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AESTRACT,

In this document are suggested standards for Iranian
university libraries. They have been adapted from foreign library
standards to tit the Iranian situation and have been established to
guide Iranian university librarians seeking to know the factors
normally associated with good quality library service. They are
neither intended to lead to poor service nor to outstanding service,
but to a level of good service in between. Further, they are
considered to be minimum, not maximum, standards, though it is
probable that few Iranian university libraries can meet many of them
initially. On the other hand, the library which has reached a
particular standard -should rot be completely satisfied with its
accomplishment but should continue to improve until it can give
outstanding service in that Area and can reach the standards in other
areas, also. It should be clear that the purpose of these standards
is to improve Iranian libraries, not to standardize them. (LI 004244,
004245, and LI 004247 through 004267 are related.) (Author)
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=d with good quality, library service. They are neither

intended to lead to poor service nor to outstanding service, but to a level of good

service in between. Further, they e considered to be minimum, not maximum, standards,

though it is probable that r Iranian University libraries can meet many of them

initially. On the other hand, the library which has reached a particular standard

should not be completely satisfied with its accomplishment but should continue to

improve until it can give outstanding service in that area and can reach the standards

in other areas, also.

It should be clear that the purpose of these standards is to improve Iranian

libraries, not to standardize them. Each university should develop along lines best

suited to its own unique situation and clientele, some emphasizing one area, others

emphasizing another. Each set of standards should he interpreted in the light of the

aims and needs of the institution served. No two institutions are exactly alike.

However, there are many common concerns, areas of administration and service in all of

them with which the standards deal.

Merely achieving these standards will not, however, necessarily guarantee good

university library service. Ceitain factors are normally associated with good service

but are not themselves service factors. For instance, allocating V. of the institutional

expenditures to the library does not guarantee that the money will be spent wisely.

Each standard must be cariied out in its original spirit before library service will be

superior.
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Standards are the criteria by which library services may be

to a definite degree

sufficient for sortie purpose

ideal, which instead would

a score at least triple or

provide a stimulus for futu

ed. A smarts

of any quality and is the measure of what is adequ

It is a goal to be achieved, but does not constitute an

probably be impossible to measure and might require reaching

perhaps, ton that of the standard. A standard should

re development and an instrument to

action by librarians and administrators.

Iranian university libraries have ei

ist decision and

ered a period of rapid growth and change

which wi.l extent for several years. New institutions are being established anti the

expansion of existing institutions is forcing upon them changes in character and

organization. The standards should be interpreted in a spirit that will enable Iranian

university libraries not only to maintain but to strengthen their position in the face

of new challenges. In a few foreign countries there is an established tradition of

standards and methods providing a reliable development guide for university libraries.

However, in Iran there is no tradition to lean upon and library personnel need guidance

in determining proper service standards.

In reflecting changing conditions these standards are intended to give practical

assistance for dealing with everyday problems and persuading university administrators

that certain minimum library standards must be met. They are intended to measure present

achievements rather than set ideal goals for the future. Further, they are intended to

set measures of performance recognized as models for imitation. These standards apply

to all Iranian university libraries. However, they are more easily applicable to large

central libraries than to small faculty or in=stitute libraries. The latter will need to

study these standards carefully as well as those written for four years college,'.

These university library standards were. prepared for use by the Ministry of Science

and Higher Education and the Institute for Research and Planning in Science and Education.

Also, they may be useful in teaching library administration and academic library courses

in Iranian library schools. They have been developed with the cooperation of librarians and



ors who have made helpful eueges ns. These standnrlsshou1d be revi

five years of experience in using them. Assist- in interpreting in using them

will be provided by the Tehran book Processing Centre Planning Department.

2. Objectives

The overall objective of Iranian university libraries should be to l,rovi.do library^ )
purposes to support the national demand for university education. On the local lev 1

a university library's objectives should be to

Acquire and organize the books, periodicalaend related materials needed in

connection with the university educational program.

b) Provide conveniently arranged and reasonably comfortable physical facilities

for study and reading

Study the part which book use plays in the institution's
educational. work and

the ways of facilitating this use.

Provide students and faculty members with guidance in usin

e) Support the research work of faculty members and students.

Provide books of a general and recreational character.

g) Preeerve university historical records.

h) Encourage the development of lifelong reading habits.

Give modern library servico.to university-students and faculty.

library material .

Provide access to the resources of other Iranian d foreign libraries on

behalf of local faculty and students, through active interlibrary co
operation in the Iranian Information Network.

Each library should have its own specific objectives clearly defined written

out. They may include a collection large and up to date enough to inspire teaching and

provide strong intellectual stimulation.
e
l be encouragement of the library's responsibil

to play a cooperative role in the community, and to cooperate with the entire Iranian

scholarly world.may to included also: The standards to be followed
objectives should be clearly understood_

in attaining these



Library Administration

This section sit-
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s ,
some generally accepted library administrative principles

Admin4strative personnel should be occupied primarily with managerial functions and

skills. Middle management (department heads) usually spends some tune in exercising

library technical skills and the rest in using managerial skills. Library administrative

functions include.

1. Planning

2. Organizing

3. Coordinating

4. Directing 7.Evaluating
5. Controlling &Reporting
6. Staffing 9Audgeting

planning onsists of making decisions in anticipation of future events and drawing

uy plans for future action. Pirst, objectives must be defined clearly. Second, action

must be taken and chronological progression enumerated. Third, methods and procedures

must be stated.

a. Objectives. Defining objectives or goals is the most important part of the

administrative process.

b. Policies. A policy is a general guide to staff thinking. Clear policy

delimitation enables implementing department heads to understand it and

stay within boundaries} With the aid of other administrative officers, the

director formulates and authorizes policy.

c. Procedures. Library procedures should be analysed in detail at recuring

intervals by departmental staff to obtain greater efficiency.

Organizing is the process of grouping functions in managerial units, assigning dut

and defining authority relationships.

a. Authority. The clear definition of authority limits and relationships, together

with collateral responsibilities, is necessary to prevent personnel disharmony.

Misunderstandings can arise from conflicting lines of authority. Authority is the

rightful power to direct a subordinate to do or not do something. There should be

a continuous chain of command, traceable in authority
relationships, from the

director to each staff member.



b. Authlrity Limitation. Every sta>.ff memberstaff is subject authority limitations

concerning the activities and the persons over which he has command. These

limits should be clearly defined in writing.

c. Authority Delegation, A general delegation of authority is rarely satisfactory.

An organization is a formalized structure of delegated authority which.sshoulcd he

defined clearly in ler

(1) duties and responsibilities

(2) authority limitations

3) permission to make certain decisions without reference to higher authority.

d. Departmentation. Since library organizations vary so widely, rigid departmen-

tation patterns should not be prescribed. Once the departmentaton pattern

has been chosen, however, department functions, activity limits, and re ponsi-

bilities should be defined clearly.

o. Line and Staff Relationships. Line authority entitles a staff member to give

orders to a subordinate. Staff authority entitles a staff member only to give

advice to other staff membera.

f. Span of management. A manager can effectively supervise only a certain number

of subordinates. The span depends on the personal qualities, abilities and training

of the personnel involved. Partly because of their greatly varying activit

director cannot effectively supervise more than 3-6 immediate subordinates --

asoistant directors, administrative assistants, and department heads. Within

library departments the control span can increase. In general, there should he

at least one supervisor to each ten staff members. Each separately located ser

paint should have a supervisor. In large departments there should be subdivisions

with section supervisors, who are frequently subprofession&ls.

When a department becomes large ( 25-30 and over) (Stage ), iit may be snore

efficient to divide it into two departments on the basis f functions or numbers



e., g., dividing the technical It

6
eenses department into a crLtaloging department and

an order department ( Stag6 2). Stage 3 might be book order department, book catajoging,

_ ent, and so order and cataloging department. State 4, book order department

preparation department, book catalogirg department, serial, order and cataloging

department.

In toordirlpllaa them, the administration plans and supervises the relationships between

the activities of the various library departments. This is done to prevent wasteful

overlap and conflict in activities and to ensure that the departments esh cleanly.

the principal tasks of library administration is that of directing, in which action

initiated and the organization kept moving along a predetermined path. A direction

springs from a decision; the director passes on decisions in the form of directives. In

college libraries it is the chief librarian's task, but in universities the director may

delegate much of the directional authority to subordinates.

