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INTRODU

To facilitate information retrieval is the hasic purpose of any
goud library systeni, One immediately thinks in terms of comput-
erized library systems, but, at the present time, none have been
developed to the puint that they are asable, or even practical for
the small population planmng hibrary., Therefore, librarians and

pot ! : }
the infumnation retrieval svstems they develop must stand in for

the computerized lihrary of the future,

Much has been tearned during the development of the UVSAIDY
Islamabad Population rlanning Library over the past eighteen
months. [t is the intention of this manual to report vur experience
in a form usable to those who may be starting a small population
lbrary, as well as to thuse who use the library and librarians who
manave it. The ! SAID Istamanad Population Plannine I.ibrary has
certain unigie characteristios which allowvat to offer gervices un-
avatlable elsewhere in Pavistan, Althoush its ¢ Vection is oreanized
for specific andiences, bhecanse of 1ts subject classification accessi-
bility. researchers inall related population planning disciplines

find it useful for their individual requirements.



It should be.carefully noted that, unlike usual libra ry classi-
fication/coding systems having indenes, the Population Flanning
Librery Classification System serves both as a classification system

and an index, as well s the mventory for its collection, It is ;

unique system specially developed for the small population planning
library which usually has orly one person, often on a part-time
basis, who must manage alone all of the library mechanics, As

the library collection grows, its scoupe is expanded and adequate
appropriation arranged for employing additional stuff, an indes to
the classification system may be indicated and its development and
implementation would be greatly simplified by the subject classifica-
tion and cross-filing alr ‘ady accomplished for the combined crassi-

fication/index system in use.

To make this manual more useful to these who wish tu start a
small population planning library, a section has been added on “Adapt-
ing the Population Planning Library Classification/Index System' on

Page 23,



DESCRIPTION
OF
MAJOR SUBJECT CLASSIFICATIONS

COMMUNICATIONS

Descriptions and other stadies of programs and research ir the
tield of communications for pupulation pianning; articles, news-
clips, auliv-visual aids, and other puablicity media for public
awareness ant education.

COUNTRY STUDIES

National cross-national studies. concentyating on population
planaine provrams and policies: demographic and sucio-economic
studices within specific countries,

DEMOGRAPHY.

Studies and theury of demographic determinants and their change

by demographic processes: population problems, coucerns and
controversy: population size, distribution, trends and projections;
resea~ch and analysis. data collection and processing, demographic

methods, training and facilities.

ECCOLUGY

Materials on pullution, conservation, quality of life and all
environmental concerns.

EDUCATICN: TRAINING

Studizs and repurts of programs for family life education, literacy,
vocational training, professicnal, sub -professional education and
training. texts. references and manuals for client, prufessi\'mal.
sub-prufessional education and training; materials on ingtitutaes,
facilities, curricila, courses and services.


http:educati.in
http:wpopuati.in

FAMILY PLANNING

Reports of studies and research on all mnethods of abortion,
contraception, sterilization; leval, social, and religious aspects:
reproductive and contracentive research: dissemination of

gervices, supplies and manpower,

HEALTH/NUTRITION/MEDICHE

Materials on programs, rescarch and technology in health,
nutritior, MCIH, medicine, and disease eradication; medical

references.

POPULATION PRCGRAMS, POLICIES

Organizations’ and guvernments’ reports, policy statements, policy
research, lw and legistation fur population planning: population/
family planning program development, evaluation, funding, and
specific settings.

SOCIAL/ECONOMIC/CULTURAL

Socio-economni: development and planning; materials on resources,
productivity and manpower; laws, religions, customs and other
cultural studies; education, welfare, social security, and other
social services.


http:contracej.ti
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PORULATION PLANNING LIBRARY
CLASSIFICATION  INNDEXN SYSTEM

COMMUNICA T'1D0S

Cl. General Presentations

Cl. 1 conferences symiposiams tSec ET3.1, Seminars Workshops)
Cl1.2 Popalation Planning Tabrary Developmaent

cz2. Avdic-Viscal Ardle Onaterial- oo ase ohysical file<)
(pencral:
C2. 1 filims shdes tapes

