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INTRODUCTION

~,
S~

Since the inception of the Tangmnyika Libraxy
Service in 1963, in-~service training has been run
for newly recruited library starff. All along,
however, it has been difficult to find suitable
reading material for the training programme. Hence
the need for writing these notes.

! The mnotes have been written by senior members
of the Tanganyika Library Service staff and are
based on the syllabus for the in-service course
for library assistants, copies of which are
available on request. Although the notes have
beerr written with the library assistants in mind
they are suitable introductory information forxr
trainee librarians and expatriate librarians who
wisah to get an overall picture of the operation of
the Tanganyika Library Service.

The information is understandably mostly about
how public libraries are, and should be, organised.

As far as the organisation and management of school

libraries and teachers college libraries in Tanzania
are concerned, it: is recommended that the Tanganyika
Library Service MANUAL FOR SCHOOL LIBRARIES should
be consulted.

 E.E. Kaungamno,
Director of Library Services.

September.1971
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TAMNGANYTXA LIBRARY SERVICE

Librarianship as a professio:.

I. INTRODUCTION

A profession is a body of persons professing or practising
a particular calling e.g8. The profession of the Barristers or
that of Chartered Secretaries or Chartered Accountants.
Librarianship is a profession or craft of librarians.

The duties of the librarian have changed with the changes
of time. Until comparatively recently, the function of
Preservation was much stressed and the English terms, keeper
or curator were in general use. This caretakex view of
librarianship has since the last 19th century altered

. significantly due to the spread of mass education, growth
of social movements for culture and reading, development of
re search in all fields of human endeavour and especially in
- sciznce and techmnology. Today librarians in developed and
developing countries feel that they have a vital role to play
in education, literacy projects,. research and material
welfare of nations. Recent decades have witnessed the
emergence of information scientists and documentalists who
are basically librarians. According to J.L. Wheeler,
"Librarianship is concerned with books and other textual
materials, their discovery, selection, =re¢veTiieum and wick
increasing emphasis, their utilization by ail classes and
individuals; who have the intelligence to learn and the
gumption to seek information, recreation or self-development
from them". Like other crafts or professions, librarianship
has established principles, methods and techmniques developed
by librarians over the. yezrs. Indeed, librarianship is a
combination of scholarly bavkground; technical proficiency and
the dedication to the furtherence of learning. Note that
academic brilliance is mno indication of arn aptitude for
librarianship. The ability and the urge to know books are
essentials and must be accompanied by a wide gemneral knowledge
of evexryday affairs and a,great‘interest in people. A" '
librarian's work calls for persistence; imagination, humility,
resourcefulness and the' desire to go on learning throughwcut
his life. e ' ' -
~Ldbrarianship in Britain.

The (British) L,brary Association founded in 1877 is
d"e second oldest professional association after the American

Ricbra;y Association founded in 1876. Since 1877, the Library
mmmm SOCiation has been responsible for building up. the profession
%n‘the United'Kiﬁngm;»tﬁé Dominions - -and Colenics ard ot +ha
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Librarianship as a profession

Xe. INTRRODUCTION

A profession is a body of persons professing or practising
a particular calling e.g. The profession of the Barristexrs or
that of Chartered Secretaries or Chartered Accountants.
iibrarianship is a profession or craft of librarians.

The duties of the librarian have changed with the changes
of time., Until comparatively recently, the function of
preservation was much stressed and the English terms, keceper
or curator were in general use. This caretaker view of
librarianship has since the last 19th century altered
significantly due to the spread of mass education, growth
of social movements for culture and reading, development of
research in all fields of human endeavour and especially in

. science and technology. Today librarians in developed and
developing countries feel that they have a wvital role to play
in education, literacy projects, research and material
welfare of mnations. Recent decades have witnessed the
emergence of information scientists and documentalists who
are basically librarians. According to J.L. Wheeler,
"Librarianship is concerned with books and other textual
materials, their discovery, selection, preparation and with
increasing emphasis, their utilization by all classes and
individuals, who have the intelligence to learn and the
gumption to seek information, recreation or self-development
from them". Like other crafts or professions, librarianship
has established principles, methods and techniques developed
by librarians over the years. Indeed, librarianship is a
combination of scholarly background, technical proficiency and
the dedication to the furtherence of learning. Note that
academic brilliance is no indication of ar aptitude for
librarianshipe. The ability and the urge to know bocks are
essentials and must be accompanied by a wide general knowledge
of everyday affairs and a great interest in people. A
librarian's work calls for persistence, imagination, humility,
resourcefulness and the desire to go on learning throughout
his life.

Librarianship_ in Britain.

The (British) Li;brary Associat’o>n four in “877 is

t?e second oldest 7. 3¥#_ ional &association after the American
Library Association founded in 1876. Since 1877, the Library
Association has been responsible for building up the profession
in the ¥Wmnited Xingdom, the Dominions and Colonies amd now the
Commonwealth. The Library Association was granted %ts Royal
Chaxter -in 1898 setting out its main functions and pawers.
e.g~ 1. To promote whetever may tend to the improvemsnt

of the position and the qualifications of

dibrarians. ' :

2, ?o hold examinations in librariamship and
issue certificates of efficiency.

. .The L@brary Asgsociation has held a unique position .since
its imception especially when compared with the mesthods and
;zsﬁfmsqu professional qualifications in other commtries.
uagzg.cq;}owed more or less the system o professSonal

gs 1myl ation alr@ady established in othex professions such
contrﬁlaﬁg :ﬁg?unt?ncyf This system therefore plazses the
compotencr 1 ﬁgrm_9551on including the standard of professional

Sompetenc L;g~‘ e hands of qualified practitioners i.e.
cdnmcation poorerians and Fellows. The aim of Britiish library

] = has always been to produce, not just acazdemically

IToxt Provided by ERI
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qualified people but also professionally qualified librarians.
Any person aspiring to become a Chartered Librarian must:

(a) Pass the prescribed examinations.

(bp) Have 3 years library experience,; omne
on which must be after passing the
final examination.

(c) Have been a member of the Library
Association for a period of three
years.

This is therefore the standard of competence whici: is the
hallmarlc of the British Library qualifications. Fellows of
the Library Association must be of at least 3 years standing
as associates, and who can satisfy the Board of Advanced
Studies of their professional maturity as librarians by
preparing an acceptable thesis,; representing an original

contribution to the literature of the profession.

In 1967, there were, for example, 14 schools of
librarianship offering full time library education. Four
were in the Universities of London, Sheffield, Glasgow and
Queen's University at Belfasi® in Northern Ireland. Of the
remaining schools, nine were in colleges of further education
maintained ny local authorities and one was the College of
Librarianship in VWales. All ten colleges prepare graduates
and non-graduates for the Library Association examinations.
However, the University schools examine their own students
but under an arrangement approved by the Library Associationg
their examinations are exempt f£from the Library Association
examinations, making successful students eligible for
registration as Chartered Librarians or Associates of the
Library Association.

Librarianship in Britaein, as in other countries, is open
1o young men and women who have given careful thought to
making it their career and have been accepted at a schooi oi
librarianshipe. There is an apparent low proportion of
graduates compared with other countries. In the U.S.A.,
India, Scandinavia, Western Europe,; Canada, etc. librarianship
is a graduate profession. However the position in Britain is
rapidly changing as many university placies are availakle to
form VI leavers. Library Association (postgraduate diploma)
undergraduate courses are also offered by the Council of
National Academic Awards (i.2. C.N.A.4A. degrees). Non~graduate
courses are also still available leading to gualifications
of the Libyxyary Association._ In addition; a number of
universities are increasingly of Ffering facilities for
reseasch leading to higher degrees in librarianship.

As an examining body, the Library Association faces a
crisis in the 1970s. A few choices may however be open to
its '

(a) It may, as has been suggested, continue to set
its own examinations as at present and content
itself with recognising other gqualifications
in librarianship being equivalent to its own
awardsgs

(b) It may adopt the role played by the American
Library Association which accredits the U.S.
schools of 11brar1ansh1p,

(e) Tt may choose to withdraw completely from the
‘ field of professional examining as did the
Q South African Library Association.

EBiq_v “"7,"‘¥E;7?\ ¥§.€  §;y L>    "‘7    IIi/Q......
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Tt should also be noted that the (British) Councii of
Wational Academic Awards is already certifying degree
courses in librarianship and the exact relationship of
this body to the Library Association is still uncertain.
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LIBRARIANSHIP IN THE UNITED STATES

ution of American library education.

onveniently divided into 4 major periods
1e PRE-DEWEY -~ before 1887

- Retired professors acted as university and college
librarianse.

- Public librarians were trained through apprenticeship.

2. DEWEY TO WILLIAMSON - 1887 ~ Ca 1920 (ww I)

~ Melvil Dewey and the School of Library Economy of
Columbia College (1887).

~ Two significant decisions were made in estabiishing the
the school,

(a) To educate librarians in a professional
school rather than through library appren—
ticeship as contrasted with the English
system then

(b) To emphasize the practical almost to the
neglect of the theoretical.

Core sukjects =~

Cataloguing and classificatione.
reference and bibliographye
book selectione

administration of librariese

ti

— Phe Association of American Library Schools (1915)
Objectives
(a2) Tc shape educational policy in librarianshipe
(b) To establish standards for library schools,.

i
H
i
| |
B WILLIAMSON TO 1948 _ 3
- WILLIAMSON REPORT {(1923) |
|
\
1
!
%

A study of 15 library schools then in existence.

Recommendations:

(a) That the library school identify itself with
- a university. : :

(b).That a high percentage of the faculty be
full—time instructors selected for their
education and ability. ‘

(¢) That the first year of study be general and |
basic, and that specialization be reserved \
for a second and for subsequent jyears of studye !

(da) That a distinctiocn between clerical and
professional studies be made and the former
largely eliminated from the curriculum,

(e) That a national examining board be established
for the certification of librarians and the
standardization of library schools.

&
B

4
&
2

Q o ; (f)vThat.textbooks be recommended for the
‘ERiC( oo curriculum — the A.L.A. series was launched as
: S a-result. _ - S .
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The Board of Education for Librarianship (BEL) (1924) of the
American Library Association (A.L.A.):

- Has served as the accrediting agency.
What it did between 1924 -~ 1935.

(a)visited each library school and discussed
1 about each school's administrative organiz-
ation, staff, financial support anc
curriculum,

(b)prepared minimum standards for different
types of schools and their accreditation,

(¢c)directed the publication of textbooks for
the use of library school students and
librarians,

(d)recommended endowment for new schools,
(e)provided fellowships for librarians
and prospective librarians.

The Carnegie Corporation of New York and the Ten-Year Programme of
Liorary Servicee.

(a)Provided funds for the implementation
of the recommendations of Williamson and of
the Board cf Education for Librariansiipe

(b)Provided funds for the establishment and
endowment of the Graduate Library School
at the University of Chicago (1929)

(which became very inTluential in American |
librarianship ~ the first school offering |
PhDS in librarianship)-

The 1933 standards.

- . Though superseded by the 1951 version, still form the basis for
the list of accredited library schools.,

The 1933 standards divided library schools into three types: %
Type IITl: Undergraduate Library Schools:

In which a year of professional study was incorporated in
the four years cf college work normally required fox the bache=
lor's degree. Usually professional work constituted the
" fourth year after the three years of academic non-professional
- work. The degree awarded was usually & BeA. or a B.S. .
' supplemented by a certificate of competence in librarianshipe.

Type IT: Graduate Library Schools.

In which the year of professional study followed a bachelor's
~degree awarded for four years of academic, nonsprqfessional ‘
study. The degree awarded for this fifth year of work

was the Bachelor of Science in Library Science (BS in L.S.)

Type I: Advanced Graduate‘Library Schoole

In which work(beyOnd;the first professional year was offered,
leading to the M.A. in L.S. or the M.S. in L.S. and PhDe =
only Chicago University offered PhD in librarianship thene.

L, TheAperibd‘1948 to the present:

Beéause(of»dissatisfactiOhvwith.the~1933 standards, by 1948
there was some reorganization in a number of library
schools. Master's degree instead of the B.S. in L.S.
became the first professional degree. .

R

o z
I




- The 1951 Standards:
Recommended a five~year programme.

The basic concept of the 1951 standards was that the

basic education of a librarian is his total education -

5 years of collegiate education beyond the secondary :
school level. {

i.e. 2 years of general education (Fresh and Soph) ;
2 years of concentration (Junior and Senior) i
i.e.t years of liberal arts education and
1 year of professional l1ibrary education.

Programme of general education.

(a) acquaintance with the principal concepts and
issues of the natural sciences, social sciences and
humanities, :

(b) Reading knowledge of one or more modern foreign
languagese. ‘ : i

e G Tt e e £ S s L e

Professional education:

To consist of pre-core and professi.nal core
courses as well as specialized electivese.

I. Pre~core courses:

(1) Library materials -~ introduction to the
selection of books and other material
including audio-~visual material.

(ii) Library organization ~ routine
technical processes of order work,
cataloguing, classifying, mending,
vproce551ng, shelving, charging, inventory,
etc. : ' .

(iidi) lerary foundations - an' orientation in
libraries, library organlzatlons,
~ ethics, history, literature, etc.

(iv) Library observation and practice.
A teacher--librarian had to take the
follow1ng addltlonal courses-,

(v) lerarv materlals for chlldrnj, ‘and

_(v1) lerary materlals for young people. ;

‘_IIsh   Thé~Profess1onal core.xtfi,“

e j,Offered din’ the flfth or . graduate year.
(i) . Library research -:iiitroduction to
- the methods of: research, to the. : :
réesearch literature of 11brar1ansh1p B
“and to current. problems of investigation,
‘and establishes a’ foundatlon for the
student's own study, thesis or
blbllography._ B

Kii)f B1b11ography or L*terature of the
~ . " Humanities,.

(iii) Blbllography or therature of the
o Soclal Sc1encese,j,
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(iv) Bibliography or Literature of the
Natural Sciences,

(v) Reference Sources and Services.

(vi) Problems of classification and
cataloguing.

(vii) Audio-visual materials and servicese.
(viii)Basic communications.

(ix) Readers and reading.

IIT. Specialized electives:

(i) Public libraries.

(ii) School libraries.

(iii) College libraries.

(xv) Special libraries.

(v) Audio-visual service,

(vi) Cataloguing and classification.
(vii) Government publications.
(viii)Serials.

Graduate Schools of Library Science:

Requirements:

(a) Holder of B.A. or B.Sc. from an approved
College or University with broad
background, well rounded liberal
training - with 1ntenslve study (a major)
in a subject field.

(b) A minor in library science at an
undergraduate college is an advantage
but this can still be taken later
(e.g. in a Summer School) before being
admitted to a graduate school.

(c) A grade-point average of B.

(da) A reading knowledge of at least one
foreign language ~ e.g. French or German.

(e) An acceptable score on the Aptitude Test
of the Graduate Record Examination
(GRE) and a scholastic average
accepted by both the Graduate Division
and the School of Library Service. »

R : Amerlcan 11brary education is in essence based on 1933 and
,1935; The Standards requlrements of a proiesslonal 11brar1an are:s .

(i) a first degree - B.,A. or B.Sc. (1.e.
: L4 years of liberal arts college or
University) and

*1(11)-va Masters degree in Library Science.
: The highest degree awarded in Library
‘Science is either Phd or DLSc. A

: . The Doctor of Philosophy is cons1dered sultable for
persons 1ntend1ng to make teachlng a career. This is therefore a
research degree.' The Doctor of Library Science is thought to equip
»persons 1ntend1ng to practlce 11brar1ansh1p at the highest level.

ACCREDITATION :

Educatlon is not‘controlled by natlonal authorlty.
‘Bach institution is free to structure its own
standards.‘~Thls?accounts for great dlverslty
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in American education. However, there are regional and
national accrediting associations which appraise each
institution in regard to approved standards. Thus there
are accredited and non-accredited institutions. h

THE PROBLEMS FACING AMERICAN LIBRARY EDUCATION

Te How to achieve balance in the basic professional
year between theoretical training and the learning
of practical techniques.

- practical techniques that can be learnt :
more effectively by climical or intern f
experience should be done in libraries and '
not in classrooms.

2. How to educate specialists for special libraries :
and for special divisions of general libraries. :

- special. subject matter, Knowledge in

' addition to that obtained in an
undergraduate major and in concentrated
electives taken during the graduate
professional year of instruction should
be added to the requirements of training
specialist librarians.,.
-~ e.g+ LLB as well as the graduate year of i
librarianship are needed for law llbrarlanshlp.

3 How to develop effective machinery for
accreditation and certification which can
bring into reasonable order, uniformity,
and a rational relationship the various
types and levels of traininge.

‘- the machinery already exists for both
accreditation and certification of
trained librarians. More tight enforce-
ments of the standards are needed.

'Some Comparlsons and Contraﬁts between llbrary educatlon in
America and Unlted Kingdom."

iB. The comparlsons and contrasts do. not necessarily reflect
o qualltatlve judgement of the systems of library education
in the countrles concerned.,

: Profe381onal educatlon

"Amerlca - system based on the idea that profe-
ssional education should be integrated with higher
academic education -~ 5 years. of study beyond

 the secondary school (i.e. B.A., or B.S. plus.

‘.one ~ year graduate study leading to a Masters
—degree in Library Science - basic quallflcatlon

.in librarianship. The PhD or DLS is the highest
award that one can get in Amerlcan llbrarlanshlp.

U.K. -~ strong tradition of apprentlce type training
~in librapies_based on the guild system of the
“middle ages. Professional. librarlans can be

either graduates or non—graduates. ' The Library

Association, under the 1898 .Royal Charter is
- charged with the ‘duty: "To hold examinations’ in
;lerarlanshlp and to issue Certlflcates of

efficiency" ‘Hence the unlformlty in examinations

”'for admlaslon to the ﬁrofe851onal status and Reglster .
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America:

Americans have no register and there is
no national central agency to control
stzndards of examinations. Unlike in

the United Kingdom where the Library
Association controls examinations in
most of the Library Schools, (e.g.
setting of papers, marking and assessing)
American library education examinatiocns
are internal and wvary in standardse.

THE WIND OF CHANZE IN BEITTSH LIBRARY
EDUCATION.

Internal Examining:

The Library Associ:ation has delegated
a measure of authority for
examining to the library schools.
Examination papers, although set by
library school teachers will continue
to bear the imprint of the Association =
this will allow for a diversity of
- programmes but still a national register
of qualified 11brar1ans will be
malntalned.

Degrees in library studles. 

In the past there have been no
v"profes51onal" or "vooatlonal" degrees
in 11brar1anshlp.uu mhe climate is now
changing. - There are a number of
~institutions now offering degrees in
"llbrary studleo.ﬁ j : ’




'

U,_7_

Librairianship and Training jn some sub-Sahara African
countiy;ies. Nigeria, Ghans and East Africa.

TGS L

Immedisatce post war years

1. Librariznship as a profession was unknown

2. There was a complete absence of lioraries
except for secondary school collections.

Turning point i.e. 1950s

This period saw amazing developments.
Courses: 1. Establishment of university colleges.
2. Acceleration of educational developments.

3. The interest of the Brltlsh Council which
was responsible foxr “heo developmemnt of
public libraries iniciaillzr.

4. The Unesco seminar at Tbartan Fn 1953 which
1led to the formation «f iHre Wwmst African
Library Association amd itFhe Figerian
Library Board.

5, Later the granting of dndependa2nce by
Britain to Nigeria and tr= comseguent
recognition of the impori=nce »f libraries
as an integral part of t#er ecrmmomic, social
and political developm=ni by politicians.

6. The establishment of celllege, mniversity
and public and governmeart or =mpecial
librariese.

lerarx training

Bearing in mind the libraries which mushroomed in the
1950s, library training was deemed necessarye. The Institute
of lerarlanshlp was opened in 1960 to meest the manpower
needs for libraries. This Institute is attached to the
Unlver51ty of Ibadan. Its funct10n= ares

(a) To assist in the developmen+ of 11brar1es.
o by tralnlng 11bra.r1ans°

(b) To investigate problems ﬁf librarianship
‘ and blbllography.m» , e . s

The syllabvs offers tralnlng for all types of 11brar1es
i. e.‘publlc, university and speclal llbrarles in such subJects
ass .
a) lerary admlnlstratlon
bg Reference servnyes
c Blbllography : S o
d; Classification and catalogvlng
e Literature of Africa south of the Sahara
and the Px ench language. :

“Note that the openlng of the Instltute followed a survey
_undertaken by Dr. Harold Lancour of the Carnegie Corporation
in Ne:w fork,nwho made a.grant of $BS,0@0 in 1959 towards the
settlng up of a Zraining . .course im 11b~ar1anshlp and -
.blbllograpuy at*the Unlaer51ty.

24' : . B/ e




GHANA 15

As din Nigeria, librarianship as a profession in Ghana
was unknown in the immediate post war years. In the 1950s
there were rapid developments folliowing pion-=2x work by the
Critishh Council. The acceleration of educaticmal development
and the establishment of the Ghana University iCollege, also
the Ibadan Seminar organised by Umesco in 19575 had their share
in stimalating library consciousness. Soon there followed
the establishment of college, university, publkic and govermmeant
and special libraries. .

Training of librarians

Following the expansion of library provision since the
Ghana Library Board was established in 1950, and the consequent
need for librarians to man these libraries, it was necessary
to establish a school of librarianship. At the beginning of
1962, the Government decided that a school should be established
under the Ghana Library Board and after appointing staff, the
school was eventually opened in 1962. Both graduate and non-
gsraduate students are eligible for admission and the first
intake included Nigerians, Sierra Leonians as well as Ghanians.

BAST AF¥YTIICA

The Last African Literature Bureau

- The E.A.L.B. was establlshed as a result of 1nvest1gatlons
undertaken during the years 1945-1948 by the E.A. Governors'
Conference. Since . its establishment it has been administered
by the E.A. ngh Commission later the E.A. Common Services
Organisation and now the E,A. Communlty. The purpose of the
E.A; therature Bureau isz: -

1. To meet ‘and foster the ever increasing
demand among Afrlcans for books of all
klnds.

2. To encourage African authorshlp.

3. To produce and distribute general
literature, school text books; books
for adults (1Lterate and illiterate)
and to give assistance to African and
European authors ‘acting in ‘the capaclty
of critic,: 11terary agent9 editor or
v;lnan01er,

Ly To run a llbrary serv1ce.

The D A. therature Bureau wae the ploneer organlsatlon
of the" library. movement in. East Africa. The: Bureau's original
lan was. a- 1arge eentral 11brary in Nalr0b19 Dar es Salaam and
:ampala W1th branches throughout each terrltory. "The plan '
proved to bevtoo ambltlous and expen51ve. HowezggL,the

b as TR - o -
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was unknown in the immediate post war years. In the 1950s
there were rapid developments following pioneer work by the
Critish Council. The acceleration of educational development
and the establishment of the Ghana University College, also

the Ibadan Seminar organised by Unesco in 1953 had their share
in stimulating library consciousress. Soon there followed

the establishment of college; university, pPublic and goverrimen+:

and special libraries.

Training of librarians

Following the expansion of library provision since the
Ghana Library Board was established in 1950, and the consequent
need for librarians to man these libraries, it was necessaxry
to establish a school of librarianship. At the beginning ¢
1962, the Government decided that a school should be establiishe:
under the Ghana Library Board and after appointing staff, the
school was eventually opened in 1956%. Both graduate and nom-
graduate students are eligible for admission and the first
intakke included Nigerians, Sierra Leonians as well as Ghani=mns.

EAST AFXTITCA

The Fast African Literature Eureau

The E.A.L.B. was established :as a result of investigations
undertaken during the yYyears 1945-11948 by the E.A., Governors"
Conference. Since its establishment it has been administered

by the E.A. High Commission later the E.A. Common Services
Organisation and now the E.A. Communi ty. The purpose of the

Z.A. Literature Bureau isz:

1. To meet and foster the ever increasing
demand among Africans for books of all

kinds.
2. To encourage African authorship.

3. To produce and distribute general
literature, school text books,; books
for adults (literate and illiterate)
and to give assistance +o African and
Buropean authors acting in the capacity
of critic, literary agent, editor or
Tfinancier.

