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(TIS) 06 :the Ca11.ol-lna Popula.t-lon Ce.n.te11. 06 .the. Un-lve.11..6-l.ty 06 
No11..th Ca11.o.e-lna a.t Chapel H-lll, USA who Wa.6 .then on a .6ho.11.t 
v-l.6-l.t .to ou11. Llb11.~11.y. A.t .the' :t~me., i~ve.,\al a.6pe.c.t.6 06 o.u11. 
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o.the11. 11.ou.t-lne.6 have. be.en mocU6-le.d and 11.e.6-lne.d, and o.the.11..6 have. 
be.en d11.oppe.d out c.omple..te.ey. It -l.6 a ma11.k 06 .the. -ln-bu-i.l.t 
6le.x-lb-i.l-l:ty 06 .the. manual .that -l.t ha.6 1t.e..6ponded .60 well .to 
.the ac..tua.e de.mand.6 06 .the. me.mbe.11..6 06 .6.ta'6 06 .the PSSL who have. 
had .to be. gu-i.de.d by -l.t. Though -l.t ha.6 gone .th11.ough qu-l.te. e.x.ten-
.6-lve 11.ev-l.6-i.On.6 -ln .6e.ve11.a.e .6e.c..t-lon.6, .the. Manual ha.6 .6.tood .the .te.6.t 
06 .t-lme. and we a11.e c.on6-i.de.n.t .that .the. ne.w mocll6-i.c.a.t-lon.6 .to -l.t w-lll 
enable. -l.t .to 11.e.6pond be..t.te11. .to .the. c.hang-i.ng demand.6 -lmpo.6e.d by 
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S-l~c.e. 1978, .the PSSL h4.6 p11.ov-lde.d .the -ln61t.a.6.t11.uc..tu11.a.e 
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by the. PSSL .to en.6u11.e. .the .6moo.th and e.66-lc.-len.t 6unc..t-lonlng 06 
.the L-i.b11.a11.y -i..t.6ef. 0• Zn .th-i..6 11.ega11.d, .the PSSL Phoc.edu11.e.6 Manual 
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-i.n.te11.na.e u.6e 06 .the. L-i.b11.a11.y and PIVSA. tile be.l,i,e.ve. howeve.11., .that 
b e..twee.n .th e.m .the. b a.6-l c. g u,lde.l-lne.6 e. x-l.6 .t 6 011. .the. e. 6 6-l c.-i.en.t o pe.11.a-
t-lo n 06 a .6pe.c..lal-i.zed popula.t-lon l,lb11.a11.y, and al.60 6011. .the. ~pec.-la­
l-lze.d documen.ta:t~an .ta.6k.6 needed 6011. an ope.11.a.t-lon .6uah a.6 PIVSA~ 

6011. .tho.fie. l-i.b11.a11.-le.6 and ,Ln6011.ma.t-i.on c.e.n.t11.e..6 -ln .the A61t.-lc.an Reg-lon 
wh-lc.h may want .to c.on.6ut.t .them. 
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We W-l.6h :to :tak.e :thl.6 oppolt:tunLty :to expli.e.6.6 ou.1i. 
g1i.a:tl:tu.de :to G1i.e:tchen ~hl:tne.y, who :though on a .6h61i.:t vl.6l:t 
:to Ghana wo1i.ked .60 ha1i.d :to piece. :toge.:the~ ma:te1i..lal 601i. :the. 
01i.iglnal d1i.a6:t 06 :thi.6 Manual. Hell. clo.6e a:t:ten:tion to 
de:tall ha.6 ma.de. :the job 06 1i.evl.6ing and edi:tlng :thi.6 Manual 
much ea.6..C..eli. on u.6. Mil.. A.P. Koli..6ahp Senloli. Llb1i.a1i.y A.6.6-l.6:tan:t 
wa.6 a ve1i.y W-lll-lng 'gu-lnea-p-lg' who no:t only 1i.eco1i.ded :the 
:ta.6k..6 a.6 we pe1i.601i.med :them but on whom we expe1i..<.men:ted new 
:techn-lque.6 06 pe1i.fio1i.m-lng old :ta.6k..6. Though no longeli. wo1i.k.-lng 
ln :the PSSL, we 1i.eco1i.d he1i.e our appli.ec-lation fioJi. h-l.6 k.een 
en:thu.6-la.6"" and devo:tlon :to wo1i.k. ln :the ea1i.ly day.6 06 :the 
PSS.L. To ml} :two colleague..6 p 1 am ve1i.y g1i.a:te6ul 601i. :thelli. 
a.6.6-l.6:tance and coope1i.a:t-lon ln 1i.ev-l.6ing :the Manual - R.A. 
Can:tey 1i.ew1i.o:te poJi.:tion.6 06 Sec:tlon 5 whlle Ka:te C. Woode 
1i.evi.6e.d :the whole 06 ~ec:tlon 4 a.6 well a.6 ~~o:te. on :the 
po1i.:t-lon.6 06 Sec:tlor. 5 which deal:t wl:th p1i.oce.6.6ing 06 
epheme1i.al lA..:te1i.at.u·1i.·e, ne_r"~ pap ell. cl-lpplng.6 JSA..le e:tc. She 
al.60 C.on:t1t-lba:te.d polr.t.ton.6 io s·ec:tA.;on 6 on Vl.6.6em-lna:t-lng 
1n601i.ma:tA..on. ·1 :thank :th~m both .6lnce1i.elq. 

Ml!.. Wllllo..m Ono1i.l 06 :the Balme L-lb'ttJi.y o·6 :the Un-lve1i.-
.6-l:ty. 06 Ghana. :typed :the manu.6 cJLlp;t and Mil.' E. A.6.<.edu dupl-lca-

: ' . 
:ted and co_lla:te.d, :the Manual. to bo:th on :them 1 .6 tiy :thank. you 
601i. w61i.k. w~ll dorr.e.· 

We. do hope. :tha.:t :the Manua..t uu ~-1 p1i.ove. a. U..6e6ul gu.tde .;to 
:the. '6et:t-lrr.g-upp oli.gan.lza:t-loh a.rr.d ma.ln.terr.a11ce. 06 J.ipeit!.-lalize.d 
pop~latA..on .U.b1i.aky ~oll~etion.6 ln the A61i.-lcan Reglon. 

·te.gon, May l982. 

Pe:t1i.ina G. Amonoo 
LlbJi.ali.ian 
Popu' 7 tJ~~ and Soc-lal 
Sc.le.nee Llb1i.a1i.y(PSSL) 



C,O NT ENT S 

Acl<nowlec:Pmmt 

~tr ION 
1 - Introduction 

0 I I 

~ ' a 

2 - The Pooulation md .. Social Scimces 
:.ibrary <PSSU - Stotarent of 
purpose Ill 

• 3 PSSL - Library Users 1•1 

i 

2 
6 

4 - Collectim md Acoui ring Infonrotion 8 
5 - Orgcnizimg lnfomrition - Processing 35 
6 - Rule$ for cataioouing~ Classification/ IndeX1ngJ TYPinqp Filing 11• 75 
7 - Disseninatin~ lr\fonrdtion 
8 - CCorClinating Librarv Work • I I 

9 - Special ProJects d I 

99 
120 

133 



St.CTI~ 1 - INTRODUCTIO\l 



1.. INTRODUCTIO\f 

'· The major purposes of this ManµaY are b~o: 

First, to assist the Population and Social Sciences Library 

(PSSL) Staff in maintaining standards and consistent procedures in 

carrying out daily work in the Library; 

Second, to enable new and temporary staff members to be9om~ 

familiar with the services and operation of the Library quickly 

so that they can more teadily carry out their assignments • 

.. . The MGlnual is intended as a working document for the staff, 

and should be written in, corrected, adjusted, and added to as 

necessary. Major sections begin fresh pages: so that they can be 

revised and new sections can be inserted without revision of the 

entire Manual. Empty sections ~s_h~~~<;r~~ ·filled il} as soon as 

procedures for these areas are established. 

As a working document, the PSSL Manual is job-specific to 
• ,, •• -- to .. •."' ' : ~.- • ' ' , 1-: "1 ~·., ~ ' . ~ ' .• 

the operations and functions of the Library itself.but we believe 

that other librari~s/centr'es with ; co~ditions and ratio~ale s1milar 
• ' ; i ' ' ~ - • • • '· 0 

' ' ' ' •• ',..' ~ ' ' •, '• ::, I" ' - 1"1 ~ • 

to. the PSSL shall ·bene:f:ii.greatly from applying some of the 
r •, - ' ,., 

routittes outlined here. 
' . : ~ 

. '', '. 

........ 
.''Lj~ r; ... -:-r.k '.n:: 

. ' 

: ·, . 

j_ ., ·• i .:::-, ~ ,_.,._; I •_,,( -~ .i 

.. 
'' 

'·: 

. ,. __ _ 
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2 - The Population'and Social Sciences Library 
(PSSL) - S'tatement of purpose 

2.1 Support Services for ISSER and· RIPS 

At the beginning of the 1973/74 academic session, the 

Institute of statistical, social and Economic Research (ISSER) and 

the Population Dynamics Programme (PDP) both of the University of 

Ghana, Legon, joined resources to establish the Population and 

Social Science Library. Following upon these initial efforts, the 

Regional Institute for Population studies (an institute j'ointly 

sponsored by the United Nations and the Government of the Republic 

of Ghana) also located on the campus of the University of Ghana, 

decided in 1975 to have its library stocks merged with that of "·· 

the PSSL. 

Since i981, however the administration of the PDP has been 

transferred to ISSER. With ISSER assuming responsibility for POP, 

the PSSL original three sponsors ':IS$EI~., RIPS and PDP) are reduced 

to two (ISSER and RIPS) . 

Declared objectives: 

(a) To set up an effective, comprehensive library primarily 

to serve the University of Ghana; 

(b) To facilitate the more economical, effective and maximum 

utilization of librar/ resources devoted to assist in the 

development of the Fo9ulation and social science programmes 
I 

of the University; h·.:!nce to avoid unnecessary duplication 

of relevant library bock,s and other materials but have 

them concentrated in c:.ie place for easy reference. 

(c) To make, in particular, facilities available for research 

and teaching at the -grac"uate level~ 

(d) To provide service faci .. fties to individuals and depart-

men ts within or from ou~ .side the University. 



The PSSL is thus built on the existing substantial resources 

of the fonner ISSER Library and the fonner RIPS Library and attempts 

are being made to acquire all important documents pertinent to its 

field of i;Jpecialization \'ti th).~ecessary duplication of .. materials 

with other important libraries on the campus. The current stocks 

of books, monographs and bound volumes stand at over 8,000. 

2.2 Cooperative Relationships with Other 
Information Facilities and Efforts 

2.2.l The Balme Library and other University of Ghana Libraries 

The PSSL maintains a close relationship with the Balme Library, 

which is the central library for the University, but remains adrninis-

t:ratively independent of it. Every effort is made to ensure that 

unnecesary duplication of resources and services does not occur. 

To promote a coherent and readily'accessible infonnation 

service for the university community, with iromediate concern for 

its main sponsors, the library organizes its books according to the 

Library of Congress Classi£icatioh Scheme as is the practice at 

the Balme Library. Personal and corporate names in the card catalo-

gue are compatible whenever possible. Standards for techpical 

operations are designed in accordance with those established for the 

Baline Library, whenever possible. 

The P~S~ has actively participated in cooperative projects 

undertaken among University of Ghana Libx:aries. To date, the Balme 

Library possesses a list of periodicals received by the PSSL. The 

PSSL serves as a member of the committee of Cataloguers of University 

of Ghana Libraries and has been retaining copies of its catalog cards 

for input into the Unio~ tataloguc-of Ur.iversity of Ghan~ holdings when 

the project becomes operational. 
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2.2.2 Libraries in Ghana 

The PSSL maintains working relationships with other special 

libraries in the country in the effort to organize information 

resources at the national level. For example, the Library recently 

participated in the design and implementation of a survey of science 

and technology information facilities as a national contribution to 

the Unesco-sponsored UNISIST programme. 

The Library also offers constiitative services to developing 

population libraries in Ghana. The Ghana National Family Planning 

Programme, for example recently approached the PSSL for consultation 

services in developing an information service for their staff and 

field workers. This pro1ect has involved technical assistance in 

the design of the service, training of the Librarian, and other 

assistance as required. 

2.2.3 International Population Infonnation Activities 

The PSSL has been active in the design of the POPIN system, 

an international effort to build a world-wide infonnation service 

for population :i.nformation. The Librarian, for example, served as 

a member of the POPIN Technical Task Force and represented African 

interests and concerns to that body. 

International activities in information work also are a 
' 

concern for The PSSL maintains its relations through participation 

in international projects, corr.espondence, and attendance at meetings 

whensver possible. 

Refer to the PIDSA Manual for more information about other 

activities undertaken in support of work by researchers, planners 

and policy-makers in the Afri~an Region. 
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3. LIBRARY USERS 

3.1 Definitions, Identification 

The primary users of ~e PSSL are the senior members, senior 

staff and students of ISSER and RIPS, and also other senior staff 

and students of the University of Ghana in general. Other indivi-

duals are welcome to make use of the library's collections and 

services, in person and by mail, whether in Ghana or abroad, 

ac'cording to the reference and circulation policies established by 

t,,.;e PSSL from time to time. 

Library services are ~a.de known to users on campus through 

personal contacts with senior membersp senior staff and students 

and also by the Library staff's attendance at seminars, conferences, 

and participation in university functions. Additionally, the 

Library circulates its accessions list on campus, distributes the 

'scanning sheet', prepares special bibliog~aphies etc. 

The survey of completed and current research projects in 

the social sciences in Ghana, described in Section 4.4.1, will 

100re systematically identify further potential users of the Library. 

3.2 Assessment of User Needs 

Requirements for services and general categories of materials 

are brought to the attention of the Library and its staff in daily 

work with users and in participation in Library Connnittee Meetings, 

seminars, and so forth. Researchers are encouraged to make their 

needs known in initial interviews. Readers are encouraged also to 

make suggestions for specific materials for the collection and these 

are evaluated individually and as indicators of trends of interest. 

Approximately a monuh before a session beqins, senior staff 

who will be teaching are contacted personally for their requirements 

for texts and reserve materials. 
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4 COLLECTING AND AmHIRThTG INFOR!'-11\TION 

4,1 IDENTIFICATION OF PRODUCERS OF INFORMATION 

The acquisition of materials for the PSSL is in large part determined 

by the major characteristics of the population field as a whole. These charac-

teristics may be briefly listed as the following: 

* Its main emphasis is on current events and studies. Although the 

population. field has significant historicai 'lAtorks, such as those of 

Malthus and Sanger, most of the important materials have been 

published in the last ten years. 

* It is problem-oriertted. Much research deals with overpopulation 

as a problem in itself, as well as a factor in other problems. 

There's also a substantial amount of literature which opposes the 

idea that overpopulation is a present or future danger at all. 

* It is· interdisciplinary.· s-ince persons in the field are tackling 

a basically concrete but also complex, large-scale problem, they 

have not been inhibited by the tr~ditional, theoretical distinc-

·tions between disciplines. They have gone anywhere answers could 

be found. 

* It has not been codified. Population research is constantly 

revealing new subjects for.study, and the teX1t1inology is not 

consistent yet. For instance, the term "population" has several 

interpretations. 

The PSSL serv~s the information needs of a special clientele who 

are mainly the senior members and students of the Institutes it serves. 

'.lhese are both producers and users of i'.!'lformation in the f;i.eld of the Social 

Sciences and :population. Being abla to identify them help to study and 

discuss with them their needs so th~t the relevant documents are acquired 

to help in the pursuit of their academic work. This further helps in the 

selection process. A.t the same time / the Library wi 11 be in the position 

to acquire .. ;i::-,ead:i,.ly ,. th.e v~r.:i.pus literature generated from their numerous 
• ' ~ - - ! • ' ' 1 '. • • j • • . ' ' '. ~ - ~· 

r~eearch activities to be_adde~_to the.~ibr~ry's Collections. 
!_7 • u:,. ' \ , ·~ l,1 ~-,,' I I '. ; ',. ·'- ~ -, ,•, • ."' . : ' ' ," ,· ' ' .1 "' •, I • ~·' I ' ' 
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4.1.1 SURVEY OF CURRENT AND. COMPLETED. SOCIAL SCIENCE RESEARcH 
A~IVITIES IN GHANA 

In .Tu1y of 1976, the PSSL began the design and implementation 

of a project to identify producers of social science info:r:mation in the 

o:>µntry andto identify publications that had been generated in the course 

of their work. The intended result is an on-going register of research 

activity .. in the field to be housed in the PSSL for referen.ce and research 

purposes. In addition, the Library intends to use the information 

acquired to assess trends in social science research and sh~fts of interest. 

Access to the current files will be permitted in person and by 

letter. A printed inventory of research activity is also planned to diss-

eminate the information back into the field. 

1. Method. Two surveys by questionnaire and interview are planned. 

The first focuses primarily on the identification of researchers 

and their publications. The second will attempt to identify 

problems of research such as funding and needs for documentation 

facilities. 

Whenever possible, questionnaires are delivered in person and a 

follow-up is arran~ed to review the completed form with the 

respondent. Questionnaires to researchers on the Legon campus 

were sent through campus mail services. 

2. Recipients. A preliminary list of recipients of the questionnaires 

was drawn up from various directories of Ghana universities and in 

consultation with senior members and the directors if ISSER, RIPS 

and PDP. Additions to the list are continually made as departments 

and divisions are visited and as the recipients themselves provide 

further leads. 

This continuous inventorying will assist in plotting shifts and gaps in 

research efforts and thus help the PSSL to better organize to provide the 

relevant materials to its clientele. 



i 
\_., 

12 

4.1.2 MONITOJU:~G OF IN-HOUSE PRODUCERS O~ lNFORM..~TIO~ 

Clo~e personal contact is maintained how'ever with the staff of both 

institutes, in Library Committee Meetings, during staff use of the PSSL, and 

at conferences and informal gatherings. Additionally, the PSSL maintains 

profiles on the research staff of both.ISSER and RIPS. The research profiles 

contain information on each researcher, type of research being undertaken, 

estimated date of completion of research, publication/s, if any. The 

profile is updated each academic session. It serves a useful purpose not 

only in keeping library staff informed about their clients but it also assist 

staff to provide relevant information through SDI etc. 

4.1.3 OTHER TECHNIQUES 

In searching printed materials for the collection, attention is 

paid to the producer or source of information, and when time permits, leads 

are investigated by correspondence• or in person as appropriate. 

Personal contact is heavily relied upon for identification of 

sources of documents in Ghana. The approach however is equally important 

for identification bf sources outside the bountry. Contacts include 

researchers met at professional meetings such as that of the P9pulation 

Association of Africa and librarians and information specialists with whom 

the professional staff of the PSSL come into contact. 
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4. 2 .ACQUIS.ITION POLICY AND PRIORITY LIST 

In order to maximize on funds for acqliiring books and othe~ 

documents, it is essential that the correct type/s of materials. and 

information needed to promote the work :;f the research staff, senior 

mambers, staff and students are acquired. Careful selection of·materials 

· · ·wr · the .. library- therefore is ·crucial. to· ensuring a -fair., l;:>alanced and 

useful stock~ The library's guidelines covering what should be ·acquired, 

. · .. the-quantities· to· be acquired, the currency of what ·has to be acquired etc. 

are stllmnarized below· in the formal acquisitions policy of the·~SSL. Tlie 

J;X>licy and the.priority list which goes with it are dynamic add thus allow 

for changes and shifts in research efforts and activities among the major 

clientele of the PSSL. 

4.2.1 The PSSL Acquisition Policy 

.1 Type of materials Books, monographs, periodicals, newsletters, 

published ahd unpublished conference and 

seminar papers, research papers, theses and 

dissertations, ephemeral i:naterials, micro-

forms; newspapet clippings • 

• 2 geo~raphica~ coverage: General but with special emphasis bn Africa. 

.3 Subject areas: 

.4. Language coverage: 

Other developirtg areas eg. La.tin America are 

also given focus. 

Social sciences with emphasis on applied 

research in the areas of economic growth and 

development, social structure and organization, 

population studies and statiatics. Agricul-

tural economics and marketing are also covered 

to varying extents. (The full list of subject 

areas covered is given in the,··aom»ttPaaying 

'Acquisitions Priority List'). 

English. A fair amount of documents whose 

original language is French is also being acquired 

to support work in population studies. 
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.5. Period covered: Emphasis is on documents published after 1970 • 

• 6. Number of copies~Single copies. In very exceptional cas9s, 

duplicate copies of standard texts may be 

acquired for the 'Reserve Books Collection' 

under recommendation from the teaching faculty. 

4.2.2 PSSL Acquisitions Priority List 

The following priority list should guide the overall decisions 

regarding additions to stock, as well as materisl which ought tb be weeded 

out periodically. As a list, it is dynamic and flexible enough to allow 

for changes in emphasis in research and teaching. This, however should h"' 

done in consultation with the Librarian who has final responsibility for 

the selection and the building up of library stocks. It should be noted 

that the decision to "throw out~· c·· · ·~ documents is as important as the a 

decision to purchas2 new documents to increase the stocks. A relevant, 

baianced and fair stock of a few hundreds will be preferable to an 

1.lllcoordinated stock of many thousand volumes. 

4.2.2.1 Complete coverage: 

The PSSL will cover the following materials completely -

1. Population studies: all aspects with emphasis on: 
a. Population policies 
b. Population size and growth 
c. International migration 
d. ;i:nternal migration (urban-rural, rural··urban flows) 
eo Fertility and subfertility (including studies on 

fertility control, family planning) 

f. Role &nd status of women 
g. Mortality and morbidity 
h~, Urban growth and urbanization 
i. Nuptiality and the family 
j • Demographic data 

Emphasis will be on materials produced within , or on the 

Afri~an Region. 
2. Economic growth and development with special emphasis on 

Africa 
3. Sociµl organiza~ion - emphasis on Africa 
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4. Regional studies 
5. Environmental studies 
G. statistics 
7. Research questionnaires and research design 

4.2.2.2 

8. Poverty 
9. Rural development 

In-Depth Coverage: 
1. Population statistics and demography 

Region. 
e~~hasis on-the African 

2. Anthropological res.earch about women 1 s roles, pregnancy, child 

3. 

4. 

s. 
6. 