C2.2 praphs. charts id

coraghie

rieting hartss {See also C4.5)
rocducational protrotional gsed

C2. 3 models pupoets tratning eils

C2.4 posters sthcrers tarn,.o~ deaflets ofor advertising oromotional used
c3. Communication Progran.c. ~tadues ofor popatation plannmge edacation information
fgencral)
C3. 1 attitwde chanue motivation (oeosesses in generaly (See S3. 1, Social Change ' Nobility)
C3.2 counselling leadershng croap dyanaes
C3.3 family planning nopalation {See alsa, ET2.3, FP5.5})

C3.4 mass commuarications television radic ase effectiveness)

C3.5 written ma’ling Gnaterials on use effectiveness

C4. Population Planning Publicity " Promaution
(general)
Cd. 1 client materials (See ET2.1, Family Planning
Nethods)y



C4.2

C+t.4

C4.5

media articles/statements (aimed at awareness/information/education)

C4.21 abortion/sterilization

C4.22 circulated materials (by Population Planning Library)
C4.23 environmental

C4. 24 family planning innovation

C4.25 population problems

newsclippinzs {chronological six-month collections)
C4.31 local media surveys (by AD/PH staff)

C4.32 other Country media

C+.33 iakistan media

C4.34 U.S. media

organization/commercial agency publicity
C4.-41 abortion/sterilization agencies
C4.42 health/health maintenance (HMOs)
C4. 43 population/environmental

C4. 44 social security

program presentations {(briefing papers/informati.u/publicity)

COUNTRY STUDIES

()

1.

Area/
CSt.1
CSl1.2

India

C82.0
cs2. !
Ccs2.2
cs2.3
CS2. 4

Multi-Country Presentatio=s
conferences/symposiums
cross national/broad perspective collections

conferences/symposiums

organization periodic reports, policy (GOI/GOIl sub-divisions)
health/nutrition/medicine {(progr>ms/reports/studies)

population studies/statistics {(demugraphics)

program administration/organization (funding/planning/structures)

(See also C2.2)

(See also P2.2)

(See C4.5, Prugram Precsentations)
(See alsu ET2.2, H3., H4.)

(See also P4.1, Pi.3)



CS3.

Cs4.

cs2.

cs2.

Ccs2.

[ AW}

7
8

special innovations: research/studies (incentives/marketing/welfare}

training/research facilities/programs (prof/sub-prof educatin
research)

program analysis/evaluation/methodology

agricultural/econcmic development (community development/food-
people-land balance)

family life (sex) education/communications (aduit education/
vocational training programs/studiee)

Other Countries
{(countries not assigned numbers)

CS3.1 China/Taiwan
CS3.2 Korea

CS3.3 Philippines
CS3.4 Turkey

CS83.5 Iran

CS3.6 Thailand
CS3.7 Japan
Pakistan

CS84.0 agricultural/economic development (community development food-

Cs4.
Cs4.
CS4.
CS4.
C54.

CC4.
CS4.
CS4.

CS4.

1
2
3
4
5

6
7
8
9

peovle-land balance)
conferences/symposiums (in country meetings)
femily life (sex) education/communications, vocational training
facilities/personnel {(for prof/sub-prof education ‘training 'rescarch)
health/nutrition/mch (in-country programs/reports: studies)
program administration/organization (funding/develspment planning
structures)
program analys:is/evaluation/methodoiopy
population studies ’'statistics (demugraphics)
special innovations/research/studies (incentives/marketing/welfare)
organization periodic reports/policy (GOP; GO sub-divisions)

{See

(See

(See

(See

(See
(See
(Sce

(See

{Sec
(See

(See

also
also

also

also

CSl.

also
also
alsc

also

alsu

also

also

FP5.4, FP5.5, P41.2)
ET3.. ET 4.. D6.5)
Pi.4. P45

E2.2, Sz2.1, S2. 4

C3.. ET2.3., ET2.5)

. Area/Multi-Country)

E2.2, K2.1. S2. 4
C3., ET2.3, ET2. 5
DO, KBTI, ETH.)
FTr2. 2, Hi, 4.
P, P

PdL 4, 4L5)

FP5.4, FP5.5, P4.2)



Dl.

D2.

D3.

