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AESTRACT

The minimum requirement for a hospital medical
library is that it provide the books, journals and other materials
necessary to serve the immediate information needs of the
professional staff and to support the programs undertaken by the
hospital. Since it is impossible for any library to have all the
materials that might be requested by the hospital staff, the library
also should have the appropriate tools to be used in erfOW1nq
materials from other libraries. The llbfary will remain just a
collection of books unless a person is assigned on at least a part
time basis to assist requesters and to provide llb:ary services such
as reference, interlibrary loan, etc. This manual is written to aid
the inexperienced person who f;nég herself assigned to a hospital
11brary with the responsibility of ordering the library materials,
organizing the collection, borrowing from other libraries or seeking
out information. It is a varied, challenging and rewarding
responsibility, for the hOSpltal medical librarian can provide a very
dynamic and useful information service to her institution's community
of health professionals. (This is a revision of ED 059 733.)
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INTRODUCTION

The minimum requirement for a hospital medical library is that it provide
the books, journals and other materials necessary to cerve the immediate
information needs of the professional staff and to support the programs
undertaken by the hospital.

Since it is impossible for any library to have all the materials that
might be requested by the hospital staff, the library also should have
the appropriate tools to be used in borrowing materials from other
Tibraries.

The Tibrary will remain just a collection of books unless a person is
assigned on at Teast a part time basis to assist requesters and to
provide library services such as reference, interlibrary loan, etc.

This manual is written to aid the inexperienced person who finds her-
self assigned to a hospital Tibrary with the responsibility of ordering
the Tibrary materials, organizing the collection, borrowing from other
libraries or seeking out information. It is a varied, challenging and
rewarding responsibility, for the hospital medical 1ibrarian can provide
a very dynamic and useful information service to her institution's
community of health professionals.

The authors wish to thank Miss Helen Yast of the American Hospital
Association and the many hospital librarians who offered encouragement
and constructive criticism.
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ORGANIZATION AND ADMINISTRATION

More' than Just a collection of books and journals, the hospital's health
science library is an inteqral part of the hospital community. With a
dynamic librarian and carefully selected matarials, the librarv assumes
an important role in supporting the patient care, research, professional
education, and health facilities planning of the medical and nursing
staff, the allied health personnel, and the hospital administration.

The Medical Librarian. It is important that one person be given the
responsibility and time to care for the library, This person's duties
should include selecting, ordering, organizing, circulating and main-
taining the collection as well as obtaining for the staff materials not
in the collection, and providing bibliographic and reference services.
The hospital personnel should know who is responsible for the library,
how to use the library, and of whom to make requests for information or
addi tional books or journals.

The Library Gommittee. A Tibrary committee established by the hospital

may consist of the hospital administrator, two members of the medical

staff, a member of the nursing staff and the librarian. If your hospital
nas interns and residents, it is a good idea to ask them to select a fellow
to serve as an honorary memher. The litrarian may function as the secretary
of the committee and prepare an agenda ior each meeting's activities. In
general, the library committee meets at regular intervals (monthly or every
other month.) Its functions are:

A. To advise the librarian regarding the selection of books and
Jjournals for purchasing.

B. To establish and to interpret the rules of the library to its
users.

C. To serve as a link between the staff, the hospital administration
and the library.

[}

To foster the development of the Tibrary.

The Library's Facilities. Ideally the library should be in a room centrally
Tocated for the hospital staff and large enough to house the necessary

books and journals. If possible, the room should function only as a

library to allow for maximum use of the materials. There should be

adequate lighting, a table and confortable chairs. The 1ibrarian should
have a‘desk, typewriter and -ufficient space in which to perform her

tasks. Convenient access to a photocopy machine is highly desirable.

The Budget. Hospital libraries have different sources of revenue. Most
are supported by the hospital budget, medical staff dues or contributions.

Some hospitals give a portion of the money collected from Medicare to the
tibrary, since the support of the library may be included as part of the




Medicare claim. Another source of funds which can be used either to
establish a health science library or to expand an already existing library
is a medical library resource improvement grant, Information about rescurce
grants may be obtained from: Chief, Resources Division, National Library

of Medicine, 8600 Rockville Pike, Bethesda, Maryland 20014,

It is useful for the Tibrarian to have a certain amount of money each year
upon which she can depend. In order to have some idea of how much money is
needed to -'anage the Tibrary, a budget should be prepared. It should cover
the ex ected:

Book purchases

Journal subgcriptions

Librarians' salary .

Library equipment - telephone, Lvnéwr1tEF shelving, etc.
Library supplies - forms, mailing ..bels, paper, postage, etc.
Bindery costs (if vou bind your journals)

s Bew N lv~lh-

’FE nlies. Use of specially developed Tibrary supplies can greatly assist

ibrarian in the organization and management of the 11brary These
supplies are available from several companies and you may wish to write
to one or two- of them requesting a catalog to see what is available.
Library Jupp1y companies and their addresses can be found in the yellow
pages of the telephone book, advertisements in library journals and in
ILL ITTustration #4 on page 53.

A Procedure Manual. Each library differe from another not only in
phys1ca1 ways but also in the procedures usad to do the necessary work.
It is important to write down very detailed, step-by-step descriptions
of the procedures that you use routinely such as ordering books, getting
journals ready to be bound, instructions for disposing of old bDDkS, etc.
These may be kept in a loose-leaf notebook and updated as needed. Your
assistants, a new employee, or you (when memory fails) will find it a
valuable too1.

Reports. A hospital medical Tibrary is a service unit in a hospital.

I'ts effectiveness can be measured in part by how much service it prDV1dES
The hospital administration and the Tibrary committee should receive at
least an annual report of what the 1ibrary has done. OQOver the years,
these may be compared and trends reported.

A. The annual report should include:

1. Circulation statistics - the number of books and journals
borrowed by the 1ibrary patrons.

2. PReference statistics
‘a. Ready reference - the number of questions answered by

a search by the Tibrarian of one or two books or journals.

LR AL RN




b. Bibliographies - the number of bibliographies compiled.
[t would be well to list the subject of each biblinaranhy.

3. Interlibrary loan statistics

a. The number of books or journal articles requested
from other libraries.

b. The number of books or journal articles that vou
provided another library,

4, Aéquisiti@n statistics
a. The number of bodks bought this year.
b. The number of books discarded because of age.
c. The number of missing books.
d. The totai number of books in the Tibrary.

e. The number of journal titles for which new sub-
scriptions were entered this year.

f. The total number of journal titles received by the
library. You should indicate for a, e and f how many
were purchases, how many were gifts, and how many
were received on exchange.

5. Budget
a. Amount spent for personnel.
b. Amount spent for books.
c. Amount spent for journals,
d. Amount spent for equipment.
e. Amount spent for supplies.
f. Amount spent for phone and postage,
g. Amount spent for other expenditures.
6 Speciéi projects or exhibits.
7. Librarian's attendance at workshops or meetings.

8. Other - Plans for the future, special visitors, and anything
that will compiete or comment on the Tibrary's activities
for the past year.




B. A monthly report, i¢ requested by your administrator gp Tibrary
committee, might include these same statistics, up to 4¢. New
Journal titles added should pe included, as well as a list of
recent acquisitions,

C. A daily "éport may be kept in order to provide these cumulated

statistics., This may be kept informally, op you might wish
to use the form on p.6,

FURTHER READINGS

Standards

A.

C.

E.

Joint Commission on the Accreditation of Hospitals, Accreditation
Manual for Hospitals. Chicago, 1977, $1.50. (645 Ncrth'Michigang

Chicago, I11iﬁais“§5317.) Includes a sectign On the hospital medical
Tibrary,

Hospital Library Standards Commi ttee, Standards for Library Services
in Health Care Instjtutionsf Chicago, Association of Hospital and
Institution Libraries American Library Associatian); 1970. 25 pages.
$1.50.  Covers both the health science and the patients' Tibrary,

Textbooks

Bloomquist, Harold, et al, eds, Lib?arylpractice,inngspita]s: a basic

guide. Cleveland, press of Case-Western Reserye University,’TQTE; $22.50.,

specifically geared toward the hospital's health science library, thig
new textbook covers alj aspects of managing the library.

Medical Library Association. Handbook of Medical Library Practice.
3rd editiop, Chicago, 1970, $715.00.

Géﬂé?a]ﬂAFtiCTES
——=1dl Articles

Dralle, Dorothy and A7ton W. Noyes, ”Qrganizing a hospital library to
Fulfill qtg Service potentig]." Hospitals, Journal of the American
Hospi tal Asgociationr41;63+i 1 Nov'67." The authors assert that the
first step in-estab1ishing Or revitalizing a health science Tibrary
s to define the library's Purpose; this basic decision wil] determine
all subsequent planning., Physical facilities, organization, collection,
equipment and staffing are discussed.

Gartland, Henry g, "Blueprint for a protessional hospi tal Tibrary, "
Hospitals, Journal of the American H spital Associz lon. 38:58-59,

16 June 64, Briefly covered are the library's physical facilities,
staff, collection and services,

Stearns, Norman S., et al, "The hospital Tibrary, "

Journal of the American Hospital Association 44;55.59
This article pr

E]

ovides guidelines for the develop-

88-90, 16 Mar /0.



ment of total health science Tibraries in community hospitals,
using the medical core collection as the basic stimulus.