L. To run a library service.
The B.,A, Literature Bureau was the Pioneer organisation
of the library movement in ITast Africa. The Bureau's origimnal

pPlan was a large €entral 1ibrary‘in Nairobi, Dar es Salaam and

In'1960,_a=LibrariesﬁDewelopment Organiser, Mr. S.V. Hockey,
who had built up 'a large and thriving public library service -+in
the Vest Indies was appointed. His task was to prepare plamrs
for-each territoryt's national library service. The plans were
submitted to each government. Until 1961, only ‘the Tanganyika
government had accepted the recurrent costs involved. The
initial expenditure was met by the United Kingdom.

In spite of very limited‘resources, the Bureau had achimved
Some  success in its two aims. of Pioneering libraries and the:
dgvglppment»ofkliteraturé{provision. With “the advent of National
lerary:Serviqes in Kenya, Tanganyika and Uganda,,the@E.A@L;B-
has coqgent?aﬁgdyoq;pgblisﬁﬁggﬂgﬁd”énébﬁrééiﬁgrﬂffiééh‘writing.
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The study of the Tanganyika Library Service has be mn well
documented in Annual Reports, Someni, Tanganyika Librar 7 Sexwice
handoics and other jourmals. It may however be useful to note
the Ffollowing datess

1960 The Hockey Report.

1963 Appointment of the first directoxr and the
inauguration of the Tanganyika Library
Services Board.

1964 The Tanganyika Library Service formally estatsliished

Iringa Library was already operating.

1965 Pilot Library opened at Mkwepu Street, Dar es Salaam.
The K.N.C.U. Library surrendered its immdepmndence
to T.L.S.

The Tanga King George VI Memorial Library came

... under T.L.S.

1967 Official opening of the National Central Library.

1968 Mwanza, Bukoba and Iringa library buildings completed.
Aind from that time the Tanganyika Library Serwvice
has embarked on a branch library building programme
for the whole countrxy.

The development of libraries in mainland Tanzania nhas .not

been a royal road - problems have had to be faced.

1., Shortage of suitably qualified and experienced
1ibrarians (Note that initially people did mnot
100k on librarianship as & career). Indigenous
people have had to be sent for their training
abroad and expatriate librarians had to be
recruited.

2. Lack of funds to enable thé Board ‘o reach planmned
targets. : '

3. Widespread unawareness and ignorance of the role
of libraries. :

ta Illitéraqy’éf,thexbulk of the population.

5, Lack of"publiéhed material in-SWahilivand other
ethnic languages. » o . : _ _

6. Considerable distances and poor means of communication.

Iraiggng;6f7librarians

The training of professional librarians and library
assistants in East Africa is conducted at the Makerere E.A.
School of Librarianship which admits students from Kenya,
Uganda and Tanzania. The School prepares students to work

in all types of libraries - public, academic, school and
special. ’ :

M*Entrance”tm‘thévlibfafi ProfésgiOﬁ'fékeé place =t three
levelwss T o L : ce

.(a)jlibfa£z Assistahtsf.Cdurse

ERiC-;'_ﬁ_QFormﬁIVfIéaversﬁWith“five credits including

‘aJEhglishgi@qthéﬁEastiAfricanfCertificatéjongduaation

6 Gdts eauivalent and provided they are employed in
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handouts and othexr journals. It may however be useful to note
the FTollowing dates:

1960 The Hockey ILleport.

1963 Appointment of the first director and the
inauguration of the Tanganyika Library
Services Board.

1964 The Tanganyika Library Sexrvice formally established

Iringa Library was already operating.

1965 Pilot Library opened at Mkwepu Street, Dar es Salaam.
The X.N.C.U. Library surrendered its independence
to T.L.S.

The Tanga King George VI Memorial Library came
under T.L.S.

1967 Official opening of the National Central Libraxy.

1968 riwanza, Bukoba and Iringa library buildings completed.
And from that time the Tanganyika Library Service
has embarked on a branch library building programme
for the whole countxy.

The development of libraries in mainland Tanzania has not

been a royval road - problems have had to te faced.

1. Shortage of suitably qualified and experienced
librarians (Note that initially people did not
look on librarianship as a career). Indigenous
people have had to be senf for their training
abroad and expatriate librarians had to be
recruited.

2. Lack of funds to enable thé& Board to reach planned
targets.

3. ilidespread unawareness and ignorance of the rTole
of libraxries.

L., Illiteracy of the bulk of the population.

5., Lack of published material in Swahili and other
ethnic languages.

6. Considerable distances and poor means of communication.

Training of librarians

The training of professional librarians and library
assistants in East Africa is conducted at the Makerere E.A.
School of Librarianship which admits students from Kenya,
Uganda and Tanzania. The School prepares students to work
in all types of libraries - public, academic, school and
speqial., ’ : :

Entrance to the library profession takes place at three
level»dy S s o '

(a)-Libfary'ASsiEténts“Coufse

Form IV leavers with five credits including
English in the East African Certificate of Education
or its equivalent and provided they are employed in
libraries and have one year's experience,; can be
admitted to a Certificate Course. Successful
students are awarded a Certificate in Library Studies
after a six months intensive study course.

{(b) Trainee Librarians

Form VI leavers.. These. are-normally recruited
as trainee librarians provided they meet the university
general requirements. Until now trainees have had to
spend omne year to gain library experience before
embarking on the course but in future it will be

, R e _ o 10/ vecce
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possible for a student to go direct to Library School
after leaving Form VI. Studemts who successfully
complete this two yeax course are awarded a Diploma
in Librarianship. Students who do very well in the
Certificate Course can also be considered for a
Diplama Course. Before the establishment of the
Diplama Course at Makerere, aill non-graduate students
were :sent overseas for library training.

{c) Graduate level

Wo training facilities exist for persons with
degrees in East Africa. All graduate trainees in
Kenya, Uganda and Tanzania are sent abroad. With
the expansion of library services in East Africa,
it may in future be necessary to incorporate the
post graduate course at the E.A. School of Librarianship.

Mote: The syllabuses of the Certificate and Diploma Courses
may be consulted in The Makerere University Handbook.

Cualifications in librarianshipe.

Ann ambitious library student, and given the necessary
training facilities may aspire to attain the following
qualifications:

Obtainable in East Africa

1. Certificate in Library Studies.
2. Diploma in Librarianship.

Overseas including Africa

1. Associate of the Library Association
2. Fellow of the Library Association
3. Diploma in Librarianshipe.
. Bachelor of Library Studies
. Master of Library Studies
« Ph.D., T.Lsc.
etc.,

o &

Summary of library education in some sub-Sahara African
countries, excluding Sounth Africa.

_ The establishmert of the Institute of Librarianship at
Ibadan University in 1960, ushered in a new era in the field
of library education in Africa. In the ensuing decade, six
other university-based'training programmes have been established.
In 1971 a few features stand out prominently: ‘

1. Three levels of library training have beén
recognised: ’ o ’

~2a Profe.sional
b) Sub-~professional-
(¢c) Teacher/librarian.

2. University—based library schools regquire the
same entrance qualifications as the universities
themselves. R )

3e Some}library schools are regional geared to
serve multinational mahpower needs for libraries
i.e. the Fast African School of Librarianship.

ERiC‘ L. Tvery effort is made to maintain the‘iﬂternational

outlook»of7the7¢¢ursgS!Whileienrichingﬁthém with the
.Lo¢a1~cultural'and~devélbpmental;néeds.‘*"' ' :
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IThadan Institute of Librarianship.

,LTter its foundation in 1960 following the recommendation
of the Unesco Seminar on Development of Public Libraries in
Africa in 1953, admission was confined mainly to full-~time
students with undergraduate degrees. The course was for one
academic Yyear. The Institute now offers three courses:

(a) Post-graduate Diploma in Librarianship after
one year of study (Dip.Lib.)

(b) Master of Library Studies (M.L.S.) afterxr
a period of two years or more.

(c) Doctor of Philosophy in Library Studies (Ph.D.)
after three years or more.

Tt is hoped that a Certificate in Library Studies for
intermediate staff with secondary school gqualifications will
be inaugurated in the academic year 1970/71.

Ahmadu Bello University, Zaria. Department of Librarianship.

This school was founded in 1968/69. At the time Ibadan
was training librarians for professional positions but no formal
training existed at the intermediate level or the more Jjunior
staff. Two programmes were started at Zaria:

1. A two year Diploma Course.

2. A three year course culminating in a Bachelor
of Library Studies (B.L.S.)

3. In 1969 (June) a one year M.L.S. course was added.

ithile the Diploma Course covers professional subjects, the
B.L.S. includes academic courses, one of which must be a foreign
language. The M.L.S. comprises a professional course and a
research project on any aspect of librarianship pertinent to
Africa. - ’

Department of Library Studies of the University of
Ghana, L.egon - D . T —

’ Library training in Ghana was first given at Achimola
College for the duration of one year. It was jointly sponsored
by the British Council and the four British Colonial governments
of Uest Africa. The course prepared students for the British
Library Association examinations from 194k,

Following the establishment of the Ibadan Library School,
the Ghana Library Board accordingly started a non-graduate
iibrary school in 1962. In 1965 it moved to the University of
Ghana which offered a major in library science i.e. B.A. in
Library studies. This programme was however suspended in 1967
and the School now offers a two year graduate diploma course
(Dip.Lib.). ‘ o ' '

East'Afriéan Sdhoo;,dkaibrarianshig
The School, which was set up .in 1963, is one of the main

siinstitutes of the now University of Makerere. -It is supervised
by the Couricil for Library Training.in East Africa, whose

A ruiToxt provided by ER
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Africa in 1953, admission was confined mainly to full-time
students with undergraduate degrees. The course was for one
academic year. The Institute now offerxrs three courses:

(a) Post-graduate Diploma in Librarianshlp after
one yvear of study (Dip.Lib.)

(b) Master of Library Studies (M.L.S.) after
a period of two years or more.

{(¢) Doctor of Philosophy in Library Studies (Ph.D.)
after three years or more.

It is hoped that a Cerxrtificate in Library Studies for
intermediate staff with secondary school qualifications will
be inaugurated in the academic year 1970/7i.

Ahmadu Bello University,; Zaria. Department of Librarianship.

This school was founded in 1968/69. At the time Ibadan
was training librarians forxr professional positioms but no formal
training existed at the intermediate level or the more junior
staff. Two programmes were started at Zaria:

1. A two year Diploma Course.

2, A three year course culminating in a Bachelor
of Library Studies (B.L.S.)

3. In 1969 (June) a one year M.L.S. course was added.

ihile the Diploma Course covers professional subjects; the
B.L.S. includes academic courses, one of which must be a foreign
Janguage. The M.L.S. comprises a professional course and a
reseaxrch project on any aspect of librarianship pertinent to
Africa.

:DeEartment of Librerx Studies of the University of
Ghana, Legon

Library training in Ghana was first given at Achimola
College for the duration of one year. It was Jjointly sponsored
by the British Council and the four British Colonial governments
of Vest Africa. The course prepared students for the British
Library Association examinations from 1944,

Tollowing the establishment of the Ibadan Library Scheol,
the Ghana Library Board accordingly started a non-graduate
library school in 1962. In 1965 it moved to the University of
Ghana which offered-a maJor in 11brary science i.e. B.,A. in
Library studies. This programme was however suspended in 1967
and the School now offers a two year graduate diploma course

(Dlp le ). :

uast Afrlcan School of lerarianshlg

The School, which was set up . in 1963, is one of the main
institutes of the now’ Un1ver31ty of Makerere. It is supervised
by the Council for Library Training.in East Africa, whose
representatlves are . from Kenya, Uganda and Tanzaniae. Courses
conéueted are..‘ - . ‘

1. The six months Certlflcate Course for lerary
As51stants.

2.,The ‘two year Dlploma Course for non-graduates
1eadrng to a Dlploma 1n lerarlanshlp.

3. A'course: in school librariansh\p given at the
Paculty of 1?‘f:lucat:Lon to all second year students
reading for a B.A. 1n Eduoatlon.

ARG o §



Library studies in Zambia

A school of library studies is based at the University
of Zambia, Lusaka and is the most recent library training
programme. Library studies lead to the B.A. or B.Sc. The
School of Education offers courses in librarianship to students
taking a post graduate certificate in education and those
studying for education at undergraduate level. The School was
established to meet Zambia's library manpower needs. The
Zambia Library Service offers courses for both sub-professionals
and for non-graduate professionals.

In all African countries where there is widespread
consciousness for libraries, there are other courses which
are run on an informal basis and devised by individual library
systems or professional associations. :

(a) In-service training courses meant for library
 assistants to improve their daily routines
performance. ' '

() Short‘cQurses‘for practisiné teachers.

(c) Courses for students reading education. These
take librarianship;instruction-optionally.

(d)‘Ueekendj§chodlsfrun‘by professional associations
and attended by all engaged in library work.
Uherevthese_haVe been,well,planned”they»have been

‘ extremelyjinstructivéAto»library,assistanﬁs;

(e) Instructional library conferences organised by
‘-RprofeSSfQﬁél‘éSstiatiﬁnsvand[attendedtby , R
yiuglibrarians;ﬁ,ubéprqfessioﬂalééandaalliintérested?f-
> 11]_ books and libraries. :‘-} Lo e RIS TR A A LAY
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IiT. CLASSIFICATION OF LIBRARIES

that is a library

The International Federation of Library Associations has
defined a library as an organized collection of published books
and periodicals and of other reading and audio-visual materials;
and the services of a staff able” to provide and interpret such
materials as are required to meet the informational research,
educational or recreational needs of its users:

The Department of Documentation, Libraries and archives,
UNESCO has classified libraries as follows:

A. National libraries

The mational library should play a central role
in coordinating the national library services.

The functiomns of a mational library are:

1. To serve as a permanent depository foxr all
publications issued in the country.

2. To collect printed material concerning the
country, wherever published and be
,responsible for coordination of efforts

to secure all foreign literature which
the country reqgquires.

3. To serve as a coordinating centre for
‘cooperative activities.

4. To organize the national and international
exchange of publications.

5. To centralize the cataloguing and classification
. .of printed matter and to ensure the distribution
of cards or printed catalogues for certain types
of libraries.. ' :

6. To compile, puboish and distribute a mnational
union catalogue of periodicals held by
libraries in the country and to keep it
up-to-date.

7. To centralize inter-library loans in respect
of foreign libraries.

8. To have full and accuratevknowledge of all
sources of bibliographical information in
the country. B . ' |

‘9. To coardinate the bibliographical activities

' of the country. ;

_1Q. To -hava the duty,offcompiling and publishing :

S a»rggular;'comprehenSiveﬁnationa11bibliography
. of current publications at regular intervals
. and endeavour ‘to produce a retrospective
““national bibliography. as soon as possible.




TThat is a library

The International Fedesation of Library Associations has
defined a library as an organized collection of published books
and periodicals and of othexr reading and audio=visual materials
and the services of a staff able” to provide and interpret such
materials as are required to meet the informational research,
educational or recreational needs of its users:

The Department of Documentation, Libraries and archives,
UNESCO has classified libraries as follows:

A. National libraries

The mnational library should play a central role
in coordinating the national library services.

The functions of a mational library are:

1. To serve as a permanent depository for all
publications issued in the country.

2. To collect printed material concerning the
country, wherever published and be
responsible for coordination of efforts
to secure all foreign literature which
the country reguires.

3. To serve as a coordinating centre for
‘cooperative activities.

4., To organize the national and international
exchange of publications.

5. To centralize the cataloguing and classification
of printed matter and to ensure the distribution
of cards or printed catalogues for certain types
of libraries.

6. To compile, puboish and distribute a national
union catalogue of periodicals held by
libraries in the country and to keep it
up-to-date.

7. To centralize inter-library loans in respec
of foreign libraries. :

8. To have full and accurate knowledge of ail
-sources of bibliographical information in
the country.

9. To coardinate the bibliographical activities
of the country. '

10. To have the duty of compiling and publishing

- : a regular, comprehensive national bibliography
of current publications at regular intervals
and endeavour to produce a retrospective
national bibliography as soon as possible.

B. Public {(p ) libraries

The reole of the public library is to promote the
spread of knowledge, education, and culture to all
categories of pupulation according to their cultural,
economic,; social and individual needs.

The public library must give access to an adequate
collection of books and othexr material of a compreﬁensive
; nature, which will give the reader an opportunity to
study_any'field-of knowledge without restriction.
. The function of a public library is to provide free
;l;b?arykservices,to'alljperSOns,'irrespeétive of race,
vrellgion,for_politistand@to'prdVide'SérviCes foxr

» Q@ . . children. - 5 T » = _




A school library should play a vital role in
education. It should be an integral part of the
schooly, and a library service is essential in the
modern educational programme.

C. School libraries

An adequate school library service includes the
provision of trained library persomnnel and clerical
assistants, organized collections of sufficient and
appropriate books; other printed materials and audio-
visual aids; adegquate library rooms properly equipped;

a regular library budget, a library programme which
encourages and assists in the use of materials; a
continuing evaluation of the effectiveness of the library
services to the school.

The functions of a school library are:

1. To help pupils to complete and perfect
their school education.

2., To help primary-and secondary school teachers
' in their teaching functions and

3. to help the community fulfill as much as
possible the function of a public library
where this does mnot exist.

The organisation, coordination and administration of a
national system of school libraries ought to be the task of
ar administrative unit within the Ministry of Education.

There ought to be a. centralisation of “technical services,
vizs: selection, acguisition, cataloguing, classification and
the preparation of books for loan.

The functional aspects of the development of school
libraries should be analyzed carefully; 1.5% of the budget
of public education should be devoted to school library .
development.

D. University libraries.

The univérsity library should be an integral part of
the university and an 1mportant factor in teachlng and
research. »

It should provide adequate reader services for
undergraduate and post-graduate students, research -
scholars, and faculty members. This means the
acquisition; organisation and presentation of books,
Journals,; manuscripts, maps, charts. and other graphic
materials and of photocopies and microcopies, for the
furtherance of instruction, research and extension
work imn unlver51t1eso

"The functions of each university should be to set up
a central llbrary responsible for'

T Plannlng and aamlnletratlon°
2. controlllng the work of branch or departmental
_ : ‘librariessg
3. coordlnatlng technical proce551ng, ‘
4._ma1nta1n1ng and using a COllectlon of books
: -and;’ documents: and
'ﬁjyrllbra y’extenslon-»
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The planning of the 1ibraries of new uliversities
should be well in advance of tHwe mctual commenc em=nt
of the courses.

All library administrators =immmld have :an advisory
committee to which the chief msEmmrian comld submiit
problems as he thinks fit. TRe «chief librarian would
e responsible for coordinatingz: the work of this body.

As far as organisation is concerned?

1. Bach university library should draw up a
coordinated plan for acquisition (or
cooperation in acquisition) of books in
special fields with the object of achieving
as full a coverage as possible.

5. The university library should strive to
achieve maximum uniformity in cataloguing.

3. The university 1ibrary should use
internationally recognised classification
systems.

4. The central university library should possess
a union catalogue; listing all books and
periodical collections existing in the
university.

5. The university library showld orgamris.e or
maintain reference section= containimg the
necessary material and eff=r—%aently siaffed,
so as to facilitate reseamcin and informatio.

In planning a rmew university V#dbrary, it should be
ensured that the site is large enmough for Future

expansion. The buildingsshould?&%"centrmlly'situated:in-

relation to halls of residence arml :academic buildixgs,
and it should be physically separ=ated from other
buildings.

Five percent of the budget of the university should
be devoted to university library development.

ey

T. Special libraries and/or documentation centrese.

Libraries maintained by an association, government
agency, research institution (excluding university

institutes), learned society, professional .association,

museum, business firm, ‘industrial organisation, chamber
of commerce, etc. or ‘other organised group, the greater
part of their collections being in a specific field or
subject (e.g. matural sciences, social sciences,
agriculture, chemistry, e@conomics, engineering, law,
history). o - :

The development of special libraries and/or
documentation centres is a very smportant activity
in countries where rapid economic development is the
objective. The functions of special libraries are:

1., To provide the institutions for which they
operate with bibliogzraphical and information
services in respect of studies and research
in their respective fields. ‘ o

2. To exchange photo reproductions of documents

,between do¢um9ntationTservices;in the regiomn.

3. To collect scientific literature as an essential

7. basis for documentation services.. . . :

16/



Summary
Libraries can be grouped:

(a) By source of financial support.

(i) Tax-supported: public, couniry, state,
federal government libraries, schools,
colleges and universities.

(ii) Tuition-supported or memberships private
schools, membership subscription libraries.

(iii) Industrial and commercial firms: company
iibrary facilities that function within the
framework of a business operating to produce
goods or services.

(iv) Endowed institutions:

(b) By principal type of clienteile

(i) Gemneral public: includes the endowed libraries :
that are for public use and tax-supported
municipal, county; state and federal government i
libraries.

(ii) Students: schools, colleges and universities.

(iii) Institution patients and inmatess patients'
libraries in hospitals and prisaom libraries.

(iv) Industries, businesses, amnd specialised ;
staff and clientele: most special libraries
many specialised government libraxies.

(c) By type of materials found im the libraries

Subject: , v , ‘
General libraries: covering mamy subgjects,
this category includes most public, =3chool,
university and college libraries.

Specialised sub.jects: includes the government
tax-supported special libraries, company
libraries, society libraries or busimess
branches of public libraries.

IFormat

Books: materials in bound form, such as
monographs, texts, bound periodicals. Included
in this category are most public libraries and
‘the main libraries of schools, colleges and
‘universities.

Unbound materials, including periodicals pamphlets,
technical reports, patents. Included are most
special libraries.

Non-printed word materials, music, maps, phonogxraph
,reqords, microﬁorms,‘motion pictures, tape
recordings; photographs, prints and pictures,
newspaper clippings, etc. . '
Manuscriptss; rare-book collections containing
ipqunabula_or materials produced prior to the
printing press and the more contemporary =
‘manuscripts and typescripts that are in the
national archives and in archives of universities
andjcompanigsVand“other”research libraries.

e
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TIT. THE TANGANYTIKA LIBRARY SERVICE

Tn June 1960 the British Council appointed a Libraries
Organiser for East Africa who eventually produced the Hockey
Report which formed thebasis of the establishment of the
Tanganyika Library Service.

Governing body

The Tanganyika Library Service is a parastatal organisation
under the Ministry of National Edmcation.

The governing body is the Tamganyika Library Services
Board which was established by Gavernment in 1663. The members
of the Board are appointed by the Minister focxr National Edmcation.
The functions of the Board are to promote, establish, equip,

manage, maintain and develop libraries 1in mainland Tanzani=z.

The Board consists of ten members who meet approximately
six times a yearT. A mumber of adwisory committees have been
appointed and fhe Board has recemtly decided to extend thris
policy by the =stablishment of ad&visory committees to covel
libraries in parastatal organisaions and goverrment departmental
libraries.

. a e cntam

The Library Service is fanmmced by means of a subvenifion
from the central Govermment (the Ministry of National Edumation),
local authorities and grants from a number of orgaemisatiams.

Tvpes of services provided

(a) <The National Central Library, situated in Dar es Salz=am;
it is the headquarters of a nation-wide library sermicCe.
Tt has a fully organised public,;referemnce and lendisgz
service for both adults and children, a central book

processing and supply unit, and a central advisory
service.

(b) There are branch libraries in Arusha, Bukoba, Iringa,
Kibaha, quogWe, Moshi, Mwanza and Tanga and plans
are under way fqr‘building libraries in other regions.

(¢) There are at present rural mobile library services
operating from Mwanza, Tanga and Kibaha and, it dis

hoped that with the acquisition of new mobile
libraries more places will be served.

(d) Loan collections are provided to a wide variety of
institutions.

(e) There is a school mobile library service.

Librarv legislation

The following Acts affect the establishment and operation
of the Tanganyika Library Service:s

The Tanganyika Library- Services Board Act, 1963
The L;braries,§Deposit of Books) Act, 1962

The Libraries ‘Deposit of BoOks; Order, 1963
Copyright Act, 1966. ‘ SRR

p.oge
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The details of the Acts are as follows:

Lo

The Tanganyika Library Services Boawxd Act, 1963

Establishment of the Board

{1) There is hereby established a board; which shall -

(2) be a body corporate by the name of the
Tanganyika Library Services Board with
perpetual succession and a seal.