DEMOGRAPITY,

General Presentations
Di.1 conferences,/symposiums

Di.2 w-neral cullections/readers fon broad perspective of population growth)

Di.3 historical, retrospective /theery (origin/development of populatinn
concept)

D1.4 population problems (general works on concerns/controversy)

D1.5 political demography (politic al attitudes inflnence problems)

Fertilitv/Mortality Morbidity gmeasarements atudics of determinents:
biological  eultaral Ceconomic ps\;ci:ulug)cal)

(general)

D2.1 fertility differentials /mea<acements (fecundity fertility ‘child -woman
ratios pregnancy wrevelan ¢-wastape-inte-~val studies-

D2.2 mortality differentials measurements (cause of death epidemciogical
application morbidity’

D2.3 measurements (birth:;deativage-specific crude rates life tables)

D2.4 levels/trends proilections (of fertility ‘martality ‘life expectancy)

D2.5 prenatal perinatal/infant mortality (fetal through first year deaths)

Fertility Control (demographic effectiveness of methodsiprograms)
(general)

D3.1 clinical studies (ahortion seekers-repeaters/client return. ;D retention)

D3.2 impact/usec-effect measurements studies (births averted couple years
of use/demographic effect of abortion)

D3. 3. socio-economic studies (cost-benefit analysis of births averted by
methods/programs)

D3.4 user (acceptor)/drop-out characteristics {(pregrancy /birth intervals/
coital frequency/child sex/number preference)

{See also E2., E3.2)
(See also Pl., P3.)

(See also D2.3, D5.3)

(See also SZ.3)



D4.

Population Composition, Cha racteristics (studies theory of determinents:

fertility -rmortality ma rriage ‘migration)

{(gencral)

D4. ! labor force/vccupational st tus teconomic status aof women’
dependency ratiosi

D4.2 marriage/family strocturesdivorce (extensions ‘size. dependency

illegitimacy . status of wormen)
D4. 3 ape;socx characteristics strurtures ifactors ‘distribution ratios}
D4, 4 socic-economic status residence thousing /poverty . arban- rural
character: servivesi
D4.5 ethnicity:  religion (minority croups ethnic patterns)
D4. 6 educatioral status (related cultural mobilitys

Population Size ‘Distribation Migration

(general;

D5. 1 migration stadies (urban-raral internal international refugees
resettiement)

5.2 recionalsspatial stadies (urban rral patterns density. area studies)

5.3 trends, proiections. growth rates (matural increase decrease ape

py ramids cstinites projections Sdemoy raphic transitiond

Research Analysis idemoyr raphic research methodolooy technatuy)
{generali

PDh. 1 censas data, vital statisties revistration
D6H. 2 demovraphic methods (i collection processing methodology
analysis.developnient)

D63 policy. lesislation tdemouraph:c Tesea rel policy policy

nplementation anaivaeis for sopudation planning)
D6.4 reseavch program administraiven organivation mdvisory

consultant services planning cell reports studies?
D6.5 training/research centers focilities

{Sec
{Sec

(See

{See
(Sce

{Sce

{Sec

(See

(See
{Sec

also

also
als

also

also
also

also

also

also

also
also

S3.2, D34
3

DA5. 3. D2,
S3.5)

&3, 3y

S3.5)

DP2.3, D2.4, DI 3

P4, 5y

P

Pl
ET4.)
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EL.

E2.

E3.

ECOLCCY

General Presentations
El. ! conferences/symposiums

Environmental Concerns

{general)

E2.1 pesticides/pollution studies

E2.2 resources pollution/depletion studies (land-food balance theory) (See also 52.4)
E2.3 quality preservation (policy/legislation)}

Human Ecoulogy
{general)
E3.i genetics research/studies (animal population dynamics/inbreeding) {See also FP4., H2.)
E3.2 quality of life/stress studies (urban crowding/noise stress)
E2.21 environmental heaith

EDUCATION AND TRAINING

ETI.

ET2.

General Presentations
ETl.! conferences/symposiums
ETI1.2 population education (broad perspective/need for)

Client Materials/Programs/Studies

(general)
ET2.1 family planning educational materials (texts/pamphlets/manuals

on methods /why population control) (See also Cd4. 1. C4. 2
ET2.2 health/nutrition educational materials (See also H3. 4, 4.3

ET2.3 literacy/family life {sex) education (programs/curriculum development) (See also CS2.49, CS4.2, H2.4)
ET2.4 reproductive processes (educational materials on reproduction/sex/

embryology/pregnrancy /birth) (Sce also H3. 2}
ET2.5 vocational/community life/adult education (programs/reports) (See also ET2.3, Cs2.9%, CS+4.2)



