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S Many T oE™ these tasks'require little or x‘xo professional

FE ' .'_-.I-ABST'RACT”“,‘Q-'_' S
The "school librar.y' . s:.tuatioi’x in the schOols Cof ¢
Nev;rfoundland is’ far from 1deal. "Many school libraries, are -
. staffed by. t’;cher/librarians who are also respon91ble 'for

teachlng -and supﬁrv1sory duties.,_ There is little or no-

free time for - the many tasks which must be car‘ried out
routinely if the -school library :L&“to function efficiently.

_\

»
- .,

~tx:a.ining .~. and. : an_'. be carried "out by trained ,library
assistants. T o ot A R K "‘\\ ':\ '
o ‘\ 5 . . ) S o .\\

5

-

The aim of this pro;pect was to pr,epare a. simple handﬂ-\ S

book for t‘he Jase of teacher/librarians and library assist-

. ants. .The handbook was designed to be used by the 4
. ’, .‘- . -
4 teacher/librarian for - instructional purposes during the
h ¥

initial stages of. the training progr‘anuue’and by’ the -library

1

o~

-

=
(4

’ assistants themselves during and after the traininc D&lnﬂ i
R o

is completed. Accompanying the handbook is an. 1ntroductory

Y
section for- teacher/librarians. + The teacher/librarian

P

) -’

section outlines the philosophy behind the use- of student .
\assistants in the school library, establishes general

c -
guidelines for - the setting up of a library ass:l.stants </

"“ - . . _]._ S

programkne and 1ntroduces the student handbook. . A

o ) A prel.iminary draft of the l:x.brary assistants hand-'

book was sent jto proﬁessional people directly involved i
K )
"school- 1_ibrary .aerv e. '1‘_hese individuals were~askecy o .

B S



-"

the handbook._
’ teacher/llbrarians and library assistants.

«

- W

.._:\”.'. e
' ekamine bo0k respond
questiqnnalre and. suggest changes,_ _

’Substant;ual <h nges suggested.

spec1f1c sections were used w1th a\gro
: \

'students.~'

' ,can“:be -adapted

- - . ’ i (( R ; B - .
'the handbook, to the accgompanying :
. ) . r o - ) . . ’

-
* 14

.

1t-wou1d beneflt both .

-

All of-thosd contacted were favourably J.mpressed w1th

j\ll agreed that
: There were no
» e . ) .
. ) - } ' .
N 2 -
In order to .obtaJ.n student response to the handbook., : .
of Junior High eom

Exercises which presented~ some diffoiculty for

. o

he students were r?used. K
the handbook

Based on a search of. related lrterature,
consultants, L

ref].ects the ' opinions. of , scho 11brary .
N : . ,
teacher/librarlans and students o the age group for whom- ﬂ/ .
Designed for’ Junlor High Schooi students, S

. /-

1t is, intended.
to. _ _mE_ejg the needs o_f 1nd1vQ1d_ua1 S
' situations','_ - SRR A L

\\teachef/lihrsri'a_.ns jn specific school

MR %
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- ' s
- pract:,ces are most effectn.ve, New qurricula have con-‘-

learn. e T ot
= e

I \/

LHA p T E R n
. o N . f : - * . - .
AN 'OVERV};BW OF 'x,'ma:-'. sTUDYV

t

¢ - . . . ~Introduction

During the twentJ,j h century knowledge ilas grown at -
~an alarming rate.; Asr.a result, mN changes have occurred

.1n the conceptkof what 'educati'.on 1s and what educatlonal

" . IR

RN

stantly been develoPed and new subjects introduced. : There

’

"nas been J.ncreased concern for the 1nd1v1dual needs of

: children, and a grow1ng interest 1n how and why children

»

ten ’ . L

Concern f r the 1ndiv1dual has led to new approaches

,l.to learning and teaching methodology which emphasn.ze the‘
) €

indiv:Ldual and encourage persOnalized learning, : independent -

v

R 1nc3ba.ry,' self-—dlrected learning and resource based teach-

. ‘

: ing. The traditlonal pi'eoccupatlon w:z.th textbook teaghing

o and learning has been challenged and educators are becom:lapg

W RN .
1ncrea51ngly concerned that young people, in additiOn to

. '

.learnlng ‘a: body of knowledge, also learn how to learn.

'.“ _ "I‘his :anreasing emphasis on‘lnstructional resources a

.

) .
has placed new demands on the sch.o,ol ’].:Lbrary.. ‘Indeed,.,

3

‘ Davies - (1974) maintains that \educational change _ has o

“hurled the school library from the’ per:.pheral fringes of

- o
< the teaching-x 1earn1ng program into the mainstream of the

. lnstructional process . itself“ (p- 10) .',AB- a’ re_su-lt», the>

p_

—r
+ e ts §e = e s te

-~
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roT . o . . 1 . » _' - » .
concept 'of the school library has changed from\the trad:.-— N
) tlonal concept of the library,as -a- storehouse o,f books to : --} RN 1
. . r.. - ‘ - __ A
the current conCept of the school med&a cente,r where the-‘-- S
, . S

‘=use"‘ of ,:resources, fac:.ln.tles and" servfces ."is_ di,rectly BTN N

v s

S
_ :Q related to the teachlng—.’Learnlng process. L \ > ' :
. 3 Y _p - S NER
T "'_ Effect:.ve teachmg\ and learm.ng are the goals of all R
, 'edncators..' 'I'he funllflllment of these goals, Dhoweve.r“,-.may 3
: A ey .
' 5’/ now demand the facn.lit:.es of a medla rlch. school llbrary.
) Well equlpped ]'.'J.brarles alone, , though, w:.ll. not necessarxly
.j V, e p;.pgide students w1th a: clgualrt_y educ:t:fon."i.' Ab d na"mlc,‘.
-.'1.- . profess:.onal people are requ:.red to staff thes. Yee ' to ’ i
‘ prdvn_de,_ as Trump (1963) stgtee,\ . *serv1ce [wh:,ch] W:Lll '
SR permeate the total;ty of edx;catlon ‘p&) 3 L e B
\ ‘ . The Standards Coxmm.ttee of the ca . ian:Sch. s
- "' \-.— Assoc:.ata.on (1'967) 1dent1f1es _' the Zial -fuhctlons "of :_'f, v~
‘ | ;eac‘her/llbrarlarm as.' bulldlng and orgam.z:.ng collectlons' ' ,
.. _' oof ,1nstruct10}1al ,mater:\.als,. encouragl‘ng "d"' aSBJ.Sting
- o N ,': faculty aond studenta to n'nake ma;umum use of these xnate- .
rlals, tralnLng clerJ.cal and student asslatant;; and dll‘ect- ,
- 1ng. thelr work and making use\ of. modern pub11c1ty "and ‘--' , - :.
| publlc relatlons methods. to build and) malntaln ;a vrtal . \
RN 11brary programme (p. 2.2_). o y L ‘ _ v i
; i Branscombe " ana ' Neweom (1;77)' suggest that ".the D, | 1
. . e . ,
teacher/llbrarlan must possese the skllls of an edu‘cator,;_ %
L] . ) . . - N
of;’;_a lea'rni?x_vg.materials' .epec_jla'lis‘t,'hof an adm;'i.nis'ét’ra:“tor‘, c')f. o -. o
e PR L .y
\..,».'\‘\v p o W - . . : A ‘5
. ..;.‘\\\\‘ ST : . v /r
o ¢ ]
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P AR |
~ a producer #°f mate_r;]R and a_ manager of ~technical -

e .'prp‘eesses-"_,(é’. 36) . - .

" ' o Clearly, the. role of the »teacher/librarian; is a'

e r——— =
(TP M i e
©

I'd
-
.

fens

-;-challengblng one. It is unllkely that the challenge can be

-

met by a‘?l o%rworked teacher/librarian or by- a. claasroom‘_ ’

; . - A.teacher or’ adm:.nistrato? with little or no. llbrary training
- . ~ a

1" N who co~ordinates the library as -an added ass;\.gnment.‘

.o,

. ° Statement of the Problem ' L e

. e . P . . . ) . L

- vTh'ough \1mprovemepts 'con}:inue 'to. be made,” school
w0 - -'..library develoPment 1n ‘S.hl.s provxnce is still in its

1nfancy. There. are few schools with full- tlme profess:.on}l

oL a _personnel. . 'Most " library :servxces are co-ordlnated by ‘a

. . . ‘_h - ¥y

e -_-teacher who has some tlme released from regular classroom .
. e T . oy .

duties to organize and develop the collectlon ‘and prov1de
. _/ .,

- R

- for . the needq of puplls and teachers. fl'he serv:i_.ees such*an
:"'..‘"-_: : .1hd1v:|..dua.l~ can. prov1de _are ha_turally lj_.miteq. 'partl.cularly
.f. \ when tedhnical and clerical c.lutie.e_‘are i'ncl_l.;,ded..'
L S ‘V : Mahy of :these technical and clerical .duties 'may be'
s ‘e,f,f.iciently ;perfqrme_d@ pug.ail as_s'i.stants, ther-eby-: f_reeing-
the teacher,t-li?rariari for the more ‘proreseiorial duti‘e_s of.-
.work_ing direct‘ly w:.i.\th'sta'ff and pu};)ile.-. Pupil aselstante " .

e ! ’ . . PN -

_muqt 15e trained, however, and " the quality and- level. of"
ervice they provxde may 'be d1rectly related to the nature

', land quality of the traxning they receive. _.A simple _hand-_
fa o .o ) . ; e L .
: )' - o book .for the train%xg of ,l:.brary assistants would outline

. -~
g - . 0 .

- c ESEEY
- . PR

NI v
. - N PR N e
v . . s




' Y
/programme and whlch mig‘nt aleo be used by the llbrary ,

2

-

-

"the s'eleytlon of 11brary asslstants.

no . such

: : The - urpose of .th:i.s -px:oject was to develop a simple,

'practlcal handbook for . the use of teac);er/llbrarlans and

l:Lbrary ass:.stants. 'I‘he J.ntent was to prov:n.de a, bas:.c text

which mlght be used by the teacher/librarlan for 1nstruc—'~

tional purposes durlng the 1n1t1al stages of the tralnlng

"assistants themselves"as a. useful reference book both

~l

dhrlng the traim.ng perlod and after 1ts completion. The- .

3

handt;ook was meant to ,gu:.de the student asslstants work SO .

- '

that only occaslonal dlrectlon from the teacher/librarian

I8

would be necessary. It was’ 1ntended that the handbook

would be accompam.ed by an 1ntroductory se\ctlon‘ for the

-
-

teacur;/llbrarlan 8 use alo e.' n _‘ T C ;', B

-In the plamu-ng b.f th1§ pro;)ect, *the __foll‘}oviing."

.

objectlves were identifled- ‘ Lo ‘-. e N

"".-'.- ) - Pt

"1._ To prov1de guldellnes for teacher/llbrarlans 1n,_'

t‘ne recruitlng of 11brax:y asslsgants. R *'“ - \
Y '

'2 » To provide gu\idellnes for. } teacher/librarlansfa.q_ -

v




- cwill™ carry out - under L the dlrectlon of -

3.

To developr guidelines for a training programme to
[ ~ 3

‘ .
: . S Fo®

— s

be used by the teacher/librarian in the training of library

\
assistants. ' ' .

4, To outline the duties which can be

~.

performed by

library assistants. SN
' 5.. To'dden£i§§ the steps ‘to be followed in carrying
'out'theee“duties._ . . 7\- _T\\' 3 p
6.

Io deve}op practlce exerc15es which the students

the
téacher/librarian.

-;eff1C1ency on the part of the 11brary a851stants..

- condltlons under which they were obllged to work.

Y
< [

teacher/llbrarlans' that they felt

7, To provxde a reterence text for llbrary asslstants

whlch can be used aftér the tralnlng perlod has been

N
o

:qompleted. Coe

3 vt

T ."Statemeht éf-Néedl. Co o

”

B Accordlng to a report by Statlstlcs Canada (1984),,

there were 38 teacher/llbrarlans who ! spent from 75-100%'
pf the schooi day admlnlaterlng a school 11brary in ‘the

schools of thlB prov1nce durlng 1981-82.
ascenta;ned through conversatlons-'wlth

- . ,
‘many of these

very frustrated w;;h
Moet'of

them a;tempted to pronde library serv1ce to large teachlng
staffd and vast numbers of students.. A 1arge urban schoolu

»

»

'The aim of~auch-exercises is to éhsure'

’

. The wrlter has *

.:zbeard,'for example, empleyeq 19 teacher/librarians on what ..
co b (ﬂ ° ' .. . : \ ' ! .o K
." '- ,l ‘" . - S, E ! ) o
Y \

\
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i

is ‘cons"ifiered' a full" time, 6 basis.™ . Many of these

teacher/librarians were responsible £or regular teaching.

duties in addition to their librai-y assignmént.‘ "Most, as

well, performed the Tegular auperv:.sory dutles carrled out

b‘y' classroom teachers.  One- elementary teacher/llbrarian

who taught 10 regular perlodS'on a six day ‘cycle was

: . ., : .
. expected to co-ordinate a library programme for 496

s;udents;_ 'Shé'also, attem}gt,ed to serve the needs of 25

2 ' .~ "¢ - ¢

L)

teachers. . ' - -~

-

v

1984) 1n 1983-84 30 teecher/llbrer.lans\spent f;om 75—-100%

of the . schooJ. -day pfovi-ding '1ibrary : service for students
N

d\teaéhers of ‘this province. One 1arge school board_

emplo\y-s\24 of these \teacher/h.brarlans on what 1’5 consid-

ered a full time baBlS.3

llbrarians have dutles other than those associated w1th-'

library service.” One of these teacher/librarlans seeks 'to
. . - : Y E |' . . . } . . .
provide - a. library. programme. for": 650  students from

Kindergarten -to_'_Le've'l Three. _'He attempts to. gserve the

needs bf 38 teachers. He. teaches a Ijl,iigh School course, as

- . : . B ‘
< z . ! . Pl . 7 - -y i

\ 7
. . , - . DS
.1... Cdnversation with School. Board office workeri—._

A

-

~"2. _.Cor;ve__rsati'on with te'acher/iibrarian,

3. ConvVversation with Sch'ool ‘Board office worker. }

Accordinq tqQ prelrminary f\\gures (Statistlcs Canada,' -

Many of these teacher/ '

wr




. .
. - )
' ’ /

well. In the meantlme, he must perform the regular.

supervisory dutles assigned to ali teachers.4

»

It would seem, then, that althgggh there have been
' ' ‘ -

‘improveménts in the area of school \libraries,, the schools

in Newfoundlanﬁ are a long way from the ideai,' Indeed, it
»

woqld appear ‘that -the sxtuatlon has worsened. 1In 1981 82

38 teacher/llbrarlans gave 75- 100% of their school day to

.lfbrary work. ' ,By 1983-84, thls number had decreased to 30

’teagher/librarlans wﬁo Spent 75-100% of thelr day g1v1ng'ﬂ

‘-Canada, '1984).

llbrary sexvice in the schools o this prov1nce (Statlstlcs
' : - |

Reeorded statlstlcs, however; can show only a part of

T

the story. ' Many school libraries are still staffed by

A}

'claasroonl teachers or admlnlstrators w1th llttle or .no
'profeBSLOnal library tralning and with llttle' tlme for:

.co-ordinating " * the .. school . library ‘ prdgramme.

Teacher/librarians and. others responsible for .library.
N . . . A : . ’
gervice, " with a myriad ¢f duties to perform are. often

leogged ldown _with routfne’ housekeeping chores. ' The

teacher/librarian is -frequently left ‘with little o;.ne'free(

time for involvement in the more professiohalvendﬁchalleng—

ing. roles -for "which he/she weé trained. While tasks such
. ' | o

as circulation‘duties, reserv1ng and - delivering equip@jpt,
== niat \

processing and ‘shelving “materials require ilttle

4. Converaatioh with teacher/llbrarlan.
\s

.

edA
-
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profe'ssional 'skill’,‘ they must, nevertheless, be carried out
systematically if a school library is \to runcsmoothly and

effic1ently. One. is forced to Qonder, then, whether the_re

is some way of allev1ating a s,ituation which ‘makes it

» .

\I
almost 1mposs:.ble for * the teacher/librarian to functio_rf

[

.effectively. Can the teacher/librarian be t"reed from time

consuming, "repetitive clerical: and adminiatrative tasks?

"Can the ‘echool library be kept open, running smoothly and-~

availa‘ble to both students and teachers when the part time

”

; :teacher/libraria“n is absent for lar,ge blocka of time? '.Can'

.,

the school li‘brary operated by a classroom teacher ~or

administrator play a more meaningful role ‘in- the school?

~
A

_The - answer may\lie in the s@ection, training and

,utilization of library assistants.

The writer has digcussed the use of llbrary assistante L.

'w:.th many teacher/li‘,brariahs. - Almost unammously, thg,

individu‘als contacted thought that student. assistants were
a v_aluabl-e', even' an indispensable aid. to the librarian.

They - claimed - ‘that student assistants e;nable .the , Libk

. - 4
function more effv:lfc1ently and allows the profession staff
to be more available to/pupils and teacher.

If library assistants are to play a meaning‘fu ' role in '

.the operatiori of a. school ‘1ibrary, adequate trai ing must

: be provided. ‘A\suitable traim.ng programme migh be more'

¥
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| - . 10
.‘r ey
and ' 1ibrag/ agssistants. Such a ‘handbook
.I . - ’ b;

wm‘xil.d ' provide
X ,guidelinee andh' identify procedures - for- ~the

training,
seledtion, recruitment and utilization of student. assist-

_ants. After the initial ‘training p‘eri‘od has been com-

a

/
: plete‘, this handbook would provxde a ueeful reference and

guide: t=Ta) that -~only - occasiorial help : from' the
i - .

fl""EEache[r/li'brarian' woui‘d be necessary.
3

The prov1nc1a1 school 11brary consultant. llbrary con—
k o
) jsultants at the school board level and teacher/dibrarlans/,, .

all conflrmed the need for such a handbook for all those y
. b _
y dlrectly ;anolVed in échool 11brary servxce, parbloularly

for those with lJ.ttle or no 11brary tra1n1ng.

. . . ~- _ T, R |'
— e »
- . . - .