H. Michael, M. Jr., "The medical Tibrary's vital role in physician's
continuing education." Hospital Progress 49:92-102, Oct 68,

I.. Thornton AT., "A guideline for hospital medical lidbrary reports."
Hospital Progress 50:30-1, Jun 69.

Manuals

J. Cramer, Anne. Hospital library administration. Hospital Library
Handbook #1. Salt Lake City, Utah, Network for Continuing
Education, Intermountain Regional Medical Program, 1971. (50 North
Medical Drive. #4112) §$1.50

K. Cramer, Anne. Hospital 1ibrary development. Hospital Library
Handbook #2. SaTt Lake City, Utah, Network for Continuing Education,
Intermountain Regional Medical Program, 1972. (50 North Medical
Drive. 84112) $1.50

L. Cramer, Anne. First aid for hospital libraries. Salt Lake City, Utah,
Network for Continuing Education, Intermountain Regional Medical Program,

1971, (50 North Medical Drive, 84112.) $1.00.

M. Robinow, Beatrix H. Qutline for the organization of hospital libraries.
Toronto, Canadian Hospital Association , 1967. 06 pages. $4.00 A
simple instructional guide for the nonprofessional librarian. Covers
all aspects of Tibrary work with emphasis on cataloging. Book and
periodical 1ists and an index are included.

The following, which can be obtained free of charge from the American
Hospital Association, (840 North Lake Shore Drive, Chicago, I1Tinois 60611),
contain references to additional articles and sources of assistance:

N. Basic list of quides and information sources for professional and

patients” Tibraries in hospitals.

0. Health science librarfes in hospitals: an annotated outline.
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Book Selection

In the small, working collection of a hospital Tibrary, it is important
that the books be accurate, informative and useful to the hospital staff.
The Tibrary should contain basic texts covering the medical specialties
and acquire new books to update the basic collection or *o help the staff
keep informed in the newly developed areas of medical knowledge.

A. The basic collection - Because the interests and needs of the
staff at one hospital may differ from those of a hospital
across town, a hospital in Southern Louisiana or one in Northern
Michigan, a selection of the basic collection must be made by a
medical Tibrarian familiar with the hospital and its staff, or by
the medical staff. Lists of suggested books are:

1. Brandon, AW, "Selected 1ist of books and journals for the
small medical Tibrary." Medical Library Association Bulletin
59:2€6-85, Apr 71. Available free of charge from Majors
Scientific Books, 8911 Directors Row, Dallas, Tx. 76247.

Stearns, NS and W. Ratcliff. "An integrated health science
core library for physicians, nurses and allied heal th prac-
Litianers in community hospitals." New England Journal of
Medicine 233:1489-98, 31 Dec 70. ) -

B. Acquiring new books - Each year hundreds of new medical books are
published. It is important to acquire for your library those
that the staff should have immediately available.

1. How to find out what is being published.

a. Publishers catalogs or announcements. Publishers will
be happy to put your library on their mailing list. A
list of addresses follows on p. 12.

b. Book dealers' announcements.

(1) A Select List of Medical Books in Print. An
annual free list of major medical books issued by
American publishers. Available through several
dealers. It is copyrighted by Stacey, a division
of Bro-Dart Industries, 15255 East Don Julian Road,
City of Industry, California 91747. It is available
from Majors Scientific Books (address above).

(2) Off the Press. A list of major medical works )
published in the U. S. and Great Britair. Available
from Stacey, a Division of Bro-Dart. Subscription
price $10.00 / year. Books for the Nurse is also
available annually from the same source, free of charge.

(3) "New Book" Tists made available through Targe book
distributors, such as "New Medical Book News", from
Majors. Ask your dealer if he distributes such a 1ist.




c. Acquisitions lists from a nearby medical school, society
library or the regional medical Tibrary.

d.” Advertisements or book sections in journals.

e. NLM Current Catalog. A list of books and journals acquired
by the National Library of Medicine and other major medical
libraries in the U. S. Contains cataloging information for
each book, Available on subscription from the Superintendent
of Documents, in monthly, quarterly or yearly issues. Proof
sheets available bi-weekly from the Medical Library Association.
See p. 77 , for full ordering information.

f. Medical Books in Print 1972. $22.50. Available from R. R.
Bowker Order Department, P. 0. Box 1807, Ann Arbor,
Michigan 48106. Author, title and subject indexes to over
30,000 medical books in print in the U. S,

g. Books in Print. $44.50. Annual two volumes listing publi-
cations from U. S. publishers. Includes over 300,000 titles.
This is an expensive set and you may be able to use it at the
public Tibrary. Also from Bowker.

2. How to select what to buy
a., Standard texts.

b. New or revised editions of books you already own. Check
information on new or revised editions to see if the new
edition differs substantially from the older editions. You
may also wish to get an opinion from your medical staff.

¢. Suggestions from the staff are very useful and should be
encouraged. A sample form to give patrons, reminding them
to suggest books is Book Selection ITllustration #1 on Page 10.

d. Read reviews published in book section of the Journal of the
American-Medical Association or other journals to become
acquainted with books that are being published that would be
suitable for your library.

e. Items borrowed more than 3 or 4 times on interlibrary loan,
within a reasonable period of time.

Submit the 1ist of suggested purchases to your library committee via the
chairman, For each title, if a ruvview is available, note the essence of
what the reviewer said (note where you found the review for future
reference). In cases of doubt, books may be ordered on approval, or in
some cases you may borrow the book on interlibrary loan so that staff
members may examine the book and decide if it should be purchased. Some
libraries hold book fairs where books from one or more publishers are
displayed for a day or two. Individuals may make purchases and staff
~members can be encouraged to examine the books and suggest library
purchases.



3.

Gifts

‘Gifts are a wonderful way to receive additions to your Tibrary.

They promote public relations with staff members and other
members of your community. They are a good purchase with
memorial funds. Actively solicit gifts for your Tibrary.

Accept gifts with a thank you Tetter from the library to the
donor.

Accept gifts with no strings attached, if possible. It is better
not to accept gifts that you cannot dispose of when the material
becomes dated. Receive all gifts graciously, and indicate that
they will be placed on exchange or given to a library that needs
them if they cannot be used in your institution.

Problems

(1) Material may be too old when you receive it. Receive it
graciously and if it is of no use, discard it.

(2) Do not evaluate a gift for tax purposes. Accept the gift
with a letter listing the items giving identifying infor-
mation such as the author, title and date. The donor and
his tax consultant should accept the responsibility for
the tax claim,



Name of your Hospital Library
REQUEST FOR LIBRARY PURCHASE
Author: - -
& Title: - ) ) . R
x - _ _ . §
=]
“ Edition: ) . Publication date:_ B
Publisher: . Price _ I
Reviewed in: ) ) _ ) _
:_1:'? Title: N B . B -
& s I
=) Publisher: ) B Price: B
3 B §
Notify me when it arrives: Date:
__Yes Name:
__No Department Head:
Phone:

Book Selection ITlustration Number I

Keep a number of these available in the library at all times.

You might also send several to the department heads, as their 0.K.
may be handy for a strong recommendation to the Tibrary committee,
In some institutions, too, departmental allocations of 1ibrary
funds must be closely watched.

The back of the sheet may be used for comments from the Tibrary
commi ttee.

10



SPRINGFIELD MEDICAL
LIBRARY

to: Dr. Smith

from: The Tibrary

The Library is considering the materials
marked in the accompanying Titeraturz for
acquisition to the permanent collection. We
would greatly appreciate your critical comments.

Thank you.

Your Name

Book Selection Illustration Number II

This form is very handy for clipping to-publisher's blurbs, book
review notices from journals, etc. Send it to the department
head responsible for the particular subject field., He may o.k.
it, give you a definite no, or suggest another volume 1nstead

11
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LIST OF MAJOR MEDICAL PUBL ISHERS

Academic Frest
111 Fith Ave.,

Amcrican Elsevier 7
32 Vanderbilt Ave,, K.Y, N.Y. 10017

N.Y.. N.Y. 10003

-Appleton- f’rniurp( rufts

440 Park Ave. 5., N.Y., N.Y. 10016

Archan Books

995 Sherman Ave,, Hamden, Conn. 06514
AV Publishing Co.

Box 670, Westporl, Conn. 06830
Behavioral Publications, Ine.

2852 Broadway, N.Y., K.Y, 10025
Berkeley Scientific Pubs. )

1603 5olana Ave,, Berkeley, Calif, 94707

Burgess Publishing Co.
426 5. 6 51, Minneapolis, Minn. 55415

Catholic Hospital Assn.
1438 5. Grand Blvd., 5t. Louis, Mo, 61104
Chilton Book Ca, .
401 Walnut §¢t., Philadelphia, Pa. 19106

Christopher Fuhhshing House
53 Billings Rd., N. Quincy, Mass. Qllﬂ

Coiner Publications, Ltd. -

066 M Street, N.W., Washmgton, D.C. 20007
Columbix University Press

562 W. 113 81, N.Y., N.Y. 10025

F. A. Davis Co,
1915 Arch 51, Philadelphia, Pa, 19103

Marcel Dekker, Inc. o
95 Madison Ave,, N.Y., N.Y. 10016
Diabetes P'ress of America, In
10 5.E. B 8t., Miami, ”l. 33

Duke University Press S
Box 6697, College 5ta,, Durham, N.C. 27708

Warren H. Green, Ine, o
16 5. Brentwood Blvd., 5t Louis, Mo, 63105

Grune & Stratton _
757 Third Ave,, N.Y., N.Y. 10017

Hafner Publishing Co., Ing.
B&6 Third Ave., N. Y N.Y. 10022

Hampsr & Row
49 E. 33 5, MY, K.Y, 1006

Harvard University Press
79 Garden 5t., Cambridge, Mass. 02138

Indiana University I'ress
Tenth & Morton Sts., Bloomington, Ind. 474DI

S, Karger A, G, ) o
Arnold-Bocklin-Strasse 25, Basel, Switz.