7. 
B. 

rearing as related to fertility 
Country ba~kground inf orrilation 
Cen~us inf ortnation 
Economic growth models 
Family studies ·· emphasis on J\frica 
Fertil~ty behaviour and determinants 
Agricul.tural marketing 

4.2.2.3 Selected Coverage 
1. 1\grfr.culture 
2. Cocoa studies 

4.2.2.4 Items not to be acquired 

1. Norks on pure agriculture e!J. animal and crop husbandry. Huch 
of these works are located in the r~ain Library of the University 

and the Faculty of Agriculture Library. 

2. Works that do not relate to ap'!}lied re~earch eg. Sociolo§J or 

~conomics, per se. These can be obtained from the ~~in Library 

ancl the Departmental IJibraries. 

3. Studies on the pure clinical aspects of family r.lanning, 

abortion etc. 

4. Legal statutes and instruments, per se. The Law Library can be 

consulted for such materials. 

5. Curtail Asian.materials 
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The PSSL's formal acquisition policy has been drawn up taking 

into consideration other li.?rary collections located on the campus of the 

University of Ghana and within ea~y reach of the PSSI.. This has been done 

to avoid unnecessary duplication of resources· and to maximize on the funds 

available 'to the Library for library collection development and maintenance. 
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4.3 'l'tPES.OF MA~ERIALS 

'!'he PSSI, collects many types of materials the. major ones 

bein~ the following:-

4. 3 .1 Boo~s, monographs -may be acquired through standard book trade 

channels "(ie. publishers' announcements, blurbs, etc.). 

4.3.2 Conference Papers - local, regional, and international conferences 

in the.: f iel.d which ;;;tre ·held each year. Normally announced in 

journals, newsletters or other sources such as IPPF's Calendar of 
• 1 

Inte~national Meetings. These papers are not published in a final 

form but copies can usually be obtained by direct contact with the 

authors or session leaders. 

4.3.3 Research Reports - many organiiations are now issuing formal 

report seties.which .. may be identified in acquisition lists, 

bibliographies, annual reports etc. Population Librarians don't 

havecone source to turh to for information ahd hews for ordering 

individual tesearch reports ... 
I 

one has to keep track·and be 

keenly aware of cur.rent research. Don't depend on obtaining it in 

published form - an informal edition will do. 

4.3.4 Government Documents - these are hard to locate but are extremely 

important since they constitute official national policy on popula-

tion/family planning and provide sets of population and vital 

statistics. Governments issue many documents and their catalogues 

can never be complete so other techniques have to be adopted to 

track these down. 

4. 3. 5 Program reports and clinic materials - there is grGwing demand 

for these materials by some library patrons. In Africa, this is 

especially true for patient records relating to family planning 

qlinics and maternal and child heald proqrammes. 
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4.3.6 Reprints the interdisciiplinary ahd free··ranging nature of 

4.3.7 

4.3.8 

4.3.9 

the in~estigation of populatio~ grow€h creates a situation where 
' I ' 

the same subjedts appear,in·m~rty different 6cntext~ thus requiring 

the librarian to constantly review ~aterials that are not entirely 

concerned with population in order to find particuli:U: items which 

are relevant to the focus of his collection. A reprint allows the 

librarian to select the:eingie item wanted wi~hout having to buy 

and store the larger, possibly otherwise irrelevant volume in which 

it appears in the journal. If you are near a general library, you 

might sqan relevant journals there that your library doesn 1 t receive· 

and watch for articles that would make valuable reprints and photo-· 

copy them. You.may also look out for commercial reprints. 

UN Documents - a very useful source for much of the statistical 

material which is basic to populat-ion studies. The Economic 

Commission for Africa (ECA) in Addis Ababa can assist countries in 

the. region with materials on statistical methodology and organiza-

tion. Alth~ugh many documents are lis~ed in the UN's major index, 

UNDEX, and other publication announcements, there is. no single, 

complete listing of UN documents. one just has to keep constant 

track. 

Newspaper Clippings - as pubiic concern about overpopulation has 

increased , an increasing number of newspapers, as well as other 

media have accordingly carried topical entries of relevance to the 

population field in their columns. Reports on new contraceptives, 

population growth, changes in the birth rate, relationship between 

housing density and population size etc. have, and are bei~g 

focused in the media. It will be useful to 'clip' such reports, 

index and store for eventual use. 

Theses/Dissertatdons these constitute a major source of prir11ary 

data resulting from academic investigations/surveys etc. Currently, 

the Library has a Thesis Collection consisting of research seminar 

papers r.md theses submitted to the Univers.ity of Ghana for the award 
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of degrees in population studies. Other theses covering the 

field of social sciences in general also constitute a major 

source·of information. 
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4.4 IDENTIFICATION OF PRINTED MATER:i:~LS 

A wide variety of special tools are ~canned by the Librarian to 

identify new material~ for the coll~ct:i.on. These include ptibiishers 
' . '. 

eat'alogues I ·publiba~iOh ·annouhcements I bibliographies produced by insti·• 

tutions and libraries, and social sci~nces and population literature 

itself. 

As the documentation of social science research in Ghana is ih an 

anbryonib stage, current and reliable printed inventories of work and 

bibliographies of publications are not yet in existence. Thus, a great 

deal of reliance is placed on personal communication with researchers and 

administ~ators working in the field. Population information equally presents 

problems in learning about new items produced. Much of the most important 

:information is found in ephemeral materials -·- in unpublished reports, 

conference papers, governmen:t. and U.N. publications, annual reports, and 

articles in journals or chapters from nooks not held or subscribed to by 

the Library. These are not handled by the standard trade press or by 

dealer.$ and thus cannot be identified by traditional methods. Although 

attempts have been made to develop current bibliographies, a reliable tool 

or series of tdols have riot yet·-materialized for the field. Thus emphasis 

must be placed on personal contacts, on examining the literature itsGlf, 

reviewing lists and catalogues from institutions, annual teports, and 

acquisitions lists from other libraries. 

All materials mentioned here are routed to the Librarian as they are 

received ; other materials are also scanned. When appropriate, catalogues 

and lists are forwarded to senior members of ISSER and RIPS for their 

review and recommendations. 

4~4.1 Bibliographies 

Bibliographies produced by institutions and libraries are used as 

guides to the literature produced ip. the 'social s:ciences and population 

studies. Tools such as Population Ihde~, the.Annotated Bibliography of the 

Smithsonian Institution, current Publications in Population/Family Planningf 
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and TIS PopScan ~ibliographies are scanrted regularly~ To cove~ the broader 

social sciences €he Library makes use of the International Encyclopeai~ 

of .the Social Sciences and Sources of :'!:nf'ormation in the Social s.ciences: 

a guide to the·Literature. These tools are kept after use on the pE::lrio-

dlcai shelves. 

Bibliographies produced by the standard trade, such as Geode's 

annual bibliography on population, have limited value fo selection .because 

of the delay in publication, but they are useful for retrospective work 

and verification. Subscriptions to more frequently issµed tools s~ch as 

current.Contents are taken. -....- .,......_ 

4.4.2 Library Publications 

Acquisitions lists of other population and social science libraries 

frequently point out publications which are not listed elsewhere. Some 

currently received are the lists produced by the International Planned 

Parenthood Federation (IPPF) in London, Library Bulletin, by the Inter-

national Development Research Centre (IDRC) in Ottawa, the accessions 
< 

list of the Nig~rian Institute of Statistical arid Ecohomic Research 

(NISER) at Ibadan, and the Balme Library at Legon. These listings are 

kept on the periodical shelves. 

4.4.3 Institutional Catalogues and Annual Reports 

Publications catalogues and annual reports of institutions actively 

working in social science and popu).ation are requested and scanned care·· 

fully. Catalogues are reviewed by the Librarian and routed for recommen-

dation to senior members who are working in the areas covered by the 

catalogues, These catalogues are kept in file boxes in the Reading Room; 

annual reports are stored on the periodical shelves. 

4.4.4 Social Science and Population Literature 

The literature generated by the:fiil~s of inte~est provide some of 

the most important indications of new research activity and publications. 

Whenever possible, lists of publications, news of activities, and biblio-

graphies appended to documents are reviewed at the initiation of the 
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Lib~arian. Selected periodicals ate routed directly to the Librarian 

before shelving. 

4.4 .s Readers 1 .. su~gestibns 

''Readers' suggestions serve to continually ensure that the Library 

is responsive to the needs of users. Readers are encouraged in initial . . 
interviews and whenever else appropriate to suggest new materiais identified 

in the .oourse of their work, and stich recbmm~hdations arc given mbst oareful 
. . 

consideration. Further staff input is gained by requesting senior members 

to review trade tools and announcanents and bibliographies in their specia-

lities. 

4.4•6 Reference Questions 

Unanswered reference questiohs provide an immediate evaluation of the 

Library 1 s coverage in sele~ed areas. When a particular item is requested 

that i~ not held by the Library, the reader is encouraged by the Library 

staff member working with him to fill out a suggestions slip. When more 

extensive information is requested and the need cannot be met by the exis-

ting library resources, the Librarian is informally advised by the staff 

member and the resear.cher is encouraged to discuss the area of concern with 

the Librar~an. In t..~e futttre, the Library hopes to initiate record-keeping 
I 

of individual question~ asked in the Library which will permit a more syste·· 

matic review of any gaps in the collection. 

4.4.7 Book Reviews 

Book revi-ews are typicalJ,:y. delayed in their appearance but still provide 

useful guidance in selecting expensive works. No formal book review media 

are currently received .by the Library, however several titles are under 

consideration. Due attention is paid to reviews which appear in the journals 

of the field. 

4.4.8 Standard Trade Catalogues . 

Mu9h of the useful information in social ,science·research appears in 

the standard press; however for population information, texts are f~equently 

out. of. ,date by the. time they are . issuedo Catalogues of <book··· agents such as 
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Blackwell's are reviewed regularly • 

. 4.4.9 ·~ookshops: University Bookshop, Legan 

This bookshop stocks some texts and monographs in population and 

social science, individual issues of scholarly journal~, and some institu~ 

tiorlal do€µm.ents. The stock is reviewed informally by the Libr~rian from 

time to time for new purchases. In the case of government official publi.ca··· 

~1ohs, sources like the Ghana Publishing Corporation (Sales Division), and 

also the Cehtral Bureau of Statistics both in Accra are used. 
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4.5 IDENTIFICATION OF MICROFOP.MS 

No regular procedures have been est<'lblished for identifying new 

information that has been produced in microform. Such items are consi-

dered for purchase, however, when citations are found in scanning for 

printed materials. 

The PSSL has revently acquired the full set of African censuses 

since 1948 on microfilm, and with also the acquisition of a micDofilrn 

reader-printer,it will be availab~e for use to readers. 

Also available is the microfiche catalogue of the Carolina Popula-

then Center's Technical Information Service {TIS). This is an extremely 

useful tool for the identification of population materials. The library 

possesses a microfiche reader for the~uee of both staff members of the 

PSSL, and also for~users of the Library. 

The Library is making plans to acquire soon a microfilm camera to 

be able to produce microfilms of research and seminar papers, and theses 

produced in the relevant departments in the University of Ghana. 
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4. 6 OBTAINING MATERIALS 

For the purposes of this section, materials are divided into three 

categories: 

4.6.1 

a) books and other nofr"periodical materials that must 

be paid for 

b) free materials, and other ephemeral materials 

c) pe~iodicals and newsletters (that may be free or may 

cost money) that arc received on a regular basis. 

Books and Other Materials that must be paid for 
(Standard Trade Materials) 

.1 Selection. Materials are selected by the Librarian according to 

the procedures described in Section 4 • 

• 2 Book Suggestion Form. The marked catalogue, publications announce-

ment, list, etc. is given to the typist who types a book suggestion 

form. As much information as possible, such as author, title, 

place of publication, date of publication, cost, series, and order 

number is included on the form. Ali information is typed exactly 

as it appears on the catalogue, list, etc. The slip is then given 

to the Library Assistant for checking and further processing • 

• 3 Verification. The citation is then searched by the Library 

Assistant to be sure that the information is correct and to locate 

a price. Sources such as British Books in Print, African Book~ 

in Print, the American Book Publishing Record, ~ooks in Print, the 

TIS ~icrocatalog, and other sources are examined as necessary. 

Abbreviations for these tools have been devised and are listed 

below. When a citation is searched iri one of them and not found, 

the abbreviation is recorded on the back with a "X" to show that 

it was not found in that particular tool. 

Abbreviations are: 

Books in Print BIJ? 

Afriaan Books in Print ABIP 
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British Book~ in Print 

~erican B?ok:Puhlishing Record 

TIS Microcatalog 

D~IP 

ABPR 

MIC 

(Staff should add to th.is list as necessary) • 

When an item .is found, the Library Assistant corrects the suggestion 

slip as required. If there is any doUbt about whether the item sugges-

ted is the same ~tern shawn in a tool, tHe Librarian is consulted • 

• 4 Searcijfng. It is importartt that duplicate· copies of materials be 
.'•I 

;-urchased 5mly when they are wanted. Th11 : r the item that has· bee~ 

proposed for purchase must be searched in ~arious files and records 

in the Library. S~arching is impottant for datalb~uing and classifi-

cation so thn.t works which are similar can be placed tot;ether on the 

shelf or brought together in the catalogue. It is also important to 

know what other materials in the same series (if in a series) or other 

editions the r.ibrary holds so that selection will be made intelligently, 

Without searching unnecessary duplication may result. The person who 

does the checking should initial the suggestion form • 

• 4.1 The catalogue. The citation is searcJ·r-·d by the Library Assis-

tant under author, title, and series if appropriate. If the 

document is found, the number of copies of the book held by the 

Library is written on the slip. This is determined by counting 

the number cf accession numbers on the card. {If others in the 

series, or other editions, are found, the location numbers of 

these are noted on the suggestion slip) • The slip is then 

given to the Librarian to decide whether additional copies are 

required. If it is not found in the catalogue, the a~breviation 

CC is recorded to show it was searched but not found • 

• 4.2 The order file. If the citation is not in the catalbgue, it is 

then searched in the order file. tf the doduriient is found 

"ordered", the number of copies ordered, and the date of the 

order are written on the suggestion slip. The slip is given to 
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the Librarian to decide whether additional copies are 

required. If it is not found, ·the abbreviation OF is recorded 

on the back of the slip to· show that it was searched there but 

not found • 

• 4.3 The·processing file. If the citation is ne~ther in the card 

catalogue nor in the order file, it is searche~ in the in-process 

file. If it is found, the number of ·c0pies, held by the Library 

is recorded on the order slip and the slip is given to the 

Librarian to decide· whether additional copies are requred. If 

not found in the processing file, the abbreviation "IPF" is 

recorded to sh0w that it was searched there but ,not found • 

• 5 Selection. All suggestion slips remaining (that is, not f-0und in any 

of the above sources) are given to the Librarian for review and final 

selection. If funds in an account are low, and the items cannot be 

purchased on any pther account, ~he .slips. are f~led for reconsideration 

at a l.ate:i=-. date in the desiderata file in the Lib~arian 1 s office. 

If a price has .not .been determined, then it .is estim~ted and recorded 
- ' • • • l , ' ... -

,_ on the.form •. The number of copies needed is determined and recorded. 

If no part;icula:r;- seni,~r staff memb~r. .suggested a :q~pk, an account is 

chosen fo:r chq.rging ard its initial.s are recorded. Th:i,.s .is qetermine<1 

by matching the subject of the.book, with the inte:i;-ests of the institu-

tes. After selecti~:>n, the slips for itElmS to be pur~hflsed arq aiven to 

the typist for.p~eparatio~ of o~der sli~~· 

.6 Preparation of the Order~ ~..n order slip is prep~r~d.by the typist 

with all bibliogr~phic.information that appears on the suggestion forr.t 

(not searching. :i,.nformation; i.e. , . a:J:>brevia-t;ions CC, .IPF, etc.) • Forms 

are colo\tr coded .to show the institute that.will be.paying for the item. 
I ' ~ ~ ' • ' 

Cdlours cu:r;-r:ent.ly .in use are: -

.RIJ?S 
•( , .· 

ISSER. 
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Orders to be charged to ISSER and RIPS are typed in duplicate. 

The original of all ortlers is white with t~ c~rbon dopy being pink 

or bl~~ depending on paying institute. Account numbers for Blackwell's 

ar~, indicated on the fonns if applicabl~. The typed slips (suggestion 

and order) are then gi'1ert to the Library Assistant for checking. For 

orders chargeable to RIPS a special requisition form has to be typed. 

See Section 4.5.7.3 • 

• 7 Submission of the Order. ISSER books are ordered ·from Blackwell's 

in Oxford. RIPS books are ordered through the U.N. Headquarters in 

New York • 

• 7.l IS$ER. A cover letter is prepared by the assistant. It is 

titles, the account number, the address to whlch the books are 

to be sent, to whom the bill is to be sent, and the or~er numbers. 

The order slips -End suggestion slips are da~ed with the same 

date as the letter. The orlglnals of the letter and the order 

slips are sent to Blackwell's~· .One copy of. the letter is filed 

i~ the ISSER files on BlackWells - three files are in the Library 

Workroom. The last copies cif the order slips are set aside for 

recording in the accounts notebocik • 

• 7.2 RIPS. A list of the books to be charged to RIPS ~s prepared by 

the typist. For each citation is given the authot, titie: place 

of publication, publishert date, attd estimated cost. Items are 

f.isted in alphabetical order by author. This lis't is sent to 
... 

the Director of RIPS for apprcv.al. He indicates his approval by 

a ·tick against the listed items. When the list is returned, the · 

approv.~ items are typed onto a UN requisition fonn by .the typist, 

and the rest 0£ the requisition is completed according to the 

model following this section •. The orde~ slips, sug9estion'slips 

are dated with the date of the requisition~ The requisition and 
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slips are given to the Library Assistant for checking. After 

necessary corrections, one copy (the last copy) is removed from 

the "pocket". The original of the order sl,ips are at+':.ached to 

this cop .. of the requisition,and filed in the appropriate files 

in the Workroom. The remainder of the requisition is sent to the 

Administrative Secretary of RIPS for further action • 

• 7.3 Placing the.order - the following summarizes the major steps to 

be undertaken:-

1. After the Librarian has go~e through the forms and decided on 

which materials to acquire, the forms will be returned to the 

typist who will have to do the following: 

a) if orders are to be charged to ISSER, pink·order forms are 

to be used, and if RIPS - blue. In all cases, a white order 

fornl is also to be typed with the relevant colo'tf~s·~ the 

white order forms will go to the ·booksel~~rs and the coloured 

form will then be filed together witll its appropriate sugges-

tion ~orm into the library' s 'on ordeil::' u "file. 

b) 'after ord~rs are typed, the order forms and suggestion forms 

go back to the library Assistant/or equiva·lent for fin~l check 

ing before ·orders are despatched tq appropriat~ booksellers .• 

c) a list of the orders sent should be ty~ed and a copy each kept 

on the booksellers' fils and on the conunitme~ts file. 

2. when a book is ordered, the order card should be clipped 

together with its suggestion form, stamped with ~he date or~ered, 

and filed in "on order" file by author. Notice should be sent at 

this stage to the person who suggested the book .(if ,i;my) that the 

book is on order. 

. a Recording Orders in tjle Accounts Notebook • -..--- Using ·the copies of the 

order slips, the assistant records the titles, estimated costs etc. ip 

the accounts notebooks for each account, Items are listed by date of 
\ 

of order; the individual titles are not listed in ~y order. 



?O 

.9 r 1 • ·:·~g CoP..ies of order Slips. Oi:de:;:: slips a~e t:hen attached to the 

sugc;estion foi."'Ills e.nd filed in tl1e app;~opriate o~· - •: file by nu.thor to 

await recaipt of t 1.1e books. 

The following procedure nm~t. be ;fo:i.1oweuz 

1) Pull the order ca:i:c1 from f:~le, c.nd ci1ock to be suro that 

the ric;;ht i te•n has ccme .in. If it is not the l.'ight ~-temp and 

the information gh•en tb.0 supplier was accurater it may be 

rett1rned. Be sure to note 011 the orcler c:i.rd the.t the wrong 

book was recei vec1 and r0tu:rn e~l. 

2) Make any chnn<;:'9s necE:~sary on the order card, and recorcJ. the 

date received and the e:orrect price, if thEu:e is a change. 

3) Record the date received and the co~crect price in the account<~ 

book. 

4} Give tlle book an accession nrnnber, and stamp it with the :. ibrary 

!J:Cooerty st~· '.P ~ 

6) The boo~~ is then given pockets and <.l d::ite due slip. 

7) Stamp the invoice/o with the relevant accessio~1 number assigned 

to the boc0Jt :and date of receipt. 

8) Notify the accounts dGpartment that tb.e item 1N:1s been received, 

and may be p;i.id for. q hy send.:i.r.g on the invoice p~oper ly 

certif.ied. 

9) File the order card, •,,r:i.th the da.te received :i.nd:i.cated ancl the 

other details a-::1ded (e.g. acce.::sion number etc.) into the 

vi.:~. procerm" file by author. 

10) The coloured caxd is th'3n filed under 'che fund under which it 

W!.18;· !.-rurchased, ISSERv or HIJ:>S (pinkv or blue respectively). 

11) File t:1.e ;;mggestion forr.t 0 also with relevant adjustments made 

:i..nto tho nen·ia.nent accessions rc::;,.,.ister of the lib:r.ary. :F.Li in0 

here is done in accession r~umber sea:..ien.ce. 
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For fuller details on processing of orders etc. Refer 

to Section 5.2.2. 

4.7 EPHEMERAL LITERi\TURE 
I 

Ephemeral documents are very useful for the collection, hut they 

are obtained from less obvious sources and require some effort to find. 

They are 11 short-lived 11 because of thGir for~nats and are not catalogued 

ri.nd permanently 1'-ept :i.n the collection. Rather they are 11ut in parnpblet 

hoxes, and files in tlie reprint ca~inets and .. :i.ccor<linc;ly labelled. These 

documents include newspaper articles, preliminary draft reports, reprints 

or photocopies of articles from journals and papers of senior members and 

students. 

Since these materials often contain very current information, ·L'le 

Library places great emphasis on their acquisition. Information on the 

existence of these materials is obtained through conference announcements 

but largely through personal contacts. 

4.7.1 Procedure 

.1. Following information on these materials, the Libra;rian notes the 

necessary details and requests a sear~h to be made. The necessary 

searching· is done by the ::::.iLrary Assistant in the card catalogue, 

'on order 1 file or the 'in processi file. Ref. section 5.4.3 • 

• 2. If the c1oc1.l.!"'.ent is nnt alrea<'!y in the Library or requestedu the 

typist is asked to type a Request ~orm for materialsu in duplicate. 

