Contents

Preface vii

General introduction  ix
Funding x
What is the library’s role? X
Status and pay Xxii
Image  Xi
Gender issues  Xi
Censorship  xiii
Conclusion  xiv
Reference  xiv

1 The functions and structure of the principal types of library and
information service within the UK 1
Public libraries 1
Academic libraries 7
Special libraries 12
Information centres 13
National libraries 1B
Professional bodies 19
References 22

2 Recruitment, supervision, education and training 23
The recruitment process 23
The interview 2B
Induction 29
The probationary period 31



iv. An introduction to library and information work

Training, education and personal and professional development for
paraprofessional library staff 32

Formal professional and paraprofessional education and training 34

Summary of staff recruitment, retention and development 35

Supervisory duties 36

Keeping records 42

Conclusion 43

References 43

3 Library co-operation inthe UK 44
General introduction 44
The Regional Library Bureaux 45
Borrowing from other libraries 47
Lending to other libraries 47
Purchase and storage schemes 48
The British Library Document Supply Centre 48
Co-operative cataloguing 50
Exchange and gift schemes 50
Informal co-operation 51
Reference 52

4 The stock of libraries 53

Types/range of stock 53

Public libraries 54

Academic libraries 60

Special libraries 60

Selecting, ordering and processing stock 61

Arranging and accessing stock 66

Managing stock 1 - stock control, circulation control and
issue systems 74

Managing stock 2 - security measures 76

Care of stock 79

Bibliography of key reference sources 83

References 97

5 Services to users 98
Customer care and communication skills 98
Lending 100
Reference and research 101
Information 105



Contents v

The community role inthe UK 107
Library building and design 109
References 110

Information technology in the library 111
Alan Hornsey

Basic terms and concepts 112
Hardware 114

Networks 117

Software 122

Practical IT management 124
Integrated library systems 128
Information retrieval 134

The internet and the web 140
UK government initiatives 149
Some useful URLs 150
Further reading 153
References 153

The management perspective 155

Jane Gill

The role of libraries in the UK 155

Social inclusion 157

Business planning 158

Public libraries and UK central government 159
Finding out what users want 162

Measuring the service 164

Finance and resources 168

Promoting the service 174

Reading development 177

The wider context inthe UK 180

References 186

Appendix to Chapter 7: Health and Safety at Work etc. Act 1974 187
References 188

The international perspective 189

International organizations which support libraries 189
Libraries inthe developed world 190

Libraries in the developing world 192

Conclusion 194



vi  An introduction to library and information work

Useful sources of information 195

Glossary of abbreviations and acronyms 197

Index 201



