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A WORD OF WELCOME |,

On ‘behalf of’ the Library staff, I wish to welcome

\
you to the’Robert E. Kennedy Library. The Library e

2 . .

includes a collection of some fwo million items that

[

are availgble for your tesching and rg§§arch needs. ’
« 3\ L,

N - L4

Additionally, there are a ‘number.of services that

3 - < ‘.

LA ’

have been designed to facifﬁtate'and enhance your
use of the Library.
. & | ' -

This preliminary edition of the Faculty Handbook ey

. > . ’ ’
describes many of these services plus the resources

' -

i

¢ . ) P .
that are -availablké. Should you have any questions-

° .

or concerns regarding .thé Library, please call the
L]

. ~

R appropﬁiate office or Depagtﬁent. It iL a .pleasure -~

to work with you. =3 B
. i N oo Co
P ’ .® .
, . - * Davigd B. Walch :
’ L Director, University Library. »
¢ ? M .

>



"% . X X INTRODUCTION 2
The Robert E. Kennedy L1brary canthest be descr1bed ds a '"working" collection
' and an 1nformat10n procuring service supportlng abroad spectrum of academit
% ° offerings from the.freshman to the master's levels. Historicaldy, the
Library's collections have been oridnted toward undergraduate level mneeds
and first priority has been _.given to obtaining current books and periodicalé
in the English language. The Library cannot .aspire to provide a traditionally
comprehenslve research collection and does not acquire retrospective mater1a1s
+unless they meet a demonstrated curricular or research need,

Long—standing perceptions of.library collections‘and their use have changed
drasfically during the last’decade and academid ‘libraries no longer hol
to the prem1se that they must(stockplle a large proportion of the published
literature in order to be effective. The total 1nformat10n resources of the
library now include all the collections to which it ‘has access dn libraries
within the state, across states, and nationally. The Library has become
: a communications center capable of linking users to 1arge bibliographic

’ data bases and ‘distant collecti“ﬁs
The Cal Poly Libgary, has most of the b1b110grapﬁ1c retrieval tools.needed -«
to 1dent1fy and locate the 11terature in the subject fields cowefed by
the University®s eurriculumwand .research interests. The L1b¥ﬂry s gollection
of abstracting and indexing periodicals is excellent in sciénce, technology, T

““the’ humanities and the social sciences. The L1brary also has‘access to

- t

approximately 150 data bases with close to 50 million records through . R S

" .~ DIALOG- (Lockheed) and MEDLINE (Nat10na1 Library of Medigine) automated «-
retrieval services. Records of the cataloged collecthis of many of the' large
libraries, in the ¢ountry are retrievable through QCLC, the largest cataloging

A\

-

* data base with over 7 millionm records . ) . .

® ©
.

The -Library, therefore has b1b110graph1c“access to most of the material
that has been publlshéd and, ‘even thoqgh it may not be able to supply a
¢ partlculanatltle from-its. own collectlons, it can usually obtain it fraqm
another- library with$éfi a reasonable perlod-of time; With modern methods
- of information rettigval, the Ltbrary is now in a position to lend more
_than adequate, support to all tﬁe curr1cu1ar and research programs of the
Univgrsity. /7 - NN .o ‘
Because of the décline 1n*p“rchas1ng power of 11brary alloeatlons and
“improvements in methods of reproduction of mater1a1 and transmittal of
s information, academic libraries are turning more and-more to cooperatlve
‘ \\\\_lzkograms to -improve their resources and services.. The Intrasystem Lending
nd BorrGW1ng $erv1ce,(ILBS) inaugurated by the Chancellor's Office 1n 1977,
allows for reciprocal borrowing privileges for all faculty and students. )
within the CSUC campus libraries and relaxes the restrictions on 1nter11brary ‘g
¢ loans for u dergraduate students. Facu?ty members may borrow materials in .
person not only from the CSUC 11Ktar1es But also from most of the 11bf3rxes
. of the Unxverslty of California. Interllbrary loan'ioperations have also -
been speeded up through the use "of the OCLC Interllﬁ%ary Loan. Sugfystem

anq telefacs1m11e equlpment . Lo , . .
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The Library makes use of modern technology to 1mprove its services and work
processes, including OCLC for automated catalogrng and interlibrary loans_ ,
and DIALOG and MEDLINE for literature searches: An automated rculatlon
system has been installled and should be in operation within a few months,
Plans for automating the Library's materials acquisitions system are
presently being cdnsidered.and the Library plans to replace its present

card catalog with an on-line catalog within the next few years. An on-line
catalog would allow faculty members to search the Library's catalog from

terminals in their offices: . .

K . O
The Library's collections and services are hdused in a spacious and'pleasant
new bu11d1ng that provides a vgriety of comfortable and attractlve environ-
ments for study, research,*and browsing. The\ground.fléor has a ‘central
courtyard and each of the four upper floors has an outdoor terrace over- .-
looklng the courtyard The building has elgven group study rooms, six
photodupllcatlon rooms, three typing rooms, and a'‘Faculty Reading Room.
It provides space for 2,500 reader stéglons and 625,000 volumes.
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* . DEVELOPMENT OF LIBRARY COLLECTIONS .

"

Selegtion of Library Materials ' .

\

The Library provides the books,‘periodicals, and non-print materials needed
to'support the curricular offerings of the University and the research

and, independent study programs of faculty members and students. In addi-

tion, the Library attempts.to provide a balanced representative céllection ..
) ‘of lLiterary works to fulflll the genetral cultural needs of faculty and

: studentssy, .

", . . . N
‘ ; vy ey . R
: Selection Responsibility : , ’

-

)

v N [ -
Select;pn of su1table library m:ter1als is the joint responsibility of' the
* teaching faculty and the professional librarians working as a coordinated
team. Each academic department of the University has one orx more Depart-
mental Library Representatlves or Contacts appointed to act as liaison
. persona between the. Departmentf:ha‘the Library in “the book. selection
- process. These departmental contacts work with 11brar1an counterparts’ -
- - respons151e for book -selection.in a331gned subject areas. A llst of
' _ departmental and. library contacts 1s‘1nc1uded in th1séﬁandbook as _an insert.
+ . Interested and active faculty’participation in the book selection process
is of cr1t1ca1 importance to the Library's .collection development program.
Such part1c1pat;on makes available the expert knowledge of the subJect'
et specialigt, which the librarian cennot hope to/ approx1ma;e with respect
. to the entire. range and variety of material hé/she must cover. Faculty
. members are encouraged to survey the Library resources in their subject
1 _fields to insure that .the materials available are adequate for the courses
that they are teach1ng and their research needs. The 11brar1ans a331gned
book *selection responsibilities can work together with the faculty in the

eva1uat1on of the collections. ’ -

- V4 -

[y

. » -
- - ¢

Collection Development'Policy . ) . . E}
é’i ‘ Guidance in the book seléction .process may‘be obtained by'consulting the . .
Collection Development Poﬁicy of %he Library.. Tkis policy statemént is M S
intended as a-bodk selection -guide for ‘library acquisitions and includes . oL
® up-to—~date profiles.'in the subject'  -gas covergd by the curricular programs \\ '

of the University. These prof11es attempt to quant1fy th collecting levels:.

i

- _ necessary toesupport theseé areas. The Collectlon Development Policy, wh1ch
is frequently rev1sed ahd updated, is avallable from the Acquisitions/ . o
Collection Development Department (Room 105). for faculty perusal. . - -

= % . -

N -
A -+ » & . -
e £ ~ - -
> .

5

: L. P Y L. ~
5 ‘ Acquisition of Library Materials .

~ . . The Acquisit{ons/Collection Dévelopment Departient is respohsible for the
budgetlng and purcha51ng of the books, serials, and periodicals tor the
o “"general L1brary collectiof. . . - .

- . . S,
Ordering Informa on - . . "1 :

.
4 . -

) v Faculty members may 1n1t1ate sdok ser1a1 or’perlodlcal orders ‘by submittlng'
. ' completed request forms through therrygepartmental Library Repr@sentatlves,

,j \)< 5, 9‘ ’ - : . | '(”r. |
. . : . )
JERIC ¢ . . — |

&y
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‘the Library Contacts '"signedjto cover subject: specialities, or directly

to the Acquisitions/Collection Deyelopment Department If at all possible,
request forms shou1d be typed. When the requestor's source of information
is an advertisement (publlsher s flyer) or catalog, it should accompany
the request form since the additional information provided is often used
during the order process. The address of a little-known publlsher or

-

"dealer should be included, wheucver p0331b1e -

Book and Ser1a1/Perlod1ca1 request forms are available from the Order

Sectiopn*of the Acquisitions/Collection Development'Departmént and can be _—
sent via the campus mail. Appendlces A and B include samples of book .
and periodical/sesial reguest forms. - ' ' *
ggproval Plans \ ) ' C - . ?