(p) in its corporate name be capable of
suing and being sued; and

(c) be capable of holding, purchasing and
otherwise acguiring, and dismosing of
sany propexty moveable or Iimmoveable for
+the purposes or in the course. of carrying
out of its functions.

(2) The provisions of the Schedule hereto shalZz
have effect as to the constitutiion and
proceedings oxr, and otherwise im relation ta,
the Board.

FTunctions of Board

4{1) The functions of the Board shall be to
promote; establish, eguip, manage, maintain
and develop libraries in Tanganyika.

(2) The Board shall have powers for the purpose
of carrying out its functions to do all such
acts as appear to it to be requizsite, advam—
tageous or comnvenient for or in connection
with the carrying out of iits functions or ta
be incidental ox conducive to their proper
discharge, and may carry on any ractivities o T s
that behalf either alone or in association
with any other person or body (including'the
Government or a local authority).

Report by Board

5. The Board shall within six months after the end
of each financial vear of the Board, make a
fuli report to the Minister on the cocnduct of
its business during that year, and the Minister
‘shall lay a copy thereof before the National
Assembly.,

Appointment of Dlrector and other staff

6(1) The Board may appomnt a Director of the
Tanganyika Library ‘Services who shall be the
Secretary and Chief Executive Officer of the
Board and who shall be entitled to be present
and to speak (but not to vote) at meetings
of the Board.

(2) The app01ntment of the Dlrector and his
terms and conditions of service shall be
subject to the approval of the Mimister.

(3) The Board may,,from time to time, app01nt
on such terms and conditions as it may think
it such offlcers, clerks and servants as
it may con51der necessary for carrylng out
1ts functlons undexr thls Act.

. o
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Tuands of Board

7. The Ffunds and resources of the Board shall
consist of -

(2) such sums as may be provided by
Pariiament for the purpose

() any sums or property which in any
manner become paya¥®Wle to or vested in
the Board in respect of any matter
incidental to the carrying out of its
functionss

(c) anmy sums or property which may be donated
to the Board: Provided that the Board shall
not be obliged to accept a donation for a
particular purpose unless it approves of
the terms and conditions attached to such
donation.

Irnwvestment

8(1) The Board may, with the approval of the
Erimister, and subject to such conditions as
re may impose, invest such part of its funds
asgs are mnot for the time being required for
“the purpose of its business.

=) The powers of the Minister under this

section shall be exercised with the concurrence
woof the Minister for the time being responsaible
For finance and shall extend to the amount
which may be invested, the nature of the
investment and the terms and conditions thereof
and the Minister's approval may be either
general or limited to a particular moment.

Accounts and Audit

9(1) The Board shall keep proper accounts and other
records in relation thereto and shall prepare in
respect of each financial year of the Board a
statement of accounts in a form approved by the
Minister, being a form which conforms with the
best commerc1al 'standards.

(2) subject to any resolutlon of the National
Assembly under section 28 of the Exchequer and
Audit Ordinance, 1961, the accounts of the Board
shall be audited by auditors appointed annually
by the Minister.

(3) As soon as the accounts of the Board for
any financial year thereof have been audited,
the Board shall cause to be sent to the
Minister a copy of the statement of accounts
Rrepared in respect of that year together with
a copy of any report made by the auditors on
the statement or on the accounts.

(4) The Minister shall, within a period of six
months (or such longer period as the National
'Assembly may by resolution appoint) after the
.end: of the financial year of the Board to :
which the accounts relate, lay a copy of
v : every geuch statement and report before the
Qo ' ,Natlonal Assembly.'. .
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Fireecution of documents

12/{(1) All deeds, instruments, contracts and other
documents shall be deemed to be duly executed
by or on behalf of the Board -

(a) if sealed with the common seal of the
Board and signed by two members thgreof; ox

(b) if executed in that behalf by one hembexr
of the Board appointed by the Board for
that purpose and by the Director oxr any
member of the staff of the Board acting
in that office.

Smpulations

+1. The Board may, with approval of the Minister,
make regulations -

(a) for the better management and control of
any library managed by the Board.

(b) for protecting any such library and
fittings, furniture and contents_thereof
From damage

(c) for the giving of a guarantee or security
of any person using any such library
(a) for fees, and penalties to be paid by

any person borrowing books from any such
library; and

(e) gemerally for the better carrying out
of the purposes of this Act.

B@fﬁibrarieé (Deposit Qf-Books) Act, 19562

Pelivery of copies of books;grinted in_ Tanganyika

2{(1) The prinhter of every book printed in
Tanganyika shall, within one month after
the day on which any such book is first
delivered out of the press, and notwith-
standing any agreement, if the book is
published between the printer and publisher
thereof; deliver at his own expense one copy
of the book to the librarian of the Deposit
Section of the Library of the University
College, Dar es Salaamn; and one furtherxr copy
to such persomn and at such place as the
Minister may be order direct.

{2) BEvery copy delivered under the provisions of
+this section shall be a copy of the whole book
with all maps and illustrations belonging '
thereto, - finished and coloured in the same
‘manner as’ the best copies of the same are
produged,@andTSHail,be.bbund;féewed or

stitched together, 'and on.the best paper cn

“which the book is printed.



10(1) All deeds, instruments, contracts and other
documents shall be deemed to be duly executed
by or on behalf of the Board -

(a) if sealed with the common seal of‘the
Board and signed by two members thereof; ox

(b) if executed in that behalf by one member
of the Board appointed by the Board for
that purpose and by the Director or a2ny
member of the staff of the Board acting
in that office.

Regulations
11. The Board may, with approval of the Minister,
make regulations -

(a) for the better management =nd control of
any library managed by the Board.

(b) for protecting any such library and
fittings, furniture and contents-thereof

from damage

(c) for the giving of a guarantee or security
of any person using any such library

(d) for fees, and penalties to be paid by
any person borrowing books from any such
library; and

(e) generally for the better carrying out
of the purposes of this Act.
5. Libraries (Deposit of Books) Act, 1962

Delivery of copies of booggAprinted in Tanganyvika

3(1) The printer of every book printed in
Tanganyika shall, within one month after
the day on which any such book is first
delivered out of the press, and notwith-
standing any agreement, if the book is
published between the printer and publisher
thereof, deliver at his own expense one copy
of the book to the librarian of the Deposit
Section of the Library of the University
College, Dar es Salaam, and one further copy
to such person and at such place as the
Minister may be order direct.

(2) Every .copy delivered under the provisions of
this section shall be a copy of the whole book
with all maps and illustrations belonging
thereto, r finished and coloured in the same
manner as the best copies of the same are
produced,; and shall be bound; sewed or _
stitched together, and on the best paper on
which the book is printed.

,(3) The publisher or any other person employing
the printer shalil withi:n a reasonable time
before the expiration of the said month, supply
the printer with all maps, prints and other
illustrative materials finished and coloured
as aforesaid which are necessary to enable him
to comply with the requirements of this section.

(4) The person to whom any copies of books are

' delivered pursuant to this section shall give or
- cause to e given to the printer a receipt in L
writing for the same. _ . L 21/ .




Penalties for non-~delivery of books by printex
or Tor mnon-delivery of maps, etc. by publisher.

4(1) Any printer who fails to comply with any of
the provisions of subsections (1) or (2) of
Section 3 shall be guilty of an offence and
liable on conviction to a fine not exceeding
one bhundred shillings and the court before
which any such printer is convicted may in
addition order him to deliver to the librarian
of the Deposit Section of the Library of the
University College;, Dar es Salaam, or to the
person mentioned in any order made by the
Minister under subsection (1) of Section 3 or
both, as the case may be, a copy of the book
in respect of which the conviction is recorded.

(2) Any publisher or other person employing any
printer who meglects to supply such printer,
in accordance with subsection (3) of Section 3
with the maps, prints or other illustrative
materials which may be necessary to enable him
to comply with the requirements of this Act
shall be guilty of an offence and liable on
conviction to a fine not exceeding one hundred
shillings

C. The Libraries (Deposit of Books) Order, 1963

The further copy of every book printed in
Tanganyika shall be delivered to the Director of
Library Sexvices at his office in Suleman Street

or at any other place to which his office shall
be moved.

D. The Copyright Act, 1966.
“Torks eligible for copyright

3(1) Subject to the provisions of this section
the following works shall be eligible for
copyright -

a; literary works
musical works
c; artistic works
cinamatograph films
e) souvnd recordings
Lf) broadcasts. -

L(2) The term of a copyright conferred by this
“section shall be calculated according to the
following tables '

v _ .~ Date of expiration
Type of work of copyright
1. Literary, musical or Twenty-five years after
artistic work other ’ the end of the year in
‘than photographs. - - which the aﬁphor dies.
2. Cinematograph films and Twenty-five yvears after
photographs ' : the end of the yvear in

which the work was first
. made lawfully accessible
‘ , to " the public, g
3. Sound recordings ' Twenty-five years after
- o ‘ .the end of the year in
~which the recording was

"'made

M
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Date of expiration
Type of work of copyright

4. Broadcasts Twenty-~five years after
the end of the year in

which the broadcast took
place.

(3) In the case of anonymous or pseudonymous literary,
musical or artistic works the copyright therein
shall subsist until the end of the expiration of
twenty-five years from the end of the year im
which it was first published.

Provided that in the event of the identity
of the author becoming known the term of
protection of a copyright shall be calculated
in accordance with the provisions of subsection

(=2).

(4#) In the case of work of joint authorship, referemnce
in the preceding table to the deatili of the author
shall be taken to refer to the author who dies lasty,
whether or not he is a gualified person.

(5) For the purpose of this section a publication
of a work under two orxr more pseudonymous unless
all those mnames are pseudonymousS.

(More details can be obtained from the Act)
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A, Stock Department

Principles and procedures of book selection

The function of the Stock Department is basically
to coordinate orders placed by the public departments
and branch libraries. The principle followed is that
the staff who are in daily contact with the public are
in the best position to assess the needs of the public,
and book selection should therefore be done by them.
Before a book is brought for any service point some cf
the following factors should be considered:

(a) Is it a good book of its kind?

(b) Has the library too few/too many books
on the subject?

(¢c) Will it be well used in the department or
branch for which it is being ordered?

There are othex factors, such as price, which must be
considered, but those listed are basic. A decision

can be reached onn {a) by means of the reputation of the
author, or the publisher, or by reading a review or by
examining the book itself. A good knowledge of the
stock of the library is essential for assessing (b).
Item (c) is the most difficuit to assess and also " e
most dimportamnt. The only way in which a reasoned
jJudgement can be made is for the librarian to have a

. detailed knowledge of the stock which he has at present.

Vhat books are issuing well; what books are issuing
poorly; what subjects are being requested; what requests
are not being met from sbtock; and so on.

Apar't from the knowledge acquired on a day-by-day
basis, the librarian can obtain valuable information
fromn issue surveys. These are carried out once a
vear and involve counting all books on loar, and all
books on the shelves, and splitting these figures up
according to subject. Fox instancey; a branch library
might find that it had 20 books on Russian history in
stock of which 19 cere on the shelves and 1 in the issue.
it might also find that it had 20 books on bookkeeping
of which 19 were on issue and 1 on the shelves. In this
casey; the branch librarian would realise that he had too
many books on Russian history, and too few on bookkeeping.
Questionnaries issued to the public can also be useful in
assessing demand readers can be asked, for instance,
what books they have read recentlys what are their

- favourite subJects&*whether they find the llbrary stock

suitable, etc.



Principles and procedures of book selection

The function of the Stock Department is basically
to coordinate orders placed by the public departments
and branch libraries. The principle followed is that
the staff who are in daily contact with the public are
in the best position to assess the needs of the public,
and book selection shculd therefore be done by them.
Before a book is brought fox any service point some of
the following factors should be considered:

(a) Is it a good book of its kind?

(b) Has the library too few/too many books
on the subject?

(¢) Will it be well used in the department or
branch for which it is being ordered?

There are other factors, such as price, which must be
considered, but those listed are basic. A decision

can be reached on (a) by means of the reputation of the
author, or the publisher, or by reading & review or by
examining the book itself. A good knowledge of the
stock of the library is essential for assessing (b).
Ttem (c) is the most difficult to assess and also the
most important. The only way in which a reasoned
Judgement can be made is for the librarian to have a
detailed knowledge of the stock which he has at present.
hat books are issuing well; what books are issuing
poorlys what subjects are being requested; what reguests
are not being met from stock; and so on.

Apari. from the knowledge acquired on a day-~by-day
basisy; the librarian can obtain valuable information
fTrom issue surveyse. These are carried out once a
yvear and involve counting all books on loan, and all
books on the shelves, and splitting these figures up
according to subject. For instance; a branch library
might find that it had 20 books on Russian history in
stoclk of which 19 cere on the shelves and 1 in the issue.
Tt might also f£find that it had 20 books on bookkeeping
of which 19 were on issue and 1 on the shelves. In this
case, the branch librarian would realise that he had too
many books cn Russian history, and too few on bookkeeping-
Questionnaries issued to the public can also be useful in
assessing demand -~ readers can be asked,; for instance,
what books they have read recentlyjy; what are their
favourite subjecits; whether they find the library stock
suitable, etc, o

Stocktaking

In any business or enterprise which allows the public
Tfree access to its stock,; a certain amount of the stock
will be stoleny, and libraries are no exception. It is
therefore necessary, in any such organisation, to
compare the records of what should be in stock with
wihiat actually is in stock. This process is knows =as
Stocktaking. Inn the case of the Tanganyika Libyrary
Service, it involves the checking of the record (i.e.
the stockcard) against the bosk which it represents.
This process is carried out each year at the branch
libraries. In the Central Lending Library, owing to a
yuch larger number of books,; only a section of the

stock is checked each yeaxr, so that the whole stock is
covered over a three year period. '

\‘l ‘ ‘ | . ‘ ‘ » ' :_ 24/' e o O =& =
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Unless stocktaking is carried out regularly, there will
e an increasing number of entries in the catalocgue for
which there are no books in the library (because they
have been stolen) . This causes confusion and irritation
to both staff and readers :.2d makes it almost impossible
to operate an efficient rec aest service.

Then the checking has been completed, the librarian
wilil be left with a mnumber of stockcards for which no

boolks can be found. If these cards are examined carefully,
some useful information can be obtained for book selectiomn
purposes. It is almost always the case tThat thhe best
books, or the books in great demand, are the ones which

have been stolen and it should be obvious which subjects
are the most popular because they will have the greatest
number of books missing.

Bogolk Selection — tools

Vhen assessing a book for addition to stock,; the
1ibrarian uses a number of aids to assist him in his
decisione. The best method of assessing the suitability
of & book is to examine the book Hditself -~ this dis done
for books published lscally-. T+ is not mormally possible
in the case of books published overseas and it is here
that book selection aids are necessary. The most
important aids are 3

1. Reviewsje. These vary in qguality, but usually
give an axsessment of a book, by an impaxtial
reviewex. The main drawback about reviews is

that the best ocmnes usually appear a considerable
time after the book has been published. At the
Wational Central Library, a large number of
periodicals (e. e The Times Literary Supplement)
and newspapers e.g8. The Standard usually carries a
review in the Friday issue of the week) are
regularly scanned for weviews of worthwhile books.

2. Booklists. Subject booklists issued by reputable
organisations are very useful when revising the
stock of a particular subi=ct. The best booklists
contain annotations i.e. brief descriptions and
assossments of the books. .

3. Bibliographies. These are usually fairly
comprehensive lists on a particular subject or
dealing with a particular locality. One of the
most widely used is the British National
Bibliography (B.N.B.) which lists all books

published'in Britain. Many other countries e.&.
Ghana, India, Canada, Australia, etc. also have
National Bibliographies e.g. *‘Printed in Tanzania'
is our mnational bibliography and is compiled by
© +the Stock Department. Another very useful
ERK: bibliography is the Cumulative Book Index (C.B.I.),

=== which lists English language books published through-
- owut the world... . o Tl T : ' ’



nave beell stoler). nls causes confusion and ir:z=itation
to both staff and readers and makes it almost impossible
to operate an efficient request service.

Then the checking has been completed; the librarian
wili be left with a number of stockcards for which no
becoks can be found. If these cards are examined carefully,
some useful informatiom can be obtained for book selection
purposes. It is almost always the case that the best
books, or the books in great demand, are the ones which
have been stolen and it should be obvious which subjects
are the most peopular because they will hnave the greatest

number of books missiiig.

Book Seiection - tools

iThen assessing a book for addition to stock, the
Jibrarian uses a number of aids to assist him in his

decision. The best method of assessing the suitability
of a book is to examine the hook Hitself - this is done
for books published locally. Tt is not nmormally possible
in the case of books published overseas and it is here
that book selection aids are necegsary. The most

important aids are :

1. Reviews. These¢ vary in quality, but usually
give an assessment of a book, by an impartial
reviewer. The main drawback about reviews is
that the best omes usually appear a considerable
time after the book has been published. At the
Wational Cemntral Library, a large number of
periodicals (e.g. The Times Literary Supplement)
and newspapers ?e.g° Th.e Standard usually carries a
review in the Friday issue of the week) are
regularly scanned for reviews of worthwhile books.

2. Booklists. Subject booklists issued by reputable
organisations are very useful when revis.ng the
stock of a particular subject. The best Looklists
contain annotations “.e. brief descript’ ns and
assessments of the Looks,

Se Biblioggﬁghiese These are usually fairly
comprehensive lists on a particular subject or
dealing with a paxrticular locality. One of the
most widely used is the British National
Bibliography (B.N.B.) which lists all books
published in Britain. Many other countries e.g.

Ghana, India, Canada, Australia, etc. also have
National Bibliographies €.g. 'Printed in Tanzania!
is our national bibliography and is compiled by
the Stock Department. Another very useful
bibliography is the Cumualative Book Index (C.B.I.),
which lists English language books published through-
out the worilid. ‘ '

L. Library Assessions lists. Many libraries issue
regular lists of the books which they add to stock
and in some cases these can be very useful for
selection purposes, particularly for material
concerning Tanzania. ‘It often happens, for instance,
that the Tanganyika Library Service has its attention
drawn to some obscure item concerning Tanzania only
because it has appeared in the accessions list of
another library specialising in East Africana e.&.
~~ecession list of the University of Dar es Salaam

library. v ' 25/cocacnsa
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5. Secondhand booksellers and catalogues. These are
used for selecting out-of-print material, mainly

in the field of East Africana. Apart from obtaining

copies on microfilm, etc.; this is the only way of
obtaining material which is out—-of-print.

6. Publishers catalogues, lists, etce. These may be of

many different types, and may list books, government
publications, useful in drawing the attention of the

librarian to new books, although they are not wvery
useful in assessing books.

Boolt selection procedures

in the Tanganyika Library Service, the basic book

selection is domne from the weekly issues of the British

National Bibliography. FTach branch receives these and

the Branch Librarians select from them books which they

naed. These orders are then sent to Stock Department
and combined with the orders from the Central Library
Departments, so that all the copies required may be

ordered togethex. Books listed in B.N.B. are normally
ordered through a bookseller in England.

This method of ordering covers new British books,
but the Tanganyika Library Service mus3, of course,
buy a wider selection than this. Books published in
LPast Africaj; in other African countriess or elsewhere
in the world are traced by scanning book reviews, and
booklists and by going through publishers catalogues.

Boolt order procedures and records.

(a) B.N.B. orders.

The branches submit the order slips and the
Central Library Departments mark the weekly B.N.B.

The bibliographic librarian marks the B.N.H5. entries

indicating whichk service points have asked Tor a

particulay book. Then the marked B.N.B. goes to the
senior librarian, who goes through it cancelling any
order that is 'irregular'! according to the statement

o book selection policy. He also orders any books
that he thinks will be used well in any of the
service points; he also selects books for the
Exchange Section. The B.N.EF. is returned to the
bibliographic librarian who sees that order slips
are made. Below is an example of an order slip
which has been completed. ‘

(ﬁAuthor_ f BEENT, Peter - ' _ Date 5:71
FRICLe- . No way.back from Prague - : .

!“
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Publishors catalogues, lisits, etce. These may be of
meny different types, and may 1ist books, government
publications, useful in drawing the attention of the
iibrarian to new books, althorgh they are noet very
uvseful in assessing books.

Book selecition procedures

ITn the Tanganyika Library Service, the basic book
selection is done from the weekly issues of the British

Mational Bibliography. Each branch receives these and
the Branch Librarians select from them books which they
need. These oxrders are then sent to Stock Department

and combined with the orders from the Central Library
Departments, so that all the copies required may e
ordered together. Books listed in B.N.B. are normally
ordered through a bookseller in England.

This method of ordering covers new British books,
but the Tanganyika Library Service mast, of course,
buy a wider selection tham this. Books puonlished imn
East Africa; in other African countries; or elsewhere
in the world are traced by scanning book reviews, and
booklists and by going through publishers catalogues.

Boolx order procedures and records.

(a) B.N.B. orders.

The branches submit the order slips and the

Central Library Departments mark the weekly B.N.B.
The bibliographic librarian marks the B.N.B. entries
indicating which service points have asked for a
particular book. Then the marked B.N.B. goes to the
senior librarian, who goes through it cancelling any
order that is 'irregular' according to the statement
of book selection policy. He also orders any books
that he thinks will be used well in any of the
service points; he also selects books for the

Exchange Section. The B.N.B. is rTeturned to the
bibliographic librarian who sees that ordexr slips
are made. Below is an example of an order slip

which has been complested-

l4pauthor  DSRENT, Peter | | Date 5:71
Title . "No way back from Prague
- ' 5 ~ ANF
. Qtye. Class
j . {Hodder and _ — )
PubllshurQStroughtoniBookseller . B ARUW IRIV|KIB
Date 1970 Order No.M 188/5:71 KIL IBE |MOR
Edition ) MTW TAB MWA
s.B. No. 340105682 TAN WLA
. Reason for non- ’
_Price 28/~ DDy . DAR 2 BR |EX
Please supply to Tanganyika Library SM SEX
Service, P.0. Box 9283} .
Dar es Salaam. ‘ 1
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The order slip, apart from giving the bpibliographic
details i.e. author, title, publisher, date of
publication, edition, has also a grid location box
indicating the serwvice points that have asked for
the =vitle. In this case, Dar Adult has asked forxr
2 copies,; Arusha, Iringa and Tanga have each asked
for a copyYe Thus the number of copies reguired

is 5.

These slips them are checked against the Master
Stock Record to find out if the title is in stock
or if it is being processed and it is then checked
against the Order Catcalogue tc find out if the title
is i order. Once these checks have been carried
outy the pink slips are collected together and sent
to the book supplier with an official ordex form.
The white duplicate slip is filed into the Order
Catalogue.

(H) Orders other than from B.N.B.

These originate in the form of marked publishers'
catalogues, booklists, etc. The marked items are
checked against the Master Stock Record and Order
Catalogue. Then order slips are written, and the
same procedure as for (a) is followed.

(c) Books published in Fast Africa.

Copies on approval are asked for from the booksellers

and the Central Library Department:s indicate if they
need the book and the number of copies they need.
The senior librarian, Stock Department, assesses the
value of the books and its worth in buying the book
for other service points. The same procedure as: for
(a) is then followed. -

Methods of acquisition

{a) Purchase - takes the.form of ‘placing orders

for becoks

() Donations - an organisation or amn individual

sending books to the library free
of charge. T.L.S. accepts gifts
of books undexr the condition that
it will retain books which are
useful and discard those which
are irrelevant.

(c) Exchange ) - T.L.S. obtains quite a few books end

jourmais on an exchange basis.

T.L.S. marks the documents needed
from the exchange lists of libraries
"or asks an organisation foxr its
publications. In turn, T.L.S. sends
out an exchange list to organisations
and: libraries and the marked items
are sent to the requesting organ-
isation. For instance, DBotswana
Library Service sends T.L.S. their
bibliography and in turn T.L.S. sends
'Printed in Tanzania'.
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{a) Legal Deposit - It is govermned by the Libraries
(Deposit of Books) Act, 1962
and the subsequent Order made
by the Minister for Education
in 1983 requiring printers to
deposit a perfect copy with

the T.L.S. and another perfect
copy with the University of Dar
es Salaam Libraryv. Periodicalsy

newspapers, books, maps, etc. %
are obtained in this way. For :
instance, T.L.S. receives a

copy of: The Standard, The ’
Nationalisty, Ngurumo and Uhuru

as legal deposit copy.

ocessing voutine in the Stock Department.

