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Staff Training Class

Fifteen members of the Rochester Public Library
staff are taking a course in library training. This
course 1s an intensive one, lasting through the first
ten weeks of the year and designed to familiarize assis-
tants without library sohool training with the methods
and tools of the profession and with the spirit and idezls
of the Rochester Public Library in serving the public. The
work includes 21 lesscns in reference work, 12 in selecting
and ordering books, 20 in classifying, subject heading and
cataloging, € in current events and 19 in miscellaneous
subjects. The instructors are drawn from library staff
members with special experience in their subjects and in
teaching.

The work ocutlined is not intended to take the
place of a year's training in a librory school. Meisbers of
the class are practically all college praduates and this
course in professional trainln% should make them even
more helpful in serving usetsof the library. They ore
finding that the claes work is diffioult and that it
demands much of their time in addition to thelr regular
work in the librery but some have already expressed pleas-
ure in the przetionl aspects of the work which enables
them to use immediately professional methods acquired in
the olzss room.
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Apprent ice Classes 13929

An apprentice olass, the first one in the Rochester
Public Library for ten years, was instituted January 2. Fifteen
persons completed the entire course, one took reference work only
and one took book selection. The course began January 2 and lasied
for ten weeks, half time or approximately 20 hours each week, in
cluding preparation, Many quite regularly spent more time than this,

The subjeots. taught were as follows:

Book selection - 10 hours
Book ordering - 2 hours
Oataloging - 20 hours
Reference work - 21 hours
Current events - & hours
General subjeots - 19 hours

The "general subjects" included: Staff relatione and
ethiocs (3); work with the public (3); history and organization of
the Rochester Public Library (1); loan work {h ; city librar
feoilities (1); ourrent librery literatures (1); New York Liirary
Association and American Library Association (15; history of 1li.
braries 1;; history of the printed book (1); binding, rebinding,
mending (2); examination (1).

In addition a certain amount of praotical work under
supervision was done. This included shelving, reading shelves,
arranging exhibits. This practical work was iimited much more than
it would be with new employees because of the length of eervice of
all of the olass whioch extended from three months to three years}
also by the fact that all in the class were carrying on actual work
in the library during the time of the olaas,

The consensus of oplnion seemed to be that the reference
work and the work in book selection were decidedly the moBt value
able and also the courses in whioh the most direct prasctical results
could be seen, The book selesction course had to do with the evale
uation of books and the use of library tools in selecting and judg-
ing books. This course is of particular value because all aseistants,
as well as heads of departments and branoh librarians, read and
assist in deciding upon the availability of new books for the
Rochester Publioc Library.

Thirteen of those completing the course took the exam-
ination in library economy for a profeassional librarian's certif-
1oate and all passed, the average standing being 86%. This exam-
ination was offered in lieu of one year of training in an approved

1ibrary school,

Thus, while the class in general and the resulis obtained
were far from perfect, it does not seem %00 much %o say that, from
the point of view of the library and the persons taking it, it was

a success.
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For the year 1929-30, there were not enough new staff
members to make a full apprentice class economically advisable.
There are on the staff, in addition to new members, a number who
have been with the library for several years but who have had no
formal training., These, together with new staff members have been
combined and are taking an abbreviated apprentice course, consuming
one morning each week and running through the year. Seven members
of our own staff and one from the Reynolde Library are taking this
instruction which will consist of the full reference and book se-
lectlon oourses and a small amount of work in £iling, use of the
oatalog and library ethioce.

The new certifiocation regulations of the state will
agparently make yearly apprentice olass practically compulsory,
It is hoped that the expense of euch a class may be lowered dy
cooperating with other libraries.

Respectfully submitted

g me ”
_\M 9. L‘\'Lﬁ Bernice E. Hodges

BEH-EG Assistant to Librarian
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Apprentioce Class

The Library hes had no apprentice class for almost ten years
and training of assistants has been Yon the job® by the branch librarian
or head of department, 4 certaln amount of this type of training is
essential in any case, even for those with library school training but
for others it is not enough. The apprentice clase gives & unity in
practice in the verious agencies, combines the instruction of a number
of persons under a single head rather than scattering it through foure
teen different places. It 2lso promotes 2 knowledge and background of
general library practice rather than simply confining the instruction
given to a single position.

Last year 1t was decided to conduct an apprentice class
again early in 1929, | Fifteen persons completed the entire course,
one took reference work only and one took book selection, The course
began January 2 and lasted for ten weeks, half time or approximately X
20 hours each week, including preparation., Many quite regularly espent
more time than this.

The subjects taught were as follows:

Book selection - 10 hours

Book ordering - 2 hours .
Cataloging -~ 20 hours -
Reference work - 21 hours

Current events - & hours

General subjects - 19 hours

The "general subjects? included: S8teff relations and ethics
(3); work with the public (?); history and organization of the
Roohester Public Library (1); loan work (4); oity library facilities
{1); current library literatures (1); New York Library Assooiation and
American Library Association (1); hietory of libraries (1)} history of
the printed book (1); binding, rebinding, mending (2); examination (1),

In addition a certaln amount of prectical work under super-
vision was done., This indluded shelving, reading shelves, arranging
exhibits. This practical work was limited much more than 1t would be X
with new employees because of the length of service of all of the claes
which extended from three months to three years; also by the faot that
all in the class were carrying on actuml work in the library during the
time of the class.

An attempt was made to get at the results, that is, the
degree of success of the apnrentice oclasg, in two ways: 1) reports
from branch librarians and heads of departments under whom the pupils
nerform their daily library work; 2) reparts from the pupils themselves,
made about a month after the completion of the course when it seemed
that a certain perspactive might be obtalned.

Of the nine heads of departments and branoh librarians reporting,
gseven oonsidered the course decidedly worth what it cost, one was
doubtful and one oconsidered it worth its cost to the student under her
supervision but "there was obviously nothing in the course which could
be expected to improve the work she does in the Extension Department,®

All of the fifteen members of the class felt that the
course had been decidedly worth while to them with the sxception of
one ohildren's librarian who stated, "In many ways I belleve the
rTraining Class to have been very worth while, especially for
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asslstants in the adult room,* but who would have preferred, if
children'a librarians were t0 be included, to have had a "good straight
course dealing directly with theiy partioular line of work", making
such a course optional. Parenthetioally it may be stated that
ohildren's work was intentionally omitted, since, though there is
Tegularly no course in ohildren's work there are meetings of all
children's librarians each two weeke where children's books and
problems of the children‘'s department are disgussed,

»)

The consensus of oplnion,(almoat unanimous in fact, seemed
$0 bd that the reference work and the work in boock selection were
decidedly the most valuable and also the courses in whioh the mos$ ¢
direct practical results could be seen. The book selection course
had to do with the evaluation of books and the use of library tools
in seleocting end judging books, This course is of partioulsr value
begsause all assistants, as well as heads of depariments snd branch
librarizans, read and assist in deciding upon the availability of new
books for the Rochester Public Library.

Thirteen of those oompleting the course took the examination |,
in lidrary economy for a professional librarian's certificate and all
passed, the average standing being 86%, This examination was offered
in lieu of one year of training in an approved library school,

Thus, while the olass in general and the results obtained "
were far from perfect, 1t does not seem too much to say that, from
the point of view of the livrary and the persons taking it, it was
a{ decided; sucoess,

However, in spite of thie success, 1t does not geem ad-
visable to conduot a full apprentice class each year as it was given
in 1929, for wvery excellent ressone, all of them concerned with the
cost, First of all, there is the cost in aotual cash, second the
ocost in the efficienoy to the library while a course given by members
of the library staff ie in progress. Assistants taking the course
were taken from their work for half time, Those doing the teaching
were absent from their reguler work during preparation and teaching
periods. There was a resulting strain on practically every full time
member of the staff due to thelr efforts to keep the work going on as
usuale

Another aspect of the cost is the number of assistants
taking the course, It is the exnerience of librories that it is
uneconomical to give the course to a class of less than ten wembers,
The 1929 oourse was glven to fifteen assistants because there had
bean no apprentice course for years. An abbreviated course is now
being given to seven members of the staff, only one of whom has less
than eix month's experience in the Rochester Public Library. Rext
year the number for an spprentice class will be even smaller as all
assistants now on the staff without library school training who will
pe with us next ye=zr, will have been included in these two olasses,

gince the problem of Roghester in training essistents is
the problem of sll except the very largest libraries, a plan offering
ogperative aporentice course has been evolved and will be offered
%yatha gyraouse Library School in the summer of 1930 if enough li-
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braries of the State desire such a ocourse.

The course at Syraouse will have the advantage of Lsing
given in a library sochool with all the facilities for tesching 1i.
brary methods. The material to be given will be almost identical
with that offered in the Roohester Publio Library in 1929, A large
part of the teaching will be done by the instructor who taught the
Rochester Public Library reference course so aoceptably. It would
seem %0 be an economiocally wise thing for the Rochester Public Lie
brary to cooperate in this enterprise for the following ressons:

1, Under the new system of certification by the Siate adopted
a% the N, Y. L. A. and prectically sertain to be adopted by the
Regente, an 8 weeks' apprentive oourse is required in addition to
a college degree for the lowest grade of professional librarian's
certificate. Therefore, zn spprentice course of some kind is almost
compulsory.

2. Plans at Syracuse University Library School indicate a
thoroughly satisfactory course.

g. The 1929 avprentice oourse cost the Roohester Public Library
over $2100,00 or $110.00 per person, For an & weeks' course this
would Lave amounted to over §3000,00 or $200.00 each for 15 persons.
A sinilar 8 weeks' Apprentice Class for 5 persons would oost about
$1400.00 or §280,00 per person, For 3 persons the total cost would
be about §1035.00 or $345.00 each. These ealoulations are baged on
the faet that the initial expense of such a oourse could not be much

4. The total cost of the apprentice course at Syracuse per
person would be from $170,00 to $190.00 phkus traveling expenses %o

Syracuse: .
Tuition #Q.00
Room and Board 285,00 to $100.00
Books and sunplies $5.00 to 3 10,00
Travel é 5.80

It is, therefore, recommended:

That during the summer of 1930 the Rochester Public Li~
brary cooperate with other libraries in sending new staff members to
the apprentice course to be given by the Syracuse University Library
School}

That persons to he sent to take the apprentice course be
chosen after an observation of their work under actual worlking
gonditione so that thers may be no gquestion that their services are
desired; .

"W PN,
That enough be chosen to complete the requlred fulk staff

for the year 1930~1931;

That such persone be pledged to complete a full year of
gsrvice in the Rochester Public Library.

Thet they be appointed provisionally, pending a Civil
gervice examination, to full time positions at $1100.00 per year,
the initial salary of college graduates without experiemce, szlary
to begin the first day of the apprentioce course.
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The expenditure of the Rochester Public Library would thus
amount to approximately $180.00 per person. Y "

Respectfully submitted

Berniese X, Hodges
BEH~EG Assistant to Librarien

November 15, 1929
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Iraining Class--January - March 1929
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§.9:50 10-10:50 4 11=11:50 T.MM_T__L:LLEQ 2=2150 i
Monday
Jan, 28 =23
Book selec~ |Cataloging |Current
tion events
Tuesday Miss White |[Miss Nash Miss Cooke
Jan. 29
Subject Reference
headings
Wednesday |Miss PBarss |Miss Fisher
Jan, 30
Book selec~ [Cataloging [NeYeLeAs
tion A.L.Ae
Thursday Miss White | Miss Hash rﬂ.ss Mosher
Jan, 31
Friday
Feb, 1
Cataloging Referenoce
Miss Nash Miss Fisher
| y X L & e




y of Rochester and Monroe County - Historic Monographs Collection
S L . s

£l 3 929160 . 10-10:50  21=11:50 12:12:50 1=1;50 2#2:50
) - i Current
Events
Yonday Miss Cooke
Feb, 4 .
Subject ReTelrenee
Heoadings \ e
Misg |
Tuasday Miss Barss ‘\{ﬁjﬁs\ez-sn
Feb, 5 ‘\ s A
3 Cataloging | Book ‘dlece
tion
; Wednssday Miss NHash Miss ..au¥ |
\ |
___ Peb, 8 \ *
pi-o Subject Reference \‘;Iiutury of
Headingse Libraries k
Miags
1 Thursday Miss Barss Van Homsen |Miss
JAN4. Taylor
Febe 7 \\
:
//—\ \
Dook ZSeleo= ' 44
on
frets m&s |
] i




VII Feb. 11-16

Central Library of Rochester and Monroe County - Historic Monographs Collection

__ﬂm__mao._,_ucmm__rmmm 1~1:50 2-8:50

Shelf list=| Reference Current

ing = events
Monda 88

v Miss Nash | Van Hoesen | Miss Cooke

Feb, 11
Tuesday
rﬁbo l.‘:

Flling Heference

Mrs., Olson Misa Castls
Wednesday
Feb, 15

Ordexr Current

Livrery
Thursday Miss Orsig | Literature
Miss

Feb., 14 A.N. Taylor
Friday
Feb, 15

Order Yisit law Liurary ]

I neyUuiRs oeerssy |
Saturday Miss Oraig (O, Flean, !
Ao .
. Feb, 16 [ e |




Cen %W%MWC Monographs Collection

YIII Feh. 15-28
. 9=9:50 10=10:50 11=11:50 12=12:50 1-1:50 2=21350
Monday
Fab, 18
Mling Heference
Mrs, Olson Jisa
Tuesday < Vaw. Moesen
Teb, 12
Binding
Wadnesday Miss Hosa
Febe 20
Cataloging Hook Binding.
Examination | This class will meet at
1 the ligohester Book
TIMTEONY Bindery 165 St. Paul St.
Feb. 21
Friday Holidey
Yy 9
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Mar.g8

1

&L\ss liosher +nss Cooke

|

9-9:50 10=18:50
onday
3 Feb, 25
leference Ethiecs
iiss
Tuesday fan Hoesen HMiss Hodges Visita to the other libraries of
the city have been posiponed until
after the class work proper is over.
___Feb, 26 This will reduce the hours of work re-
quired for the class to 15 for this
week, leaving 25 hours free for work
at regular librery tasks., Students
are not expected to spend more than
Tednandey two hours in preparation for eny as
ment in reference. If you have not
finished when the two hours are up
Fohs 87 stop anyway, =
Reference Ethics
Thursday [iiss Love Miss Hodges h Ha —.rX,
-Bernice E. Hodges
Assistant to Librarian
Feb. 28
Friday
_ Nap. 1
f[iéference Current
Events
Saturday
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X March 4-9, 1929

929:50 10~-10:50
Monday
Mar. 4
Tuesday
Mar, 5 {
Refercnce Ethics
Wednesday Miss Van Hoesen Fiss Hodges
Mar, 6
General exam. Reference
(Ethies; Work with|
g?blio; History
ursd : organization [Miss Van Hoesen
= N of R.P.L.; Loan
work; City library
Mar., 7 facilities; Cur=-
rent library lit-
erature; N.Y.L.A.
& A.L.A.; History
of libraries;
History of the
printed boolk;
Binding, rebind-
ing and mending).
Friday
Mar. 8

Satuiiay

Reference egam,

nty - Historic Monographs Collection

In making out schedules for thy
week of March 4-10, 20 hours should
be allowed for customary library wurk.
Time spent on class work and on
study should be signed just like re-
gular working hours, giving the time
of beginning and the time of ending
in each case together with the sub-
ject on which time is spent 'his
class work should be antered on =
separate, individual time sheet,

The time credited at the end of the
week will be the time spent in
library work proper, plus the time
actually spent on class work and

study -

Bernice . Hodges
Assistant to Librarian




Centrm Rochestqr and yonroe Co;dnty Historic Monographs Collection
Y'Y ly_«:

Qlornarn Q/(Mm r%z}?;,)
R, ¢
Coclnrns B
Covdoean B

Pothee €V

qutze A7 A
Hodwe €~ B 5
Nagnast Y C.
lewdan CV

Mastie 87

MLM Av

Mt BV

Poe. BY
_,Pud‘ B

!MW\LUM&&H A ‘/
ww5€—0\ C V/

waw]tm C v C %tuzcv.-.‘r.‘i-",nf;;)

(m QAWLL w N (ep"‘*“'*'t ‘7(;‘4 i 5Qu’ A Rl Mﬂ’* =1
R 'S&u,ou,(ul wel ‘]"J ‘Tﬁb\,\ {,&A—LAD N"*Ng? U-JZ:D \:r s L,u,
3:[' wd wal rVMg T]Z«JA, vk Le { Afex [
e prob e s '&U—* raepait plodiinnl - hute.w :
LFP F \{L ':F'{QLJ . Hc( 4o (AL f)Qut‘



TELEPHONES
MAIN 4542  STONE 83495

BOOKS ON

Accounting
Advertising
Auditing
Banking
Bonds
Bookkeeping
Business
Business Law
Business Letters
Costs
Corporations
Credits
Efficiency
Employment
Management
Exporting
Factory Management
Filing
Finance
Foreign Trade
Insurance
Labor
Municipal Government
Office Methods
Railroads
Real Estate
Retail Trade
Salesmanship
Taxation
Wages
Etc.
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BUSINESS LIBRARY

MUNICIPAL BUILDING 13 SOUTH FITZHUGH STREET
ROCHESTER, NEWYORK

WILLIAM F. YUST, LIBRARIAN
GLADYS E. LOVE, BUSINESS LIBRARIAN

ROCHESTER PUBLIC LIBRARY
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Cataloging Examination Feb. 1€29
Order Class.& S.H. Cat. Final mark Qe , AR,
Asmus 90 83 73 80 4
Retten 95 61 80 73 e
Cochrane 95 89 93 91 7o
Couchman 90 84 85 75 1
Foulkes = 100 76 80 80 1
Gates 95 71 0 80 es
Haines 100 60 75 70 L
Kienagt 90 &l 70 62 =1
Leader 80 50 70 61 b5
Masters 70 5 88 7¢ o
Meagher 95 78 75 -] €S
Miller 90 63 88 75 e
Perego 90 64 70 70 9
Remington 90 75 70 75 16
Wuensch 95 63 78 72 14

Gk 51

s
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Rochester Public Library
Edgerton Park
Rochester, New York

Firm Order No.

AQATEES oo e e

Please furnish the following. Render bill in duplicate.
Put the number of this order on your bill

Librarian

Quantity Articles Price

FORM 40 5000 D-20]
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TRAINING C LASS

& Books end libraries--General background

History of the printea book
History of libraries
The American Library Association and its work
The New York Library Association and its work
Current library literature
History and organization of the Rochester Public Library
a-Genersl
b-Central
e~Branches
d-Stations
e-Schools (Grade Libraries)

f-Playgound libraries A-}sgo?&-?
\ \i. Library ideals, purpose of the librar ,/S(etc.
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TRAINING CLASS--2

B The Book
1. Book Preparation

a-Book selection
(1) Treining in critical appreciation of books
{a) Representative books in each class
(b) Pitting the book to the preson, both in
selecting the book for the library and
in picking out the book for the in-
dividual patron of the library.

(330‘*;.%?@“-%&- {2) Writing book reviews
6.0 8kt Printed ook reviews and their use
UL R o (4} Publishers
A-<i i

b-Book ordering aml buying oot "\&ut&o
1 Mb—l—i:eg—m-p-h—i—es—wui J‘Q \ ;
Ezg Order routine )Sd\

{3) Receipt of new books MMW‘\ e Bgunnfe

(4) Accessioning books

c-Classification and cataloging
{1) Classification by Dewey decimal system with
short discussion -gfcther—systems L ,C (Coxl Lo v
{2) Shalflisting and inventory
{5) Sub ject headings
4} Cataloging, coak. uan %Q‘(’._ corda SEaTwasn
(5) Filing .

d-Binding, 7'rebind;ng and mending,%&-«:—m

2. The book in relation to the public

a-Loan work

(1) Quaelifications of loan work assistant

(2) Newark system and—brief- i
other-systems o vead o i 0

(3) Loan work in stations and schools

(4) Routine desk work amd principles inwlved
(a) Reglstrmation
(v) Charging and discharging books
(e¢) Slipping books
(d) Overdues
(e) Lost books
(f) Lost cards
g) Reserves

(5) Shelving books and reading shelves

b-Reference work
(1) Prineiples of reference work

p . {Kz) Reference work in Central
FCanrsdalioy (3) Reference work in branches
(4) Standard reference books in each class
(5) Other sources of reference material
(a) Periodicals and the use of periodical
indexes: Current periodicals; back

files of periocdicals
(b) Pamphlets: Acquisition; care; use
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TRAINING CILASS~-3

(6) Use of catalog

(7) Current events
Round table meetings devoted to local and
national movements in all fields with the
ailm 10 keep constantly before the staff the
relation of the library to every phase of
civic and national 1life

C--Gé&ﬁé&t&?ttxigs\uN}G\yl“VV*JCKN,ﬁgﬁ;g{éd\%xm

C Personal relations

1. With the publiec

2. With other staff members

ot

E

vmmwﬁ

D Miscellaneous

1, Library administration

2, Reports and statistics - W,
%, Library advertising
A:—_——A'Lﬂ]’@\/), A= 6\b \\»L)A\w NATT~ A bﬂ%%,
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ROCHESTER PUBLLC LIBRARY
Apprentlce class

1929

™ Cataloging

4 Reference

{ Boock Selection
{p Seminar

Book ordering

Y Current events

Hours of clags instruction

Preparation, including vigits to libraries
and conferences

Practical work

“/

Total hours

20
pe~ 21
10
-26"(‘
2
8

80
80 N

80
160

320
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Christmas Book Exhibit
Rochester Public Librar
December 7-11, 1927

Religious Books

Ellis B Bible lands today 3.00

Fosdick Adventurous religion 2.00

Gilkey A faith for the new generation. 1.
Grenfell What Christ means to me 1.25
Jones Christ of the Indian road 1.00
Keller My religion 2.00

Murry Jesus, man of genius 2.560
Whitehead Religion in the making 1.50
Wilkinson The radlant tree 2.50

-All of these books have been added to the Central
Library, 54 Court Street, during the past year and many
of them are in branch libraries.
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W P i\ U s

CATALOGING N

[}
Glassification Sora "\’SSM

1. Introduction and exp}gnation 4‘¥;bd*\ ““J;figSS;:’gjf;q

2, 900's History - Travel - Blography &JJQ))ﬁ\ \

relation between history & travel numbers -%thjqﬁf)J\)J GQS
9 €ﬂ,ﬁJ~;&£jd“a,

3. ‘Book numbers — \pQu“éan*_ }Sf;gd IO ;
4, 400-800 : e S W (L
5. . 500-600~700 . 410 :

6. 300 ).»J&" -

7- 000~100-200

8. L.G. classification Review

Cataloging (}d:’Ph
1. Introductory Types of catalogs /¥)

2. Fiction

3. Non=-fiction (author, title, subject cards)
Analysis of L.C. cards

4, Mlscellaneous cards and entries
5. Analytics

Subject headings

1. Simple headings
2. Compound headings

3, Herdings for special clanves
Fine arts
Travel
Biography

Shelf 1llsting
1., Shelf 1list
how to make

uses
2, Inventory

Filing
R.P.L. filing rules

Exam
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Christmas Book Exhibit
Rochester Public Librar
December 7-11, 1927

Rellgious Books

Ellis Bible lands today 3.00

Fosdick Adventurous religion 2.00

Gilkey A fajith for the new generation 1.
Grenfell What Christ means to me 1.25
Jones Christ of the Indian road 1.00
Keller My religion 2.00

Murry Jesus, man of genius 2.50
Whitehead Religion in the making 1.50
Wilkinson The radiant tree 2.50

All of these books have been added to the Central
Library. 54 Court Street, during the past year and many
of them are in branch libraries.