1 . ) '-./ ) )

Most current books in the Englihs language published in this country are

-  regularly rectived from a single jobber (Baker and Taylor), including books
published by an extensive group of U.S. publishers. The books received .
under this plan_ conform to a written profile which is geared to meet the | °
curricular needs of the University and provides coverage in the follow1ng—
subject areas: agriculture, American literature (critical works and bio-
graphies), architecture and planning, art (applied), biological s¢iences, p
business, chemistry, child development, communication, computer science,
crafts, economlcs,EMucatlon engineering, English 11terature (crltlcal

.. works andcbiographies), geography, history (U.S., Canada, lex1to, Western ~.

) Europe, U.S.S.R., China), home economics, jcurnalism, library science,
J . mathematics, music, physical education, nhysics, political science, psychology,
€ociology, statistics, and transportation and commerce. ' All current .
publications are recéived under this plan with the exception of those

’ ' - falling into the following categories: °
- * R . ; P -
e \ 1. Books costingqover $50
) 2. Books in numbered sets--modnographic series or serials
. ' 3.. Textbooks, laboratory manuals, reprints, leoseleaf and )
. ) multi-media formats, directories, programmed materialse s
pamphlets under 48 pages ) . .
‘ , - 4. Fiction i ] . ,\
. 5., Government documents ' ' '
L ‘ 6. Boaks publlshed by small associations or. other publlshers
. ‘not regularly found in the-book trade
7. Books by publishers from which the L1brary receives standing -
o . or blanket orders, such as the National Education Association, X
Amqrican Library Assoc1atlon Conference Board, etc. . )
‘/ The Library subscribes, to another approval plan by which it automatically °* .
' regeives all,current English titles published by Springer—Verlég in_the
- subject areas of biology, environment studies, history of science and :
* technology, psychology, engipeering, %éihematlcs physics., chemistry,
ecology, geography and oceanography cluded from this plan are the following
R categories: . . #
v v - . . ' ' TN
. - 1. Books cost1ng over $50 4

) 7. 2. Any volume in a numbered,’series or set after Volumé 1
L . ox’ Number 1 ., ¢ R S




. . .

( " 3. Paperback editions o . . . .
Books received on the approval plans are displayed in the Acquisitions/
Collection Development Mepartment for review by faculty members and
librarians who determine whether. a book should be accepted or chected
Faculty members are,lnulted to v131t the-Acqulsltlons/collectlon Deve15p-

ment Department ‘¢Room 105) to assist in ®he review of. books in their

fields. » -
) . . - - \
Requksting Books for Reserve . - v LT - .
w . «
' Requests for books and added copies intended for use in” the-Reserve \d

Book Room should be sent directly to the Supervxsor of the Reserve -Book
Section (Room 114). The request form should also include the course
number and the quarter for which the book is needed. These books should
be requested well in advance of their intended reserve use (at least

- X

+

‘"Purchase of Textbooks

~ ~
’ -~

The University Library does not ordinarily order textbook titles that are
. assigned by faculty members for their courses. A single copy of a <{Qurse-

assigned textbook may be ordered when the title'is to be assigned as

collateral readlng in another course, Or when the title is unique to its
> field. ‘ v

»

- ¢

Out-of-Print Orders

»

Titles selected from second-hand dealer's catalogs or oat-of-print catalogs
, should be fequested as .soon as possible. There is a very poor rate of
. .return for titles ordered from catalogs which have been available for one
month or - longer Out- -of-print orders are processed on a pr13?IEy basis.
In order to expedite the ordering process, the catalog listing the out-of-
.. print titles should be submitted with the ¥equest. . .
Rush Orders

- Whei materials are needed in a hurry, ~the requests, should.be marked '3USH'.
. s ’

- -

. * Requesting Periodicals and Serials . .o 1o

N v

The Periodical/Serial Subscription Request form should be used when
requestlng periodical and_serial subse¢riptions. Periodicals and serials .
require a continuing: commitment of L1brary funds and for this{reason each
request is thoroughly reviewed by che Acquisitions/Collection‘'Development
Department staff and the appropriate-Library Contact. riodical and
Vserlal requests should be accompanied by a saﬁble is sy If a sample
' issue is not available, the requestor should submit advertlsements

flyes, brochures, reviews, or other information available on the tltle!

- 2 . ¢

7’

3
~ . .

Requesting Government Documents and Maps ’ .

The Government Documents and Maps Department should Be contacted. for

NI " R 3 x,

»
-

FRIC - . L S

s - . o 1(} .
1]

six weeks) to allow sufficient time for the book to be acquired and processed.

~M



R . _ - ‘ /’
| * ordering government-publications, including féderal, state, county, and
E * city government documents.’ Requests foyx government technical reports,
including NTIS publications, maps,’,atlases, and publications from the
state agricultural experiment statiors and extenslon services

should alsé be submitted to the Government Documents and Maps Départment

(Room 3129. ¢ Y .

.

v

. Requesting Material for Learning Resources J .
. - = N .
- The Learnihg Resources' and Gurriculum Department responds to requests :
from faculty members for the pyrchase of audiovisual materials, The
Libraty does not attempt to dup11cate the collection of audiowvisual materlals
. maintained by the University's Audiovisual Department or purchase materials’ »
' that are limited to one-time.classroom use. The Departmentoobtalns
materials that may bg“*seé by. facilty members and students in a variety
of learning situations. The Department maintains a collectlon of audio-
visual catalogs which may be borrowed by faculty membeTs to help in the
N selection of materials. All requests for atdiovisual materlals programmed ]
. texts, individualized study materials, art’ prints, pictures, children's B -
books., elementary and segondary tektbooks and other teaching devices
sh0u1d be sent- directly to‘'the Learning Resources and Curriculum Department

(Room 216).. . .

- EN




s N , LIBl\{ARY RESOURGES

T

On July l' 1981, " the L1brary collectlons numbered over two,million 1tems,: {-4 .

distributed as followd: ) . . S ) i
. -l teom 5 |

. Volumas in -Book Collection ———=—=—=== - 601,976 " - J
“! (including bound volumes of’ periodicals) ) ' I

-

A

Government Documents mmmmmmmmmmmmmeelo——— - 419,712
Microform Units ww-—=—~—g=m—mmmmeem e ——rm————e 1,016,807 - ¢

. Audigvisval and Other Materials ----—---—2—c 72,384 . - . | N
- . TOTAL o=-—m——mmmmmm -x-—-------‘---- 2,110,884 . : i .
|

Bocks o ' SRR / ~<

a

‘ the Library of Congress Classification system. Exceptions are the books
- . in the Reserve Book Room and the Speclal Collections and Archives Depart-
: . meht which are kept in closed stack areas., The books and backflles of

' periodicals are shelved in the general stacks by L1brary of Cong

+" The books in the main collection are arranged in open stacks fo}10w1ng J
|

T .classes as follows . . . ,\ .
. ) |

v . , A-F 2nd Floor
T - G - PM 3rd Floor v
) T PN - R . 4th Floor ST . LT .

f£s -2 . 5th Floor ) : - .

.
]

« Book collections are alse located in the Learning Resources and Curriculum |' - -
®  Department (textbooks, children's books, curriculum guides, ete.) and .
b the Reference Department .(encyclopedias, digtionaries, handbouks, manuals,

directories, . indexes, abstracts, yearbooks, etc.).

» : . -

Bookg arg,llsted th the main card catalog locgted on the first flooy,

- lobby - The card catalog i3, divided into three sections: (1) author, . e

i (2) title, add £3) subject. The Library uses the subjeet headings T -
1nclﬁ ed 1n thé Library of Congresa Subject Headings ist. Thls llst *(on -
micro che) 15 ‘available for consultation near the Informatlon esk at the E ©L
Reflerenc) Desk and other service points in the lerary \\‘ N - )

Reéerence Collectlon : o :
A . . o ,
The referegte sollection contains extensive holdings of encyclopedlasL*
d1ct10nar1e¥ biographical works, guides, yearbooks, maﬂuals b1bllograph1es,
1ndexes and abstracts and other works des1gned for quick, referral and biblio-~
graph1c 1dept1f1cat10n. Also’ included in the reference coldectlon are C
telephone directories for major cities and state capitals within the U.S., -
' industrial standards and spec1f1catlons from the maJor,profess1onal and | ol
., trade assodﬁatlons manufacturers® cataldgs from over 16,000 companles, . .
) N college and\unlgerslty catalogs from all 50°*states, cotporate gnnual . , ,
] reports, cqmbuter manuals, etc. Adjacent to the Reference Roomis ‘the - . Y.
“ +  'Bibliographic Room which includes printed catalogs of several ‘outstanding ~ ' .
collections, including the catalogs of the British Museum, Bibliotheque’
’ . Nationale, Library of gong;gss National Agriculture L1brary, Unlvers1ty ‘

- T ' of Callfornla at Berke ey 2nd others.

