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A WORD OF WELCOME

Onbellalf ofthe Library staff, I wish to welcome

you toLheiRobert E. Kennedy Library. The Library

includes a collection of some two million item$ that

are avail4bie for your teething and rq,search needs.

Additionally; there are anumbersof services"that

.

have been,designed to facilitate'and enhance your
- ,

.

use of the Library.

This preliminary edition of the Faculty Handbook

describes many of these services plus the resources

that are .availablb. Should you have gny questions.

or concerns regarding.thd Library, please call the

appropAiate office or Department.

to work with you.

C

i\

It it a .pleasure

David 13. Walch
Director, University Library
.

*!.
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INTRODUCTION I

. ,

The Robert E. Kennedy Library can{hest be described as a "working" collection
and an informatiOn procuring service supportirig atbioad spectrum of academiC
offerings from the freshman to the master's levels. Historically, the
LibrarY's collections have been ori4nted toward undergraduate level 'needs
and first priority has been,given to obtaining current books and periodical0
in the English language, The Library cannot Aspire to provide a traditionally N\
comprehensive research collection and does not acquire retrospective materials
unless they meet a demonstrated curriculae or research need.

Lon g-standing perceptions. of.library collections'tand their use have changed
drastically during the last'decade and academia. libraries no longer holdLs41,.,
to the premise that they muse(stockpile a large proportion of the published
literature in order to be effective. The total information resources of the
library now include all tile collections to which it as access in libraries
within the state, across istates, and nationally. The Library has become
p tommUniCatiohs center capable of linking users: to'large bibliographic
data bapes and 'distant collectiOM,

The Cal Poly LibRary,has most of the bibliographic retrieval tools needed.
to identity and locate the literature in the subject fields coveted by
the University's curriculummand research interests. The Lia-ary's sollectiog
of abstracting and indexing periodicals is excellent in science, technology,
the humanities and the social sciences, The Library also has,access to
approximately 150 data bases with, close to 50 million records through ,
DIALOG'(Lockheed) and MEDLINE'.(National Library of Medisiine) automated /,

retrieval services. Records of the cataloged collectig's of many of the'large
libraries, in the cduntry are retrievable through QCLC, the largest cataloging
data base with over 7 million records.'

.ap
TheLibrary, therefore, has bibliogrephie-acCess to most o the material
that has been publiShed andeven though it may not be able to supply a
particular title from-its_own collections, it can usually obtain it frqm
another-library withifia reasonable period of time.: With modern methods
of information rtr'iqval, the Libraryjs now in a position t'o lend more
than adequate,support to all the curricular and research programs of the
UnivIrsity. )

., 7..
, .

. , .
Because of the decline iniparchasing power of library allocations and ..

-improvements in methods of reproduction of material and transmittal of
information, Acadelpic libraries are turning more andmore to cooperative

'-----__.-1

p ogrqms toimprove their resources and services. The Intiasystem Lending
nd,Borrowing Service, (ILBS1,inaugurated by the Chancellor's Office in 1977,
allows for reciprocal borrowing privileges,fpr all faculty and students 4

rll

within the CSUC campus libraries and relaxes the restrictions on interlibrary ..r.

loans for uridergraduete etudents.
,

Faculty members may borrow materials in
person not Ohly fromthe CSUC litlraries but also from most of the libraries ....

of the University. of California. interlibrary loan' operations have also',
been speeded up through the use'of the OCLC In'terlibrary LoanSukisystem

- ' 'N,
anti telefacsimile equipment.

. Is., i . .

. .

. f
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The Library makes use of modern technology to improve its services and work
processes, including OCLC for automated cataloging and interli rary loans_ j

..

litand DIALOG and MEtLINE for literature searCjis: An automated rculation
system has been instal]ed and should be in operation within a few months,"
Plans for automating the Library's materibls acquisitions systdm are
presently being cbnsidered.and the Library plang 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 cataldg from
terminals in their offices.

The Library's collections and 'services are hdused in a spacious and pleasant
new building that provides a variety of comfortable and attractive environ-
ments for study, research,vand browsing. Theground.floor has a central
courtyard and each of the four upper floors has an outdoor terrace over-
looking the courtyard. The building 'has eleven group study rooms, six
pho/toddplication rooms, three typing rooms, and a'Faculty Reading Room.
It provides space for 2,500 reader stations and 625,000 volumes.

-2-
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DEVELOPMENT OF LIBRARY COLLECTIONS
f

Selection of Library Materials
, ,

The Librar'Y provides the.books,'periodicals, and non-print materials needed

IL
to'support the curricular offerings of the niversity.and the research
and, independent study programs of faculty me bers and students. In addi-

tion, the Library attempts.to provide a balanced representative collection
'of literary works to fulfill the general cultural needs of faculty and
studentsy

.

^
Selection Responsibility

,

Selectipn of suital4e library materials is the joint responsibility of the
'teaching faculty and the profesAonal librarians working as a coordinated
team. Each academic department of the University has one or more Depart-
mental Library Repreentatives or Coiltacts appointed to act as liaison
personp,between the.Departmpnti:a the Library in-the book_selection
process. These departmental contacts work with librarian counterparts' -
responsible for book-selection_in assigned subject areps. A list of
departmental and. library contacts is.included in this-handbook as an insert.
fnterested and active faculty'perticination in the book selection process
is of critical importance to the Library's .collection development program.
Such participation makes available the expert knowledgeof the subject-
specialist, which the librarian cannot hope to,"approxim4e with respect
to the entirp.range and Nariety of material hdishe,must cover. Faculty
members are encouraged to survey the Library resoUrceg in their subject

.fields to insure that,the materials available are adequate for the courses
that they are teaching and their research needs. The librarians assigned
book'selection responsibilities scan work together with the faculty in the

evaluation of the collections.

Collection Development Policy. s. ,

. .

. -
'('

Guidance in the book selection process may be obtained by consulting the "

Collection Development Policy of jhe Library.. This 'policy statement is N --

intended at a)obk selection ,gui-,de for library acquisitions and includes .

1

up-to-date profileg'in the subject. -.-as covered by the curricular programs

of the University. These profiles attempt to quantify th collecting levels;.
e

necessary toesupport thesd areas: The Collection Development Policy, which '

, ,
is frequently revised and updated, is available from the Acquisitions/
Collection Qevelopmeht Department (Room 105).for faculty perusal. '

0 Acquisition of Libraryjiaterials

. .

.
.

.
,

The Acquisitions/Collection Ddvelopment DepartMent is responsible for the,
budgeting and pilrchasing of the books, serials, amd periodicals tor the

o 'general Library collecioil.

Ordering Informa 0

Are

Faculty members may initiate tclok, serial, aivs eriodical ordersly submitting
completed request forms through thetr"DepartmentAl Library Representaties,



a

the Library Contacts '-signed to cover subject. specialities, or directly
to the Acquisitions/Collection Deyelopment Department. If at all possible,
request forms should be typed. When the requestor's source of information
is an advertisement (publisher'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 publisher or
dealer should be included,whe,lever.possible.

Book and Serial/Periodical request forms are available from the Order
qectiopof the Acquisitions/Collection Development'Department and can be
sent via the campus mail. Appendices A and,B include samples of book
and periodical/serial resues forms.

