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.It iS the wish of the Fieulty and the Library Staff that the.

_Library may become a vital and enriching'part of your college life.

As your own store of knowledge expands, this collectidn of books

and other educational .inediaivill become more meaningl to yon.

This handbook ,c;f bake techniques is -organized to assist

yau in your progres7 toward competence in using the Libraly

which will lead to greater rewards in study, research, and re-

creational reading. It will take very little time and effort to

familiarize yourself with the contents otthis handbook. Yet, the

information it contains, if Mastered and used, will save you many

hours of wading through the mass of materials in thes Library.

We would like ta give el}ch of you a personally, conducted

tour through the Librar; since we cannot do that, we hope this

Handbook will help you to find your way around more quickly.

The staff will be g4d.to help you in every possible way. Do not

hesitate,to ask wheOtryvr you need guidance,

James L. Luther
Director of Library S ervices ,

(3)
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CUMBERLAND COUNTY COLLEGE*L1BRARY

The library is a'friendly, inviting learni4 environment wbere

you will ffind a staff of professional librarians interested in teach-.

ing you how to Use library resources,.helping you to find materials

to answer your questions, and supNying afiswers to your questionfi.

In addition to booksa wide variety of other materials are Ivailable

that communicate, educate, and entertain. Th-ese materials include

magazines, newspapers, pamphlets, disc and tape recordings, films,

microfilms, kits, art prints and models.

Equipped with varied seating accommodations and pleasant sur-

roundings, the librarti is an excellent place for study and research,

leisure reading, browsing through the collection or simply,relaxing

between 4asses.

ARRANGEMENT OFII300KS ON THE SHELVES

If books in a Library are to be found easily, it is necessary to

arrange ,them on the shelves according to ,some definite plan...All

circulating books are shelved in the main reading rotim, A-Z, begin-

ning oh the left side' along the wall as you enter and continuing

from left to right on the free-standing bookstacks, and ending with

-.the shelving placed against the right wall as you enter.

.0
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Th "call number" appears on the upper left hand corner of

tIte 'catalog card and on the label of the book spine. The call
number is so named because in older libraies the bookshelves

were not immediately availahle to the pUbliras titles *ere re-

quested of the Circulation Librarian by nymber. This number

.should be considered as a home address for The book, which is

shelved 'alphabetically according to its notation. This arrangement

groups the bobks in convenient gequence. ,

CALL NUMBER
Books in, the Library are classified by the Library of Congress

Classification System. This system uses a in4ednotation consisting

of letters and nnmbers, . There are two principle parts in LC

notation: a class numbr and an author, number. Thus ,LC call

numbers will consist of a class number; an author number, and

added symbols describing a particular work and its ledition, if

necessary.
After a book has been given a class number to show to which

division of knowledge it belángs, it is given an author number.

'this is taken from the author's surname and arranges all books

in the same _class alphabetically by the author, e.g.:

Charles A. teard has written several books on the history of

the United States. The Libpary of Congreis class number with the

author number makes the call number for the book, Beard, Charles

A. and Mary R. The Beards' New Basic History of the United States:

E - American History
178 178 Uited States comprehensive work

839 B - First,letter of author's surname
39 - Author and Book number

In the case of fiction, thefirst two letters f nrthe first word

of the title is added to the call number this istinguishes dif-

erent works by the same author, e.g.:
Head, Bessie. When Rain Clouds Gather.

PZ PZ - Fiction
4 4 Written in English since 1950

114323 H - First letter of the author's surname
Wh 4323- Author's number from Cutter Table

Wh First letters of the first word of the title,
disregarding articles, A, AN, and THE.

(5)



SYMBOLS USED BY ThE LIBRARY

When locating a car1 for a book in the card catalog, observe

whether or not there are word or letter designations giveh as part

of the call number. V4hen one of these Symbols appears on, the

catalog card as part of the ca4 number, a speFific,location iS in-

tended. The symbols are:
Ref. 'Reference books are designated by an "Ref" above

the LC class number. In general, this collection is

shelved along the walls of the Reference Room.

