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GENERAL INSTRUCTIONS FOR STUDENT ASSISTANTS

at all times that you represent the librarye
Be courteous, no matter how stupid a question
or how troublesome & request. Be patient.

Remember
Be neat.
may seem

Be accuratee
Be considerate of others, not only of those who come

to the desk, but of those with whom you work. Remember
that carelessness on your part may cause trouble for
iothers; that if you are late for work scmeone elsee may

be seriously inconweniencede

Be alert. If you have nothing to do while you are on duty
éat the desk, look to see if there is not something which
lyou cen do, such as gathering up periodicals and reference
‘booke from the tables, unfinished jobs at the desk, etce
'Don't forget that business comes first. If someone wants
a reserve book, or wants to ask & question, gshe must be
|served; she must not be kept waiting while you talk to

! your friends.
Do not try to answer que
| terial on a subject or any ©

gare quite sure of the answer.
Nise Samnders or Mrs. Parks and eck them, or send the

| girl to thems If you can not find any member of the
| 1library staff, ask the girl or the Faculty member b®

| come back latere.

stions as to where to find me-
ther question, unless you
Asways find Miss Newhall,
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GENERAL INFORMATION

|
I
!
; :
[, Dictionaries and the newest large atlas are on the
tables.
2/ Back numbers of magazines are, if unbounds
e
et RN B CES
. ') in the Magazine Cupboard
3. B as a class number stands for BIOGRAPHY i in the
| mew tall bookcase in front of the Fiction secticn

{

L. Poetry Indexes, Short Story Indexes, etc., are on
! the bottom shelf to the right of the desk.

Author reference booka are on the bottom shelf on
the left of the desk (2 d section from the main door)
r Current Biographyé above the books in 1) ; 1944 issues
| on top shelf of desk, right-hand side.
E. Encyclopedias.
. Readers Guide: on table by window near the magazine
racks

‘ INFORMATION ABOUT AUTHORS




CIRCULATION ROUTINE
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NO -
WEEK BOOKS

1. Remove card from pocket and see that the person teking

2.

3.

4.

out the book signs it.

Stamp the date due slip in the back of the book while

the card is being signed/ Stamp the book card and put

it temporarily in fromp of the author file. pv Buif Cand
4 date slips ere-mede, file tirese behind the appropriate
date card. File the book card by author hehind the
appropriate alphabetical guide card.

Notet Many books will have date Lff slips in the pocket
with the cerd. Remove these with the card, and file

slip and card as above.

Date_slipe-ere-net-necessary. to. file-for—booke—takemoyt
by Laoculby-members. “Legve-in—thHe book~pocket. File the

RESERVE BOOKS

i

Remove book card from pocket and see that it is signed

as above.

Mark with pencil tally on the reserve book circulaticn
chart under the appropriate classf i.e., Mythology,
Economics, History, etec.

File the book card behind the appropriate guided card (by
author) in the Reserve Book file.

@vernight books
a) May go out from 9:30-10300 P.M., due back 8330 A.M.
(Sat. noon ™  11:00-12:D) . " Sun.eve. 733
b) Put pink Overnight glip in, pocket when book goes
out.

¢) Count and mark with pencil tally as above (2) below
line drawn under day's circulation.

d) Overnight books may be signed up in advance on slips
filed in special box. File overnight reserve cards
here as they go out.

# Not to be done for reserve books taken out by Faculty mem-

- bers.



ROUTINE FOR DISCHARGING BOOKS

Look at the date in the back of the book (if a 2-wee
book) to see whether it is late,

If the book is late, compute the penalty by subtract
ing the date due from the date returned; the penalty
for prep, students and day students is $,05 a day (
$.,04 for cash payment); for college boarders 1 deme-
rit a day (record the latter on slip in corner of
blotter),

If the girl has not paid her fine or waited to find
out the penalty, make out a fine slip, and file in
the cash box, Make out a form slip (in box én right
in top drawer) for amount of fine or demerits and
send to girl in housemail,

If book is not late, omit 2 and 3 above, Find book
card by looking in alphabetical author file, date
slip or buff card in date due file, Put cards in
pocket and book on truc k, Be sure that the acces-
sion number on the card checks with that on the pock
et,

If a number of books come in at one time, check the
dates on all of them quickly and put to one side
those which are late, If a lot of books have come i
at once, check the date as you put the book on the
truck to be sure that you have not missed an overdue
book,
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SPECIAL INFORMATION ABOUT RBBERVE CARDS

1. Cards from Music History reserve books are not to be
thrown away: when they ere full, put them in the
envelope in the drawer marked: Mr. Riggs, Music Histor
cards.