Approval Plans
. -

Most current books in the Englihs language published in this country are
regularly reAived from a single jobber (Biker 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 following-
subject areas: agriculture, American literature (critical works and bio-
grap4ies), architecture and planning, art (applied), biological sciences,
busiriess, chemistu, child developMent, communication, computer science,
crafts, economics,INucatiOn, engineering, English literature (critical
works andabiographies), geography, history (U.S., Canada, Mexico: Western-.
Europe, .S.S.R., China), home economics, journalism, library science,
matheitatks, music, physical education, nh}sics, political science, psychology,
fociology, statistics, and transportation and commerce. 'All current
publications are received under this plan with the exception of those
falling into the following categories: '

4

1. Books costing over $50,
2. Books in numbered sets monographic series or serials
3 Textbooks, laboratory manuals, reprints, leoseleaf and

multi-media formats, directories, programmed materials.
pamphlets under 48 pages.

4. Fiction
5., Government dricuments

' 6. Books. published bjP. small associations or other publishers
not regularly f9und in thebook trade

7. Books by publisher's from which the Library receives standing
or blanket orders, such as the National Education Association,
Ameirican Library Association, Conference Board, etc.

The Library subscribes,to another approval plan by which it automatically '

eceives alltcurrent English titles published by Springer-Verlag in.the
subject areas of biology, environment studies, history of science and
technology, psychology, engineering, ma hematics, physics., chemistry,
ecology, geography and oceanography. clUded from this plan acre the following

categories:

41

1. Books costing over $50 4

. 2. Any volume in a numbered =series or set after Volume 1

ae Numbei. 1 .
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3. Paperback editions

gooks received on the approval plans are displayed in the Acquisitions/
Collection Development,74Department for review by faculty members and
librarians who determine whether, a book should be accepted or rejected.
Faculty members are 4n1.0.ted'to visit th-Acquisitions/collection DevelOp-

, ment Department '(Room 105) to assist in the review of.boolts in their
fields.

Requesting Books for Reserve

Requests for books and added copies intended for use iethe.Reserve
Book Room should be 'sent directly to the Supervisor 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
six weeks) to allow sufficient time for the book to be acquired and processed..

4
'

'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 he ordered when the title'is to be assigned as
collateral reading in another course, or when the title is unique to its

4.

field.

Out -of -Print Orders

Titles selected from second-hand dealer's catalogs or ott-of-print catalogs
shOuld be requested 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 priori y basis.
In order to expedite the ordering process, the catalog listing the out-of-
print titles should be Submitted with the eqUest.

Rush Orders

Whertmaterials are needed in a hurry,-the requests. should.be marked 4USH'.

Requesting Periodicals and Serials

The Periodica14erial Subscription Request form should be used when
requesting periodical and serial subscriptions. Periodicals and serials . -.'"")

require a continuing. commitment of Library funds and for this reason each
request is thoroughly reviewed by the Acquisitions /Collection Development

41,

Department staff and the appropriate=Library Contact. riodical and

, ,serial requests should be accompanied by a sample iss If a sample
issue is not available, the requestor should submit advertisements,
flyes, brochures, reviews, or other information available on the title.

e

k'equesting Government.Documents and Maps

The Government Documents and Maps Department should be contacted.for

-5-
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ordering governmentpublicatios, including federal, state, county, and

city government documents.' Requests fork government technical reports,

incrading NTIS publications. maps,',atlases, and publications from the
state agricultural experiment stations and extension services
should also be submitted to the Government Documents and Maps Department

'(Room 318.

Requesting Material for Learning'Resources

The Learning Resources'and curriculum Department responds to requests
from f-aculty members for the purchase of audiovisual materials.. The
Library does not. attempt to duplicate the collection of audiovisual materials
maintained by the UniverSay's Audiovisual Department or purchase materials'
that are limited to one tii classroom use. The Departmentobtains
materials that may 4:_used'by_fadUlty,members and students in a variety

of learning situations. The Department maintains a colection.of audio
visual catalogs which may be borrowed by,faculty members.to help in the
selection of materials. All requests for audioisual materials, programmed
texts, individualized study materials, art'prints, pictures, children's
books., elementary and secondary teXtbookg, and othdr teaching devices
'should be sent-directly tothe Learning Resources and Curriculum Department

(Room 216)..

'

0

r
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1.

On July 1, 1981,
.

the Library collections numbered over two.million items,:
I-

.

distributed as followA.: . .

,,,,
. '

.

. '1

Volumes in -Book Collection 601,,976 '';

(including bound volumes of".periodicals)
.1'

Government Document; ,...._ 419;71Z
Microform Units* --. . , 1,016,807
Audiovisual and Other Materials

.

AcNz. 72,384 . -.

TOTAL r .4
6 9 1 10 884,

800kS N

°

LIBRARY RESOURCES

Vs

The books in the main collection are arranged in open stacks foklowing
the Library of Congress Classification system. Exceptions are the "books ,

in the Reserve Book Room and the Special Collections and Archives Deport-
ment which are kept in closed stack areas. The books dnd backfiles of
periodicals are shelved in the general stacks by Library'of Cong6
-classes as follows:

A - F
C - PM
PN R ,

S Z

2nd Floor
3rd Floor
4th Floor
5th Floor

o Book collections are also located in the Learning Resources and Curriculum
Department (textbooks, children's books, curriculqm guides, ,etc.) and
the Reference Department,(encyClopedias,-ditionaries, handbooks, manuals,
directories,.indexes, abstracts, yearbooks, etc.).

Books arQ.,listed ich the main cardcatalOg locited on the first froov.
lobby.- The card catalog it.divided into three sections -: (1) author,
(2) title, and X3) subject. The Library uses the subje headings
inera" ed in tho Library of Congress Subject Headings ist. This,list'(,on

micfO 'che) is'available"for consultation near the ,Information. Desk, at the
Referenc Desk, and other service points in the Library. '

Re erence,Collection
0\

The refere4te collection contains extensive holdings of encyclopedias
dictionariO, biographical works, guides, yearbooks, 'manuals, bibliographies,
indexes and abstracts and other works designed for quick,reCerral and bibfio- -

graphicr_idptification. Also'included in the reference coiectiOnare
telephone directories for major cities and state capitals within the U.S.,
industrial,aiandards and specifications from the major.professional'and

, trade assod'ations, manUfacturer catai6g.s. from over 16,000 companies,
college andOmixersity catalogs from all 50'states, cotporate annual

I

veports, co4uter manuals, etc. Adjacent to the Reference RoOM,Is'the 1.
"Bibliogrefhic Room whi=ch includes printed catalogs of several"6Utstanding
collections, including the' catalogs of the British Museum, Bibliotheque"

.'"
Nationale, Library of cong;gss, National Agriculture Library, University.
Of California at Berketey,sAnd others.

1r

1
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Periodicals

The ibrary subscribes to over 3,200 periodical titles. The current'

of periodicals (lates-t-ytat-fo lei o s-
year for periodicals on microfilm) and newspapers are located in the

'current PeriOdicats Room on the second floor. Backfiles of periodicals

are,shelved'in the main stacks with the books,wi,th the exception of
periodicals on microfilm, whijh are located in th Microform Room on the

first floor..

