4 1tems missing or in use at the borrowing library
1.5 Photocopy requests ‘

interviewing the patron
Verifying the request
Where to submit the regquest

4.1 General ‘

4.2 Initial selection of a lending library
4.3 Resubmitting an unfilled request

k.4 Using the Location Service

Preparing requests
5.1 ALA locan form
5.2 ALA photocopy form
5.3 MAC print-out
5.4 OCLC requests
5.5 Rush requests

Network Referral Form

Observing the copyright law

7.1 Fair use

7.2 Additional rights granted in Section 108
7.3 Restrictions on systematic reproduction
Responding to requests

Loan policy

Where to send materlal and raesponses

!

2
«3 Responsa time

4L Negative responses
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iLL Procedures

NEW JERSEY LIBRARY NETWORK
ILL AND PHOTOCOPY PROCEDURES

-

1. WHAT CAN BE REQUESTED

1.1 .
it is assumed that every library will provide for the recurring needs
s . . of its patrons by bullding the local collection to meet those needs.
There sre occasions, however, when a need arises for which material
—canpot bé supplied frum the collection. Any such ttu‘K after
N _verification In a standard bibliography, can be requested on
interlibrary loan or as a photocopy from another ilbrary in the New
Jersey Network. ‘
A 1.2 Alternstives to ILL '
The borrowing 1:brary should bear In mind that if the ftem that Is
requested constitutes reference material or Is likely to be in heavy
usg at the lending Institution, the chances for a successful iLL
transaction are very slim. Avoid submitting such requasts; unless
prior agreements with other libraries cover the lending of this type
of material, so that efforts of staff engaged in ILL acgivity
throughout the state can be concentrated on ILL requésts that can be
successfylly filled. Alternatives such as on-site use of reference
materials at ‘another library, Io?nl purchase of material, and
photocopy, should be discissed with the pdtron In such Instances.

1.3 Suhjgct requests -
If the patron can use any material in a certaln language or subject,
or at a particular reading level, the matter should te treated .
inltial!y as a reference request. See instruction under: Rererence
referraj subject requests.,

1.4 ltens missing or In use at ihe borrowing 1ibrary
| Locally owned !tems that are missing, In use by another patron {who
does not respond to a recall notice within a reasonable length of
time), or otherwise not available or accessible to the patron, may be
requested on interlibrary lcan.

1.5 Photocopy requests
When the material needed by the patron Is & portion of a larger work,
such as a chapter in a book, or an zrticle In & newspaper or
periodical, a request for a photocopy may be more practical than a
request for a loan of the material. The cholice is governed by whether
or not the material is likely to be non-circulating at the lending
institution (e.g., periodicals and newspapers, reference works) and
whether the request conforms to copyright law (See Section 7 for
guidance In this area).

L 4

The procedure for handling both photocopy and ILL requests s
described in Section &, Where to Submit Requests.

é
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2.

3.

“.

Since a charge fox the photocopy may be incurred, depending on the
extent of the material nesded and the fees of the library filling the
request, the question of payment should be discussed with the patron
st the time the request [s initiated. ‘

INTERVIEWING . THE PATRON

Before initiating an interlibrary loan, talk to the patron If possible to
clarify the following points:

-Does the patron need the specific title, or ‘Inferncﬁion or. a tople?
-Hh;t is the patron's deadline (after which the Information Is of no
usa)? .

-What is. the maximum smount the patron Is willing to pay (if there is
a charge)? N ‘

-Where did the patron hesr about the title?

VERIFYING THE REQUEST .

When you have decided that an interlibrary loan or photocopy request is the
Dest answer to your patron's need, che first step Is to verify the fullness
‘snd accuracy of the cltation In avalilable reference tools. If you cannot
verify the item, make a8 note of the sources checked so-you can include this
Information when you are preparing the request. (See 5. Preparing

requests). .
WHERE TO SUBMIT THE REQUEST

1F the reference tools In your library yleld no Information about
which library or 1ibraries own the msterial you nesd for your patron,
> submit your request to your area library. The ares library staff will
search for this ownership information (known as 'location
information") and forward the request to s potential supplier. The
paragraphs that follow, undar 4.2: Initlal selection of a lending
library, out!ine this process In grester detall and provide for ‘
Instances in which you do have location Inform: tion available l;E;TT;%

The procedures in this manual are intended to cover requests submitted

to librarles In the NJ Library Network. While it is desirable to

exhaust the local network before turning elsewhere, there are

circumstances under which a NJ library may decide to submit a request
‘directly to an out-of-state |ibrary. For example, If the available

location tools have not identified any NJ location, the request may be

directed to an out-of-state !ibrary immediately.
For Informstion on submitting requests to an out-of-state library see
the national ILL code and relevant information sources on procedures,
cost, etc., or consult either your area library staff or your resource
library staff. '

- -60-
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k.2 Initial selection of a lending 1ibra
Selection of a potential lending Yibrary depends on the location

information avallable to the borrowing library. The borrowing library
may proceed aleng one of the three tracks described below, depending
on whether it has two or more locations to choose from, only one
location, or no locations.