ET3. Professional/Sub-Professional Education

{general)

ET3.! cuurses/workshops/seminars (atl disciplines)

ET3.2 handbooks/manuals/teaching guides

ET3.3 studies/reports:/papers (uon prof’/sub-prof/education/training)

ET3.4

textbooks / references. readers (for all disciplines)

ET4. Institutes/Facilities
{general)

ET4. 1
ET4.2

curri

luminrofessiunal programs;studies
catalog/. vourse announcements

FAMILY PLANNING (Pirth Planning)

FPIl. General I‘resentations

Fri, i
FPlL 2
Fri.3

conferences/symposiums
collections on all methods aspects
history;prognosis of Family Planning

FP2. Methods/ Technology (for birth control/ pregnancy prevention)
(general)

FP2.1!
Fpre.z

FpPz.3

abortion {induced/spontanevus/therapeutic)

countraceptiun

FP2.21 agents (injectables/orals/spernnacides)

FP2.22 behavioral (abetinence/coitus interruptus, rythum method)
F1P2.23 mechanical (condom/diaphram/intrauterine devices)

sterilization
F1°2. 31 laparoscopy/tubal ligation (female)
FIP2.32 vasectomy (male)

{See H2. 2, Medical)

(See H2, 3, Medical)

(See

{Sce

{Sec
(See

also ET3. I

also ET2.1, ET3.2, ET3. 4

also C4.21, C4.41. FP3.)
also C4.24, FP3.., FP4.)

also C4.21, C41.41, FP3
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F'P3. Psychological/Sociological Aspects (of use/non-use of methods)
(general)
FP3.1 legal/ethical/moral (considerations of methods)
FP3.2 religious attitudes/beliefs (concerning methods)
FP3.3 psychological problems
FP3.4 unwanted/teenage pregnancy

FP4. Reproductive/Contraceptive Research
(general)
FP4.1 conventional contraceptives
FP4.2 endocrinology/hormiones
FP4.3 imimunology
FP4.4 intrauterine contraception
FP4.5 reproductive physiology (infertility/ovulation/menstruation/menopause)

FP5. Services/Supplies Dissemination
(general)
FP5.1 abortion clinics/counseling/referral services
FP5.2 mobile/satellite clinics/services
FP5.3 prenatal/post-partum services (teenage/unwed parent services)
FP5.4 incentives/allowances/welfare services
FP5.5 supplies procurement/dissemination {marketing innovations)

HEALTH/NUTRITION/MEDICINE

Hl. General Fresentations
Hl.1 conferences/symposiums

H2. Bio-Medical/Reports/Studies
(general)
H2.1 obstetrics/gynecology
H2.2 medical research
H2.3 medical textbooks/references/manuals/handbocks
Hz. 4 sexual behavior/deviancy

(See
(See

(See
{See

(See

(Sece
(See

(See

(See
(See
(Sea

(See
{See
{See
(See

also Pl1.2, S3,3)
aiso D4.5. S§3.3)

also D4.2, 83,2}

H2.2, Medical Research
also FP2.21, FP2.23)
also FP2.23)

also H2. I}

P4.2, Program Settings)

also FP3.4, H3.3, H3. 5)
also CS2.5, CS4.8, P4.2)
also CS2.5, CS4.8)

ETZ. 4, FFPi1.5)
also FP4.:

also ET3.2, ET3.4)
also D3.4, ET2.3,



£l

B3,

H4.

H5.

Health

(gencral)

H3. 1 mental health programs; studies
H3.2 muother-child health programs/studies (breastfeeding - maternal
nutritinn. bregnancy counseling)
3.3 services /manpower utilization/organizations (HIMCs ‘other innovations)
H3. 4 health education programs/studies
H3.5 health/family planning integration reports.: studies
H3. 4 health program development/evaluation (administration/structures
methodology)
Nutrition
(generaly
H4.1 child nutrition/malnutrition
H4, 2 deficiency diseases/malnutrition (beriberi/pellagra/ rickets)
H4. 2! endemic voiter
I14. 22 protein cal rie malnutrition
H4.3 nutrition education programs/studies
H4. 4 nutrition program develonment/evaluation (administration/
structures ‘methodalopy)
H4.5°  science/technolopgy (food chemistry/values enhancement)