Current periodicals, which are shelved in aclosedstack area, must be
Paged by an dttendant and are restricted to use'in the Library building

and overnight However, faculty members have access to this.area
for browsing purposes.and may check out current periodicals for a 24-hour

1Oan period. .

The Public Serials List, which lists all the periodical 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 organizatiyon). The call numbef and starting

date and volume (or number) of :holdings are given for each entry. The

letter "F" indicates the holdings Chat are available on microfilm.

The indexing and abstracting journals in the Reference Room constitute the

main sources for locating periodical articles. The Lbrary has complete

files of such *portant 'tools as Biological Abstracts, Chemical Abstracts,
Engineering Index, Science Citation,Index,Sociological Abstracts, Psycholo-

,gical'Abstracts, Bibliography of Agriculture, the Wilson indexes, the

abstracts services published by the Commonwealth Agricultural Bureaux,

and many °Mrs. A complete list of indexing and abstracting services in

the'Library is available for' consultation at the Reference Desk On the

first floor (Room 111). Recent periodical articles may be found in the

Current Contents series which include the following sections: Agricultural,

Biological Environmental Scien Engineering, TeChnology and Applied

Sciences; Life Sciences;, Physical calChemical Sciences'',1-and Social and

Behavioral Sdlences.

A representative collection of.current newspapers is available in the

Current Periodicals Room. Back issues of important newspapers are
retained on Microfilm, including the New York Times, The Time-a (London)

San Francisco Chronicle; Loa-Angeles Times, and others.

r
lbe library also receive close to, 3,000 other.serials. These are sted

min the card catalogancL hePublic Serials List and.are shelved with t e

books in the general ita ks.,_

Government Documents and raps

The'Library is a selecti e depository for-United States and California State

documents.% Also include in the government documents collections are the

pUblications f the agri ultural experiment stations and extension services

for all the states and t rritories, California city and county documents,
4

-8- .13'
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NTIS (National Technical Information Service) publications, Diablo Canyon.
Nuclear POwer Plant documents, the microcard edition of United Nations
Official Records, and atlases and maps..

a

;

Most governmental publications arp not ligted in the main card catalog .,

andJare retrievable through printed indexes, such as the. Monthly Catalog
of United States Government Publicationsftand,others, als .g. the card
catalog available in the Government. Documents and Maps Department (Room 312).

_Micro forms

The Library owns over one million mid'roform units or pieces.' The microform
collections include backfiles of sejected periodicals and newspapers on
microfilm, and special subject collections on microfiche, such as the ERIC
Microfiche Library, Envirofiche, Human Relations Area Files (HRAF), Lihcary
of American Civilization, Nevisbank Urban Affairs Library, Physical'EducAion
Theses, Visual Search Microfilm (VSMF)sfer engineers and architects, and
others: These:collections are located in.the Microform Room (Room 111C)
on the, first floor and are retrievable through special indexes available
in the Reference Department.

SoMe microform items are listed ifethe main card catalog and are easily
identified by the word microfilm, microfiche, or microcard. The Public
Serials List, which'lists'all the periodicals and serials in the Library,
indicates which volumes of anAltitlekre on microform.

Federal depository and non - depository publications and U.N. Official Records
are available on microcard in the Government Documents and Maps Department.
Curi-iculum materials and tests on microfiche are located in the Learning
Resources and Curriculum Department and a complete backtile of the Mustang
Daily on microfilm is available in the Special Collections and Archives
Department (Room 409).

Microform readers are available in all ,public service areas and coin-

, operated reader-printers are located in the Microform Room.

Textbooks, Curriculum Guides and Audiovisual Materials

A collection of current elementary and secondary textbooks and curriculum
guides is located in the Learning Resources and Curriculum Department on
the second' loor of the Library, The textbook collection includes titles
approved or,consideredfor use in California public schools and the curric-
ulum guides include_courses .of st y, units of work, and other publications
which Ave b;en produced primarily school districts, and the State Board*
ofeEducation for use by elementary and secondary school teachers. The

Learning Resources and Curriculum Department also houses other collections,
including children's books, programmed texts,°1aboratory manuals, standardized
tests, and audiovisual material's (videocassettes, audio cassettes, color

sound filmstrips, film loops, multimedia kits, study prints, fine
art pffits , etc.).

Titles iR these qol7l3ctions are listed in a separate card catalog in the
Department-- Previewing equipment fror the use of the audiovisual collectioh

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

-9- 14,
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=Special Collections and Archives

The Special Collections and University-ArchivesD

on thfourth'floor of the Library._ The Department serves as a repository'

forprinted books which, because of their vAlue and rarity, must receive

special care and preservation. It also contAins manuscript material

and the University Archives. The Department houses several important

collections dealing with subjects such as architecture, fine prin4ng.and'

.graphic arts, thoroughbred horses; San Luis Obispo 'regional history, and

English and American poetry. The personal and professional papers of

Julia Morgan, one of California's most prtminent architects and designer

of Hearst Castle, provi e an example of the research resources. available

'to Cal Poly faculty an'd tudents.
o

All catrolvd.hoolcs housed, in the Department are listed in the main card

Catalog the first floor lobby and the Special Collections card catalog.

Access tormanUscript'materials is provided through registers and indexes

.
found in the Department.

.

, r

The.University Archives is the "memory" of Cal 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 special vault, include yearbooks, college

cgtalogs,'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 thrTigh special

indexes prepared by,the staff of the Department.

Senior Projects
. .

°

.

. . .

The senior project ilformal report of the results of a study or experiment

seleoteP-a-nd 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,td the present are located in closed stacks in

the Reserve Book Room. Pre-1968 senior projects are housid in a storage

area outside the Library. The senior projects received in the Library since

the Fall of 1980 are only available on microfiche format.

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

Card atalog in the Reserve Book Room under author, department and subject.

Projects received since 1977 are indexed in aCOM (Computer-Output-Microfiche)

CataIbg under author, department and a KWOC (Keywords-Out-of-Context) subject.

index.

All new/Kincoming senior projects are reproduced on microfiche and

,s udehts are assessed a microfiche fee to pay for the costs Of reproduction.

f procedures for submitting senibr projects. to the Library, have been

i}Ycorporated in Appendix H.
.

°
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Browsing Collection

The Library subscribes to the McNaughton Boo Service, which supplies on
a lease basis recentbooksaft-apicaland LecreaLional interest, including
many best sellers. This collection includes both fiction and non-fiction '

titles and. is updated monthly througi the exchange of 75 newly published
titles. The McNaughton Browsing Collection is located on the third floor
of the Library across from the public elevators.

Adjacent to the.4rowsing collection on the third floor is the collection
of new books added to the Library. )K

fl

r
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, LIBRARY SERVICtS 9.

The services provided by,the Library are designed to support the University's
teaching-and 'research prOgrams. To accomplish this objective, the Library
offers a variety of informatibn and loan serVices and instructional programs.

Circulation Services Ai //

The identi9ioation card issued to all staff members of the University
entitles faculty'members to check out library materials and other services.

. - p1.
The normal loan period for books is two weeki. Faculty members, however,

May be granted quarter loans when books are needed for instructional .

purposes or for.research, Quarter loans are subject tolrlymediate recall

if needed for reserve and will be recalled after the initial two weeks if
requested by other lorrowers. All quarter loans should bereturned or
_renewed at the end of each quarter and their return is required at the end

iof the Spring Quarter for annual inventory purposes. There.has been
increasing student concern regarding the number of books charged to faculty
membel's 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.