However, several of these books are kept on the

Reference Librarian's desk and others in the main
reading room. If you'are unable to find the reference

book you wish to use, ask the Reference Librarian

to help you.
Over: "Over" above the LC class number indicates a book

belonging to the oversize collection. The, oversize

collection consists of books too tall to stand on the

shelves with other bookS. They are kept in the first
free-standing book stack o the right as you enter the

brary.

.4?



NON-BOOK MATERIALS
c. e e

All types of non-book materials entered in the eard catalog

are identified thy a red band tha%extends 'across th Obi) of each

cataltg card. In addition to the' red band, non-book maierials

are further identified by the complete name of the material that

is placed above the classification number, e.g. Audiotape, Fihn-

Aril's Kit, etc. Tikese materials can be obtained atqlie Cirmilation

Desk.

TYPES OF NON-BOOK MATE.RIALS

Art prihts
Audiotapes (inpludeS Cassettes, 5" and 7" reels)-

Filmstrips
Games
Kits.(includes programmed instructional material)

Mod,Q1..s,

Motion pictures (includes 8mm loop film cartridges, 16mm films)

Phonoctiscs
TransparenCies
Videotapes

(7) '4'18



HOW TO LOCATE MATERIALS: THE CAR CATALOG

Spr....;t; 0.
;' r

a

The CARO CATALOG,, located in the Circulation LobbY; is

an indext to the materials contained in tAe Library. J 5,s divided

into two parts: the AUTHOR, TITLE, SERIES CATALOG and the

SUBJECT CATALOG.
Look in tile AUTHOR, TITLE, SERIES CATALOG for a

listing of a bqok you Want under the name of the author just as

*u would fihdta name in the telephoNa.dizia4vil.
If .you do not know the author's name or if the naive is a

common one such as Smith.and you do not know the forename,

look under the OUR, or series if it is distinctive.
OR

Loo in the SUBJECT CATALOG for material about a certain

subjec Look under the-most specific or exact' word possible for

material you want. For instance, a bobk op antt will have a

card under ANTS, not under INSECTS. If, however, there is

nothing under a specific heading or the synonyms which occur to

you, turn to the larger subject which .may include books with a

chapter on the skpject you want. If yon wish to find evhat ma-

terial the Libralas about a certain person,, look in the SUBJECT

CATALOG under the person's, surname. Located on top of the

card catalog is a large volume entitled, "Library of Conwess Sub-

ject Headings" that contains all the subjects used by the Library.

( 8 )



CARD TYPES I at

The Author 'Card: The author of a book maf.be a person of

persons,. a gbvernment agency, an association car an institution.

All works by one autlior are filed alphabetically by title under

his name. Here is an example of an author card.

AL,C.
A141*Aa

178

TITt.
A28 5 Album Jamas "nobly,' 1116-116.

Th mar* of cion000ney, kiabol7 of till IT

ip THOR -by JIM* ihuilow Adair .,.
AC o Now York, C. Sail:owes moos

AWTHOR OUTt+elitiQr
O T

a AUTHORS EARN
IC IF

RUcgc A SION . tyska, Wm& Oa& mots pistee. prim. tAmsfsw.

eguLrlOrt

Dotriptira istlierontas ea forma Elwin sow et Um Oats&
A. polAbest oklet Mk: altAary et do tiattat itabia

Owniartit. Ilin As et SAA maisai. A AstkestiAl se
;ANL As. (ITU its est nommosatattaa.-11r. Amefat Ali

. kespor.st Aaasisd obsysktil wileb *ill war IttlostAly a potiA

TIS S Or

NS MAL
I. U. i.--kUit. 1. Titba

EACH VOL UV*
El

Limo/ Cowen

AGOIVONAI. CARUS ARE SIL.ECN UNMEM THLIE 711fEt

OA TS OF
P,ICATtOl

NOE OF 109%

The Title Card: The title card has the title of the book on the top
line of the card. These cards are filed alphabetically by the first

word of the_ title, disregarding articles A, AN, and THE at, the
beginning of an entry, but considered if not the first word. Notice
that the same information about a book found on tlw autlwr
card, may be found on the title card. The only difference-is that
the title has been typed above the author's name. Example:

The march oq clemor.rucy, a history o
17F; the United :States.