Mass Eradication Programs/Studies
(general)

H5. 1
H5. 2

H5.3
HS. 4

alc hol/drug abase

disease eradication/research

H5.21 cholera

115.22 malaria

mass immunization (demographic aspects)

venercal disease {programs/rescarch/education innovation)

iSee CS2.2,

(See ET204,

Fb's. 3

(See also FP5.0

iSee FT2,2,

Client Materials)

(Sec also FP5., I'4,2)

{See also FPa., 2. 2y

(See H3.2,

(See ET2.2,

Prepnancy {actation)

Client NMaterials)

{See also D2, 2

{(See ET2.2,

Client Materials)
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POPULATION IPROGRAMS/POLICIFS

Pl.  General/Cross National Preserntations (broad perspective/global policy)

Pl. 1 population policy ethics/research (policy design/administration) (See also D6, 3)
PI. 11 population cells {planning/coo rdinatirg agencies) (See alscv D6, 4)

Pl.2 sopnlation laws . lepislation (reports. surveys of current laws)

P2. Conferences/Sympusiums (on all aspects of population programs/policy: (See alsc T&4, 1)
(general)
P2.1 international conferences
P2.2 regional/criss-national conferences (See also CS1. 1)
P2.3 Uinited States conferences

P3.  Executive Action (hearings/reports/statements of governmental bodies/agencies)

(gereral)
P3.1 Congressional hearings/reports
P4. Family Planning Program Development/Evaluation (See also D3.)
(general)
P4. 1 administration/organization/structures
P4.2 family planning program settings (reports on specific programs:
clinic/industrial/integrated/welfare/incentive) (See also FP5,, H3, 5
P13 funding/assistance {financial aspects of programs) {See also D3.2)
P4. 4 program evaluation {service statistics/client-staff ratio/flow/
attendance) (See also D3.1, D3, 4)
P4.5 survey/evaluation technique/systems (inodels interview technique/
reporting /record keeping) (See also D0, 2)

P5. O anization Policy/Reports (within urganizations)

(general)

P5.1 annual/periodic progress reports;statements {fproiect assessments)
P5,2 policy/position papers (urpanization administration)

P5.3 program/research funding-assistance (nffered by urganizations)

P5.4 representative reports/statements
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SOCIA L/ECOMNON

CULTURAL

Si. General 'resentations
ISR onferences symiposiams
s1.2 teneral ¢ollections, readers

s2. Foonunie Asnete (of nonulation srowth control)
(zeneral
S2.1 devel vanent ureaductivity fcomnranity s raral development (See
52.2 crnlyvinent manpower (studles programes ford (Sec
S2.3 popciation growthcontre! teennanic aspects for developing

Countries) (See

S2. 4 rerources ttheir vsecdevelioment iimport export requirements)

S3. Socvial/Caltural Aspects {See
{gencral
S3.i chanve. social moobility stadies. theory ofy (See
$3.2 chitld ahusefunwanted ot ‘delinquency (not alwavs related) {Sce
53.3 lavws/customs . religions (See
53,4 sucial resecarch (preoprams, need for
S3.5 social services (education, welfare, health, hoasing projects’

day care centers/recreation)

*Note: Contextual, or added information within parenthesis after category
descriptions implies “also’” and/or et cetera” though not stated.

aiso CS2. %,

also D4, Iy
also 13,2, D3, 3
atso D4
alse 3,1, D44,

also D
als» D5,

Cs1. M

FPr3i. 2y



CLASSIFICATION

A library system of storing information so that it may be quickly
retreived when necessary is the essence of classification, The
most commonly veed, the Dewey Decomal and the Library of
Congress systems, are not compatable with a highly speciaticed
field, based on various dizciplines, such as population ploaae,

It is for this reason that the Population Planning Library diassiti-
cation/Index Sys=tem has been developed and it is presented Pere
as it is being used in the USALD Islamabad Population Planning
Library., To facilitate its use as a training aid, as well as to
clarify its terminology for the casual user, alternate or additional
contextual meanines and explanations are given in parenthiesis
after most subject categories and the words includes ', or et
cetera” are implied, theueh not stated. When ‘see also” notes
are indicated for further research, they are shown on the richt-
hand margin cpposite the scbiect category they enhance,

The Classification System is organized in simple outline {ore,
having nine maior subiect classifications, Page 3, which are
indicated by their first letters. Various important asoects of
each of these nine major subject, are indicated by letter-munters
and by letter-decimals indicating related subjects within cach of
the imipourtant aspects,

ORGANIZATION QF COLLECTION

The collection of the Population Planning library has been placed
within the nine major categories: C-Communications, CS-Country
Studies, D-Demography, F-Ecolowy, ET-Education Training, Fi-
Family Dlanning, H-Health/Nutritisn. Medicine, P-Programs-lol-
icies, and S-Social; Fconomic, Cultural; see 'Description of
Classification” on Page 3.