If a book cannot be iodated on the shelves, it should be searched in the
computer printouts located on a table near the CircLation Desk -(1) the
Library Circulation File, which lisle all the books that are on'loan,, and
(2) the Books in Storage list. *Thelle 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

deskr4or the book to be retailed or searched. The Circulation Secti
notify the faculty member when-the book is returned or is found.

Faculty members needing current periodicals for class use or research
may'check up to five. periodical issues for a 24-hour period at the Current

Periodicals Desk (Room 209).on the second floor. Backfiles, or bound

volumes of periodicals, from the general stacks may also be checked out
for a 24-Aur period at the Circulation Desk on the first floor. Materials

from departmentaldepartmental coliections, such as Government Documents and Maps,
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

Collections and'University.Archives are for library use only.

Faculty members are held respotitible for lost materials and are charged for
their replacement costs% a Immediate family members (spouses or children)
residing in'the same domicile as the faculty member, may obtain a user's
card from the Library Office (Room 204). This card will grant the holder

limited loan privileges.

All 9uestions concerning the circulation of books Erom the general stack

colleCtion, such as overdues, renewals, holds, missing books, etc., should

be directed to the Circulatiofi Desk on the first floor lobby.

-12-
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Reserve Service
k.

The Library's Reserve Book R oom, located on the first floor, houses .

books and other materiall set asidel'for class-assigned readings at the
request of faculty members. This service is designed primarily to make
a 'small collection of course-related materials availath'.6 to large numbers

of students through short-term Vrirculations; i.e., two hour, overnight, and
two-day loans.

Lists of Materials to be placed on reserve shdtld be submitted on the Reserve
Book Request form (see Appendix C) This form is sent to all departments
for distribution to the faculty 41 in advance of the beginning of each
quarter. Copies are also available in the Reserve Book Room.,_ Complete
information including the call numbers* of boolOwshould be given. A separate
form should be used for each course. The form contains space for the
instructor to indicate whether the materiaA are to be retained on reserve
after the current quarter, Ands, or should be removed from reserve. A
"no response" file, including lists...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 Bbok Request forms should be returned to the ReserVe Book Room
at /east 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
are important since time is needed t6 search for books not in the stacks,

arecall books froM borr9wers, order hooks, process materials for use, nd
organize the necessary reserve files.

Books and bound volumes of periodicafg,, frbm 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 reserve. When,an.instruetor anticipates
heavy use of ,reference books, he/she should-send a list of those materials
to the ,dead of the Reference Department. Textbooks are not automatically
placed on reserve unless specifically requested by the instructor. Copy-
rIght law prohibitj the phntoduplica'tion of Chapters of books and periodical
articles in multiple copies ,for reserve use.

)^
Reserve materials are housed inclosed stacks. Three-ring binders containing
Faculty Reserve Book Requests filed alphabetically by instructor'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
a shelflist--are also available for consultation by ingdirIng at the Reserve'
Desk.

The Leaining Resources and Curriculum Department maintainsthe Library's
Reserve collection of audiovisual materials. Instructors may place li L ry=
owned Or personal copies of taped class lectures, color slitle modules,
videocassettes, audiocassettes, and other 46diovisual material, on reserve
fOr the use of their students.. These reserves are for room us(e only and
may be previewed in the Multi-Media Room (Room 217). FacUlty members
wishing to place audiovisual materi is on reserve should contact the.

1 Learning Resources and Curriculum Dep, tMent.

; ,
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Reference Services

The main Reference Desk on the first floor provides general and specialized
reference service to faculty members and students. The librarians at this
desk assist users in the interpretation of the card catalog and other
bibliographical tools, such as indexes and abstracts; im the location and
use of materials in the general and reference collections; and in making
the most' efficient Use of the resources of the Library. Reference assistance
'is ano available in the following departments: LeIrning Resources and
Curriculum, on the second floor; Government Documqnts and Maps, on the third
floor; and Special Collections and University Archives, on the fourth floor.
Staff Members in these areas provide personal assistance in the use of
'their facilities and collections. A

Reference librarians are prepared to render the following services:

Answering informational and directiona ques tions

Answering reference and research questions
Providing reader's advisory service
Asq,isting faculty members with library assignments, including reading
liqts for courses

4-,

Preparing bibliographic guides or pathfinders for use in faculty and
student research projects
Supplying information on the Library collection's strengths and
weaknesses
Scheduling individual Consultations to faculty and students involved
in reaearch-

A

,A service that can be of special value to faculty members is assistance'

(
with bibliographical problems. Librarians, who have specialized training
in bibliograpky, are familiar with various types of publications and are

- constantly. 4urveying information about newly pUblished materials.

I X

The reference staff is eager to coordinate its services with the instructional'
program of the University and to- ,provide mperials and services to assist
.facUlty a'nd students, in implementing and supplementing classroom instruction.
In providing r erence assistance, librarians need to be kept informed of
course read' g assignments in order to assists studAts.more effectively.

this reason, faculty members are .encouraged to Proyisle-the main
Reference Department, or, dther appropriate department, with copies of
reading' assignments each-quarter. Other reference services provided by the
professional staftare discussed in the following sections.

Instruction in Library Use

Many students arrive. at Cal Poly unprepared to make.effective use of the
resources of the Library. They'are unaware of the variety of reference
and other information sources and are intimidated by the extensive collec-
tions and retrieval tools available in the Library.' Librafians share with
faculty a concern f'r developing students', skills in the USQ of information
sources and have designed a user education program to help students to
become more effective and independent in thfuse of.the Library's resources.
The Library!s.instruction program comprises 'the following activities:

-147. 19
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Genera i orientation tours for new students. These tours are designed
to familiarize students with the physical layout of the Library and to
make them aware of the many services available. These tours are offered
at the beginningg

. .

g 41. bE c-9nziucted at request of
facultymgmbers.

. .

Course related lecture/tours 'conducted at the request of faculty
members. 'These are tailored to the/needs of the class ol.semidar
groups and include pertinent infoimation sources and search strategies."

Beginning library use course, Library 101. This is a oneunit course
which is offered in the Fall, Winter, and Spring Quarters.and;offers-
instruction'in the use of,tte card catalog, reference books, periodical,
indexes, government documents, and other Materials.

'COurse on sources of information in major subject fields, Library 301.
This is a oneunit course which is usually offered during the Winter..
and Spring Quarters. So far it has includecl, courses on the literature
of science, technology and agricelture; business and economics; and
legal sources, 4

Senior Project Clinics for Auoilerits preparing to start work on their
senior projects. These .clinict include discussiohoof sources, search
strategies, and style manuals for specific subject areas. General
guidelines on topic, selection and senior project preparation, are also
covered.

