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DUTIES AND RESPONSIBILITIES




Outline Structure for Support Staff in Educational Technology

!

The purpose of this diagram is to provide a framework within which detailed decisions about the tasks, training and careers of educational technology support staff can be takgn. :

: Edubaﬁonal Technologist

Operate simple learning materials retrieval system. Make simple learning materials from instructions. Carry out clerical/administrative procedures.

1

LOCAL

AUTHORITY ON-THE-JOB COURSE

X ,
| )
Leaming Resources Ancillary (Part Time)

Frequently un-trained. Tra nsport and set-up av equipment. Exterior cleening of equiprent, changing lamps, plugs. Reprography operation. Mou_nt stides. Make recordings of radio/fiv broad-
casts. Keep stocks of equipment, learning materials. Typing, clerical work. ;

@ET Council for Educational Technology, 3 Devonshire Street, London WIN 2BA Telephone: 01 -636;1186

4

wat
- [1 N i . , Other -
-t L?J Teaching/learning methods speciatist. From teaching experience: knowledge of learning materials development, product?on pnd t_\ar_\dhng. Knawledge'of equipment n_aquurer'nents..D.Bﬁgn. develop routes
% - end control appropriate 1eaching/tearning systems to meet the objectives of the institution and the teaching style of subjecthWClallst colleagues. Design and operate in-service training courses for ‘
ofessional colleagues. Staff control. : l
o - pr )
= i :
oy — !
Lo CONG COURSE K xS
0% Librarian ‘ Leaming Resources Officer Audio-Visual Engineer ;
E = From library experience: advise institution on and control From teaching experience: ?dvise lrst_itutlon on purchasing, ] Advise Institution on need for, design, Purghase. instaliation ;
< selection, scquisition, recording, retrieval and dissemination - | production and use of learning materials and need for appropriate and control of all 1ypes ota—v commumca'gon systems. Other ,F
= of il forms of recorded information and ideas, Budgstary sauipment, Devise and operate necessaty systems, Capable of -Capable of inservice training of teachers, Budgetary and routes ;
~ and Statf control. { in-service training of teachers. Budgetary and Staff control, Staff control. . ; ;
¥TRST DEGREE. y 3 i y.N ]
14 - o _ n
3 L.eaming Resources Technician (Advanced) Audo-\f,sual Service Technician }
@ Materials specialist. Aware of educational principles behind production and use of materials, Able _ Equ'l.pment specialist. Operation and thi rd_line Tafp}enance including rfi_auh-;;\idmg and
_ > 2 10 produce learning materials in & variety of media, to a high standard. Able 1o advise teachers on Tepair of alljypes of av equipmgnt including television and reprographics. Able to. 4 From le.q.)
w o design of learning materials. Competent photographer able to process colour film, Competent modify equipment to meet spgc!a1 needs: Able to demonstrate operation of equipment electrical |
> &‘ operator of TV equipment, Able to 1ake administrative responsibility for materials cataloguing :fa;feacm ng s‘,_taff. Able to .admnmster equipment maintenance service and supervise junior engineering ;
it} - and retrieval system. Supervision of junior statf. . ; ot radiojv *
z @ ; . i servicing
< [ _TEC HIGHER CERTIFICATE/DIFLOMA r X ‘; A !‘
9 i :
Z ' :
X . . . . - | ‘
o . { Leaming Resouroes Technican _ ‘
= Lae 1 As Learnin i i : d 1 i f equipment. Assessrnent of most sppropriate reprographic technique for particular task. Operate otfset- ,
9 Resources Assistant, but in sddition: capable of second line maintenance of eq sip ! ! e nic techn ) ; ‘
g * 1 litho. Simple photographic processing. Knowledge of different types of cataloguing and retrieval systems. Make aud|9 and video recordings of live situations. Basic knowledge of learning { me.(evg_j
w materials design. Stock control. : ﬁgﬁgﬁi stions
par ;
",.L" . ! ’ or printing
E TE£.C CERTIFICATE/DIPLOMA y N :
e 1_
S -:
{
B Leaming Resources Assigtant :
W Operate 8 equipment. First-line maintenance of equipment. Reprography operation. Take simple photos, mount stides. Make recordings of radio/tv broadcasts. Maintain learning materials.

Please read the notes below before
attempting fo use the diagram.

1. Inanattempt to reduce the confusion which
currenly arises from unsystematic use of job
names, new names are proposed which represent
more adequately the work undertaken, and
indicate the level of work involved.

2. The tasks listed under each job title are
indicative of level, they &re not intended to be
exhaustive {this is especially important at
professional level, wherte detailed study and
definition has not been attempted). Tke more
detailed specification of jobs requirerd 10 support
individual appointments will need 1o si:e carried
out by potential employers themse'ves.

3. Itisnotsuggested that ever y member of
support staff employed will be recuired to
perform all the tasks listed, only titat these are the
types of tasks to be performed at ¢ :ach particular
level. {

4. Thequalifications shown betv.veen the
various levels of the structure are intended to
indicate the fevel of training required t 2efore the
person involved could undertake the ta; sks
described. 1t is not suggested that the sp, =cific
quatifications namedare the only ones ap, Jropriate.
The question of appropriate course conten,* for
the training of support staff is being conside red
by CET. .

b.  Personnel development/promotion rou tes
are indicated by the arrows. It is fot sugaestec]
that these afe the only promotion routes;
especially in regard t0 movement between
technician and professional fevels, where staff w/ill
most frequently enter by other routes. It does
however indicate a possible career siructure.

B.  The highly specialised posts sometimes
“ound in higher education are omitted from the
“ructure {e.g. scientific photographer, medical

tist) since the level of their employment is
ready well established, and the educational
.Jalifications required for these appointments
can be readily related to the Tevels shown in the
structure.

7. The following definitions of levels of
servicing are used:—

FIRST LINE SERVICING:

Clean equipment (external dusting, lenses,
VTR/VCR and audio recorder heads). Replace

fuses, lamps, batteries. Re-wire plugs and external
leads. ;

SECOND LINE SERVICING:

. Dismantle simple a-v equipment {slide projector,
‘overhead projector, audio tape recorder), identify

mechanical and simple elactrical faults {use multi-
meter). Repair simple internal faults, test mains -
and earth connections, insulation, replace internal
wiring. Lubricate mechanism, replace worn belts.
Make up ex}ension leads. ‘

THIRD LINE SERVICING:

Strip down| fault finding and repair on all types of
equipment,including television. Usa of full
workshop facilities and test equipment.

s
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NON-PROFESSIONAL DUTIES IN LIBRARIES

[from Professional and Non-professional Duties in Libraries, 2nd ed.1974]

1.

32
- 33
34

35
36
37
38

39

40
41
42

43
44
45
46
47

79

80
81
82

83

84
85

105

106 -

107
108
109
4,
128

129

General Administration

Book-keeping and accountancy work

Compiling statistics and preparing graphs and charts

Receiving and distributing in-coming mail and despatching out-
going mail '

Routine correspondence

Filing correspondence and care of office files

Taking minutes of meetings

Taking and transcribing dictation. Typing. Duplicating. Micro-

.filming, photocopying, photography, operation of data processing

machines

Handling consignments of books and supplies. (for records of
books, see para. 182 - Maintaining stock records)

Purchasing supplies and equipment. Controlling supplies and stock
Taking supplies and equipment inventories

Maintenance of buildings and grounds, office and audio-visual
equipment, vehlcles, etc.

Supervision and control of reading rooms and other public rooms
Operating telephone switchboard and telex

Receiving callers (1i.e. reception)

Messenger services

Driving library vehicles

Personnel Management

Administrative and clerical functions involved in recruitment,
appointment, promeotion and retirement

Training of junior non-professionals

Staff reporting and efficiency rating

Glving advice and assistance to improve work performance
Preparing timesheets, work shedules, leave and vacation records,
etc.

Maintaining personnel records

Keeping minutes of staff meetings, joint consultation meetings,
etc. ) ' '

Public Relations

Keeping publicity records and statistics
Storing and maintaining publicity material
Preparing publicity material for distribution
Distributing publicity material

Maintaining mailing lists

Selection and Withdrawal of Material

Checking in catalogues of simpler items after provisional
selection

Writing order cards from marked prospectuses, lists, journals,



5.

143
144
145
146
147
148
149
150

153

etc. after final selection
Acquisition and Disposal of Material

Keeping acquisition budget records

Handling material for book selection

Routine correspondence with suppliers

Soliciting and acknowledging gifts

Work relating to exchange of material

Using ordering systems, the receipt of accessioning of materials
Maintaining checking records of serial publications

Disposal of material

Cataloguing, Classification and Indexing

««» The extent to which professional and clerical duties arising
in the catalogue department can be segregated and assigned respec—
tively to professional and non-professional assistants will depend
largely on the size of the library, the volume of cataloguing

"involved, the method adopted of reproducing entries and the form

183
184
185

186
187

188
189
190
191
192

[193
1195

(197

of catalogue]

Cataloguing and Classification
Ordering printed cards

Simple descriptive cataloguing
Allocating author marks

Indéxing

Writing entries
Assistance with proof-reading of indexes to be published

Physical Production of Catalogues, Lists, Bibliographies

Producing catalogue entries, etc.

Processing of added copies

¥iling cards and catalogue maintenance

Despatching cards to branches, union catalogues, etc.,
Maintaining work records and statistics

Production, Preparation, Conservation, Housing and the Haﬁdling of
Material and Associated Equipment

In-house production. ... non-professional and technical staff
will be involved with the production and distribution of such
publications] o _ ' : _

In any library, policy on conservation and choice of method will
be work at a professional level; routine supervision could well be
skilled non-professional work ...]

It is essential for all library staff to be familiar with the
variety of materials held by the library, and the equipment
assoclated with them, Librarians should ensure that regular
training should be given to the staff to update their knowledge as
new media and equipment appear on the market. Those members of
staff (both professional and non-professional) who have contact
with readers should have especially rigorous training in using

2



213
214
215
216
217
218
219
220
221
222
223
224
225
226
. 227
228
229
230
231
232
233

249
250

9.

[253

260

261
262
263
264
265
266
267
268
269

270

271
272
273

equipment to which readers may have direct access, eg COM
catalogues, photocopying machines, tape cassette players, back-
projection film units ... non-professional staff, on a day-to-day
basis, should be capable of explaining basic procedures and the
use of equipment.]

Applying ownership marks, labels and security devices

Making or affixing covers and containers

Lettering and labelling

Reinforcing and simple binding

Mounting prints and cuttings

Maintaining loose-leaf works and carrying out amendments to books
Cleaning and treatment for preservation

Making minor repairs

Preparing materials for binding

Packing and unpacking material ‘

Inspecting items returned from binders

Maintaining binding records

Shelving and filing

Fetching material from shelves for professional staff and readers
Checking order of material in the shelves or in files:

Keeping shelves tidy

Preparing shelf and other guides

Relocation of 1library stock

Cleaning of shelves and stock

Carrying out stocktaking

Maintaining audio-visual and other equipment

’ Information Work and Assistance to Readers

Recording statistics and maintaining records of use
Locating simple bibliographical information

The Lending Function of Libreries

Although the planning of the necessary procedures is professional
work, actual registration and recording of loans and circulation
details is non-professional in character ...}

Registering or re-registering users or borrowers may involve
glving advice or assistance in filling in the form correctly and
explaining the rules. When the registration form has been com-
pleted the borrower's card, or tickets or any other registration
records kept by the library, are made from it

Explaining lending rules

Maintaining registration records

Setting up the service point

Issuing, renewing, reserving, receiving and discharging material
Inspecting special books and examining other material returned
Circulating periodicals :

Reserving books

Receiving and recording money

Identifying material overdue and issulng overdue notices
Requesting and returning inter-library loans

Maintaining inter-library loan records

Maintaining records of postage and other carriage charges
Collecting and recording statistics, and compiling data for
reports '
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' INTERMEDIATE GRADE DUTIES', BASED ON THE LIBRARY

ASSOCIATION'S LISTINGS (1974)

General Administration

Supervise and control reading rooms and other public rooms
Supervise service points and work of junior staff

Compile statistics, prepare graphs and charts

Maintain files of correspondence and documents

Book-keeping, accountancy work

Select and purchase supplies and equipmnent. Control supplies and.
stock , '
Maintenance of buildings and grounds.

Personnel Management

On-the-job training of junior staff

Giving advice and assistance to improve work performance
Maintaining personnel records

Preparing timesheets, work schedules, leave and vacation records
etec.

Assist in induction training of non-professional staff

Public Relations

Maintaining awareness of local user-group interests
Scanning local publications

Recelve visitors

Designing and producing publicity materials

Arranging for the distribution of publicity materials
Participating in professional activities, read professional
literature as appropriate

Maintaining and updating mailing lists.

Selection Acquisition and Withdrawal of Materials

Provisional selection of books, based on knowledge of user needs
Checking of selected items in catalogues

Keeping acquisition/budget records

Handling material for book slection .

Using ordering systems, the recelpt and accessioning of materials
Maintaining checking records of serial publications

Provisional selection of stock for withdrawal

Cataloguing Classification and Indexing

Simple descriptive cataloguing and classification
Allocating author marks

Simple subject indexing

Data preparation for computerised systems
Producing catalgoue entries etc.

Filing cards and catalogue maintenance

Recording withdrawals
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Production, Preparation, Conservation, Housing and the Handling of
Material and Associated Equipment

Inspecting newly acquired items

Preparing specifications for binding and repairing
Designing and maintaining binding records

Preparing materials for binding

Checking binding before despatch and on receipt
Supervising upkeep processes

Preparing shelf and other guides

Maintaining audio-visual and other equipment (hardware and
software) _

Check and place orders for new material

Information Work and Assistance to Readers

(<Al U, I R PR S

O 00~

Explaining the general arrangement and resources of the library
Assisting readers to locate and select materials

Answering simple enquiries

Keeping in touch with the interests of users

Locating simple bibliographical information

As one most in touch with readers, aid book selection and stock
contral

Scan incoming literature

Providing information on books, authors, publishers, booksellers
Participation in the planning of displays, exhibitions etc.

The Lending Function of Libraries

WM

QOWwWoo

Interpreting rules

Records and forms

Setting up the service point

Supervising inter-library loans; routing of requests
Maintaining inter-library loan records

Reserving books. Create short-term "special collections" as

-required

Circulating periodicals

Collecting and recording statisties, and compiling data for reports
Local regional and national inter-library lending and co-operation
Maintain mailing lists. :
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1.IST OF KNOWLEDGE AND TASKS NOTED IN THE 1962 REPORT

Local knowledge
3, 1,22,
Hicrarchy and organization of
staff,
1,3,4.
Topography of library.
1,3,4,17.
Lay-out and sequencc of book-
stock.
2,3,4,7,19,21. ‘
Sc0pc and contcnts of bookstock.
4(b), 6.
Comparative rarities of book-
stock.

3,8,9,10.
Individual readers.
L 3,4, 8,9, 10, 16, 20.
Use madc of library.
11,12,

Staffing and the division of work.

13. 14, 22, '
Modifications of catalogue code.
13, 14.
Modification of clasmﬁcauon
. scheme, .
1,2, 3,15 16, 21,
Rccent additions to library.
1,317

Comparative size of various sec- -

“tions of stock.

ON IN-SERVICE TRAINING

Specific tasks

1. Shelving returned  and new
books.

2. Stamping and c¢lass-marking
new books,

3. Receipt, routeing and filing of
periodicals.,

4. Finding books for (a) readers,

- (b) inter-library loans.

S. Unpacking parcels of inter-
library loans, cte.

" 6. Maintaining mler—hbrary loan

records,

7. Checking NCL and BNBC lists.

8. Maintaining borrowers® register
and statistics of issues.

9. Completing recall cards, “now
available’ cards, elc.

" 10, Answering general enquiries.
- 11. Transmitting (after recording)

moredifficult enquiries to senior
staff,

12, Receiving telephone enquiries

{and a5 10, 11).

13. Arranging catalogue or shelf-
list cards,

14. Copy-typing catalogue or shell-
list cards,

15. Elementary  cataloguing by

copying entry from BNB, CBI,
Biblio, etc.
16. Preparing binding records.

17. Stencilling shelf labels and other -

guides,

18. Alteration of titles in penod:cal
files,

19. Routine  amendments to
reference books.

20. Local diary entries.

21. Simple bibliographical checkmg

22, Filing catalogue entries *‘on
rods™, for subsequent checking.

" 16.

General knowledze
1,2
Knowledgs of authors and titles
(also increased by most other
tasks).
3,18.
Frequency of issue, format. titles.
» 1.
Inter-library co- opcrauon
7,13, 14, 22,
Use of a catalogue, References,
Alphabetizing and filing, guide

cards.
8
Admission and registration of
readers,
10, 19.

Scope and contents of‘ reference
books.
12
Relations with other Ilbrarlcs
1,3, 14,21,
Bibliography of special subjects.

- 13, 14, 22,

At least one classification scheme.
13, 15, 18, 21, 22,
At least one cataloguing code.

Physical make-up of the book.
17.

Relauons between SUbJCClS



FOSKETT'S SYLLABUS OF 1961

(L.A. Ref. 2a 340/31, dated 13 March 1961)

The Library Association: Library Auxiliary's or Library Technician's

Certificate Syllabus

Four 1¢ hour papers.

Paper 1. The National Library Service. National l1libraries; academic -
and university libraries; government and special libraries; publie
libraries. Public relations. The National Central Library and inter-
library co-operation. Assoclation for libraries and librarianms.

Paper 2. Library Organisation. Government and control of libraries;
departments and branches. Regilstration of readers. Loans,
reservations, overdues and their records. Statistics. Staff and
division of work. Statlionery and stores, supplies and records.

Paper 3 . Provision of library materials. Methods of selection and
ordering: books, periodicals, non-book material. Periodical records.
Preparation of those materials for use. Book repalr and maintenance.
Binding and replacements. Some well-known reference books,

Paper 4. Arrangement of library materials. Catalogues and book lists.
Shelf arrangement and display. The use of classification on shelves
and in catalogues. The arrangement, shelving and classification of
special materials, Forms of catalogue, internal and external.

Some sample questions for the proposed Library Auxiliary's Certificate.

Paper 1. The National Library Service

l. Write notes on three of the folldwing:_

The British Museum Library;

The National Central Library;

The Patent Office Library;

The National Lending Library for Science and Technology.

2. Describe how you would make known to readers the services offered
by your library.

3, Discuss briefly‘how the functions of publie, special and
university libraries differ from each other.

4., Name twe national and two international associations connected with
: libraries. What are their main activities.

"Paper 2. Library organisation
1. Describe how readers are registered in your library.

2. Describe two methods of recording loans. . Which would you prefer
for you library and why?



3. How does you library deal with overdue books? Do you think a
system of fines is useful?

4. What statistics do you keep for three of these:
(a) Reservations; {b) Books and periodicals issued to readers on
loan; (c) Number of registered readers; (d) Amount of money spent
_on books, periodicals and binding; (e) Amount of money spent on
Staffo

Paper 3. Provision of libréry materials

1. Describe the procédﬁre used in your library for book orderihg.

2. How does your library deal with the ordering, receipt and
circulation of periodicals?

3. Describe the problems involved in storing pamphlets and reports.
What do you think is the best way to deal with them? :

4. Where would you look for the answers to these questions:

Times of trains; Age of a famous man; Name of Bodley's Librarian'
Population of Nigeria; Information about Captain Cook?

Paper 4. Arrangement of Library materials

l. What is (2) a card catalogue, (b) a sheaf catalogue? Which do you
prefer and why?

2. What is {a) a dictionarj catalbgué;.(b)'é classified catélogue?
Which do you prefer and why?

3. What are the problems involved in the arrangement by subject of the
following: : :

(a) Pamphlets: (b) books of different sizes?

4. How does your library tell its readers about newly added books?



'LIBRARY ASSISTANTS' CERTIFICATE
F. J. BUNGAY, 1963 .

Draft Qutline: Course of approximately [25] instruction sessions,
each of two hours' duration. It is suggested that a break of 10-
15 minutes between each l-hour period be made. Each complete
session would occupy one half-day release period for library
staff, allowing average travelling time to the college or library,

PART 1. LIEBRARIES: A GENERAL INTRCDUCTION. 5 sessions.

Content:
Libraries: types and aims., Co~operation. The control of
libraries, their governing bodies and their sources of .finance.
Broad organisation; e.g. Department and Branches., Library

staffs. Division of work. Public relations. Qualities required
of a good assistant. '

PART 2. LIBRARY MATERIALS AND THEIR ARRANGEMENT. 5~6 sessions.

Content:
Types of materials' examples. (Use of common bibliographical aids
as may be used for checking of simple details).
Arrangement of stock in libraries. Arrangement of catalogues.

Production of catalogue entries by duplication; production of
booklists. '

PART 3. SERVICES AND PROCESSES IN LIBRARIES. - 12-14 sessions.

Content: :
Order and receipt of books and periodicals. Stock records other
than catalogues. Preparation of stock. Stock repair, binding,
transfer to stacks, etc., and the withdrawal processes.
Reglstration of readers;

Circulation processes; book and periodicals.

Reservation processes. Overdue recovery processes,

General Office procedures; post handling; filing; requisitions,
etc. Elementary cash records, Stationery and miscellaneous
requisites., Use of simple office equipment.

khkkkkhkikk

NOTES ON METHODS, ETC.

CPART 1. LIBRARIES: A GENERAL INTRODUCTION:

Method: Talks. :
Visits to one ‘of each of the main types of 1ibraries,
i.e. academic: special: public.
Location: College: selected libraries.
Speakers: Dept. lecturers and librarians

10



PART 2. LIBRARY MATERIALS AND THEIR ARRANGEMENT:

Method:

Talks. .

Demonstration with examples: e.g. using the College
library stock for shelf arrangement; catalogue cards in
class; specimen copies of B.N.B., C.B.I., etc.

PART 3. SERVICES AND PROCESSES IN LIBRARIES:

Method:

Location:

Speakers:

Talks.,

Demonstration with examples, e.g. invoices used in class:
stock actually handled for processing, either in a
library or in class (preparing College library
materials).

Demonstration during 'visits; e.g. use of the Bookamatic
method of St Pancras Libraries.

Use of tape-recordings, etc. handling queries at counters
concerning tickets, overdues, etc. This could well be
done also at Part 1 above; qualities of a good assistant
(how to address and direct people).

College: selected libraries.

Librarians, general. (Note that the term "librarian"
need not here mean a professional person rather it

~implied member of a library staff. Clearly a senior

clerical officer will deal with office procedure. The
term is used for brevity's sake, to distinguish them from
lecturers).

11



THE CITY AND GUILDS OF LONDON

INSTITUTE'S LIBRARY ASSISTANT'S

CERTIFICATE

12



CITY AND GUILDS LIBRARY ASSISTANT'S CERTIFICATE, 1967-1982

SYLLABUS

1. Purpose and function of different types of library: national, univeréity and
college, school, public, special libraries and information bureaux (e.g.
industrial, commercial, learned soclety.government research),

2. Library users and their needs: categories of Ilbrary user: relations between

library staff and users.

3. Organization of libraries: the different departments and their functions; the
functions of the staff and their working relationship with each other; problems
arising from special materials {(e.g. rare books, confidential material) such as

=ontrol of access.
Principles

4, Types of material: description and
explanation of the purpose of each
type.

5. Simple description of sources of
supply and methods of acquisition of
the different types of material; clerical
work associated with book selection.
Methods of recelving and checking
including control of receipt of serials.
Purpose and types of acquisition
budget records. Procedures for
soliciting and acknowledging gifts.
Procedures for exchange of material
with other organizations.

6. Types and purpose of stock

records including accession registers.

"~ Forms of stock statistics. Procedures
for withdrawal and disposal of |
materials; offers to other libraries.

7. The need to prepare material for
shelves; reasons for the inspection of
newly-acquired items; for affixing -
covers, pockets and labels; for
reinforcing, Methods of mounting
prints and cuttings. Procedures for
maintaining loose-leaf works, for

- carrying out of amendments and for
marking of errata :

8. Description of the physical
problems involved in the handling
and storage of different types of
material; methods of overcoming
these problems.

Library Praclice

Demonstration of, and practice in
handling different types of material: -
books, pamphlets, serials, audio-visual
material, computer tapes, maps,
unpublished and semi-published
material.

Exercises in the preparation of orders,
Including standing orders, after
selection; clerical work in connection
with book selection; routine
correspondence with publishers and
dealers; recelving and checking
material into the library, including
controlling the receipt of serials, and
keeping acquisition budget records;
soliciting and acknowledging gifts;
exchanging materials with other

' organizations.

Practice in the maintenance of stock
records including accession registers;
the preparation of stock statistics;
stocktaking. Preparation of lists of
materials offered to other libraries.

lnspecting newly-acquired items;
practice in affixing covers, pockets
and labels; exercises in reinforcing
and simple binding; exercises in
mounting {e.g. of prints and cuttings),
lettering and the application of
ownership marks. Practice in the
maintenance of loose-leaf works,

" carrying out of amendments and

marking of errata,

Demonstration of the physical
problems of handling and storing
different types of material, and of the
methods used to overcome these
problems.

13



Principles

9, Importance of stock maintenance.
Procedures and methods for effecting
minor repairs, cleaning and treatment
for preservation. Binding procedures:
methods of preparing materials for
binding and of inspecting items
returned from binders; purpose and
types of binding records.

10. Description of the arrangement of
stock by subject In different
departments of a library, Explanation
and Iintroduction to the use of
catalogues and classifications,
especially systems of notation, for
finding and replacing material on
shelves,

11. The importance of * good
housekeeping *': procedures for
shelving books and other materials,
including checking and rearrangement
of materlal on shelves. Types of
shelf and other guides; methods of
preparation. The need to keep readmg
rooms In order.

- 12, Simple explanation of the types
and purpose of catalogues, lists and
bibliographies. Methods of preparing
simple author and title catalogues,
including allocation of author marks;
preparation of other catalogues, lists
and bibliographies. The importance
of catalogue maintenance.
Alphabetization, elementary
introduction to indexing.

13. Methods of registering library

users and importance of maintaining

registration records. Simple forms of
directional guidance to users
including use of library publications,
Methods of controlling access to '
libraries; regulations and bye-laws.

14, Loan and circulation procedures.
Methods of issuing, renewing,
receiving and discharging books;
need to examine returned materials.
Procedures for circulating periodicals,
reserving materials, identifying -
materials overdue, and issuing’
overdue notices. Inter-library loans:

Library Practice

Practice in carrying out minor repairs,
cleaning and treatment for
preservation of different materials.
Preparing material for binding.
Inspecting Items returned from
binders. Exercises in the maintenance
of binding records.

Practical exercises in shelving books
and other materials, including the
checking and rearrangement of
material on shelves. Practice in
fetching material from shelves for

" staff and readers. Preparation of

shelf and other guides.

Practical exercises in simple author .
and title cataloguing and in the .
production of lists and bibliographles.
Practice in maintaining catalogues,
sorting and filing catalogue cards,
maintaining work records, writing of
index entries, :

Production and maintenance of
registration records. Exercise in
providing directional guidance {o
library users; practice in using library

- publications.

Exercises in the care of issue desks;
including the issuing, renewing,
reserving, receiving and discharging
of books and the examination of
materlals returned. The identification

. of overdue material; preparation of

overdue notices. Compilation of
statistics of readers and loans.

Fr
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Principles
methods of requesting and
_returning; importance of records.

15. Introduction to the main types of
bibliographical aids, indexes and
reference books in common use,
Explanation of their use by enquirers.
The use of document copying
facllities; brief mention of the need
to observe copyright requirements.

16. Simple introduction to the
preparation of ** Copy " for printing:

-types of proof; explanation of proof-
correcting; relevance of B.S.1216.
Methods of producing publicity
material such as posters, notices
and display work.

- 17. Routine handling of foreign
material and translations: special
problems involved, such as the
existence of different systems of
transliteration; translation pools.

.18. Office practice in libraries:
_ procedure for receiving callers; the
need for telephone and telex .
technigues; methods of handling of
post; routine correspondence and
the use of standard letters. The
purpose of mailing lists; stock
records for stationery and equipment;
cash records, petty cash, fines,
postage. Care and use of simple
office equipment, e.g. adding
~ machines, duplicating machines,
typewriters, simple office printing
machines, document copying '
machines, Simple introduction to the
use of data-processing machines.

Library Praclice

Exercises in requesting and returning
inter-library loans; malntenance of
records., ' :

Exercises in dealing with simple
enquiries requiring the use of
biblicgraphical aids, indexes and
reference books.

Exercises in the preparation of -

* Copy " for printing: assistance in
proof correction. Production of
publicity material, such as posters
and notices, and of display work
including lettering.

Practice in the use of a telephone
switchboard and development of
telephone and telex technique. .
Preparation of standard letters; filing -
of correspondence. Preparation and
maintenance of mailing lists, stock
records for stationery and equipment,
cash records. Practice In the use of
adding machines, duplicating
machines, simple office printing
machines and document copying
machines.

15



CITY AND GUILDS LIBRARY AND INFORMATION ASSISTANT'S

CERTIFICATE, 1983

A, The functions and purposes of libraries and related organisations.

Objectives:

They should be

Funct ion
and

purpose

Types of
library and
information
services

At the end of the course students will be able to describe the
functions and purposes of all types of library and information
centre in outline and those of one particular type (e.g. public,

university,

able to:

Sub-Objective

Describe the function

and purpose of libraries

and information work.

Describe the role,
organisation and
services of
national libraries.

Describe the
organisation,
administration and
function of academic
libraries.

" Syllabus Elements

industrial, speciazl etc) in more detail.

-Practical Projects
Work Elements

Functions of information
work: collecting,
preserving material,
organisation of the
collections, dissemin-
ating the material or
the information it
contains, ,
Objectives of librarianship:
preservation, research,
information, educational

and cultural roles, social -
and culturzl context in

which library services
are embedded. '
The impact of technology.

Finance, scope of the ' Class visit to a
collections, references, national library

lending and biblio-
graphical services of
the British Library,
National Library of

or audio visual

. presentation e.g.

At the Hub (British

Library Tape Slide).

- Programmes for teaching

Scotland, National
Library of Wales,
International compar-
ison.

Class visit to

- academic library/
libraries and use

of avdio-visual
presentations e.g. .
Open University
"Using Libraries:.
University Libraries"
etc.

Featuring Institutions
of Further and Higher
Education and School/
resources centres.

the use of the library,
curriculum demands upon
the library, comparison
with and contrasts
between academic and
other types of library;
cwrent topics and
problems in academic
libraries.
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Other
information
sources

Organization

~and
associations

Sub—Objective

Describe the role,
services and
organisation of
publie libraries.

Deseribe the functions
of special libraries:
the role of the library
or information wnit as
it relates to its
particular business

or industry.

Describe the wider
range of information
provided by individuals
and organizations.

Explain the objectives,
organization and
activities of national
and international '
organizations concerned
with librarianship.

Syllabus Elements

Library legislation,
financing, public
lending right, and
range of services to
community.

The nature of libraries

in Government depart-
ments, newspapers, .
professional
associations and
learned societies,
research bodies and
commercial and
industrial concerns.

" The specific skills and

devices required to
provide direct inform-
ation to the users,
The library/inform-
ation unit as the
central source of
information within its
organisation.

Information and Advice
Centres (e.g. CAB,
Consumer, Housing and

Practical Projects
¥Work Elements

Class visits to
public library,

e.g. branch library,
representative
service areas.

Class visit to
special library/
libraries.

Class visit to
or speaker from .
local information

legal). On line computer centre.

services. Archives.

Library Association,
ASLIB, Institute of
Information Scientists,
School Library '
Association. UNESCO
etc,

17
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meetings and courses.



B. Library operations and routines

' Objectives:

At the end of the course students will be able to deseribe and

explain the principal organizational routines associated with
"library operations and draw up and describe simple procedures for
in-service training of library staff.

They should be able to:

Sub-Objective

Deseribe the functions

Library
‘personnel: of each member/group of
functions staff in contributing
and to the attainment of
management the objectives of the
organisation, '
Explain the major
elements of personnel
policy..
Demonstrate a
practical under-
standing of means.
of communication.
Assist in the
supervision of
areas of non=-
professional
work.
General Demonstrate a
administ— practical understanding
ration of the administrative

" routines, not necess—
arily unique to
libraries, necessary
for the operation
of library and
‘information services.

Syllabus Elements

The roles of each
member/level of
staff.

Policies for
recruitment, .
induction, training
and development.
Contracts of
employment.

Conditions of service.-
Health and Safety at
Work legislation.
Grievance and discip=-
linary procedures.
Trade unions.

Morale and motivation.
Types, forms and
purposes of internal
and external communic-
ation. .
Management styles.

" Consultative methods.

Planning and control
of work loads; work-
sheets.

Delegation.
Timetables.

Accounts,
Statistics and graphs.
Routine correspondence.
Office equipment.

" VDUs and computer

terminals etc.

Use and maintenance.
Supplies and servicing
agreements.
of buildings,
Telephone/Telex.
Office practice.

18

Practical Project

Maintenance

Work Elements

Write job descriptions
for each category of
staff in own section/
department,

Draw up organisational
chart for own
department/organisation,

Draw up training
programme for library
assistants carrying

out basic work in

own section

Summarise main -
provisions of own _
contract of employment.

Write staff instruction
for a routine presently
performed in own
section,

Draw up daily work
sheet dealing with
own section/
department.



"Selection
and with-
drawal of

librarx

materials

Acquisition
and disposal
of library
materials

Cataloguing
classific-
ation and
.indexing of’
Iibrarz

materials

Sub-Objective

Explain the procedures
and criteria used by
professional staff and
the associated routine
tasks involved in

the selection and

withdrawal of materials.
. Withdrawal procedures.

Explain the routines
of acquiring and
processing library
materials for use,
and systems of

"disposing of unwanted

materials.

Explain why library
materials need to be
organised for use

and systematically
recorded for retrieval
and describe the
methods of cataleguing,
classification and
indexing.

Demonstrate the ability
to carry out supportive
routines including

. simple cataloguing

and indexing.

Syllabus Elements

Implementation of
library objectives.
Selection systems.
Guides to new material.
Preparing initial

order records.

Checking existing stock.

Sources of supply.
Net Book Agreement.
Ordering systems
{(including on-line).
Differences arising
with various forms

and types of material.

Gifts and exchanges.
Acquisition budget
records. Accounts.
Accessioning systems.
Withdrawal procedures,
Physical processing.

Classification: purpose
and principal schemes.
Cataloguing: purpose
and ocutline rules.
Indexing: purpose:

and methods.

Physical forms of
catalogues {including
automated systems).

Reproduction of entries.

Filing rules.

19

Practical Project

Work Elements

"Describe sources

used to obtain
materials in own
organisation,
Discover why
different sources
are used for
different types of
material.,

Carry out some
simple descriptive
cataloguing. '

Sort a file of _
cards to demonstrate
understanding of
filing rules.



Issuing and
retrieving

library

materials.

Sub-Objective .-

Describe the routine

necessary to carry out °
" the lending functions

of libraries..

Explain the practical
routines involved in
the production and
distribution of
library publications.

Syllabus Elements

Rules, bye=laws and
objectives.

Registration of
borrowers, Systems of
issue. Reservaticn of
material. Inspection
of material,’ '
Circulation of

journals etc,

Recovery procedures.
Inter—library borrowing,
Function of co-operative
schemes.

Bureau/BLLD procedures.
Security systems. -

Preparhtion of bulletins,

current awaremness

" publications.

Methods of reproduction
and distribution,
Maintenance of files.
Photocopying procedures,

Copyright Regulations.

20

Practical Project
Work Elements

Prepare work sheet
to carry out
routines to
maintain service

- counter at own

library.

Describe routines
carried out by
library assistant
at own library

to obtain material
from another
library.



C'

_ Library materials and the needs of users

Objectives:

They should be

Librarz

materilals
and AV
equipment

Guides to

the lerarz

Guides to
Materials

Assistance
to Users

At the end of the course students will be able to demonstrate

an understanding of the application of the various materials and
items of specialized equipment used in libraries and '

answer the simple bibliographical and other types of 'quick
reference' enquiries made by library users.

able to:

Sub-Objective

Demonstrate a practical
knowledge of library
materials and an
understanding of their
uses.

Explain and demonstrate
an ability to use, the
various methods and
techniques of helping
users to satisfy their
needs. ‘

Syllabus Elements

Characteristics and
uses of the various .
kinds of library
material, The

main kinds of AV
equipment and their
uses. -

N
Printed guides to
library services.
Library plans, shelf
guiding systems.
Display and design
work., o :

Dissemination methods:
bibliographies and
reading lists, abstracts
bulletins, current
awareness bulletins,
SDI, 'circulation of
periodicals.

Computer applications.

Categories of library
users and their needs.

Interpersonal

‘relationships with .

users.

21

Practical Work

Elements

Practise handling
information~bearing
objects of all kinds.
Operate visual
display equipment
such as film
projectors.

OHPs & microfiche
readers; & sound
recording & repro=-
duction machines.

Produce user guides
for publication by
own library. Prepare
library plan, shelf
and other guides.
Produce publicity
material, including
notices and posters.
Mount a display.

Compile reading
lists and bibliog-

raphies. Prepare
periodicals contents
lists.

Design a user survey,
employing criteria
for identifying
categories of user
needs.

Practice in interview
techniques, in letter—
writing and using the
telephone for personal
communication with users



Reference

Work

Sub-Objective

Syllabus Elements

User instruction,

The reference process:

- identification of the

exact nature of a
reference question
through dialogue with
the enquirer;
formulation of
reference questions
as’ appropriate-
search statements;
search procedures
including on-line
searching of
computerised data-
bases and the use
of viewdata and
teletext systems;
evaluation of a
search. Document
copying processes.
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,
Practical Work

Elements

Practice in
deseribing to new
users the contents,
arrangement of, and
services provided
by, own library,
and in explaining
how to locate
materials through
the use of the
catalogue,

Instruct users in
the operation of
AV equipment
available for
their use.

‘Role-playing

exercises in
answering references
enquiries, using

the total range of
resources available,
including the
expertise of
professional staff
when appropriate.
Use Prestel,
teletext and Telex
services for
answering simple
reference enquiries.
Design a reference
request form.
Practice in operating
document copying
machines.

Design a document
copying request
form.



D.

Care and Maintenance of Library Materials

Objectives:

They should be

Physical

character-
istics of
various
types of
library
stock

. Storage

Display

Binding
and
Reinforcement

Repairs to

librarz

materials

- At the end of the course students should be able to state the

principles upon which careful maintenance of library materials
is based and to specify the various means of handling, storage
and conservation of all types of library stock.

able to:

Sub-Objective

Recognize the principal
dangers in terms of
damage and decay.

Prescribe and under-
take suitable routines
for handling, storage
and display.

Choose the most
appropriate methods
of binding, re-binding
or reinforcement.

Perform simple repairs.
Recognize when a .
repair is beyond the
scope of the library
staff.

Specify accurately
requirements for repair
to professionals.

Syllabus Elements

The physical character-
istics of various

types of library
material,

Routines associated with
storage and maintenance.
Characteristics of
library stores, display
spaces and open shelves,
filing and storage
equipment,

Cleaning and careful
handling of materials

of various kinds.

The various binding and
re-inforcement styles.
Advantages and dis~ -
advantages of each

Costs of operations ~

- choosing the most

appropriate forms.

Practical Project
Work Elements

Handle various
types of book

and non-book
media.

Examine examples
of types of damage
and decay. Visit
printing works.
Examine various
types of storage
area for various
forms of library
material.

Sort library materials

~ in need of reinforce-

The methods of repalrxng

various forms of
material e.g. paper,
bindings, films, maps,
music.

23

ment, into categories
and specify
appropriate methods.
Visit to z bindery.

Carry out 51mp1e
Tepairs.



Reference
Work .

Maintenance
of equipment
associated
with the use
of librar
materials:

Sub-Objective

Determine the methods
of 'in-house’
maintenance of
library equipment and
indicate how poor
maintenance affects
quality of library
materials.

Syllabus Elements

User instruction.

The reference process:
identification of the
exact nature of a

. reference question

through dialogue with
the enquirer;
formulation of
reference questions
as appropriate-
search -statements;
search procedures
including on-line
searching of
computerised data-
bases and the use
of viewdata and
teletext systems;

.evaluation of a

search. Document
copylng processes.

Routine maintenance and
cleaning of equipment
involved in the use of
library material e.g.
Microreaders,
Projectors, Computer
Terminals and VDUs,
typewriters, record
players, cassette
recorders, video
equipment.
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Practical Work

Elements

Practice in.
describing to new
users the contents,
arrangement of, and
services provided
by, own library,
and in explaining
how to locate
materials through
the use of the
catalogue.

Instruct users in
the operation of

- AV equipment

available for
their use,

Role-playing
exercises in
answering references
enquiries, using
the total range of
resources available,
including the

_expertise of

professional staff
when appropriate.
Use Prestel,
teletext and Telex
services for
answering simple
reference enquiries.
Design a reference
request form.
Practice in operating
document copying
machines.

Design a document
copying request
form.

Replacement of
lamps, using
appropriate cleaning
routines under
supervision.



DRAFT SYLLABII FOR

LIBRARY TECHNICIANS
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1.

3.

0.N.C. in Business Studies

Q0.N.C in Public Administration

SYLLABUS

THE SQURCES AND USES OF INFORMATION

THE NEED FOR INFORMATION - 1In soclety generally
In administration and management
In industry and commerce
In other areas -~ education, cultural
activities, leisure pursuits, etc.

The current flood of recorded information; sociological aspects —
formal and informal information channels; conferences; grape-vines.

THE PHYSICAL RECORDS OF INFORMATION — Purposes served; value.

Books: Textbooks, manuals, reference books, data books,
dictionaries, directories, yearbooks, gazetteers, atlases,
statistical publications. .

Periodicals, magazines, journals, popular, technical, learned and
scientific.

Newspapers: national and local

Pamphlets and other ephemera

Technical report literature

Patent literature ‘

Trade catalogues

Standard and other specifications

| Photographs, films and other visual records

Sound recordings and other audio records
maps: of all kinds and types
Mimeographed materials

Manuscripts materials

INSTITUTIONAL AND OTHER SOURCES OF INFORMATION

Societies and institutions: learned propoganda, professicnal
Government: mnational and local

Firﬁs

Citizens' Advice Bureaux

Political Parties-

Regsearch Bureaux

Experts
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4'

6.

8.

THE ORGANISATION OF RECORDED INFORMATION

(a) Libraries: The national system:
' National libraries
Public libraries

Special libraries

Research libraries

Purposes, functions
services; availability

St St sl Nt N

Inter-library co-operation

Information
Loans

(b) Catalogues; indexes, abstracts; classification schemes;
"bibliographies; reading lists; periodical location lists.
- Purposes and uses.

HOW TO USE LIBRARIES AND OTHER SOURCES OF INFORMATION

(a) Formulating the enquiry

(b) How to approach the library;
Typlcal departments of libraries
the staff
Writing letters, telephoning, telexing.

(c) How to search: approaches and techniques

_ HOW TO PRESENT INFORMATION

Analysis; evaluatioh; presentation
Suitability to audience/readership.
Use of source material

Elementary report writing.

STORING KNOWLEDGE IN COMPUTERS

Modern developments: an outline of the applications for which
computers are sultable as data banks for storage and retrieval.

DOCUMENTARY REPRODUCTION

Facilities available. Value and uses,
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1.
2.

4.
5.
6.

B.

1.

3.

C.
1.

3.
4.

5.
6.

8.

D.

WEST LONDON COLLEGE

DIPLOMA IN LIBRARY PRACTICE

' COMMON CORE' TOPICS

PEOPLE

Within the organisation generally

Administration of the organisation (inecluding of library &
information services).

the Library Staff/Library User "interface".

administrators of library & information services.

"administrators of parts of library & information services.

outside "contacts", e.g., other libraries, suppliers, publishers.

MATERTALS

Buildings: standards and methods of heating, lighting,
ventilation: regulations, e.g., IL.E.E. wiring regs., Local
Authority load bearing regs., heights, weights, fire precautions,
etc. /

Furniture & equipment: main types. Comparison between different
products with similar purpose, ine. racks and stands, presses,

" shelves, cabinets, files, boxes, reprographic & data-processing

equipment, telephones, telex, facsimile transmission devices:
photographic & audio-visual equipment.

Information-containing materials: comparison of publishers'
characteristics & practices, inc. centralised book-supply
agencies; i.s.b.n.j catalogue and lists; evaluation of series;
editions v. reprints; peculiarities of pamphlets, serials and
series. Placing subscriptions, routine orders, standing orders,
annual demands. ™On approval" practices. Discounts. Case-work

"involving discovery & discussion of all kinds of non~book

material. Treatment, storage, retrieval practices & difficulties..

SERVICES

Directed compilation of lists of references, including citation
details, etc.

Basic equipment of reference points.

Need to keep records of enquiries.

. General directional & information guidance "the customer is

always right".
Loans: basic general equipment. Comparison of main methods.

Ancillary services to reprographic and AVA apparatus - collections
of catalogues; films, etc., ordering services.

Basic editorial practice., Style-manuals, proof-correction in some
detail,

Knowledge of'practicalities of Copyright, Performing Right.

THE LIBRARY AS OFFICE AND STORE

Compérison with other types of store. Dealing with office
correspondence. Work flow and office routines. Using adding
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machines. Simple book-keeping and accounting. Introduction to
basic data-processing principles and practice. Comparison between
types of office supplies and stationery. Basic facts of Tagx,
Social Security, Industrial Relations. Relevance of Factory,
Shops and Office Premises legislation. Open plan systems -
practicalities. '

QPTIONS: It is envisaged that most of the above "common core'
will be covered in the first half of the course. The
second will consist of the topics covered in one of the
following two lists, the choice beilng governed mainly by
type of library in which the student is working and
being made by student and employer. Some of the common
core topics may be "reserved" and covered at intervals
through remainder of course, so that students may all
‘come together again and compare notes.

GENERAL LIBRARY & INFORMATION SERVICE OPTION

A.

1.

2.
3.

4,

C.

PEOPLE

Basic administrative structure of central & local government and
of academic institutions,

Committee and their methods of work, inc. library committees.
Staff grades and job-descriptions. Upkeep of staff manuals.,
circulation of instructions, information, etc.

Problems of dealing with an assorted, mass clientele (trespass,
offensive behaviour, priorities—assignment, etc.) '

 MATERTALS

Comparative methods and costs of covering, binding, preserving,
plus equipment and services available. Net Book Agreement.
Display furniture and equipment: comparitive methods, costs.
Comparison of various processing methods., Problems of maintaining
local and other particular collections. Automation of “house-
keeping' processes and basic practicalities.

SERVICES

Practicalities: of keeping stock "in good trim" under intensive
use; Inter-library loans — practicalities; practical methods and
procedures for overdues-recovery, theft detection, queue
reduction, Basic equipment of mass lending points. Possible ways
of implementing "Public Lending Right" routines.

General assistance to Reference Librarians, Readers' Advisors,
Subjeet Specialists. Practical exercises in manning general
enquiry points. Practical problems of specialities", e.g.,
lecture halls, cinema shows, mobile vans; of helping with services
to hospital, prison, etc., libraries.

Study in some depth of one individual, practical problem, chosen by

student and employer.
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SPECIAL LIBRARY & INFORMATION SERVICE OPTION

A'

PEOPLE

Characteristics and needs of administrators, managers, research

-workers, information scientists and information workers.

Communication. Problems of small staffs. Problems of initial
receipt of specialised and urgent information requests.

MATERIALS AND SERVICES

Serials receipt, circulation, storage, inc. title changes,
transliteration. Reports and bulletin series "snags", microforms.
product information services. Classified materials. Equipment and
maintenance of conventional and non-conventional indexing devices,

Up~dating, amending, "weeding'". Loans-systems problems, outside

loans, role of FCL, BLL. Knowledge and observance of borrowing
rules » :

Basic equipment. Need anticipatioﬁ. Routines of S.0.I, and I.R.

‘Translations, exchange, P.R., press cuttings practicalities.

Study in some depth of one individual pfactical problem chosen by

student and employer.
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BEC OPTION MODULE: NATIONAL LEVEL INFORMATION SYSTEMS (LAWRENCE TAGG)

SECTION 1 — GENERAL OBJECTIVE

An awareness of the needs and uses of information.

Specific Obijectives Guidance on Detail

The concept of infofmation.

Need for information : in soclety Users of scientific and technical
generally; in administration and information. Information for the
management; in industry and sclentific specialist. Information
commerce. for industrial engineers.
‘ Information for policy makers,
planners and management.
Information for the public.

Value of information. Examples of the positive benefits of
: . - an information service, and negative
effects of a lack of information.

Economics of information. Economic environment, cost—effective
‘ analysis.

The current flood of recorded Quantitive retrospect — growth of

information : sociological scientific literature. Multiplicity

aspects., ' of sources and authors. Expansion

in dpcumentation activities.
Formal and informal information
channels. National and inter-
national networks, conferences,
grapevines, gatekeeping networks.

SECTION 2 — GENERAL OBJECTIVE

To outline the published sources of information and assess their value
and purposes served.

Specific Objectives Guldance on Detail

Textbooks, monographs. : Relate wherever possible to the
. S ~ subject flelds represented by the

Reference books : handbooks, data students place of employment.

books and tables, encyclopaedias,

dictionaries, glossaries,

directories, yearbooks.

Newspapers and periodicals.
Reports.
Standard specifications. B.S.I., E.E.C. standards. 1.S.0.

comparison of differences among
these systems.
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‘Microfilm publications. Theses.
Trade literature,

Trade directories, market surveys.
Business reference book and = .
directories., Business news

services.

Patents.

Governmental publications.

Statistics.

SECTION 3 - GENERAL OBJECTIVE

To be aware of the availability of
agencies and other sources.,

Specific Objectives

Societies and Associations.

Government Departments. -

Basic reference publications Company
annual reports, EXTEL. Using
Companies House,

Patent system of Great Britain.
E.E.C. practice. Brief summary of
patent systems in other countries. -

Exhaustive treatment of UK. and
E.E.C.. Emphasis on Acts, Bills,
Regulations, Circulars, White
Papers, Blue Books, Green Papers,
non-parliamentary.

U.K. government and E,E.C. Inter-
national agencies : U.N., I.L.O.
British non-governmental,

information from institutions,

Guidance on Detall

Publications, information roles
(library and information services
offered, professional meetings).
Representative selection of examples
related to the students background,
e.g' B.I!M.’ C'I.P.F.A.’ I.ElE.’
N.I.E.5.R., R.I.C.S.

Publications, information role, e.g.

~ D.E.S., D.H.S5.5., Dept. of Employ-

Govermment Agencies,

Local Government.

ment, Dept. of the Environment, D.T.I.
- ineluding C.S.0., 0.P.C.S.,
C.o'I.’ PIRIO., etc L

S.F.L5., Metrication Board, Equal
Opportunities Commission ...

Information/Publicity Departments,

 CaRuIUd's etcaes

Research & Trade Associations.
Companies.

Political Parties.

Pressure Groups.

Libraries, research departments,
information services — local and
national.
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Trade Unions & Employers
Organisations.

Nationalised industries, including
‘consumer councils.

Consumer organisations & services
Advice Centres

Newspépers and periodicals,
radio and television companies.

Consumers Association
National Consumer Council
Office of Fair Trading
Consumer Advice Centres
C.A.B.'s, Law Centres

Advice and information columns of
newspapers and periedicals.

" Information from broadcasting

-

Research Bureaux.

Libraries.

Experts.

SECTION 4 - GENERAL OBJECTIVE

organisations.

Local, national, BLLD, regional and
local schemes of co-operations.

An appraisal of the importance of an effective information service in
an organisation together with an analyis of the methods employed to
collect and disseminate information, both internally and extermally.

Specific Objectives

Scale of information requirements.
Basic problems of an Information
service. Survey of information
needs. Planning and providing an
information service.

Qutline the essential features of
information needs and methods of

provision in:
Parliament

Government Departments

Regional & Local Governments

Guidance on Detail

General concepts.

Information needs of M.P.'s and
Ministers. Sources of information,
officlal and unofficial. Disclosure
of information. Leaks of
information. Flying kites. Methods
of communicating information to the
media and constituents.

Flow of information in government
departments. Relationship with the
media and ordinary people.

" Information need of management and

elected members. Bains Report.
C.R.1.U.'s. LAMSAC report:
"Information - what local governors
need to know. '
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Companies

SECTION 5 — GENERAL OBJECTIVE

Information needs of management,
marketing and merchandising., R. &
D. methods of supplying information,
including application of microfilms.

Understand the principles of indexing and classifying information.

Specific Objectives

Classification procedures:
(a) systematic arrangements

(b) co-ordinate indexing

Keyword indexing, Thesaurus const=
ruction. Indexing languages -
ancillary devices : links, rolls,
weighting, coding. '

Principles of retrieval,

Guidance on Detail

“Evaluation of Dewey decimal classi-

fication, U.D.C., SFB., faceted.
Optical colncidence systems edge
notched cards.

Subject indexing, index terms and
controlled vocabularies. Search
files and searching mechanisms.
Current awareness functions. Perfor-
mance criteria for information retr-

. .1eval systems, Factors affecting

- retrieval system.

SECTION 6 — GENERAL OBJECTIVE

the performance of an information
Evaluating the
efficiency of an information retrie-
val system. Searching strategies.

Understand all aspects of and be able to obtain relevant information

from,

Specific Objectives

Search & scanning techniques.

Cit.

The language barrier,

Using: Bibliographies. Abstract
‘journals. Indexing journals.
Current awareness journals and
services. Current contents.
Citation indexes. Card indexes.

Guidance on Detail

Assessment and integration of the
information found as well as finding
Conversion of information to
other forms, Integrating documen-
tated information and unpublished
data. Use of outside sources.
Searches in Iinterdisciplinary
fields. Tests of relevance.

Handling foreign language material

"and translations.

‘Comparative study of competing

services.

mechanised systems., Computerised systems,
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SECTION 7 - GENERAL OBJECTIVE

Understand the methods of preparing information for dissemination.

. Specific Objectives

Selecting and abstracting -
producing abstracts.

Preparation and presentation
of information for publication.

Reproduction and distribution
processes. Request procedures.

SECTION 8 ~ GENERAL OBJECTIVE

Understand the methods employed to

Specific Objectives

Survey and comparison of the
methods used to disseminate
information.

Report Writing

Transmission of information

Principles of cost-benefit
analysis

SECTION 9 - GENERAL OBJECTIVE

Guidance of Detail

Internal arrangement and subject
headings. Layout of pages and

entries. Citations. Covers and
house style, : '

Evaluaﬁion of methods and costs.

desseminate information.

Guidance on Détail

News bulletins. Information
letters. Accession lists.
Periodical article title lists.
Abstracts bulletin. Bibliographies..
Data sheets. Circulation procedures.
Profiling; selective dissemination
of information; feed back control;
personal contacts. Gatekeepers.

Telephone, telegraphic systems.
Telex. On-line computer systems.
Facsimile transmission : Ceefax,
Oracle, View data.

~ Understand the nature of computer based information dissemination

systems.,

Specific Objectives

Computer systems,

General principles of operation.
Programming.
Computer facilitities available.

On-line systems.

Capabilities of computers as a

Guidance on Detail

Characteristics of systenms.

Methods of input; control; proces-
sing and storage; types of output.

The process, its language and
discipline. :

device for storage and retrieval of

information. Constraints which are
placed on their application.
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SECTION 10 - GENERAL OBJECTIVE
Understand the nature and function

Specific Objeétives

Copyright

Bibiliographic control.
Reprographic technology:

Photocopying & duplicating
processes.

Microfilm média.

Micropublishing services and
equipment.

‘Applications of microforms in
government, business and industry.

of feprographic management.

GCuidance on Detail

U.K. system and examples of other
countries, especially the U.S.A.
Whitford report.

I.5.B.N., I.S.S.N.

Description and evaluation of equip-
ment and supplies. Office systems.

Micro-opagques, aperture cards,
microfilm, micro-£fiche, PCMI
ultrafiche. '

Readers, reader/printers document
storage and retrieval. Computer out-—
put microfilm.



2.
3-
4-

6.

C.T.F.E. DRAFT SYLLABUS FOR AN INTERMEDIATE QUALIFICATION FOR

LIBRARY STAFF

Library Profession : 20% (86 hours)

Organisations and associations in librarianship, the structure of
the profession.

Professional activities and literature.

Relationship of libraries to their governing bodies.

Objectives of librarianship and information science.

Publishers, booksellers, librarians, readers.

_Visits to libraries and attendance at professional meetings.

Library Service 10% (43 hours)

Library's responsibility to its readers.

Assistance to readers and user needs. o

Promotional activities; inter-personal skills and relationships.
Introductory literature search and reference techniques.
Extension activities.