75



1.
2,
3.
4,
5.
6.

Central Library of Rochester and Monroe County - Historic Monogyaphs goﬂe ion _p
. vy ’ M@/UL’

BOOK SELECTION
Book reviewing periodicale ~ influence on current purchases
Aids to selection
Filction selection - oral reviews
Representative class books = filtting book to person - oral book reviews

Representative class books (cont'd)

Book annotations - fiction and non-fiction ” ‘L)&Q/\\%:_

7/@’ Publishers. M"\D B

g

Book selectlon for adolescents Mu\,

10, Exam

qof 11lustrators of Children' s books A @i

QD w@ihmm v«.@@&

\N__m
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Christmas Book Exhibit
Rochester Public Librar
December 7-11, 1927

Religious Books

Ellis Bible lands today 3.00

Fosdick Adventurous religion 2.00

Gilkey A faith for the new generation 1.75
Grenfell What Christ means to me 1.25

Jones Christ of the Indian road 1.00
Keller My religion 2.00

Murry Jesus, man of genius 2.50

Whitehead Religlon in the making 1.50
Wilkinson The radiant tree 2.50

All of these books have been added to the Central
Library 54 Court Street, during the past year and many
of them are in branch libraries
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2.
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M

ORDER WORK.
Order card - Order routine

Recelpt of new books in order department and branches
Accessioning )

gL TR I
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Archbold
Bacon
Bowman
Chesterton
De la Mare
Dodd
Bmerson
Brskine
Graham
Humphrey
Huxley
Lowes
Marquis
Mumford
Noyes
Pearl
Priestley
Scoville
Sherman
Strachey

Walpole

Rochester Public Library

December 7-11, 1927

Bssays and Criticism

Nineteen modern essays 1.75
Animula vagula 1.580

World that was 1.50

Ouline of sanity 2.50

Reading 5.00

The golden cnmplex 1.75

Heart of Emerson’s Journals 3.00
Prohibition and Christianity 2.50
Gentle art of tramping 2.80
Winterwise. 2.50

Jesting Pilate 3.50

The road to Xanadu 6,00

The almost perfect state 2.00
The golden day 2.50

New essays and American impressions
To begin with 1.50

Talking 2.00

Runaway days 2.50

The maln stream 2.50

American soundings 2.50

Reading, an essay 2.00

All of these books have been added to the Central
Library, 54 Court Street, during the past year and many
of them are in branch libraries.

.50
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C“"\"" ' \\ B \jfﬂ-}% 1) ’Q-Pr%udj ;\“

REFERENCE

—

1. Introduction Types of reference books - Principles of referencegﬁ(
2-3 Dictlonaries* R

U oo Yot
6. Readepg guide

7 Annua.ls, a.lmanacs, yearbooks -~ %—
N

8. Literatur:

4-5 Encyclopedias

S. therat.ure\
10, Liter'aturé

11.> Atlases - gaZateers C,cru—(/
12. Bilography, \
n Olaaaan MW

13. Fine Arts(

14. Religion. -»«ot?_ib/

7
15, Hlstory and sclence &N\JJ\——
16. Bibliographies \..___......

17. Rochester collection - &,d\i"_

M&WM

18. Debat-e mat.erial
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Christmas Book Exhibit
Rochester Public Librar
December 7-11, 1927

Religious Books

Ellis Bible lands today 3.00

Fosdick Adventurous religion 2.00

Gilkey A faith for the new generation 1.75
Grenfell What Christ means to me 1.85

Jones Christ of the Indian road 1.00
Keller _ My religion 2.00

Murry Jesus. man of genius 2.50

Whitehead Religion in the making 1.50
Wilkinson The radiant tree 2.50

All of these books have been added to the Central
Library. 54 Court Street, during the past year and many
of them are in branch libraries
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CURRENT EVENTS Cathar

L. =
4,
5
6.

_LT—- Tmowx'z AMM t e~ C&
oo Yoy Bomn gl o of Wlorer T
~ L,J,HM; N M‘i}%um W ;?@MA,LA,( M g
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I\: " "
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e ’WLL L{rp [

3 Stmagau chw

&, Mrsctlance., Cop,
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Arcibold
Bacon
Bowman
Chesterton
Ds la Mare
Dodd
Emerson
Erskine
Graham
Humphrey
Huxley
Lowes
Marquis
Mumfafd
Noyes
Péarl
Priestley
Scoville
Sherman
Strachey

Walpole

Christmas Book Exhibit

Rochester Public Library

December 7-11, 1927

Essays gng Criticism

Nineteen modern essays 1.75
Animula vagula 1.50

World that was 1.50

Ouline of sanity 2.50
Reading 5.00

The golden cnmplex 1.?5

Heart of Emerson’'s Journals 3.00

- Prohibition and Christianity 2.50

Gentle art of tramping 2.50
Winterwise 2.50
Jesting Pilate 3.50

The road to Xanadu 6,00

.The almost perfect state 2.00

- The golden day 2.50

New essays and American impressions
To begin with 1.50

Talking 2.00

Runaway days 2.50

The main stream 2.50

American soundings 2.50

Reading, an essay 2.00

All 6f these books have béen added to the Central
Library, 54 Court Street, during the past year and many
- of them are in branch libraries.

.50
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LIBRARY VISITS

Y Mﬂ\f \
Unlversity of Rochester Library “\3 QKHQE*{K
Medical 1ibrary g7
-

e
Eastmaen musical library

Memorial art gallery library
Reynolds library
Mechanies library
Law library
K -
O%%iggtgﬂju“tﬁ}“ )
\\\Lkikjg)iluujhﬁ¢ﬁ ‘
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Archbold
Bacon
Bowman
Chesterton
De la Mare
. Dodd
Bmerson
Erskine
Graham
Humphrey
Huxley
Lowes
Marquis
Mumford
Noyes
Pearl
Priestley
Scoville
Sherman
Strachey

Walpole

mas

Rochester Public Library

December 7-11, 1927

Essays and Critlcism

Nineteen modern essays 1.75
Animula vagula 1.50

World that was 1.50

Ouline of sanity 2.50

Reading 5.00

The golden cnmplex 1.75

Heart of Emerson’s Journals 3.00
Prohibition and Christianity 2.50
Gentle art of tramping 2.50
Winterwise 2.50

Jesting Pilate 3.50

The road to Xanadu 6.00

The almost perfect state 2.00
The golden day 2.60

New essays and American impressions
To begin with 1.60

Talking 2.00

Runaway days 2.50
The main stream 2.50
American soundings 2.50

Reading, an essay 2.00

All of these books have been added to the Central
Library, 54 Court Street, during the past year and many
of them are in branch libraries.

2.

50
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ROCUECTER PUBLIC LIBRAYY
spprentice ¢lass
1929

Book eelection
Beok ordering
Cataloging
Reference
Current avents

Ceminar

Hour: of clags 1l ntructlon

Preparstion, ingluding visita to librarles
and conferences

Prectlesl work 60
320
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BOOK BELECTION

1, Polioy of book melection in Hoghester Publlc Librery
o Book reviewing perlodicals - influence on current purchesged.

Aldds 4o selectlon, koo, — -0
3« Fletion selection ~ orzl reviews
4, Representeilve class books - fitting book to person ~ oral book reviews
5. HReprssentotive class books {contd)
6. BRBook annotations ~ fiction and non~fletlion
T. Publlishers, edlitions, etc,.
/8. Bo~k selestion for sdolesgents O
9, . Illustraters of-ehllaren's books

10. Fxan,



Central Libral Rochester apd Mypnr ounty - Hystgrig Monographs Gollection
TR SRR P PRI LB LSRR S e k. 9,192
If the statement 18 true draw & line under "true". If the statement
™ 1s falge draw a line under "false" .
1. Booklist books is a yearly cumulation of the Booklist true falge
2. Book review digest ie issued each month during the year. true false

3. Entries in Book revier digest are arranged alphabetically

by author. true false
4. Booklist has one descriptive-critical note. true false
5. Booklist contains a list for high school 1libraries. true false
6. The annual index in Book revier digest is arranved by

subject, title, n»nseudonvm. true false
7- A.L.A. catalog, 1¢28 is arranged by author. true false

8. Publishere! weekly is nublished by Detroit Tublic Library. true false

9. The reviews in Publishers'! weekly are usuelly sipued. true false
10, Saturday review of literature is likely to review books

more promptly than i'ew York times book review true false
11. Select some booke of permanent value for Central regardless

of whether or not they will be wsuich used. true false
12. It is wise to have one erson choose all the books selected

for a library system. true false
13. Branch library fiction should include only worke by

gtandard autnors. true false
14. The basis of book selectiion should be positive. true false

15. Repeat information in the title of & took in writing a
book note. true false

18. The quality of fiction book collection may be improved by
weeding out the poor books. true false

17 Provide for only those persons who are patrons of the
library. true false

18. The ournose of a librarian's book note is to attract
readers to the book. true false

15. only fiction of literary merit should be purchased for a
branch library. true false

rule all revievs in book reviewinz neriodicals are
20 farilivte. true false
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13.

14.
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Record tbe number to the best anewer on the dotted line.

Robert Nathan wrote (1) Bambi (2) Bishcp's wife (3) Brook Tvans ses

*Our timee® depicts 1ife in (1) Nineteenth century (2) Twelfth

century (3) Twentieth century. v (2) ‘e

"BEducation and the good 1ife" was written by (1) John Erskine

(2) Bertrand Russell (3) Fverett Dean Martin o
(2)

2tuart Sherman wrote (1) Delight of great books (2) Our times

(%) Main stream oo

Brook Fvane is (1) Biography (2) Travel (3) Fiction ces

Irita Ven Doren edits (1) N.Y.times book review (2) N.Y.Herald-
tribune books (3) saturday review of literature

- New international encyclopaedia 1s published by (1) Dodd, Mead

(2) Doubleday, Doran (2) Bobbe-Merrill <o

The publisher having the largest yearly output of books is
(1) Houghton Mifflin (2) Macmillan (2) Scribner s

The first publisher to use desoriptive jackets was (1) Bobbe-
Merrill (2) Dutton (3) Knopf .

Chamber’e encyclopaedia is published by (1) Little, Brown
(2) Dodd, ¥ead (3) Livppincott ceae

The chief use of fiction is (1) information (2) inspiration
(3) recreation

One may exnect to find a review of Tristram in (1) A.L.A.
catalog, 1923 (2) Sim.dard cot:log {3} Book review digest

Fiction ia read Pefore buying (1) to get the staff to read books
(2) to ascertain 1ts value for the library (3) to have a review
on file

sophisticated books are likely to be published by (1)} Putnam
(2) Knopf (3) Harper

A librariants book note ghould be (1) infermational (2) of high
1iterary merit (3) at least{ 2 cards in length

sModern Library" was started by (1) Little, Brown (2) Harcourt
(3) Liveright

The majority of the reviews in the (1) N.Y.times book review
(2) Saturday review of literature (3) N.Y Herald-tribune books
are signed

Harry Hansen writes book reviews for the (1) Saturday review
of literature (2) W.Y.%orld (3) XN.Y.Times



19.

20.
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24.
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-

New York Herald-tribune books prints (1) Queries and answers
(2) Turns with a bookworm (32) Bowling green

The center of the book publiechin; business is (1) Chicago
(2) Mew York (3) Boston

Rochester Public Tibrary should have a falrly extensive collection
of beoks on (1) ontics (2) steel manufacturing (3) textile
manufacturing

"Your money's vorth® was written by (1) Donald €. Stuart (2)
Chace Lanier (3) Stuart Chase

Edwir Arlington Reobison is noted for his (1) polyphonic prose

(2) rollicking rumcr (3) restraint -of feeling and beauty of
style

Rochester Public Library should contain (1) Cershwinte latest
song (3) Lehmann's "Harmonic analysis® (3) Riesemann's
oussorgsky"

"1114am Allen “White is beset %nown as a (1) uhysician (2) news-
paper man (3) diplomat

R. R. Bowker publishes (1) #isconsin library bulletin (2) Book
review dipest (2) Publishers' wasXxly

o

£l
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Complete these sentences

Open ghelf is published by.
Henry Seidel Canby edits the. ..

-publishes a large type edition of Dicken's works.
Borzol books are published by.

The Standard catalo§ series covers the following subjects
(1) (2 (3) (4)

Anne Oarroll Moore edits a children's page for.

- O{her libraries in Rochester have collections on these subjects
2 3 4

rvhich the Public Library does not attempt to duplicate.
"Novels of distinotion" are publishéd by.....
..publishes Loeb's classical library.
The bearing of one incident on another in fiction is called the
has a visiting editor policy.-

%he determining factors in ?e%ecting books are (1)..
2).... 3).

Gollege professors are likely to review books for.

. 8t. Nicholas is published by.. ...

The most important publisher of the middle west is...
Book reviews are indicated as - or - in the

Librarians vote on the entries to be published in the ..
The., .., .publishing firm was established in 1817.
Little, Brown is located in.

Knopf publishes the. .magazine.
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Complete the sentence.-
Chalkley, Alfred P. Diesel engines for land and marine work.
1923. VanNostrand. $6.00
I exvnect to find a review for thie bock in ....

U.8.Federal board for vocational education. Directory of trade
schools, 1925. 10¢. (A pamphlet)

I expect tb find a review for this book im.....

“ildman, John R. Qapital stock without par value. 1928. Shaw. %5.00

I expect to find a review for this book in.

Fiech, Fred A. Fundamental principles of electric and magnetic
circuits. 2d. ed. 1928 McGraw. $3.00

I expect to find a review of this bock in.

Paltock, Robert. Life and adventures of Peter Tilkine. i1%:g putton

47.00
I expect to find a review of this book in.
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R Check //the titles you wauylid choose for Central only.
Place an x'crose after the tjtles you v-.;. add to both
Central and branchea. "Ho* iur t.oee you v .ild noet buy.

Brown, Rollo *. Lonely Americans. 1829 Somard-V:funi %53.50 oo

Literary vortraits of elght significance individuale: Pres.
Eliot, Whistler, MacDowell, Bellows, Charles Eliot Norton,
Raphael Pumpelly, Emily Dickinson, Lincodn.

Burton, Elizabeth E. Paris Vignettes. 1928. Vinal. %3,50 sae
Sketches, literary & pictorial of odd bits of the Pariesis~u scene.

Clapp, Frank 1. Introduction to saucetion. 15289, Jinn. $3.00 ..

Coolidge, ¥ary R. The Taiv-arders, Tadians of Arizone and “ew RN
Mexico. 1:£29. Houghton. $4.00

cossgogg, Jessica. Tae payoiuclory of youtn. 1929, Doubleday ..
A practical avplication of the results of modern peychological

investigation in Toaterin, t-. torwatior and cultiva-ion of
whalegume habits in childhnes.

Forbee, ®. Cameron. The Philippine Islands. 3 vols. 193% 000
noushton. 212,50
A definitive history of the american adventure $r colonial
administration.

Garner, James W, American foreign policies. 1%2%, N.V.Univ.Pr. oo

-

An examination and evaluation of certain trasditionai and
recent 1lnternational policies of the U.%.

Heyward, DuBose. Mamba's daughters. 1929. Double:iy, %2.50 Caes
A novel of both black and white people in Chnrlesion, S.C.

Holtzclaw, Henry F. Association management. 12.9. %:ala.$2.50 .. ..

Raye-Smith, Sheila. The village doctor. 1228. Dutton. %2.50 .

Love story laid in a Sussex village 50 years =3s.

Lutkenhaus, Anna !, New plays for school children. 1739 0o oo

Century. $#1.75
Mitchell, Lieut. Colonel W.4A. Civil engineering. 192% fiey -

.

Reeder, Ward G. Businees administration of a school system. oo
192¢ Ginn. #2.40

Reid, James. In touch with Christ. 1928. UJouvieday. 33.u0

Sermons
Ruhle, Otto. Karl Marx, his 1life & wnork. 1929. viking. %5.00 .o
gellery, George C. The founding of “eetern oivilization. ved

1929. Harper. 35.00 :
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17 Sie;ert, Margarete K. Mary Queern of Scots. 1939. Haroourt
5.00
Covers the period between Yary's return to Scotland in 1561
and her abdication.

18. Smith, Joseph R. Tree crops; a permanent agriculture. 1939.
Harcourt. $4.00

19. Snedden, David. Educational sociology for beginners. 1928,
: Macriillan. #3.50

20. Whiting, Gertrude. Tools and toys of stitchery- 1928. Columbia
tniv. Pr. $10.00
on the antique, foreign or curious implements that have been
used in hand sewing, and needlework with many illustrations.

U Y s\Q../{j\ 2 S eru/g:r.«x,/\ Ao )(k’\\ et @"L,‘\{bt Q{\N& h%’b
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ORDZR WORK
Order card - Ordar routine

Receipt of new books in ordsr depsrtment and branches
Accesrcioning
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PLAN FOR LECTURES ON ORDER WORK

FIRST PERIOD

I.Use outline prepared for discussion of order work, emphasizing the
methods used in the Rochewter Public Library(&ﬁé;the practical rather
than theoretical >

Do not attempt to confuse with different and exceptional courses of
procedure but expiain one most used.
II. Recapitulate Phigh spots"® of work in order of procedure
III. Ezplain and assign problem.
IV Ask for questionse

SECOND PERIOD

Using outline M‘ﬁ? firet period, promote discussion asking what
each would do in a given sitmation to see that she understands main
points.

Collect problems owdeide

Correct problems

Prepare examination
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ORDER WORK

GENERAL SCOPE
Covers all procedure from the selection of titles to be purchased
until they are on the shelves to be cataloged.

Or, in case of periodicgls etc. ready for one for whom ordered.

GENERAL CLASSES OF PURCHASE

Books - foreign & domestic
Periodicals
Pamphlets
Annuals
Exchanges
Gifts
TooLs
Trade list annual
U,8. Catalog -~ Cumulative book index -~ A. L. 4. Catalog
Discount sheets
Files - should be simple as possible.
PROCEDURE IN BOOK ORDERING IN ROCHESTER PUBLIC LIBRARY

Influenced by selection of new {titles in book meeting

Requests

Titles in A. L. A. catalog

Duplicates and replacemente (Should be ordered in advance of need)

Special collections based on industries or general needs of populatim

PREPARING THE ORDER CARD

Authort!s name (surname first)
Title on next line (capitalization)

Edition, translator, illustrator noted if necessary, copyright date,

publisher, price, signature.

Designate branch and number of copies. Call number
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PREPARING THE ORDER CARD cont.

Note replace or duplicate etc. in dpper right corner

In case of reordering this is done in branch

Order department verifies information

From trade list annual or catalog obrains list price

Collation (explain our term)

Cards alphabetized and lists typed in triplicate showing author,
title, edition date, publishers' list price

Estimate of cost of order made and sent thru office

Each order given number, dated and marked with dealers name. Same
information stamped on order card

Cards filed in "Outstanding order file® Original list and sheet for
coding filed by dealer numerically- (L.C. and dealers 'list)

When books and bills received they are checked for discounts and
prices and information entered on order card.

DISCUSSION OF BILL HEADS USED

Entry of branch initial on bill head and totalling of cost and
nupber for each branch
Order list checked
BOOKS COMPARED WITH CARDS for editions, ete. and cards left in books
PERFORATION
ACCESSIONING
Use of bill heads versus old type
Time and energy saved
8pace saved
Only one accessioner at one time
Cards removed and filed books sorted for cataloger
Time taken
STATION BOOKS

Foreign orders
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PERIODICALS

Bids

Advantages - saves time, one bill, money, letter writing
(e ]

Extras - checked and kept in separate file
PANPHLETS (extra orders)

Written orders

Money orders
AKNUALS

Separate file

Description of cards

Prices

Usually standing order renewed until notified
EXCHANGES

Duplicate copies

Directories, etc.

Files
DISCUSSION OF DEALERS

In town

Chosen from way they handle orders, discounte, dependability, type
of book needed

Reinforped tindings

Reprints ve. rebinding

Question of second hand books and O. P. books
v  Why O. P.

American trade unorganized
How obtained

gshortages and imperfections

TEST ORDERS

Book agents
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—4

TEST ORDERS Cont.

On approval

Advantage -~ often het books sooner after publication

Subscriptions

Auction bidding

Taking bids on books bad policy

Have information on editions, dealers
DISCOUNTS

Should demand 20 or 25%

Textbooks, periodicals usually net, or 5% discount at most
RECORDS

Amount spent for each branch - Adult - Juvenile books

Periodicals

Pamphlets

Binding and rebinding

L. C. cards

Gilding
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Rochester Public Library Training Class
February 14, 1929

BRIEF OUTLINE OF PROCEDURE IN ORDER WORK

l. Preparation of Order
Cards typed
Information obtained
Author and title
Price
Publisher
Edition
S8ee if; +title has not been ordered before
List typed and order placed with dealer
Records filed in Order Department

2. Order filled
Bills checked with cards, lists and books

Cards checked with, and placed in books

3. Books perforated and accessioned
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Rochester Public Library Training Class
February 14, 1929

PROBLEM IN ORDERING BOOKS
Due Saturday, February 16 - 9:00
1. Make out order cards for the titles listed below filling in all
information necessary for ordering.
8ign the carde with your name in designated place.
Order for your own branch.

2. Arrange the cards and type a list for the dealer's order, using
double space. Write date, Rochester Public Library at the top.

3. Check the attached bill as if it had been sent in from the dealer.
Mark cost etc. on the order cards and check discounts. Enter

branch initial above title and estimate cost and number of
volumes for each branch at the bottom of the bill.

1. 2 copies Arabian nights, illustrated by Parrish (order for

one other branch and your own.)
One of each of the following:

2. Dumas, Memoirs of a Physician 3v. ed. (Marie Antoinette
Romance series)

3. The Odyssey +trans. by Butcher

4. Shakespeare's Macbeth edited by Rolfe

5. 8ilas Marner in the Appleton English Classics

6. Twain, Adventures of Tom Sawyer Uniform trade edition

7. Widdemer, Rose Garden Husband, in a reprint

8. Social psychology by William Macdougall 14th edition

9. Rinehart, K

10. Perkins, Dutch Twins for library use
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Examination on Order Work
February 33, 19239
GROUP I
’UNDERLINE WHETHER STATEMENRT I8 TRUE OR FALSE,

It is more efficient to subscribe for each magazine title

from the publisher than to order through an agency. true false
The United States Catalog helps us to select new titles by

classes. true false.
Weipatronize a dealer principally for the size orders he

oan harndle. true false
wé'aliays scoept & dealers estimate of disoounts. true false

Booke are accessloned before they are checked with the or-
der cards., true false

The report *(Q. P." signifiee shortage in the dealers stock. true false
Test orders help the .order department to keep informed on
the best dealers to patronige by a comparison of the ser-:

vice and discounts received. true false

1t is not necessary to check on expenditure more than once

a year. true false

Nt

I+t is a good plan to replace fiction with reprints when

possible, true false

Tt is not always necessary to "Qollate® a title when order-

ing. true false.
GROUP II

UNDERLINE THE %(RD OR %ORDS MAKING THE GORREST AliSWVER.
The trade list annual is the source for obtaining: Author's full name,
price, copyright date.

