


LIBRARY HOURS
Academic Year

8:30 a.m. to 5:00 p.m.; 7:00 p.m. to 10:00 p.m. daily.
8:30 a.m. to 11:45 a.m. Saturday.
7:00 p.m. to 10:00 p.m. Sunday.

Vacations and Summer Session

8:30 a.m. to 5:00 p.m. daily.
8:30 a.m. to 11:45 a.m. Saturday.
Closed on Sunday.

The Library is closed on legal holidays cbserved by the
Institute.

Newton Room

Open on request during regular library hours.
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Sow a Thought, and you reap an Act;
Sow an Act, and you reap a Habit;

Sow a Habit, and you reap a Character;
Sow a Character, and you reap a Destiny

Quoted by Samuel Smiles
{1812-1904] in Life and Labor
[1887]

PREFACE

This ‘“Handbook” has been prepared to assist students
in using the library and work offices. With it as a guide
they may learn more readily the fundamentals of library
use. The staff is at all times ready and willing to aid
them in detailed searches. No man can hope to learn more
than a small portion of collected knowledge, but to know
where and how to find what is desired often will point
the way to success or failure.

GILBERT A. CAM,
Librarian and Office Manager.



A DESCRIPTION OF THE LIBRARY"::

The idea of a Library which would also be a work
laboratory for the established curriculum was conceived
by President Carl D. Smith. Under his direction a build-
ing which would combine library facilities and work offices
was erected.

First Floor

The main entrance leads into a small foyer. To the
left, two flights of stairs lead to the second floor and base-
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FIRST FLOOR PLAN
ment. On the right, separated from it by a glass partition,
i8 the circulation desk and work space.

From the foyer, three steps rise to the lobby . leading

straight into the central hall, or laterally, past the:cir-
culation desk and Librarian’s office to the .Periodical
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and ‘Reference Room. ~ This Room is lined with book-
shelves to accommodate periodicals and larger reference
sets of a general nature. Opposite the circulation desk
is ‘the card catalog. :

Three pairs of double doors lead to the senior work
offices which extend across the back and along either
side of the building, encircling the central hall. They
are free of permanent partitions, except for structural
pillars. The outer walls are lined with bookshelves. Along
the inner walls are small glass enclosed cubicles for student
and student-faculty conferences. Two larger cubicles serve
as offices for the Assistant Officc Managers and control
desks for reserve books. From left to right are located
the divisions devoted to Production, Finance, and Distri-
bution. The flexibility of the entire space allows for a
change in area requirements of any group.

Second Floor

The second floor is reached by a stairway from the
main entrance foyer. On the two sides and front of the
upper central hall are corridors. The front corridor
forms a balcony from which a fine view of the central
hall may be had. Opening from it are the Trustees” Room,
Newton Room, and Newton Collection Vault. This
vault was specially constructed to house what is probably
the most complete collection of Newtoniana in America,
given to the Institute by Mrs. Roger W. Babson. As
the Library forms a center for instructional processes,
it also contains the President’s offices which are located
at the west end of the front corridor.

The two side corridors give entrance into the junior
work office which extends across the entire back of the
building. Tt is similar in design to the senior work offices,
being lined by bookshelves and having low-glass con-
ference and control cubicles. From the west corridor, a
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short passage leads to the Babson Room and Browsing
Room. The business-machine room, containing equip-
ment for student use, opens from the east corridor. Ma-
hogany exhibit cases have been recessed in the second
floor corridors to provide for Institute memorabilia and
the Newton Collection.
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Basement

The basement contains a dry, fireproof stack space
for approximately 30,000 volumes, and a work space
for receipt and preparation of books. Entrance may be
had from the control cubicles and the circulation desk
by short stairways. From the center of the stack space a
book lift runs through the circulation desk on the first
floor to the.west corridor of the second floor.. Directly
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adjacent is the delivery room and,ramp for loading and
unloading,.

. In the rear of the basement, separated from the stack
space and delivery room by a corridor running the width
of .the building, is an assembly room -large enough to
accommodate 150 students and equipped for the projec-
tion of films. In the course of instruction, many industrial
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and educational pictures are used. On the west of the
assembly room is the Student Book Store and on the east
the Babsonian Yearbook staff and Student Government
offices.  Across the corridor from the latter is a smokmg
rootn and a lavatory.

Memorial Rooms .
~"In'addition to the presentation to the Library of 4n
outstanding collection of ‘Newtoniana, Mrs. -Roger W.
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Babson has given the original, full-sized fore parlor from
the London home where Sir Isaac Newton lived from
1710 to 1725. The high paneled walls, colored only by
time, extend from floor to ceiling. The room is lighted
by a large, centrally hung candelabrum and two smaller
ones on either side of the carved fireplace mantel. Furni-
ture .in walnut has been faithfully recreated from an
inventory of Newton possessions. - Together with the
crimson window drapes, it imparts to the room a gracious
mmphclty and dignity.

The Roger W. Babson Room was taken from his family
home in Gloucester, Massachusetts. - Wood trim and
fireplace mantel are cherry, stained and varnished. The
walls are covered by a light tan paper with a small figured
design. It is furnished with the original pieces and forms
a memorial to the founder.

The Carlton M. Smith Browsing Room was given by
President and Mrs, Smith in memory of their son. "It
provides a place for recreational reading not included in
the Library’s technical collection. The style is early
Colonial with broad floor boards, hand-hewn beams, and
brown feather-board wall paneling. Recessed book-
shelves extend across the north side of the room. Furniture
is eighteenth century maple and mahogany. '

HOW TO FIND BOOKS AND INFORMATION

The Card Catalog

A Library without a card catalog may be compared
to a book without an index. To supply such an index the
library sets up a series of drawers containing cards about
3 x 5 inches in size, arranged alphabetically. On each
card is a short description of the book.

Through this card catalog it is possible to locate a bock
in any one of three ways: by author, by title, or by subject.



Author Cards. If the name of the author of a desired
book is known the first place to look is under the author’s
surname.

ExamPLE

JNF Babson, Roger Ward, 1875—
Commercial paper; a text book for mer-
chants, bankers and investors, by Roger W.
Babson and Ralph May. 3d ed., issued
August, 1920. Wellesley Hills, Mass.,
Babson institute incorporated [1920]

o

Corporations, Political Divisions (country, county, city),
and Societies are also considered authors, and appear
by the first main word in their title.

ExampPLE

Title Cards. If the title is known, but not the author,
the book usually can be located by the first main word
of the title.
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ExampLE

Cards are not made for the title when it is not distinctive
to the book as in the case of, “Elements of Economics.”

Subject Cards. Often no particular book is wanted, but
material on a certain subject is desired. The library
attempts to meet this need by making cards for the main
subjects covered by the book. Subjects appear in red
type at the top of the card.

ExaMpLE

Cross References. Subjects are often known by several
names. An instance would be Balance sheets, which
might also be looked for under Financial Statements.
In such cases the library chooses one subject and makes
cards referring to it from the others.
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