Mama, Janos Truolow, 1878-1949,

Ths =arch of deosocroay, history of the Unitod Stetes,

by Janus Traslow Adams

Noir York, C. Scribacei low (,14S3--
T. trots., Ma& (Lad. owe) poem. &getable 24 c.

Usectipor letteepreee as reread tads. *me al the *toe.
Ale@ 7.11004104 asase tide:, Mawr tbe Ualted btatee.

Ceanders.--t. The dee ar the ealob---11. half-alatary *low
w. OYU veer sad raeoorroce.....- rv. AMII.1011 awl world

powte.. Animal Arvekte wkl irta corer nauseam" .peried

tee ream
1. U. - I.

E178...Lik6

Utwary u 00.0,groso

(9)

S8-444.114



The Subject Card: The subject card has for a heading the word or

phrase which indicates 'post specifically what; the.book is about.

Most books in theLibrary are listed under one or more subjects.

The subject card is also a duplicate of the author card, but the

subject is typed in BLACK CAPITAL LETTERS above the author's

name. Example:

U. S.HISTORY.
178
.A28 5 Troinr, 11111-160..

Tipi march al cismooraity, a biogoey of tin MOW fkairs.
by Ames 'beam IlLashin
Sow York, C. Saribmwss sous

(WaL wars) PIM* Sera, 4wwWw. 34 ws.

Dsrdt. lie/1nm" alma bow woo Mt
A

11=14
b maw OW: Vist oars g Vidoll

ONFIIIRM-4. The s t I UN4ribiet at Weir
sasw Chll war ei seawatiwstiowW. Undo awl via
pwar.--.. amok saisakis sale oil saw alawsalla passed el

LT
PatIA
L V. 11.Xlet.

IMAM se.14415

Ulltsa srqtr.. 011"

CROSS REFERENCES
"See" Card. Often there are several words which mean nearly the

same thing, such as HEALTH and HYGIENE. Ih such case, the

reader who might look under HEALTH will find an entry which

reads: "HEALTH see HYGIENE". This means to look under the

word HYGIENE in the card catalog, and is known 'as a cross ref-

erence. The "SEE"reference is often used to refer the reader from

a well-known pseudonym, to the person's real name, e.g.: ()henry,

pseud. SEE Porte, William Sidney.

"See also" Card. There is another kind of clóss reference which

tells the reader where to find additional\ materials on a specific

subject; instead of see, this reference u s the words see also.

For instance, if the reader should loolç under the subject

ECONOMIC ASSISTANCE he will find Ala 'y subject cards with

the subject ECONOMIC ASSISTANCE. Fi d after all these
cards will be found a cross reference card refe ing to additional

places in. which to look for related topics. Example:



.f ECONOMIC ASSISTANCE

SO ALSO

DITERNATIONAL RES,IEF
RECONSTRUCTION (11Gt-WSii*
TECHNICAL ASSISTANCE

ARRANGEMENT OF CARDS IN THEtATALOO

One of the most-important things about usingthe Library is

learning how to use the card,catalog. If you will stop, to learn a few

simple rules about -how the ear& are arranged in the catalog, you

will find that you will save much time and frustration.

One of the greatest dangers for a reader who doesn't under-

stand the rules for filing is that he thinks a book is not in the
Library, when actually he has failed to find it in the catalog. If
there is any possibility that the: reader has failed to find a card,

he should ask a librarian for help.

Caliis for persons'. Persons with the same last name are arranged

in. alphabetical order by their first names, justcas are the names in

a telephone directory. Example:
Dewey, John
Dewey, Melvile -
,Dewey, Thomas .t

Names of persons are often sugjects of books; in this case

the person's name is typed in black capital letters at the top of

the card.
Names beginning with Mc and Mac are arranged as if they

were written Mac. Example:
Macartney
McBride
McClure

McGill
MacKaye
McWilliams

If confused in the Mac's, which are troublesome, mentally

disregard M', Mc, and Mac, and notice only following letters

which will ,be strictly alphabetical.