The correct niace to stamp "duplicate" or "new for branch® is: beneath
the 1ibrariants signature, in center of card, upper_fight QOoTner.

A book never before in the system is: new for branch, new title, added
title.

. the new f e of accessioning because: the old booke take too
g:cgszp;ge, it.:dee ti._, —e prefer *~ use our own bill heads.
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5 Orders are sent to dealers: in packs of alphabetized slips or cards, in
typed alphabetized lists, by pvhone or letter.
Pige g\ o

8 Thé’rﬁ%b@% "0. 8," means that: th ded publication
7( for a time, no more will be printed, the books are being reprintéd.
7 Second-hand books can best be used: in buying fiction replacements, for

children's rooms, in books less_in general demand, but necessary for
students.

8 A good reprint can be purchased ‘from: Grosset & Dunlap, knopf, American
book Companyu

9 Order lists are made: singly, in triplicate, in duplicate.
10 The ordering of books ig governed by: the publishers advertisement &

recommendation, the character of the region served, the books requested
by readersa.
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CATALOGING
Clrosif lgation (bo~an
1. Introduction nnd explanation

2, 900's History = Trrvel ~ Blography
rolaion between hlstory and travel n.mbers

3« DBook numbers

“ L3 400"'300
5S¢  BOO=E600-TO0
6. 300

Te CO0=100=200
8. L,C. classifio-tion - Review

£ataloring o alu
1. Introductory Types of eatolose
24 Pietion

3, MNomwfiectlon {suthor, title, subject cards)
inplyeis of L.0. cards

4, Niscellgneous earde and entries
5. Analytion

Sublect headings (Bornr

1. Bimple headings

2, GCompound headings

3., Headingn for special clagces
Fine arts, Trovel, Blography

Shelf=13sting Mol _
1., Shelf list
How to mske

Uses
2. Inventory

‘11inc oL s
Polse Fillng rulcn

%
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Rochester Public Library
Training class-1929

CLASSIFICATION
Lecture 1

A. Introduction & explanation
I. Definition
II Uses in other fields
IIT Reasons for classifying books
IV. Basis of classification - The purpose to be served
V. Kinds of classificstion
a. Artificial classification
b. Logical classification
C. Broad classification
d. Close classification
VI. Kinds of arrangement
a. Fized location
b. Relative location
VII ©Notation
VIII Limitations of classificstion
IX. Qualifications of a good scheme of classification
a. Comprehensive
b. Logical
c. Flexible
d. Admit of minute subdivision
e. Widely used
X. Systems most used
a. Expansive
L. Library of Congress
c. Decimal

B. Dewey Decimal System
I. General plan and notation

Assignment 1

1. Learn the ten main divisions of the D.C.

2. Do these classes together cover the whole field of knowledge? Are
they wisely made? Are they in the best relation to one another?

3. The books in the R. P. L. are classified primarily according to
this logical classification. What other principles of arrangement
are used?

4, What are the advantages of a fixed location for books in a library?
0f a relative location?

5. Find in your branch and bring in the names of two books, apparently
dealing with the same subject, which have a differeant classification.
Can you give an explanation for this difference?

6. Bring to class the name of one book whose classification seems illog-
ical or which is puzzling to you.
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CLASSIFICATION -

Lecture 2

A. Classifying the book

B.

I. General rules
a. Classify according to their subjects except in literature
b. Classify under the most specific head
¢. Consider the predominant tendency of the book
d. Place it where it will be most useful
II. Procedure
IIT Aids in classification
A.L.A. Catalog; Book Review Digest, Carnegie library
bulletin; Booklist; L.C. cards

Assigning call numbers
I. Purpose of notation

II. Classification numbers
a. Classification obtained from classification book
b. Special treatment of fiction and biography
c. Marks for juveniles, reference, oversize books

IIT Cutter numbers )
a. Numbers found in Cutter book
b. Methods of distinguishing different editions
¢. Methods of distinguishing different titles
d. Criticism
e. Shakespeare scheme

Assignment 2
How many different ways of treating biography are used in the R.P.L.?
Learn the table of 900's a5 given in your book.
Write out the call number for each of the following: A history of
England; of Germany; of France; of Italy; of Spain; of Russia; of
Norway; of Minor countries of Europe.
What is the call number of a book of travel in each of these countries?
Is there a definite relationship between history and travel call numbers?

Lecture 3

A. Value of mmemonics in D.C.

I. Form divisions, relating to
a. Form of subject matter
b. Countries
c. Language

B. History

I. S00-909 =28 illustrations of divigion by form of subject matter.
II 830-99S8 and its divisions by country.

C. Travel

I. Yaterial included
II. Relation to history divisions

D. Biography

I. Possible methods of treating
I1 Method advocated in D.C.
III Method of treating in R.P.L.



1.
2.

B.

D.
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Assignment 3

Learn the nine form divisions under general subjects.
Learn the geographic divisions for English, German, French, Italian,
Spanish, Ruesian, and Scandinavian history

Examine 400's and 800's to see to what extent these same subdivisions
are used.

Lecture 4
Literature
I. Discussgion of Possible methods of subdividing literature and
advantages of each.
a. By language
b. By form
¢. By period
d. Alphabetically by authors
II. Method used by R.P.L.
a. Primarily by lenguage
b. Second by form
¢. Alphabetically by authors
Language
I. Use of form divisions
IT. Classification of dictionaries
III. 428 books for learning languages - classed with language to
be learned.
Assignment 4
Look over 500's, 600's, 700's

What call number would you use for a book on the use of flowers in
decorating the home?

The Rochester Public Library was opened in 1913. Mention 3 subjects
on which the library would have had little or no material at that
time, but on which there is much material at present. Has the clas-
sification proved elestic enough to care for this material?

Where would you put a biography of Michel Angelo? Of Corot?

Lecture 5

Pure Science
I. Criticism and discussion of arrangement of 500's.
1I. Advantages and disadvantsges of separation of theoretical
and applied science.
III. Difficulties in the classifying of technical books.
a. New subjects constantly appearing.
b. Technical knowledge necessary
IV Procedure from brosd to close classification illustrated
by analysis of call numbers here, €.g- 6281.3133

Applied Science

. Fine Arts

Distinction between the same subject in different relations, e.g.
54, 621.384; G625, 656; 873,739.
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Ass
1. Look over 300's. tegnment 5
g. gre there any topics here that might better be placed elsewhere?

» Where would you classify books on the following subjects: The teach-
;n of.English in high schools; Jewish charities; the relatiomsof Mex-
1co with the U.S.; the government of German cities; the U.S. war de-
partment; life in the U.S. navy; a history of Vassar college.

. Lecture 8
An 1nforma1 dlscussion of the previous assignment, bringeout the
various topics covered by the 300's, the use of the various divisions of

Sggcggé°n’ the way in which many subjects are divided by country like

Assignment 6

1. Look over 00Q0's, 100's, 300's.

2. How do the form divisions help in learning the 000's?

3. It has been said that Dewey's 100 division bristles with faults.
What is your opinion? Can you suggest a better arrangement?

4, How.many headings in the 200's have to do with the Bible and Christian
subjects? How many with non-Christian subjects? Do you approve or
disapoprove of this proportion?

Lecture 7
A. Discussion of the faults of arrangement in the 100's, and suggestions
for a more logical arrangement. Discussion of the use of the various
divisiom and the material included in each.

B. Discussion of the 300's

C. Discussion of the 000's - the way in which form divisiqns are used.
The method of forming bibliographies of various subjects.

D. General review emphasizing
I. Purpose of classifying.books in a library.
II. Basis of all classification - the purpose to be gerved.
I1I. Value of a special notation.
IV The good points of the D.C.

Lecture 8
A. History of the Library of Congress.

B. The origin of the Library of Congress classification and the method
of working it out.

C. The classification itself.
I. Main divisions and method of subdividing.
11. Notation
III. Advantages
a. L.C. cards furnished to libraries
b. Capable of minute subdivision
¢. Different classes in separate volumes
IV. Disadvantages
a. More apt to block up.
b. Many schedules incomplete
c. Adsence of complete index
d. Planned for needs of L.C.
e. Lack of harmony in notatior and lack of mnemonic features.
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SUBJECT HEADINGS

Lecture 1

I. Definition
II. Value of subject entries in a catalog
III. Essentials of good subject cataloging.
1. Simplicity
2. Uniformity
3. Specific headings
4. Adaptation to user of catalog
S. Uniformity with other catalogs.
IV. Forms of subject headings.
1. Single words
2. Single words with explanatory words in curves
. Adjective phraese in normal order
. Adjective phrase in inverted order.
. A noun preceded by another noun used like an adjective
. A noun connected with another by a preposition
. Two or more nouns connected by "and".
V. Aids in the choice of headings.
1. A.L.A. list of subject headings
2. L.C. list
3. Sears list of subject headings for a small library
4. L.C. cards.
VI. References
1. See references
2. See also references
3. General references
VII. Procedure in assigning subject headings in R.P.L.
1. When there are L.C. cards
2. When ihere are no L.C. cards °
VIII. Discussion of simple headings
1. Personal names like author form. Refer from form not used
2. Geographic names-
3. Plural form ususlly preferred to the singuler except in case
of fruits.

[}

4
5
6
7
i

Assignment 1

1. Write out and hand in an example taken from the catalog of each of
the 7 forms of subject headinge indicated above.

2. Give an example of a "see®" reference; a "see also" reference; a gen-
eral reference.

2. Examine the A.L.A. list of subject headings to see the form of entries

4, Have you already found references that were unnecessary in the catalog?
Do you find that the catalog lacks references you would consider
valuable?

Lecture &
I. Review of types of headings.
II. Method of treatment of compound headings.
III. Subdivisions under subject
1. When used
A. Tisadvantage of too much division
B. Disadvantage of too little division
2. How punctuated
IV Form divisions
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Assingment 2
Assign subject headings for the following books, using form divisions

under subjects.

1.
3.
3.

4
5
5]
7
8
9
10.

II.

III.

Iv.

Six lectures on the teaching of history.
Letters from a soldier in the trenches, 1914-1915
Selected list of books on the World War.

Statistics regarding agriculture in the United States.

. Collected works of Canadian poets.

Chicago directory

Railroad yesrbook.

. Pioneers of science.

Japanese - English dictionary
Socialism as expounded by twelve platform leaders of today

Lecture 3

. Use of subdivisions in the fine arts. Question of entry under country

or subject. Position of adjective in heading.
Literature
1. Should headings be used for poetry, essays, fiction etc.
2. Should linguistic adjective precede or follow the literary form,
e.g. English literature, or Literature, English?
3. Period divisions - before or after form divisions?
Geographic divisions.
1. List of headings to be used under city
2. Tendency to list under subject first, and then under country
Reference made from other form.
Biography
1. Collective
a. Of place - Under name of place
b. Of classes of persons with name of that class, e.g. Scientists

2. Individual biography
a. Of less than three individuals under name of individuals.
b. Of more than three - use judgment as to number of entries.
History
1. What dates shall be used - inclusive or dates of volumes.
2. Shall names of wsrs be used alone or as subheading under history

of a country?
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Training class
Rochester Public Library Jan-Feb 1929

Cataloging

Texts: Guide to the use of libraries, abridged ed.
by Margaret Hutchins, &lice Sarah Johnson, and
Margaret Stuart Williams., 1928,

How to organize a library

Lesson I
1. Definition of & catalog

II. Why have a catalog
A, To enable a person to find a bock of which either
. the author
2. the title } is kmown
3. the subject

B. To show ¥hat the library has
I, by a given author
5. on a given subject

C. To assist in the choice of a book
as to its edition (bibliographically)
7 as to its character (literary or topical)

III. Types of catalogs
A. Printed book catalog. Examples
1. Advantages
a. Distributed essily
b. Easily read
c. Items cannot get out of place

2. Disadvantages
a. Not easily changed
b. Expensive, as 1t is never complete

B. Card catslog
1. Advantages
a. Easily changed, that is, easy to
add items, keep up—-to-date, rearrange.

2. Disadvantages
a. Size. Example of catalog of
N.Y Public Library



Central Library of Rochester and Monroe County - Historic Monographs Collection

Cataloging-2

IV. Forms gf catalogs
A. Classed menti 1
B. Alphabetic-classed S on onty
C. Dictionary. Use Hutchina, p.20, par. 12 for explamation.

V. How to catalog fiction
Each pupil has a copy of Enter Sir John
by Winifred Ashton. We analyze this book together.
A. What we find
1. Half-title - where.it is, and what it is
2. Illustration, called a frontispiece
3. Title-page
a. Definition
b. Analysis
1) Title
2) Author
E) Define author phrase
(4) Other printed matter which we
might find on the title-page
(5) Imprint - define
¢. Information not on title-vage, but supplied
from the book

B. Under what form of name shall we enter our author?
1. Is the name already in the catalog?
2. Look for it in the Book review digest, U.S. catalog,
Carnegie, ALA booklist, ALA catalog, etc.
3. If using L.C. cards compare with form in catalog
if it has been used previously-
4, Types of names, and rules for entering
a. Simple surnames, with examples
b. Married women's names, with examples

Lesson 2

¢. Pseudonyms - definition, rule, examples
d. Anonymous classice, with examples
e. Anonymous books, with examples

C. Questions concerning the imprint
1. Place ~ use the list of abbreviations which we
have prepared in R.P.L.
2. Publisher — use the form of name which we have
prevared in R.P.L. for our catalog
3. Date
a. Order
1) Copyright - inclusive dates
2) Title-~page
(3) Back of title-page, as first vublishing
or first printing
(4) Preface

Explain that "Entered according to act of Congress" is
equivalent to copyright
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Cataloging -3

D. Onmissions
1. Quote rule from Cataloging rules with explanations
and illustrations, prepared by Dorcas Fellows, 24 ed.
rev. and enl. ©1922. Sec.13d

E. Put sample author card on board, showing spacing,
punctuation, tracings.
Why trace? Put special emphasis on the kind of numbers
used for the different tracings. Make secondary cards
a copy of the author card with proper headings and with
cal} number raised opposite the first line except for
series

F Give a few suggestions about the books to be cataloged.
Stress indentions.

Call no. Ashton, Winifred
Enter S8ir John, by Clemence Dane
cpseud. ; and Helen Simpson. Illus.
by Sydney Seymour Lucas. N.Y.
Cosmopolitan,©1928.
* 301p.

1.TC II.Simpson,Helen,jt.au. III.Dane,
Clemence,pseud. .
*'Paging is given only as an example, 2nd 1is
not necessarily correct

Agssignment
Catalog Enter Sir John, for which we made the author
card in class, and two other books of fiction provided
by the instructor. Type cards if possible
Lesson 3
How to catalog non-fiction

Pupile have copies of Industrial explorers by Maurice
Holland.
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Cateloging -4

A. Anslyze it ag we did the fiction, putting the author
card on the board. Explain paging

926 Holland, Maurice, 1&91-

H736 Indastrial explorers, by Maurice
Helland, with Henry F. Pringle, N.Y.
Harper,©1928.

HTp.

1l.Inventors 2.Industrial arts-plog.
3.8cientists 4.Industrial research
5.U0.8.-Biog. I.Pringle,Henry Fowles,
jt.au. II.TC

B. Consider different kinds of cards, as
1. Changed title cards. Use Prescott of Saskatchewan,
by Harold Bindloss
2. Extension cards
3. L.C. cards - explain. Have sample.
Guide to the use of librarieg, p.22 gives a good
explanation of the various items.

Assignment

Catalog Industrial exovlorers, for which we made the

author card with tracings, and two other books of non-fietion
provided by the instructor Each pupil has one book in

a series and one of biography

Lesson U4

VII. Miscellaneous cards and entries
A. Make editor, translator, illustrator, compiler,
joint editor, and general secondary cards just as you
did jount author cards.

B. Give examples of
1. Open entry
2. Editor and cowpiler as author
3. Inverted title
. Partial title
5. General secondary
C. Explain
1. our (R.P.L.) use of miltigraphed cards
2. the star on catalog cards at Central Library
3. uncataloged collection at Central Library
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Cataloging -5

Note: Therg was not time for an explanation of general secondary,
inverted ?ltle, Oor partial title. General secondary Was given at the
next meeting. Cards for Criticism of an author's work, partial title
gnd inverted title, Based on an author's work were explained by the
instructor who taught filing.

Assignment

Find in your catalogs samples of the following
cards. Bring to class a list of your findings,
with enough of the card copied to identify it
1. Changed title

Open entry

Series

Editor

Translator

Compiler

Illustrator

Editor as author

General secondary

.Joint author

* s s s s

=0 Ca~4 O\ 0

Lesson 5

VIII. Analytics

A. Define

B. Tracings on sheets

C. Use copies of Industrial explorersg
for examples of subject analytics.
Put a sample card on the board.
Use The American secretaries of state and
their 1 cy, ed. by Samuel Flagg Bemis,
for author analytics

D. Drama index cards

E. Explain most common errors found on
the two sets of cards handed in.

‘Assignment

Do two subject analytics from Industrial explorers,
and two author analytics from The American secretaries

of state and their divlomacy

Lesson 6
IX. 8helf list
Use "How to organize a library" p.l8 for explanation of
shelf list and 1ts uses,
Make in class a shelf list for Emter Sir John, and one for
Industrial explorers
Make a shelf list for one of the booke of biography already
cataloged.
Explain our routine in the catalog department
8how how to tie cards together.
We met for an extra hour to discuss individually the catalog
cards which had been corrected by the instructor-
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Examination on Order Work
February 33, 1929
GROUP I
UNDERLIVE YHETHER STATEMENT IS TRUE OR FALSE.

It is more efficient to subscribe for each magazine title

from the publisher than to order through an agency. true false
The United States Gatalog helps us to select new titles by

classes, true false,
We patronize a dealer principally for the size orders he

can handle. true false
We always accept a dealers estimate of discounts. true false

Booke are accessioned before they are checked with the or-
der cards, true falsge

The report "0. P." signifies shortage in the dealers stock. true false

Test orders help the .order department to keep informed on
the best dealers to patronize by a comparison of the ser-

vice and discounts reoceived. true false

It is not necessary tc check on expenditure more than once

a year. true false

It is a good plan to replace fioction with reprints when

possible, true falge

It is not alwaye necessary to "Collate® a title when order-

ing. true false.
GROUP II

"UNDERLINE THE %ORD OR %ORDS YAKING THE CORRECT AlSWER.

The trade list annual is the source for obtainipg: Author's full name,
price, copyright date.

The correct place to stamp "duplicate® or *new for branch® is: beneath
the librarian's signature, in center of card upper right corner.

A book never before in the system is- ne+ ior braacn, new title, added
title,

We use the new type of accessioning Deé..use 4 DDOCE Lake Loo
much space, it coves tiu., e prefer - 3e " Dl L eads
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Orders are sent to dealers: in packs of alphasbetized slips or cards, in
typed alphabetized liste, by phone or letter.

The report "0. S." means that: the publisher has suspended publication
for a time, no more will be printed, the books are being reprinted.

Second-hand books can best be used: in buying fiction replacements, for
ch&édren‘s rooms, in books lees in general demand, but necessary for
students, '

A zood reprint can be purchased from: Grosset & Dunlap, Knopf, American
quk'Companyo

Order lists are made: singly, in triplicate, in duplicate.
The ordering of books is governed by: +the publishers advertisement &

tecommendation, the character of the region served, the books requested
by readers. '
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Qunswer gheel

Rochester Public Libr bruary 1829
Oateloguing Examinetion. Febauezy
PART I
CLASSIFICATIOR

Below are statements about classification. If a siatement
ig true, underline the word "true*; Af false, the word "false."

1. The swaller the library, the closer should be the classification.

True False.
3. Practical usefulness is to be preferred to thecretio accuracy
in claesification. True False
3. The primary basis of classification in the Roohester Publie
Library is subjeot matter. True False
4. It does not matter where a book is classed if the catale
indicates its location. True False

5. The content.or real subject of a book, not the form or
accidantal title, determines its place in classification.
True TFsalae
6. 1In classifying according to the Library of Congress classifioation
a library muat eithor use the full form, or drop figures
altogether. True Falae
7. 1f seversl subjecte are treated, the book is classified
according to the predominzat tendency of the book.
True PFalse
8. A thorough knowledge of the system of classification, »and
of the books to be classified, i 2ll that is necessary in
classifying books for a public library. True
9. Any two classifiers, if they ere expert, and are ualng the same
system of classification, will always agree as to the bes$

classification of a given book, True TFalsz
10. Through its relative index, the D.C. provides a definite place,
and one only, for each subject treated, True False

. Read each question and select the best answer. Record the number
of the best answer on the line at the right,

1. Mind and manners of wild enimals should be olassed as (1) 789
(2) 591.5 (3) 373.21 2.

2. Idylls of(the king, by Tennyson should be classed as (1) 81T

2) 398 (3) 821

ﬁ history d% education in the U.S. should be classed as

(1) 370.2 (2) so7 (3) 973

Cutter numbers sre uzaed in oall rumbars for booke at the

Central Library because (1) Other large librariee use them,

(2) rthey belp to indicate the author of the book. {3) They

{dentify the exact book desired by a patron.

5. The Rochester Public Library would olassify Mozard and hie
music ae (1) 780.93 (2) u939 (3) 827.8

3 the Rochester Public Library uses tle Dewey Decimal

classification because (1) It was the first clagaification

in print. (2) kany other libraries use it. (3) It 1s best

adupted to the needs of the Rochester Public Library

?»
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7. lilg;r go know the uild flowers should be olassed as (1) 507
8. Lessone :ln lish for Italians should be olassed a
(1) 438 (zhgao 7 (3) 450 Plaseed as
Government ownerehin of rellways should be classed =as
1) 825 (2) 6586 (3) 385
10. The American army in the World war should be classed as
(1) 240.373 (3) =72 (3) 3585

b

In tae spaces indicated below, write the correct answers.

The call number for each of the following is:
1. (=) A history of Spain e

(v) Ruesia of today T
{c) The study of soololozy —_—R0
(d) Lectures on urt —_—T0

(2) The Scientific American megzzine

{£) Report of the Internaiional
philological society 406G

(g} The philosophy of rslizion 201

(a) Livbrary of the world's pest
literature

(1) Petit Lazxouisse (a Mreach

dictionary) =D
(i) Lives of faucus bishops 922

2. The cell numwber for The ring and ihe book, by Robert Brmminﬁ
is 821 The call number for his Poetical workg would be &
Z785r B985
The gall nuwber for second =2dition of the Poetlcal worke would
ve_$Xsp:The eall number for A criticism of Browning's poetry
by Jendell would be %x‘g:zw Tre ctll number for Roberd Browning,
the man; a study of peraonslity. by Hestings, would be PXKESw

Tae call number for Toens, Ly Llizabeth Barret: Beoaaning would be

—i—&‘—— MWMWMWWfMW du-f-?“'&‘aww‘ﬁw
§53 W ovdudn, v o QRS ~adra -u, Cole A ftteaaiis

D WA aon - Mwimu“c,..pw wm.d.d.-kn, W M“,I‘aﬁ,

After ezch title in the column on the right, P the number or
the call number that correaponds from the ecolwm 02 the left.

Call number Title
1. 724 Littie vieits to the ucumes of great artiets 7
2, 028,56 Outlines -f chiid study -
3. 821 Amezican arciiteoture of today i

4, 332 #bat srall we read $o tae childiren? z



B.
é.
7.
8.
9,
10.

1.

3.

4.

5.

6!!'