- Two or more New Jersey locations are identified

When more than ons NJ location s Tdentified, the borrowing library

. should choose the optimum direct routs In selecting the first library
to which to submit the request or in setting up a lender string on an
OCLC ILL subsystem requast. Factors such as geographic proximity,
local document delivery networks, joint participation in electronic
ILL systems or local ILL retworks, as well as past performance of the
lender, will Influence this choice. Other factors influencing the

. decision may be fees, the number of requests previously submitted to

the lender, and the specialties of the lending library In relation to
the type of material being requested.

- ATl other things being equal, libraries under contract to the State to
provide ILL service to the NJ Network should be chosen in preference
to other institutions.

= One New Jersey location Iis identified
Hh,n only one NJ location is confirmed through the avallable location

tgols, the request should be sent directly to that lfbrary. L
7

- No New Jersey locations are known .
If you have an out-of-~state location, you may send.the request
directly to that library. If you do not choose th send the request to
an out-of-state location, send the request tqQ yofr area library.

The area library.will fill the request If posgible but if it cannot
fill it or find any appropriate location information,* It will submit
the;request to the Location Service at the New Jersey State Library.

1f the area library finds a New Jersey location (or locations), i

/records the Information on the request form and, if ap iate,
"forwards the request on behalf of the borrowing llbrary(:o that
= location.

if only out-of-state locations are found the area !ibrary may either
forward the request to one of the locations on behalf of the borrowing
- library or return the request to the borrowing library. In the latter
instance the borrowing library may send the request to one of the out-
of-state locations or may submit the request to the Lccation Service
at the State Library for an exhaustive search for locations. (See
‘ section 4.4 for information on the Location Service.)

*Area libraries who do not have direct access to gﬁjor location tools, such as
OCLC, will arrange with their Resource Library to have appropr:ate searching
carr{ed out as part of this process.

-61-
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-« No locations are known
Send the request to your asrea library.

The ares )ibrary will £i11 the request if possible but If it cannot
#111 it or find any appropriate location information,* It will subamit
the request to the Locstion Service at the New Jersey State Library.

If the Ares Library finds location Information It procesds as above
under No New Jersey locations are known.

h.3 l-suh-l§:lg’ [ ) ggEIl!.d EF’!!!t :
if the |ibrary to the requast is sent or referred cannot fill ic,

that 1ibrary returns the request to the borrowing |ibrary.

As the borrowing library, you may decide to pursue the request further
by sending It, In turn, to other known location(s) until the request

Is fllled. If the requast is being sent by mail a new ALA form must
be typed sach time the requast is submitted to another library.

When you have exhausted all known !es;tluns, submit the request to v
your area library for sdditional location information If you have not V-
already done so. v .

If your request has already been processad by your area library,
submit it directly to the Location Service for a further search for
locations. (See section 4.4 for Information on, the Location Service.)

In elther case be sure to include a Network Referral Form (NRF) If you
mail the request to the Location Service. The NRF should Indicate the
location tools searched and the libraries to which the request has
slready besn submitted and their responses. (See section 6 for more
information on the Network Referral Form.)

. >

4.5 Using the Location Service
The Location Service at the New Jersey State Library is a last resort
for finding location information. Consult all locatiop tools
svallable Tocally, and follow the procedures outlined. in h.1-4.3 above
before contacting the Location Service.

You may submit requests by mall-in the form of ALA forms or MAC/COM
print outs, or you may phone in your requests.

If you submit by mali include an NRF indicating whether or not the
request is to be forwsrded. The NRF should also note locations
previousiy tried and the results. :

If you submit requests by phone, plcaic }imit your request to no more

than six per day. Exceptions to this rule will be considersd on an
Indlvidual basls. )

#Ses footnote, page 61,
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.- Book Locatlon Service:

Lending Services (609) 292-6248
New Jersey State Library
185 W. State Strest
Trenton, NJ 08625-0520

- Periodical and Conference Proceedings Location Service:

Reference Referral Office (609) 292-6282
New Jersay State Library

185 W, State Street

Trenton, NJ 08625-0_20

When a request |s submitted to the Location Service, the State Library
holdings are checked and the request is filled if the material is owned and
available.

iIf the material is'not avallable, the Location Service identifies locations
through a search of approp-iate bibliographic data bases and tools.

