REVISED FORM FOR PUBLIC LIBRARY
STATISTICS

Compiled by the

A. L. A. Committee on Library Administration

This is a revision of the form for Library Statistics sent out in February, 1917. It is
for the use of public libraries.

Two copies of the form are being sent to your library. Fill out one copy and return it
to this office not later than April 1. The figures should be for your last fiscal year.

We strongly urge all libraries to use this form in their regular annual reports.

In speaking of the revision the committee chairman writes: “A considerable number of
items have been added in order to make the reports as complete as possible without being too
long, and in order to reduce to a minimum the questionnaire business with which we are all
afflicted. Also, if the new items recommended are adopted, it will eliminate the compilation of
much additional data for the Bureau of Education tables.”

“A brief outline of salary schedules is added. Some libraries may not want to give this
data but it will be highly valuable information, and will eliminate one of the principal reasons
for frequent questionnaires.”

Each library using this schedule is expected to omit all headings which have no reference
to its work and to condense under the nearest general heading all which are insignificant to it.
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Total number of pamphlets at end of year — Eshimale d A Beo©O : b““"’:
(no ¥ iwmckad a*uo,q’;m—\.am.‘,w&nxm X 322 )%
: : ? G o¥2.T

Number of pictures, photographs and prints added during year -

NA vecn-ded

Total number of pictures, photographs and prints at end of year
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USE Adult | Juvenile Total
Number of volumes of fiction lent for home use | G 263 23,163 10,5206
Total number of volumes lent for home use 3,07 1 4 3.,‘“5 1% 3,6\%
Per cent fiction lent of total volumes lent 76"‘ 69 ‘70 '\3%

Circulation per capita - (0.2
Number of pictures, photographs and prints lent for home use
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(Total figures of attendance in reading rooms, if kept.)
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Registration period, years - @,

Per cent registered borrowers of population served - 36



SALARIES AND STAFF

Salary schedules
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NOTES, DEFINITIONS, RULES

A. Branches, Stations and other Agencies

(Definitions based on Miss Eastman’s
“Branch libraries and other distributing
agencies.” A, L. A. Manual of Library
Economy, ch, 15.)

A branch is an auxiliary library, com-
plete in itself, having its own permanent
collection of books, either occupying a sep-
arate building or housed in one or more
rooms in a school, park or field house, so-
cial settlement, parish house, rented store,
etc., and administered as an integral part
of the library system, i. e., by a paid staff.
To rank as a branch its hours of opening
should approximate those of the central
library.

A sub-branch is a branch in which the
hours of opening do not approximate those
of the central library or the regular
branches.

Stations include deposit and delivery
stations. Deposit stations consist of small
collections of books (from 200 to several
hundred volumes) sent for an indefinite
term to a store, school, factory, club, etc.
The collections are frequently changed;
the station has some permanency. A sta-
tion may be in charge of an assistant sent
from, the central library or neighboring
branch, or a trained librarian employed at
the expense of a co-operating institution
or society, an office employee of a factory,
or a volunteer worker. Delivery stations
have no books on deposit but fill orders
from a central stock.

Other Agencies. These embrace for the
most part agencies to which traveling li-
braries are sent; the largest number of
such traveling libraries (20 to 50 or more
books) go to school rooms of grade schools.
They include also fire engine houses; po-
lice stations, factories, clubs, missions, set-
tlements, home libraries, etc. For the pur-
poses of this report and to avoid inflated
figures, each separate box of books should
not be counted but only the different in-
stitutions to which books are sent. In the
case of collections sent to schools, each
building should be counted but once,
though the report should also give the
number of separate collections and the
number of different rooms served.

B. Volumes and Pamphlets

(Based on Biscoe, “Pamphlets,” World’s
Lib. -Cong. Papers, 826.)

A pamphlet is a printed work consisting
of one or more sheets of paper fastened
together, but not bound. Unbound serials
and sequents which as issued are intended
to form component parts of a larger vol-
ume are not to be considered as pamphlets.

A volume is any printed work bound in
stiff covers so as to stand on a shelf; also
unbound books of over 100: pages.

C. Added and Additions

Volumes, pamphlets, etc., are to be con-
sidered as “added” to‘a library only when
they are available for use; they are not
to be considered as “additions” if they are
simply in the possession of the library,
but not yet in use.

D. Rules for Counting Circulation

(Where the word “volume” is used, the
rules should be understood as applying
also to pamphlets and periodicals.)

1. The circulation shall be accurately
recorded each day, counting one for each
lending for home use of a bound volume,
pamphlet or periodical. Supplemental fig-
ures recording (each group separately) the
circulation of prints or other material, are
also desirable.

2. Renewal of . .a book under library
rules at or near the end of regular terms
of issue shall also be counted, but no. in-
crease shall be made because books are
read by others or for any other reason.;

3. The act of sending books from the
library to an agency of any kind: shall not
be regarded as an issue to be counted in
the circulation. f

4. In all cases books issued from an
agency for home use shall be counted only
according to the reported circulation, dis-
regarding the act of sending them from
the library to the agency and disregarding
their use at the agency. In no case shall
there be any estimation of circulation.

5. If it.is found.necessary to . .depart .

from these rules in any way, such depar-
ture shall be plainly stated in a footnote
to the published report.

American Library Association

78 E. Washington St., Chicago, Il
1923
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