Seminars for graduat e students. These seminars discuss the more
specialized sources of information in varioussubject fields, including
guides to the literature and data base searches. Also covered are
such topics as review of the, literature, documentation in theses and
copyright protection. ,

Facultyimembers are encouraged to take advantage of the course related
lecture/tours and are urged ,to advise their students to partitipate in
other library instructional activities, including enrollment in Library 101
and Library 301. ClasV orientations can be arranged by calling.thd
Coordinator of Library Orientations in ad 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 provides orientations tolts.collections and
resed4h. materials. Faculty members may request such ilibrary instruction
sessions by contacting the-department concerned. Faculty seminars are
also arranged. on,a regular basis. During these seminars,"librarians meet
with faculty members from individual schools to discuss library services,

. bibliographic resources in their fields, including'computerized databases,
and other faculty concerns. Information on theseseminars may be obtained
by, contacting the Assistant Director responsible for library orientation
programs, extension 2344. .Other instructional projects involve the integration
of Library instruction into ongoing academic courses. Librarians and facult
membefs have already started to develop this concept in relation to one or ;

two courses.

15
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Computerized Literature Searches

Computerized literature searchesare'undertaken through the online.
services provid&d.by DIALOG and-MEDLrNE. Many of,the data bases in these.
gri-vices are computer - readable eq'ti'ivalentsof 'indexingand abstracting.

publications available in printed form in the Library:. Besides saving ,

time, computer searching has several.adva4eages over manual searching, k
including the fact that it allows die:linking or coordination of subject

4,terms thus. enabling the searcher to-narrow the scope of the search and
increase the relevance of theehd result. The end result

the

a search is
a bibliography with' citations and sometimes abstracts on the subject(s) . 0.

:queried. In addition, online searching is more thorough-and current since
many indexing and abstracting services aretavailable in machine - readable .

form\_several weeks before publication,. Thebibliogrlphy or list of refcrenCes
generated by the computer can be printed online or offline.!. Because of the
high cost of computer connect time, it is preferable to have the bibliography
Printed offline. There is usually.a three- to 4ounr-day wa period

-between the time the-computer search is made and the rece pt-of the offline
printed bibliography.

Computer searches are done by'librarians. who are trainecCin comptiter searching
techniqOes and are familiar with the printed equivalents Of,the data bases.
A faculty member interested in a .computer search should 'obtain a Computer- '

Based Search Request.Fort from the AutOmated Retrieval-.and interlibrary loan'
DepartNent or the first floor of the Library (see Appendix D). The tiame

of the searcher li- brarian will be giveli-to him/her at lhat time. .This

librarian will help fill out the requestiform and will'undertake the search.

The cost of computerized searches is -based on actual online computer time;
including telecommurcation costs,. and the cost of offline 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 University must pay
an additional service charge. A faculty member-may obtain:approyal from
his/her department head to charge the direct costs of his/her-search to the
department.- In such cases, the arch request form muse indicate the maximum.

charges `allowed. by the deparfmen "-and thedepartmenC,s.accvnt nuthber. The

department head' mustauthorize the search with his signature.. Searches

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

44:'
Interlibrary

do

Loans

k

---T he-Inerlibrary Loan service makes _possible for the Library to obtain
Materials not available in its collections"for'the use of,b9th faculty and
students engaged in research .and periphs study. Materials available through

interlibrary loan include books, periodical articles, govetntent dochments,
master's theses, and some miCrofkms. ,The Library cannot'bprrow materials,
already in ifs collections, even when they ate uneailable becauSe they ar,

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

not lenkinexpensive items that can be easily purchased, books in print., rare

-%
%and'. .costly materials, doctoral dissertations, genealogical tiaterials, reference

. works and materials on reserve. Journal articles are usually:supplied asi _

photocopies., Most books are
s.

loaned for two weeks.,
.

.
.....

.

. '
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APP'ENDIi D.

4;

GENERAL INk)RMATIO.

7 c--

Cii. Universit Library
A ,.t sated .ftetrieval Service

COMPUTER-SSED SEARCH REQUEST FORt1

,

Name:
(last)

Address: .-
(st) rn1dd1e ir.itial)

Tel Hours:

Departmerrt ori,majer:

Facility Staff -Graduate Ulde.cgra:Late OtLer

Social Security f.bmCF. Mew liser Repeabt user

SEARCH TOPIC: Describe -your questio.rs in detail. Underl: 1- .!'.ev words and ae fine any terms
that have special meaning to, the t9pic. Attach an adaitional :sheet -121''mor,.e ..;pace ,._,,; -.

rded.. , 1

SAMPLE QUERY. STATEME/1T.- I reed to -kr about the honeytte ciant:e la.pgiluge ..-.ntrovc...,,
with research papers written to suppor.t. or Aisputc thr , nr'y r):' Karl vor Fri:.41-1. Some
resea,rch tem: --:,.ii honeybee behlvior, communication, fol..as.....n.g, or Pr.tatn, .,.1 nd bar i t,s..

N.

.11/104.4
1

List printed bibliographie6, abstracts' and ino.exes :;ou have alreacv, ..,ear-hea 4

4.

Please state the purse of the., search (i.e., thesl.:;, ...enior pro 3er, et,..)

LANGUAM RESTRICTIONS: DATE RESTRICTIONS:

I

tr (mt,c'

( ) None 1 ) he

( ) ( )
41

Other ( )

COST LIMITATION: ( ) Subsidy only. (. ) I ,,-111 pay $

4

-23-23
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Requests for interlibrary loanq must be submitted on Interlibrary Loan
Request forms (one for books and one for periodicals/provided by.the
Automated Retrieval and Interlibrary Loan Department (speAppendiced E, F).
In order to expedite the service, complete and accurate bibliographic
information must be provided, including the source of'the citation. The .

copyright disclaimer on the reverse of the form must also be signed (see.
Appendix G). .

. ,v
t 1 '1

.
1

An interlibrary loan may take from ten days to several weeks, depending on
the accuracy of the bibliographivl information on the request form (it,
has to be verified), the response of the lending library, and delivery time.
Faculty members are notified by mail or telephone as Soon as the requested
boo s or hard copiesof materials are received. Photocopies of articles

e mailed to the requestor as 5QOR as they are received.
.

Interlibrary loan materials-should be returned to the o f ice of the Automated i

Retrieval and Interlibrary Loan Department Monday through Friday from,7:30 a.m.
to 5 p.m. After 5 p.m., and on weekends, 41ey.should be .vturned to the . 1

Reference Department ori'the,first floor: <Faculty members are requested
or , not to return interlibrary loan materials via campus mail or book drops.

.

Allo '

,,Audiovisual Services .4

Fadulty members and students may take advantage of the Audiovisual Viewing e

and Listening Center located in the Learning Resources and Curri.eutum
Department of the Library. The distribution center may be used for,pre-.
Viewing videocassettes singly or in small gr,,pups. For large groaps,

N\ ehe use qf the system may by reserved by calling the Department (extension
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 thesame time. Small groupsma)4e-accommo-
dated'at any time during regular library hours. The tibiary has the capability
to project both 3/4" U-Matic or VHS formats. -, .

,,

. .
O .

......

The Learning Re-sources and Curriculum Department has available a varie* ',
of audiovisual equipment and software for instructional purposes: Fitly

A-LEM study carrels provide modern and varied previewing facilities.

Copying Facilities
.

, .

.

Coin-operate photocopy inC.1.1;nes are a/ailable on all flodrs of the Library.
. .. ,

A Xerox 4000 opi r, located in-Room 311, Is dedicated toifaculty use but,
faculty membeF ust bring an agditron device from their departments in
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 is available in the
Learning Resources and Curriculum Department for.tlie duplication of Library-
4

o cksettes. Change machines are available on, the 'first floor lobby.and
the Reserellook Room.