All pertinent information as available to the staff at the time the 

request is being madeu is indicated on the Request Form • 

• 3. The Request Form is signed by the Librarian • 

• 4. The original copy of the Request Form is appropriately addressed 

and mailed. The duplicate copy is filed away in the nRequest for 

PUblications" File which is kept in the Library v1orkroom. 
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.5. The Libra:ry Assistant prepares a card (salmon S"xJ"; on 

which the same information as on the Request Form is 

indicated • 

• 6. The card is filed away separately from the 'On order'· file 

in a separate tray marked 'Request Items' • 

• 7. On the receipt of the requested document, the Libra:ry Assistant 

indicates the date of receipt and other pertinent information 

on the Request Form (duplicate copy) • 

• 8. The salmon card is pulled away from the special tray and the 

date of receipt recorded. Also boldly written on the card is 

'GIFT' (if the document has been recei~ed as a gift). tf the 

item is to be paid for, it will be treated as an ordina;ry item 

purchased for the Library. The card is then interfiled in the 

"In Process" File to await further processing • 

• 9. The document is handed over to the Librarian by the Libra:ry 

Assistant with the accompanying letter if any. The Librarian 

instructs as to what treatment should be given to the document. 

.10. A letter of acknowledgement is prepared by the typist and signed 

by the Librarian. It is despatched by the messenger. 
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These materials constitute a major source £01: current information 

for research purposes. As such, the library maintains regular subscrip-

tions to soine of the major titl~s in the field of ti:."'· social sciences and 

population studies (an abridged list of :=:urrent subscriptions for the 

'PSSL .. forms ·part of "the .Jq>pendix). .• . -The .PSSL ... burrent.,subscriptions---stand 

...... -- ·-at ....J.20.-. . . ._ ·--·~"'-

_,,,..--· -·-·-·. -.I -

----- -- iy>o--make"'"readers--mcrre- ·aware"·or what-±s--·ciontained'i:n·-trre···pei:.io.di,ca.1. 

- ·-aru:Lnews.l.ette-rs,.. .. a, special ... h.ihli.ography--- 'S-cann'ing--Sheet'1•· :i'S'··prepa:red--·by 

-· --- -.-4 • .8..-1· · ·eurrent'-subercripti0115'.'·-- -· -.... /'. 
_,,,_.y•-,,..,,__ ..... .-.. ....... 

- ..... -· .............. . _· ..... ~· -· .- .. ·· ._ ....... --:.. ...... --... .. - ... ··-

. i 
· ~-------·lESER"'nnd the· U'.N: Headquarte-rs in-·New··'York""""'thJ:'Ough:.JUI>S,.. At .. the~.beginning .. _ 

~"of each academic :tear·, ·the '"Library -~ssiertant in .. charg-e--ofthe""Reading Room 

prepares a list of new .. periodicals to"be ordered and "the· old . 6nes whose 

subscriptions are to b~ renewed. The list.~.is then checked by the J_,ib:-carian. 

I.Deal subscriptions are obtaj.ned from the University of Ghana .Bookshop and 

also directly from local publishers. 

1.1 The subscriptions which need to he: paid for have their acconpanied 

invoices and arrangements are accar.dingly made by the Institutes 

to effect payment. 

1.2 The Librai"Y also through its Gifts and Exchange programme with 

some institutions usually receiveG some periodicals free of charge. 

Most newsletters come in free from the publishers to the Library . 

• 2 Back issues 

Every six months, the Library Assistant carefully goes through the 

Kardex in the Reading Room to prepa1:(" a list of the back issues of 

periodicals. The list is submitted to the Librarian who after 

checking prepares the appropriate let·ters to the suppliers to order 

for the back issues. 
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• 3 Claiming Missing/Non· ·Received issues 

Every six months, the Lib~ary Assistant ~gain thoroughly goes 

through the Kardex to make a list of all missing and non-received 

issues • 

• 3.1 The Librarian then writes to the suppliers to rind out whether 

some issues ordered and paid for have not been mailed to the 

Library • 

• 3.2 If the answer is yes, they are reminded to send the issues as 

early as possible. However, if the issue is missing through 

no fault of the Library staff, then the librarian writes for 

a replacement from the suppli ·.;~s. 
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!.EGON. 
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Declt $ir, 

REQUEST FOR PUBLICA~IbNS 

We would be grateful if you could sehd us a copy of: 

If there is a charge, do kindly send us your invoice and we 
shall arrange for innnediate payment. 

Many thanks for your kind assistance. 

Yours faithfully, 

P.G~ Anlortbb (Mrs.) 
LlBAARIAN 
CPS SL) 
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POPULATION AND SOCIAL SCIENCES LIBRARY 
INSTITUTE OF STATISTICAL, SOCIAL AND ECONOMIC RESEARCH 

UNIVERSITY OF GHANA, 
P. O. BOX 74, 

LEGON, GHANA. 

Our Ref: PSSL/5 .•••• ' ••..•••• 19 •••• 

Dear Sir/Madam, 

LETIER OF ACKNOWLEDGEMENT 

We acknowledge, with much thanks, receipt of the following book(s)/ 
Periodical(s)/Publication(s) 

••••••••••••••••• , •••••••••••••••••••••••• , ................................. 111 

.................................. ' .......................................... . 

........... ~ ......•.....................•........ , ............. 411••·········· 

..................................... ' ...................................... " 
·········································1·~································· 

···········.················~·······:···~11. ...... ~ ...... ~,j···················· 
.Which ~ mast. kindly forwarded to us. / 

I 
I 

We wish to assure you ~ha~ it/they would be p~t to good use by the 
various categories of users includirlg students., re$earchers and lecturers 

'--' who patronize the library. · 
! 

'!hanking you for the interest shown in our library. 

Yours faithfully, 

P~G. Amonoo (Mrs) 
LIBRARIAN, PSSL. 
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5 ORGANIZING INFORMATION - PROCESSING 

The main role of the P.S .s .L. is to promote and "rnalte readily 

available information needed for the research, and teaching functions 

oi its parent bo<lies. It is also to promote effective utilization, by 

its clientele, of information held in the P.S.S.L. The Library, therefore, 

is organised to facilitate easy access to its collection; to promote users 

awareness of available information in the library; and, to encourage users 

to utilize the library's stock. 
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s.1 MAINTENANCE AND ORGANIZATION OF THE COLLEcrION AND ITS INDEXES 

5.1.1 General Description of How Materials are Organized 

It is important that the materials in the collection are grouped 

together consistently and logically so that readers cau find them easily. 

'!hat is, the same kind of materials such as the books, should always be 

separated from other materials, like the ?eriodicals. 

Poptlation and social science information is issued in so maµy 

different forms that it is at tiines difficult to decide whether a doct.nnent 

should be a book, a reprint, or a periodical. The guidelines below will 

help in deciding where to put materials. 

.1 Books. Hard-bound materials, sturdy enough to withstand the 

stresses of circulation are placed in the bdok collection, as are 

substantial paperbacks. They are shelved by LC Classification 

Number. Books are divided into two major groups : the general 

circn:ating collection and the reference collection. The class 

numbers of the reference collection are preceded by 11 Ref", and 

these materials are shelved in the Reading Room. The general 

circulating ma.terials and the Reserve Books Collection are in 

:the Lending Room. New books are displayed on a different shelf 

for short periods of time. The class numbers of these materials 

are not different from the other books but they are shelved apart 

from the book collection for short periods of time after which they 

are shelved among the general circulating materials . 

• 2 Periodicals. Materials that are published several times a year 

under one title and are regularly received by the Library, such as 

Demography or Studies in Family Planning are treated as periodicals. 

Also, annual reports of institutions and acquisitions lists from 

libraries are stored with the periodicals. They are shelved in 

the Reading Room by title if a periodical, and by name of insti-

tution if an acquisitions list or annual report. 



• 3 

. 4 

• 5 

39 

United Nations Documents • All documents published by the U.N. 

are ~tored together in the U.N. documents collection except hard-

bound materials (which are kept with the books) 1 and periodicals 

('·lhich nre kept with the periodicals) • The collection includes 

materials issued by Headquarters in New York, by the UN Regional 

Economic Commissions, the regional institutes of development 

pla!'.ning and other specialized agencies and organizations of the 

uN m•.ch as FAO, WHO, !LO etc. They are organized by issuing 

agencies/organizations and shelved alphabetically in the Documents 

Room 

Government bocuments • Materials published officially by governments 

r:'uch as development plansf censuses, statistical collections and 

nnal:rses; and so forth are shelved together in the Reading Room. 

Each ~ountL-y's documents are shelved together, the Ghana government 

materi~ls separate from those of Sierra Leone, and so forth. 

Reprint·J Collection • These include ephemeral documents, such as 

u:·pvblished reports, photocopies of journal articles and b66k 

che>.p·~:ers i \Ot held by the Library, pamphlets, conference papers , and 

other similar materials which require special protection and handling. 

The files a::e divided into several groups~ 

.5.1 ~~?a File. Into this file are placed all ephemeral documents 

relating to Ghana, no matter where they were published. They 

are C\rranged by the code "GH" and in sequential order • 

• 5.2 African Pile. All ephemeral documents concerning Africa as a 

whole, or a region in Africa (such as West l\frica) or two or 

more count~:ies in Africa, are placed here. They are arranged 

by the code XZ\ and in sequential o~der • 

• 5.::1 Spec~_f_~C:.~lt!Y files. Country files have been set up for 

individual countries in Africa. A\l ephemeral documents 

concerned specificaU~, and solely with these countries are 

plci.ced here, no mat-.er where they ~r~ pl:11>lished. A code has 
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been devised for each, such as '1ET" for Ethiopia and 

11NG" for Nigeria. These are stored first by the codes, 

which are in alphabetical order in the files, then in 

sequential order within the codes • 

• S.4 9eneral File. Into this file are placed all other ephemeral 

mat~rials which deal with countries outside Africa or which 

deal with topios in general without referring to a spe.cifio 

country. They are filed by the code "R" and in sequential 

order. 

5.2.5 Processin<"'Rooks 

.1 ~pt. When a book is received in the Library, the Library lissis-

tant first searches the 'On Order File'. In an order slip is found, 

it is removed. The author, title, imprint, and collation are comple-

ted as necessary, the price and the date recei~ed are recorded, the 
.. 

slip is tagged with an orange tag, and the slip is placed in the : 

in-ptocess file. If a particuiar person su~gested the book, a slip 

saying 11Notify 1 X0 
" and the hame of 1 X' is placed irt the book. i:rhe 

invoice or packing slip is set aside. If no order slip is found, 

it suggests that the book was not ordered and that it is a gift, see 

Section .4 below . 

• 2 Financial Records. Referring to the invoice,. the date received, the 

price, title, and invoice number are recorded by the Library Assistant 

in the appropriate accounts notebook by date received. Separate 

notebooks are kept for ISSER and RIPS. These notebooks are kept in 

the Librarian°s office. 

• 3 Invoices. If the invoice or packing slip covers only the book 

being processed, the Accession Number and the date the book was 

received a.re indicated on th~ Invoice and filed in the Librarian's 

office. If other works are included on the invoice, the appropriate 

action is taken by the Libracy Assistant as described below~ 
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.3.:.'.: Other titles received in the shipn:ient"ar.e handlE7d· . 
• l • t .• 1 .. -~· 

as in .1 and.2 above • 

• 3.2 If books listed on the invoice are marked "out of print", 

the order slip for the book is rem9ved from the files, 

marked "out of print'', dated, and .the invoice number p 

name of the dealer, and the date of the invoice are 

recorded on the slip. The slip is then forwarded to the 

Librarian for information and $Ugge~tions for action. 

The title is then handled as directed-

.3.3 If the books are marked "out of stock" on the invoice, 

the order slip for the book is remov~d from the order 

file and marked 11out of stock", dated, and the invoice 

?!umber, nai."!le of the dealer, and date is recorded. The 

slip is then filed at the back of the order file to be 

reordered at a later date. Books are usually reordered 

::i.pproximately three months after the out-of·-9tock notice 

has been received • 

• 3. 4. If books are canceH.e~ because they are .not available 

'from the source or puhli~~er giyen on the original order, 

the order slip is removed from the order file and the 
' 

c.:itation is searched again by the Library Assistant to 

find o.nother source or to verify the original soqrce once 
. ~~ ' : . . . -

more. It is searched in Books in :rrint, the TIS Mi.ere~· 

catalog, Population Inde~, the American Book Publishing 
•.I . ' •; ' ••. 

Record, African Books in Print,.British Books in Print, . . 

or. any other bibliographies that a:r;e appropriate. If 

found, the information on the order slip is cq~rected 

andthe slip is placed at the back of the order file for 
~ .. 

re-ordering. If the citation cannot b~ found after a 
.• 

reasonaJ-..J.e amount of searching, the slip is marked 

__ -.....:..6:-.. :..1:: .. j.:_' • .... • .:. "' L-...• . • ,: _____ ,_ ·-· ·' -··· 
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' "cancelled -- not availab_le fr~m source given'', the slip is 

dated with the d~~e of the invoice, and the invoice number 
' ~ I ) 

and dealer are recorded on .,_ 
l. L.. The slip is ·routed to the 

Librarian for inf~rmation and suggestions • When returned ... ' ,. 
.,. ·, ,,• 

to the Library Assi~tantv it is handled as directed • 
. ' .4 Gifts 

.~.l Ackno-#ledgement. The donor is thanked personal}.y for the 

gift at the time it is present~d to the Library, Pro-forma 

letters are available for this purpose • 

• 4.2 Searching. The Library Assistant searches it in the card 
·' 

catalogue, the in-process file, and the order file. When 

a source is checked and the book is not found, an abbrevia-

tion for the tool and a "X" is put by the abbreviation to 

~h0•·• 7.h;:it: nothing was found. Abbreviations used are ~ 

cc for card catalogue; r:PF for in-·process file; OF for order 

file. For example, CCX means that the citation was searched 

in the card catalogue, but it was not fbund • 

• 4. 2 .1 ! f the boolt is found in the card catalogtie or in-process 

' '- file, a note is prepared indicating the number of 

copies held by the Library. This information is 

shown by the number of ~ccession numbers recorded 

on the catalogue card. The book and the slip are 

given to the Librarian for decision as to keep:it 

or not • 

• 4.2.2 If the book is found in the order file, the date 

of the order and the number of copies ordered are 

recorded on a slip of paper. The book and the slip 

are given to the Librarian for decision. The 

Librarian will return it to the Libra-y Assistant 

with instructions • 

• 4.2.3 If it is not to be keptv it is stored in the base-

ment for distribution. 
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.4.3 Temporary order card. If the books is to be retained, 

it is given a temporary order card, labelled and pasted., 

accessioned and processed as below. A temporary order 

card, prepared by the Library Assistant, is ~ hand-written 

3 1ax 5 !''card, prepared with the author, title, imprint, and 

date received. It is stampled ·1Giftt• and fiied in the 

in-process file. The book is then given to the messenger 

to continue the processing • 

• 5 ~ahelling and Pasting 

.5.1 The messenger st~ps the book with property stamp on the 

title page of the book • 

• 5.2 The property label is pasted on the inside front cover of 

the book, taking care not to cover maps, lists of publica· 

tions, descriptions of organizations or other important 

information. If necessacy~ the label is placed in an 

empty space close enough to the title page or on the back 

of the title page • 

• 5.3 The book pocket should be pasted on the inside back cover 

of the book • 

• 5.4 The date due slip is glued on the page facing the book 

pocket. If n~cessary it may be put just above the pocket 

or in any empty space as close as possible to the pocket • 

• 5.5 The accessions stamp is placed on the back of the title 

page and on the book pocket • 

• 5.6 The book is then given to the Library Assistant for 

checking and further processing. 

~6 Accessioning 

.6.1 New books • The author, title, publisher, and place of 

publication, and date received are recorded in the access 

ions register by the Library Assistant. 



.6.2 The access-ions number is transferred to the book • 

• 6.3 Additional copies. If the book is an additional copy, 

the accession number is written on all copies of the 

catalogue cards in the card catalogue and on the shelf·-· 

list card. The class number is also recorded in the 

space provided by the accessions stamp • 

. 7 Cataloguing. Descriptive cataloguing is recorded on a 

cataloguing worksheet by the Library Assistant, according to 

the guidelines in Section 5.2.7 of this Manual and the Baltne 

Library cataloguing manual. The book is kept on his desk 

d1.1ring searching • 

• 8 Sear~?ing 

.8.1 The cataloguing worksheet is taken to the Balme Library 

and ::H'!arched by the Linrrir.· Assistant in the :aalme_ 

Librar¥ Catalogue, the National ~nion Catalogue, 

n:· .·ican Book Publishing Record, and the Bri' ·'·ish 

National Bibliography as appropriate. Entries are 

searched. under author or title according to the arrange·-

men~ of the tool being used. If it is found, the entiyr 

i.s reco:?:ded on the cataloguing worksheet. Sources 

checked :for the entry are noted on the aack of the 

worksheet (title of the tool, issue, and r- ·-q. or? 

"Balme Ca.L "). The book and the cataloguing worksheets 

are given to the Librarian for checking • 

• 8.2 If the book is not found, original cataloguing has to 

be done. Ref. 5.2.7 (Descriptive cataloguing) 

.9 S1lbject In~exi~g an~Cl~~s~fication Standardization 

.9.1 An LC class number at:ld sub]ect terms are assigned by 

r,ibrarian and recorded on the cataloguing worksheet. 

The sLibject terms are standardized as indicated in 
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Sect. 5.2.8.6. Name entries and na.~es of series are also 

stn.rtdardized at this time. He counts the ntUllber of entries, 

indicates the tracings, subject terms etc. which are recorded 

in th~ ~pace provided on the worksheet. The worksheet goes 

baclc to the Departmental Assistant • 

• 9.2 The class number is recorded in the book in the space 

provided on the accession stamp at the back of the title page • 

• 10 Final Labelling anq: Pa~ting 

.10.1 The book and the worksheet ate given to the typist who 
I 
'._.. 

prepares a circulation card with the author, titler 
I 

class nui:nber, and accession number artd places it in 

the book pocket. The book is then given to the 

dep~rtmental assistant • 

• 10.2 If the hook is a paperback, it is covered with book 

laminate by the departmental assistant • 

• 10.3 If the book is a hard-bound book with a cover or 

jacket, it is also covered with la~inate. The 

laminate is extended over the hard cover of the volume 

so that the jacket will he secured to the boo.k • 

• 10.4 The class number is prepared with the Dymo labeler and 

placed on the spine of the book. The number may be 

divided 1) after the initinl letters, 2) before the 

first decimalr 3) before the next series of letters 

of letter., and before a date. If the number is too 

large for the spine, it is placed in the lower left-

he.nd comer of the book. The number is covered with a 

a piece of book laminate. The book is then given to 

the Library Assistant for checking. 
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.10.5 The Library Assistant checks t~e hook and places it on the 

New Books Shelf for display for a week. Older books are 

shelved in the general collection • 

• 10.6 The cataloguing worksheet is given to the typist for prepara·· 

tion of the catalogue card stencil (Section 5.11) . 

• 10.7 The person who suggested the title, if any, is notified 

orally by the assistant or by the Librarian that the book is 

ready for use • 

. 11 Catalogue Cards 

.1 AFTER THE CATALOGUING ~ROCESS 

1) The typist types catalogue stencils for the catalogue card~ 

2) This is check.ea by the Assistant Librarian to make sure that 

all entries are correct. 

3) After the necessary adjustments have bsen made on the stencil 

(if any) v it is given to the departmental assistant to produce 

the required number of catalogue cards. 

4) The cataloguing worksheet and the cards ·.go back to the Assis·· 

tant Librarian for the final checking. 

5) They are then sent to the typist for the cards to be adapted 

6) The typist types cards for the book pockets. 

7) This is then checked by the Librarian, after which the book 

is sent for shelving. 

8) The Departmental Assistant files the worksheet into the 

Library Workroom. 

9) The cards are filed above the rod in the card catalogue by 

the Library Assistant. 

16) Filing is checked and cards dropped once a week during the 

Assistant Librarian 1 s review of the card catalogue. 
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5. 3 PROCESSING PERIODICALS 

Records of periodical holdings are kept in two major places: 

a) The Kardex, in which issues are recorded as they are received, 

notations are made of binding when a journal is sent to the 

binders, brief info.nnation is kept regarding ordering, and 

so forth. 

b) The periodicals files, in which a folder has been allocated to 

each periodical title. In these are kept correspondence with 

publishers and agents regarding the subscriptions, invoices and 

bills, notes from inventories, and so forth. These are kept in 

the Library Workroom. 

Several other sources for detennining library hoidings for periodicals 

are 

a) The card catalogue, in which a brief entry is filed for each 

titJ.e received. 

~) Various lists of periodical holdings and subscriptions cur~ently 

received which are compiled from time to time in support .of inven-

tories, orders, budget reporting, and so forth. These are kept in 

the Librarian's office .• 

• l Accessioning periodicals 

. l. l :."'Curll'!e:D.t subscriptions. Upon receipt, new issues are 

checked into the Kardex. The following is recorded on 

the Kardex by the Library Assistant : volume and issue, 

or numb~r, and month or date, and the date of receipt. 

Issues of selected periodicals are given to the Librarian 

for review. A periodical routing s~~p is thus attached 

to the appropriate issues, indicating ~e date received 

and that the periodical is currently being received. 

The issues are then given to the messenger for stamping • 

• 1.2 New ~ubsctipt~ons. Upon receip~, issues of new subscrip-

tions are checked into the Kardex as above. A periodical 

routing slip is attached to the issue indicating that it 
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is the first issue of a new subscription and the. date 

of receipt. The issues are then given to the me.saGngQr 

for stamping • 

• l.3 Gift issues • 

• 1 If a journal has not been ordered, but it received 

as a single issue donation to the Library, it must 

first be reviewed by the Librarian before it is 

accessioned or checked into the Kardex. (Single 

issues, generally, are not kept for the collection). 

A periodical routing slip, then, is attached to the 

issue immediately, indicating that it is a single 

issue, that it aas been donated to the Library, and 

requesting further instructions • 

• 2 The Librarian decides a) if it will be discarded, 
.... ) .. 

b) if selected articles will be ~oved .and added 

to the Reprint ..::F.i.J.e., c) if the journal will be 

kept as a part of the coll'60t' i mi. as. a jow:nal and a 

subscription will be placed, or d) .if the issue will 

be kept as a part of the collection as a book. If the 

decision is a) , the issue is returned to the Library 

Assistant for addition to distr~ion..ma~rials-

If the decision: is b} , required ar.ti.cles and instro.c-· 

tions are noted on the slip and the issue is. -given t.o 

the Library Assistant for processing. If c), the 

Librarian notes on the slip the pece~sary ordering 

' information such as the name of the agent to. be ~ 

.(if any), back issues requlb~ed,. .the fund to be· charged, 
. . 

etc. Also the Librarian notes whether the :title is 

to be reviewsd on a regular basis. The slip and is~ 

are then returned to the Library Assistant. If d) , 

the item and slip with instructions are returned to 

~- ----
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the Library Assistant for processing • 

• 3 Issues to be kept as serials are then checked into the 

Kardex by the assistant, added to the list of titles to 

be regularly reviewed by the Librarian if necessary. 

