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14-00-00 FURPOSE

This chapter sets forth the scope, organization, and
function of the Li brary systemat Headquarters.

14-00-10 DEFINITIONS

A. Department Library em - all libraries, branches,
and reference roomof the Ofice of the Secretary

and t&e respective principal operating conponents
at Headquarters.

B. ILibrary materials - bocks, periodicals, and other
materials acquired and processed for placement in
any of the library undts for service to Depart-

- personnel . Does not include desk reference
materials required by individuals for continuous
or long-term use in their respective offices.

C. Specialized program needs e books, periodicals, etc.,
needed in the respective subject areas for those
programsOl proj ects currently in progress or in the

planning stage.
14-00-20 SCOPE_OF LIBRARY SERVI CES

The Department Libraxry System provides library services
t 0 all Department personnel, either directly or through
libraries at other %buildings, and on a reciprocal basis,
to other Govermment, educational, and research agencies.
It also services Department f£ield personnel on request.
As required by the Depository law, t he Department

Library mekes Govermment publications available for the
free use of the general public. The public my also

i nspect Federal advisory committee reports.
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14-00-30 ORGANIZATZON

The Department Library system is composed of:
A. The Department Library in the HEW North Building.

B. Educational ResearchlLibrary Branch in FOB 6.

c. Food and Drug Adnministration, Bureau of Foods
Library, in FOB 8.

D. HEW Library Users Counci| = an advisory group conprised
of a .represemtative and an alternate from each user
element served by the Library Director and his
specialized gtaff, The Council will aid the Librarian

in upgradi ng services and serving as liaison with
user organizations.

14-00-40  FUNCTIONS
A. The Department Library will:
1. Provide:

a.Research, general reference, and biblio-
graphic services to all offices and personnel.

b.  Specialized services required by the Head-
quarters staff of the (ffice of the Secretary
and the respective principal operating
campepents.

c. Assistance in automated searches.
2. Acquire, process, house, and service:

a. Genmeral reference, historical., and bibliograph-
ical materials for all Headquarters offices.

'b. Research and program materials which substantially
cub across subject interests of two or nore
agenci es.

C. Selected materialsno longer needed for current
research progranms in the branches and reference

rocms.

d. Congressional and legislative materials, federal
and state law and court decisions, and supporting
| egal treatises and reporting services.

e. An extensive document and mcroform collections
(ERIC, C1S, Newsbank).
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(14-00-40A continued)

3. Maintain a comprehensive collection of the
official publications issued by the Department
for public information (see HEW Manual , General
Administration, Chapter 14=10).

4. Provide centralized interlibrary loan service for
all library units, unless otherwise assigned.

5. Prepare and keep up to date a list of periodicals
currently received; prepere and issue aperiodic
|ist of selected new acquisitions; perform other
‘related bibliographic activities.

6. Participate in cooperative studies and projects
with other libraries of professional organizations,
reporting on items for New Serial Titles or the
Union List of Serials: Qhio College Lj
Catalo system (O.C.L.C); etc.

7. Wthin its capability provide adviee on organization
of library services and materials t o Headquarters
IiErary units and to wvariocus field offices or
ot hers.

B. The branch libraries of the National Institute of
Education and the Food and Drug Administration will:

1. Acquire, process, house and service thespecialized
subject materials rewed for their respective
current prograns as well as service within their
col lections' scope as required by other Departmental
personnel ., in accordance with the established
standards and uniform procedures.

2. Advise, assist, and cooperate with the Department
Library and ot her libraxry units in their fulfillment
of Department-wide library needs and servi ces.

14-00-50 COORDINATION

A.  The HEW Idibrary Users Council, representing the respec-
tive principal operating conponents and offices, shall
give advise and counsel to the Departnment Librarian
and other staff offices onr policy matters affecting
Headquarters' library needs and services.

B. The Department Librarian shall:

1. Serve in an advisory capacity to the staff offices
of the Office of the Secretary and the heads of the
|orincipa| operating conponents on matters involving
ibrary facilities and services at Headquarters.
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14-00-50B (comtizusl; »

2. Establish and proxzuigate standards and uniform
procedures, for application throughout Headquarters,
rel atedto establ 1 shment and operation of library
units and the acqui sition, weedi ng, processing, and
servicing of bocks and periodicals.

3. Review proposals and make recommendations, as
appropriate thereto, for establishment of new or
revision of existing library organi zation units at
Headquarters, in relation to sga.tﬁ.ng, space, and
equipment plans; review proposed library budget
“estimates developed by t he principal operating
components and the Of f i ce of the General Counsel.

4, Develop a SCOpe and coverage policy statement for

the Department Library system, i ndicating the
content and depth of the various library unit

collections.

5. Provide | eadershi p, guidance, advice, and coordi -
nation of activities for the Headquarters |ibrary
units.

6. Represent the Department on the Federal Library
Committee and in other library matters outside
t he Department with other Departments, agenci es,
libraries, and professional organizations.
Cooperate w t h other libraries, both in the
Department and cutside,in coordinatingservices
and cooperative studies in the i nterest of econony
and effectiveness.

- 14-00-60 NON-HEADQUARTERS LIERARIES

Other librariesof the Department (Whi chare not considered
within the Headquarters area) are:

A.  Netional Library of Medicine, Bethesda, Maryland.
Holdings in the literature of the medical sci ences |
exceed one millionjtens. Provides nation-w de services
through interlibrary loans, and an extensive program of

publication of indexes, catalogs, and bibliographics.

B. National Institutes of Health Library, Bethesda,
Meryland. Cont ai nS scienmtific col | ections of approxi-
mately 100,000 volumes sel ectedto support |aboratory
investigations and programs in the biocmedical and
related sciences conducted by the Natiomal Institutes
of Health. Provides reference, eirculation, and
bi bl i ographi cal services.

bt
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14-00-60 (conti nued)

C. Saint Elizabeths Hosvital Library, Washington, D. C.
Contains a nedical collection wth special enphasis
on psychiatry, neurclogy, psychoanalysis, psychology,
and mxrsing. Provides reference and loan service to
the Hospital staff and operates a patients' library.

D. Social Security Administration Library. Baltinore,
Maryland, Contains a collection which includes
mat eri al s on socisl insurance, economcs, statistics,
personnel administration, management, and rel ated
subjects. Provides reference and loan service to the

Baltimorestaff.

E. Parklawn Medi cal Library, Bethesda, Maryland. Contains
a collection which I ncl udes material s on the health
sciences, public health, health and social statistics,
chronic diseases, nursing hospitals, socioeconcmics
of health and medicine and mental health.

F. Educational Research Library, NIE, WAshington, D. C
Provides library, technical information and documen-

tation resources-and services to the DHEW Education
Division and its constituencies. ItS resources
include:

1. ~0,000 volume book collection in education and
rel at ed fields.

2. 550 periodical and newspaper titles received
regularly.

3. Extensive docunent and nmi crof or meollections
(ERIC, CI S, Newsbank, etc.).

4. Rare educational books and textbooks.

5. Audiovisual loan service.
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