All materials on the Shelves or in the Vertical File drawers have
a Call Number which indicates their major subject classification
by letters (as above!, the sub-dlassification by a letter sumber.
decimal, their exact location by their own unigue number and the
lettar 'S, for Shelf, or "V for Vertical File, Example: Dn.2-98
reads, D, Demography, 6.2, demographic methods, -9, unique

Lo


http:Vario.is

number, and S, Shelf (V weuld indicate Vertical Fileyw, Period-
jcals are marked PS, Periodical Shelf, or PV, Periodical
. Film File,

Verticle File. Films are indicated by

stemy, cataloging of tie

Doadditoon Uy the Clacs

colledtions srovides an trer tocans be owihich the user can be

directed to e ot mnatnoo Add catalor cards Lave

the Ll o

roesent i the apners right -

tand corner of the ainl,

1

I3 seratate catalogss an

Gation B

Author Titie catatoy

(LRSS PGS

are [ed alphabeticolly;

)
a subject Lo, i n cards are filted mmnerically
beland Loochonave Beenarransed o orepresent
e thy Sueters O gude s Pagre s Il

numer:c JIRTRI as g cHectn mventory, as
all water - inthe In vt Cerctne hedvees e ahe file
drawers, are arradced e T e nemder as these cards

1nothe =cnect indes vata .
Stiee anoartiole 1an rejate sataedt Classificat s,
rards Lhaving tne sanc by ay be crossofiled an two, or

tere s et Jlas-iticatione, Poese crmoa-sfled cards are filed

alphanerically o ntie » veericaliv Siled dinventory card

inthat « las-safioatsor,

fOcatin,

Materials
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If the name of the author, or the titte of the article is known, the
rescarcher should go divectly to the Authur/ Title Catalog and
locate either the author, or the title card, note the Call Number
in the uppee right-hand corner and co toats wndicated location on
the shelf, v in the vertical file,

When researvching a specifie sebhiect, the researcher shioald first
et Indes Goide, Page 5 and decide

cheor the Library Classificatd
whore 10 'ook,  §ocate the corresponding subject classification in
the Subieet Index Catalow, po through the cards in that classifica-
tion, note the Call Namber 'Nambers of miaterials of interest and
gu to the lecation indicated on the shelf, or in the vertical file.
There are notes un the Vibrary Classification/ Index Guide to
assivt with further rescarch, and often there are “sece also’ cross
reference notes on the catalog cards that sugpest additiunal related

literature,

Periodicals are dispiayed alphabetically on the Periodical Shelf (PS)
and those that lead themselves more to vertical fiting are filed alpha-
petically by title in the Perirdical Section of the Verticle File (PV).
A 57w~ card file of Perivdicals on hand is kept and articles of
particelar interest may also be carded and included in the Card
Catalor and listed un the periodic Scanning Sheet”.  Their Call
Number is simply a P87, or "PV7 on the ca rd, or after their
de.scription an the "Scanning Sheet',

FOR THE LIBRARIAN

The librarian need not be a prefessional, but should be reasonably
conve rsant with the several disciplines relevant to pepulation planning;

. 1
€, L

soraphy, socinlopy, edacation, communications, ecology

and moedicine as well as deeply interested in the organization of the
eollection and appreciative of the hinportance of following through
with the e - onsuming mechanics of library management.

It i~ imourtant that the librarian develap and continue o tuitd a
ready bnowledee of from where information can be retrieved, both
within the library collection and outside, so that personal assistance
mav be offered the user by searchine out pertinent info rmation,
assembling it and presenting 11, Ino rder to do this efficiently, the
scone of the library must be dete rimined by identifying the immediate

users and potential users of its collection,
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The Poapulatim Planning Sahrary serves preinarly the SALD
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Processing Materials

The essential procedures are as follows:

1)

3)

5)

Scan read the literature, determine the major subject
and place it in the proper classification by noting it on
a small slip of paper attached to the item.