After 'ordering a subscription and necessary back issues, 

the issue is sent on to the Departmental Assistant for 

stamping. The periodical routing slip is discarded by 

the assistant before it is sent on to the messenger • 

• 2 Distribution-and shelving 

.2.1 If the issue has a periodical routing slip attached, 

the issue. is given to the person indicated. This is done 

by the messenger after he has stamped the issue. · The 

issue is passed from one person to the next as indicated 

on the slip, the last person removing and discarding the 

sqc~ving:. ; , . ,_ ... , ' '. 
~ '· ' 

; 
\ ),•, 

.2.2 I~ the p~riodical d?e~ no~.ha~e a roµting s~ip it:may be 

shelved1dir~ctly. 
•, . ( . ." : , , ~ r >' .. ' - . ' ~ i . 

~e . Re~di~<J: ~ Room: . T}\~y. ~+~ ~-~hel_y~d by ·Ht~~~- , TJ:le 

ll\~iasenger put::;;. new iS$l.l~~ '..i,n p~t;tstic coye~~.-:t:or ,, 
- - ' •· .,. • • •' • • .._ I~ 

mes~~nger.r~oves previous issues from the rack and 
l - • • - '' ' ~ ' 

,. pl~9~~. ~em on the Si17-~~".ei;i. w~t~~ .the ~bo~1_1¢1 .. P~~iodicals . 

• 2 :~~~k n~E!l:8-•. l,>o~~-:.is~n,i~s" aJ?-d.. a~µal rei:,ip:ir:1:._s i~r~,-,.,.~ 

.. ,_-.. shelved .qn .. ~~ •. J:>9und ili!isues_~~h_ebr~s, ir,i. "th.El Reading 

. Ropm by. titi~ or":Qy·name_of~instit4tion_if,the .. . .. ·'·. ' ' ... ' ' · .. - . ·. .-

_.' I-..: ·,r, 

.3 Bindin<J. 
- ~· • 1 ' • ~ -• ' • • ''. ~- • 

• 3.1 ~~riodiqals are usually bound at the end of a volume • 
• _, . -- ,_ ' 1 

J:de~l,l.y, .the ~l?OUJ'!.d .vo;Lum,e shoµld ,h~ .. no. lesl:;l, 'fr~alil· 1 .... , .- ·-.. . . ' . ,. , . _)., ,,: .... 

inqh thuk. and.no more than three inches thick • 
._' u• 
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lf necessary, two periodical· \;ilumes are bound together, 
. 

or, a single volume is bound in two separate parts, to 

achieve a convenient thickness • 

• 3.2 When the last issue of a volume is received, all of the 

issues are retrieved b'y the Library Assistant and bundled 

together for binding. The library assistant notes the exa~t 

issues and the date sent to the bindery in the Kardex. The 

index. is bound with the appropriate issues if it has been 

published separately. The bundle is then set aside in the 

, . Library Workroom • ..__, 

i 
"--"' 

• 3. 3 When a consignment is gathered together {at least 10-·15 

volumes to be bound) ~ a list is compiled by the Library 

n.ssistant and typed by the typist. rt specifies the title, 

volume and dates covered, the colour of binding, the colour 

of the lettering to be placed on the spino, and the exact 

lettering itself. Specifics on each periodical tl?at has 

been previously bound are kept in the individual files on 

periodicals in the Library Workroom. Three copies are made 

of the list: a) Bindery File, b) to be sent with periodi-

cals, c) for approval by funding institution • 

• 3.4 When periodicals are received from the bindery, they are 

checked against the list to ensure that all have been 

returned. They are also examined to be sure that the correct 

colour of binding has been used, the lettering is correct, 

the issues are in order and so forth. This is done by the 

Library Assistant • 

• 3,5 The Library Assistant also corrects the information in the 

Kardex, to show that the issues have been returned, by 

marking the date received on the card. 
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.4 _Dusting and Shelving 

5.3.5 

.4.1 The periodicals are dusted during the general cleaning of 

the Library every Saturday by the messenger • 

• 4.2 The messenger is responsible for reshelving periodicals that 

have been used during the day. This is done every evening 

just before the Library closes. 

Cat~loguing 9f periodicals. Brief entries are made for the 

periodical titles in the card catalogue. These cards are prepared 

by the typist when the first issue of a new title is received. The 

title and subtitle (if any) are typed on a periodical catalogue 

carQ (of a different colour, or with a specially-coloured protector), 

beginning on the second line from the top of the card and at the 

tHi~d ~pace from the edge. The cards are filed in the titles and 

series sectio~ of the catal-09'\le. No added entries are made for 

pUblishers. 

Sample: 

Demography : A Publication of the Population 
Association of America 

Periodicals are shelved.by title in 

the Reading Room. For complete 

holdings please consult the Kardex, 

also located in the Reading Room. 
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5. 4 PROCESSING REPRINTS 

.1 Receipt of Requested Reprints 

On receipt of such items, check in the tray marked 

°'Requested Items" and pull the appropriate card • 

• 2 Acknowledgement of Gifts. If the reprint is donated in 

person the donor is thanked orally. If not an acknow-

ledgement card is prep~red by the Library Assistant and 

mailed. 

• 3 Searching • 

.3.1 Reprints are searched by the Library Assistant under 

author and title in the card catalogue, in the 

~on Order File', and the'In-process file'; and the 

'Reprints shelf List'. Reprints which are a 

photocopy or other kind of print of an article in 

a journal are checked in the Kardex and on the 

shelf by the title of the journal from which the 

article has been taken to see if the Library already 

holds the article in the original journal. If the 

reprint is a photocopy or any other kind of print 

of a chapter in a book or a conference, then the 

title of the book and appropriate entries for the 

conference are checked in the card catalogue and 

the order and the in-process ·files • 

• 3.2 When a source is checked and the document is not 

found, an abbreviation for the tool and an "X" is 

put by the abbreviation to show that nothing was 

found. Abbreviations used are: cc for card catalo~ 

gue, IPF for in-process file; OF for order file. 

For example, CCX means that the citation was 

searched in the card catalogue but it was not 

found. 
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.3.3 If the document is found in the catalogue and/or 

in process file, the two are compared. If it is 

a duplicate then it is stored in the basement for 

distribution. The Library normally does not keep 

a second copy of these materials in the collection • 

• 3.4 If the document is found in the order file, then the 

document is processed into the collection and the 

order slip for the ordered document is marked "When 

received, this will be a duplicate of ---- ., 

and the accession number of the new gift is written 

in. {As ephemeral materials that a Library orders 

are often not received, it is wise to keep the copy 

in hand in case the requested one never arrives) • 

If a~d when the ordered copy arrives, then it can be 

cbmpared with the document that has been processed 

into the collection. Often the Library will receive 

a different .edition of a epH~ral document. It can 

be either placed in t;he basement for distribution 

oi: added to the collection. The decision is made 

by the Librarian • 

• 4 Selection 
'. 

After checking by the Library Assistant, the document is 

given to the Librarian for final selection. ·If it is to 

be discarded, it is returned 'to the assistant with a note 

indicating that it is to be added to the materials for 

distribution. If it is to be added to the Reprints 

Collection, it is given back to the Library Assistant 

fo:e processing. 
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.5 Determining the.Ap~ropriate Fila and Accessioning • 

• 5.1 The appropriate Reprint File for the document 

,is chosen by the Assistant Librar~an according to 

the definitions outlined in the section on collec .. 

tion organization, section 5.2. The code for the 

file is written on the reprint cataloguing wbrk-

sheet. These codes are listed in section .9 below. 

The author, title, and date of receipt are recorded 

in the 'shelf list' for reprints and the n~xt 

sequential number is assigned to the document. 

The accession number is recorded on the reprint 

cataloguing worksheet with the code. The code and 

number are written also on the order card if a copy 

had already been otdered for the Library • 

• 5.2 If a new code is needed, it is devised by the Assis-

tant Librari~n and is added to the list below. A 

new page is also opened in the accessions register, 
I 

\_ headed by the name of the country and its code. 

.6 Descriptive Cataloguing. Descriptive cataloguing is 

recorded by the Assistant Librarian on the worksheet, 

according to the guidelines in Section 5.2.9 • 

• 7 Subject Indexing. Subject terms are assigned by the 

Assistant Librarian and recorded on the worksheet. The 

document and worksheet are then given to the departmental 

assistant for labelling and stamp<ing • 

• 8 Labelling and Stamping • 

. 8.1 The departmental assistant stamps the reprints with 

the PSSL property stamp on the first page of the 

document • 

• 8.2 The documents are stapled into manila folders for 

protection. 
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.8.3 The folders are stamped "Reference Only: Not to 

be Taken From the Library" on the front of the 

folder • 

• 8.4 The accession number is written on the upper right 

• 8.5 

• 9 Reprint. 

hand corner of the folder; in red ink for Ghana 

Reprints; in green ink for Africa Reprints; and in 

blue in)t for General Reprints. The document is then 

given to the typist • 

A label of the same colour as the ink is typed by 

the typist with the author, title, and accession 

number of the·.:docuroent and is attached to the tab 

of the folder • 

_¥.'iles-Country 

Codes 

Africa (General) XA 

Sub-Regions 

central Africa 
East Africa 
North Africa 
Southern· Aftiea 
West Africa 

XAC 

XAE 

XAN 
XAS 
Xi"\W 

Countries 

Algeria DZ Libya 
Angola AO Madagascar 
Benin DY Malawi 

_ :fotswana BW Mali 
Burundi BI Mauritius 
Cameroon CM Mauritania 
Cape Verde CV Morocco 

cornores KM Mozambique 

Congo CG Namibia 

Ivory Coast CI Niger 
oj.ibouti AI Nigeria 

Egypt (U.A.R~.) EG Reunion 

LY 
MG 
MW 

ML 
MU 

MR 
MA 
MZ 

NA 

NE 
NG· 

RE 
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Equatorial Guinee GQ Sao Tome Y Principe ST 
Ethiopia ET Senegal SN 
Gabon GA Seychelles SC 
Gambia GM Sierna Leone SL 
Ghana GH Somalia so 
Guinea GN South Africa SA 
Guinee Bissau GW Sudan SD 
Upper Volta HV Swaziland sz 
Kenya KE Tanzania, U.R. TZ 
Lesotho LS Tchad TD 

\_. Liberia LR Togo TG 
Tunisia TU 

Uganda UG 
Zaire ZR 
Zambia ZM 
Zimbabwe/Rhodesia :RH 

Note: 
Except for the sub-regional codes which have been adapted specifi·· 

cally by the PSSL for its ·~o.~ the specific country codes are taken 

\_. from the DEVSIS (Development Sciences Information Service) country 

codes which again conform to the unternational Standards Organization's 

(ISO) codes for countires. 

~.4.10 Guidelines for Shifting and Searching Reprint Files 

Before the Library begins to enter the Reprints in the catalogue, 

it is necessary to make sure that the documents are in their correct files 

and that the duplicates have been removed. 

Documents have been pulled from the flles for shifting and searching 

and they have been placed into several labelled groups. These groups are 

to be handled in the following manner: 
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5. 4 .10 JollrI}.a;L Articles 

.1 Th~ citation is checked against the Kardex. If the 

issu~ is recorded there, the article is compared with 

the journal on the shelf just to be sure it is a dupli 

cate • 

• 2 If the issue is not recorded in the Kardex, it is 

looked for on the shelf directly. 

I '-,' .3 If the article is a duplicate, then the document's 

entry is marked in the accessions register "Withdrawn, 

dup." and the date (for example, "Withdrawn, dup., 

10 Sept. 1976) • The article itself is marked "Duplicate" 

in pencil apd is stored in the basement with other 

materials for distribution . 

• 4 If the article is not a drpJicate,it is refiled in the 

Reprint Files • 

. 2 Book Chapters 

.1 The title and author of the book (not the article) is 

searched in the card catalogue and processing files. 

If it is held by the Library, the chapter is compared 

with the book on the shelf to be sure it is a duplicate . 

• 2 If the book is not listed in the card catalogue, it is 

searched in the order files. If there is an order card 

for it there, showing that the book has been ordered 

but not y~t received, a note is attached to the order 

card saying "This will be in part a dvplicate of 

______ " , and the reprint file number is put in the 

blank. (For example, "This will be in part a duplicate 

of R-45"). The document" is then refiled in the. ·Reprint 

Collection. When the book is received, then it will be 
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pared with the document in the Reprint Files and the 

wnent will be withdrawn if it is in fact a duplicate • 

• 3 If the Library does have the article already in a book, 

the~ the accessions register entry for the article is 

marrne ''Withdrawn, dup. " and the date is recorded. 

"Du?licate" is written on the document, and it is stored 

in :he basement with the other materials for distribution • 

. 4 If ;he book is not found in the card catalogue, the 

I 
\_. pro:essing file, or the order files, then an order sugges-

tiol form is prepared for the citation to the book (not 

the reprint from which it has been copied) . A note is 

att Lched to the order card saying. "This will be in part 

of ", and the reprint number is put in ----
The suggestion slip is given to the Libraria~ . 

• 3 Moving Do ents to the Africa File, N~geria File, e~ • 

. 1 he accessions register, each document is assigned a 

essions number. It is written on a reprint cataloguing 

et and the sheet is put inside the document. The 

author, title, and date moved is recorded in the register 

alongside the new number • 

• 2 At the ocument's original number in the accessions registerp 

the "R" number, the ph:r:e:ee "Moved to " and the document 0 s 

new coda number and the date are written. For example, 

"Moved o GH-345, 25 July 1976" • 

• 3 A new l:lbel of the appropriate color is prepared and attached 

to the ocument • 

• 4 The doclI!lent is refiled in its new place. 
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.4 Duplicates Already Found . :, 

.1 ''Withdrawn, dup." and the date are recorded in the appro -

priate place next to the document's location number in the 

accessions register • 

. 2 The document is marked as a duplicate and stored in the base-

ment for distribution • 

• 5 U.N.Documents 

.1 "Moved to U.N. doc. collection" and the date are recorded in 

the appropriate place next to the document's location number 

in the accessions register • 

• 2 The materials are bundled with string.or a rubber band and put 

with the other U.N. materials in the Reading Room for handling 

later • 

• 6 Miscellaneous problems 

5.4.11 

These are handled as noted on the individual documents. When in 

doubt, consult the Librarian/Assistant Librarian. 

Guidelines for Reprocessing Reprints 

Each staff member will be assigned by the Librarian a given sequence 

of reprints to work on and should select materials for processing in numeri·· 

cal order. As certain documents were removed from the files when the collec· 

tipn was weeded and during training sessions to illustrate specific problems 

in_ cataloguing, care should be taken that these materials are not processed 

a second time. 

A temporary shelf list of cut·-up IBM punch cards has been established 

in the card catalogue for two purposes: 1) to enable the staff to keep tracl~ 

of what has been processed, and 2) to make it possible to· take in~inventory 

of holdings at the completion of the project. That is, temporary shelf list 

cards remaining after all located materials have been entered into the 

catalogue will indicate missing documents. 
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.1 Checking the Shelf List 

The Library Assistartt removes a document from the Reprint Files and 

checks it agairtst the tempotary shelf-list to see if it have beeh processed. 

If a catalogue card/shelf list card is present, another document is selected . 

• 2 Preparing the Worksheet 

.1 If present 1 the old worksheet in the document is examined for 

accuracy. In most cases, the informatioh will need to be recopied 

and corrected unto the revised ~orksheet. The author, title, and 

imprint ar~ checked against the document.itself. Subject terms 

previo'usiy assigned are ignored •M- they are erased or crossed out if 

the old worksheet is kept. The standards described in this Manual 

and the Baim~ Library Mahual are used for guidance in prepar:iru; 

the bibliographic description • 

• 2 The personal name entries are checked in the card catalogue to 

ensure that the fullest name possible is assigned to the document-

Names are standardized as ih Section 5.2.9.4 • 

• 3 Any names other than personal names, such as names of iristitutiorts 

\._., organizations, conferences and se:Hes, wt. ich will be tised as entries 

in the catalogue, are also checked in the name authority file. 

This procedure is described in Section 5.2.9.~ • 

• 4 The document and worksheet are given to the Librarian for final 

checking and subject indexing • 

• 3 Typing Catalogue Cards, Filing 

.1 The document is given to the messenger for filing, and the work-

sheet is given to the typist for preparation of stencils as 

described in Section 5.2.12. The stencil is checked by the 

Library Assistant, etc. according to Library procedures and filed • 

. 2 When the catalogue card shelf-list card is filed, the temporary 

shelf-list card is discarded. 
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.3 The worksheet and extra card is filed by the typist in the 

Library Workroom. 

o 4 Inventory 

.1 When all processing is completed -- that is, when all of the 

temporary cards have been replaced by shelf list cards for all 

documents that.could be found during processing then the 

numbers of the remaining temporary cards should be checked 

once more in the files to see if the document has turned up • 

• 2 If located, the document should be processed as above. 

• 3 If still missing, the document shouid be declared missing • 

In the accessions register, next to the docu.~ent's number, 

the word "missing" and the date should be written. When 

the accessibns register has been marked for all missing 

documents, then the remaining tempbrary cards can be removed 

and discarded. The register then should·be given to the 

Librarian for review. The Librarian will decide which, if 

any, documents will be recorded. 
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5.5 PROCESSING FOR THE NEWSPAPER CLIPPINGS FILE 

The Newspaper Clippings File has become a very useful source 

of information in the Library. The Library subscribes to two of the 

Ghanaian dailies namely the Daily Graphic and the Ghanaian Times which 

often contain very important articles which deal with population and 

other aspects of social sciences which may never appear in any other 

.pa.per or book. Since the papers are of an ephemeral nature, the 

Library has decided to create a separate file for them • 

• 1 Procedure 

.1 As a daily routine, the Assistant Librarian in charge of the 

Documents Room saans the dailies for possible articles of interest 

which may be included in the file • 

• 2 The Assistant tibrarian then marks out all the relevant articles • 

• 3 The messenger then ctits out neatly all the marked articles making 

sure that the details of the particular issue of the Newspaper 

is not lost i.e. date, etc • 

• 4 The messenger staples each article into a manila folder for 

protection • 

• 5 The folders are returned to the Assistant Librarian to check that 

the stapling is properly done • 

• 6 The folders are then given to the Library Assistant to enter each 

article in the "Newspaper Clippings File Register" by indicating 

the author, the type of Newspaper, and the date and page. ~..n 

accession number is also given to each article. (A separate 

sequence of numbering is maintained for the file) • 

• 7 The Library Assistant writes the accession number on the upper 

right hand corner of the foldQr. The accession number is preceded 

by the code NP (Newspaper) eg. NP/16 the 16th ite~ in the 

Newspaper Clippings File) • 

/ 
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.a The messenger stamps each folder "Reference Only Not to be Taken 

Froni the Library" on the front of the folder • 

• 9 The messenger sends ail the folders to the typist who uses special 

orangG label as used for the Ghana Reprints File to type the 

Author, title and accession number. The label is attached to the 

tnb of tho folder • 

• 10 The folders are sent to the Library Assistant who prepares a 

cataloguing worksheet • 

• 11 The foldttc.::i and worksheets are sent to the Assistant Lib~arian for 
I \._,/ the checking of the cataloguing and for indexing • 

• 12 The worksheets are given to the typist who prepares a cataloguing 

stencil for the paper • 

• 13 The stencils are checked by the Library Assistant • 

• 14 After the necessary corrections, the departmental assistant goes 

to duplicite the required number of cards as shown in the block on 

the worksheet • 

• 15 The cards a~e adapted by the ~ytist. 

\.._.,, .16 The adapted cards are checked and filed above .the rod in the card 

catalogue by the Library Assistant • 

• 17 The Assistant Librarian checks'the filing and the cards are dropped 

into the drawer • 

• 18 The wor~sheet is filed in the Library Workroom by the Departmental 

Assistant. 

:.19 Every three(3)_ months, t;he Library Assistant prepares a list from 

the register, of all newspaper clippings done within that period • 

• 20 These are stenciled, duplicated, and distributed to all the Senior 

Members of the two Institutes under the close superv~sior of the 

Assistant Librarian. This is prepared in the same way as the 

Accession List. (See 6.6) 
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5.6 Processing UN Documents 

This constitutes a fast expanding collection which if of great 

significance to the continuing work of the PSSL. RIPS as a United Nations 

affiliated Institute has over the years become a depository for quite a 

'number of these types of materials especially in those areas of study in 

~hich it specializes. These documents generally come to the Library frGe 

and unsolicited - several timesv they come in duplicates. The collection 

comprises books and monographs as well as yearbooks, monographic serials, 
' \....,· 

man~al.s, bibliographies, loose leaflets, occasional papers and other 

ephemeral (conference papers etc.) which all deal with the social. sciences 

in general, and population studies in particular. 

Processing of these materials constitute a problem largely becau~e of 

their physical format. Books and monographs are tr~ated the same way as 

otlier similar non-UN materials. Other types< of materials are treated 

according to other laid"·down procedures of the PSSL. 

. 1 Books, monographs etc • 
I 

'-' Follow the same processing procedures as for other similar materials 

in the general collection - See Section which deals 

with processing of books etc. Since most of these materials are 

received free as gifts from other UN specialized agencies, they are 

treated as 1 gifts' and processed as other books received as gifts. 

The Library Assistant should thoroughly search his rec?rds (card cata~ 

logue, order file Etc.) to ensure that they are not duplicates. 

Where UN documents were specifically ordered and purchased (the 

instances of this are very few indeed), process the materials as 

outlined in Section of this Manual. 

.2 Descriptive cataloguing 

Use the same rules as for the cataloguing of other non· UN documents. 

see Section 6 of this Manual for the appropriate guidelines. 
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.3 Classification and.Indexing 

Classify the documents using the LC classification 

as is used for books in the general library collection. 

The code DR (Documents Room) is added to the classifi-

cation/call number to identify the physical location of 

these material~ from others in the general collection. 

EaCh document is thoroughly indexed by the Assistant 

Librarian using subject terms selected from the Popula-

tion ~ultilingual Thesaurus or the OECD Macrothesaurus 

depend~nt on the subject matter. 