Processing routine is the routine through which a book
sses before it is presented to the public for use. There are

asons for these processes as will become clear in the !
1Llowing notes.

Unpacking and checking of invoices

iThen books arrive from booksellers, they have to ba
checked against the invoices which, in most cases,
arrive in advance. These invoices show the guantity
of books supplied and prices, and the order number.
While checking the invoices there is a supplier's
information wh’och has to e recorded in the book
received, in this form: e.g. cB/3:71/8863/5/50. This
means that a -« zrtain book was purchased from the
Cathedral Booisiiop (CB), and it arrived at the Library
in March 1971 (3:71); and. the supplier's invoice number
was 8863; the price of the book was Shs.5/50. This

information will help when answering gquestiomns from
auditors.

After checl:rng the invoices, the books are checked
against the 'order file' to see whether the books
ordered have been supplied as requested. The information i
to be found is mainly on guantity, titles and editions.

Cataloguing’

iThen the Accessions! Clerk has checked the abkove, !
the books are passed on to the cataloguers. The 5
cataloguers check whether the books are new or auaded :
copies;, whether some of them need binding, or ought to
 be acquired for ithe East Africana.
Cataloguing of added copies means putting in
%nstructiqns for the typists to make added cards for
E icm books in guestion. They contain old entries
‘mgm;undton the Mastex Stock Cards. The typists copy

Tne entry with minor amendments if so indicated.
TTemgaem T Txr rmmamev =l Y o~ '
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1n 105 reqquiring princters TO
depoasit a perfect copy with

the T.L.S. and another perfect
copy with the University of Dar
es Salaam Library. Periodicals,
newspapers, books; maps; etc.
are obtained in this way. Foxr
instance; T.L.S. receives a
copy ofz The Standard; The
Nationaldist, Nguxumo and Uhuru
as legal deposit copy.

>rocessing routine in the Stock Department.

Processing routine is the routine through which a book
rasses before it is presented to the public for use. There are
reasons Tfor these processes as will become clear in the
"cllowing notes.

| o Unpacking and checking of invoeices

Then books arrive from booksellers, they have to be
chhecked against the invoices which; in most casesy
arrive in advance. These invocices show the quantity
of books supplied and prices, and the order number.
Thile checking the invoices there is a supplier's
information which has to be recorded in the book
received, in this form: e.g. CB/3:71/8863/5/50. This
means that a certain book was purchased from the
Cathedral Bookshop (CB), and it arxrived at the Library
in March 1971 (3:71); and the supplier's invoice number
was 8863; the price of the book was Shs.5/50. This
information will help when answering gquestions from
auditors.

After checking the invoices, the books are checked
against the 'order file' to see whether the books
ordered have been supplied as r=quested. The information
to be found is mainly on quantity, titles and editions.

e Cataloguing
Then the Accessions' Clexrk has checked +he above,
the books are passed on to the cataloguers. The
cataloguers check whether the books are new or added
copies; whether some of them need binding, or ought.- to
we acquired for the East Africana.

Cataloguing of added copies means putting in
instructions for the typists to make added cards for
the books in question. They contain old entries
found on the Master Stock Cards. The typists copy
the entry with minor amendments if so indicated.
Usually each added copy gets two stockcards and one
bookcard.

For mew copies; drafts are writtern from which cards
are typed. For every mnew book there is a certain
number of specified cards, as followss

(a2) Adult Non-Fiction books: 6 cards -
2 stockcards
1 card filed in author section
1T card filed in classified section
1T title card Ffiled in title section
1 Master stockcard which bears a grid stamp

showing locations. (See over) 8/
- . ...,/.oaoao
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(b) Adult Fiction books: 5 cards
as above except they do not have
classified cards.

(c) ALL Kiswahili books get 6 cards,

if NON-FICTION, and 5 cards if FICTION,
but added copies get ONE STOCKCARD eachg
and they have GREEN 4"x2" bookcards and
white 5"x3", depending on whether they
are for normal lending purposes or for
adult education centres, or for school
mobile respectively.

(c) JUNIOR books -
i) Nomn-fcition 4 caxds:
2 stockcards (one of which is accessioned),
1 tities card
1 Mastex stockcard.

They have labels and bookcards of a separate colour.

(ii) Piction 3 cards:
1 stockcard (which is accessioned)
1 title card
1 Master stockcard.

3 Typing cards and spine labels

Vhen the drafts have been prepared and the number
of cards has been indicated, the books are passed on
to the senior cataloguer for final checking before
they are given to the typists.

Typists have their TYPING MANUALS to which they
refer in ordexr to carry out the instructions properly.
The manual covers all aspects regarding the layout of
the entries of all types, bookcards, colour of
stationery and labels. For more details of this
section see "TYPING MANUAL, A completely revised
version of 1970".

L, Poisoning, pasting and accessioning

After all the typing has been done and checked by
cataloguers, the books are sent on to the place where
threy get the final preparation. This process includes:

(a)'Poisoning. All Vooks have to be protected agaimnst
termites and mould by applying a solution on the
spines and inside the covers.

(») After poisoning they are given 'Date Due labels'
which will be used to record the date a book
should be returned by a borrawer. These labels
are fixed on the front flyleaves of the books,
and have pockets for safe-~-keeping of boakcards.

At this stage they are stamped with the ownership

Q stamp to indicate that they belong to the library.

; 4&.9L i , 29/......
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{c) The final process before the bock is ready
for use is ACCESSIONLNG. This is the process
of giving each individual book a running number
by using a machine. At the same time the
author's name and classification numbex are
written on the date labels to ensure that when
a bookcard is removed it is returned to exactly
the same book. And the supplier's information
already recorded in the book is marked against
the accession numbers on the Master Stockcards.
This helps to coordinate the book with the price
and supplier should there be a demand for this
information.

(d) Distribution. When all these processes have
been done the books are ready for use. They
are distributed to the branches and marked on
the grid where they are going.

That ends the trip of the book around the
Stock Department. See chart below showing
flow of works:s

equests of selection
f new books from
ervice points

2 Recedipt
-3 1 Book orders ——-—-—-~-~3Booksellers ——————3 of books

l

\[_-——5 Distribution £---- 4 Procéssing.é———-—- 3 Cataloguing

‘o service points.

ataloguing and Classification

Cataloguing

To catalogue a book is to make a record of essential
information that may be needed to be known about it on
a future occasion when it may not be possible to handle
it, and to place this record in some systematic order
so that it can quickly be found when it is wanted.

There may be two systematic arrangements, omne based
on authorhsip of books and one on their subj=2ct matter.
Therefore, the purpose of cataloguing is to arrange

documents physically usually by SUBJECT or AUTHOR if
fiction.

)
ERlCi The catalogue provides access to the collection
- axr

= —hrough various entries by which a reader may seek
the documents. . :

1
1
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{¢c) The final process before the book is ready
for use is ACCESSIONING. This is the processs
of giving each individual book a running number
by using a machine. At the same time the
author's name and classiiication number are
written on the dats labels to ensure that when
a bookcard is removed it is returned to exactly
the same book. And the supplier's information
already recorded in the book is marked against
the accession numbers on the Master Stockcards.
This helps to coordinate the book with the Pprice
and supplier should there be a demand for this
information.

(d) Distribution. When a2l11 these processes have
been done the books are ready for use. They
are distributed to the branches and marked on
the grid where they are going.

Th:zt ends the Trip of the book around the
Stock Department. See chart below showing
flow of work:

Requests of selection
of mew books from

sexrvice points
2 Receipt

-3 1 Book orders ———----2Booksellers ——=-w-- 3 of books
I-—--—s Distribution €-—--~- 4 Processing &~—----- 3 Cataloguing

~hr

To service points.

‘Cataloguing and Classification

Cataloguing

To catalogue a book is to make a record of essemntial
information that may be needed to be known about it omn
a future occasion whemn it may not be possible to handle
ity, and to place this record in some systematic order
so that it can quickly be found when it is wanted.

There may be two systematic arrangements, one based
on authorhsip of books and one cn their subject matter.
Therefore; the purpose of cataloguing is to arrange
gocuments physically usually by SUBJECT or AUTHOR if

jctiomn.

The catalogue prov1des access to the collectiomn
through various entries by which a reader may seek
the documents°

The purpose of the catalogue can be defined ass

1. To enable a reader to find a book by

a; Author - if knowngj
b Title ~ 4if knowng
c) Subject -~ if knowng

2. To show the reader the books by
éd) a given authors;
e) a given subjects
(£f) a kind. of the”atureo

46
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3., To assist the choice of bocok
g) by edtion (bibliographicaliy)
h) by character (literary, topically).

Clearly there are TWO FUNCTIONS performed by a
catalogue:

1. Accurate and speedy determination of presence

of document specified by author, or title, and
where to find it.

2. ilhat material the library has on a given subject
and where it is located.

Types of catalogues, according to the internal arr-rangements.

There are two majorAtypes of catalogues - AUTHOR
catalogues and SUBJSECT catalogues

T AUTHOR catalogues, cuthors' names jn the headings
are arranged in alphabetical order by surname first.
The surname is considered the most stable element,
and is = n»narated from the foremnames by a comma, to
show ii. rsion.

The arrangement includes editors, translators,
artists, titles (where documents are catalogued
under titles), corporate bodies, etc. depending
onn the nature of the document. Sometimes proiminent
titles are included to make this catalogue an author/
title catalogue. '

Tn SUBJECT catalogues, headings on entries designate
subject matter of a document, and they are arranged
systematically for subJject identification and retrieval.
Then the headings are in words, such catalogues are
cailed Alphabetical Subject Catalogues, and the
arrangement is alphabetical. If the headings are
classification symbols, using Classification Scheme -
preferaik:ly complemented with an alphabetical index

of subjects), such a catalogue is called a Classified
Subiject Catalogue.

Briefly it can be stated that there are TWO
' CLASSICAL' . INNER FORMS of catalogues:

1. Dictionary Catalogues - whereby entries are
inter-filled in one alphabetical sequence,
consisting of authors, titles, subject
headings {verbal), references; series headings,
etc., etc.

the principal of which is the ciassified file -
entries arranged by classification symbolss

a subject index ccmplementing the. former: and- an
author/title files either together or separately
arranged in alphabetical seqguence. ‘

2.v01assified Catalogues -»consiStingﬁof three parts;
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{(h) by character (literary, topiéélly).

Clearly there are TWO FUNCTIONS performed by a
catalogue:

1. Accurate and speedy determination of presence
of document specified by author, or title, and
where to T£ind dit.

2. i/hat material the library has on a given subject
and where it is located.

Tyvpes of catalogues, according toc the intermnal arrangemexnts.

There are two major types of ozatalogues - ASTTHOR
catalogues and SUBJECT catalogues

Tn AUTHOR catalogues, c¢uthors' names in the headings
are arranged in alphabetical order by surname first.
The surname is considered the most stable element,
and is separated from the foremnames by a comma, to
show inversion.

The arrangement includes ed:tors, translators,
artistsy titles (Where documents are catslogued
under titles), corporate bodies, etc. depending
onn the nature of the document. Sometimes prominent
titles are included to make this catalogue an author/
title catalogue. ’

Iin SUBJECT catalogues; headings on entries designate
subject matter of a document, and they are arranged
systematically for subject idemtification and retrieval.
“YThen the headings are in words, such catalogues are
called Alphabetical Subject Catalogues, and the
arrangement is alphabetical. If the headings are
classification symbols, using Classification Scheme
preferably complemented with an alphavetical index

of subjects), such a catalogue is called a Classified
Subject Catalogue,

Briefly it can be stated that there are TVWO
'CLASSTCAL' INNER FORMS of catalogues:

1., Dictionary Catalogues - whereby entries are
inter-filled in one alphabetical sequence,
consisting of authors, titles, subject

headings (verbal), references, series headings, .
‘etc.y etce. . _ ad

2. Classified Catalogues =~ consisting of three partss
the principal of whici1 is the classified file -
entries arranged by classification symboelsg
a subject index ccmplementing the former: and.an
avthor/title files; either together or separately
arranged in alphabetical sequence.

I'rom the foregoing, we can summarize the features of
a Classified Catalogue thus:

1. There is a logical arrangeuient of subjects in
the classified file; displaying coordinate and
subordinate relationshipss

2., The Subject Index complements, that is it aids
in clarification of subject searci.; '

3. The notation is independent of mnatural language.

I, The flexibility of subject index adds easiness

o - to users by correlating distributed relatives.
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Some of the criticisms levelled against this type of
catalogue are as follows:

1o The calssified file reflects illogicalities
within the classification scheme used -~ some
parts of the schedules become outdated,
therefore there is need for constant revisionj

2. The notation is mnot readily acceptable and
comprehensible to the users;

3. There are two-~-step approachs to the required
subject entries by using subject index;

4, The user does not always require complete class
seguence of the associated subjccts -~ he needs
material on a specific subject quickly.

The features displayed by a DICTIONARY Catalogue are
as follows:

1. The single alphabetical sequence of author/title
and subject headings aire easily comprehensible
to users like dictiomaries, directories, and
encyclopaedias,

2. It permits ease of consultation, by 'syndetic'
chain of subject references leading through

from generic to specific and from collateral
subjects.

3. Subject headings are independent of calssification
scheme used.

4, Subject headings can be manipulated to match
the user's terminology.

The criticisms which can be levelled against Dictionary
Catalogues are:

1. Verbal headings separate classes and subgjects,
and scatter them in the alphabeticali seguenicej

2e Referenées bewilder tIo: userssg

3. It depends on the list of 'established' head:.ngs
leading to the difficulties with semantic
change and obsolescence of terms.

&. The alphabetical arrangement becomes difficult
when the catalogue grows.

The Tanganyika Library Service Catalogue
This is a CLASSIFIED Catalogue, consisting ofs

(2) CLASSIFI.D SEQUENCE

In +this sequence the entries are arranged in classified
order according to the Dewey Decimal Cilassification Scheme
used Dy the library. The classification numbers are found
on the top righthand corner of the cards. They rTange from
000 to 299 with sub-divisions in decimal order. This 4is
the order by which books are shelved; and they appear in the
order of General to Specific. o

(b) SUBJIJECT INDEX

The subject index is arrainged in alphabetical order but
showing the classification numbers of the subjects. The
Q@ uence does not represent the books in the library, but

ERiCjects covered, o
= 49
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L typical subject index entry would bez:

ATRICA: Fistory - 960 ) i.e. All books on the history
ATEICA: Travel - S$15 of Africa will have 960 as
Anthropology - 390 the root 1»umber.

(c) AUTHOR SEQUENCE

This is an alphabetical sequence of entries by author.
Tote that the form of author may be personal corporate or
title. See definitions.

(d) TITLE SEQUENCE

This is an alphabetical sequence of title entries which
informs the reader whether the particular book he wants is in
stock.

1. Tools used in cataloguing and classificatiorn.
There are two main tools used at the Tanganyika i..- ary Service

when cataloguing the book stock; these are Dewey Decimal
Classification, 17%th edition, and the Anglo-American Cataloguing
Rules, 1967. Conventionally, the two documents are knows for

short as Dewey 17th ed., and A-ACR, respsctively. The Dewey 17th

ed. is in two volumes: Volume T comnsists of tables of classifi-
cation grouped into ten major subject headings :

000 - Generalia

100 -~ Philosophy and psychology
200 «~ Religion

300 - The Social sciences

LOO - Languages (Philology)

500 - Pure sciences

600 - Applied science (Technology)
700 ~ The Arts (Fine arts)

800 -~ Literature

900 - History and Geography.

Each of thesebroad subjects is further subdivided to show
specificity of a subject so that when a certain bock is being
classified it will go with *hose books or similar subject and

find its . osition among them siccording to the degree of its
specificity. ~

Volume 2 of the scheme is an index of the Subjects covered
in the first wvolume. It directs the user to the subject of
enquiry, either directly or indirectly using cross references.

The A-ACR is a book which has to be consulted by a
cataloguer in order to establish the author heading of a cerxrtain
book, and the proper sequence of terms in the catalaosgive entry.

It is a guicae to the descriptive pa—t of the catalugue entry.

Other suppiementary tools used uncludes

(a) Bik! ‘ographies,; especially the British Natiomal
Bibliography, British Books in Print, lerary of
Congress Catalogues. These help to give details
of the books if they are not properly shown in a
certain book being catalogued.

Dictionaries of wvarious languages, e.g. French/

e e W | e



(c) AUTIOR SEQUENCE

This is an alphabetical sequence of entries by author.
1lote that the form of authcr may be personal corporate or
title. See definitions.

(@) TITLE SEQUENCE

This is an alphabetical sequence of title entries which
informs the reader whether the particular book he wants is in
stock.

1. Tools used in cataloguing and classification.

There are two main tcols used at the Tanganyika Library Service
when cataloguing the book stock; these are Dewey Decimal
Classification, 17th edition, and the Anglo-American Cataloguing
Dules, 1967. Conventionally, the two documents are knows for
short as Dewey 17th ed., and A-ACR, respectively. The Dewey 17th
ed. is in two volumes: Volume I consists of tables of classifi-
cation grouped into ten major subject headings ¢

000 - Generalia

100 -~ Philosophy and psychology
200 -~ Religion

300 - The Social sclences

400 ~ Languages (Philology)

500 - Pure sciences

600 - Applied science (Technology)
700 ~ The Arts (Fine arts)

800 -~ Literature

900 - History and Geography.

Each of thesebroad subjects is further subdivided to show
specificity of a subject so that when a certain bock is being
classifiéd it will go with those books on similar subject and
find its position among them according to the degree of its
specificitys

Volume 2 of the scheme is an index of the subjects covered
in the first volume. It directs the user to the subject of
enquiry, either directly or indirectly using cross references.

The ALACR is a book which has to be consulted by a
cataloguer in order to establish the author heading of a certain
boolk, and the proper sequance of terms in the catalegue entry.
Iy is =2 guide to the descriptive part of the catalogue entry.

Other supplementary tools used unciudes

(a) Bibliographies, especially the British National
Bibliography, Britisl: Recoks in Print, Library of
Conigress Catalogues. These help to give details
of the books if they are not properly shown in a
cexrtain book being catalogued.

(b) Dicitionaries of various languages; e.g. French/
friglish Dictionary, German/English Dictionary, etc.,
and ITncyclopaedias, Yho's Who and other biktliographical
dictionaries used to ascert.in the meanings of foreign
languages and correct entry of some diffic.ult names.

{(c) The Cataloguing Manual, Typing Manual and Filing
Manual, which show the T.L.S. practices. This dis
because every library has its own practices unique
to the situation and local circumstances.
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Pericdicals

Definition:- "Periodicals are publications issued at
e ———————— \ae. ¢~a— . .
intervals, each issue being numbered consecutively
with no foreseen end to the sequence of publication®.

Selection:~ Extreme care is required in the selection
of periodicals since money spent upon the purchase of
a subscription to a periodical becomes practically =a

permanent charge upon the library funds. Some guide-
lines for periodicals selectiomn are:

(a) fcquire basic periodicals in the subjects or
country. From there on; acquire Periodicals
of higher level in the subjects.

(p) Acquire periodical titles that are indexed.

iike in book selection, there are other factors, such
as price, that have to be considered. Periodicals
printed in Tanzania are received on legal deposit and
since the output of periodicals in East Africa is not
big most titles are acquired.

Ordexing :- FEach year, the branches and the Central Library
Departments,; notify the Senior Librarian of their
periodical requirements, additional titles recuired, and
titles to be cancelled. The Senior Librarian has
discretion regarding the oxrdering of periodicals and this
depends on several factors, primarily the periodical fund.
Service points have to keep within the amount budgeted
for for their periodical requirements.

Periodical +titles published locally and in East Africa
are ordered direct; e.g. subscription to 'East Africa
Journal' is placed with the East African Publishing House,
the publisher of the Jjournal. Periodicals that emanate
from overseas are ordered through an agent in Britain.
Ilowevery, some branches; e.g. Iringa, buy pericdicals
published locally from a book supplier in Iringa.

All subscriptions to periodicals are placed on standing
order basis, subscriptions are thus renewed automatically
unless otherwise notified. '

Receipb:~ Branch libraries keep their own records. Stock i
Department keeps records of periodicals for the Central
Library Departments. Visible record card system is used.
The 6"x4" cards contain the following information:

Source - Publisher

Frequency - Weekly/fortnightly/monthly/quartexrly/etc. ;
Price - annual subscription :
Disposal - Disvlay/file/etc. %
Method - Gift/exchange/subscription/legal deposite. Q
Address - Address of publisher. ?

The leading or *'visible' edges of the cards carry the
filing devices; the periodical titles; and the edges are
pProtected by a transparent detachable plastic.sieeove.,

The principal method of arrangement is the segregation 1
of the cards ints the various frequericies of issues of ]
the _eriodical titles they represent which are then ¢
arianged in alphabetical corder. All cards for periodical '
titles thac¢ are issued weekly are filed in one tray.

-iSé} alis :
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Recording the periodicals is carried out usually
by denoting the number of a periodical on the body
of the card. By attaching ‘signals' to the visible
zdge under the plastic sleeve it is possible to
indicate wvisually the arrival of a periodical.
Signals are flat pieces of coloured plastic which
can be traversed along the visible edge of the card
under the plastic sleeve.

Distribution~ Legal deposit periodicals and newspapers
are not displayed, but are filed in locked cupboards

in the Adult Lending Library. Other periocdicals are
displayed in the Lending Library in alphabetical order
Py title. Newspapers are displayed in the Adult
Lending Library at the back of the Enquiries desk.
Periodicals on librarianship are displayed in the staff
libraxy.

After the periodicals and newspapers have woen
displayed in the Adulit Library, and new issues have
been received, the previous issues are sent to the
Stock Department where they are filed in £flat shelves
in alphaestical ordexr by title. After a year, these
are collected together and are sent for binding.

IExchange Section

This is part of the Stock Department. It offexrs a

collection of books on loan to any Ujamaa village, school,
community centre, prison or other responsible group.

History. The book collection service, familiarly hknown
as the Bock Box Service, originated from the time when
the East African Literature Bureau used to send
collections of books in wooden boxes to centres. At
the beginning a fee of Shs.100/- was paid for a
collection of 150 to 200 books and by special
arrangements some centres receiverd a collection of

300 to 500 books at a fee of Sh=:.150/-.

In July 1968, the system.was changed to Deposit
Account whereby a centre was required to pay Shs.1/-
per book. The minimum deposit was Shs.50/- and the
maximum Shs.500/.-.

I 1971, the system of Deposit Account was reviewed.
Since Tanzania placed much emphasis omn adult education,
it was finally decided to make the service free of
charge. Hence any responsible group can ask for a
collection and receive it without any charge.

Availability. The service is open to all institutions.
Initially a centre will receive & collection of 150
bocks. If any centre requires more than 100 beooks it
will have to write to the Director exnlaining the
reasons for meeding more books. T™he centye must have

a sponsoring authority approved by the Tanganyika
Library Service. If the centre fails to pay for lost
and damaged books, the sponsoring authority is reqg ired
to do so.

Regulations.. " The centre has to comply with the
regulations summarised in the application form
(see page 36).
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Operation routine. The Exchange Section keeps in
touch with all the ceatres as follows:

1. Monthly issue forms are despatched with the
colliection.

2, A ferm letter, informing the pei : r in charge
of the centre that the collectiocy: .-as been
despatched, is sent on the very day. When the
collection is received,; the person in chaxge
returns the forms to the Exchange Section.

3., Exchange notice is sent o the centres every
year asking them to return the collection,

L., After the collection has been received and
checked, the centre is informed of details
of any missing or damagedbooks and the amount
due for these books.

5. If the centré or the sponsoring authority
fails to pay, the centre is 'blacklisted'’
and dpes not receive the collection any uiore.
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TANGANYIKA LIBRARY SERVICE gBé -
Pa Qo Box 92833
Dar es Salaam.

APPLICATION FOR COLLECTION OF BOOKS

Please supply a collection of books on loan to3

Name o f Centia:
Postal Address:

We agree to:

1. Aczept full liability to refund the value of books which are
lost, damaged, stolen or destroyed while in our possession.