Controlling consists f corrective adjustments so operations fulfill established

policies, standards and procedures. Successful library control depends upong

a) establishment of goals or standards of production or service, and

b) adequate information regarding library activities, acquired through

personal supervision and reports.

Staffizgi.-- recruiting, selecting, training, promoting and dismissing staffer is an

important concern of both junior and senior administrators. The staff is the most

important of the librarys major facets.

The director should establish evaluation systems giving an objective picture of

operations and staff. Such systems will rely on statistical report forms in addition

to frequent interviews with department heads. Without a carefully planned evaluation

System there is danger of reliance upon subjective judgements. The director must report

to his superior on the performance-level of library operations and future needs.

Within the profession, the director should report to his peers for comparative purposes.

AI(
ed on orm of statistical and prose reporting should be followed. Reporting is
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out through personal conferences and formal written reports at state intervals.

me from department heeds to the director and in turn m, him to the chancellor.

administration requires supervi n and coordinating descriptions of purchase

apecifieationa, purchasing, accounting and financial reporting and control throughout

the library system.

Communications

The librarian (unlike the doctor or the teacher) faces organizational problems

similar to those in business and industry. (food communication channels each way for

directives and information are essential to effective library functioning. .Good

personal relationships and high staff morale influence communiceti n favorably.

In recruiting_ staff, the librarian should avoid persons with personality and emotional

problems which w 11 hinder communication or lower morale. Personal communication;

success should be evaluated in personnel administration. =Communication system

efficiency depends on the precision with which responsibilities within the management

hierarchy have been defined. For efficient performance at every level, each person

should know the activities for which he is responsible and the person to whom he is

accountable.

The fol es of information flow from higher to lower levels: directives,

objectives, policies, procedures information and decisions. Performance informat n

passes from lower to higher levels. The latter type of information should consist of

reports on work activities and achievements, opinions and attitudes. The library

administration should deliberately plan, organize and supervise comnnsnication channels

effectively throughout all staff levels. There should be too much info mation rather

than too little.

Regular department head meetings should be organized at weekly or fortnightly

intervals. Written minutes should be kept of these meetings. This isthe principal

formal corrinunication method between the director and his subordinates, and among
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:hem, but ahnuicl be uppleented by pe r onal info im advisableinte

to -rOknge all personal interviews for lihrnry staff and visitors as firm appointments.

tinnier staff should have regular acoess to their department heads to di. __A work And

personal problems. Department heads should repeat the communication process

their own departments by means

Pe

and regularly scheduled staff mectin,;s and

onal instruction. The entire staff shouldshouldI be kept in touch with the total picture

of library operation

Oral communication are immediately effective anrd can resolve nderstandin

quickly and certainly. However, wrttencommunications provide a permanent record

and more often ensure complete inderstanding.,A11 decisions n policies

should be recorded.

While Persian will be the official and most frequently used language of the

university, any professional will find facility in a foreign language useful in

keeping up with the literature of his field and in dealing with foreign visitors

and faculty members.

Comrm nica,ti.on is a twoway process and the information giver and receiver

dares

must make a genuine effort to understand each other. Effective communication

most readily achieved when conducted within attitudes of loyalty, mutual trust, and

respect. Morale will he higher in situtatione wh. re salaries are good, the work

ehallenging,and the library successful, or at least where the library administratien

makes a strong effort to improve these conditions. Frequent consultation with staff--

members on policies and procedures will promote a friendly atmosphere and strengthen

staff morale.

It is the director's responsibility to see that his staff members keep well

informed about new library developments in Iran and abroad and about new communications

ideas. The director may route reports and other publications to select staff members

and use travel funds to send them to conferences. Conversely, the director should supply



infnrint.icn about his oval nrganiz+ctinn to librarians e]sewhe

innovations.

The library has a 1 ns ro

Pa

ay in intel -ptin

studonts faculty and administration. This is an important admini

y 10m1

ices i,o

ive task and should

involve spreading favorable publicity. Good public relations in interpreting library

services very imi nt in stimulating library use. Such activit -s as releasing

annual reports, Publishing handbooks, lecturing on library facilities, describing the

library in the university catalog, and using newspaper, radio, TV, bulletin boards,

posters, booklints, bank bulletins, displays, orientation courses, n.r tours sre helpful.

The annual report should evaluate the year's work, describe accomplishments and

goals re , as 11 as aknesses remaining in the library's prmgr

estimate library needs,

It should

entify strengths and d.eficiences,end state the god.

achieved in given period of time. The following topics may be included:

a) S

b) Library use figures, t

of the cull tion

nds, changes, and attempts to improve use

c) Statistics f book processing

Personnel actions

e) Improvements in physical quarters

f) Special adMin ve problems

g) Recommendations for the future.

5. Budget

The library budget should be determined in relation to the total

budget for educ-ati.on and general purposes, but t library allocation

upon a program optimum service in support of university goals. lie

toile

u ness

institutional

should he based

assessing the
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necessary financial support standard, account, sheulri be taken of the follnwinl factors:

bookstock size and quality, student enrollment, faculty size, extent and growth of

graduate studies, extent to which textbook teaching is pratical variety of subject fields
k

covered, ns opposed to 4_ use of supplementary readings,`institutional pre wth rate,

amount of faculty research, extension projects and growth of new courses. The factor

hieh most affects the budget is student enrollment change. Not only does it affect

the total budget, but increase in graduate students will affect the mate

budget strongly. It should be remembered that library budget changes must anticipate

enrollment changes by several years to give time to select, acquire, organize and service

the added material.

A per student expenditure figure provides the most - accurate comparison of support.

University libraries should average an annual expenditure of 400 tomans per fulltime

student including 200 tomans per student for materials. The per person cost of library

service varies greatly between different types of students. As a generalization,

however, the cost for graduate students id about eight times that for undergraduates.

Library expenditur _ expressed as a percentage university expenditures should

-o.be used to check upon the per capitajigure,"--Tereent of totalinstitutional

educational and general expenditures spent by the library should equal at least 55.

Educational and general means operating expenditures of administration, instruction,

research, extension services, plant operation and maintenance, and organized activities

related to instructional departments. This percentage is for a well established librarY

with a good collection of materials. With a rapid increasd in enrollment, course

offeringsoolor, udina.visual. programing,. it should be augmented. The library budget for

a newly organized college should be considerably higher than normal during the period

when it is acquiring a basic collection. Normally the library budget should be allocated

as fellowss Staff, at least 50% materials 45,%, general penses 5%.



Bud, ary control metlinrl l should conform to those used in thP oniversite business

Libre. bud

The needs of all

'7 ape al preparation nqihility of director.

'b-ary and teachinv departnts should he considered in relit

development. plans. Advi'e from the library committee may be sought in estimatinR

the materials budget.. The director should plan a balanced l_brary program, corr

deficiences in the. collection, pl_n for future needs. Allocation of funds within

the total library budget should be the toe's responsibility, and he should have

authority to do SO. Ilia signature should appear on each authorization to encumber

spend this money. The library should be given a written statement of the total annual

budget avai lable for personnel, materials, supplied equipment and other expenses.

The director should be free to set specifications and chose suppliers within government

gulatiens.

The library should keep details and centralized records of expenditures and

revenues so monthly financial reports can be obtained. Records for all funds should

show the amount spent last year, total budget allocation for this year, amount spent

so far this year, amount pent last month, amount encumbered but unpaid this year, and

balance remaining in the budget. The director should have sufficient budget control

to tell the current status of each library budget category each month. Invoices should

he checked and approved expenditioiisly in order to secure discounts and facilita

business office operations. There should be ale -De ation between library and

university business offices and one set of records should be checked regularly with

those of the other office. However, unnecessary duplication in item posting should be

avoided.

To coordinate efforts more efficiently and avoid overlaying reponsibilities,

all books purchased with institutional funds should be under the control of the director

and should normally be housed in one of the institution's librarien. Likewise, all

funds for the purchase of books,

should be undor library an

vials, maps, pamphlets, supplies, and equipment

itrol. Univernity funds can be used more wiSoly

efficiently with this arrangement. Also. for the same reason. all nor nal

nd
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u ional libraries and their salaries should be part of the direr

though most Iranian institutions keep them separate now.