.',
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RELATED ACTIVITIES,

Library Publications

30.

The Library puts out several publications irttend to keep users informed

of its holdings, facilities, and services:

A)

Librai; Information Guides

The Library Information duides,. which are located on the lobbies of the first

and second floors, describe a variety of library services and collection's.

General information.guides,.i%clude basic Library information, as contained

in the GenerilInformation duide, the Floor Plan Guide, and the guides to

the'card catalog and,the Library of Congress Classification, System.

Departnkntal Guides are available for individual public service departments,

such as Automated Retrieyal and Interlibrary Loan, Government Documents and

Maps, Learning Resources argil Curriculum; Reference,and Special Cbllections

and University Archives. Subject Guides include basit sources on specific

subjects and are available in such subjects as art, bioldgy, chemistry, edu- .

cation, eng.ineering,, ornamental horticulture) architecture, political

ssience,'graphic communications, law, and psychology. Guides to different

types of published materials are 'also available, including guides on indexes

%and abstracts, encyclopedias and handbooks, periodicals, newspapers, maps,

ticroforms, etc. Cuides -to specific collections include guides to the

Human Relations Area Files,'Microbook Library of-American Civilizations,

and Newsbank. %

P

to

Biblibgraphy Series aA

The following bibliographies have-been publishedintthis numbered series:

'1.4.* Collective Bargaining

2. Sex, Stereotyping in Children's Literature;

3 The Presidency or Andrew Jackson, 1821-1841

. Call for a Constitutional.Convehtion

5. Vitamin C.

'6. Stress

Library Update
ft

This news bulletin is infenSed to keep faculty members and adminisitators:

informed of new Library developments, resources, services and programs.

It is.'published in October, February and April.

Other Publications '

,
Handbooks of various kinds-are also occasionally published by the Library.

The following two recenleublicitions,are available at the El Corral Bookstore:

Basic Library Inftmation Services and Strategies.'" (Handbook for

Library. 101)

Literature Searching in Science, Technology and Agriculture., (Handbook

2 for Library 301)

111'

ft
1111
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Some Library Departments put out lists.o Materials and other special
leaflets to alert users tort -heir unique collectionsandhoW to,use them.

The Library Associates is an organization of campus and community fiieRds
of the Cal YolAr Library foundedtwo years ago apd.presently comprising9
,over two hundred memb'ers.. The main purpose of the Associates is to proMote
the growth and development-of the University Lihrary and,stimulate interest
in the-enrichment and use of its collections,

The Associates sponsors talks on book collecting, f ine printing, San Luis
-Obispo history, and other book-relate& topics; exhibitions; banquets with
keynote speakers.; and book sales. Money generated from fund- raising efforts
like the booksale.have been usedlto purchase mater,400. for the Library, such
as the Ureden Collectigp of San Obispo County listory and the drawing '

table that once belonged to California architect Julia Morgan. Membership
is open to, 1.1, including University faculty; staff, students, and member*
of the community. Annual dues start at $15. Information about membership
categories and dues may be obtained by calling 546-2305.

Books at High Noon'

_

c.

Books at High Noon is an outreach program of .the Cal Poly, Library and is
e conducted in cooperation-with the University faculty and Staff. The main

.

'c

purpose of the program is ,to publicize books and create an aw elte8s of
the collections in the.tibrary.

.'' '

. ... .

With the exception of the Summer Quaiter, the Libra ey sponsors six prqrams
each quarter which are held'on Tuesday during'ihenoon hour at. the Stiff, . -

Dining Room. A book-review of a notable bookis .given by a faculty or . -,,...
staff' member or a diStinguishlovisitor.

,-lo- 26
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-APPENDIX A

Book Request Form

' AUTHOR, SURNAME FIRST

1)" SMITH, ROBERT J

TITLE, EDITION, VOL. NO.. NO OF VOLS

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

PUBLISH ER. ADDRESS

(3) 'SCRIBNER

ISBN NUMBER (4) LC CARD NUMBER

0-387-90532-4 (5) 79-42615
4R EOUESTOR-DEEARTMENT

(9) Stone---SocS'
MESSAGES

PUB DATE

(6) 1978

NO COPIES

(7) 1

LIST PRICE

(8)29.95
SOURCE/NOTES

(10) PUB FLYER

P.O. NUMBER DATE VENDOR

(1) Author's full name, last name first.

FUND NO REO RECEIVED

ar

(2) Complete title of book. Edition other thad first. Volume number or

number of volumes.

(3) Publisher. Include address of obscure publishers, if known.

-

address

(4) ISBNinumber,' if known.

(5) Lib y of,Congtqss card number, if kriown.

(6) Pdblication date.
WY l e

(7) Numbeeof copies.needed (multiple copies-subject to Libratv approval).

(8) . List price.

(9) ibequestor's name--department.

(10) Sourcd of information when not submitted with the order request form

and miscellaneous notes. Additional 'space located at the lower right

corner on reverse of card. I O.'

;114.
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APPENDIX B

Periodical/Serial Request Form
O

Cal Poly Library - Periodical /Serial Subscription Request,

Title (1) JOURNAL OF ACCOUNTANCY

:T(21 AMERICAN INSTITUTE OF CPA'S

',c1-114s (3) 1211 AVE. OF THE AMERICAS

NEW YORK, N.Y. 10036

Value of this title to your Dept. /courses

Of value to beginning and intermediate
reading to students in ACTG. 131, 132,

Requested - Date (4) 8-31-81

Requestor (5) ZENITRAM

Dept. (6) ACCOUNTING,
o

Frebuency (7) MONTHLY Cost (8) $15.00

of instr14tion: (9)

courses in accounting. Will be assigned
221, 222, 321, 322.

A* periodicals /serials in library 'collection covering this field: (10)

ACCOUNTANT'S DIGEST, ACCOUNTING REVIEW

PLEASE ATTACH A SAMPLE COPY TO THIS REQUEST IF AVAILABLE. A SAMPLE CCP OF THE REQUESTED
PERIODICAL IS NECESSARY BEFORE THE TITLE CAN BE CONSIDERED.

Approval required oy the following:

Requestor: (11)

Dept. (12) ACCOUNTING DEPABTMENT

( ) Title of periodical or serial

(2) Publisher

(3)4ddress of publisher

(4) Date request was submitted

(5) Requestor's name

(6) -Departmeat

(7) Frequency of publication'

(8) Subscription cost

(9) Justification

Dept. Library Repres : (13)

.Dept. Head: (14)

it-

(10) Titles of other periodicals and
serials on subject in Library

(11) Signature of,req4estor

W (12) Department
. *

(13) Signature of;Departmental Library
Representative

(14) Signature of Department Head
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APPENDIX C

Date

'V

KENNEDY LIBRARY
CALIFORNIA POLYTECHNIC STATE UNIVERSITY

RESERVE BOOK ARagw_g_____

.

'Instructor's Name : .Department

Course Prefix, Number and Title Expected Class Size

INSTRUCTIONS':
1. A separate sheet is needed for \ach course, unless the same list

applies tolhore than one course.
2. Call numbers are necessary -Kreerve library copies. Submit books

. when available with this form to expedite processing.
3. Personal copies may also be placed on RESERVE.
4. Allow two weeks' processing period or confer with RESERVE staff.
5. Please return completed list and items to:

RESERVE SECTION, Room 114 (ext. 2415)

The
.