2. Arrange for a suitable tuilding or room to house the Library
which will be easily accessible to pcople likely - use it.

3. Make the books available to readers free of charge.

4 Appoirnt a responsible person to be Centre Librarian and to

take charge of *he library. This person will:

Ca) Operi che library at regular times

(b) Encourage potentiul readers by assisting them in their
choice of books _

(c) ‘Keep the necessary records

(d) Return the completed Monthly Issue Report to the
Tanganyika Library Service at the end of eact "mth

(e) Return Che book collection when requested.

Se We fully understand that theue regulatldns are binding, and

skall do all in our power to co-operate with the Tanganyxka
Library Service in everyway possible.

Please sehd all correspondence relating to the library to:

Title of person in charegof the Centre:

Name~bf the Centrez = 7

Postal address of the Centre:

Stamp and signature of the Signature of person i/c of the centre:
gponsoriang authoritys

Name in Block Capitils:

Position:




Please supply a collection of books on loan to:

Name of Centre:

Postal Address:

We agree to:

1. Accept full liability to refund the value of books which are
lost, damaged, stolen or destroyed while in our possession.

2. Arrange for a suitable buildirg or room to house the Library
which will be easily accessible toc people likely to use it.

3. Make the books awvailable to readers free of charge.

L4 Appoint a2 responsible person to be Centre Librarian and to

tzake charge of the library. This person will:

Ca) Open the library at regular times

(b) Encourage potential readers by assisting them in their
choice of books

(c) ‘Keep the necessary records

(d) Return the completed Monthly Issue Report tc the
Tanganyika Library Service at the end of each month

(e) Return the book collection when requested.

5. We fully understand that these regulations are binding, and

shall do all in ouxr power to co-operate with the Tanganyxka
Library Service in everyway possible.

Please send all correspondence. relating o the library to:

Title of person in charegof the Centre:

Nawe~df the Centres i

Postal address of the Centre:s

Stamp and signature of the Signature of person i/c of the centre:
sponsoring authority:

Name in Block Capitals:

Position:

Dates:

Please complete the following information questions to help us select
and despatch your collection.

i. What kind of books are needed by the Centre?

2. By what means of transport do you usually receive supplies
from Dar es Salaam

Please ccmplete two {2) copies of this form. Return one copy to:

The Director,
Tanganyika Library Service,
P. O. Box 9283, DAR ES SALAAM.
Keep the second copy of this form ip your files.
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"he book trade in Fast Africa.

In East Africa the publishing industzy which was set
1p during the Colonial era is still largely dominated by
3ritish firms which decided to set up branches in these
~ountries.

Some of the foreign publishers that have branches in
tast Africa are the Oxford University Press, Nelson,
Longmans, Heinemann and Macmillan & Co. They mainly publish
sducational books and books with topical interest in East
Africa.

However, apart from thes foreign publishing firms, we
21so have a few local publishers. Among the local publishers
are, The East African Literature Bureau, which was again set
np during the Colonial times a-1d initially many of its early

titles publised reflected a foreign bias. Howeverxr, it is
now gratifying to see them publish books in Swahili and also
in vernaculars in Kenya and Uganda. The E.A.L..B. also

encourages and helps students from colleges and also local
authors in writing books.

The new emphasis on adult education in Fast African
countiries has given a boost to the East® African Literature §
Bureau to publish books for those who are just beginning to -
learn to read and write. Apart from reprinting old titles,
the E.A.L.B. also publishes many new titles each Yyear. H

Among other local publishers in Fast Africa axe
The Tast African Publishing House; which again publishes Y
boolks both in the English language and in Swahili. It also 2
does a lot of translating into Swahili of the existing L
English titles for the bemnefit of the locali readers.

Tanzamnis Publishing House is anothexr local publisher
which publishes educational books both in the English and
Swahili languages. T+t is a subsidiary of the MNatiomnal

Developmenit Corporation. Tts overseas agent is Macmillan :
& Coe.
Anotheoexr well- owir local publishexr dis the University

Press of Africa (Quality Publications Ltd.) whtich brings
out guite worthwhile publications in the English language-.

However, all in all there still exists a need for a
strong locs.r publishing industry which would encourage 2
1ot of iocal people who are interested in writing. It is
quite encouraging to see tThat some institutions in Tanzania
e—*gist the work of publishing to local publishers, rather
tERthave their publications published overseas e.g. The
ErmS-rical Association of Tanzania gives E.A.P.H. its work
to pubiish. \ :




Some of the foreign publishers that have branches in
FPast Africa are the Oxford University Press, Nelson,
iongmans, Heinemann and Macmillan & Co. They mainly publish
educational books and books with topical interest in East
Africa.

However, apart from these foreign publishing firms, we
also have a few local publishers. Among the local publishers
are; The Fast African Literature Bureau, which was again set
up during the Colonial times and initially many of its early
titles publised reflected a foreign bias. However, it is
now gratifying to see them publish books in Swahili and also
in vernaculars in Kenya and Uganda. The E.A.L..B. also
encourages and helps students from colleges and also local
authors in writing books.

The new emphasis on adult education in Fast African
countiries has given a boost to the East African Literature
Bureau to publish books for those who are just beginning to
learn to read and write. Apart from reprinting old titles,
the T, A.L.B, also publishes many new titles each year.

Among other local publishers in FEast Africa are
The FTast African Publishing House, which again publishes
books both in the English language and in Swahili. It also
does d lot of translating into Swahili of the existing
English titles for the benefit of the local readers.

Tanzamia Publishing House is another local publisher
whrich publishes educaticnal bcecoks both in the English and
Swahili languages. It is a subsidiary of +the National
Development Corporation. Its overseas agent is Macmillasn
& Coo

Anothsar well-known local publisher is the University
Press of Africa (Quality Publications Ltd.) which brings
out guite worthwhile publications in the English language.

However, all in all there still exists a need for a
strong local publishing indusitry which would encourage a
lot of l1ocal people who are interested in writing. It 4is
quite encouraging to see that some institutions in Tanzania
entrust the work of publishing to local publishers, rather
than have their publications published overseas e.g. The
Historical Association of Tanmzania gives E.,A.P.H. its work
to publish. '

‘Publishing and bookselling go hand in hand. TYhatever
is published locally must be sold out by local bookshops. It
is however a pity to see that not many good bookshops exist,
at least not in Tanzania. In Dar es Salaam the only two
reliable bookshops are the Daxr es Salaam Bookshop and the
Cathedral Bookshop. Dar es Salaam can do with a few more
good bookshops, which can meet the demand of the individual
readers and libraries. Often it happens that due to lack
.0f good bookshops in Tanzania, we have to mly on foreign
booksellers to supply our needs. This however goes for foreign
publications. The Tanzania Elimu Supplies have a Text Books
Division and the supply of books especially educational may
improve in the future.

ERIC I
,.. . b 8 ' 38/ e eeeen




B.

597

Z 38 -

ADULT LIBRARY SERVICES

Adnlt Lending

Basically, the function of the Adult Lending Library
is to lend books for home xreading to the following types
of readers:

(a)
(b)

(<)

(a)

Registered borrowers-living in the city of
Dar es Salaame.

Registered postal readers living in remote
areas of mainland Tanzania where library
facilities are mon-existent.

Registered readers at Tanganyika Library
Service Branches through the request
service networik.

Other libraries, ministries and institutions
in Dax es Salaam-

The Tanganvika. Library Services Board:

(1)
(2)

(3)

Believes in the freedom to read and independence
of thought of all Tanzanians.

Believes that books and other pertinent material
are powerful and indispensable agents of bringing
enlightenment, inspiration, new knowledge and
encouragement to every membex of the community.

Believes that education is a lifelong process
which the public library can sustain.

From the above principles, it can be seen that the
Lendlng Library 1ends books to readers for the following
Irreasonss: '

(=)
()
(e)
(a)

To enable Tanzanians to acquire education, new
knowledge, Jjob skills and talents. v

To enable Tanzanians to further any hobbies
which they may have.

To enable Tanzanians to gather inspiration and
courage in their endeavours to build the nation.

170 enable Tanzanians to keep abreast of current
events: communicate local and the world's best

thought, therefore widening their horizons and

experience. '

To enable Tanzanians to be in a position to

Jjudge matters and to Fformulate their own
opinions. :

To enable the newly literate to furthexr their
literacy skill which can in turn help them to.

improve their way of life inm all its domesnions.



Adult L.ending

Basically, the function of the Adult Lending Library

is to lend books for home reading to the following types
of readers:

(a) Registered borrowers living in the city of
Dar es Salaam.

(pP) Registered postal readers living in remote
areas of mainland Tanzania where library
facilities are non-existent.

(¢) Registered readers at Tanganyika Library
Service Branches through the request
service mnetwork.

(d) Other libraries, ministries and institutions
in Dar es Salaam.

The Tanganvika. Library Services Boards:

(1) Believes in the freedom to read and independence
of thought of all Tanzanians.

(2) Believes that books and cther pertinent material
are powerful and indispensable agents of bringing
enlightenment, inspiration, new knowledge and
encouragement'to every member of the community.

(3) Believes that education is a lifelong process
which the public library can sustain.

From the above principles, it can be seen that the

Lending Library lends books to readers for the following
reasons:

(a) To enable . Tanzanians to acquire education, new
knowledge, Jjob skills and talents.

(b) To enable Tanzanians to further any hobbies
which they may have.

(c) To enable Tanzanians to gather inspiration and
courage in their endeavours to build the mation.

(4) To enable Tanzanians to keep abreast of current
events; communicate local and the wotrld's best
thought, therefore widening their borxizons and
experience.

(e) To enable Tanzanians to be in a position to

judge matters and to formulate their own
opinions.

(f) To enable the mewly literate to further their
literacy skill which can in turn help them to
improve their way of life in all its domesmnions.

_ To quote President J.XK. Nyerere ".... books are a
very important way to knowledge and to self improvement,
from them we can learn new ideas, new techniques of
working and new methods..."

Routines

A1l assistants are expected to know in great detail
the Adult Lending Library routines and procedures including:

Registration of readers.
Arrangement of the bookstock
Charging system in use
Loan period
Q Renewals N
MC Request service w A

Overdue procedure

BY eveenn
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JLost and damaged books

Readers'! advisory service

Stock control and repair

Statistics

The purpose and function of the Exhnibition and
rMeeting Room

Postal Library service.

Note that an exhaustive account of the lending library
operations is given in the Staff Manual foxr Adult Lending
Library. Notes on the East Africana, Reference and Postal
Library Service have been included, therefore all assistants
should endeaveur to read the manual as objectively as possible.

Charging syvstem

The Tanganyika Library Service uses the Browne's
Charging system. This is the traditional method in
British and American Librarianship. The book has a
pocket and a book card bearing:

a) class mnumber

) accession number
c author's name

d shoxrt title.

The book card is housed in the pocket. The yreader
or borrower is issued with a ticket (pocket—like)
bearing his name and address. In oxrder to issue a book
the book card is transferred into the ticket and the
date of return stamped on the date label in the book.
The arrangement of the charges is

(a) in alphabetical order of author's surname
foxr fiction

() in order of class numbers for non-fiction

(¢) in alphabetical order of author's surname
for Swahili books. .

Note that some libraries arrange the charges in oyider
of accession numbers.

The filing is done in trays according to the date of
returne. During discharge,; the book card is transferred
from the reader's ticket to the book pocket and the
ticket returmed to the readex. If the book is not
needed by other readers and the borrower wishes to
renew it, the assistant stamps the new date on the
date label and the charge is inserted in the current
day's issue.

Advantages of the method

1e Tasy to maintain a separate sequence far each
return date-

2. The filéd unit carries all information needed
. for preparing overdue notices. :

ERIC ‘3. Basy to limit the number of books issued to
P readers,  This same function is effectively
fuulfilled by the Token charging1system;
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Postal Library service.

Hote that an exhaustive account of the lending library
operations is given in the Staff Manual for Adult Lending
Librarye. Notes on the East Africana, Reference and Postal
Library Service have been included; therefore all assistants
should endeavsur to read the manual as ocbjectively as possible.

Charging system

The Tanganyika Library Service uses the Browne's
Charging system. This is the traditional method in
British and American Librarianship. The book has a
pocket and a bcok card bearing:

sa) class number

(b) accession number
%cg author's name

d short title-

The book card is housed in the pocket. The reader
or borrower is issued with a ticket (pocket-like)
bearing his name and address. In order to issue a book
the book card is transferred into the ticket and the
date of return stamped on the date label in the book.
The arrangement of the charges is

(a) in alphabetical order of author's surname
foxr fiction

{(b) in order of class numbers for non-fiction

(¢c) in alphabetical order of author's surname
for Swahili books. :

iote that some libraries arrange the charges in order
of accession numbers.

The filing is done in trays according to the date of
return. During discharge, the book card is transferred
from the reader's ticket to the book pocket and the
ticket returned to the iresader. If the book is not
needed by other readers and the borrower wishes to
renew it, the assistant stamps the new date on the
date label and the charge is inserted in the current
day'!s issue.

Advantages of the method

1« Easy to maintain a sepa: <e sequence far each
return date-.

2. The filed unit carries : 11 information needed
for preparing overdue mn-tices. :

3. FPasy to limit the number of books issued to
readers. This same function is effectively
fulfilled by the Token charging system.

4, Unlike the Token charging system, Browne's
me thod provides sufficient control over
expensive bookstock.

5. The system does not require costly equipment
compared with the photocharging and punched
card methods. 2 The lattex are however, quite
effective, cheap and quick when time of
overhead costs has passed. 4Q/.°°...
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6. Given sufficient staff on duty on any day,
adequately designed equipment, Browne's method
remains the contender.

7. Uith this method it is easy to detect the
expiry date of the ticket because different
coloured +tickets are used each year.

8. Browne's method facilitates the clipping in
the issue of books which are needed by cocther
readers i.e. resexrved.

9. Browne's method is ecoiromical in small libraries
but not necescsarily thé: most efficient.

10. No mechanical device is needed.

Disadvantages of the method

1. There are delays at peak times.

2. Atremendous amount of staff time is absorbed
in book preparatior,; sorting z2nd filing as
~well as shelving.

3. Takes time to discharge and queries may arise.

L, Book cards may be inserted into the wrong tickets.

Othexr methods

1. Newark charging system.

2. Detroit self-charging system

3. Visible Recorxrd charging system

4. Dickman Book charger system

5. Gaylord charging system

6. Photographic charging system

7 T.B.M. Circulation Control system
8. Token charging system.

All assistants should familiarise themselves with
these charging systems and be able to compare them
with Browne's method currently in use.in the. Tanganyika
Library Service. The book entitled Charging Systems
by Helen Thornton Geer which can be found in Adult

Lending, gives a vast amount of information on these
methods. .

Stock control and maintenance

All Adult Lending senior staff participate in book
selection because they are constantly in touch with remders
and know intimately their literary needs. The Stock
Department coordinates all orders and may object to any
boolk which it comsiders unsuitable. In practice however,
the senior librarian is always consulted on doubiful cases.
A Book Selection Policy document exists. Produced in 1968
it was based on experience and research into’ Tanzanlan

[]K£:r¢ad1ng needs.

wll Toxt Provided by ERIC
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. Lrowne's method facilitates the clipping in
the issue of books which are needed by other
readers i.e. reserved.

9. Browne's method is ecoxiomical in small libraries
but nct necessarily thae most efficient.

10, No mechanical device i: mneeded.

Disadvantages of the method
1. There are delays at peak times.

2. Atremendous amount of staff time is absorbed
in book preparation, sorting and filing as
well as shelwving.

3. Takes time to discharge and queries may arise.

,, Book cards may be inserted into the wrong tickets.

Othexr methods

1. Newark charging system.

2. Detroit self-charging system

3. Visible Record charging system

L. Dickman Book charger system

5. Gaylord charging system

6. Photographic charging system

7 T.B.dM, Circulation Control system
8. Token charging system.

All assistants should familiarise themselves with
these charging systems and be able to compare them
with Browne'!'s method currently in use.in the Tanganyika
Library Service. The book entitled Charging Systems
by Helen Thornton Geer which can be found in Adult

Lending, gives a vast amount of information on these
methods. .

Stock control and maintenance

A11 Adult Lending senior staff participate in book
selection because they are constantly in touch with readers
and know intimately their literary needs. The Stock
Department coordinates all orders and may object to any
book which it considers umsuitable. In practice however,
the senior librarian is always coznsulted on doubtful cases.
A Book Selection Policy document exists. Produced in 1968
it was based on experience aund research into Tanzanian
reading needs. '

Physical condition of books and out of daten=@ss.

Inevitably books become shabby, dirty amnd are subject
to heavy wear and tear. Others become out of date and
misleading especially in science and technology subjects.
Some books disappear mystexriously. Thexrefore care is taken
against such possibilities which may breed bookstock
imbalance., In order to keep the bookstock imn fairly good
condition and to ensure that there is a balanced stock the.
following steps are taken:




(a) Stock taking

{b) Occasionzl systematic revision of various
book stock classes.

{¢c) Examination of books by Lending Librzry staft
to see what books are shabby, dirty and out
of date.

Stock taking

Stocktaking is a painful task and depends (if
it is to be done properly) upon the size of library,
availability of staff and reliable records +to check
from. The Tanganyika Library Service has a scheme
whereby sections of +the stock are stocktaken every
year. If stocktaxing is well planned and done
properly it has the fcllowing advantages:

(2} It brings the catalogues up to date.

o’

(i) Stockcards are extracted from the
shelf listg

(ii) Catalogue cards are extracted from
the catalogues;

(iii) In cases where the missing books are
last copies, the Master Stock Record
cards are also extracted.

(iv) Vhere we had one book representing a
subject,; the subject index card may
be withdrawn.

(b) Reveals losses of books therefore saves
time that may be spent searching foxr books
wanted by readers.

{(c) Ciears up many queries which beset even the
best run libraries.

(d) May satisfy auditors that the bookstock is
being properly managed.

(e) WVeak and strong areas of the bookstock may
be discovered and improvements made.

(£f) If losses are particularly high, more
stringent methods may be devised to
control all outgoing readers.

Disadvantages of stock taking.

(a) Consumes mvch staff time which might be
better spent because in many cases results
are largely negative.

(b) Stocktaking is virtually impossible in a
large library with thousands of books.

(c¢) If it is to be properly carried out, the
library may have to be closed for several
days, thus interrupting the service to
yeaders. :

Stock count

This is a deliberate effort to count physically
and by classes how many books are on the shelves at
a particular time of the year and possibly compare
the resulting figures with books on loan. It must
therefore be a omne day task if accurate comparative
Ffigures are to be obtained.

o/



Stock + issue count

Adult non~-Ifiction

-—

Class  Issue Shelves | tssue and | stock cards
300-309 58 606 664 670 l
310-319 2 24 26 27 i
320-329 j 125 1310 1435 1402
330-339 E 233 1651 1884 1913
340-341 102 214 316 L28
350-369 179 557 736 675 *
370-379 81 1043 1124 1220
380-389 8 167 175 188
390-399 754 160 214 | 241

Advantages of stock and issue count

(1) Reveals what sections are issuing most, and
which are not issuing; steps may conseguently
be made to improve weak classes by discarding

useless books and ordering the more relevant
books. -

(2) If three or four stock counts show the same
results., it may be necessary to revise the
Book Selection Policy.

(3) The resultant figures may be used to compare
with those of other service points.

(4) If after comparing thebooks in issue and on
shelves with the stockcards, the number of
missing books is unusually big, steps may Dbe
taken to do stock taking in order to arrive
at a moxre realistic figure of losses and
discover the actual books missing.

MB. Some libraries employ a Stock Editor with a good
knowledge of bibliographies and boocks who may be

engaged in checking systematically the entire library's
bockstoclkk to discover deficiencies and effect improvements
by additions to stock., In the process of execuiting this
task; all unsuitable and poor books are withdrawn.

Such an officer is normally attached to the Book Order,
Stock or Bibliographical Division of a Department. The
Tanganyika Library Service has not come to a stage of
having a Stock Editor. BEven if it did, shortage of

professional librarians at the present time would render

this impossible. With the growth and expansion of the
service, consideration may be made to appoint such an

oifficer. At "the moment; the Librarians of the Lending
Library execute the Stock Editor's functions.

66

i A R A A




8% -

With adeguate funds, books are discarded or replaced
beiTore getting bevond repaii. The advent of the plastic
jacket or lamination maiterial has made it possible to
preserve the original coveis of books and hence their
general attractiveness. Repair of books in Adult Lending
is an unceasing task. Books whicin are repaired normally
fall into the following categories:

Boolr binding and repair

(a) Books which heave not outlived their usefulness
and which can withstand = few more issues.

(b) Books with pawrcialiy demaged spines.

(c) Books with loose covers or pages.

Binding of books is an impoxriznt task which any library
must undertake. The Tanganyilta Library Service is becoming
more and more conscious of the need to bind paperback non-
fiction, and irreplaceable books. At the present time the
Tanganyika Library Service does not have a home bindery and
tlierefore relies upon the ovesrseas and local commercial
binders. The Lending Librax»y, like other Tanganyika Library
Seivice points, decided on which books merit binding. The
Stock Department coordinates all books earmarked for binding,
and by virtue of this function, it holds the Binding Vote
for the entire iibrary system. Most of the books coming from
Britain are pre-~bound. Like book repair, binding adds
tremendously to the attractiveness of the bookstock especially
. if material and colour are well chosemn, and if good trimming
of the edges is properly done.

To sum up, the stock of the Adult Lending is kept up to
date and in an attractive conditiomn by the following methods:

1. Stocktaking

2. Stock count

3. Systematic examination of becoks on the shelves
class by class, withdrawing and replacing the
unfit books. ,

4k, Typing new tackytite iabels which carxry the
class number etc.

5, Laminating books with itrensparent material
which are also not susceptible to dirt.

6. Simple repair of bocks. 7

7. Ordering of new books amd sdhering to the Book
Selection Policy document and according to
the expressed and potential readers' needs.

Statistics

Statistics are kept in the Tanganyika Library Service for
the following reasonss

1. They show growth, use and cost of servicé.

7 Q .
ERic‘ 2. The Tanganyika Library Sexrvices Board is

statistics comnscious and judges the success
of the Library Service by a constant increase
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preserve the original covers oI baoLs and nence their
general attractivenes=. Repair of Pbooks in Adult Lending
is an unceasing task. Books which are repaired normally
fall into the following categoxrioesi

iAc

ics

(a) Books which have not ouitlived theirxr usefulmness
and which can withstand =2 few more issues.

(b) Books with pasrcizliy Jdamnzaged spines.

(c) Books with I1oose covars oOoX pages.

Binding of books is an imporitzmnt task which any library

nuast undertake. The Tanganyika Library Service is becoming
more and more conscious of thes meed to bind paperback non-
fiction, and irreplaceable books. At the present time the

Tanganyika Library Serxvice does mnot have a home bindery and
therefore relies upon the ovarszas and local commercial
binders. The Lending Libraz»y, like other Tanganyika Library
Service points, decided on which books merit binding. The
Stock Department coordinates all books earmarked for binding,
and by virtue of this function, it holds the Binding Vote

for the entire iibrary system. Most of the books coming from
Britain are pre-bound. Lik=2 book repair, binding adds
tremendously to the attractiveness of the bookstock especially
if material and colour are well chosemn, and if good trimming
of the edges is properly doire.

: Tc sum up, the stock of the Adult Lending is kept up to
date and in an attrzctive conditiori by the following methods:

1. Stocktaking

2. Stock count

3. BSyvstematic examination of books on the shelves
class by class, withdrawing and replacing the
untit books.

L., Typing new tackytite iabels which carry the
class nrumber etc.

5., Laminating books with transparent material
which are alsc not susceptible to dirt.

6. Simple repair of bocks.

7. Ordering of new books amd azdhering to the Book
Selection Policy document and according to
thc expressed and potenvial readers' mneeds.

qtatht1cs

S+at13t1cs are kent in the Tangenylka Library Service for
the following reasouss. :

1. They Show-growth use and cost of servicé.

2. The Tanganyika Litrary Services Board is
statlstwcs conscious and Judges the success
of the Library- Serv1ce by a. constant 1ncrease
in 1ssue and reader statlstlcs.