Assign the iternr its own unique number-location, or

Call Number by checking the classification/index
catalug, noting the next available number listed on

the guide card tor the assigned classification, crossing
it off and placine it on the slip attached to the item being'
processed,

Recommend any cross-filing necessary Ly noting the
classification letter nambers on the slip with a srnall

s in front of cach one.

Stamp the title page and the inside back cover of the
article being processed with the library stamp and send
the item on to the seeretarial staff for accomplishment
of the following:

a) typing of tne inventory card, all nccessary cross-
file cards, the author card/cards, the title card,
and organization card/cards as necessary.

b) properly marking with electric pen, or uther
marker the spine of all buoks and the title page
of all vertica! file materials with the Call Number
of the item.

c) typing of titles of adhesive strips for vertical file
folders,
d) placing of all materials, according to their Call

Number, on the shelf, or in the vertical file.

Send the literature to, or alert the person requesting
it that it has been processed.



Circulating Materials

Decause the staff of USAID/Islamabad using the Population Planning
Library is comprised of a demograpier, doctor, program planners,
information specialist and food/nutrition experts, a ‘coever router’,
below, is often used for their evaluation and sugeested use of new
However, tie librarian cannot depend on staff evaluitions

materia
being done routinely as their tune does not allaw forat

el the stalf after being ca refully marked
t

Pericdicals are reuted thr
I're Librarian must keep ‘tuned in”
formation is catled to their

as 10 current subjectanter
to what is poine on s that atl pertizent iy

i

attention,
COVER RCUTER

Name Title Initial

To: Name’ Title Imit;al

L. -+

2. N

3' —— ! et e e e A o o et e
TITLE

Temporary LL.D. o Dare

RECOMNEND:
File Subject Area

N-File Subrect Areas

Order (Sugrested Number ¢f Copies)

Duplicate All. Part (Specify

FPossible Uses

COMMENTS: (Please Initialy

Return to: Date:
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Information Mailing

Information Mailing is done on a selective basis, as pertinent
tnaterials become available for distribution. In the absence of
time and anpropriate staff support, materials may be distributed
without cover letters, abstracts, summaries or other suitable
conveyance, but this is far from ideal and probably not advisable,
as personal attention to the content of materials as well as the
requirements of the recipient is necessary,

To assist the librarian in selecting duplicate materials to be
distributed, especially on impromptu request, the duplicate
mater.als and the mailing lists are correlated with the classifi-
cation/index system. Duplicates are stored in order of their
classification and all cards and "'Scanning Sheets itemizing

them are marked with a small du after their description indicating
duplicates are available and where to find them. Mailing lists
are also segregated into Major Classifications and notes as to

the sub-categories of interest of each client are indicated after
their names,

Lending Services

An honor system for the loan of literature in the Population
Planning Library has been tried and found to be inadequate, A
means of notifying borrowers on a routine basis is recommended,
and a form, such as the one below, has been found useful.

In general, an effort is made to obtain at Jezst two copies of all
materials, so that one is always available for loan purpuses, and
itemis having only one copy in the collection are never loaned and
may be reviewed in the library only. As a service, in article may
be xeroxed, or otherwise duplicated, depending on expense and need
considerations,

Date Call No.
Title
Borrower
Address/Dept

Phone




ADAPTING THE POPULATION PLANNING LIHEARY
CLASSIFICATION [NDEN S1STEM

The topualation Planning Library Classification index System
was developed for the intended scove and availability of lterature
and materiadcin the ©SADD Islarnabad Divisia of Pooslation and

el ra the resnlt of constlera e experinientation and an

Healtn
verall dearn-iv-dorne seocess, SMintlarly, other small
ns o=<eitable for therr own

Hhraries will want ty aeved nosvs
neede,and 2t s wrth thrs i rand teat the folbeving suavestions
for adapting the Ponclation Planning Library Ciassification: Index
System are offered:

1y The ase of letters the Vasor Glassifications

stratent alphabet or Reman

is arbrtrary and ot
numerals can He sun=titated, Also, the use of slashes

can, inomost cases se reslaced by comiunas.