Follow the guidelines provided in Section 6 of this 

Manual • 

• 4 Shelving 

UN documents are shelved separately from the other 

non-UN documents. The documents are shelved according to 

issuing agencies and within each such group, by type of 

material etc. For example, all documents issued by the 

Economic Cormnission of Africa (ECA) will be grouped 

together - books and monographs being shelved by classi-· 

fication/call number. If there are other issuing bodies 

within the ECA, for example, the Population Division of 

the ECA, these will be further grouped and classified 

accordingly. 
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5.6.2 Periodicals (including serials etc.) 

Process these as for the general collection by entering them into 

the Kardex and the Periodicals Files. See Section 5.3 

New issues should be displayed on the display racks in the Reading 

Room but as the issues accumulate and are completed they should be trans-

- ferred to the Doc\ll!lent~ Room to stay with the other UN documents, thus 

:creating a single point of reference for all UN documents, irrespective 

of physical format. 

The PSSL does not classify its periodicals and journals. 

5.6.3 Others (Manuals, occasional papers, conference papers, working 
papers and other ephemera) • 

There is a fast growing number of these types of materials in the 

PSSL and they constitute a problem because of their varying physical 

formats. They however constitute very crucial research documents though 

their formats pose problems of identification and storage . 

• 1 Receipt 

1. On the receipt of these documents, the initial processing (i.e. 

stamping the document with the library property stamp etc.) is 

done by the messenger. 

2. The Library Assistant goes through his records - the Kardex, the 

main earn catalogue, order file, processing file - to ensure th.at 

the document is not a duplicate. If a duplicate· the document is 

kept aside to be added to the collection of duplicates for distri-

bution. 

3. If the document forms part of a series (i.e. manuals, working 

papers etc.), the Library Assistant should if necessary check with 

the physical stock to ensure that the document is properly identified 

with the series it belong to. 

4. The details about the publication are entered into the accessions 

register by the Library Assistant and an appropriate cataloguing 

worksheet completed. 
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5. Rules for cataloguing are as outlined in section •••••••.•• of 

this Manual. 

.2 Classification and Indexing 

While the PSSL uses the LC classification scheme to classify 

its book stock, it has evolved no special scheme to handle these 

other materials. Instead, it uses the sales identification numbers 

that the UN assigns to its publications. These sales numbers are 

unique to each publication and specify issuing agency, project 

(if important), type of publication (whet.her workinq paper, 

occasional paper) and the sequence of numbering for example UN/ILO-

WER 10-6/WP 37. These are the major facets for identifying these 

materials and so the library adopted the sale numbers. Where the 

document has no sale number, the Assistant Librarian (or the person 

doing the classifying) makes up a number based on· the same formula. 

As with all the materials in the PSSL, the Assistant Librarian 

fully indexes the document assigning stJt>j~ct terms taken from the 

two major indexing tools used by the Library - the POPIN Multi-

lingual Thesaurus (for population related subjects) and the OECD 

¥~crothesaurus (for socio-economic subjects) • 

• 3 Shelving 

As stated under Section ••••••• , shelving of the materials is 

done according to issuing agency i.e. ECA, ILO,FAO etc. Within 

each broad group, the materials are further regrouped in an alpha-

betical order and then in numerical sequence. 

For example : 

ECA publications will be shelved before FAO and 

FAO before ILO, in that order. 

As far as numerical sequence goes, Occaeional Papers will come 

before Working Papers and within each group the lower number will 

precede the higher one in the sequence. 
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For example: 
Occasional Paper 30 (OP 30) will come before 

Working Paper 10 (WP 10) • Working Paper 36 (WP 36) will 

precede Working Paper 37 (WP 37) and so on. 

Since·rnost OI these materials cannot stand by themselves on.the 

·'· · shelves, it .is important to group and store them in pamphlet. boxes ,box 

files .e.tc. These boxes should be properly labelled so as to 

show ·their contents, : for example :· 

I 
ILO/JASPA •Working Papers .1 -·10 

\..._, 
·conference proceedings should be grouped together in a folder 

and labelled accordingly, for example ; 

ECA Conference of African Statisticians, 6th, 1969. 

This inay be done by·the· typistv typing an address label with the ,, . 
necessary details to be affi~ed to the outside of the folder. A list 

.of missing conference papers can be affixed to the inside of the folder 

·to direct the user. 

In shelving, Conferences: ·e.hould precede Occasi.onal Papers and 

L working Papers, in that order. Where conferences are numbered, they 

should accordingly be shelved by numerical sequence, for example :-

ECA Conference of African Statisticians, 6th, 1969 

II " " II " 7th, 1970 

s:G.4 General guidelines on shelving of UN documents 

owing to the varying formats of UN documents, storage poses a problem 

and it is therefore very essential that materials are properly shelved for 

easy identification and retrieval. Remember, a document mis-shelved is a 

document lost~ 

these types of materials • 

• 1. UN documents should be shelved by issuing body or agency (i.e. ECA, FAO, 

ILO etc.) • 

' ,. ' . .. 
\ -· _; .·-
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.2. Materials issued by the UN (General or Secretariat) Headquar-

ters in New York precede all others in shelving • 

. 3: · ··Materials from the Economic Commissions should follow e.g. 

Economic Commission for Africa • 

• 4. Materials from the specialized agencies then follow eg. FAO, 

ILO etc • 

• 5. Within each grouping, the following points should be noted. 

a) Books and monographs (which are classified by the LC classi-

fication scheme) stould precede the other types of materials. 

Include in this, yearbooks and other annuals. 

b) Conferences 

c) Manuals 

d) Occasional Papers 

e) Wbrking Papers 

f) Other ephemera (unspeeified) 

Note - these subgroupings are largely alphabetical so.other ma~erials 
I 

\_,. not specified here may be added on, provided they fall into the 

general alphabetical sequence. The Librarian/Assistant Librarian 

should be consulted before more suhgroupings are created • 

• 6. All periodicals and journals, irrespective, of issuing body shall 

be shelved together, in strict alphabetical sequence of titles. 
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5.7 PROCESSING OFFICIAL GOVERNMENT PUBLICATIONS 

The official publications of any country constitute the formal 

statement of facts relating to the political, socio-economic and religious 

life of a country. They are the source for much of the primary data for 

planning and policy implementation and they provide the indicators to 

future development strategies etc. As such, these publications are 

unique and ver~ essential primary source materials for research work etc. 

'11hey comprise statistical tabulation~; bensus data and other ~opuiation 

{\..._..; counts, housing enumerations etc. emanating from the daily work of govern-

ment departments, ministries, rese~rch institutions, and other pa~astatal 

bodies. 

The PSSL places great emphasis on these materials and has a fast 

growing collection of officf al publications. The main focus of the 

collection is Africa but other countries outside of the African Region 

ar$ not, e~clµded •. P~lic.at:ioris1 of .. Af;rican c9untries, South of the Sahara, 
, , _ I _ , • • • , , I ~ • . , ' 

-· ·--·--~-·-·- ~.. ~-

l:oth francophQn~ and,,anglop~PJ'l.e are ~ollec:t~<:l •. The. ~e.$e,arcjQ._ Copp.eration 
• - • .f-. - • - '° • • ..'. ' • ' • ' -' ' I ' ' ~ ~, • •, • ' • 

and Publications . Unit. ( !IBCPU} of. RIPS . has embarked on a~ programme .t9 . · 
,_> ' , • • , ~ .• , I • , I ' • , ( ' ' , ''. ', ' ' '. • I \ • :_ ' . 

collect off~cia~_statis:tic9l pJJbl~catipns f~oro.~hose coun~~iep wi~p whi9h 
'• ,j - [ '· I , . I ~' , ~ . l.• < • J "" '· • ' ,. , I . , • 

:aIPS~ is li~keq, ii;i, its .. tra,in~pg, ~c.tiv,i ties anO. . .it is .expectGd th.erefore that 
' ~ •' ~ u • 1 •• •• I • • 0 ~ • ~ • • • ' ,' ~ , , • • ' • , • 

mqr~. 9f ... tp,ese m~ter:!,.a;ti;Lwil_l, b~ poming i? -~nt~h the 1¥>fq.ry,~ ,.;;,: 

,•+i-:·_,_ Ac;:qui~_it,ion ... ~-.~ r·,: ~ 1' ·, ' ' ~- ! • !.' 

' ,·.,. .,, 

_ . . ';l'J;l~ l;iprP.rY- v~:i;y muc~: ~~H,~1=! .. on P.J?EO~c~en~!;I of:1 Sllch. p~l,;i. C'.a tions 

:: in ,ol."dez- to. l;ay hand_s :on, the;m •. Qµi;t:e a, few _A.fr~p.cr~. c..9:un;!::r_ies p.ut, out 

li.~t~ of_ :their. of;fis::ial Pub,l;9a.tio~,s J;>u:t. thi.s is not .... 9-lways,_a.. ;rEi!liable 
'. ' ' A '" • • • • I. : --~' • 0 • • • ' ' • -

.way to identify and locate them. Through exchange arrangements and 

gi_;t;ts,·~ft f,p.ir, n~e~,-o.t;,.,t~ttse p,ubl~9ations a~-ro ar+;ive in the ~:!-brary • 

... . _ .. ,., Wher~ .. :po~_~,iple,, p.urpJ:l~-\les .. ar,. mc;i.~e, of the~e p\llJ~ij::_a,ti91w,, .e,9pecially 

. J:;hal)aian offi.cia,l publi~atiQns,; Y1hi,eh ar.e purchased. locall.y_.,, . 
• } I ~ • ' ' • ,,, I • • • •' • ~ - ~ ' • ' 

.• 2 
') .... . r ~ . :l l' .-.. ',, ~ .. -,. -. r ~- c 

' . 
. " ( . ,•. \:,. 
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.2 Receipt 

.1 The messenger stamps t.he book with the property stamp on 

the title page of the document • 

• 2 The property label is pasted on the inside front cover of 

the document. The messenger then passes the document on to 

the Library Assistant in charge of the Documents' Room • 

• 3 ACCESSIONING 

.1 The author, title, place of publication and date received, 

recorded in the accessions register by the Library Assistant • 

• 2 The accessions stamp is placed on the back of the title pageo 

.3 ~dditional Copies 

If the document is an additional copy, the new accession 

number is written on all copies of the catalogue cards in 

the catalogue and on the shelf list card • 

• ~ _Jf>escriptive Cataloguing -·- . ___ _..._. 

.5 .: 

·;·;-. D~~?ri~~;i.ye,_,p~t:A;Lo~_in~ci~ _r~gprp.~~ op. ,:t;:~T' cat.f-J.~gt;ipg 
~~rks£~~~ P¥ 1 tht; .- L;i.l?~a:i;~,·1.~t?~~~ant. See Section 5. 2. 7. 

.Clas~i;f ication an<;]. Inde~_ing , 
' . ,,. j 1.' •' ,.-

I_,· 

'l'pe PSR~ ha~ .. ~e"{~P~d,-.;l,.~s O}'f P- spep~al ~~he~Ei-: fQr,. class;i..~ 

;fy.ipgr~e,, pgic,ial qov~rpµt~nt, p~J-ic.~t~-9.11,E?t A·t CR.:t.l?cts. 

: ·::-C": -::· "[r'~9-. scheme attempts to pull together all materials 

..... 

J?~,lished 0:1,1 a pa;rticu;t.ar. _,c9µ:o:l:ry ,and_ th~n1 :l;:.o,.;r_e~rs:n1p 
- •• "'" • • • ' . , . L' J I • ,_. • • ' .. • , ... • ' I - • • • • • 

~11f!~ ~Y i~_sutpg. ~epa.r~~p,t. <?;r mip.ist.f.)7.,, ; l\· ~p.eci_al, Ao¢le 

indicc;tt~s th.e.,.typ~ .. of, puplic;:.a.t.i'f;;>,n (ie,_ anp.ual_ rr-pp+t, ,,,. 
'• \ • _ ,, > I _ ,,4 • ' 0 , ~ • , ' '- /. I ' • 

_,.-· i .crn-~'1~, st~,t.istical table etc.) and another code, the 

Th~ scl,le.me is, :thµs 
' • ,, , , •• I I, 

' ~ I • ~ 

._' /; 1 : !~' : "'!1"."1,' • r.' : l. ,.l -~: " ; · -.L. - ' 

., -~ i·, !" 
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Column 1 - this gives the code for the country from where 

the publication comes. For example, 

GH - Ghana ; NG - Nigeria CI - Ivory Coast. 

(The full list of country codes is given in 

Section.5.4.9 ·of the Manual) ...... 

column 2 ·:... tli±s ·is"·an abbreviated, ·nmemc;:>nic ... .code which repre- · 

sents the ministry /deparbnent, ·research institution 

etc .•. responsible for the -pubJ.ication 

-·~\__, .. · ·colUl!ln 3· · ..... this -gives ·the code for thEi ·type·· of publicajtion. 

For- example, ·Annual Report., Budget Statement, ·govern·-· 

·- ment ·bulletins. and ·instruments, statistical data etc. 

The full list of code is to be found in the ApPendix 
to this section. · 

Column 4 this "is'.a numerical. code for the year/s covered by 

by'·the publiaation. · 

Thus, for an example, a do·cument issued on the Ivocy coast by the 

Ministry of Education, giving statistical data for 1981 will be classified 

1 like this : -"'-..:-/ 

~. 

a ~ • • 

CI/Educ/8/81 - coJiHY I Publisher ( ~~ Author / s~Jkt/Type 
(4) 

Year/s covered by document 

.2. The Library Assistant assigns a call number using the above 

formula and sends the.document and the worksheet to the Assistant 

Librarian • 

• 3. The Assistant· Librarian checks the call number • 

• 4. The Assistant.Librarian indexes the document. He indicates the 

number of cards to be produced and returns the·document with the 

··worksheet ti:r ·the Library :Assistant -whc>. sepru:;ates ·the worksheet 

' 'from the document·~ 
.1•,a ... • • 

-~ ...... ·~.. . . .. 
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.6. The messenger collects document from the Library 

Assistant and labels it • 

• 6 Shelving 

.1 Documenls are shelved alphabetically under each country . 

• 2 Within the country, group by subject and year. 

Eg. Ghana/Ministry of Education/Primary School F.nrolment/1972 

and wili come before Ghana/Ministry of Education/Primary 

School Enrolment/1973. Ali these .will come before:-

Ghana/Ministry of Education/Secondary Education/1969. 
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.7 CLASS/LOC.::\.TION CODES FOR OFFICIAL GOVERNMENT------~ ___ _ 

PUBLICATIONS 

Code 
Ahnual .reports 1 

Budget statements 2. 

Bulletins/Newsletters 3 

Government instruments 4 

Population census 5 

Reports (general) 6 

Statistical data 7 

Surveys B 

Development plans 9 

Bibliographies/Directories/Manuals 10 

Others 11 
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('eF'7 

GRAY, H Peter ._ 
Economic develo 
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introductions by H ict? Edited 'lfi±h 
Shanti s. Tang . • Pe~er Gray and 
H l ri. Lexingt eat~ & Co., 1970. on, Mass-: I 
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I. TANGRI ~ 
lectures• esses, essays, 1· 

rI. Title ' Shanti s. ed I I I • ·- Series • 
---------------=::~-~3~3:6:_9~--~-----1. 

TITLE 
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HB GRAY, H Peter 
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xxiv, 162p. 
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------------ ---------·---------·-·----------

SUBJECT --- -----· --- --- -- . -----··---------
--- ·-· --- · .... Pcip~-;tion growth - Ji/l.~":.recses, esso,y;s, iectuies 
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6,,. RULES FOR CATALITTJING .. CLASSIFICl\THJ'! INJJ?.XI~fj,, 
J/Pr~'1 .. FILr~(:: 

6 .1 GENEPJ\L COMMENTS ON DESCRIPTIVE CATALOGUING 

"A catalogue is sometimes startod and finished by one 
person, but generally, a library k·oeps on expanding and 
adding to its stock, and the work of cataloguing continues 
indefinitely from generation to generation. It is importilllt 
that every new generation of cataloguers should have a record 
of the methods and policies of its predecessors, or the cata-
logue becomes confused a~d:full of inconsistencies. That is 
why rules are devised for entry, arrangement, and style to 
ensure uniformity and continuity". (The nalme Library Manual 
for Cataloguers, p.33). 

The primary purpose of the catalogue of the Library is to show what 

is in the collection. It: is, therefore, one of the most important reference 

tools that the Library will compile. 

The catalogue is also used in many other library ac:tivities: 

.1. In coll.ecting materials - it is used to evaluate the collection. You 

can quicll:ly evaluate the strengths and w~aknesses of the collection. For 

instance, it shows what documents the Library holds that have been produced 

by an organizatioa., by individual, or in a particular se:des. If publica"· 

tion dates are included on the cards, it can indicate how current the 

a:>llection is. It is ·also used for searching, to make su.re that the 

Library <aoes not order or add to its collection a duplica.te copy when it 

is not desired • 

• 2. In reference work - the primary use of '!:he catalogue is as a guide to 

materials by authorl title, by subject, ~needed by the reader. It.is a 

guide to specific materials, when a reader has a particular work in mind. 

It can also be used to identify other authori~ or organizations working in 

the reader's field of interest, and materials on related subjects which 

might prove to be useful. It can be used ah a reference tool for preparing 

bibliographies etc. since it gives de~ails .of the complete names of people 

and organizations, lists of authors' pllblic<itions, and sources for reports 

and also for verification of incomplete citlitions. 

I 
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.3. In descriptive cataloguing - the catalogue and the authority fi1e 

are constantly referred to so that names of organizations, series, and 

individuals are entered consistently and as fully as needed, that similar 

documents are entered in the same way, and so forth. 

The components of the basic information about documents are:-

l. The author/s - author may be a single person, organization or insti-

tution that sponsors the writing of the document. 

2. The title (title or subtitle/s} 

3. Place of Publication 

4. Publisher 

5. Date of publication 

6. Number of pages 

7. Illustrations (ie. maps, charts, tables, etc.} 

a. Dibliography 

9. Name of the series to which the document belongs 

10. Journal or book from which the article has been photocopied, if a 

reprint. 
11. Journal or book from ~n1ich the artidle has been taken, if part of an 

anthology or a collection. 

12. jourrlal or book in l-Jhich the article appears in the library. 

13. The name of the conference at which the paper was pr~sented. 

. 14. The number of citations,if the document is a bibliography 

15. The names of individual volumes, if the pub.iication has several 

volumes. 

1.6. The language in which the document is written, if other than the 

major one. for the collection. 

17. Other information that may be thought necess·ary to describe the 
document. 
Good cataloguing means consistency~-
( i} in the information itself ie. the spell :.ng and form of names, 

use of abbreviations etc. 
(ii) in the order in which the elements are•presented, the overall 

format. 
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As much as possible, rules arid regulations are established to 

help the reader and Library staff to find the information or materials· 

needed, as easily as possible • 

• 1 Materials Entered in the Catalogue - Many libraries include in their 

catalogues only the books and the periodical titles that they receive. 

Libra;ries such as univ.ersity libraries and some scientific and other 

special libraries can rely on guides produced elsewhere to locate 

articles in periodicals and other kinds of fugitive documents. 
·~ 

Population libraries, however, find that the most crucial literature 

is in the ephemeral materials such as the unpublished and fragile 

documents ih the Reprint Files. At the present time, there is no 

~~eliable guide to periodical literature of interest to researchers 

in Africa or abroad. Therefore, the following materials are given 

individual entries in the card catalogue: 

a) Books 

b) Reprint Collection .. the Ghana File, Africa File, General 

Reprints 

c) Periodical Titles and Annual Reports (brief entries only) 

d) Government documents 

e) U.N. documents 

f) Newspaper clippings (brief entreis only) 

The Library hopes to include periodical articles of interest to 

readers in·.the,.card catalogue in the near future • 

• 2 General Codes for Descriptive Cataloguing. The Library follows 

the rules for descriptive cataloguing as established by the Anglo-

American Cataloguing Rules (AACR) British Text, 1967, and the codes 

specified by the "Manual for Cataloguers: Ballne Library, Univer-

sity of Ghana, Legon'', 1975. Guidance for special materials such 

as conference papers, unpublished reports, and other ephemeral 

materials has been drawn from the conventions developed by the 

Technical Information Service, Carolina Population Center, Univer-

sity of North Carolina at Chapel Hill, and found in its Population 

Library Manual, December 1974. Other guidelines have been e•ol-
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ved out of the PSSL's own practice/s over the years. 

Below are references to important sections of the Balrne Library 

Manual whi.ch should be studied and referred to regularly in 

descriptive cataloguing~ 

Main entry and heading, p. 33-34 

Choice and form of author's name~ personal, p .46--53 

Corporate authors, p.53-60 

Edition statement, p. 35-36 

Imprint for books, p.36-37 

I . 