Library Techniques 20% (86 hours)

Stock preparation and control. .

Ordering systems, Reserves and requests.

Issue systems.

Interlending. Short loan collections.

Modern book production and binding.

Special storage and security. - ‘

Equipment - shelving, seating, lighting, filing etc.
Microforms and reading equipment.

Reprographic equipment,

Special study of the storage and exploitation problems of non-book
material.

Basic design and layout considerations.

" Display crafts and materials. Basic design, lettering, colour.

Computer appreciation (on-line/off-line) for housekeeping and
information retrieval.

Date preparation.

Report presentation.

Supervisory Management 10% {43 hours)

Supervision of junior staff

Daily administrative techniques.
Budget control and supplies scheduling
Work planning and scheduling '
Elementary statistics

Record keeping.

Bibliography 15% (65 hours)

Current U.K., U.S. bibliography.

National library catalogues of U.K & U.S.
U.K. national library/information network
Government and other official publications. HMSO lists. Standards.



5.°
6.

7.
8.

9.
10.

2.
3.
4.
5.
6.

Organisations-and major libraries.

Basic characteristics of literature in humanities, science/
technology, social science

Standard reference works : dictionaries; bibliographies;
directoraries, encyclopaedias; data compilations

Commont indexing and abstracting publications

Non-book materials : maps, films, slides etc.

Bibliography of a selected subject field, e.g. building.

Classification 5% {22 hours)

Principles of classification

General and special schemes. Study of D.C.

Notation

Classification in practice — special user problems

Subject indexing : chain procedure and use of subject headings
Thesaurus and simple co-ordinate indexing.

Cataloguing 10%

Simple bibliographic description of books and non-book materials
Main and added entries

Personal and corporate authorship

Simplified and selective cataloguing

Physical forms of catalogues

B.N.B + L.C. co~operative cataloguing

Filing rules.

. Special Study 10% (43 hours)

Project/Dissertation including an investigation of either:
1 Library

or : 1 type of library .
or : 1 problem in librarianship
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THE BUSINESS EDUCATION COUNCIL

DOUBLE OPTION MODULE IN

LIBRARY AND INFORMATION WORK
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BEC NATIONAL LEVEL: DOUBLE OPTION MODULE

LIBRARY AND INFORMATION WORK

1. INTRODUCTION

1.1

1.2

1.3

1.4

1.5
1.6
1.7

1.8

1.9

This double mcdule has been designed in co-operation with
the Library Association and the Institute of Information

" Scientists and is intended for those employed in non-

professional posts under the supervision of qualified -
members of either of those associations, (in their own

organisation or another by arrangment).

The double module may only be offered on part-time courses,
since the objectives require students to draw upon their
work experience, Centres wishing to offer a comparable
module to full-time students are advised to submit their
own proposals to BEC for validation.

The double module is intended to provide a practical, relevant
area of study for those employed in non-professional posts in
libraries and information services of all kinds. The spec-
Jtication draws on the skills, knowledge and understanding
acquired through the common core modules. Centres wishin

to offer this module should ensure that practising Iibrarians
and information scientists are involved in teaching, wherever
possible, An assurance will be sought that library facllities
to support the course are available within the centre (or
elsewhere within easy reach of students).

Because of the substantial requirements to use material drawn
from the students® employment, students will need the fullest
co-operation and support from their employers and the relevant

. departmental or sectional management, in order to pursue their

studies effectively. Centres wishing to offer the module must
therefore indicate, with the application for approval, that.
they have arranged with employers concerned that the necessary
co=operation will be forthcoming.

Module cbjectives require application and development of know-
ledge, understanding and skills relevant to all the BEC Central
Themes, and clear links exist with all Common Core and some Board
Core Modules. Communication skills are strongly emphasised, and
a useful base 1s provided for work on Cross-=Modular Assignments.

The ordering of the objectives is not prescriptive: centres may
cover them in the order they consider most appropriate., However
the double module must be spread over two years, :

Centres wishing to offer this module will be requifed to give an
assurance that those involved in teaching the course and in
examining students wlll have the necessary professional

"qualifications and skills.

Throughout this specification the word LIBRARY is used as a
generic term for all types of libfary and information service.

The word MATERIALS is used to embrace a11 formats (book, non-—

book on-}ina) :hich may be used in any service incorporated
bove, .
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2.

3.

4,

ATIMS

2.1

2.2

2,3

provide students with an understanding of the nature and
functions of different types of library and information
services}

help students develop the ability to perform library
routines, operations and services in respect of one type
of library according to the needs of the students and the
enployers

provide students with an appreciation of the methods used
by librarians and information scientists in organising
and exploiting their services,

GENERAL OBJECTIVES

On completlon of these modules, students should:

A

4 T o T .

K

be aware of the purpose and function of different types
of library and their inter-relatlionships;

have a knowledge of the organiéation, management and
training of staff;

have a knowledge‘of basic materials required to operate
a library effectively and how to acquire these°

understand the purpose of classification, cataloguing,
indexing and filing and have a knowledge of the major
schemes used;

perform basic library routines;

make effective use of library materials;

understand the purpose and operation of serQices to users;

understand the purpose and function of library co-operat iong

understand the purposes, uses and production of library
publications; ‘ .

have a knowledge of methods of maintaining library materials,

LEARNING OBJECTIVES

On completion of this module students should be able to:

A

BE AWARE OF THE PURPOSE AND FUNCTION OF DIFFERENT TYPES OF
LIBRARY AND THEIR INTER-RELATIONSHIPS:

Al outline the different types of library service;
A2 describe in detail from experilence, one type of library

service (or section of a library) and 1ts position in the
organisation,
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A3

explain how different types of library are financed and
outline major areas of expenditure.

HAVE A KNOWLEDGE OF THB ORGANISATIOH, MANAGEMENT,AND TRAINING

OF STAFF:

Bl draw oraanisation charts for two different types of
library;

B2 compare and contrast the functions of the staff included
on the charts in B1j;

B3 distinguish between professional and non-professional work
in libraries, citing examples from B1l;

B4 supervise non-professional staff, including assoclated
technical, clerical and manual staff;

BS prepare and keep up to date library staff records;

B6. outline the major provisions of legislation concerning
conditions of service, terms of employment and health
and safety at work in relation to librarles;

B7 explain the role of staff assoclations and trade unions
in relation to library staff;

B8 describe the purpose of in-service training and suggest

suitable methods for training staff included in one of

the charts in B1,

HAVE A KNOWLEDGE OF BASIC MATERIALS REQUIRED TO OPERATE A
LIBRARY EFFECTIVELY AND HOW TO ACQUIRE THESE:

c1
c2
c3

Cc4

select at least two contrasting types of libraryand for these -
identify the basic materlals required to operate effectively;

for materials identified in C1 above suggest sources of
materials and describe methods of acquisitiong

explain the relevant library licence and discount
arrangements;

prepare materlals for use {n library, (excepting
cataloguing and classification);

UNDERSTAND THE PURPOSE OF CLASSIFICATION, CATALOGUING,
INDEXING AND FILING AND HAVE A KNOWLEDGE OF THE MAJOR
SCHEMES USED:

D1
D2

D3

explain the purpose of classification and outline the
principle schemes in use;

outline simple rules of cataloguing and describe the
most usual types of library catalogue;

describe co-operative catalogulng systéms_and give
examples of national, international and local systems;
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D4

D5

21
D7

explain howa individual library can make best use of

- systems in D3;

demonstrate an understanding of indexing methods and
technliques;

describe and operate various filind rules;

demonhstrate an uﬁderstanding of automated cataloguing
and indexing systems.

PERFORM BASIC LIBRARY ROUTINES:

Bl

E2

E3

E4

_ES

" EB

E7

compare and contrast the most ugual issue systéms;

operate the issue system adopted by a particular
libray; _ : A o ’
explain and opérate procedures for the registration of
users; .

explain the procedures involved in inter libraty loans
and perform associated routines;

»axplain the need for security in libraries and describe

Bow the most used systems operatej

.describe procedures for withdrawing and disposing of

library materlals;

maintain simple accounts and records for such 1temsga§
fines, photocopying etc,

HAKB EFFECTIVE USE OF LIBRARY HATBRIALS'

F1
F2
F3
F4
F5
Fé
F7
F8

F9

list principal categories of bibIIOgraphlc record and
indicate their range and usej

describe methods of ‘arrangeing bibliographics;
demonstrate an awareness of the structure and coverage
of the principal current English language bibliographics
for book, periodical and non-book media; )

demonstrate ability in bibﬁographic searching and the
compilation of booklists and bulletins;

identify the different formats of reference materials;

explain and give examples of the uses nf different
information*® sourcesj

demonstrate an abiﬂty to use as much as possible of the
above .source materjialj

explain the purpose and function of audlo-vigual matarials .
and equipment in librariesj

prepare and use audio-visual Ilt.tllll and ba able to
operate the necessary squipment}

* see Section 5.11 Coe
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F10 prepare and mount exhibitions using 1ibrary materials;
G . UNDERSTAND THE PURPOSE .AND OPERATION OF SERVICES TO USERS'

61 identify services which any one type of library could
provide for its users;

G2 explain the need, giving examples, for services to
apecial categories of users;

G3 describe, in detail the needs of one'céﬁééory of user
in a specific library of the student's cholcej

G4 achieve effect relationships with ﬁsersf

G5 demonstrate techniques for dealing with complaints
from usersj;

G6 describe routines and processes of inquiry techniques,
using illustrations from experiencej

G7 explain the purpose of current awareness systems and
describe from experience the operatlian of one such
system;

GB8 explain the operation of SDI systems and perform the
- associated clerical operations.

H ‘UNDBRSTAND THE PURPQSE AND FUNCTION OF LIBRARY CO-OPERATION.
H1 explain the purpose and function of library co—operation'
H2 describe in detall one scheme of formal library co-operationj -

H3 outline the informal- co-operative network of a library. -

J UNDERSTAND THE PURPOSES, USES AND PRODUCTION OF LIBRARY
PUBLICATIONS:

J1 describe different types of library publications and
explain their purpose; -

J2 describe stages in production of J1;
J3 demonstrate an ability to proof read Ji,

K . HAVE A KNOWLEDGE OF METHODS OF MAINTAINING LIBRARY MATERIALS:
K1 care for library materials and arry out simple.repairs:
K2 describe procedures for binding library materials;

K3 explain the functions and purpose of equipment avallable
in a iibrary or resource centre known to the student;

K& outline methods of shelving and storage for all materials,
including the care of storage areas and the secure sktorage
or rare, fragile and secret materials;

K5 demonstrate an awareness of legal aspects of use of
materials including copyrights, performing rights etc.
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S5

IMPLEMENTATION

5.1

5e2

5.3

5.4

5.5

This module is designed to enable the student to apply knowledge, .
understanding and skills in the context of a senior non-professional
post in a library or information service that is under the overall
control of professional staff, . ‘

Much of the role of such staff 13 concerned with direct contact
with others both colleagues and users therefore a great deal of
significance is attached to the inter=relationship between this
module and the common core module People and Communication.

Study methods may include case studies, role playing, visits to
libraries, printers, bookbinderies, library suppliers, etc,
Practical assignments may be in the form of reports, timetables,
books and document repalring, bibliographic and information
searching, etc,

Methods and techniques of library operatjions vary between different
types of library., Opportunities should be provided for students to
study aspects of library operations from the point of view of
particulayr types of library.

Teachers should be careful to ensure that students are mada éware

" of the best current practices and kept informed of the latest

5.6

5.7

5.8

5.9

5.10

technological developments which may in turn affect their own
operations.

This module has been designed to develop practical understanding
and skills relevant to the student's day-to-day work. The student
will also, however, be expected to acquire a general pilcture of
the organisation of library and information services withln the
U.K. and to develop an understanding of the basic principles of
librarianship by relating and applying these to the practical
tasks which will form the basis of assignment worke

The cordering of cbjectives in the specification is not 1ntended
to be prescriptive but to provide a suggested order of study.
The emphasis placed on individual elements may vary, but it is
intended that all should be Included.

This module is intended to equip asslistants to work in any kind
of library. In setting assignments a balance should be kept
between the need to base the work on the student's personal
experience and to broaden his or her awareness of alternative
practices in other libraries. -

Certaln learning objectives lend themselves partlicularly well

to assignments, It is intended that these practical aspects
should form the main part of the course and that the theoretical
concepts should be kept to the minimum necessary for the student
to be able to carry out the practical work competantly,

In objective A1 the malin purpose is to ensure that the student

gains a general picture of the organisation of library and
information servlces, within the United Klngdom.
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5. 11 In objective G6 the following sources should be included:

5.12

5.13

textbooks,mopographs, reference books, newspapers, periodicals
reports, standard specifications, microforms, theses, trade !
literature, trade directories and other business materials,
patents, government publications, statistics and conference .
proceedings. If these are not all available to the Centre Library
or the student's own library, arrangements should be made for
students to visit other libraries in order to have the opportunity
to examine and use them. .

Assessment will be in accordance with BEC policy as expresséd'in
BEC Circular 4/77: that is an examination at the end of each year

‘and an in-course assessment during each year, making 4 assessment

grades in all. As the order in which the objectives are to be
covered has not been prescribed, it will be the responsibility
of the centre to ensure that the total assessment is approprilate
to the particular objectives that have been covered in any one year,

Although some of the learning objectives can only be assessed
adequately through practical assignments responsibility for
assessment must remain with the tutor. The BEC Moderator will
be looking to see this is recognised in the total assessment
programme proposed by the centre,

6. ASSIGNMENTS

6.1

Assessment will be based partly on assignment work and partly upon
unseen written examinations. Examples of assignments which might
be set are;- A

6.1.1 devise forms suitable for the recording of users' enquiries;

6.1.2 describe work routines for library assistants in given
- situvations, for example, in operating a system for
recall of overdue items; : ~ .

6.1.3 arrange a timetable for service counter manning;

6.1.4 arrénge files of catalegue cards in an order suitable for
particular types of catalogues

6.1,5 write reports on, for example, accidents in the library,
methods of improving the reception of telephoned enquirles,
improving flows of work through particular sections eor
departments;

6.1.6 justify,.iﬁ writing, alterations in a routine;'

6.1.7 suggest topics for inclusion in a traininé programme for
newly appointed non-professional staffs

6.1.8 check and complete a list of incorrect and incompke
biblographical references;

6.1.9 search out answers to a number of simple quick reference

enquiries using a variety ¢f the sources in Objective G
above.
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7.1

7.2

BUSINESS EDUCATION COUNCIL COMMON CORE MODULES
COMMON CORE MODULE 1 : PEOPLE AND COMMUNICATION
AIMS

7.1.1 Increase the student's effectiveness in work situations,
through the development of language and social skills,

7.1.2 Contribute to the student's personal development by
fostering the ability to communicate with and relate to
others, as individuals, in groups and within organisations.

7.1.3 Develop the student's skills in dealing with information in
various forms, so that he/she is better able to acquire,
evaluate and organise it for his/her own purposes, and to
present it in effective form when required, in study and
employment.

7.1.4 Encourage in the student a sensitivity to the ideas and
attitudes of others, an awareness of how these can be
affected by the student and other people, and a preparedness
to adapt to them where necessary.

GENERAL OBJECTIVES

The module is designed as an assignment-based treatment of four key
processes in communication and human relations. These processes
provide the headings under which the module objectives are
organized, On completion of this module the student should, at an
appropriate level, be able to:

Informing:
a. obtain, select and interpret information
b. exchange information;

c. select and use correctly appropraite formats for transfer to

information;

Persuading:

d. didentify false argument°

e. formulate rational arguments;

f. respond flexibly to personal factors;
g.  engage in contructive discussion;

Operating:

h. understand the communication system of an organisation;
j» select and use appropriate media of communication;

k. adapt messages to the needs of different recipients;

Co-operating:

l. wunderstand the constraints and opportunities of group working;
m. respond constructively to the contributions of others.
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COMMON CORE MODULE 2: NUMERACY AND ACCOUNTING

8.1 AIMS

8.1.1 Help establish and develop basic numerical skills so that

the student can use these to derive full benefit from the
course as a whole.

 8.1.2 Assist the student to understand the function of accounting

in business, through a study of its basic concepts and
methods.

8.1.3 Provide a basis for subsequent studies in accountancy,

either within the course, or later in the student's career.

8;1.4_ Enable the student to apply numerical and accounting skills

and understanding to business problems, in a way which will
increase his/her immediate, and future effectiveness in
employment.

8.2 GENERAL OBJECTIVES

On

completion of this module, the student should be able to:

carry out arithmetical calculations and basic algebraic
operations;

construct and interpret graphs involving the accurate plotting
of data and simple functions;

represent and interpret data in tabular and diagrammatic form;
calculate and interpret selected indices and -measures of

central tendancy;

outline the development and purpose of accounting;

describe and explain accounting concepts and conventions;

record financial information and prepare financlal statements in
accordance with accounting. concepts;

interpret accounting information;

use the skills and concepts acquired to assist in the evaluation
of simple business problems.

COMMON CORE MODULES 3 & 4: THE ORGANISATION IN ITS ENVIRONMENT

9.1 AIMS

9.1.1 Help the student to appréciate his/her own organisational

role, through an understanding of the characteristics,
function and structure of different types of business and
"administrative organisation.

" 9.1.2 Enable the student to appreciate'the overall business and

social context within which he/she works, and to provide a

, framework for developing understanding of the nature of
business and its environment, both within the course and
subsequently.

- 9.1.3 Encourage the student to bring together and relate academic

disciplines as contributors to the analysis and solution of
business problems.

- 9.1.4 Assist the student to apply understanding gained in this

double module to the working environment, so as to become an - -

effective contributory member of his/her employing -
organisation.
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9.2 GENERAL OBJECTIVES
On completioh of this double module, the student should be able to:

The organisation:
- a. understand the reasons for different forms of organisation in
the public and private sectors;
"be. understand the nature of an organisation's objectives and
policies;
¢. appreclate the varieties of contributions made by different
~forms of organisation to the working of a mixed economy;

Organisation and Demographic Factors

" ds understand the relevance of population structure, and changes
within this, to the social and economic needs of the population,
and to organisations and the services which they provide;

The Organisation and its Resources

e, appreciate the economic, legal, political and social
implications for the organisation inherent in its acquisition,
use and disposal of resources;

The Organisation, its Markets, Customers and Clients

f. recognise the importance for an organisation of the "customer"
and his/her demands and needs, and assess the changing nature of
a market environment;

' g. distinguish between markets which are met by commercial
organisations and markets serviced by non-commercial '
organisations, analyse the information which organisations
require to determine demands and needs, and describe appropriate
~systems for meeting these;

" h. assess the importance of domestic and overseas trade to the

United Kingdom;

~ j+ understand principal aspects of the legal framework affecting

relations between organisations, and between organisations and

members of the public;

The Organisation, the State and the Community

k. be aware of the major institutions of government at 1ocal
national and internatlonal level, which 1mpact on the
organisation;

1. understand the major factors involved in the relationship
between Government and the organisation; '

m. understand how Government policies influencing organisations are
formulated in response to political economic and social
pressures;

n. be aware of the nature and role of law and understand the
general functions which the legal system performs with reference
to business and administration;

p. understand how Government policies are implemented and
controlled;

q. consider the effects of community pressures on policy and
activities of organisations.
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10 BUSINESS STUDIES BOARD
~ BOARD CORE MODULE 5: QUANTITATIVE AND ACCOUNTING METHODS
10.1  AIMS

10.1.1 Enable the student to develop an understanding of quantitative
techniques as they are used in specific business operations,
particularly those used in forecasting, budgeting and
financial control.’

10.1.2 Enable the student to develop an awareness of the types,
sources and applications of relevant quantitative date in the’
context of forecasting, budgeting and control procedures.

10.1.3 Enable the student to have sufficient understanding of
financial controls and accountancy practice to contribute
more effectively to the commercial objectives of the -

. organisation.

10.1.4 Enable the student to develop an understanding of simple
quantitative techniques which he/she can apply generally
within a work situation and/or in further studies.

10.1.5 Extend the basis for subsequent studies in accountancy,
either within the course or later in the student's career.

10.2 - RATIONALE AND CONTEXT

10.2.1 This module is designed as an integrated study developing
quantitative methods in the context of accounting. This
approach has been adopted because in practice much
accounting requires the application of statistical method and
data presentation techniques. It seeks to avoid the
situation where students can see no connection between
accounting and quantitative methods when these are treated as

. separate subjects.

10.2.2 The area of study 1s considered appropriate for students
employed, or wishing to be employed, in a wide range of .
commercial, manufacturing or service organisations, both
publicly and privately owned. Such students, some of whon
will be full-time and will not yet be committed to a
particular area of interest, need a broad base of knowledge
and skills from which to develop interests and on which to
build specialisms. All such students require, within this
broad base, the knowledge, skills and understanding
developed within this module which builds on to, and further
develops, the areas of study within Common Core Module 2,

 Numeracy and Accounting. It should thus form a practical
development of the integrated teaching approach used in
Module 2.

10.2.3 The module includes a number of objectives implicit in the
Central Themes. It follows that Cross-Modular Assignments
in the second year should draw on material and skills from
this module, as they link across the core as a whole.

10.2.4 The Money Central Theme links the module with Common Core
Module 2 and the Common Core Double Module (3 & 4). The
latter link is especilally strong in the area of forward

.. planning (general objective a.) when the student can be made
- aware of factors, outside the scope of the module, which may
affect any decisions made (such as legislation, economie -
factors, industrial relations etc.). There are also strong

links through General Objective f. :
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10.2.5

10.2.6

10.3

The Numeracy Theme clearly links the module with Common Core
Module 2, building upon a basic numerate ability, and
extending analytical skills through appropriate additional
techniques,

The ability to express oneself clearly obviously includes
selecting and handling appropriate numerical data. Any
results, interpretations, etc. must be communicated to
management and fellow employees., The Communication Theme
underlines links with Common Core Module 1 and Board Core
Module 6, in that costing techniques and measurement of the
firm's efficiency are related to organisational structure
and procedure.

GENERAL OBJECTIVES

On completion of this module the student should:

8.

appreciate the requirements for forward planning and be aware
of various kinds of quantitative and other information and
techniques relevant to this;:

understand main principles of costing, select suitable
costing methods and apply them to examples;

be able to prepare budgeted accountsand budgets of various
types, using appropriate quantitative techniques;

understand and apply principal methods of budgetary control
be able to outline the uses and assess the limitationsof

. budgeting;

be able to assess profitability, efficiency and development

of organisations through the analysis of accounting

information;

understand relationships between changes in the value of

money and the interpretation of accounting statements;

be able to realise the following objectives relating to

quantitative data and techniques by applying them to

forward planning, forecasting, budgeting and control, in the

achievement of objectives a-g be able to;

HA identify different types and sources of relevant
information;

HB extract information from statistical sources: process,-
utilise and present it;

HC understand the principles and limitations of relevant
quantitative techniques;

HD apply such techniques to the production and evaluation
of relevant data.

-

11 FINANCIAL SECTOR STUDIES BOARD

BOARD CORE MODULE 5: ACCOUNTING 2

11.1

11.1.1

C11.1.2

11.1.3

AIMS

Build upon the work in Module 2 and prepare the way for
further and more specialised accounting studies, developing
a framework for understanding of principles and moethods,

to which other concurrent and/or subsequent studies of a
more applied nature can be related.

Provide opportunities for part-time students to see the
relevance of their practical work through assignments
related to thelr experience.

Develop understanding and skills in accounting which will be
relevant to the student's immediate and future employment.
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11.2  GENERAL OBJECTIVES
On completion of this module the student should be able to:

" a. develop and apply accounting concepts and methods to.

different business entities and situations;

b. explain and illustrate the need of management for financial
information for planning, control and decision taking;

¢. analyse and evaluate the financial performance of an
organisation;

d. selectively employ appropriate concepts, methodology and
analytical tools in the evaluation of business problems.

12 BUSINESS STUDIES BOARD AND FINANCIAL SECTOR STUDIES BOARD
BOARD CORE MODULE 6: ADMINISTRATION IN BUSINESS
12,1 AIMS

12.1.1 Encourage the student to develop a positive attitude towards
administration through an increased awareness of its nature
and operation within business. '

~12,1.2 Enable the student to become more effective in employment by -
developing an awareness of the needs and motives of people '
at work, and the ability to understand and apply specific
administrative procedures.

12.2  STRUCTURE AND APPROACH

12.2.1 The structure of this module can be seen as being divided

: - . into three parts of different size and importance, all of
them inter~related and integral to the whole. It is there-
fore not suggested that they should be treated separately °
nor that the ordering of the objectives necessarily suggests
the order to be followed by the teacher.

12.2.2 However, it may be felt that the learning objectives within
Section a, which lays the foundation for the discussion of
administrative practices and procedures within different
types of organisation, should be covered during the early
part of the module.

12.2.3 Sections b-g are seen as the heart of the module, involving
a detailed study of the administrative systems, procedures
and control within business.

12.2.4 The inclusion of Section h and j reflects the need to recog-
nise the importance of the employee within the organisation.
Motivation and attitude towards work fundamentally affect
the ability of an organisation to achieve its objectives.
it would thus be sterile to consider administrative systems
and procedures without at the same time considering the
enployees who are operating these.

12,3 GENERAL OBJECTIVES
On completion of this module the student should:
Organisatioﬁal Structure:

a., understand the principal features of organisational structure
and Operations
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Administrative Systems and Procedures:

b.

understand main flows of information and documentation for
planning, co-ordination and control within a business:
including ways in which this information may be processed,
retrieved, stored and transmitted;

understand the importance of the computer as an information
tool and be aware of its lmpact on administrative opera-
tions;

be aware of routines and personal attitudes that lead to
efficiency in the office;

appreciate the need for measurement of performance;
appreciate the need for constant review and possible changes
in procedures;

recognise the effects of different office environments on
performance.

Employee Within the Organisation:

understand the importance of the individual's attitude to
work and motivation in the operation of business procedures'
be aware of the ways in which conflict may arise, be
resolved and co-operation achieved.

13 DISTRIBUTION STUDIES BOARD

BOARD CORE MODULES 5 & 6

DOUBLE
13.1

13.1.1
13.1.2
13.1.3

13.1.4

13.2

13.2.1

13.2.2

MODULE: THE ORGANISATION AND ECONOMICS OF DISTRIBUTION

- AIMS

Help students to understand the nature and function of the
distributive firm in order to be able to appreciate their
own role in the distribution industry.

Help students to understand the part played by an individual
firm by giving them an appreciation of the distribution
industry as a whole

Assist the student to appreciate the way in which certain
social, economic, governmental and legal forces affect the
distribution industry.

Encourage students to apply the knowledge and understanding
acquired through this module to their working environment so
as to become effective contributory members of the
distribution industry

. STRUCTURE AND APPROACH

This double module has been designed as in integrated whole,
covering the following aspects of distribution:

1.1 an introduction and background to the industry;

1.2 the nature and function of the distributive firm;

1.3 the soclal, economic and legal aspects of distribution;
1.4 problem solving in the distribution industry. '
The Distribution Studies Board has recommended that all its
National Level students should include distribution studies
in their first year. It is therefore recommended that
General Objectives a to e (inclusive) should be studied in
the first year and Objectives f to 1 in the second.
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13.2.3

13.2.4

13.2.5

13.2.6

13.2.7

13.2.8

13.2.9

General Objectives a and b are designed to introduce the
students to the concept of distribution, giving some back-
ground knowledge of the way the industry 1s organised, so
that students can relate their own role and experience. in
the industry to the nature and function of the industry as a
whole. Those students with a2 BEC General Level Award
containing some distribution studies will probably be
familiar with much of this material, but it will not be
unproductive to repeat this, giving such students greater
opportunities to draw upon their own experiences. For
students new to the subject it should provide an essential
framework, enabling them to relate their own jobs to the way
in which the whole distribution industry functions.

General objectives c and d cover the activities and
processes relevant to the distributive firm. The purpose is
first, to help the students perceive where their own
department fits into the total activity of the firm and
second, to give a knowledge of the function of other
departments. At all times students should be encouraged to
draw upon their own work experiences, whether full-time or

. part-time, and to compare the difference practices employed

in apparently similar organisations. It should alsc be
borne in mind that students are likely to be moved around
from department to department as a part of the in-company
training programme.

Therefore at the end of the first year of the course the
student should have gained an outline of the industry as a
whole and detalled knowledge of the way the individual
distributive firm operates.

In the second year the emphasis moves back to the concept of
the industry as a whole. General Objective f., is designed to
give a student a knowledge of the various types of outlet
that make up the industry. Students should be encouraged to
relate the part played by the organisations they represent.
General Objectives g. to k. all deal with the external
factors which affect the operation and development of the
industry., This is probably the most theoretical section of
the course and care should be taken to give students
sufficient practical assignments to be able to relate their
own firm's activities to the industry as a whole.

General Objective 1 1s designed to encourage the student to
apply the knowledge gained in the course of this module,
together with the skills of communication and numeracy
acquired in Modules 1 and 2, to solving business problems
encountered in daily work. : .
It should be remembered that distribution students probably
encounter the responsibilities and problems of management at
an earlier age than most other business studies students,

. hence the inclusion of these topics in General Objective c.

13.2.10

Wherever possible, this area should be treated in a
practical manner and it may be desirable to return to it
when covering General Objective 1,

This double module has been designed as an essential area of
study, forming a basis for distribution students, onto which
specialist studies can be built by way of options - catering
for students working in specialist areas of distribution,
e.g. mail order, wholesaling. However, it may be more
appropriate for those working in specialist departments of
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13.2.11

13.2.12

- 13.3

Head Offices to study the Business Studies or Financial
Studies Board Core to give them an even broader business
base, The Distribution Studies Board Core could then be
studied in the place of option modules to give them some
knowledge and appreclation of the distribution industry.

As the gpecification for the common core double module = The
Organisation and its Environment - also includes some
aspects of legal, economic and social factors, it will be
necessary for the teachers concerned to liaise closely in
order to avoid unnecessary duplication or omissions.

This double module is, of necessity, specifically related to
a particular area of employment. In order to give a
coherence to the whole course, its teachers should liaise
with those teaching core modules 1 & 2, especially in the
setting of assignments with a distribution background.

GENERAL OBJECTIVES

on completion of this double module, students should be able to:

Ade

b.
C.

d.
e,

f.

appreciate the contribution made by the distribution
industry to the national preduct;

understand how the distribution industry is organised;
understand how the distributive firm is organised and
managed; '

understand the practical operation of the distributive firm;
appreciate the need for using new methods and developments

-in the distributive firm;

appreciate the different types of outlets that make up the
distribution industry;

be aware of the effects of’ social changes on the’
distribution industry;

be aware of the effects of technological changes on the
distribution industry;

be aware of the effects various economic and social factors
have on the distribution industry;

understand how certain aspects of legislation affect the
distribution industry;

apply the relevant understanding gained through general
objectives a-k to basic economic and business problems.



LIBRARY ASSOCIATION INDUSTRIAL GROUP CERTIFICATES IN LIBRARY WORK

STATEMENT DRAFTED AT THE MARCH 1979 CONFERENCE
We believe that the objectives can be stated as follows:

a) to provide uniform national certification of a sufficiently high
gtandard to justify recognition by employers and to motivate
assistants.

b) The certification“shOuld provide a path to full professional
qualification,

c) To make provision for the many assistants, both in Groups and
Sections and those working on the reference, techniecal,
scientific, commercial and similar units of public libraries who
are using the techniques of specialised library and information
work.

| Against this background we would propose that there should be two
certificates:

a) Certificate in Librarianship; General

b) Certificate in Librarianship; Special Techniques & Information
Work.

. These could be taken separately and would each have separate
certificates. It would, however, require both certificates to be held.
before any standing towards fuller qualification would be considered.

Learning objectives for each certificate might be:

a) Certificate in Librarianship; General

Functions, organisation and administration of libraries
Legislation, employment conditions

General routines and services

Cataloguing, ciassification and indexing

b) Certificate in Librarianship; Special Techniques & Information
Work

Organisational status and functions of the library in the parent
body '

Informafion_end data services

Acquisitioﬁ, digestion and utilisation of data

Use of reference_materials

Enquiry techniques, bibliograéhical work,‘bulletins

Automation and computerisation.
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Courses for each certificate would be of one year, with written
final examinations. They would include a limited amount of field work
and possibly very necessary degree of national tutorial uniformity
(which will be non-existent with the B.E.C. system) should be obtained
possibly by some system of LA authorisation. The possibility of
running a national corespondence course, perhaps in conjunction with.
ASLIB and the IIS, might be considered.

The Group recognises the politic advantages, in certaln circum-
stances, of being associated with an authorised educational body, but
is convinced that, in the case of librarianship, the proposed B.E.C.
pattern course will, after a short period, be totally discredited and
will equally have discredited the Library Association and the library
profession. '

While on the one hand the image of a graduate profession is being
fostered, it would seem on the other that no qualms are felt at the
overall implications of the B.E.C. pattern, and particularly on the
profession's inability to recruit entrants above the basic level of
ability that this type of course suggests.

The aim must be creation of a certificated qualification at a

" level which an employer will accept as meaningful and an assistant as.
geniunely worthwhile studying. Neither of these aims will be achieved
by the B.E.C. course. ' '

It is our firm opinion that, if the status of librarianship is to
be raised rather than diminished, a more satisfactory approach to the
long-standing problem of certification and recognition for sub-
professional assistants should be sought without delay.
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THE SCOTTISH TECHNICAL EDUCATION COUNGCIL CERTIFICATE

AND HIGHER CERTIFICATE COURSES

IN LIBRARY AND INFORMATION SCIENCE
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SCOTEC CERTIFICATE

COURSE IN

LIBRARY AND INFORMATICON

SCIENCE - 1983/84

[N.B. The syllabus itself has been bound in the thesis with the
exception of the end papers and other prefatory matter.]
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GENERAL ADMINISTRATIVE PRINCIPLES AND PRACTICE (30 hours)

Aim:
To provide the student with a knowledge of the basic principles and practices in office
routine and methodology.

*“The expected Jearning outcomeis thatthestudent. ....... ottt iiiiaan. '

A Office Routine and Methodology | (30 hours)

1. Understands the basic principles and practice of office routine and
methodology. :

1.1  Explains the need for records.

1.2 Describes methods of retaining and maintaining records eg estimates,
quotations, requisitions, invoices, statements, delivery notes, inventories.

1.3 Explains the necessity to keep accurate financial records. _

1.4  Describes methods of keeping financial records in relation to invoices,
postage and petty cash. :

1.5  Describes the style and objectives of written correspondence.

1.6  Describes various arrangements in filing correspondence.

1.7 Distinguishes between letter by letter and word by word alphabetisation.

1.8  Describes different types of equipment for fi hng records and correspon-
dence eg vertical and lateral filing systems.

1.9  Explains methods of compiling statistics.

1.10 Explains methods of handling in-coming and out-going mail.

1.11 Describes simple methods of stock control. :

1.12 Distinguishes between the objectives of oral and written commumcauon

Total recommended time (30 hours)

TABLE OF SPECIFICATIONS

General Administrative Principles and Practice (30 hours)
Topic ' Ability Knowledge Combrehension Total
A Office Routine and Methodology :
(30 hours) 60 40 100

Total - 60 o 100

Note:

The nu mbers within the table md|cate the relative weighting gwcn to the various lOplCS and
abilities.



DESCRIPTIVE BIBLIOGRAPHY AND INDEXING 1 (30 hours)

Aim:
To develop in the student an ablhty to distinguish between different types of publication
and audio-visual material the more readily to assist library and information service users.

“The expected learning outcome is that the student. .. .......... et iieeraiaaaaeas

A Books - (11 hours)
2. Demonstrates a knowledge of the various aspects of a book. '
1.1  Describes the following:

(a) Preliminaries:—half title or bastard title, frontispiece, mle-page,
dedication, preface or foreword, acknowledgements, list of
contents. :

(b) Main Text:—running title, chapter headings, shoulder notes, foot
notes, ‘

(¢) Subsidiaries;—Appendices, bibliography, glossary, notes, supple-
ments, index. '

(d) . Pagination. :

1.2 Describes briefly the manufacture of paper.

1.3 Describes briefly the various methods of printing and :lluslranon
1.4  Describes how a book is bound and rebound.

1.5 Defines edition and issue. '

B Special Materials "~ (3hours)
2. Demonstrates a knowledge of special materials,
- 2.1  Lists special iypes of printed materia! as: periodicals, pamphlets charls.
. maps, rare books, confidential material and programmed material.
2.2 Explains the role of special materials in libraries of all descriptions.
2.3 Outlines the problems associated with the acquisition, filing, storing and
making available of special materials, :

C Audio-visual Material , _ (4 hours)
3.  Demonstrates a knowledge of audio-visual material.
3.1  Lists the types of audio-visual materials as: records, films, video-tapes,
audio-tapes, filmstrips, tape slides, slides and micro-documents.
3.2 Explains the role of audio-visual materials in all types of library.
3.3 OQutlines the problems associated with audio-visual material as regards
filing, storage and availability.

D Book Trade ' S (12 hours)
4,  Demonstrates a knowledge of the book trade. '
- 4,1  Distinguishes between the role of the publlsher and that of the book-
seller,
4.2 Describes briefly publishing from the receipt of a manuscript to the
production of a book. (Introduction to proof reading.)
4.3 Lists the special problems involved in the publishing and distribution of
) periodicals. '
4.4 Describes the relationship between libraries and bookshops.
4,5 Shows the significance of the services offered by booksellers to libraries,
- such as the library licence scheme, approvals, discounts and processing.

Total reccommended time (30 hours)
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9

TABLE OF SPECIFICATIONS

Related Studies (30 hours)
Topic . - Ability Knoﬁvléd'ge Comprehension Application Analysis | Total
-{A Study and Learning Techniques : . '
(10 hours) . . ) B 2 23 — 33
B The Individual in Society : _ ' ' _ : C .
(10 hours) .20 13 - = — i3
C An Appreciation of Microelectronics o . : _ _
. (10 hours) ' - 17 . 10 — 7 | 34
Total | 45 .' 25 23 7 100
- Note:

* The numbers within the table indicate the relative weighting given to the various topics and abilities.. - |
This subject will be assessed by SCOTEC (see paragraph 5 Details of Assessment). -



TABLE OF SPECIFICATIONS

Descriptive Bibliography and Indexing I (30 hours)

Topic Ability | Knowledge | Comprehension | Application | Total
A Books )

(11 hours) _ : 34 3 — 37
B Special Materials ) :

(3 hours) . 7 -3 — 10
C Audio-visual Material ' - .

(4 hours) - . 10 3 — | 13
D Book Trade o .

(12 hours) | 13 20 - . 7 40

Total ' S 64 29 7 100
Note:

The numbers within the table indicate the relative weighting given to the various topics and
abilities.
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SOURCES OF INFORMATION | | 30 hours)
Aim: -
To enable the assxstant to select a suitable source of information when ass:sung thh
enquiries. ‘

“The expected learning outcome isthat thestudent. .. ..ovuieinrenereerenns creead

A Users’ Needs | | - (5 hours)
1. Demonstrates an appreciation of users’ needs for information, .
1.1 . Describes methods of acquiring, storing and disseminating information."

B Selection of Information ‘ (184 hours)
2. Demonstrates a knowledge of suitable sources of information within his own
library and information service for dealing with requests for information and
data. o
2.1  Gives brief descriptions of encyclopedias, yearbooks, directories and
language dictionaries.
- 2.2 Gives brief descriptions of special subject dictionaries and encyclopedias.
2.3 Gives brief descriptions of indexes and bibliographies.
2.4  Gives brief descriptions of trade literature.
2.5  Gives brief descriptions of standard specifications, codes of practice and
~ patent specifications.
2.6  Gives brief descriptions of lo¢al mformauon, viz: brochures, guides and
maps.
2.7  Gives brief descriptions of government and parliamentary publications.
2.8 Gives brief descriptions of sources of statistical data.

C Sources of Information ' (6'2 hours)
3. Demonstrates a knowlcdge of sources of information outsnde his own library and
' information services. .

3.1 Describes how to use the expertise of staff within the organisation he
serves as a source of information, : :
3.2 Describes sources of information of kindred organisations, eg other
' library and information services, institutions, trade associations.
3.3 Describes commercial and government services,

Total recommended time ' (30 hours)
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TABLE OF SPECIFICATIONS

Sources of Information 1 (30 hours)
Topic Ability Knowledge Total
A Users’Needs : .
(5 hours) : 17 17
B Selection of Information ‘ .
(184 hours) ‘ - 62 62
C Sources of Information
. (6% hours) . ‘ 21 21
Total ' _ 100 100
Note:

The numbers within the table indicate the relative weighting given to the various topics and -
abilities. ' :
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LIBRARY AND INFORMATION TECHNOLOGY I (30 hours)
Aim: :
To produce in the student a familiarity with machines and a confidence in their use and
maintenance, and to examine their applications in library and information services.

“The expected ]earning outcomeis that thestudent............ Cetieesasans . !
1. Demonstrates a working knowledge of the various machines used in hbrary and
information services. _
A Reprography ‘ (6'/: hours)
1.1  Lists the different types of machines used for reprography in libraries.
1.2 Demonstrates correct usage and care of reprographic machines.
1.3 Describes the circumstances in which a reprographic machine may be
used.
1.4  Calculates unit costs of copying documents,
1.5 Defines the term ‘copyright’. .
1.6 Outlines the procedure to be followed as regards copyright regulations.

B Microdocument Readers (5 hours)
1.7  States the function of mlcrodocument readers/pnnters for all forms of
miniaturised records.

1.8  Demonstrates correct usage and care of microdocument readers,
1.9 - Lists the advantages and disadvantages of microdocument readers.
C  Typewriters | ' (1 hour)
" 1.10 Describes the preparation of scripts to be typewritten. ‘
1.11 Describes situations in which tape typewriters may be used. ,
D Dictating Machines, (1 hour)
1.12 Demonstrates correct usage and care of dictating machines. '
1.13  Lists the advantages and disadvantages of dictating machines over other
forms of communication. '
E - Calculating Machines _ (1'% hours)
1.14 Outlines the function of a calculating machine. ' :
1.15 Demonstrates the ability to use a ca]culatmg machine. '
F Issuing and Security Systems : (72 hours)
1.16 Outlines the function of electronic issuing systems eg a Plessey Pen.
1.17 Demonstrates correct usage of a Plessey Pen.
1.18 Describes storage of information recorded by a Plessey Pcn.
~1.19 Describes retrieval of this information.
1.20 States the function of detection devices. _
1.21 Lists the situations in which such devices would be utilised.
- 1,22 Describes and demonstrates procedures consequent on using these -
: devices.
G Telephone (3 hours)
1.23 Demonstrates correct use of telephone (mcommg and outgoing calls,
“local, STD and foreign calls) for internal and external communication,
1.24 Demonstrates correct procedures in passmg on information recewed via
the telephone. _ :
H Telex ' (1% hours)
: 1.25 Describes the operation of telex. ' _
'1.26 Describes situations in which telex may be used.
1 Internal Communications - : : : (3 hours)
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2. Demonstrates a knowledge of mechanical and electronic internal communication
systems,
2.1  Identifies various types of internal communication systems (eg bleepers,
loudspeakers, lights, closed circuit television etc).
2.2 States the advantages and disadvantages of each.

Total recomménded time (30 hours)
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" TABLE OF SPECIFICATIONS

Library and Information Technology I (30 hours)
Topic . Ability Knowledge Comprehension Application Motor Total
A Reprography
(6% hours) 13 ‘ — 3 5 21
B Microdocument Readers : :
(5 hours) 12 . - —_— 5 17
C Typewriters ' :
: (1 hour) 3 _ —_ — 3
D Dictating Machines
(1 hour) 2 — — 2 4
E . Calculating Machines
(12 hours) _ 3 —_ — 2 5
F lssuing and Securily Systems.
J (7% hours) ' 20 —_ — 5 25
G Telephones - :
(3 hours) -— —_ —_ 10 10
H Telex
‘ (1% hours) 5 - —_ - 5
! Internal Communications : _
(3 hours) 10 —_ —_ _ 10
Total 68 : - 3 29 100
Note:

The numbers within the table indicate the relative weighting given to the various topics and abilities.



LIBRARY ADMINISTRATIVE PRACTICE (60 hours)

Aim: 3
To acquamt the student with the basic purpose ‘of standard routine processes in libraries,
and to familiarise him with the various methods in use in different types of library services
to achieve these purposes.

‘The expected learning outcomeisthatthestudent. ........iv.vu.. trerese PRI '

A Services (11 hours)
I, Demonstrates a knowledge of the general structure of services. -

1.1 Outlines the general structure of library systems.

1.2  Describes the chain of responsibility from governing body, executive
officer, senior and junior staff. '

1.3  Indicates the range of separate departments, including reference, adult
lending, children’s, reading rooms, special subject departments, informa- -
tion services and central common services.

B Selection and Acquisition . ' (17 hours)
2. Demonstrates a knowledge of procedures for selection and acquisition.
2.1  Describes the different methods of organising in the selection of books
and other materials.
2.2  Describes the methods used to select materials for hbrary stock.
2.3  Describes the types of detailed records to be maintained for the
" acquisition of books and other supplies.

- 2.4  Outlines the process of ordering and checking books and other materials - -

on receipt. _
2.5  Describes the various methods of recording the acquisition of books and
~ other materials.
2.6  Describes the various processes in the preparation of books for public
use.
C Organisation of Stock (8 hours)
3. Demonstrates an appreciation of the organisation of stock for use of readers.

3.1  Describes the arrangement and guiding of books and other materials.
3.2  Describes daily routines for checking the arrangements of books
3.3 Gives examples of various types of special displays.

D Maintenance of Stock l' (8 hours) -
4, Demonstrates an appreciation of the general maintenance of stock,
: 4.1  Describes the various means by which preservation of books may be
ensured.

4.2  Describes various means of simple repairs.
4.3  Describes the examination of books preparatory to rebinding or
reinforcing.
4.4  Describes the procedure for preparation 01' books and pcnodlcals 1o be
- sent for binding.
4.5  Describes the procedures to be carried out on rece:pt of books and
periodicals returned from the binders.
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E Lending Services

5. Knows the procedures involved in lending services in libraries.
"5.1 Describes various methods for the registration of readers as members ofa

library.

(11 hours) '

5.2  Describes the various methods.in use for the issue of books and other

materials,

5.3  Describes the recording of issue statistics.

5.4  Describes the facilities available for the interlending of books between

libraries.

F Assistance

(5 hours) -

6. Demonstrates an appreciation of methods of giving assistance to readers.
6.1  States the importance of the attitude of library and information service
staff in their dealings with users.
6.2  Describes the personal help that can be given to readers.

Total recommended time (60 hours)
TABLE OF SPECIFICATIONS
Libl:ary Admiqistrative Practice (60 hours)
Topic Ability | Knowledge | Comprehension | Total
A Services
(11 hours) 18 — 18
B Selection and Acquisition
(17 hours) 28 — 28
C Organisation of Stock . '
(8 hours) 7 7 14
D Maintenance of Stock
(8 hours) 14 — 14
- E Lending Services _
(11 hours) 18 -— 18
F Assistance : _
(5 hours) — 8 8
Total 8BS 15 100
Note:

The numbers within the table indicate the relative weighting given to the various topics and

abilities,



OBJECTIVES OF LIBRARY AND INFORMATION SERVICES (30 hours)
Aim: ‘ ' o o ' L
To provide the student with an understanding of the part played by the library assistant in
the library and informa_tion service.

“The expected learning outcome is that the student. . ...... SEERTEEREEE feesaeaas e
A History of Libraries o o . (2hours)

1. Demonstrates a knowledge of the history of libraries.
1.1  Describes briefly the emergence, growth and devclopment of libraries of

all types.
B Modern Society _ ' : (18 hours)
-2, Demonstrates a knowledge of the contribution of -libraries and information

services to various sectors of modern society. _ :

2.1 Summarises the role of the library in primary, secondary and tertiary
institutions of education.

2.2 Summarises the role of the library and information service in local and
national government.

2.3 Statesthe control exercised by government on libraries.

2.4  Explains the contribution of information services to the individual needs
of the citizen.

2.5  Describes the educational role of the public library.

2.6 Estimates the contribution made by public libraries to the overall
provision of recreation and leisure facilities in the community.

2.7 - Describes the function of library and information services in industry and

~ commerce. .
2.8  Describes the part played by hbrary and mformatlon services in the world
of research.
C National Libraries - ‘ (72 hours)

© 3 Demonstrates an appreciation of the role of National libraries.
3.1  Outlines the principal functions of national libraries.
3.2 Explains the organisation and services of the British Library.
3.3 Describes schemes of inter-library co-operation operating in the UK with
‘ particular reference to British Library Lending Division and Nanonal
Library of Scotland Lending Services.

D Professional Organisations (22 hours)

4. Demonstrates a knowledge of the activities and services of those professional
organisations most closely associated wnh hbrananship and information
science,

4,1 States the main functions of each of the following:
(@) Library Association '
(b) Institute of Information Scientists
(¢} Aslib _
(d) International Federation of Documentation (FID)
(e} International Federation of Library Associations (IFLA).

" Total recommended time (30 hours)
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TABLE OF SPECIFICATIONS

Objectives of Library and Information Services - (30 hours)

Topic Ability | Knowledge { Comprehension | Total
A History of Libraries ‘

(2 hours) _ - 7. —_— : 7
B Modern Society _ : ‘

(18 hours) . 20 40 60
C National Libraries ' : '

(7% hours) , 15 _ 10 25
D Professional Organisations : : _ '

(2% hours) ‘ 8 - 8

Total , 50 - 50 _ 100

Note: -
The numbers within the table indicate the relative weighting given to the various topics and
abilities. - '
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MEDIA STUDIES (30 hours)

Alm
~ To familiarise the student wuh the world of the mass medla in which heis mvolvcd

“The expected learning outcome is that the student. . . .. R ceeseanans creenaens

A Education and Entertainment _ : (6 hours)
1. Demonstrates an appreciation of the role of the ‘media in education and
entertainment.
1.1  Describes the use of TV and radio as an aid to learning at school and in
adult life. CEEFAX, ORACLE.
1.2  Demonstrates the use of newspapers and periodicals as an aid to learning
and leisure activities.
1.3 Describes the working of the Open University.

B Newspapers and Periodicals ' (5 hours)
2. Demonstrates an appreciation of the role of newspapers and periodicals.
2.1  Gives examples of readership of newspapers and periodicals.
2.2 Distinguishes between primary and secondary information in newspapers
and periodicals.

- C Social Effects : ' (12 hours)
3. Demonstrates an awareness of the social effects of the mass media.
3.1 Identifies communication patterns in society before the existence of
- telegraphy and rddio.
3.2  Summarises the development of rapid communications.
3.3 Outlines the major effects of rapid communications on social behavxour.
3.4  Describes benefits of the mass media for handicapped people.

D Reading, Viewing and Listening (7 hours)
4, Demonstrates an apprecnanon of the mdwndual s response to reading, viewing
and listening. :
4.1 Distinguishes between the various methods of reading, viewing .and
listening which can be employed by the individual.
4.2  Gives examples of the type of advice which can be given to improve
methods of reading, viewing and listening, eg listening to lectures.

Total recommended time {30 hours)
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TABLE OF SPECIFICATIONS

Media Studies (30 hours)
Topic - Ability Knowledge - - Comprehension Application | Analysis -Total
A Education and Entertainment
(6 hours) 17 —_ 3 -— 20
B Newspapers and Periodicals _
‘(Shours) " - 10 _ . 9
C Social Effects _
(12 houts) 30 10 - — 40
D Reading, Viewing and Listening :
(7 hours) Lo —_ 13 —_ 10 23
Total 47 33 3 17 100

Note:

The numbers witkin the table indicate the relative weighting given to the various topics and abilities.



Aim:

USER STUDIES (60 hours)

To provide the student with an understandmg of the needs of different categories of
readers, and to equip him with the skills necessary to meet these needs.

“The expected learning outcome is that the student. . et teeieeaaeerreasetaaninaes i

A Library Use

(14 hoursl)

I. Demonstrates a knowledge of the use made of libraries by different types of
users and the ways of collecting information about these needs.

1.1  Gives examples of typical needs of public library users as regards:

(i) education

(@ii) information -

(iii) recreation.
1.2  Describes the needs of library users in primary and secondary education.
1.3 Describes the needs of library users in further and higher education.
1.4  Describes the needs of library and information service users in industry
. and research. '
1.5  Describes how surveys of library use may be made.
B Typesof Publications ' (6 hours)

2. Demonstrates a knowledge of the type of publications whxch may be produced
_ by libraries and information services and the contribution these may make to
" public relations activities.

... 2.1 . Describes book lists and bibliographies produced by individual libraries.
2.2 Describes current awareness publications and their use.
2.3 Describes guides to the library.
2.4  Describes annual reports and other library publications.
2.5  Describes practical methods of producing the above documents (2.1-2.4).
C Posters and Exhibitions (5 hours)

3. Demonstrates an appreciation of the role of posters and exhlbmons in publi-
- cising the library and its services.

3.1  Outlines the principles of good exhibition des:gn and layout.
3.2 Outlines the practical techniques of poster design with reference to
colour, composition and typography.
3.3 Identifies suitable exhibition furniture and equipment.
D Reader Handicaps . . (7 hours)

4, Demonstrates an awareness of various reader handlcaps and the aids available to
such readers.

4,1

4.2

4.3
4.4
4.5

States the factors to be considered in library layciut and design to
facilitate access by the physically handicapped.

Identifies the range of services available to the blind.

QOutlines the needs of the slow adult reader.

Describes the services being developed to help the slow adult reader.
Describes library services provided to the housebound, sick and agéd -
members of the community.
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E Maintenance and Premises (8 hours)
5. Demonstrates a knowledge of the factors affecting maintenance of premises.

S.1  States the principles of building and furniture maintenance,

§.2  States the major heating and lighting requirements of libraries and their
users. ' ' _ R

' ’5.3  Outlines the principles of good furnishing and decoration.
F Materials Storage (14 hours)
6. Demonstrates a knowledge of materials storage.

6.1  Lists the problems of storage of library stock.

6.2  Outlines the various methods of storing books.

6.3  Outlines the various methods of storing non-book material.

6.4 Shows current practice of provxdlng access to all types of stock for staff
and readers.

6.5 Describes current practice of stock location.

6.6 Shows the need for stock security and the factors that affect security viz,
reader attitude, stock adequacy; back-up facilities (eg photocopying) and
issue systems.

6.7  Outlines the various types of modern security systems.

G Extension Actwmes : (6 hours)
7. Demonstrates an appreciation of the role of extensxon activities. :

7.1  Estimates the benefits and opportumnes provided by the library’s
involvement.in extension activities.

7.2 Discovers different types of extension activity wnth regard to book stock,

staffing and accommodation.

- ' Total reccommended time (60 hours)
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TABLE OF SPECIFICATIONS

User Studies ' (60 hours)
Topic - Ability | Knowledge { Comprehension | Application |Total
A Library Use
(14 hours) 18 - 5 — 23
B Types of Publication :
(6 hours) : 10 —_ —_ 10
C Posters and Exhibitions .
(5 hours) 5 4 — 9
D Reader Handicaps , '
(7 hours) 2 10 —_ 12
E Maintenance and Premises ,
(8 hours) S 3 ' 10 . -— 13
F Materials Storage _
(14 hours) ' 10 3 10 23
G Extension Activities ' :
(6 hours) — 5 -5 10
* Total 48 37 15 {100
Note: = :

" The numbers within the table indicate the relative weighting given to the various topics and
abilities. ' _
This subject will be assessed by SCOTEC (see paragraph 5 Details of Assessment).
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DESCRIPTIVE BIBLIOGRAPHY AND INDEXING 11 (30 hours)

Aim: ' '
To develop in the student an ability to distinguish between different classification and
cataloguing procedures the more readily to assist library and information service users.

‘The expected learning outcome is that the student. . ........ Ceeeenae Ceearereeann

A Classification, Indexing and Cataloguing ' (27 hours)
1. Demonstrates a knowledge of classification, '
1.1  Distinguishes between analytic and synthetic approaches to classification.
1.2  Lists the purposes of classification. '
1.3 "~ Describes the essential features of a classification scheme.
1.4  Lists the desirable qualities of a good notation.
1.5  Describes the uses of notation.
1.6  Recognises the existence of different classification schemes.
1.7  Liststhe disadvantages of classification.
1.8  Explains co-ordinate indexing.
1.9  Lists the information which a catalogue should cover.
1.10 Lists the different types of catalogue.
1.11 Distinguishes between a dictionary catalogue and a classified catalogue.
1.12 Describes the various physical forms of catalogue:—card, sheaf, guard
book, microform and computer print out.
Describes the production of a national catalogue.
Describes catalogues of non-book material.
Describes recent developments in classification.

