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ABSTRACT

The purposes of this thesis are threefold:~ To survey and
study staff manuale beimg uised in university libraries in Thailand *
@articularly on the format, the preparation and the'content details;
to study the librariang’ attitudes towazds the staff manuvals and to
seek for guldelines to be applied by umiversity librarians in theixr
preparation or for the improvement of staff manuals.

The research procedures concerned the sending of 144 question-—
naires to 12 head iibrarians, 46 department heads and 86 librarians
of which 135 completed questionnaires were returned. " Twenty-eight
staff manuale gathered from & university libraries were analyzed by
dividing into two categories : general manual (1) and departmental
manuals (27), and by using the content analysis tables already
validated b§ the authorities on the matter as criteris.

Research results concludgd as ;follows:=

1) The majority ofl headllibrarians viewed| that.staffimanuals
were essential for library administration_in formulating standards
of library procedures and most of themqhad accordingly used the

manuals for such purpose.



As for library operation, most of the head librarians
and head departments shared the same idea that not only a staff
manual was a useful device for orientating and training new staff
but also it was usad to effectively provide information of systematic
methods of operation in all library works ' The head departments
group used staff manual the most for the assipnment of responsibility
to new staff. Librariane im'general saw a staff manual as an
explanatory device in the job assigament and they mostly used it for
the purpose of fimdinggous details of procedural work. The majority
of these three groups used/staff.manuals on irregular basis. The
non-usexs (12.37 pergent) veiced jtheir reasons that staff manuals
contents were still lagk of the full detedils they needed.
Twenty-two staff manuals were being updated constantly.
Seventeen of them were prepared through the participation of all
library staffs. The general formate were locse~leafed, mimecgraphed -
sheets.
2) The main topics found iﬁ the contents of 28 staff manuals
analyzed were as follows:—
a. General manual (1) ewphasized on the introduction to
the librayy, géneral |régulations, budget, pérsbnnel land) fonctions
of the departments.
b. Departmental manuals (2?) were classified according
to'the nature of works into the,followings:-
1. Staff manuals of the Serial Departments (8) stressed
more on acquisition procedures of journals and newspapers and also

the checking practices.



Z. Staff manuals of the Cataloging and Classification
Departments (6) emphasizoed the policies in catalcging, classifying
and assigning subject headings and the filing of cards in the card
catalog.

3. Staff manuals of the Civlulation Departments (5)
focussed on the process ofregistration and book charging. -

QDMStaff magdals’ of the Reference Service Departments (4)
included objectives amd golicies, scope, methods of recording
"question-answer” including exampls forms, special collection serxrvices
and the storage of speeial collé&etion cards.

5. Staff manygals of the Acquisition Departments (3)
emphasized on the individual respensibilify im selecting printed
materials including selectioun criteriay ehoice of agents and types
of budget, the chzcking of.'the packing siips and invoices, shipment
checking, accessioning procedutes and the materials channeling to
other departments concerned.

6¢.Btaff manual of the Audicvisual Department (1)
contained cataloging rules, special symbols together with the
samples of catalog cards. }

The leontents of these! staff ‘manuale did hot
thoroughly jcover all the essentials needed including forms and

samples,



&

Recommendations:=

iorate the content of their staff

1. Librarians should ame

which would briag

benefit to the libraries . d//

4, Staff magfitald sdodld fake intd scedunt the operational

problems and their solutdon \elp in'ith i&i assignment.
3o Librari@s apd departhents which heve not yet prepared
¥
staff manuvals should = are t?}y by ¥ general manuals
Y sy ’

6. Formats of staff Ls sh l.be easy to revise. It
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