€.
1

00

Lange Medical Publications )
Diawer L., Los Alwos, Calif, 94022

Lea & Febiger N
600 5, Washington 54., Phila,, Pa. 19106

Elizabeth Licht, Fublisher - o
360 Fountain §t., New Haven, Conn, 06515

4. B, Lippincoti Cu. 7 o
E. Washington 8q., Phuudelohia, Pa. 19105

Littie, Brown and Co.
34 Beacon St., Boston, mass. 02106

Loulsians State Unlversity Presa
Baton Rouge, La. 70803

- From Medical Books
in Print, STACEY, 1972

[

Lydette Publishing Co.
PO, Box 654, Cedar Falls, lowa 50613

M.LT. Press o
28 Carleton 56, Cambridge, Mass, 02142

Maemillan Co. .
Bhe Third Ave.,, N.Y., N.Y. 10022

MeGraw-11ill
330 W42 51, NY, NY, 10036
Merek & Co., Inc.
Rahway, N1, 07065
G. Miller & Ca. Med. Pub., Inc.
2293 Bedford Ave., Bklyn,, N.Y. 11226
C. Y. Mosby Co. )
HERA0 Westline Industrial Dr., 51, Louis, Mo. 6314}
National Educational Consultants
711 St. Paul Street, Baltimore, Md, 2202

Oxford University Press
200 Madison Ave., N.Y., N.Y. 10016

Plenum Publishing Corp.
2217 W17 5., N.Y,, N.Y. 10011

Praeger Publishers, Inc.

1 Fourth Ave,, MY, N.Y. 10003
G. P. Putnam’s Sons )

200 Madison Ave,, N.Y., N.Y. 10016
Raven Press -

Suite BC, 15 W, 84 51, N.Y., N.Y. 10024
5t, John's University Press

Grand Centrul & Utopia Pkwys., Jamaica, N.Y. 11432
W. B. Saunders Co.

W. Washington 8q., Philadeiphia, Pa, 19103
Springer Publishing Co,, Ine.

200 Park Ave, 5., N.Y., N.Y. 10003
Springer-Verlap New York, Ine.

173 Fifth Ave,, N. Y N.Y. 10010

%hnfﬁrd thf 94305

University of Culifornia Press
2223 Fulton 8t., Berkeley, Calif. 94720
University of Minnesota Press 7 »
2037 University Ave, §.E., Minneapolis, Minn. 55455
University of North Carolina Press
Box 2288, Chapel Hill, N,C, 27514
University of Notre Dame Press
Notre Dame, Ind. 46556
Universlty of Pittshurph Press )
127 N. Bellefield Ave., Pittsburgh, Pa, 15213
University of Texas Press -
Box 7819, Univ. 5ta., Austin, Tex. 78712
University Park Presy o
Box 500, Siate Collepe, Pa. 16801
Uniiversity I'ress of Virginia
Iox 3608, Univ. 5ta., Charlottesville, Va, 22903

Vanderhilt Unlversity I'ress

Nashville, Tenn, 17203
John Wiley & Sony, Inc. o

605 Third Ave,, N.Y., N.Y. 10016
Williumus & Wilkins Co.

428 E. Preston 51.. Bultimore, Md 21202

Yale University Press
149 York 51, New Haven, Conn. 06511

Year Book Medical Publishers, Ine.
35 E. Wacker Dr., Chicago, 11I. 60601



ORDERING

: A. Ordering procedures for books

1. After deciding to purchase a book, check the 1iprary's card
catalog and files to be certain that the book js not already
in the library or on order. ,

2. Prepare an order card (forms with multiple cOpies can be
purchased from library supply houses.)

L. €, CARD NUMBER

AUTHOR L e K
i

o
-
>
i
Ll
z
sl

TITLE —_— —- —
ACE. RO
LIST PRICE FLACE FLUALISHER YEAHR
]
L DEALER YOLS, SERIES EDITION
MO OF CORIES| RECOMMERNDED B8Y DATE OROERED COsT
DRDER MG, FUMI? CHARGED DATE RECEIVED
— — [ L

Multiple copy order forms have 5 sheets per set. Large libraries use each
one for a separate purpose, usually as follows:

1. MWhite copy - sent to dealer or publisher.

2. Pink copy - sent to catalog department for precataloging or
ordering of LC cards.

3. Green copy - filed in acquisitions department order file to
prevent duplicate orders, _

4. Yellow copy - placed in shelf list after precataloging so that
space for that call number will be saved.

LWy ]

Buff copy - on card stock - filed in public catalog so that
patrons will know that the book has been ordered,

Smaller Tibraries, especially those run by one person and without elaborate
catalogs, really need only 2 copies of the order form. You do need one for
your catalog so that patrons will know if a book has been ordered, and one

for an order file. You might wish to have your hospital print shop duplicate
these for you, or you might simply use a handwritten card with all the necessary
information.

13



Include on your cards:

a.

b.

First author's last name and at least his first initials.

The exact and complete title; watch out For.simiiar titles.

The edition; check carefully to see you are ordering the most
recent and up-to-date edition. When you are uncertain, you
may wish to write "latest edition".

Publisher's name, place of pubiicati@n and date of publication.
List price; the price mentioned in reviews, dealer lists, etc.
Date ordered; your p;rchase order number,

Name of person who recommended purchase.

Funds to be used if you have several different accounts. (i.e.,
Memorial. Budget, etc.)

Make certain the order information is correct using one of the

tools L.ed for book selection. If you cannot find the book listed -
in print, your public library or local bookstore may be willing

to help you with this over the telephone. They usually have

Books _in Print or similar tools to check information on books

~that can be ordered.

Order the book

1.

Follow your hospital's purchase procedures using the appropriate
forms, or one copy of the order card.

Make sure that you get a copy of the purchase order from your
purchasing department if possible. If your order is in the form of
a letter to a dealer or publisher, use your own Tibrary or hospital
stati?nery and prepare a copy for your records. (See example,
p.17.,

Where to send the order

a. You may order directly from publishers or from dealers
that specialize in medical and technical books.

b. How to decide - A dealer will stock books from many
publishers and should save time and effort on your part,
Select a dealer that:

(1) has a large stock so he will be able to fi11 your
requests rapidly.

(2) has accurate and simple procedures.

(3) gives good service.

14
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(4) s convenient for you to use. If he is close, you
may call for rush orders or can make inquiries into
orders that are taking a long time to fill.

(5) gives the standard 1ibrary discount.

c. For dealers in your area, please consult the yellow pages
of the telephone directory in the nearest large city.

Dealers:

When the book arrives

1. compare the book received with the order slip to see if you have
received the right item. Check all the information you included
on the order card. Check over the hook itself tc make sure pages
are in the right order, are all included, etc.

2. fill in the date received on the order slip and the actual price.

3. send the invoice that accompanied the book to the appropriate
department for payment.

Suggestions

1. Order at regular intervals throughout the year. Every month
or two will keep you from having a large backlog at any one time.

2. Use as few dealers as possible, preferably only one or two.

3. Periodically check the order file to see that all the books
have been received. Dealers should notify you within 30 days
of your order about the status of each item. If you don't
hear from them - call to make sure your order was received.

4, Keep your records current and correc:.

Ordering from the Government Printing Office - Many very valuable
publications are available from the Superintendent of Documents,
Government Printing Office, Washington, D.C. 20402. Publications
issued by federal agencies such as the National Library of Medicine,
the Federal Drug Administration, etc., are available through the
GPO. When ordering from the GPO:

1. each order should request only one item, although payment may
be in one sum,

2. several items may be sent in the same envelope.

p—(}
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3. In addition to the complete title, always give the GPO catalog
number and/or stock number. These are found in the Monthly
Catalog available in most large public or medical 1ibravies.

4. There are two ways to handle payment:
a. You may open a depository account by sending in $25.00 or
more and drawing on that for purchase. Write to the GPO
for information.

b. You may prepay your order - in other words, send a check
with the order. No stamps. -

¢. They will not bill you or send orders collect. You must
‘ handle payment in one of the above mentioned ways.

F. Libraries in the TALON Region may wish to expedite their orders by
using the USGPO Bookstore which is located in Dallas (Address below.)
They have a large stock of items, or will send to Washington for
you. They can also provide a price list of material available in
the health sciences, and can enter your Tibrary on the mailing
Tist for "Selected Publications." This is a biweekly publication
which 1ists various pubTications from many agencies of the govern-
ment - and occasionally includes materials in medicine and Tibrary
science. This is a free publication, so be sure to take advantage
of it. It includes all information necessary for ordering.

U. S. Government Printing Office Bookstore
Superintendent of Documents
1100 Commerce
Dallas 75202

Phone: 214-749-1542
G. The National Library of Medicine has recently devised a claim form

for their publications which are Drdéréd through the U. S. Government
Printing Office. A copy is presented on p. 18.