B Enumerative Bibliography (3 hours)
2. ‘Demonstrates a knowledge of enumerative blbhography '
2.1  Defines enumerative bibliography. : -
2.2 Describes the manner in which catalogue records can be used to produce
accession hsts and bibliographies.

Total recommended time ‘ (30 hours)
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SOURCES OF INFORMATION 11 (30hours)

Aim:
To enable the assistant to use a wide range of reference material and to make a literature
search, |
*The expected learning outcome is that the student. ......... teeressenrananans cens’
A Reference Materials : , ‘ " (13 hours)
1. Demonstrates an ability 1o use 2 wide range of reference materials.
" 1.1  Uses bibliographies and indexes. '
1.2 Uses general encyclopedias and dictionaries. .
1.3  Uses encyclopedias and dictionaries of subjects (including language
dictionaries).
1.4  Uses year books and directories.
1.5 Usestrade literature. _
1.6  Uses standard specifications, codes of practice and patent specifications.
B Literature Search ‘ (17 hours)
2. - Demonstrates an ability to make a literature search.
2.1  Usesannual reviews and progress reports.
2.2 Usesabstracts journals.
2.3 Uses periodicals indexes. S -
2.4 Uses citations in encyclopaedias, monographs, textbooks, and
periodicals.
2.5  Usespatent specifications. ‘
Total recommended time (30 hours)
TABLE OF SPECIFI CATIONS
Bibliography and Sources of Information (60 hours)
Topic Ability| Knowledge | Comprehension Applicatidn Total

Descriptive Bibliography
and Indexing 11
A Ciassification

(27hours) 33 12 — 45
B Enumerative Bibliography - C

(3 hours) 5 — -— 5
Sources of Information I1
A Reference Materials :

{13 hours) —_ —_ 21 21
B Literature Search '

(17 hours) — — 29 29

Total 38 12 50 100

Note:

~ The numbers within the table indicate the relative weighting given to the various topics and

abilities.

These subjects will be assessed by SCOTEC (see paragraph 5 Details of Assessment).
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LIBRARY AND INFORMATION TECHNOLOGY1l (30 hours)

“The expected learning outcome isthat thestudent. . ........oviiiiiiiieiennes o
A Audio-visual Equipment (24 hours)
1. Demonstrates a working knowledge of audio-visual equipment and computer
systems.
1.1  Outlines the fundamentals of electrical safety.

1.2  Demonstrates good practice in handling electrical equipment.

1.3  Recognises common faults in record players.

1.4  Describes the playing of tape recordings on audio-tape machines.

1.5 Describes the playing of tape recordings on typical cassette tape

‘ recorders.

1.6 Describes the use of tape recorders in combination wnh othcr audio
instruments.

1.7 Demonstrates the projection of snlcnt and sound film-strips.

1.8  Demonstrates the operation of single slide and tray loading projectors
and all accessories.

1.9  Demonstrates the operation of opaque projectors.
Demonstrates the operation of overhead projectors.
Demonstrates an acceptable skill in operatmg several types of 16mm and
8mm projector. .

1.12 Demonstrates the correction of faulty TV plctures by using appropnate

. controls.

1.13  Describes the makmg and playing of vndeo-tape recordmgs

1.14 Describes the diagnosis of equipment fanlurcs .

1.15 Describes compilation of multi-media kits.

1.16 Describes the use of alearning programme,

B Computer Systems ' . (6 hours)

2.

2.1

2.2.

2.3

~ Demonstrates a knowledge of the use of computer systems in libraries.

Outlines the principles underlying the use of computer. systems in
libraries. | :
Lists the uses of computer systems in libraries to mcludc

(i) ordering

(ii) cataloguing

(iii} information storage

(iv) retrieval

{(v) selective dissemination of information (SDI).

Describes the procedures involved in 2.2 (i)—(v). -

Tbtal recqmmended time (30 hours)
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TABLE OF SPECIFICATIONS

Library and lnformation Technology Il . (30 hours)
Topic ‘ bility Knowledge Cofnprehension Application Analysis .‘Motor - Total
A Audio-visual Equipment : : _
(24 hours) S X ' 7 : —_ 7 33 80
B Compuler Sysléms ' . _ '
{6 hours) . i3 7. — — — 20
Total | 46 14 - 7 33 100

" Note:

The numbers within the table indicale the relative weighting given to the various topics and abilities.
“This subject will be assessed by SCOTEC (see paragraph § Details of Assessment).



COMMUNICATION (30 hours)

Aim:

To enable the student:

(a) to communicate competently through the medium of spoken English;
(b) to communicate competently through the medium of written English.

“The expected learning outcome is that thestudent. .. ............ Ceererreiesnaans

A Oral Communication ' (15 hours)
1.  Understands the principles of oral communication. _
1.1  Expresses himself clearly in a few sentences on a prepared topic.
1.2 Answers questions on topic in 1.1 in a lucid, rational and concise manner.
1.3 - Argues in favour of or against a particular point of view by marshalling
and detailing his personal knowledge.
1.4  Participates in a group discussion, observing standard meeting procedure
by addressing the discussion leader, refraining from mterruptmg and
presenting his case and arguments asin 1.1 and 1.3.
1.5  Givesoral instruction effectively,
1.6  Receives verbal messages and repeats them accurately,
1.7.  Interpretsoral instructions by completion of a task or assignment.
1.8  Converts instruction, explanat:ons and data in written form or oral

-account,
2.  Givesa report orally in a confident and convincing manner. :
2.1  Prepares a five-minute talk on a given subject using notes mstead of a
script,

2.2  Demonstrates how 1o control nervousness.

2.3 Demonstrates effective delivery techniques.

2.4  Produces rapport with audience,

2.5 Demonstrates how to control timing of talk. :

2.6  Shows how to convert written English into spoken English.

2.7  Uses audio-video aids where appropriate to reinforce the spoken word.
3. Demonstrates willingness to participate in class discussion.

3.1 . Selects information on topic to be discussed.

3.2 Asksquestions. '

3.3 Presentsinformation in discussion.

3.4  Follows class discussion.

3.5 Participates in class discussion. :
4, Demonstrates the usage of the appropnate spoken English in a vanety of

contexts,

4.1 . Explains the principles of debating.

4.2  Lists basic terminology relating to committee work and procedures.

4.3 - Demonstrates competence in role play exercises.

4.4  Outlines the important features of good lelephonc techmquc

4.5 Demonstrates good telephone technique.

B Written Communication {15 hours)
5. Understands the principles of written communication eg letters, memoranda,
notices, instructions (including algorithms) and reports,
5.1  ldentifies the purpose of written communication,

.ﬂ_ﬁ
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5.2  Explains the necessity for researching evidence/information relevant to
written communication,

5.3  Organises information into an appropriate structure, (Students should be
given practice in the writing of both informative and persuassive reports).

5.4  Summarises written information.

Exhibits proper sensitivity to factors affecting communication in the library

situation, x = '

6.1  Identifies the differences between lay and specialist thinking.

6.2  Establishes clients’ needs as opposed to their demands.

Total recommended time (30 hours)
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TABLE OF SPECIFICATIONS

(30 hours)

Note:

The numbers within the table indicate (he re|

This subject will be assessed by SCOTEC (see paragraph 5 Details of Assessment).

lative weighting given to the various topics and abilities. o

Communication
Topic Ability Knowledge Comprehension Analysis Synthesis Motor Total
‘tA Oral Communication
{15 hours) 7 7 —_ —_ 36 50
B Written Communication _
(15 hours) 2 -2 10 16 — 50
Total 9 9 10 36 36 100



RELATED STUDIES -~ (30hours)

“The expected learning outcome is that the student......... e sresmesasaesnaavaany ’

A Studyand Leaming"]‘echniques | ' (10 hours)
1. Evaluates reasons for study.

2. Applies effective study techniques. :
2.1  Explains the benefits of using specific recall and review techniques in
. achieving effective use of memory.
2.2 Uses different memory systems eg
(@) number-rhyme system;
(b) key words system;
'(c) association (story) system.
3 Demonstrates use of non-linear note taking.
3.1  Describes differences between traditional linear pattern of speech and
print—and non linear patterning techniques for note taking.
3.2 Demonstrates example of advanced patterned notes on subject specified.
4, Understands principles of review. ‘
4.1  Describes problems arising from use of standard study techniques.
4.2  Outlines a timetable for review on a subject to keep up recall level.
4.3  Uses planned approach to study of subjects.
5. Recognises the benefits to be gained by the use of different learning methods and -
media.
5.1  Useslearning packages.
5.2  Usesstructured learning manuals,
5.3  Uses programmed learning machines.
5.4  Uses close circuit television medium,
6.  Demonstrates the ability to use techniques of study.
6.1  Allocates time to subjects.
6.2 - Reviews learning regularly.
6.3  Uses effective reading techmques
6.4  Reads more speedily.
6.5 Useseffective filing system for notes.
B The Individual in Society =~ . : (10 hours)
7. Understands the political and economlc processes and their effects on individual
welfare.
7.1 Outlineslocal and national levels of the polmcal process. :
7.2 Identifies political and economic factors in political decision makmg
7.3 Explains the economic factors which determine the standard of hvmg—
investment, employment etc.
7.4  ldentifies sources of job satisfaction.
7.5 Explains the factors involved in the developmem of an occupational
_ identity. ' : - )
C An Appreciation of Microelectronics {10 hours)
8. Understands basic microprocessor systems. '

‘1.1 = ldentifies goals or objectives to be achieved.

8.1  States that an integrated circuit consists of a large number of microscopic
-electronic parts ie diodes, transistors and resnslors contained on a small
picce of silicon called a chip.
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10.

11.

8.2

8.3
8.4
8.5

8.6

States that such elements are broadly classified as:
(a) small scale integrated circuitry—of the order of 10’s of devices per
~ chip;
(b) medium scale integrated circuitry-—of the order of 100’s of devices
per chip;
(c) largescale mtegrated c1rcu1try—of the order of 1000’s of devices per
- chip;
(d) very large scale integrated circuitry—of the order of 10000’s of
devices per chip.
States that a microprocessor is a large scale integration device which
operates according to a program,
States that a microprocessor is a central processing unit with connecting
information paths called buses to the outside world.
States that a microprocessor requires peripherals to input, output and
store information.
Explains the basic functions of the following peripherals:
(2) ROM (read only memory);

. (b) RAM (random access memory);

(¢) visual display unit (VDU);

(d) devices for the conversion of analogue to digital signals and vice
versa;

(¢) punchedtape;

() magnetic tape;

(g) discs; '

(h) teletype;

(i) printers.

Demonstrates a knowledge of the development of aids to computing.

9.1 Outlines the historical development of man-made aids viz: Abacus,
Babbage, slide rule etc,

9.2  Associates the miniaturisation of computers with the development of
LSl

9.3  Distinguishes between analogue and digital computers.

9.4  Lists the main features of microcomputers,

9.5  Discusses the development of the microcomputer.

Demonstrates a knowledge of the applications of microprocessors and

microcomputers.

10.1 Distinguishes between the microprocessor and the microcomputer.

10.2 Outlines typical applications of the microprocessor®,

10.3 Outlines typical applications of the microcomputer®.

10.4 Explains the necessity for suitable transducers and interface modules.

*10.2 and *10.3 should be drawn from areas of particular interest to the
students. A typical selection may be taken from the following: .
automobiles, security systems, domestic applications, process control,
interactive computer graphics, simulation design. .

Estimates the effects of microelectronics on employment.

1.1

11.2

Describes the changmg pauem of educational games eg the home
computer. -

Explains the need for training and relrammg of personnel in the use of
new microelectronic devices.

Ra



11.3

11.4

11.5

11.6

11.7

Explains that the introduction of microelectronics can lead to more
reliable devices, and can increase product reliability.
Discusses the use of word processors and other communication systems in

office procedure.
Summarises the impact of microelectronics on education eg computer

assisted learning.

‘Outlines possible outcomes of the introduction of microelectronics such

as:
shorter working week;
reduced employment;
loss of personal contact;
suspicion of unreliability;
availability of a greater range of devices;
security of personal information,
Summarises the environmental and social problems arising from the
possibility of more people pursuing leisure activities for Jonger periods.

Total recommended time '(30 hours)
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TABLE OF SPECIFICATIONS

Related Studies _ ‘ : : o (30 hours)
Topic Ability Knowledge Comprehension Application Analysi§ Total
A Study and Learning Techniques ] .
. (10 hours) . . .8 .2 23 —_ 33
B The Individual in Society ' ' _ ‘
(10 hours) ' 20 ' 13 — — 13
C An Appreciation of Microelectronics _ : , ; .
(10 hours) ' 17 10 ' - 7 34
Total | - .45 ' 25 2 7 100
Nole:

The numbers within the table indicate the relative weighting given to the various topics and abilities. .
This subject will be assessed by SCOTEC (see paragraph § Details of Assessment),



PRACTICAL SKILLS " (30 hours)

Aim: . .
To familiarise the student with various methods of performing tasks with particular
reference to accuracy, neatness and speed where appropriate and to increase confidence
when dealing with the public. Role-playing should be encouraged where possible.

The following list of suggested practical tasks is intended to give examples of the type of
tasks which should be included in a scheme of continuous assessment of the students
practical skills. Cross-references to the relevant syllabuses in the Certificate course are also
included.

TASK ‘ SYLLABUS
Alphabetisation General Administrative Principles and -
Numeralisation ' Practice 1.6
Proof reading "~ Descriptive
eg 12 common signs used to correct a Bibliography and Indexing I 4.2
passage _ _ '
Reference work _ Sources of Information
Practice in answering questions from
book on the shelf.
Present answers in suitable form.
Use of:. '
Telephone ‘Library and Information Technology
Telex ' :
Reprography machines
Adding machlnes/calculators
Typewriter . ‘
Book Processing ‘ ' Library Administrative Practice 2.6
‘Jacketing
Labelling
Use of Selin, Plessey badges etc. '
Shelving : ~ Library Administrative Practice 3.2
In a difficult section '
Material Selection -~ Library Administrative Practice 2.2
eg on a subject for a book hst ' '
Book Repair and Conservation _ Library Administrative Practice 4.
(including non-book material)
Deals with actual questions from readers - Library Administrative Practlce 6. 2
- Sources of Information 1
Operate Issue Desk L Library Administrative Practice E
Charge and Discharge ' '
Reservation
Overdues

The continuous assessment should be carned out by means of a studem perforrnance
_profile as follows:
All the practical skills which are considered to be appropriate for assessment are listed and
a scheme of exercises is devised to test these practical skills.

89 .



Each skill is assessed by the Lecturer as either Satisfactory (S), or Unsatisfactory (U) or
above the standard expected at this level (A). Reasons must be stated for each (U) mark
given, An assessment record is completed by the Lecturer and the mark obtained by the

student derived as follows: '
Mark % No of assessments expressed as a % of the total

90 80%-100% S including a minimum of 50% A
65 80%-100% S : . :

.42 60%-80% S
32 lessthan 60% S

90 -



SCOTEC HIGHER CERTIFICATE COURSE
N

LIBRARY AND INFORMATION

SCIENCE

-1983/84

[N.B. The syllabus itself has been bound into the thesis with the
exception of the end papers and other prefatory matter.]
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Aim:

ADMINISTRATION OF THE LIBRARY o (110 hours)
AND INFORMATION DEPARTMENT

To give the student an understandmg of orgamsanons and the ways in whxch library and
information departments are structured to achieve their stated aims and objectives.

- *“The expected learning outcome s that the student . ..o veeverenerererneneneans .

A Functions of Management (7 hours)
1. Understands the functions of management.

1.1  Explainsthe functions of management.
B Industrial Relations ‘ : (18 hours)
2. Understands industrial relations. -
2.1  Explains the role of the following in industrial relations:
(a) Trades Unions;
(b) the State;
(c) management;
(d) thelaw;
(¢) negotiation/bargaining;
(f) employee participation.
C Leisure and Recreation ' 3 - (3 hours)

3.  Understands the role of leisure and recreation.

3.1 Explains the role of lexsurc and recreation in relation to each of the
following: : S . . N
(a) theindividual;
(b) theorganisation.
D Personnel Management ' ' - (20hours)

4, Demonstrates the need for and the requirements of personnel management.

4.1
4.2

4.3

44
4.5
4.6
4.7
4.8

4.9

4.10
4.11
4.12
4.13

Explains the general principles of personnel management.

Demonstrates a knowledge of theories of mtotivation

eg Taylor, Mayo, McGregor, Herzberg, Maslow, contingency theory,
expectancy theory.

Identifies different methods of commumcatmn both mternal and exter-

" nal.

Shows an understandmg of the problems of communication.

Illustrates the importance of perception in communication.

Ilustrates the use of staff meetings, working parties and newsletter.
Illustrates how and why such meetings may be controlled.

Outlines the need for good communications with the public and other
organisations.

Prepares training programmes.

“Outlines the value of in-service training.

Prepares programmes for induction training. |
Shows the need for general safety at work.
Prepares health and safety procedures.
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E Library services and functions {18 hours)

5. Distinguishes between different types of library services and functions. '
5.1 Identifies the need for the allocation of resources to different typcs of
' service.
§2 Identifies the need for and the means of producing user surveys and
profiles.
& 3 Qutlines the information necessary to compile a profile of a commumty
5.4 Distinguishes methods of producmg user surveys.
5.5 Demonstrates an awareness of departmental functions.
. 5.6 Showsthe need for library estimates.
5.7 Identifies the components of a litrary estimate.
4.8 Outlines the information necessary to compile estimates,
F 1Inter-library co-operation . (4 hours)
6. Evaluates different methods of library co-operation.
6.1  Explains the value of local co-operation.
6.2  Explains the value of regional co-operation.
6.3  Explains the value of subject co-operation
6.4 1dentifies other aspects of library co-operation.
G Cataloguing ' _ (16 hours)
7. Recognises the need for and the importance of cataloguing rules and principles.
7.1 Demonstrates an appreciation of the need for rules and consxstency of
' practice. :
7.2 Demonstratesa knowledge of themore nnportant cataloguing rules.
7.3 Demonstrates a knowledge of the different descriptions required by dif-
- ferent kinds of materials.
7.4 Illustrates by using examples, the value of rules.
7.5 Identifies advantages and disadvantages of automated cataloguing
systems.
~H Classification (16 hours)
8.  Analysesa classification scheme. -
8.1  Outlines the structure of a published classification scheme.
N 8.2  Outlines the purpose and function of the index to the schedutcs.
8.3  Analysesthe index,
8.4  Illustrates the advantages of a faceted approach to classification.
8.5  Analyses the classification scheme from the point of view of facet
analysis.
8.6 . Analyses the notation.
8.7  Outlines the use made of mnemonics.
1 Indexing ' : (8 hours)
9. Distinguishes between d1f ferent types of indexing systems

9.1  Explains the difference between pre co-ordinate and post co-ordinate
indexing systems. :

9.2  Explains the advantages and dnsadvantagcs of each system.

9.3  Identifies areasof apphcatlon. :

Total recommended time 110 hours



TABLE OF SPECIFICATIONS

Administration of the Library and Information Department (110 hours)
~ Ability]Comprehension | Application | Analysis =~ | Totals
Topic '
A Functions of
Management
.. (7hours) 6 — —_ 6
B Industrial Relations
(18 hours) 16 - —_ 16
C Leisure and Recreation
(3 hours) 3 — —_ 3
D Personnel Management
(20 hours) _ 9 9 18
E Library Services and ‘
Functions
(18 hours) —_ 4 12 16
F Inter-library
Co-operation :
(4 hours) 3 —_ 1 4
G Cataloguing -
(16 hours) —_ 8 7 15
H Classification - . . - .
(16 hours) —_ — 15 15
I Indexing
(8 hours) 3 —_ 4 7
Totals 31 21 48 100
Note

The numbers within the table indicate the relative weighting given to the various topics and
abilities.
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Aim;

INFORMATION RETRIEVAL, STORAGE _
- AND DISSEMINATION ' ‘ (90 hours)

to enable the assistant to undertake literature and information searches and to present the

. resultsin a form acceptable to the enquirer.

A Statistical and Quantitative Information L (15 hours)
1. Evaluates statistical and guantitative information.
1.1  dentifies the kind of data to be collected on the management of:
(a) alibrary service; :
(b) aninformation service.
1.2  Describes methods of collecting data:
(a) inalibrary service;
() inaninformation service.
1.3 Converts data into graphs and charts.
1.4  Explains graphs, charts and tables.
1.5  Relates the statistical data to service and staffing needs.
1.6  Forecasts future consequences implied by the data.
B Foreign Language Material | (5 hours)
2. Analyses foreign Janguage material.
2.1 Identifies the foreign language text from the lettermg minor symbols,
inflexions etc.
2.2 Identifies the language of a foreign pubhcat:on from the place of publica-
tion, name of publisher, etc.
2.3 - Lists the translation services (including loans of translatlons) to which
British libraries have access. S
2.4  Explains the cost and time involved in getting a full translanon (compared
with an English abstract or a summary).
C Organisation of Literature Searches ' ' . (20hours)
3. Organises literature searches. ' '
" 3.1 Breaks down request for literature search to achieve maximum specificity.
3.2 ldentifies sources most likely to give results. :
3.3  Prepares arecord of what is found.
3.4 Relates the findings to the requirements.
3.5  Selects key-wordstouse on;
(a) Manual searches;
(b) On-line searches.
3.6  Selects further search terms (descriptors) to improve quality of search.
D Information Retrieval and Storage ‘ o _ (20 hours)
4, Retrieves and stores information.
4.1 Identifies the parts of an information storage system (mechamsed and .
manual).
4.2  Prepares input into microprocessor store.
4,3  Appropriates programs to sort information,
4.4 Interprets program writer’s instructions.
4.5  Uses search procedures to retrieve information (mechanised and manual).
4.6  Usesnetworking procedures.
4.7  Uses athesaurus.
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E Dissemination of Information (pI1] hours)

5. Disseminates information,
5.1 Identifies core journals and other sources needed for a Selective
Dissemination of Information (SDI) Service.
5.2  Produces profiles for customers.
5.3  Seclects methods of disseminating information to customers; including use
of word processor and phototypesetting maching.
5.4 Identifies problemsin up-dating of an SDI Service.
5.5 Produces amethod of receiving feedback from customers.
F Microprocessor Development ' (10 hours)
6 Understands developments in microprocessing technology.
6.1 Describes types of microprocessors, eg word processors.
6.2 Describes applications of microprocessors.
6.3 Distinguishes work by a microprocessor with work traditionally done in
- libraries and information services.
6.4  Describes the programming of a microcomputer.
6.5 Identifies software required for use in a library and information service.
6.6 Describes problems arising with microprocessors,

Total recommended time 90 hours
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TABLE OF SPECIFICATIONS

Information Retrieval, Storage and Dissemination (90 hours)
Ability _
Topic Knowledge Comprehension Application Analysis Totals
A Statistical and Quantitative Informatlon _
(15, hours) 3 6 8 - 17
B Forelgn Language Material
| (5 hours) 1 2 — 3 6
C Organisation of Ltterature Searehes : ‘
' (20 hours) —_ —_ 6 16 2
D Information Retrieval and Storage ‘
(20 hours) - 2 12 g 7
E Dissemination of Information ' .
(20 hours) -— —_ 1 15 22
F Microprocessor Development _ ' :
(10 hours) 4 2 —_ 5 1
Totals 8 12 3 47 100

Note

The numbers within the table mdxcate the re!auve we:ghtmg given to the various topics and abilities,

Thns subject will be assessed by SCOTEC (see paragraphs 4 & 5).



(a) Aim:
®

(i)
(iii)

i)

PROJECTS

To provxde the candidate with the opportumty to.

apply the theoretical knowledge acqulred during the course to the methods
used in their own library; :

to study problems or issues in library and information science in some depth;
to solve and/or analyse problems or issues in library and information science,
within the framework of current practice; '

to integrate and apply the subject matter of the course in the production of
written reports.

(b) Bases of Projects:

@

(i)

(iii)
@)
v)

(vi)
(vii)

projects will be based on particular hbrary services and may be in the context
either of the candidate’s own library or of other library and information ser-
vices. In the former context the candidate will be responsible for collecting
relevant information on how theory is applied in his own library service, in
the latter context the candidate will use the larger library and information
systems in the area and will visit these to collect data, Such investigations will-
be reported in formal written reports which will be presented for assessment;
projects will be related to the content of the Higher Certificate syllabuses in:
Administration of the Library and Information Department, Information
Retrieval, Storage and Dissemination, Reader Services;

supporing material from the syllabus in Related Studies may be included;
projects will normally be College based but Work-based projects should not
be ruled out if the conditions of supervision and assessment can be satisfied;
projects will be studies of actual problems/issues/aspects encountered in the
work situation or studles set by teaching staff; ’

projects will involve the candidate in investigation but will not normally in-
volve the student in fundamental research; a literature research and a crmcal
appraisal of the literature will normally be included;

the candidate will have access to a project tutor throughout each project
undertaken, who will guide the work and contribute to the assessment;

five projects will normally be undertaken by the candidate, each one resulting
in a written report which will extend to 2000-3 000 words

(c) Project Topics:
Five topics will be selected from the following list:

(i)
(i)
(iif)
(iv)
\3)
(vi)
(vii)

(viii)

(ix)
)
(xi)

(xii)

Description and Assessment of a Catalogue and Catalogue Procedure,
Description and Assessment of a Classification Scheme;

A Full Literature Search on an Assigned Topic;

Preparation of a Publicity Leaflet for New Readers;

Preparation of a User Survey;.

Application of SDI Techniques (mcIudmg the preparation of reader profiles);
Evaluation of Statistical Detail (eg the evaluauon of an annual report of a
large library/information system);

Evaluation of an Extension Service; _

Examination of the Use of Audio-Visual Material in Libraries;

Evaluation of an In-service Programme; .

Evaluation of the Communication Network in a Lnbrary/lnformauon
Systemn;

Any other topic set at the discretion of the Tutor and acceptable to the
Assessor,
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(d) Syllabus
A scheme of project Work based on a selection of the following list of objectives,
should be devised so that each of the abilities to be assessed appears as frequently as
possible in the scheme;

“The expected learning outcome is that thestudent ............ et reeeseaeas

(l) Methodology

1

7.

Attends closely to project acttvmes :

Chooses, describes, follows, identifies, locates, names, selects, uses.
Completes project work.

Complies, conforms, labels, presents, reports.

Shows interest in the subject in hand. '

Answers, discusses, performs, practises, reads, selects, writes.

Demonstrates a problem solving attitude.

Describes, differentiates, explains, follows, initiates, justifies, proposes, reads,
reports, selects, studies, works.

Recognises the role of systematic planning in solving problems.

Arranges, adheres, combines, compares, completes, defends, integrates,
modifies, organises, prepares, relates, synthesises.

Demonstrates self-reliance in working independently.

"Acts, displays, influences, modifies, performs, proposes.

Uses objective approach to problem solving,
Listens, performs, practises, proposes, qualifies, questions, verifies.

" Demonstrates industry, punctuality and self-discipline.

Acts, displays, practises, proposes, serves, uses, verifies.

(u) The Report

9.

10,

11.

12.

13.

Knows common terms, specific facts, methods, procedures, basic concepts,
and principles.

Defines, describes, identifies, lists, names, reproduces, states.

Understands facts and principles, written and verbal material, charts and
graphs.

Converts, dtstmgu:shes, estimates, explains, predicts, rewrttes, summarises.
Constructs charts and graphs, and demonstrates correct usage of 2 method or
procedure.

Demonstrates, modifies, predicts, prepares, produces, relates, shows, solves,
uses.

Recognises unstated assumptions, distinguishes between facts and mferences.
evaluates the relevancy of data.

Differentiates, dtscnmmates, distinguishes, identifies, illustrates, outlines,
relates, selects, separates. '
Integrates learning from different areas into a planned statement. proposal or
solution. Writes a well organised report.

Categorises, combines, compiles, composes, devises, designs, explains,

orgamses plans rearranges, reconstructs, relates. reorgamses. revises, sum-
marises,
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READER SERVICES : , (80 hours)

AJm

To enable the assistant to participate in the full range of services provided by a hbrary

A Extension Activities ‘ : ' : (10 hours)
1. Evaluates extension activities.

" 1.1 Identifies the benefits and opportumues provided by the library’s involve-
ment in extension activities.
1.2 Identifies different types of extension activity with regard to bookstock,
staffing and accommodation. '

"B Assistance to Readers ' ' (10 hours)
2. Recognises the importance of methods of giving assistance to readers.
2.1 Identifies the importance of the attitude of library and information ser- -
vice staff in their dealings with users,
2.2 Relates the personal help that can be given to readers.

C Pubdlications, Posters and Exhibitions " (25 hours)
3. Judges the types of publications which may be published by libraries and infor-
mation services and the contribution these may make to public relations -
activities. (15 hours)

3.1 Compares guides to the library, library bulletins, book lists and
bibliographies, current awareness publications and other llbrary pubhca-

- tions,
4. - Evaluates the role of posters and exhibitions in publicising the l:brary and its
services. (10 hours)

4.1 Ilustrates good exhibition design, layout, furniture and equipment.

D Audio-Visual and Reprographic Material : (20 hours)
5.  Evaluates the use of audio-visual and reprographic material.

5.1 Identifies the types of audio-visual material as : records, films, video-
tapes, audio tapes, filmstrips, tape slides, slides and micro-documents.

5.2  Identifies the role of audio-visual materials in all types of libraries.

5.3  Identifies the problems associated with audio-visual material as regards
filing, storage and availability.

5.4 = Identifies the different types of machines used for. reprography in

: libraries.

5.5 Identifies thc cnrcumstances in which a rcprographxc machine may be
used.

5.6  Outlines the procedure to be followed as regards copynght regulat:ons

E Other Materials ' (15 hours)
6. .- Evaluatesthe role of other materials. '
6.1  Hdentifies other types of printed materials such as: pcrlodzcals pamphlets,
charts, maps, rare books, confidential material, programmed materidl -
and trade literature.
6.2  Identifies the role of these other materials in all types of libraries.
6.3  Identifies the problems associated with the acquisition, filing, stonng and
. accessibility of these other materials. :

Total recommended time 80 hours

100 . T



TABLE OF SPECIFICATIONS

Reader Services (80 hours)
Ability
Topic Application Analysis | Evaluation Totals
A Extension Activities ’ .
(10 hours) — 13 —_ 13
B Assistance to Readers
(10 hours) 6 7 — 13
C Publications Posters and
Exhibitions .
(25 hours) —_ 12. 19 31
D Audio-Visual and _
Reprographic Material
(20 hours) — 25 —_ 25
E Other Materials |
(15 hours) —_ 18 —_ 18
. Totals 6 75 19 100

Note

The numbers within thetable indicaic the rel

abilities,

This subject will be assessed by SCOTEC (see paragraphs 4 and 5).

ative weightings given to the various topics and



RELATED STUDIES | (40 hours)

Aim:
To broaden the educauonal experience of the student by the inclusion of studies in

Sociology, Inter-personal Relations and in methods of coping with problem situations.
‘The expected learning cutcome is that the student ... ... Chesesasarasaaann cees

A Social Behaviour . (10 hours)
1. Understands the significance of social values,
1.1  States the true meaning and importance of social values.
1.2  Explains the significance of social values and the importance of their
application to the work situation.
1.3  Outlines basic factors related to human behaviour and patterns.
1.4  Identifies factors related to group behaviour and patterns,
2, Understands the democratic process as applied to organisations.
2.1  Explains the basic rules of democratic procedure in meetings.
2.2  Defines the roles of the key officers of any orgamsauon with a democratic
- framework.

B Understanding of Different Viewpoints (10 hours)
3. Evaluates an understanding of other people’s points of view, :
3.1 Summarises points of view on a selected topic expressed in a group discus-
sion.
3.2 Summarises points of view on a selected topic from various sources of
information.
3.3  Outlines a particular point of view from 1.1t0 1.2,
3.4 1dentifies attitudes which support at least one of the other pomts of vnew
expressed in 1.1 and 1.2.
4, Accepts responsibility for own behaviour.
4.1  Resolves conflicts between different sets of values.
4.2  ldentifies own strengths and weaknesses.

C Problem Solving ' (20 hours)
5. Demonstrates problem solving and decision making attitude.
' 5.1  States necessity for methodical attitude to problem solving and decision
making.
5.2 Identifies problem to be solved.
5.3  Identifies main considerations in achieving solution to a given problem. -
5.4  Selects the most suitable approach to a selected problem
5.5  Analyses all relevant data related to problem. .
5.6  Usesan objective approach to problem solving in case studies.
5.7 Produces requisite supporting dlagrams. chans etc with reference to a
~ problem.
. 5.8 Prepares a written report incorporating the relevant ewdence to
demonstrate Jogical attitude.
5.9 Outlines asolution to a problem.
6. Solves problems in a systematic manner.
6.1  Explains steps used in systematic problem analysis, recognition, specifica-
tion of problem, collection of information, identification of possible
causes, test causes, '
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6.2

6.3
6.4
6.5

6.6
6.7

. Explains steps used in systematic decision making. Aims—searching for

alternative courses of action, evaluation of alternatives, selection of best
course of action, assessment of consequences, benefits and d1sadvan-
tages; implementation of decision; testing outcome.

Uses techniques for generating alternatives—‘brain storming® and
creative thinking.

Relates habits of thought to the process of problem solving and decision
making.

Uses systematic procedures for problem analysis and decision making
based upon written and verbal information. '
Illustrates choice of action,

Explains expected outcome related to behaviour of othcrs affected.

Total recommended time 40 hours
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TABLE OF SPECIFICATIONS

~ Related Studies (40 hours)
Ability _
Topic - | Knowledge . Comprehension Application Analysis Totals
| A Social Behaviour ‘ __
(10hours) 12 13 — — 25
B Understanding of
" Different Viewpoints .
. (10 hours) - 5 7 13 25
C Problem Solving \ _
(20 hours) 3 7 12 28 50
Totals 15 25 19 41 100

Note _
The numbe;s within the tablein

This subject will be assessed by SCOTEC (see paragraphs 4 and 5).

dicate the relative weightings given to the various topics and abilities,



APPENDIX I

SCHEME OF PROJECT WORK
- TEACHERS PROGRAMME AND ANALYSIS

ProjectNoJ1 |23 |4|5]16]|7}8|9|10]11]12 13 }14
Tidel 5N
.go gls ,;“'3 r%
| A EEER
Ability Objectives OlO|ma|=o]|m
(i) Methodology
1. Attends closely to project activites VIVIVIVIVIVIVIVIVIV IV VY V|V
2. Completes project work JVIVIVIVIVIVIV]Y ) v
3. Shows interest J| VIV v JIV]Y ) N/
4. Demonstrates problem solving attitude  {v/ |V JIViV N JIVI]Y v
5.Etc.
6.
(ii) Report '
7. Knows common terms JIVE IV IVE IV J J VY
8. Understands facts and principles VAN N N v J
9. Constructs charts and graphs J| |V VIVIVIVIVIV IV IV Y
10. Recognises unstated assumptions VWi VIV vV v
11. Etc.
12.

v indicates those Projects where the indicated abilities can be assessed.

Note

appears as frequently as possible,

2. The five Projects are selected so that each of the abilities may be assessed as frequently _

1. The Scheme of Project Work is devised so that each of the abilities to be assessed .

as possible so that maximum opportunity for improvement is afforded to the candidate.
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APPENDIX Il

PROJECTS
STUDENT’S ASSESSMENT RECORD

STUDENT’S NAME:

CLASS:
Project No. 2 4 9 12 6 Comments
e.g. guidance givento
_ stqdent, reason 2
- Date | 30 1 14 16 21 for U-Mark ER:
Ability Objectives 10 12 2 3 .5 : in <
(i) Methology
1. Attends closely to
project activities . U S S
2. Completes project work | U
3.Shows interest U S S S S
4, Demonstrates problem '
solving attitude U U S S S S
5.Etc.
6.
@ii) Report
7.Knows common terms —_ —_— S S S S
8. Understands facts and |
principles S S S S. S S
9. Constructs charts and
graphs , — - — —_ S S
10. Recognises unstated
assumptions —. U —_ U —_ U
11.Etc.
12.
Final Assessment 80-100%, MARK = 65%
Note

1. The Scheme of Project Work is devised so that each of the abilities to bc assessed
appears as frequently as possible, .

2. The five Projects are selected for a candidate so that each of the abxlmes may be
assessed as frequently as possible so that maximum opportunity for :mprovcmcnt is
afforded to the candldate :
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~ APPENDIX III
' CONTINUOUS ASSESSMENT BY STUDENT PERFORMANCE PROFILE

1. Duties of Assessor:
The Assessor: _ _
(i) approves or amends draft scheme of Project Work;
(ii) receivesthe marks awarded by the college;
(iii) makes a report to the Council on the scheme of Project Work undertaken by the .
college; '
(iv) meets with college’s staff as appropriate.

2. Arrangements for Assessment:

(i) at the start of session (not later than THREE WEEKS after the start of the
session), details of the project work to be undertaken by a class:
(a) draft Teachers’ Programme and Analysis (APPENDIX I);
(b) draft scheme of Project Work, including details of each project;

(u) towards the end of session (not later than 29 May), details of the pro;ect work
actually undertaken:
(a) Form 1, the list of marks awarded to each student in a class;
(b) Students® Assessment Record (APPENDIX II) for each student in a class;
{¢) the Project Reports of four students selected to cover the range of abilityin
aclass, ' :

NOTES: , - :

1. The Assessor should normally receive the draft scheme of Project Work not later than
THREE WEEKS after the start of the session and should reply to the Council wnhm
three weeks of receiving the scheme.

2. The Council will notify the colleges of the Assessors’ reply. Students should normally be
permitted to commence their project work at the start of the session; projects are
subsequently amended by the college should be marked with an asterisk on the
Students’ Assessment Records. '

3. The Assessor should normally receive Project and Student Assessment Records from

the Council before 29 May, and should complete the Assessment within two weeks of
receipt.
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PARAPROFESSIONAL CERTIFICATES Iﬁ

THREE OTHER COUNTRIES - THE

UNITED STATES, CANADA AND

AUSTRALIA
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CATEGORIES OF LIBRARY PERSONNEL-PROFESSIONAL

TITLE .
FOR POSITIONS REQUIRING:
LIBRARY- NONLIERARY- BASIC NATURE OF
RELATED RELATED REQUIREMENTS RESPONSIBILITY
QUALIFI QUALIFI- ‘
CATIONS CATIONS
Senior Senior In addition to relevant ex- Top-level responsibilities,
Librarian Specialist perience, education be. including but not limited
yond the MJA.. [i.e., a to administration; superior
mastier's degrde:in any of Kknowledge of some aspect of
its variant designations: librarianship, or of other
M.A., M.L.S.,, M.5.L.S,, subject fields of value to the
M.Ed., etc,) as: post-mas- library :
ter's degree; Ph.D.; rele- .
vant continuing education
in many forms
Librarian Specialist Master's degree FProfessional responsibilities
: including those of manage-
ment, which require inde-
pendent judgment, interpre-
tation of rules and proce-
dures, analysis of library
problems, and formulation
of original and creative so-
lutions for them (normally
utilizing knowledge of the
subject field represented by
the academic degree)
CATEGORIES OF LIERARY PERSONNEL~SUPPORTIVE
BASIC NATURE OF
TITLE REQUIREMENTS RESPONSIEILITY
Library Associate Bachelor's degree {with or  Supportive responsibilities
Associate Specialist without course work in at a high level, normally
: library science); OR bach-  working within the estab.-
elor's degree, plus addi- lished procedures and tech-
tional academic work short niques, and with some si-
of the master’s degree (in Eervision by a proféssional,
librarianship for the Li- butrequiring judgment, and
brary Associate; in other subject knowledge such as
relevant subject fields for is represented by a: full,
the Associate Specialist)  four-vear college education
culininating in the bach-
elor’s degree.
Library Technical At least two years of col- Tasks performed as suppor-
Technical Assistant Jege-level study; tive staff to Associates and
Assistant CR higher ranks, following es-
o A.A. degree, with or with- tablished rules and proce-
out Library Technical As-  dures, and including, at the
sistant training; OR post. top level, supervision of
secondary school training such tasks
in relevant skills
Clerk Business school or com. Clerical assignments as re-
: mcercial courses, supple. quired by the jindividual
mented by in-service train- library. :
ing or on-the-job experi-
ence
Source: American Library Association Library Education and Personnel

Utilization,

A Statement of Policy Adopted by the Council of the

American Library Association, June 30 1970; revised 1976 by the Office
for Library Perscnnel Resources Advisory Committee.



Library Media Technical Assistant
Job Description

1. The library media technical assistant (LMTA) is a graduate of a
two-year college program with an associate degree inlibrary technol-
ogy. This formal training prepares the LMTA to work under the
guidance of professional librarian. As a supportive member of the
library staff, the LMTA must have an understanding of the philoso-
phy underlying library service and a practical knowledge of the
library tools, methods, and procedures that contribute to the success
of library service.

2. The LMTA may be responsible for the supervision of other members
of the library supportive staff and other specified groups. It is impor-
tant that an LMTA have the capacity and desire to work comfortably
with the people who constitute the community served and with other
members of the staff. :

3. Examples of work assignments:
A. Technical services:
1. Ordering, preparing, and maintaining library materials.
2. Organizing and maintaining library files and records.
3. Performing elementary descriptive cataloging and classifica-
tion.
4. Supervising clerical, volunteer, and student personnel.

B. Readers’ services:
1. Performing responsible activities in connection with the loan
_ of library materials. . ‘ o
2. Providing bibliographic assistance to library patrons and
staff,
3. Providing basic information and guidance in the use of library
- resources. : '

C. Audiovisual services:
1. Participating in the selection, maintenance, and operation of
. office and library equipment. -
2. Creating displays, exhibits, and other instructional materials.
3. Scheduling and maintaining audiovisual materials and equip-

~ The variety of activities perfori'ned by an LMTA will vary according
to type, size, and personnel requirements of the various employing
libraries. ' :

4, Salary . ,
The salary scale for a library media technical assistant may begin
below the maximum for the clerical level but should not exceed two
steps above the minimum professional level. Consideration must be
given for prior training and experience. In addition, the same fringe
benefits provided other personnel should be extended to the LMTA
position in an established classification plan. : :

Guidelines recommended by the committee appointed by the chairman of the COLT
Workshop at Bethlehem, Pennsylvania, 1970,



Circulation Duties of Personnel

1. Professional

a. Establishes and supervises policies concerning systems, equip-
ment, Joan periods, penalties, and records.

b. Determines which statistics and analyses are usefu] and du’ccls
compilation of same.

¢. Actsasliaison with other departments and, whcn pertinent, with
the public in relation to complaints or compliments.

d. Directs work of all subordinates, cnhcr directly or through line

- delegation,

2. Technical assistant

a. Schedules personne] and supervises circulation desk operauons
to ensure adequate coverage.

b. Assists in registering, charging, dnschargmg, filing, check:ng,
searching, reserving, etc. :

¢. ‘Trains new clerks and other technical assistants in library cnrcula-
tion procedures for the specific library. .

‘'d. Maintains detailed control system, reserves, renewals ,overdues,
and adjustments of claims including telephoning.

e. 'Handles routine borrower complaints and adjustments.

{f. Plans and supervises inventories of materials and equipment,
including reports of Jost and missing items.

g. Maintains equipment and supplies used in circulation opera-
tions.

h. Compiles and submits statistical reports as directed.

. ~i.  Maintains interlibrary loan files, including recall and return as
- well as borrowing of materials.
j. Schedules and maintains shelving operations and shelving
. routines.

k. Explams borrowing rules and registers patrons. Explams library
service areas.

1. Introduces professional help when needed.

3. Cierk or aide
Sets up desk for the day.
Charges and discharges materials.
Types overdues.
Helps compile and tabulate statistics as directed.
Does simple filing under supervision.
Assists with borrower registration and telephone duty. -
Inspects books for damage or repair needs.
Reserves books and searches shelves for specific titles.
Shelves returned books in proper order.
Reads shelves to maintain proper sequence.

Helps maintain facility by straightening chairs p:ckmg up trash,
shifting books, etc.

Mail pickup and distribution.

RN R

¥

Source: Louis Shores, Tex-Tec Syllabii: Courses for Study for Library
technical Assistants (Washington D.C.: Communication Service Corp.,
1968), pp. 130-131, 136. '



Selected Library Tasks — Professional and Non-professional

In 1948, the American Library Association published a list with
descriptions of activities and duties in libraries. The list divided
duties into two categories: professional and non-professional. 1In
1970, a new approach to the categorising of library tasks was taken by
the Illinois Library Task Analysis Project (ILTAP). One of the results

"of this project was a detailed library task list prepared by Myrl
Ricking and Robert Booth and published in 1974. - The Ricking and Booth
1ist divides tasks into three categories: professional, technical and

clerical.. '

The chart following compares the terminology and categorizations
used in 1948 and in 1974 for listing selected library tasks with those
appearing on the checklist of library tasks used in the study of
.beginning librarians in the University of California libraries.

Reproduced from Edwards, R.M., The role of the beginning librarian in
unlversity libraries. Chicago: ALA, 1975, pp. 97-105.
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TASKS FROM THE
CHECKLISY COM-
FLETED BY UNIV.
OF CALIFORNIA

LISTING AND CATEGORIZATION OF
RELATED DUTIES IN THE 1948 ALA LIST

LISTING AND CATEGORIZATION OF RELATED TASKS IN THE
1974 L1ST COMPILED FOR THE ILLINOIS LIBRARY TASK
ANALYSIS PROJECT BY RICKING AND BOOTH

BEGINNING
" LIBRARIANS PROFESSIONAL NONFROFESSIONAL PROFESSIONAL TECHNICAL CLERICAL
Train Training and . Muhilevel o
subprofessional instructing new (These functions and tasks are performed in all areas of the library’s
employees operation by persons with administrative or supervisory responsibility.

employees

[no difleren-
tiation by type

They may thus be performed by either professional or technical staff
and in some cases even by clerical.)

of employee] Provides introduction 10 the work of the unit and
on-the-job training as required
Evaluates performance on a day-1o-day basis and
communicates need for and means of improve--
ment
Supervise work of Supervising Serves as super-
subprofessional physical up- visor of major
" employees keep of clerical unit
catalogs .
Supervises
Supervising e.stablis!zcd
reserve book cm:.ulauc_m and
collecrions registration
procedures
. A
Supervise work of | Supervising Supervises the
subprofessional processes for * physical upkeep
employees physical up- : of catalogs
keep of R
maternials
Supervi_scs Supervises main-
shelving tenance of shelves
procedure and files
Investigate needs Conferring Formulates goals
of library users with library and objectives
' users in conjunciion
with colleagues
Making and &nd the library’s
studying surveys clientele -
of reader
interest Analyzes user
needs and
Investigating interests to
community needs detcrmine future
direction of
collection

Plans, eonducts,-
and evaluates
surveys of user
needs and
interests

Consults with
representatives of
major user groups




TASKS FROM TRE
CHECKLIST COM-
PLETED BY NIV,
OF CALIFORNIA
BEGINNING
LIBRARIANS

LISTING AND CATEGORIZATION OF
RELATED DUTIES IN THE 1948 ALA LIST

LISTING AND CATEGORIZATION OF RELATED TASKS IN THE
1974 L1ST COMPILED FOR THE ILLINOIS LTBRARY TASK
ANALYSIS PROJECT BY RICKING AND BOOTH

PROFESSIONAL

NONPROFESSIONAL

PROFESSIONAL

TECHNICAL

CLERICAL

Check lists or
catalogs against
library holdings

Check order
Tequests 10 see
if the books
are already in
the library

Checking lists
with catalog

Checking order
cards with
holdings and
outstanding orders

Scarches catalog -
and order files
10 determine if
materials requested
are already in
collection or
on order

Checks standard
collection-building
1o0ls against
catalog and notes
materials not
in collection

Prepare book

Preparing and

Typing orders

Assembles data

Prepares orders

library materials

Filing [catalog}
cards

Shelving and
filing

orders assembling data to dealers for preparation for materials
‘ for orders’ : of orders :
Revise book Checks completed
orders order forms
for accuracy
Make final M .ng final Selects materials
decisions on- - selection for . —_
L. Compiles lists of
book selection regular orders sprciﬁ ¢ materials
Preparing lists of needed
material needed
File cards, work Filing order Files order
slips, or other cards slips and forms

Does preliminary
filing of cards
in catalog

Files cards in
shelf list and
other files

Files material by
indicated subject
heading or -
classification

Revise filing
after it has
been done
by others

Revising filing

Revises filing
of catalog
cards performed
by clerical
stafl

Makes routine
and spot
inspections of
shelves and files




TASKS FROM THE
CHECKLIST COM-
PLETED BY UNIV.
OF CALIFORNIA

LISTING AND CATEGORIZATION OF
RELATED DUTIES IN THE 1948 aLa L1ST

LISTING AND CATEGORIZATION OF RELATED TASKS IN THE '
1974 LIST COMPILED FOR THE JLLINOIS LIBRARY TASK
ANALYSIS PROJECT BY RICKING AND BOOTH

BEGINNING : .
LIBRARIANS PROFESSIONAL NONPROFESSIONAL PROFESSIONAL TECHNICAL CLERICAL
Do descriptive Descriptive Cataloging fiction Revises descriptive Establishes form
cataloging cataloging : and fiction of auther’s name
cataloging
performed by Performs descriptive
technical staff cataloging of
materials for
which LC cards or
MARC tapes are
not available
Caalogs fiction
Assign Classifying Assigns classi- Performs simple
classification fication notation | classification of
numbers or Reclassifying vsing Dewey, materials identi-
reclassify Library of _ fied in standard
Congress, Bliss, tools
or other system,
or local expansion
or adapiation
of one of
these systems
Assign subject snng subject Assigns_ subjcc_t
headings headings headings using
) standard tools and
- . the librarys own
authority file
Verifying Verify Assists clerical Provides _clcrical Oi?tains '
bibliographical bibliographic. and technical staff stafl with information
data for ' information for with difficule needed instruc- necessary 1o
interlibrary interlibrary bibliographic tions for process- process inter-
Joans loans scarches ing interlibrary library loan
' Joan requests Tequests

Work with l'acuhy‘

10 help them

make better use

of library
materials in
their teaching

Coordinating the
library with the
educational
program

Informing readers
about books
relating to
their special
interests

Scheduling and
conducting
classes in
the library

Informs faculty
and studenis of
the personnel,
materials and
equipment
fesources available
in the library

Advises faculty in
uilizing the
resources of the
library in
developing
currictlum and
oourse work

Reviews and makes
suggestions on
materials lists
provided by

faculty
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TASKS FROM THE

CHECKLIST COM-

- PLETED BY UNIYV.

OF CALIFORNIA
BEGINNING
LIBRARJANS

" LISTING AND CATEGORIZATION OF
RELATED DUTLES IN THE 1948 ALA LIST

LISTING AND CATEGORIZATION OF RELATED TASKS IN THE
. 1974 L1ST COMPILED FOR THE ILLINOIS LIBRARY TASK
ANALYSIS PROJECT BY RICKING AND BOOTH

PROFESSIONAL NONFROFESSIONAL

- PROFESSIONAL

TECENICAL

| CLERICAL

Maintains liaison
with faculty
regarding reserve
collection needs

Conducts workshops
for faculty in -
use of equip-
ment avail-

- able in library

Work with faculty
on their research
projects*

* The concept here was of the librarian as n  spec
Neither the 1948 por the 1974 task lists included this as an activity for librarians.

an information resource specialist working as &

research partner or member of a research team.

Prepare
information for
automatic data
processing

i
{

Codes data for
¢electronic
processing

Writes computer
programs
following
procedures
outlined in
flow charts ~

Performs desk
checks of -
Pprograms

Tests programs
on computer

Operates keypunch
machine

Operates computer
input machine

Develop systems
analyses

Conducts studies .

of library’s

systems and
procedures and
makes recommenda-
tions reparding
them

Recommends on
basis of time,
cost, and benefit
faciors whether
or not ibrary
processes be
computerized

Prepares flow
chans and
diagrams to
define systems
problems of
library
procedures




CANADIAN LIBRARY ASSOCIATION - GUIDELINES FOR THE EDUCATION OF

LIBRARY TECHNICIANS (1982) - BASIC LIST OF SKILLS

EXPECTED OF COURSE GRADUATES
Relating to Acquisitions Procedures the graduate is able to:

1., - Verify requests in appropriate bibliographic tocols,
2. Check requests against holdings and order files,
3. Determine appropriate sources for purchase of materials,
4. Prepare purchase orders,
S. Maintain acquisitions files, e.g. order files, desiderata files,
6. Maintain up~-to-date collections of publishers' and producers'
catalogues,
7. Claim materials not received,
8. Maintain book-keeping records,
- 9. Prepare exchange lists,
10. Maintain serials records,
11, Maintain bindery records,
12. Prepare materials for bindery, :
13. Supervise acquisitions clerks, e.g. typing of orders, receiving
material.

Relating to Cataloguing and Classification Procedures the graduate is
able to:

l. Verify cataloguing information in commonly used print, microfilm

' and on-line sources,

2. Acquire and edit commercial cataloguing copy,

- 3. Apply basic internationally accepted cataloguing rules for

~  description and access,

4. Maintain authority files and cross references,

5. Maintain the public catalogue according to recognised £filing
rules,

6. Understand commonly used types of catalogue formats and methods of
creating catalogue records,

7. Apply Dewey Decimal and Library of Congress classification
systems, Sears and Library of Congress subject heading schemes and
their Canadian supplements and counterparts in the subject
"analysis of materials not requiring specialised subject back-
ground,

8.  Apply Cutter tables and other book number systems,

9. Maintain the shelf list,

10. Code, input, or edit information for a computerised catalogue
system,

11. Supervise catalogue clerks, e.g. processing materials, typing
pockets, cards.

Relating to Public Services Procedures the graduate is able to:
1. Circulation

1.1 Administer the circulation desk, supervising charging systems,
statistics, files, etc.,

1.2 Supervise shelving and shelf maintenance, including
inventory,

1.3 Handle inter-library loans including bibliographic
verification,

l.4 Process the booking and rental of media and equipment,

1.5 Assemble and administer a reserve collection.



2-

4.

Reference*

2.1 Conduct reference interviews in order to ascertain user
needs,

2.2 Answer basic reference questlons using standard reference
tools and data bases,

2.3 Recognise and refer to librarians reference questions

requiring further expertise,

+4 Compile bibliographies on defined subjects,

«3 Assist in the provision of current awareness service,

6 Acquire and organize materials for the vertical file and

comnmunity information file.

*In reference work the distinction between the skills of a
library technician and a librarian lies in the complexity of the
information request and, therefore, the level of expertise to
handle the request.

Orientation

3 Assist in library orientation programs,

3.2 Show users how to use the catalogue and periodical indexes
and how to locate materials,

3.3 Apply knowledge of various presentation techniques to user
programs.

Publicity
4.1 Create/produce library publicity materials such as booklists,

exhibits, promotional handouts, bulletin board displays,‘
press releaSes, ads.

Relating to Other Technical Procedures the graduate is able to:

l.

c 2.

4,

5.

Type a minimum of 35 wpm on an electric typewriter using the touch
system, with special skills in the forms and processes currently
used by libraries,

Assist in weeding the collection including the deletion of
catalogue records,

Operate auwdiovisual equipment and conduct preventive maintenance
procedures,

Create audiovisual materials, e.g. slides, transparencies, sound
tapes, videotapes,

Supervise the repair and preventive maintenance of library
materials.

11R



LIBRARY ASSOCIATION OF AUSTRALIA

EXTRACTS FROM 1982 HANDBOOK (Sydney: The Association, 1982)

Statement on the Recognition of Library Technician Courses

The preceding Statement on the Recognition of Courses in Librarianship,
while largely concerned with courses leading to a professional qualifi-
cation, contain in its Introduction and Part ]! general policy state-
ments relating to both professional and library technician courses.
Those sections should be read as an Introduction to this Statement.

Part 1 Criteria for the recognition of Library Technician courses

1

(a)

(b)

Nature of the course. Courses should be generalist'in nature and
should prepare library technicians aver a wide range of activities
in all types of libraries.

The school or department

The Association believes that Technical and Further Education

(TAFE) institutions are the appropriate institutions to conduct
library technician courses.

The department responsible for the course should have such status
within the institution as will guarantee sufficient independence.
It will be expected to have:

- An adequate and separate teaching staff whose responsibility it
will be to plan and organise the courses. Continuous communication
between teaching staff, employers and other interested parties is. .
essential., An advisory committee for the course may be the most
appropriate way to achieve this.

