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1. INTRODUCTION  
  

As pressures on academic libraries increase, both in terms of staffing and budget, 

they have become ever more reliant upon the acquisition of “shelf-ready” materials. 

In addition to meta-data and Marc records, a key factor of this shelf-ready provision 

is the physical processing required for each individual item.  

Developing independently and over time, it was inevitable that individual libraries 

would adopt unique processing requirements, leading to an almost bewildering 

multiplicity of variation. 

It is in this context that the NAG servicing guidelines have been developed, through 

consultation with suppliers, librarians, and acquisitions departments across the 

sector, with the aim of encouraging the standardization of servicing for academic 

libraries.  

By reducing the need for suppliers to provide a multitude of bespoke servicing 

solutions, academic libraries benefit by enabling suppliers to streamline their 

workflow, thereby reducing throughput times, and reducing costs to customers, whilst 

maintaining consistent levels of high quality servicing. Complete or partial adoption 

of the standards can also feed into more streamlined internal workflows, freeing up 

library staff time for other duties, as well as saving money directly via reduced 

processing costs. 

   

Eric Jackson 

Collections & Acquisitions Manager 

Leeds Beckett University  
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2. BOOKS (all formats)  
2.1 SLEEVES AND WALLETS  
2.1.1 Hardback Standard  

The hardback standard is to fit but not fix a high quality, clear plastic sleeve to books 

with a loose dust jacket.  

  

2.1.2 Paperback Standard  

The paperback standard is to protect with a hard laminate covering. As an 

alternative, a high quality plastic wallet can be fitted to the size of the cover.   

  

2.1.3 Spine Labels  

These should be placed on top of laminate covering and protected with an acetate 

label. Plastic sleeves/wallets should be fitted over the spine labels.  

  
  

2.2 DATE LABELS  
2.2.1 Production  

A generic date label should be produced by the supplier and inserted as part of the 

standard, using the specification below. Paper for the purpose should be white 

matt, non-glare with a minimum weight of 80gsm.  

  

2.2.2 Size  

The standard is one label, without pocket, 100mm wide, with a finished length of 

148.5 mm. If the book is too small to take the standard size date label, the label 

should be left loose.  

  

2.2.3 Layout  

The standard date label has three columns for date-stamping, without grid lines.  

  

2.2.4 Colour  

The standard date label is printed black, on white paper.  

  

2.2.5 Text  

The library name, logo and 2 lines maximum of fixed text can be printed on the 

label. Text should be in Arial with a minimum font size of 14pt in upper and lower 

case.   

  

2.2.6 Position  

The date label should be tipped in at the centre of the front flyleaf, central on the 

space remaining after placing a barcode label. If positioning the date label in this 

way obscures unique information, e.g. maps, charts, text or illustrations, the next 

available page should be used.  
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2.3 BARCODES  
2.3.1 Production  
A barcode label is to be produced and fitted as part of the standard by the supplier. As an 
alternative, the barcode label can be supplied by the Institution.  
  

2.3.2 Position  
The barcode label will usually be affixed to the bottom of the front flyleaf beneath the date 
label.  
  
However some self-issue systems may dictate the fixing of the label to the front or back of 
the jacket, the top or bottom of the book. Where a library uses scanners incorporating a 
date stamp the barcode should be at the top of the page and libraries should provide 
instructions accordingly.  
  

2.3.3 Numbering  

The standard is for a unique range of numbers to be allocated by each library so 

they can be printed and applied sequentially. Font size should be a minimum of 

14pt.  

  

  

2.4 CLASS LABELS  
2.4.1 Production  

The standard is for a single label indicating class number. Class label stationery 

will be supplied as part of the standard.  

  

2.4.2 Position  

The bottom of the label should be positioned 10mm from the base of the spine. If 

the spine of the book is too narrow to take a spine label, the label is to be fixed to 

the bottom left-hand corner of the front of the book, 10mm from spine and base.   

  

2.4.3 Size  

The standard class label can be either 16mm wide and 22mm long or 20mm wide 

and 40mm long  

  

2.4.4 Type Size  

The font size should be 14pt.  