The information is reported back by phone or mail, depending on how the (
request was.originally submitted. I(n the case of ALA forms, the request’

will be forwarded to a known NJ location If you have indicated this choice

on the NRF, N

PREPARING REQUESTS

«

-

5.1 ALA interlibrary Loan Form . , .
This form has been designed to allow space féF 311 Information
necessary to Identify any specific bibllographic record. Its format
is flexible enough to permit requests for nontraditional items as
well. The key to effective usc of this form Is accurate information,
properly inserted. -

Requests should always be neatly typed, one title 5er.form. The last
sheet (Copy D) is your record of the transaction and should be

ratained for your files. ﬂﬁy .
A malling label should aiways be included as a courtesy to the lending
library. ' -

NOTE: Since locations are now automatically provided, the instruction
""LOCATE'" is no longer necessary. N <

A properly completed form should include the Followin&”infcﬁnation:
(numbets refer to sample on page 68.) -

1. ﬁlt: of reguest. This is the date it was typed.

2. 'Not Wanted After” (NWA) dste. This is the patron's own
deadline. |f none, write 'NWA indefinite."

3. Special Instructions and information.
- ""Reserve.'' |f the book is in clirculation and you are
willing to walt until it is returned, you may ask for a
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Protoco! Committee

10.

reserve |f the lending library accepts reserve
requests.

- "0o not ‘refer." If you do not want your request forwarded
d the Arsa Library, note this instruction on the
form. Ordinarily the Area Library will forward any
request it cannot fill.

- "yvenlle." If a book Is known to be a children's title,
you should note this fact. It Is helpful to the State
Lidbrary staff If the requast is forwarded there.

- “Maxcost.! To avoid unexpected chargss for shipping and

handl ing of photocopy In lleu of the item, indicate the
"maximum cost you (or your pntrcn) are willing to pay.

- Othar. This space may be used for other speclal notns, such

as '"Missing at Rutgers."

Call mmber. If you know the lending library's call number,
ur!tc it In this spacs.

Icrruulng lidbrary nams and address. Supply. the name and complete
mailing address of the library to which the bock should be sent.

Patron information. FIill in If you find thl: ulcful

Author. This is the maln antry by which the item Is cataloged.
If it Is a perssnal name, include the full information, last name
first., Corporate duthors should be spelled out in the formet in
which they would appear In a catalog.

Title. The title should be as full and correct as possible.

Also include in this space the place of publication, publisher's
name, publication {or copyricht) date, and edition, if known. In
the case of a goverrment document, the Superintendent of -
Documents(Suloc) number may be Insertad here as well.

Edition requested. 1f only the specific edition stated in space
#8 Is acceptable, chgck the box marked '"This edition only."

Verified In (or item cited In). Indlcate the bibliographic’
source in which tRe book was !isted, including volume, year, and
page, or ID number If verified In a dutahasn. Some standard
sources of verification Include:

s in Print (BIP) .
o e Index (C31)

tate rary rik COM catalog (NJL/NPL COM)
ocLC
i Book Publishing Record (BPR)

Nationsl Union Cata %;
If the book cannot verified in the stadidard bibllographic

tools that your !ibrary owns, note which sources you have

checked, EXAMPLE: BIP 1983 - oj OCLC =o. WNOTE: The horrowing

-6k
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- library must indicate the source of the citation If no
verlfication was found. EXAMPLE: ‘'/Cited on dust jacke;\gf book R
Nfah&._&!tght, by same author, copyright 1953." ‘ \

11. Lending library name and address. When submitting a request to a
known location other than your Ares Library, fill in the full
name_and addrass of the lending 1/%¥ary here. Otherwise, leave
this space blank. .

. 12. Authorized by. The request should be signed legibly by a
' librarian or staff member who Is authorized to request loans. In
_case of any problem, the lending library will know whom to
contact. :

5.2 ALA Photoduplication Request Form. | :
You may request photocopy either a standard ALA interlibrary loan

request form or an ALA photoduplication order form. The latter,

easily recognizabie by its SYue top sheet, is specifically designed

for photocopy requests. Wiichever. form Is used, requests should be: N
neatly typed, one title or *journal article per form. The last copy is

your record of the transaction.

A mailing label should always be included.

A properly completed form should include the following informatlén:
(Numbers refer to semple on page 69.)

1. Date of request. This is the date it was typed.

2. Order No. Some libraries use a numerical system to keep track of
_requests sent or recefved. Fill in If you find useful.

3. Requesting library name and address. Sdpply the name and
complete mafling address of the liLrary to whjch the photocopy
should be sent.: > v,

4, -Patron Information. Fill in If you find this useful.

5. Author, or periodical titl=. When you request photocopy from &
periodical, use this space for the periodical title, the volume
and the date of the issue needed. Avoid using an abbreviated
title whenever possible. If a journal is known by an initiaiism,
indicate the full name after the initials in parentheses. NOTE:
if you cannut find “at an abbreyviated title stands for, use the
sbbreviation. Do not guess at the full title,

. When you are requesting photocopy from a book, use this space for
the main entry of the work as s whole: that is, the author's
name (last name first), or the corporate entry under which the
item would be cataloged.