Expenditures on contin annuals, in other non-periodical series)

should equal about 33;f1 of those on periodicals. Normally expenditures on monortraphs

should be 150 of those on periodicals. Also,. serials (periodicals and continuations

combined) should consume about 40% of the total materialek budget, with monographs

about 45%. For every 10000 tomans in the materials and binding budget, allocation

should be roughly as follows:

Books 4500
Continuations 1000

Periodicals 3000

Binding 1500

l0000 tomans

versity libraries may spend a higher ratio than the above en c

'and lower on books,--while ruior college libraries may spend the revers A sub-

stantial portion of the book budget may be divided among subject fields, basing the

allotments on information from the teaching departments. All subject field purchases

should be charged to the departmental allotment Allotment to teaching departments -r

should be spent under the supervision of the department ehairmaneor-his representat

However, the director has full authority to spend the materials budget.as he thinks

beet. Departmental distribution should be based on the

1. Size and quality of the present library collection in the field

2. Relative book cost in the field

Extent of the graduate program offered

,0

4. Extent of the undergraduate courant, given

5. Teaching methods, lecture-textbook vs. reading oriented

Amount of rose arch requiring library resources

Number of faculty members In the field

Number of students in the field

Availability of books in the field
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A substantial funs], 30;0 of the miter al should be kept fer

assignment by the directnr to the general fund. Funds unceimmitted in the departmental

ell tments fonr months before the end of the fiscal year should revert to the general d.

The continuing appropriation required purchase-. periodicals .should he maintained

in n sepornte fund. The Amount to be added annually to this appropriation will vary

substantially with growth.in enrol mont,_the curriculum, research program', and serial

price increases. Thi,lietter avers. e 5% per year for U.S. titles.

6. Personnel

The library should have a broadly educated and well qualified s It should

perform a great variety of important services d be responsible for effective library

operation and collection interpretation. Personnel matters must be controlled by the

library administration in line with university personnel policies. Close li eon should

be carried out with the university personnel officer. In service training should acquaint

staff members with library
purposes anti functions and procedures should be taught within

their own departments.

In all cases, professionals are librarians who have graduated from an approved

Iranian or foreign library science curriculum leading to an undergraduate Bachelors

major or a graduate Masters degree.

ibrar should have faculty status, rank and titles identical to those of the

teaching sta Of course, librarians should be expected to meet requirements for

graduate study similar to those of the teaching faculty. Continued graduate work

in library science or another area should be encouraged, and it may lead to a second

Master's or a Ph. D. degree. Faculty statue results from the formal recognition by

an institution authorities of the close association of librarians with the university

educational program. Librarians should be subject to the regulations and administrative

procedures which govern other faculty members. In all matters relating to the

commencement anal conditions of employment, salaries, superannuation, benefits, And

Academic associations, librarians should have the same prerogatives and responsihili



aA other faculty mfmhfirs. Care should ho tnkwn that profossionals are no

cl ical wnrle herons.. this is was and demornlizinR.

members must he chosen with rare, since they perform such a variety of

mpnrtnnt educational functions. They should be hired lmpnrary contracts until

director of liter s is f their success en the job. All staff members should

work fulltime and should be hired on the basis of their promise as hard workers, not

because they are relatives or friends of staff members or have political influence.

Women should receive equal consideration with men for every position. Provision should

he made for recognizing exceptional ability through promotion or salary increases.

If their background, experience, and positions are similar, their pay should be similar

to that of other college staff members.
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The director shoul have library experience, good silministri ive ability,

scholarly interests, end understanding of the academic progr and the ability to

work successfully ii developing projects with students, faculty and administration.

He should be a per op in whom staff members, faculty and administration will have

confidence. If possible, he should have had some opportunity to observe exeellent

forei n university libraries, and better yet, to have worked in them. No faculty

member should be made library head; unless he is alert vitally interested in building

up heavy collection use, a well organized and hard working administrator, freed from

other teaching and administrative duties, and no professional librarian is available.

The director of libruliew is a senior Iranian administrative officer whose

position should be so recognized in formal and informal relationships vith the

university administration and faculty. He should be responsible directly to the

chancellor ar.th hief acadeMic administrator who Points-him-for the administration

of all university library services and resources. He should be consulted by the

Chancellor on the library's budgetary needs prior to final budget decisions.(

administrative or budget ruling affecting library welfare should be made only after

discussion with the director. Academic matters demand close cooperation with the dean,

also. He should have dean's or at least department head status in the university.

He should be a member, ex officio, of the university body which formulates educational

policies and teaching programs. He should also, be a member of the main faculty

committees and university groups related to library activitiye. The director is

responsible for the administration and operation of the library system and is ultimaI

responsible for all eflthe staff does or says on the job. Therefore he must retain

his power ommand over all activities,, ,Efficient communication channels are very

important to him. His particular tasks /should include

Live guidance of book collection growth and development

Defining and promulgating library_ policies and regulations to ensure their
fective operation
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nog advneaey of the status, prix le,e and fair remunerat n of the lit rare

making recomme ions to the univ reity administratinn r,nn!'erning all

appointments, promotion, demotion, or dismissal, and interviewing{ professional

applicants.

Pre' _ financial estimates and budget proposals

e) Library expenditure central

Liason with the chancellor end other senior ministrative officers

g) Public relating work

In addition to professionals* the library shell have an adequate nonprofes

f. Subprofessionals who have bachelors degrees in another subject field will be

needed as well as capable bilingual typists mod reliable clerks. Pew Iranian libraries

have as many capable eubprofessionals and bilingual as they need; in fact, many

still searching for qualified professionals.
Typical nonprofessional duties require

bookeeping, typing, searching, acting m secretary, janitor or clean

The faculty is deeply ,:oncerned with the library

their instructional program and their own Profession

is of primary importance in

h. An alert faculty never

allows a library to suffer from neglect or to diverge from the educational program.

Neither does a good faculty concern itself with interi administration.

A committee of faculty members should be appointed or elected to advise the ecte-

iembership should give broad representation to all disciplines and should include the

university administration, but individual members should not represent particular

departments. Appointees should include bothsenior and junior faculty members who can

put library interests as a whole above departmental needs. The director

neerotary, though it is ad tibia that he not be chairman.

In cooperation with the dir ctor, the committee should be concerned primarily with

Advising on the formulation of library policy and budgets to develop instructional

and research roso

y
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h) Rnlresnnt.iug faculty needs to the director n_nd l l°rnry pokey to the facelty

Appo tinning book funds to depertrnents.

In many Iranian institutions an advisory student library co will he helpful,

also. It presents Anggentinns en student body and library relationships and may be

useful as a sounding beard for new ideas. Or, th .,lty and student committees may he

combined.

Staff size will vary '11 institution and faculty size, type of library n.ganization
.

service required, size, character and growth rate of the collection, the teaching

methods used, types of nnr icula and building arrangement. Table I adzes minimum

staff size recommendations. The ratio between various levels of full-time staff

members should be approximately the following:

Professionals

Subprofessionals

Typists

Clerks and janitors

Student Assistants

(part-time, including

typists

1

3

2

2

1I

In applying quantitative standards, the key is the number of professional library

staff members. The supportinginon- profe ssional staff should then be added in

proportions varying according to:the department. The following are recommended

university' library ratios of professional to all other full -time library staff,

department by departments Reference 1:2; Circulation 112;
4
Acquisitions 1115 Catalog

e A

4:5; Administration 1:3. Any wi ide divergence from th RO average ratios would be

6 b I i .. '' ''' ' t. r . , ' ii 1 r )
". '',ft

'fled only by improved service.rjhe,first three professionals hired should work,
". 0 A p . ... .

..., . .. ; 4..
: ,

1 k .......
on each, in adminimtration, service, and processing.

Table II is a suggested Iranian university library organizatiorchart. It should be

expanded considerably for a large university. This chart should confirm the fact that

professionals, subprofessionals, typists, clerks and students are useful to the library

in that order.
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The 1 ctinn

The collection of hooka, periodicals pamphlets, docvutentn, newspapers, maps,

microfilm, microcards, and other materials must be selected and organized to support

the Iranian instituti n's educational and research programs. It should m full

curricular needs of the undo ciliate and graduate students and ho easily accessible

to them. Its adequacy to stimulate in breadth, depth and variety, a.re vital. Also,

it should assi A faculty members in professional growth and provide for hookoriented

independent study programs.