3. ‘Certain flgures can be‘ugeful td the Dlrector of"
' lerary ‘Services .in advanc1ng clalms for addltlonal
funds, staff,;etcaj'» : : S

L, Statlst1CSICan be used to compa;e w1th other :
llb arles of ocmparable ‘size. ' _

The ;ollow1ng are the klnGSOf statlstlcs kept.t“

1. Issue statlstlcq

2. Reader JtatLQtwc

3. Financial statistics -
[ L, Bonkstcck ~ obmsic, yndrlv additions and withdrawals

5? s o M e
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Staff statistics

T.L.S. service points - branches,; mobiles
and wvans

. Population statistics

. Equipment i.e. inventory.

oo~

Sexrvice to readers

A large number of people coming into the library do mnot
Irnow how and where to find books or information they want.
Apparently some like to feel that they know where they can
find their material i.e. they cdon't want to admit their
ignorance, Some of those who seek for assistance from
library staff lack the ability to communicate. Some
readers i.e. professional people, know their fields well,
while others are amateurs or just literate. All these
people have to be served and treated as individuals so that
we cdevelop a well balanced staff-readex relationship. A
successful reader service must of necessity depend on mutual
understanding between the iibrary and the readers, and on the
part of the staff, knowledge of sources of information and
personalities. To sum up, all staff should cultivate the
foliowing qualities, if they are to execute their daily
work satisfactorily:

1. Ability to comprehend ea51ly and to receive
communication.

2. Imagination, resourcefulness, and tact.
3. Enthusiasm to serve.

4. Persistence

5. A sense of duty or responsibility

6., Humility

7T« L.ove of books and people.

8. Speed; accuracy and clarity.

The Fnguiries Deslk

Th+= is where a new readr— gets the first impression of

the 7 Therefore careful handling of readers by the
sta ; Tnguiries Desk is extremely important. Any
lib:. . 7 atrf® assigned to sit . " this desk should know the
followings: S : ‘ o ' ‘

1..Periodicals Request Form.

2. Readers Declaration Form:

3. Cash Réceipt Book

4.‘Requést forvphdtocopying Faorm

5. East Afrlcana keys.

6._Handouts - o

7. The bibllographles i.e. BBIP, BNB, etc.

8.,The Catalogue i.e. author, classified, subject
. and title 1ndexes,  ' - .

-

f9;‘Arrangement of books on the shelves.

1O,'Sub3ect spc,c:l.aln.s+ 1nterests of staff who may
be helpful in solving difficult points.

11 What East’Africana and Reference Sections offer.
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Lpart from the above things, all staff are expected to
now all out-counter and in-counter routines:

Out-countexr :

1. Borrowers Registerxr

2. Request Service records

3. Books awaiting collection

4. Registration of new members - critical examination
of the membership application and checking against
the register.

5. Filing

6. Checking all outgoing readers to emnsure that no
unauthorised books go out of the Library -
including East Africana and Reference books.

7. Statistics and how to record them.

In-~counter s
{a) Records kept

e Daily issue files

2, Loans from Branches file

3. Loans to Branches file

. Books borrowed from Branches and returned
5. Loans to the Children's Library

6. Readers tickets Tile

7. Queries files.

Stock recoxrds kept

Non~-fiction )

FPiction Staff should be able to
Swahili ' ;

masy readers g

Irrecoverables

Periodicals )

to lTocate these.

thlbltlon and’ Meetlng Room

This room is used for? » _
1. Exhibitions of palntlngs, scnlptures‘and
draW1ngs,'etc.” ~ R

2. anmlnatlons usually conducted by the.
‘ _Mlnlstry of Natlonal Educatlon.A

3 Meetlngs and dlscu551on groups.
‘L". Fllms ° v 1 ’ IR i

The real 1mportance to the Library ‘of all such activities
is that they enable the@ubllc to see the lerary facllltles at
their dlsposal. ‘

lj{ﬂjote that there are standlng rules and regulations governing
e clle use. of the Exhibition: and Meeting Room., They can be
consulted on request’ from the .Senior or Lending Librarian.




Quit-countexr :

1. Borrowers Register

2. Reguest Sexrvice records

3. Books awaiting collection

L, Registration of new members - <critical examination
of the membership application and checkimng against
the register.

5. Filing

6. Checking all outgoing readers to ensure that no
unauthorised books go out of the Library -
including East Africamna and Reference books.

Te Statistics and hhow to record fhem.

In—-counter =

{a) Records kept

1. Daily issue files

2. Loans from Branches file

3. Loans to Branches file

4, Books borrowed Ffrom Branches and returned
5. Loans to the Children's Library

6. Readers tickets file

T Queries files.

Stock records kept

Non~fiction
IFiction
Swahili

Tasy readers
Irrecoverables
Periodicals

)

g Staff should be able to
g to locate these.
)

Exhibition and Meeting Rcom

This rToom is used for:

1. Exhibitions of paintings, sculptures and
drawings, etc.

2. Examinations usually conducted by the
Ministry of National FEducation.

3. Meetings and discussion groups.
4, Films. '
The real importance to the Library of all such activities

is that they enable thq@ubllc to see the Litr—ary fa0111tles at
their disposal.

Note that there are standing rules and regulations governing
the use of the Exhibition and Meeting Room. They can be
consulted on request from the Senior or Lending Librarian.

Procedure1on.Reque ts

1. Readers'reguests

Ax:y member of the llbrary who w1shes to make a
request for a certayn book can do so through the
request service made available- to readers in the
lending libraries of all the service points. - All
the reader has to do, is to filil in one of the
reguest cards, giving the paxrticulars of the book
ie. author and title and if possible, any
bibliographical details, and hand it in at the
enqulry desk. ; !




72
The next job for the librarian to do is to check
the catalogue to find out whether the book requested
is in the stock of the library or not. If it is, it
will be checked on the shelf and in the issues., Once

found, the reader will be informed about it and will
be asked to come and collect the book from the library.

On the other hand if the librarian finds that the
book is not in the library's stock she will try and
get all the bibliographical details through the few
bibliographies that are available in the lending
library. Failing that, all the requests .are forwarded
to the bibliographical librarian in the Stock Department.
In the Stock Department where the bibliographical service
forms a smali unii, are housed some of the major biblio-
graphie2 like: Library of Congress National Union
Catalogue, Cumulative Book Index, British National
Bibliography,; Books in Print, British Books in Print,
Bookseller, etc. For the requests for which no
bibliographical details are found, the librarian will
trace the details from any one of these bibliographies.
Once the details have been found, the Senior Librarian,
Stock Department will assess the worth of the book;
whether the book would be well used in the library and
whether there will be a demand for such a book, or
whether it will fill the gap in the appropriate subject.
The assessment is mainly based on the subject of the
book; the publisher and the price. If the book is
found to be too specialised and costly, arrangements
will be made to borrow that book from other libraries
in Dar es Salaam; through an inter-library loan scheme.
If the book in question cannct be supplied by any one
of the libraries in Dar esf Salaam, arrangements will be
made to borrow that book from the Natiomnal Central
Library in London, if the reader is prepared to pay for
the postage. ‘ : :

However, if the book requested is found to be a
popular one, and in great demand by the general public,
it will be placed on order straight away; and the
reader will be notified about it. '

As soon as. the reguested books arrive, priority
is given to those books for cataloguing, and they are
Processed as soon as possible to satlsfy the readers
requestse.

Routines instructions ErograMme

_ ‘This programme is conducted when we have a large
*3take of library assistants, usually at the beg nning

[R&Cthe year. v
T Objectives:
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is in the stock of the library or not. Iif£f it is, 4it
will be checked on the shelf and in the issues. Once
found, the reader will be informed about it and will
be asked to come and collect the book from the library.

On the other hand if the librarian finds that +the
book is mnot in the library's stock she will try and
et all the bibliographical details through the few
pibliographies that are available in the lending
ilibrary. Failing that; all the requests are forwarded
to the bibliographical librarian in the Stock Deparitment.
In the Stock Department where the bibliographical sexvice
Tforms a smazll unit, are housed some of the major biblio-
graphies like: Library of Congress National Unicn
Catalogue, Cumulative Book Index, British National
Bibliography; Books in Print; B3British Books in Print,
Bookseller, etc. For the requests for which mno
hibliographical details are found, the librarian will
trace the details from any one of these bibliographies.
Once the details have been found, the Senior Librarian,
Stock Department will assess the worth of the book;
whether the book would be well used in the library and
whether there will be a demand for such a book; or
whether it will fiii the gap in the appropriate subject.
The assessment is mainly based on the subject of the
Pook; the publisher and the price. If the book is
found to be too specialised amnd costly; arrangements
willi be made to borrow that bock from other libraries
in Dar es Salaam,; through an inter-library loan scheme.
If the book in gquestion cannot be suppiied by any one
of the libraries in Dar es Salaam, arrangements will be
made to borrow that book from the National Central
Library in London; if the reader is prepared to pay fcr
the postage-.

However; if the book requested is found to be a
popular one;,; and in great demand by the general public,
it will be placed on order straight away; and the
reader will be mnotified about it.

As soon as the requested books arrive, priority
is given to those books for cataloguing, and they are
processed as soon as possible to satisfy the readers
recuestse.

:
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Routines instructions progiramme :

intake of library assistants, usually at the beginning
of the year. ' .

This programme is conducted when we have a large

Objectives:

1. To make assistants take a prlde in the
profession of 11brar1ansh1p ‘and have an
. awareness of its importance in the social
scheme of things.

]
H
I

2 To stimulate the a551stants' interest and
‘curiosity and instil in them an extrovert
attitude to people and affairs.

3. To enable the assistants' to learn routines
within a short period and therefore improve :
their perfo_f-mance° :

L, It is a deliberate inculcation, right from the start, of
& sense of personal worth and dependability of the
importance: of" each a551stant as a member of a team.
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forence Sexrvice

Generali service

Provides a selection of reference books caovering
a wide variety of topics; provides a general
information service.

Quick reference facilities

Reference books such as telephone and post office
directories, trade directories, dictionaries,; etc.,
which provide instant information.

Stock

T.L.S. has the basic stock of reference books
which all libraries should provide. It is adapted
to local needs; e.g. Witlh the emphasis in Tanzania
oz education, a referemnce textbook collectiomn is
provided.

The stock is arx ged in classified order with
a few reference books placed out of sequence for
easy access e.g. encyclopaedias and trade directories.

Indexing
The 'Nationalist! and a large number of periodicals
.are indexed.

Staff duties

Answering reference enguiries and readers' advisory
works; book selection and discarding of material; indexing
of nmnewspapers and periodicals; sorting through propaganda
material for the wvertical file.

Assistance to readers

Reference enquiries; general enquiries.

Study facilities

120 deslks. Some of these are attached to the
reference shelves fcr ease when consulting the reference
toks,. ‘

Standard reference bookss

Encyclopaedia Britannica. London 1970. 24 ~vols.
Invaluable source for answering simple, factual
questions. Provides outline information on most
topics, presented in a clear, unbiased form. 273
vols. of text with topics arranged alphabetlcally.
1 vol. of maps, plus a general index. Policy of.
continuous revision so. that over a period of 10
vears all artlcles are revised. Very reliable.

Oxford English chtlona_x  Oxford 1933. 13 vols.
Aims to include all words in the Enngsh language
in use 51nce 1150, Gives pronunciation and
meaning, together with variations in usage and
examples demonstrating its use at various periods
in the history of the language. Abridgement of
this work is Shorter Oxford Eugllsh chtlona;x

in 2 vols. ,

Q Standard English-Swahili and Swahili-English dictionaries

RKj published by Inter-Territorial Language Committee of
the Fast African Dependencies, London, O0.U.P. 1939.
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FTuropa Yearbook. London, 1970. 2 vols. published
annually. Vol. 1 contains informatiomn omn
International organisations and on European
countries, while Vol. 2 covers the countries of
Africa, the Americas, Asia and Australasia.
Information on constitution and govermment; area
and population; education; finance; trade and
commerce; production, etc.

Telephone Directory, Tanzania. Alphabetical
listing of telephone subscribers giving address/
Box No. and telephone number. Sections at the

front of the directory cover mainland Tanzania
government telephone numbers, the Zanzibax
government and the East African Community.
Revised regularly. Thexreare also telephone
directories for Kenya and Uganda.

Post Office Directory, Tanzania. Can be used to
find the Box. No. of a known person,; through the
alphabetical listing of subscribers, or can be
used to find the name of the subscriber to =
certain Box MNo. through the numerical listing

of PPox numbers. Revised at dintervals. There
are post office directoxries for Kenya and Uganda
also.

Kelly's Directory of Merchants and Manufacturers.

London. 2 vols. Published annually. Vol. 1
covers U.X. Vol. 2 covers Europe, Africa, America,
OCceandia. Geographical subdivisions. In each

subdivision 2 broad sections (1) calssified list
of trades giving names of manufacturers for each
trade. (2) Alphabetical listing of names of
manufacturers giving ~ldresse L oY

ventral arxd fast African Directory. Ndola.
Published annually. Has sections covering East
Africa, Zambia, Malawi, Rhodesia and #Mauritiacse.

Times Atlas of the World. London. 3935-1959. 5 vols.
A very comprehensive general atals. Eeach vol. has

.its own index or gazetteer which comarise in all

200, 000 place nanies. . ’

Atlas of Tanzania. Surveys & Mapping Divisiong
Ministry of Lands, Settlement & Watemxr Development,
1967. Contains a great deal of usefmi information
incAuding maps of geology and soils, Tainfall,
fisheries, population dexnsity, etc.

Whe's Who. London: Black. Publishez= annually.
Provides information on prominent, lZ3aving English
people. International coverage provIided by
International Who's Who. London: FEumopa Publications.
Annuaal. '

Q WVho't's Who in East Af_rica. Marco Surweys. Published
ERiC at intervals, )




ast Africana

The Tanganyika Library Service is one of the two libraries
hn Tanzania which are eligible to get all the material published
n Tanzania +through the legal deposit Act. EFast Africana
hereafter referred to as E.A.) houses, in addition to the
aterials acguired in the ordinary channels, all these legal
eposit materials. In addition to legal deposit books; most
f the ma+erials are purchased, a few are obtained through
xchange and rarely through gifts.

Scope of material

The E.A. Section is composed of materials dealing
with the East African countries, i.e. Tanzarxia, Uganda
and Kenya, particularly Tanzania. Items covering
other mneighbouring countries like Ruanda and Burundi
are also included if they give substantial information
on Tanzania. This is particularly true of the German
works covering the former German East Africa.

The aim is to acquire all scrts of relevant
materials in all subjects covering this geographical
area, whether they are in the form of books, pampblets,
periodicals, reports,; research papers, newspapexrs,
maps or microfilms, etc., and regardless of where they
are published. A1l materials published in Tanzania
and all materials written by Tanzanians regardless of
where they are domiciled are acquired.

Language coverage

Emphasis is on materials written in English and.
Swahili, though works appearing in tribal languages,
German, and a few others are also included, and if
ther>e are no translations of such works.

Ordering

The procedure of ordering new books isS the so
as in other departments. Many times catalogues :na
B.N.B. are sent up from Stock Department, and the
liibrarian in-charge of E.A. marks what is relevant
for E.A. as well as the Adult Lending Library and
returns the same to Stock Department. Bibliographies
appearing in new books and periodicsls, as well as the
Gazette and newspapers are also a good source of
ordexring new books.

Arrangement of matexial

Fiction books are arranged in alphabetical order
by authors, non-fiction books in classified order.
The pamphlet materials (i.e. those marked with "PY
upo cataloguing) are housed in pamphlet boxes in -
class order. There is an oversize shelf for oversize
books. s : - ' ’ ‘

Back issues of amnual reports of the ministries and
other institutions like the IACSO (The EBEast African
Community) are shelved at the shelf behind the
librariant's desk, with the anticipation of sending
them to be bound one day.

Acts and revised laws are shelved separately from
books. Back issues of some periodicals are also shelved
at the back of the librarian's desk. Other materials
which are not catalogued and classified such as the
V azette, Governmment Circulars, etc. are housed in
ERK;amphlet boxes clearly. labelled.

B T - 50/cccanns
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Catalogue

The catalogue is in class order and author orderxr.
The title index is interfiled with the author index
inn one alphabeticzl corder. Some of the catalogue
drawvers are devoted to the Acts index (for explanation
of this index sz2e below).

Daily routine

Tach morming make sure that materials used the
previous day are put in their proper places and that
the shelves are tidy.

TThen new books come

Check that each book has a corresponding stock
card. See that the accession numbey on the stock
card is the same as that appearing inside the book
and also check that the class no. on the card is the
same as that on the spine of the bcok. Normally the
accession no. in the book is on the verso side of the
title page. Copy the class no. which appears on the
spine and on the card above or below +this accession
no. in the book, in pencil.

If the class no. on the card and that on the spine
of the book diffexr or if the accession numbers cun the
stock card and in the book differ, return the same to
Stock Department for correction.

When vyou have checked all the new books, count
the stock cards and enter the figures 3inn the Stock
Sheet according to the divisions, i.e. ANF. AF, Swahili,

and Juniore. The books thus chiecked avre ready for
shelving. Also make sure that the books have proper
stationery. Sometimes mistakes can be made and one

can find Reference Lables in E.A. books.

Other materials coming in

) These include the Gazette which comes in every
weelky,; the directory of public corporations, Tanzania
directory, monthly reports of Agricultural Extension
‘Services from various regions,; etc. These should be
filed in their proper boxes and in orderxr immediately.

&
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Withdrawals

The‘cards of the withdrawn book should be withdrawn
from the catalogue and sent to Stock Department for
proper adjustment in the main catalogue-

Use of E.A.

All genuine readers of E.A. materials have access
to the room, but usually students reading their own
notes are not allowed in. Children are also not
allowed in. They should use the children's department.

It is important that the room is under constant
supervision. The aim is to preserve as well as to let the E
the materials be used, but the main point is to see. ;
that books from E.A. are not lost. For this Treasons, !
usually there is a membexr of staff present all the }
time. If no other. staff is available to take charge 5
and if there are no readersy; the door should be locked, }
%gd the key deposited with the member of staff at the |

ERKjuiries desk, and the notice "Please ask at the i
LN L juiries desk if you wish' to use this room" should be i
placed on the door. a£’7€7 5 51/ ceeeecns
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No books are lent to any readerxr. Photocopies
are available of any material in stock on payment
of a charge. lLoans are permissible to branch
libraries on condition that the material, on
reaching them; is not lent out to readers, but used

~ -4in “tho library concerned as a reference book.
Liecords of such loans are filed in East Africana
behind the guide card "Loans to branches".

Some of the works that are already in progress

1. Acts Index.

Is completed from 1921 to date, in
alphabetical order, but new acts need to be
indexed as they come in. Subsidiary
legislations (or Acts Supplements) have
also been indexed from 1964. These two are
interfiled. Each Act is filed followed byv
its subsidiary legislations i.e. The main
Act comes first, followed by its amendments
if any, and then its rules, Tregulations,
orders, pPproclamations etc. The idea of filing
these subsidiary legislations immediately
after the main Act is gquite important as some
readers will not know the supplement number of
the rule or oxrder of a certain act they want.
They ask for an Act and then enquire if there
are rules, orders,; or regulatioms of such an
Act. This is easy as one Jjust looks behind
the actual Act to see if there are any.

2. Alphabetical Bills Index.

i This has also been ccmpleted from 1950~
1969 and more bills are being indexed.

3. Iribes_ JIndex-. Any material on Tanzanian tribes
should be indexed and added to the tribes index.

L. Area Index. Area index has also been started
and is a good idea to continue it. Fox example
people ask for information on Kilwa, Ujiji,
Bagamoyo, etc. The area index should be of use
in this matter. ‘

5. Periodicals housed in E.A. that have been indexed.

a) Uganda Journal

b) Azania Journal _ :

< T.N.R. (Tanzania Notes and Records)

a Journal of the Fast Africa & Uganda Natural
History - all volumes presently in E.A.

6. "Uhuru'" has also been indexed from 1964.

Q Index to the Gazette has also been started

7o Press Releases from the E.A. Community and
T Mindistirv of Tnformation liave beernn indexed.




of a charge. lLocans are permissible to bianch
libraries on condition that the material, on
reaching them, is not lemnt out to readers, but used

‘dn “the library concerned as a reference book.

Hieccrds of such loans are filed in East Africana
behind the gunide card "lLoans to branches".

Some of the works that are already in progress

1. Acts Index.

Is completed from 1921 to date; in
alphabetical order; but new acts need to be
indexed as they come in. Subsidiary
legislations (or Acts Supplements) have
alsce been indexed from 1964. These two are
interfiled. Fach Act is filed followed by
its subsidiary legislations i.e. The main
Act comes first, followed by its amendments
if any, and then its rules, regulations,
orders, proclamations etc. The idea of filing
these subsidiary legislations immediately
after the main Act is guite important as some
readers will not know the suppliement number of
the rule or order of a certain act they want.
They ask for an Act and then enquire if there
are rules, orders, or regulations of such an
Act. This is easy as one Jjust looks behind
the actual Act to see if there are any.

2. Alphabetical Bills Index.

: This has also been completed from 1950-
1969 and more bills are being indexed.

3. Tribes Index. Any material on Tanzanian tribes
should be indexed and added to the tribes index.

Ly, Area TITndex. Area index has also been started
and is a good idea +to continue it. For example
People ask for informatiocon on Kilwa, UJjdiji.,
Bagamoyo, etc. The area index should be of use
in this matter.

5} Periodicals housed in E.A. that have been indexed.

(a) Uganda Journal

b Azania Journal .

c) T.N.R. (Tanzania Notes and Records)

d Journal of the East Africa & Uganda Natural
History - all volumes presently in E.A.

6. M"Uhuru" has also been indexed from 196.4.
Index to the Gazette has also been started

7o Press Releases from the E.A. Community and
Ministry‘of Information have been indexed.

Some useful lists in E.A.

(a) Exchange lists; di.e. a list of books which the
- Te.L.S. can offer to othex libraries for exchange
purposes. : ‘
(b)) a list of’ periodicals taken -~ this should be kept
up to date. )
(c) catalogue of Mrs. E. Rutishauser's wvaluable
books on Africa. : ‘

T a gty ()




(a) Filings: a basic guide to T.L.S. practice. All
these are kept in the desk drawers.

A preliminary list of workss out of print books;
theses and periodical articles on Tanzania has
been started, and is useful to try to contact
second—~hand booksellers fox these materials -
through the Stock Department.

CHILDREN'S & SCHOOLS SERVICES

(a) Children's sexrvices

Cegistration of readexss

211 primary and secondary school children should
register in the children's department. Primary school
children should fill in yellow foxrms which have to be
signed by the child's father or mother. An identity
card, driver's licemnce or any other official document
has to be shown as proof of the P.O. Box number.

Secondary school.stﬁdents have to complete blue
forms which have to be signed by the form teachers and

also have the school stamp on the reverse side of the
membership form.

Students from the Technical College or attending
private courses must join the adult library.

Ticket regulationss:

All.readersfaré entitled to Z_tickets.

Secdndary:schéOI,studénts (Forms 2-6) receive blue
tickets which can be used in both the children's and
adult libraries. o -

o PrimarytsChoql-pupils_and Formyiystudents-reCéivev
2 yellow tickets and these can be used only in the

children's librarye.

Arrangémént of books

_BgoksTéréﬁg?fangéq‘in £hégf611owing\ma@herg

;The’piéturé‘Booké~aréﬁkeﬁfvinythé;kiﬂdér b6xes; 'All'

these books have afbluefsppt,gn:thém;sa»

‘vThé éééy.réaders-haﬁé“aﬁp@fﬁié’épot»oﬁ,them and
are‘kept"inlthe_fi¢tipn:se¢tion{fﬂ“'f1 _ S

 Fiction books for older children are shelved in
order of author. '

Non-fiction bobks'are.afﬁangéd”accoiding to the
class-number, o i L ‘ o "

' Reference bébks-afekképt af‘théﬁba¢k bf the'-

Libraxry. , ‘
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Cverdue procedure
Zeminders are sent for overdue books as follows:

2 weeks overdue ...c.ccssceccess.a.tist post card
1T month overdile cecececscecssesce-e. 2nd post card
6 weeks overdu@ cececeesecccscocses oOverdue letter

Over 2 months overdue ..:c..+.. Final letter addressed
to the school.