LOAN PERIOD for students should be: Two-hours OR Two -day

SHOULD THESE I MS BE REMOVED /RETURNED ,.FTER THIS QUARTER ENDS? yesp
Otherwise, RESERVE will retain the current list and material until notified.

Call Number ,uthor Title

A .

...

t..
i., . .,

.

;

. r
. a

. ..

.

. .

.

;1

q

''.7

I

e

1 .

-...". . -.--".

A.

0 . ' A

.
.

a

i

a

..;
.

,

,
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PAYMENT:

I plan to pay by: cash check grant departmental charge.
..."

. i
For departmental charge: Total charges to department not to exceed: . /

- --Dept. account # Dept. Head Approval 4.i
AUTHORIZATION. FOR SEARCH:

( signature )

I hereby authorize the University Library toperform online search(es) specified on
this form, and agree to pay the charges incurre& for computer time, telecommunications,
printing, and service fee (if aiiplicable).

". (signature)

FOR LIBRARY USE ONLY

.PREMERMINAL:

1

Interview: Date" Time spent -4 ( minute s)

Search preparation: Date .c Time spent (minutes)
TOTAL (minutes.

AT TERMINAL:

Date Time on Tine off
Date Time on, Time off

TOTAL (minutes)
Telephone charges

e

POST 'TERMINAL:

Database(s)

Offline citations

Print costs

Connect costs

Total costs per base

4 101E4L

`Total.patron search cost:
Subsidy, if applicable:
Offcampus user fee:
ZOTA1:-COST '10 PATRON:

COMMENTS:

30
Searcher's Name

Number of searches

Sequence number



APPENDIX -E

(Please Print)

Book or Thesis

Author

Title

Interlibrary Loan Request

(Book or Theses)

CalPoly Library
INTERLIBRARY LOAN REQUEST

'Date

Books Publisher Place - Date

Thesis: University Degree Date

Title mentioned in
Please 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.)

Ldat,21

FUR LIBRARY USE: SLO BIP NUC Other

Venified in

'Locations

(Over)

LCCN

U iF GU LS 0 CSUC UC CST LN. OS OC/ 0 1M 0/ M P TGR 6

O

31
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APPENDIX F

-

Interlibrary Loan Request

(Periodical or Serial)

I

41v

(Pleas(Print).

INTERLIBRARY
Periodical or Serial

Cal-Poly Library
LOAN REQUEST

Dntc

Periodical Title
C-

Volume No. Pages Date

Author of article

Title of article

Article mentioned in
(Please give author, title, volume,/ year, page, b,strast #,

Your Name Depart nt Phone

Address Home Phone
.

Status: Faculty Graduate Undergraduate her

Cannot use after (Requests are filled as soon as possible.

UdULS OCLC

= fgatel

FOR LIBRARY USE: SLO UIRICHS ULS/NST CSUC

Abstracts searched
Verified in

Locations

(Over) U / F G U LS 0/

O

CSUC UC CSC LN OS OC/ P N 0,/ M F" 't R

-25- 32
4



-11

APPENDIX G.

WARNIAGCONCERNiNG COPYRIGHT RESTRICTIONS -11-vt.

Nit

WARNING CONCERNING ODPYRIGTH RESTRICTIONS
I

The copyight law of the United States (Title 17, United States Code)
governs the making of'photwopies or other reproductions *copyrighted
material..

Under certain conditiong specified in the law, libraries and
.

are authorized to furnish a photocopy or other reproduction.Abe of these
specified conditions is that the photocopy or reproduction is hot to be
-"used,,for any purpose o4er than private study, scholarship, or research."
If euser makes a request for, or latex'' uses, a photocopy or reproduction
,for purposes in excess of "fair use," that user May be liable forcopyright---__
.infringement.

This institutidn reserves the right to refuse to accept a copyingorder
if, in its judgment, fulfillment of the order yould involve violation'of

copyright law.
4

Date

A

Signature

Eff tow

r-

ti



APPENDIX H

Sdnior Projects

In Jun 9), 1981, President Warr -en J. Baker, with the endorsement of the
Acade ic Council, approved the following addition to the Campus Adminis-
trative Manual 412:'

412.4'Libr.ary Copy

A. One,copy.of each Senior ProTectxwill be sent by .the Academic
Department to the University Library where it will he 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.

BEach student is required to pay a fee for copying his/her
.Seqior Project on microfiche.

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

*

D. All projects submitted to the_Library will follow a standardized
fOrMat for title page, approval page, and abstract. Details!
of this format are fednd in'STANDARDS AND PROCEDURES FOR
SUBMITTING SENIOR PROJECTS TO THE LIBRARY, available from the
.University Archives in the Library.

1

, The attached STANDARDS.AND PROCEDURES FOR SUBMITTING SENIOR PROJECTS TO
THE LIBRARY are in compliance with the above CAN statement. These
procedures supersede all previously issued procedures retarding the sub-
mission of Senior Projects tothe Library. Projects receivecjn variance
with the standard format for title page and approval page may not be
accented. An abstract, although recommended, may or may not be included
in the,Project At thediscretion of the department.

All questions'regarding 'Senior Projects and the Procedures should be directe d
6 to the UniversityArchives--Library, extension 2305.

t

-27- 4,34



APPENDIX H (2)

9,

Standards and Procedures-for-Submitting

Senior Projects to the Library

STANDARD FORMAT FOR SUBMITTING OF PROJECT

Mit r' 0

1. TITLE PAGE: this should -Se the.first page of the Senior Project, and

-should include:

title oprOjeCt
'name'-oLipthar or authors

A

.-. name of hpartment .41 full A.- .. -

d., name of schoo]Y , .

date .

. See Ap ndix H (4T.'

2. APPROVAL PAGE:-'this should be septrate_from,and follOw, the title

page. No grade or faculty comments should appew on this page or
anywhere,Qn the project.. The approval P'age must be signed by the faculty

advisor. The department hFad!,,s signature may or may: not be,requied by

the Department. See Appendix H (5).
I!

. ,

3BNDING: project should. NOT be placed in a binder but should be submitted,

. unbound, as loose pages. : 0 ,b,

. . tp

. 4. PAGE-SIZE: M" x rt"-.-is-preferred; hOwever, diagrams up,to,11"'x 17"
should, be placed at the end of -the project, where they-will be .specially

.
.

processed and microfiched.,

5. /N-PRINT MATERIALS; : ,photographs pasted on pages .can he miciofiched
;,

w th no problem, but will appear in black and white on the microfic.,
a0

S ides, cassettes, videotapes, and lather non-oprint formats will be.

ataloged and placed in the Learrilng Resources and Curriculum Department

.of the Library. These cannot be retuned. ,.,

6. ORIGINAL'OR PHOTOCOPY?:'--Zhe original is preferred foi clarity of
Microfiching, a clear photo8opy; however, is ace.gptable:

t A

-28-
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APPENDIX H.(3)

Submitting-Senior Froject to Library

ft.

.
. .