The collection should include many high caliber works which will arouse intellectual

curiosity, counteract parochialism, and help to develop critical thinking. The

collection should challenge 11 parts of the student. body and assist in their intellectus

growth. Representative works should he avaialble in all fields, even those not cur ent1

led,. The collection should reflect the diversity and the breadth of the Iranian

university educational programs. It should keep faculty members abreast of their fields

and introduce students to their Iranian and world heritage. In so doing, it should

provide them with a background of information about their culture and instill in them

the enthusiasm for books.from which hopefully will spring the lifetimo habit of good

reading. Library provision should be made fcr stimulating recreational reading.

Every library should have a growth and development policy outlining (1) subject

areas of greatest interest in which research and graduate work are carried on and where

extensive and intensive coverage is required, (2) areas of moderate interest to serve an

undergraduate major curriculum, and then (3) areas of minor interest where only reference

and other basic books need be purchased. In all fields, universities should select

good quality, recent and useful books and avoid indiscriminate bwing. No lapses can

be permitted in support because of the gaps they will make in serial aid book holdings.

Attempts at book selection censorship must be resisted.



Material

18
eleetien 1 be the joint responeibility n Olin!! and library

staffs. The tea s tn,!' should be consulted about the honks needed fir presen

frstui hinr mod resen,-h programs. Information about new and repri t publications

in their fields of inter,-' should he sent to them. Partirularly in a rapidl
proreseioeill

library, eta nolo have the respnnsihi,lit.y or initiating orders in

. Lib 17 holdings should be checked against Persian and foreign current

growing

'Indere book reviowinng soureos and hibliogrsiphi r and the necessary purchases mode

to keep the collection wellrounded and current. A high percentage of listed titles

avant to the university program should be available in the collection or else Should

be ordered. Foreign language public ions will make up the majority of materials in

many curricular fields.

The reference collection must be up to date and bread in coverage of both Iranian

foreign material, It should include standard reference works in all major fields of

knowledge and a good selection of outstanding subject bibliographies. Regular and

direct library staff purchase of the following types of hooks will be required:

1. Reference books C,. Publications classifed in no university dept
2. Replacement copi 7. Works which cross subject lines
3. Duplicate copies for reserve 8. Expensive sets
4. Recreational books 9. Anticipation of future hook needs
5. Filling collection gaps 10. Special projects requiring book support

Periodicals, newspapers, and co inuations constitute an invaluable source of

reference material on many subjects. They should be selected by the librarian with the

Resistance of the faculty. A,periodical is a pUblic appearing at regular but

than annual intervals and continuing indefinitely. The recommended.periodical

collection size is sh

titles of

in Table I. The periodical subscription list should include

Ming reference value as well as journals helpful to the faculty. The

P.
ad include title to support all courses in the curriculum and allcollection sh

ch projects. In addition, titles will be needed for general reading which maytet

relate closely to specific co s.



l'erindiirnl selection alionl he m 40 from standard nrcopt,nhle lists ofth mere

o les no Oin subject, and should include Anveral indexing end abstracting

journals in the fields .covored by the university, as well as the serials indexed

and abstracted in hose ;is'

Examples ore! Soltani Di Iranian als, Tehran, Iranioc;

Abez P., DirPc r2L2LIELainN±11p2=2, Tehran, Trendoc; Internationel

PminelLT1121ilitntrIsE, New York, Oxbridge; Ulrich, C.,

Directory, N.Y., 13ow}cer, and Koltay, E I

In +. 'rnr ti onnl Fr

lmr Serials n.titi Anneals, an Inter

national Directory N. Y. hawker. All serials should be checked into a visible kardex

file which will facilitate proper record keeping and claiming. Serials o permanent

ignificanee -- probably a majority of titles should be hound or made availible

In microform for ference use.

Newspaper reading is increasingly important in an era of world wide political

and social changes. Subscriptions should provide ample new) coverage at the Iranian

national and local levels. Permanent availability of the files of at least one major

Iranian newspaper is desirable. Various foreign political viewpoints should be presen

ted, also, knd the library should provide all sides of controversial world issues.

A government document is a publication issued by a local, ostan, national or

national government. A university library should provide access to useful

n and foreign documents within its fields of study. Document collection

organization rules may be summarized as follows

a) There are advantages in handling a large document collection as a separate

ti on. A central documents acquisitions rec ving, recording and classifying

ion provides an efficient coordinating device and should reduce duplication.

ial shelving and service can be provided economically in a central collection

and central se cording in a kardex file used efficiently.
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smaller librnries nr thrice

prefer to process them along with other

mall dnrnemnts cell ns may

vial mnteriale. All titlen must he

recorded in the .public catalog nr in a separate s

) How er, when printed document indcxe.

less intensive

ials list.

r,
ver hod) rigs, as with UN do nts0

cataloging and' 'ndexing are required.

the coding used by the government agency to identify

indexes should be use A clear and log

quick location and refiling.
0

IS
Audio visual mat lame". an importnnt part

agency on the campus supervises the audinvisual

and administe

in

A:74

dbythelibrary.Theyinclude films, filmstrips, slides, tapes, recordingspik

In lieu of full cataloging,

-ments in issuing printed

umort arrangement. should facilitate

of modem inn ion. If no other

program, they should he ordered, housed

__, drama, speech and languages. Adequate facilities fo

use are vital. The

ipment and material

high selection standards used for honks apply to films and

recordings, also. A trained staff member and budget allotment should be provided for

these materials which should be indexed in the library'

located easily. A judicious selection of Ir

catalogs where they can be

and foreign pamphlets should he made,

alao. Quality paperbacks, photocopiesr microtexts and microfilm should be imaginatively

utilized.

A gift d exchanges section should be dstablished tn coordinate solicitation and
/

receipt of gift and exchange material of all kinds. Gifts should be accepted only wh

they increase library collection strength and carry no unreasonable restrictions. They

should be integrated with the regular collection, not shelved separately. If the

university will provide copies in quantity for library use of its own published books,

pamphlots and serials, particularly those published in latin languages 4 major exchange

progi can be established. The library can offer this material free in exchange for

publication. provided free by other organizations.



The strength of the oh mist not be impaired by excessiv numbers of duplicetes

and t000kst yet certiO" enrses will depenrd heavily on library reserve heels for

outside ieMing. Teacher' 'l training college st dents should he provided with the

opportunity to become femilinr with the audiovisual materials, childrons and young

adults honks, textbooks end other curricular material eventually helpful in their

teaching careers:

The following considerations will determine library collection size: curriculum

breadth, instructional methods, number of students, faculty dome the availability

of other appropriate Ira _ library resources, and whether the student body is

dormitory residential.c r commuting. The size of the university library book stock

is an important, indication of itsvalUe. Holdings should be increased as enrollment

grows and the complexity and depth of course ff, ngs expand. A minimum total

size is given in Table I, beyond which the standard is based on the numbr _ of book or

serial titlos,er student. Libraries with strong financial support, a vigorous

f&culty, and talented leadership will forge ahead of any Iranian minimum standards.

The Tehran Book Processing Centre (Tehroc) can be helpful in selecting and processing

the library's collection.

'look and serial obsolescence rates vary greatly, but in the of education,

for example, they have been estimated to be 307 aurii.; the first decode of a book's

life, 50.in t e next decade, and 95 A in the following decade. Obsolete books,
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ode(' editions, r eatin, periodicals, broken files of unindexed journals
and reference

superfluous lt,:ates, and worn out or badly marked volumes
should be eontin.ously weeded w the advice of faculty members. They may be boxed
and stored with catalog cards Led or sent to the Iranian Duplicate Exchange Union
of the Iranian

Documentation for exchange with other libraries.

Technical Processes

Material. should be pur,illsed froM local anti foreign jobbers, dealers and

ice should he prompt, honest, and accurate. hey should follow

ob.% 11..

the library's tatlttr instructions carefully) /h* quent
correspondence is necessary

publishers. Their se

to clarify orders and reports.
The Tehran Book Processing Centre can carry out all

acquisitions and cataloging responsibilities Or Iran

1 charge standard fees for services.

college and university
libraries...