Word by Word. In most dictionary arrangemeilts the rule known/

as "word by word" filing is used. This means that whjn ?one wor

forms the. first part'of another word, altliie heicdiligs with

short_ word come before longer words begi4ning with- the sati

litters. Example: In-
In darkest Africa
The ingenioui gentlemen

. Ingfiamigenneth *

. Iuinocent. III
Innovations in educaifon
Institute for Reltgious and Social Studies

Abbreviations. Abbreviations indicating authors or titles *come' be-

fore all the corn plOde words biginning with the first liteter of the

abbreviatiom Example: - 1
NAACP, a history
NATO and Eurgpe .

Nabokov, Vladimir Vladimirovich

.Subject cards. When there are several cards on one suiajea, they

are arranged 'according to author. E3iample: (Subject: ATOMS)

Bankoff, George Alexis The, boom of the atom.
Freq,ch, Sidney James The drama of chemistry.

Gamow, George The birth and death of the sun.

Subject cards: Subdivisions. Subdivisions .
of the. subject, are filed

alphabetically. A subject word comes first, and then the same

word used as the first part ota phrase. Example:
EDUCATION,-,0,
EDUCATION --'1PAFRICA

EDUCATION FRANCE
EDUCATION HISTORY
EDUCATION STATIST,ICS
EDUCAVON , UNITED STATES
EDUCATION AND STATE
EDUCATION OF CHILDREN
EDUCATION OF WOMEN

Subdivisions of history are by period and are filed chronolog-

ically instead of alphabetically. Example:
U.S. HISTORY
U.S. HISTORY REVOLUTION
U.S. HISTORY CIVIL WAR

U.S. HISTORY 20th CENTURY

U.S. HISTORY 1919-1933,
U.S. HISTORY 1945-

v)I 3



REFERENC4 SERVICE

4c1,r;

A4t,

44'41,0t *

,,

Referenc'e stFrvice usually means assistance given by a librar an

to anyone who needs help or guidance indocating materiak,
finding specific information, and in interpreting Librarrresburces.

Reference service is designed to HELP THE STUDENT HELP

HIMSELF. A student should first 'attempt to heli) himself. Then,

if he cannot find what he wants, he shouki ask for assistahce.

Reference hooks, which do not:circulate, are housed around

the walls in the Reference Room, Their class number is distin

guished by the letters, Ret., placed above the Library of Congress

notation, They include encyclopedias, dictionaries, yearbooks,
almanacs, atlases, and many other ,works that are primarily in

tendocI to be consulted or referred to for spPcific information,
Reference materials remain in the Reference Room at all tinici;

except for the purpose of making xerox.copies.

1 't



1. Main Lobby

2. Seminar' Room

3, Telephone

4. Reference Room

5. Circulation Desk

6. Director's Office

7. Men's Rest Room

8. Women's Rest Room

9. Audiovisual Room

10. rocessing Room

1 1. Bookshelves and
Stack Areas

12. Main Reading Room
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PERIODIC
!ALS AND INDEXES'

POodicals is a term .which includes both popular magazines

and journalg. Magazines are individualistic and no one rule applies

to all of them except that they are published periodically. Back

issues of more than 200 titles are maintained in bound volumes,

on microfilm,. and unbound storage files,

Current ._,Periodicals. The latest issues of many of the periodicals

are located on the periodical display unit in the main reading

room. The current issue of each periodical may be used in the

Library 'but does not circulate.

Unbound Periodicals. When a current' issue of a periodical has

been replaced with a new one, it is, stored on closed stacks in a

small rOom behind the circulation desk. To obtai4 any of these

periodicals, a Periodical Call Slip must be filled in and presented

to the assistant at the circulation desk.
Back issues of unbound periodicals may,be used either in ie

Library or circulated for a period of one week. When you ha

finished using these periodicals, please return them to the cir-

culation desk:
Bound Periodicals. BOund periodicals, covering back issues, are

located on the first section .of shelves to the left as you enter the

main reading room Bound periodicals DO NOTcirculate.