8,

9.

10.
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136.7 On the battle front of engiuneering —
013,38 A play: BStrange interlude o
759.92 Kipling's collected verse 3.
372.4 Life in ancient Athens ——
630 Life and timee of Chriset S
813 The teaching of reading in the eleumentary

achools .

SUBJEOT HEADIRGS

Below are atatements about subject headings. 1If a statement
is true, underline the word Ytrue";, if false, the word "falsz".

4 good cztaloguer will make up her own subject headings for
new books, regardless of what headings have alresady been used
by her own or other libraries. True False

If the differencs between the form of subjeet beading uwsed by
the Library of Congrees differs only slightly from the one used
by the A.L.A., it is good practice to use both forms with a

see alsc reference from o< to the other. True Felse

A general heading is tc be preferred to a speclfic heading in
assigning a subject heading to a book. True  Fzlse

Subdivision of a topic is desirable only when there is now or ie
likely to be a large amount of materi:1 on that subjeot.
True False

In zssigning subject beadings for cizecses of objects, the
plural form is usually preferred. True False

A "pee azlgo" reference is & reference froam a heading not used
in the library to one that is used, True ¥alse

in a pablie librery, the scholarly form of heading is to be
preferred to the popular form, as it gives the publio more
resvect for the catalcg. True

Ui
fy

References may well ve made to subjects ou wiich the libroxy
may have materlal later, even though there is ne material at i
present under those headings. True Faise

1f a2 book trects of two or three different topics, it 1is

well to make & subject heading for each topic treated. Fol
P alse

—

In.punctuétihg a subject heading, a period, coupa oY .
dnsh may be used interchangezbly True  Fol:

]
It
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SUBJECT HEADINGS (S30./TINUED)

Read each question end select the best answer to that question.
Recoxrd the number of the beat enswer on the dotted line.

The form of heading which represents the usage of the
Houhesber Fublic Livrsry for the following books isa:
(2) Railrcads in the U.8. (1) RAILROADS - U.S. (3) U.8. ~ RAILROADS

f

(b) New si:mdard dictionary of the Znglish langaage (1)
DICTICNARIES, ENGLISH (2) ENGLISH LANGUAGE « DIGTIONARIES N

(o) Polk's Ohicago direatory (1) DIRECTORIES - CHICAGO ()
CRICALGC - DIRECTORIES

(@) 7uw crt of Egypt (1) ART, SGYPTIAT (2) ECYPTIAN ant

(e) A history of English poetry (1) PORTRY, ENGLISH - HISTORY
& CRITICIZK (2) LUGLISH PORTRY - RIBTORY & GRITICISE

(f) The Boston terrier (1) BOSTOR TERRIERS (2) DCGS
(g) The efficient kitchen (1) KITCEEWS (2) KITCHEN

(b} Tere 4elling through the ayse (1) HOROLOGY (2} OLOCKS &
WATCHES

(1)-Resvs—ofNow York {1} PEARS {3} PEAR

(j) Wellesley college, past & present (1) WELLiSLLSY COGLLEGE
{3) COLLEGES AND uRIVIISITIES

FbbERE FE

In the preceding question,; you selected subjeot hosdings
for esch of ten books, Indicate below one cbvicus reference
which should be m.de for ezch subject heading wanen it is used.

{a) ULS- Rondnoode, e RPodoodes WU, 5.
%.M.ILMM ‘C/V~°M~

GAA,Q/‘QM-C- & cw:}tw

D ikl onite, ke

(b} Emofuals Lomoprengg
(o) v wmaekonnie oA dloie mat Wovte of el

Ok &
() gW art, are ) %
& FoFm ‘QJLL',fhszf:AiL o=y

(8) 2 olas TheT =+

, e
(g I T
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5.

(1) Paore ase Caor-

() See ates womas of crllaaue
ot Crudik weee afdoewnd o ot serund omn witdirg i

madaraanea <
T o o s o S TARE 8 et T RN

CATALOGING

Catalog fully your “lulie to the use of libraries',

The clussifiecation numbar is r020.

Miss Hutchins® full name is Hutchins, Margaret, 1884 -

gsekthe following subjects: Library socience. Reference
00ks, ‘
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Rooheeter Public Libr .
Catsloguing Examination February 19z9
PART 1
CLASSIFICATICE

2.
3.
4.
5,

7.

8,

9.

10,

Kl L S o

Below are statements about clessification. If a siatement
ic itrue, underline the word "true*; if falae, the word "false."

The sunller ths library, the closer should be the olassifieation.
e : True Falee
Practical usefulness is to be preferred to thecretic accuracy

in cluesification. True Talse
The primary basis of clzssification in the Rochestser Public
Library is subject matter. True False
It does not matter where a book is classed if the catulog
indicates its location. True False

The coantent or rezl subject of a book, not the form or
accidentsl title, determines its place in olassification.

True TFulse
In claasifying agcording to the Library of Congress claassification
a library msuct eitior use the full form, or drop figures
altogether, True False
If several subjecte are treated, the book is classified
according t$0 the prudomiazat tendency of the book.

True False
A thorough knowledge of the aystsr of classification, and
of the books to be classified, ie all that is necessary in
clussifying books for a public libraiy. True False
Any two classiflers, if they ere expert, and zre ualng the sanme
system of classificotion, will always agree as to the bes%

clascificztion of a glven book. True Falez
Through its relative index, the D.C. provides a definite place,
and one oaly, for e:ch subject trsated. True Fslze

Read each questicn and select the best answer. Record the number
of thz best answer ou the line at the right.

kind and manners of wild animals should be olassed as (1) 799
{2} 591.5 (3) 373.21

1dylls of the king, by Tennyson should be classed ae (1) 811
(z) 398 (3) 831 , _

A history of education in the U.S. should be classed as

(1) 270.% (23) 907 (3) 973

Cutter numbers =z.e wred in call nuuwkers for books at the
Oentral Library because (1) Other large libraries use them.

(2) ihey nelp %o indicate the author of the book. {3) They
identify the exact book desired by a putron.

Phe Rocheaster Public Library xould clussify Mozart and his
music as (1) 780.92 (3) u939 (3) 927.8

Fas Rochezter Public Library uses tLe Devey Decimal
clagsific=tion beczuse (1) It was the first oclassification

in print. (2) hany other librarles use it. {3) 1t 1s best
adunted to the needs of the Rochester Public Library
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T. How to know the wild flowers should b F
() £82 05 5, e classed ag (1) 507
8. Lessone in lieb for Itzlians should be oplassed as
(1) 428 (2) 830.7 (3) 450
9. Government ownershio of reilw ye should be classed =s
(1) 825 (2} 656 (3) 385
10, The American army in the World war should be clessed as
(1) =40.372 (2) e7v3 (3) 285

]

In the spaces indicated below, ~rite the correct zascusrs.

The call number for each of the following is:
1. {<) A nistory of 9pain

(b) .Russia of today

{c) Toe study of sociolozy

l

{4) Lectures on urt

(2) The Scientific American magnzine

{#) Heport of the Iatern ition:l
philologicai socliety

{g) T philosophy of roiizionm

(2) Liovrary of the world's vest
literature

(1) Petit Larvisve (a “reach
dictionary)

L

(j) Lives of fsnxcus biskops

2, The cell muber for The ring and the buoli, by Robers Browaing
is 831 Tuhe c£all number for his Poetical works would be
Z835r
The call anumber fcr geoond sditicen of the Poetical works would
e The call number for A coriticis:z of Browning's poetry
by .enoell would Le . Tne ctll nusbezr for Roberd Browning,
the man; a study of perscaelity, by Zrstineg, would de
Toe call pumber f£or Poers, Lty Ilizabeth Burrett Broaniag would be

After esch title in the column on the right, put tbks nuber of
tne call number cio:t gorreaponds frox the coiuxn oa the lefs.

Call nupher Title
1. 77} Little vielts to the ncuso of great artiste _
2, 028.5 Outlines of child study —
3. 83l Amezican archirteciure of today —_—
4, 332 w“hat shall we read to $:e children? —



1.

33

3.

4.

5.

6(.'

8.

10.
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136.7 On the battle front of engineering —_—
913,38 A play: Btrange interlude —
769.92 Kipling's collected verse ——
372.4 Life in ancient Athens ——
6230 Life and times of Christ —
813 The teaching of reading in the elementary

gchoola
SUBJECT HEADINGS

Below are statements about subject headings. If a statement
is true, underiine 4tk word “truet, if false, the word "falge'.

A good cztaloguer will make up her own subject headings for
new books, regardless of what headingse have already been used
by her own or other libraries. True False

If the differencs between the fori of subjeot headin% used by
the Library of Congress differs only slightly from the one used
by the A.L.A., it is good practice to use both forms with a

see also reference from ore to the other. True False

A general heading is tco be preferred to a specific heading in
agsiguing a subject heading to a book. True False

Subdivision of a topic is desirable only when there is now or is
likely to be a large amount of matcri=1 on thit subjeot.
True False

In asesigning subject Lezdings for clzeses of objects, the
plural form is usually preferred. True False

A "gsee zlgso" reference is a reference from a heading not used
in the library to one that is used. True Folse

In a pubilio library, the scholarly form of heading is to be
preferred to the popular form, as it gives the public more
respect for the catalog. True i'alse

References may well be made to subjeots ou wich the librery
may heve materisl later, even though there is no material atl
present uncder those beadings. True Fzlse

If a book treats of two or three different tcpice, it is
well to make. s subject hewding for each %cpie treatzd.
o True False

In punctuating a subject heading, a period, comma OX ,
dnag mey be used interchangeebly True - False



(2)
()

(o)

(a)
(e)

(1)
(g)
(b}

(i)
(3)

(a)

(¢)
(a)
(e)
(1)

(&)
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SUBJEOT HEADINGZ (OOUTINUED)

Read gach question and sslect the best znswer to that question.
Racoxrd the number of the bsat answer on the dotted line.

?he_form of heading which represents the ueage of the
dounester Fublic Library {or the following books is:
Railrvacs ia the U.S. (1) RAILROADS - U.S. (3) U.S. = RAILROADS

Few si ndard dietionary of the Znglish langaage (1)
DICTICHARIES, EXGLISE (2) ENGLISH LANGUAGE « DIGTIONARIES

Polk's Chicago dirsstory (1) DIRICTORIES - CHICAGO (7)
CHICAGG - DIRECTON1ES

The =rt of Egypt (1) ART, 4GYPTIAN (2) BOYPTIAN ART

A histoxy of Engiish poetry (1) PORTRY, ENGLISE ~ HISTORY
& ORITIOISM (2) LUGLISE POLTRY - HISTORY & GRITICISY

The Boston terrier (1) BOSTON TRERIIZRS (2) LCGS
The efficlent kitchen (1) KITCHEERS (2) KITCHEN

Time telling through tie ages (1) HOROLOGY (2) OLOCKS &
WATCHES

Pears of New York (1) PZaR3 (2) PEAR

#ellesley college, vast & present (1) »ELLLCLEY COLLEGE
(3) COLLEGES AND usIVERSITILS

IR

In the preceding question, you selected subject headings
for esch of ten books. Indic~te below one obvicus refarence
which should be mu:de for eanch subject heading .wnen it is used.
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{n)
(1)
(3)
PART 2
CATALOGING

Catalog fully your “Juile to the uses of librariea"-

The clesaification numbsy is r020,

¥iss Hutchins® full name ie Butchins, Margaret, 1884 -
Us2 the following subjects: Librery science. Refereace

books.
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REPERENCE
1. Introduction. Types of reference books, Prineiples of reference,Uou.H
~ 23 Dieticnaries
~ 45 Enogolopedias
6., Readers' guide
T+ 4snmuels, alnanacs, yesarbooks
v 8, Literature
- 9. Literature | 3 A
10, Literature
11, Astlases - gazatieers
~ 12, Blegraphy
13. Fine arts
~ 14, Religion Co il
15, History and sclenoce
16, Bibliographles
17. Roohester collection T *—
. 18, Debate material Y\ SN
19, Uerticel file - Ploture flle

20, Review
felstlonsg beiwcen Central amd branches

210 mb
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v QUPRRENT BVENTS
Puppose of the osurse.

I. To ald and encourage eseistants in following the evente of the
d4ay in nowspapere and weekly and monthly perlodloals,

11, To encouraps assistante %6 be on alert for anything that might be
of interest %o, or helpful in reference or general desk work,
o patrons of the library.

Order of dlsoussion,
I. Discussion of speeisl teplop assigned,
I¥. Discussion of

1. local ourvent t{oplce
2, natlional toplice
2. international topies
» Blsgellanesous topies
5, questions and answers by class of anything that hae come up
in work or outside events slince the last nmeeting of the class,



Central Library of Rochester and Monroe County - Historic Monographs Collection

SEMINAR
1. Library ideals, purpose of libyary, relation of library to communiw“dud-
R. Btaff relations and ethios <o - Wu&w
3. Work with the publis > Rsrrcde - SO
4, Histoyy and organization of Rochester Public Library S
v 5¥3 Loan work. Interlibrary losn 4-&-’4\*«“&/’ - Coahe,
12,018y library focillities © o
~ 13.Current library literature . Y- T
14, Hew York Library Assocclation, American library assooiation, M @lun_
15 History of libraries X T
.~ 16,History of the printed beok, .V T
~~17<18 Binding, rebinding, mending (Imano X -rnelo
19,Exam
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B e it

(an sry

lst Period

1. Brief description of process of book-binding as practiced
in the big binderies. Explanation of common terms such
as recasing, backing, etc. Describe difference between
resewing and rebinding.

3. Discussion of kinds of paper worth binding - Grosset -
Burt - Harper.

3. Discussion of materials and kinds of buckram used in
binding with respect to its "wearibllity".

4. The ear marks a well bound book should have.
Problem:

Pile of books: judge bindings and paper, (both
before and after binding.)

and Period

l. Process of preparing books and magazines for the bindery
as practiced by R.P.L. - Rebind
Discard
Resew

sag Margins
b) Paper, ete,

Emphasize point - not to wait too long vefore sending
book to bindery.

2. Mending
(a) Kinds of material used in mending and why.
3. Discussion of binderies and the kind of work each can do.

4, Describe the work of preparing books for return to the
branches.

Problenms:

(1) Each individual select a book 1o be sent to
the binderies, giving reasons why books should
or should not go to the bindery and to which
bindery it should be sent.



R,

ety

Central Library of Rochester and Monroe County - Historic Monographs Collection

LIBRARY V15113 i ﬁ
University of Rochester library
¥ediocal 1ivrary
Bidley musicel librery
Xexorial art gallery 1iibrary
Reynolds library
Hechanics librayy
Law 1ivrary
Eastman kodsk researsh 1ibrary
Eastman kodak office library
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Lecture Outline on Book Selection for Adolescents

I Definition of term
&) Ages included in term
b) Distinctive groups of reading public
included in term
1) Adolescent with little or no background.
2) Adolescent with esdsquate cultural founda-
tion.

3) The adult with adolescent mentslity.

II Significance of adolescence
a) Physical changes in adolescence
b) Emotional changes in adolescence
¢) Adolescence as a transition period in
reading tastes.
1) Diverging tastes of girls and boys.

III Responsibility of library and librarian toward adolsscents.
8) The librarian's objectives
b) Methods of approach

IV Discussion of specific types of literature with adolescent

appeal.

V Required and suggested reading

December 21, 1928
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R
NOCCHESTER PUBLIC LIBRANY REFERENCE
Fs YAR BOEEN

4 tect of krnpwledge of thi use of reference books
by B.R, O my Principal, 7est Chester High Sohoel,
Test Chester, Pa.

Kames of Textbooks, Magakines ur Orgenisetisns will not suffioce
as sorreet anawers 40 any of the questlors, Write the answere on
a separste sheot using the samz nmbering.

1. Hene #Ad/df ¥d three ptandard dictionsries
2. Hame theree standard enoyelopedias

39 Heme one 9f the best books of fuote.

4, Neme one of the best comprehensive almanacs.

The neme of a diotionary, general ensyolopsdis, fact book, or

alpanse will not be acoepted for an snewer to any of the

following cuestionss

%¢ Hame the most reliagble snd complete reference work for

statistics on the populsmtion of the United states.

6, Fhere can you find the names of congressaen, congressional

oomulttees, consuls, eto.?

7+ Hame one good hiegmpm.eal reforensy Look - s book that

aontaing accounts of the lives of femous people,

8, VWhere oan you obtain faots about the careers of living men of
minense in Americat 9. In Englond?

« ¥ameé a apecls) book of referaence for information on the
forme of government, oonstitubienal law, perty organisations,
ref>rp in solltloes, otao,

11, Name e good ctendard atlas,

12, ¥hat book glves statistics of forelgn nations ag to
wealth, population, commores, sohdols, national debt, ete.
15, Name » good book aontain:[m; roference material on Greek
ond Women astinultles, sybhology, oto.

1A, Hawe one of tha bect books in which to louk for alliusions,
proverbe, aneodotes, ocutlines of storlec, eto,

A8, Name a good Mahomrx of daleo,

18, In whet ook csn you find the laws of your state?

17. In what bhook osn you find town slatistics, pepulatlon,
proverty valuation, town officers, eto, for your state?

18, Heme a good Yook of quotatlons, ‘

17, Heme m good oorllection of extruts Crom writers,

20, %hat book contains extr-cts fyom the best historlans desling
with the hictory of different natiene?

21, That is the beat cyclopedia of United States history?

25, Hpme one of the best bools on parliamentary low,

2%, That 18 the best index to pagee and shapterc of nany
bookte on various topico?

24, There can you find a list of pagerine artioles on a
g&w;: uubjeﬂi;d . apopers

v nma an exto newspaperty

2%: ®hat bosk given a coapléte list of poems and recltations?
27. There can you find variogs factc in the field of munlc?
27, Hpme ons of the best diotionarles of the Bible.

29, Hame one of the best colleotions of American poetry?

of fnglish ~ootyy?
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i
l

gg.t, Name the best hook on sgrigultural statistics for the United
ALesy o

31l. Heme one technical index %9 periodicals.

sZ. Hame one good religious eydlopedia,

33, Hame & good oyoclopedis of sdusatiofi

;‘34. Hame 8 good reference k. on palnting and engraving.

35.  here can you find the amtlor, title, pricg and publisher
for any book imgued in the Undted States?

36s Hame o rood reference worksn industrial arta.

37. Heme a good book of BynonymS,

2384 If you wish to find a porirsit of wome grest man, what book
w1ll tell you where 1t oan be fdRnat
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ROCHESTER PUBLIC LIBRARY REFERENCE
: F, Yen Hoesen

Ra)'yfpw}

Answer 10 questlons, dnl‘" e satisfacto answer to each guestion
is required. ¥ ode i 4 ’

1. ¥hat man wrote under mé’} nigb "Irenquill”?

2, ¥here can you find something about Mrs. Mary Hollamd Kinkaid,
Ameyrican journalist?

3. In what novel does Tito Nelenla appear as & character?
4. Who (or what) is the Old Lady of Threadneedle Street?

5. A teacher wants to know if the phrace "United we stand, divided we
fall® originated with Benjamin Franklin. Where can you find
the best explangtion of its origin?

6. A patron wanis to know what &uy of the week Oect. 15, 1582 fell on,
What can you find?

7. Where can you find informatlon as to the crime commitied by the
Vestal Virgin Tuccla for which she was oblligell to underge
trisl by ordeal?

8. Are the Havilands (of China fame) French or Ameriecan?
9, Where le there a deacription of the Statue of liberty?

10. A High Sehool boys comes %0 you and asks you what the book Meby Dick, |
by Herman Melyille is about, and if it 1s worth reading, If you
had not read the story what could you find to asnswer hls question?

11. The following appeared in the N,Y. Times Jan. 21, 1923:
"Katharine Pullerton Gerould eays that the 1tle of her new
book of stories, "Valiant Dust” 1s not drawn from the line in
Kipling's Reecesslonal whisch reads "All valiant dust that bullds
on dust" but that it hae ite source in a speech of Rosalind's in
"A11's well that ends well",

A patron of the library asks yow %o find the exact wording of

Shakesopeare's lines, What do you find? :

ta & Find the source of the following quotationi " Love your enemlss,
bless them that ocurse you -

ls, Complete the quotation.

13, Where can you find a reference to some material on lrs, Almira Fales?

14. 'The N.Y. Elementary Syllabug ln English lan.guage and literature,
June 1, 1919, p.121, 1.4 ascribes a poem "I would be true" to
Henry Van Dyke., A teacher hae found it impossible to find this
poem among Van Dyke's writinge., What suggeetions can you mgke?

| §, What are (or what were) the "fire lands"?
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ROCHESTER PUBRLIC LIBRARY REVEREHQE
¥, VHN HOESEN

CORTENT AND FORM OF REF:SBNCE

In meking o refernece to a book or an artlcle in e
baok, eare should be taken first that 2ll information is included,
aml second, that Lilo informetion 1o given in a generslly accepted
bibliographicel form.

The information necesasary to tho definite ildentifloatlon of
s book required the dets relating to s book which setas 1t apart
from every other volume in the whole world of books. This usually
%?olma the following Stemst (1) suthor's name {(using inltlels for
ret names unless og%y one name Lis given) , (2) title, '3) edition or
dade Lf othey than the first (4) volume (if there is moye Lhan one
intthe work referred W) snd (5) inolusive paging.

The following illustpabed o good bibllographical form In
nhieh a reference ¢an be nade’

Balfour, ©.0. Oyolopaedis of Indla. 34 eds v.2, p.623-34. Cawto
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ROCHESTER PUBLIC LIBRARY REFERENCE
¥. Van Hoeazen

INTPRODUCTION
1. Reference {definition)
2. Reference collection,
3. Types of reference librarles.
4. Raference book (definition)

5. Prineiples of reference.
a) To help patren
b) To help yourself

6. Pos.nts for judging reference books.
Authoritativeness
b. Seope
¢, Arrangement
d. Character of artlcles
e, Viewpoint of author
£, Bn.bnosraphy
g
h. Illuatra‘hlona
i. Comparison with other books
J. Physical make-up of bopls

T.: Purpose of course,
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ROCHESTER PUBLIC LIBRARY REFEREHCE
Ps Van Hossen
Problem 1.
Read snd ebstract the following:

1. Boatwlek American public library chap. 5 Reading and refe.
TOORA .,

2. Dana Library primer ohap. 10. Reference work

3. Hutehins Gulds to $he use of libraries; abr. ed. chap. 4,
Roference books

4. Mudge New guide to reference booke Introduetion

Apply dests for judging reference books te

Chanbers enayelopedia
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ROCHESTER PUBLIC LIBRARY

DICTIONARIES

L. Definition

A,
B.

Usual meaning

Original meaning

II. History

A.
B.
c.
D.
B.

Early history

Noah Webster
Murray's dictionary
Century

New standard

III. Unabridged dictionaries

REFERENCE
F Van Hoesen
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ROCHESTER PUBLIC LIBRARY REFERENCE
F. VAN HOESEN

Pas Wecwve
ENGLISH LANGUAGE DICTIONARIES

NEW INTERNATIONAL CENTURY NEW STANDARD NEW ENGLASH

History |\
Date of 1lst ed.
Date of last ed.
Publishers

Zeormed

No, of vol.