Iranian university library processing should be done rapidly. terial 6eeived
should stay in the acquisitions depaAment no more than one week before being passed
on to the catalog

departmant. The annual work output of each acquisitions employee
should equal at least 2500 book and serial. titles ordered and received. In other words,
a full-time acquisitions

department staff of ten people should be able to order and
receive'25000titles each year. In a separate

acquisitions department,
professional

is required for every' 5000 titles ordered annually. When fewer than 5000 titles are
ordered annually,

acquisitions should be combined with cataloging into eum processing
department. Periodical processing staff should equal one person per 300 titles received.
Time limits from receipt of request to placing the book order

Simple current material
Rush requests

Second -hand items

Obscure items

Books cleared through department

Regular items
Rush items

1 week

1 day

1 day

1 month

receipt o

1 week or less

day



Unintentional duplication should he minimized, IfJ of the title

an acceptable rein of error. Ho-. expensive titles. the ma

should be even lower. For unusual titles, where searching

expensive, the margin can be somewhat higher. When bulk pnrchasel, are made

ceived being

errorn of

ery difficult and

duplicates may be accepted to obtain other needed rnnterial.

On every title ordered, the library should provide full information for the dealer,

but the cost of extensive sec rching must be considered, also. As a measure of the

efficient ordering of secondhand mat iall for which speed of catalog checking and

ordering is vital, at least 29 of the titles ordered should be,received. Orders

should be placed by ship mailfor Afri 9 Asia and4America or ruck for Europe.

Rush items may be ordered by air mail. All order Correspondence should travel by

air mail. All books and bound serial volumes added to Iranian government libraries

should first be entered in an accession book.

Useful selection and acquisitions tools includes

1. The Iranian bibliographies
published by the Tehran Book Society and the

(mt

National Library, Tehran

2. The bibliographies published by the Iranian Documentation Centre, Tehran,

for selecting Iranian books

ELteghade Ketab for Iranian book reviews

4. Rahnema Ketab

5. Ayandegan Newspaper

61...Nemaye Baneshkadeh Pezeshki

7. Choice (American Library Associatto

8. Book in Print, Bowker, USA

selecting American books

9. British Council, British Book News, Useful for British books.

Whitakers Whitaker.

11. La Librar e Francaise, Paris, La Corcle de la Librairie.
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The materiel cnllnct,inn shnilla be fully catalogod and classified for of jAnt use.

There should ho rinqn conrdiention and no duplication of work between acquisition and

rat.aing departments. 11ion original cataloging is done, a monthly average produet nn

should he expeeied of 200 Latin titles per fulltime professional ceteloeer with

supporting staff, or snmewhat above ono title per hour worked. For Persian and Arabic

original cataloging, one title every three hours or 60 titles per month should he

expectee. Printed catalog cards may be ordered from the Library of Congress for

American, British Museum for British, and the Tehran Book Processing Centre for both

ign and Persian titles. All sources are quite inexpensive. Printed cards should

be checked by subprofeesionals and revised by a Professional. An average printed card

work Production of 500 Latin and Persian titles monthly or about three titles an hour

per professional cataloger should be expected. A competent professional cataloger

should be able to work without supervisory revision after one year of experience.

Nonprofessional work standards:

Filing

Revising filing 150 cards per hour

60 cards per hour

Finishing catalog cards
(typing of added entries, st pingr
etc.) 70 cards per hour

Master .card typing, Latin 20 cards per hour

Master card typing, Persian 15 cards per hour

Under normal circumstances, volumes should be cataloged within one month of being

received the catalog department, never longer than three months. All material

shot- d he completely processed and ready for the shelves within one week after

cataloging. Cards should be filed in catalogs at the same time as volumes ard sent

to the shelves.



The ats In 'nr tools should be used:

AnaloAmori n Rules, 7, Amor can Library Assoeiation, Chicago

in the University of Tehran Central Libr slat.inn. Separate Pent'

nrlaptati ens by the Tehran Bonk Processing Centro are availoble, also.

b. Library of Cnnrrens
Subjklt2=1115111L (Washington D.C.) Subject headings

should be edited continually to keep the public catalog abreast of mo4

developments.

c. hibrar of Corwress C,lassifcat,ion with as few modifications

possible, except those for Iranian history, religion and literature developed

by the Tehran Book Processing Centre.

d. ALA Rules for Pilin Catal plus those developed by the Tehran hook

1rocessing Centre for Persian cards.

e. Cutter Sanborn Author Number
Tables, plus the Persian author number tables

developed by Arnir Nikhakht and the Tehran Book Processing Centre.

Printed National Union catalog.

The catalog department should be responsible for the maintenance of

a. A public (main or union)
dictionary catalog near the circulation desk.

Alternately consideration should be given to use of a classified public

catalog which will locate cards for all titles in one numerical sequence

or to a divided catalog which will divide the cards into two catalogs, authors

in one section and subjects d titles in another.

Duplicate faculty library publiOsearalog as needed

C. A union shelf list in the catalc ent

4. Duplicate faculty library shelf lists, as needed

e. Authority files* subject, name, series, in the catalog department.
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Tbn should he the toenl paint, for campus cultural life and function ns a

cent community affairs in connection with rolot pincation pro rnms. It shnnld

nssint in the counseling ;fro rain by ! ovidin eupational and vncat.innal material,

also. lout use -- the nitimatp test library effectiveness -- is the result, of

many forces including habit, convenience,
Availability and nttrartiveness of

library quartern, gtaff pernnnali +ties, and the way librarians and instructors work

together, but chiefly of the faculty's teaching m n. If the Iranian library is

not serving AS fully as it night, probably lectAiretextbook or other unimaginative

teaching is still being use A stimulating instructor creates an inquiring student

who develops resourcefulness because he wants more than routine methods will give him.

Thus, good teaching and good libr _ anship unite to produce skilled, nelfreliant,

hgbitual library users. Independent and honors work provi an especially favorab'

climate for it.

The director should realize the benefits to be derived from pooling resour

with other libraries. Sue cooperation should enrich the material available locally

and save money, also. Be should cooperate with other libraries in material purchasing

to avoid unnecessary duplication. Also, the library should cooperate in providing

reference service to readers beyond the campus. Most of the requests unfilled locally

should be for research material which can be located through the Ireninn Information

Network. On the other hand, each academic institution should take full responsibility

for complete library service to its own students, faculty, and staff. Irian public

and university libraries nearby can he useful to supplement facilities, but they cannot

replace them.

Iranian niversitios receive substantial support from the government and should be

p ed to cooperate with public, school, special, and colleen libraries in their



osions and else-lore

n 0, n)

Responsible sons and community nizatinns shn,rlrl ho riven

readin room and cireulotton sPrvice even thnurt they haw, nn

formal university affiliatinn.

Pnl)lic service standards pre related to the inn of work done, ive of

deperfmentation. Normally, the library should he open at least twelve h

first

lerttire. I vigor rending room hours should be provide( in n final nxamin ion pnri ls.

six days a week. At least, one reading room should he open hprnrn

A library assi.atant should be available t,o assist revelers in using the catalog and locating

materials. General reading should be encouraTi by displays, booklists end staff honk.

knowledge. Except for closed reserve books, rare books and manuscripts, all university

books should he on open shelves and available to every student and faculty member every

hour the library is open. In order to make maximum use of the collection, every campus

book should be included in the union catalog housed in the central library. Faculty

members and students should be notified of new acquisitions. As new courses a.rre added,

the librarian should be consulted early regarding new materials in thesd areas.

In circulation work the ff supervises and records library materials use.

photocopy e may be included in these activities. Service standards and practice

should be the same in subject departments, pecialized collections, faculty libraries,

and the main collection. The library mus all students equally, whether rolled

on the main campus or in extension courses in a nearby city, and no matter what the

student's facultr. Special borrowing privileges should be given to students from other

universities and to alumni. The library should maintain a file of the correct

uptodate names and addresses of rill borrowers, studen faculty, and others.

fee should be charged the student for becoming a library user. but fines may be charged
.N

,L
:4

. ; 1 %
, . ; t 1-r. %

4
.'

for overdue books. By means, of his university registration card Including a:photograph,'"
t',§ 1 N

iorrowor may be required to identify himself before charging out mite 1.
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For every piece of material loaned, the loan system should supply the location and

th

speed.

rte. Quick access to infer-- tion is as important as charging and discharging

Brinks may be reserved for heavy u in multiple copies when requested bythe course

instructor and for periods varying from one hour to one week. Faculty members should

indicate the titles placed on reserve and the class enrollmen number of titles

en the reading list, and number of pages required in the book. The number of copies

may range from one for every six students in the course aft to one for every twenty

students.

