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ABSTRACT |
" » .
This paper escribes a program, prepared at the

University of Southern California Norris Medical
Library, which utilizes audiovisual methods for
shelver training and detailed work assignment sheets

+ in conjunction with shelver supervision. The slide/

seript training series, serves both ‘as a ‘time-saving
device for the shelver supervisor and as an effective

ment sheets, with the aid of a shelving calculation
chart, enable the supervisor to give realistic assign-
ments without havingsto give instructions orglly.

-
.

rD-iE fast and accurate return of material to-li-
brary shelves is clearly an impo®tant aspect.of
good library service, but little attentioh has
been dévoted in the literature to the training

and supervision of shelvers. It is the purpose of

employs audiovisual methods for shelver train-

tonjunction 'wi;h shelver supervision.

The library’s Loan Services section employs
five to six part-time students (2.77 FTE); they
devote 90% of their time to shelving activities
and work at the loan desk 0% of the time.iThe
Loan Services librarian oversees the activities of
the other members of the department, but the
immediate supervision of the shelvers is han-
dled by the Loan Services supervisor.”Under her
direction, approximately 12,400 beoks and jour-
nals are shelved,each month. "
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IY recruiting shelvers, the supervisor seeks

IS

v

ble ‘schedules #nd are willing to work in the
evenings and on weekends. Although these re-
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Library Shelver

. and interesting instructional device. The work assign- ‘

this article to describe a program, prepared and’
utilized at the Norris Medical Library, which "

ing ‘and detailed work assignment sheets in’

bright, constientious individuals who have flexit
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By Katni KaelMpr, Loan Services Sipervisor
EiLeen EAnDI, Loan Services Librarian

Norris Medical Library
. Health Sciences Campus
University of Southern California

o
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duirenien.ts are most often met bytollege stu’
.dents, thre library is rarely able, to hire students -

from 'thé health sciences campus upen which i

is located. These health sciences students arey
generally unable to take on part-time employ./

ment because of thé heavy. demands made by
thir academic studies and their training at the
Southem California Medical Center.

T,he/lib;ary therefore fills (most of its shelving
positions with students attending the Univer-
sity of Southern California main campus. lo-
cated seven miles from the health sciences
campus, and with students from other nearby
colleges. The effects’ of commuting to work or
changing class schedules frequently require stu-
dents to terminate after shoyt periods of em-
. ployment. Consequently, the Loan Serviced su-
pervisor is forced to frain approximately twexfty
shelvers each vear,

SHELVER TRAINING .o

" The supervisor is faced with the problem of
repeating a considerable-amount of inform':zion
regaxdfhg_ the iocationr and arrangement of li-
brary materials when training each shelver{i To
reduce this time-consuming repetition and to
present basic information in an interesting
manner, the supérvisor developed an audioe
visual program for the training of shelvers.
The instructional;program consists of colored
. 35 mm. s)ides accompanied by a written script.
- This form#t was chosen over audiotape, film-
strip, or another medium because of the ease
dwith which the program may be upgated and
altered. As the location or arrarigement of the
library’s materigl changes, it is necessary only
to rewrite portions of the script and replace any
outdated slides.

ne#ghboring Los Angeles County/University of




Before a shelver begins>to view the traiping
program. he js given a tour of the library. Once
Iz he is somewhat famlhar with its layout, the
‘ \Q slidés dealing with the location of various li-
, ' . " brar
' " him. . v

. The training provram may be viewed by one

, , student or, when more than one person is being
tramed by a group. When the program ‘is used
. " by fonly one person, he reads' Wto

hlmself while viewing the shdes and advances

Welcome

materlals become more meanmvful Jto -’
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AN . .
the projector to the next slide when the script so
indicates. During group viewing, one person
acts as moderator, reading the s?;ript aloud and
advancing the slides;, ‘ R

Cartoon illustrations have b'éen integrated
into the slide portion of the program These
cartoons add variety and humor while stressing _
points discussed in the script.

This slidefscript presentation is followed by a
serigs .of overhead projector transparencies
which.are usually shown by the superwisor.
Using a grease.pencil, sh& is abl
the proper use of assignment&hedt forms de-
scrlbed in the scrlpt Other transpa

and give the supervisor a basrs for
and clarlfymer these prmcrples

TRANING Pgocmm Comsxr
’I?yé slide script program is divided into six
sections. Usually the first: two segments are
" viewed at one-sitting; the remaining four set-
* tions are viewed one at a time. It ta'keb no more,

than ten minutes to view ea’ch section.
! The first part of the program, entitled “Wél-
" come,” includes nineteen slides and is a general
introduction to. the library and td shelving.
Slides ‘and "background inférmation@ the li-

CEASS LETTERS. 3
CLASS NUMBER (ALWAYS WHOLE)
CUTTER- NUMBER (ALWAYS DECIMAL)
COPYRIGHT DATE

w7 . -

ponents i W

<l 2.
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Fii. 2. —4Typ1cal National Library of Medicin$-and Library of Congress call numbers have these fmécom-

demonstrate
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 Fic. 3. —-Let [ examlne the order of lfléds-e call number: . ' - _ . .-

