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For this task, you will need a copy of the Stacks Management Student Employee Manual, 
a pen or pencil, one call number card test set, and one written call number test (Self-
Training Guide 1/D). 
 
STEP ONE:  Sign in, in the Activity Log.  Your Activity is Training.  If you are presently 
scheduled to be working in Stacks Management, your Department is: STKS or Stacks; 
otherwise, indicate the unit you are presently scheduled to be working in.  Please note 
that there is no time limit for this activity.  Take as long as you need, even if it means 
completing the activity on another day. 
 
STEP TWO:  Review Section FOUR, 4.1, in the Stacks Management Student Employee 
Manual (Introduction to call numbers – Library of Congress Call Numbers). 
 
STEP THREE:  You have been given one of the Call Number Card Test sets from the 
labeled box on the shelf under the Stacks Management counter.  The cards have been 
shuffled, so they are not in proper call number order.  You have also been given a copy 
of the Written Call Number Test. 
  
STEP FOUR:  Take the tests to the conference table, so you have a work surface.  Start 
with the Card test.  Put the individual cards into correct call number order.  Be careful – 
these tests were designed to include most of the more common shelving errors and LC 
call number system problems, and there are a few ‘traps’.  Take your time.   
 
STEP FIVE:  If I am available when you finish the test, bring the cards to me for checking.  If 
you have time, I may have you go immediately to the written test, and wait until that is 
completed before correcting both tests.  Otherwise, write your name on a post-it note or 
piece of scrap paper, attach this to the call number cards, and place them face down 
on my desk.  Then, proceed with the Written test. 
 
STEP SIX:   Each problem on the written test consists of three call numbers.  Read the 
numbers carefully.  If the second call number in the set belongs between the first and 
third call numbers, answer YES in the space provided.  If not, answer NO.  The first 15 
problems show the call numbers as they appear on the books.  However, you will 
sometimes have to look for books using call numbers written out in a single line, so the 
remaining 15 problems show the call numbers written in this manner.  When you have 
finished the test, leave it face down on my desk. 
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 NOTES: I do not keep long-standing records on how well you do on either test, 
although for statistics’ sake I keep track of how many errors are made.  Your future 
employment in the library does not depend solely upon your test scores.  These tests are 
designed to make sure you really understand the Library of Congress call number system.  
It is one thing to read a set of instructions and to believe upon finishing it that you have 
no questions.  It is another thing to actually work in some manner with the call numbers.  
Most people find that they do have at least a few questions, or that there was some part 
of the system they didn’t get a clear picture of from the instructions.  I will review with you 
any errors you made on the tests.  Feel free to ask questions if you don’t understand what 
the error was – that is the whole point of the exercise. 
 
 If you made too many errors on the card test, you may be asked to do another 
one (there are three entirely different sets of cards).  Please do not be embarrassed if this 
happens.  The call number system is basic to almost every task you will be assigned to, 
and it is critical that you understand it as well as possible before you go upstairs to shelve, 
search, or shelfread. 
 
READING ANYONE ELSE’S WRITTEN SHELVING TEST OR LOOKING AT A COMPLETED TEST 
CARD SET IS STRICTLY FORBIDDEN, AND IS GROUNDS FOR IMMEDIATE DISMISSAL.  PLEASE 
RESPECT EVERYONE’S PRIVACY. 
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