SMALL SCHOOL
LIBRARIES



Published @ 2017 Trieste Publishing Pty Ltd

ISBN 9780649308415

Small School Libraries by G. M. Walton

Except for use in any review, the reproduction or utilisation of this work in whole or in part in
any form by any electronic, mechanical or other means, now known or hereafter invented,
including xerography, photocopying and recording, or in any information storage or retrieval
system, is forbidden without the permission of the publisher, Trieste Publishing Pty Ltd, PO Box
1576 Collingwood, Victoria 3066 Australia.

All rights reserved.

Edited by Trieste Publishing Pty Ltd.
Cover @ 2017

This book is sold subject to the condition that it shall not, by way of trade or otherwise, be lent,
re-sold, hired out, or otherwise circulated without the publisher's prior consent in any form or
binding or cover other than that in which it is published and without a similar condition
including this condition being imposed on the subsequent purchaser.

www.triestepublishing.com



G. M. WALTON

SMALL SCHOOL
LIBRARIES

ﬁTrieste






CONTENTS

CHAF.
I—AccrssioNs .
N —CATALOGUING
IIT—CATALOGUING . d
IV—CLASSIFICATION
V—ADMINISTRATION . i
VI—REFERENCE BooxEs .
VII-PuBLic DoOCUMENTS

FAGE

13
z1
29
a7
45







ACCESSIONS 1

CHAPTER 1
Accessiona

HERE are two lists of books that are
absolutely indispensable to the
smallest library, one list to show the
number of books, their cost, and material
value; the other to give information re-
garding the contents and use of the beaks,
their authors, titles and the special sub-
jects treated. The latter is called the
Catalogue, its importance being marked
by the absence of any qualifying word. The
former was long called the Numerical
catalogue, but has been re-christened the
Accession book. It is a record of each
book acquired by the library (of each
accession to the library), entered in con-
secutive numerical order, with the author,
title, publisher, place of publication, cost
and other details necessary to a history of

each volume on the shelves.



z ACCHBSIONS

The accession book may be.an ordinary
blank book, ruled off with the headings
written in by the libratian, or a book made
for the purpose may be bought of the
Library Bureau, Chicago. The smallest
edition is made for 1,000 volumes, and
costs $1.00. If a blank book isused, one
8x10 inches is convenient, and the double
page is necessary for the complete entry.
{See opposite page).

Every book, pamphlet, or volume of a
set of books, is given an accession number
and occupies one lige. If a book is worn
out, lost, or withdrawn the fact is noted
in the columns for remarks. Gifts are en-
tered as other books except the word
“gift’ is written in the cost coluimn,
Bound periodicals are entered as other
books, but cost of subscriptions, and of
binding are kept elsewhere, in separate
note books.
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4 ACCRESNIONS

Each book should be marked with the
name of the Library, on the inside of the
front cover, either with a printed label, or
a rubber stamp, in either case a blank
being left, that the accession number
may be added. E. g.:

RICHMOND, MICHIGAN
PUBLIC SCHOOL LIBRARY

The accession book is of specific value.
It is the business ledger. In case of fire
it is the basis of estimating losses, and
securing insuwrance. It is the catalogue
which answers many purposes, among
them that of taking account of stoek It
is the most important record book of the
libraty.



CATALOGUING 5

CHAPTER II
Cataloguing

THE catalogue of a library is wvery
like the index of a book, and the
statement may be strengthened by adding
that a library without a catalogos is
deprived of its usefulness even more than
a book without an index.

All questions which must be answered
in a library fall under three heads:—(1.)
Have vou a book by a certain author?
(2.) Have you a particular book?
{(3.) What have you on some specific
subject? The frst reguires that all books
be catalogued by aunthots. The second
necessitates writing titles of books. The
third demands the careful examination of °
the books, that each may be entered
under the general subject class to which
it belongs, and still further that the
volume be analyzed and special chapters




