
Book Repair
Pencil marks in books should be carefully removed by a librarian on duty, using a soft pink or gum eraser.
Torn book pages may be repaired by a librarian on duty or put in the "Books to repair" bin in the workroom.  Transparent tape, often called "magic tape," not ordinary cellophane tape, is best for such repairs.  Be sure your hands are clean to prevent the adhesive side of the tape from becoming soiled.  A strip of tape longer than the tear should be carefully pressed onto the page.  When the edge of a page is torn, one end of the tape is folded over onto the back of the page to reinforce the edge.  If the tape is placed incorrectly, no attempt should be made to remove it.  Such attempts will remove the printing and often will result in further tearing. 

Loose pages, ink marks, and deterioration of binding are more serious problems and should be referred to the library's technical services staff.  Put the book in the "Books to repair" bin on the wire cart in the workroom, with the page marked, or a note indicating the repair needed.

MICROFILM

Location and Order
The microfilms in our collection with call numbers that begin with letters are filed in the second film cabinet from the far left.  Films purchased from the National Archives are filed by series letter and then roll number.  Other films donated to us are given a number preceded by an F.  Microfilms received from Salt Lake follow them, starting with 001 and continuing through the cabinets from left to right, from top to bottom, including the overhead cabinets.  


In each drawer, the films are filed with the numbers starting in the left row and proceed from front to back and rows from left to right.  There is also a group of film referred to as the "Three and Four Generation Family Group Collection."  They consist of family group sheets submitted

by members of the church from 1962-1972.  They are in the first cabinet on the left and are filed by year of submission.

Reading the Microfilm Cabinets
The microfilm drawers should be periodically checked to insure that the film is filed in the correct sequence by microfilm number.  This is called "reading the film cabinets."  Some staff members have been assigned film cabinets to "read."  Be sure you understand the film order before doing this.  After a cabinet is checked, sign and date the chart so we know which cabinets have been checked and when.

Patron Use of Microfilm
Only one microfilm should be taken by a patron at a time.  This policy avoids microfilm being put in the wrong box by mistake, causing frustration to patrons using the films later. 


The patron who ordered a film has priority use of that film.  This means that if a second patron uses the film, he must be willing to relinquish it when it is needed by the patron who ordered it.  The librarian on duty may therefore need to request that a film be relinquished for use by the patron who ordered it.  Both patrons may wish to coordinate ordering or renewing of film.
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