'-.~·" 
Collation, p. 37-38 

Illustrations, p. 38-39 

Bibliographical Notes, 39-40 

Tracingsv p. 40 

Ghana as Headihg, p. 86 

Title, p. 34 

Conference headings, p. 57 

Series, p. 69 ·71 

It is important to note that the BaL~e Library makes full entries 

for serials in its catalogue which the PSSL does not do • 

• 3 Imprints for Ephemeral Documents. Documents in t11e Reprint Collec-

tion are not published by standard trade publishers and thus 

frequently do not have the same information in their imprints. The 

imprint for a book includes, for example, the place of publicationf 

the name of the pu.blisher, and the date. The information for other 

kinds of materials is as follows: 

.1 Journal articles: journai titie, volume, issue or number, 

date, pages 

.2 Conference paper~ name of the conference, number, place held, 

date 

.3 Thesis or dissertation:· name of degree, name of school/university 

department, date 
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.4 Unpublished papers: place, ptlbli~her, date--whatever 

is given, if anything, t6 indicate the source of· the 

document 

.5 Book chapters: author, title, imprint of the book from 

which the chapter comes 

The pages that follow this section which describe how this 

information if arranged for the catalogue card have been 

copied from the Population Library Manual, 1974 

.4 Searching. The names of personal authors, institutions, 

government bodiQs and sGri~c u~.od. ~s entries in th~ c~t~1oque-

must be consistently entered in~t.he catalogue so that '.lllaterials 

produced by them will all be drawn tog~the~ in the catalogue, 

and so that filing and locating the material wi11 be made 

simpler • 

• 4.1 Names of personal authors are checked in the card catalogue 

by the Library Assistant. If a fuller name is given in the 

catalogue, this is recorded on the worksheet rather than the 

shorter one on the document itself. If the name is not 

fo\lnd ih the catalogue, theri the form appearing on the 

docuirient itself is used. If the name on the document is 

fuller than the form for the name already in the catalogue, 

the catalogue cards are neatly corrected if it can be done 

by hand or in the typewriter without retyping the entire 

~~ All cards are corrected, including the shelf-list card, 

union catalogue card, and extra card. The card, however, 

may be left alone and simply interfiled with fuller entries 

for · the ncune • 

• 4.2 Any names other than personal names, such as names of 

institutions, organizations, conferences, and series, which 

will be used as entries in the catalogue, are checked in the 

name authority file. 
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All possible variations of each entry are searched. If found, 