R Methodology A
H A i ;

-The. purpose of this »projlegt “was to. develop ‘a'. ‘hand-=
_book for the -use ' of both  the teacher/librarian .ang

library ass:.stanta. Initi;lly, .t'he' plan was to prepare two

separate handbooks, one for the teacher/llbrarlan and one

& A\ -
for the llbrary asslstants themselves. Inf—‘the ‘colirse of~

-

"

the development of the project, thJ.s .plan " was. revn.sed and

. the present 1ibrary asslstanrt handbook, accompanled by an

-°1ntroduot10n for the teacher-/llbrarlan, was prepared.v- Thls

Y
¢

change occurred as a natural result of the steps which were'

. outlined be T T |

fol owed in the pro;ect development. ﬁ steps are

e T T



.that the prox}incial school 11

. to assess the general need in the

1. Confirmation of a genuine need was- sought by con-
. X -(
tacting 20 people "in. the field of schoo& libraries.

i

~Included in thlB group were the- proxgn.ncxal school library
consultant, li-brary gonsul-tants at the school board level

and teacher/librarians. ‘These jindividuals “were chosen to-

be representative of | ¢t ajor denominational school

sYstems, and both urban anc'i rural ar'eas.h it was ‘believed .

PRI

_ovince .- ) Y

ary co’nsultant would be able:

PRSP

A literature search ‘was "conducted' in 'order"'to .

determine what authorities in the field of school li,braries .'

. - . ..

have written regarding the follow1ng topics. .
'.a." The Library ‘A's sistant Programme o L . | ‘
b Recruitlné Library Assistants | )il | L "
‘a. Se,‘l.ecting Lib;ary Ass:.s.tants . o . . \'
"T*d . ‘Tr“a'lnnlg Library Aesistants - ‘ ‘.\
e. Duties of Li‘orary Assistants _" ». . \‘\.‘ :

SRR The Library Club
g:: Rating and Evaluation of Library ABSlBtantS

. h, Recognition of Service

\...
.

3.". On. the basxs of the fllterature search ‘a prel‘imi- o
sn_ary outlitx’e of the handbook was’ develoPea.- 'I'his outline

‘was.-sent for exam;matidn and critlcal response t.o the

A

.provincial school 1ibrary consultant, 10 library consult— -

ants at . the school board level and E‘)’teacher/librsrians-

The_se‘_,ind'ividuals, with the exception of the provincial

L]




school library 'consulta'nt, were chosen to be representative

of the major denominational school systems aﬁ’ both urban

and rural areas. 00p1es were als "submitted to a #gchool

llbrary supervisor from Brltish Columbia as well as a full

»

.time ' teacher/llbrarian ’ ﬁrom that - prov1nce and a

teacher/librarian fromlMani'to‘ba-. An_accompany_ing' aues.tion4
naire requested constructive cr.iticism regarding  appropri-

atenesa 'O'f Itopi!cs 'and genera'l vformat- of the handbooks. A
[ ’

"-c0py ofr the questionnaire can be found in Appendix A,

sRespohses were received from all to whom the outline and

quest onnaire were submitted.

4. - Response to the ques;tionnaire was . very favourable.

. ef

Suggested changes in content were of a mlnor nature. - All

* \

such suggestions were actech upon. Consequently, one of the..

‘ N I
proposed topics, Weedlng, was deleted fr m the outline,

51ncei_it_was felt that this particular tOplC should not be-

-’
>

R

'included in library assistants duties. A mpre SLgnifiqant
- concern. raised by the respondents was: that. of the proposed

. format . It was gen’%rally fe].t that two separate handbooks,'

-one for the teacher/librarian and one for the students

would involve a- great amount oE tepetition and would not be~

particularly appropriate for’ the intended purpose. "I‘h_is

had already ‘becomel apparent to the writer but it had been’

decided to await ‘the. comments of the professionals in the .

field before changing the initial plan. Their respons_es

. ‘
confir_med the writer's decision and, consequently, the

12

‘e
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format was changeq and the present arrangement was.adopted.

The . present arra gement is a simple handbook deslgned
,

partlcularly for the use of the students but one which may

'

be useful for teacherfiiprarians in the-initial ingtruc-
tional period. ‘ccompanylng the handbook is a brief

eectlon de51gned to\serVe as a guide, to teacher/llbtarlane;
/ (S
This section sets ﬁorthvthe philosophy behind the use of

+

student : assistants | in ¢the school’ library, establishes

generai guidelinee for thef_settlng pi'of: a llbrary d

'aselstant programme nd 1ntroduces the student handbook. .
o .I

5. On the bas 8 of the llterature search and the
”cr1t1c13ms and sugge tions received from the yarlous con-"
. tacts,” the flrst dwaft of the handbook' was prepared."hp‘

Coples of the draft were | sent to the prov1nc1al school'

library COHBUl%@Q}, three library oonsultants at the school
board level and six teacher/librarians. Those indiVidualé,
w1th the exceptlom of the prov1nc1a1 school llbrary con=

sultant were chosen to represent the maJor denomxnational-
\ [
school stems and both rural and urban areas. . These
i . .
people, dlrectly 1nvolbed,w1th school lerary serv1ce, were..

- N

. asked. to examlne the handbook and respoud to the accompany-"

1ng questlonnalre. . 'They also* agreed to -suggest. any
;hanges whlch in th X inion would improée 'the'

‘handbook.. Each person examined the handbook and returned

.the _completed questlonnaire. A copy of the.‘

-‘queatlonnaire can be found in Appendlx A,



o

T

-

v

‘l4

~a

.
>

6. .Response to the handbbok_was ‘very‘positi've. All

which were included. '~ All agreed that the h~an.dboc'>k would’

>

benefit both the teacher/librarian and the student assist- ,
ants. There were no substantive- changes suggedted by +the

examiners.

Y
-

LT _To determlne ‘student res‘pdnse -to  vocabulary, |,

style,' and 1evel of dlfflculty,' a munber of sections were

used with a group of Junlor H1<§: students. Sectlons chosen, :

partlcularly because of thelr potential for dlfflculty

were t‘npse deallng w1th &the Dewey Dec1mal System of Class:.-’ o

flcatlpn.. The students dlsplayed no dlfflculty w;thlt‘ne ' R

A

.explanatory Lnformat:l.on or w:Lth Practlce Exerc:wes Three

and F;ve. g -Some students experienced - d:.fflcultyvmwn.th

. ' . *
Practic Exerc:.se Nuinber Four because many of the’ book

tJ.tles were. ‘not specxflc. As a result of student reactlon,

)

'.Prac;tlce Exercise’ Number Four was revised to include

specific book titles. . - | o
2 &

The handbook in its present form has resulted from the
ste‘ps outllned above.‘ Based on a search Of related lltera-

ture 'it reflects also 'the opln.lbns of school llbrary

consultants, teaeher/librarians. and- students of the ‘age

group: ‘for-_whom' it is iritend_ed'.

were in agreement with the geri'ez;’al format and the tepics, '
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Organization of the Report

N '1\11is_report is arranged in two parts.'+ Part I,

entitled, THE STUDY, is reported in three \Chap‘ters.‘

Chapter 1 :anludes a descrlptlon of the, sub)ect under con-

s’kﬁderatlon, the purpose and objectives of the project,‘ a
uf , N
'statement of need and the methodology follOWed. T -\;

Chapter 7 rev:.ews the llterature related to the estab—
‘9'0

l1,sh1ng of a llbrary asslstant programme as well as the

need for such a programme. . .This llterature rev1ew 1s:

reported under the followmg headlngs' )

~1. ' 'I'he let‘ary Asslstant Programme
2 Recrultlng lerary Asslstants o ' . N
3, 'Selectlng L1brary Ass:.stants L
4., The Tralning of lerary Assistants
? 5. Dut}les of Library Assistants
.,6. The L.Lbrary Club 3 .. _
7. Ratmg and Evaluating of Library Ass'i.stant‘s'
8 '-Recognltlon of Serv:.ce. |

Chapter 3 conslsts of a summary and conclu51ons.

1 ‘

Three appendices are included- with.Part I. : Appen‘dix"A L

‘consi'sts of' letters', outllnes and " questlo&?ﬁres sent to

professionals in the fleld of school' llbrarles-3 Ap%nd:.x B

has a copy of a letter from Bro—Dart givn.ng permlssn.on for

the u%e of materlal bearing a copywrlght. Appendax C .19'

! ’

composed of a sample recruitlng flyer, a sample certlflcate‘

o




'.'._'/Jrow.des. guidellnes for the establlshlng of such a pro-'

16

L)

of service, a sample library assistant schedule and. sample

-t

rating instruments. . '

-~ part 11, THE HANDBOOK, -is designed as a handbook for!
“the - use of ' school"  library assiatants ‘and
teacher/librarians. . The Thandboock has two sectlons. '

se‘ctién 1 is addressed to' the teétchér/-librarien. "It out—
L2 .- P
llnes ‘the p‘hllosop‘hy be'h:Lnd a llbrary ass.wtant programme,

l Al N

grarﬁme and introduces the handbook. : Sect:n.on 2 is the hand=—

book which is designed to be used by teacher/llbrarlans and
students durlng the 1nstructiona1 stage c;lthe programme
and by the library as.91stants themselves as ‘a reference

tool after the tralnlng perlod has been completed.-

. .9 e
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N /
h
) . .
~
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[
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/ f—\ Recent’ emphasis on ,individuali‘zatmh, \'\inquiry,

e

. 1
: 'aspects of llbrary service. This chapter w:.ll revidw t

‘,ass*:.,stants and recogn;tion of service performed_:by libg:ary

R - > ' ' o g
AB8Bistants. To- . - . 3 g

CHA PT ER 2
% ] : .

. : e n . ! . .
7., 'REVIEW OF RELATED LITERATURE - ‘ .. v

P

"¢ Introduction T "

-

)
'Lndependent learmng and rejource ‘yased teaé‘hlng has placed L P
’ 3y &,
-additional demands on teacher/llbrarlans. I-t is expected' T
that the teacher/librarlan wi}l be lnvolved in curriculum

-development and be active’ in profess:.onal concerns ’WLthln E ' !

the school and communlty. _.The" teacher/llbral/lan must be

b K] ' : LI R

.'_famlh,ar wij;h teac_h:.ng ,strategn.es_ and 1ear,n1ng s'ty],es, and-, AN

FhL TN L e s

be able- to organize.time, resources and \personnel in'order o
M ] ., i ..

to provide 'an ed’ucationaf serv:.ce whlch is v:.tail to the

Y

school s mstructlonal programme.

These ' demands requlre more tlme and effort than ‘one

¢ b
N

tearﬁher/llbrarlan can prov1de. Tralned llbrary ass:.stants

are able t'b free the teacher/l:.brarl.an from many routlne f

N

‘clerlcal-and t‘echnlcal t,asks.- “The teachér/llbrquan then

1

.'nas more time to devote tQ the profess:Lonal ‘ana chall:n/gl!)g s
h

-

llt‘erature deallng w1th the, nature of a llbrary asslstant _

|

',programmep the aelectlon.' tralnlng and using of library

'ass:.stants. It will also review the literature- regardlng c B

v a

the lﬂar;}y club, the fatlng and evaluatlon of library %
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.

. /f’//,\\\The Library Assistant Programme .
P2 \ B

"The .

N\ TN

ideal 1library assistant programme, .as it was

perceived by Bennett (1938) almost a half éentury ago, is

assistants

assistant can

librariau”_(p.

one which benefits both the teacher/librarian and the

themselves.” . She maintained that a student

o !

“"render valuable service to... [the teacher]

1). In return, the student gains a knowl-
c . M I

-edge-of how‘to use'the library which will serue well during

)

his/her school days and carry over to later life (Pe l)'

Over a quarter of a century ago, Douglas (1957) - saw

‘the teacher/librarian beneflt from, a succesfful library

-~

assistaq; programme since o ‘ ' -

A carefully d1r9cted plan of student help makes
possible ‘fuller utilization of the’ profe551onaf

trained.

At® the

same

services for which: the [teacher] llbrarian was -

-

(p- 2)

time beneflt accrue& ‘to  the partic1pat1ng

W
stuﬂents since ‘the work experience helped in thelr growth

1)

fTo give “students an

‘the1r

, .To give pupils an -op
: adept

' and development.- Douglas stated that the student assistant

e

. programme should be de31gned-

L <

-personal experlen e.,

,rtunlty +t0- become more
in the use of oks and llbrarles.,

/

To "provide opportunity to. explore vocat10na1

o 1ntereets through prevocational experiences.

"~ To provide opportunity for'experlencing the

gatisfactions inherent Ln service to fellow
Lstudents and teachers. T

P

1

’

.
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b a
5. To provide co-operative: attltudes between the
teacher/llbrarlan and students.
6. To .  provide additional opportunities for
- ‘democratic participation. : .
7. 'To prov1de opportunities for developlng and -

using special skills.
o ] » . "h-.( = '.- 13 '
. 8. To- provide  increased and,.. improved library
" service to'the school community (p, 2).

Sohe schiools, accordlng tp Douglas, allow acadenic

',“credlt 1n return for llbrary work. She p01nts out, how—'
;ever, that ‘a great deal of plannlng is requ1red 1n the
'wlmplementatlon of such ‘a- course. A course~of~thls nature

requ1res wrltten ass1gnments and lab work and is. not to‘be

confused wlth‘}nstructlon for carnylnq Qut vqlunteer'dutles )

°

-

Lowrie (1961) cautlons agalnst ‘using 11brary a351st—

. B l&
ants-as a substltute for regular paid- clerlcal a531stants"

(pp 140—141) She belleves, however,-that~a well planned

library- as51stant prdgramme 'can do . mUCh'to lighted’some of"

.the tasks wh;ch often cause ‘a [teacher] llbrarlan, ‘conr.

[

stantly “fn. need of mone clerlcal assistanoe, to. bog down"'

.(p. 140y, + . 7 ST T e e

\

=asslstants.' She 7ays,'"All too often the corps of student_

' <

. ass}stants is. the only help whlch a [teacher] llbr rran haS'

.(p.,162) Saunders also 1n51sts that students w11l prOfltu

.” L -

'gfrom thelr work in the 11brary., They have the opportunlty

4

_of "v1ew1ng.:mater;als beﬁore they are .clrculated,.tlearn

.\ .
,

- . ) et .

Saunders (1975) p01nts out' the need for library

N

oot R i o e e ek, A, st = S
N . ”




, llbrary experlence .

* teachers. , When the' teacher/llbrarlan must be absent,

s

=

about library ‘usage and gain experience .in many. clerical
- - < . . ) . - : .t y 4

and techniCal tasks. She claims that the s‘tudent assistant

may acquire traits such ,as acduracy, neatness, .initiative
! 4 ~

and responsibility which train him/her for future positions
(p. 163). , : o
) . . y . N -
_Delaney (1968). states that -library assistants can,

greatiy '.bengfit- thf_-' teacher/librarian. He ‘also believes

* that  this work_ is good for. children, particularly in.

'pro{ric'ling "esteem to some who might not have it 'otherw'ise"

(p. 137") ' .

"_', Freeman (1975) 1n her. book atgfinder poxnts out/tﬁat

e é : llbrary . assistant programme -requires .much ef_fort . and

-dtii-da'ri'c'e.‘ _from ‘the teacher/lih'rarian. -’Ne'vertheless_,,

_studenté who have had thg benefit of such- ag programme

relleve the staff of...routlne work,_so that other tasks

.requlr}.ng “a hlgher le\el of training- and skllls can be

.'_.performed...by the adult sbaff" (o 42). Freeman speaks -

W F

'_ po,s:.t:.ve,ly of the rewa,rds of belng a 11brary ass:.stant

,She belleves that volunteer work in the school 11brary

\

K

\"helps . the' . student : "develop Bocially, 1ntellectually al*
‘ emotlonally (p. 40) She also claims that J.mproved grades.

. '1n the Language Arts area sometlmes result from a student 8

A

Wehmeyer (1975) advocates the use of’ student assist-

ants . 1 in maklng the library acce531b1e to students and

Y . . BN ' ° .
. . > .

AN
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“pe-

'(
assistants cen.-keep the’ linrary open and' running effi-
ciently. This is E@rticularly true in the cage of the
pant-time.téacher/librarian who may be absent for days at a
time. In terms of rewards, Wenmeyer points out that these

. } §

pupils are not merely assisting ‘the -teacher/librarian,

T

"they are also gaining a sense of participation in and

respect for ' the . library [progkamme], which is more

N ;
important than the work they do" (p. 2).

) ' ' N | ] - - \ .
¥ N L) .
. o, 'RecruitingjLibrary Assistants

Recrulting the right. type of student is the first_v( \,

L 2

. step in setting up av well planned library asslstant

4

ays. o : . : o % ,

'Douglas..(1957) suggests that 'the teacher/librarian

¢

should -encourage pupils -who show .interest in and -an

b M . . ’
aptitude'forllibrary work to sign Up as volunteers. She

~p;:ogramme.. ‘This task can be carried out in a variety of

believes ‘that good assistants should be encbdraged to

volunteer agaln at the beginning of the next school year.‘

y

In th}s way experienced assistants are qvailable to guide

. ’ . .
new recruits (p. 12). . . ' - ’
, - .

Otne: methods - of recruiting library assistants’

referred to by Douglas include: .

. - . . L t -

1. Encouraglng asgistants to . recruit . new
.membere.. . " . : X oo

2. ‘Asking teachefs, counselora or the princxpal
“to recommend puplls. -

i

AN

l__.(__..__'__,,_,.,_.(.t_i e
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3
3. Planning liﬁ;ﬁf?'service as a credit course. _

4. Asking the 6Ltudent council to‘co—operate in
appolnting a library service committee (p.
13). : ‘

) L et

Cohen (1962) recommends ' that the teacher/librarian
s . .

publicize staff recruitment in order to attract -pupils.

Early in the year a general announcement could: be made‘;o
T, ,

" whatever grades afe to .be inclﬁde& in the progtamme. An

attractlve flyer may alsolbe de51gned and posted at various

locations thr0ughout "the school. ﬁhls,flyer might outl;ne

. . - N
: qualiflcatlons, -beneflts, dutles and procedures to~ be

_ followed in’ apply;ng for a llbrary asslstant s Job (p.-8)

A

Douglagu(1957) agrees yltn'CQhen on the use of a flyer to

. stimulate interest in becoming a library assistant (pp-

N\

\ : .
33-35). 'An example of one type of flyer can‘%e found in
\ ) .