- supervisor's' attention.
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Fic. 4. —-Bnng materials in need of repair to youf

\

. brary are combined with cartoons and script to
acquamt. the new emplpyee with work schedul- |

ing, assignment of duties, .and pavroll proce-
dures (see Flg 1).
Section two, “Shelvi g Unbound Journals
describes the location of current medical perr-
odicals and their glphaljetical arran“ementcby

. title, The eleven slides ihcluded in this portion

illustrate the various riles described in the

.
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ool . TABLE 1
SHELVING TiME CALCGLATION CHART

Books Tt e
“Volume humber equations
1 book truck shelf (3 feet) equal%. 30 bpoks,
T book truck side (3 shelves) equals 90 book$
1 sorting shelf equals 25 hooks ..
Serting time -
1 book truck side equals 20 minuteg

Shelnng time. . . B

o

_ . 105 books equals 60 minutés J
..Bound Journals .
Volume numbe equql»nbns
1 book trick shelf (3 feet) equals 20 volumes 3
1.book truck side (3 shelves) equals 66" Volumes
1 sorting shielf equals 20 volumes . -
Sorting time .
1 boak truck side” equals 15 minutes ' .
Shplnng time
200 volumes equals 60 rmnules
Unbound Journals - .
Sorting time . %
110 issues equals 15 minutes .
Shel\ing time N © »
" 150 issues equals 40 minutes - . .
Allow approxlmately 30 minutes.for clea‘nup in each

r

A

. gree-before and after shel\rng -
; script. After the trainee Has viewed this part of X .
the program, he is asked to arrange a sample of . -
: unbound journals in the manner he has just “Shelving Bound Jogrnals™ is the third por- 1
seen described. His work is then checked and tion of the program and combines fifteen sli
- any mistakes he has made are discussed with of the .botind journal area with scrjpt inst - .

PAFulToxt Provided by ERIC

. him. The same type of follow-up procedure is
.used fo reinforce the other portions of the

program as well, - ¢
.

SO . -

/ . : ) T

‘tions on the arrangement of these velumes. As
in section two, the slides highlight information
essential for shelving inethe location described.
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S’ecnon four of the program, entitled Shelv-
ing Books,’
trating the Ipcation of the current medical. -texts,
and other collections such &s-humanities. his-
tory of medicine, and reference. The trainde
.learns how to determine in which area a book
belongs. As a follow-up to this section,
shelver is.sometimes taken on a second tour of

- FIG. 5. Sample shelving assignment sheeg. -
f . ‘ . > . * v

'

contains twentv-four sl/des illus-
‘out to him. .

‘the line of the National Lll)rary of, Medicine an
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¢ Norris Medical Library
$ Health Sciences Campus - <
\ University -of Southern California . N .
\ Los Angeles, California .
. .
. LN , SHELVING . _ '
. . ASSIGNMENT SHEET Shelver§ Name .
: . ;° Date.__3/¢/75 8 hra
. ‘ & ) .
1. Unbound Journals (no. and amount of mmé mclude» cleamnv sortmu and shelvmv) '
a..Approx. go.. 75 <
. b. Approk. time allotted _.’_’z_gl/n_~ .
2. Reference {no. and amount of time lncludes cleanmg sortmg. and shelving) *
a. Approx..no. _ 79 R ‘ .
b. Approx. time allotted __ &9 2/ n
: ¢, Amount of time for shelf‘readxng Chemlcal Abstracts, Biolo cal Abstracts, Sclence Cltatlon
b
. Index, Index Medicus 30 »7/. . e
] 3 - ‘ R
3. Bound journals | and lower level books (no. and amount of time included_cleaning, sorting, and
A shelving) =~ . -
/ a. Approx. no. _ /9090 ! - N -
b. Approx. time allotted _uLLL o .
v c. Amount of time to shelf-read and arrange lower level Index Medicus - 5 ~”mir.
< 4. Books (humanities A)ooks. magazmes. Webb, history of medlcme books andqoumals. rexzular
collection) (no and amount pf time includes cleamng. “sorting, and shelving)
a, Approx.no._ /g9 - 7 '
b. .Approx. time allottéd _ 80 m/n. * -\ . ° - . / -,
*c.” Amount of tlme to clean up humanities magazines /0 M/g N
5. Desk time _&- 99 = 709 e T f d ) P '
o R . -
.“ | 6. Breaks and dinner /&~ » 30 P Y o® ,
. . 0dd Jobs: ’ ' . '
a Frer Corn & xerox mach,nes_Lw_Am__ -
N y _— )
C. - 3
. ° . P > :
8. Shelt- -readjng: Amount 6f time Sormin’ \ Range? ) ' -
9. Last 45 minutes of day: Clean all areas. Ldave materials on trucks hy serting Shelves Take‘ltems ¢
~which do not belonv in those areas to theip proper areas or to the Loan Desk trucks. - 45,72,
- . . ' SHELVER COMMENTS
~ M - , . = . B .
. . - . .
L. /
: ~N - } -~ : >
a . : ' 3 -
" ; S . N

the library and dnce again the various locations.
discussed m the training program are pmnted