1 . CASHIER'S RECEIPT:: student goes tOthe Cashier's window at 131E
Administration Building and pays the microfiche. Pee. He/she clips the

whit-e)copy Of heOshier's receipt to the Senior Project.
I

2. SENIOR PROJECT REQUIREMWFORM: student'obtains this form from the

department office. He/she,q0pe6 the requiYed,information on'the form
and attaches the form to dieSenior Project (see Appendix H (6). 1

1., SIGNATURES: student requests faculty advisor to sign:

a. Senior Project Requirement form
b: apprO;a1 page,

4. DELIVERY TO DEPARTMENT OFFICE: student or advisor delivers to Department:
, fl4

. NO ,

a. Senior Project

b. Cashier'sReceipt (white copi).
.

c. (Senior(Senior Prbject Requirement form

' 4.I .. .
.

5. DELIVERY 10 LIBRARY: the department sends the project to the Library.
a The project; cashier's receipt, andthe library, copies of. the Sehior

Project Requirement form should be placed in a plain manila enlielope,

10" x 17", and addrebsed: LIBRARY-SENIOR PROJECT.

(
6. RETURN OF THE PROJECT: 'the tibrary 'retur)as tie project` to the Department

approximately eight weeks after its 'receipt from the Department, Non-.

pr4t materials are kept in the Library. Theo - project on microfiche is
..-

cataloged and kept in the Rese;we
t
wok om'ok th Library for public use.

. ,

.
ir .71 lh ' :4J'' ( 0.

x .
. .

-/ If you have any questione,you Should call the Uniersity Archives at u

extension 2305.for assistance.
.

.

.... 6 a

PI?

',:

I
Gf

I-

4
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APPENDIX H (4)

'

A SAMPLE

'CHARACTERISTICS OF FIRE-INDUCED PLANTS

AS STUDIED ON THE CACHUMA BURN

by

Karen Doe

O

b

.Natural Resources Management Department

California Polytechnic State University

°

San Luis Obispo

1478-

. -30-
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APPENDIX (5)

o

TITLE

S A-M-P L E

APPROVAL PAGE'

Characteristics of Fire-Induced Plants as Studied on the
Cachuma Burn

AUTHOR Karen Doe .

DATE SUBMITTED: June 1978

John Smith

Senior Project Advisor Signature

Robert Johnson

Department Head Signature

-.31-3s

-re



CALIFORNIA POLYTECHNIC STATE UNIVERSITY. .

SAN LUIS OgISPO, CA 93407

Senior Project_RequirementIorm _
o

INSTRUCTIONS

1. Please type.
2. List all student authors of project.
3. Give full name of department kid major.
4. Obtain apprevalstgnature of S iior Project Advisor.
5. Copies of this form to be distributed by the departnient .office as follows; White, blue, green, Library;

Yellow, Faculty Advisor: Pink. 1.)epartinenr Head: Gold, Sturleut.
6. Attach cashier's receipt to white. blue,,and green, and send in u.landa envelope to:

Librkrry-- Senior Project

Student,(s) Name (s) Dep:ti (mem

Olt Last First 094)

Major

Sentico- Project Title

060-

No\ (kf Pages

o

SENIOR PROJECT ADVISOR APPROVAL ''14

The attached S nor Project has been reviewed by me and,meets the'requirements esta
by the departmei t4. All retwired signatures appear on the-approved cop). The k
receipt for the microfiche fee is attached.

Seniof ,Project Advisor:

Ty.152-E1 Name

p

FOR LIBRARY USE ONLY
TYPE Nciw N . Revision -- R Deletion

Signature

r

Date

Call No Tag Type Date (Dilation

Note Area

ja 010

050
9

Empty Fluid -070+
6/81

ft&

32
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APPENDIX I
°

Library Direc.tcoy

Abstracts and Indexes
Acquisitions and Collection
Development Department

Archive*
Audiovisual Materials
Automated Retrieval and

Interlibrary Loan
Books §1 High Noon
Books'on Approval
Browsing Collection (Books)
BrowsingeCollection (Periodicals

and Newspapefs)
Card Cqtalog
Cataloging Department
Circulation Desk
Computer Terminals
Computerized Literature Searches

'Current Periodicals
Faculty Beading Room
Government Documliand

Maps DepartMent
Group Study Rooms

Indexes and Abstracts

Room No.

111

105

409
216,

1 12

-204

105
Third Floor

Second Floor,

Main Jobby

103

101
114

112

209

510

312
205, 206, 208
301, 302,,303
410, 411, 412,'413

'111.

.Information Desk Main Lobby

Instruct] oval Materials'

Display genter 216.
-4.

Interlibrary Loan
...

112

Learninz Resources and
..; r.wpiriculum Department t 216

Library 'A 204

'Director . 204A

Assistant Di actors 204B, 204C4-.

Library Associates ,. 409,,

Library Drietitations, Coordinator 111

LibrartPublj,caticins 1 204

Loan Serviced Department 101

McNaughton.allection Third Floor

Main Card Catapg' Main bobby

Saps ... 3.12

.1

Microforms Room (Government
Documents)

,....

.a..

Nicroforms NOpm (Referena4
M

' -
.

ulti-Media Room.
s

.cd.Ai

314

12.1C

217

. .

Telephone
Extension No.-

2649

2250

2305

2273

1222

2344
.2250.

2389

-- 2029

1222

.2276

1364

2649.

2273

1222

2273

2344
2344
2344
2305-

2649

2344

2029

1364

1364

2649

2273,

vi?



APPENDIX I (21t.
O

New Books'
Nornsadb. Alexander Memorial

- Third Floor

Reading Room ' 409 2305

Order Section 105 2535

Periodicals, Current 209' j 2276

Photoduplication Equipment 113, 114D`.
215; 311, 408, 5n2

Quiet Study RooT 401

Reference Department 111 2649

MeserveBook,Room 1r4 2415

Serials _Section' 104 2403

Special%Collections and
Archives Department 409 .2305

Typing Rooms 111D; 304, 501

a

I 1e

.1 v

41 t.

0

"

0 0
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APPENDIX J

o

i"

Library Floor Plans

90-
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.1 ,

,

FIRST FLOOR

Microforms
triC

Reference
Offices

ra

Reference
111

Elevators

* Automated Retrieval
Interlibrary Loan I

112

114D

Reserve
114C

Collection Index

Serials and Bindery

104

Acquisitions/Collection Development
105

Order Section

Cataloging
103

114

Information
Desk

Circulation
101

t:

SECOND FLOOR

Learning Resources and Curriculum

-)

-Photoduplication
I 215

Elevators'

I.
Newspapers
tam

Current Periodicals

209

4

Readintlerrace

4

4.

Stacks A-F

Stairs

Group Study 2 Stairsno
Administiative Offices

;;202 -204

4:4

Stacks A-f-
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4

.4

THIRD FLOOR

Documents and Maps _

312

O

M1101.,_

Stacks G-PM

S

Group Study I Typing I
302-303 I 304 1 Stairs f

Group
Study
301

'FOURTH nook

Special Collections-
University Archives

409

b

e

Stacks G-PM

-t

Photoduplication
4158 .

Elevators

Stacks PN-R

Stacks PN-R

Stairs
II Group Study

410-410

1

Stacks PN-R

IMINIMPL
1

4

I 0.

rl

xF



FIFTH FLOOR