VAppendix C.. : \ . _ [

. Some teacher/llbrarians requ1re appllcants to write a

letter stating why they wish to beqpmé llbrary assistants,
)

and stating ‘what they belleve thelr quallflcatlons are.

Teachers are asked \to ‘'sign. this letter and make any
AN e . . : A
comments .which might'hexp thé teacher/Mibrarian in dec}ding

whether to acceﬁt the(student. 'Coheh~§upports tn;s idea.

She ma1nta1ns that ’_,' C o

. N

The chmldren who 'take the trouble to actually

write a -letter certainly .indicate sufficient
\ interest in library work and will. uaually make

w1lling and enthusiastic workerB (p. 9) v




Selecting Library Assiattlnta :\
3 { 0

After obtaining a 1list of interested students, the
bv .
teacher/librarian must attempt to select the required

number. Freeman (19‘)5),' Lowrie (196l1) and Douglas (1957)
all agree that the tedcher should be consulted b_efore‘ an.
‘assistant is' selected. Cohen (.196'2I) ‘and Douglas (1957)
Qtate thét the teacher/iibrarian should conduct 4 persionc-;l
1nterv1ew w1th ‘each cand:.,date. 'During 'the interview theé
-ch:.ld ma.y be shown a l:\.st of rules, a sample scheduI'e/of
work assignments and remlnded of hls/her respon31b111t1es
‘. as a llbrary ass:.stant. It w1ll also be determlned at this

*1.‘

time whether or‘not th,e Chlld has the ava;lable t.lme

)

'requlred for library work (Cohen, 1962, p. 92).

o

Some teacher/l:.brarians give a qualifying exam to all
students who apply (Benezra and Goodman, 1964, p. 324).
Delaney (1968) claims that this is an’ excellent idea: He ~
believes v{:hat generaliy .épeak_{.ng. “the higher the intel-.

ligence of the child, the bettet work he wiéll'.do in the
¢ \ - N N - i r » . .

library" (p. 138). a . : _ . o

. According . to Douglas -(1957), J.n selecting "ﬁbrary -

helpers the teacher/librarian sh:oqld lpok fdg the following
qualifications: _ >
. 1, Passing -grade in all subjects

20 At least two perlods a week for library




ey
f

3. Ability and willingness ' to wofk at his
scheduled time in the library '

. 4. Time to help occasxonally before and after

school ~ -
5. Infreqguent absence or tardiness

6. Respect - for the library and its rules nd
regulatlons :

7. Interest 1n~dpoks Nd people

‘8. Abillty to" co-operate with  the [teacher]
llbrarlan ' .

9;_ Punctuallty, accuracy and dependabllltx .

-iOﬁ"Reasonable inltlative and observatlon'
AS .

‘11.. -Courtesy and a'good dlSpOSltlQn_

12, The respect of other pupl;d ~5 . _4

13, Neatness and cleanl;ness in appearance

'14. Legible handwrltlng (p. 13). o . :
Douglas : (19576 states that afiér -,Unsucéessful
candidates have been eliminated, the daily needs of the

libfary must .be taken into account. The téaéher/librarian

must now consxder avallablllty of students and special

skills that some . may have 1n order to nmke up a workable

3 “

schedule (p- 14)

Cochen (19621 advxses that the teacher/llbrarlan should

;be flexxble in selectlng potentlal library assxstants. She':

I

says: . .

_dccasionally it may be advisable to accept a
'éhild who expresses orally some interest. in ' -
library,work but does not have encugh application -
or inltiatlve to write 'a letter...but who.,.would
b?nefltg from- participation in library work (p.

. 9 ) \ i . e .

N

\‘\_
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On the same topic, cofitn further adds that "chi.ldr.en'

who express some -interestin library work should be chosen

" but éelection should be done on the basis of observed needs

as well" (p. 10). A teacher may- feel, for example, that a
slbw reader‘may need extra exposure to books to discover

hls/her 1nterests and that library work may help to brlng
this about, or, a 'chlld with emotlonal_ problems may be
hel-ped by 'li'he responsibility "of library work. A téacher
may feel that a pup11 who is not 1nterested in- readlng may :
be encouraged by working with books ° (Cohen, 1962, p. 16).

" Douglas (1957) and Cohen (1962) agree that the numben'
;and age of l!.brary ass:.stants w1ll vary with school s:l.ze,

tho tea_cher/li,breflan_s 'prefer.en_ceo and , the respons;blli—

" ties they are given. ~ They ‘both claim that a period of

experimentation may be . -nécess ja'ry- | before the

'teacher/llbrarlan décides on the number of assistants:

" he/she wishes to employ.

The Training of Library Assistants

The type of tra1n1ng prov1ded for llbrary assxstants
is crucial to the success of the programme. The length

of the tralnlng per:l.od w111 depend on the amount of tlme an

-indi\ridual teacher.{.ﬁbrarﬁm can ‘devote to the t-ask as well
Ztles .h /she w1shes to asal_gn.
k Cohen (1963) advocates tralning ass:l.stants individu-
."a_lly rather than in groups.. She also st.atos that.lf -form&l\.;

i
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library lessons are taught during the regular class library

period, only oral review will be necessary in the teaching

"of some. tasks. When an assistant is given a task, the
/ : -
\ ' - Iy . -
procedure is explained—and repeated when necessary. Cohen
N .//,- . . ‘ !
also diseusses the use of weekly meetings, where duties are

Fl

explained'ro Tibrary assistants as a group. The disadvan-

tage of this method she notes, is that meeti'hgs-are

[y
difficult to arrange and by the time a spec1f1c task is

. a591gned, the student w11l have forgotten how. to do it (pp.

- b .

20— 21y o

Douglas (1‘957) 'dlsagrees_\uth Cohen (1962)' -on-'tﬁe
-toI_;:Lc of ind1v1dua1 1psﬁ.’ruct10n.. She feels thc'it much o£
the teacher/llbrarian s time and’ energy is lost* 1n repetl—

tlon.. She feels that llbrary a591stants ehould meet

\

N

0\

‘gegularly as a group for the purpose of instruction. Some

schools have a weekly dctivity period and arrangements

could be made to meet at that time. In other schools,

members meet with the teacher/librarian during half.a lunch
- . . . . . .

period (p. 15). 4

Douglas'-'(1957) believes‘ that 'library ass:.s(tants

'req'u'ire consxderable 1nd1v1dual guldance partlcularly at
g
ra 3

the start of the p_rograMe . (p'. 15), Free an (1975) makes

this p:eint also (p. 42),
Some teac’het/librariar‘is ;;reﬂare -a hand,book'or mamie;l

for use in training stuglen'\.cx"_a'aesistants.' " Douglas (1957)

,beli.eves that. ‘“a. code book —-or manual ‘is almost

L o eem e e e
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[

indispensabléffas a training device" (p. 15). . The pupil -

then has access“to a wqittén description of -how a‘task is
perforped and can refer to it whenever the need arises.
Douglds (1957) claims that a library agsistant's,handbook
or manual not only gives direction  ("it also gives [the

-~

student] confidence and security" (p. 153.

The Duties of Library Assistants
. . \

.. . - . . ’ . v
After selecting ‘the. desired  number of interested

. students, " the teacher/librarian must decide, what tasks

‘tﬁey will be.required to perfqrﬁ.,_These basks will'yéry to

& :

éuitLthe'rndividualiteacher/librarian and specific .school

Douglas '(g957j lists the services which library

assistants can competently perform:
l. Circulation Services

2. Shelving Services _ )

3. Ro®m-Services.

0

4. /Re'eﬁe-Materials S : !

5. Bpok;ﬁfocessing.SerQices

6. Magazine and,gewépaper,séfQices'

7. Information‘File Services’

8. .Audid-Visual Serviceg

'§. ,Publicity.and Public Relation Services.

10. Reference Services

‘11 Repair Serwices : o . ) i

-

5

7



‘library assistant programme, He says;that man

~

\ . . /
(\ 12. Cataloguing Services
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13. General Clerical Services (pp. 3-10).

In order to attract and maintain an enthusiastic.and
efficient pupil staff, the téacher/librariap must p}an an
interesftinl_:, and instructive programme oé\ddties.

This point 'is emp.ha'sized bWhen, (1962) who feels

that "...'on-ly well defined tasks should be assignedo ‘and

P

each jolg mast be t@ught\‘\thoroughly" (pp. 17-18). She also

o N . . .
advocates rotating ‘jobs frequently in) order to provide - a

. variety 'of experiences  and maintain interest. Some

.teacher/llbrarlans prefer weekly rotatlons, " others change

_jObS on a monthly ba51s (Cohen, 1962, p- 19). .

. Cohen (1962) #lso recommends pralse for work well done

and cautlons that careless work by 11brary assistants must

not  be tolerated (p.' 18). A spar‘rt of enthusiasm and
co~operation should be encouraged in order to provide - a

vital library 'programme 'serving the whole 'school. '(Brewer

_and 'winis,'"197o, p. 24).

Delaney (1968) belleves that a good tralnlng programme

'and Jud1c1ous asalgnment of tasks make for an eff1c1ent

problems

can be averted. if the student knows exactly

expected of him/her }p. 137).



’ The Library Club

<q

In some schools, *a library club is giganized and

conducted as one of the regular school—eponsore’d clubs.
Generally, such clubs are found in junior and senior high

schools. Douglas (1949) identifies.a three—-fold purpos

a library:club:

to sponsor a greater interest among the students

“in the use of bocks and library service,’ to
stimulater reading interest and to lmprove the
library service of the school. (p- 26)

‘She suggests that any student may ]Oln the club and
.
:membershlp lB malntalned by attendlng meetlngs and parth;—'x

patlng in club act1v1t1es.;zoff1cers are elected at the
beglnnlng of each semester and commlttees set up (p. 26).

T .Accordlng to Douglas (1949) the fo[lowlng commltteee
may be”drawu_up to promote and improve lipraty services
Progfamme' Ccmmittee, Book Committee; Magaziﬁe Committee,
Scrapbook .Commiftee,' Pubﬁicity' Committee. Co-operation
'“\§Comm1ttee and Social Committee (pp\ 26— 27)

Bennett (1938) agrees thid{}hese clubs can be. very —

effective and that each pefsou

n -stould be allowed té_choose

the committee.un~which.he/she ﬁrefere to work. She advises

that 30 should be’the maximum number of  students accepted

[ . — . Y

for a library club. Dafger clubs} she recommends, may pe .

div1ded lnto sectlons (p. 226)

1

I



-

ﬁ" { l ‘ . ‘-"

Delaney (1968) . cautlons that a good assistant may not

s w1sh to Jon.n a 11brary club. 'Nevertheless, this student
™~ should be allowed to' work in the library since "some of-:the

best assistants belong to the band, the drama club Qr some

other club" (p. 139). _ Delaney also advocates 20 or 30

A

students as a reasonable number for such_<a club (p.

o 139)..

Ty ' . ‘Rating and EvAluating Library Assistants

-'Douglas (195;}') " states ..-that while it ,adds to the
teacher/llbrarlan s worklo’d,', a Aplan' for_. rating and
.evaluatlng 11brary ass:.stants will prove worthwhlle'(é.'
17)?' Examples of ratlng 1hstruments can be found in &é

‘Pupil Assistant in the Sc’hoel Library, by the same author.
3 :

&3
See Appendix C.-
a’ C?hen (1962) reports that -in some schools library

assistants answer & self evaluation given twice a year.
The second qul‘z is a repetltlon of the- flrst and lshows each
student where and to what extent heé/she has meroved (p.
23). ] Other teacher/llbrarlans, according to Cohens c‘t}eck
.thelr helpers ‘after eac‘n work period,’ assignlng’ a G(Geod),
Y. F(Fair), -or P(Poor). After a, pupil receives three P's
he/she is 'd;‘.smissed'. Most' teacher/llbrarlane,' however,
“have nb formal rat-iné system. an;d rely on .'their own observa-
tions as to w’h.ethe‘r 'aho ass'ietant hi:ng a gbodl._job

* (Cohen, 1962, p. 2%).



'aQSembly. ‘See Appendix C.

Recognition of Service - S s

\J

Douglas (1957) believe8 that regardless’ of the way

in which it isﬂkarried out "some plan of fecognitibn for

the “gservice given should be provided" (p: 17). -Although

there are intkinsic ‘satisfactions in library service, thei§

2 . »

should be tangiple rewards as well, .she,xnaintai?s.'_' She

makes reference to such pra®tices as awafdiﬁg'badgéa,-pinﬁ

L] 2

and "Certificates of .Service” at -t

Tt - ‘ .cx

"Freeman' (1975) 'ﬁgfees.‘with ~Douglas..(19$7)_.6p .Ehié}

point. She recommends simple staff'pért{es'Egtdughddf.théf,"

year as a means of keeping'moraléd high. Freeman advocates

givirdg a °special award, such as -an engraved. tfophy.'tofﬁ

~library qasistants.who_ﬁavé sétbedjfo; two full iéaré,(p.

.'\" .~
43). - o S

w . . . 1

.§ﬁmmagz'
e

The amount of "literature . related to the topic is

small. and most of it is 'repetitive. sourndl articles are

brief and superficial. Much of the literature;is dated and
. S e e

little has been written &ince 19%8. C :

. - st \

-« -The litgfaturér review * -revealed ,agreement Dby
authorities in’ the field on the following poihtsx
Vv v v v
[y ¢ J -
o - o . ’ a !
[ . .
: - T A
. . R < ~, i . \(
. . ]
[ ]
7 o |
. ~. L
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1. A well planned, carefully supervised library

N Aty L= -

i assistant programme can.be of value to the participating
v ‘ ) ' Y :
' pupils, the teacher/librarian and to the school.

2. Although recruiting, , selecting and training

.. . ' 8 N
. . library assistants is a reaponsibilif,y.requ‘iring much time
" \ . . .
' , ' . ) 4 . . )
© 4 and effort .on the  part.- of. the teacher/librarian,--. the
. results will enable.the library to function more effec-
- ‘ . ’ Y ’ \' . ‘ o '
tively,. t}iereby : providing better .service to ‘pupils..and 9
. 4 ? l o . o ’ . ) . ' '
teachers. f . : L e
Lot , 35 'I'he number of library qssistants and their age
'\ Y o / els which a teacher/ librar}ian may employ will® vary with
i R school size, the teacher/libraria.n s preference and the
SN i . _
S _‘\/ oo respon31bilit1es asmgned. S R NN T
s '\"’ R \\\" ' . : X . . v .
= "'" Coon : 4. Some type of recog tion -should be g¢iven to
SO LU _atpdents who ser\m ‘as- libr assistants -'\‘
- /“ R 2o 5. Adequate training is cruCLal- to the’ success of a
T library assistar(t programme — . ,' I -
o\ B LN - . .
. A\ . LT . ]
o S "l-;-: 6. A handbook or manual can be of benefit to library
P l asm.stants as a source of refere‘nce. _ S '
‘ . . :/ , ,/5." . . P l \
, ' & , " :
ll’ i ':'):-.'. : P o < ’ '
; ] - ‘ Iid ’ : . .
. ’ A o \]
’E . .. A. N k . L : “ / fr
[ . B ! . M .
L o .
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CHAPTER 3

SUMMARY AND CONCLUSIONS ‘-
{ Summary

Sc.hool“ library service in Newfoundland has improved:

\

' tremenciou_\;l.y in the last deMle but it is sti'll a long way\

-

from the ideal., Whlle most schools now have some part of

3

the‘ physical plant des:Lgnated as a l:.brary, few have full N

/‘\ .
~t1me--profe3310nal .people to develop»-and administer those

'li‘bra.rﬂies-and'to inglemeht librery programmes: for teachers

"and’ studenta. _ i\ C S y
Teacher/llbrarlans and others responsuble for llbrary~

service often have little or no time to deve\lop llbrary

. programmes and work with teachers and students because most

4‘.

of‘ the llttle t1me they have must be spent performl_ng
clerlcal ana admlnlstratlve tasks. Tagks such as ._delivef— ‘

ing audio-visual _equipment, reserv_ln'g library materials and

¢ circulqati'on routines do not reqnire profe>s'ionafl tréining o
yet they must be carrJ.ed out systematically\ln order to

N\,

operate\\an efﬁu:lent school 11brary. Lo \ ‘

cﬂo'n_surnin'g_, re titlve; tasks, TraJ.ned ilbrary asslstants .
can p'e'rform ) t‘nese ' duties, - thereby freeing _.thé

\\ teacher/librarlan for more professional work with students

and teachers .

' ' ' . ' . o ) N



A review of related literature revealed strong support
‘ lfor a library assistant programme and identified the'tasks
. P :

which may)he effectively carried out by etudents who have
been trained'to.do s0. The literature emphaSLzed, hoWever,

- that careful training is .crucial to the success of such a
programme and recomﬁended a handbook or manual as an aid in
the training of student assi?tants. | .

This progect was- designed to prepare'such a handbqok
‘for use in-a library aSSistang training programme and- tha’f
\to fill a need of those directly involved in school library

‘.serVice in this province, particularly those w1th little or
no professional training
’ The provincial, school library consultant, Who hép a
first hand %mcwledge of,ithe schcol library situation
'throughout the provinée, library consultants:at the'schcol
board level and teacher/librarians'lin the schools all
confirmed the need for such a handbook. .

.This handbook _is meant to 'he'_ an aid to -
.teacher/librarﬁans and to library Iassistants during the
initial traini%g period and as ,a reference tool for ‘the
‘assistants after the training perlod has ended. Included

AN

along- with the .student handbook is a section for the~.
teacher/librarian. ' This section outlines the philoﬁophy
behind a libraryﬁassistdht programﬂb prov1des gu1delinee
for the establish.ng of euch a.programme and'introduces the

handbook.-
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. £. The Library Club

-

Initially, the plan was.to develop two seﬁﬁrate hand-

books, one for teacher/llbrarlans and one for~ library

v

assistants themselves. In the course of the development of
. 7

f

thew-xproje'ct,- this plar{ was revised and the present library

\

assistant handbook-..accompanied by a section for the
teacher/librarian was prepared. A ber of steps was
followed -in the development. of the pﬁct. "'I'hese steps
are outlined below. ° | " n

1, éonfirma’.tion of a éenuin_e need was sought by cc.?n—

tactlng 20 people- in“the. field of school libraries.