2 CComumamcatianes  and  Mduocation Tramaing can very
easily be comnined cnder one Maor Clussificktion,
sossibly ennitled Information: Fducation Comdnunications™,

i

K} Ecolbwy  can lovically become a Maror Sab- Classification
under Demuocraphy L possibly entitled  Fanviroimental
Concerns (of popalation crowtho,

44 Progranis Palicies  can be eliminated by placing ats

various Maor Sao-Classifications rre theyv logically
h Y

e

fall under the other Namr Classification=: eouw,, Pl oand
P2, could be under Dernoeraphy (Dion P30 and PS5,

would become Major Sab-Classifications of  Demovraphy

sould he nlaced as a Major Sab-Classification

and Pa,
under "Family Planning

51 When replacing @ system in use by a new classification
system, it s probably advisable to leave the onginal

system temporarily intact, Becinas of a suecific date

w introduce all new tncoming matemals to the new system
and, as time allows, the original sequeroe collection may
be re-cvaluated and introduced as if it were, in fact, new

incorning literature,
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LIBRARY STAFF, SPACF, SUPPLIES

Population library resources are especially needed in developing
countries where the services of professional librarians are scldom
available, adequate space often non-existant and supplies must he
improvised or, at best, lomr supply lines deait with,

While the librarian need not be a professional, a library cannot be
started until someone, preferably with a well-rounded backe round
in the various disciplines involved with population planning, is put
in charge of its developmient and continued vperation.  The library's
collection and overall scope will determine the requirement for the
librarian s time and the need for wdditienal staff,

Adequate space should Le appropriated before the library becomes
established and it is important to rerrember that the collection will
grow very fast, Ideally, ~helves and fites should not be allowed to
become more than two dhiras fell before consideration is 2iven to
additional space, Floor space requirements are flexible, but a
general rale is that at least four or five feet should be allywed in
front of all files, desks and facing bookshelves.

Library furniturc is usually available within the sponsoring
organization and supplies (catalogs, carls, order forms, etc.)
can he made/printed locally, or can be ordered from the following
companies who will supply catalogs on request,

1. BRO-DART, Inc. 2, GAYLORD BROS., Inc.
56 Earl Street Post Office Dox 61
Newark, New Jersey 07114 Syracuse, New York 13201

3, LIBRARY BUREAU
Division of Remington Rand
801 Park Avenue
Herkimer, New York 13350



REFERENCES FOR LIRRARY DEVELOPMENT AND RESOURCES

“Current Publications in
Pupulation; Family Planning '

“Directory of I E. C. Assistance

“Family Plannine Library Manuaal
(Guidelines for Startine a Family
Planning and Population Library

or Information Center)

“Guide to Information Sources in
the Fields of Population and
Family Planning’”

(Publication No. 103}

“International Directory of
Population Information and
Library Resources’ First
Edition, May 1972 and Supple-
ment to First Edition, September
1972

25

Book and Equipment Sectetary,
The Population Council,

245 Park Avenue,
New York, N. Y. 10017
mast-West Population Institute,
flast-West Center,

1777 East West Road,
tlowolulu, Hawaii, 96822

iratharine Dexter McCormick
Library,

Parned Parenthood -

World Population,

<10 Seventh Avenue,

New York, N. Y. loeid

Fatharine Dexter McCormick
Library,

Planned Parenthood-

vorld Population,

510 Seventh Avenue,

New York, N.Y, 1014

Carolina Population Center,
University of North Carolina,
Chapel Hill,

North Carolina, 27514



"Library Bulletin” International Planned
Parenthood Federation,
18/20, Lower Regent Street,
London, 5. W, 1 Y 4PW

"Library Bulletin" International Planned
Parenthood Federation,
Western Hemisphere Region, Inc,
111 Fourth Avenue,
New York, N.Y. 10003

"Overview' (A Journal of

Population Libraries) Anne Cotterili, Editor
Carolina Population Center,
University Square,
Chapel Hill, North Carolina, 27514

"The Establishment of a US AID Mission to Pakistan,
Library/Information Office of Population/Health,
Distribution Ser'ice", Islamabad, Pakistan

Final Report, December 1972

"Directory I Topulation Population Association
Study Centers' (United of Amarica,
States and Canada) P. O. Box 14182,

Benjamin Franklin Station,
Washington, D. C. 20044
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