INDEXES. The student will find the latest information orv most

subjects in periodicals. Without indexes it. would bealmost im

possible to locate information on the various subjects. You should

become familiar with the periodical indexes; they are the key to

subjects treated in magazine articles. Perhaps the one you will

be using most is the Readers' Guide to Periodical Literature. It, indexes

periodicals from 1900 to date, and covers magazines of a general

nature. if you learn how to use it, you will.he able to use other

periodical indexes. without. difficulty,. They are organized on the

sprne plan.
Waders' Guide tu Pot vdca1 Literature indexes about 160 maga-

zines. It is published semi monthly September through .June,

and monthly in ,July and August..-Once each year numbers are

COHlhint'd, that ts, cumulated and hound HI ()He Vnllime. About

every two years the annual eumationlr are combined into larger

volumes. These, along with other indexes, arv kept un the tables

in the Refer-env(' R(IIni
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Arrangement. Alphabetical arrangement by author ,and subject;

titles arelkit listed, except for plays and short stories and, some-

times, essays. Abbreviations are used freely titles of magazines,

month, etc. Lists of the full titles of magazines and other. abbre--
viations used are found in the front 5f each issue. Sample entry:

COLI_EGE students
Score one for today's students J. McCormick,

Sports Illus 28:46-8+ My 20 '78

Explanation: 'An illustrated arti&le on the subject, .POLLEG

-students, entitled "Score one for today's students",
byt.J. McCormick, will be found in Voltime 28 of
Sports IllUstrated,,pages 46-48 (continued on later
pages of tlie same issue) the May 20, 1978 numbeir.

Indexes in addition 'to the Readers, Guide that may be found

the Reference Room include:

Applied Science and Technology Index, 1959-date. A cumu-

lative subject index to periodicals in the fields of
aeronautics, automation, chemistry, construction, el-

ectricity, and electrical communications, engineering,
geology and metallurgy, industrial and mechanical
arts, machinery, physics, transportaVon, and relaNd

sut)jects.

Biography Index, 1946-date. Indexes information about
piuple found in hooks and periodicals.

Book Review Index, 1965-date. A current. guide to current
reviews of current books..

Business Periodicals Index, 1958-date. / cumulative subject
index to pericidictils in the fields of acc(wnting, ad

vertising, banking and finance, general fais.inesses,

nisuratice, labor and management, marketing and
offirc management piibli idministrat ion,

taxation, speCtrAc businesses, iniltSstr s and trades.

Education Index, 1959-6ate. A c.uinulative author and sub-
ject index to i seleacd list of cducatiimal periodicals,
hooks and pamphlets

Essay and General Literature Index, 1900-date. Index to
essay and articles ni collections and various works,

( ated II .;ird

Facts on File, 1967-date. A guide to the facts of yesterday's
ivent.s iind°thi, background of today's news.

ts.
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Humanities Index, April 1974-date. Old Title: Social Science

and Humaniti Index.

New York Times Index',
ori events, news

1651-date.. Master-key to information
e day, and records of events.

Nursing Literature Index 964-date. Covers a broad selection

of subject enatter of importance to progressive nurs'

and related health science.

Social Sciences Index, April 1974-date. Old Title: Social

ial Sciences and Humanities I X, 1907-March 1974. A
Science and Humanities Index.

tcguide to periodical litera
r

e in the social sciences

and humanities.

LINDEX AlVD PERI9DICAL CALL SLIPS

Thndex, located with the indexes in the Reference Room,

lists all the periodical holdings of the Library. In addition it pro-

vides the follOwinginformation:
1 Format in which the periothcal is maintained, i.e.

microfilm, bound iiolumes; or unbound issues.

2. Period of coverage in each ftrmat

3._ Changes in titles
4. Termication dates of publications

mit

Periodical Call ilk; are available adjacent to the Lindex in

the Reference RoonWhile you have before you the information

nevded, -copy on one of the Periodical Call Slips provided for your

use the following information: title and date of the magazine;vand

calendar date.

NEWSPAPERS

The Library subscribes to

TI T I F.

(hristian Science Monitor
New York Times
Wall Street Journal
Philadelphia Inquirer.
Press ( Atlantic' City)
Bridgeton Evening News

Millville Daily
Vineland Tunes ,Journal

( 18)

the following daily newspapers.

OVEFiAuf.

National & International
National & International
Finance National & International
State & Regional
Southern New ,Iersey

,ocal
Local
Local



The latest issues of each title are located in the periodical

display Unit in the main reading room. .Back issues are kept fOr

apprbximately one month and may circulate for a period of one

week. .
The Library has th4 complete microfilm sedition of the hrew

York Times from its inception in 1851 to the-present.