the. form established in the authority file is copi~d unto the 

wo~ksJ:ieet and the call number of the document is recorded on the 

~~~ authority file card. If the name is not in the authority 

file, a new card is prepared according to the standards for 

J:ieadirigs set by the Balme Library. The call number is recorded 

on -th~ card, and the card is filed. The authority file contains 

~averal "see" references which are placed there to lead the 

cataloguer to the preferred form of the entry. For example. 

a reference is made from: 

Institute of Statistics 

to 

UNIVERSITY OF GHANA. Institute of Statistical, Social and Economic 

Research 

All future entries for documents produced by this organization 

should be entered under the "uNIVERSitt ••• 11 heading. 

. s Formats for heading~ • The formats for headings (i.e., the use of 

capital and lower case letters) have been standardized in as much 

as possible with the past practices of the library and the conven-

tions established by the Balrne Library. They are as follows: 

.s.1 Narres of individuals. The family or surname of a person 

is written in all capitals, and his first name and initials 

are written in upper and lower case letters. For example, 

ADDO, Nelson Otu 

OKONJO, Chukuka 

.5.2 Names of institutions. Names of institutions are typed 

in all capital letters. If the name of an institution is 

followed by the name of the place where it is located, 

this place name is typed in upper and lower case letters. 

If the name is made up of several parts, for example, in 

the case of the name of a government body, a U.N. division, 
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or a department of a university, then the first part of the 

name is in capitals, and following parts are in upper and 

lower case letters. For example, 

CROPS RESEARCH INSTITUTE 

GHANA. Central Bureau of Statistics 

POPULATION COUNCIL, New York 

• 5 • 3 ... Names of series. These are typed in upper and lower case 

letters. For example, 

African Research Studies, No.4 

East-t-lest Center. Repr~nt Series, No. 5 

U.N. Populatioh studies, No.45 

Univ. of North Carolina. Carolina Population Center. 
Monograph Series No.7 

.S.4 Conferences. Names of conferences are typed in capitals; the 

nUlllber, place or institution, and date are in upper and lower 

case letters • For example, 

• S.5 Titles. 

CAMBRIDGE l°ONFERENCE ON DEVELOPMENT PLANNING, 
Queen's College, 1963. 

I~TERDISCIPLINARY FAMILY RESEARCH SEMINAR, 2nd, 
Univ. of Ghana, 1972. 

Titles are typed in upper and lowsr case lett~rs . 

Only the first word and proper names are capitalized. For 

example, 

"Population and societies". 

"Population in Ghana in the twentieth century". 

Titles for journal articles and book chapters are placed in 

quotation marks. 

If a title is used as the main entry for a document, then the 

first word of the tit+e is placed in capitals and the remainder 

of the title is in lower case letters. For example: 

INTER.NATIONAL Encyclopedia of the Social Sciences. 
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.5.6 Abbrevi .a ti.one. Certain abbreviations have been standar-

dized and authorized for use in headings and the body of 

citations to save space on the catalogue card. For ease 

of filing and locating citations in the catalotue, if an 

abbreviation has been adopted as a part of an institution's 

name when it is used as a heading, it should be used every 

time that institution is entered into the catalogue. 

Following the abbreviations that are used in the Library. 

The name authority file should be consulted for their use 

in the names of specific organisations and headings. Staff 

should enter here in this Manual other abbreviations as they 

are established, and should advise each other of the abbre-

viations, so that they can be recorded in their own copies 

of the Manuals. Staff should pay careful attention to 

fullstops and spaces between letters. 

University Univ. Division Div. 

Organisation Org. UniTed States u.s. 
I illustrations United Nations U.N. '--' illus. 

pages p. or pp. United Kingdom U.K. 

no place, no n.p. Great Britain Gt. Brit. 
publishers 

: l New York N.Y. 

no date n.d. 
Department Dept. 
Institute of Statistical 

Social and Economic I{esearch IS SER 

Regional institute for Population 
Studies RIPS 

Population Dynamics Programme PDP 
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6.2 General Comments, Guidelines on Assigning Subject Terms 
(Indexing) 

.1 Source of terms. In general, terms are selected from the 

title of the docmnent. Additional terms may be drawn from 

the introduction, conclusion, abstract, titles of tables, 

and table of contents if the title is not sufficiently 

descriptive. 

• 2 Fo:rms of terms • Terms or phrases are used as they appear 

in the title o~ text • 

• 2.1 Phrases such as 11birth and death registration" are 

broken up and entered as "birth registration" and 

"death registration" • 

• 2.2 Parts of phrases may also be used separately; for 

example when using the phrase "family planning data 

collection" the term "data collection" may also be 

used • 

• 2.3 Te:rms are standardized in the authori~y file in three 

aspects: singular/plurai, British/American speilirigs, 

and word order. This is done by the Librarian during 

the indexing process (see .6 below) • 

• 3 Names of programmes, organizations. Proper names may be used 

as index terms if they are the subject of the docmnent • 

• 4 Te:rms describing methodology. Terms such as "survey" or "case 

study" may be used in indexing as applicable. 

.s Ghana. The term "Ghana" is used if a document deals with the 

entire country. If it deals with a specific village or region 

this name follows the term Ghana, for example, "Ghana - Accra" 

or "Ghana - Eastern Region". If more than three places are 

named in the document, the name of the region or country is 

used. 

.6 Procedure • The Librarian selects terms to be used in indexing, .......--

( 
and checks them in the authority file. ~f the term already has 
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an authority card, the cail nUmber of the document is 

written on the card beneath the term. Tbree aspects of 

the term are checked: singular/plural, British/American 

spelling, and the order of the terms in multiple·-word terms. 

In general, British spelling is preferred to Iunerican spelling, 

and the order of terras as used in the document is selected 

over inversions. Tools such as th~ Population/Family Planning 

Thesaurus and the OECD and Population Multilingual Thesaurus 

Macrothesaurus are used as authorities as necessary. --·-
Note: 

The OECD Macrothesaurus is used to standardize terms in the 

social sciences while the Population Multilingual Thesaurus is 

used for the standardization of population terms. 

Tertns are written by the Librarian on the cataloguing 

\_,J worksheet 'in tha'epace pro'i#idea~:· ·'-

· · '. '. :p,_ Hsft ~6f terms. not aire!atly 'ih ·the '·~uthority "file· is 

prepar-ed' b~/ halid;- 'with -the' ca'li' riuriiber of--:tne· doctiment ·to 

which ·iilie term ·-has ·oeerl" assigned writt:e n-·-next -to it.· This 

(cc:>ra.1· 'co!to\1r) tot· each ~tem· and' li~'ts :ttt:e·:·call -~n\ln'iber (s) 

·-

,. · · ., ·I~· the-·term alrea1-'!Y'''h1:ts -an· -·a\lthori ty ca'.ztd, --'tne · b-a11· 

t~~ by the Librarian • 

.. ' ~. 1 ' .. ~' ':' : ---.1· 

"· •' . \.I • ~ ... • 1 ~ '~. - -

.. , .. ·-

' , t i. ,..,.· ... 
~ • ~\ 'f . ~ ... _ ~ l - ' 1-' -

- r •• 
i• • ' I ' 

. . . ' ..... ~ . ..... ' ~ I •·,' .-• 
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6. 3 G·eneral Comments, Guidelines on Assigning Classification Numbers 

The PSSL uses the Library of Congress Classification Scl;leme 

(L.C.) for the classification of much of its book stocks. Other 

schemes have been evolved for the classification on the other 

specialized materials such as official government publications, 

Reprints Collection, Newspapers Clippings File and the UN 

publications, also held by the Library. 

The LC classification was selected for the Library's use out 

of considerations for the ?SSL 1s physical proximity to the 

central library' of the University, the Balme Library. The Balme 

with a stock of more than 250,000 volumes uses the LC classifica--

tion and it was felt that the PSSL could benefit greatly by 

adopting the same '"cheme as the Balme thus -benefiting from the 

Balme's larger stock of tools and expertise. The PSSL consults 

the L.C.'s Nation.:il union Catalogue (NUC) and other such tools 

and resources bf the Balme which it can least afford to acquire 

on its own. This way, if saves itself a lot-of time on original 

catal.oguing time for pre, and posti-1956 materials. Since the 

bulk of the PSSL's collection falls into the social sciences -

the "H" class of the LC scheme, the wisdom in adopting the 

practices within the Balme Library cannot be overemphasized. 

Since the '°H" class is one of the better represented schedules 

in the LC schern~, the PSSL has lesser problems with omissior-s, 

although certain adjustments have had to be made to cater for 

fast expanding subje~ts and specializations in the social 

sciences. 

6.3.1 Main features of the LC classification scheme may be 

summarized as follows 

.1 it is a practical enumerative scheme which has little 

faceting ability; that is enabling documents that deal with 

so maz;ly factor.s to be represented by the class number. 
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.2. structurally, there' are about 20·main classes represented 

by the letters n-z. These classes are arranged-· in the order 

of Humanities, Social S'ciences r 1\rts·~ Science· and Techno-

logy.·· Within the classes, a number· of subjects are enumerated. 

Apnrt from few places, no onalysis and synthesis of subjects 

are made. 

The alphabetical arrangement is frequently used but 

there is no consistency in the citation order throughout a 

class • 

• 3. the schedules are voluminous • 

• 4. the citations .are better represented in the Humanities • 

• 5. its notation is a mixture of letters·anc integral numbers 

eg. notation for infµht mortality is HB 1323. I4 • 

• 6. its notations are not hierarchical, non-expressive and 

have low ~~emonic quality • 

• 7. it achieves hospitality by leaving g:aps. When the gaps 

are used up, decimal subvisions are used. 

.8. it has a mechanism for the regular updating of the 

schedules thus making the scheme relatively more up to 

date than some of the other classification schemas • 

• 2 Assigning a class number 

This process assumes the existence of appropriate technical 

knowledge to ensure that books and other such materials are 

assi<]Iled such numbers as will easily assist in locating materials 

shelved in the library. Since a book can physically only be 

placed at one point, it is essential to ensure that the ultimate 

considerations are given in assigning a class number. Related 

books have to be drawn together both in the card .catalogue and 

also physically on the shelves •· it is the classification 

nuriiber which achieves this linkage. In classification,_ 
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Before assigning a classification number,the ~ssistant Librarian 

sho~d check on the following records in the Library, (1) The Authority 

File; (2) the Staff List. 

(1) In the Authority File will be found all terms which had been 

selected for use by the Library. These terms have come largely 

from the OECD Macrothesaurus and the Population Multilingual 

Thesaurus, the two main indexing tools currently in use. Under 

each term in the Authority File is recc~ded the class numbers for 

the documents which have been classified under that term. 

{ 
\...._,-' For example ; 

Population growth 

HB 881 

HQ 766.3 

HB 871 

HB 3661 

L· (2) Check in the Shelf List which is the record of all docwnents in the 

collection as they are physically grouped on the shelves. If you 

check under say HB 871 you will find the actual citations for all 

documents classified under HB 871 and it will become clear whether 

or not the new document on population growth will best fit under 

this or that some special adjustments will have to be made to the 

classification number to cater for the new material being classified. 

(3) Remember that the rationale in assigning the classification number 

is to pull together all subject related docmnents so as to avoid 

unnecessary scattering. 

(4) If a new classification number will be required to identify the new 

docwnent, go through the appropriate sections of the LC Classification 

schedules and select an appropriate classification number according to 

the general rules governing that scheme. 



90 

(5) Add a notation ;to represent the primary author of the documents. 

The PSSL uses the first three letters of the author 1 s surname 

instead of "cutter11 numbers as are used in the Balrne Library, 

for example. 

A book classified as HB 871 and written by H. Peter Gray on 

"Economic development and population growth: a conflict?" 

will have the following call number - HB 871 
Gra 

(6) After a classification number has been assigned, enter this nutnber 
on the portion of the cataloguing worksheet provided for the purpose. 

(7) Write out the new number on a separate sheet so that the typist can 
prepare a new card to be added to the Authority File. 

(8) After all cards have been produced for the document, a duplicate 
card will automatically be added to the shelf List to represent 
the new document. 

(9) In cases of doubt about the classification number·. consult the 
Librarian. 
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6.4 Guidelines for Filing Catalogue Cards 

Catalogue cards must be filed consistently in the card 

catalogue so that readers and staff can find them at a later time. 

Consistent application of rules will he~p the searcher to predict 

where an entry can be found and to locate the desired it~m with 

the least delay and confusion. 

These guidelines are intended to deal with major prbblem 

areas. For a more detailed discussion of filing, consult the 

printed list of rules used at the Balme Library or the practice 

as shown in the Balme Library catalogue • 

. 1 In general, entries are filed alphabetically in the 

author, title/~eries, and subject sections of the 

catalogue. They are filed word by word. The space 

between words is treated as a letter, which comes 

before "a". For example, note the following sequence: 

New England 
NeJ York 
Newspapers 

(The alternative is filing entries letter by letter, for 

example: 
New England 
Newspapers 
New York 

This method is not used) • 

• 2 Initials in personal names. Author entries with initials 

for first and middle names are interfiled with with more 

complete forms of the au":ho~ 1 s name. For exa~le, the 

following is an acceptable sequence: 

BOGUE, D J 
BOGUE, Donald ,... T, 

BOGUE, Donald Joseph 
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.3 Author 0 s names beginning with ~C6 etc. Names begin-

ning with variations OQ. " MAC" such a~. "r,1c" , "MaC" ;;).UC ''Mac" are 

filed as if they were spelled "Mac'v. For example, note 

this sequence: 

.4 Joint author, etc. 

McCarthy 
Macnamara 
Mcshane 

Designations such as "joint author", 

"joing editor", "editor", "compiler", and so forth are 

ignored in filing the names of authors • 

• 5 Abbreviations. Abbreviations are filed as the words were 

fully spelt out. For example, 

"Dept." is filed as "department" 

"W.H.O." is filed as "World Health 
Organization" 

"ISSER" is filed as "Institute of 
Statistical, Social and Economic 

Researchv' 

.6 Names or oganizations with ~ubOrdinate bodies. Natnes of 

parent organizations are filed before the names of the 

departments, divisiohs; groups, and so forth, when the 

name of the parent organization is included with the name 

of the subdivision. For example, 

O.E.C.D. 
o.E.C.D Development Assistance committee 
O.E.C.D. Development Centre 

.7 Conference headings. Numbered conferences with the same 

entry are filed in numerical order. The first conference 

is filed first, then the second 6 etc. For example: 

INTERNATIONAL POPULATION CONFERENCE, 16th, 
Lon~on, 1969. 

INTERNATIONAL POPULATION CONFERENCE, 17th, 
Leige, 1973. 

Conferences with the same entry but without numbers to 

identify them are filed in chronological ord·er. 
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For example: 

GHANAo Univ. ISSER/Dept. of Sociology Joint Seminars, 
Legon, 1971. 

GHANA. Univ. ISSER/Dept. of Sociology Joint Seminars, 
Legon·, Nov. 1972. 

Editions. If there are two works with the same author and 

title but they are different editions, the latest edition is 

filed in front of the earlier ed1.tion. For examplev 

COXv Peter. Population. 2nd ed. 

COX' Peter. Population. 1st. ed. 

If the editions are not numbered~ the publication date is 

used as a guide and the edition with the most recent date 

is filed first. 

Adapted entries • In filing cards that have an adapted 

entry as a heading, the card is filed first by the adapted 

entry and then by the title. The card is not filed by the 

heading of the main entry that comes in between the adapted 

entry and the title. (See exarr@le next page) • 

• 10 Subject headings. Subject headings are filed word by word, 

ignoring punctuation such as conunas·, fullstops, and· dashes~ 

For' exampleu 
Africa 
Africa - History 
Africa, Subsaharan 
Africa - Weather · 

.11 Numbers. Numbers are filed as if they were spelt out. 

Fo:r examplev 

"19th CentuL-y" is filed 11Nineteenth Century" 



94 

Example Filing of Adapted Entries 

BOGUE, Donald Joseph 
A Composite method for Estimati~g ••• 

BOGUE, Donald Joseph 

BURGESS, Ernest W. 
Contributions to Urban Sociology ••• 

BOGUE, Donald Joseph 
The Demographic Breakthrough 

-------------------h-----------------------------

BOGUE, Donald joseph 

( , 
"-' 

CHO, Lee-Jay 
Differential Current Fertility ••• 

BOGUE, Donald Joseph 
Family Planning Education 
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6.5 Guidelines for Typing Catalogue Card Stencilsr Adapting 
Catalogue.'! Cards 

.1 Stencil3 for catalogue cards ~re typed by the typist on. 

the IBM Selectric, in the stencil mode of the machine • 

• 2 The information to be typed has been written on a book 

or reprint cataloguing worksheet, and it is typed just 

;;is it is written • 

• 3 All information is typed within the dashed lines on the 

stencilv and care is taken to avoid the hole • 

. 4 Typing of the stencil begins with the cla5s or call number. 
,-

The first character of the nuritber begins in the box on 

'line 12° as indicated on the stencil • 

• 5 The heading begins at the 10th space over 1 counting the 

first space as 11 111
• The headii\g should be copied as it is 

written on the worksheet. Specific formats (uses of upper 
i 

and lower case letters) have been established for personal 

names: names of institutions, series and so forth' these 

standards are in Section 5.2.9.5 1 "Formats for headings", 

if they are reqUired for reference • 

. 6 If there is nb heading on the w6rksheet, the word ih the 

ti~le under which the card will be filed is capitalized. 

The title will begin at the 10th space just as a personal 

name would, and the second line.begins under the fourth 

letter of the word. The margin of the collation and all 

other new lines or "paragraphs~' will be even with this 

second line • 

• 7 Order of Information: Books 

.7.1 The class or call number, as above • 

• 7.2 The title begins on the line immediately following 
the heading. It begins on the fourth space from the 
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first letter of the heading. The second line of the 

title begins directly under the heading at the left 

margin. No new line begins at the fourth space until 

the collation; all lines being at the same space as 

the heading • 

• 7.3 If there is more than one author, the "by" statement 

immediately follows the title • 

• 7. 4 The edition follows the "by'' statement if there is one, 

or the title if there is not. 

• 7. 5 The edition is followed by the imprint (place: publisher, 

date) • 

. 7.6 A new line is begun, directly under the first line of 

the titler for the collation • 

• 7. 7 A new nlitte'' is begun for the series, which is placed 

in parentheses. It begins directly under the first 

line bf the title. 

• 7. 8 A new paragraph, directly under the title, is begun 

for the bibliography note and for any other notes, 

if any • 

• 7.9 Indexing terms are listed directly after all of the 

bihliograph~c information. (If there is space on the 

card, a blank line may be left above the terms). The 

terms are preceded by Arabic numerals and a full stop. 

( "l"} • If there are-. less than three terms, they are 

listed in a colUir.n, with the numbers directly under 

and even with the· ~eginning of the title. If there 

are more than three terms, they may be listed one 

after another iL a line across the stencil. The 

second line of ~ uch a paragraph begins at the farthest 

left·-hand margi i, directly after the indexing terms. 
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Each is preceded by a Roman number and a fullstop 

(i1I"). They are typed in a listv with the numerals 

directly below the numbers use·d for the subject terms 

if they also were listed. If there are several tracings 

these also may be arranged one after the other in 

paragraph form. The second line of such a series begins 

directly under the headingv at the farthest left~hand 

margin. Customarily, if the indexing terms were typed 

in a line across the stencil, then the tracings are 

also typed in paragraph form • 

. 7.11 The accession number is typed in the lower right hand 

cornerv wherever there is space • 

• 8 Order of. Information: Reprints 

.8.1 The class number or code, the heading, title, and "by11 

statement, as described above • 

• 8.2 Immediately after the title or last authorv one of the 

following kinds of information is typed: (a} a reference 

to an article in a journalv (b) a citation for a bookr 

(c) an imprint, or (d) a reference to a conference • 

• 8. 3 If an imprint is typed, then a new paragraph is begun, 

and the collation is typed. Any other kind of reference 

(av bv d, above) is typed directly after the title; 

a-.new line is not started. 

.8.4 The bibliography note and other notes, the series, 

indexing termsv tracings and accession number are typed 

as described for books • 

• 9 Continuation or Second Cards. If an entry is too long for one 

stencilv it is carried over unto a second • 

• 9.1 As much information µs possible is typed on the first 

stencilv up to the end of the last complete kind of 
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information (such as a series or notes) that will 6it. 

In most cases this will leave a half-line of empty 

space immediately to the right of the hole. In this 

space is typed "(Cont. on next card) 11 • 

• 9.2 On the next stencil, the class· number and heading are 

typed as they appear on the first stencil. This is 

followed immediately by the first few words of the 

titlev three dots to show that the title -is not complete 

( ••• ) ~ the date of publicationv and the words ~~(card 2) vv 

in parentheses. 

.9.3 After leaving one blank line the entry begins at the 

beginning of the line at the appropriate paragraph 

indentation. In most cases this will be the fourth 

space from the beginning of the heading • 

• 10 Adapting cards 

.ld.1· Cards are adapted on the !BM selectric with the adjutant 

ball; the manual typewriter may be used if absolutely 

necessary • 

• 10.2 The entry begins two lines above the headings, ~nd over 

the first letter in the heading. If the entry must be 

carried onto a second liner the beginning of the second 

line is even with the first. If needed for referencev 

standards for headings are shown in Section 5.2.9.5" 

.11 Examples of catalogue cards (photocopies of shelf list cards) 
GH - 179 

GH - 100 

R - 58 

GH - 213 

GH - 215 

GH - 250 
1425 .Ca book with a sexies) 
1138 (a conference) 
~29 (entry .for the title) (Use the title entry as the eg,) 
4358 (continuation card) 
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Deal' Sir /Madam, 

UNIVERSITY OF GHANA 
POPULATION AND SOCIAL SCIENCES LIBRARY 

INSTITUTE OF STATISTICAL1 SOCIAL AND 
ECONOMIC RESEARCH 

The undem.:ientioned boo'k.(s) borrrowed frcm the library 
./ 

is/a:zae .. oveP ·due and shou Zd be returned or renewed imnediate Zy. 
_,,--,,., 
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7 DISSEMINATING INFORMATION 

The main rationale for all the activities and services offered 

in any iibrary is to make library materials readily available to those 

library patrons who require to consult the facilities of the library. 

All the effort in identifying materials, acquiring and proces~ing 

materials is aimed at the eventual goal of disseminating infonnation 

to iibrary users. 

The PSSL, as a special library devoted to population studies 

in particular, and also to the social sciences places great e~phasis on 

the need to disseminate information (appropriate information) to its 

library patrons. Many services have thus been evolved to ensure proper 

dissemination of information to users. Some of the major ones are 

described in this section. 

7.1.1 

7.1 Circulation Services 

Circulation Policy 

.1 Privileges. Circulation privileges are offered to senior 

membersg research staff and students of ISSER and RIPS. 

Others may use materials within the Library • 

• 2 Registration. Readers must register with the I~brary before 

they will be permitted to borrow materials . 

• 3 Non-Circulating Materials. As a rule, periodicals, reference 

booksg reprints, U.N. and government documents do not circulate. 

(Senior members may be allowed to borrow periodicals if it is 

expedient for teaching. Permission must be granted by the 

Librarian for this privilege) • 

• 4 Reserve Materials. Books and other materials may be placed on 

reserve by senior members on application to the Librarian. 

They may be borrowed between 4.00 and 4.30p.m. each day: ~ 
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but must be returned by 8.30 a.m. the following day. 

Patrons will aiso be allowed to borrow them over the wcekenc1 ,. 

but materials must be returned to the Library by 8.30 a.m. on 

the following Monday. Reserve books may not be removed from 

the Library without permission from a member of the Library 

staff {i.e. the supervisor in charge of the Reserve Books 

Collection) • 

• 5 Books • 

• 5.1 Senior Members/Senior Staff. Textbooks and monographs 

circulate for two (2) weeks to senior members of ISSER 

and RIPS, and oth~~~ in this category who are entitled 

to borrow from the Library. A senior member may not 

borrow more than fo'l.lr (4) books at a time and may not 

have more than four (4) 'bOoks in his possession at 

any moment. All loans arE:i subject to renewal. Special 

dispensatidn may be granted to senior fueihbers for more 

books or a longer borrowing period by the Librarian 

should this be fouhd e~edient for the purposes of 

teaching (e.g., when partidular texts a~e required 

fbr the teaching of specific courses, a~rangements 

will be made to enable senior members to have such 

books for longer periods - a term etc.) • 

• 5.2 Students. They may borrow not more than two (2) books, 

whether of the same or separate works, at any one time. 

loans will be for two weeks at a time, subject to 

renewal • 

• 6 Renewals. Books may be renewed up to three times upon requestp 

providing no previous reservations have been made. 
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6.2.2 Procedures 

.1 Advising Readers of Policy and Procedures. Readers are informed 

of the Library!s circulation policy and procedures when they 

are given a general introductory tour of the facil~ty. They 

are reminded again of the policy when materials are borrowed. 

Patrons are also provided with the "Brief Guide to the PSS 

Library'1 
p which contains the policy; when they are introduced 

to the collection and its services • 

• 2 Registration 

2.1 Senior members and staff must present a letter of intro-

duction from the Head of their Department before regis-

tration is permitted. This letter is given to the 

Library assistant and is kept on file in the circula-

tion desk. Staff are then permitted to fili out a 

registration card. When this is completed they are 

given a borrower's card - this allows them to borrow 

and it has to be presented each time lending is 

requested. This card is valid for the acadeirl.. year. 

The typist then prepares four (4) book pdckets for the 

patron. on each is typed the patron's name, university 

address, home add"t"ess, and the designation "STAFF". 

The registration card is placed in one of the pockets. 

These are filed by surname in the staff file of pockets 

on the circulation desk • 

• 2.2 Students must present a student 1 s identity card before 

registration is permitted. They then are given registra-· 

tion cards which ought to be completed. The registration 

card must be taken by the student to the Head of his 

department for endorsement , there it is stamped with the 

official departmental stamp. It is then returned to the 
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LibrelJ¥•' "''3!'!i..stant. Two (2) book pockets are prepared 

for student patrons by the typist, with the student's 

name, u..~iversity address, and home address, and the 

designation "student". The registration cards are filed 

alphabetically by name by the assistant in the student 0 s 

section of the card tray sitting on top of the circula-

tion desk. The book pockets are tagged together and 

filed behind the corresponding registration card • 

• 2.3 other persons must present an introductory letter from 

the respective heads of departments. They are then 

given registration cards and borrower 1 s cards. Two(2) 

book pockets are prepared by the typist with the 

relevant details (i.e. official address, home addressv 

and the designation "member"). The registration card 

is filed in the members section of the file of book 

pmckets on the circulation desk. 

3. Loaning Books. 

.3.1 Tbs reader presents his borrower 1 s card, the book(s) 

he wishes to borrow to the staff meIDber in charqe of 

the Lending Room • 

• 3.2 The file of book pockets is searched to see if there 

is a free pocket for the reader. If no pockets are 

freer the reader has already checked out his allowance 

of books and may not borrow any more • 

• 3.3 The file of circulation cards is checked to see if he 

has any books overdue. If he does, he is.not permitted 

to borrow any more. The overdue books have to be 

returned before any more books are permitted • 

• 3.4 If he can borrow the book, he signs the circulation 

card. The staff member stamps the circulation card 

and the date due slip in the book with the date due 
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(i.e. date on which the book(s) have to be returned) • 

• 3.5 The reader is given the book and his borrbwer 1 s car.cl .. 

• 3.6 The circulation card is placed in the reader 1 s free 

book pocket and is filed by date due and class number 

in the circula~ion cards file. 
..~w.v 

• 4 Renewals. The reader must bring the book to the Library for 

renewal. The staff member retrieves the circulation card fro:n 

the file, stamps it and the book with the new due date. The 

reader signs the c:i.rculation card again. The circulation card 
\ 
' is replaced in the reader's borrower 0 s book pocket. Th0. 

staff member may request the borrower to present his borrower v ~· 

card, if in doubt • 

• 5 Reservations 

.5.1 If a reader wants to use a book which has .already been 

issued out to another readerg a reservation may be 

placed on the book. The reader fills out a reservatior> 

request card, which is then attached to the circulation 

card in the file. 

.5.2 The circulation card and reservation request a:re placed 

in the book pocket of the book and all three are stored 

in the drawer of the 9irculation desk • 

• 5. 3 When the book is returned a note is sentrtc-:-:the:-·reader 

that tha book is available. The book will be reserved 

for him for three days. 'l'he appropriate forms should 

be used • 

• 6 Recalling Overdue Books 

• 6.1 Every Friday the Library Assistant gathers together nl:.'. 

of the cireulation cards for the books that were due .that 

week but not retuxned • 

. 6.2 A recall notice is hand written and sent to the borrOl:"eI. 1 8 

u.ddL"ess. 
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6.3 If the book is not returned during the week, another 

recall notice is sent. On the third week, more extren:e 

measures as appropriate may be taken; these include 

personally visiting the reader, notifying the directo:r 

of his institute or head of Department, and writing o 

to his home address. The procedure is selected py the 

Library Assistant in consultation with the Librarian if 

necessary • 

• 7 Cancellation of Borrowing J,tights 

.7.1 If a reader has seriously abused his borrowing 

privileges, his privileges may be stopped • 

• 7.2 The Librarian is notifired by the Library Assistant 

that this action is being considered for a reader, 

and the case is discussed if necessary • 

• 7.3 In the case of a student, a firtal letter is sent 

indicating that if the books a~e not returned by a 

certain date his borrowing rights will be cancelled. 

The letter quotes the University's statutes and 

penalties covering failure to return library materi&.ls 

pointing to the fact that a formal letter shall be 

sent to the Registrar's Office to stop the student 

from writing his examination. A copy of the letter 

is sent to the student's Head/s of Department • 

• 7.4 In the case of a faculty member defaulting, the 

Librarian shall personally seek audience with the 

member, cqncerned and if necessary, bring the matter 

to the attention of the Library Committee for appro-

priate decision to be taken. 
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.7.5 To cancel! a reader's pri~ileges, his book pockets are 

removed from the file and destroyed. His registration 

card is marked "Privileges cancelled", the reason is 

briefly stated, the date is given, and the card is 

refiled in the registration card file • 

• 8 Payment for lost books 

.8.1 If a reader reports that he has lost a book, he is 

asked to pay for the cost of the book plus 5 percent 

processing cost. The price of the book is determined 

by checking in the accession file of completed 

order slips, in Books in Print, at the Bookshop,or 

other sources as appropriate • 

. 8.2 The money is paid to the accountant of the appropriate 

institute by the staff .~ • The accountant issues 

a receipt in three copies, one of which he retains. 

One is given to the reader, and the last is kept by 

the Librarian. 

.9 Reserve Book~ coilection 

.9.1 A month or more· to the beginning of the academic year, 

Reserve Book fori:ns ar~ circulated to se:c.i.or members, 

research staff etc. who will be teaching courses 

during the year. They are requested in a cover letter 

signed by the Librarian to fill out the form in dupli-

cate and to provide the author and title of the books 

that they wish to have placed on reserve and to indicate 

any other bibliographic information that they know. 

The number of copies of a book to be placed on reserve 

should also be indicated. 
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.9.2 1flhen rec~ived, the form is searched in the card 

catalogue hy the assistant. Each citation is marked 

"On reserve°', "On order", or" Not available for reserve" 

as appropriate. If any books required are not held by 

the Library, the Librarian is shown the iist for decision 

whether to ptlrchase the item or not • 

. 9.3 If necessary, a needed book is recalled by the Library 

Assistant • 

. 9.4 One copy of the form is returned to the sertior member 

for his inforxration while the other copy is retained by 

the Library and filed by academic year in the Librarian;s 

office by the Departmental Assistant • 

• 9.5 A reserve book circulation card is prepared by the typist 

with the author, title, accession number and call numhc~r 

of the book. This is placed in the book pocket of the 

book. The regular circulation card is removed and placed 

in the circulati6n desk ara.(.,er. Ail cards for boG:>ks 

placed on reserve are bundled together and labelled 

"Placed on reeerve" . The date is also indicated. 

A red dot is then placed on the spine of the book and 

it is shelved on the Reserve Books shelf. 

9.6 Books are taken off reserve at the end of the academic 

year or earlier if so requested by the senior member who 

originally requested it being placed on reserve. The 

r .. ibrary Assistant replaces with the Reserve Book circu·· 

lation card the general circulation card in the book 

pocket. He then destroys the reserve book circulation 
., 

card. The red dot is removed, and the book is reshelvcd 

in the general circulating collection. 
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.10 Circulation Statistics 

.10.1 At the beginning of the day's work, the Library Assistant 

counts the number of books borrowed the previous day 

indicating the major L.C. classification groups and 

records them in the statistics notebook. They are 

totalled for the day and the figures are accor~ingly 

recorded. 

• 10.2 These statistics are totalled at the end of the month • 

The total breakdown of the issues helps to indicate 

which major subject groups, issues have been made in 

the month and eventuallY in the year. 

.10 .3 These statistics assist in the evaluation of the 

lending collection and is thus a useful aid for the 

acquisition .. "'If new materials or the discarding of 

less used materials. 

7.2 ~sfsrence Servic~s 

Reference service is at the heart of the Library's work. All policies 

and procedures for collecting and brganizihg the information in the Library 

are intended to make materials and information rapidly and easily available 

for use. Readers are instructed in the use of the catalogue and the organi·--

zation of the collection, however the Library staff actively and personally 