In reference work, the library staff assists readers in using the card catalog,

in locating material toanswer specific questions, and to provide background reading

for term papers and research. An efficiently organized reference service should provide

both direct and supporting service to readers, should acquire a.nd maintain adequate

resources. Direct service consists of

b

uctie n Formal group library use instruction should be b to all

readers.

Guidance Students and ,ulty shoal,, .he Tiided individually to resources in their

own and other libraries and assisted in using them.

Assistance Policy. Users be guided in using the library rather than either

being ignored or the needed information found for them. They should be taught how

to use3-- the lihe ary successfully and independently.

Every new studen ulty member should receive one hour of instruction in

library use, preferably more, especially for graduate tridents and faculty members

carrying on research. Informal shot -es may he offered the latter groups.

Undergraduate instruction should include use of the jor types of reference books and

subject bibliographies. Voluntary library orientation 'programs should be well publicized

to attract many students. A handbook should he provided which explains the library's



ge ter;

Psit.nlc, and the cla

enller+,inn and services. Instruction in in, etin.7 the

ultimo onhemo should he included as well as acquisitions

reserve hnn1

Suppn 'ne service co i

a) 1rinrliint.c rylmnrtcrs raytd equipment,

b) A gond collection of standard Persian end fnreign

by checking and pur

ace honks kept current

against authoritative s

A sufficient number of staff members familiar with the reference collection and

typists to support thorn. As the collection err there will be increasing need

for staff members with varied and intensive subject knowledge. Service quality

is increased by staff specialization.

When establishing a new university, the library is one of several departments which

must be started at least a year before students begin course work. This will allow time

to order supplies and equipment, to select, order, catalog, prepare and shelve bonle and

other materials and to have then ready for service on the first day of classes Not

only will the director be needed early but several of his assistants, particularly

in processing must he appointed early, also, before most of the faculty members are

hired. The library should be one of the first buildings to be constructed on a new

Iranian c pus.

10. Branch Libraries.

A branch library is a collection of material with supporting services, organized

to meet the student and faculty needs of a particular university f lty, school,

institute, or department. Such a library may be located in close proximity to the

offices and classrooms of that faculty or may be'a reading room in a central library

building. A closely related concept is that of the divisional library, a staff



colleetion, and rending room lo

and elessr ns or else

- 10

e i th, r

-al

proximity to departmental o

tilding. It is or1tani7o4 aroma

service to .an entire division of lcnowled go, such as the biological a- ences, and

11 faculti departments nn0 nsti ages in that subject

faculty library ostahlishmont should he a major policy decision by the director

committ

, the rrniversi fy administration and the faculty and sttuciecit library

The assnmp bu t ry and nal rc-sponsibility for such

an ongoing entnrprise shout not be undertaken lightly. Important factors which

rest he consideredt typos of se-vice required; effect rel at en of materials

on other users and the group requesting a departmental
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library y of ualifiod staff and of suitable quarters. It should be

it university li is toward centralization of allpointed out that. ii

services in one building which encoura more efficient and heavier use 4aff,

quarters by tho entire campus at lower expanse.

When cnrt.ain laboratory and reforrnce manuals are needed for fr.. tent referee

by a particular teaching nd lfthoratr-y staff, small collections of such hooks may he

deposited in the faculty or department. They should be loaned from the central library

A semester at a time to the dean or the faculty member in charge and should be subject

to immediate recall when needed elsewhere. Normally, the collection should not be

allowed to grow beyond 200 volumes. The development of small parttime departmental,

faculty and institute libraries serviced by office staff should be discouraged since

they provide only partial service to groups deserving full service. If there seems

to be demand for a larger collection, then a decision eeded about establishing

a faculty library. To the extent possible, a laboratory or even a faculty library should

consist of central library duplicates.

Most of the generalizations in other sections of this set of standards apply Ei180)
.4 4F

to faculty librariesiStandards of service, hours and access to library materials

should be uniform throughout the library system. Otherwise, the departmental library

with short hours and only clerical staff can be accused of giving poor service. It

should be clear who has administrative responsibility for the libraryi this

responsibility should cover all library operationsservices, staff, collections, and

budgeting. Normally, all branch libraries, aWcampus books, serials, reports:and audio
i A

visual materials should be administered and coordinated by the director of libraries

with the relevant dean ordepartment chairman having a useful advisory relationship.

If this is impossible, then the dean or chairman should have complete control.

All library units should be considered to belong to one closely coordinated system.

Each faculty library specializes in service and holdings by ubject'or type of material,:

while in turn, the central administration and processing departments serve all public
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service units. Redd 1 ct. on of overlap in holdings, functions and work, and inrmass-

in dependence of each unit on the others should improve efficiency.

The acquisition and proc -pus lihenry materials,PoOPlien
and.-

°furnitrere should ho carriee<d out through the central library. Staffing needs depend

on the hours of service required, physical building laynut, amount of ilation

work, distance from the central library, and number of rooms. Faculty librarianl

should have formal education in the subject discipline of the faculty library as well

as in library education. It may be advantageous to establish a subcommittee of the

faculty library committee to advise on the problems in each faculty library. Each

library's collection should be restricted within the subject field served by the

faculty and should include all forms of material. The larger the number of faculty,

institute, and departmental libraries, the greater the amount of duplication needed

because the subjects overlap or are closely related. To avoid this duplication will

force users to visit several libraries in order to conduct Oven a small literature

search. Particularly when this means duplicate subscriptions to expensive indexing

and abstracting services, such duplication can be afforded only by very well supported

Iranian institutions. Each faculty library should have a complete record of its holdings.

11. Statistics

A statistical report should be made to the university administration and the

ministry of Science and Higher Education for each fiscal year. All university book

collections should be covered, and all expenses should.be included, whether previously

budgeted or not. No single expense should be included in more than one category.

All lib.ary expenditures should be reported during the fiscal year when they were made.

Expenditures should be subdivided in the following categories

e. Staff remuneration should be divided among subprof -sionals, non.wprofes onals,

and students.

b. Books and other nonperiodical
materials includes all expenditures for the purchase

of books, back periodical volumes, pamphlets, manuscripts, .prints, maps, slides,



filmstrips, n, film, rocordinws and similar materir 1, also subscr ons
to bo ksnpplying

agencies, searching or agent's fees, sales taxes

tug, insurance and express charges.

c. Periodicals includes all expenditures for the purchase of current periodicals

and uhscriptions to periodicalsupplying Serial searching or agents'

postage, insurance, and expre rs charges should be included.

d. Commercial binding charges should be shown separately.

e. Supplies

f. Equipment and furniture

g. Travel and hospitality

h. Miscellaneous includes all expenses not otherwise covered.

i. Building operation, rental and maintenance charges should he included only if they
are part of the library's budget and the personnel involved report to the director.
Personnel figures should indicate the number of staff members employed at the end

of the reporting
period and the number of budgeted vacancies as follows

Professional librarians, fulltime and parttime

b. Subprof -sionals, typists and clerks; fulltime and parttime
c) Part time tudent assistants, total hours and salaries paid.

The basic collection
counting method is by individual physical volume. Statistics

should represent the number of volumes held at the end of the fiscal year and the
net annual increase. They include only material cataloged or otherwise made accessible
for use. All duplicate copies should be counted. If material is weeded, a defection
should show the net holdings figure* Material on deposit from another institution
should be included when the deposit is for an inJefinite period. Each one of the typesfi

of material defined below should be reported as a separate figure. Books includes both
bound and crotexts. Cataloged pamphlets are to be counted by

physical units an author
entry must be provided for a pamphlet to quality for_ inclusion in the count. Periodicals
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should be cniint.od by physical volume,

serial publications planned to he

n'u!.h they may still he unbound.

ed within a given period nor nls shim

be counted as periodicals. Sheet music is counted individually. Collections of maps

or prints iss ued by the publisher
fed by the box or the sheet. Braille

volurnesare included by physical volume. Each complete manuscript should he counted as

one. Microfilmed serials should be counted by volume where possible, otherwise by piece

of film, by card or reel. Aaidioli I include all slides, films, and sound _recordings

which 1- quire machine use. This matsrial is essentially pictorial, whereas microfilm

materials are essentially textual. Audio- visuals individually are to he counted by

physical unit. All other material in the library's organized collection' -- small

leaflets, broadsides. clipping_, prints, pictures, photographs, loose prints,

archives, etc.4-- should be- counted by the piece.