Included in this group. were the prov:.nc:.al school llbrary

’

'consultant. ,lJ.brary -consultants at the school board levél

and teacher/librarians. These individuals were chosen to
’ >

be representative of the major denominational school

systems, and both drban and ruré-l areas. It was believed
-
that the provxncial school library consultant would be able

-’
to assess the general need in the province.
2. A literature search was conducted in order to
1 ) .
determine what autho'riti'es in the field of school libraries

have wrltten regard:.ng the follow1ng toplcs.

LY The L:Lbrary Asslstant Pro«;ramme _
-~

~

b. Recrultlng-*tg:rary Assistants
‘g :

¢. Selecting Library Assistants -

d.' .Training Library Assistants

e. Duties of Library Assistants
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‘~" —
g. Ratihng and Evaluating Library Agsistants

h. Recogn?tion of*Service

N 3. On the basis of the literature search, a prelimi-

/ ‘ - .

nary outline of the handbook was developed. This outline
‘ . L]

was sent for - examination and c¢ritical response to the
l
prov1nc1a1 school llbraj;y consﬁltant, 10 library consult-
ants at the school board level and 9’ teacher/llbrarlans._
These indiv;Lduals, wit‘h the exception of the pI‘OViDCLal
. schopl 1lib ry coneultant, were chosen to’ be ;:epresentat;we._”
of the™hajor denomihat:.onal school systems and both urbam'
z—ixhd. rural areas. Céples. were a~1_so -submrtted_ to -a school
library _su:pervisor from British Colur'ribia:_-.as wéli as a f_ul\l
time bteacher/librarian from that provinc.e' and .a'.
té;cpeir/librarian from Manitoba. An accompanying question-'
naire requestgd constructive crit;icigs_m regarding appro-
priateness o.:‘. tégics and general format of the handbooks:
A’ copy of the questionnairg can be found .in. Appendix A,
Responses were received __frém all to whom the outline and
questionnaire were subm;::tted.
4. Response to th.'o,a.\ éuesti'onnaire was very favourable.
.Sﬁggés.ted>ha‘n§es in cortept were of a minor nature. All
— :
such si{ggeations werg' ‘acted upon. Conseglﬁ‘ntly,’ 091'-:- of the
proposed topics, Weeding, .was .deleted from _th'e‘ outline

g

. .t
-.since it was felt that this particular topic should \nqt be

included in 1ibrary- assistant duties.. A more significant

concern réis_ed- by the respondents was that ' of the proposed
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format. It was generally felt that two separate hendbooks,
onel for the teacher/librarian and one for lthe stude;ts
would involve a gfeat amount of'repetitien and would not be
pafticularly appropriate for the intended purpose. hﬂThis
had already become apparent to' the writer but it had been
‘decided to await theé~” comments of‘the professionals in the
field before changing the initial plan. Their responees

confirmed the writer's decision’ and, cdnsequently,.‘the

format was dhenged and the present_arrengbment was adopted.

" The preéent arrangement ~ is a simplé “handbook deéigned<

partlcularly for‘the use of the studeqts but one whlch may
be useful for teacher/llbrarlans in the 1n1tlal instruc-
tional period. Accompanylng the handbook is a brief
sectiocn designed to serve ae a_gﬁide to teacher/librarians.
‘This section sets forth the philosophy behind,the'use of
student ’asgiétants‘ in the school ’librafy, establishes

N

general _guidelines for the setting wup .0of a library

assistant programme and introduces tﬂg student handbook .

.5, ‘On the basls of the llterature ‘search - and the

cr1t1c13ms and suggestlons recelved from the various con—.

tacta, the first draft of the handbook was prepared.
Copies of the draft.éwe;e sent to the _provinc1al school

library pensultaqt, three librery consultante at the-school

‘board’levei and six teabher/librarians. Those individ aIE/( ’

with the exception of the provxncial school library con-

sultant, were choaen to represent the maJor‘denominatlonal

”,




were ' those .dealing with the pewey Decimal Syatem ‘of

4

school' systems and both rural and 'urban areas. " These
people, d"Fctly involved with school library service, were

asked to examlne the handbook and respond to the accompany-

ing questionnaire.- They also agreed to qugg%it any-

changes which in their opinién would improve the handbook.

Each person examined the handbook *ahd returned the

‘completed'questionnaife. - A copy of the questionnaire can..

be found in Appendlx A.. . SR

:6.' Response to’ the handbook was very posxtlve.//gbr/

o~

:dere'infagreement with the general format and~the=topics'

- 'v'mich were.  included. All ‘agreed that the handbook would

beneflt both the teacHer/llbrarlan and the student asslst-
/d/ts.‘ There were no substantive changes suggested by the

examiners., . Favourable commelfts were. made regardlng the

handbook. The respondents descrlbed 1t as "very comprehen-

sive," "a great handbook, “a very'good job" and “a.noble_

effort which will be well received by teacher/librarians."”

.- R ! . - . . .. 7
belief that: "this .work will be a valuable tooly for the

’ . ) ) . L . ‘. ' - .
teacher/librarian in. the training of students and a

‘reference forfetudents'once they have been trained."
¢ ’ . . v
7. To determine atudent response to vocabulary,

style, and level of dlfficulty, a number of sections were

I8 v

. : l -
_used with a group of Junior ngh Btudents. Sectiona chosen

particularly because of their potential for dlfficulty,

Y

’

‘The’ provincial school 1library consultant expressed . the
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Classification. -The students.display‘ZnO difficulty with
the " explanatory information or with Practice Erercises
Three ‘and Five. Some students experienced difficulty with
Practice Exercise Number Four because many o‘f.'tﬁe book
titles were not specific. As a result of student reaction,
Practice Exercise Number Four was revised to: ihclude

-

specifi¢ book titles. - o &

e

The handbook 1n 1ts present orm has resulted from the.
steps outl:.ned above. : Based on a search of relatled lJ.tera-.
' 'tqre 1t reflects also " the ,.oplnlons of . school llbrary
'c"onsultants,{ teacher/_librariahs ..andt students of the  age

group for whom it° is intended.. °

- Conclusions Coes “ '

’

1 4
The handbook was designed to meet general needs and

general sltuatlons. - Tt can, - however, be adapted to the
' _-1nd1v1dual needs of partlcular schoo}.s. I.t is ,not_, nox was
' 1t lntended to be, a maglc BOlUtJ.Qn ‘to the frustration's and.
problems assoc1ated w1th Lnd1v1dual school 11brary situ-
at;lons. No handbook can solve the problems experlenced by
overworked tea_cher/librarlans.. Every reasonable attempt
‘ has. ‘beerll_ rnade to 'lnclud'e ,all. -rele\vant. tbpios and &0' ad‘opt a’
L styl.e'whi'ch will make ‘the h'an,dboolc practical and useable by
the students with a minimum of help.’ It is quiteb.os_sj'.ble, ‘

however, that -its use in the school library will reveal

\



weaknesses which are not now apparent, in which case :7
revision may be .necessary.

: o ' b :
A well trained group of school library assistants can

be a great as'é'isot to the teacher/librarian. Training these

students, however;, is a demanding task requiring much time-

énd effort. This handbook was designéd to facilitate an

eriharice that trainirig so that the teacher/libraria_ri is

. supported by a team’ of eff:,é:.ent ass:.stant who share the.

many tasks lnvolved ln’che opera_tlon of a scho\ol J.lbrary.

Freed from many routlne chorés, the teacherlllbrarﬁ.an w111 a /

haVe the t:Lme t:o become 1nvolved in prov1d1ng a dynamlc

' ‘llbrary programme for students ‘and eachers.~‘ C " coT

AN
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. Deear

thJ.s project.®

. appreciative if you could do so by May 31. \

» ' St . John's, Nfld.
- AlB 2HS

|
26 Ridge Road l
. o May' 6, 1983 {

I ama Graduate_student in Learning Resou,c'es, Faculty
of Educati‘on, Memorial University. As part of ‘t&e Master's
degree. in Education, ‘I am undertaklng “a project to develop

~a handbook for a library assistants' training. prégramme.

The plan is to design a simple handboo‘k for '
teacher/l:.brarians as well as a handbock for the mise of

‘Library assistants themselves. These handbooks will deal

with both the philosophy and procedures involved iin such a
programme, and will . develop necessary guidellnes or the
lmplementatlon of the same. !

e I am asklng for your co-operatlon and asslstarkce in
} \\
I realize that, this is an extremely busy time for you'

. and 1 am.somewhat reluctant to make this request noy.

¢

However, before proceeding with thia project I |am
anxious to have the type of responses’ which only you are
able to give. For that reason,I ask you if you would be

the ‘accompanying questionraire. I would be most

kind enough to examine the proposed outline and com;]lete

}.

Thank you for Your time and consideration.

Yours truly,

& . . : Angela Kinsella o

N ' » . °
.

4
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26 Ridge Road ‘
- st. John's, Hwflad. ' 7
s A : AlB 2HS | > -~
May 17, 1984 :

Dear ’ . . =

'As pirt of the requiremént for the M.Ed. in Learhing
Resources, I have prepqred a handbook for use inA" libraery: . .
assistants' training programme. o R : e

-,

This handbock was ;e}ared' with a two-fold purpose in ‘

mind:
1. That it contain suff1c1ent> detaxli to make it
- useful to teacher/librarians as an aid in. the . )
-t . . 7
tralnlng of library asgisgtants. . “\/#‘j
2, That it be written in a manner which will permit -

it to be used by children both' as a text during
} the initial training periocd and as a reference
" after the basic¢ traininig has been completed.

While desjigned for the Junior High student, the hand-
Jbook:can, however, be adapted to suit specific school situ- . R
‘ations as well as the needs of the indlv1dual ' .
teacher/ librarian.

It is hoped that the handbook will provide a guide so -
that after the children have received the bagic training,
only occasional direction from the teacher/llbrarian will
be .- required. ‘

The handbook is now in rough draft form. - Problems i d

, with typlng, ‘£igures and lay-out will beé corrected in the '
final draft. TIllustrations will be included and the hand-
book will be made as attractive as possible. -

A H
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Angela Kimsella . .-" "

-

. : |
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4 .
r the final draft will be accompanled by a section - |
§ addressed to the teacher/librarian. This section will
a include topies of interést such as,the recrultlng, training-
”;“ ' and scheduling of library a581stants.
[ v
1
?4- I realize that you are extremely busy at thlB tlme, .
N ’ . and I am relyctant to ask for your help., However, in order -
5 ' T to complete ‘this project and in order to maximize its use-
’ fulness, I really need the reactions and suggestions from
. _ profeSSLOnals in the field. . :
= : & ‘ 1 am, therefore, asking for your coéoperation and )
¥ ) assistance. Would you be kind enough to examine the. rough
v copy and complgqte- the .accompanying questloﬁnalre? "I- would
be most: appreciative if you could yeturn the questionnaire- A
S " S to me by June 7, 1984, or as soon as _you posslbly can. - You
o may dlspose ‘of the handbook’ as . you see fit. TI7will provide
. T " you with a copy of’ the flnished product at a later date.
. o . . [
. o Thank you for your time and conslderation. } A o
L S . o _ ce e S
R T - S ;'.Ymmstnum"
. : O . . ‘ , . ,:
i ® 14 : . -
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g The handbook designed for the librarian's use will

-

~ v

« - developed under Fhe following headings: JT

1. The Library AsSistant in the School.

W 2. - Rec¢ruiting Library Assistants.

.3:; Selecting Library Assistants.

! b ' . J s
, , 4. .Training Library 'Assistants. ..

5.7 The Library Club. .
K 6. The card Catalogue..

7. Thé'Dquy’Deéim&};System.

Ayeas .of Service.

‘ (aj--circﬁlaﬁiqn}'.;
L ihamics . > PR ¢
. (b) Shelving.’ ST
» ... . "~- - “
(c) Floor Duties.
» e ;
o 7 (4) Prbéeqsing New Materials.

(e) “The Care and'Répai;~df Library Materials.

' (£). Clerical’Duties.

. L ’ S .
(g) -Audio Visual,%guipment_and Materials. °
. R S \
(h)* Weeding the Tollection.
R ¢ O Ihvéntofy., ‘
(3) Promoting theé School Library..
.'. . . ' E -. . ¥
(x) Magazines and Newspapers.
. (1) Reberve;Mpterials.

4(m) Tﬁe‘geferéncé Area. “'~'

(n) The-Veftical-File. - .
. . : ﬁ‘ _ e
¢ . o

47
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9. Eractice,ﬁ&ércises fbr Library Assistants. 'y
10. Evaluation Procedures.

11. Reward For a Job Well Dﬁne. .
'The; library ' assistants' handbook will consist of a
simple, filustratgd'guide which the library assistant can
us; as ‘a point of reference. The topics 1ncluded w111 be

gene}ally the same as those 1nd1catEd above. It is hoped

tha£ the propoaed handbodk will direct the s&pdent assist-

' ants_ “work southat-only occas;onal help from the librarian

will be required. ‘The héndbook will deliberatelyrbe kept

-

sufficiently general 80 that - procedures may be adapted to -
individual needa. Slncenlt is lntehded as a- gulde, 1t w1ll‘
make'nO'attempt 'to’ be .exhaustive. Iﬁ.ﬁillJbe organized
under\the follow1ng headlngs-. |
1. The lerary Assistant 1n the School.
2, So Yqu.Want ?o-be a_lerary Assistant.

“ 3. Rules fdr,Library Assistants.

4. The Dewey Decimal System.

5. Thé-card-Cathlogue. S ’ . ' >
6.-_L1brary Behaviour. . .
7. Areas of Service.
L 7
T (a)\ Circulation., . . .
(b) 1She1ving.
) (c); F;oor_Dutiéa} g s oo .

:-5-'1(d)f-Processing'Néw_Mate:ials.'
v -.(e) 'care and Repair . of Lfbrary Materials. T

: |. .‘. . o v’ »
a . )
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. (m)

(n) ‘The Vertical.Filém

-
(£) Clerical® Duties.

(g)
(h)

Audio-Visual Equipment and Materials.
Weeding the Collection.

(i) Inventory.

(5) Promoting the School Library.
(k) Magazines and Newspapers.
(1)

Reéserve Materials.

The Reference Area.

2

L3

P
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QUESTIONNAIRE - [ 4
2

o —

'P}eése answer yes or,no to the following gquestions:

*
-

1.  1Is there é need for such handbooks?
* I

. A
b

2. Are the topiecs included in the
- outline the apprOprlate ones?

A{; there omissionsg?

Kase ‘comment .

7

. : /.

4., . Are there areas which should ‘be
deleted? . .
Pleasé indicate. - . = S

5. 1s the format of the booklets
appropriate?
) ’ .
© 6. ‘A(‘i_ditional cqmmenfsz and sugges{ions..-

- L}

* . '

50
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Questionnaire

Please reply to the follow1ng stglements using the 5-p01nt
scale below.

The
for

a)

b)’

The,

The

.

The

- Strongly Agree -

Agree . .

No Opinion oo
- Disagree '

- Strongly Disagree

I |

b WN =

héndbook suits the two-fold.gurpose it was designed
. !

-
-

That it contains sufficient detail to make it
useful to teacher/librarians .as.an aid in the ...
tralnlng of llbrary assistants. :- e .

1 2 . .3 4 .5

That it be wrltten in a manner which will permlt it

‘to be used by children both as a text during the

initial training period and as a reference after
the basic training has been completed.

1 .2 3 4 .5

topics included are the appropriate ones. A
1, 2 Y 3 4 5 °

.

nature of. each task is clearly describeds

T 2 3 4 s

instructions for performing each task are clear and .
easy . to follow. b_ :

e 3 4 5/ | :.

Tasks are arranged in logical order.

.y

1 . 3. -4 ’ 5
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L
6. The language level is suitable for the Ehnior
) student. '

1 2 3 4 5.
Pléase place a V/ in the appropriate space.
1. "Are there omissions? Yes ' No.
. —_— _— .

If yes, please state,

!
.

2. ‘Are there areas which should .be.deleted?

Yes ) . No

If yés, please state. *'_ : S

-

High

52
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Please add any ‘other comments below.

-
‘
’
[
.
.
'
.
’
-
.
.
L}
.
.
e
Ay
i
.
]

.);
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"

nsel%§,

1

Tewfoundland,

. Braneida 'rdus: 2 Peir. Brartord Oni-ic.

- /

N3T 53NZ. T

N

.conversation ¢

. regards o the thesis whichr wou are worxing on Iov
2ve cur permlsslion e carry 6Uut your demcnciration o

: e / o :
ease Zind enclosed some ifree DOOX repalr dooklets ...
aide Tou in vour demonsiratiod, .

Instructiops, for ,book rebaix épécifically'designed for -

. Yours very truly,:
. * - -

{(¥rs.) Diane_aﬁgy&/a

Oifice anager.

>

LY

' H
(SRt R

e

LTI

April S,1984.

vour degree,

cur ooenk
a2 I am osuce

versenalld, wish vou the bes:z of luck in your endcavour.
L ALLY : , 2

student -assistants may - be found on page 250 of the
Permission granted by Bro-Dart.

student handbook.

4

y,
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WOULD YOU MAKE A GOOD LIBRARY ASSISTANT?

\ ' ! : . . -

IF YOU BAVE - .

*,

-~

1. An interest in libraries and reading

2. A passing grade’ in "all subjects, with a schedule
permitting you to work in the libraty regularly each
week ) !

3. Good school citizenship, so that you may be depended upon
to hold up high standards of ‘good conduct at all times
under all .circumgtances

. 4. A pleasing personality

- - Ability to get along well with faculty members and fellow

_ students

, 6. Pergonal neatness,

7.. Efficiency in the performance of library duties

8. Skill 4in the-use of library tpols - "
- 9.. A desire to learn and grow-. . ’ ‘
" 10. Willingness to takKe corrections easily - ';/}
11. An attitude of helpfuiness.

12. A wholesome attitude toward work .
13. A villingness to work before. and after school,
- occasionally .

14. Some special ability 1n typing, a:t, or lettering

. YQU WOULD !
- Ll °' .
WHAT LIBRARY ASSISTANTS DO

l. Help get new books and materials ready for circulation ‘
2. Help mend books

 for readers
. 4. Help plan and set up displays
Circulate booka and other library materials
6. Help keep the library clean and attractive
7. Assist pupils who need help in using materials
* 8. Type letters, lists and library cards
9. Help with preparation of statistical data .
- 10. " Shelve books
11. Rearrange booka properly on the shelves
12;. ‘File cards
1% - Withdraw cards from t:he files . ,
‘14, Assist in assembling materials requested by teachers
15. Assist in taking inventory

3. Check in periodicals and newspapers, m!!ing them available dr -

F S

[ e



1.
2.