Type

Illus.

llaps

Page form

Mechanical

Ailds to quiek
reference

General arrange-
ment

Supplements &
appendices

Price

SCoOpE DIctIon-
ary only or
with eneyclo-
pedlic material
Literary lan-
guage only
Proper nsmes
Obsolete words
Forelgn words
& phrases
Abbreviations
English or
American usage
preferred

Epelling
Simplified
Preferred
Hypenization

Syllabification
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¥

Fronunciation

How indicsted
Where indicated
Posltion of keye
Disputed pronun-
elatione

Ei¥go;ogx

ore or after
definlitions

Roots in Greek,
Hebrew, Arabic,
ete.

Eeflnlﬁiggs

GQuotations
Numerous?
Sources
Exactness of
reference

Synonyms &
Antonyms

Special features

Abridgments
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ROCKESTER PUBLIC LIBRARY REPERENCE
: ¥, Baif HORSEM

PROBLEM "\
DIGTINHARLIES

Problen due

Comsult only those books Miated in the ahapter Diationaries
in Hutohins, Gulds to the uze of lidraries! abys ed. Pe

Do mot give the anawers to questions (unless requeated to do
o) but Ain each aase give ak many references as possible %0 plases
in whioh the answer can bs foumldy Give reference %o all books gon~
sulted in the opder in whiel you gonsult thex,. iHark with an aster~
Aok (*) in the left<hand margin the reference %0 the hepnt answer Or
ansvers (if there is a oholoe),

Use B2 by 11 sbeets for snswers and leave about one ingh space
batwesn quaations, Write with peu and ink on only one side of the

DAPEY,

Use gatalog ontry in all references, inoluding edition (¢ :
other then the firet), volume (Af wore than ons), page and entry words

thus
turray, Sir J.h.H, FNew English dtetionery. vV.2. p. 1052934 ocourt.

17 Fros what langusge 4id the #ord "pung” originate?
2, Where 1o Coxseckle? How 14 the name pronounced?

3. TUhat ie the meening of the atbreviation Dy5,0.?
4, “ho is John Bunyan and whir"} vas hs boyn?
8, 7hat is the preferred pronunclation of "elther"t

6, 7hen a dlvision ¢f the word "university” 1s rnocessary at the end
of a line, is the following correct « Univ-ersity?

7 _
" &) Yhere 4o you find in $he Hew Standard dictionary, s table
showing the value in Uq.&. gonsy of the ooins of wvarious

oountrios? :
B) What is the value in U,8, money of a nibu (Answer)?
@) Of what country ie the ioxn? {Answer)
8, ®hat is the approximate sise of s hammerhead? . Ca

9., Where is there a definitlon of the word _. jLL T |

10, In what century was the spelling "aukerward” used for the word
awkward?
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ROCHESTER PUBLIC LIBRARY REFERENCE
. F, VAN HOESEN

ENCYCLOPEDIAS

Britennica New Inter. MNmericana ]
Jate of lst | | I

& latest ed.
Publisher ! |

Arrangement | |
Alphabetized , !
under large or
small subj. | |
under worde or | |
letters | ' '

Crose references

Index [

Treatment ' l '
(Popular, schol- _
arly, technical, | [
historieal) |

Viewpbént |

<Pronuneclation [

Bibliographles |

Signed artlcles |

Format |

No. of vol. '

Type

Illustrations |
Maps [

How kept up~to-
date

Other speclal
eatures
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ROCHESTER PUBLIC LIBRARY REFERENCE
‘ F, BAN HOESEN
s

PROBLEY
ERCEOLOPEDE

Prodlen due %M \T

Do pot glve the answers to questions {unless you profer to do so)
but in esoh cese mive ns many references a: possible to plases in whish
the snswer can be found, OGlve reference 10 all books consulied in the
order in whish you comsult them, Mark with an ssterick (%) in the lefte
herd margln those books in whioh the answer le found, Hark with a double
asterick (P*) those in whioh the best answor 1s found,

Use BE by 11 shests for answers snd leave ebout an inech of apace
between guestions, Weite with pen snd ink on only one side of the paper,

Use only the bools snalgned in olusa.

Use gatalog entry i all references including edition ( Af other
then the firat }, volume, page and entry word: time - Enoycloppedia
Britannica; 114h'ed, v.10, p.4sh-63, f - Hew international year
book, 1918, p.3ET-3T7- iron,

1, Ther do you find an indiocation of the eorrest pronunoiation of
Sienkiewlica?

2. Who wae Yefet ben 21147
3, Where do you £ind a suggestive progren for Hemorial deyi
A, PFind s map of the main portlon of Detrolt,

5, There ean you find gomething ebout Henry Ford's public apolegy for
the seven years persecubion the Desrborn independent had been waging vs.
the Jows?

6. 1In what book does the oharacter Dinah lorrls eppear?

73 Where can you find pletures 1llustrative of how the "salt of the
earth” resghes your Teble?

0. Fisd a desoription with diagrenm of the illls grenade.
p @lang Alagugion

. Give the name the ertlole on the Nibelunglied in a) Encyclopaedis
gritanniea b) Kew internationnl encyclopaedia ¢) ‘neyclopedis Americans
&) Chembers,

10, Find the erticles on Hewark and tew York in Eneyclapaedia Britanniocg,
Hew Anternationsl encyclopeedia, Ensyolopedin smericana, Chanbers.

In whish does the ertiole under Newark predede the artlcle under dew
York, ie, in whioh ig the alphabet by letter, in which by word? #hiech
methed do you prefor? Pind ancther example of thip point,
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ROCHESTER PUBLIC LIBRARY REFERENCE
F. Van Hoesen

Problem 6.
Periodical Indexes.
Problem dque Jan. 22, 1929,

ordIn answering questlons 1-6 give the following items in the following
er:
a. Title of the article, author(using form of name in periodical index),
title of magazine, volume, inclusive paging and date.
b. Title of periodical index, year, page and entw§ under which reference
in found, (All of b to be enclosed in curves
Example: Mechanism of a sunset. A.H. Bell. Living age 331:518-22.
Nov. 23, 1921. (Redders' guide to periodical literature, 1900-04,
P+309. color.)

In answering questions 7-8 give answer and reference to where the
answer may be found,

1. TWhere can you find the story of Charles Reade entitled "There's many
a 8lip 'twlxt the cup and the 1ip"? ‘

2, TWhere can vou find the poems entitled
a. Out of captivity.

b. On hanging up the vanes of an aeroplane (1919)
3« a. Where can you find references to articles on the play "Strange
interlude" staged in New York this year?
b. In what periodical have excerpts or criticisms of the play been
given? (Answer) Give only one.

4, Where do you find a long list of references on daylight saving as
practiced in the U ,5. during the war?

5. Find reference %o an article on the Graf Zeppelin's great flight across
the Atlantic?

6. A patron gsks for an article by the author of Ariel, entitled"War
against the moon" which appeared in the Forum, What can you f£ind?

7- 1Is the Travel magazine indexed in the Readers' guide for 192897
How many articles were published in the periodicals indexed in the
Readers' Guide 1922-24
(a) by Charles Evan Hughes

(b) about Charles Evan Hughes.
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ROCHESTER PUBLIC LIBRARY REFEREKCE
7., Van Hoesen

Problem T
Annuals, almanacs, year-bocks.
Problem due

Reference is ud )
to be foanse required to only ome place where s satisfactory answer is

Bha:gnwer 10 questlions. Number your questions ae they are numbered on this

l. Vhere is there a list of the officigl publicetions of the German
emplirs?

2.8.Where do you flnd atetistiocs of the total number of immigrants
who arrived in the United States in 1925°
b.How do the flgures compare with those of former yearsj le. chow a
decrease or increace. (Anawey
@ a.gn what year from 1820-1925 was there the largest number of ilmmigrants?
nswep

3. What is the meaning &f P.N.F. on the new Itallian ghileld?
4.a,Where 18 5%. Lawpence University, and when was it founfed?
b.How large 1s the student body, and is it co~educational inatitution?
Verify your statements.

5. ©Someone wants to know the location of Statusry hall in the Capitol
at Washington, What can you find?

6., Whers 1s there an article on Sslvador, treating of government,
populatlon, products, etc.?

7. PFind a list of the Prime ministerc of England from 1827 to the
present, glving the daie of thely appoiniment.

8. aWhers is there a list of the holidays of the varlous countries of
the "°§%§;z“§§?f§§3 2§ 3%33:533 in France on the l4gh of July? (Answer)
9, Who is precident of the Boy Scouts of Amerlca?
10. Where was the center of population in U,S. in
8 1%0

11, How many counties are there In U,$.%
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Literature

Lesson 1

Liscussion ~ types of books in this field.

Warner, C. D, and others
Library of the world's best literature, ancient and modern.

Brewer, D, J.
World's best orations

Moulton, C. W,
Library of literary criticism of English and Americ:n authors.

Cambridge history of American literature.
Cambridge history of English literature.

Stedman, 3. C. & Hutchinson, ©, M,
Library of American literature.,
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LITERATURE
Provlem 1

- Where will you find Edmund Burke's speech "0n conciliation with

Amerioa" when all your circulating copies of the book are out?
What is the story of "lLazarillo-de Tormes"?

Where can you find a description of Anthony Trollope's personal
appearance and manner?

What were the Junius letters?
What was Lord Francis Jeffrey's opinion of Wordsworth's Excursion?

Find a copy of the poem "Lady Yeardley's Guest.!

- Where can you find an English translation of Guy de Maupassant's

"The piece of String®?

A reader desires a bibliography of South African poetry- whai™
COan yow M&T

Give references to a number of 18th century criticisme of

tParadise Lost."

What did Susan Ferrier write and what is her place in English
literature?
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Literature
Lesson II

Brewer, &. ¢,
Lictionary of phrase and fable

Brewer, E. C.
Reader's handbook

Century eyclopedia of hames

Phyfe, W. H, P.
5,000 facts and fancies

Gerwig, Henrietta
Crowell®s handbook for resders and writers

Talsh, W, S,
Fandy book of curious information

Halsh, W. s,
Fandy-book of literary curiosities

Zalsh, W. S,
Heroes and heroines of fiction, classical, medieval, legendary

Walsh, W, 8.
Heroes and heroines of fletion modern prose and poetry

Bartlett, John
Familiar quotations

Douglas, C. N,

40,000 quotations, prose and poetical

Hoyt, J. K.
éyclopedia of practical quotations

Christy, hobert
Proéerbs, maxims and phrases of all ages

Edmund, Peggy and Williams, H, W,
Toaster's handbook

lMosher, . D.
More toasts

eynolds, Cuyler .
B“X“Tﬁg‘ﬂanquet book, and Classified quotations (new ed. of the Bﬁn%ﬂi\BuAQ

Hallock, G.B.F. )
5000 best modern illustrations
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8.
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LITERATURE
Problem 2

What are the fsguirements for election to the Hall of Fame?

wae it Elbert Hubbard whb said "I would buy white hyacinths
%o feed my sowl,rather than bread"?

Who is Peter Wilkins?

¥Yarify the quotatiom "..n
. "Men must work from sun to sun
But women's work is never done."

Give the source of the quotation "il n'y & rien 4'assure
que le mort et les impots.™

Whet period is known as the "golden age" of Russia?
L ]

Where will you find the French words, and an English para-
phrase, of "Le Marseillaise"?

-

Who perpetrated the Ossian hoax?

A reader returns John Buchan's "Three hostages” and wants

%o knew the quotation on which the title is based, ¥ cew yow |

.

‘What is the 60th wedding anniversary?
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Literature
Lesson III
Granger, Edith
Inde® to poetry and recitations

Bryant, 7. C.
New library of poetry and song

Quiller~Couch, Sir A. T.
Oxford book of English verse

Stevenson, B.E.
Home book of verse, American and English

Stevenson, B. E.
Home book of modern verse

Stevenson, B.E.
Poems of Americen history

Stedman, E. C.
American anthology, 1787-1900

Ward, T. H.
. English poets

Braithweite, 7. S.
Anthology of magazine

Schauffler, R. H,
Our national holidays series

Cernegle library school association
Mother's day in poetry etc.

Baker, E.. A.
Guide to the best fictiom in English

Baker,E.A. .
Guide to historical fiction

Keller, H. Re.
Resder's digest of books

Firkins, S. T. E.
Tndex to short stories

Hannigen, F. J.
o ard index of short stories, 1900-1914

Firxins, S. T. BE.
=FiTex to plays, 1800-1926

Logossa, EHennah and Ver Nooy, Winifred
Indez’: to one-act plays

tman, M., H.
EasInvnaex’to fairy tales, myths end legends

=)
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Lesson III (continued)

Hazeltine, A. T.
Plays Tfor c¢hildren

Bartlett, John

New and complete concordence or verbal index to words, phrases and
passages in the dresmatic works of Shakespeare.

A, L. A, index to general literature

Philip, A. J.
A Dickens dictionary

Cooke, G. 7,
A guide-book to the poetic and drametic works of Robert Browning



1.

2.

5.

4.

5.
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LITERATURE
Problem 3
Find the exact quotation, with line divisions, of the speech

in Hamlet, to beware of entering a quarrel, but if once in,
to fight bravely.

In what poem does the passage beginning "I stood in Venice
on the Bridge of Sighs" occur?

A school-teacher would like a dramatic version of "Snow White
and Rose Red,"

A reader wishes you to give him the titles of some novels by
English authors, dealing with strikes,

A student is looking for an explanation of the title, "The
Ring and the Book."

Where can you find a parody on the balcony scene in "Romeo
and Juliet"?

A readsr would like to reread & short story called "The Dill
Pickle} 'whose author he: has forgotten.

Where can you find a copy of the poem "My Springs"?

Where can you find a list of plays for May day - both one-
act and longer plays?

Where will you find an ennotated list of novels about the
French revolution?

In which of Dickens' novels do we meet the Marchioness, who
ngired her eyes at keyholes," and who is supposed to be the
original of this character?
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ROCHESTER PUBLIC LIBRARY REFERENCE
’ F. Van Hoesen

Problem 1l.
Atlases - Gazetileers
Provler due

1. Yhere is there a briefl description of the state of Monacc and
indlcation of the correct pronunciation of the name?

2, a) 1f you were going by rall %o Key West, Fla. what railroad would
you arrive on and at what time in the morning would you arrive?
- b) At what time do trains leave Key West for Jacksonville and when
does each arrvive?

¢} How many miles is 1t from Key West to Fort Lauderdale?

3. Find in the Century atlae, the locatlion of C8then, giving number of
map and locatlon on map.

4, Which atlases in the collectlon at Central show the boundary lines
of Europe since the war,

5. Where can youw find the probable date of the next salling of the
Leviathan from New York?

6. 18 there a post office at Red House, New York? Whers afiyou find this?)
7., VWhat and whepre le

a% Beng-%ae

b} Schleswig-Rolstein

8, Wheye is there a map showing the conquest of Mexlco, 1519-1521%

9. Using Rand McMally's Library atlas, find Portland Me. Glve the
symbols with their meaning used to describe the town,
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ROCHESTER PUBLIC LIBRARY REFLRENCRE
¥, VAN HOESEN
Problem Q.\ v
Blography.
Frobles due

Use only the baoks aesigned in clsos.

Glve roferences to all works consulied in the order in which you
eonsult them, YMark with an saterdsk (#) in the left~hand margin those
boola An whioh an answer is found; mark with a double asterisk (*»)
those in which the hest anewor is founds

1s ¥here oan you find o sketoh, with portrslt , of the life of Robert
Todd Linocoin?

2« When was Niehelaes urrasy Butler presentsd by the State of New York
%o the ibligan Matlonal Cenventlion, as s candidate for
UsS¢ president?

3« Who is Trisceglstus?

4, %The;e u?them an indicatlon of the pronunciation of the surname
Uz

5. ®hen and upon what subjeet 414 Fillian Hwsrt Oladstone deliver
nis firet s cech?

6. ¥ith what paper wae Robert U, Goyviee connscoted as War correspondert
duyring the World war?

7T« When 434 Donn Dyme, suthor, die?

8, Where would you find a liet of the ocople llving in Rochwster, NeX.
who are inoluded in Who's who 1n Amerlca?

$., Has Sipr Gilbert Parker published m Yook desliny with the war?
10, Find the address of John irekine,
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Rochester Public Library Reference
F, Van Hoesen

Problem
Fine Arts Problem due Feb, 13, 1929

Reference is required to only one place where a satisfactory answer
is to be found.

l. Find a reference to why is it customery to stand during the
singing of the lallelujah chorus?

2. What symbol did raolo Veronese use to sign his paintings?
3, Where can you find a description of ¢ Catherine Wheel window?

4. In what gallery is the original of Raphael's Coronation of the
Virgin to be found?

5. OSomeone wants the story of the opera Aida. Give reference to
wiere this may be found.

6, a) Where can you find the name of the artist who palnted the
picture The Death of Cueen Elizabeth?

b) Where is there a full~page reproduction of the picture?
7. vhere do you find the following germs explained:
a) False bearing
b) Symphonic poems
8, Where is there a description of the S. Gilorglo Maggiore et Venioce?



1.

e
4.

Central Library of Rochester and Monroe County - Historic Monographs Collection

Religious books - Outline

kxplanation of the claggiflcation, 200-299
Reference books on réligion
Types of questions asked by readers

Material avallable elgewhere in clity-



2.

7 3.

4.

6.

T

8.
9.

10.
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. Reference problem - Religion
a.) Find the source of the following quotatlon: "Pridé goeth
before destruction' -
b.) Complete the quotation.
What is the difference betWeen a "fetigh" and a "toten™?

What was the "counter-reformation"?

By whom was the carol "Stille nacht! heilige nacht!" get
to masie?

Where do you find the best account of burial customs of the
Hebrew people? ILlst other sources found.

What was the probable gource and date of Leviticus?
Where do you find an outline of the laws of the Hebrew people?

Where do you find a pleture of a "confessional'?

Why was the mountsin in Syria called Mt. Lebanon?

Where can you find material on the rites among primitive
people of bullding and launching ships, boats, cances, etc.?
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ROCHESTER PUBLIC LIBRARY REFERENCE

P. Van Hoesen

Problem 15
Hlstory and science

Reference is required to only one place where a saticfactory answer 1s

%o be found.

1.
2,
3.
A,

5.

1.
2,
3
4,
5.
6.

Answer flve questions from each group.
I.
Find the text of the treaty of Versailles.
What wae the "deeimation t ax"?
Pind a brief oulline by events of the Civil war, presented year by year.

Where ic there s genealogical table for the House of Mediei (Itallan)
to be found?

Give reference to where you can find the dates when the Triple Alliance
(between Germany, Austria-Hungary and Italy) was formed and renewed.

Where do you find the full text of the constitution of Uzegcho-Slovakis in
English translation?

II.
Pind directions for blesehing planc keys,
Where is there a picture (in colors) of the Bpring peepert
What is the best way to cut a camembert oheese?
#here oan you find information on the bad effect of llght on canned frult?
What is o slde-saddle plant?
Find a ploture (in colors) of a cedar waxwing.
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ROCHESTEZR PUBLIC: LIBARARY REFEREIICE
F. Van Hoesen

Problem 16
Bibliography

A, General

1. A.L.A. catalog, 1926, Am ennotated basic list of 10,000 books,
Edited by Isabella M. Cooper, Chiecago. a.L.A. 1926. 1295p.

Supersedes the following:

A.L.A. catalog, 8000 volumes for a popular library, with notes. 1904
A.L.A, catalog, 1904-11,
A.L.A, catalog, 1912-21; an annotated list of 4000 books,

2, Standard catalog series, !i.Y. Wilson, 1916=

Children's catalog
Sociology section
Biography section
Fietion catalog
Fine arts section

*3. Graham, Bessie
The bookman's manuel.

4, American library association,
Booklist books, 1919-: a selection. Chicago, A.L.A. pub, bd.

5. The booklist; a gulde to the best books, vole
Jan, 1905~ Boston and Chiecago, A.L.A. pub. bd. 1905-

6o Vol~1l3, 1905-17 title reads A.L.i. Booklist

Subject index to the A.L.A. booklist, v.l=6
Jano, 1905~June 1910 Chicego, ...L.A. pub, bd-

Subjeot index to v.7, Sept, 1910~June 1911
Chiecago, 1911.

6, Book review digest, 1907 v,1., N.Y. Wilson, 1905~
{See Subject, title and pseudonym iludex in back of each no.)

*7. United States catalog; books in print Januery 1, 1928,
Supersedes the following:
United States catalog; books in print January 1, 1912,
Supplement: books published 1912-17
Supplement: books published 1918~-June 1921
Supplement: books published July 1921-June 1924,

Curulative book index, 1898~date.
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Bidbllography =-2-

8. A.L.A. index; an index to fenaral literature; 24 ed., enl. and
brought down to Jan. 1, 1900, Bost, 4.L.A. pub. bd. 1901.

=~=—-Supplement 1900-1910., OChicago, AL.d. pub. board. 1914, 223

*9. American library assooistion,
Reading with a purpose.

B. eference use

10. Hutghins, Margsret and others
Gulde to the use of llbraries; a mamual for college and
unlversity students; 24 ed rev, 1926.

D et d

Abridged edition. 1928,

11, udge,; Isadore G. Hew gulde to reference books, based on the
third editlon of Guide to the study and use of reference
books, by Alice Bertha EKroeger as revised by I.G. Mudge.
Chicago, A.L.A. 1923, 2T8p.

GC. Fictlon

8. HNovelse.

l2. Bacon, Corinne
Standard satslor: fichlion sestion, NJY. Wilson, 1923. 153p.
{Standard catalog series)

13. Baker, Ernest Albert
A gulde to the best fictlon in Engllsh. New ed., enl, and
ghoroughly rev. Lordon, G, Routledge and sons, ltd. 1913,
13p .

Published in 1903 az deseoriptive gulde 6 the best fiotion,
British and American. 610p,

14. Baker, Ernest Albert
A gulde to historleal flotlon, London, G, Routledge and sons,
itd., New York, The lMacmillan co., 1914, 565p,

To some extent, a new editlon of hls Hlatory in fiction,l?d?.
2v, which in turn wae an ampliflcatlon of the Historiecal
sppendix in his Guide to the best fletien, 1903,

15, Diokinsen, Asa Don
One thousand best booka: a household gulde to a 1life time's
reading = a variorum liss, complled from many suthoritamtive
gselectlons, with desoriptive notes, Datbleday,Pace, 1924,

16, ewark. Fre publlic library.
16 Newa A thousand of the best novels. 5th rev. Newark, N.J.
Baker, print. co. 1923. 36p.
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*1T  Warble, Annle Russell

Study of the modern novel, British and American since 1900,
Apoleton e192B. 440pe

*18. HNamly, John Matthews and Rickert, Edith
Uontemporary imericen literaturej bibliographies and study
outlines, N.Y. Harcourt,Brase ¢1922. 188p,

1Oy, = = = + = - o -

Contemporary Britich literature; bibliographies amd study
outlines, N.¥. Harcourt,Brace ¢l921, 196p.

#20. S1lk, Agnes K, and Panning, C.E.
Index to dramstlc resdings. Beston, Faxon, 1925, 303p.
{Useful peferenee meries)

b. Short stories.

2l. Firkins, Ina Ten Eyck

Index to ehort storiesy 24 ed., White plains, N.Y. Wilson,
1923, 55lp.

#22., Harmlgen, Francis J.
Stnzdard index of shert storles, 1900-1914, Bost., Small el918.
334p. ‘

D. Drsma.

#23, Drury, Francls Keese Wynkoop
Viewpolnts in medern dramaj an arrangement of plays aecording to
thelr essentlal Interests Chlcego, A.L.A. 1925 119p,

#24, Johnson, Gertrude I,

Chooealng a play...suggestions and bibliography for the
director of amateur dramastlies, 'Rev. and eni. N.¥Y, Century,
1520, 177p.

