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This Manual was prepared by the State

Library Advisory Committee in conjunction with

Edna B. Boyles, Assistant State Director, Wbmen�s

and Professional Division, as our representative,

and is issued for the purpose of outlining a

general plan of organization of the Statewwide
Library Project to operate under the Women&#39;s and

Professional Division of the Works Progress
.&wninistration of West Virginia with the State

Board of Education as the Sponsor.
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Florence H. Wilkinson

State Director of Women&#39;s

and Professional Projects

APPROVED BY:

N. Klderson
S ate W}P.A. Administrator

Dr.7N.&#39;W.�Trent
State Superintendent of
Free Schools and President

State Board of Education
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PURPOSE OF THE PROJECT

First, for the purpose of giving work to
needy persons, eligible for WPA employment, who

are especially qualified for this type of employ-

ment or who can be trained.

Second, to provide assistants in the�

development of library services in the state

through the State Board of Education.

Third, the Project will provide for the
demonstration of logical library services in the

state which have not been demonstrated under the

present laws.

Fourth, to pool all resources of "all

agencies" in obtaining a permanent program through

Federal Aid.
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SPONSOR

The Project is sponsored by the State Board of

Education and may operate in any county in which the

County Superintendent and/or the County Board of

Education and/br Public Library Board approve under

fthe jurisdiction of the State Board of Education

and/or County Board of Education.

Other organizations such as: Civic Clubs, Parent-

Teachers Associations, Library Committees, Business

Groups, may act as cooperating agencies.

The State Board of Education and the Professional S g

and Service Division of the Works Progress Administration B
are to provide definite policies which are to be made
currently by joint agreement. I

The duties of the sponsor and the co-sponsors are

to provide adequate supplies and equipment and a working

place for the efficient operation of the project. They

should authorize expenditure of sponsor&#39;s funds, secure

books and assist in their selection.

The State sponsor should exercise some technical

supervision in the suggestion of working procedures

and should help in the construction of manuals and
report forms and in revising instructions for

technical operation in the field.
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BRANCH SUPERVISORS DUTIES

The primary duty of the WPA Branch Supervisors is

to supply administrative advice and instruction upon recommenda-
tion and approval of the State Project Supervisor and the State
Director of Professional and Service Division. 1

(a) Report to the&#39;WPA Branch Manager&#39;s office and

work through it §ly§y§_in making any personnel or project

operation adjustments.

(b) Report all activities in connection with library

work to State Project Supervisor and State Director of Professional

and Service Projects.

(c) Become familiar with all library forms in reporting

project activities controlled by the County, Branch and State
offices.

(d) Maintain cordial relations with County Boards

of Education, County Officials, Civic Clubs, Library Committees,

and other inte re sted a ge nc ie s .

(f) Supervise all project activities and be responsi-

ble for the training of the WPA County Superintendents and

project foremen.
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TRAI1\TING sc;IooL

The Branch Supervisor is to be responsible for an intensive

training school for WPA county superintendents and project foremen.

This training should include instruction in each phase of the

work to be performed on the project.

1. 
     
     2.
3.

4.
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SUGGESTED OUTLINE 4 £E§§é§I_SERVICES

History

Need

Survey

(ag Geographical Features
(b General Facts about the Communities
(0) Present Facilities
(d) Finances

Procedures and Responsibilities
(State - Branch and County)

{a} Library Techniques
(b) Records
(c) Circulation
(cl) Publicity
(e) Methods of Coordinating Organized Agencies
(f) Story Telling Hours
(g) Books
(h) Campaigns
(i Cataloging
(j) Simple Classification
(k) Bookmobiles
(1) Displays
(m) Library Technique
(n) E1300
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COUNTY LIBRARY CAMPAIGNS

A. Issue preparatory publicity for the campaign

by having facts and figures which bear on the

situation, regarding both the library and

community. To feel the pulse of the community

is most important and must be accurately

gauged, because the chances for success of the

library depends m§9lly;on the public.

B. List of methods available for library interest

and publicity:

In approaching organizations plan an

informal meeting with the group through

one of the "key" persons.

1. Secure the endorsements of organizations

and individuals.

2. Suggest that each community organization

recommend a library committee member.