3.
4-

6.

7'
8.

g

. | .
WHAT REWARDS LIBRARY ASSISTANTS RECEIVE

- . ‘\‘

Opportunity to YFoaden one's experience ! ///

Development of personal skill in using all’types of library
tools - ) ’
Opportunity to repder gervice to one's school community
Opportunity to explore library service, as d vocation
Opportunity to develop ome's special ‘abilities . , . s
Interesting social relationships

Opportunity to develop pérsonaliky and special allities
Opportynity to have early access to new, books and
nagazines - . “ '

-

t . E ) )
For further information contact yaur .
° . Lo -

SCHOOL LIBRARIAN

.And gecute.aﬁ~dpplication form. ™

I

Reprinted by pérmiasion of the Ameflcén Libraf! Association froa ’

The Pupil Assistant in the School Library by Mary Peacock

-Douglas,” p. 005 copyright © 1957 by the American ‘Library

Association.
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L g \
A WORK SCHEDULE SET UP BY SCHOOL DAY, -
/- - STUDENT LIBRARY ASSISTANT'S SCHEDULE
R Y ' Week of (date)
WEEKLY SCHEDULE - DAY 1~ | DAY 2 | DAY 3 | DAY & | DAY 5 | DAY
- N ’ '
Before School.’ R -
- | Sylgyila Akhorn «ab ab . ab ab ab ab
| Juanita Singleton g g ! g B 8 g
L lat perioed - ) l’ .
Teresa Carrigan ab ab " ab ab ab “ab
ﬁliiabeth:kndrews cd-1 cd—-2 cd-3 ce—4 cgﬁS cd-1
Bill Baker - gf g ig g g
w ' . .
2nd :period _ ‘ - - :
Alice Brown’ ab - ;| ab’ L ab - -ab gb [ ab.
John - Jones .ot | B ( " E. D - F .| cd=6 . | *cd—6
‘[ Marilyn Wyles ef, fa-1" | fh "Speciall Speciall £d4-§ -
3rd perfod — § - -
Frank Johnson ab - ab ."ab ab .ab . i ab
Phyllis Peacock. efe efc wefc efc efc efc
Paul Ashley E D "F .C A E
’ s ’ Y -
%th period * N
Norman Goode -« abc - abe abc abec . abc | abc
Maty Frances Car:rj.gan1 E C c C - A E
Nancy Lynn F D D’ B g h
N . “.
5th period . o o -
| Ann Bynum . e ab ab ab ab .ab
’| Bob Anderson ed ed cd ed | _cd cd -
Jane  Kluttz . g g8 . g . g /’ g :
Circulat:lon Work Shelf Reading * Work Room N
> 'Charging materiala 1. Fiction - A, Alphab ize cards
b. Slipping books - - 2..000-599 "Bs Clipping '
* c» Verifylug and . - 3. 600-919 C. Mending .
- . . shelving books 4. 920-921 "D. Paste pockets and
d. Reading shelves: 5. 930-999 - ate dues _
e« Overdue notices 6. Reference . - E. Collate and open new
f. Straightening roow 7. Magazine stacks books
g Reserve books" \8. 80 —899- F.. Aesemble classroom
' loans

g h'J Magazinea

- Source e

las,
As'aociatlon

R

[
-

p ‘ nted by permigsion of. the American Library Assoc}Xion from
he'YPupil’ Aseigtant. in Whe School :Librar

by Mary Peacock

copyright © 1957 by the  American l.ibrary
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.l “Am I neat in my- ‘persom? = \
N \

e
- N
. N 62
-y RATING INSTRUMENTS
» . o T
Example 1l: . :
. ' HOW GOOD AN ASSISTANT AM 17
Name . . . Date

Do I report for duty promptly?

" Do I listen to directions?.
Do I serve wiiilngly and cheerfully?
Do I observe all '~lil'>rary reguiatidﬁs? o .

Do I complete ﬁy'assignmépts?_' . ' \ o L

Am!I neéat in my work? \ ) ; : .
Do I ask for special library ﬁtiyile\ges'? ‘
Do I t:»rea\g ell 1dbrary patrgns-t.hé same?

" Do I volunteer for additfonal duties

L . L X e '
"~ :

. Rate 'YO{x'rseif" in ’the‘coltmn' using the following values:

'1i Always ' ‘ ;o e
2. Usually L .
3. Sometimes T ¢ - »
"4, Rarely ' -
¢

5, Never

0' B .r:o T’

‘Source: Reptinted.‘i;y permission of the Americap Library Association-from

The Pupil “Assigtant in the School JLibrary by Mary Peacock

A -. Douglas, p. 00; copyright © 195/ by| the Americam ‘Library
' Association. - o ; ! ‘) - o
\ L e Lo <y
N N : . - »

Do I work faithfully? =~ . * ‘ . ]'_. ,
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RATING CHART FOR STUDENT LIBRBARY ASSISTANTS

Dates

NTWTIF MIWTF MTWTF MTWT

H
&

1.

Names of Library Helpers

2.

3.

l(ey to Rating Code

.Red Reported to duty and completed assignment without being
. reminded .
Blue Completed assignment aatisfact.orily and volunteered for
) : additional assighment '
Green Gave additional hour to 3ervice in the library
Black ‘Failed to Yeport for duty.
Yellow Gave unsatisfactory service
Orange Contributed flowers or some other material project
"Purple .Showed great interest in reading program . %
R R

3 ) N . . .

Reprint d by permigsion of the American Library Association from
The Pupil Assistant ‘'in the School Library by Mary Peacock

’ Y
SM\

Douglas, p. 00; copyright © 1957 by the American Library
Association. R - o ' o
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A HANDBOOK FOR THE USE OF TEACHER/ o
LIBRARIANS AND SCHOOL LIBRARY ASSISTANTS ..

PART II:

SECTION I:
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Introduction
During the,6 last ' ten years -improvements have ‘been

- b . .
made in the area of school libraries in Newfoundland and

Labrador. - Many well-equipped libraries have 'begn
esdablished. Most schools are. attempting _to provide some
sort of 'library service.  Some schoois are' staffed by

full-time professional peopie.-'Despite these inmrovements

library development, in this province' is still' in its

infancy. Only a small percentage ‘of our schools can boast

v

of . Eull time professional teacher/libraxians. Indeedf

_where there ‘are such - professiona}e*-most of them .attempt to

»_serve 1arge teaching staffs with pupil enrolments of. up to

°

800. This is- a far-cry/from the standards of the Canadian
. N ) \ ' R B

School Library Aasoc1atlon whigh as- long ago as 1967 recom-—

mended a full iZme teacher/librarian for ﬁhe fert 300'

tudents w1th on teacher/librarian for each additional 500

students. At that time Where the school enrolment,yas 500

students, one clerical assistant was suggested. 'Branscombe'

and Newsom. (1977) recommend a professionallassistant to

share the responsibilitiea of the teacher]librariam in a-
'iarge school.. They also recommend support staff in the

form of an assistant with secretarial and clerical skills.

7
In our own province, Riggsuand Crocker-(1979) recommend  a

*

half ti;me teacher/librarian ‘for an enrolment - of 150-500

-
- .

e e et e e v e e E e e
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students. Where the number exceeds 500, the recommendation

DY
'Y is one full time teacher/librarian (p. 207).
Many of\ the full-time professionals in‘ our schools are
responsible foX regular supervisory duties normally carried

out. by classroom teachers. As well, many have been

assig'ned regular teaching duties in addition to their

-

\ library assigoment. ' ' :

" There are, of course, man;;' school  libraries staffed by - —-

part'—time tea_che_.r/lib_rarians who are responsible for
X 'co“ordinating a libraq.( 'programme 'fo'r -._the" wh.ole_'. ‘school.
| They'ha;le regular -teaching duties as well. Theéy, .like. the
full-tlme personnel,. must superv1se buses,--eafetﬁerias and
: classrooms dur:.ng recess, lunch hour and after school :.
There J.S Stlll a large number Iof Newfoundlaﬂschools ‘ o b

'-th.ch have nelther full-_tlme .nor . parﬁﬂtlme teacher/

] ’ : . s
11hrar1ans.- These schools' depend 'on regular classroom.

-

, teacherg' fo library servife. - In these schog_ls. classroom

teachers perform llbrary duties in additiom to their

: regulé.i' teaching r‘esponsibil' Much of'their work must

\

thua be done outs:.de of cla.ss during recess per:.ods,

.o o at the end of the school day and on weekends. ‘\‘

It would seem, therefore, that 'in terms of library S

serv:Lce our sch‘ools are a long way from the 'ideal.

LY

/
'w:Lth an already heavy wo kload adminlster “many . of ou

r : 01assroom teachers with ln,{tle or no library tralnmg and

[ school -librariea. C ‘The full and 3 par

-
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~—tcompet-_é(ntly perform? The list below may serve as a guide. ~m

69

tea@her/librarian; with a myriad of duties to perform, is
often bogged down witﬁ routine chpres. There is little or
" no free time for. involvement in the more prqfessional and
challenging roles for which'he/she was trained.
There are many roug¢ine tasks involved with ‘the organi-
zation and -operatibn of a school library' wﬁich require

\

little or no professioffal training. Tasks such as circula—

t;on—routxnes, sheiv1ng——sheif—feading—wtme—anxmss;ng of
\

materlals and delivery of equ1pment must be~carried out
systematlcally; however, if the- librany 13 to run smoothly

and efficiently. . cfn t eftdac§$r/11brar1an be freed £rom
[ ! } .

. such time consﬁﬁlng, :?etitiv clerical and adminletratlve
. ' [] s l . . o : .' L) (" ’
‘tasks? Can the school librapgy be kept' open and .running

- R " ’ .ot »

smoothly when the part-tim _ﬁeaéher/liﬁfarian -is absent? .-
.Can the school 1library oéeratedjjﬁy a classfoom‘;teaéher:
offer better serv;ce to students and teachers? The answer
may ;le in hthe selectlon, training and utilizatlon of

library a5313tant3. . L .

~+ What tasks can ¢ trag&ed ' library asslstanta'

\ a

-

l. -C1rcq1atlon - pr;nt and noq-prlpt.
':2. SQelying'library maﬁerials.w .
3. Shelf reading. o °
P j4a; Pfocessipg newxmaterials.
. 5. lFiLiqg'catalogue:cards: _
6;11Resef;ing audio—visual‘equiphedt;
7. :Takingfinveqﬁory.- S . '

T ®

- .‘- 6' - o . . ) )
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. 7
8., The care and repair of library materials.

Q. . :
9. Promoting the school library.
a . -
The type of service which a student assistant performs

. ' will depend not only on hls/her abTIJ.ty, matur1ty, interest

. and previod experiencg: understanding of what the

teacher/librarians expeétations are and how the task should
? N o
be carried out are of paramoant. 1mportance in terms of

' _ _student. efficiency. It is . therefore the teacher/

~ librarian's responsibility to analyze,the ~ski_119 involved

 in each situation and develop a training _pfograme a,ecord—'*

ing’lv. ‘ For 1nstance,, "the student who loves to type would
f,'.__ probably be scheduled for typlng duties. ‘The girl with a
- flare for decoratlng mlght be placed in charge of bulletln

\ boards and- dlsplays. - These students ,would'be gJ.ven the

‘

.cp;portuni.ty, of course, to work-at other’ tasks as well,
< v
l,ibrary assi_stants can do much to .llgh_ten the
teacher/‘librarian's Qorkload, At}‘\e're.by "freeing him/her for~
r.more‘ direct involvement wlt‘h students and teacher.s. " Every-

one gains when an effective library asslstant programme is
-

1mp1ace.i The assistants themselvas acqulre valuable

s . '

skills and develop socially, ,'emot,iémally' and -‘_'i.nte'llelctu..

.

l

-

ally; the 'tea.cher-/l'ibrarian iz free to concentrate on

‘_ A . professional duties and .the teachers ‘and students receive
. qua_lity.' library service". o ' Y
: - . ‘Library asslstants can play a vital role 1n your
' . %’ school library. - Why npt give them a chance? ’ ‘
\ . . ' ar ) ’ ’ C
’ [ ot r
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— . Recruiting School Library Assistantss

Recruiting interested students’ is the first step in )

setting up a :well-planned library' assistant programme.
< h
.« ) 3 { [ (] '
This task can be carried out in a variety of ways.

Somk\s}m&ts show an interest in and an aptitude for

\1ibrary work. . Thg, teachef/l}brarian might encouragée these

students to sign up -as’ volunteers. S5ince good assistants

are a boon tO‘the%sy-' teacher/librarian, it would be wise
to encourage such students to- sign up again 'for the next

TN

school year. In this way experlenced assistants are avaJ.l—
' R
able to guide ‘new . recruits, T‘here are usually a few

students who suddenly develop an J.nterest Ain 11brary work
\

in the middlé of .the "school yéar. | Despite the fact that

¢ -

the training period has already been 'c.o_mpletf.ed, you may

consider takiﬁg" them on in a limited capacity. . There are

s . . : . . . i
usually some drop-outs and these students Jjoining the

'chosen as assistants, wheth‘r at the beg:.nning of the year

‘or at some ot'her- time, will be choaen accordlng to some

partlcular guldellnes which -are a part of the pollcy of the

" programme late may be able to ta)ée the blaces vacated by .

.those who have left. of course;' all sf.udents who are.

school, A suggested set of guidellnes may be found on page .

" 8.

.
[t

Other methods for recruiting helpers ,inclua.e' encourag-

N

,,ing" 1ib;‘€xry assistants to recruit ‘new ,memb'ers; askJ.ng

B N ' e o



{

- teachers, the pri’ncipél and vice-principal to recommend
students, and aaklng the student council to help in. settl.r?g
up a 4.1brary serv:Lce comm1ttee.

: +

N The - teacher/llbrarl@an might do some advertlslng in

order to attract puplls. —-r"g_e'neral ~announcement over the

Vs public address ,'sy,stem could be made ‘to the grades. that are
e t ', s
- \Eo be 1ncluded ln the programme. ' An  attractive flyer
) Co- &Qd/or poster mlght be de31gned and pbsted at Vario(m

,*? locations _.t_‘hrqughpt}t the school‘u Thia flyer/poster might_ ‘

outl'in’e qdal'ificaﬁions', benefn.ts, ,dutles,' and procedurea to

. .
. o

. . . v
A L3N . " . v "

el ’ - ~

-

Some teacher/llbrarlans requlre appl:l_cants to wr:.te a
'J_etter stat::.ng why they wish 1:0 become lJ.brary assxstants

and s&ting what they belleve their quallfl.cations are.

Teachera are asked to. 51gn thls letter and make comments

A regardlng the suitabllity of the student for the ' job. i
, &
2 'e

’ Other teaCber/ILibrarJ.ana claim that written appl:.ca-

tlons are tlme—consummg and unnecessary, partlcularly in

o)

t}levsmall school where etudents are well—known. There mqy

a1 =

howe‘ver. Chlldren who take the trouble to wrlte a- letter

certainly demonstrate keen intere‘at and. will mogt likely

T - make enthus:l.astic helpers. ';”

"_'be followed 'J.B apglyin‘g for‘ a library asslstant 8 ]Ob. An

o example of an appropr:.ate flyer may be .found on pages.

@

be posltwe. aspects to the business of student letters,,
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When is the "best™ time to recruit library asbistant’s?

4

Some teacher/llbrarlans prefer to do this 1,n May so that

v

‘students are selected tralned apd ready for September.

7
Exper'%enc&e_"d assistants’ are available to help tra._],r'r recruits

~ , . ,
in" May and June. Then, in 'E‘,)eptember, only a br%iew
/ . : h

4

September when both students and teache'r/llbrarlans are
fresh ar;d enthusiasti¢ They §ay that_May is a hectlc ;time
with- teachers trying to' get as . much ‘work as- poss:.blga frqm

Ve
- . .

schoo].ﬂ{concerts take prJ.orJ.ty at thls time. e e ',

.is needed: Other teacher/librarians preﬁer “to wait until‘ ’

- - .- * AN
stude,nts. o /Kﬁ}gr activities such® as put‘l ic epeaking,.and :
7w . A .,Q_~

» . ,.,.

» The 1r[i:.v1dual teacher/librarian ia. the beﬁt Judge of

- 4

<

and the amqunt of ‘time ‘avaiTable for tralnlng. o ;

ar

the most appr0pr1ate tlme to recruit student ass:.stahts in _

the partlcur]:ar.schom : He?e knows the school sltuatidn\ ’
. [ )
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P By o oo {1y
¥

¢ RN 1 . Passing grades in all subjects o

" "‘:’;_At least t:wo periods a wee ‘for library work

t 3., Abilityc and willingness “to work at his scheduled‘ time ‘in.
S ‘o". the library’ -
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- PO * ‘:'Time to help occaeionally before and after*school
LN T e . , L '
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Covn ',Intetest 1n b00ka and’ people

~
A

l :;~f:}:':8',":.;zé.b111,ty tq cc-cp’erate wlth the 11brarian',,‘_, o
\ *92 Punctuality, accuracy, and dependability-' ‘ | P
_'.i‘“'f .: I. \w; g 16 Reasonable mitiacive and’obeervation _ .‘ i o h
( ’,-, ‘ :""11 Courteay é{\a good disposition _ ..\" G S 7.: .
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. . : | - ' - WOULD YOU MAKE A .GOOD LIBRARY ASSISTANT? .
; lk!ou BAVE - .
Sow L 0+ 1. An’ intereat in libraries and reading RETE , \7‘)
St T T 24 A passiag grade in 'all :subjects, with .a schedule . . =~
o . S permitting .you’ to work, in the 1ibraxy regularly eah - = ¢
e ' . ' ‘week * | 1
e T "3. Good qchool cititenship, 80 that - you may be depended upon’ ' ¢
- . . o hold up high .standards ‘of- good conduct: at all times :
AR . ' under all circumstances ,
N " " 4. A pleasing personality R A
g .5 "Ability to .get alongl well wit facult'y members and fellow
) ' ;- students ' ‘ - o . R
) ' 6.". Personal neatness . no i TN T Ty -
- 7+’ Efficiency in the performa e ‘of 1:I.brary duties‘ e 1
. ' 8. §kill in the use of lihraty tobls . , ) . N
v . 9. Adesire to 1earn and grow - ! . ' :
©10. 1111ngnesa to. take corrections easily o ’ =
. 11, Ao attitude of helpfuloess - RN >
,1%.‘ A wholesomeé attitude toward wor : o T 3
A 13. A -willingness tg'. work before™ and after school .
. » *® occasionally L
‘ - 14, Some\ special ability in typing, art, or lettering *
' § a xou‘ woux.n lll - S ' Co
WHAT LIERARY ASSISTAKTS. DO “ . X
v T - 1. . Heélp get new books ati materials ready for circulation ,
- . 2. Help mend books . X
. [ ’ -~ 3., Check in periodicals d newapapera, making them available a
. - ; ior readers ' ‘ . ‘
AR ‘ 4.. Help plan and set up disp ays - - ' o
5. Circulate ‘books-and' other library materials o Y.
\ - "6 ‘Help 'keep the lihrary ‘clean. ‘and ‘attractive o
Y o R Assist pupils who need help’ in uaing materials Y \ t .
(. o ‘ -2 Type 1ette:a, 118ts and libqary cards - \- . { , '
.9+ ‘Help with pxeparation of statistical data
¢ ‘ - 10. -+ Shelve books ' - S '
. . . 7 1l.- Rearrange bookd ptoperiy on the shelves o : ' )
o124 Pilé cards . - ; o 'f!~ . F
A »13.. Withdraw carda from t:he files S B i o
. 14, Asgist in° assembling mate‘els requested by teachers .
.+ 1547 Assist ‘in’ taking inventory : § ’ , i
‘ , ) [l : . _:' ' I ’ : 'IK i
i SRR B oy b
‘ . oo § f .. 13 f ‘l o ; .
. . X ~ ¢ N -
*: ] " \ R 4 5
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1.