One-zct plays

25. Logusa, Hannah and Vepy Nooy, #inifred
An ilrmdex to one~aob plays., Boston, Faxon, 1924, 327p.

26. Hameltine, Alice I,
Plays for ¢hildrent an gmnotated imdcx, Ohicago. A.L.A,
1921.116p.
E, Escays

# 27, Horton, Harion
Viewpoints in essays. Chicazo, A.L.A. 1922 (Viewpoint series)
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F. Songs.

%28. Quigley, largery Clowey
Index to kindergarten songs. Chicago, &.L.4, pub. bd. 1914,

286p.

#29, Sears, Mimnile Earl
Song index, an index to more than 12,000 mongs in 17T so
collectlons comirising 262 wvolumes., N.Y. Wilsom, 1926. 650p.

G. Geography

30. Stgtesman's Year-book, 1864~ N.Y. Macmlllan,1864-
A valuable feature is ibe “"Selected bibllogravhy of
Blatictical and other bocks of pefsrence given for each

countey® Kreeger.

%31, Rathbone, Josephine Adams
Viewpolnts in travelj an arrangement of books according to

thelr essential 1nterest., Chicaszo, AL.A. ~ub. bd. 1919,
82p. {(Viewpoint meries)

Hs Biography

32, Bamcon, Corinne
Blegraphy sectlioni: N,%, Wildon, 1919. T%.

(Standard catalog seriszs)

#3%, 'Tappert, HKatharine
Viewpolnte in blography; an arrangement of books accordld to

their essential intereet. Chloago, A.L.A. pub. bd. 1921,
69p. (Viewpoint series)

34, AsleA. Portrsit index; indax to portralts contained in printed
books and perlodleals., ed, by W.0, Lane and N.E. Drowne,
Wash, Libprary of Congress, 1906, 1600p.

I, History

#35, Andrews, Charles McLean, Gambrill, J.H. and Ta2ll, L.L.
Bibllography of history for schools and libraries, with
descriptive and oritical ametations, Published unier the
auspleces of the Ascoclation of hictory teachers of the
middle states and Maryland, N.Y, Longmans 1910, 224p.

#36, Adams, GUharles Kendall
4 manusl of historical litersture, comprising in English,

French and German, together with practical suggestions as te
methods and courses of historical study...3d ed. rev. and enl.

N,Y, Harper, 1885. T720p.
Some copies of 3d ed., have date 1903 but paglng is identlcal
with 1889.

. Ghanni Edward, Hart, A.B. and Turner, F.J
" Guigg’to the étudy énd readilng of American history; rev. and

augmc ed. BOBt. G’-m, 1912. 65013»
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ROCHESTER PUBLIC LIBRARY REFERENCE
Gladys E. Love

Rochester Material Problem due:
March 5, 1929

Aunswer ten questions., Use only the material in the Rochester collection
of books and files, '

" Reference to one place only is required.

1. Find a deseription of the Rochester fleg?

2, Find an autobiographical sketch of Nathaniel Rochester?

3. What was the assessed valuetion of Rochester for 1928%

4. Find a history and -description of the Rochester water supply?
Se Population of Rochester for 1810, 1915,<1é20, 1925%

6., Find an air view of Rochester?

7 Find a list of Rochester clubs and their officera? Do any give
b membership lists?

8, Who 1s the professor of the History of Christienity at Colgate-Rochester
: Divinity School?

Da #Who are the members of the Monroe County Board of Child Welfare?
10. How many days did it raln or enow in Rochester during February 19287
11, Vihen was the Carthage bridge completed and how long did it stand?

12. Find an sccount of the De Nonville expedition ageinst the Senecas?
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Reference work - Debate maferial
Gongult Mudge's "New guide to reference books"™ p. 26-33

1- Select a valume from "Debaters® handbook series,
Handbook series, the Reference Shelf, and University
debaters* annual. Based on an examination of these and a
reading of the notes in Miss Mudge Guide and the Wilson
circular compare the series as to

a- Up-to-dateness and timeliness
b~ Exhaustivensss of treatment
¢= Inclusion of a brief

d- Bibliographies

e~ Quoted articles

f- Usefulness to librariss

2~ Examine the Debate Index prepared by the Pittsburgh
Carnegie library to determine what questions can be
angwered by its use.

I. Other sources to be exhausted in sezrching for debate
material

1- Encyclopedias and materisl that can be obtained quickly
should be given to patron while the material thatitekes
motettimes1s.belng looked up.

2~ Consult card cstalog under subject for material on
circulating shelves.

3~ For material on subjects of past month -
Reader's Guide to periodical literature and other
indexes

4~ Tor very new subjects
Time
Literary Digest omd
Other weeklies
Newspapers
Vertical file

II. Debate Manuals etc.

Intercollegiete debates 1909-1917
Phelps, Edith M.

Debater's Manusl. 1919
Robbins, E. C.

The high school debate book. 1911
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Consult Mudge's "New guide to reference books™ p, 26=35

1- Select @& volume from "Debaters' handbook scries,
Handbook s:ries, the Reference Shelf, and University
debaters' ennuals Based on en examination of these and a
reading of the notes in Misa Mudge Guide andé the Wilson
olrculsr compers the secries as to

a= Up. o -deteness and timelinass
b« Exhaustiveness of treatment
¢~ Inclusion of & brief

d=- Bibliogrephies

e=- Quoted srticles

fe Usefulness to libraries

2~ Examine the Debate Index prepered by the Pittsburgh
Carnegie librery to determine what questions can be
answered by its use,

1. Other sourcss to be exhausted in secrching for debate
material .

1- Encyclopedias and mutoerisl that can be obtalned quickly
should be gilven to patron while the meterisl thai’tekes
more .3ime. is being looked up.

2~ Consult curd catalog under subject for materiel on
circulating shelvess

%« For material on pubjects of pest month -
Readers’Guide to periodicel literuture and other
indexes

4. Tor very new subjects
Time
Literary Digest
Other woekllies
Newspapers
Tertical file

11, Debete MNanuals &tos

Intereollegiete debates 1200-.917
Phelps, Edith M.

Debeter's Manual, 1019
Robbins, Z. Co

The high sohool debete book. 1911
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ROCHESTER PUBLIC LIBRARY
General. Examination - Maroh 7, 1929
If the statement iz true, draw a line under

e word "true". 1If the statement is false, drew a
ne under the word "false"-

Tie Centrel Library of the R.P.L. is the best library

in the city in which to find material on municipal

government., true

Reynolds Library is particularly strong in litera~-

ture and bilography. true

Reynolds Library has a large, up-to-date collection

of books on chemistry, true

The Central Library of the R.P.L. is the best’

library in the city in which to find material on

advertising, true

The rochester Public Library is the best place in the

city to secure books in the French language. true

That a book has narrow margins is sufficlent reason

for discarding it. true

A book should be seut in for rebinding as soon as

stitehing begine to loosen, true

A Dbook should be rebound when the paper is brittle, true

The use of cloth either gummed or ungummed within

the book for mending purpose is encouraged by expert

binders. true

A book should bot be discarded when the edges of

the book are solled even though the book is other=

wise all right. true

A book should be discarded when the cover is worn

even though the sewing and paper are firm and the

print is clear. true

A book should not creak when opened. true
®

It does not matter whether or .iof the lettering on

a book is straight true

7-day books which may not be renewed may be

transferred from one card to another by telephone., true

Lules regarding guarantor and deposit are inter-~

chengeable with "temporary residents" and
"pon-issidents ¥ true

false
false

false

false

false
false

false

false

false

false

false

false

false

false

false
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Bacause of their work, teachers uay take an

unlinited number ¢f books for an unlimited time. tTue
Lost oards may be replaced imuedimiely if you know
the borrower and know he is honest. true
If applicant's neme is in direciory, name should be
ehecked on application eard. true

All books at Central mey Le reserved at Central or
in sny branch but borrower muast get book from
Oentralp’ . ) true

If & borrower does not have his own card, he may usse

false

the card of a friend if thet card is in the library. true false

It is a good idea for a reader to leave his card

at the library when he takes books, as his card is

less likely to be lost there. true
Branch fiction books may be reserved if needed for
school work, true
Reader's card should be presented when a book is
borroved. true

A wife may maeke out and sign an application card
for her husband 1f he does not already have & card. true

*Duplicate” must be stamped on €1l duplicate reader's
cardsg true

When & c¢iild is transferred to the adult department,

if his ¢:»d hes not expired, all that is necessary

i8 to wuze out an adult readsr's ocard and destroy

the Juv.iile card. true

No fine iIs charged on & buok renewed by meil 1f post
mars is dated with date book is due or with a

previcus date no matter whan tha letter or card is
received. true

if applicant is sure thai addresses of references
are correct, it is unncsessary to look them up in
in the diresctory.

ot

rue

1l4~day books may be reuswed once in person; by mall
or by telephnie, unless book is ou resepve true

Datws on reader’s cards may be cancelled only on
presentstion of the book or a recelpt showing book

has been reiurned, Otherwisze "Queatlion" stanp

should be ussed. true

The library is absolutely nonpzriisau snd aims to
have boi' sides of controversial questions re-
present. -

114
&
o

false
false
Talse
false

felse

false

false

false

false

false

false
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General-3

32, The ideal attitude twward the time to be worked
is to arrange it so carefully that it anounts
each week to exactly 40 hours, never over, never

under.,

true -false

55. Indicate by number in the space provided at the
left of the words listed below indicuting tyrve of
meterial to be found in libraries, the library in
which this meterial may be found. If a special
type 1s listed only once, indicate only the bost
nlace for finding the material.

« 5. .Architecture (1) Eestmon Kodak Research Library

..%;.Forei language books (2) Reynolds Library--General X

e.b.o.Foreign language books (3) Reynolds Library--Reynolds X
Arcade Reading Roonm

. .Foreign language books

»,g‘ Foreign language books (5) ReP.L.=--Central X

o s, Yiddish books {6) R.P.L.--Lincoln Branch X

oole o sPhysics {7) R.P.L.==Stations collection =X
o Lot

. & .Physics (8) U. of R,~-General Library X

. % ..General periodical collection
. .5.-, .General periodical collection
..?2. General periodical collection

3%..Currunt newspapers

."T.QBack'r files of newspapers

-

T eoInterior decorating
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Reoord the number of the best answer -t the dotted

line,

34.

35.,

36,

57°

38,

39,

40,

41.

42,

43,

44

The appointed members of the Library Board are
appeinted by (1 Mayor) (2 City Manager) (3 City
Council) (4 Chairman of Public Welfare Committes
of Council)

The N,Y.L.A, was the (1 first) (2 second) state
lidrary assoeiation to be founded., It was
founded in (3-1858) {4-18768) (5-1890) {6-1896)

The offices and headquarters of the As L. A, are
in (l-New York) (2-Chicego) .2 Washington)
{4-Boston) ’

Books in the R.P.L. should be discarded (l-when
the librarien wants a new copy) (2-when there are
several ocopies in the branoch) (3-when the cover
is not ettractive) (4-when the book will not pay
for rebinding)

The most suitable binding for firtion .vooks in
the library is (l-buckrem) (2-aheepekin) S-duck)
(4-cloth) ~

In sewing library books, fiotion, a good library
binder uses the following method: (l-lacing in)
{2=-zluing only) (3-overcasting) (4-stitching)

The record of books sent to the bindery is kept
in the Bindery division of the Catalog Department
on (1-P-slips) (2-Waste cards) (3-bcok cards)
(4-Book pookets) :

The best mending of torn paeg.s within the print
is done {(l-with bond peper) (Z-with transparent
adhesive tape) (3-with onion skin) (4-with
gummed cloth)

¥hen the first or last signature of a book, having
e ' worn cover, is loose, it should be
(1-resewed) (2-rebound) (S-mended) (4-discarded)

A publisher's binding wears out gquickly because
{1-The glue on the back is poor) (2-1it 1s read
more beceuse of its attractive covering (3-the
cloth is poor; {4-1t 1s handled more carelessly
by the reader

A well-=bound book should:

(1~have straight back) (2-héve rounded back)

[

LR R-N-N -
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250have rounded corners) {4=have square corners)
S-have wide margins) 6=have nerrow nargins)
%7-be flexible) 8-be stiff)

9-be stitched) 10-be overcast)

45, Magazines to be bound should be tied together and
a slip of paper attached giving three of the following
pleces of information: (l-name of magazine) (2=-number
of pages in volume) (3~dates included) (4~-volume

number) {5-subject matter 1included) (6~publisher's
neme )

468, The most loni, exhaustive articles on international
questions ere to be found in (l-World's work)
(2-Literary digest) (B-Review of reviews) {4-Current
history)

47, Cartoons on outstanding questions can most frequently
be Tound in {1l-Forum} (2-Literary digest) (3-New
Republic) {4~Vorld's work)

48, They are also commonly found in {1l-Forum) (2~
Literary digest) (3-New Republic) (4-World's work)

49, A rotogravure current events section may be found
{n (1-World's work) (2-Literary digest) (3-Current
history) (4-Colliert's)

50, 0f the following countties, the three underlined
have signed the Kellogg Peace Pact: (1-Belgium)
2-China) 25-France) %b-Germany) (5=-Great Britein)
g-Japan) {7-Russia} (8-United States)

51. If a staff member is coming down with & cold in
the head, she should: (1-Go home and go %o bed
and stay there until the cold is thorouchly
broken up) (2-Stay on the job and do her work
so that someone else will no%t have to)

52. If asked by & library patron to give your opinion
of a book with which you are unfamiliar, you
should (1l-speak of it in general terms) (2-say
that it 1s a very interesting book) (3-say that
you are unfemilliar with 1t but will ve glad to
look up a book review of it) (4-say that it is
not widely read and is probably of doubtful value)

5%, If I felt that for some time my immediate superior
had treated me unfairly, assigning to me more than
my share of the disarsreeable work, I should:
(l-refuse to take orders fron hers {2-talk the
natter over tnd try to adjust the matter and if
unsuccessful take it up with the Library office)
(3-do only my share of disagreeable work) (4=call

O._ (o] (-2
oHY

® & 0 o

o [ ] o -

o
o'

= c\uou
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Generai.-6

54,

55.

56,

57

a meeting of other employees to protest against un-

fair ireatment) A

A patron comes t0 the desk and says she cannot find
MeCracken in the catdlog. She should be told:

(1-1f it isn't in the catalog there are no books

in the library by a McCracken) (2-she probebly has

the naime spelled wrong and should verify the spelling)
(3-the cards are arranged as if it were spelled
MaecCracken) (4~the cards for McCracken are evidenily
misfiled or lost) °

°
9

A middle aged woman who seems unaccustomed to
using the library comes to the desk at a quiet
time and says she wants a novel but doesn't
know what one You should: {l-point to the
shelves where the fiotion is and ask her to
pick out a book and briang it to you to be
charged) (2-show her the card ocatalog and ask
her to run through it until she finds what

she wants, then tell her how to find it on

the shelves) (3-point to the unshelved fietion
and ask her to look therse) (4~-ask what book she
has read and liked, then suggest several that
you think might interest her and get them for

her. ofh

If a librarian in the ng.Lm finds that her

work seems to present iio opportunity for

growth her Tirst step should be (l- to resign

her position) (2-take a vacation) (3-consult

with library office regarding possibility of

change) (4-grumble about it as quietly as 3
possible but "sit tight") AT e

A college student asks for a certain book. You

get 1t for her and cherge it to her. She

appears dissatisfied and lingers. 7You should:

(1-tell her she has the book she asked for and

tell her to move on) (2-ask her 1if there is

sometaing more you can do for her) (3-ask her

what she is waiting for) (4-ignore her unless 2
she asks for something else) Pt
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Gensral-"7

The following questions should be answered
- © by filling in the blanks with the word, phrase or
date which makes a complete correcet statement,

58, The Central Library of the R.P.L. was opened
in the year 13k

59, Seven of the Kochester Yublic Libraries are
in buildings owned by the City. They &re:

(l)c"!'c..o tossesee @es05 ssooescoe
(2)00%.' [ 08 BeO00D000CEO20CRPDAHOOOD G
(3)00‘!’.»00"ac-oooaoeooooeoooobuou-oo

(4)ugio-o @0 aeDHOONEGELOODOOBONODRCE

(6)cdPee ecves sone. ctonc. aee oo

(7).9& cssess  _svoevescosssssse
Six are in rented quarters., They are:

(4).Pcccevs0ssc00000n3060s0900000000

(5)0%!oooeaeanouoo‘aoooaoooooz\oonor;

(6)o§'eeo-o #6 00060009 00NBOASB000000DA

80, The first branch of the R.,P.L. to be opened was tho
??gﬁgfqh?ﬁ%u ecessssssBranch, It was opened in

the yeare AP veeees oo
61, Crade library books arc owned byo§§#%s..o1o AT o eo000000 -
62, Statlons library books ere owned byo ,@ s QD ;., 5 onesen eses

63. Playground library books are owned by eous ‘*6ké£§f3§§§¥§*~Qlﬁ
ve o (Lo, Wnl %M
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General-8

64, There are..:.....eppointed members of the Library Board,
each serving for & term ofccedseec¥years. occdococ.are
regularly appointed each year one%§%%§alo..,.o o ecos

{date) There ar't...H...ex officio members of the
Library Boerd. They are alweays ‘hea,oo?¥?§ﬁau§§ttﬁm

i?i B“Q‘Ucu-o'ki"x (% :§& \52) onzolne'ﬁoooooooo senvoaBoB

@®0e CROLDOORNUOVODOO0C00RI00GOBO0UOVOORO0NE0DSLO0B00D0

65. The naterial listed below may be found in the libreries
filled in at the right:

(1) aws

(2) Engineering

(8) Law

(4) Medicine

(5) Masie
(6) Optics

(7) Photography
(8) Religion

66, Place an X aiver

+he names of the libraries listed in

(b)MM S
(8) R30St a2 S

(b)&%}t S e e
(03 X «»_ ” &\\ o ol Y8 n° s 202000

(a)t@ %me—ﬁ dadagx
(b)@ N ) NUIA SN - v
)%«LWM

LS

nenna

mﬂkﬂs@,\ \xmmu& W

mmm t, R.Gos \Lmsw«@k

(a)uoooooo pbosOGOCS O Swwentieeno

(b)h.,o.o,@:\ma\,,m

question 31 and filled in in question 65 which are open 1

to the public
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General-9

67, The big year of beginnings in the library profession
in the United States was.l%.184.... In that year

woere sterted the (l).gbgb'ogo'ooo-o--oou--o'nooootc-o-
a B S € .y bevesresToosanes
and (2). R g (®) A X T

68, The most outwtending figure in the béginnings in the
library world of the United States is Mélvil Dewey.
He was the founder or one of the founders or the
originator of the following four things of great ime
portance to libraries:

(1)..Ragn%.........oc..”.o........ﬂ.a.(?-).'.e
(a)nonSHi'So'-%‘ocooa-onoaoontoooo:Do'ocn‘o'ooo

(4)0:D'o-oc'ooo--'noobocou-o-oacoovoc-cooooo-o

69. An examination of a book to see if all the pages
are present 1s calledo..$¥?3§4¥3;V¢¢¢s......o.o.

70GOFolded sheets which are thec beginning and end of
books, half of which are pasted to boarda, are

TOQQThe process of sewing signatures lengthwise wi?h a
sewing machine is calledo BRI voovoiv vew oo

i i te the tnck
the covering material is not ilued 8
~‘wc\§3§nsp§1 gs back as the book is opened, the hook 18

S s R R
T TR I A 0T SR TORET O Y T YOI Bl MY TERE T T
~eee¥Tee.2b00ks On his card, of WhiCho,eokoooo. may
be fiction.
75, A Juvenile borrower in the fourth grade or below
may teke,.Jds.. books on his card, of which », |
may be fiction.
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General-9

67, The big year of beginnings in the library profession
in the United States was,l%l&.... In that year

were gtarted the (l)lgh;l'egi'.u 206000 sB8ca0es - esnevo
a 2)@\@!‘.'...&-0.--09-.0 3), 'a D'ooo.oco crsveen
and (2 e (8 P Tt

68. The most outstending figure in the b ginnings in the
library world of the United States is Malvil Dewey.
He was the founder or one of tha founders or the
originator of the following four things of great ime
portance to libraries:

(1)..Rai.‘.%nu......w.”-o....“..ﬁ.d_-(.é?."..
(2)=.¥):S{a¥u5¥»‘ A DT

(4)":h'..e;o..lioo"t.b.ﬂitibIl.l.l.‘l...@n‘.‘o
69. An examination of a book to see if all the pages

are present 1s C&ll&dooo%ou eseoece
vocbrolaed sheets which are the beginning and end of
books, half of which are pasted to boards, are

calledta*%iizéy?{g%4»$..o°.,,... ceves

VlQ)The part of the book Whioh bends when the book is
open is 08119(1.6%%0-.eoo-conooooo-‘- eoo

72. Torn margins are best mended witho’%ﬁ"#f&o}‘&?%}’;\v (QIVG SNV M

/%3??%;%1i?%lfétf?@?ﬂﬁgbuvoQ**L1g

73. An adult borrower may draw...sr.....bitles of fiction,
essedeessmagazines and%vql%%%ﬁ@%ﬁ%%:fiction on a single
card.

74, A juvenile borrower above the fourth grade may take
sesetiees.books on his ocard, of Whichge.ol 0sooomay
be fiotion.

75. A juvenile borrower in the fourth grade or below
may takeesds..cbooks on his cerd, of which Mool .o«
may be fiction,
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General-10

76,

77

78:

79,

80 .

81

82.

83.

nawowdays are allowed between time reserve card is
mailed end time book must be called for,

Charges are as follows:
Lost book (adult),m.x.f@hw -30%e

Lost book (Juvenile)...ao D §o%
Book injurcA so as to need rebindiné,a..(‘?.e.j‘..
Book mutilated beyond repair DR . M%‘\f\m SR
Mutilated book pocketoeos. §.°6...
tileted dating slip... -2.%...

Messinger fee”?.‘gﬁé.e..
Fines. . ?.f.—..”per day up tmﬁ-’.\*’“\% .....NW

O’O‘OODOO.COG.OOOBIDUBOOQO [ . 00880 000800000e Ssesn

The magazine. . LI esvoo . veseneels
characterized by its discussion of social problems with

an emphasis on the social service element.

Articles in. M odd$Hviet SB& ceo cesse(magazine)
are chiefly composed of quotations from articles on
both sides of important questions.

The monthly megazine. RN e 0s i vooeseals
characterized by its controversial discussion of

controversial questlions,

The, o%é‘ngc %’oo'coo-an.-onoowoooooena -15& .
Republican newspaper of Rochester, while the RPNy
Ve 77, W5y Svnoo . avdependent

GO 8DEOD

The best libveral weekly megazine to recommend for
use in keeping abreast of current events 18, Y.,

won ) aono 8 e e®0 Orom% e e 00 . o6 800
An excellent megezine in which to look for a discussion

of the Romen question from the point of view of the

church 1s Q¥swrrnriascsal—Sa i de i b oS - Slunva
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751;(‘3‘\-'\11' ll

84, The Seoretary of State appointed by resident Hoover
85. The Secretary of the Treasury appointed by President

Hoover 1500.0-0%@-00."‘\:&&%

86, The Secretary of Agriculture appointed by President

Hoover 18.S30AA A TV 7%

87 . The invention of printing from movable type is generally

attributed to.. W cees

88. Printing was introduced into England by?5§%59J¥>99v¢0.

89, Two names importent in the early history of printing in

addition to the two above nemed aregéﬁﬁ“%#§?§¥%§Jr}ov3.