SPECIAL SERVICES
-

Mibrofilm Reader Prins
Print-out copies1,00¢ each) from microfilmed ource arty.

available in the Audiovisual ROM through the Use of the 3M.
Microfilm Reader Printers. Ask a librarian for assistace the first s

time you should need to use the microfilm reader or reader pririters.

scr.

,*
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Photocopying
Printed materials may be reproduced on the Xerox 3100

Copier located in the Circulation Lobby of the- Library Cost is

10¢ per page.

nz,fr-
,sn ,n1 On..1;, ft-

1.

101r
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Interlibrary Loans

The I.ihrary provides interlihrory loan service for its students

and faculty Rules and regulations for loans are hosed on the Inter

lihrary Loan Code ()I 1952 revised I iii 19(38. If you wkn

to take advantage of thi, service, lt is necessary that. you allow at:

loast three woeks from the date of request. to receipt of materials.

A1< t In }{A)foronci.Lihrarhill 11,-(onfdcte informal H)n if vi 01 5110111d

(Icsire Int.erlOmtry hnui arva
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PAMPHLET FILE

The pamphlet fileitonsists of filing-cabinets that ntain upt

todate pamphlets, brochures, news-paptfr clippirms and so e U. S,.

gyverntsent publications on a variety of subjects. It's parti larly

usef, cearching current issues. All pamphlet materials may5

culate for kperiod of one wc:rek,

'1"

PHONODISC RECORDS
The lahrary maintains a collet.t ion of over 1700 recordings

Farphones art, at the circulation desk for listening pur-

poses in the .Andiovisual Room of the Inhrary. Phonodisc records

may circulate for a lwrii0 of one
If any part of an alhum is l,ost or (larnaged, the user must pay

for the entire alhum or replace it, hut he may keep the damaged

album. Breakage charges shall he assessed at list prices.



CIRCULATION POLICY

,The College Library is intended primarily for the use of stu-

dents, faculty, and other members of the Cumberland County'col-

lege community. However, individuals not affiliated with the Col-

lege are invited, to use materials within the library, and to apply for

borrowing privileges when warranted by their research- needs.

Subject to its prior commitment to the demands of the col-

lege community and its responsibility for adequate control of mat-

erials, the library will produce for each adult resident otCumber-

land County, a library card to be used for borrowing books. The

granting of borrowing privileges is not automatic. The library :re-

serves the right to withhold privileges or to withdraw them if they

are abused, Applications by County residents for borrowing priv-

ileges should be made at the Circulation Desk during normal hours

of opening. A 24 hour waiting period is required to obtain a Li-

brary Card.

4

(
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CIRCULATION PROCEDURES AND FINES

In general, all Library materials may circulate with the excep-

tion of REFERENCE BOOKS, BOUND PERIODICALS, AND RE-
SERVE MATERIALS DESIGNATED, "LIBRARY USE ONLY".
The book-stacks,;41 open to all, but all books 'taken from the
stacks must be checked out at the circulation desk before leaving
the library. LIBRARY CARDS MUST BE PRESENTED BEFORE
MATERIALS MAY BE WITHDRAWN FROM THE LIBRARY.
Materials should be withdrawn for the exclusive use of the identifi-
ed cardholder.

, SAL414.1ctv.k._

1'*

o

V '

Thc fullowing cin-ulat tun ,,chedulo pr-uvidr, v;t.al inffn-rnati(m

relat.cti tu hurrowers' respurIsfinlitics.
?`"

( 3:1 )



CIRCULATION SCEIEIMILE

Type of
Material Fleriod

Number of
*Renews*

meittitv
citUans

340511413e$

411mps
Phonodiees
AaidioWes

Unlimited
'Unless Reserved'

Unlimited
U Rase

Unlimited
Unless Reserved

Unlimited

Unlimiteci

par m Limilationt

10# of

64 504 Mem

Unlimited Coat of

Lois or
Oernage Fees

or reptecesnent
'

Replaosinent cost
on

Litt price or media

Art Prints
Models, Kits
Games
Reserve
Materials

By Special.
Arrangement.