L months overdle .cseecessceces... Reader blacklisted

6 months overdue cccceeecsecescos. Book written off the stock.

The van visits the school forybooks overdue from both the
adult and the junior departments.

Special Activities

Storyvy hours

Stories are told every Wednesday at 3.00 p.m.
in Swahili and 3.30 p.m. in English. All children
undei ten are welcome.

Children's Maga=zine

Gazeti la Watoto is a maga=zine which is published
by this Department once every four months. Articles
are contributed by the children andothers interested.
As from this year (i.e. January 1971) subscriptions
have been introduced. The rates are as follows:

Tanzania and the rest of Africa Shs.10/-
Overseas : Shs.15/-

Single copies can be bought on. payment of 2/50
.(excludlng postage).

Talks to new members

All new members (Primary school children) have to
attend the introductory talk before they can have their
tickets. ' These are held on Wednesdays at 4.00 p.m.'ln
Swahili and L.15 in Engllsh.

(b) Schools Department serV1ces.

T Exhlbltlon collectlon of books sultable forxr
secondary school libraries. A selection aid.

Housed at the: Central lerary, Dar es Salaam. . Ideally.
should circulate to reach all schools. Of 1limited .
value until the flnanclng of school 11braries is put

on a secure footlng.' SRR :

z(a) Booklist of accessions in the children's library,
Dar es Salaam which are recommended for secondary
schools are sent to schoolsvat 3 monthly intervals.

(b) Book reviews: .Annotated booklists and reviews
by subJect teachers are’ coordlnated at T.L.S. and
distributed quarterly. *

(c) List of perlodlcals for secondary school llbrarles.
3. Manual for school 11brar1es.. Complled to gulde

‘teacher/llbrarlans in the organlsatlon of thelr
'1:hrar1es and to encourage unlformlty.
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L, School mobile library service. Initially to
secondary schools in Morogoro, Iringa and Dodoma.
Surveys were made in August, 1970 in oxrder to
assess what was needed to be domne to help bring
libraries up to a fairly uniform pattern in

stationery and organisation. It is intended that
the service will provide books to supplement the
school's own basic collectiomn. Schools should

provide reference material; The Tanganyika Library
Service should provide bacground and recreational
material. The mobile will visit schools twice each
texrm. The service will give access to a greater
variety of books than a school can provide for
itself. The mobile librarian will help school
librarians with the organisation of their libraries,
offer advice, attempt to keep up with problems of
school libraries and try to solve them.

5. Model school libraries. Tstablished with UNESCO

assistance at Mazengo, Iringa Girls' Schoocl and
Mosumbe. The T.L.S. Schools Department catalogued
and classified the books.

G. Weeding of unsuitable donations. The T.L.S.
staff assist schools. The TL.S. acts ias receiver

of donations for schools and prevents completely
uncritical acceptance of gifts.

T Advice is given on library planning and
furnishing; staffing; financing; book orderings;
and various other library processes.

8. Training o¥X teacher/librarians. Seminars for
practising teacher/librarians are ehld and an optional
course in library science is given to third year
students at the University of Dar es Salaam who will
be teachers in secondary schools.

Book selection for schools.

lerary pooks are used in schools for three different
purposesy,; mnamely to obtain information, to build up a body
of organised knowledge and to enjoy an imaginative experience.
e call the activities involved reference, study and recreative
readn.ng° . The activities often overlap and the purposes are
1nd1st1ngu1shable ~ study involves reference; and recreative
reading often results in both information and knowledge - but
the three divisiomns form convenient headings for us to bear in
mind when selectlng material for the 11brary.

Book selection is one. of the.most important but one of
the most difficult of the librarians tasks. Its gemeral aims.
are 3

1. To prov1de material to meet the mneeds of the readers,
both for work in school and for recreation in the widest
sense - both for information and imaginatione. To
suggest that the school 11brary should concern itself
solely with 'work books' and that children should look
elsewhere for their recrz=ational readlng,«ls
educationally unsound and quite 1mpract1cab1e. One of
the functlons of .the 11brary is to present a picture

of human experience as a wholej and so thexre should

at least be a token representatlon of all subJjects.

g
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2, To maintain a balance between the meeds of different
subjects, interests and ages, so that a lopsided
collection is avoided. In particular, the needs of
vounger children should not be forgotten,; noxr the

needs of backward childreng

3. To establish and maintain a standard of quality.
At each stage books should be as good of theisx kind
as possible, and not only accuracy and literary
quality, but also attractiveness of presentation
and format should be taken into account in Jjudging
whether a book should be added.

It is idmpartsmt to lay down a long term poliicy and work

to it consisteotiy, and to plan ahead of demand. Books have
often stimulated an interest which otherwise might neverxr have
been aroused.

Some

principle problems in book selectioin.

10
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Basic stock

There is a minimum provision of books without which

a. llbrary canrnot funriction efficientiy. This is termed

basic stock.. It includes the indispensable books of
general reference, and a nucleus of books covering

the subjects and interests to be represented, including
fiction. The provision of this minimum general stock
must be a first charge on funds for a new or newly
organised library. The size of the school has little

" bearing on the size of the basic: collectlon.. A

capital grant should be allocated specifically for

_basic stock at the outset, distinct from the annual

library grant.

A'general»indication of the ground which the basic

'stock should cover may be given.

Subjects include:s

Most of the works of general reference
School librarianship

The Bible and religion

Mythology

The nation and the community (politics, elementary
ecoromics, law,; education, defence forces, commerce)

‘ gClence and its main branches and the story of
‘501ent1f10 alscovery. o :

Applied. science and 1nvent10ns

Medicine (the body, health and disease, first aid)

Engineering (1nc1ud1ng rallways, motors, ships
aeroplaneSQaW1reless and varlous forms of c1v11
englneerlng ' fl S -

”Warmlng
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subjects,; interests and ages, so that a lopsidaed
collection is avoided. In particular, the needs of
vounger children should not be forgotten, nor the
needs of backward childreng

3. To establish and maintain a standard of quality.
At each stage boosks should be as good of their kind
as possible, and mot only accuracy and literary
guality,; but also attractiveness of presentation
and format should be taker into account in Jjudging
whether a book should be added.

It is important to lay down a long term policy and woxrk
it consistently, and to plan ahead of demand. Books have

ten stimulated an interest which otherwise might never have
en aroused. -

me principle problems in book selectioine.

Basic stock

There is a minimum provision of books without which
a library cannot function efficiently. This is termed :
Pasic stecks. Tt inclua. . the indispensable books of !
general reference; and a muz=i=2us of books covering
the subjects and interesuws tm be :represented, imcluding

fiction. The provision o t&=is prrinimum general stock
must be a first charge on fumids FTor a new or newly
organised library. The s==w== o»f -“ifze school has littie
bearing on the size of thi= b=sic c—ollection. £

capital grant should be alleocr=ted specifically for
basic stock at the outset, diasmtinct from the ammuail
library grant.

A geheral indication of —the ground which the basic
stocikk should cover may be gifiwvwean.

SUbjeCts>includes

Most of the works of general reference
School librarianship .

The Bible and religion

My thology

The mation and the community (politics, elementary ‘
economics, law, education, defence foxces, commerce ) . ]

Science and its main branches and the story of
scientific discovery. S

Applied science and inventions v

Medicine (the body, health and disease, first aid)

Engineering (incliuding railways, motors, ships
aeroplanes, wireless and various forms of civil
engineering) ’ ' o

Farming
Domestic subjects

Industries

Art (including architecturey sculpture, painting,
music): o

Recreations and sports

Language'and‘;iterature§ English and Swahili and
any other languages taughi in the school, with tTranslations
of great literature of other l=nguages. ‘ '

T TR

- Histwory
Q Geography and travel ‘
ERK: LiYas of famou$5ﬁ”;“anﬂ‘w9m£n. R R 356/--..y.
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Above all interests of special concern to children
should not be forgotten e.g. hobbies, scouting and
guiding, careers and fiction should be well represented.

The books will naturally be chosen as the best
available to form the nucleus of e~ =h subject, and
the process of building up the library afterwards
will consist in supplementing this basic collection.

Estimates of the size of a ba ic collectiomn rTange
from 800 recommended in the Carnegi= Report of 1936
to 1,600 as recommended by the School Library
Association in their draft report. A work in several
volumes for this purpose counts as a single title.
The whole basic collection will hardly be purchased
imm a single blocki the purchase may well be spread
over several months.

Genexral Reference

In the general reference section of the library the
following kkinds of books are needed:

A large encyclopaedia
Large and small English dictionaries
Swahili dictionary

Literary books of reference, including dictionaries
of literature, quotations, mythology,; biographical
dictionary. :

Annuals and yearbooks
Atlas,
- Post Office Guide

LLocal directories covering East Africa, Tanzania or
local regions.

Timetables for air, train, steamers, and if
available buses. : '

Balance

In planning the ordered growth of the library, a
system of proportional allocation of funds has been
found useful;, the total annual grant being divided
into a nmnumber of units allotted to the different
subjects and needs of the library.

In the actual instance the grant is divided 4into
forty un1ts§3of which eighteen are allotted to school
subjects in varying proportions, mathematics for
instance, obviously needing less than history; seven

- to papers and perlodlcalsm six to reblndlng and repairs;
the balance g01ng to recreational and general reading,
Q 1nclud1ng fiction. A date is fixed,- by which accounts
ER&C have to .be made up, and before which money allocated
e to each” purpose must be. spent,,otherW1se 1t returns

+ o he 1 £ Ty 11ch - nding




The books will naturally be chosen as the best
available to form the nucleus of each subject, and
the process of building up the library afterwards
will consist in supplementing this basic collection.

Estimates of the size of a basic collection Tange
from 800 recommended in the Carnegie Report of 1936
to 1,600 as recommended by the Scheol Library
Association in their draft report. A work in several
volumes for this purpose counts as a single title.
The whole basic collection will hardly be prrchased
in a single block; the purchase may well be spread
over several months.

General Reference

In the general reference section of the library tize
following kinds of books are needed:s

A large encyclopaedia
Lasrge and small English dictionaries
Swahnili dictionary

Literary books of reference, including dictionariz=s
of literature, quotations, mythology, biographicaid
dictionarye.

Annuals and yearbooks
[‘;‘tl as 9
Post Office Guide

f,ocal directories covering East Africa, Tanzania or
local regionse.

Timetables for air, train, steamers, and if
available buses.

Balance

In planning the ordered growth of the library, a
system of proportional allocation of funds has been
found useful, the total annual grant being divided
into a number of units allotted to the different
subjects and needs of the library.

. In the actual instance the grant is divided into
forty units,; of which eighteen are allotted to schocol
subjects in varying proporticns,: ‘mathematics for
instance. obviously needing less than history; seven

to papers and periodicals; six to rebinding and repairsj;
the balance going to rTecreational and general Teading,
including fiction. A date is fixed; by which accounts
have to be made up, and before which money allocated

to each purpose must be spent; otherwise it returns

to the general fund. In such a system the spending

of the allocated units naturally follows the recommend-
ation of the subject teachers concermned; but it is the
duty of the librarian to sece that the needs of all mDarts
of the school are kept in view, so that the library does
not become what is virtually a staff or upper school

library. The system need not be rigid; there is notthing
to prevent variations from year to year, as, for
instance, to meet some special demand. Within the

subject allocation the subject teacher naturally bears
in mind any partlcular work planned for the year, smch
as a special period in history or a subJect to be

g T T
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treated as a project e.g. Wild 1life of East &fricsa.

Tn this way as the special needs of each ve¢ 4 arec

met, a good all round collection is gradual ¥ beimg
built up-. Tt is the librarian's responsibi ity tio

sece that the best use is made of the funds *available,
and especially to provide for the extremely dimportant
sector of book selection mnot cowvered by scii’dol subjectse.

piscarding

The process of discarding is complimerZary to
that of book selection. It is important to keep the
1iprary free from material no longer of prasctical :
use because it is either physically worn ok ox out :
of date. In the case of a worm out book, +tkie normal
routine of selection will decide whether it should
be replaced with a new cCcoOpy or whether it 4i= bettterxr
to buy anothexr book on the same subject. Smbject
teachers and others interested should be inwited
regularly to look through sections of the libmwary
for out of date books. I+ must, however, .
remembered that a book which is out of date im some
respects may be worth keeping for some partcular
chapter, or for historical interes® (e.g. a: early
manual of chemistry). 01d copies of annuals lilke
Whitaker should not be discarded, as they amwe useful
in library class work. :

Choice of edition

In choosing his books the librarian should pay
attention not omnly to the content of the bowks he
purchases, but also to their physical make-uip, the
quality of their binding and paper, of theix typo-
graphy and illustrations. Where books of information
are concerned, there is usually mno choicej; one mast
choose a treatise on light according to its contents;

irrespective of its format. But there is a large
range of books whose material is of permanent human
interest - the grezt imaginative works of literature;,-

especially poetry, drama and classical fictionj; the
classics of religion, science, travel, historys books
containing illustrations of great art -~ architecture,
sculpture, painting - books in short which do mnot go
out of date. Here the librarian should deo all he can
to make sure that the editions he buys are worthy.
Large books of first rate illustration of architecture,

painting and sculpture are ofterr worth many books of
cxyiticisme.

Aids to book selections.

The best ground for judgment of a book is

personal knowledge both of the book and #hose who

will read it. But the most active school 1librarian

is incompetent to judge outside his own Field of

QO interest, mnor can he keep abreast with wEmt exists

ERiCor is published. He will therefore look to every -
meydépeﬁdablefSQurce_of{infbrmatibnltOQWhich#helhas '

access. - ' o R o



met, a good all round collection is Eradually being
built up. It is the librarian's responsibility to

see that the best use is made of the funds available,
and especially to provide for the extremely important
sector of book selection mot covered by school subjects.

Discarding

The process of discarding is complimentary to
that of book selection. Tt is important to keep the
library free from material mo longer of practical
use because it is either physically worn out or out
of date. ITn the case of a worn out book, the normal
routine of selection will decide whether it should
be replaced with a new copy or whether it is better
to buy another book on the same subject. Subject
teachers and others interested should be invited
regularly to look through sections of the library
for out of date books. It must; howewver, be
remembered that a book which is out of date in some
respects may be worth keeping for some particular
chapter, or for historical interest (e.g. an early
manual of chemistry). 01d copies of amnmuals like
Whitaker should not be discarded, as they are useful
in library class work.

Choice of edition

In choosing his books the librarian should pay
attention mnot only to the content of the boocks he
purchases, but also to their physical make-up, the
quality of their binding and paper, of their typo-
graphy and iliustrations. Where books of information
are concerned, there is usually 10 choicej; one must
choose a treatise on light according to its contents,

irrespective of its format. But there is a large
range of books whose material is of permanent human
interest - the great imaginative works of literature,

especially poetry, drama and classical fictionj; the
classics of religion, science, travel, historyj; books
containing illustrations of great art - architecture,
sculpture, painting - books imn short which do not go
cut of date. Here the librarian should do all he caun
to make sure that the editions he buys are. worthy.
Large books of first rate illustration of architecture;
painting and sculpture are often worth many books of
cxyriticism. ‘

Aids to book selection.

The best ground for judgment of a book is
personal knowledge bothh of the book and those who
will read 4it. But the most active school librarian
"is dncompetent to judge outside his own field of
interest, nor can he keep abreast with what exists
or is published. He will therefore look to every
dependable source of information to which he has
access.

Colleagues and pupils

The school librarian should always welcome
suggestions from every quarter. - Help from within
the school is particularly welcome as it is evidence
of an active interest in the work of the library -
the best possible augury for its success as an
educational influence in the school.  Suggestion
books kept in the common room for the staff, and
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in the library for the school, help to crystallize
this interest. Many schools have selection
committees, separate or joint. of staff and pupils.
The help of school societies may be invited.

The public library

The most helpful service that the public library
can offer to the school librarian is help in the
choice of books. The public or national library is
in a position to order far more widely than any
school. The school librarian should try and make
a point of seeing as far as possible all mew public-
ations when in the areas where a public library
service is offered. Especially the children's
bPooks and boeooks of general interest.

Local booksellers.

A good local bookseller will have in stock only
what he knows he can sell which in this country will
limit the range to the very popular and low priced,
but at the same time it is a source for local material
and gives the school llbrarlan opportunity to see and
handle new books.

Sook exhibitions and book weeks.

. From time to time exhibitions of books are held
in centres throughout Tanzania which can be of
valuable assistance as an aid to book selection as
the books exhibited are usually expensive and well
produced and would mot mormally he seen in bookshops.
One National Book Week was held last year where a
special section was devoted to school libraries.

This we hope to repeat.

Dooklists.

For the guidance of the school librarian by far
the most useful lists are selective lists provided
‘with brief annotations decribing the scope of each book
listed. Many such lists have been issued by associations
interested in special fields of study: by education
authorities and by libraries. The School Library
Association has produced a number of these lists drawn
up usually in collaboraticn with an appropriate
subject association and similar lists have appeared
iii the School Library Review. The National Book League
issues selective lists which are usually sponsored by
an organisation interested in the subject in question.

Reviews.

These are the most valuable- source of information
. on current publlcatlons.‘-It is not p0551ble ‘4o enumerate
-thhem all.but for general . purposes ‘the follow1ng weekly
.perlodlcajslare espe01ally Worthy.; The - Tlmevalterary

‘Supplement;  New- Stauesman, Tlme:anOlede, Llstener,
QArinonm~rtatAr ' T'\'P\'r\ NIT . ArnAAnn ! = N mlrTxr @atrel el e om P PN



The help of school societies may be invited.

The public library

The most helpful service that the public library
can offer to the school librarian is help in the
choice »f books. The public or national library is
in a position tc order far more widely than any
school. The school librarian should try and make
a point of seeing as far as possible all new public-
ations when in the areas where a public library
service is offered. Especially the children's
books and books of general interest.

Local booksellers.

A good local bookseller will have in stock only
what he knows he can sell which in this country wilil
limit the rTange to the very popular and low piiced,
but at the same time it is a source for local material
and gives the school librarian opportunity to see and
handle new books.

o0k exhibitions and book weeks.

. From time to time exhibitions of books are held
in centres throughout Tanzania which can be of
valuable assistance as an aid to book selection as
the books exhibited are usually expensive and well
produced and would not mormally be seen in bookshops.
One National Book Week was held last year where a
special section was devoted to school libraries.
This we hope to repeat.

Dooklists.

For the guidance of the school librarian by far
the most useful lists are selective lists provided
with brief annotations decribing the scope of each book
listed. Many such lists have been issued by associations
interested in special fields of study: by education
authorities and by librariesa. The School Library
Association has produced a number of these lists drawn
up usually in collaboration with an appropriate
subject association and similar lists have appeared
in the School Library Review. The National Book League
issues selective lists which are usually sponsored by
an organisation interested in the subject in question.

Reviews .

These are the most valuable source of informatiomn
on current publications. It is mnot possible to enumerate
thhem all but for general purposes the following weekly
periodicals are especially worthy. The Times Literary
Supplement,; New Statesman, Time and Tide, Listener,
Spectator; John O'London's Weekly and also the
nationzs.l Sunday Newspapers. For special subjects
the various professional Jjournals should be consulted.

In these Jjournals the reviews will orily cover
adult Dooks. The rTeviews of childrent's books are
only to be found in a few reviewing periodicals -
Junior Bookshelf; Growing Point, twice yearly in the
Children's Supplement of the Times Literary Supplement,
The Horn Book, and Children's Book News, and Books for
your Children. '
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Pupnlishers catalogues

These should be treated with caution as they
are designed to sell the books. Useful for checking
purposes. Some are annotated. A general monthly
1ist of publications arranged in rough Dewey order
is obtainable in 'Books of the Month'. 'Whitakers
Cumulative Booklist'! lists new publications
progressively each yearxr.

“are of library material k-

"Your borroweis of books,
those muatilators of
collections,; spoilers of

the symmetry of she ivas;

and creators of odc volumes".

~ Charles Lamb -

In tropical countries books have to be protected from the
ravages of dnsects, dampness, dust and sunshire. To ensure
maximum life out of a library book certain measures and care
have to be taken,

(a) Insects such as cockroaches, termites, bookworms
are the biggest menace to books in the tropics.
Keep all insects out of the building, as faxr as
possible, by screening windows with mosguito wire.
Before making books available for loan, brush with
insecticide down the gutter margin, in front and at
the back of the book. Insecticide acts as a
protection against insects. Book solution is
obtainable from Mansoor Daya Ltd., Dar es Salaam.

{b) Sunshine helps free books from wvarious insects but
owing to its heat and its rays it also damages them.
WThere direct sublight cannot otherwise be avoided,
it should be filtered through curtains or through
blinds. . '

(¢) All books and shelves must be dusted thoroughly as
a daily routine. As an added protection against
dust, books should be covered with plastic Jjackets
or they should be jaminated with self-adhesive plastic
£ilm. _ o ' '

Self-adhesive plastic cover, commercially known

by different names like IEsacover, Vistafoil, Takibak,
etc. by different firms producing them. ' )

Proper handling of bookse.

Attention should be drawn to the following bad practices
which are all too common: turning a page down to mark a placey
keeping an open book upsidedown instead of using a book mark;
writing upon the surface of a pages handling books with dirty
hands; and allowing bits of food to fall between the pages
while reading and enjoying a snack at the same time.,

_ If readers are to take care of the books, it is important
that the library should have a well-kept appearance. The
presence of torn books and a general shabby appearance will
create disrespect for the books and will encourage readers
t O reat books badly. o S : ' '
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>ropex methods of shelving books.

The method of shelving will also affect the amount of
~epair and binding.

(a) Ensure that books stand upright omn the shelves
and that book supports are used to hold them.
When books lean sideways, not only do they look
untidy, but also a continuous strain is imposed
onn the sewing and binding.

(1) Avoid tight packing of the books on the shelves.
The readerxr is ccmpelled to pull a book out by
the spine, and this very often results in

ripping loose the top of the spine of the
covering.

(c) Store outsize books on shelves deep enough to
hold them safely, so that a minimum friction
is imposed on books when sehlving or withdrawing
thema. Keep them upright or flat as in the case
of exceptionally large volumes; e.g. Times atlas
but never halfway. ’

Jaintenance of the collection.

. Dariy detection of damage and dirt and prompt treatment
is the basic principle in maintaining good condition of the
books . . ‘

(a) Returned books should be checked before
- shelving for any signs of damage orxr dirt.

(b) Books in need of attention should’ be put
- on .a. separate’shelf for the 11brar1an to

{c) The 11brar1an should then de01de Whether
’ the book should be mended, dlscarded or
replaced.

(d)'The books Should then be sorted 1nto

approprlate groups for repalr, w1thdrewal,
‘binding, etc. ‘

(e)’The me thodical way of handling books for repair
is to attach a slip of paperxr to every book,
statlng what is to be done; e. e Repalrvtear
u51ng maglc transparent tape. - The paper sllp
reamins with the book until the work is
‘completed and checked.

:The follow1ng p01nts should be eon51dered when maklng
a dec¢51on°» : ‘ :

l:vaendn_ng

mmm$he well 1ntent10ned practlce of mendlng a ‘book in order
to. keep it din 01rculat10n a little. longer often 1mpa1rs,rather
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Propex methods of shelving books.

The method of shelving will also affect the amount of
repair and bindinge.

{2) Ensure that bocks stand upright on the sheives
and that book supports are used to hold them.
When books lean sideways, not only do they look
untidy, but also a continuous strain is imposed
on the sewing and binding.

(b) Avoid tight packing of the books on the shelves.
The reader is compelled to pull a book out by
the spine, and this very often results in

ripping loose the top of the spine of the
covering.

(c) Store outsize books on shelves deep enough to
hold them safely, so that a minimum friction
is imposed on books when sehlving or withdrawing
them. Keep them upright or flat as in the case

of exceptionally large volumes; e.g. Times atlas
but never halfway. '

Maintenance of the collection.

Dariy detection of damage and dirt and prompt treatment

is the bpasic principle in maintaining good condition of the
books.

(a) Returned books should be checked before
" shelving for any signs of damage oI dAirt.

(b) Books in need of attention should be put

on a separate shelf for the iibrarian to
sSsee.