6. Title. For periodicals, fill In the author of the article (If
any), the title of the article, and the inclusive paging if

-65-
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‘known. In the case of a newspaper articie, be sure to Include
the page and coiumn In which the articie appesrs: - When the
t is for & section of a book, be sure to glve the title of
the book first, and then the author of the excerpt (if different
from the sain entry), chapter title (If spplicable) and inclusive
paging. Publisher wnd Jate of publication should aiso be
- Included. - '

7. Verified in (or item cited in). Both the title of the p«rlodical
and the article should be verified ver possible. If the
. article was cited in a standard Index, mote the volume and page
of the index; otherwise, indicate your patron's source of
information. The periodical title itself may be verified in such
sources as:

Union List of Serials (ULS)
!gg}ggrfc! Titles (NST) -
New Jersey Union List of Serlials ‘NJULS!
s internationa eriodicals racto
8. Locatlon sourcs. If you have located the Jéurnal at a partikular

tibrary; you should indicate in this space where you found that
location. EXAMPLE: NJULS - EBPL.

9. Type of copy desired. The terms "phetoprint“.ind ‘“:ard copy'
refer to a paper print of the requested material; "nlcngfllu" to
& copy made on film or fiche. Indicate your preference.

10. Cost. To avo!d unaxpcctnd photocopy charges or delays In filling
the request, indicate the maximum amount you (or your patron} are
willing to oay.

11. Supplying 1'brary name snd address. When submitting a request to
a known location other than your Ares Library, fill In the full
name and address of the lending !ibrary here. Otherwise, leave
this spece blank. ' '

12. Copyright ca-plianca If yaur request falls within the CONTU "~
guidel Ines, check’ the box marked ''108 (g)(2) GuidelInes (CCG)."
If one of the other provisions of the law, such as ''fair use,"
spplies, check the box marked "Other provisions of copyright law
(CCL)." {See Saction 7, Observing the Copyright aw, for a
discussion of these two options.) NOTE: It is not legal for a

. 1ibrary to honor a photocopy request unless copyright caupt!ance

is !ndlcatcd.

13. Authorized by. - The request should be signed legibly, by &
librarian or staff member who Is authorized to request photocopy.

5.3 MAC Printout
Every Area Library has s mtcroftlmcd—copy of !ts Resource Center's
card cstalog, referred to as the MAC (Micro-Automated Cutalog). The
MAC is updated with a microfiche supplement that Includes bdoth

Resource Centers' new scquisitions Interfiled togcth.r. This fiche
supplement is called ths NJL/NPL COM Catalog.

_ : : ~86- )
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Printouts may be made from either the MAC or the COM and used as
interlibrary loan requests to the Resource Centers. Printouts will
not be forwarded beyond the Resource Centers unless an ALA form is
attached. You must include:

(Numbers refer to samples on page 70 and 71.)

5.4

5.5

f. Your library's name and address.

2. Date ¢f ragquest.

3. 'Not wante’ after'' (NWA) date.

4, "Reserve.” |If the book is in circulation, and you are willing to
wait ungil it is returned, you may ask for a reserve if the '
lending library accepts reserve requests.

5. Mailing label. .

Printouts must be legibie. If several entries appear on one printout,
the one being requested must be clearly identified.

Printouts will not be forwarded or located beyond the Resource Centers
unless an ALA form i filled out and attached.

OCLC Requests
When you are using the OCLC ILL subsystem and have more than one
location, follow the procedure outlined in Section 4.2.

"Rush'' telephone requests
Some libraries will accept '"'rush' ILL requests by telephone. See
Appendix for library policies on this subject. (NOTE: This Appenu:x

has not been complled.)
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Supplying Library’ 7Name(:>
Street Address

P,O. Box #

City, State, Zip

Suppliers agdress

Request complios with _ AUTHORIZED BY:

13 1040) (2} Guidelines (CCB) E@
1 ' oiher provisions of copyright law (CCL}' NAME & TF‘:{“ E ._Jame 8, ._.L

TRANSACTION
Date: "_Reporied by
(0 REQUEST CANCELLED BECAUSE:

[J Not owned by Library.

{J Publication not ys! receivud.
3 Fite is incompicte.

O Other:

{0 REQUEST WiLL BE DELAYED
BECAUSE:
{3 Need additions! information:

O Piease verity your reference.

[0 in use/At bindery. ] Missing.
(] Hold/Search piaced.
o Ptense request again.

O Other:
0 COST E_SII_M_@E HEREWITH FOR:
Microlilm §
Photoprint §

{O Pirase pay In advance.
] Please do NOT pay In advance.
REQUESYER' S AUTHORIZ. TO

(O PROCEED.
(O CANCEL.

(Signature)

(] COMPLETED WORX ENCLOSED.
" ] nwolcs attachad,
‘] Do NOT pay uniil invoiced.