'™
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January 1, 1973

Medical Library
Get-Well Quick Hosp? tal
14 Mercy Drive
Healthy, Texas .70000

" Major Publisher & Dealer
111 Medical Blvd.
New York, New York

Dear Sirs:

Please send one copy of each of the tollowing books
to us at the above address, attention: Mrs. Mary Smith..

1) Chayet, N. _Legal Implications of emergency
care. New York, Appleton-Century-Crofts, 1968.

$6.96.

2) Martin, E. W. Techniques of medication.
Philadelphia, Lippincott, 1969. §18.00

Sincerely,

Mary Smith

Librarian

You may include a séntence stating:

"Our hospital purchase number is: A1000," or, "Our
hospital purchase order is enclosed.” if appropriate.

17



CLAIM FORM®

Natmnal L:brary of MEdICIﬂE Publlcatlons Ordered from the U . Government Printing Office

Instructions for completion of form:

{. Do NOT send claim until 6 to 8 weeks (12 to 16 for foreign orders) from the tlme the original
order and paymer.. were sent to the Superintendent of Documents.

2. If order was placed by a book dealer, he should submit the claim.

3. Use this form only for National Library of Medicine publications,

4. Only claim items on this form which were ordered at the same time,

5. Supply information requested below, and attach, if possible, (a) copy of original arder,

(b) any subsequerit carrespﬂndence {c) copy of cancelled chec or other verification of payment,

6. Mail to: : Office of Public Information

ATIN: Publications

National Library of Medicine
8600 Rockville Pike
Bethesda, MD. 20014

Names of publications being claimed (specify exact dates of issues):

i Method & amount of payment

[] Check $_ __ Datecollectedby GPO: .
(] Money Order $. Date L [] Deposit Account No.
[] Purchase Order No. (Government Agenciesonly) _ Date

[]other (specity): _

Date order placed with GPO: Shipping address shown on order:

Name tntle & phcme number (if U.S,) of indi- Name & address of Grgamzatmn placing order

vidual to be contacted concerning this claim: (if different from shipping address):
REMARKS; ) ] ’7
- (signature) - " {date)
* May be photocopied freely. 18




CATALOGING AND CATALOG CARDS

A Tibrary card catalog is an index on 3 x 5 cards to the library's col-
lection. Cataloging is transferring descriptive information taken from
a book onto a card so that the user can tell if this is the book he wants
and where in the library it may be found.

A. Each catalog card contains the following information:

1.

LN

Author's full name if the book was written by an individual.

a. [If the book was written by more than one person, use
the first author mentionad. '

b. An editor is considered an author.
Complete title and subtitle.
Author statement, if there is more than one author.

a. The rames of the first two authors will be contained
on the catalog card.

b. Additional authors will be represented by the state-
ment "and others." '

Edition (if other than the first.)

Imprint: Place of publication, publisher, date of publi-
cation.

Pagination, number of volumes, note if volume is part of a
series, etc. -

Tracings

a. Subject headiﬁgs

b. Second author's name (if there is one.)

c. Title

Call. number (classification symbol and Cutter number) if the

volume is classified. This may be replaced by any designation
of Tocation that is used to locate the book.

B. The basic catalog card is prepared by typing this information onto
a 3 x5 card using the following format:

19



1

Call Author's last name, first name

Number
Title. Edition. Place of Publication,
Publisher, Date.
‘Number of Pages. Illustrations. (Series)
1. Subject heading 2. .Subject heading
I. Second author II. Title III. Series

C. A set.of catalog cards (see Cataloging I1lusiration #1, page 24)
includes the following:

1. Author or main entry card. This is the basic card. For each

- book, the set of catalog cards uses this basic card with the

specific identifying information typed on the line above the
author's name.

2. Title card - .e basic card with the book's title typed on the
Tine above the author's name.

3. Additional author cards - for the second author's name. A basic
card is made with the second author's name typed on the Tine

above the first author's name (last name first,)

4. Subject card - for each subject heading used to describe the
contents of the book, a basic card is made with the appro-
priate subject heading typed above the author's name. Usually
not more than 3 per book.

5. Shelf Tist card - the basic card with business information such
as price, date acquired, damage, date discarded, etc., added.
These cards are arranged by call number. This file is in the
same order as the books on the shelves, and is usually kept in
the Tibrarian's office or staff area.

D. Availability of sets of basic catalog cards - Catalog cards are
printed by the Library of Congress. These may also be obtained from
some book distributors and commercial firms. If you wish to purchase
catalog cards with the description information printad o4 them, you
may discuss it with a book jobber or write to:

Card Division
Library of Congress

{ Building Number 159
Navy Yard Annex
Washington, D. C. 20541
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1. Upon indication that ycur library wishes to become a subscribing
member to LC cards, Libiary of Congress will send you a subscribing
number, a supply of card order slips and a manual describing the
correct way tc order cards. '

2. It usually takes 3-7 weeks to receive cards after they are
ordered and they cost about 35¢ a set. .

3. A set consists of enough basic cards for you to make a second _
author card, a title card, and subject cards. If you use LC cards,
you will need to add the NLM classification number and MeSH subject
headings.

4. Every book cataloged by the Library of Congress receives a unique
number which is used to order the set of citalog cards for a book.
LC numbers, i.e., LC 76-161-606, is found most easily on the
‘reverse side of the title page in some books, or in some dealers’
catalogs.

NLM Catalog Cards are available commercially too. These cards are
reproduced from the cataloging done by the NLM and other large
medical lihraries. They are available for purchase from Xerox. Each
set contains 10 cards for each book, at a cost of $1.00 per set,
minimum order $15.00. You may wish to write to Xerox for further
information: '

Mr. Robert Naughton
Xerox Reproduction Center

Catalog Card Reproduction Section (This information
5185 Mac Arthur Boulevard, N. W.. correct as of

Washington, D. C. 20016 August, 1972.)

Sources of cataloging information.

1. The librarian in a small library should do as 1ittle cataloging
as possible, freeing time to provide reference and other services.
Tools are available that provide the medical Tibrarian with _
cataloging information that she may have typed on cards. One of
these tools is the Current Catalog from the National Library of
Medicine.

NLM Current Catalog. This is available on subscription from the
U. S. Government Printing Office. Order information :is given on
page . This monthly publication gives the cataloging and
classification information for materials currently cataloged at
the National Library of Medicine using their classification
scheme and subject headings. A large number of books are included
s0 you will have to find the cataloging information for each book
you have by looking (in most cases) under the author's last name.
The information in the Current Catalog can be marked for someone
to use to type the basic catalog card. An entire set of catalog
cards can be made by typing them individually, by photocopy
methods or by a special mimeographing procedure.
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The Current Catalog is also available in several other formats:

a. Proof Sheets. [BiWeekly. Main entry only.
These are the rough cataloging entries as they are
entered into the computer at the NLM. Good for
selection of materials and if you are precataloging your
books before they arrive,

b. Quarterly Cumulations: Have author entries from proof
sheets and monthly issues, plus an ar; mgement by
subject. Technical reports and audiovisual materials also
included.

c. Yearly Cumulations. Auchor and Subject entries.

d. 5 year cumulation. Good for verifying information for
interlibrary loan as well as cataloging and selections.
(See p.77, for order information.)

2. For those librarians interested in learning more about cataloging,
the following manuals will be helpful:

a. Robincw BH. Organization of Hospital Libraries. Toronto,
Canadian Hospital Association, 1967. &4.00

b. Medical Library Association. Handbook of Medical Library
Practice. 3rd edition. Chicago, 1970. $15.00

c. Bloomquist, H., et al. Library practice in hospitals.
Cleveland, Case-Western Reserve University Press, 1972. $22.50

G. Subject headings - It is best to have only one Iist of subject headings
from which to select the subject heading or headings to be used to
describe any one book. The most widely used medical Tist is Medical
Subject Headings (for order information see Page 75.)

1. Select headings that describe the major subjects of the book.

2. Select as specific a heading as possible. Do nDt se]ect
"Head" for a book on "diseases of the middle ear. Use
"Ear Diseases."

3. Select not more than three headings.

H. Catalog card files to keep.

1. Keep one file for users with author cards and a title card
interfiled alphabetically for each book in the Tibrary.

2. Keep a second file for users with a subject card for each
subject heading selected for each book in. your library,
arranged alphabetically by subject heading. This is important
since a book can be in only one place on the shelf but the user
can find it by using the subject catalog to the books.




e
-

No.'s 1 & 2 describe what is called a divided catalog.

If you prefer, you may interfile all cards, and have a dictionary
catalog. “his is filed strictly alphabetically, and is usually
adequate for a small to medium-sized collection {under 10,000
volumes).

Keep a shelf list for your use and to take inventory. In this
file, the cards are arranged by the call number or classification
number so that the cards are in the order that the books appear
on the shelves. '
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I. Filing rules.

1. Alphabetize word by word, alphabetizing letter by letter
within each word.

Example: Hospital Management
ospital Tepics
Hospitals

2. Abbreviations and numbers are alphabetized as if they were spelled
in full.

3. Ignore the first word of a title if it is a, the, etc.
4. Hyphénated words are treated as separate words.

5. Mc is always filed as Mac.

CATALOGING ILLUSTRATION #1

WY PEARCE, Evelyn Clare
85 Nurse and patient; human relations in
P3 nursing. 3d ed. London, Faber & Faber,
1969 1969.
170 p.
1. Nursing ethics 2. Nurse-patient
relations I. Title

. Nurse and patient
Title WY PEARCE, Evelyn Clare
Card 85 Nurse and patient; human relations in
P3 nursing. 3d ed. London, Faber & Faber,
1969 1969.