2. In making out new reserve book cardss
a) Please use ink
b) * print
c) Pt "cd. 2" (or 3,4, étc.) if card is to replace a
full book card
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FINES & LIBRARY REGULATIONS REGARDING LENGTH OF
LOAN

’Tuﬁb‘ ~+we = ;

1) Week booke may be kept out for ome weekfat a time.
They may be renewed for another week if there is
not a demand for them. A fine of five cents a day
is charged for books which are overdue. Fines
paid when a book is returned (not charged) are
discounted 20% (e.g., .01 from a 205 fine

IR S o

2. Reserve books must be used in the library during
the day, except by special permission from Miss
Newhall, Miss Saunders . + They may
be taken out Sor overnight use at 9330 P.M. , but
they are to be broughtuback by 8330 the next
morning. A charge of $.2 is 'made for each
late reserve book. (efe 1. a2bove regarding dis-
counts)

3. Speciel permission to exempt a person from paying a
fine can be given only by Miss Newhall, lMiss

Saunders “orslingesiams .
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lBOOK WEEH}
NOV. 13-19, 1949

MAKE FRIEND
WITH BOOK

PUZZLE —If you put comm
in the right places, this rhyn
will make sense:

“Every lady in this land

“Has twenty nails upon each hang

“Five and twenty on hands ar

fe
“And this is true without

deceit
RIDDLE—
- With words unnumbered I
aboun
In me mankind takes great
deligh
In me great store of learning
founc

Yet I can neither read nor writ

jooq y amsuy

CHILDREN’S BOOK COUNCI
L 62 West 45th Street
New York 19, N. Y.
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SHELVING

Shelve reserve books promptlys if possible, as
soon as they come in. This is important, because
they be wanted again right away.

Be gure that the right card is in the book before
you put it away. This applies to reserve books
and week books alike. Check the accession number
(in the upper right-hand corner of the book card
and the book pocket) each time.

Put the week books on the truck, arranging them
by class number, the 100's to the left, and the
Fiction to the right, so that you can work frow ri
to left in shelving. This order need not go from
shelf to shelf of the truck, but may be started
over with each shelf (of the truck). This is real
a simpler and quicker way of doing.

Shelve the books as you come to the stacks, the
Fiction first, Biography (up to Ja), Short Stories
etc. As you shelve, verify the accession number
of each book to catch any mistakes that may have
been made in carding. Leave the books which you
have shelved slightly pulled out, that they may

be checked for correct shelving. After a week or
80, this may no longer be necessary; Miss Newhall
will tell you when you have graduated from this
preliminary step.

Books with green cards go in the Recreational “ead
ing Room. Put these aside to be carried in there
after you have finished with the rest of the
shelving.

Put aside books which need mending or which haue
full book cards. (Full book cards should not be
put in the pockets, but in the books so that the
top of the card projects.) Put these books in the
workpoom on the table. Put the books which need
only a new card on the table by the typewriter.
These new cards should be typed right after shelv-
ing if time allows, and the books then shelved.
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MAIL

Open all periodicals. Put aside behind book dis-
play rack all other mail, including anything about
which you are dubious.

Stamp all pericdicals with ownership stamp on the
front cover and on the top of any page inside.

(Be careful not to stamp on a picture or any part
of one.)

Check the periodicals in the Kardex file. If there
are two copies of any one issue of a periodical, pm
two checks without a comma between, or one check
above the other. If there are two different issues
of a periodical to be entered in the same space (e«
Vogue comes out on the lst and 15th of each month)
put a check for each issue with a comma between.
Put the periodicals in place on the rack, being
sure that they are arranged in alphabetical order.
When you put out a new issue of the magazine, remov
the one slready on the rack and file it on top of
other issues of the same magazine in the correct £
place behind the magazine rack or the exhibit case.

i:l P)}{&‘S’k/ { LN
m——— ) . E \ ' =1 .
\\ ’ (s} f’ - \C'w e l\) 5¢ 9y ¢ AN
y { ; . "
/ Ve T oo
NY. Hu Trd, @ SeSu
N \) \ \";\5; W"‘* ‘ )
\ ; 4 t
S :'l,i
; I ,\ ‘»‘{" wl / } / ) 4
— |
) \ - A\ \e
'\.\'-‘\ ali”\‘. }C‘\ n . i(\!\‘\ﬂ ) (}45 ’!
w ] w e i
- f \ ; oy Y )
v J J
; td 4
. } L]
¥ N ) : \L\ ?w \ a f; 3 = ' N Uy ' (ﬂ
| i . y S— e
kgl “7 LA ¥ru, a4
f t \
i 4 S f &
\ , ‘;’ ‘\f s A { P,




/

@

L,

2.

PERIODICALS

Perfddicals do not circulate, (except for 4 below)

Current issues are on the magazine rack or table, ex-
cept for a few which are kept on the top shelf of the
desk on the right, We make the girls sign for these,
as they are apt to disappear,

If a girl requests a back number of a periodical whic
has not been bound(see pamphlet on MAGAZINES for thos
which have or have not been), she must fill out a for
(supply on desk) ‘and give to the librarian, When the
librarian has obtained the magazine from the magazine
closet, she files the request form alphabetically by
the name of the magazine inf the Reserve file, These
skips go back in the magazine when it is returned to
the ddsk,

g? < "‘( 4 0T s’\}%"‘u\'éfzdﬁff”

P \

4, Faculty may take out magazines,
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