3 »
4,

" 6.

- 7.
8.

¢

WHAT REWARDS i.Inunz ASSISTANTS m:c:?.

Opportunity to broaden one's experience

Development of personal 8kill in using all types of library
tools

Oppoptunity to render ‘service to one's’school community
Opportunity to explore library service as a vocation
Opportunity to de felop ode's special abilitiee ‘
Interestingvsoei relationah) ) '
Opportunity to.develop personmdlity and special abilities
Opportunity to have early " access .to’ -new  books and
pagazines o R o

H
r

' . - ' o

. 'For further information contact your ™
" SCHOOL LIBRARIAN

" And secure an_applicaﬁiOQ form.

A ) S "..' <

Source: -ggprin;ed by permission 6f'tﬁe American Library_Associatien from

sty

Pupil Assistant in the School Library by Mary Peacock

D6hglas, p. 00;  copyright © 1957 by . the American Library
Assopiation. : ‘ R

.....
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"required number. . There are several waye to complete this

tae“k 'I'he following are suggestions &0

...individual students. .

e

78

-

. Selecting Library Assistants
- - :

B

- After the teachez‘/librarian has obtained a 1ist of
. N f »
: 1nterested studen,ts, he/she must attemp to select the

h

]

]

- l. Consulting with the teac"ner as - to whether a child
'should be - selected. " This .m_ay ‘be* a teacher -from the'
.'prev1ous year,.-', J.f . t‘r;e'_ ' selecting‘ is - carried out i'n‘.
1 September. While : interest K- an ' importa‘nt criterion,

- {
qelection should be done on t’he bas:.s of: observed needs, as

'well. A teacher may feel that a s ow reader maY\ benefit

C

from the extra exposure to books Xnd magaz1nes. . A etudent

with little sens(e of self—wor‘
responsibility of library work

\..,-_'__/.
and recognition he/she ‘may receive. A teacher may, feel

-that a pupil who lacks interest in reading may develop an

. .“intere"!‘t by working in the library Classroom teachers can

Q

be a TQoon tq -the teacher/librarian An “thise regard_,

since they are awa e of the 4needs and -abilities”;-o'_f.'_‘.-:-

+

date: During ‘the interview the student may be shown’ a list

of rules, given a sample s‘chedule of job assignments and

reminded ,of' the. responsibilities involved.\' The.'\l

teacher/librarian at this time ‘can, also aecertain whether

: ¢
'may profit -from .the.-

N ',I Lo

,.2.',, Conducting a personal inte'rview’with each candi—

>

s-well- as from- the 'praise s



.'1

¢

or not the student .has the available time required for
. lJ.brary York. o
A Giving a qual'fying exam, ‘Jack Delaney (1968), in

hisu

highly. ,ile claims that th.‘LB is’ an gccellent method, since

general].ly speaking "...the)higher the intelligence of the

N child, the be,tter work he w;Lll do in the library" Ap.- 138)

' ok. The. New School Librarian recommends thJ.B approach'

Many teacher/librarians ‘would’ probably. disagree w1th this'

'plan since it would favour only bright students.' The p01nt -

® \ B}

»needs to be emphas:.zed that the average or below average

g

~

-teacher/librarian-has. ' Many tasks such. as attacbing book
. \ .

'pockets, and arranging magazines and newspapers require" '

pupil is often the most faithful and reliable worker the . -

. little J.ntellectual ability and can be done Well by thet

“

below average pupil, E \ - ' XY

f\what qualifications should the teacher/librarian look

" '. ; -been compiied as a guide. ' Perhaps you may find it helpful.

You may, of course i;wish to adapt it to su:.t"your present Wl

.situation. ) e ~‘_‘,.":\.

a

© by the classroom teacher. L \

- 1. Passing gra‘es in all\\ﬁibject'_s‘ or recommendat’io_n

..,‘;2.'.1 Ability and willingness to wbrk at:* the assigned

'ti&‘e..,4 Ll \ _ \ .

't3.' Freedom to help occasionally before and after

N L N
< - .

schoolt . - : B PR '.‘F.,

R . . . . : . . v : .
v v, . R i . . . i . - .

for 1n selecting library helpers? The following list ‘has °



4.
5.
* 6.

7.

' Interest.in ‘books and other libraryf materials, ..

8.

-9.

10,

11,

12,

.'713.'

' Teacher/librarians s%r\etimes wonder about the number,

Courtesy and a pleasant personallty

b ;
Infrequent absence Or latenessiy '

Respect for library rules and regulations.

»

Interest in people. .

Abili’.j:y to cooperate with the teacher/li',rarian..
Punctuality, accuracy and dependability.

Enthusiasm and 1n1t1ative.. ' .
= > P

Respect for other students and teachers.‘ ' I -

o

Neatness and cleanllness.

F

of helpers to select.l it seems that- there is no maglc

numbe L.

school whe.re the teacher/librarian knows each child. It
may not work at all in a (large ~schoo"l. The number of"
sstudents employed as library assistants will likely vary.

accordmg to school size, the teacher/l(brarian 8 prefer—

a

‘.

Some teacher/librarians accept every student w‘no.

¢

.'_expresses an’ intereat. This may: work well in a small'

t

.\ ‘

.ence and the respon‘sibilities given. A period 8f experi—

mentation ‘'often heatps the teacher/librarian make a decision_~ '

regarding the most desirable numbe{of student assistants.

o

v

,'. ' ~‘ .

[¥'S

<
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Training Library Assistants
~ . ‘ ' )

vy s ' .

assistant programme 13 the training period. Indeed, some

teacher/librarians forego such a prggg:anune because they

simply/do not have the time requ'J.red to ‘train ‘the students.~

)It will, be obV1ous, however, that .an appropriate training
\
'prograﬁ\e must - be carefully planned and 1mplemented.

Ty

Otherw1se, the practice of hav1ng library ass:.stants at all.

0

o : . . . . L] ..
must be questioned. ‘ : o R . \

It does, 1ndeed, take time’and effort to__train a team
Q'f student helpers. 'I'he teacher/librarian'who undertakes
such a venture, however, will find that.’ the rewards are

1)

worthw‘hile., " The - teacher/librarian s job‘ _-is more

' pleasu‘rable and far less fruetrating when there «are others

. ’to share the workload.

The type of training provided for library assietants.j

’,—\

':’J.s v:.tal to the programme s success. Students must know .

-

»

what. they are to do and how to do it. How much time then

- !

‘is involved in this tr’aining period? Again, it will depend

on. the amount of t‘igne an, individual teac‘her/librarian can .

devote to the task, as well as the number of duties he/ehe

- wishee to aseign. LTy

.t N "\" ' ' L ' '
Literature pertaining to .the "training *of -student
R .
aesietants is divided on the most appropriate approach.

Some éperts in the field recommend t‘raining assietants

L 3

. B

One of the most diff.‘icult aspects B‘f a library

»
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L]
Y

individually rather than in groups.’ It is felt‘that.if'

.

forma%. library lessons are - taught Huring"the .regular
Co Py

library.period, only oral reV1ew w1ll be necessary Ain: the'
teachlng of some tasks. When an asslstant is asslgned a'

task,'the procedure 13 explained and- repeated when neces-. -

’ € . LA

\
sary. Ind1v1dua1 instructlon seems rather impractlcaL

1 4

however, when one conSLders the hectlc schedule of most .

teacher/llbrarlansv Where wguld a teacher/llbrarlan flnd :

" %he tlme and energyefor~such repetltlon?

Fa

. most teacher/llbrarians and favoured by many experts 1n the

AN alternative to individual instruction is 'to train

\students in groubs.~ This is the method preoently uﬁéa by

';fleld. The\training is most often done during recess and

since ﬂwny students re bused home lmpedlately afterlﬂ"'

'lunch breaks. Many teacher/llbrarians would prefer to give

‘ .
1nstruction after school ‘but this is not always ppssibleﬁ

school.- Some/schools hav£ a weekly activ;ty period.; This,-'

|

" period is sometimes used’ for traiqing assistants,-

T
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Scheduling Library Assistants’

In order for the. teacher/l:.brarlan to know that each

: essentlal 11brary task has an asalstant aaslgned to it,”
,schedule of dut:.es Tust’ be set up; Thls schedule w111 play

'a%n 1mportant part in getting the job done efflciently

There are two appro?ches which the teacher/llbrarn.an

'.may take when a381gn1ng taaks. _‘He/She may take the

- a-long-period of time':‘

' may be freed

, _A band or"ﬁh}h‘ practice. .

"able ‘during e 3¢ me>,

Spec1alist approach whereby certam tasks are aselgned to

of'.thie method is .that the more interesting, jobs are

/eaqg}tudent for the entire school year. The dJ.sa\d/vantage

permanently assigned to ohly a few etudents. Also, boredom

‘often sets in-when a student must rep}eat the same tasks for

; As ‘a result, the drop-out rate may

7

'bei high. The generaliet approach seeffis- to, be the’ one: that

T 9

‘work_s beat. ' ’I‘asks are rotated weekly or geared to the

‘ eix—day c'ycle. ‘This, type of- schedule prov1des a varlety of

student. Library asslatants are usually scheduled for work

before school begins, during rec’\as, lunch tlme and after
) i

echdol. - In some achools student aseietants may be avail—-' |

. [ 2 :
A~ .or instance,\ 1ibrary aeaistants

P _t :i'ibra "

when bther etudents ‘go. to

.
‘It is unlikely thatu any one gchedule can be deviaed

- which will meet the needs of every school library. -l‘g:ach

N W

o.' | S

'.experiences and is generally more 1ntereeting for the

4

. N . N '
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. .can be_'fpund on page 22.. - . o . - " s
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teacher/librarian will determine a schedule which suits
J.ndividual needs and pOBBlbllltleB. The 'teaoher/librarian
may fJ.nd it necessary to expervment and make- adaptatlons
until a satlsfactory plan fernhls/her llbrary sltuatz.on is

wozjked out.: A aample scheduie wh1ch may be of some help
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'The Pupil Assistant ~in thé~8chool Library by Mary Peacock

Douglas, ' ps.

.. Association.’

N

t .
|
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\; WORK SCHEDULE SET UP BY SCHOOL *DAY’ '
: ,-STUDENT LIBRARY ASSISTANT'S SGHEDULE
, | Week of (date)
WEEKLY, SCHEDULE - DAY 1 - | DAY 2- '| DAY'3 .| DAY .4 DAY 5 | DAY 6 .
Before School . { s . : . \j
Sylvia. Akhorn | b ab ab, - ab | ab .ab .

| Juanita Singleton 18 g g8 g B g

iat Eeriod' R E L

" | Teresa Carrigan .ab. - ab -ab - | ab ab ab
Elizabeth Andrews cd-1 cd-2 cd-3 ce-4 ce-5 cd-1l
Bill Baker - b ' e ‘

’ ake ef | g‘g{% .| 8 g g
2nd period A , .
Alice Brown ab ab ab ab- ~ab ab
. John .Jones 1B E D F - cd-6 cd—g
Marilyn Wyles ef ffbl -£h Speciall Speciall fd-8 .
3rd period . ‘ - 1 .

Frank Johnson - ab ab ab ' { ab ab - ab.
Phyllis Peacock efc *w efce efc efc efc efe |
Paul ‘Ashley E D F c - A E
‘1 4th'peripd-
Norman Goode . | abe abc - abe - abe abc - abe
Mary Frances Carrigan]. E 3 C C C A E
Nancy Lynn = & F "D D B g h
Sth period : N , K

‘Ann Bynum ° ab .ab ab ab ab ab
Bob Anderson cd cd cd . ed" cd cd
Jane Kluttz . g g - g ' ~. | 8
- — - g '

Circulation Work . Sﬁelf Reading Work Room

) R . ) . e R o L oo ‘. - -
-a. Charging materials ' “l. Fiction - " A. Alphabgtize cards
b. «81ipping books- “*2. .000-599 . .« ‘B« Clipping - :

c. Verifying and - 3. 600-919 " Co Mepding . -

' shelving . books ‘4,920-921 - . ' -D. Paste pockets and-
‘d+ Reading shelves ‘5. ,930-999 . ro -date . dugs .
.6« Overdue notlces 6. Reference . *E« Collate and open new .
f. Straightening roop 7. Magazine stacks "« books . o
. 8+ Reserve books. / . ‘8. 800-899 X F.' Agsemble’clasaroom
hy Magazines _ -4 N '. . : I._ﬂovang. : -.'! : > :

 Source: Reprinted by .permissign pf, the American Library'Association from
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Recognitioh and Rewards’

While many '].'_ibrary assistants . obtain intrinsic

'satisfaction fro‘m library serv1ce, most teacher/librarlana

feel that there should be tang:.ble rewards as well. Some P

-‘schools award a- "Certlfica't.e’ of Service at a year end

[N

wassembly. An examglé of such a certlf@.cate may be found on.

\the followmg page. In other schools llbrary aselstants

are glveh specxally engraved plaques. *A Spem‘il pinning
[}
ceremony is held in - some schools where llbrary ass:.stants

- —am

are- given p].r;g, ‘or ‘badges whlch i:dentify them,;‘as 11brary
_aasmtants. This ceremony, ' of course,jwou\;l.d take placel

Q-
-early in the school year, after the training period is

completed. Yearly lunches, partles, “films and fi_e'ld trﬁps}ﬂ\'

)

L are SOmetlmes held to show J{)rary -agsistants  that their‘_'

contnb‘uti.o_ns‘are appreciatea. | . ;Q:?

i



r— - ) AN . '.\ R
i / ' ¢ ' .
P -87 . '
. .. ‘ \ ' L/
N
i . ” - ] : ' . ‘\ b -
. . . ". ¢ .“
. - . - i . N, .
- - . ‘ } . . - ’
. t L e . "’ IQ' ) ' l- )
O e T X < . hd K \ hd
o - . . - . : " N B . ..
: " _LIBRARY SERVICE ANARD A . -5l ..
- N / : ’ ’ ’

c

N ‘.' Lt _IL/‘ ‘ R ! ° : . K . ‘ . - . P ' ._:' .‘ 6 \\
I 1 This certifies that .., - / SRR I LS
1"

*
«

P T ' " astudent.of - . - . - . School has X ' 1
. - — L
N o | --givefi valudble service as a member of <L ; '

. . iy ! ) . ’ . .o . N | ) . .5.. .;

e R - s

.l | _ STUDENT LIBRARY STAFY -

- ’ . and me'r:ita.'i-:his away:d‘ S - RS
’ . : B . N

. - ' e, - ) - L3 o . !
[ e . “o - = (

N \Gi_Ven at - (ciﬁy). ‘ (province) )is %ﬂof‘-- o g \"9 -

L . N -"‘.:‘. ’ - - . A.... . -
. : - ~ T wt o~ Principal = %

. ) R PRI AVRNRTIS
, 1 — > T - o ; :
N . - . .

_ _ ’ ( Source: Reprinte,d by permiasion of . the American L:l.érary Association fromm 0y
Lt o .. o ., The Pupid’ Agsistant in the. 'Sghool Library by Mary Pé!cock ‘ :
e SN .'I-* _:;,Doug' lab, pe TO° cOpyrtght 0 L%T¢y ly:he Ame'i:ican Ig.,brhry

et Aasoeiat:lon., S O R
A . R o : . ‘.*. 'l‘ 4“ » "‘ L.
4 " ' : ' y . i.e 4 - . ’ \l‘ A . .
- ¢ : * f : L R B, T ' Vg
‘e .
. [ SV } N s, N e oy » .
’ L ‘ A a S 3
- ) . . - . .
. v v N & K
\ : " Lt . ‘ ¢ \ »
e " I" (o . . N -
" v ! . ' R n ! ’ . - Y-
o * . . . . 5 » B .
' 1 N S . . e . ) - .
‘.54 S T ' [ o - 4 < a ’
. i [T . . - [ v
..rl 3 ' 1] ) 24 ) N ! - ‘ " .. ¢
. .., ke . . | - ! - R
* - ) . ) T I - N ’ ! I J\ o
N w ! o AN . 2y (RN , R By “or o <
M . . s . N Lo
r £ < B ‘..' hEEA - { W ! N q“ ] ‘e I
, , .



/\ I L \\ ,
L ' The Library Assistants’ Handbook ~ . -

=~ ’ . B

~

serVe a two-fold purpose. : S ~
1. To- ass%st the’ teacher/llbrarlan i;\

o 11brary assretants. o - 'f““\

o . 2.5 To be used. by ‘the ‘student’ as’ a text durlng . the
) - /‘. ' . ,.