— There must be adequate accommodation and equipment for the depart—
ment Iincluding staff work rooms and provision for tutorial work.

The general services of the institution should be fully available to
the department.

— The students enrolled in the course should be able, and be
encouraged, to share fully in the general student. life of the
institution.

= The institution should possess a library sufficilent to support the
teachling program.

.= The library of the institution, together with other libraries

within easy access, should be sufficient to:
(i) support the teaching program of the course in complementary
and peripheral fields.
(ii) afford students appropriate experience.

The teaching staff

The teaching staff for the course will be expected to be of high
calibre, well qualified for his field by education and
experience, and capable of teaching well., There should be a full-
time Head of Department and sufficient staff to provide an
acceptable staff-student ratio for a laboratory-type teaching
sltuation.

Entry requirements

Restrictions on entry to library technician courses should be
minimal. Performance in the course should be used as the most
important criteria for judging the fitness of the student.



Duration of courses

A course leading to a Library Technician Certificate should gener-
ally be of two years' duration with concurrent work experience or .
field work amounting to the equivalent of 24 weeks being regarded
as an integral part of the course curriculum, '

Part 2 Content of Courses

With the variety in entfy level there will be variety in course
content, In general terms:

1

Students on completion of Library Technician courses should be able
to perform the operational and supervising tasks set out in Part 3.
To perform these tasks satisfactorily the library technician will
need to understand thoroughly the tasks themselves as well as the
inter-relationship of tasks within a library. A knowledge of the
functions, objectives and operations of the various kinds of
1ibrary and an appreciation of their service orientation is also

~ necessary.

In order to ensure that library technicians are adequately
trained for the tasks they have to undertake the course should be
designed so that students reach an exit-level at least equivalent
to that of final year exit-level high school students.

The vocational content of the course should be supplemented by
enrichment subjects, the extent of which will depend on entry
level. As well as library subjects, there are several related
subjects which are seen as having great value in a library
technician course. These include supervision and training of non-
professional staff, human relations, and communications, including
business communication, publicity and promotion techniques,

The nature and extent of library and non-library studies will vary
according to the entry level and prerequisites for the course, but
should be sufficient to allow students the opportunity to develop
personal interests insofar as this is compatible with the course
objectives. Qptional studies could be undertaken in any of a very
wlde range of library and non-library subjects. The choice of -

‘options may vary from one course to another,

Further information may be obtained from the Chairman, Board of
Education, Library Association of Australia,

Part 3 Tasks which the Library Technician should be able to performs

Technical services

1
2

s W

oW~ n

Searching and verifying bibliographical data.

Revising printed cards, entries from bibliographies, or selected
machine readable records to conform to the library's practice.
Cataloguing duplicates, new editions and fiction.

Preparing descriptive cataloguing entries for selected library
materials. . :

Classifying selected materials.

Assigning subject headings to selected materials.

Filing catalogue entries below the rod.

Identifying items needing repair and needing rebinding.

Assisting in the preparation of binding specifications. .
Listing material selected for disposal where the form of entry has
to be determined. :

Coding data sheets for key punching.
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12
13

14
15
16
17
18

19
20
21
22
23
24
25

26
27

28

29
30

31

32
33
34
35

36
37

Checking computer listing of newly added or modified entries.
Adding location data to machine readable databases.

User Services

Explaining library rules and procedure to users.

Maintaining circulation systems.

Operating audio-visual equipment.

Maintaining and making adjustments to audico-visual hardware.
Collecting and recording information for in-house directories and
referral files.

Maintaining loose leaf reference material.

Preparing and filing vertical file material.

Assisting in the compilation of indexes.

Processing inter-library loan requests.

Assisting the librarian with reference enquiries.

Setting up library displays and exhibits.,

Assisting in the planning of library displays.

Production and reprography

Producing publicity and dislay material.

Recording on audio-tape and videotape (other than 'live'
recordings).

Photographing in black and white and colour especially for
production of 35mm slides.

Duplicating print materials, slides, tape recording etc.

Making and assembling multi-media kits for loan or instructional
use.

Assisting in the physical production of multi-media kits.

Administrative and general

Supervising and training non-professional staff.

Writing procedures for tasks which he supervises.

Presenting in graphic form and interpreting elementary statistics.
Assisting in the evaluation and selection of equipment and
supplies.

Editing computer print—outs preparatory to final rums or photo
typesetting. -

.Assisting with the operation of in-house data processing ‘equipment.

Part 4 Tasks which the Library Technician should be able to supervise
and perform,

Listed below are typical tasks which the library technician should be
able to supervise. To be capable of supervising them, he must
understand how they are performed, and he may be required to perform
~them in a particular work situation.

(= WV, RSl L

Sorting and checking of new material.

Receipt and recording serials.

Updating of on-order and in-process files.

Identification and follow up of outstanding orders.

Ordering of printed catalogue cards.

Typing of catalogue cards, added entry headings, short business
letters.

Key punching.
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8 Production of secondary entries and references.

9 Allocation of book numbers.

10 Pre-sorting of catalogue entries for filing.

11 Filing of shelf-listed cards. ‘ '

12 . Recording of revised location data etc. on existing catalogue
entries.

13 Replacement of damaged cards and guide cards.,

14 Removal of cards from catalgoue for discarded material.

15 Repistration of borrowers.

16 Updating of registration records. :

17 cCharging and discharging of loans, handling reserves, overdues etc.

18 Recording of inter-library loan records.

19 Maintenance of publicity records, e.g. scrapbooks and cutting
files. '

20 Filing of correspondence.

2] Recording of statisties,.

22 Recording of financial transactions.

23 Ordering of supplies and equipment.

24 Updating of mailing lists, exchange records etc.

25 End-processing of library materials,

26 Repair of selected materials.

27 Routine preparation and dispatch of materials for binding.

28 Maintenance of binding records.

29 1Inspection of materials returned from bindery and preparation for

S e.

30 Stocktaking routines.

31 Shifting material and adjustment of location labels.

32 Reading of shelves and files and maintenance of files in correct
order, '

Note: Additional tasks resulting from technological developments may _
well be appropriately carried out by library technicians and individual
teaching institutions should cater for these tasks in the course. The
majority of the tasks listed above were first published in Guidelines
for education of library technicians, a report of the workshop held in
Melbourne in May 1976. '

Library Technician Qualifications
A note for employiqgﬁauthorities

There is a need in librarianship, as. in many other professions for.
niddle level personnel to support and assist professional staff. In the
library context, the term 'Library Technician' is often used to describe
" such personnel. The Library Association of Australia recognises the

" need for courses intended to prepare library technicians for work in
libraries and library-related activitles, and has prepared guidelines

to ensure that appropriate courses are developed.

The 1library techniclan is a person who possesses the specific library-
oriented skills and general background knowledge necessary to enable him
or her to perform satisfactorily tasks agreed on as appropriate for
library technicians. Generally, these tasks will fall between those
carried out by professional librarians and those carried out by
unskilled staff. The library technician should be able to perform these
tasks in libraries and resource centres of all types and sizes and in
appropriate information centres.
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More specifically, the tasks that the library technician should be
competent to perform and/or supervise are listed in part 3 of the
accompanying Statement on the Recognition of Library Technician
Courses. They comprise a wide range of tasks in all areas of library
work. In acquisitions work, for example, the library technician should
- be able to search for and verify bibliographic data, supervise the
~receipt of new materlals and maintain appropriate records. In
cataloguing, the technician should be able to undertake selective
descriptive cataloguing, revise printed catalogue data to conform with
the Library's practice and file catalogue cards. In circulation work,
the technician should be able to register borrowers and explain lending
procedures, reserve, charge and discharge materials, keep records and
handle overdues. In reference work the technician should be able to
assist the librarian with other inquiries and assist library users with
the operation of audio-visual equipment. The library technician should
be able to produce publicity and display materials, set up library
displays, operate reprographic equipment and check edit lists for data
processing, The training given should equip the library technician to
work with library materials of all kinds.

The range of tasks performed by a library technician, and the extent of
responsibility expected, will vary according to the type and size of
library in which the technician is working, his or her experience, and
the availability or otherwise of specialist staff to perform particular
tasks. In many cases the technician will be required to supervise and
train library aides and other non-professional staff. In addition, the
experienced library technician may have substantial supervisory
responsibilities over a number of other library technicians and non- -
professional staff.

The Library Association of Australia, committed to improve the standard
of librarianship and to promote, establish and improve library services,
has a responsibility to support and maintain high standards in these
courses for library technicians throughout Australia. The Association
supports the establishment of library technician courses in Technical
and Further Education (TAFE) institutions because technical colleges
have an established role in the training of technicians in all fields
and a clear distinction should be made between these courses and those
at professional level taught at universities and colleges of advanced
education,

The Library Assoclation of Australia sees the benefit of some diversity

of approach and emphasis in courses offered by different institutions.

However, to ensure that there is comparability between and portability

of the qualifications awarded by the various TAFE authorities, a

process of assessing library technician courses and of recognising

. those that meet the Association's standards is necessary., The
Association will publish a regularly updated list of those library

technician courses in Australia that have been recognised and will

provide employers with advice concerning that status of all library

technician courses vis-3-vis the Association's standards.

Statement No 3 - The Roles of Librarians and Library Techanicians

2.5 Criteria for Courses offered by external studies

' The Board expects institutions offering courses by external studies to -
meet the criteria for on-site study and in addition specific eriteria
involving administrative requirements, communication and special
teaching materials and library resourses.
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2.6 A further responsibility of the Board is to stimulate innovation
in library education by providing a forum for the discussion of issues,
by preparing documents outlining possible future developments for
General Council and the Assoclation at large, and through discussions
with library educators and practitioners.

1, Preamble

The Library Association of Australia in developing and maintalning high
standards for librarianship has recognised the need for different
levels of staff in libraries, particularly those whoe training enable
them to support the work of librarians. This need has become more
obvious in recent years as libraries have become more complex
organisations using advanced technologies in the application of which a
wide variety of specialist skills is required. As in other
professions, an occupational group of trained support staff has been.
recognised — the library technicians. In setting standards for the
education of librarians and library technicians the Board of Education
has outlined the roles of each group.

2. The Librarian

The librarian's role focuses on management, direction and policy-
making. This requires the ability to design, develop and evaluate
information services in response to clients' needs, and a high level of
expertise in the identification, organisation and use of sources of .
information.

The Librarian today is faced with the tasks related to:

- analysing the information needs of the community which the library
serves;
deciding which aspects of those needs the library can effectively
serve; :

— devising policies and plans by which approPriate services can be
provided and, in particular, adapting the library for cost—effective
participation in library networks; ‘

=~ Interacting with other professional groups and with commercial enter-
prises in the creation and maintenance of effective services;

— creating original bibliographical records of sources of information
which facilitate the exploitation by users of the library's
resources;

~ interpreting for clients the most appropriate of available
information sources and services;

- designing and managing information services to meet client needs;

= evaluating library performance against measure of responsiveness to
client needs and of quality control; _

- comnmunicating with others in order to ensure for the library an
equitable share in the allocations of resources.

The librarian therefore needs to be competent in:

Analysis, involving the identification of the essential features or
constituent elements of any given entity or situation and their
relationships.

Evaluation, involving measurement and judgement in regard to criteria
developed.

Synthesis, involving the combining of separate constituent elements
into a unified whole creating new knowledge through categorisation and
deduction.
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3. The Library Technician works in support of the librarian,
principally in operating and supervising routine procedures which
control systems for handling materials and files,

The work of the library technician normally involves:

- maintaining specified procedures for the handling of material and
- files at agreed levels of efficiency;
- operating and maintaining or arranging maintenance of equipment at
agreed levels of performance;
- suggesting changes to enhance the efficlency of specified procedures-
- supervising the operation of specified procedures.

The library technician therefore needs to be competent in -
Conprehension, involving the ability to understand, explain and
summarise rules, policies, methods and procedures. ‘
Application, involving.the ability to use rules, methods, Instructions
and procedures in existing and new situations and to demonstrate such
methods and procedures.

Communication, involving the ability to explain and summarise rules,
methods and procedures and report on problems encountered in operating
specified procedures.

A detailed list of the tasks that a library technician should be able
to perform and/or supervise appears on pp. 84, 85 of this Handbook.

;

4. Conclusion

Without reference to the type, scope and scale of the particular
library, it is not possible to speclfy precisely the tasks performed by
librarians and very difficult to specify those performed by library
technicians.

The Association points out to employers, however, that the ability to
supervise is not to be confused with the ability to manage. It is the
role of the librarian to plan, organise, implement and manage library
services; it 1s the role of the library technician to support the
library's objectives by carrying out agreed procedures or seeing that
they are carried out.

The library techniclan does not have the training or expertise of the
librarian in overall managment of a library service or of a large
department of a library, and should not be expected to fill this role.
All libraries of whatever size require staff with professicnal
competence and staff with technical knowledge and skills., The need for
professional expertise and judgement may be intermittent in the
smallest services and in individual service points of large library
systems, but it is essential that they should be available when needed.
The Assoclation employs a full-time Industrial Officer who is available
to assist those involved in negotiating or determining salaries,
classifications and conditions of employment of library staff.

Statement No 4 =~ Recognition of First Award Courses,
Professional Level

1. As outlined in Statement No 2 the Board is responsible for the
recognition of first awards. Recognition procedures will include
assessment of curriculum content, the teaching school, teaching staff
student entry requirements and course duration. The Beard considers
"that universities and colleges of advanced education are appropriate
institutions for offering professional courses.
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(i1i) 1Information users and their needs.
"~ (iv) Sources of information and their characteristics.
(v) TFunctions of libraries and other information agencies.
(vi} Provision and management of information services.
(vii) Acquisition and organisation of information resources.
(viii) 1Information control and retrieval.
{ix} Information dissemination.

(b) Courses at the first award level should ensure that students develop
knowledge and skills in the above areas and are competent in:

(i) Analysis involving the identification of the essential features
or constituent elements of any given'entity or situation and
their relationships.

(ii) Evaluation, involving measurement and judgement in regard to
criteria developed.

(1i1) Synthesis, involving the combining of separate constituent
elements into a unified whole, creating new knowledge through
categorisation and deduction. In addition, courses should aim
to develop attitudes of service to the library's public, and
co-operation with other library staff, and prepare students for
a future of changing technology.

The teaching school/department

The teaching school offering courses in library and information science
should: ‘

(a) be an integral part of a recognised institution teaching at
tertiary level;

(b) have status within the Institution which will guarantee the degree
of independence expected of an academic department; .

(c¢) have a Head of the library school who is responsible for the
academic elements of courses;

(d) have adequate accommodation, equipment and funding:

(e) have a library sufficient to support the teaching programs of the
school;

"(£) have adequate administrative and clerical support.

5 Teaching Staff
The staff teaching in the areas outlined in 3(a)

~ should be well qualified academically and professionally and be
capable of teaching well;

- should have research or consultancy experience; '

= should have contributed to.the theory and practice of 1ibrary and
information science;

- should together have the knowledge and experience necessary to teach
adequately the full range of library and information science as .
‘specified in the course structure.

- should, irrespective of the size of the school, be of sufficient
number to permit a staff-student ratio appropriate to teaching at a
tertiary level,
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6 Student entry requirement

- For first awards at an undergraduaté level, entry requirements will be
those acceptable to the individual tertiary education institution.

- For first awards at a graduate diploma level, entry féquirements will
be a degree or a diploma (UG2) from a recognised tertiary education.
institution.

7 Duration of courses
— For undergraduate courses leading to a first award, a minimum of three

(academic) years' full-time study, or the equivalent part-time is
necessary. '

- For graduate diploma courses leading to a first award, a minimum of one

(academic) year of full-time study, or the equivalent part-time 1is
necessary.

8 Special requirements for courses by external studies

Institutions offering courses by external studies should ensure that
the following additional requirements are met -

(a) academic admission requirements are at the same level as those for
internal courses;

(b) adequate administrative arrangements for maintaining an efficient

" external studies program are available;

{c) effective and regular communication links are maintained between
staff and students, and personal contact 1is provided through
residential schools, supervision of tutorial groups of students,
and visits to groups of students by staff;

(d) educationally effective teaching materials for external study are
prepared and used;

(e) adequate library resources are available to students through the
tertiary institution;

(f) students have access to a variety of libraries of different sizes
and types.
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Statement No 5 - Recognition of First Award Courses: Technician Level

1 As outlined in Statement No 2, the Board is responsible for the
recognition of awards. Recognition procedures will include assessment
of curriculum content, teaching school, teaching staff, student entry
requirements and course duration. The Board considers that technical
and further education (TAFE) institutions are appropriate insitutions
for conducting library technician courses, as such institutions have
conslderable experience in conducting other courses at a similar level.

2. Course design

(a) The Board recognises that course design is the responsibility of
individual institutions. '

(b) Courses should be generalist in nature and should prepare library:
technicians for a wide range of tasks in a2ll types of libraries.

(c) The vocational content of a course should be complemented by a
general studies component. For students who enter a course with
less than the equivalent of final year, exit level high school
studies, the general studies component should be sufficilent to
bring them to that level in general,

(d) The Board recognises the possibility of using a variety of modes in
the teaching of courses. This would allow patterns of full-time and
part-time studies to be varled by the use of a mixed-mode offering,
including full-time/part-time/block studies.

3 Curriculum content

(a) All courses leading to a first award at technician level should
include studies in the following areas -

(1) functions, purposes and operations of libraries of various
types and thelr service orientation, at an awareness level;
(ii) types of library materials, their formats, characteristics and
: . uses, at an awareness level;
(iii) details of rules, methods and procedures in:

(1) technical services procedures assoclated with the
acquisition, bibliographic control, subject access and.
shelf preparation of library materials;

(2) user services tasks associated with circulation {including
inter-library lending), operation of equipment and
assisting the librarian with reference and information
work;

(3) use of audio-visual equipment and limited production tasks
assoclated with the development of audio-visual
resources; ' :

(4) care and repair of library materials including preparations
for binding;

(5) general tasks, including supervision of non—professional
staff.

(iv) practical skills such as typing, photography and display;
(v) the essentials of library public relations.

{(b) Courses at the first award level should ensure that, through studies
in the above areas, students develop the following competencies
which are essential to the role of the library technician:

(1) comprehension, involving the ability to understand, explain and
sunmarise rules, policies, methods and procedures;
(i1) application, involving the ability to use rules, methods and
procedures in existing and new situations and to demonstrate
such methods and procedures;
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(1ii) communication, involving the ability to explain and summarise
' rules, methods and procedures to the public and other staff,

and to report on problems encountered in operating specified
procedures;
In addition, courses should aim to develop attitudes of service
to the library's public, and co-operation with other library
staff, and prepare students for a future of changing
technology. :

4. The teaching school/department
A teaching school offering library technician courses should:

(a) be an integral part of a recognised institution of technical and
further education;

(b) have adequate accommodation and equipment to conduct the course;

(c¢) have access to a library sufficient to support the teaching program
in all subject areas, and to other libraries.of various types for
student visits;

(d) have adequate administrative and clerical support.

5 Teaching staff
The staff in the areas outlined in 3(a)

- should be well qualified for this field by education and experience
and be capable of teaching well;
- should have at least one staff member in a full-time capacity to
co~ordinate, plan and contribute to the teaching and learning activity
in the course;
= should be of sufficient number to allow an acceptable staff:student
ratio in a laboratory-type teaching situation.

6 Student entry requirements

Restrictions on entry to library technician courses should be minimal,
Potential performance in the course should be used as the most

important criterion for determining admission.

7 Duration of courses

Courses leading to a Library Technician Certificate should generally .
~ be of two years' duration with concurrent work experience, or field work
of sufficient quantity to ensure that students have substantial
practical experience in undertaking library techniclan tasks in a-

- library.

8 Special requirements for courses by external studies

Institutions offering courses bylexternal studies should ensure that
the following additional requirements are met:

(a) academic admission requirements are at the same level as those for
internal courses;

129



(b)

(c)

(d)
(e)
(£)

adequate administrative arrangements for maintaining an efficient
external studies program are available;

effective and regular communication links are maintained between
staff and students, and personal contact is provided through
residential schools, supervision of tutorilal groups of students,
and visits to groups of students by staff;

educationally effective teaching materials for external study are
prepared and used;

adequate library resources are avallable to students through the
tertiary institution;

students have access to a varlety of libraries of different sizes
and types. ‘
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STATISTICAIL, APPENDICES

Contents
Introductory Note

CeGoL.I., LsA.C. - Analysis of avallable data

Table
LAC/1 Analysis by overall result, 1968 - 1983 (May/June)
LAC/2(a) Analysis by result, 1968 ~ 1976
LAC/2(b) Analysis by result, 1976 - 1983 (May/June)
/1 P;per 01
/2 . Paper 02
/3 Practical Assessment
LAC/3 Analysis by age of candidates, 1968, 1971, 1972, 1973
LAC/4  Detailed analysis of LAC/3 for 1971
LAC/5 Analysis by type of 1ibfary in which candidates emplofed
(a) 1968

(b) 1970 - 1977
(c) ) 1974/75

LAC/6 Analysis by sex of candidate, 1968.

SCOTEC Certificate Course — Analysis of available data

Table . ) ‘
.SCOTECII Certificate course results; 1978/79 - 1982/83
SCOTEC/2 'Subject Statistics', 1978/79 - 1982/83.
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Statistical Appendices: Introductory Note

Statistical information concerning both the takeup, and exam-—
ination successes relating to the CGLI, BEC and SCOTEC qualifications
is uneven in both quantity and quality.

_ Data is in any case much less in evidence for the latter two
certificates in view of their much shorter history. No separate tables
have been included for the BEC 'double option' module since so very
little exists. Such statisties as were avallable have been
incorporated into the text of Chapter 6/3 of the thesis. Much the same
is true of the SCOTEC qualifications, though the statistical appendices
to the certificate course reports have been reproduced here.

Much more information exists with regards to the CGLI certificate.
The examiner's reports from 1968 onwards* contained information
regarding examination successes and there have been cumulated in
various tables following. Analyses by result changed in format after
1976 and the data is thus split between tables LAC/2(a) and /2(b) 1-3
owing to incompatability of presentation. Similar incompatibilities
meant that some of the other data could not easily be summarised; nor
"were some of the statistical analysis available over other than a very
short time series. However, a number of LA and LACTDG papers have also
been incorporated as background information to chapter 6/3. A number
of colleges teaching the LAC kept their own detailed statisties, some
of which are reproduced in the directory following these statistical
. appendices. References to these relevant directory entries are made in
the tables. The source of all statistical data is quoted in the
tables: The LACTDG data, based on survey returns does not cover all
colleges or candidates, but is based on a sample = primarily colleges
in membership of the group. Where percentages have been calculated to
complement existing data, figures have been rounded up or down to the
nearest full percentage point as appropriate.

* No data from 1967 - the pilot year — seems to have survived.
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CITY AND GUILDS
OF LONDON
LIBRARY ASSISTANT'S

CERTIFICATE

ANALYSES OF AVAILABLE DATA
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LAC/1

' ANALYSIS BY OVERALL RESULT

1968 — 1983 (May/June)

| | ] |
| Year | Total (N) | PassyRate |
| I | 0 I
] | | |
I 1968 | 194 | 99 |
| 1969 | 368 | 92 I
| 1970 | 485 | 95 |
| 1971 | 414 | 81 |
| 1972 | 488 | 85 |
| 1973 | 651 | 84 i
I 1974 | 577 | 83 |
I 1975 | 740 I 80 |
| 1976 | 562 | 78 |
l 1977 | 546 I 83 |
| 1978 | 605 | 71 |
! 1979 | 587 | 67 |
| 1980 | 482 | - 56 {
| (May/June)1981 | 326 | 75 |
| (May/June)1982 | 179 I 86 |
| (December)1982 | 356 ] 89 |
I(May/June)lQBS { 71 } 69 !
}' Total 7631 78 }

(Cumulated from subsequent tables)

See also directory entries:

Ballynahinch

Bangor D
Birkenhead I
Birmingham (West Bromwich)
Bradford

Colchester

Coventry

Glasgow
Newcastle-upon-Tyne
Norwich

Nottingham
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CeT

ANALYSIS BY RESULT

1968 - 1976
: Pass Rate
Year ‘Fail Pass Credit Distinetion Total ¥ Source of Data
1968 2 21 155 16 194 99 ¢.G.L.1., T/380/
- 5/C1
1969 27 67 228 46 368 92 "
1970 27 62 325 71 . 485 95 "
1971 78 104 205 27 414 81 c.G.L.I., T/380/
. 10/2
1972 75 107 257 49 488 65 C.G.L.I., T/737/
10/2
1973 103 135 352 61 651 84 C.G.L.I., T/737/
'10/G1
1974 99 96 328 54 577 83 C.G.L.1., T/737/
' 5/G1
1975 147 127 507 59 740 80 " "
1976 121 232 192 17 562 78 " "
TOTALS 679 951 2449 400 4479 85
15 21 55 9 100(N)

OVERALL %
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ANALYSIS BY RESULT - PAPER 01 (Organisation, Purpose énd Users)

1977 - 1983 (May)

Year Fail ' Pasé Cfedit Distinction Total Pass Rate Source of Data
% % % % (N) y4 '
1977 8 22 52 18 . 546 92 €.G.L.1., 737
1978 16 23 | 52 9 . 614 82 €.G.L.1., T/737/
: 5/GlA

1979 19 31 42 8 570 81 | "

1980 33 : 33 28 6 477 67 "

1981 26 26 37 11 303 7% C.G.L.1., T/
(May/June) [7371/10/2

1982 | 8 35 43 14 168 92 C.G.L.I., 7371
(May/June) ' . e

1982 17 . 34 42 7 - 344 83 ¢.G.L.I., T/
(December) _ _ ‘ : [737]/10/2

1983 28 34 - 28 11 65 72 C.G.L.I., 7371
(May/June)

See the extracts from the Newcastle College of Technology Library Assistants Newsletter (in the
directory of courses) for further details.
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ANALYSIS BY RESULT ~ PAPER 02 (Aids, Activities, and Routines)

1977 - 1983 {(May/June)

Year Fail Pass ‘Credit [Distinction Total Pass Rate Source bf Datg
% % % % (N) % :
1977 17 24 39 20 546 83 C.G.L.I., 737
1978 21 34 41 5 610 79 C.G.L.I., T/737/
‘ : 5/G1A
1979 25 . 34 34 7 570 75 "
1980 26 29 ‘37 8 479 74 "

1981 27 45 26 2 300 73 C.G.L.I., T/
{May/June) o [73_7]/10/2
1982 | 1o 41 39 10 168 90 C.G.L.I., 7371

(May/June) - :

1982 | 12 35 46 8 335 88 C.G.L.I., T/
(December) [737]/10/2
1983 16 50 43 2 58 84 C.G.L.1., 737

(May/June) ' : :
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BE1

ANALYSIS BY RESULT - PAPER 02 PRACTICAL ASSESSMENT

1977 < 1983 (May/June)

Year Fail " Pass Credit Distinction Total Pass Rate Source of DataJ
‘ % % % % (NY %

1977 0 3 41 56 546 100 C.G.L.I., 737

1978 0.2 2,3 36,5 61 606 99.8 c.G.L.1., T/737/

5/G3A

1979 0.8 1.8 35 63 570 99,2 "

1980 2 3 38 - 57 482 98 "
(May/June) ' ‘ [737]1/10/2
(May/June) :

1982 3. 3 34 61 285 97
(December)

1983 2 4 43 51 53 98 C.G.L.I., 7371
{May/June)
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ANALYSIS BY AGE OF CANDIDATES

SITTING THE EXAMINATION

- -~ Age —= | | |
Year 17 18 19 20 21 22 23 24 |25-30 [31-35 |Over 35|Unspe-| Total " Source of data
cified ‘
1968 - - 12 17 33 23 12 4 21 10 54 8 194 C.G.L.I., T/380/5Cl
1971 - | 21 37 51 35 | 87 | | 167 | 9 | 414 | c.e.L.I., T/380/1
, : (See separate sheet)
1972 8- 19 51 52 45 | 94 | | 209 | 10 488 | Unofficial analysis
‘ : : appended to 1972 course
results - C.G.L-I.file
1973

See also difectory entries for:

Bolton
Bradford
Bristol
Colchester
Huddersfield
Nottingham
Sheffield
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Source: C.G.L.I. T/380/I

380, Library Assistant's Certificate ~ December Examinations, 1971

Internal Candidates (Fail 73)

- External Candidates (Fail -)

Age No. of Distinctioh Credit Pass Fail Totai Nb. Percentage -
_ Candidates : of cands. Pass
. __passing

.18 yeats 21 1 9 8 3 18 86.0
19 years 37 - 18 12 7 | 30 31.0
20 years 51 1 33 6 11 | 40 79.0
21 years 35 R 21 10 2 | 3 94.0
22 - 24 87 7 57 17 6 81 93.0
25 - 29 38 " 22 7 5 33 87.0
30 - 39 55 3 a2 12 8 4 85.0
40 = 49 49 2 24 5 18 31 63.0
50 + 25 - 12 4 9 16 64,0
Age hot. |

stated 12 - 7 2 3 9 75.0
TOTAL 414 20 235 86 73 336
PERCENTAGE 4.83%  56.76% 20.77% 17.63%  81.1%
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ANALYSIS BY TYPE OF LIBRARY IN WHICH CANDIDATES WERE EMPLOYED

Schools,
Year Publice Special Hospitals, Unspecified Source of Data
Universities
1968 106 48 k] 2 L.A., ED 604/2
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ANALYSIS BY TYPE OF LIBRARY IN WHICH STUDENTS ATTENDING SELECTED -

COLLEGE COURSES WERE EMPLOYED

[N.B. Not all students included in these figures sat the exéminationé]

, : _ Total
Year Public Special | National | Academic Other Totals | sitting z
‘ ‘ - | _the exams| sitting
1970 146 64 18 61 14 303 280 92
1971 | 185 66 2 58 8 319 291 91
1972 193 86 - 66 11 356 313 88
1973 261 31 5 59 10 " 366 342 93
1974 233 59 - 54 23 369 339 92
1975 230 45 - 88 14 377 138 90
1976 208 53 - 54 15 330 278 84
1977 165 30 - 67 11 273 276 101*
TOTALS 1621 434 25 507 106 2693(N)| 2457 91
: * must include
A 60 16 1 19 4 100 resits
Source:  L.A.C.T.D.G. College Returns, 1970 -~ 1977; analysis by  Albert Standley, 1977

" {distributed to all group members, but otherwise unpublished).
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BREAKDOWN OF FORMER C.G.L.I. CANDIDATES, 1974/1975

(The figures for the two years have been summed in this table) -

Borough, County| Industrial Hospital and Technical and Miscellaneous* ‘Total
Corporation Organisation Medical Further
Libraries, Ed~ | Libraries Libraries Education
cation Depts. : Colleges
and Museums
985 137 26 115 42 1305 (N)
75 10 9 3 100

Miscellaneoﬁs for 1975 included: ‘1 S.P.C.K. Bookshop; 4 Housewives; 7 Home Address only; 1
1 Science Information Service, British

Voluntary worker;

Source! Libfary Association, Working Party on Certificates in Library Work,. Ref. CLW 021
~(undated). _ , : :

2 CaE-G.B!’

2 Government Communications,
Council; 2 Dept. of Industrial Forensic Science, Belfast; 1 Ministry of Home Affairs?,
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TYPE OF LIBRARY

See also directory entries for:

Birkenhead
Blackpool

Bolton

Bradford

Bristol

Coventry

Edinburgh (Telford)
Gwent

Huddersfield
Newcastle-upon-Tyne
Nottingham

Oxford

Portsmouth

Prescot

Sheffield

Stockport
Stoke-on-Trent
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ANALYSIS BY SEX OF CANDIDATE

LAC/6

Year

Male.

Female

Total

Source_of
data

1968

15

179

194

L.A., ED 604
/2

See also directory entries for:

Birmingham (Matthew

Blackpool
Bolton
Bristol

.Huddersfield

Nottingham
Portsmouth
Prescot
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SCOTEC/1

SCOTEC CERTIFICATE COﬂRSE IN LIBRARY AND

INFORMATION SCIENCE - COURSE RESULTS

1978/79 - 1982/83

Year ' 1978/79 1979/80 1981/82 1982/83
Numbers Sitting 6 13 11 51
Pass Rate (%) 100 100 100 94

Total sitting: 18

Source: SCOTEC course report 356 - Certificate in Library and Inform-
ation Science, 1982/83. ' ' :
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. SCOTEC/2

'SUBJECT STATISTICS', 1978/79 - 1982/85

n = number of candidates
p = percentage pass rate
i =Vmean mark
'8 = standard deviation
78-79  79-80 80-81  81-82 82-83
356-01
Administration n 6 13 11 38 50
P 100 100 - 100 .. 97.4 100
X 74 69 70 . 70.5 69.7
s 13 9 10 - '_ 10 o 8.2
356-02 _
Bibliography and n’ 6 13 11 37 51
Sources of P 100 100 100 89.2 94.1
Information X 78 72 77 - 56.6 57
8 10 11 9 15.8 16.1
356-030
Communication n 6 .. 13 .11 39 51
T ' p 100 100 100 100 100
X 79 76 66 67.6 66.1
8 7 11 6 6.1 88
356-040 ‘
Library and n 6 13 11 39 51
Information P 100 100 100 100 1060
Technolegy II X 77 62 72 73.9 75.7
s 6 8 7 6.7 5.9
356-05 :
Project n 6 13 11 39 50
p 100 100 100 100 100
b3 74 71 73 - 70.3 68.7
s 7 12 . 12 7.2 10.4

Source: SCOTEC course report 356 - Certificate in Library and
Information Science, 1982/83 ' .
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DIRECTORY OF
COLLEGES WHICH
TEACH/TAUGHT
COURSES LEADING
TO ONE OR
~ MORE OF THE
BRITISH CERTIFICATES

IN LIBRARY WORK
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INTRODUCTORY NCTE

This directory has been compiled from the lists of colleges which
offer(ed) either the CGLI or the BEC library certificate courses.

Every college was sent one or other of two questionnaires
(reproduced at the end of the directory) depending upon whether they
were still offering or had ceased teaching (as far as could be
ascertained) the CGLI, LAC or the 'double option' module.

A wealth of information was received — much of it concerning the
actual teaching of the course. There was insufficilent space to include
this data. The directory instead concentrates on the basic information
concerning numbers and background of students, support for the course
and its general history and particular origins.

References to the various CGLI and LACTDG questionnaires are
included and the original summaries of data form the latter surveys are
reproduced at the end of the directory as a way of indicating the
course arrangements for the LAC. Data from published articles, etc. is
also included as far as possible.

In some cases, no response to the request for information was
forthecoming and only basic information - gleaned from CGLI or BEC lists
= could be included. All details are given as they were supplied in
1984, when the letters were distributed. Where colleges have changed
their name, it is normally the earlier version which constitutes the
heading under which the information is listed. Arrangement between
entries is by geographical area. Within entries, no one arrangement
has -been adopted, simply because the range and variety of information
provided was so great. In many instances, records relating to (mainly
defunct) courses had been destroyed. The information contained in the
directory complements the 'official' statistics reproduced earlier in
the appendix and is discussed in Chapter 6/3 of the thesis.
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‘Aberdeen College of Commerce
Holburn Street

ABERDEEN

AB9 2¥T

Scotland

{ .
SLA news, 89: 83, 1968 noted that 'a course had been offered in
. Aberdeen [that year], but no applications had been received'.

Responded to the C.G.L.I. pre-revision research questionnaire, 1980.

The course was still being taught in 1983, with ten students, only
three of whom were employed by a l1ibrary authority, the other seven
being unemployed people 'with an interest in books and libraries'.

Aberstwyth College of Further Education
" Llanbadarn Fawr :
ABERYSTWYTH

. 8Y23 3rB

Wales

One of the original 14 colléges cffering the C.G.L.I., L.A.C.
course (Liaison, April, 1969, p. 28). Subsequently offered a BEC ~

double option course which ran only once, gaining insufficient support - .

from employers to be continued.

Responded to the L.A.C.T.D.G. surveys in 1971 and 1974.

Abingdon College of Further Education
Northecourt Road - ‘

ABINGDON

Oxfordshire

0X14 1NN

In 1981, at the request of a local industrial librarian, the
college offered the BEC 'double option' module as part of a day-release
BEC course., It began in September of that year and ran for two years,
during which time four female students from two large sclentific -
libraries attended and passed. The course was subsequently
discontinued owing to 1nsufficient registrations. '
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Aylesbury College of Further Education
Oxford Road

- AYLESBURY

Buckinghamshire

HP21 8PD

One of the original 14 colleges offering the C.GJ“I{,'LJLC.

course (Liaison, April, 1969, p. 28). §Sti1ll offering the course in
1984.

Responded to L.A.C.T.D.G. surveys, 1969, 1972, 1974, 1975, 1976
(nil return), 1977 (nil return). ' g

The then course tutor (Mrs J.J. Brice) commented that the course
was only usually viable — in terms of student numbers ~ every third
yvear. By 1984, however, the likelihood was that the course would be
completely abandoned, with the County Library running the scheme as an
in-service training course, also available to external students.

Ballymena Technical College
Trostan Avenue

BALLYMENA

County Antrim

BT43 77BN

- Northern Ireland

One of the fifst 22 colleges to offer a C.G.L.I., L.A.C. course
(Lisison, September, 1969, p. 80).

Responded to the L.A.C.T.D.G. survey in 1976.

_ " The course has in practice rarely run since a minimum of Ffourteen
-enrolments is necessary and rarely has this been achieved. The Tutor
in 1984 wrote that during his ‘association with the college, only two
courses have been run, one about eight years ago, and the other two
years before that'.

Ballynahinch Technical College
BALLYNAHINCH

County Down

Northern Ireland

- The course tutor in 1984 wrote that a C.G.L.I. course was
- "provided by this college as and when the need for such a course has
been ascertained by the Senior Librarian of the Education and Library
Board in this area, i.e. when there were enough unqualified library
assistants to make a course viable. This colleges was chosen to

provide the course and to act as an examination centre because the
~local administrative headquarters of the South Eastern Board's Library
Service is in Ballynahinch and the majority of the candidates work at
this Headquarters'.
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Examination statistics were supplied as follows:

Year Series Entries Distinctions Credits Passed vFail
1970 December 6 : 3 2 | | 1
1973 December 11 | 1 4 6
1979 . December . 12 . 2 . 4 6
1978 Decenber Zi . 8 | 7 6
1979 May/June 11 ' 3 7 1

- 1981 December 11 _ . 3 6. 2
1982 May/June : 3

Bangor/North Down College of Further Education
Castle Park Road

BANGOR

County Down

Northern Ireland

Responded to the L.A.C.T.D.G.'survey in 1975.

The course was actually held in the Public Library in Bangor with
- staff from both the library and the college being invelved. The
classes were held in the library for convenience. Miss J. Barfoot, the
course organiser wrote: 'the college didn't have a classroom
available at the time that suited us to hold the course, most of the
students worked in Bangor Branch and Mobiles and we were able to hold
the classes on Thursday afternoon when the library was closed’.

The course ran in 1975 only 'and there were 12 students, 2 didn't
complete the course (one had been accepted for library school and
hadn't intended to finish the course), 3 failed the examination, 4
passed and 3 gained a pass with credit'.

Bangor/Gwynedd Technical College
Ffriddoedd Road

BANGOR

Gwynedd

- LL57 21P

Wales

Recorded as a L.A.C. centre in C.G.L.I. lists for 1975, 1978,
1980. ‘
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- Barry College of Further Education
Colcot Road

- BARRY

CF6 8YJ

South Glamorgan

Responded to the L.A.C.T.D.G. survey in 1974/75 (nil return).

Bedford, Mander College (Bedford College of Further Education)
Cauldwell Street

BEDFORD

MK49 9AH

Bedfordshire

One of the original 14 colleges offering the C.G.L.I., L.A.C.
course (Liaison, April 1969, p. 28).

Replied to the C.G.L.I. pre~revision research questionnaire 1980.

Recorded as a L.A.C. centre in the C.G.L.IL. lists for 1975, 1978,
1980.

Belfast Newtonabbey Technical College
400 Shore Road '

BELFAST

County Antrim

BT37 9RS

Northern Ireland

Recorded as a L.A.C. centre in the C.G.L.I. list fer 1980.

Belfast, Rupert Stanley College of Further Education
Tower Street

BELFAST

County Antrim

BTS 5FH

Northern Ireland

Recorded as a L.A.C. centre in C.G.L.I. lists for 1975, 1978, -
1980- ’ : ) '

153



Berkhamstead Ashridge Management College
BERKHAMSTEAD

Hertfordshire

HP4 1NS

Responded to the L.A.C.T.D.G. survey in 1975 (nil return). The
college never actually offered the C.G.L.I., L.A.C. according to the
college librarian, writing in 1984, though members of staff sat the
examinations, having studied at Aylesbury or St. Albans (q.v.).

Bilston College of Further Education
Westfield Road

Bilston '

WOLVERHAMPTON

West Midlands

WVl4  6ER

The Cellege introduced a BEC 'double option' module course in 1981;
this ran for two years with eight students but was subsequently discon-
tinued. The course tutor moved to Wulfrum College, Wolverhampton

(g.v.).

Birkenhead/North Wirral College of Technology
{later Wirral Metropolitan College)

Borough Road - '

BIRKENHEAD

Cheshire

L42  9QD

Responded to the L.A.C.T.D.G. surveys in 1973, 1974, 1974/75,
1976, 1977.

Responded to the C.G.L.I. pre-revision research questionnaire,
1980. -t

Prior to 1973, the course was run as an in-service training scheme
at Wallasey Public Library (now part of Wirral Public Libraries). On
the retirement of the Chief Librarian, the college agreed to continue
the course, with the tutor herself having retired from full-time work.
The course closed in 1981, when the local education authority raised
the minimum number of student enrolments necessary to make a course
viable - a number unattainable for the L.A.C. course. Wirral libraries
then offered an internally-based scheme for their own staff.

Studente were drawn primarily from Unilever Research and Wallasey/-
Wirral libraries. Mrs B. Harrison, the Course Tutor, wrote: ‘'we were
the only college on Merseyside offering this course, but unfortunately
Liverpool Public Libraries had their own staffing structure and did not
recognize the L.A.C., thus our students could be drawn from Wirral
only'. An analysis of results, compiled by Mrs Harrison, follows.:
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WIRRAL METROPOLITAN COLLEGE (Previously Birkenhead Technical College and
North Wirral College of Technology)

% Pass

cuts bj LEA

[ [ . -~ I
Year | No. of Students ~ Types of Library | Examination Results ;
| | ' :
_ | 1 : - |
1973 } 12 - All from Public libraries | 11 passed (10 credits,l pass) 1 failed; 92
. : ' |
| | |
1974 | 8 = 6 from Public libraries | 7 passed (1 distinction, 6 credits) |
| 2 from special libraries ! _ 1 failed ] 88
| | |
! | !
1975 | 11 - 8 from Pyblic libraries | 9 passed (5 credits, 4 passes) ]
| 2 from Academic libraries - | _ 1 failed | 82
. 1 from Special library | |
| I |
1976 | 11 - 9 from Public libraries | New marking scheme introduced | 100
| 1 from Academic library | 11 Certificates awarded |
| 1 from Special library | ' |
| | |
1977 | 13 - 12 from Public libraries | (11 took exam) 8 certificates |
| 1 from Academic library | awarded. 3 referrals | 73
| | }
| - - ! ' o |
1978 | 11 - 9 from Public libraries | (10 took exam) 7 certificates |
| 2 from Special library | awarded. 3 referrals % 70
| |
| : I |
1979 | 9 - 8 from Public libraries | 9 certificates awarded | 100
| 1 from Special library | ' |
| | ‘ ' |
1980 | 13 =« 10 from Public libraries | (11 took exam) 11 certificates awarded| 100
| 2 from Academic libraries | |
| 1 from Special library } =
| . - .
1981 i 10 - } Course closed due to education {




Birmingham, Matthew Boulton Technical College
Sherlock Street

BIRMINGHAM

West Midlands

B5 7DB

Responded to L.A.C.T.D.G. survey in 1977 {nil return).

A C.G.L.I., L.A.C. course was, in the words of the course tutor,
Colin Green, 'on the college prospectus for over 10 years but there
were never enough students interested to make it viable. We needed at
least 12 on a course but the maximum number of provisional enrolments
was, I think, 7. This course was taken off the prospectus inm 1981°'.

Writing in March 1984 of the BEC 'double option'lmodule course
which he ran at the college, Mr Green said: .

The BEC option module in library-studies has been more successful.
It was offered for the first time In 1980 and a new course runs every 2
years. The third 'Intake' commenced in September 1983.

Currently there are 12 on the course — 1 male, 11 female. Ages
range from 19-24 and one ancient individual of 42. One is from a local
Polytechnic, the remainder from Birmingham Public Library -~ 5, Solihull
~ 3, the remainder Sandwell Public Library.

The first year the course was offered in 1980 there were 12 - 1
male, 11 female. One from Birmingham University, one from Birmingham
" Polytechnic, the remainder from Birmingham Public Library and Solihull
Public Library. The average age of the first 3 entrants was 25-30 -
not surprising considering this was a new course fullfilling a long
felt local need. There were large numbers of staff from Birminghan
Public Library anxious to get on the course and successful applicants
had to endure 2 vigorous interviews before they were accepted. This
vetting lead to a very high calibre of student - perhaps the best
motivated and interested group at this college for some years.

The second year of entrant numbered 13. Two from Birmingham
Polytechnic, the remainder from Birmingham Public Library and Solihull.
The usual 1 male and 12 female, younger average age - 18-24. :

Entry qualification - 4 '0' Levels or 1f over 21 evidence of
maturity and/or extensive library experience. BEC general certificate
is also accepted but the majority of students have the necessary '0'
levels.

I

Birmingham West Bromwich (Sandwell) College of Commerce & Technology
Woden Road South

WEDNESBURY .

West Midlands

WS10 OPE

An advertisement in Public service (NALGO's newsletter) 58/12 for
October 1984 (p. 2) announced that an 'open learning' course leading to
the C.G.L.I., L.A.C. had been started at the college. Examinations
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would be 'held in May/June 1985 in local centres following a course
"conducted through correspondence'. The college reported 'More than 50
applications for enrolments from various parts of the country'. See
also 'Support for non-professional staff training’'. Librg?f
Association Record 88: 225, 1986. For.the May/June 1985 examinations,
the college put forward 31 candidates, with 26 distinctions, 23
credits, 26 passes and 8 referrals from 93 (3 x 31) papers.
(L.A.C.D.T.G./A.E.T.L.A. minutes, 18 October 1985).

Blackpool & Fylde College of Further Education
(Formerly College of Technology and Art)

Ashfield Road

Bispham

BLACKPOOL

Lancashire

FY2 OHB

Responded to the C.G.L.I. pre-revision research questionnaire, .

- 1980,

A course has been run since 1975 and was still being run in 1984
on a one-day-per-week, day-release basis. The course tutor, Charles
Oldham, commented: '

'In the nine years [since 1975] that we have been running, only
three males on it; 95% of students are from public libraries, the rest
from college libraries ... Lancashire County Library thinks enough of
the qualification to give an assistant an increment on passing the
examination ... As to BEC - this was never a starter in Lancashire as
the actual library content of the course was only 25% - the rest was a
group of subject's which would be of minor relevance to a library
assistant’'.

Bolton Technical College (Bolton Metropolitan College)
Manchester Road

BOLTON

Lancashire

BL2 1ER

In 1971, the college announced that its third Library Assistant's
Certificate course would commence in January, 1972 (Library Association'
Record 73: . 217, 1971).

Responded to the L.A.C.T.D.G. surveys in 1972, 1973, 1974, 1975,
-1974/75, 1976, 1977. Also taught the C.S.E. mode IITI in library
studies (see separate paper in the appendix).

Run as a daytime, day release course since 1970, the course has
atttracted 12-15 students each year, 90% of whom have been female and
70% of whom have been under 30 years of age. 80% of the students have
come from public libraries; the remainder from college or specilal
libraries.
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Bootle, Hugh Baird College of Further Education
Balliol Road

BOOTLE
Lancashire
L20 7EW

Responded to the L.A.C.T.D.G. survey in 1977 (nil return).

The course was not held in the college, but the public library
service in Sefton prepared staff as part of a year's staff training for
non-professionals. For passing the C.G.L.I., L.A.C. 'students were
granted the incentive of a salary increase' {(J.A. Miller, South Area
Librarian, Sefton).

Bradford (Technical) College
Greater Horton Road
BRADFORD

West Yorkshire

BD?7 1AY

One of the original 14 colleges offering the C.G.L.I., L.A.C.
course (Liaison, April 1969, p. 28).

Responded to L.A.C.T.D.G. surveys, 1969, 1971, 1972, 1973, 1874,
1975, 1974/75, 1976, 1977.

Responded to the C.G.L.I., pre~revision research questionnaire,
-1980.

For 17 years — until August 1980 when he left the college — F.M.
Jorysz, Senior Lecturer in Librarianship, organised part-time day
courses leading not only to the C.G.L.I, L.A.C. but also the part I and
IT L.A. examinations.

Numbers varied on the L.A.C. course, normally from 15~25 students,
though Mr Jorysz reported that 'for three consecutive years there were
well over thirty and classes had to be duplicated'. He continued:
'The success rate hovered around 85-90%. Some 'fails' completed at the .
second attempt. There were students who proceeded to the professional
" examinations and qualified'. The course was offered 'to satisfy a
clearly existing demand. Students included recent school leavers and
mature, even very mature (to be polite) assistants. The catchment area
was West and North Yorkshire. South Yorkshire was catered for by Miss

Gregory at Richmond College, Sheffield [q.v.]. Studénts and their

employers, f.e. librarians, often said that assistants were much the
‘better for it’.

Jdrysz hints that the course could have continued had he not taken
early retirement, with support coming from all types of library within
the catchment area.

158



Bridgwater Technical College
see under Taunton

The June 1968 issue of Liaison carried a note of the course set up
at Bridgwater Technical College in September 1967 and attended by non-
professional staff from "public and special libraries in Somerset’.
The tutors, R.H. Nichols - Tutor/Librarian and G. Mort, then County
Technical Librarian, were instrumental in forming the L.A.C.T.D.G.
Mort became the first Chairman of the group; Nichols (having moved to
the post of Head of the Library Department at St. Alban's College of
Further Education, (q.v.) was his successor. Mort eventually moved the
course to Taunton, q.V.

One of the original 14 college offering the CGLI., L.A.C.
course (Liaison, April 1969, p. 28).

Responded to L‘.A.'C.T.D.G. survey 1969'.

Bristel, Brunel Technical College
Ashley Down

BRISTOL

Avon

BS7 9BU

Responded to L.A.C.T.D.G. surveys in 1975, 1974/75, 1976, 1977.

. Responded to the C.G.L.I. pre-revision research questionnaire
1980. .

References to students from Bristol University Library included in
Wells, M.J., Staff training in University libraries BLR & D Report
5750, 1983. See especially pp. 24f., 41f., 71f., 78f.

The course began in 1973 and ran every year until 1984, when it
was still being offered. The main thrust initially came from the local
branch of NALGO and the course tutor, Michael Williams - alse involved
in discussions with Rennie McElroy regarding other C.T.F.E. qualifi-
cations. Until the Brunel course was instigated, library assistants
were sent to a 'local government course on a day-release basis for two
years; the L.A.C. was felt to be a much more relevant qualification'.

Some 80Z of the students worked for the County Library Service,
and, though supported by the employing authority, cutbacks in local
government spending had reduced the intake to a point where it would
become unviable to run the course (minimum nunber = 15).

Mr Williams was not able to generalise about examination results,
though since the course lasted for a whole day each week, he expected
most students to pass. He considered the examination difficult to
fail, while a few who gained distinctions were obviously 'head and
shoulders above the rest'.
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The age range of students was 19-circa 44. Very few men had been
on the course, not least because the county library did not normally
employ males at this level. County library students received two -
increments upon successful completion of the course.

Cambridgeshire College of Arts & Technology
Collier Road

CAMBRIDGE

Cambridgeshire

CBl 2A7

The college has been listed as a centre for the C.G.L.I, L.A.C.
because students studying externally are registered there.
Cambridgeshire County Library has offered a correspondence course for
its staff leading to the C.G.L.I.

Cauldon College
see Stoke—on-Trent

Chelmsford, Mid-Essex Technical College & School of Art
(later Chelmer Institute of Higher Education)

Victoria Road South

CHELMSFORD

Essex

CMI 1LL

Responded to the L.A.C.T.D.G. surveys in 1971, 1972, 1973, 1974,
1975, 1974/75, 1976, 1977.

The Institute, as it became, adopted a policy of offering only
higher level courses and, because of its low categorisation, the
C.G.L.I., L.A.C. was discontinued. The BEC 'double option' module was
not offered in its place, however, Course Tutor was Rosemary Oates, co-
author of one of the standard textbooks for L.A.C. courses. See also
Colchester Institute. :

Cleveland Technical College
Corporation Road

REDCAR

Cleveland

TS10 1EZ

Recorded as a cenfre for the 'double option' module in BEC lists but
no further information available.
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Colchester Institute {North-East Essex Technical College &
School of Arts
Sheepen Road
COLCHESTER
Essex
. C03  3LL

Responded to the L.A.C.T.D.G. surveys in 1973 (nil return) 1974,
(nil return), 1975 (nil return).

The C.G.L.I., L.A.C. course was run on two occasions (1970 and
1972) only in response to local need/demand. It had been agreed with
Ipswich Civic College (later Suffolk College) that neither institution
would offer the course in the same year. (Some of the students on the
. Colchester course actually lived in Suffolk.) Mrs R.H. Melling course
tutor wrote: -

After two intakes, reducing from 20 to 9, numbers became
uncertain. About the same time, Chelmer Institute (then Mid-Essex
Technical College [q.v.] started the course with, I understand, less
stringent entry requirements and they were clearly in a position to
attract students from a wider area of Essex. This course continued to
flourish there until recently and several members of our staff have
completed it successfully.

The results for the two Colchester Institute courses were as
follows;

1970 - 1972

Distinction 1 2
Credit 18 5
Pass 1 2
Fail 0 0
20 Total 9 Total .

Students were accepted in accordance with City & Guilds Regulations
at that time, i.e., they should have completed two years' library
service by the time they completed the course.

Coleraine Technical College
Union Street

COLERAINE

BT52 1QA

Northern Ireland

Reéponded to the L.A.C.T.D.G. survey in 1973.

Responded to the C.G.L.I. pre~revision research questionnaire,
1980. :
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Cornwall Technical College

REDRUTH Y
Cornwall ' ‘

TR15 3RD

Recorded as a centre for the 'double option' module in BEC lists
but no courses being run in 1984 and no information on any previous
schemes available.

Coventry Technical Coellege
The Butts

COVENTRY

West Midlands

Cvl 36D

Responded to the L.A.C.T.D.G. surveys in 1975 (nil return), 1976
(nil return), 1977 (nil return).

Though offered in the college syllabus for several years, the
C.G.L.I., L.A.C. course was only run in 1978/79 with nine candidates as
a ‘pilot scheme'. 'Since then' wrote Hilary Temple, the course tutor,
'no courge with fewer than 15 students has been allowed to run, and
there is not sufficient demand locally at present [1984] to produce
such numbers'.

Ms Temple commented that there was a 'small steady market from the
academic and special libraries in the Coventry area', the city
libraries ran their own in-service courses which produced increments
for those completing them and the college found it difficult to
compete.

Ms Temple also supplied the following information:

0f the nine candidates on the course, all passed, with a total for
the three papers of 5 passes, 15 credits and 7 distinctions. Several
of them were mature students (35+) and had not been in formal education
for a number of years, which says a lot for their motivation.

On the Coventry'tity schemes, see Grant, B.J., 'Electric 1library'.
Open access 22, 1978 and Gough, P.H. paper in Baker, D. (ed.)
Junior staff training. Leicester:. L.A., U.C. & R.S5. 1980, 9-11.

Deesside, Kelsterton College of Technology
Connah's Quay

_ Deesside

Clwyd

CHS 4BB

Wales

[part of the North-East Wales Institute of Higher Education]

Recorded as a L.A.C. centre in C.G.L.I. lists for 1975, 1978, 1980.
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Doncaster College of Technology (later Doncaster Metropolitan
Institute of Higher Education)

"Waterdale

DONCASTER

Scouth Yorkshire

DN1 3EX

Responded to the L.A.C.T.D.G. surveys in 1971, 1972, 1973, 1974,
1975, 1974/75, 1976, 1977.

As far as can be ascertained from surviving records within the
college, 2 C.G.L.I, L.A.C. course ran from 1969 (when the examination
records begin) until 1977/78, when the course was terminated because of
insufficient numbers. ‘

In 1981, the Institute carried out an extensive survey of local
libraries with a view to offering the BEC National Library option but,
in the words of the then head of learning resources, Dr P. Lavigueur,
'the results of this were so poor that we had to abandon the scheme'.