Prewed w US A
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Sample, NJL/NPL COM Catalog orintout

I ® @
Your Llbrary Name 6/17/83

i Street Address

f PO Box ’ _ NWA: 9/17/83

; City, State, Zip °

Y Please Reserve @

MALLE, (OIS JOREMN, 1910-

The saciety of mar, By Lowis J. Matir. Wew Yori, Ma
ML, BAWDRD L. R Bev [1965) 208 5. 33 o, (00939573) [03-018935)
Siack sapsratten and pacial roality: riwtaric ons 1178 aphicai fostnotes.
regsan / aditer, Royuang L. Matl. tapw Yord: 1. Poltescal sctenve. 2. Sociai Psychoiogy.
Pros -5 - i 3 ., (NI (F5-03iit1] s. %a{nmhnl retstionme=Paycnoiogical esprcts.
. 1. Titta.

MR NIT.0% sl

NLLE, LANS JRRERN, 19N9-
Sor n sashingtan, Vith a foreword by Tory
Ao R e g R
-4 [ B .
{Se=0122342

NALL, PAYERD |. . ' )
Black semararism o the United States / Saymrw L.
ll::t‘.nm. NN l\'.::ar :- lo:t-nn cgm
wers ity Proes ¢ >, 1978, ;, [ 9+
o, OMINT} [F7573s] ™ *
ne Lumee

[ 3
Biblisgrapny: 5. (2653271,

1. Natural Nstery=—ussningtong D. €. 2. Natural
T. Blacs matienation. 2. Pavitricenise, 1. Title. niet < door Sasis. 5. 8 :«—Muﬂft ot Columot
NAR 307.45%1 nat . Title.

BN 576.975 Nai

" : fin st mut and the pwi ;f Athera, by Louts J
Facsiitton, haowing, fSnesee: srucoedings 7 of the ALA Matle. Princrian, Princetan University P;en. 1970. 1

:ﬁ:ﬂ: Ulr‘a::'luﬂ:ﬂn- uﬁ “l:ﬂwm : mi 'G.'-“l:a," Ez;;:-nzlsl‘ ? (76100354

fouipment Section, mhttut:r- for Mla Libravige _ g irgs. .' fiu. )

Comittor 0f the LiDrary Ammintatraction and s 99,2 wal

Assec fation: Richory B. Nell. edftar: aunhere: Richary L.

Maters ... Let al.). Cnicage: Axerican i ibe NALLE, FORRiS

Aesaciatfon, 1982. 60 (euwes; 28 cn. (OE740%34) Chonsiy, Moan.

MAR 8374 Fin The seund patteen of Engtiss [By) Mosm Chowsky [and

Rorrie Nalle, Now Yeri Narger I Row [1968] xiy, 470

WLL, RIOWES B. . &3‘ T02%4d ’ .
LR the Library space wtilization methegoiogy 7/ by a “h. h“gﬁ Sasa)

Richory 8. Mall. fgn: Lh!mqu giimh

Graguate Schasl of Lfhrary ktm:. . 8o, {1l 28 WALLE GROESTRA.

en. (Dccosional memers = Unfversity of Iliinets Graduste fholtus, Joan, 1045-1957,

Schaet of Librory Sciovce; ng. 141) (DSOOBOLSY {"m'n nsic. Selections. [Soaund recording)
Cantien titie. . Finiondts, ong other fovorite muic, by Joan Sidelt
?“ém'mn‘-{'?::'umm@. Library ""'“n"."‘"n:‘ “m'?.ég” et

mi““mn ll ‘!“i t‘. 'lml ¥.~ t ' o

tor |ace
e ilization anthadeiogy, 111, SEALES: Untvors )t oo WLLEEK, CT
filtrmis ot Urbone=Chanpeign. brn Schoel of Liprary ‘ .&l.;, g.;, L.
k(mﬁ&szwm Mgers; ng, W1, . Lo 0 the prestize of psychatry: o hondewt for

N~

| BEST COPY AVAILABLE |
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Protocel Committee

6. . NETWORK REFERRAL FORM (NRF)

This form Is a set of instructions to the Location Service at the New
Jersey State Library. [t indicates the extent of searching to be done and the
routing the rejuest Is to follow. It Is also a report back to the borrowing .
library. (Thls form is not necessary for phoned or electronically transmitted
requests.) -

6.1 V¥hen to use this form

This form may be attached to a request by elther the borrowing library
or the Area Library whent

a. No locations have been found for the title after a search of

all bibliographic tools at the Arsa level (including O8LC);
. or when

b. all appropriate locations have been tried without success.
in these cases the borrowing library or the Area Library may forward
the request to the Locatién Service at the New Jersey State Library
for an exhaustive locatlon search.