'
. .. - -
. -
. L%
. N
. . . -
l
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Y . . ) .
Peripdicals . : ‘. Co. . -~

- «
- — . .

The Library subscribes to over 3,200 periodical titles. The current’ o

fo

YA Fi ot Provided by ERIC

issués of periodicals (latest yéar for bourd periodicals, last three
yearz for periodicals on microfilm) and newspapers are located in the
"Current Per1od1caLs Room on the second floor. Backfrles of periodicals
are shelved’'in the main stacks with the books, th the exception of
perlodlcals on microfilm, which are located in "thd Microform Room on the
JEirst floor. . : - ‘ ‘

o

-

. ' -

R Current périodicals, which are shelved in a-closed stack area, must be
paged by an attendant and are restricted to yse’ in the L1brary building
and overnlght USe. However, faculty members have access to this.area
for browsing purposes.and may check out current per10d1ca1s for a 24-hour
loan period.

.
*

The Public Ser1a1s List, which lists all the per1od1ca1 and serial
holdings in the Library is available on microfiche in the Current Periodicals
area, near the Information Desk on the first floor lobby and other service
points in the Library. This list is arranged alphabetically by main entry
. (title, author, or sponsoring organizatipn). The call numbef and starting
date and volume (or number) of holdings are given for each entry. The
letter "F'" indicates the holdings that are available on microfilm.

°

°

The indexing and abstracting journals in the ReferencegRoom constitute the
main sources for locating periodical articles, The Library has complete
files of such rmportant'tools as Biological Abstracts, Chemical Abstracts,
Engineering Index, Science Citation Index, Sociological Abstracts, Psycholo-
.gical 'Abstracts, Bibliography of Agriculture, the Wilson indexes, the
abstract1ngﬁgerv1ces published by the Commonwealth Agricultural Bureaux,

¢ and many oth®rs. A complete list of indéxing and abstracting services in
the Library is available for consultation at the Reference Desk on the
first floor (Rdom I11). Recent periodical atticles.may be found in the’
Current Contents series which include the following sections: Agricultural, |

.

’

. Biological ¥nd Environmental Scien Engineering, Te¢hnology and Applied
- Sciences; Life Sciences; Physical and’Chemical Sciences? and Social and

Behavioral Scfiences. R . ’ - .
- TN t ., [ /

K representative collect1on of. current newspapers is ava11ab1e in the
Current Periodicals Room. Back issues of important newspap%rs are
retained on microfilm, in¢luding the New York Times, The Timés (lLondon) /
San Francisco Chron1c1e~ALos Ange%es Times, and others . o J//;;///J
R L4 '
"The Library also rece1ve close to, 3,000 other*serlats These are\Ti\;ed T
“in the card catalog%and. ihe Pub11c Ser1a1s List and. are shelved with the
books 1n the general §tadks.: o .
i ' . -

. ‘i

Government Documents and Maps ’ . ) v

The ‘Library is a selectivie depository for-United States and €alifornia State
- documents.. . Also included in the government documents collections are the

publications of the agriqultural experiment stations and extension services

for all the states and terr1tor1es, California c1ty and county documents,

1 e -
/
- B k] [
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¢ .
NTIS (National Technical Information Service) publlcatlons, Diablo Canyon .

Nuclear Power Plant documents, the m1crocard edition of United Nations ;.,
Official Records, and atlases and maps.( ' yoo

e

Q

ERIC
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Most governmental publications are not listdd in the main card catalog -,

and mre retrievable through printed indexes, such as the.Monthly Catalog

of United States Government Publicationsfand others, alsQ . thé card B

catalog available in the Government Documents and Maps Department (Room 312)
. . \ . .

Mlcroforms ) L ) . -,

-

The Library owns over one m11110n mldroform units or piéces.” The microform
collections include backfiles of selected periodicals and newspapers on
microfilm, and special subJect collections on m1crof1che such as the ERIC
Microfiche Library, Envirofiche, Human Relations Area Files (HRAF), Libxary
of American Civilization, Newsbank Urban Affairs L1brary, Physical Educzllon
Theses, Visual Search Microfilm (VSMF) " ﬁpr engineers and architects, and
others: These,collections are located in.the Microform Room (Room 1110)

on the first floor and are retrievable through special indexes available .
in the Reference Department. ) ’

Some microform items are listed iﬁfthe main card_catalog and are easily
identified by the word microfilm, microfiche, or microcard. ‘The Public
Seridls List, which lists all the periodicals and serials in the Library,
indicates Wthh volumes of anyktltlé!%re on microform.

Federal depository and ndn—depository publications and U.N. Official Records
are available on microcard in the Government Documents and Maps Department
Curriculum materials and tests on microfiche are located in the Learning
Resources and Curriculum Department and a complete backfile of the Mustang
Daily on microfilm is available in the Spec1a1 Collectlons and Archives
Department (Room 409). @

14

LI ]

Microform readers are available in all public service areas and coin- .
operated reader~-printers are located in the Microform Room. L 1’

Textbooks, Curriculum Guides and Audiovisual Materials

-
» >

A collection of current elementary and secondary textbooks and currlculum

guides is logated in the Learning Resources and Curriculum Department on .
the second‘floor of the Library. The textbook collection includes titles f
approved or,considered:for use in California publlc schools and the curric-

ulum guldes 1nc1ude courses of St&ﬁy’ units of work, and other publications

(%%

which have béen produced pr1mar11y school districts. and the State Board’
ofeEducatlon for use by elemehtary and secondary school teachers The :
Learnlng Resources and Curriculum Department also houses other collecttons,
including children's books, programmed texts, laboratory manuals, standardized
tests, and audiovisual materials (viHeocassettes, audio cassettes, color
glideg, sound filmstrips, film loops, multimedia kits, study prints, fine
art p#,"ts, etc.). : . <
Titles in these gollgctions are listed in a separate card catalog in the
Depathent.- Prev1e&ing equipment for the use of the audiovisual collectioh ,

is available in the Multi-Media Room (Room 216). - :

S ”” °
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‘Special Collections and Archives ) ' /

> N

ot

The Special Collections and University Archives D rs—t -
on the. fourth floor of the Library. The Department serves as a repository’
for-printed books which, because of their vagre and rarity, must receive
- special care and preservation. It also contains manuscript material . /
and tBe University Archives. The Department houses several tmportant
collections dedling with subjects such as architecture, fine printihgoand‘
_graphic arts, thoroughbred horses; San Luis Obispo ‘regional history, and
‘Englisﬁ and American poetry. The personal and professionai papers of .
. Julia ‘Morgan, one of California's most pr minent architects and designer
of Hearst Castle, provide an éxample of the research resources-available
"to Cal Poly Baculty and $tudents. ' : A

All catialo ed. books housed. in the Department are listed in the main card
tatalog‘vﬁgthe,firs; floor lobby and the Special Collections card catalog.
Access to 'maniseript materials is provided through registers and indexes
£ound in the Departmeént. .. .

' ' »

ot

The* University Archives is the "memory" of €al Poly and contains records >

and other materials which document the'history, development, and activities :
of .the University from its beginnings in 1903 to the present. The archiyal
materials,. which are housed in a spectal vault, include yearbookg, college
catalogs, ‘a complete file of Mustang Daily, campus publications, master's

theses, administrative records, publications by Cal Poly faculty and staff,
and a photographic collection of over 15,000 images depicting campus activities.
*Access 'to the materials in the University Archives is provided thr?ugh special

indexes prepared by, the staff of the Department. . .

Y

N v i .
Senior Projects . | \ e
The sepior project izﬂé,ﬁormal report of the results of a study or experiment |
selected®atd complete® under faculty supervision by each student prior to .
the receipt of the bachelor's degree. The University Library is the official
. repository for all senior projects and by the end of June, 1981, the collection
included 37,105 individual projects.
Senior projects dated 1968.tc the present are located in closed stacks in
. the Reserve Book Room. Pre-1968 senior projects are housed in a storage :
area outside the Library. The senior projects received ifl the Library since

the Fall of 1980 are ornly available on microfiche format. .

o M * -

[N

-
v

The senior projects received prior to 1977 are listed in the Senior Project

C4rd Catalog in the Reserve Book Room under author, department and subject.