Loan figures should indicate total recorded tr-nsactions for all types of material.

Renewals are included as new transactions, A "volume" is any physically sepabate

item. Use should be reported by faculty, undergraduate, graduate, and other circulation.

The loan count should inelud a) all loans for home use, b) internal library charges,

primarily of reserve materials. Circulation figures may be broken down between types

of material, the major book classification categories, hr by type of borrower, if this

is useful. The total number of photocopies reproduced for users on campus should be

sub-divided into paper sheets and microreels.
The interlibrary loan count should

include loans of all types of material to another library system as well as borrowing

of material from another library. Photocopies sent to another library in lieu of

ginal should be counted separately, each article copied, or each microfilm

reel being counted as one item. The interlibrary loan circulation figures should be

broken down a) items borrowed, b) photo items received, c) items lent, d) photo

items sent, The number of interlibrary loan requests should be listed, also.



Snecess ul library service presupposes a rnnm or Iasi

which can be operated effi The type ilding

iinctinnally designed

vi ded vri 11 rd ppend nn the

Iranian institutional character and aims, e.g., the residenti university having

different, requirements from the co-inter college. Library atmosphere should be

conducive to intellectual It should be reasonably quiet and pleasant, have

fresh air and go lighting and always be kept at a proper temperature. Well plannedhe

areas must,,provid for circulation and reference service, remdin ms, periodical

display shelving, display space, listening to recordings and faculty studies. The

shelf capacity required depends upon collection size and growth rate.

Building size will depend on the type and size of institution served, the

instructional methods employed, whether the student body is sident on the campus

the availability of other campus study facilities, and the number of volumes.

iy new library should be so located that future expansion is possible. Most Iranian

libraries tend to underestimate the shelving space needed for the future.

bin

}fficient library operation entails quarters for ordering, pr.eparati -e, cataloging,

ng and mending, filing, and similar activities. Administrators should have private

office space. Staff lounge with simple facilities is highly desirable. Special

housing facilities must he provided for mator.al such as maps, pictures, a.rt books,

films, records, tapes, archives, and microprin A minimum of staff supervision should

he required. Traffic through the library should, fallow well defined aisles which do

not cross i.ng areas.

In general1 expansion should he provided over the same period with which the

Iranian institution is concerned in its overall campus planning, usually about twenty

years. The number bf seats required will he determined primarily by the enrollment.

Library seats should he provided for at least 25% of the student body, equated to
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fn11 ime. Universities anticipating a mariuer enrollment inerer .0 in the near future

will need morn eeneroes seating.

,k11 of the building

and senndeonditinning

ivennss depends on proper provisions irnr heat, light

onditiening, lighting, and decoration, epeeting a

cheer n1 kand eomf 1 atmosphere. The entire building should invite through open

stacks end convenient layout. IAbrnry operation should de Inine the interior layout,

exterior features and dimensions. The building shoul,rd ely functional, and

modern principles of operation and maximum space utility used. It should be attractive

and economical to operate, not wasteful of space. The building should be adeptshle,

including ab absence of interieor weightbearing walls, so areas may he rearranged with

minimum alteration. The maximum number of seats should he requested within the limits

net by finance and the site. Study halls or reading rooms in other buildings should

reduce the number requested. A classroom will be needed in which library use instruction

can be given.

each stage in planning a new library Building should be initiated and controlled

by the director of libraries. Ile should lead building discussions with university

administration, architects, library staf, and consultants. To properly represent

all of the diverse interests in such a major -eet, a library building planning

committee should be appointed by the chancellor. It should include representation

from the library staff the architect, the contractor, the faculty, the university

business office, htildings and grounds office, and director. All decisions concerning

the building should be made by this committee.

In order to plan a new building properly, it is necessary to study The matter

roughly eve- f time. Some university libraries hire a professional

member to coordinate this project on a full --time basis as well as sending a

team to visit superior new academic library buildings in other countries. There is

consid- able English language literature on this subject. Also, through the Institute



fnr rch Fig in r.ionPn and P.rincation, architectural Advice may hn nl

and I nngh the Tehran Bonk Pro sing Co t A bitertnre consnlient may he

found. Ideas from the library staff should be considered, in particlar those Staff

mn hors who will oporat.e the building. Many modifications of liilding plans should be

pxp.leted so it is im nt to find an architect amenable to lihrar ns' ideas.

thorough study 1128 been mnde of nnivnrsity campus development plans, then a

pro rant of space requirements, principles of eperat_ n and service should he written.

Since it will gu 11 planning, this building program is of vital importance. Space

needs should be expressed in floor plans accompanying the written program. The program

should provi
space requiremenr: and principles of operation and service

based on the following factors:

1. Projected student enrollment and teaching staff influences reader space.

2. Projected bnokstock size and growth influences boot

3. Projected library staff size influences space for

4. Types of service to be provided.

Open shelf access with stacks interspersed with reader space.

tack spnne.

functions and staff welfare.

6 University educational program, an increase in duate studies increases

the need for a large book stock and a large number of study carrels.

7. Proposed building site, e.g., degree of dispersal of student living accomodations

will affect percentage of studentSto be seated.

The building should einphrr2size maximum flexibility in order to accomodate the many

changes in function which the Iranian avaclemic library can be expected to undergo in the

next generation. It should not emphasize
appearance because that will usually require a

sacrifice in functionalism. Planning should include several versions of the physical,
layout of each room and each floor. All of the pieces of furniture and equipment should be



ligtea rnnm by mom.

Well aesignel library furniture should

and eitractivo. A variety of seating ty,

viand h is stu -mfmr+

oula he ailahle inclua tables, carrels,

inlividual deslcq, and onrnfert.n11e lounge chairs away from tables. New shelving and

furniture should he purchased to fellow the gpccifirat,irns
developed by the Teh n

Book Processing Centre

The following generally accepted splice ratios should he used:

atinn with In 1 carpenters

5 sgnr

square met

s per seated

-= staff member

c. 100 volumes per square meter for shelving

d. 750 kilograms per square meter of maximum load

In addition to space needs for library functions, 40g3 should be added for

building services, washrooms, stairs, corridors, ducts, elevators, etc, to

arrive at the building's gross square meters.

Most Iranian universities should have one large central library building housing

all
. , and located near the fecal point of the campus and expected user traffic.

This ist}re most efficient method of housing and operating a library. While the individual

faculty library may be able to give
more personalized service to its students and

faculty members, the expense of staffing it twelve hours per day and purchasing for

it a separate book collection are considerable. In cases whore an entire faculty's

classes and offices are located more than two kilometers away from the central university

library however, a se e facility may be justified.

13. Evaluation

Because so many intangibles are involved, determining
library service quality ig

very difficult. But the inherent difficulties in no way minimize the importance of

attempting to discover the extent t© which an Irani n libra is serving its clientele



snceessfuliy. S ' l rriilitti nn At-

evatunti

pict.ttr of use. Hownor, if per capita two week student book circalafinn indicates an

upward ti

information

3

on major infnrmati n snurcn tt efu

-ugh in an npPn shelf l'ihrn.ry the e records give only a martial

nnstitute

several years, service must he improving. Other useful types of

ndance figures, mater als actually being Ain the library at given

times, reference questions answered and book requests filled the number and nature
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of interlibrary loans. The t4aching faculty and the library staff may wish to undertake

joint studies of the library's program. Occasionally, it may be desirable to engage

an outside consultant to conduct a survey; the Tehran

Department can make such arrangements.

each Iranian academic library should be evalu

I Processing Centre Planning

rnerel Institute

of Research and Planning in Science and 1ducatinn institutional evalur.tion. An evaluation

team should be appointed to visit the library and examine it in person, probably at the

same time that the gentrs.l Institute team visits the campus. Previous to the visit, the

team should request the library staff to complete a questionnaire providing detailed

information on recent activities. The team visit should allow a follow up on questionnaire

*1'results. Below is a sample university library quest onnaire.