{c) The librarian should then decide whether

the book should be mended, discarded or
replaced.

{d) The books should then be sorted into

appropriate groups for repair, withdrawaly
binding, etc.

(e) The methodical way of handling books for repair
is to attach a slip of paper to every booky
stating what is to be donej; e.g. Repair tear
using magic transparent tapee. The papexr slip
reamins with the book until the work is
completed and checked.

The fQ11owing points should be considered when making
a decisions ‘ :
1. Mending - :

. The well intentioned practice of mending a book in order
to keep it in circulation a little longer often impairs rather
than improves  the appearance. Very often valuable books are

seriously damaged in the attempt to mend- them at the library.

Good mending required training; poor mending may easily spoil
a boolk.

Mending should be limited to simple operations such as
mending loose oxr tormn pages, torn spines, o cormners of pages.
Tf i+t is anything more than this, e.g. if the dewing of the
book has become loose, repair is not practicable and the book
should be rebound, withdrawn or discarded. It is economical
in the long run to rebind books of permanent value.

Avoid using too much glue or paéte as the excess runs

between thepages and makes them impossible to separate. Avoid
5 use of cellotape as it tends to collect dirt.

) Voo . 61/ ccanes
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o Binding A

When making a decision concerning binding, the librarian
i1l have to take into account different categories of books.
ach Pook should be weighed as to its present and future value.
n many libraries books which may have some importance in
hemselves may be passed over when binding is needed because
ther and later volumes will fully meet the needs of the
tudents.

« ~ Rare: books

Whenn such material does appear it may have been
adly damaged. Such books should be trusted to binders
xperienced in special work. Alternatively a slip case
an be used to protect rare books and it is recommended that
hese books be withdrawn from circulation and produced only
n request.

. Vithdrawing

Vithdraw from circulation damaged or irreparable copies
£ once popular titles for which there may be future demandj
eep them in storage to be produced when the need arises.
imilarly rare books beyond repair, useful for the information
hey contain, can be removed from the lending shelves into
torage. :

Withdraw from a library collection'books that are no
onger in demand, are badly damaged, and which are extremely
lirty and unattractive in appearance. :

e  Cleaning.

Clean immediately any difty.marks in the books.

o
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:LOSSAEY OF IL.IORAT-Y TIORMS

-

L IHTALE £iT ... One who has Oharge of the tocaks, contents and
administration of a library

CAiTHT,0GUT 0 0e A librarian who determines the forms of entry
and prepares the bibliographical descriptions for a
catalogue, and, in many libraries classifies the books
and assigns subject headings.

CATAILOGULR. . A list of books, pamphlets;, etc., zarranged
Gccording to some definite plan. It records, describes
and indexes the resources of a collection, a library,
oxr a group of libraries. It is usually prepared on
cards filed alphabetically in card catalogue cabinets

g in libraries.

STOCE s 0 e 1o All the books in a library, or 2. All the books
avallable for sale by a bookseller oxr publisher.

300X ..« A bound volume, or a volume of some size, distinguished
from a pamphlet.

7O0LUMT, s o A book distinguished from cother books or from other
major divisions of the same work by having its own
inclusive title page.

PAMPHLET, .. A publication of not more than 80 or 100 pages
Tastened together but not bound; usually enclosed in
paper covers.

>DQIAL... A publication issued in successive parts, usually
at regular intervals, and, as a rule, intended to be
continued indefinitely. Serials include perxriodicals,
aannualsy proceedings and transactions of societies, etc.

PIRIOCDICAL. .. A publication with a distinctive title intended to
appear in successive (usually unbound) numbers or parts at
stated or regular intervals and, as a rule, for an
indefinite time. FTach part generally contains articles
by several contributors. Newspapers and the memoirs,
proceedings, Jjourmals, etc., of societies are not
considered periodicals under the rules for cataloguing.

Parits of a books

DUST~JACKET... {(Also known as book jacket) A detachable
wrapper,; plain or printed; flush with the covers at head
and tail, but folded over between the cover (both front

and back) and the book proper.

ERJ:Auu..._(As used in blndlng), The cover fcr.a.bookuwhich
_ﬁmms made - completely before being attached to a. book by

meonre af +he ordarmametra and Safmfiot-Smoeds +Eanmoca 31 2d3dS 95 am




SATZ OF LAY FabArio

i"T43T ... One who has charge of the boaks, contents and
administration of a library

L1,OGUS e o« A librariman who Creste=rmines time forms of emtry
and prepares the bibliogrmpiricical desc—iptions for =
catalogue; and, in many 14ib—=ries classifies the bmoks
and assigns subject headimg=.

OGS UE ... A list of books, pzmphlets, etc., arranged

ticcording to some definite plan. It records, describes
and indexes the resources of a collection, a librarys
or a group of libraries. Tt is usually prepared on

cards filed alphabetically in card catalogue cabinets
in libraries.

Ol eeele All the books in a library, or 2. All the books
available for sale by a booksellexr oI publisher.

K... A bound wvolume, or a volume of some size, distinguished :
from a pamphlet. :

Uiite.. A bock distinguished from other books or from other Z
major divisiomns of the same work by having its own ;
inclusive title page. : *

PHLET... A publication oXf mot more than 80 or 100 pages
Tastened together but mot boundj; usually enclosed in
paper coverse.

TAhi.. .. A publication issued im successive parts, usually
at regular intervals, and, &= a rule, intended to be
continued i1ndefimnitely. Serzimis inclamde periodicals,
annuals, proceedings and trerssactions: @f societies, etc.

TODICAL ... A publication withy = distinctive title intemded %o
appear in successiwve (usualty unbound):numbers or parts at
stated or regular intervals z=md, as a rMmle, for an
indefinite time. Each part gs=snerally contains articiles
by several contributors. Newspapers and the memoirs,
proceedings, Jjournals, etc., of societies are mnot
considered periodicals under the rules for cataloguing.

v,

DUST-JACKET. .. (Also known as book jacket)] A detachable
wrapper, plain or printed, flush with the covers at head
aihd tail, but folded over between the cover (both front
and back) and the book proper.

CASZ... (As used in biﬁding) The cover for a book which
is made completely before being attached to a book by
means of the end-papers and sometimes tapes in addition.

IP CASE... A cardboard box made to fit bne oY morxre VOlumes
published together, and open at the front to show the
titles.

ENDODPAPERS. A sheet of paper at each end of a book which
is inserted by the binder to help fasten the sewn sections
to the cover. One half, the 'paste-down endpaper' is
pasted on to a cover of the book (with the tapes between);
the other, the !'free endpaper' is pasted with a narrow
strip of paste at the fold to the end of a sectiomn. End
Bapers may be left plain, but are frequently used forxr

]
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LY LELF... A blank leaf at the beginning or end of a

Pook,; usually in addition to the loose leaf of the
endpaper and next to ite.

HALF=-TITLE. .. The brief title of a book appearing on
the rTecto of the leaf preceding the title~page.

o3

“3CT0... The right-hand page of an opem book o
manuscript, usually bearing an odd page number.

1TRS0,55; The left-hand pasge of an open book orxr manuscript,
usually bearing an even page numbex.

T 0T ISPIECE. . . Any pictorial representation at the front

of =z book, usually facing the title pages and as a rule
unnumbered.

PTTLE PAGE... A page at the beginning of a book or work
bearing its full title and usually, through not

necessarily, the author's.(editnr“saetc.) name and the
imprint.

SESTCATION. .. The author's inscription to a persomn or

persons testifying respecty; and often recommending the
wor¥k to his (or their) special protection and favour,

appearing usually on the recto of the leaf follaowing
+the title page.

FORZWARD... (Also known as PREFACE) The author's reasons
Tor writing, and his afterthoughts. It indicates the
scope;, history,; and purpose of the book and the class of

readers for whom it is intended, and expresses thanks to
helpexrs. ‘ I

COITTE

TTENTS, TABLE OF... A list of the tpreliminaries’ and
chapter headings of a book in their correct order, O
of articles in a periodicaly with the numbers of the
pages on which they begin. B

TEXT...1. The main part of a book, as distinguished
from preliminaries, appendix, index; etc. 2. The type

matser of a page, as distinguished from the illustrations
and margins. .

APPRITDIX. »» Matter which comes at the end of the. text
and contains notes too long for footnotes; tables of
figures, tables of statistics, or other items for which
there is no room in the body of the book, or which from.
the mnature of the information is moxre suitably placed
\)at the end of the text. ' ' '

Eﬁig3IBLIQGRAEHXQ?jA_listlofﬂbboks, maps, etc. on a specific
~subjéctfor”abQutﬁaaspecific@person,gmA,biblidgraphy‘
- e e Y - P P S, | naﬂ‘tn Ne o .

LT e s ecessariliv. a list



DogCclL, usualtdi’y 24k adtei L Lol Ly basE s mememememo T o
endpaper and next to it.

TALF-TITLE... The brief title of a book appearing on
the recto of the ieaf preceding the title-page.

RGPS . .. The right-~-hand page of an open book or
manuscript, usually bearing an odd page number.

ViiiS0O,, 5 The left-hand page of an open book or manuscript,
usually bearing an even page numbex.

™ O ISPIECE. .. Any pictorial representation at tihe front
o & book, usually TfTacimg the title page, and as = rule
usrmmuambered.

TITLE PAGE... A page at the beginning of a book or work
bhearing its full title a@nd usually, though not

necessarily, the author®s (editor's etc.) name amd the
imprint.

SERTCATTION. . . The author's Anscription to a perscm or
persoms testifying respect, and often recommending the
work tc his {or their) special protection and favour,
appearing usmally on the recto of the leaf following
the title page.

FORTITARD. .. (Also known: as PREFACE) The author's reasons
for writing, and his afiterthoughts. It indicates the
scope., history, and purpose of the book =nd the «class of

readexrs for whom it is dAntended, and expresses <thanks to
helpeis.

COITMTTINTS, TABLE OF... & list of the tpreliminaxriws' and
chariter headimgs of a ook in their cormrmect ords—«, or
of =mrticles in a p=zriodical, with the nmmbers af the
pages on which they begin.

TEXT.eas1. The main part of a book, as distinguwisshed

©rom preliminaries, appendix, index, etc. 2. "The type
matter of a page, as distinguished from the illustrations
and margins. ‘

ATPRITDIX.. . Matter which comes at the end of the text
and contains notes too long for footnotes; tables of
figures, tables of statistics, or other items forxr which
thhere is no room in the body of the book, or which from
the nature of the information is more suitably placed
at the end of the text.

SIBLIOGRAPHY. A list of books, maps, etc. on a specific
subject or about a specific person. A bibliography _
differs from a catalogue in not being necessarily a list
of materials in a collection or a library. Such a
bibliography is often a list of materials used by the
anthor in writing the book, or alternatively a selected
list of works for further reading.

IMOEX .« - An alphabetical list of topics, names, etc.,
treated in a book or group of books, with references to
the exact location where they occur, usually the page
but frequently +the entry number.

SECTION. .. The unit of paper which is printed, foldasa
and sewn, and which, together with other sections goes
: make up a printed book.

92
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CECGITLTURE . 2 o 1. A sectdion. 2. The letter or number,
or their combination, printed at ifhe foot of the First
page and sometimes on subsequent leaves of a section
as = guide to the binder in arrarging them in their
correct order (usuwally ommitted in American Exocks).

TOOTNOTES... Notes at the foot of a page, uswumally in
smaller type than the text, giving a referensis, an
authority, or an elucidation of izmatter in the Text
AQATOVE .

PLAOTNATION. . . The system of numbe1rs by which &he
consecutive pages of a book or MS. are marked %o
imrdicate their order. Pagination was rarxre unxti 1
1300 AD. and nmot really common umrtil 1590 AD.

TIRNITNG TITLE... The title that —Tuns through @a book or
section of a book, repeated at the head of =ach page or
at the top of the left-hand pages.

ZRITDER'S TITLE. .. The title lettered on the Immck of a
ool when re-bound.

COVER TITLE... The title of a book placed on a publishexr's
pinding.

COLOPHON... Particulars of printer, place and date of
printing, title, name of author, and publishers' or
printexr's devicey found at the end of manuscripts and
early printed books. Tt is frequently found in early
printed books, and occasionally in moderm. The device
of +the printer or publisher if not accompanied by other
informatiorn would mnot constitute a colophon.

ataloguing terminologys:

pi=r—y

AUTHOR. .. In the broader sense, the maker of +the book
or the person or body immediately responsible for its
exististence. Thus, a person who collects and puts
together the writings of several authors (compiler or
editor) may be said to be the author of a collection.
4 corporate body may be considered the author of
publications issued in its name or by its authority.

TITLE . o » Ordiharily, the name by which the work is
designated on its title page, and ~-—-- usually -—-=--
distinguished from any other work.

EDITION. .. All the impressions of a work printed at any
time or times from one setting of type, including those
printed from stereotype or electrotype plates from that
setting provided, however; that thexre is no substantial
change in make-up, format, or character of the resulting
boolc. S

FRICEVISED EDITION... A new edition with the text of the

ammng i ginal edition changed and corrected and : sometimes =
with additions that supplement it or bring it up to

P A I
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corect orderxr (usualliy ocmmictted 11 suelltais MU=

TOOTNCTES ... Wotes at the foot of a page, usually in
smaller type than the text, giving a reference; an
authority, or an elucidation of mattexr in the text
acove.

TACTIATION. .. The system of numbers by which the
consecutive pages of a ook or MS. are marked to
indicate their order. Pagination was rTare until
1500 .AD. amd not really common until 1590 AD.

TEIDITNG TITLE... The title that rumns through a book or
sec<ion of a book, repeated at the head of each page o
at the top of the left-hand pages-

DITTOER'!'S TITLE... The title lettered omn the back of a
Dowidc when me-bound.

COYZR TITLE... The title of a book placed on a publisher's
Ending.

COLOFPHON. .. Particulars of printer, place and date of
printing, title, mname of author, and publishers' ox
pinter's device; found at the end of manuscripts and
emrly printed books. It is frequently found in early
primted books, and occasionally in modern. The device
0¥ “the printer or publisher if not accompanied by other
i ormation would not comnstitute a colophon.

Catalo=ming terminologys

AUTHOR. .. In the broader sense, the maker of the book
or the person or body immediately responsible for its
exististence. Thus, a person who collects and puts
together the writings of several authors (compiler ox
editor) may be said to be the author of a collection.
4L corporate body may be considered the author of
publications issued in its name oTr by its authority.

TTTLE. .. Ordinarily, the name by which the work is
Gesignated on its title page; and —~- usually ~--
distinguished from any other work.

EDITION... All the impressions of a work printed at any
time or +times from one setting of type, including those
printed from stereotype or electrotype plates from that
setting provided, however, that there is no substantial
change in make-ups; format,; or character of the resulting
boolt. ‘

REVISED EDITION... A nmew edition with the text of the
original edition changed and corrected and sometimes
with additions that supplement it or bring it up to
date. : .

ISSUFE. . - (EDITION, Etc.) Specifically a distinct group
of copies of an edition, distinguished from the rest by
moxre or less slight but well defined wvariations in the
printed matter. Different issues are those in which
intentional changes have been made without resetting
the type for the whole work.

REPRINT... A new printing, without material alteration
from mew or original type or plates. A textual reprint
is ane whose text follows exactly that of a particular

editilion. ' .
; / I £
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~mp IFT BEDITION.... A cheap edition of a standard work
s of a popular copyrighted work from plates used in
+he regular trade edition, usually issued through
agreement with the original publisher.

TIPARIWT. .. The place and date of publication, and the
sa1e of the publisher oxr the printer {or sometimes both);
o~cdinarily printed at the foot of the title page.

COLLATION... That part of the catalogue entry which
describes the work as a material object, enumerating
+1ts volumes, pages, size, etc., and the type and
character of its illustrations.

COPYLIGHT... The exclusive privilege of publishing and
seliing a work, granted by a government to an author,
composex, artist, etc.

2OPYRIGHT DATE... The date of copyright as given in the
ho0iz, as a rule on the back of the title leaf.

T PRINT DATE... (TITLEZ PAGE DATEE) The year of publication
or printing as specified on the title page.

DUSLICATION DATE... The year in which a book is published,
generally ithe date given at the bottom of the title page,
in distinction from copyright and other dates. Also known
as the Date of Publication.

>gsLISHER. .. The person, firm, oxr corporate body under-
taizing the responsibility for the issue of a ook or
other printed mattex to the public.

ou™ OF PRIHNT... A boolk is out of print when the publisher
2as 1no more copies for sale. Abbreviation: O0.P.

¢TRmTiD
L A e add

S... A number of separate works, usually related to
one znother in subject or otherwise,; - issued in succession,
normally by the same publisher and in uniform style,; with
a collective title which generally appears at the head of
the title page; on the half title, or on the cover.

SITOE®S NOTE... In 2 catalogue or a bibliography, a note
stating the mame of a serxries to which a ook belongs.

The series note ordinarily follows the collation.

TCLUME: o o1 Tn a bibliographical sense,; a book
distinguished from other books or from other major
divisions of the same work by having its own inclusive
title page. 2. For library statistical purposes, any
printed, typewritten, mimeographed, or processed work,
bound or unbound, which has been catalogued and fully
prepared for use.

2 LGINATION... That part of the collation which states
vthe;number of pages,; oxr pages and leaves,;c¢ntained-in
a book.  Also called Pagimg. = Coee T )



agreement withr Thie Ol bshiast oo mom T o

—iPnTiiT... The place and date of publicatiomn, and the
—=-1e of the publisher oxr the printer {or sometimes bothj);
o—Cinarily nrinted at the Ffoot of the title page-.

COLLLTION... That part of the catalogue entry which
Gdescribes the work as a material object, enumerating
tts wvolumes, pages, Size, etc., and the type and
character of its illustrations.

COPYLIGHT... The exclusive privilege of publishing and
seliing a work, granted by a government to an author,
composer, artist, etc.

SOPYRIGHT DALATE... The date of copyright as given in the
hooiz, as a rule on the back of the title leaf.

TLPRINT DATE... (TITLE® PAGE DATE) The year of publication
ox printimng as specified on the title page-.

PUZLICATION DATE... The year in which a book is published,
generally the date given at the bottom of the title page,
in distinction from copyright and other dates. Also knowmn
as the Date of Publication.

>ysiISHER... The person, firm, or corporate body under-
taizing the respomsibility for the issue of a book or
other printed matter to the public.

oU OF PRTIITT... A boolkk is out of print when the publisker
1zs no more copies for szle. Abbreviation: O.P.

CITTES ... A number of separate works, usually related to
one =zwunother in subject or otherwise, issued in successiong
noxrmally by the same publisher and in uniform style; with
a collective title which generally appears at the head of
the title page, on the half title, or on the cover.

SILEIRS NOTE... In a cataloguve or a bibliography, a note
stating the mname of a series to which a book belongs.

“he series note ordinarily follows the collation.

TOLUMT . 0o = V& Tn a bibliographical sense; a book
distinguished from other books or from other major
divisions of the same work by having its own inclusive
title page. . 2. For library statistical purposes, any
" printed, typewritten, mimeographed,; or processed work,

bound or unbound, which has been catalogued and fully
prepared for use. )

T LGTHATION. . . That part of the collation which states

the number of pages, or pages and leavesy contained in
a bool. Also called Paging.

I USTRATION:. « e » ‘A pictorial or other representation in
or belonging to a boeok. Iin a narrow sense the term
stands for illusirations within the text (i.e.; those
which form part of the text page, or which are printed
onn a leaf bearing, on the reverse side, text other

than a mere descriptive legend. Normally such
illustrations are included in the pagination.

PLLT®. .. & full page of illustration on a page which
szormally is blank on the other side.
however, bear another plate. The leaf is usually of

Q0 special (heavy) paper and may not be incliuded in the
ERi cagination. [ ¢ .

! i . ' .
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DIAGRAM. .. AN iliusirative figure which represents, in

cutline ox in general form only; the gemeral plan or
—~elative position of the parts of an object.

1LP... A Tepresentation of a part or the whole of the
sr==Face of the eartn or of a celestial body, delineated
o a place surface, each point in the drawing intended
+o correspond to a geographical or a celesital position.

TACSTMILE. .. 4£s used in collation,; an exact reproduction
of manuscript or lettexpress matter, or of music.

PORTRAIT. ... A lilzeness of a persolis. In collation it is
generally mnot used Tor a caricature or when the person
ie of secondary importance to the scenee.

HEADING... In cataloguing this is the word, name, OT

phrase at the head of an entry by which the card is
Tiledo.

OTES... In cataloguing, an item on the catalogue card
1selow the collation and main body of the card.

COIITENTS NCTE... A note on a catalogue card that lists
+the contents of a work.

-

}assi;ipation Terminology:s

i e barts of & classification in which

CLASSIFICATION  coosoeecosle A systematic scheme for the
arrangementv and other material according to subject or
Torhte 2. The assigning of books to their proper places
in a system of classification. :

CLASSIFICATION SCHEDULE... The printed scheme of a
particular system'of,classification.. '

LLOSIFICATION SYSTEMG . . A particular scheme:of
ciassification, such asg the Decimal.Classification
and the Library of Congress Classification.

GLASS NUMBER... The notation added to & book and to dits
entry il a catalogue to sliow the class to Wwhich it belongs
and to indicate its location on the shelves of a library,
311 accordance with the classification scheme in use.
Cometimes called Class Marik.

WWOTDATION. .. A system of symbols, generally letters and
Tigures, used separately or in combination, to represent
the divisions of a Classification scheme. ‘

GENERALIA CLASS. .. Thé‘maih‘class df‘a_classification
whichjis;réﬁerved‘for books on many subjects such as

- encyclopaedias.
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H4LP... A rTepresentation of a part or the whole of the
sturFace of the eartnh or of a celestial body,y; delineated
oz a place suvryface, each point in the drawing intended
to correspond to a geographical or a celesital position.

PTLCSTMILE. .. 45 used in collation; an exact reproduction
oX manuscript or letterpress matter, or of music.

PORTRAIT. ... 4 lilzeness of a pexrson. In collation it is
generally not used for a caricature or when the person

is of secondary importance to the scene.

HEADING. .. In cataloguing this is the word, name, or
phrase at the head of an entry by which the card is
filed.

ITOTES. .« In cataloguing, an item on the catalogue card
i2elow the collation and main Pody cf the card.

COMTENTS NOTE... & note on a catalogue card that lists
the contents of a work.

Clessification Terminology:

CLASSIFICATION G 6 s c o s 0 coole A systematic scheme for the
arrangement and other material according to subject or
Tornm. 2. Tve assigning of books to their proper places
inn a system of classification.

CLASSIFICATION SCHEDULE... The printed scheme of a
particular system of classification.

CLLOSIFICATION 3SYSTEM.. . A particular scheme: of
ciassification, such as the Decimal Classification
and the Library of Congress Classification.

CLASS NUMBER, .. The notation added to a book and to its
entry iil a catalogue to show the class to which it belongs
and to indicate its location on the shelves of a library,
imn accordance with the classification scheme in use.
Cometimes called Class Mari.

1
=)

ICTLATION. .o b system of symbols, generally letters ard
Tigures,; used separately or in combination,; to represent
he divisions of a Classification scheme.

eIk

GDNDRALIA CL68S.. .. The main blass of a classification
which is reserved for books on many subdjects such as
encyclopasdias.

ol CLASSES., .. Those parts of a classification in which
the Dooks are arranged according to the Form in Wthh
they are writvten, e.2Z. poetry, drama, fiction, essays,
etc.;,; the subjects of the books being ignored.

IO DIVISIONS..., adjuncts to a classification which
enable books to be arranged (within their subject)
according to the form in which they are writiten. There
are two kinds of Torms division: Outer Form indicates
books in which the contents are arranged in a particular
way,; orxr accordlng to the form of writing, as essay,
oibllcgraphy, peridocial., Subjective; or Inner Form,
indicates modes of approach such as the theory, history
ox phllosophy of a SUbJeCta

PN NG T T S BT o A T LR e

SRR b St A2 i s e



MITEMONICS. .« Symbols of the notation of a classification

vhich have the same meaning where they occur throughout
tlhhe schedules.

IOTEMONIC CHARACTERISTIC.... The use of symbols in such

a manner that they have more or less constant meaning
wvhen applied anywhere in a classification scheme.
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