6.2 How to use this form

1. Attach a Network Referral Form to each request that you are
mailing to the Location Service.

2. Note in the section marked '"Location Tools Checked" all sources
that have already been searched, e.g. OCLC, NJULS.

3. Note in the section marked "Locations tried and responsas" all
libraries to which the request has already been sent, and the
responses réceived. EXAMPLE: 'NPL - missing; BER - In circ."

4, Chsck the option that you would like the Location Service to
pursue. !f you want your request forwarded to any NJ Location
found, check this option. [f you are wililing to have your
request forwarded out of state, chock tha second option. 1f you
want locatlions only, check the third option and the Location
Service will return the request to you with a list of the
focations found.

-72-
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Sample, Network Referral Form

o=
NETWORK REFERRAL FORM
This section for use by Dorrowing Library
Location tools checked:

Locations tried and responses:

Instructions t0 Location Service:
—_Forvard to a NJ Library if location found
_i’?arurd 10 & NJ or out-of-state Lidbrary
— Return to borrowing Library with locations

This section for use by Location Service
— —
NJR
PUL
RLIN 1D# LCCS:
OTHER :

Note to suppiying Library: [f you cannot fIll this rmsf.’gtnn return
it to the ariginating (ibrary,




Protocol Comuittee

7. OBSERVING THE COPYRIGHT LAW

On January 1, 1978, the new U.S. copyright Taw went into effect.* This
discusslon will be limited to two of its provisions that are especially relevant
to Interlibrary photocopylng, Sections 107 and 108, and to the CONTU Guidelines.

i NOTE: This discussion is intended as a general guide to the
provisions of Sections 107 and 108 only. it is In no way to be considered a
legal interpretation of the copyright law, nor Is It an exhaustive con-ijeration
of all Its provisions. Librarians are referred to the law Itself and to legal
counse! for further guidance.

7.1 Fair use ‘S.ctlou Ion

Most cepy?n?dmn by librar'as directly for patrons or indirectly
throagh interlibrary loan s covered by the provisions In Section 107, which
preserves the :long-established judicial doctrine of "fair use." Under Section
107, reproduction of copyrighted material

¢ for purposses such as criticism, comment, news reporting,
teaching (including multiple copies for classroom use),
scriolarship, or research, Is not an infringement of copyright.
In determining whather thg use made of a work In any
particular case is a fair use the factors to be considered
shall Include~-

(1) The purpose and character of the use, Including
whether such use is of a comwercial nature or
is for nonprofit educational purposes;
(2) the nature of the copyrighted work;
(3) the amount and substantiality of the portion used
in relation *n the copyrighted work as a whole; and
{4) the effect of the use upon the potential market
for or value of ths copyrighted work.

When a photocopy request falls under this provisien, it is In
compliance with the copyright law (“CCL"} and should be so identified on the
request form. (See 5.2, ALA Photoduplication Form, Ite~ #12.)

7.2 Additional Rights Granted in S.et&§L108
: i\

Section 108 of the copyright law grants libraries additional rights to
reproduction of copyrighted materials beyond the 'falr use' provisions of
Section 107.

For those libraries meeting the criterias defined for Section 108, the
additional rights inciude reproduction of archival material for the purposes of
preservation and sacurity, or for deposit in another library for research use

*0.S. Copyright Law of 1976, Title 17, U.5.C. (1977).
. - .7~-
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ILL Procedures

-

(108(b)); and reproduction to replace lost or damaged works that are not
obtalnable at a fair prige (108(c)). aigpsecttens (d) and (a) allow, upder
certain conditions, the reproduction an article or small excerpt, or an
entire work or substantial portion if. the item is out of print anu cannot be

obtained at a fair price.

7.3 Restrictions on Systematic Reoroduction

Much of the confusion surrounding the copyright law in its relation to
libraries comes from Section 108(g) (2). This provision states that the rights
of reproduction descibed In Section 108 (d) do not extend to cases where the
library or archives, or its employee...

engages In the systematic reproduction or distribution of

single or multiple coples or phono=records of material described
in subsection (d); provided, that nothing in this clause
prevents a library or archives from participating in
interlibrary arrangements that do not have, as their purpose

or effect, that the library or archives receiving such copies

or phonorecords for distribution does so in such aggregats
quantities as to substitute for a subscription to or purchase

of such work.

The difficulty of defining such '"aggregate quantities' of copying as
to substitute for outright subscription or purchase led tp the development of
the '"CONTU Guidel ines” %named for the National Commission on New Technological
Uses of Copyrighted Works). These guidelines are intended only as a workable
definition of, and guide to, Section 108 (g) (2), and are subject to judiclal
interpretation.

The rule of thumb presented in the CONTU Guidelines states that a
library should not, within one year, request more than five articles pub!ished
within the past five years i any one journal. |If the articles were published
more than five years before the date of the request, the Guidelines do not

apply. '

in the case of a book, no more than five requests should be made for
photocopy from any one book over the entire period In which it is protected by
copyright. ' ' :

3

Requests that comply with the restrictions of Section 108 (g) (2) and
the Guidelines should be so identified on the request form. (see Sec. 5.2, ALA
Photoduplication Form, item §12.)