170 p.

1. Nursing ethics 2. Nurse-patient

relations I. Title




Subject
Card

{

Nursing ethics ;

, WY PEARCE, Evelyn Clare . ;
i 85 Nurse and patient; human relations in |
P3 nursing. 3d ed. London, Faber & Faber, }

1969 1969. §

170 p. i

1. Nursing ethics 2. Nurse-patient |

relations I. Title i

‘ Nurse-patient relations
| Wy PEARCE, Evelyn Clare
! : 85 Nurse and patient, human relations in
g B P3 nursing. 3d ed. London, Faber & Faber,
‘Subject 1969 1969.
Card 170 p.
, 1. Nursing ethics 2. Nurse-patient
relations I. Title




CLASSIFICATION

When there are uniy ten or twenty books on a few shelves, the lTibrary
user can easily find the specific book he is Tooking for or the book the
library has that interests him. As the nurber of hooks gets larger, it
takes more and more time to find what you want unless it is a very

large book or in a very colorful binding.

A.  Should you classify your Tibrary?

1. If your users take more than a minute or two to find the
book they seek, your Tihrary needs to be classified.

2. If you have more than sixty to on. hundred books, you need
some classification.

3. If there is a possibility of significant expansion of your
library, it is easier to classify now than to have to
start all over at some future date.

A simple classification would be to select the medical specialty discussed
by each book, Tabel a section of a shelf with that specialty and group

the books by the specialty they represent. Thus, if you have three
obstetrics books, they would be together and the pediatric textbooks

would be with books on the newborn, etc.

B. Larger collections - Collections of over 300 books must be
arranged in some order if the user is to find rapidly what he
wants. Most Tibraries use a classification system to arrange
their books on the shelves. The two widely used general
classification schemes are the Dewey Decimal Classification
and that of the Library of Congress. Since medical collections
need a very detailed classification of medical subjects,
several special classification systems have been developed.

The most up-to-date system is that developed at the National
Library of Medicine.

U. S. National Library of Medicine. National Library foMeﬂﬁi
cine Classification. 3rd edition, 1964, with 1969 Supplemen -

tary Pages. Washington, D.C., Government Printing Office,
1969. $2.75 prepaid. (GPO Catalog Number HE 20. 3602:(56/969.)

There are several good reasons for using NLM classification:

1. The table has a very detailed index, which insures that
it is easy to use.

2. It is kept up-to-date by NLM and is revised to
accomodate new developments in medicine.

3. Mary medical Tibraries use NLM already, so many of
your patrons may find it familiar.
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4, The Current Cataleg, previously described, can provide
you with classification numbers.

5. Your Resource Library, which uses NLM can assist you by
providing classification numbers,

6. It is compatible with the Medical Subject Headings
developed for the Index Medicus, which may also be
familiar to your patrons.

7. 1t is compatible with t'e Library of Congress schedules,
which can be used if yDur collection grows beyond a pUTely
medical orientation.

8. It is clinically oriented, which makes browsing much easier
for the practicing physician.

C. How do you classify a book?
T. Classify a book by it's subject.

2. The title and subtitle of the book will usually indicate
the subject of the book. Sometimes you need to read the
preface and the table of contents.

3. If the book deals with two subjects, i.e., Textbook of

Obstetrics and Gyneca7aqy, with equa1 emphasis, class fy
under the subject appearing first in the title, (ob).
Use an additional subject-+card under the second (gyn).

4, If the subject is still not clear, consult a member of
the medical staff.
5. Remember it is important to put a book where your users
will Took for it.
. 6. After you have decided on the subject, find the classifi-

cation symbol for this subject in the classification
scheme, j.e., QY for a book on clinical pathology.

el

Label the spine of the book with the classification symbol.
(See section on Labeling, page 31.) Books are arranged

on the shelves by their classification symbols so that
books on similar subjects will be grouped together.

D. Cutter or author number

1. The small library - If there are several books with the same
classification number, they may be arranged on the shelf
alphabetically by author. Large Tibraries use Cutter Tables
to assign a number after the first initial of the author's
last name so books can easily be shelved in order. In a small
library, you may use the first letter of the author's last
name. For example, the call number for Nelson's Textbook
of Pediatrics would be o




WS
100
N

A book on pediatrics by Gellis would be
WS
100
G

And thus the Gellis book would be shelved before Nelson's
text.

2. A medium sized 1ibrary might wish to use the following simple
table devised by the Library of Congress:

FOR LAST NAMES OF AUTHORS REGINNING WITH VOWELS (AND S)
FOLLOWED BY:

CONSONANTS b d 1 m,n p r s,t
NUMBER IS 2 3 4 5 6 7 8

FOR LAST NAMES OF AUTHORS BEGINNING WITH CONSONANTS
FOLLOWED BY:

VOWELS (or R) a e i 0 r u y
NUMBER IS 3 4 5 6 7 8 3§

To use this table:

a. Select the first initial of the last name of the first
author,

b. Select the appropriate number for the second letter in
the author's last name.

c. If no number seems immediately appropriate, select
the Tower number of the two between which the second
Tetter of the author's last name would fall.

Thus, for Nelson the author symbol would be N4; for Gellis
G4; for Armstrong A7, for Allen A4; for Smith S5, etc.

For Summers you would use S8. Fcr Thayer you would use T4;
since h is between e (4) and i (5), you would select the
Tower -4, -

3. Cutter Tables can be purchased for the large libraries.

E. A good way to keep different editions of a book or different books
by the same author in order is to add the date of publication after
the Cutter Tetters. This is also an excellent way to survey the
currentness of your collection. . Shelve books in chronological order
this way, by having the newest edit on on the r'ght of the older
editions. .




The examples given on p. 28, then, would have as their complete
call numbers:

WS WS
100 100
N4 G4
1969 1971

As you can see, this makes it very easy to pick out the most recent
edition or the most current book you have on a subject.

If you are using a classification scheme other than that devised by the
National Library of Medicine and are happy with it, you may wish to
continue to use it. It is very time consuming to reclassify a library
and thus expensive. If most of your books are old and unused, you may
wish to separate new purchases, classifying them according to the NLM
classification and using the classification symbol assigned at the
National Library of Medicine and published in the Current Catalog. This
will save a Tot of your time and effort. The older books are discarded
or reclassified as your time allows, so that within a year or so the
entire Tibrary is classified using the NLM scheme.

Journals - The most convenient shelf arrangement for journals is in
alphabetical order by journal title. This arrangement makes it simple
for the user to go directly to the shelf to find a journal he wants.
In the classification scheme used by the National Library of Medicine,
Jjournals are classified W1 and then assigned the first two Tetters of
the first word in the journal title (ignoring the initial articles).
This is followed by a number to put it in alphabetical order. Thus,
Pediatrics is W1 PE139. This method is used in large Tibraries. If
you have a small number of journals, it is not necessary to classify
with W1, etc. The section on Journals will discuss the alphabetical
arrangement by title which should be used whether you use W1 or not.
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LABELING BOOKS

In order to remind patrons that-the book or journal they are using belongs
to the hospital library and should be returned so that others may use it,
11braﬁy 1tems 5h@u1d ‘be well marked A Pubber stamp W1th the ‘name Df
T1brary praperty It is adv1sab1e to Stamp the 1ns1de c@vers b@th Front
and back, and the top and bottom edges of the book. Journal covers are
usually stamped in addition to one or two pages in the journal.

At the time books are stamped, many librarians paste in the book pockets
and date due slips that will be used in circulating the book (see section
on C1rcu13t10n page 39). If the book is not to Teave the library, you
can have a "non- -circulating" stamp made and stamp the inside covers of

the book.

White labels for the spines of books can be purchased. The hospital's
name can be printed on them. If you classify the collection, you would
letter the classification symbol on this Tabel. Or you may wish to use
white or black ink and a book marking pen. L1brary equipment catalogs
will describe several kinds; your budget and talent will govern your
decision.

MENDING BOOKS

Books that are used frequently, often need to be repaired. Library supply
houses such as Demco, Gaylord and Stacey-Brodart issue manuals on how to
perform repair tasks in addition to selling the basic equipment. Before
trying complicated repairs described in these manuals, the Tibrarian is
well-advised to try them on some volumes ready for discarding.

It is very easy to use transparent tape to mend torn pages and journal
covers. Remember, however, that all kinds of transparent tape will turn
yellow in a few years, and often get sticky as well. It is recommended
that you obtain some special book mending tape from a library supply house,
rather than use regular commercial tapes. (

NEVER use commercial tapes on rare or historical items. Such tape can be
professionally removed, but the procedure w111 cost approximately $10.00
per inch!
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JOURNALS

A journal is a publication that comes out at regular intervals and is
intended to be published indefinitely. Most journals contain several
articles on different topics written by different authors. In most
cases, journals have paper covers and are published with volume and
issue numbers and a date.