- ’1n1t1al tralnlng perlod and as a referénce after the basic
. ) ..v ) ',\ .
O trainng_has been'completed.l.\ . a
. .(_ o

LU - »
RS oL -

N 1
* pE R

iq student. , It can,vﬁujnever, e adapted to BUlt. speciflc
L LY . : g

uschool sltuatlons as - welL_as the needs of the 1nd1v1dua¥

.‘;_‘I\;L R - o .

teacher/llbrarlan.

.~

S

The 'handbook -attempts to identify‘ the most__eggygn

.tasks asslgned to llbrary assiétante.‘”It attempt5‘to ‘out-

.line' 1n a clear,. precise ~ and slmple - manner the  steps

S | iy
NS involved 1n carrylng out these tasks. . ;

T', ‘ - \\Fhe teacher/llbrani‘é may find it use&ul to - use the

'-book as an a'

in the‘preparatlon of lessons on. the various
. top;cg,~,or-;a. ‘a -teach;gu;-text. ' At the\hjame time, the

librakry asei tantsf\\thggseifee} 'should' ave their ' gwn

. . y
opiesﬁe\a souré‘ of'-refex;ﬁce. _Thus; the student has a’
. T
: written descrlptlon of how a task is performed whlch can be
T
) red to. whenever the neéd arises. - e

~

Mafy\g.\Dbuglaa’(1957) in heerbCQ{The éupil Assistant

b in the School Librety, ;ays that "a code book or manual is
25 |
» ‘ - ‘ ' ‘.
' \'\‘

~ -~ The 1ibrary aséistante‘; Hagdboék"waE: designed to.

he tnalnlng of |

N ‘ /

‘fThe handbook\ was‘ developed ‘for'fthe, ﬁuﬁior 'High:

I

.~
™
I
e
-

C e




. teacheﬁs and chlldren-“~T%ey wiL{\have more time té

. . . - A ~
~-.. . . - s

q{f;ffiindispensable“ (p. 15) in-the kraining ‘of library
e » ' < .

assistants. -\\\\ RN - . - )

~

It 13 hoped that this partlcular handbook w1ll fac;li-

+

tate and enhance the tralnlng of . library asslstants in our

séhools. with a team of well trained library assistants

- - \
teacher/librarlans will have more tlme to work w1th bpth“ )
- T
\\become - ’

.@nformatlon SpEClallstS and master teachers. ' They w111 béi~;, iy
2\1 . - '\\- \
- a\iz\to play a more slgnlflcant role in genulne ‘education. .\\\\\
5 ] : : ' i :.."‘\! . ) . . s
. ¢ )
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I. THE LIBRARY ASSISTANT IN THE SCHOOL L
\ o | , E | - . .

So you think you want }o tmcome a~44brary asslstant

in your schooll Your teacher/librarlan will be pleased,

gince student helpers are a welcome addition to a school
'libfary." Indeed. man$&.teabhef/librarians say that tﬁey
{
.. dedlcated young people. S .-
e . : . . .

A i . . s

1 o

understand let's take a’ look at some of theoacthLtles
w?ich take_place in a school. library. ~You may then realize

A why:the libfaiy assistant”s'jobuis so important.
! o f T
R E [ . ' . 4 4 Vg % )
'~ student and, teachers. For example, the ‘Grade Nine teacher
:~'ma¥” need the teacher/librarian's' help te' find matefials

I3

L D such as filmstrips, tapes, Jackdaws and maps to help her
< B

LI

; wr1t1ng - reports -'6nt,7the ' Beothuck Indians. . The

LI

. ”‘organlze informatlon. .; The same\'studentsj with the

o The=poeition.of\libfary assistant is a very important
8 . N . Y,

L n one.' You may wonder why this- is so. .In order to help you', .

which will include a model Beothuck v;llage.'.The'Grade-

Y could not run the llbrary successfully w1thout the help af”’

The gthool library exists mainly to serve the needs of

‘teach a lesson on Werd’War IL.- ‘The. Grade Fage class is -
- e

o™ .
'teacher/libfarlan Le helping the students locate and

c‘:teacher/librarian 8 help, also plan to set up a dlsplay_
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. Elght c].ass 19 wrltlng essays oOn. controverSJ.al tOplcs such

[N

‘as. capltal punlshment, abortlon dand drug abuseh: : The

'teacher/librarian serves as a éumde as students use the

Information -and Pil:_ture Files to obtain pamphlets,'-news‘—

. Papér ;and'-magazinle clippings gl pictureg "which willvh_elp‘ .

th'em' pi‘es’en‘t 'both sides’ of the"se" serious\<c1al problems.

[y

The Grade Elght students are J.ooklng forward w1t‘h enthu—

.elasm to heari,ng several quallfied people sppak to them-

about’ these problems. .. These -

,:arranged by the teacher/librarlan several we

A 1

¢ -The teacher/llbrarian s also.teachn.ng the use of the card

-catalogue to the Grade Four puplls. W'hen ‘these lesscms are

/
1

completed,\ the puplll/s wlll know ho\W’\ﬁg flnd llbrar_y'

materia'is ‘on th'eir»'/own-. Although she is very busy, the'

,teacher/llbrarlan is also plahnlng and arranglng act1v1t1es

-

for lerarxy-“ Week. These act1v1t1es include dz.splays,

contests,

s

author.

a_nd book j.:alks, as well as’ a v1sn.t by .a local

\
»

e in- advance.

speakn.ng engagements ~were T

£
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\ 7.4 I. New materials must be prepared for cirtulation.; ..’

o, " 6.  Damaged materials, both print and xﬁo;n-priht,' ’ must

'.. - ‘ " N ! el
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Act::.v:.tles s:.m:.lar to the ones outllned aboz\ taken o \

place in school librara.es every day.' : 'I‘hey are 1mportan1': St
:because they make teach:.ng and learnlng mon"e J.ntei'eat‘;lng h -
‘and exc1t1ng. - In order for these aetivu_’ies bo be §ucceas—" V
A f\;l‘; 'hov;e-ve!‘ri' o£her Jobs such ‘as those* llsted below, must S \
; . . . - D B :
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e proper places on thev Bhelves. . , b R .
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; 4;.: A reserve ,system for aﬁdlo-VJ.sual materlals must

o )

- he set up- and ma:.ntglneé - LT
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. 5. Audio-visual. ‘materials and eq'u:}'.pméx_lt' n;ua‘t' be .

[

' delivered to various areas of the school and returned to
: ol ' ) » . ) . . v B T ¢ - N

""" ‘the library after use. e L T ¥
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-same time, you w;ll be developing skills which w:.ll be of | .

) B ‘ . ’ :
2 ' . . . ~
o , R . ' . 101
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- 7. Remindersjfor overdue and reserve materials must
be prepared and ffx;t out. . v
8. . Missing "mate'rials must be searched for.
9. The magazfne and nBwspapef stands must be kept
neat - aﬁd'-_i.n, order.; IR ' z \ o
. . - ." ', 0 . s . . ,-
10. 'Bi_;lletin Yoard displays’ must b€ -planned -and
prepared. -~ . . e A C .
. . . 4 ; ) . . _." . v N . 0
o, Plants must be -cared for and the library- kept \\
' neat. T e T ST ! ;
' “ : i Co - ' S
ST P Lo A L - L

'I'heeé are Just some of ~the JObB which must be carrled .

5

'out routlnely in order to run an efflcient school library.

'You, as a‘“trained 11brary asa:.stant, can do theee and other

‘8 R ]

tasks, thereby mak:mg it poss:Lble for the teacher/llbrarlan-

. to'spend more time with students and teachers. . : S E

r
L4

i o ) N .' ;. . ._.' _ .‘ - \ R e ‘ T

~ As a library assistant, you' will 'be _helping the
Loy, . . . ‘& L '~.f_'"_ .

teac‘ner/librarlan. © You “will  also be glving valuable

service to %raour 1ibrary and to the whole school. At the

.

.benefit to you, youreelf, in 1ater years. B < ' N
L " 0T . " : ) \ T o . . . o . el
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II. - SO YOU THINK YOU WANT TO BE A LIBRAR}‘{ ASSISTANT
-

. . CONSIDER CAREFULLY
!

- As a library assistant,- you will make a valuable

. dontribution:_:to your iibrary an% to your school. In terms

% personal satisfaction, the experience may be a rich and

rewarding one. Think of some of the advantaqges. For

instance, your -library . receives many interesting new
o . ) . 3

e - . L - . L.
magazines each month. Also, at various times throughout

‘the yea_rA;" tho. ,1ibra}:\¥ .acquires ‘many new.- books as well as

. . TS S e . R T
non—print; materi‘a-ls- '/such as-'slldes, fllms and filmstrlps..

'As -a library as’Blstant, you w:.l]. be among the. first to see

and perhaps borrow some of these new materlals.'

Vet
R .

M

Also, as /a llbrary ass:Lstant yOu will acqulre ‘many

skills which may be useful to you t}mroughout your entire

n

".schoo,l career. For .ex»ample, you may become better at
B 'speaking and vmttlng beeause of your 1nvolvement w1th the

-teacherlllbrarian,' teachers, other llbraz.\z asslst-,ants and

fellow pupils. - You- w111 acqu:.re feelJ.ngs of self—worth by
successfully completing assigned tasks as: well as through

the recogm.t:.on you w:Lll receive for}yours contr:.bution to
.l - , - [ . .._ .

S e ooy o en et
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your school. You may develop hidden talents " through

experiericé in designing displays, arranging bulletin boards
~and other creative activities. You will learn a great deal
about libraries-and library materials. This kno;r\]\edge will
help you become a better .-student. You will havé. hglped
make your school a better place by giving as%istance to
‘students .and ' teachers. The satisfaction of knowing that

you have helped Phers ' is something which cannot be

measured but, 'név.ertheleés, is a very real reward..

“ MAYBE T

/1 LovE " UBRARY |
WILL, ANDREA

- WORK, MARK. HY
"DONT  You SIGN UPR?:
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‘ III, DO YOU QUALIFY?

N 1

You may be wondering what kind of qualifications you
/

must have in order to become a good library assistant. ‘The

following will serve as a guide and will help you make

decisions about your own qualifications.

‘./'1. ';'here are no rigid rules regarding a student's

Qrat'i,e level. Al'though man_y‘teaé‘rier/librarianls prefer to

. choose _ assistants from Grade Six up, yogpger.'pupils'éa_ri be

’"\}efy' effective at many - tasks. The teacher/librarian: in

.

" your school will "have hig/her own prefere‘n'c\e' in this N

N ?

rega}d\.\ ' o
A \ - :

N , L : .

- | | | ‘

» ~ .

2. The li};rary assistant must be . recommended. by the

classroom teacher. . ' "
. P ‘ ' -
© . N . .. . . .
3. The library assistant's first responsibility is to
do WEl;;]é" in schgol. Therefore, ‘work in the library must not
interfere with ‘school work. The classroom teacher must ‘be

happy with the. library assistant's school work. .

1 o .
. . , ) ; . LYY

. 4. The library assistant must have an 4interest -in

b"c;ofcs, Jmagazinés,+ filmstrips " and othér\, 'insfru_ci:i'onal\ o
. \\\:‘.

:

"ma_t:.e.rials.. ' o o R //.,.,\\

°
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A
~ .
/,/ 5. The library assistant must be willing to learn

!

. , .

6. The library “assistant must be ap/le to take and

follow directions.
-

3
\

7. The library assistant must be punctual. He/She-

must be prepared to come early .and stay late, on occasion.
. . RN . s

8. The library assistant .must’ ‘e_{iiby_ wérking with

‘others. . . e
N . o ' .- h '. ' ' ’ * . . - .
* : ' 9. . Thé library assistant 'mus_t‘ be neat and Clean at

all timeas. . w

10. Tha library . .a,ssis‘tant %must be .pleasant and

- polite. o S L f




waiﬁing for you.
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11. The 1library assistant must be thorough and

efficient. _Each job, however small, is important, and must

" be done well.

12, fThe library assistant must be willing to attend

all meetings.

»

Now that you have read these guidelines, what 'do you

think? Do you have what it takes? Are3§ouithe person your

R

schodl,Alibra?y"needéz . Your - teacher/librarian .may be..

ENOUGH ?
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Iv. NOW THAT YOU ARE A LIBRARY ASSISTANT .
/

s SOME TBINGS TO REHEMBER

Once X;ou have been .chosen as a library assistant,

~ certain stapdards of behav10r are expected of you. »Fortu—.\
3y
nately, most students are quite willing to acce t and abide *

by thése standards. - ] > ‘e

Occas:.onally, there may be a student a391stant who -

o disregards proper library behavior. For e:;ample, Jane has

L

necently broken several library ru'les.' - Last' week, 'the :
teacher librarian talked to Jane about chew:.ng gum whxle on | .
'duty. Y‘esterday, Jane arrived late and ‘did. hot offer an
'excuse or an apology. Today,_ Jarie was seen‘ ~talking to

friends. while otﬁf‘:udents were waiting for help. Mrs.'

er/librarian, has warned Jane on several
- : -

inappropriate behavior.' " She now dec:.des

March, the - tea'
. occasions abou
that Jane ‘is s1. ply not working out as aslibrary assistant.'

_She tells Jane that because of her improper conduct Bhe is

'no longer needed as.a llbrary assistant. '
Bob- was very eager* to become a library-.assistant .and -
'early in the year was® good at the jo'b. Within the Iast‘few

-

months, .however, Bob 8 attitude .toward library "Df)ﬁ has

- S ' AN iR
P AN
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. change'd.‘ Other assistants have complained' thjt Bob leaves
unfinished work for them to’ complete. '\;I'he‘
teacher/librarlan has had to correct him for loud talklng‘-

and laughlng and on Beveralwoccaslon's ' has chatted to him
- ; . , R . R e \

about his responsibility as a.library assistant }

Today, Bob bx:eaks several- rules wh‘rre\on duty, so Miss’
Lee, the teacher/llbrarran, tells \lu\\that "he 1acks"
’J.nterest J.n h:.s work and is not fulf:n.ll x{f hJ.s responsi—

bJ.litJ.es. g As a- result, he can no’ longer act ae a. 1ibrary

assista\nt.

and"Bob. Most library assistanta recognize ‘the need .for
. : N

good 'beﬁav:.or and are w1111ng to ablde by \1ibrary rules.

Fortunately, most llbrary ass:.etants are not l:Lke Jane

~~w~~They realize—that—they are in-a- posu:ion of-~ responsn.‘ba.lity‘

. A .. : .
‘rules Wh‘ich have- Yeen s‘et down for pupil assistants. - If

-

and-therefore set an example for other students. MJ.chael,

Dav:l.d, Cathy and John are excellent examples'of 'what_

-library asslstants should be. They. are»neat, -‘cour.t.e'ouia",

punctual enthusiast;.c ‘and dependa{le.‘ "I‘hey_ enjoY “their

\ 5 Lo - N
work and take pr:.de in doing it well. ' They obey all the -
.~ .

v -

. »

they "'a:r_é. late or cannot complete a,. £asl;, they x?.epor_t. to the

18-

P . . -
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teacher/librarian. They.makeia valuable contribution t& -

"the'school library‘and indirectly, to the whole schooEF"

L)
The school llbrary seeks to serve the needs of students and

teachers. 1In order to do thlB well, certaln guldellnes

R Y

must be laid down and obeyed., The purpose of ﬁheSe-guidef

"lines is to ensuré that proper library behavior is eétah—

lished and-naintained. You, as a library'assistant.,can_

. help to ensure that these guldellnes are followed; By your

B

I

N
good conduct, you set an example for others to foilow.

S ;7' .
As a llbrary assxstant, you can help make your school

llbrary a pleasant, 1nv1t1ng place where the rights\of each ..

student are respected.” The'* followxng guidelines w1ll help,

you carry out. - your dutles "efflchently and efchtlvelyh

thereby contrxbutlng to a dynamlc llbrary programme\’-*

: T ) ,
-l. _Report for work.<prom$tly} - If you are lite or

cannot attend, report to the teacher/librarian as soon .as

possible, - o

PO

1
'

2“ Be pieasant and courteouss-- Always be willing--to L

‘offer a581stance when reguired. = . . o

\

®

.19

v

b e e i e e




-

—_—
I

possible. ' v
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3.. ‘'Make sure that you are neat in appearance. ‘- You
Y

L‘3 are- in a position of responsibility and must dress
' R AN .

L
accordingly. '

~. -

1 ’ ‘\ , ’ v
4. Carry out yourr assigned tasks confidently and
. 1 " [
professionally, showing respect for the rights of others.

N

5.  Follow inetructfons cheerfuliy and carefully.

'\a ';1 Q L Jﬁ'w

Loe

6. “Be ,depend&ble.'ﬁ; Carry out the 3ob you are .

scheduled for. Do not 1e ve unflneshed work for others.

t -
. 4 . . :
Raaliy | . . |

!'.

7. Make no attempt to dlBCipllne other students.._

Report all mlsbehavxor to the teacher/llbrarlan as soon as

\
L.
; l
Q. ) ' s Ny | L .
8. Remember that eatlpg,wgum chewing and loud talking
Q- . . i : : a
are unsuitable. behavior £or| a school library.

-9, Instructlons for all Btudents are usually posted.'
-~

where they can be - seen, - Know and obey these rules and

encourage others to do the same. Earn the r,espect of.

teachera and.otherJBtudent:;r—**T““~ ' ]

20
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V. YOU WILL NEED TO KNOW THE CARD CATALOGUE
DO YOU? L,
Students, part‘icula.rly the younder ones, ‘often have

dlfflculty locating library materials.

The library assist-
¥ 25

ant can be very helpful here. You, as-a library assistant,

must have a th'orough knowledge of 'the card catalogue, how—

_do 80

_m,aterla_ls,

‘in - order to - locate materials easily and help others

-
P

Although the. card catalogue is an- ‘index to all 11brary

only.

such 'as filmstrips, -

included.

" In others -

1n some llbraries 1t J.B used ‘to record books_'
both books and' au‘dlo-vi'sual ‘materials’
éuaio—tapes A'ar'id disc . recordings are

Catalogue cards for ‘audio-visual materials may

be © colour cod}@\so that they .can. bé easily distinguished

from book cards ;

Ifllmatrip may. have a red pand across the top.

“For exampié-, the catalogue cardstor a

See Figure
\ SR

1.' An audio—tape may have a blue band and 80 .0n.