To the Director of Libraries3

The following questionnaire must be completed candidly, completely, and objectively.

It should cover all libraries supported by the university. Its - answers will be

supplem: ed by an evaluation team visit during which the questionnaire can be discussed

and further information obtained by observation and discussion.' When returning the

questionnaire, please send adSo a separate copy of the university catalog plus copies o.

k all other university publications in the past two years for each of the three team members

The visiting team will examine the records used to complete the questionnaire. Any an

which are not completely honest and ac

program

A. Quarters

will result in failure to pass the accreditation

1, List all centralt faculty and departmental ibra together with the bound
1

. volume and stafftotal of each one.

2. Total square deters cf library space available?

What is the total seating capacity for readers? er staff?

Total shelf capacity? Capacity of ssing room shelving?
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are the library quarters centrally located on the camnus? Yxplain.

Is library furni tlre comfortable and attractive? Explain.

7. is the library comfortably hated in winter and cooled in ummer? Explain.

Are the library noise and humidity properly controlled? How?

9. Describe natural and artificial lighting, its control and adequacy.

10. Is the library convenient, quiet, and inviting for students and faculty to

use?

11. What evidence exists of student opinion on the convenei e and attractiveness of the

library? That improvements would they like to see?

13. Describe plans for now branch or central library quarters.

B. Administration

1. Have the university trustees considered and formally approved the library's

objectives and basic acquisition policy?

2. Who participates in determining the lib objectives, basic acquisitions

policy, and budget?

praw the library's organization chart. It should show supervisory and advisory

relationships for all campus libraries and staff members.

Is there faculty library committee? 'Describe its composition and enclose

photocopies of the minutes of its meetings for the past two years.

Describe the student library committee, its composition, and enclose photocopies
''.10ZA71,

of its minutes'f6r the past two ye

6. List the university faculty and administrative groups of which each professional is

member.

7. About how often are conferences
held on administrative and curricular problems

between the director of libraries and the chancellor or the vice chancellor?

8. Are communications good between faculty members and librarians ?' Explain.

9. Is there a Coordinating library department bend or administrative committ
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10. 441close copies of the library's annual report for each of the past three years.

11. Describe the library public relations program.

12. List the name, education, experience, faculty rank, title, and salary clench

p fessional librarian on the stair.

13. List all other library staff members, parttime and fulltime, and show the

educational level, position level and salary of each one.

14. List all library confe ences, workshops, or formal courses in Iran and abroad

in which staff members have participated in the past twcyears.

Do separate faculty libraries meet the needs of the total student body better t

would a single collection' Are they properly controlled by the central library

administration? Explain.

16. For each of the past two years, show total library expenditures

a. Personnel (divide between professional, nonprofessional, and student)

b. Books

co Continuations

d. Periodicals

e. Binding

Audio visuals

g. Equipment and n tura

h. Supplies

17. Shouldthe library budget be increased, and if how much and for what purpose?

18. Enclose copies of all administrative control forms used, such as the following:

a. Daily circulation statistics record

Reference statistics record

Book acquisitions and cataloging statistics

d. Budget statement of expenditures

e. treading room use record

Inter library loamm
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19. #ire the library's records well deoigicd for analysing and improving service?

Explain.

20. Is an uptodate library policy and procedure manual available?

21. Explain the basic acquisitions (not selection) pot

22. Explain the basic cataloging policies in effect.

23. List several book and serial selection tools

e.

-_ed regularly.

24. List several acquisitions tools used regularly.

25. List several cataloging tools u ed regularly.

26. Explain how preparation for the shelves

27. inclose s
C. The Collection

1. Number of

mples of all process

volumes catloged

done.

ing forms and cards.

fully prepared for use?

in effec

Number of volumes added and weeded out during each of the past three years?

Number of serials currently received, by Dewey Decimal or Library of Congress

subject divisions?

What are library objectives and policies regarding

) The nature of the basic book collection?
--)

Selection of older material*?

Selection of periodicals?

Selection of continuations.

Selection of special collections and manuscripts?

g) Selection of a diov ual material.?

h) Selection. of foreign materials?
A

1) $election of Iranian mat le?

What is the library's
book selection policy in such areas as reference materials

textbooks, books in fields in which no instruction is offered, multiple copies,

manuscripts, fiction, the acceptance of gifts- etc.?

6. When and by whom were those policies developed and adopted?
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The collection should be checked against two organized bibliographies, one in

Persian and one in English or French. The evaluation team will specify the

bibli.ographie. to he used.

What percent of the collection is on open shelves?

In your opinion, is the library collection sufficiently broad, varied, and up=

todate to support every part of the instructional program well? Explain.

In what areas it is strongest? Weakest?

10. Is the librarian closely in touch with curriculum development and faculty planning,

so he can anticipate instructional and research material needs? Explain.

11. What is being done to fill in gaps in the basic collection?

12. Dons adequate strength exist in source, monographic and periodical material for

all graduate work, honors work, and research offered now or proposed? Explain.

13. How active is each department in recommending books for purchase? List those

most and least active.

14. Is the collecuion in each subject area. extensive, attractive, and accessible

enough to tempt students to r ead beyond their assignments?

15. Is the library buying enough new books to keep abreast of scholarly advances

in each field of instruction anti. research which concerns the institution?

Explain.

16. Is the periodical list comprehensive, well balanced, and intellectually si ai
Give examples.

17. What percent of the titles covered'in the Irandoc A1stract Bulletin in cience

and Social Science ar

What provision

is it making!

current subsc

should tolibrary

iptions?

ake for rec n What provision

1'). Are obsolete books continuously being pulled out and discarded, with faculty help,

to keep the collection solid and au ent? List several titles recently weeded.

20. Are interlibrary loans and the_ resources cf,nearhy Iranian oollections.being uadvantageously, yet not as.a substitute this libranos-nroner-develonment? ow?
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D. Service

1. Total university nrollment broken down between undergr ua e and graduatoo-

in full-time equivalents?

2. Circulation figures for the past two years broken down by two week, res

faculty, undergraduate and graduate student?

List the library's hours of opening for each. day of eek during both winter

and summ

4. Number of hours per day during which a professiopal libra An i9 available at

a public desk?

Is the library open with competent professional help available at the times
_-

when students and faculty can conveniently use it? Expl

6. How much do the librarian
faculty library committee, and thefaculty

know about the way and the extent to which the library is being used?

That parts of the collection are being used most effectively?

effectively? Can any relation be traced to the type of teaching ? What?

8. How many classes and instructors have visited the library together to study

material in the past two years?

9. Number of reference questions answered in each of the past two years?

10.NUmber of bibliographies prepared for students and faculty in each of the past

-tai. years? List sample bibliography titles.

11. Number of inter- library loans sent and obtained in each h past tyro years

and from what source?

12. Which faculty members have been assited in research work? Exp

13. Has assistance been given to faculty members in developing Describe

several examples.

14. Is the staff providing the tr Atonal- reference, and bibliographic service

which the etudont and faculty need in order to take full advantage of

library's nces? -Demonstra
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h. Library Schools, Assocations, Glossaries and Ace demic L braries

Iran has three library schools: (1) the University of Tehran Faculty of

Education Department of Library Science offering a Masters degree and an

under (Nato minor) (2) The University of Tabriz Teachers Training

College offnrinr : t Barbel
ma in, the Internationaldegree; ad n (3) I

School Tehran, of junior
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The Iranian Libre ry As ()elation, P. 0. Box 11 13 Tehran, and the AS cjatinn

f College and Research Libraries, 50 E. Huron Street, Chicago, Illinois 6011,-

USA can provide helpful i nform atir n This document's library vocabulary is defined

in Persian in the University of Tehran Central Library EnglishPersian Glossary
'3::

©f Library Terms, Tehran, 1970.

The following are examples of superior Iranian academic libraries which will repay a

visit:

(I) University of Tehran Centre of International Affairs Libr

) Pahavi University Faculty of Medicine Library, Shi

Pahlavi University Faculty of Engineering Library, Shiraz.

(4) Pahlavi University Faculty of Arts and Sciences Library, Shiraz.

May 1971
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