A. Why do we have journals? Journals started hundreds of years
ago when scientists wrote letters to one another telling of
their work and results. Later, letters were passed around
among colleagues. Eventually, these were formally published
as journals. Modern day journals contain short communications
of the results of experiments or clinical trials of drugs,
descriptions of techniques or new diseases, etc. It takes
less time to publish a journal issue than it does to publish
a book. Journals are published in countries all over the world
and in many languages. In order to keep up with the progress
of medical knowledge, it is necessary to know what articies
many journals contain. Since no library can subscribe to the
more than 10,000 biomedical journais, indexes to the better
journals are published. The major American medical index is
Index Medicus, a monthly index of about 2,300 English-language
and foreign-Tanguage medical journals. The Abridged Index
Medicus, a smaller and less costly edition, covers 100 English
language journals with clinical orientation. By subscribing to
Index Medicus, you can see for any given medical subject if an
article has been written in one of these journals. If you find
a reference t¢ an article you want but don't have that journal,
then you may borrow it from a Tibrary that does subscribe to
that journal (see Interiibrary Loans section, page 45.)

B. The parts of a journal

1. Title

2. Volume

3. Dates - issue
4. Pages

5. Contents

6. Advertising
7. Index

C. What kinds of information can you get from journals? In addi-
tion to the articles, journals contain:

Notices of meetings on clinical specialties
Book reviews ’

Advertisements for new books and journals
News 1tems

Listings of society meetings and officers

o Ll MY —a

D. What journals does your hospital need? As in the case of books,

the selection of journals should reflect the needs and interests
of your staff. '
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There are several lists of recommended journals:

a. Stearns, NS & W. Ratcliff. "An integrated health science
core library for physicians, nurses and allied health
practitioners in community hospitals." New England
Journal of Medicine 283:1489-98, 31 Dec 70.

b. Yast, H. "90 recommended journals for the hospital's
health science library." Hospitals 41:59-62, 1 Jul 67.

c. Felter, JW. "500 selected periodicals for the medical
library." Available from Franklin Square Subscription
Agency, 545 Cedar Lane, Teaneck, New Jersey 07666.

Principles to follow in selection:

a. Select good quality journals - ask your medical staff and
consult core Tists,

b. Select journals representing the medical specialties
practiced in your hospital. )

c. Select journals that are indexed in Index Medicus,
Abridged Index Medicus, Hospital Literature Index, or
a simiTar index that vou have. B -

E. Ordering procedures for journals

1.

A Jjournal subscription is usually placed with the intention of
continuing it indefinitely., After deciding to subscribe to a
journal, complete an order form card with the Journal titie,
publisher or issuing society, publisher's address, annual
subscription rate and volume, issue and date with which your
order is to begin.

Order either through a subscription agent or directly through the
Jjournal's issuing body. Subscription agencies are service
organizations which deal in handling subscriptions. They will

be helpful in ordering journals, claiming missing issues,
renewing orders, obtaining sample copies, etc. In most cases,

if you decide on a subscription agency, you would Tet them

handle all your journal crders except those Jjournals that come

as a benefit of membership in a society, or that are government
sponsored. You would receive an annual itemized invoice for all
your orders. Subscription agencies may charge for their services,
so be certain to check on costs and experience before putting
your subscriptions in an agent's hands. You must balance this
charge against savings in terms of your time in correspondence,
problems in dealing with foreign publishers, having postage

paid on corresponderce, and having one check for your purchasing
department to send instead of many. Agents act as liason between
you and the many publishers, so you would be able to establish
good communication with one company instead of minimal contact
with many. Subscription prices do change,-so be certain to
allow for this in your budget each year.
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3. For addresses of subscription agents in your area, consult the
yellow pages in the nearest large city.

F. Checking-in records - You should keep a record of all the issues
you receive in order to make certain all the issues are sent to you.
Some libraries use a form similar to Journal I1lustration # 1-2, p. 37-38,
You will need one form for each journal title you receive. They
can be kept alphabetically by journal title in a 3-ring notebook
or in a standard Kardex unit available through several manufacturers.
Check your library supply catalogs. For each journal title,
you should indicate the source through which you obtain the
journal, i.e., subscription, gift, etc. If it is a subscription,
indicate from whom you order it. It would be advisable to note
the date you started to order the journal and subscription price
each year. To check in a journal

1. mark the year in the year column.

2. indicate the volume for that year.
3. for monthly journal, put a check in the box under the
appropriate month as the journal is received.
*
4. for journals that come weekly or twice a month, you will
want to modify the form or under the month mark the number
of each issue as it comes in.

5. you should review your check-in records at least quarterly
to see that you are receiving the journals you ordered. If
not, contact your agent or donor to find out why. )

G. How to shelve journals
1. Be certain to mark them as library property.

2. Arrange them alphabetically by title. In alphabetizing them,
use each word in the title except "the" or "a" at the
beginning of the title. The following titles are alphabetically
arranged using all words in the title except the initial article:

American Journal of Medicine

Annals of Internal Medicine

Journal of Pediatrics

The Journal of the American Medical Association
Surgery, Obstetrics and Gynecology

L4V S I i T

3. Not all libraries alphabetize journals in this manner. There
are two other principle ways:

a. Igroring all articles and prepositions.

(1) American. Journal of Medicine
; (2) The Journal of the American Medical Association
(3) Journal of Pediatrics
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b. Using corporate entries where applicable in addition to
title entries. In this case where the name of a body of
people is used in the title, the journal is filed under
the name of the body of peapTei

(1) American Journal of Medicine

(2) American Medical Association, Journal
(3) American Medicine

(4) Ped

1 lournal of Pediatrics

Bindiﬂ? journals - Many Tlibraries bind - gether (put in hard

covers)

1.

the journal issues that comprise each volume.

Should you bind? Binding does protect the journals and it

does veduce the number of lost issues. However, binding is
expensive and it means that in order to circulate one issue

all- the issues bound with it must circulate. Journals are

away from the library for several weeks or months while they

are being bound. The authors feel that smaller hospitals should
not bind their journals; medium sized hospitals may or may not
and large h@sp1ta15 should bind only those journals they will
keep for over 3-5 years.

Binding Procedures

a. Write to the Binding Institute (address below) for a
booklet on Spec1f1cat1ons for binding and a list of
certified binders in your area. There are some national
binders of good reputation who will provide service to
the whole country. You might check with your Tocal
public Tibrary to see who does their periodical binding.

b. Select a reliable binder. He should promise to return
Journals within a maximum time, usua?1y 4-6 weeks, provide
binding slips, packing cartons, price 1ists, detailed
instructions and should pay Sh1pp1ng charges if you agree to
send a minimum number of volumes in each shipment. Most
binders will provide a free sample of their binding - so
you may wish to send them one volume to see how their
service works. Send a volume which would be discarded
otherwise.

c. Bind journals as soon as a volume is completed. This will
usually mean large shipments in January and July. If you
send a supplementary binding in April and October, you will
have fewer volumes missing from your library at each time.
Remember that a completed volume also includes the index,
which may come separately or within an 1ssue in the next
volume.

d. There are often discounts to be had for standard binding
(i.e., the bindery chooses cover color for each individual
title at a standard cost) or for contract binding. Do not
sacrifice quality for savings in this area as rebinding
is even more expensive.
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Library Binding Institute
160 State Street
Boston, Mass. 02109

Shelving journals if you don't bind - To keep journals standing
upright and relatively neat, you may wish to store them in

Pamphlet boxes or Princeton binders, etc. Whatever method you use,
they should be visible so the user can easily select the title and
issue that he wants.

How Tong do you keep journals? The decision to keep or discard
Jjournals must depend on their use at your library and their
availability on interlibrary loan. It is expensive to store
journals, so in general:

1. Non-teaching hospitals may wish to keep a five-year.file of
each journal title.

2. Teaching hospitals may wish to keep a ten to fifteen year
file of each journal title.

3. If your staff utilizes journals that contain large numbers
of x-rays, electron microscopy pictures, or other illustrations
that do not photocopy well, you may wish to keep a longer
file of these journals.

Missing issues - If you have a subscription agent, he will give you
forms for claiming an issue you have never received. If not, you
will have to write to the Journal's business office. If you do not
bind, you may decide not to replace old issues that have become
lost. [f you need to replace a missing issue (other than a current
issue), you may be able to obtain the issue through a large medical
library that has duplicates which are made available to smaller
libraries. The TALON Medical Library Program has a large free
duplicate collection available. Individual articles from missing
issues needed by patrons may be requested through Interlibrary

Loan (see page 45,) .

Gift subscriptions - Often times the hospital Tibrary will be given
Journals received by staff members because of their membership in
professional societies. Although this is a good way to increase
the number of journals available to your users without increasing
your cost, sometimes they are not regularly forwarded to the
library. Many librarians find it useful if the donor will use

his name with the library's address. Then the issues should come
regularly.

A journal title 1ist - At the beginning of each year, you might wish
to 1ist in alphabetical order the journal titles you receive and
give copies of this list to the hospital staff and neighboring
libraries. ,
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CIRCULATION

It is important that any book or journal in the medical library be avail-
able when it is needed.

Sometimes a user needs a book that has been borrowed; then it is impor-
tant to know who has the book. Perhaps the borrower could return the
book early or provide a photocopy of the information needed. A circula-
tion system in your Tibrary will help you know who has a certain book,
what books are borrowed most, and what persons need to be reminded that
they have had a book for a very long time.