NOTE: A request that does not fall within. the provisions of Section
108 may still come under the ''fair use'' provision of Section 107. If it does
not fit in either category, nor any of the others defined in other sections of
the law, the requestor should apply to the copyright helder for permission to
copy the material,

.



Protocol Committee \

RESPONDING TO REQUESTS

8.1

8.2

8.3

8.4

Loan policy -

Within the framework of the loan policy established by your library it
is desirable to be as libaral as possible in decisions on interlibrary
loans. Whenever possible consider the nature of the material, its
physical condition, and local use on a case by case baslis rathcr than
denying loans of whole groups or types of materlals.

Consider suppiylng a phc-ccopy when a loan of the material Is not
feasible.

Whare to send materisl and r ses |
1f you can supply the -ntcria;, send It directly to the Iibrary that

originated the request.

/

" If you are unable to fi11° the request send your response directly to
. the ltbrlry that originated the request.

e time :
Respond to the request as soon as possible. A normal time frame Is
considered to be four working days.

Do not hold the request If the material s in circulatien or otherwise
not immwediately avallable unless you have been asked specifically to
"reserve' the title and it Is your policy to accept reserves.

Negative responses
a

If there Is not a block on the ALA form that states clearly the reason
why you cannot supply the material, spell out your resgonse In &35 full
and clear a fashion as possible, e.g., '"Missing after inventory,' .
"Lost 1973." Specificity helps the requestor judge whether or not the
materisl might be available at a later date. Avoiding abbreviations
such as ''NOS'' means your raesponse Is less likely to be misinterpreted.

S0
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FOOTNOTES

New Jersey. Commission to Stﬁdy Library Services in New Jersey.
Batter Libraries for New Jersey: Final Report of the
Commission to Study Library Services in New Jersey. Trenton,

1936. p. 15.

New Jersey Library Association, Library Development Commitiee,
Subcommittee on Historical Development. Library Development
in New Jersey: The Historical Background. 1973. N
Mimeographed. p. 10.

Lowell A. Martin and Mary V. Gaver, Libraries for the People of Neaw
Jersey: ory Knowledge for All. New Jersey Library
Association, Library Development Committee. New Brunswick,
New Jersey. November 1964, p. 4.

New Jersey. County and Municipal Government Study Commission. The
Development of Libraries and Networks: Prospective Roles and
Responsibilities for Libraries in New Jersey. Ninetsenth
Report. Trenton, June, 1980. p. 30.

ibid. p. 2.
ibid. p. 67.

ibid. p. 61.

Henry J. Michniewski, Area Reference Libraries and the Library
Services and Construction Act. Memorandum. January 13. 1965.
{See Appendix I~F.) '

Lowell A, Martin and Mary V. Gaver op.cit. p. 51-52.

ibid. p. 55.
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VAR

Martin, Lowel!l A. and Gaver, Mary V. Libraries for the People of New
Jersey or Knowledge for All. New Jersey Library Association,
L1brary Development Committee. New Brunswick, New Jersey.
' November 1964.

New Jersey. Commission to Study Library Services in New Jersey. Better
. Libraries for New Jersey: Final Report of the Commission to Study
Library Sarvices in New Jarsey. lrenton, 1956. ~
1 New Jersey. County and Municipal Government Study Commission. The
Development of Libraries and Networks: Prospective Roles and
Responsibilities for L:.raries in New Jersey. Nineteenth Report.
Trenton, June, 1980.

New Jersey Library Association. Library Development Committee,
Subcommittee on Historical Development. Library Development in New
Jersey: The Historical Background. (1973). Mimeographed.

- -

OTHER DCUMENTS CONSWULTED

A. Selected New Jersey Statu}es Annotated as they apply to the New Jersey
- Library Network: NJSA 18A:73-12 and 18A:73-13; NJSA 13R:73-33 and 1BA: 73-
© 38; NJSA 18A:74-1 through 18A:74-13,

4 8. An excerpt from the New Jersey Administrative Code: NJAC 6:61 FOREWORD.
|
L 7! A copy of the negctiated 1982 Ares Library responsibilities.
\\\\\ ,5. (1) A copy of the program srecifications negotiated between the Newark
W/ Public Library and the State Library for resource services for the
: northern reglon of the state.
‘ (2) Internal memorandum stating the resource library services provided by
i the State Library.
- E. Copies of the program specifications negotiatnd between the State Library
and the following researczh libraries:
- . (1) New Jersey State Library
7% (2) Newark Public Librar -
“é .
] {(3) Princeton University Lidrary
i (k) Rutgers University Library

- F. Yemorandum from the New Jorsey ~+e Library nreparcd by lenry Michniewski,
dated January 13, 1965, announc... the appoirtment of the Resource
Libraries and setting forth their responsibilities.

