4
v

(Confidential.)

REPORT OF THE SPECIAL COMWITTEE OF THE FACULTY ON THE
UNIVERSITY LIRRARY.

Fhe Special Committes on the Library, appointed at the meeting of the
Faculty on January 19, 1920, begs to submit the following report:

It has been our primary purpose to make the present facilities of the
Library of the greatest posgible service to students and teachers, to
strengthen the Library at once, and to propose plans looking to its develop-
ment. In making our inquiry we have had from the cutset the benefit of
the advice and help of the Librarian, and have profited by consultations
with the Standing Committee on the Library. Many of the arrangements
which we propose have not been possiblie in the past, because funds were not
available for the purpose, The Library has heen obliged to carry on its
work with an inadequate staff, and a eomparison of its budget of adminis-
trative expenses with the budget of other university libraries of approxi-
mately the same size makes it clear that the Princeton Library has rendered
good service for the money spent upon 1t; but it ean be materially improved
byv-an increase in the Library appropriation. The rigid economy which the
[dbrary has praeticed in the past was necessary, However, the Committee
{zels that the time has now come to strengthen an ipstitution vital to teach-
z and scholarship in every department of the University.

We have concerned ourssives with four main topics: 1 Internal Organ-
izationy I, Ezpenses; I1I-fdbzary Methods; and V. The Building and 15
Hguipment, Under these headings we make the following recommenda-
tions :

I. Internal Organization.

We recommend that:

1) The Librarian shall he responsible to the President and Board of
Trustees for all Library property. All proposals for appointment, reap-
pointment, or for advancement in rank or salary invelving faculty status
shall be made through him to the President. All changes in the general
policy of the Library shall be subjeet to his approval. He shall be the
official vepresentative of the Library in all matfers touching it, and shall
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preside at the joint meetings of the Standing Committes of the Faculty on
the Library and the Heads of the Library departments.

2} There shall be two Assistant Librarians.

Each Assistant Librarian shall be charged with the conduet of certain
departments of the Library, and the entive direction of the members of
these departmments shall be in his hands. DBut an Assistant Librarian shall
1ot change the general policy of any deparfment without the spproval of
the Librarian.

Each Assistant Librarian shall make to the Librarisn all recommeada-
tions for changes in personmel or salary of members of the department of
which he is in ¢harge. [ the absence of the Librarian, one of the Assistant
Librarians shall e Acting Librarian,

At pre,éent, Mr. Van Hoesen shall have charge of the Departments of
Purchase and Cataloguing.

The other Assistant Librarian shall have charge of the Departments of
Shelves, of Circulation, and of Special Libraries.

Remark : The Printing and Binding Departments, the Reference Depart-
ment, and the Photostat remain under the direction of the Librarian.

3) The Beference Librarians for students shall have such academic quali-
fications that they may be given at least the rank of Iustructor.

Remark : In accordance with the recommendation made above (1., 3), it is
understood. that.all -future sppoimtments to the position of Librarian, of
Assistant Librarian charged with the conduect of the Purchase Department,
or of Reference Librarian are to be made according to the method of pro-
cedure followed in making appointments to the Faculty. All members of
the Library staff with academic status shall enjoy the full rights and privi-
leges attaching to their ranlk. <14 Yl

4) The Standing Commitiee of the Faculty on the Library shall eonsist of
gix members of the Faculty who are not members of the Library staff. Each
Division of the departments of the University shall be represented by at
least one member.

The Standing Committee shall eleet its own chairman to preside over its
separate meetings. It shall be advisory to the Librarian; and it may pre-
sent recommendations to the Librarian in joint meetings of the Standing
Committee and of Heads of departments of the Library concerning matfers
relating to the use of the Library by the Faculiy and students of the Tni-
versity. With this object in view it shall invite and receive suggestions
from members of the Faculty. It shall make proposals looking to an ad-
Justment of the conflicting interests of departments. It shall give its

attention to the educational activities of the Library. It shall make recom-
mendations concerning Library rules, methods, and procedure, and with
regard to the arrangement of books and pericdicals and the equipment of
the building, and it shall ecoperate with the Librarian in presenting the
needs of the Library to the Facuity and the Board of Trustees. Joint
meetings of the Standing Committes and the Heads of departments of the
Library shall be called by the Librarian at the request of the Btanding
Committee,