Seétion five, dealmv with “Call Numbgrc. 15
the most- -complicated portior of the series. This

section. prebems a concise explanation f eac,§

Library of Congress clabsm@?tlon numbers.
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. 'I.'RAISING AND SUPERVISIO,.\"OF LIBRARY SHELVERS . -
- . o
Emphasis is placgd upon instructing the shelver
. - in the decimal n4ture of the Cutter number (see
A\ Fi" 2). . %
" Trdnsparencies of two of these slides are an,
. important aspect of the follow-up to this seg®

L

clearirg of tables and carrels, and mrscellaneous o -

tasks such as shelf<reading. . )
The super\ isor records on this sheet exactlv :

which tasks the shelver should perform during

his work period and the approximate amount of

b . * . ment of the program. "These plcture a series of. time to be devoted to each activity, ¢
) correctly arranged call numbers and provide The supervisor thecks the various-aréas of the
. examples which the. supervisor and shelver library each day before the shelver's arrival and .
* review in detail (see Fig. 3). ) o notes the number of items td be shelved in each ' ..
. . After viewing the transparemres the shelver* location. She then computes ‘the amount of time - T, o
- . is asked. to arrange a set of books on the .the shelvef should devote to each section hy ' 1
-, -~ +monograph sorting shelves. He must separate consulting“a“®¥pecial shelving time calculation 7 o
them according to the part of the Norris colle chart devised by the library. This chart includes o
. tion towhich they belong and then arrajnge thé a number of equations rejating books and jour- .
~ books of each section in call number orfer nals to book trucks and sorting shelves. Rhese
. i ~ Two addmonal means are used for testing the equatums allow the supervisor to quickh®ap- .
- " . shelver’s’understanding of call number order:. proxrmaté the number of items to be shelved in« . <.
' " : One tool is a &et of flash cards, eacH with a -each section of the library (see “Table 1). An- <
= different call number. which the shelver ar- other’portion of the chart relates the number of .
Ny ranges alphanumerlca)ly and gives to t Je super- book trucks and sorting shelves to shelving .
- L "visor for correction, As anothei exertice. the time. The chart thus enables the super\ 1801 o : -
' o . -trainee <helf—reads se\ eral rqws of books in the quickly prepart the assrgnment sheet. A sample .
’ *~ open stacks with the supervisor checking the assignment sheet is shown in Figure 5. .
. ’ results. . ' The slide/script training program has ‘served B
- “Finishing Touches,” the last pa,“rt of the as an educational tool and a time-saving device o ~
_ - program, uses twentv-three slides to feview the, for the' Loan Services supervisor. Feedhack
. . information presented in_ the preceding qu received frém employees trained by this tech-
tions. This section also offers sugg stions for nique has been positive and shelvers reporldhe
. ways in which the shelver can démonstrate’ program is both ‘informative and interestile. N
PP ¢ _ initiative and become an enthusiast ¢’member The shelving time calculationt chart has aide
of the library staff (see Fig. 4).. v the euperus()r in giving reahslr( shelving as- *
. . Tt ;’ signments, and the work assignmeng sheet has .
b . ’ Fy v enabled her to give the shelvers a clear under- ,
T e , e . S.HEL‘.gRq}SfUPER\ NO;,’ P standing of their tasks without having to give
. A work assignment sheet devised by the Loan Shelving instructions orally. .These methods for \ v
. Services s eguisor is the basis forlsupervising - the trajning and supervision of shelvers have \ o
the she ing staff. This method serves two proved to be hoth effective and efficient. Simi- \ .
important purpocee Whether or ndt the super- lar tra\mmg and supervisory devices may have / é
i . visof is present to give instructions, it is a means application for Other lrbrarree of all sizes. S N
¢ 0 ofcommumcétm”v assignments to.the shelvers. Lt ACKI\OWLEDGMENTS o o j
. R *In addition, it enables the supervisor to evalu- X N ;
gte the amount of work the .shelvers accom- Figures 1, 2, and 4, adapted frornullustrationsj j
. - plish.  * ‘ * " by Susan Kirkland. were published in" AliceE.
e v - The shelving assignment heet i is dlud?id into  Wright's Library Clerical Workers ahd Pages.© * - - -
e T categories for bound and®inbound journals, 1973. They are reproduced by permission of the . ;
- monotfraphs and reference items. It also in- publisher, Linnet Books. The Shoe String Press, . -t
. . ¢ludes the time allotted for breaks. cleanup or Inc.. Hamden, Connecticui06514. - ) L ’ %
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