-81-
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Sign-of f document, Aresd Library contracts.
New Jersey State interlibrary Loan Code, 1973.

Interlibrary Loan, Photocopy and Reference Procedures Manual. State
Library, 1973.

Interlibrary Loan and Photocopy Information. and Procedures. State Library,

1981.
interlibrary Losn Subcommittes of the Network Structure Task Force,-1980.

Report of the Committee on Cooperation and Networking. NJLA College and
University Section, 1980,

Computer Application Task Force Report, 1980.

e



' ‘ ‘

APPENDIX |1
CHARGE TO COMMITTEE

NEW JERSEY LIBRARY NETWORK {New Jersey Net)
Protocol Cummittee

Chargé

'"The emergence of entirely new and sophisticated infoimation
retrieval systems has required rethinking of established
concepts and methods of reference and information ssrvices.
... the increasing diversity of the user population requires a
change in the traditional modes of the delivery of information
services, Mnformation/reference and interlibrary loan)
particularly in relation to cooperative endeavors and
networking arrangements...

It is recognized that service strategies need to be designed
that are more sophisticated and sensitive to the complex user
pattern never known to our profession before.

in providing service, they (those who have responsibility for
oroviding reference and information services) shall consider
the needs and interests of all users, Including children,
young adults, adults, people who do not come to a
library/information center and potential client."

-~ ALA Reference and Adult Services
Division Standards Committee, A
Commitment To information Services:
Development Guidelines {American
Library Association) March 1, 1975

r—>The New Jersey Libra-y Network (New Jersey Net) Protocol Committee
shall study and recommend changes in the present organizational and
operational structure and patterns used for networking information
services (interlibrary loan and supplemental reference) between and
among the various network components -- local libraries (academic,
institutional, public, school and special); area libraries and research
libraries. The Committee shall recommend a set of procedures to be
followed by network libraries for the exchange of information and
materials within the network. Special consideration shall be given to
the changes proposed In the structure of New Jersey Net through
legislation and expansion by number and types of libraries.

\

Interim procedures should be drafted that will ease the transition
of *he network into Its new configuration over the next 18 months to 2
years. Long range plans for procedures to be followed after the network

becomes operational should also be drafted by thi's Comnittee.

-

The Committee's recommendations for interim procedures should be
submitted to the State Librarian no later than October 1, 1982, Long
range plans should be presented to the Statewide Planning Committee no
later thsn March 1, 1983. '

The Protocols Committee should keep the St- ewide Planning

Committee informed of its prdgresarbn long range plans through regular
reports.’

~-83- . 85



NEW JERSEY LIBRARY NETWORK (New Jersey Net)

} Protoco! Commictee

Some Specific Concerns: -

i.

5.

To study and recommend changes in the method(s) of referral among
local libraries (academic, institutional, pubilic, school and
special); between local libraries and area libraries; and between
area libraries and research libraries, such as:

-- service to be offered at each level of network
-- routing of supplemental reference requests through
natwork

To study and recommend changes in the method(s) of referral among
the research libraries, such as:

-- sarvice to be offered at each level of network

-~ access to colliections of Rutgers and Princeton

- routing of supplemental reference requests through
network

-- access to subject specialists in Research Libraries

To study and recommend method(s) of referral between New Jarsey
libraries and library organizations e!sewhere.

To suggast means by which the various online data bases
(specificaliy CLSi; Dataphase; OCLC and RLIN) can be made an
integral part of bibliographic information and/or access for New
Jersay Net, such as:
- Protocols for libraries on QCLC
-- that borrow on [LL Subsystem
~~ that use OCLC for locations

- protocols for libraries that do not have OCLC

-— free or at-cost computer searches for references on
these or other commercial data bases.

Review the present Interiibrary Loan Code, 1373 and recommend
necessary changes, such as:

-- extent of serxfce to be offered for vérious types
of materials
-~ mass-market paperbacks in print
~- curreﬁt-year fiction
-84-
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10.

1.

-- best sellers and titles In high demand
-- nonprint items

L
- photocopy requests -

To engan= participating and potential participating libraries In
defining overall objectives for the provision of information
service, sucn as:

-- how nonpublic Tibraries fit in
-- free services from Network
-- reciprocity for nonpublic libraries to Network

To study the present method{s) of reimbursement for information
services (interlibrary loan and supplemental reference) and
recommend changes which may make such-reimbursement more equitable
(area libraries and research'libraries).

Identify and review available studies and reports on present
Network information services (interlibrary loan and supplemental
reference).

To determine if additional studies and/or reports on information
services are necessary.

To recommend for discussion an overall framework for the provision
of information service (interlibrary loan and supplemental
reference service) for the expanding New Jersey Net.

Suggest a framework for decison making regarding New Jersey Net's

suppiemental information/reference service and interlibrary loan
service,
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