In its advisory capaeity, the Standing Committee shall be responsible to
the Faculty and ghall report to the Faeulty at least once a term. Tn exer-
cising its funetion in regard to expending two-thirds of the Elizabeth Fand,
granted by Chapter XIII, section 3 of the By-laws, it shall be responsible to
tire Trustees’ Committee on the Library, as is stated in that section.

&) Three additional expert cataloguers be appointed.

61} The Department of Shelves be reconstituted.

7) A Public Documeut Depository be established.

81 An additional Assistant Librarian be appointed, to be responsible for
the conduct of the Ddepartments of Shelves, of Special Libraries, and of
Cireunlation.

9} An additional Refevenee Librarian be appolinted.

10 A Map, Chart, and Engraving Depository he established.

. II. Expenses.

In the opinien of the Special Committee, the subjoined proposals should

Be taken up by the Board of Trustees immediafely after the recommenda-

tions macde by the Faeulty concerning salary matters on Mareh 23, 1920,
have had proper consideration.

A, Administrative Expenses.

To provide funds for the additions to the Library staff mentioned under
section [, and for an inerease in the salaries of present members of the
staff, we recommend that the salary schedule be inereased by the sum of
$19,350, and we request permission from the Faculty to transmit directly
to the President and Board of Trustees a list of items, amounting to the
suwm just mentioned, and ecovering additions te salaries and salaries for new
reembers of the staff. We also ask for power to suggest to the Trustees cer-
tain changes in our present method of handling the finances of the Library.




Remark: We believe that the proper eare of the books which we now
have, the improvement of the service of the Lihrary, the payment of
adequate salaries, and the retention thereby of efficient members of the
Library staff are the most urgent needs of the Library at the present time.
How vital to ifs existence an merease in the appropriation for salaries is
may be seen from table A, which eontaing some statistics of the Priveeton
Tibrary from 1912 to 1919; from table B, in which certain averages at
Princeton and in two other libraries of approximately the same size are
given, and from table C, in which the pertinent fgures for 1918.1919 for
theze three universities are presented. The disparity in size of the Library
staff and of the salary budget in these three universities is especially note-
worthy.

B. The Purchase of Books-.

Under this hend we recommend that the Board of Trustees be asked fo
make an appropriation which will allow the use of $55,000 a year for the
purchagse of books, In view of the Increased cost of books, probably this
sum will not have mueh greater purchaging value than the amount expended
for books before the war, and the appropriation of it will still Teave the
Library in a position inferior to many other university libraries (see table
). However, we do not suggest a larger sum at this time because of the
greater need of a large addition to the salary budget.

IIT. Library Methods.

Under this head we recommend that:

1) Orders.

a) Each department appoint a Library representative, and that all hook
orders suggested by members of the department be approved by him before
being kanded to the Purchase Department,

b) If Stechert’s monthly list 1s still available, the Librarian be requested
to c¢lip the appropriate portions, and send out these excerpts each month to
the departments, so that the departments may order books from these lists.

¢) Exeept during the summer vacation, the Librarian submit to the
appropriate departments suggested orders for books lying in their special
fields, when these orders come from others than the Library representative
of the department, and that he order the books approved, or not vetoed
within ten days, by the department, j

d} The Head of the Cirenlation Department keep & list of books asked
for at the delivery desk, which are net in the Library, and that these
requests be sent to the appropriate department:

e} In ordering books, the professor be asked to place on the order slip
such bibliographical data as are rveadily accessible to him, so that the order-
ing may be expedited.