Dundee, Duncan of Jordanstone College of Art
Perth Road .

DUNDEE

DDl 4HT

Scotland

Ran a course internally leading to the C.G.L.I, L.A.C. from 1979,
largely at the instigation of the Senior Librarilan. Each year, a
junior member of staff (all female) has successfully completed the
examinations (up until 1984).

Dunstable College
-Kingsway
DUNSTABLE
Bedfordshire

LUS 4HG

Listed as a centre for the BEC 'double Option' module, but no
. course ever run, or intended.
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Eastleigh College of Further Education,
(Formerly Eastleigh Technical College)

Chestnut Avenue

EASTLEIGH

Hampshire

8505 6HT

Not listed as being one of the original colleges offering a
C.G.L.I., L.A.C. course but:

Responded to the L.A.C.T.D.G. surveys, 1969, 1971, 1972, 1973,
1975. : . :

Edinburgh, Napier College of Commerce & Technology
Sighthill Court

EDINBURGH

EH11 4BN

- Scotland

Has offered the SCOTEC Higher Certificate in Library & Information
Science Course in a distance learning mode since 1983, with David
Craig, tutor/librarian as the first course co-ordinator. The college
had previously prepared students in a similar way for the library
Association’s examination until they could no longer be sat. (see
McElroy, A.R., 'Professional qualifications in librarianship by

directed private study'. Journal of librarianship 10: 256-273, 1978).

In the first two years of the SCOTEC course, 15 and 20 sﬁudents
enrolled respectively; over 80% of the candidates have been female.

Edinburgh, Telford College of Further Education
Crewe Toll -

EDINBURGH

EH4 2NZ

Scotland

One of the first 22 colleges to offer the C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62: SLA news, 1968, pp. 68, 86).
Subsequently offered a SCOTEC Certificate Course instead of the L.A.C.,
from 1977/78. .

The first course was described in SLA news 90: 271-273, 1969 by
David Christie, then Senior Tutor/Librarian. Telford were surprised at
the demand for the course. 'We had expected an enrolment of about
twelve students. In the event, we had to firmly close enrolment when
we reached 24 students giving us two classes of twelve. Late
applicants will have to wait until January 1970'. (p. 271) An
analysis of the backgrounds of students was included in the article and
is reproduced here:
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Public Libraries ees 11 students

University +ss 3 students

S.C.L. : “aa 3 students

Colleges of Educatio vas 1 student

Colleges of Further Education ... 1 student

Industry .o 3 students

Registrar General ‘ .o 1 student

Army Branch Library - ves 1 student '

' (p. 271)
Responded to the L.A.C.T.D.G. surveys in 1971, 1973. No further

information regarding the C.G.L.I, L.A.C. course appeared to be
available. Course information for the SCOTEC course to 1983/85
included, however. Until 1981/82, Telford was the only college which
had sufficient support to run the SCOTEC Certificate Course (Bate,
J.L., 'The SCOTEC Course'. New library world 80: 127, 1979 records
the then opposition in other centres.) ‘

In 1983, the college submitted a proposal for a distance learning
scheme (based on Telford's day-release course for the SCOTEC Certi-
ficate in Library & Information Science) to the Open Tech Unit of the
Manpower Services Commission. This was approved in November of that
year, with the first students enrclling in January 1984 and a second
intake commencing study that August. By the end of the year, there was
a waiting list for further enrollments. A 1986 market survey described
the course: :

The duration of the SCOTEC course is two years. During this time
students are sent, at two week intervals, a total of 44 study units.
Tutorial contact is maintained by letter and telephone. Each student
has a personal tutor/counsellor at College. In addition, professional
librarians in the students' own libraries give practical help and moral
support where necessary. There 1s a residential week each session at
Telford College. This includes tutorials, seminars, practical work and
visits to such libraries as the National Library of Scotland. The
student's progress is continuously assessed by tutor-marked assignments
included in the study units. There 1is a final SCOTEC examination at
the end of the course. : '

Librarians throughout Scotland encouraged their sub-professional
staff to enrol on the distance learning course. The response was not
limited to one type of library or geographical region. Over half of
the students have been sponsored by their employers for fees and
expenses. .

The success of the Scottish distance learning scheme has led to
the expansion of the open learning project to cater for the demand for
sub-profegsional training in library and information work throughout
the United Kingdom.

(Library and Information Science Open Learning project: Market Survey)

The course was offered in England and Wales and a distance
learning scheme for the C.G.L.I., L.A.C. was introduced in 1986. Sece
also McCullough, S., ‘sub-professional education: a new initiative’.
SLA news (1984) pp. 8-9; McCullough, S., 'Open learning in sub-
professional education and training'. Library Association Record 88:
141, 1986. Public service, August 1984,

165



991

STUDENT NUMBERS

TELFORD COLLEGE

SCOTEC CERTIFICATE IN LIBRARY AND INFORMATION SCIENCE

TYPE OF LIBRARY

NUMBER

learning)

YEARS TOTAL F SITTING PASSES UNIV. COLLEGE SCHOOL PUBLIC SPECIAL NATIONAL
1977-79 7 7 6 6 0 2 1 1 0 3
1973-80 14 14 13 13 0 6 0 6 2 0
1979-81 13 13 11 11 0 2 0 9 2 0
- 1980-82 13 11 11 9 0 3 2 4 4 0
1981-83 18 18 18 18 1 3 3 6 3 2
1982-84 11 10 - - 2 2 1 3 3 0
1983-85 11 11 - - 0 6 2 2 1 0
(Day-
release)
1983-85 19 19 - - 4 0 1 13 1 0
(Distance




Enniskillen, Fermanagh College of Further Education
: (Enniskillen Technical College)
-Fairview Avenue -
ENNISKILLEN
County Fermanagh
Northern Ireland

Recorded as a L.A.C.‘centre in C.G.L.I. 1lists for 1975.

Ewell Epsom, North-East Surrey College of Technology
Reigate Road

Fwell

EPSOM

Surrey

KT17 3DS

One of the original 14 colleges offering the C. GI.I L.A.C.
course (Lialson, April 1969, p. 28).

Responded to the C.G.L.I. pre—-revision research questionnaire,
1980. ' :

The course was offered until 1978/79, when, as Mrs M. Palmer, the
" Tutor/Librarian commented: 'It was dropped because we could not obtain
sufficlent students, employers remained unconvinced about it and it was

 not recognised for the purposes of promotion/grading/increments'. A

BEC 'double option' module course was introduced in 1980 and was still
running in 1984.

Falkirk College of Technology
Grangemouth Road South
FALKIRK

FK2 9AD

Scotland

Prepared to begin a SCOTEC Certificate in Library and Information
Science Course in 1979 but could not attract sufficient students.
(Bate, J.L., 'The SCOTEC course'. New library world 80: 127, 1979.)

Glasgow, Central College of Commerce (& Distribution)
300 Cathedral Street

GLASGOW

Gl 2TA

Scotland

One of the first 22 colleges to offer a C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62 SLA news, 1968 p. 83). Subsequently
offered a SCOTEC Certificate course instead of the L.A.C., 1981, 'with

. an intake of about 30 students'. (L.A. ref. PDE 317, May 1981).
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Responded to the L.A.C.T.D.G. surveys in 1971 1972, 1973, 1974, 1975,
1974/75 1976, 1977.

Responded to the C.G.L.I. pre-revision research questionnaire,
1980.

The course tutor (S. Sharp) writing in 1984 stated that:

'The College offered a course for the City and Guilds Library
Assistant's Certificate from 1970 to 1980. For most of that period two.
day-release classes were offered with something like sixteen students
in each class. The pass rate, in general was high, occasionally being
as high as 100%., This should be expected when a course of this type
and level is attended by students already working in libraries. The
course was stopped in 1980 when SCOTEC's Certificate in Library and
Information Science was offered in its place. It was decided that the
SCOTEC course was a better course and that there was not room for both
the City and Guilds course and the SCOTEC course.

The SCOTEC course is offered on a day-release basis over a period
of two years compared to the City and Guilds one year. The first year
is regarded as category four work while the second year is regarded as
category three work (i.e. more advanced).

At the present time there are 22 lst year students and 30 2nd year
students. I have not worked out precise figures over the years the
course has been running however the following estimates are fairly -
accurate. Up until this year two year courses and two second year
courses have been offered with about fifteen students in each class.
Usually the classes are predominantly female. Some classes are all
female. The most males in any class have been three in number.
Approximately 73% of students are from public libraries, 16% from
school libraries, 8% from college libraries and 3% from industrial
libraries.'

Initially, opposition to the SCOTEC course was considerable, with
Glasgow District Libraries deciding not to send their junior staff on
the course and it could not run, despite the presence of three tutor/
librarians. (Bate, J.L. 'The SCOTEC course'. New library world 80:
127, 1979).

Gloucestershire College of Arts & Technology
(now part of Glos. CAT)

Oxstalls Lane

GLOUCESTER

GL2 9HW

The college ran a C.G.L.I., L.A.C. course until 1979 when the
college was amalgamated with other institutions to form Glos. CAT. The
Head of Learning Resources wrote in 1984 that the course was’
discontinued 'due in part to little demand, and a reluctance of
experienced lecturers to take the course'. No other data or documen-
tation appears to have survived.
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Grantham College of Further Education
Stonebridge Road

GRANTHAM

Lincolnshire

NG31  9AP

Responded to the L.A.C.T.D.G. survey in 1974/75 (nil return). No
C.G.L.I., L.A.C. course was ever taught, however.

- Grimsby College of Technology
Nuns Corner

GRIMSBY

South Humberside

DN34  5BQ

Though listed as a centre for C.G.L.I., L.A.C., no course was ever
taught. R.M. Newby, Tutor/Librarian, commented:

'In the early 1970s, Lincoln College (q.v.) was running one with
students travelling from Grimsby but when I investigated that numbers .
it would not have been viable for both to attempt to run it. 1In a
large sparsely populated county like Lincolnshire this will always be a
problem with this course'.

Gwent College of Higher Education
College Crescent

Caerleon

NEWPORT

Gwent NP6 1XJ

Responded to the L.A.C.T.D.G. survey in 1977 (nil return).
Mrs J. Maggs, Tutor/Librarian, wrote in 1984:

It is true that this college was intending to offer a course,
several years ago (I regret I have no filles to confirm the exact dates)
and T was to run the course, BUT, it was mainly intended for assistants
working for the County Library, and only one week before the course was
due to start, one sub-committee ruled that no course should run without
at least 12 students enrolled, and another sub-committee refused to let
any library assistants have any time off for the course (it was to have .

run for afternoons in the county's time, and evening in their own
time) .

The course was therefore effectively cancelled, due to non=liaison
of sub-committees of County Councils.

It was to have rum at our Alltyryn Site (we have three sites)
where Mr John Keane has run part-time LA courses for many years. He
has made several attempts to run various courses which have been shot
down by non-validation by various bodies, etc.
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Hammersmith & West London College
Gliddon Road ‘

Barons Court

LONDON

Wl4 9BL

One of the original 14 colleges offering the €.G.L.I., L.A.C.
course (Liaison, April 1969, p. 28). Subsequently devised a BEC
syllabus, but still offering the C.G.L.I. course in 1984, 1In January
1970, the college announced that it would be holding extra classes on
Thursday mornings for the examinations to be held in December of that
year; this course was in addition to the four terms of classes begun
the previous September. (Liaison, January 1970, p. 4).

Responded to the L.A.C.T.D.G. surveys in 1969, 1971, 1972, 1973,
1974, 1975, 1974/75, 1976, 1977. :

Responded to the C.G.L.I. pre~revision research questionnairé,
1980. '

Harrogate College of Further Education
Haywra Crescent

HARROGATE

North Yorkshire

HGL. 5BE

Responded to the L.A.C.T.D.G. surveys in 1973, 1974, 1975 (nii
return), 1976 (nil return), 1977 (nil return). :

Ms M.E. Harland, Tutor/Librarian, commented in 1984:

'"The College used to offer the City and Guilds course until 1975,
when following Local Government re-organisation the Local Authority
‘decided not to continue the former West Riding policy of letting
students attend in work time, and of giving increments to successful
students. As they were the major employer of library assistants in the
area, this meant the abandonment of the course. We used to have ¢.15
students on the course each year, with a high pass rate (90-100%).
- Students themselves felt that the course was a valuable supplement to
any in-service training, but that it was not really sufficient for
people wishing to make a career.’

Horwich College of Further Education
Victoria Road

Horwich

Greater Manchester

BL6 6ED

Recorded as a centre for the ‘double Option module in BEC lists,
but no further information available.
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Huddersfield Technical College
New North Road

HUDDERSFIELD

West Yorkshire

HO1 5NN

The Technical College began a C.G.L.I., L.A.C. course in 1984 on a
one~day per week basis. The first intake consisted of 17 students, all
female, aged between 17-53. 13 were from public libraries, 2 from
further education colleges, one from a polytechnic and one from a
college of education.

Huntingdon Technical College
California Read

HUNT INGDON

Cambridgeshire

PE18 7BL

Though 1listed as a centre for the C.G.L.I., L.A.C., no course was
ever offered, or intended.

Ipswich, Suffolk College of Higher & Further Education
Rope Walk )

IPSWICH

Suffolk -

IP4 1LT

Responded to the L.A.C.T.D.G. surveys in 1974, 1977 (nil return).
See also Colchester Institute. :

A BEC course was also offered, though practical (timetabling)
difficulties meant that the course could not easily be supported by the
County Library. See Labdon, P. [County Librarian}, 'An investigation
of the current position of sub-professional qualifications for library
staff'. LEG news 22: 3-6, 1982.

- Kirby College of Further Educaiton
Roman Road :
MIDDLESBOROUGH

Cleveland

TS5 5RJ

A BEC 'double option module course was offered in 1982/83 but
insufficient enrolments made it unviable.
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Kirkcaldy College of Technology
St Brycedale Avenue

- KIRKCALDY .

Fife ,

KYl 1EX

Scotland

Responded to the L.A.C.T.D.G. surveys 1972, 1975 (nil return),
1974/75, 1976, 1977 (nil return). '

Listed in various 'careers’ pamphlets as running SCOTEC Certifi- '
cate courses but this was not the case.

A C.G.L.I., L.A.C. course ran until 1976 (date of commencement
unknown), ‘'usually with a class of 12-15 (predominantly female) drawn
from the public libraries in Fife'. (Jean Husband, Tutor/Librarian)
'At local government re-organisation the County Library was trisected
and the small independent public libraries were assimilated into the
Districts. One chief didn't believe in C + G and only once sent one
student, while the other two could not muster sufficient numbers to
form a class'. During the mid-1970s, the college considered the

“introduction of ‘an extra, specialist certificate in librarianship
within the syllabus of the NEBSS Certificate of Supervisory Studies' on
account of growing dissatisfaction with the L.A.C. and its increasing:
similarities with the o0ld First Professional Examination.
(L.A.C.T.D.G. minutes, 29 March 1974.)

Leamington Spa, Hid-Warwickshire College of Further Education
Warwick New Road

LEAMINGION SPA

Warwickshire

CV32 5JE

_ Responded to the L.A.C.T.D.G. survey in 1976 (nil return). Mrs A.
Hewins, College Librarian, writing in 1984, commented that:

We made serious attempts some years back to get one off the
ground. The main stumbling block was that the main employer in the
area, Warwickshire County Council, made it quite clear that they would
not offer any increments to library assistants who passed this exam-
ination. This destroyed most of the incentive, not only to the would
be organiser but of course to all the would be students too'.

Leeds, Park Lane College of Further Education
‘Park Lane

LEEDS

West Yorkshire

Ls3 1AA

A.M. Scaife, Senior Tutor Librarian, writing in 1984, commented
regarding 2 C.G.L.I., L.A.C. scheme:
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1. The course was offered, and run with four students, during
1975/76. Three of the students were successful but T no longer
have their names and addresses. ' ,

2. It was offered again in 1976/77 but there were no students.

The course was originally offered because, though I and my
colleagues felt it was a poor course, it was all that was available at
the time. I believe the students enjoyed the course but on meeting
them later their success did not seem to have produced any financial or
other rewards in their work. P

Recruitment was hampered by firstly the need for prospective
students to be employed in libraries before starting the course and
secondly the unwillingness of local librariles to give day-release to
prospective students.

Lewes Technical College
Mountfield Road

. LEWES
East Sussex
BN7 2XH

Responded to the L.A.C.T.D.G. surveys in 1971, 1972, 1974, 1975
{(nil return), 1976 (nil return), 1977. '

- Responded to the C.G.L.I. pre-revision research questionnaire,
1980. : ' ' ' B

Lincoln College of Technology
"Cathedral Street

LINCOLN

Lincolnshire

LN2 5HH

One of the first 22 colleges to offer a C G.L.I., L. A C. course
(Liaison, August 1969, p. 62).

Responded to the L.A.C.T.D.G. surveys in 1972, 1974, 1975, 1977.
See also Grimsby. :

Liverpool, Mabel Fletcher Technical College
Sandown Road

LIVERPOOL

Merseyside

L15 4JB

Responded to the L.A.C.T.D.G. surveys in 1976 (nil return), 1977
{(nil return).
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Responded to the C.G.L.I pre-revision research questionnaire,
1980.

The college tried on several occasions to run a course but could
never attract sufficient students.

Londonderry, Magherafelt Technical College
Moneymore Road

. Magherafelt

County Londonderry

BT45 = 6AE '

Northern Ireland

Responded to the L.A.C.T.D.G. sur#ey in 1971.

Londonderry, Nbrthwest College of Technology
Strand Road

LONDONDERRY

BT48 7BX

Northern Ireland

Responded to the L.A.C.T.D.G. survey in 1971.

Loughborough Technical College
Radmoor

LOUGHBOROUGH

Leicestershire

LE11l 3BT

Offered a two-year, one-day per week course leading to the BEC
'double option' module from 1979. Attempted to mount a National
Diploma (full-time) module in 1984, having earlier (1980) offered a
part time (day-release) course leading to the L.A.'s professional
examinations. '

The first intake consisted of six students; all subsequent
enrolments were low — eventually so low that the viability of the
course was seriously questioned.

Lurgan Technical 0011ege .
Kitchen Hill

LURGAN

County Armagh

BT66 6AZ .

~ Northern Ireland

Recorded as a L.A.C. centre in C,G.L.I; lists for 1975, 1980.
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Manchester, St John's College of Further Education
Lower Hardman Street

MANCHESTER

M3  3FP

One of the original 14 colleges offering a CALL.i,I"AJC.course
(Liaison, April 1969, p. 28). Subsequently taught a BEC 'double
option' module syllabus, but still offering a C.G.L.I. course in 1984.

Responded to the L.A.C.T.D.G. surveys in 1973, 1974, 1974/75, 1977
{nil return).

March Further Education Centre
Station Road

MARCH ‘

- Cambridgeshire

PE15  8LE

Recorded as a L.A.C. centre in C.G.L.I. lists for 1975, 1978.

Morden, Merton Technical College
Morden Park

London Road

MORDEN

Surrey

SM4  5QX

Responded to the L.A.C.T.D.G. surveys in 1972, 1973, 1974 (nil
return), 1975, 1974/75, 1976, 1977 (nil return). '

Motherwell Technical Cellege
Dalzell Drive

MOTHERWELL

Lanarkshire

ML1 2DD

One of the first 22 colleges to offer a C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62' SLA news, 1968 p. 83).

Responded to the L.A.C.T.D. G. surveys in 1971, 1974, 1975 (nil
return). I
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Newcastle, College of Arts & Technology (Further Education)
Maple Terrace :

NEWCASTLE-UPON-TYNE

NE4 75A

!

One of the first 22 colleges to offer a C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62). Subsequently taught a BEC 'double
option' syllabus, though still offering the C.G.L.I. course in 1984.

Responded to the L.A.C.T.D.G. survey in 1972,

Responded to the C.G.L.I. pre—-revision researcﬁ questionnaire,
1980.

.Run and taught almost scolely by Lawrence G. Tagg of Newcastle City
Library since 1969, course details for the C.G.L.I. and BEC syllabii
follow. Regular newsletter for students, employers and other
interested parties have been published twice-yearly since the mid-
1970s. Many of these contained full course statistics, some of which
are reproduced on the following pages. The newsletter can still lay
claim to the description of 'the only publication in the U.K.
exclusively devoted to the education of non-professional library
staff'.
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CITY AND GUILDS

JBRARY ASSISTANTS

- CERTIFICATE
1969 -1982

Fodrte_'en years of achievement at the College of Arts and Technology Newcastle upon Tyne.

Course tutor since its inception : Mr L.G. Tagg.

Since 1969 more than 500 students have attended the course from the following libraries:

PUBLIC . | Blyth, Cumbria, Darlington, Durham Gosforth, Newburn, Newcastle, North

Tyneside, Northumberland, South Shields, South Tyneside, Sundertand,
- Tynemouth, Wallsend, Whltley Bay.

UNIVERSITY Durham including Oriental and Science sections
: Newcastle including Institute of Education, Language Centre and Social
‘ Studies Seminar. .
POLYTECHNIC Newcastle, Sunderiand.

COLLEGE OF ‘ Alnwick, Kenton Lodge, Northern Counties, Northumberland St. Hllds
EDUCATION ‘ and St. Bede, St. Marys. .
C.F.E. TECHNICAL . Ashington, Bishop Auckland, College of Arts and Technology, Durham
COLLEGE . Agricultural, Gateshead, Hebburn, Monkwearmouth, New College, North Tynesic

SCHOOL " Newecastle Education Library Service and full time teachers from the
- following schools : Blakelaw, Chape! Park, Claremont, Dumpling Hall,
Gosforth West, Valley Gardens (all Muddle) Linskill High, Pelton Comprehenswe

" Queen Elizabeth V1 Form College, Ridley High, Rutherford.

SPECIAL Anglo Great Lakes Corporation Ltd, Berger Chemicals, British Gas

- ' Corporation (Engineering Research Station}, British Ship Research
Association, Dryburn Hospital (Postgraduate Medical.}, Durham Cathedral,
Durham Chemicals Ltd., Durham City Council {Planning Department),
Faulkner - Brown, Hendy, Watkinson, Stonor., Freeman Hospital,
Hexham General Hospital. .
International Research and Development Co. Ltd,, Literary.and
Philosophical Society, Merz and McLellan, Ministry of Agriculture,

~ Fisheries and Food, NEI Ltd., Management Services Unit & Policy Services |

Unit Newecastle City Council, Newcastle General Hospital {Postgraduate .
Medical), North East Coast Institution of Engineers and Shipbuilders, North
of England Institute of Mining and Mechanical Engineers, C.A. Parsons Ltd.,
Procter & Gamble Ltd,, Shelfpower, Northumbrian Water Authority,
Sterling-Winthrop (Research and Development Division), Therma! Syndicate
Ltd., Tyne and Wear. Chamber of Commerce, Tyne and Wear County Council,
{Engineering and Planning Departments), Welwyn Electric Ltd.



CITY AND GUILDS
LIBRARY AND INFORMATION
“ASSISTANT'S CERTIFICATE

{formerly the Library Assistants Certmcate)
First revision of the syllabus since 1967
at NEWCASTLE UPON TYNE COLLEGE OF ARTS AND TECHNOLOGY

Course tutor: L. G. Tagg, A.L.A.

We are pleased to announce that we will be offering this course again in 1983, our fifteenth
year of operations, starting on Thursday, 13th January.

This scheme for courses of part-time study and related examinations is intended for
assistants and technicians employed in libraries and information services. Its aim is to _
provide a basic qualification in library practice and its underlying principles with emphasis
on practical skills. The scheme has been designed to be complementary to the training

and experience students will be obtaining in their employment,.

The course aims to enable students N
(a)  tounderstand the purpose, functions and uses of libraries and information services
(b} to develop the skills required to carry out the non-professional duties which
normally support the work of professional staff
{c) ~ to relate this understanding and these Skl"S to the training and experience that they
obtain during their employment
{d) to develop their communication skills, and to continue their education and personal
development
and, in general, the course aims to equip students for a wider range of opportunities in the
_library and information work field,

ENTRY TO THE COURSE

The selection of students for the course is within the discretion of the college but the

Institute recommends that entry to the course should be restricted to students who have
. already been employed in library or information services. :

COURSE FEE £32,10 (42 x 3% hours)

It is not intended, and indeed may not always be desirable, for the syllabus to be studied
only in the classroom and it is expected that much will be covered and supported by

- planned and direct demonstrations in a working library or information service. Organized
visits to different types of libraries, information centres and other related organizations
will be used to illustrate relevant sections of the syllabus. It is strongly recommended by the
Institute that they will form an integral part of the course. Visits are recorded as practical
project work elements in the appropriate areas of the sytlabus.
Our programme includes visits to Boston Spa {B.L.L.D.), Edinburgh {National Library of
Scotland/Royal College of Physicians), Preston {James Askey & Son Ltd.), Leeds {University)
etc., as well as several in the immediate locality. Every effort is made to keep the cost of -
these visits as low as possible; private hire coach trips provides travel at a fraction of the
cost of rail journeys. They are not covered by the course fee,

COURSE YEAR  JANUARY - DECEMBER 1983

TWO CLASSES ARE HELD ON THURSDAYS. STUDENTS MAY ATTEND EITHER THE
MORNING {9.00 a.m. to 12.30 p.m.} or AFTERNOON ({145 - 5.15 p.m.) SESSIONS

If you have any queries, please contact the course tutor:
Mr. L.G. Tagg : '
c/o Central Library,
PO Box 1MC,
Newcastle upon Tyne,
NES9 1MC, '
Telephone Newcastle 610691



Extract from:

College of Arts and Technology, Newcastle-upon-Tyne, Library assistants
newsletter, new series, no. 1 August 1984.

THE DEPARTMENT OF COMMUNITY. BUSINESS AND INDUSTRIAIL STUDIES:
COLLEGE OF ARTS & TECHNOLOGY, NEWCASTLE UPON TYNE '

Following the successful launch last September we are pleased to announce the avallablllty.
subject to sufficient enrolments being received, of another First Year,

BEC NATIONAL CERTIFICATE (part-tlme) including

LIBRARY AND INFORMATION WOHK
Double Option Module
Course Director for this option
LAWRENCE G. TAGG ALA

Entry requirements

These will be in accordance with BEC National Award requirements. Students will usually be expected
to hold the City and Guilds Library Assistants Certificate; others to be approved by the Course Director.

Length/Pattern of Attendance
Two years part-time day release (MONDAY), Commencing September 1982,

Course Structure |

‘15t Year — 4 Modules

People and Communications (Common core module).

Numeracy and Accounting (Common core module).

Organisation in its Environment (part one of a double Commaon core module),
Library and Information Work (part one of a double Option module).

2nd Year — 4 Modules -

Organisation and its Environment {second part of the Common core module)
An Introduction to Public Administration (double Board core module).
Library and Information work (second part of the double Option modute).

FEES : '
First Year: Course Fee _ _ £55.20
Registration ' 4.50
BEC - o - _22.00
| £81.70

(Second year course fee: £55,20)
For copies of the Library and Information work syllabus or any further information please
contact the Course Director: Lawrence G. Tagg. Telephone Newcastle 610691 x 44,

» PLEASE NOTE: THE CITY AND GUILDS LIBRARY ASSISTANTS CERTIFICATE COURSE WILL
CONTINUE TO BE AVAILABLE. THE SYLLABUS HAS BEEN REVISED AND WILL BE EXAMINED FOR
THE FIRST TIME, IN DECEMBER 1983. THE REVISION IS EXTENSIVE BOTH IN COURSE CONTENT
AND IN THE METHODS OF EXAMINATION.

| am interested in the BEC National Certificate course including the Library and Information
Work Double Optlon Module. Please reserve place(s).

To: L.G.TAGG
c/o Centratl Library
- P.O.Box IMC

Newcastle upon Tyne .
AICAN Ansn P 4 179



CITY AND GUILDS LIBRABY ASSISTANTS CERTIFICATE 1969 — 1982

Since 1969 sfudents enrolled from the following libraries:

PUBLIC

UNIVERSITY

POLYTECHNIC
COLLEGE OF EDUCATION

- C.F.E. TECHNICAL COLLEGE

SCHOOL

SPECIAL

Students enrolled

1969 17
1970 16
1971 23
1972 43
1973 42
1974 42
1975 42
1976 43
1977 46
1978 45
1979 46
1580 35
1981 42
1982 37

-

Blyth, Cumbria, Darlington, Durham, Gosforth, Newburn,(
Newcastle, North Tyneside, Northumberland, South Shle!ds
South Tyneside, Sunderland, Tynemouth, Wallsend, Whltl?y Bay.
: f
Durham including Oriental and Science sections. T
Newcastle including Institute of Education, Language Centre
and Social Studies Seminar, o

Newecastle, Sunderland.

Alnwick, Kenton Lodge, Northern Counties, Northumberland
St. Hilds and St. Bede, St. Marys

Ashington, Bishop Auckland, College of Arts and Technology,

Durham Agricultural, Gateshead, Hebburn, Monkwearmouth,

New College, North Tyneside.

Newcastle Education Library Service and full time teachers
from the following schools : Blakelaw, Chapel Park, Claremont,
Dumpling Hall, Gosforth West, Valley Gardens ({a!l Middle),
Linskill High, Pelton Comprehensive, Queen Efizabeth VI
Form College, Ridley High, Rutherford.

Anglo Great Lakes Corporation Ltd., Berger Chemicals,

British Gas Corporation (Engineering Research Station),

British Ship Research Association, Dryburn Hospital

{Postgraduate Medical), Durham Cathedral, Durham

Chemicals L.td., Durham City Council {Planning Department),
Faulkner-Brown, Hendy, Watkinson, Stonor, Freeman Hospital,
Hexham General Hospital. International Research

and Development Co. Ltd., Literary and Philosophical Society,
Merz and McLellan, Ministry of Agriculture, Fisheries and Food,
NEI Ltd., Management Services Unit & Policy Services Unit
Newcastle City Council, Newcastle General Hospital {Postgraduate
Medical), North East Coast Institution of Engineers and Shipbuilder
North of England Institute of Mining and Mechanical Engineers,
Northern Regional Library Bureau, C. A. Parsons Ltd., Procter &
Gamble Ltd,, Shelfpower, Northumbrian Water Authorlty, Sterlmg-
Winthrop (Research and Development Division), Thermal

Syndicate Ltd., Tyne & Wear Chamber of Commerce, Tyne &

~ Wear County Councﬂ (Engineering and Planning Departments)

Welwyn Electric Lid.

Attended Examination

16
16
21
40
39
40
42
43
46
42
46
33
42
37



. The most common reasons for not completing the course were of a maternal nature or husbands
securing a job out of the area. Several students took the examination at another centre e.g.
Birmingham, Liverpool, London, Manchester, Plymouth etc. — and all passed. These results are
not recorded in the following tables.

WRITTEN EXAMINATION RESULTS (December Series)

Distinctions . Credits Passes Failureg‘r
1969 3 10 3 0
1970 -4 9 3 0
1971 6 12 2 1
1972 8 25 5 1
1973 9 24 4 2
1974 , 7 29 2 2
1975 11 - 26 3 2

From 1976 each written paper was marked separately.

1976 Paper One _ 7 - 23 9 4
' Paper Two 8 25 6 4
1977 . Paper One 14 . 21 7 4
Paper Two 17 26 3 0
1978 Paper One 10 18 7 7
‘ Paper Two : 5 26 9 2
1979 ~ Paper One 8 21 14 3
' Paper Two 8 24 10 4
1980 - Paper One 9 14 10 0
' Paper Two 3 19 o100 1
1981 Paper One 5 20 13 4
_ Paper Two 5. 23 . 9 5
1982 - Paper One 4 23 9 1
: o - Paper Two 6 25 - 6 0
. Candidates qualifying for award of the Certificate.

., 1976 ¥ 37 out of 43

1977 . - 42 out of 46

- 1978 - 35 outof 42

- 1979 ' 42 out of 46

1980 : 32 out of 33

1981 S 37 : out of 42

1982 _ 36 ~out of. 37

AH but two students chose to re-sit the exam. In the followmg December (1972 - 1975) or May - June
(1976 - 1982}: only two were unsuccessful. _

NATIONAL Resuits for the same period (December examination series)

1969 _ ' 46 228 67 27
1970 - o B | : - 325 - 62 27
1971 ' - 27 205 : 104 78
1972 _ 45 257 - 107 75
1973 . , 61 352 135 - 103
1974 54 328 96 99
1975 - 59 . 407 - 127 147
1976 ‘ 17 192 232 121
1977 Paper One 109 213 131 g3

Paper Two o8 : o84 120 a4



Distinctions . Credits Passes Failures

1978 Paper One 56 _ 319 143 96
Paper Two 29 247 207 127
1979 Paper One | 44 239 178 109
Paper Two 41 192 195 142
1980 Paper One 29 131 158 159
Paper Two 37 176 141 125
1981 Paper One 33 112 79 79
Paper Two S -] - 78 134 82
1982 Paper One - 24 146 116 58
Paper Two 26 154 116 39

Some noteworthy items from the tutors’ registers 1969 — 1982

38 of the 43 students in the 1975 course achieved a 100% attendance record — the best performance
since the course began.

The splendid attendance record of students travelling long distances e.g. from Barnard Castle, Berwick,
Darlington, Middlesbrough . . . and especially the students from Cumbria who have travelled from
Carlisle, Kendal, Penrith, Whitehaven and Workington . . . most of whom did not miss a single class.

Six students who attended during their honeymoon ... did not want to miss a class, four to the BLLD
and two to Dunn & Wilson Limited. - K S

Of many students who missed our coach on ‘visit days’ yet travelled by train to Edihburgh. lLeeds and
York to meet us . .. and the student who travelled to Windermere {Freshwater Biological Association)
by taxi! S S S ‘ o

46 different libraries and related organisations visited by the students, some annually since 1969.
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North-East Surrey College of Technology, see Fwell, Epsonm ...

Norwich City Collepge
Ipswich Road
NORWICH

Norfolk
"NR2  2LJ

One of the original 14 colleges offering a C.G.L.I., L.A.C. course
(Liaison, April 1969, p. 28). Responded to the L.A.C.T.D.G. surveys in
1969, 1973 (nil return), 1974, (nil return), 1975 (nil return), 1976,
(nil return), 1977 (nil return). ‘

Courses were held in 1968 and 1970. Brian Derbyshire,
Tutor/Librarian commented in 1984:

It was offered in other years, particularly in the early 1970s,
but these were the only two years to produce enough students for a
viable course. I think this is because there was limited interest from
the public library service and most of the non—publie libraries in the
area have only one of two staff. The first course held included
several 1librarians holding quite senior posts but lacking formal quali-
fications. In recent years we have not offered the course because it
is extremely unlikely that we could enrol an appropriate number of
students, although we still recelve occaslonal enquiries.

The results for the two courges were as follows:

Examination Examination .

Year . Mode Enrolments Entries Passes/Grades
1968 P/T Evening .18 10 1 distinction
7 credits

2 passes

1970 P/T Day 11 6 1 distinction
4 credits

1 pass

Nottingham, West Bridgford College of Further Education
(Later South Nottinghamshire College of Further Education)

Greythorn Drive '

WEST BRIDGFORD

Nottinghamshire

NG2 7GA

_ Responded to the L.A.C.T.D.G. surveys in.1972, 1973, 1974, 1975,
1974/75, 1976, 1977.

Responded to the C.G.L.I. préérevision research questionnaire,
1980.

Resume of course results to 1979 published in Baker, D., Junior
staff training. Leicester: L.A., U.C. + R.S. East Midlands, 1980, p.
15 reproduced below:
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WEST BRIDGFORD COLLEGE OF FURTHER EDUCATION

LIBRARY ASSISTANTS CERTIFICATE 1971/79

Academic

Total who failed

Year Public Libraries Industrial :ztal Total awarded | 'yho1e or part
Libraries | University/. & Research Course Certificate exam & never
o College/School) resat
1971 19 7 1 27 26 3
1972 16 8 3 27 24 3
1973 17 8 - .25 22 3
1974 11 7 2 20 19 1
1975 15 6 - 21 20 1.
1976 11 5 2 18 14 4
1977 19 8 1 28 28 0
1978 16 5 7 28 26 2
1979 16 7 1 24 19 5
TOTALS 140 61 17 218 196 22

Withdrawal Rate
from course

Withdraw to move
away from area - 5

Withdraw because

of difficulty of
Course or for
personal reasons = 7



A description of the course, by M.N. Worth, Tutor/Librarian since
the course's inception appears in the same publication, pp. 12-14.

" Mr Worth added further written comments, on request, in 1984 On
" average, 25 students have enrolled and rarely have there been fewer
than 18 people in the class. The age range has been considerable, with
people aged 19 - 50 + attending though 80% are under 40. 1In all the
time the course has been taught, only 2 men have been students. 50% of
all students are from the public library. Virtually all successful
candidates are awarded a salary increment upon successful completion of
the course. '

Omagh Technical College
Mount joy Road

Omagh
County Tyrone
BT79 7AH

Northern Ireland

Responded to the L.A.C.T.D.G. surveys in 1971, 1973 (nil return),
1977 (nil return).

Orpington College of Further Education
The Walnuts

ORPINGTION
Kent
BR6 ~ OTE

Responded to the L.A.C.T.D.G. survey in 1974 (nil return).

Oxford College of Further Education
Oxpens Road

OXFORD

0X1 18A

One of the origiﬁal 14 cdlleges offering a C.G.L.I, L.A.C. course
(Liaison, April 1969, p. 28). Still offering such a course in 1984.

Responded to the L.A.C.T. D G. surveys in 1971 1972 1973, 1975
1974/75, 1976, 1977.

Responded to the C.C.L.I. pre-revision research questionnaire,
1980. '

The numbers attending the course have varied between ¢.12 and ¢
24, Only two have been men. Robert Sephton, Tutor/Librarian, wrote in
1984; 'on average in a class of 16, 8 would be from academic libraries
(probably because the course is held in Oxford), 6 from public
libraries and 2 from special (research/industrial libraries).! Sephton
further comments: ‘'the certificate and the course are regarded
favourably by employers who continue to send students on the course
each year'.
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Peterborough Technical College
Park Crescent

PETERBOROUGH

Camridgeshire

PE1  4DZ

Though listed as a centre for C.G.L.I., L.A.C. no course was ever
taught and none was intended.

Plymouth College of Further Education (Formerly of Art & Design)
King's Road

Devenport

PLYMOUTH

Devon

PL1 5QQ

H.A. Rees, College Librarian, wrote in 1984;

'This college made the application to run the BEC Library
Assistants Course but due to some confusion at the Council the Art
College was listed as the approved institution. The error was never
corected because the local market for such a qualification was found
too small to justify running the course. All plans have bheen suspended
until material from NALGO is avallable to teach the course on an open
learning basis.' '

Portsmouth, Highbury College of Technology
Dover Court

Cosham

PORT SMOUTH

Hampshire

P06  28A

One of the first 22 colleges to offer a C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62). Still offering a course in 1984.

Responded to the L.A.C.T.D.G. surveys in 1971, 1972, 1973, 1974,
1975, 1974/75, 1976, 1977.

Responded to the {.G.L.I. pre-revision research questionnaire,
1980. '

The course has actually been taught at Highbury as follows:
January - December 1969 - 1979
September 1981 - May 1982
January - December 1983
January 1984 -

No historical figures for the éourse were supplied, but a
breakdown of the then current (1984) intake was provided:
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Student by Sex Place of Work Fees Paid by

Male College of Art (Y.T.S) Managing Agent
Male ' Just appointed Library Ass. at Self

H.E. College:
Male Prison Officer Home Office
Female Portsmouth Polytechnic H.C.C.
Female School & Public Library (Y.T.S.) Managing Agent
Female West Sussex Public Library F/T W.S.C.C.
Female West Sussex Public Library F/T W.S.C.C.
Female West Sussex Public Library F/T Self
Female Firms Library F/T ‘ Company
Female " H.C.C. Library P/T Self
Female Not in Employment Self
Female Not in Employment Self
Female Unemployed : Fees waived

. Miss S.V. Lemon, Tutor Librarian, commented in 1984 that:

'Our biggest problem in running the course is that Hampshire
County Library Service do not support it but have opted for BEC. We
did attempt to run the BEC course but, during the first year, our
numbers dropped from 9 to 2. This is a drop~out rate which we never
faced with the City and Guilds course. The main reason for leaving was
that the students had not fully realised how little of the day s work
was based on Library Studies.

Having persevered through the second year of BEC with two
students, I have come to the conclusion that the objective cannot be
covered and assessed fully without the students having a good grounding
in the subject before starting the course.'

"Prescot College of Further Education
Warrington Road

PRESCOT

Merseyside

L34 5RA

Responded to the C.G.L.I. pre-revision research questioﬁnaire,
1980. ' S

A C.G.L.I, L.A.C. course was taught from 1972-1982 and again from
1983/84. Described by the Tutor/Librarian, Tom Rowbottom as ‘the only
course on Merseyside', it ran (in 1984) in twe forms: during the
~afternoon and as an evening class. No pre-1984 data was available,
though Mr Rowbottom supplied the following information about the 1984
course:

'‘0Of the 19 students, 17 are women. The evening course is offered

to people who are interested in library work but do not necessarily -

work in libraries, 1t comprises at the moment 2 housewives, 1 person
who 1s unemployed, 1 retired person, 2 school students and 4 others
employed in a non-library capacity. The afterncon course is aimed at
people who already work In libraries and the breakdown of the type of
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library that each student works in is as follows: 2 public, 6 academic,
1 special. As this is my first year of teaching, I cannot give you an
average number of students on the course each year.'

He also commented:

'In August of this year the college closes down. We are becoming
a Tertiary college and the exact courses we shall be running have not
yet been decided. I am thinking of offering the same zfternoon course
as this year to library assistants employed in a full time capacity.
We have never been able to get BEC's Library Information option course
off the ground. I am hoping to do that next year. If so, students
would attend college for one day and an evening for two years and would
do the library option in the evenings. I thought that it might attract
more students if they were also offered the opportunity to sit a City
and Guilds certificate at the end of the two years. 1In fact, the
course would run concurrently. As I have identified a market for
students who do not actually work in libraries but are interested in
library work, they could be incorporated in the evening class.
Obviously they would not be taking the BEC National, conly the City and
Guilds. This would be an advantage because they would have two years
to study for the examination.! '

St. Albans College (of Further Education)
- 29 Hatfield Road

ST. ALBANS

Hertfordshire

ALl 3RJ

One of the original 14 colleges offering the C.G.L.I., L.A.C.
course (Liaison, April 1969, p. 28). See also under 'Bridgwater®'.

Responded to the L.A.C.T.D.G. surveys in 1969, 1972, 1973 (nil
return), 1974, 1975, 1974/75, 1976, 1977 (nil return).

Salisbury College of Technology
Southampton Road

SALISBURY

‘Wiltshire

SP1  2LN

‘Though listed as a centre for the C.G.L.I., L.A.C., no course has
ever been offered. The public library system already ran an in-service
scheme based on the certificate and support from elsewhere was
‘insufficient to make a viable course.
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Scunthorpe, Noyy, Lindsey College of Technology
Kingsway

SCUNTHORPE
South Humbernige

Recorded aw 4 1.A.C. centre in C.G.L.I. lists for 1978.

Sheffield, Rie¢yy,
Spinkhill Driy,
SHEFFIELD

South Yorkshiy,,
513 8FD

ond College of Further Education

One of.th original 14 colleges 6ffering a C.G.L.I., L.A.C. course
(Liaison, Apvyy 1969, p. 28). Subsequently taught a BEC 'double

option’ modul, svllabus, but still offering the C.G.L.I. course in
1984, B

Responded ¢4 the L.A.C.T.D.G. surveys in 1969, 1972, 1975,
1974/75, 1976, \eyy. |

Responded ty the C.G.L.I. pre-revision research questionnaire,
1980.

. On average, gome 12 students have followed the C.G.L.I. course
each year. Sowe 60Z of the students have been under 30 years of age;
all have been Wonrzen. - 80% have been employed by the public library,

which normally svsrds an extra increment on successful completion of
the course. .

A1l but oy

© of the 21 BEC students taught up to 1984 were under 30
years of age;

V0% were women and 90% came from the public library.

Slough College “{ Higher Education (Formerly of Technology)
Wellington Streey .

SLOUGH
Berkshire
SL1 1YG

One of tX¢ original 14 colleges offering a C.G.L.I., L.A.C. course

(Liaison, Apriy 1859, p. 28).

. eSPORCEY to the L.A.C.T.D.G. surveys in 1969, 1971, 1972, 1974,
1974/75, 197¢, ve~y

Respondegy t> the C.G.L.I. pre-revision research questionnaire,

1980.

Last in:¢1@\ 1981/82; no further information concerning earlier
courses Was anwilgnle, |
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Somerset College of Art and Technology
see Taunton Technical College

South Trafford College of Further Education
‘Manchester Road

West Timperley

ALTRINCHAM

Greater Manchester

WAlL4  5PQ

. The college attempted to run a BEC 'double option' module course,
but interest was insufficent.

Southgate Technical College
High Street

Southgate

LONDON

Nl4 6BS

Mrs S. Drury, Tutor/Librarian wrote in 1984:

'Mr Jones [course tutor] retired in the summer {of 1984] and his
post has hot yet been filled. With two other vacancies and staff
sickness we are under severe pressure and it is perhaps fortunate that
we are not running a Library Assistants Course at present!

We have in fact been unable to run a course for at least 4 years,
-having no more than about 4 enrolments each year. In fact for the two
years we did run the course numbers were not much more than this. As I
understand it there is currently no college in London able to run the
course now - although we continue to offer 1t and receilve some
enquiries. It is not supported by the local public libraries, which is
a major disadvantage.

'There‘would be no point in sending any documentation as it would
all be out of date now. Nevertheless, I hope this will just put you in
the picture for the sad state of affairs in Greater London.'

Southport Technical College
Mornington Road

SOUTHPORT

Merseyside

PR9 OTT

Though listed as a centre for the c. GI,I.,I.A.C” no course was
ever rum. .
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Stafford College of Further Education

Earl Street

STAFFORD : o _ .
Staffordshire _ : O
ST16 2QR

X

Responded to the L.A.C.T.D.G. surveys in 1971, 1977 (nil return).

Stockport College of Technology
Wellington Road South

STOCKPORT :

Cheshire

SK1  3uq

The tutors for the C.G.L.I., L.A.C. course ran at the college were
F. John Chirgwin and Phyllis 0Oldfield, authors of one of the textbooks"
often used by tutors, The library assistant's manual (London: Bingley,
1978; second edition, 1982). John Chirgwin, writing in 1984,
commenteds : '

'"We no longer offer [a C.G.L.I., L.A.C.] course ... but over a
period of six or seven years we enrolled ten/twelve students each year.
‘Most were from public libraries. There were also students from
industrial/special libraries and one or two from educational libraries.
Very few attended the course in their own time, except for one of two
. who intended to seek employment after gaining the certificate. Of
these, almost all secured employment in l1ibraries before the course
finished. Most entrants had thelr course fees paid by their employers.
Some came to the College on their half day, and were given half the
time off by their employers. Towards the final years of the course,
local public libraries began structured in-service training, and this
became a contributing factor to the demise of our course, since
employers were not prepared to run in-service training courses and to
second students on day release at the same time.

- At this College, the 737 Course was administered by the General
Education Department, and teachers from the Management and Business
Studies Department were alsc involved in teaching on the course. for
~the BEC Library Module the roles are reversed. Incidentally, there
were always difficulties in mounting the course, due to its January
start and December finish.

He added that continued support from special libraries was
insufficient to maintain the course when the local public library
system discontinued its practice of sending staff after financial
cutbacks.

From 1981, the College offered a BEC 'double option' module. .
Chirgwin, writing in 1984, descridbed arrangements as follows:

"The 'double option' module entitled 'Library and Information
Work!' has been taught at this College for the past three years, i.e.
there has been one complete throughput, one intake in its second year
now, and one intake at the end of its first year. The course is taught
on day release, one day per week, morning and afternoon. The Library
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double option is taught for 90 minutes per week in the first year, and
2-hours per week in the second year making 126~hours in total. At
present there are 9 students on the first year, and 6 on the second
year. There were 8 students on the second year, one student left to
seek employment elsewhere, and the other was referred in one subject at
the end of the first year, and is retaking the subject via evening
classes. On the first year of the course, 8 students are from public
libraries and one is from an educational library. On the second year,
5 are from public libraries and one from an educational library. All
the studente are girls. The student who dropped out of the second year
of the course was a boy.'

Stoke-on-Trent, Cauldon College of Further Education
(formerly of Building and Commerce)

Stoke Road

STOKE-ON-TRENT

Staffordshire

ST4 2DG

One of the original 14 colleges offering a C.G.L. I., L:A.C. course
(Liaison, April 1969, p. 28).

. Responded to the L.A.C.T.D.G. surveyé in 1969, 1971, 1972, 1973,
1974, 1975, 1974/75, 1976, 1977 (nil return).

The L.A.C. course was taught between 1968 and 1975 and again in
1981/82, when there were sufficient students enrolled. This latter
year also saw the course supported by LINOSCO, the local library co-
operative scheme.

On average 12 students (the absolute minimum) enrolled; almost all
were female and most worked in public libraries.

Attempts to begin a BEC 'double option module course failed
because of lack of enrolments.

" Bwindon, The College
Regent Circus

North Star Avenue
SWINDON

Wiltshire

SN1 1PT -

Responded to the L.A.C.T.D.G. surveys in 1971, 1973.
Leslie Milton, course tutor, wrote In 1984:

'I fear I cannot be of much help to you as we last ran a Library
Assistants' Certificate course in 1979-1980. Although we keep it on
our list of courses, I doubt whether we shall ever run it again as our
best source of students, the County Library Service, now runs its own
in-service course for the Certificate and there are not enough
industrial libraries in this area to provide viable course numbers.'
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Tameside College of Technology
Beaufort Road
ASHTON-UNDER-LYNE

Greater Manchester

0P6  6NX

Attempted to run a BEC 'double option' module but did not succeed
owing to lack of support.

Taunton College of Arts & Technology
(Later Somerset College of Art & Technology)
Wellington Road
TAUNTON
Somerset

" TAl  5AX

Responded to the L.A.C.T.D.G. surveys in 1972, 1973 (nil return),
1974 (nil return), 1977.

Responded to the C.G.L.I. pre~revision research questionnaire,
1980.

Teegside Polytechnic
Borough Road
MIDDLESBOROUGH
Cleveland

Recorded as a LLAJL'centre in C.G.L.I. 1lists for 1975, 1980.
Polytechnic library staff prepared internally for the examinations.

Trowbridge & West Wiltshire College of Further Education
(Trowbridge Technical College)

College Road !

* TROWBRIDGE

Wiltshire

BAl4 OES

One of the first 22 colleges to offer a C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62). Stilloffering(thOUghnotteaching)a
course in 1984

_ Responded to the L.A.C.T.D.G. surveys in 1971, 1972, 1973, 1974,
1975 1974/75, 1976, 1977 (nil return)

A BEC 'double option' module was started but discontinued.
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Wakefield District College
Margaret Street
WAKEFIELD
West Yorkshire
WF1  2DH

'Miss M. Fovargue, course tutor, wrote in September 1984:

'"The course was advertised for the first time by the Wakefield
District College in November-December 1983 for commencement in January
1984. I regret, however, that we have not succeeded in going beyond
the advertisement stage, partly due to a shortage of applicants coupled
with severe financial restrictions on the commencement of new College
courses, and partly due to similar financial cuts affecting the
Wakefield Metropolitan Distriect Library, resulting in the Library's
inability to proceed with its earlier intentions to provide facilities
for practical work in co-operations with the College.'

Walsall & Staffordshire Technical College
(Walsall College of Technology)

St Paul's Street

WALSALL

Staffordshire

WSl 1XN -

One of the first 22 colleges to offer a C.G.L.I., L.A.C. course
(Liaison, August 1969, p. 62).

Responded to the L.A.C.T.D.G. surveys in 1972 1973 1974, 1975,
1974/75, 1976, 1977 (nil return).

Enrolment numbers were as follows:

1569 (9),.1970 (14), 1971 (11), 1972 (11), 1973 (10), 1974 (11),
1975 (11), 1976 (10), 1977 (not enough to run course, the
Authority requiring a minimum of 14), 1978 (16)

The course did not run again after 1978 owing to smallness of
class sizes.

West Ham College (of Technology)
Welfare Road
. Stratford
LONDON
E15  4HT

One of the first 22 colleges to offer a C.G.L.I, L.A.C. course
(Liaison, August 1969, p. 62). Subsequently a BEC 'double option'
syllabus. : . : : '

Responded to the L.A.C.T.D.G. surveys in 1969, 1971, 1972, 1973.

Martin Sweeting, Tutor/Librarian, wrote in 1984:
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'We ran the course from 1968 to 1975 (I took over in 1970). In
the earlier years we managed reasonable numbers - an average probably
16, but in the last two years numbers declined abruptly. The course
was closed 1in 1975 when we had, I think, 5 left on the course at the
end of the year.

The main reason for the closure of the course was low numbers, but
compounded by a prolonged period of illness I suffered from June to
September. We suffered also from a severing of the publicity link
with the part-time ALA course which ran down in the early seventies.
A further reason certainly lies with the small amount of time I was
able to spend on developing publicity -~ being in 2 small library with
only one and a half staff, with no alternative tutor if I fell 111, put’
an undue strain on the system.

Our students came from a wide varlety of sources. The few public
library assistants came in their own time. The only source who sent
students regularly was North East London Polytechnic = and they usually
sent at most one a year ... '

In terms of academic success, we were average. The students were
interested but some of the older students for whom this was the first
attempt at study found the prospect of sitting exams. intimidating and
this sometimes showed in the final results.'

0f the BEC option course, Sweeting wrote:

: 'The College applied for the library option for BEC National
mainly thinking in terms of the full-time course. Although evening and
part-time courses ran, the full-time course has only just got off the
ground with small numbers. It is possible we may attempt the library
option in the future, but only if numbers increase to the level of the
two groups.'

West London College, see Hammersmith & West London College

Wolverhampton, Wulfrun College of Further Education
Paget Road '
WOLVERHAMPT ON

Staffordshire

Wvé  ODU

Responded to the L.A.C.T.D. G. surveys in 1974 1975, 1974/75, 1976
(nil return), 1977. '

Responded to the C.G.L.I. pre-revision research questionnaire,
1980. : :

The course was still being tauvght in 1984 (with 13 students) on a
day release basis. Previously an evening class with 18/20 students on
average each year, of whom 16/18 were female and from the public
library service. The course tutor was formerly at Bilston College of
Further Education (q.v.) where he taught a BEC 'double option' module
briefly. .
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RESULTS OF QUESTIONNAIRE
SURVEYS UNDERTAKEN
BY THE
L.A.C.T.D.G.,

1969-1977
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TABULATED RESULTS OF QUESTIONNAYRES FROM LAC 'I"JTOxS' DISCUSSION GROUP: SEPTENMRIR 1971

NAME OF COLLEGE o DURATION OF COURSE TIME SPENT AT COLL.
: (llo. of Terns) (No. of Hrs. ner Fk.
ABERYSTWYTH COLLEGE OF FURTHYR EDUCATION 4 | 2
BRADFORD TECHNICAL COLLEGE 3 3
'CRNTRAL COLLEGE OF COMMERCE & DISTRIBUTIO’\I 3 . 63
GLASGOW, \
COLLEGE OF BUILDING AND COMMERCE, 3 3
STOKE-ON-TRENT | |
DONCASTER COLLZGE OF TECHNOLOGY L 5
EASTLEIGH TECHNICAL COLLEGE - "3 33
HIGHBURY TECHMICAL CNLLEGE, PORTSMOUTH 3 6
LEZES T3CHNICAL COLLIGE o 03 5%
LONDONDERRY TECHVICAL COLLEGE - 3 | 2.
‘MACHERAFELT TECHNICAL COLLIGE, .7,. ~l3 . 2
| CO. LONDONDERRY .- ; A
| MID-TSSEX TECHNICAL COLLEGE £ ) SRR SR - 3L O
. ‘ -.' :'.'-"': Vil0¥ . | :
nbwm’.m TECI-INIG_’LL COLLEGE e e 30 T
omcH TEcHNIcA_. COL...DGE _ L . 2%
OXFORD comsz OF FURTHIR mucanov L Tt
. " . : .":\'. "1 .‘ 1 -‘ .', A S e R
- ‘ l ':f . .