3. Have the committee decide upon the type

of campaign and the length of time it is to

OOVOI&#39;o

4. Consult the following organizations, A   i §

as well, as others in your community»
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Approach:

a. Coun y Superintendents
b. Library Committees
00 Parent Teachers Association

d. Librarians

30 �No C. To U;

f. Einisterial Associations

go Civic Clubs-~Kiwanis, Quota, Rotary,
Business and Professional, Farm Bureau
and Women&#39;s Clubs

h. Boards of Education

i Churches

jo EtGo

C. Forms of Campaigns
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12.

15.

To create public interest

Daily newspaper Articles
by the library committee which
consists of members of&#39;the various

organizations.
Posters (outdoor) (indoor) with slogans
Church announcements

Book talks

Illustrations at the motion pictures
Short plays
Tag Daya-automobile & Lapel Tags
Informal Circulars for rural
and villages (not advisable
for cities due to the surplus of
circular advertising)

Radio talks

Library reception or tea i
School Essays on the �Need of a Public
Library In Our Community."

Book Displays and Book&#39;Week
Etc; �

&#39;
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LIBRARY FEATURES

.A. Site

The library should be accessible to the greatest

possible number of its potential patrons. A community library

should be near the center of the business district and in a

strategic location.

�
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Ample space should be provided for readers, books and

administration. The number of rooms is determined by the size  i
and kind of library.

The room should be well heated, well ventilated and
well lighted.

The walls and ceiling should be light colored.
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between sections to prevent saggingt Shelves should be 8 in.
in depth, 5/4 in. thick. If they are tobe stationary, they
should be no less than 10 inches. The bottom shelf may be 12

in. or 14 in. to provide for larger volumes.

Adjustable shelves may be made by the use of metal strips

of brackets.

In figuring book shelf capacity the average is about 24%

books to a three foot shelf.

\

Open wood shelving placed against the wall is recommended.

Librarian&#39;s Desk

This should have a flat top.

Toilet Facilities

Public toilet rooms in any library probably&#39;wil1 bring

administrative difficulties. There should be adequate toilet facilu

ities for the library staff-
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L&Th6 ¢atal5gueis fhQ °ard%ihdéxof<th% b0°kSkin:%h6%v 1

It�is*D�cessarythgtV1ibraryheadquért%rs�h�
%1¢gi:e�based an rec ognized rules. The be

�  Iibrariaswiththroethousandbqoksshou1dbei%\

* J�Aca£alogué includes theauthdr&#39;s,oQrd,a»tit1¢_C3rdai
«

� cal»-as should be filcéd alphabetically under authoi:f,
/ � � \ I ,-

ti£1e and>a limited number of classificationS¢ %Dcfihite
@clicie5 Should be fallowed for efficie�t operatio�. ;%

1

Cards should be 3" x 5",]p1ai�, not ruled. %Air©un��fN3
?hD1e may be at the bottamof eaohcard�whereQ rod may be used " .
At: hold each in place;

fl.  %§ythor&#39;s Card:%
4�

The most importantoardis thoVauthor";card.�U%§«

Vswparate card for ea¢h�wnrk of anauthoryinSt0ad ¢f+listi�@ T&#39;,� .�

severa1 titles on one card,fwith the exceptioh.of oné_book published %AV
:

1 in several volumes » make one author card for the sé%;a. »

A-L? the  {left of the c ram (the
classification number. V Beneathiche c1�a.ssi£ica.tionAnwnber&

�:peL,$onwritten}%a.bout





at the right of the first vertical line, write the author&#39;s

surname, giving initials for the others. On the line beneath

the author&#39;s name, beginning at the second vertical line,

copy the title from the title page, not from the back of

the book. Capitalize only the first word and all proper

1&#39;1a.mCS,

One-half inch after the title, write the date of

publication as given at the foot of the titlenpage. If this

date is lacking, use the latest copyright date. If the book

is in more than one volume, indicate by 2,V. or 3 V. after

the date. 
     
     Thus: 

     
     Author Card

  i
900.1% An�erson, Hughja.

A. Facts Of West Virginia Its
Institutions and Its People. l936

 *
_�...,

,...,,&#39;,�_1,.~ vy ,at�





2. Title Care:

In making the title card, write the classification

 number&#39;with the initial beneath it. (Same as on the leftt

hand corner of the author card.)