  

2.4.5 Layout  

The standard layout is portrait.  

  

2.4.6 Colour  

The standard class label is white with black text.  

  
  



V2. Nov 2020   

  

  
  

2.5 LOAN STATUS LABELS  
2.5.1 Quantity  

The standard is for a single label to be provided by the Library, where required.  

  

2.5.2 Position  

The bottom of the label should be positioned directly above the class label (which 
is 10mm from the base). If the spine of the book is too narrow to take a label, this 
should be fixed directly above the class label on the front cover of the book  
  

  

2.6 OWNERSHIP STAMP  
One Institution stamp (two lines maximum) positioned on the outside top edge of 

the book. Stamp to be supplied by the Institution.  

  
  

2.7 RFID  
RFID is a well-established technology in the library world. Libraries use RFID for a 

combination of purposes, including self-issue, stock management and security. 

Any of these functions can be carried out independently, and where security is 

required without RFID see section 2.9  

  

The industry standard is for RFID tags to be programmed by the supplier with the 

barcode and ISIL number and placed inside the back cover of each book; 

staggered from top to bottom.   

  

Where technology permits the process grid can be overprinted on the RFID tag 

label, saving one label.  

  
  

2.8 SECURITY TRIGGERS  
The insertion of RFID or other security trigger as required is to be regarded as 

standard. Where a library is in the process of migrating to full RFID, both tattle tape 

and tags may need to be used.  

  

2.8.1Position  

Down the spine for hardbacks and embedded between the pages in the last quarter 

of the book, fixed as close to the spine as possible, for paperbacks.   
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3. AUDIO VISUAL MATERIALS  
This section covers an increasing number of formats, and there may be some 

variation as to what is possible or desirable. AV materials include CD, DVD and 

several Games formats packaged like DVDs. All disc formats can be treated in the 

same way.  

  

  

3.1 DATE LABELS  
3.1.1 Production  

A generic date label should be produced by the supplier and inserted as part of the 

standard, using the specification below. Paper for the purpose should be white 

matt, non-glare with a minimum weight of 80gsm.  

  

3.1.2 Size  

The standard is one label, without pocket, 100mm wide, with a finished length of 

148.5 mm.   

  

3.1.3 Layout  

The standard date label has three columns for date-stamping, without grid lines.  

  

3.1.4 Colour  

The standard date label is printed black, on white paper.  

  

3.1.5 Text  

The library name, logo and 2 lines maximum of fixed text can be printed on the 

label. Text should be in Arial with a minimum font size of 14pt in upper and lower 

case.   

  

3.1.6 Position  

The label should be placed on the back cover in the clearest space taking care to 

avoid the EAN or any other important data.  

  
  

3.2 BARCODES  
3.2.1 Production  
A barcode label is to be produced and fitted as part of the standard by the supplier. As an 
alternative, the barcode label can be supplied by the Institution.  
  

3.2.2 Position  

The barcode label should be affixed to the top or bottom of the back cover.  
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3.3 CLASS LABELS  
3.3.1 Production  

The standard is for a single label indicating class number. Class label stationery 

will be supplied as part of the standard.  

  

3.3.2 Position  

The standard is for the label to be fixed to the bottom left-hand corner of the front 

cover.  

  

3.3.3 Size  

The standard class label can be either 16mm wide and 22mm long or 20mm wide 

and 40mm long  

  

3.3.4 Type Size  

The font size should be 14pt.  

  

3.3.5 Layout  

The standard layout is portrait.  

  

3.3.6 Colour  

The standard class label is white with black text.  

  
  

3.4 LOAN STATUS LABELS  
3.4.1 Quantity  

The standard is for a single label to be provided by the Library, where required.  

  

3.4.2 Position  

The standard is for the label to be fixed to the bottom left-hand corner of the front 

cover. If a class label is required, the bottom of the loan status label should be 

positioned directly above the class label.  

  
  

3.5 RFID  
RFID or other security triggers should be positioned at the back of the box, 

obscured by the sleeve.  

    

  

  