“ Projects received since 1977 are indexed in a’ COM (Computer-Output-Microfiche)
Catd&bg under author, department and a KWOC (Keywo:ds—Out—Bf-Context) subject:  *
index. ‘ <

. f . B <

N .
1 . *

e . .
All ﬁew fd incoming senidr projects are reproduced en microfiche and
S udehﬁs are assessed a microfiche fee to pay for the costs of reproduction.
g procedures for submitting senibr projects.to the Libraty have been

corporated in Appendix H.~ “ ) .

e
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Browsing Collection ) .

The Library subscribes to the McNaughton Bool Service, which supplies on ; '
a—lease basis Eecent—books—of*toptca%Aand—recreatIvnai‘interest*‘rnét‘d‘ﬁg
many best sellers. This collection includes both fiction and non-fiction
titlés and 1s updated monthly through the eXChangJ of 75 newly published
titles. The M¢Naughton Browsing Collection is located on the third floor
of the Library across from the public elevators.
AdJacent to the grow31ng collection on the third floor is the collectlon

. of new books added to the Library. ° \\

3
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The serﬁices provided by .the Library are designed to support the Unibersity's

téaEﬂing“and tesearch programs. To accomplish this objective, the Library
offers a variety of informatibn and loan servces and instructional programs.

T S, N . / ,
. . . . » ~ ?
Circulation Services h r e

- . .

The identifdcation card issued to all staff members of the Univ?rsity
entitles faculty‘mgmbers to check out library materials and other services. .
The normal loan pefiod for books is two weeks. Faculty membe;s, however,

may be granted quarter loans when books are needed for instructiomal . . . *
purposes or for.research, Quarter loans are subject to “immediate recall ..,
if needed for reserve and will be recalled after the “initial two weeks if
requested by other ‘Borrowers. All quarter loans should be‘returned or

.renewed at the end of each quarter and their return is required at the end

of the Spring Quartér for annual inventory purposes. There has been

increasing student concern regardimg the number of books charged to faculty
members for extended periods of time so faculty members are urged to return
books not in active use in order to make them available to others. All

library materials should be returned when planning to be away from campus

for extended periods, such as sabbatical leaves or long vacations.

~ S
-

If a book cannot be located on the shelves, it should be searched in the
computer printouts located on a table near the Circulation Qgsk--(l) the
Library Circulation File, which lisfs all the books that are on loan, and
(2) the Books in Storage list. * The®e lists are arranged in call number
) order. If not listed in these, the faculty member should inquire at the
‘ Circulation Desk. A "hold" card should be completed and left at this :
desk ~for the book to be retalled or searched. The Circulation Sectl .111
notify the faculty member when 'the book is returned or is found.

PN

Faculty members tieading current periodicals for class use or research
may ‘check up to five- periodical issues for a 24-hour period at the Current .
Periodicals Desk (Ragm 209) on the second floor. Backfiles, or bourd

volumes of periodicals, from the general stacks may also be checked out ,

for a 24-Wour period at the Circulation Desk on the first floor. Materials /;

from departmental collections, such as Government Documents and Maps, 5
Learning Resources and Curriculum, and Reference are checked out at each .
‘ . . Department's own Circulation Desk. Most of these materials are restricted

to in-house use or have limited loan periods. The-materials in Special
Y T . Collections and‘University‘Archives are for library use only. .
-~
Faculty members are held respoﬂ§1b1e for lost mater1a1s and are charged for -
o their replacement coests. . Immediate family members (spouses or children)
C residing in’ the same domicile as the faculty member, may obtain a user's
. card §rom the Library Office (Room 204). This card will grant the holder
; limited loan privileges. PN -

PRl

- -

-

: . All guestlons concerning the circulation of books from the general stack
collectlon, such as overdues, renewals, holds, missing ‘books, etc., should -
be d1recte§ to the Circulatior Desk on the first floor lobby.

. . s
Pl S
' ST
o .

~12- '




. &\\ Reserve Service . ’ Co . -
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_/ The lerary s Reserve Book Room located on the first floor, houses

books and other materials set as1de “for c1ass—ass1gned readings at the
request of faculty members. This service is.designed prnnarlly to make

a small collection of course-related materials available to large numbers
of students through short-term Dlrculatlons i.e., two hour, overnight, and
two-daVy loans.’ g '

Lists of materlals to be placed on reserve should be submltted on the Resenye
M Book Request form (see Appendix C) This form is sent to all departments -
“for distribution to the faculty wefll in advance of the beginning of each
quarter. Copies are also available in the Reserve Book Room.  Complete
information including the call numbers' of booksshould be glven A separate
form should be used for each course. The form contains space for the
instructor to indicate whether the mater1af§ are to be retained on reserve
after the current quarter ends, or should be removed from reserve. A . ‘
. o response" file, including 11sts of materials not designated for
retention or removal by the faculty, is kept for two_quarters, at the
end of which all materials are cleared from the reserve shelves. The
Reserve Bvok Request forms should be returned to the Reserve Book Room
at least two weeks before the beginning of the quarter for materials available
- in the collections. If a book intended for reserve is not in the Library,
~~ it should be ordered at least six weeks in advance. These deadlines

[y o

. are 1mportant since time is needed to search for books not in the stacks,
recall books from borrgwers, order books, process materials for use, and .
organize the necessary~reserve files. : o

Books and bound volumés qQf periodicafsﬁ from the general stacks and govern-
ment documents may be placed on reserve in the Reserve Book Room. Personal
materials may also be placed on reserve. Reference bodks and current -
, periodicals are not placed on resetve. When an, instructor anticipates
. . heavy use of reference books, he/she should send a list of those materials
to the Head of the Reference Department. Textbqoks are not automatlcally
placed on reserve unless specifically requested by the instructor. Copy-
right law prohibits the photoduplication of chapters of books and periodical
articles in multiple copies for reserve use. - .

‘ Reserve materials are housed in.closed stacks. Three-ring b1nders containing
Faculty Reserve Book Requests filed alphabetically by 1nstructor s last name
provide access to the materials on reserve. These binders are located on

: a table across from the Reserve Desk. Another file of Reserve Book Requests

. filed alphabetically by course title and two card files--a title file and

Z - . a shelflist--are also ava11ab1e for consultation by 1nqu1r1ng at the Réserve!

) , Desk. ' — - .

- e

The Learning Resources and Currlculum Department maintains.the Library's
* Reserve collection of audiovisual materials. Instructors may place~tibrary-
owneg o; personal copies of taped class lectures, color slide modules,
videocassettes, audlocassettes, and other dhd10v1sua1 materla;ﬁ on reserve
for the use of their students. These reserves are for room usk only and

- y |
* may be previewed in the Multi-Media ngm (Room 217) Faculty members
. wishing to place audiovisual materials on reserve should contact the.
N Learning Resources and Curriculum Dzsarpment. .
g \ . ' -
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* Reference Services
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The main Reference Desk on the first flqor'proviﬂes zeneral and specialized .

e

-

s

reference service to faculty members and students. The librariang at this

desk assist users in the interpretation of the card catalog and other
bibliographical tools, such as indexes and abstracts; in the location and

use of materials in the general and reference collections; and &n making

the m6st efficient use of the resources of the Library. Reference aSSistance N
“is also availabte in the following departments: Learning Resources and
Curriculum, on the second floor; Government Docqupts and Maps, on the third
floor; and Spec1a1 Collections and University Archives, on the fourth floor.
Staff members in these areas provide personal assistance in the use of

“their facilities and collections. *

Reference librarians are preparéd to render the following services:

informational and directiona¥@questions )
feference and research questions
reader's advisory service
faculty members with library assignments, including‘readiqg
ligts for courses - &
Preparing bibliographic guides or pathfinders for use in faculty and °
student research projects ’
Supplying information on the Library collection's strengths and
weaknésses | , =, .
Scheduling individual consultations to faculty and students involved
in research~ -t L R
,A service that car be of special value to faculty members is assistance’
with bibliographical problems. Librarians, who have $pecialized training
in bibllograpr, are familiar with various types of publications and are
. constantly surveykpg information about newly published materials.

Answering
Answering
Prov1ding
Asgistdng

N
- .

-

. i
The reference staff is eager to coordinate its services with the instructional-’
program of the University and to.-provide mgkerials and services to assist
& .facilty and students, in implementing and supplementing classroom instruction. )

In provxdlng reference assistance, librarians need to be kept informed of .
course readj g aSSignments in order to assist students more effectively ggﬂagﬁﬁ
E‘@ this regson, faculty members are ‘encouraged to provide--the main .
Reference Department or, other appropriate department, with Qopies of

. reading assignments each quarter. Other reference servic¢es provided by the

« ' professional stafT are discussed in the following. sections.