assists readers in using various guides and indexes to the collection and 

to social science literature so that the most can be gained from the 

resources affailable. 

7.2.1 Reference Policy 

Reference services are offered primarily to local users; that is, 

senior members and staff of ISSER and RIPS, and also 'bo .. other faculty and 

senior members o~ the University, and to students. Mail requests from 
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elsewhere in Ghana and abroad are handled as rapidly as time permits. 

The Library aims to ptovide personal assistance to its readers, and 

when appropriate, to provide the specific information required. When 

necessary, the user is assisted in identifying other resources where 

specific information may be available, whether on campus, in Ghana, or 

in another country. 

7.2.2 Reference Interview 

One of the most important aspects of reference assistance is under-

standing, from the beginning, exactly what the patroa wants to know. He 

may be looking for any document on a topic or he may have a specific title 

.in mind. He may need a specific bit of information, or, he may need exten·~ 

sive bibliographic and information assistance immediately and/or over a 

long period of time. 

If the reader's question is not immediately comprehensible he is 

asked to state it in a different way. He is asked if there are any limita-

tions on the information.required -- if it must concern a particular country 

or region, or if it must have been published, say, within the last three 
I 

'-' years. He is asked about the quantity of information needed, for instance 

if a short article is desired or if several articles are needed. If appro·· 

priate, he is asked how he will use the information. 

7.2.3 General Reference Services 

General reference services include bibliographic services {assisting 

a reader to identify materials that will be of interest), and information 

services {locating specific information required). Also included is 

assistance in the use of materials in the Library {tours for new readers, 

explana.tions of policies, location of a known document that is wanted, and 

instruction in how to use tools such as the Kardex or card catalogue) • All 

of these services are available from the Library as required by the indivi·-

dual reader, and are handled by the general library staff. In-depth 
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reference assistance is handled by the Librarian primarily. When a staff 

member cann0t handle a question, it is referred to the Librarian 

7.2.4 The Guide to the Library 

One of the major methods for informing users of the services of the 

Library is the "Brief Guide to the Population and Social Sciences Library". 

It .includes the following information: 

.1 Purpose and function of the PSSL 

.2 Library lo.cation, telephone number, names of staff 

.3 Description of the collection and its arrangement 

.4 Description of physical facilities 

.5 Aids available for iocating materials 

.6 Library services 

.7 Policies, rules and regulations 

.8 Library publications 

.9 Recent major changes or additions to the collection. 

The first Guide was issued in October, 1974; new editions are issued 

as required. 

The Guide is compiled by the Librarian with assistance from the staff 

as appropriate. 

The Guide is given to all new users of the Library. Copies are availa-

ble in the Librarian's office, at the Circulation Desk in the Lending Room, 

and at the service desk in the Reading Room and Documents :Room. 

7.2.5 Introduction to the PSSL for New Users 

New users of the Library are identified primarily when they first 

come into the Library to investigate the facilities and resources available, 

to check out a book, or to request information or research assistance . 

• 1 Senior staff a.re introduced to the Head Librarian, at which time 

they are acquainted with the general functions of the Library, its 

services and policies, and resources available (that is, Conference/ 

Seminar su~port, reserve materials, bibliographic as~istance, reference 
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assistance, photocopying, etc.). Staff are encouraged to suggest 
Seminar support, reserve materials, bibliographic assistance, 

reference assistance, photocopying, etc.). Staff are encouraged 

to suggest materials for the collection, new sources of informa-

tion, and new services as required. They are requested also to 

complete two questionnaires: the first as a part of the survey 

of social science reserach activity in Ghana f the second as a 

specific statement of interest for Library use. The Library 

l1ssistant conducts the new staff members through the facility, 

pointing out and describing the location of various parts of the 

collection, the catalogue and Kardex. They are also given the 

'Guide to the Library', and a copy of the latest accessions list • 

• 2 Students as a rule do not have an interview with the Librarian. 

They are, however, given a tour of the facility and the Library 

Assistant provides them with a copy of the Guide to the Library 

and an explanation of circulation policies and procedures, of 

various services available such as photocopying, and of procedures 

for suggesting new materials. 

7.3 Bibliographies 

Bibliographies are complied for senior research staff and projects, 

in support of conferences and seminars, and for faculty in university depart-

ments as time permits. 

The Library has no formal bibliography series, however, copies of 

bibliographies that have been compiled are maintained for reference and 

distribution in the Library Workroom. 

Bibliographies are compiled by the Librarian and the other professional 

staff members and also by special project staff hired and assigned to do so. 

Guidelines on compiling bibliographies may be found in the Appendices 

to this Manual • 
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7.4 Conference/Seminar Support 

The Library prepares bibliographies, assembles special collections, 

conducts surveys, and other similar activities in conjunction with con-

ferences and seminars sponsored by ISSER and RIPS. 

Requests for such special projects may be made by the Senior Staff of 

the Institutes to the L:lbrarian iq writing or ln:fiormally, however.the·former 

·is·pre£erred. Projects may ~lso be initiated by the Librarian in. conjunction 

with the appropriate Institute •... Book exhibitions have been organized in 

support of conferences/seminars and more will be conducted in response to 

specific requests. 

Records of such special projects and any documents generated are kept 

:in the Librarian;s office. 

7.5 Current Awareness Services 

7.5.1 Accessions List 

The Library's accessions list is one of its chief ways of main-

taining visibility on campus and of encouraging the user to make use of 

\___, services and the collection. 

7.5.1.1 Frequency 

A list of new materials in the Library is compiled every two months. 

7.5.1.2 Materials Covered 

Books, ephemeral documents, and serial titles, theses and research 

reports are included on the list. 

7.5.1.3 Distribution 

The list is sent to the directors of the Institutes, their senior 

members and staff, heads of Departments on campus, the Medical School at 

Korle Bu, the Ghana Library Boa~d. the Central Bureau of Statistics, family 

planning organisations, and several interested libraries abroad. The 

mailing list is maintained by the Librarian. One copy is kept in the Library 

files in the Workroom for archival purposes. 
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7.5.1.4 Compilation Procedures 

.1 When directed to do so by the Librar~an, the library assistant 

remov·es the order slips tagged with an orange tag from the order 

file and arranges them in alphabetical order. These represent 

the new books that have been received but which have not yet 

appeared on an accessions list • 

• 2 Cards for new ephemeral documents are ret:i.:ieved from the circu-

lation desk drawer and the alphabetized by author • 

• 3 Both sets are given to the Librarian for review and the addition 

L of the list of new journal titles • 

. 4 The slips and list are then given to the typist to be typed on 

a stencil in the format shown in the Appendix • 

• 5 The stencil is checked against the slips by the Library Assis-

tant, and the stencil is returned to the typist for correction 

if necessary • 

. 6 The Library Assistant gets the number of copies that will' be 

required from the Librarian, and dupH.cates this number of 

copies. (The number was 90 as of August 1976) • 

. 7 The typist is given the mailing list, frOIQ which are typed the 

envelopes for campus, Ghana and overseas . 

. 8 The departmental assistant places the lists into the envelopes 

and sees that they are mailed • 

• 9 One copy of the accessions list is filed by the typist in the 

Library files in the Workroom • 

• 10 The cards for the new reprints are discarded • 

• 11 The coloured copy of the order slip is filed in the accessions 

file of the Institute to which the item belongs. (Reminder: 

RIPS bluei ISSER--pink1) • The white suggestion fonn is 

filed in the PSSL accessions file. All are filed by accessions 

number. 
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7.6 Selective Dissemination of Information(SDI), 
Reader Notifications 

The Selective Dissemination of Information(SDI), is a specialized 

service which the Library offers to the senior members of the Institutes to 

alert them of new docmnents published in their fields of interest received 

in the Library. Initially, to be acquainted with the fieldof interest of 

each senior member, questionnaires for the survey of current and completed 

social science research activities in Ghana were sent to them (see 4.1.1). 

Based on the information obtained, it has become a policy of the Library 

to no~ify as early as possible, the senior members concerned of particular 

doctnnent(s) which falls within their field of interest received. 

7.6.1 Procedure 

.1 A standard form is sent indicating the author, title and date of 

the document to the senior member • 

• 2 The senior member is supposed to indicate on the form his willing~ 

ness/unwillingness to see the docmnei/c • 

• 3 If he is willing to do so, the form is signed by the Librarian 

and a duplicate left with the Library Assistant manning the 

Reading Room to keep in the appropriate file. 

.4 The senior member is allowed to use the particular document for 

one week and it has to be returned to the Library • 

• 5 The form is then ·tigned again by the Librarian to indicate that 

the document has been returned to the collection • 

• 6 If the senior member is still interashed to use the document for 

a longer period then he has to go through the normal borrowing 

procedure of the Library. 

7.7 The "Scanning Sheet" 

7.7.1 Frequency: Every two months a 'scanning sheet' is produced. 

7.7.2 Materials Covered: Periodical publications. 

7.7.3 Distribution: To the senior members of the Institutes, and some in 
various Departments· of the Univesity, such as 
Sociology. 
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7.7.4 Compilation Procedures: 

.1 As the various periodicals are reveived in the Library, the 

Library Assistant in charge of the Reading Room, makes a list 

of them • 

• 2 The list is carefully examined and the periodicals whicl'i are 

of great interest to the se~iG>r members of the Institutes are 

selected and withdraw from the shelves by the Assistant 

Librarian .• 

.3 A list is made of these withdrawn periodicals and kept with the 

Library Ass~stant manning the Reading Room. 

.4 The Assistant Librarian then makes short annotations of each 

periodical on a 6x4" card. The other bibliographical details 

such as the author, title etc. are also provided • 

. s The cards are then arranged in an alphabetical order according 

to the titles of the periodicals • 

• 6 The cards are checked by the Librarian and then given to the 

typist to be typed on stencil • 

. 1 The stencil is checked by the Assistant Librarian and is 

returned to the typist to make eorrections lf: necessary. 

.a Then using the PSSL mailing list, the required number of copies 

of the scanning sheets is produced by the Departmental As~is-

tant • 

• 9 The Departmental Assistant then folds, staples and addresses 

them • 

• 10 The Library Assistant then sends copies to all the senior 
\ 

members of the Institutes and the others in the various 

departments of the University • 

• 11 One copy of the scanning sheet is filed by the typist in the 

Library files in the Workroom. 
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.12 The periodicals are returried to the Reading Room by the 

Assistant Librarian and the list left with the Lib~ary 

Assistant destroyed • 

• 13 The periodicils are shelved accordingly by the Library 

Assistant. 

7.8 Photocopying Service 

Photocopying is an essential support service in the l,ibrary. A lot of 

the Library~s specialized materials are not in duplicate copies but these 

individual copies are heavily used. For this, photocopying reduces the 

pressures on these limited items and relieves the readers of the frutstra~ 

tions in their inability to borrow and use at a specific time, urgently 

needed i terns. 

A fee is charged which is re~iewed from time to time. 

Readers are not allowed to operate the photocopying machine and materials 

tD be photocopied are restricted to documents held in the P.S.S.L. 

7.B.l Procedure 

. l Readers locate the materials they wish to photocopy • 

.2 They fill Photocopying Request form (see Appendix} indicating 

the bibliographic details of the needed materials. Name, 

signature and address are indicated at the back of the request 

form. The Assistant Librarian goes over the pages with the 

reader to ensure that the right request has been stated. 

.3 If the document is not being.used, the request form is inserted 

in the document and put into a special tray. If the document 

is being used the Request form only is put in the tray • 

• 4 The Departmental Assistant collects all these requests and 

makes the desired number of copies for each request. He returns 

the photocopies and the document to the Assistant Librarian. 

.· 
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first letter of the heading. The second line of the 

title begins directly under the heading at the left 

margin. No new line begins at the fourth space until 

the collation; all lines being at the same space as 

the heading • 

• 7.3 If there is more than one author, the "by" statement 

immediately follows the title • 

• 1.4 The edition follows the "by'° statement if there is one, 

or the title if there is not. 

L • 7. 5 The edition is followed by the imprint (place: publisher, 

date) • 

• 7.6 A new line is begun, directly under the first line of 

the title, for the collation • 

• 7.7 A new 11 liRe11 is begun for the series, which is placed 

in parentheses. It begins directly under the first 

line of the title. 

• 7. 8 A new paragraph, directly under the title, is begun 

for the bibliography note and for any other notes, 

if any • 

• 7.9 Indexihg terms are listed directly after all of the 

hibliograph~c information. (If there is apace on the 

card, a blank line may be left above the terms). The 

terms are preceded by Arabic numerals and a full stop, 

('°1 11 ). If there are less than three terms, they are 

listed in a column, with the numbers directly under 

and even with the beginning of the title. If there 

are more than three terms, they may be listed one 

after another in a line across the stencil. The 

second line of such a paragraph begins at the farthest 

left·~hand margin, directly after the indexing terms. 
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.5 :Readers return at later in the afternoon (or at some 

agreed to time) to collect their photocopies. t'Jhen they 

are satisfied, the photocopies are separated from the 

document (See III below). Documents are returned to the 

trolley to be shelved before the end of the day • 

. 6 Payments are made and receipts issued before photocopies 

are handed over to the reader/s. 

Payment for service 

Members of the academic staff should normally pay for photo-

copying done on the Library's machine. If they.wish to charge 

the cost to their department or projectv they should produce a 

request endorsed by the head of their department 9 and produce 

an invoice for the cost of photocopying which must be endorsed 

by the head of department 

Re<pilation and Control 

• 1 Readers are not allowed to photocopy any part of a thesis 

or dissertation unless they have obtained the written per-

mission of the author/the University. 

.2 A reader may not photocopy a whole book or journal held in 

the Library, either at once or in bits over a long period 

of time • 

• 3 Because of (2) daily requests are filed aw«y on the next 

day v by month. In an alpl',labetical sequence of the s~rname 

of readers for a whole year. After which the Photocopying 

Request Forms can be destroyed. 

During the day v the Library Assistant checks through 

this file as he receives requests to ensure that Readers 

are not attempting to photocopy whole documents. 

Departmental Assistant records the number of individual 

requests, received in the day~ b) The number of sheets 

produced, the number of sheets destroyed. These details 
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enables the Librarian to determine the supplies of photo-

copying materials to be re-stocked • 

• 4 At the close of the day, the Departmental Assistant hands 

over the money to the Librarian who ensures that the payment 

received is correct. 

7.9 Distribution of ~terials - Duplicates 

7.9.1 Reprints and Periodical Issues 

If the Library has several duplicate issues of these materials 

in the basement, one may be given away to an interested reader for his 

personal use. The document may be given away at the discretion of the 

Library Assistant 1 but in consultation with the Librarian/Assistant 

Librarian. 

Records are kept of this distribution. 

7.9.2 Books 

Duplicate copies of books may be sent to tl'ie Balme Library or 

may be used in aE!sisting other population iibraries in Ghana to build their 

collections. Juvenile materials inay be sent to the Ghana Library Board 

(Schools and Coiileges Section) for their tlse. Distribution is at the 

discretion of the Librarian. 

Apprpptiate records are kept of this distribution • 
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':Clie preceding sections of this Manual have outlined in as much 

detail as is possible the various activities, services, materials, 

procedures etc. which a special library such as the PSSL must Undergo 

in its normal bosiness of attempting to offer meaningful service to its 

patrons. Though presented as very separate functions, there is no doubt 

that they are all linked, interrelated and interdependent. It is 

therefore necessary that the various activities are coordinated so that 
f 
\_· 

no activity is slighted and that all are enhanced. 

The Librarian as the overall manager of the various functions 

making up the library, has a du:!:-y to master each of the functions so 

that he can better coordinate taking into consideration budget, staff, 

space and public relations. 

This section takes these in turn and demonstrates how the PSSL 

goes about coordinating work for eventual effective service of its 

clientele. 

L 
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8. 1 Annual Report . 

8.1.1 Purpose of the Report 

The annual report of the PSSL is intended to report on the 

Library's activities and progress in the course of the year.· It serves 

as •. .. . 
· .1 a record of the year's activity ·- · · 

-._. ... 2 an evaluation of the library's performance (both good and had 

parts are documented). 

( ,,-· .. .. .. 
"'-- ... ~ ....... --... 

.-3 a .. means-of measuring progress in the:development of the colle<::-

ti-on and -.reference acti.vity · ~· · ,. , . 
, .. :·· ,. · -.. 4-. a ·means of planning for the next year' s progi:am · and budget 

~5 the supporting document for· any· special. requests (eg. acdommoda-

tion, ·budget, staff etc. ) 

8.1.2 Content of the Report 

The report generally covers areas such as collection size (that 

is, total number of titles and volwnes), totai acquisitions for the period, 

L. types of services offered, the library budget and other pertinent informa·~ 

tion. Attention should also be .drawn to any special projects or services 

offered, as well as to any major meetings or conferences attended by the 

Library staff. While due credit is given to achievements1 sufficient 

nention should also be made of any proplems encountered as this helps 

to plot the proper graph for future development of the library. 

8~ 1. 3 Distribution 

The report is nonr.a.1111 meant fQr the use of the members of the 

Library Committee and distributiQn i~ therefore restricted to it. A copy 

is kept in the Library's files for refe:rence purposes. 
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g__ Budgetting and Financial Monitoring 

The ;FSSL as of now, does not formally sabmi t a budget to t!\§'._Jrj.~~ 

Committee. This is because both sponsoring institutes provide separately 

for the functioning of the library and certain expenditures are charged 

to one or the other sponsor depending on an agreed formula adopted 

earlier on for sharing out costs. According to this formula, all 

purchases which have•to be made outside the country are charged to RIPS 

L: while all local purchases (including furniture etc.) are charged to 

ISSER. Again by this formula, certain members of staff are chargeable 

to ISSER and others to RIPS. 

The library ho~ever monitors its own expenditures and maintains 

separate accounts for the two Institutes so as to ensure adequate levels 

of finances for operation etc. 

The arrangement whereby costs are shared ~b has worked very well 

and thus allowed tae Library much room to develop. 
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8.3 The Library Committee 

8. 3 .1 Functions and Duties 

The Library Committee's major function is to advise on the proper 

functioning of the Library ensuring that funds and other resources are 

properly appliedo 

8.3.2 Membership of the Committee is restricted to representatives of 

the two sponsoring institutes. 
I I 

'-' 8.3. 3 Frequency of Meetings 

The Committee meets once quarterly. 

8.3.4 Conduct of Meetings 

Committee meetings are called by the. Director of ISSER who 

serves as Chairman ; the Librarian's position is that of Secretary/ 

Member, Speciai meetings may be called if required. 

8.3.5 Agenda 

The Agenda is drawn up by the Librarian (in consultation with 

\.._· the Chairman) and is circulated at least 7 days in advance of the 

meeting. 

8.3.6 Minutes 

Minutes of the proceedings a:i:-e recorded by the Librarian and 

typed by one of the Library's typists. They are circulated to all 

nembers of the Conunittee, whether present or absent at the meeting. 

A copy is filed by the typist in the Library's files in the workroom; 

a copy is also kept in the Librarirua's office. 
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8.4 Staff Meetings 

8.4.1 FrequenC'.~ 

Staff meetings are called and presided over by the Librarian 

once each month, customarily on the last Friday of each month. 

8.4.2 Agenda 

The topics to be· covered are determined and compiled into an 

Agenda by the Librarian. Staff are encouraged to raise issues of 

L' concern to them at the end of the meeting. 

8.4.3 Minutes 

Minutes of the meeting are recorded by the Library Assistant 

and typed by the typist. They are filed by the typist in the Library 

Files in the Workroom. 

I v 
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9.5 Library Workplan and Schedules 

9.5.1 Daily 

.1 Every morning the date due stamp is changed to the date two 

weeks away • 

• 2 Every morning the number of hooks borrowed the previous day 

is recorded in the circulation statistics notebook • 

• 3 Every afternoon the books that have been used in the Reading 

Room, Lending Room and Documents Room are reshelved. 

I 

~· 
.4 Everyday, the Assistant Librarian marks out articles in 

local dailies for the Newspaper Clippings File. 

a.s.2 Weekly 

.1 Every Friday afternoon reminders are sent to readers who 

have failed to return their books on time • 

• 2 Every Monday morning the ca:t;d catalogue is reviewed by the 
' Librarian/Assistant Librarian. Cards that have been filed 

above the rod during the previous week are che:Cked, 

I · COrrected if necessary, and dropped into the drawer. 
~· 

.3_ once every month, on Tuesday afternoon, the Senior Staff 

meets to discuss reference questions, reference books, and 

cataloguing decisions. 

8.5. 3 Monthly 

.1 At the end of ev~ry mo~thr circulation statistics are 

totalled and recordee.,in the circulation statistics notebook • 

• 2 A general st£ff eta1f meeting is held usually on the last 

Friday of each month • 

• 3 The periodical shelvElf; are put in order on the last Wednesday 

of each month • 

• 4 The book shelves are put in order last Monday of the month • 

• 5 The Reprint Files aa pu'l: in order last Thursday of the 

month 
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8. 5. 4 Every Two .Months 

.1 The accessions list is compiled • 

• 2 The scanning sheet is compiled. 

8.5.5 Quarterly 

.1 Meeting of the Library Connnitt • 

• 2 Review collection and place order with Blackwell 9 s for books 

.3 Review and prepare workplan 

8.5.6 Semi-Annually 

I 
.1 Weeding of Reprints Collection 

~· 
.2 Review subject section of card catalogue in the light of 

standardized filing rules, and new subject terms 

.3 Review photocopies of journal articles in the General Reprints 

Files, to weed out duplicat~s created by the new journal back-

files acquired 

8.5.7 Annually 

.1 The Annual Report of the Library is prepared and submitted 

to the Library Committee at the end of each fiscal year 

.2 Compile comprehensive list of back issues required to bring 

holdings up to date 

.3 ritaw up list of curreht subscriptions' to b~ started in JahUary 

(each year) 

.4 Review author section of card catalogue in the light of new 

rules and regulations for filing 

.5 Review title section of card catalogue in the light of standar-

dized filing rules 

.6 Inventory periodicals collection ; update Kardex 

.& Fumigation and sprayi3q of books. 

8.5.8 Every 2 years 

.1 Stock-taking (i.e. i:riventory of the whole collection) 
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8.6 STAFF AND DUTIES 

The staff of the PSSL and their duties are outlined below. Each 

staff member is assigned work according to his status and professional 

competence. A.lthough specific areas of responsibility are assigned to each, 

all staff above the level of messenger or typist is expected to be 

generally familiar with the overall organization of the Library and its 

collection, the location of materials, and to be able to assist a reader 

in signing out a book and in fiding a specific title required. 

8. 6.1 Head Librarian, Librarian grade 

Responsible for the overall operation of t.~e Library. Supervises 

and; allocates work. Assigns service, collection development programs, 

initiates and assigns special project. 

Prepares to institutes and insures that service and collection 

are in air:cr·~..:i with activities of these institutions. 

Participates in international and national efforts toward improved 

transfer of social science and population information. 
I v Retain final authority for selection of materials and equipment, 

preparation of the Library Guide, foPTtulation of policies, development and 

.implementation of Wo:r:'kplan~, calliug of staff meetings and Library conunittee 

M=etings, personnel, budgeting and monitoring of expenditures. 

8.6.2 Assistant Librarian 
l 

Responsible for direct daily su?ervision of staff work, is capable 

of substituting for the Head Librarian when reqvjren. 

Responsible for prelimina~ scanning for selection of materials, 

development of subject access te -th~ collection, in-depth reference work, 

implementation of the workplan, or·1ciri.ization .of the collection and classi-

fication, and special projects as r~Jquired. Deals with aspects of personnel 

matters on behalf of the Libra:ria.n. 

- -------·~-- -·--- __ _oL __ _ 
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8.6. 3 Libr~ry Assistant Grade I 

Responsible for descriptive cataloguing of all materials, regis~· 

tering readers, conducting tours, providing directional reference assistance, 

checking of catalogue card stencils, searching of new acquisitions and 

suggestions for purchase, general maintenance of the card catalogue,(Does 

preliminary filing of catalogue cards above the rod ) , accessioning books 

and reprints, binding or periodicals, assisting readers in checking, 

supervising the typists and messengers, and other duties as required. 

8.6 .4 Library Assistant Grade II 

Shares responsibilities with LA I in descriptive cataloguing of 

materials, searching of new acquisitions, providing directional reference 

assistance, circulation services and record-keeping, and is in charge of 

the maintenance and access of the U.N. Documents collection, and other 

duties as required. 

8.6.5 Department Assistant 

Assists in checking in of new materials, descriptive cataloguing of 

all materials, searching of entries £6~ books in the NUC, and in helping 

readers to check books out of the Library. Is responsible for care and use 

of library equipment such as the minigraph and photocopier, technicai 

processing of materials, labeling, paSting and stamping, and other duties 

as required. 

8.6.6 Messenger 

Assist readers in the Readin~ Room. Is responsible for dusting o~ 

t.;e·oollection, cleaning of the Library, reshelving materials after use, and 

other duties as required. 

Acts as the "odd jabs man" of the Library. 

8.6.7 Typists (2) Clerk/Typist ~rade 

Responsible for all tytiin1 ln the Library, including correspondence 

and reports, catalogue card-~tenclls and adapting catalog cards, book sugges 

tion forms and order slips, 2:ddi119 terms and entries to the name and subject 

authority files, and other Cuties as required. 

---- --- --- -
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PSSL STAFF WORK SCHEDULES - Job Descriptions 

PRqFESS~ONAL :t 

Administratration of the 
librax-Y · 
Selection of books, 
reprints, periodicals, 
docs. etc. to be added 
to ·stock. 
Building up of docu-· 
roent collections etc. 
Responsibility for work 
in the Docuinents Rm. 
Budget, annual and other 
reporting etc. Current 
awareness services incl. 
SDI, ctirrent contents 
lists. etc. 
General supervision 
and tl: a.ining of sta.ff 
(including abstratr~s 
etc.) 
Lxchange/Inter-I.ibrary 
loans 
Subject cataloguing 
(i.e. indexing) incl. 
thesaurus maintenance. 

_Special Project 

- PID~A 
Training of abstra-
ctors and others 

• Final editing 
• Journal categoriza-

tion 
• Overall supervision 

and responsibility 
for journal(PIDSA 
Abstracts) 
preparation of 
manuals, training 
materials etc. 
Link network etc. 

PROFESSIONl\L II 

Checking of cataloguing, 
classi. of books etc. 
Stibject cataloguing 
(i.e. Indexing) 
P;. ·3parc-.tion of. Specia-
lised bibliographies 
including Reading Lists 
etc. 
Responsibility for the 
Reserve Book Collection 
Reference assistance 
Overall supervision of 
work on the Reprints 
collection. 
Lending run.ii.e •. super-
vise shelving circula-· 
t~ons) . 
Supervision of Junior 
categories of staff and 
preparation of duty 
leave +ester and Library 
stores. 

§pecial Project 
• ,PIDSA 

Indexing 
Editing(intertnediate) 
Respon. for p~epa:ta­
tioh of Subject Index 
(English) 
Referral assistance 
for PIDSA 

: ' 

PROFESSIONAI, III 

Catalogtting and class 
of books; docs. etc. 
Analytical cataloguing 
Preparation of Scanning 
sheet. 
Responsibility for the 
building up and mainte-
nance of the Newspaper 
Collection 
Reference assistance ~ 
upervision of work in 
the Reading Rm. 
~upervises the prepara-
tion of the accessions 
list 

Special Project 
- PIDSA 
• Packaging of docs. 
(incl. hibliog. descrip~ 
ti on) 

.Distribution of work to 
abstractors. Follow-up 
on work 0~1 abs~actors. 

.Checking of abstracts. 

.Respon. for preparation 
of Author Index 
Responsibility for 
1'lewsletter 
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PSSL STn.FF WORK SCHEDULES ~ Job Descriptions 

SENIOR LIBRARY ASSISTANT 

Descriptive cataloguing 
(checking in NUC etc. 
supervision over ordering 
processes i.e. general 

~ supervision over techni~ 
cal processing 

~ Maintenance of order file 
ere. 
Preparation of accessions 
lists at once every two 
months intervals. --· 
Accessioning of hooks. 
Tracing of books :for order-
ing and checking of 
invoices. 
Bindery preparation -
supervision 
Technical processing -to 
supervise typing of 
catalo911e s~~nciis. cat. 
cards, adaptation ~of 
cards 
Fiiing of cards in card 
catalogue 
Supervision of shelving 

SJ2ecial Project 

- PIDSA 
• Maintenance of master 

card file, subject and 
other index files and 
coordinate index. 

TPANSLZ\TOR 

Responsibility for all 
translation work: F.nglis. 
to French 3 French to 
English, and for Spanish 
where necessary. 
Abstracting of French 
docs. 
Editorial work. 
Indexing of all French 
r,an~. docs. 
Assist. especially in 
~he prep. of the French 
~hdex. 
Assist in the identifi-
cation of French lang. 
docs. 
Edit. French version of 
the PIDSA Newsletter. 
Other special projects as 
may be prescribed from 
time to titne. 
Mil.iling list 

LIBRARY ASSISTANT 

In charge of the Documents 
Room 
Re.f erence services connec-
ted with the Documents 
Room. 
Haintenance of Kardex 
and updating of records 
etc. on docs. and other 
materials in the Docs. Rm. 
Preparatiori of temporary 
guides to the document 
Generally assist in 
the classification of 
documents in the Docs. 
Room. 
Filing of cards 
Sf!elvihg 

' . 
Special Project~. 

·~ PJ.DSA 
r~ssist ME with French 
language translations 

• to be responsible for 
the preparation of cards 
for the Coordinate Index 

• updating and maintenance 
of PIDSA mailing list. 
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PSSL STAFF WOP.I< SCHEDULE Job Description 

CLERK/TYPIST 

Serve as clerk/typist for 
the library 
Secretarial duties 

Opening and maintenance of. 
office records etc. 
Type order, suggestion 
and catalogue cards 
Adapt catalogue cards 
Type spine labels 
Shelving 

ppecial duties. 
~- PIDSJl. 
• Typing of master 

cards: author carc1.s 
other duties to be 
assigned 

DEPARTMENTnL nSSIT. 

Circulation duties - doing 
recalls etc. 
Maintenance of statistics 
on issues, readers etc. 
Shelving of books 
control of reserve collec-
tion 
Registration of readers 
P.ack~up r.eference assist~ 
ance e.0. photo-copying 
~csponsibility for stock 
Roorn (downstairs) 
Supervise duplicatinq 
services 

Special duties 
., PIDS.i\. 
• photo- copying (main~ 

tain proper records) 
• mailing list and mailing 

]-1ESSENGER/f. 

Cleaning and dusting 
of books and other 
library materials 
Cleaning and proper 
maintenance of library 
premises. 
Run errands on behalf 
of the library. 
Help in the shelving 
of books 

JA 
·.:..-take charge of: the 

tending Rooir.. 
Circulations duties ·-
doing recalls, 
registering readers 
etc .• 
Maintenance of statis~· 
tics on issues~ readers 
etc. 
control of reserve 
collection 
Shelving of books 
collection and distri~ 
bution of mails 

F.KE 

Assist l\PK in technical 
processing. Run catalo·· 
gue cards wh~n required 
and other related 
functions. 
Labellin~ of books. 
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9 SPECIAL PROJECTS 

9.1 The Population Information and Documentation System 
for Africa (PIDSA) 

In 1976, the PSSL took part in initial discussions towards the 

establishment of a world-wide population information system. Follow-

ing upon this, the Regional Institute for Population studies (RIPS) 

actively pursued the possibility of establishing an information and 

documentation system in the African Region with a view to improving 

the flow of population information in the Region. Since RIPS itself 

is involved in teaching and research, the need for a constant flow 

of population information on the various countries it caters for, had 

been verx_ greatly felt. 

Accordingly, in 1978v a formal proposal was submitted to the 

International Development Research Centre {IDRC) , Ottawa, Canada 

seeking funds to establish PIDSA and this was approved. 

PIDSA cv.rrently produce~ -

9.1.1 1Pll:SA Abstracts' - an abstracting arid index journal published 

twice a year in English and French. Each issue contains more 

than three hundred citations ·and informative abstracts and is 

widely distributed throughout the Region to policy makers, 

planners and researchers. 

9.1.2 1 PIDSA Newsletter·•·- an irregular, bi-lingual newsletter 

aimed at informing 'il\terested persons ab'out developments with 

the project. 

9 .1. 3 Document delivery se:r.-vice ·- in order to ensure that users 

of PIDSA have access to documents cited in the journal, PIDSA 

offers document deliV·:1JY back-up service. Users within the 

African region may request for free, a specified number of 

documents in the journal provided suah documents are not 

classified, restricted, confidential or printed for commer-



135 

cial distribution. 

9.1.4 Training - in an attempt to help raise the general standards 

of personnel involved in the acquisition, processing, storage 

and retrieval of population related materials, training seminars/ 

workshop are organized from time to time. 

9.1.S Training and procedures manuals these are prepared in order 

to assist in maintaining common norms and standards in bibliogra-

phic work in the population field. PIDSA has already produced a 

procedures manual. 

9.1.6 Networking a way to ensure consist~nt procedures and sharing 
I 

of experiences etc.is to operate.within the network concept. 

PIDSA is seriously pursuipg this goal. 

PIDSA is progressing very well and there is no doubt that it 
~ ...... . 

is fulfilling an urgent need in the Region as far as p0pulation 

in~0~q.t!9I_i~·-end .. documentation goes. For more :itn'f':Ofuation about 
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