SLOUGH COLLEGE OF mrmomsy i

D .-;.-_-:.* et
sm'rown ..OLLEGE OF mrnm mumzou s
" 8:7INDON cbm_.zcn" |
TELFORD COLLEGE OF FURTHIR mucATION, ... 3 L TVl o
mmmGH JO O A ..: l_ - .:‘ I P ’ B -_- T '
TROTBRIDGE TECHNICAL COLLEGE - - ° 3 -3¢ i
VEST HAM COLLEGE OF FURTHCR EDUCATION 3 _ 3 7
WEST LOMDON COLLEGE o 4 1st Course } 5. ol

-3 2nd Course : T A



NO, OF STAFF
TEACHING LAC
REGULARLY

ABERYSTWYTH 5

BRADFORD 2

GLASGOY 5

STOKE-ON~TRENT &

DONCASTER 2
'EASTLEIGH 2
HIGHBURY 2

=m0 3

 LONDONDERRY | 2
HAG}ERAFELT .2
nm-r.ssmx o

aé;ébRD?ié-?ﬁ; 3 i.n:’:.v
Csoven 2
smmom 1

§ srrmnon ' “ 3
TeEFoRD - 5
flﬂﬁéﬁnﬁmcx ) 6
WosT Han o

WEST IONDON 1

None

, None

- Y period

2.
TO VHAT EXTENT IS THE COURSE SZIRVICED BY OTIZR DEP.RTLI
OR VISITING LECTURIRS

5 staff mentioned are Cardiganshire Joint Librery Staff
and this public library provides facilities for practic:
work and study,

1 -~ Liberal Studies
1 - Office Studies

Sonme coverege by other depariments for business machine:
display, art and liberal studies,

Office practice - 4 lectures Sec. Studies Dept.
Special librarics - 2 lectures by experts.

General Studies -~ 1 hr, per weck.
Office practice - 8 - 2 hr. sessions,

Liberal Studies - 1 hr, per week.
Display, Local Government, Office Practice - 1 hr. per
week for 1 term each.

Display - 12 hrs.; Office Practice - 12 hrs.
General Studies - 36 hrs. :

Visiting ‘lecturers for cataloguing, some reference work,
translations, archives, Other Depts - Computer ‘scicnce,
Art, COmmercc, I.:Lberal Studies, . :

. Approx. ‘one $ifth of course time. College Librarian -
' oatologuing & classification, Visiting staff for

children's 1ibra.r::.es referenco work ete, ¥

1% hrs. per vcek either by Commerce Departmcnt or Art
ana.rtment. A

Minor extent (e g. for of‘fice practice , machlne o
dononstrations) : _ .

1 person takes 3 pono&s i.n office pract:.ce T
1 person tokes 1 peried in display. co et

13 hrs. lecture on publicity materlai .
3 1% hr, leccturcs on office practica,

College services visited where appropriate (e.g.

- Reprographic scction)

Occasional locturcs for 1 hour by specinlist 1ibraria.ns.

1 ‘porioa Ew mins; Art. 1 poriod (45 ‘nins) Communication:
45 mins) Office Pra.ctice and h. or 5 visiting '
lecturcrs, - St b Bl e et

i Hen b

" . 1 looturer Goneral Studios N --‘:‘l: Y =

2 lectureors Offico Practico.

6 hrs. prectical display work (irt Dept. ) 15 hrs,
Liberal Studies (Genoral Studios Dept. ) 45 hrs.
Businoss Studies, . '

Office machinery dcmonstrations and practico by Business
Studios Dept. of ancther Collego.



NO. OF VISITS

- TYPE OF VISIT
INC. T COURSE :

ADTRYSTWYTH Pubiic, University, School, Netionzl and Special

5 (others to
be arranged) Libraries. College of Librarienship Librery, Bindery.
BRIDFORD 3 Central Public Library, University Library, small
- Public Library.
GLASGO™ 4 University Library, large city Refr-ance I.'.Lbrary,
National Library, Industrial Library.
STOKE-ON-TRENT 6 (at least) Bindery, COunty Library H.Q., College of Education,
: University, Municipal and Special Libraries,
DONCASTER 7 Range from N.L.L. to smal) special libraries and &
: bock binders. .
EiSTLEIGH 7 University, College of Bducation, Municipal, Reference,
Industrial & School of Art Libraries, Regional Library
Bureau and a Bindery.
HIGHBURY 3 University & Industrial libra.ries. County Library
Headquarters.,
LEWES 9  University of Sussex, E.R..".., N.C.L., local public
_ librarics, Printing orks, P.0. Telox demonstrestion,
- LONDONDERRY 3 " University and speciel libra.ries, County I.ibr...ry
_ . Headquartcrs.
MAGHERAFELT 2 e Univeraity Library and County I.i’brary Headquartors.
MID-ESSEX 7 (approx.) Other 1ibrari.es, loca.l and national Printers , Dinders,
MOTHIRTELL 12 Natione.l City, Burgh County, School & Industriel
' ; . Libre..r:.es, Dook Bindery, Local Government civie centre,
OLAGH 3 (Usually Industrial, school and county libraries.
' . approx.) : . |
'OXFORD 6 3 to special libraries; 3 to publiec libraries.
SLOUGH hor5 N.C.L., N.L.L., public libraries and special library.
STAFFORD 5 ~¢ Different types of libraries.
STINDON e} 4 Other libraries, printers, binders, R.M.C.5. 1library,
‘ Yondon librardies, - ... ... .
TELFORD X (epprox.) County, publie, Ilatioml, Univora:.ty, College, Special
and School libraries, bookshop, bindery
TROVBRIDGE Sor&k . Large Publio Libraxy, Spocia.l Library, 'bindors, 8,
: ' printers, . Pl
WEST HIM 3 N.C.L., Public Reference Library, Special Libra.zy. B
WEST LONDON 10 Represcnta.tive librmes, data processing -

demonstrations, National Reprographic Exhibition,

dai



focs ) : L.

ﬁ" NO., OF NO, OF NO. OF STUDENTS FROM: ,

STUDENTS STUDENTS o . . ,

ENROLLED TAKING PUBLIC SPSCLLL . ACADEMIC NWATIONAL PRIVATE SCHOOL
- EXAM. LI3S. LI3s.  LIZS, LIDS. STUDENTS LISS.

ABERYSTWYTH 7 2 2 1 1 0 1
| - | (1 1ib.) (2 1libs.) - K
BRADFORD U 10 1n 1 2 0 1 0
(prov.) (1 1iv.)
GLASGOW 37 3245 23 3. 1 o 0 0
_ ext.Cands,(10 1ibs.}{(3 1ibs.)(5 libs.)
STOKE-ON~TRENT 17 17 12 0 5 0 0 0
_ : (3 1ibs.) (4 1ibs.) |
DONC.ASTTR 11 0 1 5 1 5 0 0 - 0
(3 1ibs.) (& 1ibs,)
BASTLEIGH 17 . 12 12 0 0 0 0 0
(1 1iv.) ' |
HIGHDURY 12 13 6 2 3 0 1 0
LEES =~ 13 13 13 o0 0 0 0 G
(21ibs.) '
LONDONDERRY 25 19 21 1 0 0 30
_ approx. (21ibs.) - |
MAGHERIFELT 12 . 10 12 0 0 0 0o 0
C e ... spprox. (X 1ib. ) C
MID-ESSEX 8 8 5 2 2 0 0 0
R (21ibs.)(21ibs.) (2 1libs.) '
MOTHERYELL 12 1w 8 1 1 o o 0
. | Coos (41ibs. ) _ ' .
owsE 5 . 5 5 0 0 0 o . o
.. . . . (1 lib.) - 7 . L ‘ }
CXFORD 18 16 3 2 12 o 1 0
: | (211bs.)(2 1ibs.)(5 1ibs.) .
SLOUGH u o1 6 - 8 : 0 o - 0
R R .. o . (3lib5.)(8 li)So) .
STAFFORD . 1 .. 8 2 3 .3 0 2 .0
T TR (11ib.) @ 1dbs,)(2 1b,) - 0 creEe RT
STINDON 18 17 1 6 Yo + o o .0
G e el (21ibs.) (61ibs.) L R
TELFORD 18 6 . & 7 1 0 .. ©
o= e .. (znba) (h.li'bs.) (Iq.libs.) oL .l--? .
TROWSRIDGE o .10 7 - 2 .2 0 0 5 O
' Qb))  (21ibs,)) -
WEST HAIM 18 15 10 5 3 0 .0 s 0,
_ approx. (5 1ibs,)(41ibs.)(2 1ibs.) T
WEST LONDON 1) 21 18 "6 13 9 0 ) 0
2) 10 10 (3 1ibs) (13 14bs.) (914bs.) P



ABERYSTVYTH
. BR.DFCRD

GLASGOW

STOKE~ON-TRENT

DONCASTER
E.STLEIGH

HIGHDURY
LEVES
~ LONDONDERRY

AGHERAFELT
MID-ESSEX
MOTHERTELL
. OMAGH

GXFORD

" stoucH
. STAFFORD
SN
, TELFORD

” TROW2RIDGE
"WEST HAM

" WEST IONDON

- S
AGE RANGE EDUC..TIONAL 3..CXGROUND OF STUDENTS - NUM3ERS WITH: NOo, OF

OF STUDENTS
STU;ENTS. SCHOOL CERT. GCZ 'A' OTHR  FINANCTD D'
GCE '0' LEV. LEVEL QUALIFIC “TIONS EMPLOYERS
19 + 5 .0 0 0
17-48 1 3 2 R.S.d. | 13
- | 2 C.S.E.
. o - 1 C.&6. 124
19-48 0 . 0 22 §.C.E. Higher lovel 0
6 S.C.E. Ordinary level
1 Dusiness Certificate ;
1 H.}IQC. - chemistr'y. o -
17-51 11 3 6 C.S.E. Ml
' 2 R.S.a. ,
1 Local Govt, Clerical.
19-1 & 0 L 10
16-5 7 1 8 C.S.E. 13
1l C. &G. 233
17- 1 '3 R.S.; L.C.C.; €.5.3. 9
19-245 13 4 1 Inter. . 13
20 - 61 & 1 Schocltcacher 8
e 2 Dogrees
20-5 0 - 0 0 12
8- 8 0 , . R.S.A. Typewriting = 0
19-30 - 1 5 0 | 1 (seet)
18-35 .1 0 R.S.4. Stage II .0
18 -5 6 3 1 Hons. degrec 16
. o 1 Music diplonma,
¥-L9 9 3 2 C.8.E. 1
19-55 5 2 1 S o
20 -~ 45 50% approx. 0O 0 . o 12
19-49 4. .4.-...,0.,. 10 S.C.B. Highor lovel 17
B i . 3 Lower Leaving ol
_ 1 3B.Sc.
18 -5 5" 0 5 _ BRI T A
18 -f 40 15 e, :"_‘,.'-.;.A-r_a. e *-1‘.' B.Sc. (Indian) 17
i8-5+15 . : 2 7 e _ a 26
* A1l on day relecrs
. o _ . Only 1 has fees
L T e . paid,



ABERYSTWYTH

BR.DFORD
GL.SGOW

STOKE-ON-TRENT

DORCASTIR
EASTLEIGH
- HIGHDURY

LEVES

LONDONDERRY
HAGI'I'RR{J‘ELT

MID-ZSSEX

VH.I TYPZS OF VISU.L ATIDS [RE
USID FOR THE COURSE

Blackbo ~d mainly

Tapes, film, office eéuipnont.
Blackboard, films, overhead
projector,

None at present.

None
Slides, film.

Films, slides, OHP
transperencios.

Overhead projector, filns,

slides, f:.lustrips , handouts,
chalk—bonrd '

None

Nene SRR

---: Films, OHP tx;e.nspa.rencics, :

apecial teaching collection of

- reference books, slides,

MOTHERFELL

 OMAGH
" OXFORD

SLOUGH -

ST .FI‘ORD

S"'INDDN

TEIFORD

TROVDBRIDGE
VEST HM
WEST LONDON

.Pro'bably none.

vodn libre.xy

fila strips.

- Library materials (books, films,.

records, magazines, stetionery
etc.)

7 Filnstrips.

Filmstrip, chart.

None other than materiala uaed

. PRt
0 it '_L I.‘E -'

.'F:I.lms ’ slides .

Overhezd projector, filzs and
ﬁlmstrips.

Plans, photographé o

Overhead projector

None this year, Probabdly film .

- projector & episcope 1971/72,

6.

TO WH.T ZXTENT JRD VISU.L ALID3
USED Ol THE COURSE

Ixamples of nicrofilms, slides,
films, records, tepos, newspaper
cuttings.

Lergely in connection with

- Jdberal studies end office studies,

Occasionally.

Types of audio/visual aids have been
discussed in connection with library

- sorvice. Use of same on course is
under consideration.
Nont
Little, .

3 films on bock production & N.L.L.
Tronsparencies on lessons on rcfer-
enca books; slides on librory
nmaterinls,

Rogularly. Use of OHP continunlly;
Films twice; slides and :E'J."ms.,r:.ps
twico.,

None
None
Play an important pert in showing

siturtions which cennot be wvisited.
Bven bad films make good discussion!

4 large extent - whenever possible.

Very little,

Negligible extent - gids ere
unsatisfactory and it is difficult
to borrow equiprent,

None at present.

Not at all.

' Very occasionnlly (3 tines in

2 terms.)
Often

 Very little.

sbcut 5 occasions a year.

. Yeory little.



.:——"

TABUL..TED RESULTS COF " UooSTIONSATRIS FROM LAC TYTORS ! DISCUSSICHN GROUP:
“CVINB R, 1972

NAM. OF CCLLEGE o DURATION C.' COU 5% TIM: SPiNT AT
(No. of Tarms) COLL.(Hrs ver &
AYLESBURY CCLLiGE OF F.E. . 4 I
' ymON TECENICAL COILEGE 3 6
:DFORD TuCLNICAL COLLLGE 3 3
C.iNTRAL COLL.CL OF COM ERCE & 3 63 ¥
DISTRIBUTICN, GIL.SGOV |
CO_LEGS OF LRTS & TECHNCIOGY, 3 3%
NEWCASTLE UPON TYNE | |
CCLLZG: OF BUILDING f. CONHERBE, 3 3
STOKE-CON-TREHT | |
DONCaST .2 COILASE OF TECHROLOGY s . 5
EASTLECR T2CHRTC.AL COLLEGE 3 3%
HIGLDBURY TiCENISAL COLLEGE, 3 6 %
. PUGRISHOU+H : -
. KIRKCATDY T.CHiICAL COLL..GR 3 6+ ¥
Lt JES TECIN.IC.. COLLBGE 3 5%
LIRCOLN CCLIECE CF T.CHNOLUGY 3 o3
" MERTOK T.CENICAL COLLEGE 4 3
MID-2uSEX 1CHRICAL COLLEGE 3 32
OXFORD CO.LEG OF F.f. 3 3%
"RICIMNOND COLLG OF F.E '+ ySHEFFIELD 3 5
ST ALBANS CO_u.:....G.L- OF F.E. B 61 ¥
SLOUGE 'COLSGE OF T.CHWOLUGY 3 3
PAUNTOR TECLEICAL COL.EGE 3 33 .
TROWBRIDGE TuCHNICAL CO-~IEGE L3 3z
WALLASEY PUBLIC LIBK4RI=S v 2 .
WALSALL & STAFFS TiECENICAL 3 6 ¥
COLLJ.;GE | S | -
EST BRIDGZORD COLEGE OF F.E., - 2 5
: NOI‘TD e L
WEST HaN COLI:GS i 3 3
- WEST LOKDON COTLLGD . -4 - 1st Course g 3
. _ ' 3 - 2na Course
AVERAGE = ... 36/25 .. T 4 8/?5
MIDIAN = (.70 3 ¢ e SN ag ey

'Nil' returns were mcde by Londonderry County Iibrary, Norwich City
College and Omagh Technical College. Six other Centres which had
rade returns in 1971 did not do so this year. Twelve Centres which
had made no returns in 1971 rwédpondéd £n 1972. ' N

rdd:
lj elie J-ﬂJLJ-u-n- T JC:.’l’II g:.Il \JOII-LLJG &
SCHOUL € AR . . -




AYL:iSBURY

- BOLTON

BRADFORD
CLABGOW

NEWCASTLE

STOKE-ON-TRENT
DONCASTER

EASTLEIGH

HIGHBURY

KIRKCALDY
LEWES

LIRCOLN

- MERTON |
MID-ESSEX

- OXFORD

ST ALBAY'S

SHEFFIELT

SLOUGH

TALAUNTON
TROWBRIDGS
 WALLASEY
WALSALL

'WEST BEIDGFORD

'WEST HAM
3ST LONDON
AVERAGE =
MuDIAN =

NO. OF STAFF
TELCEING LAC
LGULARLY

WVt oW A

1% I % T . 1

FoOE S0 a b

N

/3

N S WA

o

18/50

2.
10 VRAT EXTZNDT IS TEZ CCURSE SERVICED BY
OT} R DJP ".R“TIEI\_D CIL VI“J 1I G -IJ.!CTUR-I-JRS

Office practice - ﬂ2hr5° ert display work
- 9 hrs; visiting lecuurers ~ 6 hrs.
1 - Of+1ce studies ( 4% hrs)

Office studies.

Liberal studies -~ 3 terms; display.work -
1 term; business machines - 4 term; art,
etc., - 1 term.

None, but lectures given at libraries, et
visited.

Office practice - Hecretarial Studies Dep

General Studies - 1 hr per week. Business
Studies for Office practice.
Liberal studies -- 1 hr per week, 2ternms;

- Display, 4 hr p.v., 6 wks; Cfiice Pract-

ice, 1 hr p.w., 1 term. Occasicnal
visiting lecturers.

General Studies - 1 hr p.w., whole course
Ofiice Practice- 1 hr p.w., 1 term. Lette:
ing & Display - 1 hr p.w., 1 term.

For comuercial 2 general studies & speciea!
interests. -

College's Commerce « CGeneral Studies Dept:
Iectrs from Hublic & academic librories i
area, 2 or 3 times per term.

. Liberal studies - 4 hr p.v.’

Little. SRR
© hrs by 1 lectr from Business Studies.

- Art & Display- 1 hr p.w. for 12 wks.

Business &tudies - 1 hr p.w. for 112 vks.

1 member Secrztarial Studies Dep't, Ofiice
Practice, 4Smin. p.w.; 1 session specialk:
lectr., display; 1 General Studles staff,
1 hour general studics. _
Normally 2 persons - 3 sessions.

Office Practice, 1 hr p.w., 1 term. o
An odd hour or two.

- Council's Traininz Officer; Art CollegeLc1

1% hrs General Stidies p.w. .

Business Studies Dep't for Offlce Practlce
Abtout 1/5 course covered by visiting lect:
Iiberal Studies — 18hrs; Art Dep't - Bhrs.

Office Practice by Business Studies Dep't
of another college. 1 lecture on posters,
etc., prod'n by A.V.A. Technicizcn.

Noide 885K

)8

27hrs.



e

7

3,
NO. CF VISITS TYPL OF VISIT
INC. IN CCURSE
AYT.ISBURY 5 h ' Epecial(2), ecademic, puhlic librzries,
_ Irinters, bindery.
BOLTON 7 Universtty, college, public, special
: libraries. John Rylsnds iLibrery.
BRADFORD 3 Libraries. Office, etc. equip't in colleg
GLASGOW 4 : University library, large city reference
library, nati~anal library, incdustrial 1it
N.SWICusTLE 12 _ All types of library, inc. Durham cathed-

ral & prioson librories., Cinemaj; P.O.
‘ (Telex); office equipment shourpom.
7 _ _ All types of library. Bindery. N.L.L.

STOKE-ON-TR:NT
or something of similar imvortance,
DONCASTER G N.L.L. Public 1lib's; 2 spescizl lib's;
C - College of Zducation 1lib. Tele:x demonstr.
ZASTLEIGE 8 University, College of Iducaticn, Muni-
a ' ' cipal, Reference, Industrizal & School of
Art libs. Rexional 1ib. Bureau, Bindery,
. ‘ l.C.L.
REIGHEBURY 3 . ) County Lib. H.7. Univ. & special libs.
KIRKCALDY 4-6 ~ al11 trpes of library; boolkthops; museuns.
LEWES 10 ' Fational libs. Local university & other
_ acadernic libs. Bookbinders, etc.
LINCOLN 6 Local 1libs; F.C.L., N.L.L.5.T., ete..
MERTON 6 Meinly librories. B
IID-BSSEX .8 e L L , A
OXFORD ;q;¢;ﬂ.4 ;*Fiﬁff_ﬁjghﬁCounty Iib. H.3.; industrial resesrch,
Lo e ~hilme i Coll, of fde, univ, & municipsl pub. 1libs
ST ALBANS - 6 . .- Various types of library; bibliographical
: s o v unity binders; nat. reprographic unit.
SHEFTIELD - 8 - Bheffield City, Polytech. & Univ. libs.;
' : < .. - Derbys. County Iib, Br.j; N.Z.L.
SLCUGH Sork ..~ K.C.L., Camden P. L., John Wyuth or other
- . 'Y special.
TAUNTON & .- . County Lib. H.Q.; municipal central,
o T unlver51ty & dpecial libraries.
TROWBRIDGE 6 . . - Bpecizl, public, nat., unlv. libs.
N ' ' ‘ Printing Dep't.
WALLASEY 4.5 L. - Town Hall, neighbouring libs,,Coll,ofArt,
€6 = Coll. of Art; visual aids & illus, coll'r

WALSALL

regional ref 1ib.; special & newvsppr lit
pub, 1lib. (photocharging & computer);
special visits as avallabl., €.Ze NoL.L.

WisT BRIDGFORD- 6 g Univ., poly., industrial, newsppr libs;
’ . - - County Record Office; large 1lib'y supnlle
WLST HAF 3-5 °  Public lib./special 1ib. E.c. L. B.K. B.,
‘ e, = bindery? .-
HLST LOPDON 8 - c:.7.-. Representative 11brarles & 11brary

~ev.oeee . OTganisations; data processing deronstr,

v e e ——

Borough Lib, Countj Lib. L.,., City Iib;
Col. or e ulb' incustri-l 1lib..



. . . ) . 4.
NO. O -~ NO. OF KO, OF STUDeNTS> FROM: :
STUDENTS STUDERTS ‘
ENROLLED TAXKING  FUB. SPZC. AC.D. KAT. PRIVLTE

“KAM.  LIBs. LIDS. LIB5. LIBS. STUDEHTS
AYLFSRURY 8 6 4 1 1- 0 2 -
(21ib.) (2 1iv.)
BOLTON . 12 11 : 1] 0 0 0
S - (611b ) _
BR4DFORD 10 9 0
| (2rob.) (511b )(511b )(411b.)
GLuSGOW 19 18 13" 0
' (S1ib.) (311b.)
NEWCASTLE 22 19 8 0
STOKE-ON-TRTLT ~ 10 9 7 o] 3 0
(21ib.)
- DONCASTER 11 11 0, 8
(+2 exteznal)(211b ) (8l1ib.)
EL5TLEIGH 17 15 0 1
(211b )
- HIGHBURY 9 9 4 3 1
o S o (21ib.)(311b.)
KIRKCALDT ¢ 9 0 0
: - . (11ibv.)
LiWES 13 13 9 0 4
: : , . ' (41ib.) (21ib )
LINCOLN . 10 10 9 1
MZRTON - - . 10 /. - 9OF 3 1
' _ (31ib.) (411b )
ﬁID-JSSEX, e 10 ;- 8?2 5 A :
T e e e o (213D, ) (111b ) NN

OXFORD - A S - o L5 3
P R A P (211b Y(21lib. )(811b )
ST ALPiNS L9 9" 2 I

P 3
T .-4434(111b )(41ib.)(31ib.).
. SEEFFIALD 192 A 1

TR Ai_(211b ) (511b )
SLOUGB , 23 18 T8 6
_’ L T T o i (41ib,)(51ib.) .
CTAUNTON - 740 0 740 09 o . 1
R (311b ) T
. TROWBKIDGE 11 100 1
. ceree 0wl (211b ) : .
WALLASEY 8. . .8 97 0 ‘
: S ' - (11ib.) o
- WALSALL e ., 7 1 2
‘(411b ) I (21ib.)

- WEST BRIDGFORD 29 -;;ifA27~-

ay W

17 '3 7
(6%1b )(3élb-)(511b-)

© 00 O S 00 WO O 2 NM20O0O0 000 O 0:0

O_”OOOOOOOO0.000000000

- SR Fann (211b )(211b Y T ¢
st LOFSCN 736 i on 16 8 N o S
;f., T 5'(+2externa1(511b Y(141ib. ) (71ib, ) h
- TOTAL = 359 . 3137 193 56 86 -0 11
" AVERAGE = 16 132 T g 2 .z 0 ...
| N.E. 35SEX 2 .- .9 -9 4 2 0 0
(41iv. )(Kews (11ib.) '
. ppr.)



5.
STUDENTS ! b”UJL TS ZDUCAPLICELL B..CKGRCUND-IC'S WTH: . TF.

i 5L /RaNGi: SCHCOCL CexT, GC=TA' CUnER ANCZED
GCE'0'LVEL L.VEL OUALII‘IC_-'_‘I\ 'S EMEIO
YLiiSBURY 20 - 50+ 2 2 “(Tecther's Cert.) 6
OLTOR 19 - 30 10 2 o 12
RADFCRD 16 - 34 5 o 0] : 9
ASGOW 18 - 48 0 -2 10 SCE,Highexr level 16
_ 14 SCE,Crdinary level
ZWCLBTLE 19 - 25 19 % 2 . 19
TO{~OL-TRENT 18 = 26 5 0 1 RS.L All
ONCASTLER 19 - 40+ 6 1 6 All
ASTIWTIGH 17 - 55 14 2 3 17
IGHBURY 18 -~ 45 5 .0 1 CSZ 7
[RKCALDY 19 - 22 0 .0 lost have parts of 9
: SCE,'0!' & 'H' levels
SWES 18 = 45 - - - 12
[HCUIN 20 - 55 10 0 o 10
IRTON 21 - 49 e Not knovmn—-.——-e - 6 or 7
[D-ESHSEX S8 = 43 8 3 2 RS 8
{'ORD 18 -~ 55 8 7 1 gGraau"te) 25
I ALBLNS 17 - 40 5 2 5 (Secretarial) o
IWFTFILLD 17 - 50 12 2 8 C5E 1<
LOUGH 18 - 41 9 3 2 12
\UNTOR . 18 - SO 3 2 2 RSA Typing,S/hand. 10
t0./BRIDGE 18 - 55 - Lot known-—--———— > 9
LLLaBEY 17 - 19 8 1 0 Ko fees charged
WLEATL 18 - 24  lNost - - -~ 10
ST BRIDGFORD 19 -~ 51 22 3 2 A1l
BT AN 19 -*40+ 2 0 0 4
ST LONDON 18 - 50 23 3 5 SC&. 36
’ ‘ 5 RSJ;
. . . a )
E. ...bbu.. 26 -50 9 2 5 Tegehep:s Cej 10
SRR YRS OF VISUAL ATDS USED  EXTHNT TO WVHICH VISUAL, AID3 UE:
LiISBURY =~ ~ ~ (a)collecticns of forms, - Iittle, avart from (a)
C S w-8tationery;(b)office . ‘
equlpment (c) glides. :
LTON """ Tape rec; blackboard; Not to large ertent. Trenspar—
W OJHWP.y transparencies. encies beinjz made.
ADFORD .-~ Blides; tapes; fila, - - lHoderately.
AGGOW " Blackboard; O.H.P.;films, Periodically. '
#CASTI.E P Many sveclmens of stationery, microforms, etc., eramined
‘ & retalned by students.
OIQ}-ON-TR.LNT _ - ' Very —arely.
NCASTER Film loops L. Strlps video- As necessary but snall pr0por-
tape; exanules of statlonery.tlon vf time overall.
oTLEIGH ~ 7... None
GHBURY = . -,  Films;slides;O0.H.I.; I‘ilms—book prod'n fLrenquren-
_ L transParenclcs. 'cies~ref.bks; sl1des-11b.matrls.
KCALDY ., YThis year,few; othensmany._* “Inpossible to answer, - :
WES < . 0.H. P.,fllmS slides. % oo Regularly. - o -Qﬂﬂﬁgq
NCOLN 7 . G, H.P., episcope -7 Y 0.H.F. con31derably. SR
RTON : Fllms .H.Fa3 books! . " %o small extent e.G.,ufllms. '
E-%??E% .P.V.30.H. P.imteaihéng sets Whenever both aval‘agle & have
v £SS ';, bs.;films;slides, - -~v~--p sitive teaching value. - ..
F@fTﬁstr;n v & 11tt1 €. ‘ R
A.L-BANS 2 Pilms;T.V.;C.0.P. v:Ldeotape-" R .
'varlcus non-book materlals Occa51ona11y. '
IFFIELD P lm, = Very little at presenﬁ
JUGE Fermally none-—posmbly ILL ¥iln.
JNTON Slides; records. Very 11tt1e.
MEBRIDGE Fllm.,trlbs, ete. -
LNABLSY Film strlps- transpar=nc1es -
SSATL : : - '
3T BRIDGFURD O.H. P.,fllms slldes ;tapes. As necessary but more than aver
T HAM Charts Rarely.
im T.NArmnny P2 TR £ o n U ~en

=3



e | ‘ |
PABULAT.D RESULL, OF QUwSTICINLIRES FROH LAC TUTORS' DILCUSIOF GROUI’:

Gt iai B, 3075 _
NANZS CF COLLLGHE | © COURSE DURATIUK TIME SPEHT AT
(No. of Tceris) COLL=GE(Hrs D.W.

BIRKCNH#ZAD COLL:GE OF Ti&CHNCLOGY 3 3
BOLTON TuiCHNICAL CULLIGE 3 6
BRADFORD COLLiGE OF ART & TECHROLOGY 3 3
CENTRAL COLLEGE OF CCli..RCE, GLAubGCY 3 73
COLERAINE TECHNICAL COLLEGE z 2%
COLLiGE OF BUITDING & COIi{ERCE, STCKE- 2 3.
ON-TRENT
DOKCASTER COLLIGE OF TiCHNOLOGY 4 5
EASTLEIGH T.SCHNICAL COLLLGE 3 4
HARROGAT: COLLIGE OF FURTH&E “DUCATION 3 3
HIGHBURY T.:CHNIC..Li COL{LGE, FORTSMOUTH 3 6
MiRTON TECHNICLL COLL.GE 3 3%
MID-.SSEX TICHHICAL COL. EGE 3 33
OXFURD COLL:EG: OF FURTH:R EDUCLTICN 3 33
ST JOHN'3 COLLZGE OF F.E., TNANCHSIR 3 23
SWILDON COLLEGE : 3 4
TELFORD COL..EGi OF F.b.,-EDINBURGH 3 72
TROWBRIDGE TiCHNICAL COLLLEGE 3 32
WALSALL & oTAFFS TECHNICAL COLINGE 3 6
WEST BRIDGFORD COLLEG: OF T.E., NOTTS. 2 5
WEST HAM CCLLLGE : 3 3
B & A g T . a .
WEST LONDON COLLIGE J— 3 s

MEVIAN = 3 32

'Nil' vreturns were mude by N..o. Escex fechnicol Collvﬁe, Norwich Caty
Collepe, Omagh Technical Collsge, St Albons College of -‘F.E. and T-unton
T.chniczcl Collene. fTon other Coentres which hed o Sdo returng in 1972 did
not do so this ycar, 8Six Centros vhich hod mode no roturns in 1972
responded in -i973. ' _ '

. NO. OF oTAFF XT=NT? TO VHICH CCURSE Ib Si=RVICID BY
' ToACHING LAC  OTHoR DEPARAM.ANT. O VIoI”IhG L_CTUR=RS
RUGULARLY '
BIRKENHLAD General Studies - 1 hcur p.v.
BOLTON 1hr p.w.Libercl Stds;6hrs p.w. Business
BRADFORD Com:.crcc/Office utds.3;Humanitics/Liber:
Studics-4.
COLRAINZ Nil. .
GLASGOW ( Dlsplhy,BﬁSinuSS licchines, Lettering -

1 hr p.w. for 1 term, cech,

Typsuriting & Offlcu Proetice - S reret-
arial Studics Vep't.

Buzinuss Studies for Office Proctice -
16krs. Coll.ge of Art Locturer - Shrs.
Ge nurul Stds. ,Thr p.i., 2 terosy Displa;
+hr,1torm; Cffice Proact.qhr »iw.,1 terrm.
Kil

STOKE-ON-TRLNT
DONC/STER
EABTLEIGH

T VMW F RPN DN

HARROGAT:S
‘ (ccntinuzd on next noee)d



(Continn:d

I\l O O a_:T.ul‘ F

2o

Ta1_0? I lJ..LIC.I.l COL.L;D.L; I .D.L;PVIC ;D BY

fronm P 1) n" LthliG’ -L'd.c CTP_T:_ D...a_.:.a.-lt_ll l\Tb Ca.h -TI JIJ..LI:G J-'-A-IU.LU_l.A-JFb
REGULLRLY
HIGEBURY I G-rerol stds-1hr p.v. ,whole coursv. BIffic
Pract. & Lettering/Dicploy,ihr p.w. ecclh,
: 1 tirn.
MZRTON 1 - 15-20%. _
HID- SS5X 2 - Little - outside sp:icinlists about Stimes
OXFORD 1 2hrs-display; 3hrs-ofiicc methods.
ST JOHN'S 2 2hr Genurol Stds - B/T Coll, 1ectrs. only
SYWIKDON 4 3 or 4 lcécetures p.ce
T LFORD 5 4omins., .o. - Gen., L4, (Communications);
: Arty Oflice Practice,
TROBRIDGE 5 levr.l gtudlcs Dept. ( scmctimes).
WALSALL 1 1#+hrs p.w. - moinly Generol Studics.
WelT BRIUGTO 1 5 visiting 1.étrs, 1 for cntirc coursse,
others for special sinsl. loctures.
WEST HAM _ 1 Art Dep't.
WisST LONDON 2 Office Praoctice by Businuss Studics Dep't
1 leeture by Medis Recources Ofiicer,
" AVERAGE = 2%
NIDILN = 2
[C. CF VIGITS TYPE OF VISIT
_ IRC,IN COURSS
BIRKOSNHEAD -4 Icrge city, university, industrizl, libs,
BOLTON 8 univ., coll. of cd., public, spccial libs
_ o Book c¢xhibition. Book cloth cc.
BRADFORD 4 College, public(subject-dep't),univ. 1libs,
COLLRAINS none . ' . o
SLASGOW | 4 Pudblic, speeial, univ., ncticnol libs,
STOKE-ON-TRENT 6 Municip-l, county, univ., spee. libs, Bin
JONCASTER 10 NLL; .ublic 11bs., 2 snccizl libs; Collegc
of lducntisn 1ib; binders.
ASTLiSIGH 12 4 academic; 3 spucial; 4 publie; L.li.,
: ' NCL, regicnal burcau.
1nPLROGATS vories . _ _
1IGLBURY 3 County Lib.H..!'.; univ. & specin~l libs.
1ZRTON 6 Voricus libruries; bindery; vublisher.
1ID-ESSTX 5 ‘Specialist 1libs; County & Borouirh H.Q's;
B.M.; a london library H. Q.,prlntur LLWSPY
JXFCRD 5 Nzusppr;industrial ros.arch,  Colle ¢ of uc
: ‘ polytechnlc & public 1lbrurluSc
3T JOEN'S 6 Iabrarlbs po.rly rcprescnt.d omong student
- . GeB., lorgs city, industri-l, university.
>WWINDON 7 largc unicipal; specizly: nrlntbrs- bindez
r:LFORD 10+ All typss of librory; beckshop; bindery.
'ROWBRIDGLE 8 Speeial,public, €cll. of Zd,univ., libs.
printers: bindoers,
IALGALL 6 County 1ib.H.Q.; crchives ropository; bind
regicnal rof.lib.; ncwsnpr 1lib. public lit
(photochhrﬂlng, cte, )
IEST BRIDGTORD .cadenic & publlc libs; letnn Evening Post
1lib.; County Rucorcs Officc; boock suprlic:
IEST HAM 4 Representative lits; BNB; blﬁdery.

(Cuntlﬂuud cn noeTs pagc)
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(Continued HO. G2 VI IT TYT7. C& VI.IT
frow: p.2 I11.C. I Cf bh
WEST LONDON 8 Represontative types of library;
_ librory rg;nls-tluns.
AVERAGLE = & 1/°20
IioDIAN = 6
NO. OF STUD:ERTS  NO. OF STUDEZNTS FROM:*
NROL.ZDyTAKING  FUB. SPiCe ACLD. FRIVALTD
Xl . LIRS~ ."LIB3. LIBS. STUDCRTS
BIRKENHEAD 14 12 12 o) 0 ]
(Bllba)
BOLTON 18 17 - 18 0 0
. {(91ibs) :
BRADFORD 42 407 26 2 4 0.
| (101ibs) (211bs) (41ibs) :
COLIZRAINE 16 12 12 0. -4 0
(11ib.) (11ib.) .
GLASGOW 27 25 20 0 4 1
. (111ibs.) - (31ibs.) _
STOKI;-ON-TRLENT 14 13 8 1 4 1
' (211bs ) (41ibs.) -
DONC.LSTER 29 25 19 0 5 0
' (511bs ) (51ibs.) .
BASTLEIGH 18 17 16 1 0. 0
E - (Z1ibs.) _ . '
HARLOGATE 12 12 7 S 0 0
’ ’ (qlibo) (slibs.) .
HIGHBURY - 1 9 6 o 3 o}
. : (31ibs. ) ' (31ibs,. ) S
I SRTON 12 - 1 6 3 2 0
(311bs.) (31ibs.) (2 lle )
MID-E5S.X 21 16 3 ' 5
(511bs ) (31libs.) (Illb.) (0lits.)
OXFORD 17 15 3 11 4
: (21ibs.) (2'ibs.) (51ibs.) :
ST JOHN'S 24 24 22 1 1 0
. (71ibs.) ,
SWINDON 12 12 12 0 0 0
(21ibs. )
TELFORD 11 11 9 1 1 o -
- (31ibs. ) '
TRO.JBRIDGE 11 9 10 0 0 1
© (21ibe.)
WALSALL 10 10 . 4 4 4 0
- (11ib.) (41ibs,) (2libs.)
HES‘ BRIDGIFORD 28 28 20 0 8 0
: (8libs, )" (41ibs.) ‘
WEST HAM 12 10 - 7 1 2 0
' - (#41ibs.) (21ibs.) .
WIZST LONDON 17 %4 2 7 5
, (21ibs.) (71ibs,) (51ibs.) o -
TOTAL = LY 2427 201 1 59 70
AVERAGE = 18 167 12 1 3 oo
* "LIBS," under this kending neons separate libroary cuthoritices/

wvuploy.rs, not counting

librery.

sub-librorics or branchoes of one porent-




o .. -~
| STULCRTS ' JDUC..ZICIL.L B bKGbQQ’” - NUMB.25  ITE: wO. FILAL

AGS R.NGE T GHCLC.RY/ At OTHZR CED BY
— (s 'O'LLVLL LiV.l DOGREE OU-LIF'HY SiIPLOYZRS

IRKLNEIAD i8-50 0 13 2 0 J(2010.1R3A> 13
OLTON ? 5 10 3 o 0 18
RADFORD 18-51 11 33 5 1 0(2failodLA po1)42
OLARAINE -~ 20-50 0 14 2 o C A117
L..3GO.! ﬂ9-55 15 9 5 0 ¢ 20
TOKE-ON-TRENT 1S-44- g 1;. g .8 g A%%
CNCASTER 19 ! " : _
ATLEIGH 18- m§f5¥e 4 6 2 1 1(uatric.) 15
LAPROGATE . 20+ Lo e not known. ———w-—- - ———————— ———
IGHBURY 16-50 4 7 0 0 0 9
CRTON 1044 e S NOt KNovMeeemmme: cois en e S
ID-E585X 17-48 6 10 0 0 0 1
AFORD _ ? g 12 Z 8 1(RSA,typing) g? :
T JOHN'S 10-53 : ' ¥’ re~2t
WINDON 21-40 0 4 1 -0 ggg{gs SRRy 5
ALFORD 18-50 0 7 b 0 11
ROJBRIDGE 17-50 <-—= ———— not known—-—»—e———-a 10
2LEALL 20-45 . R " 10
&S% BRIDGFORD 18-50* 6 23 6 c 4 All
EST HAM 19-45 Grrmer mremamawNIOt KDOVR—e—s  omee 3 L)Y
5% LONDOHN '18-53 4 9. 1 0 4 : 14
*average = 31
TYP.S OF VISUAL ATD UnitD  ZXT_NT 20 VHICH VIBU.LL LIDS ULED
IRKeNHEAD OHP; films, poscibly, Very little.
OLT'ON © audio-and videotopasiblk-
. board ,OHP, films,statieery. To an incrcasing cxtent.
RADIORD Vldeotapes. Moderately.
OIRAINLG Filmstrips, blkboard. ‘Limitced use.,
L.SGOW .Blkboord,OHP, films, Occasi-nally.
TOKL--ON=-TRENT Found llutlé useful mat'l, Hardly at all,
ONC..5TCR Films fllmstrlpg CCTV, Whenover scen appropriatz & can
tgpe-allde Spu01n :NS , OHP. be ncde availeble,
(STLEIGH Blackbeard,cxxanples mat'ls.thtle.
ARROGATE OHP rllms,ulldcs filastrips. ——
IGLEBURY Films,slide ’ OHP. Films-bock prod'n; tranﬂp rencics
ref.motericls slldes-llb'y mat'l
~RTON CEP,films, filnstrips. £mall anount. ,
ID-s88EX Full range~-OHP,videotapes, OHP usced cxtensively; rest used
filmstripé,films,slides. as aprropriate, _
L{FCRD Dis-ley cards, slidcs. Little except displcy cords
' , \ (mostly written).
T JOHI'S Film projcctor,cpidiascope.Only occtsicnally.
WINDON Films, slides. Very limitced.
SLFORD Torns,slides,equip’t,filn. Moderately.
ROWBRIDGY —_— Limited use.
LILSATYL Blacktoard only. =0 e , - .
EST BRIDGFORD OIF,films,CCTV,t- pes. ‘s requlrcd -prob., more thon av!
LST HAM Varlouu. A little. ‘ i
81T LCNDCON OHP,filus fllGSbrl“S, CHP frequcntly; othurs
' eplscopc. occacicnally. _

OMiicliTs ON GULUSTICNNAIRS: Cne collegc vhich had held coursc for first tim
n 197~/ found the stucistics wery uscful. Onc college wan gl-d to suppl
tatistice but found thz tabulation of no use. Onec college ..eked for
etails of rccognition. Up to now an occosionzl nots hes chn tiven of
hese in the Fousletter as ond whon nobors notily then.
U-STION 10: THumbir of librorics inveived": on: ¢oll.uye ecm..nt.d on
nbisulty. It 1s intunded that no. of librory “outhoritics® or “crxployers"
houlﬁ bu entercd, counting students from wveral brincies of one systenm

s ytorkers in one librorv onlv.




"‘BUL‘TED R_,SULTS OF QUESTIOI{"AIR.JS 'FRO" LA.C TUTOR DISCUSSION GROUP., AUGUST 1974

P RPI

U3E OF COLLZGE ... _ v, - "i il 0.1 COURSE DURATION TIME SPENT AT
: S . (No. of Terms) COLLEGE {Hrs. p.w.)

\BERYSTAYTH COLLEGE OF FE = »<@ o ‘% rudfuvs® .oy’ 3 oA AT
\LESBURY COLLEGZ OF FE T T 10 U7 b 30
JOLTON TECHNICAL commee - Ty TR . 6 R
JRADFORD COLLEGE OF A" @ TECHNOLOGY .. - ... -.3 S T
\AULDON COLLEGE OF FZ; STOKE-ON-TRENT #:771 % . 3 3
ENTRAL COLLEGL OF COMMTRCE; GLASGOW ::i% .lerxi '} 3 © & ERRR
ONCASTIR COLLSGE OF TECHNOLOGY -7  ww'® “'='- k. 5 o
ARROGATE COLLEGE OF FE 1 .. . ..i.-l .:.- .3 3
GHBURY TECHNICAL COLLEGE; POASHOUTH 7 -3 6
PSWICH CIVIC COLLECZ ~ SR 30 3 y
EWES TECHNICAL COLLESE " | T T 3 5%
JINCOLN COLLEGE OF TECHNOLOGY e e e 3 S T PMENE R
ID-ESSEX TECHNICAL COLLEGE . ... %y 1) . oond . = W
OTHERWELL TECHNICAL COLLEGE &' #....:™ . 3 7
T ALBANS COLLEGE OF FE - 6% | .
T JOHN'S _com A e Y MACHESTER .. L .3 33 ”
IOUGH COLLEGF ¥ TECWIOLOGY 7'~ e RT3 3
ROWBRIDG: TC.. LipomEeE T T T 3 3% )
ALSATY, T3¢ an CortEE T T TR TR L (e
37 BRIDG.RD COLLEGE OF ¥E; NOTI‘S ,,")“ TP R v 5 JLCRF
P2 LONDCH COLLEGE ,_u-. D Tasos we Al vy dacir 4 . 5%
" -';":' ST -.’*...'_?':,.{3.1 . 6;
uu'mm COLLE: GF F3; WOLVERRAMPTOR  } ruitisti Tamvgy - 2% Sl GEL
S o o AT WAL
- PRFR NG & D -.- : Me—an .=---?— -‘"-. ‘ 3" “- 7/10 v v
g ool uedian_ SRS W < I B
CLoovia L0 "'-"I"""‘ aprmiqul o= it T STLTIRS VRN

IL returna were mede by MIRTON TECHNICAL COLLEGE; NE 7' 3TX IZCHNICAL COLLEGE; NOHWIGH :
_ CITY COLLEGE; ORPINGTON COLLEGE OF FE and SCIRSET' COLLEGE OF ART & .- “7TR0H%
TECHNOLOGY {formerly TAUNTON TECHNICAL COLLEGE) Ten other centres which
bhad made returns in 1973 did not do so this year. ;Ten centros which had
. made no roturns in 1973 responded in 19,

1 ivg
- -~ ...._..»..'..
- .
. - - - tntt——
—— — e . S e .
- e it -
e e i 4 e ges e s e L TR SR LA R . PR e T
. — W m a . - .-- - bl i

NO OF S’I‘M’T EXTENT T0 WAICH CDURSE IS SERVICE) BY o’mm o

TEACHING LAC DEPARTVENTS OR 'VISITING— TLECTURERS crd

REGULARLY : . R
BER??TWFTH.\ ,-';-‘5'115034 r e P

St . . J—
ey s 2~ c‘
- -~ .
] 9}& 7 P G -‘-...‘. L ohingrds 54 Eh § '.:...‘5 [ER PR -i-' . ud.‘...ﬁ 1.

[LESBURY -1 lrucsge &3 lsanlds 231 hrE Seorétarial’ Section, 9 hrs :.rt section
VST VA

JLTON refrendil 3 seze ot Offioce Procedures, "Business Studioa Dept Genoral "ud'“'.
- Studies, General Ed. Dept

WWLDON - R ' Oﬁ‘ic'e prao-tice° Secretarial work. cesTnLEs

. SCOW CeTs T Servicing from En,glish & General Studies Distribution
"Dept. . L _

e . . o :  Joontinued..eess



Y ... No. of STAYF EXTENT TO WHICH COURSE IS SERVICED BY CTHER

- TEACHING LAC ~ DEPARTMENTS OR VISTITNG LECTURERS IR
.. ..¢ . REGULARLY

DONCASTER ) 2 Office Arts Lecturers for Section 18; College of %t
' Art Lecturer for Display . o pize e
HARROGATE - 0ffice arts; Display & posters (Art School) ey
HIGHBURY Ty 1 hr p.w. General Studies throughout Course ..~ .
ot 1 hr p.w. Business studies - 1 term. e e
o 1 hr p.w. Display Work -~ 1 term. R R R S B arot TS
IPSWICH ino=- irt (6 hrs.); Office Practice; Liberal Studdes. s:iiii:
LEWES " '3 General & Professional Studies Dept: Written 7Tl
‘ . communication, calligraphy, display work. Commerco .

- Dept: Office machinery, data processing, copyright -
- law, Visiting lecturers from E. Sussex College Libs. ..
) for catzloguing, b:.ndmg ete. + others - misc. topics.
LINCOLN . 1l = Liberal Studies Dept. 1 hr. p.w.; Off‘ice a.rts, .

S RS Business Studies, 6 hrs, p.w. T
MID-ESSEX 4 1 . Minimal (3 occasions per yeor) NN I
MOTHERZELL . - -~ 2 . . 2 periods (1% hrs.) each day: support lectures on

, e display work, commerclal techniques, general modern -~ ™
: o studies. ,
ST ALB.NS . .3 " Occasional visiting spef_kers, 6.8, Count:} Tec‘m:.cal
: B Librarian, General Studies - 1 hr p.w. (not rele,ted
. - - to course). Art & Display 1 hr. PeWe = X term, I T
. _ " : Office practice 1 hr, p.w. - 15 terms, e
WNCHESTER ~ =~ 2 " Gencral studies taught by (‘.011050 full-ti.me ste.ff. o

. g TR ¢ -3 8 time) ox , RO

;ELOUGH Siaarlel 2 77T office pra.ctice (probably 2 or 3 lectures & -

e eeen Lo dmoo i . practical of 112- hrs each) Publ:.c:.ty material iv.UI L.

, e T TR (1 lecture of 1% hrs. | -
TROWSRIDGE qn 5 - Liberal Studies (1 lecturer) [.% ;' v ITTy HLIGSTH
WALSALL o mmmemmm “'Geneml Studies - 75 minutes per week. |

NS A Sl .
WEST BRIDGFORD ,_ .-1 - . . Supported by 5 other lecturers . .
WEST LONDON ~me—=—en-2 . . '"‘O'fice ‘practice - Businesa Studies Dept. plus 1
SNTELOT TR _‘_"r‘v"”s' -- - leoture by Media Resources Officer . eusy wrmuliix Jii
WOLVERHAMPTON ™% '3, 141 1% U -?4- ‘Few hours Oﬁ‘ice Hachinery :!nstrdcsci;ﬁ; tj
-'f-""‘.'f-’ Rl o R 1 S :.:s.l.'t PRI Y TS . . R T e
“ Mea.n T et 2 2/5 g zier ez b 2an I.L.' ETol sl cgmveer ehen sod
Median = 2 % nk Pobivjers 801 sl emuovam oo sl
S e R S A
‘ NO. oF VISITS TYPE OF VISIT IITEVICG DAY MIIWST L il
L e “INC.IN COURSE" ' ST ysmowiss o T
ABERYSTWYTH L Others to be a.rranged. Conducted tours & desciiiﬁi'&n';“'
moEtocs fmi and @ i ; Pf E;_)\:1::1:1.:3, university, national and special libraries...
AYLESBIRY ~ _ | ot 1 ien epopd €80h = a.cademio, public, special libraries, i mt.’,x.
RS RN sty S ,$printars/binders. e, :
BOLTON 10 _ .., Different types of librery (univc.rsit'y, special etc.), 23
: ' T library with oomputer charging. U
ERADFORD 3o L a) public 1ibrary; (b) university 1ibrary; | Taneot
S A CE LI IS A IEFR printing depe.rtment . Porteats
Joontimed....

[ . .
SO A0 e it N . Py



d NO. or VISITS TYPE OF WSIT -, -_,-,":".';' o}

ING.IN COURSE ' . ~ Tt -_'-:‘;:-__; S
CAULDON 6 et Differ:.ng types of library; e.g. university, college -
‘ Z £ of rE, public, special, polytechnic. LTI LT
GLASGOY Lo Ze Netional, reference, industrial, university
- - ¢ libraries., . POANN S W
DONCASTER 10 * % '/ prL, binders, 2 special libraries, college of Ed.
a - ! library, public lidbraries. - raride.
HARROGATE 6 app.. ~° BLL, bindery, Yibrary suppliers, Yorkshire Post
- - . (printing & bindery) local librery (speclal collect, )
{ecvil 7 school library, special library.
HIGHBURY - 3 Y County Library HQ ) university library, special “"IT )
) ) - . .. '-..:5-;- " } librﬂy - P - .
IPSWICH - 3 | Printing works, public library, newspsper. EINSRNS
s 8" 7 E. Sussex County HQ, Univ. Sussex, ERA, Mobil 031,
- To- -  Brighten ln.brmes, LASER, Telex etc, - i
LINCOLN 10 National, public, special, academic libraries. o
- “ z Bindery, teachers' cantre. F S
{OD-ESSEX 1. - T &4 Various types of library (local & I.ondon) plus
i - 5 printing and publishing house. e R
{OTHERWELL 12 Libraries of different types, book binding, local
, 3 - % government civic centre (LG back-up to library)
ST ALBANS : § app. ! Different types of library (public, national, special
) . : P com i etc, ) Nat. Reprographic Centre, local b:mders. e
[ANCHESTER gt 6 app. - Major librories locally with characteristics not im_: B
S .. = in the experience of most students, e.g. 1arge ref.
Pt T libraries, computer issue system. R
303 T2 SNSRI .~ 3ok 1 Public, “special, university libraries.’’ 5 S
ROWSRTDGE AR A T ** Public, um.versz_ty, ‘eollege of education, med.:.cal, N
T 'J'Tf ~“‘- :,-.f‘;-{. TR S, BPGCiﬂl librmesn printing dept. b .l “h,:h;‘.
ALSALL “tx.z 6 . . Resources Centre, Regional Ref, Library, Archive .
LT e - R ropositery, mobile ‘or newspeaper library, tspecia:l. Jauh IE
R T {v#JiL & library, public central library. _ :
3T BRIDGFORD . £. 6 I  Differing types of library; library supplier, county s
o {o8ke L300 . Reecords Office, =i i, o
IST LONDON - - & 0§ Representative types of llbra.ry and library ELIOIE
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NO. OF STUDENTS NO. OF STUDENTS FROM®  o.i7l+ =
ENROLLED T/XING FPUB. SPEC., ACAD, - NaT.
ELul - LIss. LIBS. LI8s.,  LIBS.
ABERYSTAYTH 6 . .- 6 .. 2 - i s 1 3
| (Luvl) L (1)

AYLESBURY 1 7or8 5 1 e 2 -
- .(1 d.) .. (2 1ibs.)

BOLTON 16 7 15 13 w1 2 -
_ (9 libs.) o ...l (2 11bs.)

BRADFORD | : 35 L. .34 .26 a1 : . 8 -
- R g ‘(9 libs.) ST S (5 libSO)

CAULDON ... 18 . . *- 15.., .10 -2 .6 -
(3 1ibs.) (2 1ibs ) (5 1ibs.) -

- 22, : - e 4 : -
Ce (10 15-133 ) (3 1dbs.)
R XoELT LY Lo .
DONCASTER oo oa e 4 - -
: (6 1ibs.) (4 hbs )
e f el (2 libs ) (2 1ibs, ) _ )
HIGHRURY = 12 :"-':Qlé‘ PRI I DR S -
N R (1 lib ) (3 libfe-)
IPSWICH .y ~11 - eienio 1&; 3 .. 3 -
: - PR , f (1 lib ) v ‘- e (2 libso)
LEWES  sweold9 iog "_'_'1'5_',_ 17 et lemtlinte 1 -
. QRTINS _ (1 1ib.)__w,___ e i .
s erendd canivogem il } . - e -

GLASGOW .27 0 .. 035

miRmogitE 8 . 8

o o (2 libs,) o et
16", j;:'_-'s-: 5. : u- : ity .J. . -:- e ::: . -
T e s,

-,.'4-':']'0 . —.-". o "’«:.'.,E,l __.: %, - - ..-‘ ) -
m .(2 111330) " '\ Frepn it '.:.‘:"._‘ - - =
L Neo e .[;\. Mt 1-0 2 ‘J"‘ 1{. ' -
L, R im riew ekl {20 1ibs.) (14. 1ibs, )

..,r' jz‘_ ey 9 ,..'..'=,. -2 "‘,".";"3 1 R i 2 AR T

(8 1ibs.) ': (2 1libs.) - 2 (1 1ib.)

9 L JEEIRITE JRTSTACY
,_. LT (4 li'bs.) (7 hbs).\
'ROWBRIDGE. ..:.s.i';:.l?.ii ';:'L'.".d.'.ll C i A0 Cioa & ;-
IAILSALL 12 O T e g e il i
crume e (3 1ib8-) e (2 1158T”

- ¥ PR ’ s ra .'~ .‘.-‘ g ; . n“‘t.:': . -... ;
Lilez s 2 T 9 = = nefuslt <

EST BRIDGFORL 22 B

. 1ib.) (2 ].i.'ba.) (4 1ibs, ) r——

TST LONDON =23 """'“““""18 2 ---‘1"_,"""""""15 **?c.‘:'-:u._")'_--““':.."“"‘--"'---.---:::: oz

(2 libs.) (15 libs.) (3 1libs. )

oz.vmwmon 1 g 9 g
z,

esecdutmizanen (3 li'bs.) " (1 1ib.)