90. The consideration of the two facing nages as a unit
rather than each page as a unlt was a principle of the
beautiful book as laid down by::ooooooooaoo Boce ceo0600

CeOe0 COLOOO0GVIeEDS ascosones

91, The British national library 1is theooa..ooo ecoeenvaso
coeceeeea -eo.o-nlibraI'Yu

92, The netional library of ‘the United States is known as

theo- ¢ Do e 8 ¢00se \)OBOQI.DQDO e s o
93. The national library of France 18 th€eoecoo o  noocoso

58800 BONNBOI00GCEEOSPOODEBBOPTOSOOEDODDO

94. The two national library megazines are.. coensooocon
.. TaBsBbRN TOBDENHBOEDIDNO LEC - OandDCDOO\ T 0000 . ® 0
.0 v .80 L goaem e ® a8 009

95. The New York “tate library periodical is. ...

600 eve #0007 0000 08eELO Tee e 6o
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Minimum degired for a librarian to keep in 3buch with local,
national, and international events should be a local daily, nearest
metropolitan daily, a weekly, and a monthly periodical.

General discussion of informative periodicals. Distinguish-
ing marks -- partisan, non-partisan; quoted, editorial, and signed
articles, ete.

What are the most popular informative periodicals in your
branch?

Group available material as to (a) local, national, and
international; (b) daily, weekly, and monthly -

051 Drewry Some magazines and magazine makers.

Chapters I, III, V cover Literary Digest, Review
° of Reviews, World's Work, Outlook, Current History,
Scientific American.
Have clasgs cover MNation, ¥ime, Collier, Survey, Popular
Mechanics, Popular Science in a similar manner, but briefly
Mention Hazeltine, This Week, Federation Bulletin, house

journals and trade catalogs, Chamber of Commerce survey, etec.

Bring a copy of Wednesday's Democrat and Chronicle or
Times Upion , in which you have marked the important and
unusual current events.

The evening papers early in December bore the headline
King's life ebbihg. What was the connotation for the libra-
rian? What probable reference questions might have been
anticipated?

A patron wishes to trace President-elect Hoover's South
American trip by map and news items. What material would

you offer? Itemize.
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Order of Discussion.

I. Specilal toplcs assigned.

I1I. Round table of outstanding local, national, and inter-

national topics from issues of the preceding week. Noting differ-

ence in source and treatment of material. Miscellaneous topics.

III. Questions and answers by class of anything that has

come up in work or outside events since the last meeting of the
class.
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Minimum desired for a lidrarian to keep in Fouch with local,
national, and international events should be a local daily, nearest
metropolitan daily, a weekly, and a monthly periodical.

General discussion of informative periodicals. Distinguish-
ing marks -- partisan, non-partisan; quoted, editorial, and signed
articles, etec.

What are the most popular informative periodicals in your
branch?

Group avalilable material as to (a) local, national, and
international; (b) daily, weekly§, and monthly

051 Drewry Some magazines and magazine makers.

Chapters I, III, V cover Literary Digesti, Review
of Reviews, World's Work, Outlook, Current History,
Scientific Amerilcan.
Have class cover Nation, ¥Time, Collier, Survey, Popular
Mechanics, Popular Sclence in a similar manner, but briefly
Mention Hazeltine, This Week, Federation Bulletln, house

journals and trade catalogs, Chamber of Commerce survey, etec.

Bring a copy of Wednesday's Democrat and Chronicle or
Times Ugpion , in which you have mgrked the important and

unusual current events.
The evening papers early in December bore the headline
King's life ebblbg. What was the connotation for the libra-

rian? What probable reference questions might have been

anticipated?

A patron wishes to trace President~elect Hoover's South
American trip by map and news items. What material would

you offer? Itemlze.
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Order of Discussion.

I. 8peclal toples aasigned,

II. Round table of outstanding loval, national, and inter-
national topics from isaues of the preceding week. Noting differ-
ence in sourse and treatment of material. Migeellaneous toples,

111. Guesticna and answers by class of anjthing that has

come up in work or outside evenits since the last meeting of the
class.
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Points brought out in talk on
Americen Library Association

Organlzation 1876 at Philadelphia-Centennial

Membership
a- Individual
b- Institutional
c- Honarary
Officers form an executive board, Council decides
on policies and the Board carries them out.

Headquarters in Chicago
Annual conventions

Sections and affiliated associations
1- College and reference
2~ Trustees section
3~ Catalog section
4~ Childrents section
5~ Agricultund section
6~ School librzries' section
7~ Special libraries' section
8=Business section

Publications
AL.A Bulletin free to members
A.L.A. Booklistesubscription charge
“Reading With a Purpose series
Special publications

Purpose and ideals
To bring librarians together in periodic meetings
for the exchange of ideas
To publish alds
To conduct lines of investigation through committees

Persons noteworthy in founding A.L.A.

1~ Justin Winsor,lst pres. (Lib'n Boston Public)

2~ Wm Frederick Poole,2nd pres.,( Lib'n Chicago Public)
famous for Poole's Index to magazines

3~ Chas A.Cutter,Lib'n of Boston Atheneum. Known for
Cutter system of numbers and rules for cataloging.

Others of importance
Samuel Swett Green
Melvil Dewey
Ainsworth R. Spoffard
John S. Billinga
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Important points on N.Y.IL.A.

Organization

Work

1§t state library associatiom to be organized in U.S.
Librariens of state called together by Mr Dewey 1890
43 responded

Prominent in starting assoec.
George Wm Curtis,chancellor of the Uniw,
Melvil Dewey soul and inspiration of the meeting
Hon,Andrew S.Draper sup't of public instriustions

accomplished and a definite plan for enlarged and more
ambitious program for the fubure

1- Drive for new members

2= Creation of a permanent council snd paid seoretary

3= Proper librury facilities and service in stete institutions
4- Appropriation to meet expenses of state supervisers

5- Movemiildt for special postal rates for rural libraries

6~ Sufficient salaries for state library organizers

In short the associmtion should always be ready to

represent the B8tate libraries' interesta before both State
€ducation Dept. and the State legislature

Direetly and indirectly the N,Y,L.A. has elways becen &

posttive benefit to every library and librerian of the state.
It has stood for the best library ideas and policies

and has been an effective foree in having those ideas
embodied in gtate laws and practices

Promoting high standards for library work

Library training in normal schools and instruetion in
the use of books and libraries in the schools

Initiated the movement for libratians' certificstes

Institutes in 30 districts of the state for the help of
the smaller libraries

Establishment of "Library Week"

M R Y



Central Library of Rochester and Monroe County - Historic Monographs Collection

LIBRARY ETHICS

General Qutline

I Introduction:

1. Definition of ethies: An evolving basis for conduct, de-
pending on knowledge, looking toward the future, and
necessarily associated with science.

2. Purpose of this course

a-To develeop a method of dealing with problems, an open
mind, a habit of looking at all sides of the question
and acting accordingly-

b-An exchange of ideas
(1) To help the office in getting the point of view
on this subject of persons in direct contact
with the public
(2) To help in making clear the office point of view

c~To familiarize members of the class with some of the
body of library ethics already developed in the
profession and which has been given form and printed.

d-To help in meeting certain types of problems that
come up and that are sometimes difficult to handle
if "sprung" on one.

I1 Library Ethics in following relations:
1. Library work as a profession

a- Attitude toward it
(1) Respect for it
(2) Loyalty toward it

b~Securing the position. Ethies of various procedurss.

2. The Library as a part of the Clty govermment

a-knowledge of the relation of the Library to the City
government in general

b-Loyalty to the government as a whole

¢c-Political attitude
(L)As City employees under Civil Serviece--neutral
(2) As citizens--keeping informed and voting
(3) As librarians--having material on all sides

possible but expressing no personal opinion.

%. The Library and the community. Underlying principle: "The
public is our employer; we are 1lts servants." ?he Quty
of librariasns 1is to give the best possible service in

the pleasantest possible menner.

Underlying principle:
4. Relations to: other staff nembeTs./ A%I figrary employees

are coworkers in supplying the right book to the right

+t the right time.
person &k gh (OVER)
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LIBRARY BTHICS

General Outline

I Intrcduction:

1. Definition of ethies: An =volvl: | baeils for conduet, de=
bending on knowledge, louoking t sard the fusurce, and
necessarily assoclsted with sc.ance.

2. DPurpose of this course

n-To develop & method of desling with problems, un open
mind, a habit of lookin: at all sides of the cuestion
and acting accordins ly-

b-4n exchange of ideas
{1) To help the office in getting the point of view
on this subject of persons in direct contaet
with the public,
() To help in making clear the office point of view

¢~To familiarize members of the c¢lass with some of the
body of 1library ethics alreedy developed in the
profession und wnich has been given form and printed,

d- To help in meeting certuin types of problems that
come up and that asre sometines dilficult to handle
if *sprung™ on one,

II Library Ethics in following relations:
1, Library work as a profession

a=iAttitude toward i%
(1) Respect ior it
(2) Loyalty toward it

b-3ecurin_ the rosition, Ethies of verious procedures.
2o The Library as a part of the City overunont

a-Knowledge of the relution of the Library to the Clty
covernnment in general

b~Loyalty to the government as u whole

c=Politicel attituce
(1) as City employees under Civil Service--neutral
(2) as citizens~-keepin, lnformed und voting
(3) As librarians--having materiul on =1l sides

possible but expressin: uo sergonal cpiuion,.

3, The Library and the community. Underlylng principle: "The

public is our employer; we are its servunts. " The duty
of librariens is to give the best possible service in
the pleasantest possible maaner.

4, Relations to other staff members. Underlying prinicple:
All library employees are ooworkers in supplying the
right book to the right(gﬁf??u at the right tinme

LIt
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5. The librarian's duty to himself
a-Development of best powers
b=Keeping at highest physical fitness
c.Happiness in library work
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Rochester rubliec Library Bernice E., Hodges

1.
2.

5.

4,

5.

6.

8.

10.

11.

12,

15.

LIBRARY BETHICS
#hy are you a librarian?

#hat, in your judgment, 1is the greatest essential to the best
library service?

If you think the particular position you are in offers no chance
for growth, that it is a kind of dead-end street for you profes-
sionally, what should you do?

If you do not like your particular work, oT your surroundings, but
gﬁgisurg You like library work, how can you act to improve cone
ons

“ the
What is the proper procedure: of a member of & staff in applying
for a position in another library?

Should a member of the staff tell his librarian of offers he
receives of other poaitions?

What is the ideal attitude toward the time spent on your particular
Job, that 1s, your reletion to the time she:t? What are the
drawbacks to attaining this ideal?

What is a vacation for? From your own point of view? From the
point of view of the Library? 1Is it better to have your annual
vacation all at one time or split into a number of periods? Why?

W.at is the ethical procedure when you mre comihg down with a cold
in the head?

What should be the library's attitude toward "Sick Leave" for merbers
ofé‘stai‘f? staffts family? )

In cese you have signed the apreemcnt to stay with the L.brary
another rear and a ve™  atiractive position elsewhere offers it=-
self, what should vou do?

#When the time comnes to sign these agreements, you think you would
like to go elscewhere but you do not wish to resign unless you
have enother position, what should you do? .ifter you have signed
the statement, what should your attitude be?

Should a librarian work after she norries? VWhat are the factors that
complicate the situation? VWhen should she cease library work or
go on part time? ,

What should be the policy of a library staff toward giving news items
to aewspapers?

What would you say to a person who came into the library and objected
to the Library as partisan because it has so much on the City Manuier
form of governuent and so little a uinst 1t? :



17.

19.

24,

25,

Central Library of Rochester and Monroe County - Historic Monographs Collection
-

wWhat would be your reply to a person interested in the Republican
(Democratic) organization of the ward in which your branch is
located, who asked you to make & contribution to that organization?

How would you meet the request of a woman who broadcasts for redio

who asks to have all her books made 28 day to save her the trouble
of renewing tliem?

What would you say to a patron who objects because we have Christian
Science magazines and books. He thinks thaet Christiesn Science is
pernicious and that these books aend megazines should not be open to
the publie.

You have refused as gently as possible, for what seems to you the best
of reasons, a request made by & borrower., This patron still insists
on the speeial privilege. ‘hat is your next step? Phe threatens
to take the matter to Mr. Yust., What should your reply be? What
should you do next?

A patron has done or sald something extremely ridiculous and very
funny? What should govern your attifude in telling the incident?

What 18 your attitude about personal telephone calls in the Library?
Why?

Whet 18 your attitude about visiting at the desk? With staff members?
With the public? Why is this your attitude?

What should you do if you have some ctiticism of the Library, of some
part of 1t, or see some method or procedure which you think ean be
improved?

If you see some other librery staff member not under your direct
supervision doing something of which you disapprove, are you going
to toke any action? If not, why not? If so, whet?

When you are in charge how do you give a direction or an order?
Why do you give it that way? V\What are the drewbacks to this method?
The advantages?

Another steff member gives e considerable amount of help %o you in
some work that has been assigned to you or that is your partiocular
job., What acknowledgment, if any should be nade?
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Rochestér rublic Library Bernice E. Hodges

1.
2.

3.

4.

5.

6.

8.

LIBRARY ETHICS
Why are you a librarien?

What, in your Judgment, is the greatest essential to the best
library service?

If you think the particular position you are in offers no chance
for growth, that it is a kind of dead-end street for you profes-
sionally, what should you do?

If you do not like your particular work, OF your surroundings, but
g§eisur$ you like library work, how can you ect to improve con-
tions

What is the proper procedure: of a member of ﬁthart in applying
for a position in another library?

Should a member of the staff tell his librarian of offers he
receives of other positions?

What is the ldeal attitude toward the time spent on your particulsr
job, that is, your relation to the time shect? What are the
drawbacks to attaining this ideal?

What is a vacation for? From your own point of view? From the
point of view of the Library? 1Is it better to have your annual
vacation all at one time or split into a number of periocds? Why?

Wnat is the ethicael proeedurs when you are coming down with a cold
in the head?

What should be the library's attitude toward "Siek Leave" for members
of tarf? stalf's family?

In case you have signed the agreement to stay with the L.brary
another year and a very attractive nosition elsewhere offers it-
self, what should you do?

When the time comes to sign these agreements, you think you would
like to go elsewhere but you do not wish to resign unless you
have another position, what should you do? Asfter you have signed
the statement, what should your attitude be?

Should a librerian work after she marries? What are the factors that
conplicate the situation? ‘hen should she cease library work or
go on part time?

What should be the policy of a library staff towerd giving news items
to aewspapers?

What would you say to a person who came into the library and objected
to the Library es partisan because it has so much on the Clty Manager
form of governuent and so little against 1t?
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25,
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what would be your reply to a person interested in the Republican
(Demooratic) organization of the ward in which your branch is
located, whe asked you to make a oontribution to that organization?

How would you meet the request of & woman who broadcests for redio

who asks to have all her books made 28 day to save her the trouble
of renewing them? ‘

What would you say to a patron who objects because we have Christian
Scienoe magezines end books. He thinka that Christian Scilence is
ggrnio%gga and that these books and megezines should not be open to

e public.

You have refused as gently as possible, for what seems to you the best
of reasons, a request mede by a borrower, This patron still insists
on the special privilege. Whet is your next step? ®She threatens
to take the matter to Mr. Yust. What should your reply be? What
should you do next?

A patron has done or sald something extremely ridiculous and very
funny? What should govern your attidude in telling the incident?

What %s your attitude about personal telephone calls in the Library?
Why ’

Whet 1s your attitude about visiting at the desk? With staff members?
With the publie? Why is this your attitude?

What should you do if you have some ctitiocism of the Library, of some
part of 1%, or see some method or procedure which you think can be
improved?

1f you see some other library staff member not under your direct
supervision doing something of which you disapprove, are you going
to toke any action? If not, why not? If so, what?

¥When you are in charge how do you give a direction or &an order?
Why do you give it that way? What are the drawbacks to this method?
The advantages? :

Another steff member gives a considerable amount of help to you in
some work that has been assigned to you or that is your particular
job. What acknowledgment, if any should be made?
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Rochester rublic Library Bernice E. Hodges

4,

8.

LIBRARY ETHICS
#hy are you a librarian?

#hat, in your judgment, is the createst essentiel to the best
library service?

If you think the particular position you are in offers no chance
for growth, that it 1s e kind of dead~end street for &ou profes-
sionally, wkat should you do?

If you do not like your particular work, OT your surroundings, but
gigisurg you like library work, how can you act %o improve con=-
ons

Whet is the proper procedure: of a member or'ﬁ?starf in applying
for a position in another library?

Should a member of the staff tell his librarian of offers he
receives of other positions?

What 1s the ldeal attitude toward the tine spent on your particular
Job, that 18, your relation to the time shect? What are the
drawbacks to attaining this ideal?

What is a vacation for? From your own point of view? TFrom ‘he
polnt of view of the Library? Is it better to have vour annual
vacation all at one time or split into a number of periocds? Why%?

What is the ethical procedure when you are coming down with a cold
in the head?

What agould be the library's attitude tovard "Sick Leave” for members
of &*starf? staff's family?

In cese you have signed the agreemcnt to stay with the L brary
another 7eer and a verr attractive oosition elsewhere offers it-
zelf, what should rou Zo?

When tie time cones to sign these ugre y+ats, you think you would
liize to g¢o elscwhere but you do uot wish to resign unless you
have another position, what should you do? .ifter you have signed
the statemont, what should your attitude be?

Should a librarian work after she narries? iVhat are the factors that
complicate the situation? VWhen should she cease library work or
go on part time?

What should be the policy of a library staff toward g¢iving news items
to aewspapers?

What would you say to a person who came into the library end objectod
to the Library as partisan beceuse 1t has so much on the City Manu er
form of povern.ent end so little a uinst 1t?
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what would be your reply %o a person interested in the Republican
(Democratio) organization of the ward in which your brench is
located, who asked you to make a contribution to that organization?

How would you meet the request of a women who broasdcasts for raedio

who asks to have all her books made 28 day to save her the trouble
of renewing them?

What would you say to a patron who objects because we have Christian
Science magazines and books, He thinks that Christian Sclence is
pernicious and thet these books and megezines should not be open to
the publie.

You have refused as gently as possible, for what seems to you the best
of reasons, a request made by a borrower- This patron still insists
on the special privilege. “hat 1s your next step? Dhe threatens
to take the matter to Mr, Yust., What should your reply be? What
should you do next?

A patron has done or sald something extremely ridiculous and very
funny? What should govern your attifude in telling the incident?

What is your attitude about personal telephone calls in the Library?
Why?

What is your attitude aebout visiting at the desk? With staff members?
With the publie? Why is this your attitude?

What should you do if you have some ciiticism of the Library, of some
part of it, or see some method or procedure which you think can be
improved?

If you see some other library staff member not under your direct
supervision doin¢ something of which you disapprove, are you going
to toke any action? If not, why not? If so, what?

¥hen you are in ocharge how do you give a direction or an order?
Why do you give it that way? What are the drawbacks to this method?
The advantages?

Another staff member ¢ives a considerable amount of help to you in
some work that has been assigned to you or that is your particular
job. What acknowledgment, if any should be made?
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Rocheate: Aabile Librecy .

Give the proper information one should put on a bookslip when a book is
borrowed from this department.

What books may one borrow from this departrent .for an indefinite time
and what books may one not so borrow?

%hy do we sign time ~t the nearest five-minute divislon? ‘nat is your
attitude about signing time and then arranging your heir? about signing
your iime and reading for one-half hour?

Yhen 1s the prorer time to arrange onels hair, powder one's nose?

When one feels i1ll, but does not want to go “rme do you think she should
lie down here and aign the time used as %411%? Ts there any reason why
she should notify the person to whom she is responsidblc in such & cape?

“hat should be the a-titude «f the gtaff woverd perascnsl illness and
illnese in the family, in regard to time away from the library?

shat 1s a vacation fort From vour point of view and from that of the
library? 1Is 1t betier to have ali your vacation at one time or split
it?

0f whom sh.uld wne ask information concerning her work, her hearest
neighbor or the person in charge? '

It has been our practice to have certain girls responsible for goecial
parts of the work. Is it éver advisable for one girl to do¢ ancther
girit's speclal work?

0.3her: one is rea-ounsitle for certain work and does nci “inish it at the
end of the day should m-e finish 4t the =ext nmorning unasked, or wait
to ce tcld about it?

.Do vou think that cerisin girls have mcre than their share of unpleasant
parts of tte work? If so, car thie be avolded?

ever j.stifiable to put sside a disagreeable niece of work to do
'§Zui§elf atjanzther tire? Is it ever justifiable to give vhis to some~-
one elgse to do? ghould it be lelt for s.-eone elae when 1t would natur-

ally oome in your work?

.Bhould one feel free to question tlie way in which a Dit of work ie to be
done?

when corrections are to be made ia there auny way in whioh the unpleasant-
.nnss for botn persons can be avoided?

seatisfied with i.e type of work ste 1s doing is iy bettef
'{g gg:pigigitc onets neizhbor cr discums 1t with tue person 1u char:e
what should be our attitude itcward using sup lies botik for livrary and

personal use?
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Is visiting about personal matters in ~orki. z hours ever justifiable?
How would you dis:inguish between necess r- relzxailon to unnecessary
vieiting?

Is 1t true in our deparivest that every verscn feels enough responsi-
bility for her work so that she will do it equally rell whether she is

being watcned or not? How can we afvoid the factory method of super—~
vipion?

“hat can you do when a friend :eleshunes during 1ibrary hoiure and in—
siste on visiting at some length eisher cccagionly or daily?

“hat should :ne do about announcing ber intention of leaving the li-
brary?

If you near a criticiam of iie lidbrary or eee scue method of procedure
by whichi you think %..e gervice < uwlid be imsroved what should you do?

Is 1t posslble to eat en.uagh at 1eal time to 1.3t until the next meal
or should a lunch te serve: during the .iddle of ihe worning and after~
noon %6 all :ipne staff?
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Rochestor Public Library Bernice E. Hodges

LIBRARY ETHICS

Required reading:
1, The ethics of librarienship L.J. 47:548-50, June 15, 1822,

2. A librarian's code. Librery Occurent 8:234=-35; July=~
September 1928.

3. DProfessional ethics for the library workeri342:891-92,
Wovember 1917-

4. Sioux City Public Library Code of ethics,
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Rochester Public Library . Bernice E. Hodges

LIBRARY ETHICS

Required reading:

2. The ethics of livrarianship L.J. 47:549-50, June 15, 1l922.

€. A librarian's code. Library Occurent 8:12834~35; July=-
September 1928.

3 Professional ethics for the library v =srL742:891-92,
"lovember 1917.

4, Sioux City Public Library Code of ethics.



Central Library of Rochester and Monroe County - Historic Monographs Collection




Central Library of Rochester and Monroe County - Historic Monographs Collection

Rochester Public Library

Edgerton Park
Rochester, New York

R e Order No.