Except for a few important reference books, your books should be avail-
able so that users may borrow them for one or two weeks. Since it takes
less time to read a journal article and most journals will not be read
from cover to cover, journals may be borrowed for shorter time periods.
The borrowing rules should be established by your 1ibrary committee

and all users should be told what they are.

A simple circulation system would consist of:
A. Books

1. A book pocket - this manila pocket is pasted on the inside
of the back hard cover of the book. Usually the pocket is
marked with the classification number, the author's last
name, the title of the book, and the date of publication.
Stamp name of library on pocket.

2. A book card - This must fit in the book pocket. The classi-
fication number, the author's Tast name, the title, and
the date of publication are typed on the upper section of
the book card.

3. To borrow a book, the user removes the book card from the
book pocket, marks down the date he is borrowing the book
and signs the book card.

4. A box clearly marked "Book Cards" is placed in the Tibrary

so that the user can deposit his signed book card. Then
he may use the book wherever he wishes. -

5. You should keep the book cards filed by author on your
desk. You can easily find out who has a particular book.

6. When a user returns the book, put your initials by the date
on the book card.

7. Return the book card to the book pocket making certain it

is in the right book. After the book is returned to e
shelf, it is ready to be borrowed again.

39



Journals

1. Bound journals can be circulated with cards and pockets.
File the cards by journal title, i.e., American Journal
of Surgery, and then with volumes and years in chronological
order,

2. Book pockets and cards are not as simple to use in single
Journals. You might try having your patrons fill out a
simple slip for each unbound issue. These can then be
interfiled with other book cards. You will then have only
one file to keep track of. These slips can be discarded
after one use.

UNBOUND JOURNAL

Journal _ .

Vol _Issue 77

Month Year )
Copy__ o

Name o

Dept. o Ext.

Overdues - Since your library is small, you may wish to call or speak
personally to borrowers who keep books out two weeks more than the
borrowing period, and ask them if they are still using the book.
Certainly notify a user if someone else has asked for the book. It
will help prevent some users from forgetting to return books if you
send them a polite reminder from time to time.

It is not recommended that fines be charged for overdue books. Fines
tempt patrons to take a book without signing it out, rather than have
to pay a fine if they forget it. They should be responsible for loss
or mutilation of 1ibrary materials, however.
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II.
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IV.

VI.

WEEDING THE COLLECTION

WHAT IS WEEDING? The practice of discarding or storing superfluous
copies, rarely used materials and materials no
longer of any use.

WHY WEED?

A. To utilize the available space in your Tibrary in the best and
most economical way. Rely upon inter-library Toan or borrowing
arrangements with other libraries in your area for those little-
used materials which would crowd your shelves.

[ww]

Tn give your Tibrary a reputation of reliability, a collection
which is up-to-date, and to make it functional.

WHEN TO WEED? Continuously, by reviewing once a year.

WHO SHOULD WEED? Anyohe who can select books can weed wisely. Although
the Tibrarian may want to ask for advice or assistance
from a subject specialist, he is the best-qualified
person to weed'the 1ibrary's collection. The final
decision to discard or retain a book must be that of
the librarian and/or the Tibrary committee. Patrons
should be able to find information in all subject fields.

WHAT TO WEED? Books of outdated information; unused sets of books;
repetitious series; and old editions. Periodicals very
Tittle used. Items uncirculated for five years and not
needed for reference may be suitable for discard. Relate
this to who the user is, his future requirements, and your
own Tlocal situation.

MECHANICS:

A. D

isposition

1. Discard: Obsolete and outdated books of no historical value.

2. Retain: Good titles which cannot be replaced (out of print
 books and historical materials).

3. Replace: Regularly used items with a new edition or a revised
edition if available.
Classics or notable volumes with better editions.

4. Give Away
or Exchange: Duplicates of perjodical titles which may be
- needed by other Tibraries.

. Recycle or
Sale: Arrange in accordance with library policies-
disposal of material not needed.
Make sure that people or Tibraries who purchase
your discarded books are aware that the material
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Consuit:

rocedures:

is D1d possibly out-of-date, and perhaps

of questionable reliability.
Subject specialists in your own institution for
advice on historical, rare, or specialized items.

Remove book card. Verify that the book card is for

that book. Mark shelf 1ist card "withdrawn", and
give the date. If book is the only copy of the

title and is not being replaced, remove all catalog
cards and shelf 1ist card. File shelf 1ist card in
withdrawn file. Discard catalog cards. Mark each
book "discarded" over all ownership marks. Remove
book packet and date s1ip. If possible, library
ownership marks should be removed from books which
are being sold or given away. Keep monthly and annual
record of books withdrawn. Order rep]acement copies
where needed.  Dispose of the weeded book in accor-
dance with Tibrary policies set up by your own insti-
tution.



AUDIOVISUAL MATERIALS

[f a picture is worth a thousand words, of what value is a picture
accompanied by audible words and sounds? Hospital personnel are finding
audiovisual materials very useful in educational programs and the librar-
rian is being asked with increasing frequency to include them in the
Tibrary.

Common types of audiovisual materials are slides (projection and micro-
scopic), tapes, motion pictures, records and pictures. These materials
need special shelving, environmental control and a ccntrolled circulation;

present special problems in terms of repair, and need special equipment
in order to be used. The hospital library may only order, organize,
store and circulate these materials; or the library may also provide
the equipment.

Finding out what audiovisual materials are available for rent or purchase
entails keeping a file of catalogs and brochures in addition to utilizing
the Audiovisual section of the National Library of Medicine's Current
Catalog. Three useful catalogs are: -

A. National Medical Audiovisual Center Catalog, 1972. Section I.
16 mm Motion pictures (66 pages.) Section II. Videotapes (19
pages.) Available from the National Medical Audiovisual Center,
Atlanta, Georgia. (See address below.)

[ww]

AHA Film Catalog, January 1, 1972. Available from the Film
Library, American Hospital Association, 840 North Lane Shore
-Drive, Chicago, I11inois 60611. The last page of this publi-
cation lists some societies and associations that make films

available.

C. American Medical Association. Medical and Surgical Motion
Pictures: a catalog of selected films. American Medical Asso-

ciation, 535 North Dearborn Street, Chicago, I11inois 60610.

D. Other sources of materials - Pharmaceutical houses are
producing and distributing materials. One very popular tape
service is that of the Audio-Digest Foundation, 1250 South
Glendale Avenue, Glendale, California 91205.

Cataloging and Processing. The cataloging of audiovisual materials
differs from that of books and journals. If you only have one or two
items there is no problem remembering where they are, but you should
set aside a special area or shelf for these materials. Two manuals on
the cataloging of audiovisual materials are available: :

A. Cataloging non-print at NMAC. Available free from the National
Medical Audiovisual Center (Annex.) (See address below)

B. Andrews, Sara W. Cataloging and processing audiovisual materials:

a manual. Charles A. Dana Medical Library, University of
Vermont, Burlington, Vermont 05407.
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NLM's Current Catalog has an audiovisual materials section prepared by
the National Medical Audiovisual Center (NMAC.) Cataloging information
could be obtained from this source for many items. If you plan to rely
on the Current Catalog, it would be advisable to understand the system

used by NMAC.

Equipment. The field is chang1ng so swiftly that any mention of equip-
ment becomes rap1d1y out of date. A helpful basis for looking at audio-
visual needs is:

Brooks, M. Primer for media resources librarians. Available from
the National Medical Audiovisual Center.

Some 11brary supply houses have special cata]oas of AV equ1pment A general
overview is discussed in:

Notes on media management. Available free from the National Medi-
cal Audiovisual Center.

National Medical Audiovisual Center
1600 C11ifton Road, N. E.
Atlanta, Georgia 30333

National Med. Aud. V. C. (Annex)

Station K. o
Atlanta, Georgia 30324

S

w
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INTERLIBRARY LOANS (ILL)

: - No Tibrary can acquire and store all the materials that al] of its
users might need. 1In order to make materials available to users any-
where, Tibraries have agreed to Tend to other libraries that need a book
or to borrow from a Tibrary that has the needed item. :

If one of your haspital staff members requests an item not available in
your library, either you or he can fill out a form you can have spec-
ially prepared for this purpose (samples of such forms are ILL - I1Tustra-
tions #1 and #2, p 49-50 ). These forms might be printed on bright paper
and should be placed in a readily accessible spot in the library. In
this way, library users can request items even when you might not be

in the Tibrary. These forms should be filled out in as much detail as
possible, including the date after which the item will be of no use to
the requester (the deadline.) Then check to make sure the item requested

is really not jn your Tibrary, on order or in another part of the hospital.

Sometimes patrons request items that may not exist, are not printed yet,
or give you incorrect information. Therefore, it is important that you
try to verify that the requested item does exist and to give as much
accurate information as possible so that the Tending 1ibrary can find
the item rapidly and easily for you.

A. Verification - you can verify that an item does exist by
finding it mentioned in print.

1. Journal articles

a. Look for the author's name in the author's section of
Index Medicus or Abridged Index Medicus. If you find
the name with the same title of the article, check the
pagination, journal title and date against the infor-
mation given on the request form. Note on the form
in space labeled "verified in" where you found the
verification - the title of the source, the page and
the date. If there are major differences between what
you find, i.e., the year, the journal title or the
title of the article, you should check with the
requester; you may have found a similar but different
article.

b. You may not be able to find the article in Index Medicus

or a similar source, but the requester may have seen
it mentioned in the bibliography of an article. You
may cite that bibliography as a source of reference.
In the space labeled "source of reference" on the ILL
form, indicate the journal title, volume number, pagi-
nation, and date of the article, where the article you
want is cited.

c. If abbreviations are used for the title of the journal,
{ complete the title only if you can find the abbreviation
’ and the complete title listed in a journal 1ist such as
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the List of Journals Indexed in Index Medicus or in each
issue of the Abridged Index Medicus. 1t is better to
leave the abbreviation exactly as it is than to guess
incorrectly.

