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PREFACE

This manual is intended {o serve as a textbook and basis
for problems in the course on the use of books and libraries
a8 given at the University of Illincis for freshmen and sopho-
mores. It is, in its present form, a developrent from outlines
and lecture notes nsed in this eourse for a number of years
past. Alilough there are several exeellent textbooks on li-
brary practices alveady published, none seern to meet the
needs of o course for college underelassmen, in which weekly
problems are assigned to be worked out by the student, This
hook lays no elaims to originality, nor does it eontain any-
thing for the trained librarian or seholar. Ti seems justified,
however, heeause its nse will Jeave free for recifation and
discutssion the part of the elass period formerly consumed by
the stndents in detailed note-taking from lecivres

The vourse for which this mamal bas beon propared wos
started at the University of Illinois in the fall of 1898 by the
lute Katharine Ti. Bharp, formerly Librarian and Dicector of
the Librury Behool, and has been continued by snecessive
membors of the Relerenee Department of the Library, as-
sisted by members of the Faeully of the Library School T
is an eleetive conrse, accepted for credit in the undergraduate
collegee of the University. Lts purpose, primarily, is te give
to the students early in their collese carcer some knowledge
of the resourecs of the library and a familiavity with refer-
ence books whieh will help them in the preparation of assign-
ments in other studies. Reeilalions are eondueted by 4 com-
bination of the question-and-answer, topieal, and lecture
methods, bul the most important feature of the eourse is the
laboratory work in the form of problems which necessitate
the use of the library rtecords and books deseribed in the
manual. These are assigned cach week and on being handed
in are corrected and returned to the students at the following
class period. (See Appendix IT for sample problem.)

The compilers are glad to acknowledge their indebtedness
fo Br. Phineas L. Windsor for adviee and enconragement in
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the planning of this work, and to Miss Frances Simpson,
Aiss Emma Felsenthal, Miss Sabra Vought, and others who
have taught the course, for their part in the preparation of
leetnres and outlines from which this mannal has developed.
From the following books especially, helpful suggestions have
been received: Kroeger, Guide to the study and use of refer-
ence books; Fay and Eaton, Instruction in the use of books
and lbraries; Lowe, Books and libraries; and Ward, Proc-
tical wse of books and libraries.

M. H.

A 8. J

M 5. W.
Urbana, Illinois,
July 1920
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CHAPTER 1
INTRODUCTION

1. Libraries: their function and unse.—Libraries were
once regarded simply as a place in which to keep books, a
storehonse of knowledge, where stress was laid on preserv-
ing rather than wsing records. But during the last fow
decades, the trend has been to make the library also an
aelive ageney in the eommuunity. Our larrer public libra-
ries assist in meeting ecivie needs, educational and sociolog-
ical as well ag recreational. So-called “‘speeial” librames
maintained by large business, manufacturing, and cnginesr-
ing firms meet & definite demand by furnishing information
along the lines of the firm’s partienlar interest.

[ The eolleze library has a some 'r"u;"].'l._ai. different, thongh very
real serviee to perform. Here 'in addilion to supplying
reading and study voom facilities, the primary purpose is
to make possible the investigation of any subjeel. The .
brary becomes the laboratory of both studenis and leachers,
irrespective of their special interegt, be it engincering, agri-
culture, eommeree, scienee o the hberal arts,

However, anly thoes who koow somethinge of the subject
can make the best use of a labovalory. Eguipment in a
physies laboratory of only passing mterest to & casumal ob-
server has much more meaning to one who Enows how to
use it. Likewise, the lihrary offers things of interest to even
the uninformed mind, but an adequate use of its facilities
ean only be made by one who knows its organieation and
resources. One might gain this knowledge through a con-
tinued use of the library and the gradual discovery of its
make-up, but meanwhile one would miss many short euts
and overlook valuable material. For thie reason, a sys-
tematie study of the library, its arrangement, important ree-
ords, and resources will bring abundant returns) Through-
out the eourse it should be remembered that the purpose of
gaining this information is simply a means to an end—to
assist in the field of one’s special interest.
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