PRIVATE
STUDENTS

-
-y
Cea e
Pty
- -
-
~
3
PV
-
e ey
[EN W - )
g
- - N
s aas ~met,

Total =+ 374 2 | :
s A1 359{73 3 59 5 5

LIBS. under this heading meens separate Hbrary authoritieq/employera, not comti.ug

sub-libraries or branches of ono parent-l:lbrary
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4l . e . [ L. - . VN . '
> ~ STUDENTS' ZEDUCATIONAL BACKGROUND < NUMBERS WITH: - “* ND. FINANCED
: AGE RANGE CSE SCH.CERT/ 'A' DEGREE OTHER SR BY DMPLOYERS |
'0'LEVEL LEVEL _ QUALEICA.TIONS

\BERYSTAYTH 20 = 48 - 1 S S

WIBSBURY 17 =45 - - |
JOLTON © . .20 =45 . = 11

JRADFORD 17 =49 1 23 . 35 ,

ATIDON - X7 =45 3.6 = 7 % U1 v i B wmstoo T2 o380 e
LASGOT 19 -84 =T ST o o 15 BCE {o) 26

- - - ‘8

- e T g T
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5
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»

; O3 s 15 sCE (B) - D
SRR 3 Other
ONCASTER * 18 = Mature 4° -7 * 7 - = = =277 Tl o

LEROGATE 19 = 50+ o ’ W T T 8

EI‘JTCHESTER

[IGHBURY L A9 <49 e 100 s 00 2 | ~  Cletricel Officer Cert. 5 “
. . ot Teacher Training, . )
s e ettt e wr . . Acadenic Dip. american P
. T _f.‘ R T TR ‘n__.‘.-".'.‘s... ERRN ".'."_ : MM . iii ] School & college ~.
EES | U Cv19 =557 M B a7 6 TS 5T et 71018 ‘
INCOLN ~ 19 = 49 300 e ie- 20 = U3 o ey 1w 13
[D-ESSEX . 17 - 47 6 .12 . \_;,' o b ,_'_;»- - 53 Lo sie L 22 -
OTHERWELL -~ 18 = 50 - & vtie e gE T
T KBNS "7 19 - 45 = 1 | . T10 e
| R

19455 - .

! Offioe Pre.ctice _"_ .
Commerce, Sh/ha ._--;. SEFL

1 §PE "

el 2.7T¢

ROWBRIDGE ', 16-5_0, L mm—————— not Kmorm
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| TYPES OF VISUAL ATD USED | EXTENT 70 WHICH VISUAL ATDS USED

BH!ISTWYTH None e&s yet. Pilms of apeci.ﬂ I.:lttle use at present .
.. libraries will be shomn - N S e A T

YLESBURY  Office equipment, machines, - ""Hainly in ocn.nection with practic..l
.. .. Tvarious librarioa' stationery -work. )
w17 forms ete,

oLTON - - Filnm, ‘Videotape, a.ua.iotape, OHP As frequent]y as possible.
e transparenciea, blackboard, . .. ... . .

ke B

-,

J,,, ¢_- e -' AN

reference material.

RADFORD - . Video-cassettes, £ilms. .Occa.sionally

AULDON - - S Very little ~ occaaional outside

lecturer using O‘IP 'tra.nsparencies , 8lides,
eto,

/continued....
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ASGOW
INCASTER

RROGATE

GHBURY

SVICH

NCOLN

D-ESSEX
THIRWELL

ALBANS

NCHESTSR
OUGH
OWBRIDGE
LSALL

5T BRIDGFORD OHP, 16nm pro.’jector, _VIR, elide

ST LONDON -

LVERHAMPTON -Video reoord.i.ngs, filme, film--

1«--..] ov!' .1.

TYPES OF VISUAL AID USED.

“..Blackboard,

-- tape, tape-slide, OHP, actual

. speoimene.

_8lides, OHP, filmstrips, te,pee,

- fl]—ms'

N ) .t ‘. Yoo rt,'l‘."’ 1 -
o Videotapes, films OHP. transp-
- .arencies, | A e ie
“"8lides, rilns, P, 3

OHP, films v
Films, trade 1iterature, video-

......

.y

Sle T

¢ Filns, filnstriy -, OFP transp- .
.. arenoies, hemdouts, chalkboard.

2 Films, OHP, cha.lldaoard tepe

recorder. o & "_- i
OHP, V‘I‘R, films, ﬁlmstripe etc.

.Films, slides, demo. of library
material: book, film, microfilm,
4 gram, record, tapee eto. -

.i OHP, videotaspes, films, slidss,

<
E 4
- computer terminal

.
- .

|

A,

-y

‘

-

'.

H

. Not yet finally decided
Fil'ns, filmetripe.'f 3

"\rr

BIe.ok'board on.‘l.SF on

projector.

B i b LI L SR

OHP, £ilms ’ filmstrips elides,

F -5

Zitape recorder, episcope -

31;ripa . STAL

rr -
P

TR s samn e
R LT TR

. OHP frequently, others oocasionally.

E.'KTINT TO W‘HICH VISUAL ATDS US"ZD

As and when appropriate. ...
" Whenever seem applicable to course.

1 i n
. - [ Al

Irpe o TrE e g
R AR

Ehaak et LY SR

Not much - prerer using e.ctual o‘bjects

. plus dems. plus visits,or clarifie- <l

. etion. 1 - T SR
- OHP tra.neparenclee frequently; others .-
ocoasionally . . el

: Diffioult to a.nswer u.nlees use
" stopwatch!

Handouts & chalkboard every week OHP -~
frequently, films & strips 5 - 6
occasions., PO T N

I.J-\"\.« ’

> On all dppropriate pedegogic occasions, -

OHP extensively; others as appropriate.

- Moderate use - if possible to use then .-

employed; visits highhgh‘b equ:.pment o

> and naterial.

" Moderately. e SAEEASER
- - e rd COELGN
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. Probadly more_than e.jr.erage__. ' a; Sl
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COLLEGE

Mzrseyside.

special

STAFF TEACHING L.A.C. DURATION AREAS OF EDUCATIONAL NUMBER OF | AGE LIERARIES EXAMINATION
Nan.s & qualifications | OF COURSE | SYLLABUS VISITS ON STUDENTS RANGE | from which {INFORMATION
SERVICED L.A.C.COURSE ENROLLED : students AND RESULTS
drawn '
AYLESBURY ' o N t |
Aylesbury College of| B.M. Still, F.L.A. 3} hours x| Office Public Library. 18 18 - 8 Public 15 Entrants
Further Education & ‘ 33 weeks | Practice | Research ' ' s 7 Academic 1 Distinction
Agricul ture, Library. 1 Industrial|11 Credit
Oxford Road, Printers & 2 non- 3 Pass
Aylesbury, Bucks bindery. library 0 Fail
RANGOR . L . |
Bangor Technical Mrse. AsMe Adams, .M.A. 2 hours x ? i Library H.Qq P13 20 - 9 Public 11 Entrants
College, ‘ . AdLeAe | 40 weeks Ballynahinch. 57 4 other 1 Distinction
Castle Park, Miss J.F. Barfoot, Belfost Public special 6 Credit
Bangor, N.Ireland. A.L.A, Library. : 1 Pass
" Mre JoW. Glenn, M.A. Ref, workshop 3 Fail
Dip.Lib,Stud. at Science
Mrse Ks McCloskey, Library,
‘ : AJL.A. Queen's Univ,
Mr. Meds MCF&UJ.'AQL.A. Full day Ref,
Mre NeA. Nicholls,B.As Course i
. AeLieAs organised by .
S.Ee Educe & .
Library Service
BERKHAMSTED ‘
Ashridge Mngmt : :
College, NIXL RETURN - LAC COURSE NOT OFFERED IN 1975
Berkhamsted, ‘
Herts,
BIRKENHEAD
College of Mrs. B. Harrison, 3& hours x Industrial 12 18 - 9 Public 11 Entrants
Technology, AJLeAa 3% weeks Librarye. hs 1 Acadenic 5 Credit . -
Borough Road, - Large city : 1 other 4 Pass
Birkenhead, Library. 2 Fail




. Names & qualifications | OF COURSE | SYLLABUS VISITS ON STUDENTS | RANGE ; from which | INFORMATION 1@%
- SERVICED LeA.C.COURSE ENROLLED . | students AND RESULTS
. . : ' drawvn
BOLTON : _ _ .

Bolton Technical N. Burgess,B.A.(Com), 6 hours x | Liberal Manchester Univ. 12 21 -« |11 Public |12 Entrants
College, FoL.A. 26 weeks Studies. Library. ' : 50 1 other 8 Credit
Manchester Road, S.Ms Haworth, A.L.A. Oftice John Rylands - special | 3 Pass

Bolton, BLZ2 1ER. Practicey | Library. 1 Fail
and - Chethar's '
equipment | Library.
- | Bolton Inst. .
of Tech. :
Library. |
* Bolton College )
of Education ?
(Technical)
: Library.
Central
; Library,
- - Manchester
BRADFORD .
Bradford College, F«Ms Jorysz,B.A., 3 hours x |Liberal ° | Bradford Central 24 18 = |21 Public |23 Entrants
Great Horton Road, : F.L.A. 32 weeks Studies. Library. 55 2 Academic| 16 Credit
Bradford,BD7 1AY. ' Office Bradford Univ. 4 Indus, 5 Pass '
studies. ' _2 Fail
BRISTOL o ‘ ‘
Brunel Technical Me Williams,BoA., 63 hours x | Business Hospital Library, 20 18 -  Public |18 Entrants
College, Cert.Ed. %6 weeks Studies. Bodleian. 60 Academic| 1 Distinction
Ashley Down, De Kipling, A.L.As, Book- Imperial Tobacco Indus. |16 Credit
Bristol,BS7 SBN, C &G FEIC binding. | Bristol P.l. 1 Pass
City Archives 0 Fail
CHELMSFORD | . ' |
Mid-Essex Tech. Miss R.E. Oates, 3% hours x - County Lib.HeQs : 21 18 ~ [10 Public |12 Entrants
College, o AuLaAe Cert Ed. 35 wecks . - Southend and ' 50 5 Academic{ 3 Distinction
Victoria Road Sth, : g Chelmsford 2 Indus. 6 Credit
Chelmsford,Essex. RN District 4 non= 1 Pass
‘CM1 1LL. n Libraries. library] 2 Fail

Medical Libe.
Printing firm.
British Lib.Ref.

Dive Citr Business Lil.




Names & Qualifrications| OF COUOURSE | SYLLABUS VISITS ON - STUDENTS | RANGE | from which | INFORMATION
SERVICED L.A.C.COURSE ENROLLED gtudents AND RESULTS
' drawn
COLCHESTER :
North East Essex NIL, RETURN LAC COURSE NOT OFFERED IN 1975
Teches College & o L ’ s
School of Art,
Sheepen Road,
Colchester,C03 3LL.
COVENTRY | ‘
Coventry Tech. '
College, |
The Butts, . : '
Coventry,CV41 3GD, NIL RETURN LAC COURSE NOT OFFERED IN 1975
DONCASTER . , )
Doncaster College Miss F.M. Armstrong, 2 hours x| Office Bradford Public 12 19 = | 9 Public 12 Entrants
of Technology, ALA.,Cert. Ed. L2 weeks | Practice.| - Library, 45 ° |3 Academic | 3 Distinction
Waterdale, Miss M.M. Devine, Art & Coal Board o 8 Credit
Doncaster, ALA. Display. Library. b 1 Paes
South Yorks. Mrs. M. Dixon 7| Hosepital P 0 Fail
DN1 3EX. ‘Mr. A, Ball i1 Library. ;
- County Div. HQ
Scunthorpe P.L.
| York Unive Lib,. ‘|
S Notts. Div, ;
. " HQ & Branch :
British Library :
Dunn & Wilson b
Bindery
EASTLEIGH - e _
Eastleigh Techs Mr. GeReBall,F.L.A. 5 hours x| Office~ | King Alfred Coll, 20 19 -« [ 16 Public |20 Entrants -
College, Mr, M.T.McGrave, 36 weexs Practice. | - of Education. 45 2 Academic| 16 Credit
Cranbury Road, MA.,A.L.A. . " . - .. ] Southampton.Univ. 2 Other 2 Pass
Eastleigh, Mr. J. Haylock,B.A. . Library. ' - special | 2 Fail
Ha.ntSoSOB BHTQ A.iWA . HampShire County . E i

Mrs. Je Ballard

~ Archives Dept.

Portsmouth Library
Library bindery -
Hampshire County'
HtQu ’
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Special Library

. Names & Qualifications| CF COURSE | SYLLABUS VISITS O STUDENTS | RANGE | from which INFORMATION“
SERVICED L.A.C.COURSE ENROLLED students AND RESULTS
drawn :
. GLASGOW | |
Central College -Mrg. J. Cinnancnd, 6% hours x | Fnglish. Mitchell Library. 30 19 - | 24 Public |26 Entrants
of Commerce, o AsLedhe %35 weeks Liberal Univ. Library. 48 5 Acadewic| 2 Distinction
200 Cathedral St, Mr. Bed.McIlraith, studies. National Enginrg ' 1 Indus. {15 Credit
Glasgow,G1 2TA. ALk Displuye. '| Laboratcry Lib. 6 Pass
Mr. S. Sharp, B.A., 4o | Computer 3 Fail
DoPoha,Falulle e Installation.
HARROGATE _ R
- College of Further : NIL RETURN LAC COURSE NOT OFFERED IN 1675 ~ .
Bducation, i : ! -
Heywra Crescent, i i
Harrogate. : T
N. Yorks., - b
KIRKCALDY ; :
Kirkcaldy Tech, ' ! NIL RETURN .  |LAC COURSE NOT OFFERED IN 1975 \
College, |
St. Brycedale Ave, :
Kirkcaldy, SRD
Scotland, PO
EY1 1EX.
LIVES : N TR U = )
Lewes Technical NIL RETURN {LAC COURSH: NOT OFFERED IN 1575 .
College, - ' o E
Mountfield Road, :
Lewes,Sussex. i
BN7 2XH.
LINCOLN
Lincoln College of { Mr. John Davey, 53 hours x | Liberal British Library, 17 20 = |17 Public |17 Entrants
Technology, AJL.Ae,Cert.Ed. 36 weeks Studies, London & Boston 50 2 Distinction
Cathedral Street, : Spa. ‘ 10 Credit
Lincoln, . Birmingham Ref. 3 Pass
A Local Public & 2 Fail
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Ipswich Road,
Norwich,NRZ 21,

FEE

P vt
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drawn
LONDON .
Hammersmith & West | Miss R.M. Nicholas, 6 hours x Charing Cross 20 19 - 6 Public (20 ‘Entranta"
London College, - AJeA.,Cert.Ed. 35 weeks Hospital Med. 4o S5 Academic |10 Credit
Greyhound Road, Mrs. S, Williams, : Library. Ol 6 Indus, 4 Fass
London,W14 9SE. ' ALJA. City University. 3 Other 6 Fail
_‘ e _ . British Library * gpecial
Lending & Ref, ;
Divisions & ‘ !
Bibliographical !
Tropical Products i
Institute Library !
. Camden PeL. = !
Southend P.L. ' ’
 Merton Technical Mr. D.J.Fawcett, 3% hours x| Office L public Libs. 4% 18 ~ 1 Public 8 Entrants -
College, AJL.ADipl.The., 46 weeks Fractices | 1 National " 58 5 Academic| 2 Distinction
London Road, F,Inst.Pet. . S S 1 Special M .. . 3 Indus, 4 Credit
Morden,Surrey. Mr. HeJ. Gates, - | Library bindery . 2 Other 1 Pass
' F-FaT.COl‘ﬂ, Il Publisher. ) . Epecial 1 Fail
Fo5.CeTe __" . o © 3 Non-
Library
Motherwell Tech. NIL RETURN LAC COURSE NOT OFFERED IN 1975 ? i
. College, - ; : : ;
Dalzell Drive, } .} - 1 e ;
Motherwell, :
ML4 2DD. i
Lanarkshire. '
NORWICH , : o
" Norwich City NIL RETURN LAC COURSE NOT OFFERED IN 1975 . - ;
College, o . S N k
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{ Names & Qualifications | OF COURSE { SYLLABUS , |VISITS ON STUULINED { firsias 1 oae oo oo
. ' SERVICED LeA.C.COURSE ENROLLED students AND RESULTS W
' drawn ' —
NOTTINGHAM : S
West Bridgford Mr. M.N.Worth, A.L.A. |5 hours x | Office Trent Polytech. 21 18 = [ 15 Public |21 Entrente
College of Further| Mr. M.J.Stacey, M.As, [ 22 weeks Practice Library. 51 6 Academic [14 Credit
Education, AJL.A. end Nottingham City o ‘ 5 Pues
Greythorn Drive, ' | Mr. AJD. Guest,A.L.A. Procedures.{ Library. e '{ 2 Fail
West Bridgford, : County Records { '
Nottingham,. Office,Nottm,. }
NG2 7GA. - Boots Research i
P Library.
. ‘ Nottm. Fvening !
; Post Library. {
X County Library ;
: b Bindery. i .
; ) Nottm. Univ, i
v : Library, :
! Woolston Book PT \
Company. '
OXFORD - o o 0 _
Oxford College of Mre ReS. Sephton,BcAe, | 3% hours x| Display Oxford Central 22 18 =’} "1 Public |21 Entrants
. Further Education, FoLeAe 28 weeks ' P.L. : 50 . { 17 Academic] 4 Distinctio
Oxpens Road, ' S . Oxford Times ~ -] 3 Indus. {12 Credit
Oxfords OX1 1SAe. i Newspaper Lib. "1 1 Non- 4 Pass
L Oxford Polytech. Library | 1 Fail
Rutherford ' o :
Research Lib,
PORTSMOUTH o . ) ‘ , | ,
Highbury Technical | Mrs. A. Clegg,F.L.A. 6 hours x | General W.Sussex & Co, 20 17 =« | 16 Publice [18 Entrantis
College, Mrs R. Gibbs, AcLs.As | 33 weeks Studies. Lib. H.Q. ko 2 Academic| 2 Distincti
Cosham, Mrs. R.Hebblethwaite, Office Southampton 1 Other 11 Credit
Portsmouth.PO6 25A. A.L.A, Practice, | Univ. Library. Special { 3 Pass
Dieplay IBM Laboratories 1 Non- 2 Fail
York, Ltd.(Library) Library



Sheffield Univ,
Library.

British Library -
Lending Div,

Branch of Derbys
Co. Library .

BSC Corporate
Laboratories
Library. _

School Resources
Centre {Sheffield)|

City of Sheffield
Printing Dept.

’
¥
i

B R

AL ¥ aibs 448 H e\ o WA UILDL DNRVLLLLY students AND RESULTS
drawn

ST. ALBANS o . . o _

St. Albans College| Mr. R.Hs Nichols,B.Ae. |6 hours x | Office Science Ref, 9 22 - 1 Public 1 Distinction
of Further A.L.ACert .Ed. |36 weeks Practice. Library. S4 | 6 Academic | 7 Credit
Education, - Mr. D.E.Wingate-Martin, ‘ Art & British Lib. . 2 Indus. 1 Fail

29 Hatfield Road, BeAeyAsLeAe,Cert Ed. Display. (Lending Div,) :

St. Abanas,Herts. | General Camden P.L. :

AL1 3RJ,. : Studies, Hatfield Poly. :

" Library. :
Medical &
Research 1 ?
Council. i
. St., Albans
Central Ref.
Library.

SHEFFIELD _ S N : :

Richmond College Miss M.G.G.Gregory, 5% hours x | General Sheffield & ] 15 17 = | 10 Public 15 Entrants
of Further JePo Ll Be Fo.LoAe 22 weeks Studies, Barnsley 55 | 3 Academic {2 Distinction
Education, Mrs. J. Woodhead, Office. Central Libs. 41 Indus, PO Credit

Spinkhill Drive, . Practice.| Sheffield ‘ 1 Non- 1 Pass

Sheffield,S13 8FD, ' Poly. Library Library |2 Fail

e o




[REIo R JURVDS ST

) : ) drawn :
STOKE=-ON-TRENT Mr. Go.CeOtter ,F.L.A., "3 hours x | Office Unive Library 19 - 16 = |10 Public 17 Entrants
Cauldon College of FoR.S.A. 31 weeks Practices. | GKN Tech.Centre. L6 8 Academic {1 Distinction
Further Education,| Mr. M.Peterson,A.L.A. Special College of Ed. 1 Indus. 9 Credit
The Concourse, Mr.F. Clark,A.LeAe - Librarian-| County Library ' 9 Pass
Stoke Road, Mre, R. Worthington, shipe. . Hanley Ref.Lib. 2 Fail
Stoke-on=-Trent. AL.A. A o Central P.L.
ST4 2DG. ' (Newcastle U
L Lyme). '
TROWBRIDGE '
Trowbridge Tech, Mr. K.W.Pepper,AclieAe | 33 hours x| Display - Public Library. 8 19 - L Public 5 Entrants
College, ‘ and 3 members of 36 weeks Communi= Univ.Library. L3 4 Academic | 3 Credit
"~ College Road, County Library Staff : cation Bookseller. , 2 Pass
Trowbridge. : . Bindery. |
Wiltshire. Printers.
WALSALL - .
Walsall College Mr. M.EW.Chattell, 6 hours x | General,.- | Berkeley Nuclear | .. 14 . = |20 = 9 Public {11 Entrants
of Technology, - AJLaA. 34 weeks . | Studies, | | Power Station ‘ Lo 3 Indus, 2 Distinction
- St. Paul's Street, . ERERE e ] Librarye : "2 Other 8 Credit
Walsall. “~| Birmingham Cel. . Special |1 Pass
o 7 { International 0 Fail
. “Nickel. . | -
Madeley Resource !
. I
Centre. !
Sutton Coldfield ‘
New P,L,
WOLVERHAMPTON . . _
Wulfrun College of | Mre ReFeSmith,A.L.A. 3% hours x| General Birmingham C.L,. 18 19 = |11 Public [I6 Entrants
Further Educationg : ‘ 36 weeks Studies. | Wolverhampton Lo 3 Academic |2 Distinction
Paget Road, Office Poly. Library. 2 Indus. N0 Credit
Wolverhampton, Machines, | Wolverhampton 1 Other 3 Pass
WV6 ODU. ) ‘Tech,Teachers' Speciale {1 Fail
IS  College. 4 Non-
i West Midlands Library.
: Coll. of Educ.
Dud19y CQL. '
. Wolverhampton -
L Educ. Dept. AIV
:  Centre.
: i
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CCLLEGE STAFF teaching DURATION AREAS CF SYLIABUS| NUMBER |AGE |(EXAM NUMBER |[AGE |LIBRARIES
arr. alpha. by town on L.A.C. course OF COURSE | SERVICED,VISITS ENROLLED| RANGE | INFO, ENROLLED { RANGE | REPRESENTED
BARRY .
Barry College of F.E.| A, Jesson, F.S.A. 15 months | Telex (Post Office)  No ipformation No stuflents ¢nrolled
' Colcot Road, Barry, _ Visits'to supplied
South Glamorgan Council Meeting, : o
Office Machinery
firm, Printers.
BIRKENHEAD | _ _ '
Birkenhead College of| Mrs. B, Harrison, 33 weeks Servicing on offife 11 18 - |8 entrahts 11 18 = 19 from Public
Technology, A.L.A. equipment, and 50 1 DIST. 50 1 from Academic
Borough Road, microforms., 6 CREDIT 1 from Hospital
Birkenhead, Merseyside Visits to L'pool 1 FAIL ' '
City Library,
Unilever Rogearch
Library
BOLTON : - o | o |
Bolton Technical N. Burgess, B.A, (Com| 6 hours x Servicing on . 15 |20 - |15 entx} 12 19 - {11 from Public
College,  F.L.A. |32 weeks  liberal studies, : 50 |10 CRED 45 1 from Special
- Manchester Road, ~ | S.M. Howarth, A,L.A.| office practice. 4 PASS
- Bolton. BL2 1lER - Visits to Bolton 1 FATL
o Inst. of Tech.,
Bolton College of
Educ., John
Rylands, Chetham'g,
Manchester Centrajl
Lib. & Univ. Lib.
BRADFORD .
Bradford College, F.M, Jorysz, B.A., |3 hours x Servicing on 27 16 = | 26 entr|. 27 17 = | 23 from Public
Great Horton Road, F.L.A. | 32 weeks liberal studies, 54 2 DIST. 55 3 from Academi
Bradford. BD7 1AY ' office studies. 8 CRED. 1 from Irdustr
Visits to Bradford 11 PASS
Central Lib. ‘and 5 FAIL
University Lib. :
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NUMBER |AGE |EXAM NUMBER |AGE |[LIBRARIES
COURSE SITS IEINROLLED RANGE |INFO.  [ENROLLENRANGE |REPRESENTED
BRISTOL _ o
Brunel Technical Coll Michael Williams, 6% hours x |Servicing from 23 20 =19 entr, | 21 20 = [No info. for 1975.
Ashley Down Adv.Cert.Ed., | 33 weeks [School of Printing, 50 |17 CREDIT 51 |1874 course drew
. Bristol, BS7 9BU David Kipling, A.L.AJ Cept. of Humanities, 1 PASS 16 from Public
C.& G. FETC Avon County Library, 1 FATL 5 from Academic
Industrial Library, 1 from Industrial
Booksellers. 1 from Hospital
Visits to Bristol
Central Lib., The
Bodleian, Bristol
Undiv. Lib., Wills
r=search Lib., City
Archives, Nuclear
Lab. Lib., Hospital
Li.-bl
CHELMSFORD Miss R. E. Oates, 3% hours x jlio servieing. 19 17-110 entr. | 21 18 - |10 from Public-
Mid-Essex Technical A.L.A., Cert.Ed, | 35 weeks |Visits to County 47 | 3 DIST. 50 5 from Academic
College, Lib.HQ., Chelmsford - | 5 CREDIT 2 from Industrial
Victoria Road South, % Southend District 1 PASS - 4 non-employed
Chelmsford, Libs.,Medical Lib., 1 FATL
Essex. (M1 1LL (A.V. postal servics
Printing firm, City
Business Lib.,
_ Sritish Lib,Ref.Div, :
DONCASTER Miss F.M. Armstrong, | 5 hours x |Servicing on office 14 15 - |13 entr. | 12 18 = {10 from Public
Doncaster College of - A.L.A., Cert.Ed, | 46 weeks |practice, display, ' 40 1 DIST. 45 2 from Academic
* Technology, Miss M.M, Devine, local government, 7 CREDIT
Waterdale, A.L.A. bye-laws., o 4 PASS
Doncaster. DN1 3EX Visits to B.L.L.D., 1 FATL
Binders, public,
school, college,
university,
newspaper: libraries,
- |+ 2 special libs,
GLASGON Mr. S. Sharp, B.A. | 6% hours x [Servicing on English 27 19 = 20 entr. | 30 19 - {26 from Public
Central College of " (Hons) ,D.P.A.,F.L.A, 35 weeks  usiness Studies, 48 3 DIST. 45 3 from Academic
- . Commerce, Mrs, J. Cinnamond, Liberal Studies 12 CREDIT 1 from Industrial
300 Cathedral Street, - A.L.A. [Visits to university, 1 PASS
Glasgow. Gl 2TA Mr. B. McIlraith, 0 llege, Mitchell, |
A.L.A. Nat.Eng.Lab..®@muter




Morden, Surrey.

2 museums, publisher

2 special libraries,|

CF QOURSE NISITS ENROLLED GE [INFO. FNROLLENRANGE [REPRESENTED .
GRANTHAM C. Dack, B.Sc. Course not prunning at present. | No further dethils supglied.
College for Further | R. Tasker, A.L.A. '
Education, -
Stonebridge Road,
Grantham.
KIRKCALDY J,.T. Hubbard, M.A., | 6% hours x Bervicing on Genecrall 13 19 - | 7 entr. No caqurse in 1975
Kirkcaldy Technical A.L.A, 40 weeks PBtudies= : 52 6 CREDLT]
_ College, Visits to libs, in 1 PASS
St. Brycedale Ave., Edinburgh & Glasgow. .
Kirkcaldy, BSC, Motherwell,
Fife. KY1 1EX
LONDON Miss R.M. Nicholas, |6 hours x No servicing. 17 19 - |16 entr. | 22 19 =~ |7 from Public
Hammersmith & West - A.L.A., Cert,.Ed. 34 weeks |[isits to City Univ, 46 - | 3 DIST. 41 |4 from Academic
London College; Mrs. B. Bampton,A.L.A Lib., Dept. of 8 CREDIT 5 from Industrial
Greyhound Road, - Mrs, S. Williams, Fnvironment:;, Madicall 2 PASS 6 other Special
London. W14 9SE A.L.A, School, British 3 FAIL
Library, B.N.B.,
Barclays Bank T.C.,
Southend & Camdon
P.L., Wandsworth
Prison Library.
MANCHESTER Miss C,T. McDonald, |4 hours x pNo servicing. 30 18 - (30 entx. | 13 18 - |10 from Public
St. Johns College of A.L.A. 39 weeks . [Visits to Central 53 2 DIST. 47 1 from Academic
F.E., - [Lib., Regional 1 - |38 CRED 1 from Irdustria
Lower Hardman Street, #;b Bureau, I.C.I., 3 PASS 1 from Medical
Manchester, 3. achers Centre, 7 FAIL .
B.L.L.D., Bookszllen
- MORDEN _ D.J. Fawcett, A.L.A.,| 3%hours x [Servicing on Office 4 tern] course means 12 21 - [12 from Public
Merton Technical Dip.Th., F.Inst.Pet{ 4 terms Practice, exam rjot offlered 60
College, S : Visits to0 3 - 4 every [Decentier.
London Road, public libraries,




OF QOURSE | VISITS ¥ LILED |{RANGE {INFO, {ENROLLED F’If\I\IGE:T REPRESENTED
OTTINGHAM - M.N. Worth, A.L.A. 5 hours x | Servicing on Office| 20 18-46 |19 entr 20 18-50]14 from Public
‘est Bridgford A.D. Guest, A.L.A. 22 weeks Practice. 14 CRED 5 Academic
College of F.E., |M.J. Stacey, M.A., Visits to Univ. & 2 PAS$ 1 other Special
reythorn Drive, A.L.A. - Poly. Libs., City 3 FAIL
est Bridgford, Lib. Bindery,Notts. -
ottingham. NGl 7GA Co. Records Office,
. Boots Research Lib.
Woolston Book Co.,
Nottm.Evening Post
xford College of F.E.| R.S., Sephton, B.A., | 3% hours x |Servicing on office] 22 18~-45 |20 ent} 24 18-48| 1 from Public
Xpens Road, F.L.A. 38 weeks machines, display. 5 DIST|: 20 Academic
xford, OX1 1SA : Visits to Oxford 13 CRE 3 Industrial
, Poly., City P.L., 2 PASS :
Bodleian, Oxford
Times newspaper,
Atomic Enerqy
Research Lab.
ORTSMOUTH 3 Tutor Librarians 6 hours x | Servicing on office| 12 19-49 |12 ent| 19 16-50{15 from Public
ighbury Technical (not named) 33 weeks practice, display, 10 CRE 2 Academic
College, ' general studies. 1 PASS 1 other Special
osham, Portsmouth, Visits to I.B.M., 1 FATL 1 private
ants. P06 28A Southampton Univ,, student
County Lib.H.Q.
T. ALBANS R.H. Nichols, A.L.A.,| 6% hours x | Servicing on office| 13 19-55 {13 ent g 22-54|1 from Public
t. Albans College Cert.Ed. 36 weeks practice, art & 10 CRE 6 Academic
of F.E., ] Mrs. B. Tedd, B.A., . display, general 2 PASS 2 Industrial
9 Hatfield Road, A.L.A., Cert.Ed. studies, 1 FATL
t. Albans, : Mrs, D.E. Wingate - Visits to B.L.L.D.,
erts. ALl 3R] Martin, B.A., A.L.A. Science Ref. Lib,,
: Cert.Ed. Camden P,L., Repro.
Unit & Hatfield
- Poly., local binder
HEFFIELD
ichmond College of -
F.E.,
pinkhill Drive,.
heffield. S13 8D see next sheet




Trowbridge, Wiltshire

Museums Service)

& 1 Univ. Libs.,

Bookseller, Binder,

CULLEGE SIANT ! LlAlLC. DUKALLUN AKEAS SEKVIUED/ NUMBEK | AGt EAAM, |NUMBEK  |AGE [ LLDIVAMGD .
OF OOURSE | VISITS ENROLLED] RANGE, | INFO. | ENROLLED| RANGE| REPRESENTED
SHEFFIELD Miss M.G.G. Gregory, | 7%hours x | Servicing on office] 17 18-51 |16 ent| 15 18-59| 10 £rom Public
Richmond College of LL.B., F.L.A, | 32 weeks practice, general : 2 DIST : 4 Academic
- F.,E., | Mrs., J. Woodhead studies. 12 CRE 1 Industrial
Spinkhill Drive, | Visits to Sheffield| 2 PASS |
Sheffield, ~ S13 8FD & Barnsley Central o
‘ ' Libs., Céunty H.Q.
& Branch, Univ,,
Poly. & Scheol Libs
B.L,L.D., British
Steel Co. Lab.,
City Printing Dept.
SLOUGH _ N.F. Dawson, B.A., 3 hours x } Servicing on office 19 17-51 |19 ent] 16 17-50} 12 from Public
Slough College of A.L.A, 31 weeks practice, display : 2 DIST 3 Industrial
Technology, M.J. Holmes, A.L.A. & publicity. 11 CRE 1 private -
Wellington Street, Visits to Camden 4 PASS student
Slough, Berks. P.L. & Branch, 2 FAIL
' British Library
(B.M.) , John Wyeth
~ STOKE-CN-TRENT G.C. Otter, F.L.A., | 3 hours X |} Servicing on cfficeg 18 18-46 |13 enyy 18 16-46] 18 from Public
Cauldon College of : F.R.S.A. | 33 weeks practice 5 CRED
h F.E., (Visiting lecturers E Visits to Central 4 PASS
Stoke Road, M. Peterson, A.L.A. & County Libs,, 4 FATL
Shelton, F. Clark, A.L.A. ‘ Keele Univ., : :
Stoke-on~Trent Mrs. R. Worthington, Alsager College,
ST4 2DG A,L.A.) G.K.N., Tech.Centre : _ _
- TROWBRIDGE K.W. Pepper, A.L.A. B%hou:cs.x Servicing on verball 10 18=55 | 8 enty] 8 20~45] 5 from Public
Trowbridge Technical | (& 4 Visiting 36 weeks written & artistic 7 CRED o 3 Academic
College, lecturers from . communication. 1 PASS
College Road, Wiltshire Library & Visits to 2 Public

Printing Dept.




Ul QuursE | VISLITS ENROLLED JRANGE | INFO. |[ENROLLED {RANGE [REPRESENTED

WALSALL Miss M.E.W. Chattell{ 6 hours x | Servicing on 11 - 19=24} = ent 14 20=-40} 8 from Public
wWalsall College of ‘ A.L.A. 33 weeks General Studies. 1 DIS 3 Industrial
: Technology, Visits to Walsall, 6 CRE 2 other Special
St. Paul's Street, : | Dudley & B'ham P.L 2 PASH : © 1 1 private
Walsall, - ' I.M.I. & Int.NickeJ : : student
West Midlands. : Libs., C. of E.
Resource Centre

WOLVERHAMPTON R.F. Smith, A.L.A. 3% hours x} Servicing on 13 19~32] 8 ent 18 19-401 11 from Public
Wulfrun College of : 36 weeks reprographics, 1 DIS | 3 Academic

F.E., ‘ ' liberal studies, 6 CRE 2 Industrial
Paget Road, ' Visits to B'ham & 1 PASS _ 1 other Special
Wolverhampton, : o Dudley Central Libs : : ' 1 private '

Wvé 0DU ' Staffs.Co.H.Q., _ student
_ ' 2 Colleges & 1 '
Poly., Teachers'

A, V. Centre,
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DHOGUL G CINNA L R

- CrURSH ' AGE-  3TUDENT3: . - EXAM: @
COLLEGE LAC_STAFF DURAT'N _AREA3 SERVICZB  VISITS RWGE T P~ A _I _88 ML _Eu. Pa, Fut
EﬂfLSBURY C.¥,E. -~ NIL RETURN o
YILENA b 2h.x30wk. All Nil -+ 17«55 14 14 6 L. 2
BIRKENHEAD: . Industriel & o
Coll. Tech. - 1 3h.x33wk. Genersl,Studles C4ty Lidei . 20-53 11 8 -2 1. .11 11 .0
BEER o011, y 6h.x3Lwk. Library practice;Poblic, sead- 18+41 1918 1 15 14 1
' - -Gen.7tds. "ffice emic ¢ 3chool; : '
Practice. ~ther; Caxtcn
_ ‘ : .Vxhibitior
BRADFORD: - 14 - | - »
dradford Coll. various 3h.x3Lwik. A1l ' Public,ncadem- T . .
_ , - 4ic.Liba. 18=45 32 27 3 2 30 24 6
BRISTOL: - , ’ o f ~
BRUNEL T.C. 2 63h.x36wlk, Special,Acad- '
Chelmer I.H.Bs 1 3ih.x36wk, None : National,Acad- |
_ ; . : emic, Special, . ' '
Resource Cntret8-42 17 7 1 3 .9 14 11 3
GVENTRY: Tech. Coll, =~ NIL RETURN . S e S S e :
DONCASTIR: - _ : nffice Practlce, Kationsl, Acade :
Yet. I.H.E. Digplay, L.G. emic, .Special o g ) _
(*'aterdale) 3 5h.xL8wlk. Law, .libs. Bkeellr,17-40 12 7 ‘3 1 1 12 8 4
GLASGQY: Cent. _ EngliSh & ) V.Special' Acad- .
Coll. Commerce 3 61h.x33wk General Stds. 'emic,'Pub Libs19-55. 37- 25, 1 10 1. 31 24 7
HARRQGATE: - ' | _
Coll, F.E. 9 - NIL RETURN T
KIRKCALDY: 14 Shared between -”  National, _
Tech. Coll. various LOwke 1id'n & other staff Academic,’ ' .
. Spec. Liba. 19-25 29 9 9. 8 1
NOTES: ¥ T = total; P = Public; A = Academic- I = Induatrial- S = ”ther Special; NL = Non-Lihrary.

¥ En = Entered fbr examination- Pa. number passed° F.

= numbey failed.

. d and number referred: because of change in presentation of results it :
A . Fo = Eggb%gtf%;%glbI to deporate- pacoes from referrals in many returns nor to show grsdes of

passf/y
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COLLEGE . STAFF DURAT'N .AREAS STRVICHD  VISITS RANGE

LEAMINGTOR 24t - .
iiid=¥arvicksCFE ~ NIL RETURN

LEYLS: Lib'nship; various, |

Tech. Coll., - 5 5%h.x36wk. Ing.; Art; gssoc., with  18-40
- Office Prac,  course

LIVERPOCL:

Mabel Fletcher TB@GHnical College - NIL RETURN :

LONDCON: Hamm- 2+ Nat., Acsad.,

ersmith & Y. other : Pub.,Spec.,

London Coll, occnl.6h.x33vk. . + Aalid 22-35.

}1ORD7N: 14 - . |

ilerton Tech.C.vetg. 33h,.xh06wk, 8 21-56

NORVICH: _ e .

City Colls -~ NIL RETURN | SR o i

NOTTINGHA:: 7. Office Prac., by Aca,, Pub.,

BridgfordCFL 3 5h.X22wk., Business Stds. - Spec., Records
' : Off.,Book Shop

OAFCRD: Coll. Office machines; Acad., Pub., .
of F.E. 1 - 3hex38wk. Display. Spec. 18-47
PORT3:.0UTH: Gen.3td; nffice - Npte, Acad.,
Hizhbury T.C. 3 61.x36Wk, Prac.; Display - ?ub., Jpec, 18-50
ST AILBARS: Art & Display: Ilat.,.Acad.,

0011. Of cho 2 6hu.x3-i4Wk. Gen.Std;Off.Prac. Pu.b.’ Spec’ 17"’50
SHIFFIELD: %eneyal Stds.: | péﬁ Acad
Richmond.C.F.L.2 51h.x35wk, APt Pegctsog ) orer ~Cads,

: Pub,,Spec.,

: + Printg Dpt. 18-4)
SLOUGH: - '

_ N ﬁffice Prac,: Pub,, Acad,
g;é&i gﬁ'gﬁﬁﬁw 2C _13h.x32wk. Publicity. ’ : Spec:' ’ 19-52'
i~ON~TRENT: Cauldon College -~ NII RE N : ‘
TROVBRIDGS s : 8 TUR

lLcad, ,Pub,,

Technical Coll.l 33x36wk. General 3tds. 2pec., + bindr,

WALSALL:

B e e L T T,

Coll, Tech. 1 féﬂ'£m2ﬁk. Geﬁeral 3 .
wOLV .RHA! 1 TON: ) ; St s
Wulfrun C.7.5. 1 3hex36wik,
? - KIL RLTURN

Pub., " Jpec., . .
Kat.,lcad,  17-32
Office liachines, Pub., Aead.,

Resources @trs. A/V.Centre 18-50

bksllr.printer17-5QJ

T I

15 4
12 2
"
18" s
17 9
8 1
o117
16 6
A1 10
9
10 6
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SMMERY OF RESULTS OF THE QUESTICNNAIRE'OR Tac 157€/77 COSURSES

AND THE DECEIBIR 1077 EXAMINATICH

17 returns were received from:

Dirkenhcad College of Techaclegy
. Polton Technical Ccollege

Drsdferd College

Brunel Techrical Collece, Br:stol
Cheluer Inst. of EE, Chelmsfcrd
Dencaster Met, Inst. HE

Glasgow Central Ccll, of Ccmmerce
Hermersmith & W Londer Collegic
Hightury Tech, Coll., Fertsmouth

© 19 nil returns vere received from:

Aylesbury Coll. of FE & Agzric.
Cauldon Coll. of FE, Stoke-o-Trent
Coventry Technical Ccllege

Gwent College of HE

Harrogate Colleze of HE

Hugh Baird Coll. of FE, Bootle
Kirkeldy Technical College

Mebel Fleteher Tech. Coll. L'rocl -

Lewes Techrnical Crllege

Linecln Coll., of Technclogy

Oxferd Collene of FE

Richmerd Cellese of TE

Slough College cf Fh

Somerset Coll. of Arts & chhno_oby
West Iridzferd Cclleg; of FE
Wulfrun Coll. of FE, Wolverhampton

Nerwich' City College of F & HE
St Albans Collewe

St Johkn's CFE, Menchester
Staffcrd Ccllege cf FE
Suffolk College of F & HE
Trowtridge Technicnl College.
University of the West Indies
Walszll Ceilege of Technology

Matthew Ioultor Tech. Coll, B'hem

Western Educ, & Librery Bd, Gmagh
Merton Technical College ‘

LAC TEACHING STAFF

Averere Renge
Litrarians 2.0 1-~-6
Others : ) 1.5 1-4

'SYLLABUS AREAS -
SERVICID Y KON~

. ? Total Areas
Office Frectice '

30.4
LIERARIARSHIP STAFF [ oo crn) Studies 7.5
Liberal Studies 13.c

Reprogrephic & Office Equiment 8.7
A/V Moterials; Book-bindinz; )

Dusiness Stuldies; Crmputers;
Display; Literary Studics;

Publicity Material L.4 esch

L i

YISITS 4 Total Visits

(Aversse numder = §

*Putlic Library - metropolitan @iri.

-~ - 23.1
Renge = 2 - 10) University Litresy | 13.2
Naticnel Librery _ 8.8

Publiec Library — non-met, county ' 8.8

Industrial Librery 6.6

Other Special Litrary; Collegn of 1,44
Library; Polytechnic Library: Llnce_
Ccllege of Fduecaticn Liltrory

Schoocl Library; Hespital Litrary;
Cethedral Librory; Newspaper Librery -
Priscn Library; nesource Centre;
Frircter; Ccunty Record Uffice; Library
Look Supplier

*Inc. London Dorough Public Libraries.

; 5.5 each-
3.3

; 2.2 each
) o
)

)

1.1 each

R ES———
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CCURSE DURATION

(1975/76 intake) -
(This item amitted
from 1¢76/77. forn)

Maximum @uration = 5 hours x 48 weeks (24C hours)

Minimum @uration = 2 hours x 3C wechks ( 60 hours)

KUMBER CF STUDIENTS
ENROLLED

Total = 201 iversge = 17 Trnge = 6 - 23

STUDENTS' AGE-RANGE -

Range = 16 - 5T.Average of renges = 18 - 4§
(Average age (adding maxinme and minina snd dividing bty
mmber cf renges given) = 31

STUDENT'S
QUALIFICATIONS

" {There is "dcuble-
counting'" where
students had more
then one gqualif-
icsticn in the
categories listed)

i

2 2

1l or pere '0O' levels

5¢.5 . No cunlificaticos o2
.1 or more 'A' levels 15.3 Professicnrd
1 or more CSE 18.1 " gquelifieations .

Degree L
RSA or ULCI typing 3. CGLI kLeirdressing

2
1
.2 ISA cr ULCI s/hand O.
1 0
Hollend finels 0

TYPES OF LIERARY
IN WHICH STUDENTS
EMFLOYED

Scheol

Pullic | T .
College (including Pelytechnic)
Industriel

=\
L ]

University

Other special ‘

ot cmployed in litrary/informetion work
Other (unspecified)

owmwylo\—:wo&
FU=10OV-10O M

Goverrment .
EXAMINATION RESULTS 2
(overall) Entrants pessed o ' 84.8
Entrants referred ' . 13.4
Fntrerts failed : : 0.0
Entrants did not sit : 1.8
EXAMINATION RESULTS. Peper Gl Feper 02 Jmpen 03 (Assessment)
(by Paper & 2 Pl P
Assestment) ] ' ! =
o Dist. - ' .24.3 17.0 459
Credit 1.1 sh.1° B3
Fass 21.6 22.8 .3
Referred 13.C 6 LR
Failed .0 0.0 .5
July 1578 2

1



CITY AND GUILDS OF LONDON
INSTI'i‘UTE
PRE-REVISION RESEARCH QUESTIONNAIRE
~FOR COURSE 737

1980

238



SECTION A BACKGROUND OF STUDENTS (enrolled for the December 1980

Examination

Q.1 How many students are enrolled on the course?

Number of Centres

l = 10 enrolled 4)
11 ~ 20 enrolled 13 )
21 - 30 enrolled : 2 ) total number of students = 329
41 - 50 enrolled 1)
no answer 1)
21

Q.2 In which type of library do these students work?

Number of Students p 4

Public 169 51
Industrial/Special 46 . 14
Acadenic 92 28
Other * 10 3
No -answer . 12 4
329 100%

* i.e. prison, newspaper, medical, (?) cc libraries, army, clerical
work + 1 private student.

Q.3 How many of the students attend the course in their own time?

27 students - 8% of total.

Q.4 How many of the students have their course fees paid by?

Number of Students %
Employer 293 89
Themself - 21, 6
Other * 3 1
No answer . ' ' © 12 4

- 329 100%

* i.e. New University of Ulster.

Q.5 How many of the students have received structured in-service
training from their current employer?

77 students (= 23%)
6 respondents wrote 'not known'.
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SECTION B TEACHING ARRANGEMENTS

Q.6 Which department is responsible for 7377

No. of centres -

Library Department 3
Business Studies 5
General Studies 6
Qther * 7

21

* i.e, Adult Education; Professional Studies; Liberal Studies; English
& Social Studies; Arts & Languages; Humanities; English & Communi-
cation.

Q.7 Are Teachers from other departments involved in teaching these
- students?

Yes 10
No 11

21

Q.8 How is the 737 course arranged in your college?

. No. of Centres
Day classes over one year 16

Evening classes only over one year 2
Day and evening classes over one year : 3
21

Q.g How many hours in total are spent teaching the course?'

Number of centres

82 hours 1
96 " 3
120 ™ 2
126 " 1
134 " 1
144 - 1
152 ¢ 1
180 " 2
198 ™ 1
210 " 1
215 " - 1
220 " 1
no answer 5

21
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Q.10. Does the college offer other Librarianship courses?

Number of centres

No 16
Yes ) 5
21

Other courses specified - Library Association Part 1 and 2
Certificate in School Library Studies
A.L.A. SCOTEC
- BEC National Certificate Course for Library
Assistants.

SECTION C THE SYLLABUS AND EXAMINATION PATTERN

Q.11 Do you find the syllabus is wide emough to cover your students'
Library experience?

Yes 16
No 5
21

* Suggested additions to widen the syllabus:

- application of computers in library work #* (3)

~ staff management (3) (staff structures and job titles)

- customer relations

- school libraries (2)

~ include list of reference books **%

~ Health & Safety, care of books and packing/moving books
- more practical work (e.g. assignments).

** this request alsc voiced in additional comments at Q.19.

Q.12 Do you find the syllabus is deep enough to satisfy the needs of
your students and their employerg? .

Yes 18

No* 2

no answer . 1
21

* One tutor.wanted more detail and preeisibn in the wording to put'."

some more meat on the bones'; another wanted more on the work of
industrial library assistants.

Q.13 Do you think any parts of'the syllabus should be deleted?

No 2
Yes 19
21
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The following subjects were specified as irrelevant:

proof reading (16 respondents)

office equipment (3 respondents)

a number of reference books {1 respondent)

Section 17 (foreign material (3 respondents)
publicity material and display work (2 respondents)

Q.14 Would you be in favour of an examination pattern which provided

one general paper and a cholce of specialist option papers?

Yes 7

No 9
Undecided 4 -

No answer . 1
21_

Reasons for no/undecided

at this level the certificates should be of general value to
assistants from all types of library. Early speclalisation might .
hinder staff mobility .

specialisation is inappropriate at this level

better for students at this level to get a general background
useful for students to gain some knowledge of routines in other
types of library but difficult for assistants to adapt to the

"different routines

for the type and level of students using the course and in order to
ensure a high all rOund level of knowledge the present system is
best

on the surface a good idea but time in preparation of a number of
students for different options could cause problems

numbers would be insufficients to obtain all round knowledge and
experience ... many cf them move about from one type of library post
to another

specialising at this stage would be educationally bad and difficult
to teach.

5 Do you feel there would be support for a (ndn—professional)

Q.1
advanced Library Assistant scheme?

- College support Student support Employer support
Yes 14 12 : - 8
No 1 ' 2 , 1
Doubtful o 7 L 8 : 13

%22 ' 22 22

(* a response by letter was included with the 21 questionnaire

res

ponses: also at question 17 below).
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Q.16 Do you think specialist optien papers would be suitable for
a) the revised 737 scheme?

Yes -4

No 14
Possibly 1
no answer 2
21

b) a non-professional advanced Library Assistants scheme

Yes 19

No 1

no answer _1
21

Q.17 Would the provision of specialist options be viable in your
college?

Yes i5

: No 2

Unlikely (in present economic condition) 4
College would lhave to exercise some control 1

22

Q.19 Additional Comments

- The present scheme seems to allocate a disproportionate mark to the
first compulsory question. Section 15 on reference material is
vague and more detailed indication of the 'reference books in common

"use' would be helpful,

- The syllabus 1is dated and needs a thorough revision to bring it into
line with current practice.

- It would be useful to have an apgreed list of reference books which
tutors should cover.

— Further guidance on reference books/sources of information is essen—
tial - very few students work in reference libraries.

- Some emphasis could be placed on modern practices in libraries -
e.g. use of computers.

- A marvellous job is done by C & G with the LAC (current scheme) end_
" 'to create competition (see Q.15) in an already troubled area (BEC
National Award) would only be detrimental to C & G and then LAC.

- Provide a set 1list of reference books
- Allow assessment of any kind of practical work, not just narrow set: -
1list :
Clearly define which topics will appear on which paper
Ability to write A level style essays is not needed by most assis-
tants who should not be penalised for shortcomings here
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Please lay down minimum teaching time for course to help college
planning and to show employers.

— Provide list of specific reference books. -

~ More precision needed in most topic areas (only 7.9, 11 and 13 are
‘satisfactory). Sections 4, 5, 8 and 15 take up most teaching time -
the examination does not reflect this.

- Options should include library work with children and further:
education students under 18.

= Guidelines on reference material would help. Students not permitted
to deal with reference enquiries find this part of the syllabus very
difficult. g
More choice for non-public library assistants.

MPLOYERS RESPONSES

Q.1 In which type of 1ibrary are your Iibrary assistants employed?

Public . 13
Industrial/special ‘5
Acadenic 7
Other (Prison Dept. Establishments) 1

26

Q.2 What kind of further education and training do your library
assistants receive?

City & Guilds 19
*In-1ibrary training 22
**0ther course _ 7

% 5-10 day induction; training in enquiry work; discussion,‘visits,
short college courses; job rotation; reader relations;

*%*BEC National; relevant ASLIB course; AAL, YLG courses {Work with

children, introduction to reference work); local county library
courses; SCOTEC certificate in Lib. Science.

Q.3 Do your library assistants have a route for career advancement?

No 11

Yes 15
26

~ Senior Library Assistant/Trainee post - small branch librarians.
= Clerical II (with C & G certificate). '
- Senior Library Assistant posts graded Clerical I above bar and
Clerical 2.
- by merit and seniority via local government scales Cl- CZ
occasionally beyond. '
= occasional senior clerical posts.
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(With C & G or LAC) to Senior Library Assistants.

one tier now-hope to extend to three. :
a number of higher graded posts within each district.
(with BEC or LAC) to Senior Library Assistant.

Senior and Principal Library Assistant.

{

Q 4 Are your library assistants required to use are technology within
the library (e.g. computer)?

-Yes 19

No 5

Soon will be - 2
26

Technology specified

Computerised library issue systems (e.g. Plessey)
(11 employers)

Computerised on-line information

(4 employers)

Documentary reproduction (photocopier, microform, reader/printers)
(6 employers)

Teletext equipment (Prestel, Ceefax)

{2 employers)

Computer cataloguing/microform catalogues

{3 employers) -

Audio-visual equipment

(4 employers)

Q.5 Do you find the syllabus is wide enough to cover your assistants
library experience? :

Yes 14
Additional suggested 9
. " No 2
No answer 1
- 26

Suggested additions to widen the syllabus’

‘= gkills in serving clients (4 respondents)
- audio-visual and mechanisation-computers (5 )
- general studies related to book and o

libraries (2 " ) -
- supervision of staff - - (3 o )
~ the admin. side timetables, duties of SLA (2 ")

- health & safety, mobile libraries
- general basic reference work
= the education system.

245



Q.6 Do your'find the syllabus is deep enough to satisfy your

assistants' needs?

Yes 18

Additions Suggested 6
No 1

No answer 1

26

Suggested additions to deepen the syllabus

reference material (3 respoundents)
unpublished, technical material handling
computer techniques

classification

section 11 & 18

information.

" Q.7 Do you think any parts of the syllabus should be deleted?

Yes ' 12

No . 11

No answer 3
26

The following subjects were specified as_irrelevanti

general office practices that are not specifically library tech-
niques :

historical background, proof reading (7 respondents)

practical work '

too much reference book detail

over emphasis on Dewey

public library bias

handling foreign material

sections 6 (stock records), and 7 (preparation of books) (2 respon—
dents)

Q.8 The present syllabus is taught in one year, part time. What do

you think is the minimum amount of time which could reasonably be

allocated for releasing students over the year?

Answers to this question fell into five main categories:

‘Number of hours - No. of employers
45 hours * 1
80 — 100 hours 4
120 - 150 hours 9
200 - 150 hours . '8
as at present 4
26

* 2 respondents felt half the course should be done in the student s
own time.
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Q.9 Would you be in favour of an examination pattern which provided
-one general paper and a choice of specialist option papers?

Yes 10

No 15

No answer 1
26

_‘Reasons for no included:

- need for a general course at this level, a 'common core'

~ a basic all round qualification where holdere can be assumed to be
of a certain standard

"+ = the syllabus is general - the examination should also be general

~ most library assistants undertake general duties; a specialist paper
would be of no particular value

Q.10 Are there specialist options which would be especially relevant
‘to your library assistants?