Library use
only

3 days

week

By Special
Arrangement

By Special
Arrangement

104 daat of
media

Repair or replacement
cost .

None

None

Discretion of
instructor

Discretion of
instructor
Discretion of
instructor

500'

504 None

'41

Accrued fine ptus
rep* or replacement
Accrued fine plus re-
pair or replacement
cost



Book Detection System
With the installation of e KnCPtgo Book Detection System,

all library materials 'have been Sensitized and must be checked out
at the circulation desk to avoid setting off an alarm and locking the
exit gate. The Knogo system reacts only (to sensitized materials and
is unaffected by keys, transistor radios, or other r4etallic items.

The Library looks upon the Book Detection System as a
means of improving library service through an expanding collection
of new books and materials and the reasonable assurance that a re-
quest may be filled by the increased availahiltiy of resources,

Faculty Reserves
Reserve materials are selected from the library collection by

goithe fact ty and placed col reserve for hinited circulation, assigned
for re nired reading, listening, viewing, or recommended for
supplementary course study For ;my materials en Faculty Re

serve, go directly to the circulation desk where you will find a

notebook. fn this book you will find, arranged in alphabetical
order by professor's !UMW, lists of materials on reserve'. The

Reserve Shelves are closed to students. Ask the assistant on
duly fin the ilesucll inateruil. present your LIBRARY CARD for

charging :3 day and 1
week rt'Serve'S, or in the case of Library 1 lse

Only keserve, sign your name legibly and la full on the blue re
serve ca rcl



FINES

For the convenience of the borrower, all materials ire stamped

with the-date due. These dates should be kept in mind, and when

materials are kept overdue, fines should be paid without having

to be notified. As a matter of courtesy a notice is sent when

materials become overdue.

Fines are not charged except for negligence on the part of 4-ie

borrower.. They are imposed in order to insure the return of

materials so that ,other readers will have access to them. Fine

amounts for the different circulati n periods are listed on the

Circulation Schedule. No fines..axe harged for days that the

Library is closed_ Except for Reserved items, a .50% cas4 discount

is allowed if.payment is made at the time materials are returned.
-

When materials are recalled to be placed on Faculty Reserve.

for 4 class assignment, the borrower having possession of the

material is so notified .and may continue to use the materials until

the date due. If not returned to the circulation desk by)hat date,

however, the fine scheduk is void, and a fine rate of SOO for the

first day overdue and 206t for each succeeding day will be charged.

No cash discount is allowed in this situation.
With the exception of Reserve Materials which are in geat 0

demand, no additional penalty beydnd the price of the material is

charged a borrower who loses an item, reports it immediately, and

settles his account promptly. LOST MATERIALS MUST BE

PAID FOR AND ALL FINES SETTLED BEFORE THE END

OF EACH SEMESTER.

WE ASK THAT YOU USE THE LIBRARY WITH THE UNDER-

STANDING THAT A,T ALL I. IMES YOU WILL BE QUIET AND

CONSIDERATE OF THOSE WHO WISH TO STUDY.

(



1

to copy all bit4logra4hical tuformatioa qh a nopialtard imme-

diately,' if you locate*delectable item 7:1th :your /*Search paper.

"All" includes atitbar,4itle, Olieqe of pailteation,publisher,date
and inelusivi. paging,

to consult a general encyclopedia first, Special subject en-

cyclopedisks popular Avit4 CCC students _are the ENCYCLOPEDIA

OF PHOSOPHY, tNCYCLOPEDIA ble.WORO,ART, INTER-

NATIONAL ENCYCLoPEDIA.- OF lilE SOCIAL SCIENCES.

The ontvOlume elicydipedias;,:dictitinaries, ar0 bsndbooks so

useful for concise definitions are M great demand'in. the reference

room.

to begin work on your research problem as promptly as you

can after checking out Library materials, so that they can be re-

turned to theLihrary for others to 'use. Books left on a car seat or

forgotten at home may he urgently needed by someone else.

to ask. A librarian will show you what the letters and numbers

mean , ,;uggest a, subject elitry to try in the card catalog put

the microfilm on the reader for you explain the use of an

index. The smile and the sympathy are real.

(27 )
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