2. Books

a. You will not have readily available sources of verification
for older books unless the requester has seen them cited
in a bibliography.

b. For current English-language books, you should consult
the sources (especially b.1., e., f., and g.) discussed
in the section on Book Selection ( pages 7-12), In the
space Tabeled "verified in" on the ILL form, enter where
you found it Tisted, Publisher's catalogs are especially
useful for this.

c. Very new books may not yet bé Tisted. A local bookstore
or public Tibrary may be able to help you tell if the
book is already published and give you the information
for verification.

You will not be able to verify every request, but you should try.
You might 1ist where you have looked for the information. Borrowing
is a privilege and the borrowing Tibrarian should do everything
possible to make it easy for the Tending Tibrary.

Choosing the lending 1ibrary - In order to complete the ILL form,
you must decide from which 1ibrary to request the item. To do

this most efficiently, you should become familiar with the medical
libraries in your community and get to know both the librarian

and the collection. It is preferable and usually faster to borrow
something locally than to request it from another city or state.

If the item is not available in your community, you may request

it through the regional medical Tibrary program which has been

set up in this region. Check the chapter in this manual concerning
the TALON network to find the name of your resource Tibrary.

1. Request for journal articles -

The TALON Region has produced a union 1ist of serials, which
is a locating tool for all the journal titles held by larger
medical libraries in our area. ' Copies are available from
TALON, but are not necessary for you to request interlibrary
loan of journal articles. If you cannot borrow what you need
locally, request the materials from your resource library.

The resource Tibrary will attempt to locate the title for you.

The TALON Region is at present working on a union 1ist of books
held in the region. This information is not yet available
widely, so please contact libraries in your area or your regional
resource 1ibrary to fill your requests. Remember that many para-
medical books can be obtained through your public Tibrary.

46



=

Requesting the item - The request should be typed on a standard
ALA Interlibrary Loan form to be sent to the lending library-.

These forms may be purchased from library supply companies (see
ILL I1Tustration #4, page 53.) Each ALA form has four parts, each
part is used for thé specific purpose noted.

1. Filling in the form - Be sure to include all the information
requested on the form. ILL Illustrations 3A and 3B, pages
51-52 give directions on completing the form. I11u5trat1@ﬂ
3A is an example of a request for a book and 3B is a request
for a journal art1c1e

2. Only one item should be requested on each form.

3. The source of verification should be noted, or the phrase
"unable to verify".

4. Euach request should be signed by the librarian or an authorized
person.

5. A mailing lTabel addressed to your hospital should be attached
to each form requesting a book or bound volume. Books will
Dn1y be ma11ed to a T1brary and not to 1nd1v1duaT requesters
Pequester In this 1n5tance the mailing Tabe] Shgu1d contain
his home or office address and it should be noted on the ILL
form "to be mailed directly to requester".

6. Keep the "D" part of the ILL form so you will know what you
requested from them.

7. Mail the remainder of the ILL form to the library you are
asking to lend you the item.

o]

ILL requests are filled and the jtem usually put into the mail
to you within a day or two if the request is correct and the
item requested is on the shelf at the lending Tibrary. If the
information is incorrect, it may add more days to the time.

[f the item is not on the shelf of the lending library, even
more time may elapse. The lending Tibrary will usually notify
you if there will be a considerable delay or if the request
cannot be filled by the deadline you have indicated.

Possible ways in which items requested may be received
1. A photocopy comes to the library for you to give to the patron.

He may keep the photocopy and dispose of it as he wishes. You
may note on your "D" form that this request was received.

47



2. An item is sent to you that must be returned to the lending
library after the requester uses it, Usually only bound
volumes or paperback books are to be returned. The ILL
form returned with this item (parts B & C) will have a
"due date" stamped on it.- When you give the item to the
borrower, you should tell him when it is due. It is your
responsibility to see that the book is returned to you on
the due date and then mailed to th lending library. Use
the return address as indicated on the package. If the
wrappers are in good condition, you may wish to save them
for mailing the book back. If the patron wishes a longer
time to use the item, mark "renewal requested" on the "C"
part of the ILL form and send it to the lending library.

3. The item requested may not come. This happens very rarely.
If you have heard nothing in ten days or so, photocopy
your "D" form and send the photocopy to the Tibrary to
which you originally sent the request. Write on the
request "have not yet received."

E. Returning borrowed books

1. When you return a book to the Tending library, please
take care to see that it is carefully wrapped. Insulated
.bags are very easy to use and can be purchased from library
supply companies (see ILL ITlustration #4, page 53.)
2. When an item is returned to the lending Tibrary, note the
date you returned the item on your copy "D" of the ILL
form, and mail this form separately to the lending library.

3. If a book or journal comes to your library, and the wrapping
indicates that it has been insured, be sure that you insure

it for the same amount when you return it.

F. Records to keep - You should keep a record of the items you
borrowed to give your administrator an idea of how busy the
library is. Also, if one journal or book is borrowed several
times in a year, you should consider buying or subscribing to
it for your own library. You may wish to use the original
request form you filled out as your official record.
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REQUEST FOR INTERLIBRARY LOAN Date

Journal title

Volume Issue_ Pages_ Month___ Year

Authors

Titte ____ —
Source of Reference —
Book title e —
Authors__ . - o N ) _
Publisher __Edition____ Year _
Source of Reference o
Date after which Name _

no longer needed:

INTERLIBRARY LOAN TLLUSTRATION # 1
If you make these the same size as an interlibrary

loan form, you can file the request sTip with your
copy of the form, for further reference.
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REASOR FOR DELAY REQUEST i5 BEING REFERRED TO-
Journal title not cwned { ] (Yaur sesor—=re 11mr

Issue not cwned {1 TALON

Have not yet recelved issue [ 1 Othar-

Pages requested are missing from [ ] ' ,
our vclume REGJESI 1% BEING RETURNED BECAUSE:

Volume is at bindery {1 Reference 18 incorrect, cannct
lccate
Checked cut: wilil be held for you [ ]
' insufficient informaticn givern
Volume,issue/suppiement missing
frem eur shejives {

-1
[
End
e
m
L&

-,
[t

Other:

e e ——— (Your sigrature)

[

INTERLIBRARY LOAN ILLUSTRATION #2

If the ILL request cannot be filled immediately, let
your patron know what has happened to his request. ILL
requests sometimes take several weeks to receive.
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ILL ILLUSTRATION #4

LIBRARY SUPPLY HOUSES AND ADDRESSES

A.L.A. Interlibrary Loan Forms

Bro-Dart Incorporated

P. 0. Box 1120

Newark., N. J. 07101

DEMCO Library Supplies

P. 0. Box 1488

Madison, Wisconsin 53701
Gaylord Brothers, Incorporated
155 Gifford Street

Syracuse, N. Y. 13201

Insulated Book Mailing Bags

DEMCO Library Supplies
P. 0. Box 1488
Madison, Wisconsin 53701

& a

Jiffy Bags

Trade Paper Company

4501 South Santa Fe Avenue
Los Angeles, California 90058
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Interlibrary Loan Il1lustration # 5

It is handy to have a bookmark
Tike this one to remind patrons
that the book they have is an
interlibrary Toan and must be
returned within a specific period.
A brightly colored strip - use
pink or red - will remind them
each time they see the book.
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To:

This is an
INTERLIBRARY LOAN

It has been borrowed
for you from:

It is due on:

Please remember o
return it on time

so that the library
remains in good
standing for further

“loan requests.



REFERENCE SERVICES

A medical 1ibrary, along with being the source for books and journals
may also provide other services for its staff. A doctor or nurse coming
to a 1ibrary may frequently be interested in finding the answer to a
specific question rather than want to consult a particular book or jour-
nal. At other times, he might want to locate books and articles about a
specific subject. In both these instances, the librarian can assist in
obtaining the desired information.

A. Answers to specific questions - The kinds of questions that
fit into this category include requests for information on
physicians, hospitals, health organizations, professional
meetings, drugs, diseases and medical terms. To answer these
types of inquiries, the librarian should become familiar with
the specific reference books in existence that provide this
kind of information. The following reference books are usually
found in hospital Tibraries. Order information (price, pub-
lisher, etc.) for any books mentioned here is 1isted in the
Appendix (pages 73-77 ). :

1. Directories - Just as the telephone book provides speci-
fic information (name, address, telephone number) about
an individual, the following directories provide data on
physicians, hospitals, health organizations and medical
meetings.

a. Directory of Medical Specialists '

(1) Two volume set published about every two years.

(2) Listing of all physicians certified by specialty
boards.

(3) Arrangement

(a) Physicians are listed under different boards
(e.g., ophthalmology) then geographically by
state and city.

(b) Alphabetical index to all physicians listed
js at the back of Volume II.

(c) Extensive use of abbreviations.
(4) 1Information given about each physician.

Nam