On the top line, but at the second vertical line,

write the title. Use a brief form, generally the same as

on.the back of the book. On the line below&#39;write the author�s

name - as it appears on the author card.

Thus: 
     
     Title Card

&#39;2

900.1 § Facts Of West Virginia

A. Anderson, Hugh E.
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Place all author, title and subject cards in one

file alphabetically by the first word on the top line, like
the words in a dictionary, disregarding such words as: "a",.

"an", or "the", at the beginning of the line but not in

the middle of titles. When the words on the top line are the

same, arrange alphabetically by the words on the second line,

and so on. The cards should be kept in a card catalogue and

filed from the front of each drawer to the back. Place labels

on the outside of each drawer to indicate what letters are to
be found in each, such as"A - Bi" or "L u N�. Use tabs in each

drawer which are guide letters or words to show what cards are

filed between them.

Eeferenco Cards

"See" means look under subject indicated. "See" also

means additional information about a particular subject under

other subjects listed on the card.
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Date Due . v U D V B u O � ¢ n u w u i O U O V r &#39; � � "�

3 C. H. Ambler ,
3"W.&#39;Vao History}

900 12

7. %Letter ~ using white ink for books in dark cloth; black

ink for books bound in light cloth. (Pen Points: Spenoerian, number

42, bowl point is recommended). Af%er the ink is dry, apply a coat

of white shellac or book lacquer. When the shellac or lacquer is dry,

the book is ready for use.
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WORKS PROGRESS ADMINISTRATION

BOOK CIRCULATION REPORT

C OU NT Y

121016 TH - WEEK ENDING

ADULTS JUVEENI L333

DATE F1 CTI ON 1\TOl\T-FIG TI ON MAGAZINES T OTAL   FI C TI ON _ N ON -Fl C TI ON T OTAL

LOCO-QO�)U1I-F>C;¬ll�Ol-4

TOTALS

TOTAL 1K.!&#39;:E1\�iBI3RS ..__.._____- .....................

T OTAL FIN ES   A __..___._..._....N..._..

A-2 &#39;7 7 9





EGISTRATION

In the establishment of a new&#39;library it is advisable

that each borrcwer sign an application card. This card should
give the borrower�s address, occupation, age (if under 14), and

date. The librarian will fill in the borrower&#39;s name a surname

first so that the cards may be kept in alphabetical order.

The registration may be on 3 X 5 cards, with the above

information. The names may be recorded in a notebook to be used

as a permanent record of each borrcwer�s name.

Suggested form:

3px 5

RE GI STRAT I ON CARD

Name V NO 0
Surname i

Address � Date

Occupation Age ,if under 14.

I, hereby apply for the right to use the
Library, and agree to camply with all its rules
and regulations, to pay all fines, to make good
any loss or injury to books incurred by me, and
to give immediate notice of any change of resi~
dence.
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ACCESSION Rrscosgs

The accession record is a numerical record of books as

they are added to the library. They may be secured from one of

the supply houses and may be had in 500 lines, 1,000 lines and in

loose leaf form.

Accession information should be entered daily in the day

bookzand transferred semi�monthly or monthly.

Write in each book an accession number of its

own, using the same number, as that of the line on which the author,

title, etc. are written. This number should be written on the

right side of the inside back side cover on the card, and on the

pocket:

4-� -o-
._. .4...

an e...
<45 ..-G 
     
     . 
     





A loose leaf notebook may be used since printed forms

for such reports may be too expensive for small libraries but

standard typewritten forms are recommended for:

A C C E S S I O N R E C O R D S

Month Ending County

_w_ B ADULTS JUVENILES
With- With- Grand

Additions drawals Total Additions drawals Total Total

000 General

050 Periodical

100 Philosophy

200 Religion

300 Sociology

598 Fairy Tales

400 Philology

500 Science

BOO Useful Arts

700 Fine Arts

800 Literature

900 History

910 Travel

B�92O Biography

F Fiction

Small Children&#39;s
Books

Other Language

Books 
     
     (R)� Pamphlets





Remarks k on each report form should indicate

final disposition of books lost or "discarded".
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