- \

b

.

Instruction in Idbrary Use ’ v ¢
o\ _' . » -~

Many. students arrive. at Cal Poly unprepared to make.effective use of the
resources of the Library. They’are unaware 6f the variety of reference

and other information sources: and are intimidated by the extensive cpllec-
tions and retrieval tools available in the Library.  Libratians share with
faculty a concern for developing students' skills in the use of information
sources and have designed a user education program to help students to
becomé more éffective and 1ndependent in th{ruse‘ofothe Library's resources.
The Library{s-instruction progfam comprises ‘the following activities:

.

Y Y

~14-
% -

> « *




Lt

.
Y

< -

. v .
LJ N ‘\, .o ™~ ) .
- General oriedtation tours for new studénts. These tours are designed ~
tq familiarize students with the physical layout of the Library and to
make them aware of the many services available. These tours are offered

""*‘*;Agat~thegkegtnntnggof*eachgquarter*orgmayAbe—cqg@ucted4at4thegrequestgofgggggggggf

Q

ERIC

Aruntoxt provided by Eic:
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faculty members . R
: - &

. — Course- reféted lecture/tours ‘conducted at the request of faculty

members. These are tailored to the’needs of the class o1 semlnar

. groups and include pertinent infotrmation sources and search strategies. ”

- Beginning library use course, Library 101. ;Thfs is a one-unit cburse
which is offered in the Fall, Winter, and Spring Quarters.androffers”
instruction in the use oﬂﬂtbe card catalog, reference books, periodical
indexes, government documents, and other materials. .

‘ ]

- ’Course on sources of information in major subject fields, L1brary 301.
This is a one-unit course which is usually offered during the Winter .

, and Spring Quarters. So far it has included, courses on the literature
of science, technology and agrlcﬁlture, business and economics; and

legal sources. - : y
- Senlor Project Clinics for §%u¢pnts preparing to start work on their
. senior projects. These .clinics include discussioh of Sources, search

strategies, and style manuals for specific subJectcareas. General

guidelines on topic sebection and senior project preparation are also
* covered. o l , . .
Seminars for gradua}e students. These seminars discuss the more
specialized sources of information in various‘subject fields, including
guides to the literature and data base searches. Also covered are
such topics as review of the literature, chumentatlon in theses and
copyright protection. '

\y

/7 \

Faculty ‘members are éncouraged to take advantage of ‘the céurse-related ~
lecture/tours and are urged to advise their students to partitipate in
other library instruetional activities, including enrollment in Library 101
and Library 301. Clas¥ orientations can be arranged by calling, the -

Coordinator of Library Orientations in thd Reference Department, extension 2649,

Requests should be made at least a week in advance to allow librarians time
to gather the necessary materials and prepare the oral presentations to
the groups. . . .

'Each Library department prov1des orientations to .its collectlons and

resedwch materials. Faculty members may request such Albrary instruction
sessions by contacting the ‘department concerned. Faculty seminars are
also arranged om, a regular basis. During these seminars, librarians meet
with faculty membets from individual schools to discuss library services,
bibliographic resources in their fields, including computerized databases,
and other faculty concerns. Information on these .seminars may be obtained
by contacting the A331stant Director responsible for library orientation

programs, extemsion 2344. .Other instructional projects involve the integration
of Library instruction into ongoing academic courses. Librarians and faculty

members have already started to develop this concept in relation to one or
two coursés. - -

.
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Computerized Literature Searchés oy i ’ ‘

A ° +

Computerlzed 11terature searches are undertaken through the on11ne

serv;ces provided.b¥ DIALOG and—MEDLINE . Many of.the data bases in these-
§€rvices are computer—readable equ1va1ents of indexing -and abstraeting
publrcatlons avaiMable in printed form in ‘the Library.. Besides saving .
time, computer searching has several adva ages over manual searching, i ¢
. including the fact that it allows the ‘linking or coordination of subject '
.o »_.terms thus.enabling the searcher to-narrow the scope of the search and
~ : increasé the relevance of the ehd result, The end result of a search is
a b1b110graphy vith citations and somet1mes abstracts on the subJect(s) < L
queried. 1In add1t10n online search1ng is more thorough»and current since
many indexing ‘and abstractlng services are:ravailable in machine-readable . .
formseveral weeks before publication,* The brb11ograbhy orylist of references
generated by the computer can be prxpted onlxne or offline. * Because of the ~
hlgh cost of computer, connect time, it is preferable to have the b1b110graphy
. printed offline. There is usually.a three- to ﬂounrday waj periesd
. -between the time the -computer search is made and the recezpt of the off11ne
> . /

printed bibliag raphy e . Cet

K

Computer searches are done by‘11brar1ans.who are trainéd 'in computer search}ng
techniquaes and are familiar w1th the printed equivalents of_,the data bases.
. A faculty member interested in a computer search should obta1n a Computer-—
Based Search Rehuest Form from the Automated Retrieval.and interlibrary Loan*
Departitent on the first fldor of the L1brary (see Appendix D). The name
A ’ of the searcher librarian will be g1ven to him/her at ‘that time. .This * *
<. librarian will help fill out the request’form and will ‘undertake the search.

'

-

- .
The cost of computer1zed searches is _based on actual online computer time,

"+ " inclyding telecommuqlcatlon costs,.and the cost of d6fflifie printing. Rates
depend on the data base used, and except for a few' special putpose files, - |,
the rates range from $25 to $300 per hour. In addition to the direct
costs of a search, individuals not identified with the Un1vers1ty must pay . -

"an additional service charge. A faculty member-may obtains approva® from . .
his/her department head to charge the direct costs of his/her-search to the .
department.- In such cases, thed!garch request form must’ indicate the maximum ) »

. charges *allowed, by the department and the- department\s accgunt number. The - “

department head' must_authorize the search with his signdture. Searches

may also be charged to research grant funds, if appropriate. . -

v - . ~ [y

“~ InterlibrarZ(Loans . teL o /// o R
Y

- - - Thewlnterllbrary Loan service maaes _possible for the Library to obta1n * ) A
materials not available in its collections fo* the use of bgth faculsy and v .
students engaged in research .and §errous study MaferlaIs available through

. -/ « interlibrary loan iriclude books, per10d1ca1 articles, government documents,

) master's theses, and some mi’crofo§h . ,The Library cannot‘bprrow materials

already in its collections, even when they ‘afe ungvailable because they aqg

checked out or are temporarily off: ‘the shelves. As a rule, libraries do

not lend,inexpensive items that can be easdily purchased books in print’, rare

* and’.cost y materials, doctoral dissertations, genea10g1ca1 ’materlals, reference ﬁ a

, works; and materials on reserve. Journal articles are usually-supplled as/ il

- . photocopres. Most ngks aresloaned for two weeks.. .

o . . - .
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< ' . - Cil : Ay University Library .
A .t viated Retrieval Service . A
i - " COMPUTER~FASED SEARCH REQUEST FORM L , -,
. -' . . . . . /
GENERAL INFORMATHO. .o . ) .
R Nam’ga*: _ 'A‘ 2 - - - ﬁ . ) *
: (1ast) “C o (:igst) « -middle iritial)
Address: -~ ‘Y _ . ‘ - %
) Teﬁ?phone : - : Hours: i ' L
) Dep‘ax tment ox, major: < —— - — ]
Faculty, Staft . -Graduate Urdergradiate Other .
- I
Social Security tumie - N Mew user__ o Repn be e
SEARCH TOPIC: Describe syour quesﬁio.n in detail. Underl: i wey words and aefine ary terme
i that have special meanlng to, the t)splc. Attach ar adaitioral sheet il'more opace iy |
regded. . | - . -\
3 ’
< 'SAMPLE QUERY. STA'I'EMEIT - I'recd to krow about the hore Jtee dame lagguege . ;nt,mve‘:-.,., .
- with research paper's written to support or di ,put;e thr g ,)5 Kafl vor Fri:gd Some
research tel no arg honevbee behayvior, commuricati fovar.rg, oriertatigr, axd hutits.
13 < = v o '
~ -
3 -« - o . o
§ ' . ~ ~
i . L . : . .
- /ﬁ_ g
g L Y R — -
\ / ﬁ; /
3 s R
. o o N
g Py 192}
: ' | = - : - &
i =2 = ] ] — % k:"l; . e
N < . .
) R ‘ } -
) ' . | —
List printed bibliographied, abstracts and inugxes ¥ou have alreaay wearhea_ ) 3 g -
" , — - : &
. = I ‘ « s ’
Please state the purpese of the. search (i.e., thesis, serier project, "¢sercr.n, etu.)
- = — .o 5 0
- LANGUAGE RESTRICTIONS: . DATE RESTRICTIONS:  — P
()None’ LT . () tore | ' =
- - & .
- { ) EngliSh-only S () s te aate /
o 9 ’
( ) other . () b _
COST LIMITATION: () gubsidy ordy. (. ) I will pay $ srmyorm TV,

EC o .., 23
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Requests for interlibrary loang must be submitted on Interlibrary Loan
Request forms (one for, books and one for periodicals) provided by the'
Automated Retrieval and Interlibrary Loan Department (see Appendices E, F).