Yes ' 10

No 15

No answer _ 1-
26

' Sug gested options

- library facilities in closed institutions

- report literature, non-conventional catalogues, new technology in
libraries

- ethnic minorities, service to young people, administration, special

- gervices (housebound, hospitals)

- public libraries, assistance to readsers :

- information techniques for business, commercial, scientific and
technical areas

- types of library

- official sources, education system, information retrieval.

Q.11 Would you Support a (non—professional) Advanced Library
Assistants scheme?

Yes ' 12

No 11

No answer 3
26

Do you think specialist option.papers would be suitable for a non-
professional Advanced Library Assistants scheme? '

‘Yes 9

No - 3

No answer 14
26
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Additional Comments on an Advanced Scheme:

Support would depend upon course content (4 respondents)

BEC course covers library admin. Anything else falls inte
professional scope (2 respondents)

What would be relationship to BEC modules° What salary grades would
be available? (2 respondents)

If it was of an equivalent standard to BEC National and accepted by
employers as equivalent

This authority agrees with the LA recommendations on further educa-
tion and has therefore opted for the BEC modules

We need to develop towards an HNC level 'Library technician' on the
U.S. pattern

advanced scheme of little value without practical career benefit.

Q.12 Additional Comments

course could be covered In fewer lecturers or more time devoted to
reference material (not necessarily books).

we have not objected to the present syllabus as such but to the bias
of the teachers ...

what is wanted is an exam system fiexible enough to allow course
tutors to provide depth in those areas where students need it most
(e.g. para. 2 of syllabus) at expense of other areas (e.g. para. 1.
_Perhaps more guidance to tutors is needed for a tightly controlled,

"modulated external examination system.

qualification should be BEC or LAC, not-both.- :

we would assume that any revised scheme would have the same prac-
tical basis and relations to the assistant's actual work.
unfortunately, university authorities do not recognise C & G for
promotion or financial bonuses, which reduces student incentive.
many staff from a smallish library tend to go.to the course having
already done a little of everything in libraries.

Their general comment is 'too easy'.

* Home Office Response

The'Deputy Chief Education Officer supplemented his questionnaire
responses with a long and careful letter (Appendix C) describing the
organisation and training requirements of the library service.

* We feel we cannot include this for general circulation. J.P,
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THE NALGO
DISTANCE LEARNING . °
PACKAGE FOR |
THE B/TEC DOUBLE OPTION
MODULE IN LIBRARY

AND INFORMATION STUDIES
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Notes of a Meeting with Mr M. Wilson and Mrs Diane Thomas, members of
the NALGO Education Department responsible, inter alia, for the
Directed Private Study Package for the BTEC Library and Information
Studies Module

1. Development of NALGO

NALGO began as a trade union in 1905 for local government staff.
It now organises in the public services, having undergone a major
expansion after World War II. In universities and similar institu-
tions, (& 8 polytechnics), it aims to recruit administrative, para-
professional and clerical staff rather than academic or technical.

"NALGO was founded in order to fight nepotism in the public sector.
If promotions were to be made, then they should be based on merit, not
whim. Because of this belief in meritorious appointment and promotion,
an Education Committee was an important prerequisite for the union and
such a group was formed but three years after NALGO's foundation.

2. Development of distance learning at NALGO

'NALGO instituted its own examination in administration in 1920.

Sanitary inspectors and similar workers looked for ways to achieve
a qualification. WNALGO provided one (along with a distance learning
unit) up to World War II. After 1945, the trend was towards 'smaller’
qualifications, particularly pre-examination courses. By the 1960s,
some of the 'bigger' qualifications had 'gone public' and courses were
offered in the colleges. NALGO was left with few major courses to
teach, until an approach by the IPM. This led to an alternative route
teo a management qualification, based partly on face-to~face teaching.
and. partly on distance learning. Strictly controlled by the IPM, the
course proved a popular onme. :

3. Accounting Courses

CIPFA and other accounting bodies then approached NALGO with a
view to providing a lower level qualification at OND level. This
"'resulted in the Accounting Technicians' Course, ultimately developing
into the BTEC (then BEC).

National Diploma for Accounting Technicians and the Association of
Accounting Technicians. The course includes a residential element, now
optional, formerly compulsory. In other words, there are two options,
a correspondence course and a DPS scheme. The latter originally
incorporated 15 days of face-to-face tuition, broken up as follows:

(a) Introduction (3 days)
{b) Mid-term _ (5 days)
(¢) Pre~exanm (7 days)

This has now been reduced to three days mid-term and three days pre-
examination face~to-face tuition.
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4,

Distance learning packages — format and content (with special
reference to the B/TEC Library & Information Work Option)

(a) Introductory package
Each student recelves an introductory package containing the
following: : '

. (1) Contents checklist

{(2) Welcome letter

(3)  Introductory cassette (Diane Thomas & Clive Granger) Deals with-
study methods) .

(4) ‘'Developing administrative skills' : _
{An LGTB developed unit; hard and rather ambitious). The aim is
to achleve a relationship between employer and student and to try
to get employers involved in the project.
(The NALGO team hoped to do a lesser version for library
employers when the B/TEC course is complete. The staff recognise.
the importance of stressing the problems of students in far—flung

: libraries)}.

(5) Study timetable
(The course is based on a rolling enrolment period; the 'Phases'
of enrolment are linked with the despatch periods for material

-and the residential courses -~ if run.)

(6) Second cassette (Rapid Reading)
(Plus book by Janice Grummett, available from the Industrial
Society, P.0. Box 1BQ, Robert Hyde House, 48 Bryanstone. Square,

: LONDON, W1A 1BQ).

(7) Exercises to go with (6).

(8) Study pamphlet and exercises

(9) Description of exercises and examples. . :

(10) Profile of 'Bromchester' ('Bromchester' is a notional town on
which much of the study of institutions, libraries, etc. is
based) .

(11) A note of NALGO's lending library (charges are 1evied on loans;
the service is 1little used).

(12) Assignments progress chart (one for each subject being done,
along with one for the cross-modular sections).

(13) Checklist of things to do when submitting assignments (NALGO
maintain an overall profile of the student's progress).

(14) Query forms (These can be used as the based for the telephone
calls to tutors).

(15) Telephone circulation list (A note on contacts, encouraging
students to get in touch with each other - particularly useful
where there is no residential course).

(16) Notes on cassette recorders {Tape input is essential in these

courses)

(b) The Library & Information Work Module- Content

(1)

(2)

The L.I.W. module is taught through six parcels (This is typical
for most of the other B/TEC courses) In general, two units are
sent out at each degpatch.

The Tutorial Notes include a copy of the syllabus in objective
terms, a list of the study materlal and reading lists. The
course alms to encourage further reading. One of the main text-
books for the course is Harrison, C. and Oates, R., Basies of.
Librarianship (L.A., 1980). Each assignment states the B7TE
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(3)

General Objectives being tested. The TNs also contains the
agsignment to be submitted for: assessment, as part of the
examining process.

There are eleven units altogether. Each contains:

(1) . a note of what the student is to be told in objective forms’

(1i) Readings

(11i) Text

(iv) Self-tests (these are usually very short. NALGO's authors
have found 1t very difficult to write these for librarian-
ship, other that for the practical exercises).

(v)  Exercises (These centre round the student's own library
and/or other library systems. The exercises may include
interviews with staff/readers - e.g. how libraries affect
people. Notes on what the students might have found in the
exercises are supplied).

There are no developmental assignments (non assessed test papers)

in the L.I.W. units. Modular assignments (i.e. a mock exam) are timed
for residential courses.

(e)
(L

2)

)

(4)
()

(6)

)

(8)
(9)

(10)

The Library & Information Work Module: Details

The package for the first L.I.W. module is complete; that for the
gecond 1s still being written (December 1983).

A co-ordinated programme has been mounted to write the various
study units. Chris Smith (East Sussex) is the co-ordinator of a
number of authors.

Once the units objectives have been written, they are sent with
the outline assessment programme, to the BEC moderator for
comment.

As yet, only a small number of students are taking the BTEC
librarianship module, though NALGO are optimistic that this
should increase gradually (as was the case with the Housing
Studies module).

There are two sittings for the examination (summer/winter).
Students can enrol for elther via the NALGO DPS scheme. Thus a
student may take 10 or 20 months to prepare for the exam.

Double option modules usually require an enrolment of 15 students
per college. Thus many option modules may remain unviable.
Because of this, it is possible to do core modules (where
students numbers are likely to make the course wviable) at a
college, with the options being farmed out to NAGLO.

If sufficient people attended, special L.I.W. residential courses
could be held. Otherwise, Library staff will have to attend the
two general mid-term (three days) and pre-examns {three days)
residential periods on People & Communications and New
Technology. Different option classes can be held on the courses,
with a maximum of 3/4 day per option.

Some employers sponsor students on the courses; others pay for
themselves. Hardship cases may be considered for scholarships
-from NALGO.

Wherever pogsible, and particularly if the student is under 25
years of age, applicants are encouraged to go to college rather

" than undertaking the DPS scheme.

BTEC courses are not availlable in Scotland though, if the
employers agree, Scottish students can take a. course, coming to
: England to sit the examination.
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S. Management of the Library & Information Work Module

(1)

(2)

(3)
(4)

NALGO was initially approached by the Library Association. NALGO -

was Interested in para-professionals in libraries. The NALGO ‘
" view on library workers 1is that for what they are paid,

librarians are too highly qualified. The union opposed an all-
graduate profession in the 1970s. As a result, NALGO was keen to
develop a skill-based para-professional course, though at
national rather than higher national level.

A steering group of the Examinations Committee of the LGTB meets
twice a year to review the DPS scheme. Membership is three
NALGO, three LGTB and an independent chairman, along with the
officers of the board and the relevant NALGO servieing board.
The steering group reviews statements on the scheme and makes
general observations. _

The DPS scheme is also considered by the NALGO Education and LGTB
Examinations Committee, which meet four times per year. _
BTEC moderators are there at all Steering Group Examiner's;
Board officers of BTEC also attend when course re—accreditation
becomes necessary.
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The Certificate of Secondary Education

Mode II1 Examination
in

Librafv Studies

David Baker; Sub-Librarian (Reader Servicea) .
Brynmor Jones Library,
University of EHull,

Introduction

As early as 1960, the Beloe Reporé sgggested that a Certificate in Secondary
Education 'would be appropriate for the 20 of the ability range below the top

207 who might be expected to attempt '0' level, but that a furtheg 20% (down to

" about the 60th percentile) might be offered individual subjects', The qualifi-
cation was eventually introduced in 1965, when fourteen regional examining boards
covering England, Wales and Noxrthern Ireland (there is no equivalent gualification
in Scotland) were set up. In that first year, only nine of the boards offered
examinations, but by 1966 the Certificate was available in every region.

. : - p .

" The C,S.E. is 'intended for candidates who have completed & five-year course
of secondary education'3; the age of the pupils is normally fifteen or sixzteen.
There are five grades of award, the first of which is intended to be of the same
academic standard as a G.C.E, ordinary level pass,

Modes of examination

The C.5.E. qualification is centred round the schools themselves rather than
‘on & central examining body. The regional boards are controlled by councils on
vhich teachers from schools involved in the examinations form the majority.

There are three 'modes' of examination. The first is where the syllabus and
written papers are set and marked by the external examiners for the regional board
(also teachers from the area). In mode I1 the individual school is allowed to
.design the syllabus but the examinastion papers are set and marked by members of
the board. The third mode enables the individual teachers not only to design their
own syllabus, but also to mark their own pupils' papers, subject to the approval
and moderation of the regional boasrd. Pupils' work during the fifth year at school

 may form part of the overall assessment.

The three modes are interchangeable for particular parts of subjects, Indeed,
the differences between modes are not always clear; 'current_practice [is] too
diverse to be readily described in formal mode terminology'.s A move to vwhat can
- nevertheless be described as mode III schemes (especislly in the Humsnities and .
Social Sciences) was evident throughout the 1970'8®, although Torrance's recent
Btudy found that something of & plateauv has now been reached for this particular
form of assessment,

_ In 1982, mode III examinations accounted for 'sbout one quarter of &1l C,S5.E,
" entries, though well over half of &11 examination centres [offered] mode III
candidates',” Argusbly the most labour intensive of the examination options, mode
III gives ‘an opportunity to teachers to ensure that what they teach their pupils
is also what is examined ... it] is particularly appropriate &3 a means of assess-
ing work which cuts across the traditional subject boundaries'.& . '



cont./E_

The C,5,F, in library Studies

Genersl

As part of a larger project to study non-professional qualifications in
librarianship in the United Kingdom, the fourteen regional boards were contacted
in April, 1983 to see what courses in Library Studies were being moderated.
Positive responses were received e&s follows: :

Board Schools offering & C,5.E, course in Library
Studies -
Southern Regionsl Examinations _ (1)Denbigh School, Blétchley, Milton Keynes
Board
South~East Regional Examinations . (1;Bexhi11 High Séhool, Bexhill-on-Sea
- Board . (2)Highfield Secondary School, Chatham
" Welsh Joint Education Committee (1)Pembroke School, Pembroke
 Weset Midlands Exeminations Board (1)Smethwick Hell Girls' School, Smethwick,
' Warley
Yorkshire and Humberside Regional (1)Buntcliffe Comprehensive School,
Examinations Board - | Gainsborough (Lincs,)
- _(23NewlandAHigh School, Hull _ _
(3)Risedale School, Catterick (N.Yorks.)
London Regional Examining Board (1)North Westminster School, London W2
 Associated Lancashire Schools (1;Bolton Metropolitan College, Bolton
Exanining Board ' ~(2)Shena Simon College, Manchester

411 the courses listed were operated under mode III arrangements. The eleven
schools were contacted during May, 1983, Five schools (Denmbigh, Highfield, Hunt-
cliffe, North Westminster, Shena Simon) replied that they were either not presently
offering a Library Studies course {though syllabuses were still availsble in one
or two cases) or were unable to provide further information. An sdditional, seem=-
ingly defunct course was discovered at West Denton High School, Rewcastle-upon-

Tyne, although details of neither syllabus nor teaching methods were available .2

Lack of funds seems to have been the main reason behind the withdrawal of
courses: at one school the teacher-librarian who had devised and run the scheme
left snd was not replaced; the former tutor at another school commented wryly that
the axeing of the C.S.E, in Library Studies was 'regrettable but logical since the
1ibrary [haa] had only £150 to spend in the last four years', '

conte/ees
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cont./3

Survey of C,S,E, Library Stﬁgjes syllabuses, exeminetions end ‘students

The remaining six schools &ll agreed not only to supply details about their
Library Studies courses (including copies of syllabuses and recent past examina-
tion papers) but also to administer & questionnaire addressed to their students,

The Schools

Before discussing the various courses and the students following them, &
general description of the schools offering the mode III in Library Studies and -
other background information will be necessary.

Bolton Metrovolitan College is not & 'school' in the strict sense of the
word. The institution was formed in September 1982 and charged with the task of
providing non-advanced further and adult education (age sixteen years and upwards)
-throughout the borough. As such, the college operates on many siies, with upwards
of 17,000 students, The former Bolton Technical College, now the 'Manchester
Road Site' is the biggest centre and contains the main library service (e¢.25,000
volumes) for the whole institution. The C,.S.E..in Library Studies is taught here,
gs is the City & Guilds Library Assistant's Certificate, The former course was
instigated some six years ago, although there was a. gap of four years in the middle
of this period when the option did not run, Instigated as a ROSLA link course,
approximately twelve students tske the mode III in Librery Studies et Bolton each
year,

The remaining schools vary in both eize and age, Smethwick Hall Girls' School
has only 700 pupils; Pembroke School has 1,780, The remaining institutions average
approximately 800 students each, Newland High School, Hull was founded in 1908
and Smethwick in 1939; the remaining institutions date from either the 1950's or
the 1960's. The age range of the children attending the schools varies according
- to area, as one might expect, although only Newland and Pembroke have sixth-form
pupils, The size of the libraries on which the courses are based ranges from -
5,000 (Smethwick) to 16,000 volumes (Newland).

The courses at these five schools date from 1976 or later, That at Newland
High School is the newest, having been offered for the last three years only.
The reasons for instigating & mode III Library Studies scheme range from 'enhance-
ment of the school library's status' to 'extension of the scope' of the institut-
ion's English department - the section from which this particular C.S.E, normally
emanates, Newland and Pembroke see the course as a useful one for non-A-level
sixth-form students, Pembroke also offers the course to 'high~-flying' fifth
formers who have already taken English Language '0O' level in the fourth year of
secondary school study. 60 to 80 students a year take the course at Pembroke,
of vhom about 35 are the ‘high-flyers', the other 30+ being first-year sixth-formers
who have usually obtained a grade 3 {or lower) C,S.E. pass in English Languege in
- the fifth form, Library Studies classes at the other schools are much smaller,
-_-Egpgéng from an average of 7 pupils per year at Newland to approximately 16 at

igedale, : ' - , : :

~ Syllebuses and exeminations

- There ‘ie a marked degree of similarity between the six syllebuses, even though
all are school-based schemes emanating from different regions, Two schools (New-

- land High School, Hull and Risedale School, Catterick) share the same syllabus,

411 include sections on 'the book', hietory and types of libraries, library practice
and effective information handling. o _ '

cont./...
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cont./4

(a) Bexhill High School

Bexhill's Library Studies mode III is linked to a three-tier badge scheme
intended to train 'pupil-librarians'. The second and third stages of this plan
may only be attempted after the preliminery and intermediate sections have been
passed and two and three terms of service respectively have been completed., The
tests sssociated with the badge schemes are similar to some of the simpler City
& Guilds Library Assistant's Certificate (old syllabus) practical exercises.

As well as developing in the pupil 'the knowledge and skills reguired tog (a;
make a practical contribution to the organisation of the school library [and] (v

" be able to retrieve and record information effectively', the C.S.E, scheme proper . .
aims to discuss the history and organisation of libraries in this country, the
factors involved in the act of reading, books and book production and the history
and criticism of English Literature. The list of topics covered during the course
"4s not only wide~ranging - from 'eriteria and methods of book selection' to 'lib-
raries in the future' or from 'how differences of sex and education affect reading
 habits' to 'the evolution of the book' -~ but also very detailed. .

Assessment procedures consist of course work {including visits to libraries
and practical-exercises), a special study of not less than 2,000 words on a topic
arising from any pert of the syllabus, an annotated bidbliography on a subject of
the pupil's owvn choice, a variety of tests (including the mounting of a display,
the cataloguing and classification of both books and non-book materials) both
practical and oral, A two-hour written examination covering all paris of the
syllabus must also be sat, The total marks awarded are divided equally between
written paper, special studies, course work and practical tests/exercises.

(b) Pembroke School

- Pembroke's syllabus differs little from Bexhill's in outline. There are

five main headings: the book and the pexriodicalj libraries in Britain (including
'lJibraries in the future'); library practice; use of books in general; outline of
English Literature, The assessment schedule is more broadly-based, however:
practical work and the written paper account for two-fifths of the total marks
each while & single specisl project counts for the remaining fifth, The written
paper, like that at Bexhill, lests for two hours, has three sections and requires
the candidate to answer five questions.

" (c) Smethwick Hall Girls' School

- Unlike the previous two schemes, which link Library Studies with English
Literature, Smethwick's mode III C.S.E, enmphasises local studies and office practice
The course aims to give candidates {a)'an understanding of the contemporary life
~ of the Midlands by teaching them how to meke full use of resources in their study
-of the area'; (b)*the Imovwledge of how to organise resources in, and how to main-

* tain successfully a esmall general library'; ?c)the techniques 'to enable candidates
to engage efficiently in basic office practice according to accepted standards';
(d)the methods of research 'to produce an original study on & subject covered in
the course or related to some aspect of it'. .

The three parts of the course (local studies, library work, office practice)
are taught throughout the five terms of the course., The study of the Midlands
covers the geography of the region, the influence of the Industrial Revolution

s the government of the region, culture, amenities and transport in the
area, Class work is backed up by extensive use of maps and plans, photographs and .

- . other documentary evidence, field work, projects and other practical exercises,

including the mounting of displays.,
The 'library practice' elements of the course include the use of basic.referé

ence sources (especially for local Btudies), book selection (criteria and proced-

u:es), technical processes in libraries (including practical cataloguing &nd
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classification), a detziled study of local libraries (inclvding & period of
work experience at the end of the formal course, if possible), & small survey of
reading habits an@ an ezamination of the objectives of school libraries.

'0ffice practice' forms an important part of the course and, although
including meny of the clerical routines associated with libraries, concentrates
on the procedures relasting to business and other commercial and public institut-
ions, MNethods of communication, payment and filing, commercial documents and the
different types of office job are all studied, while practical work on Placement -
with local firms and other institutions is undertaken where possible,

(@)(e)Newland Hiph School, Hull/Risedale School, Catterick

-

The syllabus for these two schools aims to 'measure the extent to which -
candidates show they are able to (a)display knowledge of books and libraries;
(b)demonstrate that they are able to use [the] library facilities that are avail-
. able;'(c;demonstrate Judgement in readng; (d8)organise books and library material,

Topic (2) is worth 50%, (b) and (d) 20% each and (e) 105 of the totel marks, This
percentage division is reflected in both the 'school assessment’ (vritten work,
practicel exercises, oral tests) and the 'regional assessment', which consists of
a2 1% hour written exemination and a folder of work completed during the course,
The formel paper is divided into two halves: the first (worth three~-fifths of the
total writien examination marks) is in the form of multiple-choice questions
closely akin to those in section A of the City & Guilds Library Assistant's Cert-
ificate examinations,., The second section asks the candidates to answer iwo essay-
type questions, :

. The syllabus itself is divided into four sections: 'the book' deals with the
begimmings of writing and the evolution and present state of printing; 'libraries®
‘traces the history of book collections from ancient times to the present day as -
"well as looking to the future; 'library practice' consists of subsections on book
‘selection, classification schemes, administrative procedures and book exhibitions;
'use of books and periodicals' aims to show the student how to read and study
reading material, end how to use and interpret basic reference works,

(£) Bolton Metropolitan College

-~ The emphasis in Bolton's mode III in Library Studies is different from that
of the other schemes, &s might be expected from the nature of the institution:
the students will tend to be older than those on most of the courses and they are -
attending a college rather than a school, The course description lists two comp-
lementary aims: firstly, the syllabus is intended to be 'appropriate for both the
prospective professional and non-professional librarian'; secondly, by following
the course, the student should be enabled 'to be fully aware of the importance and
availability of information for all purposes, whether for study, general informa-
tion or recreation', In view of this, the course includes 'special emphasis on
. the cultivation of critical awareness and the ability to formulate judgements on
the part of the students'. ‘

, Although the broad syllabus headings differ little from those of the other
schemes - the book, library history and practice, orgesnisation of material, etc. =
the bies in favour of use of sources of information is strong. The practical '
assessed work is not time-limited: ‘each student's achievement must be related.-
%o the difficulty of the individual_task, to the material available ... (ang] to
~the relevance and standard of [that] material ... Individual rather then group
work is important'. 407 of the total marks are awarded for an individual projects
the remaining 606 is divided equally between practical course work, continuous
assessment and a written paper. The latter covers only 'the basic (elementary)
theory and description of essential procedures, processes and idees behind the
library system'. The examination is divided into two sections, a muliiple choice
first half similar to those for the other courses, and an essay-iype second half,
vhere only one question need be answered, If candidates have not finished the
paper after one hour, & further thirty minutes is allocated for its completion.

250 o . . N ) cont ./o O‘l



: cont./6

The Students

These, then, are the syllabuses &nd examinations for the C.S.E. mode III in
Library Studies as taught in six widely-differing institutions. In orxder to
discover more about the students who took these courses, & questionnaire was
distributed for completion by each of the C,S,E, groups., The survey form began
with basic biographical details (age, Bex, previous educational qualifications,
present courses of study) followed by & section on the Library Studies course and
finally a set of gquestions asking about the respondents future plens and his or
her interest'in/opinion of librarienship. 48 well as the standard 'option' gquest-
ions, respondents were asked to add their own comments on both the course and
library work, : '

(a) Background

The nurber of responses to the questiomnaire was as follows:

Bexhill - 9 students
Pembroke = 9 "
Smethwick - 14 "
Newland . - 7 "
Risedale - 16 n
Boltoh - 9 "

a 1]

47% of the respondents were aged 15; 27% were 163 19% were 17 and 5% were 18,
Two students (both from Bexhill) were under 15 (3%)., Bolton and Permbroke had
811 the eighteen-year olds, although Newland had seven seventeen-year olds (i.e.
a1l its respondents) in.the C,S.E, classes,

Two of the schools (Newland, Smethwick) were for girls only, although with
the exception of Pembroke, where the sample replies were perhaps not fully rep-
resentative of the class &s a whole, females predominated by 2:1. 2¢% of the
total number of respondents were male. ' ’

4t three of the schools (Bolton, Newland, Pembroke) many of the students
already possessed qualifications and were teking the Library Studies course as
an extra qualification in the sixth form. These pupils between them possessed
a total of 131 certificates, 30 at G.C.E. '0' level, 91 at C,.S.E, level and 10
relating to other examining boards (R.S.A., City & Guilds, etc.)., 103 of these
certificates were accounted for by only twelve Bubjects, of which English Lang~
uage, Mathematics and History were, slmost inevitably, the most popular.

The respondents were all asked the subject and level of any gqualifications
for which they were studying other than the C,5.E. in Library Studies, 4 total
of 411 certificates, 5 at G.C.E. 'A' level, 194 at G.C.E. '0' level, 177 at C.S.E.
level and 35 relating to other examining boards, were listed, Hathematics was
the most frequently-cited subject, followed by English Languege, Biology, Domestic
Science (various categories) and History., languages other than French yproved
extremely unpopular, assuming that such courses were on offer, o

(b) Students' attitudes to the courses

, 45% of the respondents found the Libréry Studies course 'of some interest',
25% found it tinteresting' and 20> - mostly girls who were seriously thinking of
becoming librarians - thought the subject 'very interesting', Asked how!the -

’ N .
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studies were for their other courses, 44% said that they were ‘of some relevance',
34% thought them 'relevant' and 11% thought them 'very relevant',

A third guestion in this section of the questionneaire aimed to ascertain
how much students enjoyed particular aspects of the courses, although since both
syllabuses and teaching methods varied, no obvious general conclusions can be
made from the responses given. Nevertheless, it was clear that the most practical
parts of the work (visits, catalogzuing &nd elassification, displays, etc.grwere
more popular with the students than vere the historicsl and literary sections.

_ Despite the seeming range of ability of students following the Library Studies
- course, only one person found the work 'very difficult’; 780 thought the subject
either 'not too difficult' or 'easy'.

The pupils' own comments on the course were on the whole complimentary,
although only the more interested respondents tended to add their owm opinion at
the end of the formal questions., Criticisms of teaching methods centred round the
amount of work which had to be done throughout the year, vhile some pupils felt
the course content had too little individuality = it had either too much bias
towards English or History or was too much a mixture of several subjects. None |
of these comments can of course be applied with certainty to all the schemes being
studied. - : :

YMany of the respondents commented on the usefulness of the course for their
studies in general, Even though several of the pupils were not thinking of becom-
ing librarians or even enjoyed librarianship, they were prepared to admit that
the knowledge gained - especially of how to use libraries and reference works
effectively - would help them in other studies. More than one respondent advocated
that a course similar to theirs should be made available to the general public,

~(c) Students' future plans

725 of the Library Studies students definitely intended to go on to some
form of further or higher education. There was no obvious choice of subject apart
from nursing for some of the girls and some form of scientific career for the
boys. 13 hoped to go to.university, 6.5% to a polytechnic and 27.5% to a college
of further or higher education, ' o : )

1% of the respondents were interested in becoming librarians; all of these
students were female, 56% were definitely not interested in such a career, The
remaining 25% were unsure of their future plans, although judging by their answers -
to other questions, few of these respondents were likely to become librariens,

Those pupils who had said they hoped to become librarians were asked to give
reasons for choosing such a career, 'Meeting people' was a popular reply as was
the satisfaction of putting books into order either on the shelves or through the
catalogue. 'Variety of duties’ was also cited, as was the mneed (in a reference
library at least) to know about a wide range of subjects, Nost of this group of
respondents wanted to work in a public library; & few cited particular types of
library, including children's, branch, mobile and reference sections.

; Those pupils who had said they did not want to work in libraries were also
-asked to give their reasons. A large pumber of respondents thought that the work
would be boring; many felt they could not work in such a 'quiet' atmosphere,

- This would-certainly be unacceptable for one particular student who said that she
liked 'to be active ocutside and to make & lot of noise'! In some students® eyes,
the boredom would largely be caused by having to sit and read books all day, while
others felt that librarienship was too closely linked with 'arty' subjects for '
their 1iking, The lack of a career structure, as they saw it, was a worry to
several respondents, especially when they compared librarianship with their "

‘Con.t o/o e .'
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~ 'chosen' careers - cdmputlng, hurs;ng, teaching, armed forces, Lov pzy was
enother reason, and a few pupils hinted at whsat they felt was the lowly status
of llbrarlanshlp.

Curiously, some of the comments mzde by people about their chosen cereer
were similar to those statements made by the pupils interested in beconming librar-
ians. The desire to 'help people' was an obvious motivator for the intending
nurses and social workers, while the need to retain interest in the work was also
important. One student wanted to become & bank clexrk because of the job's inter-
est) '

Conclusions

The C.S5.E, mode III Library Studies schemes have operated successfully for
a mumber of years in a small number of schools throughout the country where a
teacher/librarian is sufficiently interested in the subject o want to extend the
range of courses offered, The content of many of the syllabuses varies only in
deteil, vhile there is an obvious link with some parts of the City & Guilds Library
Assistant's Certificate, This is not surprising, of course, when one considers
- that many of the library assistants taking the latter examination will not be
substantially older than the pupils on the C,S,E, courses, Although there are
exceptions, as noted above, most of the Library Studies courses have their strong-
est internel links with English Language and Literature courses,

Because of the nature of the C.S.E, examination, except where the course is
deliberately offered as an extra subject for the 'top 2(f%', Library Studies will
not attract pupils of the highest educational attainment. It is nevertheless
clear that, for a number of the class members, the subject either paves the way
for & p0351ble career in librarianship {though few of the tutors could remember’
~any of their former pupils becoming llbrarlans) or holds sufflclent 1nterest and/or
relevance for them to enjoy the course,

It is a pity that a syllabus which can help pupils learn how to use libraries
to good advantage and to study to best -effect should not be more widely available,
~ The prospects for C.S.E, mode III schemes are far from ros¥ however. Writing in--
the Times educational supplement, a C:5.,E. Board Secretary 6commented that in
future, schemes might be subject to a return to externally-orientated exemining
systems, 20 nullifying the advantages of school-based courses, Research has also
suggested that the C,S,E, qualification is still regarded with suspicion by many
employers, vho relate not only this certlflca¥e, but also any other non-G.C.E,
examinations to '0!' and 'A' level standards., !

To practising librarians, the most salutary lesson to be learant from many of
the pupils studying librarianship at C.5.E, level concerns their view of our
yrofession, Despite the changes of recent years — especially since the introduce
tion of 'new technology' - libraries are still seen by the citizens of tomorrow
as boring, quiet places and librarianshipasa career only for shy girls without
ambition, Let us hope that their colleagues on the Library Studies courses who
found the subject interesting - even exciting ~ and reallse the value of inform- -
atlon and its control can persuade them otherwise., :

‘cont./...'
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The Certificate of Secondary Education
Mode 111 Examination

in

Library Studies

David Baker, Sub-Librarian {Reader Services)
" ' Brymmor Jones Library,
University of Hull,

Introductibn

~ As early as 1960, the Beloe Reporg suggested that a Certificate in Secondary
Education 'would be appropriate for the 20% of the ability range below the top
20f who might be expected to attempt '0' level, but that a furtheﬁ 20% (down to
about the 60th percentile) might be offered individual subjects'.,” The qualifi-
cation wag eventually intrcduced in 1965, when fourteen regional examining boards
covering England, Wales and Northern Irelend (there is no equivalent qualification
in Scotland) were set up. In that first year, only nine of the boards offered
examinations, but by 1966 the Certificate was available in every region.

The C,5,E, is 'intended for candidates who have completed a five~year course
of secondary education'”; the age of the pupils is normally fifteen or sixteen.
There are five grades of award, the first of which is intended to be of the same
academic standard as a G,C.E. ordinary level pass.

Modes of examination_

The C.S.E, qﬁalification is centred round the schools themselves rather than
" on & central examining body. The regional boards are controlled by councils on
which teachers from schools involved in the examinations form the majority.

There are three 'modes' of examination., The first is where the syllabus and
written papers are set and marked by the externsl examiners for the regional board
(also teachers from the area). In mode II the individual school is allowed to
design the syllabus but the examinstion papers are set and marked by members of
the board. The third mode enables the individual teachers not only to design their
owvn syllabus, but also to mark their own pupils' papers, subject to the approval
and moderation of the regional board. Pupils' work during the fifth year at school
may form part of the overall assessment.

The three modes are interchangeable for particular parts of subjects, Indeed,
the differences between modes are not always clear; 'current_practice [isj too
diverse to be readily described in formal mode terminology'.s- A move to what can
nevertheless be described as mode III schemes (especially in the Humanities and
Social Sciences) was evident throughout the 1970'36, although Torrance's recent
. 8tudy found that something of a plateau has now been reached for this particular

" form of assessment. o :

In 1982, mode II1 examinations accounted for 'sbout one guarter of all C.S.E.
' entries, though well over half of all examination centres [offered] mode III
candidates',7 Arguably the most labour intensive of the examination options, mode B
IIT gives 'an opportunity to teachers to ensure that what they teach their pupils
is also what is examined ... Lit] is particularly appropriate a&s a means of assess-
ing work which cuts across the traditional subject boundaries'.B - '
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The C,S.BE, in Library Studies

General

. As part of a larger project to study non-professional qualifications in
librarianship in the United Kingdom, the fourteen regional boards were contacted
in April, 1983 to see what courses in Library Studies were being moderated, '
Positive responses were received as follows:

Board . Schools offering a C.S.E. course in Library
Studies
Southern Regional Examinations (1)Denbigh School, Bletchley, Milton Keynes
Board .
South-East Regional Examinations (1§Bexhill High School, Bexhill-on-Sea
Board , - (2)Highfield Secondary School, Chatham
Welsh Joint Education Committee (1)Pembroke School, Pembroke
West Midlands Examinations Board (1)Smethwick Hall Girls' School, Smethwick,
: Warley
Yorkshire and Humberside Regional (1)Buntcliffe Comprehensive School,
Examinations Board - Gainsborough (Lincs,)
. (Z;Newland High School, Bull
(3)Risedale School, Catterick (N,Yorks.)
‘ Londén Regional Examining Board  (1)North Westminster School, London W2
Associated lLancashire Schools ‘ (1§Bolton Metropolitan College, Bolton.
Examining Board . (2)Shena Simon College, Manchester

A11 the courses listed were operated under mode III arrangements. The eleven
schools were contacted during May, 1983. Five schools (Denbigh, Highfield, Hunt-
cliffe, North Westminster, Shena Simon) replied that they were either not presently
offering a Library Studies course (though syllabuses were still awyailable in one
or two cases) or were unable to provide further information. An additional, seem-
ingly defunct course was discovered at West Denton High School, Newcastle-upon-

. Tyne, although details of neither syllabus nor teaching methods were available.?

Lack of funds seems to have been the main reason behind the withdrawal of
courses: at one school the teacher-librarian who had devised and run the scheme
left and was not replaced; the former tutor at another school commented wryly that
the axeing of the C.S.E, in Library Studies was 'regrettable but logical since the
~ library [had] had only £150 to spend in the last four years'. '

cont./...'
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Survey of C,8.E, Library Studies syllabuses, examinations and students

The remaining six schools all agreed not only to supply details about their
Library Studies courses (including copies of syllabuses and recent past examina-
tion papera) but also to administer a questionnaire addressed to their students.

The Schools

Before discussing the various courses and the students following them, a _
general description of the schools offering the mode III in Library Studies and
other background information will be necessary,.

Bolton Metropolitan College is not & 'school' in the striet sense of the
word, The institution was formed in September 1982 and charged with the task of
providing non-advanced further and adult education (age sizteen years and upwards)
throughout the boroungh, As such, the college operates on many sites, with upwards
of 17,000 students. The former Bolton Technical College, now the 'lanchester
Road Site' ie the biggest centre and contains the main library service (c.25,000
volumes) for the whole institution, The C,S,E,.in Library Studies is taught here,
a8 is the City & Guilds Library Assistant's Certificate. The former course was
instigated some six years ago, although there was a gap of four years in the middle
of this period when the option did not run. Instigated as a ROSLA link course,’
approximately twelve students teke the mode III in Library Studies at Bolton each
year . . . : ’ -

The remaining schools vary in both size and age. Smethwick Hall Girls' School
" has only 700 pupils; Pembroke School has 1,780, The remaining institutions average
approzimately 800 students each. Newland High School, Hull was founded in 1908
- and Smethwick in 1939; the remaining institutions date from either the 1950's or .

" the 1960's. The age range of the children attending the schools varies according
to area, as one might expect, aslthough only Newland and Pembroke have sixth-form
. pupils., The size of the libraries on which the courses are based ranges from.
. 5,000 (Smethwick) to 16,000 volumes (Newland).

The courses at these five schools date from 1976 or later. That at Newland

- High School is the newest, having been offered for the last three years only.

The reasons for instigating a mode III Library Studies scheme range from 'enhance-
ment of the school library's status' to 'extension of the scope' of the institut-
ion's English department - the section from which this particular C,S.E, normally
emanates, Newland and Pembroke see the course as a useful one for non-A-level
sixth-form students. Pembroke also offers the course to 'high-flying' fifth
formers who have already taken English Language '0' level in the fourth year of
secondary school study. 60 to 80 students a year take the course at Pembroke,

of whom about 35 are the 'high-flyers', the other 30+ being first-year sixth-formers
who have usually obtained a grade 3 {or lower) C.S.E. pass in English Language in
the fifth form. Library Studies classes at the other schools are much smaller,

- ranging from an average of 7 pupils per year at Newland to approximately 16 at
Risgedale, . , : : _

Syllabuses and examinations

- There 'is a marked degree of similarity between the six syllabuses, even though
all are school-based schemes emanating from different regions, Two schools (New- -
land High School, Hull and Risedale School, Catterick) share the same syllabus.,

All include sections on 'the book', history and types of libraries, library practice
~ and effective information handling. ' ‘
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(a) Bexhill Bigh School

Bexhill's Library Studies mode III is linked to & three-iier badge scheme
intended {0 train 'pupil-librarians'. The second and third stages of this plan
may only be attempted after the preliminary and intermediate sections have been
pasged and two and three terms of service respectively have been completed. The
tests associated with the badge schemes are similar to some of the simpler City
& Guilds Library Assistant's Certificate‘(old syllabus) practical exercises,

As well as developing in the pupil 'the knowledge and skills required to (ag
make a practical contribution to the organisation of the school library [ana] (v
be able to retrieve and record information effectively', the C.S.E. scheme proper
aims to discuss the history and organisation of libraries in this country, the
factors involved in the act of reading, books and book production and the history
and criticism of English Literature, The list of topics covered during the course
is not only wide~-ranging — from 'criteria and methods of book selection' to 'lib-
raries in the future' or from 'how differences of sex and education affect reading
habits' to 'the evolution of the book' - but also very detailed.

Assessment procedures consist of course work,(including vigits to libraries
and practical exercises), a special study of not less than 2,000 words on a topic
arising from any part of the syllabus, an annotated bibliography on a subject of
the pupil's own choice, a variety of testis (including the mounting of a display,
the cataloguing and classification of both books and non-book materials) both
practical and oral, 4 two-hour written examination covering all parts of the
syllabug must also be sat, The total marks awarded are divided equally between

‘written paper, special studies, course work and practical tests/exercises.

_(b)_Penbroke School

. Pembroke's syllabus differs little from Bexhill's in outline., There are-
five main headings: the book and the periodical;. libraries in Britain (including
'libraries in the future');-library rractice; use of books in general; outline of
. English Literature., The assessment schedule is more broadly-based, however:
practical work and the written paper account for two-fifths of the total marks
each vhile a single special project counts for the remaining fifth, The written
paper, like that at Bexhill, lests for two hours, has three sections and requires
the candidate to answer five questions. B '

(¢) Smethwick Hall Girls' School

Unlike the previous two schemes, which link Library Studies with English
Literature, Smethwick's mode III C,5.E, emphasises local studies and office practice,
The course aims to give candidates (a)tan understanding of the contemporary life
of the lMidlands by teaching them how to make full use of resources in their study
" of the area'; (b)'the knowledge of how to organise resources in, and how to main-

- tain successfully a small general library';: c)the techniques 'to enable candidates
- to engage efficiently in basic office practice according to accepted standards';

(d)the methods of research 'to produce an originasl study on a subject covered in
the course or related to some aspect of it'. :

. The three parts of the course {local studies, library work, office practice)
. are taught throughout the five terms of the course, The study of the Midlands
- covers the geography of the region, the influence of the Industrial Revolution
s the government of the region, culture, amenities and transport in the
area, Class work is backed up by extensive use of maps and plans, photographs and
other documentary evidence, field work, projects and other practical exercises,
including the mounting of displays. ' :

The 'library practice' elements of the course include the use of basic refer-
ence sources {especimlly for local studies), book selection (criteria and proced-
'ures), technical processes in libraries (including practical cataloguing and
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classification), a detailed study of local libraries (including a period of
work experience at the end of the formal course, if possible), & small survey of
reading habits and an examination of the objectives. of school libraries.

'0ffice practice! forms an important part of the course and, although
including many of the clerical routines associated with libraries, concentrates
on the procedures relating to business and other commercial and public institut-
ions. HMethods of communication, payment and filing, commercial documents and the
different types of office job are all studied, while practical work on placement
with local firms and other institutions is undertaken where possible,

(a)(e)Newland High School, Hull/Risedale School, Catterick

_ The syllabus for these two schools aims to 'measure the extent to which
candidates show they are able to' {a)display knowledge of books and libraries;
~ (b)demonstrate that they are able to use the] library facilities that are avail--
able; (cgdemonstrate judgement in reading; (d4)organise books and library material,
Topic (2) is worth 5@$, %b) and (4) 20% each and (c) 10% of the total marks. This
percentage division is reflected in both the 'school assessment' (vritten work,
practical exercises, oral tests) and the 'regional assessment', which consists of
a 1% hour written examination and a folder of work completed during the course.
. The formal paper is divided into two halveas: the first (worth three-fifths of the
total written examination marks) is in the form of multiple-choice guestions
closely akin to those in section A of the City & Guilds Library Assistant's Cert-
ificate examinations. The second section asks the candidates to answer two essay-
type questions,

The syllabus itself is divided into four sections: ‘'the book' deals with the
beginnings of writing and the evolution and present state of printing; 'libraries!
traces the history of book collections from ancient times to the present day as
- well as looking to the future; 'library practice' consists of subsections on book
selection, classification schemes, administrative procedures and book exhibitions;
‘use of books and periodicals' aims to show the student how to read and study
reading material, and how to use and interpret basic reference works,

(f) Bolton Metropolitan College

The emphasis in Bolton's mode III in Library Studies is different from that
of the other schemes, as might be expected from the nature of the institution:
the students will tend to be older than those on most of the courses and they are
attending a college rather than a school, The course description lists two comp-
lementary aims: firstly, the syllabus is intended to be 'appropriate for both the
prospective professional and non-professional librarian'; secondly, by following
the course, the student should be enabled 'to be fully aware of the imporiance and
availability of information for all purposes, whether for study, general informa-
tion or recreation'. In view of this, the course includes 'special emphasis on
. the cultivation of critical awareness and the ahility to formulate Jjudgements on
the part of the students'.

Although the broad syllabus headings differ little from those of the other
schemes - the book, library history and practice, organisation of materizl, etc. -
the bias in favour of use of sources of information is strong. The practical
assessed work is not time-limited: ‘'each student's achievement must be related
~to the difficulty of the individual _task, to the material available ... landa] to
the relevance and standsrd of that] material ..., Individual rather than group
work is important', 40P of the total marks are awarded for an individual project;
the remaining 60% is divided equally between practical course work,. continuous
agsessment and a written paper. The latter covers only 'the hasic (elementary)
theory and description of essential procedures, processes and ideas behind the
library system'. The examination is divided into two sections, a multiple choice
first half similar to those for the other courses, and an essay~iype second half,
where only one question need be answered. If candidates have not finished the
paper after one hour, & further thirty minutes is allocated for its completion,
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The Students

These, then, are the syllabuses and exanminations for the C.S.,E, mode III in
Library Studies as taught in six widely-differing institutions. In order to
discover more about the students who tock these courses, & questionnaire was
distributed for completion by each of the C,S5.E, groups. The survey form began
with bazsic biographical detsils (age, sex, previous educational qualifications,
present courses of study) followed by a section on the Library Studies course and
finally a set of questions asking about the respondents future plans and his or
" her interest in/opinion of librarienship. A8 well as the standard 'option' quest-
ions, respondents vwere zsked to add their own comments on both the course and
library work. o -

(a) Backeround

The number of responses to the queStidnnaire was as follows:

Bexhill - 9 students
Pembroke - g "
‘Smethwick - 14 "
Newland - 7 v
Risedale - 16 "
Bolton - 9 o

| EZ }

AT% of the respondents were aged 153 27% were 163 19 were 17 and 5 were 18,

" Two students (both from Bexhill) were under 15 (3%). Bolton and Pembroke had
2811 the eighteen-year olde, although Newland had seven seventeen-year olds (i.e.
all its respondents).in-the c.35.E, classes, - -

Two of the schools (Newland, Smethwick) were for girls only, although with
the exception of Pembroke, where the sample replies were perhaps not fully rep-
resentative of the class as a whole, females predominated by 2:1. 2% of the
“total number of respondents were male, : :

At three of the schools (Bolton, Newland, Pembroke) many of the students
already possessed qualifications and were taking the Library Studies course as .
an extra qualification in the sixth form. These pupile between them possessed
a total of 131 certificates, 30 at G.C.E. '0' level, 91 at C,S.E. level and 10
relating to other examining boards {R.S.A., City & Cuilds, etc.). 103 of these
certificates were accounted for by only twelve subjects, of which English Lang-

uage, Mathematics and History were, almost inevitably, the most popular. '

The respondents were all asked the subject and level of any qualifications
for vhich they were studying other than the C,S.,E, in Library Studies, A total
of 411 certificates, 5 at G.C.E, 'A' level, 194 at G.C.E, '0O' level, 177 at C.S5.E.
level and 35 relating to other examining boards, were listed. Ilathematics was
the most frequently-cited subject, followed by English Language, Biology, Domestic
Science (various categories) and History. Languages other than French proved
extremely unpopular, assuming that such courses were on offer, - : '

(b) Students' attitudes to the courses

45% of the respondents found the Library Studies course 'of some interest’,
25% found it 'interesting' and 20}3 - moatly girls who were seriously thinking of.
becoming librarians -~ thought the subject 'very interesting'. Asked how;the

\ .
il i’\a..r 1
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studies were for their other courses, 44% said that they were 'of some relevance',
- 345 thought them 'relevant' and 11% thought them 'very relevant',

A third question in this section of the questionnaire aimed to ascertain
~ how much students enjoyed particular aspects of the courses, although since both
syllabuses and teaching methods varied, no obvious general conclusions can be
made from the responses given, Nevertheless, it was clear that the most gractical
parts of the work (viaits, cataloguing and classification, displays, eic.) were
more popular with the students than were the historical and literary sections,

. Despite the seeming range of ability of students following the Library Studies
course, only one person found the work 'very difficuli’; 78 thought the subject
either '‘not too difficult' or ‘easy'. ' :

The pupils' own comments on the course were on the whole complimentary,
although only the more interested respondents tended to add their own opinion at
the end of the formal questions, Criticisms of teaching methods centred round the
amount of work which had to be done throughout the year, vhile some pupils felt
the course content had too little individuvality -~ it had either too much bias
towards English or History or was too much a mixture of several subjects. None
of these comments can of course be applied with certainty to all the schemes being
studied,

Many of the respondents commented on the usefulness of the course for their
studies in general. Even though several of the pupils were not thinking of becom=-
ing librarians or even enjoyed librarianship, they were prepared to admit that
the knowledge gained - especially of how to use libraries and refexrence works
effectively - would help them in other studies, More than one respondent advocated
that a course similar to theirs should be made available to the general public,

(e) Students' future plans

7% of the Library Studies students definitely intended to go on to some
form of further or higher education. There was no obvicus choice of subject apart
from nursing for some of the girls and some form of scientific careexr for the
boys. 13 hoped to go to.university, 6.5% to.a polytechnic and 27.5% to'a.college

~ of further or higher education.

1% of the respondents were interested in becoming librarians; all of these
students were female, 5&% were definitely not interested in such a career. The
remaining 25% were unsure of their future plans, although judging by their answers
to other questions, few of these respondents were likely to become librarians.

Those pupils who had said they hoped {0 become librarians were asked to give
reasons for choosing such & career, 'Meeting people' was a popular reply as was
the satisfaction of putting books into order either on the shelves or through the
catalogue, 'Variety of duties' was also cited, as was the need (in a reference
library at least) to know sbout & wide range of subjects. HMost of this group of
respondents wanted to worl in a publie library; a few cited particular types of
library, including children's, branch, mobile and reference sections, :

Those pupils who had said they did mnot want to work in libreries were also -
-asked to give their reasons, 4 large number of respondents thought that the work
would be boring; many felt they could not work in such a 'quiet' atmosphere. ‘
This would-certainly be unacceptable for one particular student who said that she
liked 'to be active cutside and to make & lot of noise'! 1In some students' eyes,
the boredom would largely be caused by having to sit and read books all day, while
others felt that librarianship was too closely linked with 'arty! subjects for
their 1liking, The lack of & caréer structure, as they saw it, was a worry to
several respondents, especially vwhen they compared librarienship with their

cont./...
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*chosen' careers -~ computing, nursing, teaching, armed forces. Lou pay was
anothexr reason, and a few puplls hinted at what they felt was the lowly status
. of librarianship, :

Curiously, some of the comments made by people about their chosen career
were similar to those statements made by the pupils interested in becoming librar- -
ians, The desire to ‘help people' was an obvious motivator for the intending
nurses and social workers, while the need to retain interest in the work was also
importeant. One student wanted to become a bank clerk because of the job's inter- -
est! '

Conclu81ons

The C.5.E, mode III Library Studies schemes have operated successfully for
& number of years in & small number of schools throughout the country where a
teacher/librarian is sufficiently interested in the subject to want to extend the
range of courses offered, The content of many of the syllabuses varies only in
detail, while there is an obvious link with some parts of the City & Guilds Library
Assigtant's Certificate, This is not surprising, of course, when one considers '
that many of the library assistants taking the latter examination will not be
substantially older than the pupils on the C.5.E. courses., Although there are
exceptions, as noted ebove, most of the Library Studies courses have their strong-
est internal links with English language and literature courses,

Because of the nature of the C,3.E. examination, except where the course is
deliberately offered as an extra subject for the 'top 20*, Library Studies will
not attract pupils of the highest educational attainment. It is nevertheless
clear that, for a number of the class members, the subject either paves the way
for a poss;ble career in librarianship (though few of the tutors could remember
any of their former pupils becomlng 11brarlans) or holds sufficient interest and/or
relevance for them to enjoy the course,

It is & pity that a syllabus whlch can help pupils learn how to use librearies
to good advantage and to study to best effect should not be more widely available,
The prospects for C.S,E, mode III schemes are far from ros¥6 hovever, Writing in
the Times educationzl supplement, a C.S.E. Board Secretary‘'“cormented that in
future, schemes might be subject to a return to externally-orientated examining
systems, so mullifying the advantages of school-based courses, Research has also
suggested that the C,5,E, qualification is still regarded with suspicion by many
employers, who relate not only this certificate, but also any other non-G.C.E,
examinations to '0' and 'A' level standards. .

To practising librarians, the most salutary lesson to be learnt from many of
the pupils studying librarianship at C.S5.E. level concerns their view of our
profession. Despite the changes of recent years - especially since the introduc—
- tion of 'new technology' - libraries are still seen by the citizens of ‘tomorrow
- a8 boring, quiet places and librarienshipasa career only for shy girls without
ambition, Let us hope that their colleagues on the Library Studies courses who
found the subject interesting - even exciting - and realise the value of 1nform-
ation and its control can persuade them otherwise,

_cont ./. .e
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COPIES OF THE.QUESTIONNAIRES
TO COLLEGES TEACHING/WHICH
HAD TAUGHT ONE OR OTHER CERTIFICATE

IN LIBRARY WORK



Department of Library ~ Loughborough University
mnd Information Stuies - H

I

. HAVARD-WILLIAMS LOUGHBOROUGH LEICESTERSHIRE LEi1 3TU
ofessor of Library and Information Studies and Head of the Department Tel: 0509 263171 Telex 34319 -
- PHW/JPH

16th January 1984

Dear Colleague,

David Baker is undertaking an extensive enquiry into library training
and paraprofessional education. From what I have already seen, it

is going to be a very worthwhile piece of work. I hope therefore
that you will feel able to spare the time to answer his queries

which will go a long way to prov1de the results of a valid enquiry.
- "He has my full support.. - :

" With best wishes for 1984.

Yours sincerely,

P’ - 4 ' N .
»EL'{/':_, wamhm‘,uw

P. Havard-Williams

Eata 1Y



‘The University of Hull “The Brynmor Jones Library
LWWMHRALMMLMMDMQDUMEKMA
-~ DMB/AVS

Date as postmark

Dear

Non-professional gualifications in librarianship

, Under the esuspices of Loughborough University!s Depariment of
Library and Information Studies I am studying the various non- .
professional gqualifications in librarianship in this country. As

- far as I am aware, this ig the first major study to be undertaken
1n thls area,

I should very mich like to hear sbout the City & Gullds/BEC/
SCOTEC course in library work which you run at your college, In
particular, information on the following points will be particularly
usefuls

-1, Length of time course taught

2, | Coérse fee

Ze Whén course taught (daytiﬁe, evenings, etc,)
‘ 4; ﬁhmber of students cufrently on the course

5. Average number of students on the course each year (broken
- down by sex and type of library if possible)

6, Hinimum ‘educational requirements for entry to-the course

7. Methods used in teaching the course (handouts, v131ts,
~ tape/slide presentations, ete,)

8. Textbooks used in teaching the course
9, INumber of contact hours per week

10, Your views of the syllabus, with suggestions for improvement
etc, )

11. Your opinion of the standing of the certlflcate not only -
in terms of the library profession but also in relatlon to
- other courses taught in your collegea"

Notes on your own interest in the coursey your reasons for teaéhing
it end opinion of non-—professional qualifications will-also be of
considerable use to me, Would you, for instance, support a scheme
where non-professional staff were awarded a 'Certificate in Library
and Information Work! by the Library Association on completion of
either approved in-service courses or the City & Cuilds, BEC and
SCOTEC qualifications, the holders of the Certificate to be designated .
Certificated Assistants'? Would your students support such a scheme?

Posteode: HUG 7RX - | Telsphone: 0482 46311 Telex: UNILIB HULL
’ S - cont o/ YY)
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If you have ahy documentation (course reports, teaching materials,
ete,) vhich you would be willing to send me, I should be most grateful,
I am hoping to interview s number of tutors; would you be willing to
meet with me to discuss your course in more detail?

Thankt you for your co-operation,

I enclose a stamped addressed envelope for your reply.,

Yours sincerely,

David M, Baker,
Sub=Librarien,
~ (Reader Services)
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| The UniverSity Of HU.].]. . ' The Brynmor Jones Library Tl
Librarian: P. A, Larkin, M.A, D.Lit, DLitt, FRSL. '
DMB/AVS

Date as postmark

Dear Sir/Hadam,

Hon—prt’ﬁssional gualifications in librariansaip .

Under the auspices of Loughborough University's' Department of
Library and Iaformation Studies, I am researching into the history
“and development ( non-professional qualifications in t’ﬁrarianship

in Great Britain, : '

Naturally, the City & Guilds Library Assistants' Certificate
will form an important part of the research. I understand that your
college used to offer a course leading to this qualification, I
should be grateful if you could give me any information about the
course, such as dates when it ran/was offered, number of students,
‘pass statistics, reasons why the course was commenced/sbandoned ete,
If there is any documentation available - course reports/descriptions,
‘teaching material ete, -~ I should very much like to see it, -Finally,
T am looking for people who completed the courses in order to gain their
views on the certificate. If you have any lists of past students
(together with their last kmown addresses) which you could send me,

I should be most grateful, ‘

Thank yon for your co-operation,
- Yours faithfully, o

David M, Baker, .
Sub-Librarian (Reader Services),

Postcode: HU6 7RX o Telephone: 0482 46311 : " Telex: UNILIB HULL