Put the number of this order on your bill

e Librarian

I Cl_u_ar_n_ity Articles Price

FONM 4D 3080 018
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.In order to form a code of professional ethics for
librarians, all members of the profession should feel
convinced that the work of the librarian is co-ordinate
. in rank and dignity with every other human calling

and branch of public service. In applying a code of
ethics to library work, it is necessary to distinguish
between what is called professional ethics and the
more general term administration.

We assume that the groups of workers are made
up of individuals having a common purpose and com-
mon interests to such an extent that a code of ethics
will apply to all in the same way. What shall we in-
clude in this? How can the fundamental elements be
stated so as to cover gll the relationships that should
exist among the members of the profession?

We are suggesting three main points, with sub-
divisions in each case, all of which are quite general
in scope. They are as follows:

COURTESY
(a) To Patrons

1. As the library exists to serve any and every one,
it is unethical to discriminate in service to any group
or individual at the expense of another. As our work
is one of humanity we must be ready and watching
to attend to pressing cares in and out of season.

(b) To Co-Workers

1. In her associations with her fellow workers the
librarian should be generous, courteous, and chari-
table. She should use her influence to stimulate the
professional attitude and be willing to share the fruits
of her own re-search with other members of the staff.

2. It is the ethical duty of department heads to
refrain from gossip and interference with other de-
partment administration, each devoting her entire
time and attention to the development and growth of
her own. She should be generous and magnanimous
toward the others, bearing in mind that the strength
and efficiency of the unit depends on the co-operation

of the individuals and departments.

8. It is ethical for members of the staff affected
by changes in policies and rules, to have the privilege
of discussion and criticism with the administrative
head before adoption.

LOYALTY
(a) To the Profession
1. It is the ethical duty of all to maintain intel-
lectual and moral standards within the profession, to
have enthusiasm for it, believe in it, and never speak
disparagingly of it in or out of the system.

(b) To Administrative Head and the Library
As a Unit
1. It is the duty of each member of the staff to
strive to maintain professional dignity, good name, in-
fluence and honor of all within the system.
(1) By poise of manner.
(2) By restraint in dress. )
(3) By refraining from gossip concerning per-
sons and policies at all times.
(4) By due formality toward co-workers during
business hours.
(5) By never depreciating the work of another.
(6) By maintaining the authority and dignity of
subordinates before patrons.

mllllllilllllllll
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2. It is the duty of each member of the staff to
maintain a constructive and co-operative attitude to-
ward all endeavor in the system of which she is a part,
to uphold the policies of the administration and aid in
carrying them out. Whenever it becomes impossible
for her to co-operate, it is ethical for her to with-
draw from the system.

8. Between assistants, department heads and ad-
ministrative head there should be that confidence
which can arise only from mutual understanding and
pride in each other’s work. No library task is be-
neath the dignity of any member of the staff and all
should be willing to share in any possible discomfort.
Each should regard the other’s success as a part of
her own, be ready to advance the professional inter-
ests of the other and to assist in securing professional
recognition and promotion.

4. It is ethical for the administrative head to allow
an assistant to prove her ability to do work of a higher
character than usually assigned to her and to advance
those capable to more responsible positions in their
own library or elsewhere.

(¢) To the City

1. It is unethical for staff members to belittle in
any way the municipality to which she owes her
position.

HONESTY
(a) In Regard to One’s Own ldeals

1. The true librarian will maintain an open mind
toward all forms of progress; she will seek constantly
to have a part in carrying forward all projects with a
view to the improvement of the system; she will be
a regular reader of professional literature and an ac-
tive member in state and national associations of
librarians.

2. It is the duty of each staff member to feel re-
sponsibility and interest in work assigned by doing it
regularly and cheerfully.

(b) In Regard to the Welfare of Co-Workers

1. Staff members should refrain at all times from
availing themselves of prejudice against other staff
members to their detriment or to obtain official
preferment.

2, It is unethical and unprofessional for a superior
to make use of a subordinate to obtain information in
regard to the behavior or work of another.

3. Since the librarian’s standing in her profession
depends upon her rating, it is essential for department
heads to exercise honesty and sincerity in their ree-
ommendations without regard to friendships or other
relations,

(<) In Regard to the Library System As a Unit

1. 1t is ethical for staff members when considering
change in position to give adequate notice to the ad-
ministrative head and department hecad. It is un-
ethical to accept a position unless there is a reasonable
certainty of remaining one year, or to apply for a po-
sition not declared vacant by the administrative head.
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2, Al grievances should be adjusted through the
proper channels, the proper procedure being through:

(1) Department head.

{2) Librarian.

(3) Board of trustees in open meeting and con-
versely.

3. It is unethical for staff members to devote time
scheduled for library duty to discussion of outside
interests.

4. Health is a necessary qualification in a librar-
jan’s equipment and continued ill health does not en-
title an employee to favored treatment by the library.
Conversely, the library should conserve the health of
the staff by furnishing the best possible equipment in
regard to light, air, and sanitation. Illness in the
family is not a valid claim for absence with pay. Hon-
esty requires due care of the health at all times in
order that we may always be physically fit for duty.

5. It is the ethical duty for each staff member to
preserve library equipment:

(1) By returning materials used to their proper
places and in proper condition.

(2) By neatness and cleanliness in their use.
(3) By reporting shortages and necessary repairs,

Professional Ethics Among Librarians

Should Stand for:
1. A spirit of democracy.

2. Freedom of thonght and expression, permitting
the fullest initiative within the limits of the large pol-
icies of the library.

3. A broad social viewpoint.

This code was evolved entirely from the staff of the
Sioux City Public Library through a committee of
Heads of Departments at the suggestion of the Li-
brarian. On recommendation of the Librarian it was
officially approved by the Board of Library Trustees,
January 11, 1923.

Second Edition

bz

unty - Historic Monographs Collection

Sioux City
Public Library

Code of Ethics

SIOUX CITY, IowA
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Library Ethics

qust what is--or are-~-Business Zthics? Are they one-sided,
like a pancake, or are they, or should they not be, as many-
sided as a well cut diamond shedding a clsar licht upon evary
relation, commereial, professional, industrial or merely
human between people who do the world's work in whatever
gtagion to which it has pleased God to c¢all them." Carl

. Roden.

The ethies of librarianship. L. J. Vol, 47, pp 549-550



Rochester Public Library

Edgerton Park
Rochester, New York

Central Library of Rochester and Monroe County - Historic Monographs Collection

T e e T, Order No.
L T e R R SRR AR S =i
Please furnish the following. Render bill in duplicate.
Put the number of this order on your bill
.................................. Librarian
Quantity Articles Price

FORM 40 8000 D-28)




Central Library of Rochester and Monroe County - Historic Monographs Collection

Work with the publie

Purpose of the course
1. ielp maintain high standard of courtesy and effiency R. P. L.
as.
2. Benefit from discussion of problems and treatment.

I Period. Approach
A. How to meet a patron

Discussion of following points,
L. Do you ask what patron wants? How do you ask?
2. Do you say"good morning" % How?
3. Try to remember names.
4. Where you have found courtesy?
5. " noom " discourtesy?

B. Review and discuss:
1. Chapter 17 Courtesy, tact, and good manners in selling, - in
Frederick, J. George, Modern salesmanship,
2, Maxwell, William. The training of a salesman p. 56-T8.

C. Registering new patron:
1. Patience in explaining what he must do.
2. How much time can we gpend with him?
Foreigners
Deaf
Patron who objects
Banks and other business firms that require blanks to be
filled out.

II. Period. Degk work.,
A, Why are you doing library work?

"Work is love made visible. And if you cannot work with love but
only with distaste, it is better that you should leave your
work and sit at the gate of the temple and take alms of those
who work with joy. For if you bake bread with indifference, you
bake a bitter bread that feeds but half man's hunger. And if you
grudge the crushing of the grapes, your grudge distils a polson
in the wine."

Kahlil Gibran.

1. Interest can be developed.

2. What is real object? Get book to person?

Review and discuss:

Chapter 2 Maintaining personal effiency - in Knights, Charles C.
Techni~ue of salesmanship.

B. Individuality.
1. Personal appearance
2, wanner
Review and discuss:
Chapter 4. Developing a selling personality. - in Knights, C. C.
Technique of salesmanship.

C. Patron versus routine. Discussion of gpeciflc points.
1. Danger of absorption in routine.
2, Dealing with disgruntled patron
a. Experlences,

b. Methods
c, Patron wants to take book for which slip cannot be found,
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3. Should you listen to patron's personal narratives? Cannot this

be made approach to real service.

III. Period. Floor work.
A, Helping patron to find book.
1. Can patron find book he wants?
he find the book on the shelf?
2. Willingness of asaistant?

3. Danger of overhelpfulness. Too many suggestlons

patron what he should read.
4, Book not in. What do you do?

B. Brief discussions of aid to
Dickinson. Thousand Best Books
Becker. Reader's CGuide
Bookman
New yomk Times Book Review
Saturday Review of Literature
Hew York Herald Tribune Books
Publigher's Weekly.

Outlook.

C. Review and discuss:
Book shops - how to
Publisher's Weekly

Book Reviewing Section

Can he use the catalog? Can

Do not tell

knowing books.

run them by Ruth Brown Park
Sept. 29 '28 p. 1327 andOct. 27 '28 p. 1770
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Work with the publise

Purpcse of the course
1. Help maintain high standard of courtegy and effiency R. P. L.

has.
2, Benefit from discussion of problems and treatment.

I Period. Approach
A. How to meet a patron
Discussion of following points.
1. Do you ask what patron wants? How do you ask?
2. Do you say"good morning" 7 How?
« Iry to remsmber names.
. Where you have found courtesy?
5. Meoowoom " discourtesy?

B. Review and discuss:
1. Chapter 17 Courtesy, tact, and good manners in selling, - in
Crg oo Frederick, J. George, Modern salesmanship.
2. Maxwell, William. The training of a salesman p. 56-T8,

C. Reglstering new patront
1. Patlence in explaining what he must do.
2. How mueh time can we spend with him?
Foreigners
Deaf
Patron who objects
Banks and other businesas firms that require blanks to be
filled out.

II. Perind. Desk work.
A. Why are you doing library work?

"Work is love made visible. And if you cannot work with love but
only with distaste, 1t ia better that you should leave your
work and sit at the gate of the temple and take alms of those
who work with joy. For 1f you bake bread with lndifference, you
bake a bitter bread that feeds but half man's hunger. And if you

dge the erushing of the grapes, your grudge distils a polison

in the wine."
Kghlll Gibran.
1. Interest can be developed.
2. What is real obleot? Get book to person?

Review and dlsgcuss!
Chapter 2 Maintaining personal effiency - in Knights, Charles C.

Technicue of salesmanship.

B. Individusllty.
1. Personal appsarance
2., Hanner
Review and discuss:
Chapter 4. Developing a selling personality. - in Knights, C, C.
Technique of ealesmanship.

C. Patron versug routine. Discussion eof speclific points.
1, Danger of absorption in routins,
2, Dealing with disgruntled patron
a. Experlences.

b. Methods
~ TPatnap wants to take book for whieh slip cannot be found,
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3. Should you llsten to patron's personal narratives? Camnot this

be made approash to real service,

II1. FPeriod. Floor work,

A.

Helping patron to find hook.

1. Con patron find book he wanta? Can he use the catalog? Can

he find the book on the shelf?
2, Willingness of aseistant?

3. Danger of overhelpfulness, Toe many suggestiona - Do noi tell

patron what he should read,
4, Boek not in, %hat do you da?

Brief discussions of ald to !mowing books.
Dickinson. Thousand Best Books

Becker. Reader's Culde

Booknan

New yomk Times Book Review

Saturday Review of Literature

New York Herald Tribune Books

Publisher's Weekly.

Qutlook. Book Reviewing Section

Review and discusst
Book shops ~ how to run them by Ruth Brown Park

Publisher's Weekly Sept., 290 '28 p, 1327 andOet. 27 '28 p. 1770
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The following list I recelved from Miss VanHoesen to#day(Dec. 12)
too late to look up the material for this outline, I plan to use
it for discussion where it fits.

A, L. A, Bulletin Papers and proceedings. Hot Bprings confer-
erence, 1923, p.241-42 What an asistant
can do to better library service

Bacon, Corinne A library that's alive. Publice Libraries
18:50-5 Feb. 1913

Flexner, J M. Esgential qualities of a good assistant
Pub. Lib, 24: 405-10 Dec. 1919

Kidder, I. A. Creative impulse in the library Pub. Lib.
243156-57 May 1919

Norton, H. R. Retail selling. Chap. 3,4,6,8,9,11,12,14

Rhoades, Rachsl Work of a library information desk.
LJJ. 39:350-53  May 1914

Scott, W. D, Pasychology of advertising. Ghap. 2,3,4,5,6.

swift, E.J. Pgychology and the day's work. Chap 3

Adult education - Any iassue

Collins, Dr. Joseph Adult education and 1libraries. N.Y. Lib-
raries August 1926 P. 102-07

Learned, W.S. American public library and the diffusion
of knowledge

Ward, G. O. Publicity for public libraries. Chap. 1
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Loan work - Outline

Introduetion. Importance of Loan Department and relation to other
departments.

Organktzation of department
Schedule of work: »rinciples to observe
Work to be done: qualities needed, points to watch
Registration
Charging & discharging
Overdues
Re-wrliting book cards & reader's cards
Keeping shelves in order
Agsigtance to readers
Reports: daily & monthly. Counting & arranging circulation
Notes on gupplies needed

Registrations
How to fill out registration
Alphabetical & numerical files
Reregistrationg: transfers: transgfers from Jouvnile Dept.
Logt cards: changes of address
Statistics

Charging and dischargling
Preparation of stamps
Accuracy in charging & discharging
Arrangement of cards in drawer

Rules for readers
Attitude toward readers: types ot readers
Hours of opening
No. of books allowed
Special privilege: vacation vnrivilege
Time books may be kept
Renewals
Reserves
t'ines and overdue notices

Other topics
Vagazines: Preparation & circulation; Magazines avallable in city
Bindery books: prenaration
Accuracy in slipping books
Care of books: mutilation, loose pages, etc.
Uontaglous diseases
Interlibrary loans
Library housekeeping: shelves, tables, desk, ventilation, etc.

conclusion: qualitieg needed in locan work
General qualities
Pleasure in work
Bad hablts at desk
Compengation and rewards
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Loan work - Outline

Introduetion. Importance of Loan Lepartment and relation to other
departments.

Organization of departricnt

Schedule of work: principles to obgerve

Work to be done: qualities needed, points to watch
Reglgtration
Charging and digcharging
Overdues
ne-wrlting book cards & readar's cards
Keeping shelves in order
Agslgtance to readers

Heports; etec. Countlng & arranging circulation

Notew on supplies used

Registratlons
How to fill out registration cards
Alphabetical list: numerlcal list & cards
Hereglstrations: tranafers: tranafers from Juvenile Dept.
Lost cards: changes of address
Statistics

Charging & discharging
Preparation of stamps
Accuracy in stamping books & in dlscharging
Arrangement of cards in drawer

Ruleg for readers
Attitude toward readers: types of readers
Houra of opening
No. of books allowed
speclal orivilege: vacation privilege
Time books may be kept
Renewals
Regerves
Fines and overdue notices

Other toplcs
Magazines: Preparatlon & circuiation: Magszines avallable in cit,
BiNAPryDUOXET DreDAFratiom tdm. ennt of o el
Accuracy in slippling books
Care of books : mutilatlon, loose pages, etc.
Eontagloua dlaeases

Conclusion: qualities needed in loan work
Gemeral gualities
Pleasure in work
Bad habits at desk
Compensatlon and rewards

lbrary housekeeping: shelves, tables, desk, ventilation, etc.
Interlibrary loan
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CURRENT LIBRARY LITERATURE

General library periodicals

Library Journal
Libraries

State publications

N.¥, Libraries
Visconsin Bulletin

Individual library publieations

Open sShelf . {Cleveland)
Uarnegie Bulletin (Pittaburgh)
Hercury {lochester)

Assoglation publications

A.L.A. Bulletin
N, Y.L.A. Newswleiter

Commereial publications

Wilson Bulletin possibly aleo
Publishera' tcekly Y.& I,
Year«round bookselling news Geylord's trisngle

Expect to inelude about each

l. General type

20 Bcope

3. Where published and cost

4, Bpeclal featuresg

5, VWays in which it can be most useful tog
b, Librarian

6. History, if 1t has an interesting one.

@ i Tyl
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CURRENT LIBRARY LITERATURE

1. General library periodicals

Library Journal
Libraries

2. State publications

N.Y. Libraries
Wisconsin Bulletin

3, Individual library publications

Open Shelf (Cleveland)
Carnegie Bulletin (Pittsburgh)
Mercury® (Rochester)

4, Association publications

A.L.A. Bulletin
N.Y.L.A. News-letter

5. Commercial publications

Wilson Bulletin posgibly also
Publishers' Weekly Y.& E.
Year-round. bookselling news Gaylord's triangle

Expect to include about each

1. General type

2, Scope

%2, Where published and cost

4., Bpecial features

5. Ways in which 1t can be most useful to:
a. Library
b. Librarian

6. History, if it has an interesting one,

&W‘l ﬂaﬁw
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CURRENT LIBRARY LITERATURE
General

Library journal
Libraries

State

New York libraries

Wisconsin library bulletin
Library occurrent (indiana)
Libnary notes and news (HMinnesota)

Publications of librories

_Pitisburgh, Carmegle library bulletin
Cleveland Open shelf

Syracuse Windows

Indianapolis Readers' ink
Minneapolis Com, bookshelf.

Lib sooclatlion publ tlong

A.L.A, bDulletin
Newa letter N.Y.L.A.

Gommerelial {lrms

H.W. Wilson bulletin
Gaylord's triangle
Y& E
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HISTORY OF LIBRARIES

I. Libraries of anclent times
2. Medigeval libraries

3. Early monastic libraries

4, Principle. libraries of Italy

5. Principle libraries of France and Spain

6. " " Germany
i K England
8. " " United States

Reference book

Q27 Savage Story of libraries and book collecting

QL ey Tl
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HISTORY OF LIBRARILS

Libraries of ancient times

¥edlaeval librarics

karly monsstic libraries

Prineciple libreries of Italy

Prinelple libreries of France and Inzin
" " Germany

" " England

" " United Gtates

Feference book

@27 Savage Story of llbraries and book collecting
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History of libraries

Early libraries (ancient)
Assurbani-pal - Ninevah

Alexandria

17iddle ages - libraries survived in monast:ries

Germany
Royal library in Berlin

shortape of funds and help make service glow

France

Bibliotheque iationale - larzest in world"

England

“ritish Musemm
aiff. to get in
excellent reading ronom
cat. in book form

gcholar's 1lib., - wonderful reference books and gHod
service

.5 Library of Congress begun 1800

First library meeting 1853

1876 A.L.A. orranized
Lib, Journal started
Lib., Bureau started
lst ed. Dewey dec. clasgification

2 vols. on lib. work oub, by U.5.0ur. of educa.
v.l Public libs. in U.S.
v.2 Cutter's rules for a dictisnary catalog
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HISTORY OF THE PRINTED BOOK

I. Manuscript past of the book

1. Clay tablets

2. Inscriptions on rocks

3. Carved seals

4, Papyrus rools

5. Development of parchment

II. Invention of printing

III.Early printers
1. Aldus Msnutius
2. Christophe Plantin
3. Elzevir family

4, William Caxton
5. William Morris

IV. Problems facing early publishers

l. Market

(development of fairs)
2. Church - antagonism
3. State - desire to control

V. Printing in the U. S.
1. Joseph Glover Cambridge
2. Jomn Elliot Mass.
3, William Bradford Phila, and N.Y.
4, Christopher Sower  Penn.
5. Modern printers, D.B.Updike, Bruce Rogers
VI. Principles underlying a beautiful book, as outlined by Morris
1. Unity
2. Position of print on page
3. Color of the page
a. type harmonious to theme
b. Relation of one line to another
c¢c. arrangemant of text on line, to prevent streaks
d. Bpacing
e. Uniform effect in blackness

Bibllography
McMurteie The golden book
Orcutt In guest of the perfect boock
Orcutt The kingdom of books
Davenport The book, its history and development

Q g Teg
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HISTORY OF THE PRINTED BOOK

I. DManuscript past of the book

l. Clay tablets

2. Inscriptions on rocks

3. Carved seals

4, Popyrus rools

5. Levelopment of parchment

Il. Invention of printing

IiI.Zarly printers
1. 4ldus Ygnutiue
2. Christophe Plantin
%, klzevir family

4, illlam Caxton
5. Lilliam Morris

IV. Probleme facing early publishers

1, I'arket

(developmont of falrs)
. Church - antagonism
. State « dealire to control

o

V. Printing in the U. .

l. Jogseph Glover Canbridge

Z, Jonn klliot Mess,

j. “1lliam Bradford Phila. and MN.Y.
L, Christopher Souver 211,

5. lodern printers, u.u.Updike, Bruce fLogers
V1. Principles underlying a beautlful book, ac outlined by "orris
l., Unity
Ze. Position of print on page
3. Color of the page
a. type harmonious to thecre
ie Relation of one line to another
c. arrangemant of text on line, to proveat atreaks
de Specling
e, Uniform eaffcet in blackneas

Bibliography
relurtrle Tie golden book
Orcutt In quest of the perfect book
orcutt The kingdom of booka
Davenport The book, ite hiestory and develowment

0. e ol
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1st Period

1. Brief description of process of book-binding as vracticed
in the big binderies, Explanation of common terms such
as recasing, backing, etc. Describe difference between
resewing and rebinding.

3, Discussion of kinds of paper worth binding - Grosset -
Burt - Harper.

3. Discussion of materials and kinds of buckram used in
binding with respect to its "wearibility*®-

4. The ear marks a well bound book should have.
Problem:

Pile of books: judge bindings and paper, (both
before and after binding.)

2nd Period

1. Process of preparing books and magazines for the bindery
ag practiced by R.P.L. - Rebind
Discard
Resew

ga; Margins
b Paper, etc.

Emphasize point -~ not to walt too long before sending
book to bindery.

2. Mending
(2) Kinds of material used in mending and why.
2., Discussion of binderies and the kind of work each can do.

4., Describe the work of vreparing books for return to the
branches.

Problems:

(1). Each individual select a book to be sent to
the binderies, giving reasons why books should
or should not go to the bindery and to which
bindery it should be sent,
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“ER PUBLIC LIBRARY PRACTICE WORK

SOHEDULE OF WORK ON BULLETIN BOARDS AND EXHIBITS
TO BE m'ﬁ.ﬁ: AT OENTRAL

Date Exhibih . Bulletin board
Jan. 14-19 Kienash Asmus
Meagher Gates
Jan, 21-26 Betten Yasters
Haines Couchman
Jan, 28-Feb. 2 Perego - Miller
Gates Foulkes
Feb, 4=9 Couchman Kienast
Foulkes Haines
Feb, 11-16 Hiller Remington
Leader Cochrane
Feb. 18-23 Masters Perege
Asmus : Heagher
Feb, 25-Mar. 2 Cochrane | Leader
‘Remington% . Betten
Lsd

There will be two bulletins bpards and twe exhibits to be prspared
each week, Chooss your owi subject. Confer with Mise Mogher.
Tell ner what you want to. do and how you intend to treat your
Bubject. When you have her approval, hand in to me your subject
on a slip of peper, end go lahead with the work. All bulletin

of

bogrds and exhibits must bq cbupleted by Tuesday at 9. A.H.

the week a cigned. Lo
Fg@.lﬂhm Hoesen