) The Librarian report on orders by returning to the Library repre-
sentative of the department coneerned, when a department so requests, a
duplieate of the order slip when the bool has been received.

g) All books ordered for the Library from private funds be reported to
the Purchase Department.

h) Thbe Purchase Department be raquested to adopt such methods as may
seem best adapted to ““follow-up,”’ at least every three months, all unfilled
orders for books.

i) From the appropriation made for the purchase of books in fields cut-
side the regular departments, separate funds be set aside for expendifure in
these fields. The Standing Clommittee shall appoint members of the Faculty
mmterested in these figlds fo order books on the separate funds, and, when
these funds are expended, to suggest additional books to be ordered at the
iseretion of the Librarian.

i) The number of books to be ordered for preceptorial work in each
particular case be determined by the Head of the Purchase Departinent and
the Library representative of the department concerned, in joint consul-
tation,

2) Classification.

[f the Library representative of a department so desire, an opportunity
be offered him to give advice in regard to the classification of books.

3) Shelving.

In general, new books, exvept those urgently needed by a member of the
University, be displayed on a New Book Shelf.

4) Periodicals,

So far as seems advisable to the departments eoncermed, the eurren
numbers of periodicals be kept in the Main Library, and that, so far as is
practical, they be brought together, preferably in adjoining rooms, one for
popular periodicals, and one for seientific periodicals.

3) Location of Books.

The Librarian be requested to publish a brief digest of the principles of
classification and lecation of beoks in the Library, and of the rules for the
ugse of books in separate libraries and seminaries.

Remark : 8uch a digest is now in process of preparation.




S') Maps.

All maps and printed charts not permanenily placed on walls be returned
to the Library; and that, in the future, maps and printed charts be charged
at the Loan Dask in the name of the persen dvawing them from the Library.

7y Censns.

Notices be sent every year, on December 1 to the Faeulty and graduate
students, on May 1 to all borrowers from the Library, to the effect that all
Lhooks belonging 1o the Library must be returned, renewed, or the Library
recompensed For their logs or for the delay in returning them.

IV. The Library Building and Its Equipment.

There is no doubt that a large addition to the Library building is very
desirable, but the Committee believes that the Faculty and the Board of
Trustees would consider it unwise to undertake any plans for building at
the present time. In has therefore contented itself with snggestions looking
to an improvement in the equipment of the building and to esrtain rear-
rangements within it. To make a thorcugh study of these fwo matters
would have prevented the Committee from submitting its Report before the
end of the academic vear. Consequently, I has seemed best to present a
few definite recommendations and to refer other matters in which improve-
ment can be made to the Standing Committee.

We thercfore recommend that:

1} The general principle of using the Livrary for books and not for

musenm purposes be adopted.
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the provision of the preceding paragraph be one of the first considerations.
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from tha seminary to the adjacent stack,
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_ 1) l‘%emove all administrative offices, mneluding mechanieal departments
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building, thus releasing additional senunary rooms and stack space ;
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the north or south stack of the Main Library T
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11) Take steps to minimize the disadvantages that arize from the fact
that there are six departmental librares outside of the main building,

V. BS8pecial Topics Referred te the Standing Committee.

Under this head we recomuend that:

1) The Standing Committes of the Faculty, in eodperation with the
Librarian, he reguested to carry out the changes proposed under section 11T
anrd under section IV, paragraph (1},

23 The same Commiites, with the Librarian, take under eonsideration the
tfollowing matters:

a) Standardization of rules of seminaries and departmental libraries.

b) A system of letfering the stacks and numbering the shelves, and the
publication of a brief index showing the location in the Library of the books
on important subjects.

@) Arrangement of books on the shelves to avoid overerowding.

d} Bringing together books on the same subject.

e) Placing near the eard catalogne a box, with an appropriate sign, for
filing slips calling attention to mistakes or omissions in the catalogue.

£y Lack of uniformity and completeness in cross-refersnees in the cata-
logue.

) Purchase of missing numbers In series and periodicals.

h) Further study of the answers fo the letter of inquiry sent by the
Special Committes to the Faculty.

Respectfully submitted
FRANK F. ABBOTT
DANA C. MUNRO
CHARLES G, OSGCOD
H. ALEXANDER SMITH

(Advisory Member)

DONALD CLIVE STUART
H. D. THOMPSON
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