In order to expedite the service, complete and accurate blbllographlc
information must be prov1ded including the source of “the citatidn. The
copyright disclaimer on the reverse of the form must also be signed (see.
Append1x G). . . . .
_*; i \ Y - \
An interlibrary loan may take from ten days to several weeks, depending on
the accuracy of the b;bllographlggl information on the request form (it
has to be verlfled) the response of the lending 11brary, and delivery time.
Faculty members are notified by mail or telephone as $00n as the requested
books or hard copies_of materlals are received. Photocoples of articles

e mailed to the requestor as sqQom as they are recelved . .

“ / hd

Inter11brary loan materﬂals should be, returned to the ice of the Automated
Retrieval and Interllbrary Loan Department Monday throtgh Friday from,7:30 a.m.
to 5 p.m. After 5 p.m., and on weekends, they.should be geturned to the
Reference Department on the first floor’. .Faculty members are requested

= not to retwsrn interlibrary loan -materials vig campus mail or book drops.

N * -
A}

, ‘Audiovisual Services ' L \§

Faculty members. and students may take advantage of the Audiovisual Viewing
and Listening Center located in the Learning Resources and Currieutum
Department of the Library., The.distribution center may be used for,pre-:
viewing videocassettes singly or in small groups. For large grodps,

the use df the system may b reserved by calling the Department (extenslon
2273) at least three days in advance of the intended screening in order to
allow time to reserve a room. The title of the film and the size of

“the group must be indicated at the'same time. - Small groups .may be~accommo-
dated°at any time during regular library hours. The Libfary has the capab111ty

to project both 3/4" UﬁMatic or VHS formats. - ) ,

»

- P
~ \ -
~
The Learning Resources and Curriculum Department has availab®e a varieﬁy
of audiovisual equipment and software for.instructional purposes: FiTty .“
&_LEM’study carrels provide modern_and varied previewing facilities.

] . 4 . '

Copying Facilifies ) .

>

A Xerox 4000 gopi¢r, located inxRoom 311, is dedicated to)faculty use but,
faculty membersvmiust bring an aqdltron device from their departments in e
order to use it. Coin-operated reader-printers are available in the Micro-
form Room (Room 111C) for the reproduction of materials from microfilm
and microfiche. A high speed cassette duplicator 1s available in the '
tearnlng Resources and Curriculum Department for -the duplication of Library-
« owned céssettes Change machines are avallable on_the first floor lobby .and
the Reserve.Book Room. -

N .
@ ¢’
N

001n—operatedt:§;;ocopy ma\n}nes are aVallable on all floors of the Library.
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.. RELATED ACTIVITIES, ¢ .
. . . :
> ‘ _ ) L1brary Pub11cat10ns .
L - The Library puts out several publlcatlons 1ntendhd to keep users 1nformed

L
of its holdings, facxlltles and services.

‘) Librafxﬁlnformatioﬁ duides . . " ‘ \ .

The Library Information duldes which are located on the lobb1es of the first

and second floors, describe a variety of library services and,collectlons

General 1nformat10n guides, .in¢lude bale L1brary 1nformat1on as containeli

in the General‘Informatlon Guide, the Floor Plan Guide, and the guides to

the:* card catalog and the Library of Congress C13331f1cat10m48ystem .

.Departmental Guides are available jor 1nd1v1dua1 public service departments,

such as Automated Retrieval amd Interllbraquoan Government Documents and
. Maps,” Learning Resources aqd Curriculum, Reference, arid Special Cbllections

¢ -~~~ and University Archives. Subject Guides include basit sources on specific .
Subjects and are available in such subjects as art, blology, chemistry, edu- .
cation, englngerlng% ornamental horticulture, architecture, political

» science, graphic communications, law, and psychology. Guides to different
types of published materlals are also available, including guides on indexes
vand abstracts, encyclopedlas and handbooks, periodiycals, newspapers, maps,
microforms, etc. Guides to specific collect1ons include guides to the
Human Relations Area Files, Microbook L1brary of American Civilizations,

) and Newsbank. N . .t
& . —— ~ \ ' .
B1b11bgraphy Series . . . e T ‘ .
B 'x.
The fOIIOW1ng b1b110graph1es have~been qulished 1n thlS numbered series:
N ‘( . . &t N . ’ &1 ¢ . r'
- . o CoLlectlve Barga1n1ng ¢ - ‘
2. 18ex. Stereotyping in Children's Literature: . . :
. * 3./ The Presidency oF Andrew Jackson, ISZQ—1841 . PR
' .\ 47 Call for a Constitutional. Convehtlon L ®
3 " 5. Vitamin C: © - %‘ﬁr .
6. Stress : R . & t >
. P} \ -
Libtary Update . ‘ T .

. This news bulletin is intended to keep faculty members and adminisiraéorq
- . informed of new Library developments, resources, services and programs.
* It isdpublished in October, February -and April.

. \ i d _ .
N Other Publications ° o
/ ’ 2 - B 2
, Handbooks of various kinds-are also occa51ona11y publlshed by the Library.
The following two recen:’mbllcatlons are available at the El Corral Bookstoré:
. \

2 Basic Library Infg%matlon Serv*ees and Strategxes " (Handbook for -

L1brary 101)

-

. therature Searching in Sc1ence, Téchnology and Agrlculture " (Handbook
. / for L1brary 301) . . . .

.« 0. .

Q ,/." 2 T ) \'_I137A25v - ’ ‘ . .o

'R




. . ’ . .
Some Library Departments put out lists -of materials and other special
leaflets to alert users to.their unique collections and how to use them. o

»
~

~ . . . N

. N L
; —bLibraryAssociates

~ +

‘ : The Library Associates is an organization of campus and community friends
of the Cal,Pol& Library founded- two years ago and -presently comprising
,over two hundred members.: The main purpose of the Associates is to promote
.. the growth and development -of the University Lihrary and,stimulate interest
) in the’en®ichment and use of its collections,’

- el

- \ -

& - . .

) The Associates sponsors talks on book collecting, fine printing, San Luis

"+ Obispo history, and other book-related topics; exhibitions; banquets with
keynote speakegs; and book sales. ™ Money generated from fund-raising efforts
like the booksale.have been used to purchase materhls for the Library, such

¢ .

. as the Wreden Collectigp of San Ewis Obispo County History and the drawing

.

-

. " table that once belonged to Califo¥nia architect Julia Morgan. Membership
’ is open to, all, including Uﬁiversity faculty; staff, students, and memberé, -
of the cBmmunity. Annual dues start at $15. Information about membership
J categories and dues may be obtained by calling 546-2305. . . T
Ky . . N , | . ‘:'

' , ‘ Books at High Noon'

»
\

Books at High Noon is an outreach ppograﬁ of the Cal Poly Library and is .
) conducted in cooperation-with the University faculty and $taff. The main

purpose of the program is to publicize books and create .an awaferess of

the collections in the. fibrary. P - Yk :

. » ) .
With the exceptign of the Summer Quarter, the I'Jibrar’; sponsors 8ix programs
each quarter which are held on Tuesday during ’the noon hosr at. the Staff

0 >

4 ¢ . . . . . . 3} ot
. Dining Room. A book review of a notable book :is glven by a faculty or v,
staff member or a diécinguishigsvisitor. ' . Lo
— — . © . -
.. ’ ' . | -

. 1 c . .
“ >
\
. °
N B N\ g
ETs - . N
‘
— - ~ ’
. A Y ’ . .'\ .
- ’
3 , N -
: - < F) .
/o . cL ]
. \ - <
. » - =
“
¢ v ) '
[} *s s
¥ H ’ ; . v 'Y
/ g
- v M 3
.
=~ ~
.
. ] N - .
.
" B
. ~ 1]
S . ‘ v “ .
4 . N -
- . , w«
Al [3
. N o
c -2 - v ~ !
- - :
’
. -
\
1 14
L]
° -26 ¢ >
X . g . . - .
“ R N o -19- s ! .
- ) [ .
Q . . . - . . : -
ERIC . : : S ) —
B R . ) .
B e : . . -
PR provise o i N . Py N

e, . M . . ~ e -
S R . . . toee B .ot .. - >
o d



‘ r b - R *
— e > oo - * ) - 5
APPENDIX A M —_— e P )
Book Request Form ’ .
] n o

” ' AUTHDR, SURNAME FIRST

-(1)" SMITH, ROBERT J

TITLE, EDITION, VOL.NO., NO OF VOLS ' ‘
. - . - HY

- (2) HISTORY OF OLD CALIFORNIA. REV ED. VOL 1 .

' PUBLISHER, ADDRESS . -

. A A ’ -
‘ . (3) "SCRIBNER : .. .
TSBNNUMBER (4 ) | LCCARDNUMBER - PUB DATE NO COFIES| LISTPRICE '
0-387-90532-4 |(5) 79-42615 |(6) 1978 (7) 1 1(8)-29.95
“REQUESTOR-DERARTMENT — SOURCEINGTES
- (9)  Stone=-SocS - : . . o
“MESSAGES - (10) PUB FLYER
*.» PO.NUMBER lDATE ive:?on FUNDNO REQ RECEWED . R
. : ;
(1) Author's full name, last name first. . N

-

(2) Complete title of Book. Edition other thad First. Volume number or
number of volumes.

-
..

(3)- Pubhsher Include addréss of obscure publishers, if known. . o

-

(4) ISBNénumber, if known

Ty

(S)fLM of Congress card number, if kdown. : S : '

(6) Pdblication date. 5 ,

o * My R P .
(7) Number of copies.negdeci (multiple copies-subject to Librarg approval). ?}%%f
(8) ¢ List price. B " -, A, T ~,
¢9) 'Reqﬁéstor's name--department. ' . N
i - .

. 4 -~

-(10) Source of information when not submitted w1th the order request form
and nuscellaneous notes. Add1t1ona1 space located at the lower rlght
corner on reyerse of card. o a, - .

e ’-




APPENDIX B ° N §

s

Periodical/Serial Request Form - '

Cal Poly Library - Periodiéal/tSerial Subscription Request

1

Title (1) JQURNAL OF ACCOUNTANCY Requested - Date_ (4) 8-31-81
. _ Requestor_(5) ZENITRAM ' .
Publis' 'r (2) AMERICAN INSTITUTE OF CPA'S _ Dept. (6) ACCOUNTING . "
« airss  (3) 1211 AVE. OF THE AMERICAS Fre‘quenTcy (7) MONTHLY Cost_(8) $15.00
NEW YORK, N.Y. 10036 o .
Valug of this title to your Dept./courses of instmetion: (9) - ' ) o

Ofyvalueito beg{nning and intermediate courses in accounting. Will be assigned
reading to students in ACTG. 131, 132, 221, 222, 321, 322.

v

——

gkor perledlﬂalq/serials in llbrary ‘collection covering this field: (10)
ACCOUNTANT'S DIGEST, ACCOUNTING REVIEW ) ' ' ° ) . J
PLEASE ATTACH A SAMPLE COPY TG THIS REQUEST IF AVAILABLE. A SAMPLE CCPY OF THE REQUESTED
PERIODICAL IS NECESSARY BEFORE THE TITL® CAN BE CONSIDERED.
Approval requlreq py the follow1ng. . .
- Dept. Library Repres.: (13)

-~
.

Requestor: (11)

" Dept. (12) ACCOUNTING DEPARTMENT " . Dept. Head: (14) M
- N\
. . e
* - .
‘ﬂbil) Tié&e of periodical or serial (10) Titles of other periodicals and <
. . ' + serials on subject in Library
‘ (2) Publisher ’ o
' (11) Signature of:requestor s :
“  (3).Address of publisher ‘ o
. é . ‘ (12) Department ) .
- (4) Date request was submitted e
.o : (13) Signature of Departmental Library '
. (5) Requestor's name ’ : . Representatlve ‘ :
L 4 . v
(6) Department (14) Signature of Department Head

(7) Frequency of publication .

(8) Sub?cription cost ' . " ~a

(9) Justification

e -21-28 ‘ R

k3 - N ‘ N b !
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|APPENDIX C ‘ . g |
’ o KENNEDY LIBRARY _ '
ot el - CALIFORNIA POLYTECHNIC STATE UNIVERSITY ..
- N\ . . . _
- . . . " RESERVE BOOK-REQUEST . __ . . . _. _
) Date . ) Quarter
s ‘ .
‘Instructorts Name \' . l’ .Department S

Expee%ed Class Size

Course Prefix, Number and Tit;e

INSTRUCTIONS™ -
1. 4 separate sheet is needed for dach course, unless the same list
applies to ‘more than one cou ' )
- 2. €all numbers are necessary tggre erve library coples. Submit books
v+ when avhilable with this form to expedite processing. b
5. Personal copies may also be placed on RESERVE. e
] L, nllow two weeks proce551ng period or confer with RESERVE staff.
I 5. Please return completed list and items to:
RESERVE SECTION Room 114 (ext 2415) -
TheoLSZN PERIOD for s;udents should be: Two—hours: OR

SHOULD THESE I'gMS BE REMOVED/RETURNED ,FTER THIS QUARTER ENDS?  yes [T)

Otherwise, RESERVE will retaip the current list and material until notified.

~ 3

Two;day

>

Call Number .uthor Title -

Copies

.
‘
.
4 e
. ': ’ -
-
B » . R -
. . .-
.

- P prs)

L.




PAYMENT: >

«

Subsidy, if applicable:

Off—c'amprué user fees

" TOTAL COST TO PATRON:

I plan to pay by: cash check grant departmental charge. P
For departmental charge: Total charges ta depart:ment not to exceed: : .
|~ Dept. account #______ i Dept. Head Approval . N
. o (signature)

AUTHORIZATION. FOR SEARCH: . . .
I hereby authorize the University lerary perform on-line search(es) specified on _—
this form, and agree to pay the charges incurr d\for computer time, telecommunications,
printing, and service fee (if applicable).

N -
e (Signature) -
_ ‘ FOR LIBRARY USE ONLY , o~ L,

JPREMERMIMAL ¢ . ~ v - ’
Interview: Date; - Time spent : . (minutes)' -
Search preparation: Date Time spent - Yminutes)

TOTAL : (minutes). . ™

AT TERMIMAL: . ! . ' o
Date Time on " Tine off
Date Time on Time off.

’ . ) TOTAL . (minutes)
) Telephone charges
a - —
POST TERMINAL:
' 1 2 3 4 p) 6.
Database(s) '
Offline citations .
Print costs N . :
Conrect costs S
: ‘ I T ] )
Total costs per base , . ’ : HN
-~ - ~ - ’ iL = ‘\’
- . Y
[y k3
& TOTAL ~ .
hid S ' - . 3 \ g 1
JTotal .patron search cost: _/ ] .

2

L3

30

E

-

Namber of searches M

Sequence number

_—

> il

R Ty A T




APPENDIX-E —— - .
: \ s ' t
) Interlibrary Loan Request '
) : . . ) (Book or Thesjgs)
p
ey .
(Please Print) « . Cal °.Poly Library ’
. Book or Thesis I%V"IEBLIBRARY LOAN REQUEST ‘Date
' Author L. L ’ v
Title ) '
.~ Book: Publisher FPlace - Date
Thesis: University " Degree Date
- Title mentioned in ) - . \
. “(Flease give author, title, volume, year, abstract #, etc.)
'/ Your -Name ) Department Phone
Address > . . ) Hcme phone  °*
Status: Faculty Graduate Undergraduate ~  Other ' ‘ ) )
Cannot use after ' (Requests are filled as soon as possible.)
(date) o
FOR LIBRARY USE: SLO BIP NUC Other ' LCCN
Verified in )
' * Lecations ’ ~
. (Over) .
o ' U/FGULSO/CSUC UC CSL LN. 0S OC/ORMO/MPTGRO
. L) -,‘ , 2
2 \ r
»
- § -
=, 15
- - 1]
! [ o 4 i
g . . ! -"'24;':’1 -




. / ) ~ . ’ ® . ' ‘
o N . . / .
APPENDIX F : ’
= ' S /
| " Interlibrary Loan Request . ., T
A - .
¥ - ) ' (Periodical or Serial) - .
. (Please/Print). ° Cal-Poly Library .
Periodical or Seriil IMMIBWY LOAN R.EDUE'EST Date i '
Periodical Title_ L) ( <
Volume No. Pages ' Date . .
. Author of article - . a . }
Title of article ’ i
i
Article mentioned in e t
" (Please give author, title, volume,’ year, page, {b.st,ra\ct, #, €tL) |
, : . ' ) |
, Your Name B o . . Department Phone ’ ..
Address ) = ) i A s Home Phone
Status: Faculty Graduate Under'gt:aduate et her ‘ ‘
. Cannot use after ' ‘) (Reciu'sts are filled as soon as possible.)
= .—2“::.‘:::":.‘.":&22222:==================.‘:=================::‘.::::::‘:::::::::.’-:::
FOR LIBRARY USE: SLO ' _ UIRICHS ULS/NST. csuc UCULS OCLC ..
Abstracts searched ’ " o . R
( Verified in R 3
™~ Locations . _ ' .
. . | . . . . '
(over) U/FGULS Oi/ CSUC UC CSL LN 0S ,0C/ *PMO/MFTGRC
«P . 3 ; ) &
* ¢ . _ 9 s
. & \
\ ¥
/ | |
3 | "
) N ‘ ' ,
: . ! | 32
' . -25-
- f ] . \1’/
. ‘ H ‘ N o .




If a*user makes a request for, or liter uses, a photocopy or repreduction e=~F
.for purposes in excess of "fair use,'{ that user may be liable for:copyright ~———mn-H

:mfringement . 1 .

Thls instituticn reserves the rlght to ref‘use to accept a c0pymg -order
if, in its judgment, fulfillment @f the order yould involve violation’ of

copyr:.ght law. . . PR ' )

.D@'e \)g. o | s ' 7

. Y
APPENDIX G. ! ' .
) WKRNINGTONCERNING 'COPYRIGHT RESTRICTIONS v E 7"‘*' IS ————
1 3 ’
. -r - b
'ﬂ ’ ’
y ,
( /
. L , ‘ .
‘ ' o I ‘
~ ) ' ' —
WARNING CONCERNING COPYRIGHT RESTRICTIONS
’ The copyright law of the United States (Title 17, United States Code) - * A
governs the making of ‘photggopies or other reproductions ofycopyrighted '
" material. S
“Under certain conditiong spec1f1ed in the law, llbra.rles and arch:.ves
are authorized to furnish a photocopy or other reproductlon. One of these - |
. spec1f1ed conditions is that the photocopy or reproduction is hot to be . §
/or any purpose other than private study, scholarship, or résearch." ] ——
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APPENDIX H -

. .
~Sénior Projects

In Jﬁ:?Z 1981, President Warxen J. Baker, with the endorsemént of the .
Academfic Council, approved the following addition to the Campus Adminis-
trative Manual 412:- .

[l . P2

412.4'Library Copy _ . . .

A. One‘copy ‘of each Senior PrOJeCt -will be sent by.the Academic
Department to the University Llﬁrary whrere it will be copied
on microfiche. A microfiche copy of the project will
become part®of the Library's collection where it will be
available for public use. «One copy of each microfiche
project will also be deposited in -the University Archives,

B..Each studént is required to pay a fee for copying hls/her
Seqlor Project on microfiche. . g

C. After being copied on microfiche, the original project will
be returned to the academic department of its origim. Non-
print media (slides, audio/video, tapes), however, comprising
all or part of a project will be permanently retained in the
Library collection. . o . .

v .

D. All projects submitted to the Library will follow a standardized

format for title page, approval page, and abstract. Details '
° of this format are feund in 'STANDARDS AND PROCEDURES FOR

SUBMITTING SENIOR PROJECTS TO THE LIBRARY, available from the
.University Archives in the Libragy. .

-
)

<. - - / . N
The attached STANDARDS .AND PROCEDURES FOR SUBMITTING SENIOR PROJECTS TO -
THE LIBRARY are in compliance with the' above GAM stafement. These -
procedures supersede all previously issued procéedures regarding the sub-
mission of Senior Projects to-the Library. Projects recelveq4ﬁn variance
with the standard format for title pdge and approval page may not be
An abstract, although recommended,ymay or may not be included
in the, Project at the- d1scret10n of the department.

- . r
-

All questiops'regarding ‘Senior Projects and the Procedures should be directed
to the University ‘Archives--Library, extension 2305.

. -
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APPENDIX H (2) ‘ , ,
’ ”“T“” -—standards and Procedures for Submitting - - - - - — - —
. ] o ~ M . \ .
: : \L’ ) Senior Projects to the Library .
o N o 4 ¢
- STANDARD FORMAT FOR SUBMITTING OF PROJECT ° ) ’
N - ‘ " é . . .
. \ 1. TITLE PAGE: this should Be the- f1rst page of the Senlor ProJect and
‘should ;nclude o L
a." title of-project B )
‘name--of: duthdr or authors =~ >, .
¢. name of d partment in full ) & o
W d.- name of school” .o e
¢ : e. date . ) ) .
. . .
- . AN .
See Apdendix H (43." ° - 7 T
. N . s' -g' ,,‘ \ ~ .
) 2. APPROVAL PAGE:  this shoéuld be separate. from, and foilow, the title
\ . page. No grade or faculty comments should appea; .on this page or
- , anywhere~Qn the project.. The approval page must be slgned by the faculty
, ) advisor. The department h ad's slgnature may or may- net be.required by
' . the Department See Appendix H (5). . ﬁ
[ ] - "
. ﬁ}VDING progect should. NOT be placed in a binder but should be subm1tte¢
u?ﬂ: . unbound, as loose pages. - - . . :
. . . N > .
. . < . 4. PAGE'SIZE: 8%" x IT"" -preferred; however, diagrams up,to, 11">x 17" .
- ghould be placed at the end of -the project, where they w111 be spec1a11y
processed and microfiched.s ; . )

N N-PRINT MATERIALS? .photographs pasted on pages .can be m1crof1ched
with no problem, but will appear in black and white on the m1crof1q§e

! S 1des cassettes, v1deotapes and ather non*prlnt formats will be.

ataloged and placed in the Learning Resources and Curriculum Department

.of the Library. These cannot be retugned. T e
6. ORIGINAL “OR PHOTOCOPY?:-_the original is preferred for clanlty of
m1crof1ch1ng, a clear photogopy, however, is acceptable : Lo
~N . ) . 2
- [ LN . - . ° o , . ' N “a
- o K]
» ] ~a - o
> N o T
- . . 4 . N 1
* S ! Coo
. . ) . : P » ’/' .
5‘ ' P . ‘(' |
. s . * - [ - ./' \
. . &
- ,l o
) . . S ' ; S
’, - _28 - h ) . A’ A4 ngé;_
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APPENDIX H .(3)

S . A

"Sdbﬁiffiﬁg SEnict Pfﬁjéét‘tbftibrary

o
. CASHIER'S RECEIPT: student goes to.the cashier's window at 131E
Administration Building and pays the microfiche. fe&. He/she c11ps the
wh1€“>copy of the Qﬁshler s recelpt to the Senior Progect

&

+

SENIOR PROJECT REQUIREMENﬁR?ORM student ‘obtains this form from the
department office. He/she types the requlred 1ﬁformat10n on the form
and attaches the form to theéSen1or Project (see Appendix H (6).

- o R ‘

SIGNATURES: student requests faeulty aﬁv1sor to sign:

a. Senlor PrOJeCt Requlrement form oo
b. approvél page :

DELIVERY TO DEPARTMENT OFFICE: student o;)advisor delivers to Department:
’ i . 0
a. Senior PrOJeCt g
b. Cashier's -Réceipt (wh1te copy)
c. Senior Prvject Requirement form
DELIVERY TO LIBRARY: the department sends~the progect to the Library.
The project; cashler s receipt, and-.the 11brary eopies of. the Sehior
Project Requirement form should be placed 'in a plain manila enVelope,
10" x 12", and addressed: LIBRARY-SENIOR PROJECT.

RETURN OF THE PROJECT: ‘the Library }eturgs the project” to the Department
approximately -etght weeks after its Teceipt from the Department, Non-.
pript materials are kept in the Library. The Preject on microfiche is
\gataloged and kept in the Reseg thﬁok Eggm oféigg Library for public use.

- u‘s -~
14 . ;

If you have any quest1ons, .you should call the Uni er31ty Arch1ves at
exten31on 2305. for assistance. - :

' .

t4
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, APPENDIX H (4) .
. -.' > » SAMPLE { . -
AN ' . ) . .
’ 7 ~ ’ -
P * - CHARACTERISTICS OF FIRE-INDUCED PLANTS B
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