21 .
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FﬁZMSTIz)IP ' | 1-
- 525° Kelley, Marilyn \
e KEL - Winter is here (Filmstrip)
Wi Society For Vlsual Education, 1954, ,
..-“r 27 fr. col. .
&5
b * WINTER
Title )
S
‘\\ . . Figure 1 o .

3

Maln entry- card for “the fllmstrlp Wt:.nter is Here.
"~ The efnpty space at t‘ne top may be co,10ured. )

B
- '

" Each title (book, fingtri'p, tape, " etc.) has ‘a set-

of catalogue cards. - Each set of cards includes: -

!
. . L 3
l. an author card .
T /2. - a title c'ar'd" ’
) 3. -a 'subj_ec't cax'jd_ o«(some titles’ will ' have more ’tha'n
one - subject, .‘therefore, several subject: cards ——are
necessary) e S ' S L
4. a shelf list card = - a . " //
. . - . . "t B - . . .
' o 1
22 1 ) .
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If" the title is part of a series, there will. also be a

card.

A catalogue card may contain’ all or,

information below.v

w
\ . - -

» .
1. author "s name

- 2 étle‘

.-
. v

: . oo
. v

"

3. publisher’

.

4. copyright date

s

5. place of publicatiovn

. . .. 1

! 6. number of pages

-

"7. ilXlustration statement
‘8._ series note ..

.9, . calk number

3

most of

10. tracings (information at-the bottom of the card)

113
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series

the
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All cards in a 5e£ ate exactly alike except for /the
’ (4 S

"filing héadixig (see Figure 2).. The .,fliling "head‘j.-pg" As the.

[

information given at the top of the-card. It  is the first

information given on the card. . , ‘ B

- . [ P- ,"' .

- " Tar . L T SV
d - ) . 5.. N a - T ’ R - ' .
Author,, title and‘’ subject caxgds are filed alphabeti- -

s

1

.cally in the card ca'talogue..‘ . The. shelf list ca":;is" arf/ for

"the -use of the teacher/librarian. They are. usuallyt filed

° ‘

© in a .separate place. . S o
P B : - . -~ ‘ >. < - . o . - ) . +
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AUTHOR
' CARD
(Author's

name flrst)

-

TITLE

|- CARD\
CATitle

first)

TH'le-

i, | SUuBJECT”
. oD
- {Subject
first tn’
‘cap ltal R
¢ | tetters):

\/g: : » > ‘ ' .
.. ' "N
t [N
Filing 9151 HAMMOND , Jonathon 4
Headlng | | ' : . - h
) ' ' HAM China, -the Iant_jbapd'l'l's people. London,
. Macdonald, c 1974. '
r \ . e = 3 Al.
e o ‘61 pe Illus., maps. (Macdonald countries)
' | ' — - X - . . . 2
Flling .| | China, The land and Its people..:
Headlng. L .- : *
_ - 91541, Hemmond, Jonnhon .
: o T T o
N . +| HAM - Chlna the ‘land. and I1's peoplo. Lohdon,
i . . - Macdonald c 1974,
> — . §1- pe II‘Ius.? maps-.. (Macdonal d -countr ) as) ..
- “a ) : 1 :
T Filing T N CHINA - DESCRIPTION AND TRAVEL
y 'Heading .
RS . ) 915.? Hammond Jona'rhon
- g e iuw Chlna, the land and 1ts pebple.-
! - London, Macdonald ¢ 1974.
v ~ ‘\'t:_;.. . R ¥ R v
- - ;- . . .61 pe Hlus-, maps. - (Macdonald
a . B R AR N .
’ R DA : . countries)
K - . Ty _‘ l. " Chlne - Descrlpﬂon and’ Travel
‘e P ..' e ’ :'l-

'.‘,F!gu'r"'e.z

. -E"-'-. e . ’ ’
Author, title and subject car\'dé

. o . \
¢ - s, . ﬂ ’ ..“ o e
N .'. ' . . - ’ . ‘ ) :
’.. ¢ . B : -
e [ S B
e . i . , - "
. . ) w
R AR . . k .
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'i~ computers, you explain that he/she must 1ook in the subject

‘knowledge, *. bul

.
A

Vi, USING THE CARD CATALOGUE .
Vet ' ) 2, -
We have s3aid that a library assistant must know how

to use the cdrad catalogue. You may already have this

a brief'\:review may be '-helpful,
W

‘e t

nevertheless.

- : B o N C o
“2 . '..Finding Material By Subject . '

-

M _' . F)

y.}" Let us suppose that a student asks for your help in

t

Locating books abOht computers. - ' -Since the subject ‘i51_

)
>

. PR !

1

the toP, w111 be there. Subject cards for audio-visual

materials dealing wmth computers may be here, as well.

°

s S ) . n

These subl\pt cards also’ehow the author, title, and'

.fcall number of books aboutscomputers.; The student should

N

make a. note of this information.,f If the student needs

K

'bqoks can be found.; Of course, if the required books are

.. R \
!

’ Q.

not available, cheE student must wait until they‘fane

returned to-the shelf ask to have them reserved or. choose

l\ ’,

.;;Manother=on the samelsubject. R - ;'.J’t

— - : 116

3drawer where the "CF~cards are-found. If your llbrary has'

2boo&s on'this tdpic, the: _Subject’ cards with COMPUTERS at

'additional help, you can show him/her the shelf where thel

. [j,_,-.z_.«...-—._., T PR,
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o Grade Nlne classroom.

.

117
Finding Materials By Author
Tea’chere,\may sometimes ask for your help. A Grade

‘Nine teacher, for example, makes ,a request for a book by-‘

. =
the Newfoundland author, Cassie Brown. Perhaps you have

heard of Cassie Brown's books but you cannot remember the
. titles. You, of course, go, to the author drawer, where you
w:.ll look behl.nd the B for- a card or cards: whlch w1ll have

- the author' s name at the top, e.g., Brown; Cass:Le.- Maybe-

~

p

you w:ill flnd the card for Death ~on ‘the -Ice by cassie

b T

Brown, and note &e oal]. number. In a few mlnutee, _the'-

-

book ’.LS found and Death on the Ice 1s on’ 1ts way to the

~ . ]

i A . :' o

‘_

A

(%

; 'i?i"ndin?l Materials By Title -
- N . - \- : .

. » . . .
¢
You are bu/y//rearrangmg the magaz:l.ne rack When a

Grade Four boy hurries up to say he cannot find Charlotte B

~ bl

" Web “on., the : shelves. You know - that Mrs. Brinton, the

E

7 - o L .
teacher/la.brarl.an, haB Ju&t- finished teaching ' the Grade

ELE - B

v

that younrg children tend to forget rather quickly. You

Fours how to uee the card catalogue. You real:.ze, however,
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v
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.give a brief review of how to find a book when title only

‘is known. . The student uses the title drawer and discovers
FlcC

WHI® He

that the author is E.B. White. The call number is

l .
then finds the book on the shelf in the fiction area. You

check it out and he goes off happily.

C:
Don't fofget to remind 'students that A, An, and The
are'dié;egarded when looking up a tifle or wher, using title

cards, e.g., .

The Book of Canadian Animals -

. ! - ‘

In the above titles, thé-impogtant'IEtter is the first
one in ‘the second word - Book, Last, Invitation.

¢

5

Some Other Things to.Rémembef.

. ® . S e . ’ e .
v There are other catalogue cards which "you may
. ) -~ '

-want to point out. to .libyéry _users. These 'a;é ‘called

crdss—reference,cards., There are two kinds.‘ LR

[ ]
e

N The  Last of the Arctic ' "_7 - ' i _ .
S Invi‘tation to the .Ball S ' ' -

“

LW

SRR P
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l. See Reference

A student may be using tﬁg\card catalogue to look
,up materials about Ping;éongr However, Ping Pomg is
not used as a heading in the card cataloghe. The See
Reference card will direct the user from a headiné"
(PING PONG) which is not used to one that.is (TABLE

~

1'TENN‘:I:S').,_ For example:

y | . > .

- -~

N : PING PONG
see

'TABLE.TENNiS

Rt

s
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2. ) See Also Reference \

]

Hockey boocks are usuallf 'very popular with boys.
You'll get a big smile from a young hockey fan w}:en
you explain that the See, Also card éays that there is
more information on this favourite winter sport.. It

can be found by 'looking m the subject drawer under

Winter Sports. - : - . '

B S ’,./ - o %\
HQCKEY < |+

see ‘also -

WINTER SPORTS

»

The card - catalogue is .‘the_ -Quide_ to - all library

materials. Until students ldarn to use it well, ithey can—-

not make us.é of the many interesting ar_id .exciting books,

films'trips "and other materials. waiting to be’ discoirered'. »

Y

Get to kr;ow' the card: cataldgue well. You can then pass on

your knowledge to fellow students. o

13

B

.




A CLOSER LOOK AT CATALOGUE CARDS

Vil.
j// Practice Exercise Number One
4 T
914.95 Antoniou, Jim ) -
' ' Author
ANT ) Greece, t?e land and. 1its ‘people. Card
London, Macdonald Educational, 'cl974..
63 p. 1llus. (Macdonald countries)
.Greece, the land and its people. Title
' : . Card

CANT

)

) Greece, the land and its. people.

. ‘London, Macdonald Educational, cl974,
A 63p. 11lus- (Macdonald countties)

| 914.95 Antoniou, Jiﬁ. Co AR s

‘.

ANT -

914.95 Antoniouw, Jim, -

London, Macdonald Edueational cl974,

. .. > ' . . . . . : N . o
GREECE, MODERN—DESCRIPTION AND TRAMEL | Subject
: Coe e ‘Card

G;eece, the land and its people. ';

63p. 1llus. (Macdouald countries)

. \

London, "Macdonald, Educational c1974.
63p. 111us. (Hacdonald countriea)

4 cm:xca MODERN—DESCRIPTION AND mm

121

{ . .
Macdonald countries. .~ ' : Series
: Card
914,95 Antonoiu, Jim - . -
ANT Greece, the land and ite people.,
i London,.thdonalﬂ Educational; cl974.
' 63p. 111uq.-(Macdona1d countries)
“ 14 95. Antoniou, Jin ) | shelf.
i ° . |- List
* ANT ~ Greece, the land and its people, Card

5~ Title N
P , Series _ . % =
. ‘f DT W -
231 ’
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I. Examine the above catalogue cards carefully and:answer

the following questions. .

~ 137 What is the title of this book? -
2. Who is the author? |
3. What is-tHg:sdbject.of this book? L '
' 4. Who is the publisher? = . . - 4
5. To what series does the book belong?.: :
3 : R . L
. ' I~ - » S )
6. 1Is this Dook illustrated?
_' ' ) : “./ !
-7. ‘What'is the copyright date? - .
8. How many pages does thigibook have?
. . . ’ :- - - . . .. . .7 - \
9. How.many cards for this book are included ;
in the card catalogue? . ' F
- . 9 v i
** * 10. ‘Whdt ié the chll'numbefz\ ' ?
Ty, T T o ) " :
i ~ - b
, -~ . ;
’ 4 . L.
Y \i
- ‘ o
- : i
‘32 P . i
‘ -/ L
. . . . i
- i ‘.“ ).
LY , ~J
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.The- practice exercises on the following pages have
been prepaked with you in ,mind. They will help you become

more familiar/with‘the card catangue. Do them carefully.

D W [TH -
EXERCISES -

LETg GET.WS‘TARTE
THOSE PRAC'ﬂCE

T

33
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in the card catalogue.

name. '
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®
, ¢
YIII; MORE ABOUT THE CARD CATALOGUE
Practice ‘Exercise Number Two _ -
" Are théqe ‘statements true or false? Write your
answers in the spaces provided.

1. At least three types of catalogue cards are found

o
-

-

.

2. ‘An author card is filed under the author's last

\ )

P
A Y . . N
R

\\ff‘“"’/ 3. All subject qards are fxled in alphabet1ca1 order ’

actording to the subject. . »

q

4, A book by Sue Hinton would be found in' the S-V

drawer. Lo . ' . e,

e

54 A title iﬁi:"gggins with "The Big" is found in the .

StV titie'drawer. -

<«

6. There 4is-a call numbér -on every catalogue card. .

N

&

38 e

Tra
e
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—

. ”
7. (:kl titles are filed alphabetically according to

the first word in the title.

7 .

8. A "See" reference card directs the user from a

‘ . . . : .
heading that is not used to one, that is used.

———
9.”'A-"S§e Also" reference card directs the user to Y
;additional,and relétgdfinforma;ibn_under énothef_he@ding;
. . . . . N
- 1

10. . The author's name is found on the top.line of .a
L title card. . coe » o \

11. The cdrd catalogue is always a guide tq the book

collection only. S ' -

12. call numbers for nQn—fiction always . include a

‘Dewey Decimal number. ’ I i
s - 17
: a
~ 1
h {
. he . .
e .
2 .
[} 35 ’ .
‘ 8 -
: %
2}

Te— N . -

k.
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IX. BEFORE YOU START!

m .
How Well Do You Know the Dewey Decimal System%

-

Let's assume that,all the books in your library were

° pﬁaeed on the shelves with no regard for any sort of order

or classification. Your teacher asks you to go there and

find a book cail‘ed Religions of the World. Would thi e a
difficult task? It would, indeed, since you would have no
way. of kr.xow'ing where that book might -be. ﬁinding‘iﬁ .m_"i.gh.t.
.'ta‘ke.daye, p'articular'iy. if Iﬁhle gellection were a_large one.

) '. . : . " . - . R )
It would be something like,afscavenger;hunt, wouldn't it?2

) . - . . w -

Fortunately, one does not have to conduct a scavenger

hunt in order to ‘find -a book in most llbrarlea 'today. All'

materialg are placed on llbrary ,shelves.'accordlng ‘to a

system or plan., Non-fiction books are arranged according'

to the Dewey Decimal System.of Classification. This plan,

devised by an American librarian. named Melvil' Dewey, 1is
,"used by many 11brar1es in many- countrles. ‘This system is

not used by umveralty l:.brar:.es but your ‘school library

<

. , . \
and, in fact, most school angl public libraries use the

Dewey Decimal Syetem.

36

SN
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As a library aasistant, you need to understand some=~

* cad

thing of how the ‘Dewey Dec1mal System works. Hefe are some

gd}aing'principles.

<
1. Non-fiction materials -are put into ten _main

subject groups called categories, e.g., Religion, Scieamce,

Lit&rature.

' 2. Each category is given$}00 basic numbers, e.g.,

.7 200 - 299 Religion'

~ . 500 - 599~ Science

-

- 3. Each number stands for a epeCLal toplc,.e.g}, ) /
220 Bible (Old Testament)
225+ Bible {New Testament)'
- o L \
4. Every non-flctlon book is assigned a Dewey Decimal
number according to its category. For ease in‘shelv1ng,
the first three letters of the author's surname are also

inéiuded. %he .Dewey number tdgether' with the author's «

letters make up the call number. Books are arranged on*thér V.

ahefsﬁi in number order according to call numbers, €.9., .

501 508.81 521 . 522.3'
.
ARS  ACT MAR  SOB-

P

NN
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Books with the same Dewey Decimal, number are put

in alphabetical order accowrding to the author's surname,

eogo ]

[N - R

-~ ’ : .

896.1  896.1  B96.1 '
BAL . DOS TAP ) ,
',‘ '! ; A)
y , &
o - A

) , R R
-t T
! I N o S
. . +
. . 5 = .
. R ‘
.
.
i . N L ] 4
w -
. q
- R -
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. N .
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. X. THE TEN DEWEY CATEGORIES
000-099 ' . General Referenge
' (Encyclopedias, [
N _Peiiodiéa}s,,News-
IR . ' papers) \ '
v ) . /- . z

R Ehilosdphy adq‘Bsychdlbgy

g Je .. 70 . (Major .ideas men have ' ®
R N S |

. LI T 3
o R N o R ’
S - f . R TR
H LA ; . ’ N - . -
S ! . . * .

Réligion

e T o) e -

TN

_ "~ (Man's bélief'abbut God. o
IR S . 5‘,f_$ qugéds)'” S .=;..: .

« .,

-.w :(M§nfs‘wgy:5f living

 1(‘“.'w1th °th§?§9wﬁjlw

1

~ 4
' e f , B
\ =] . N B
; AW s .

o
P e e T U W g SRR
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w('

'400-499

'500-599

. oF

600-699 -

7002799

.

© (Man's artistic

1130

>

Language ' :
{Man's way of communicat-
ing with others)

( .

Science

(Man's study of nature)

»
Sy
Technoldgy - ¥

~

{Sciences. that sexrve

:the~heeds'of man}

‘ Fine Arts

creations, including

- hobbies qnd;spdk@é):

2
M




800-899

A

900-999

-
\
s
\
-
'

A
Literéture

(Man*s writings)

Histofy, Geography,

-‘Travel, Biography

(Factual inférmation

abodt,péop;gh places

- -and eﬁénts)
e )

131
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’ XI. FINDING THE RIGHT CLASS \\
' Practice Exercise er Three

Decide in which of the\| ten main ~ Dewey Decimal
N i

classes é;ch of “the following non-fiction books would be
found. Write both the number and the name of 'the class- in

the space provided. The first one isg done for you!\\
L N g L
Dewey .Decimal Class .. Title

- Technology . .600-699 - -, The Truck Book

The Whale =~ = =

.fLet's Travel in Spaih

¥ . . ~.0il Rig

mPrg-Hockéy

Quebec ‘and the St. Lawrence

Henéi Bourassa
Writing# of the Renéissance
i » Famous ‘Paintings’
) Childeraft Encyclopedia
S . _ N -

42

FRUR U SO UIURE S VISUUVI TS
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Religions of the wPrld

XYZ of Mﬁéical Instruments
How To Star in Ssoccer

Manitoba .
2 3

Snowmobile Racing

Vet
\

a

e
Gﬁigegs Book of World Records -




-~
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XII. ' A DEWEY DECIMAL- CATEGORY

) - ) CLOSE uP|

v
In order to have a Uetter:unaerstqnding_éf the Dewey
h \‘ . ’ ~ '
Decimal 'System, let us now take a-look at a particular :
éategor\y'. We will choose the Fine Ar'ts category which is
‘700-799. There are’ 100 t0pics in th:.s category ~ Each
topJ.c has a Dewey number betWeen 700 799, These 100 toplcs o A ‘
are’ arranged into the 10 general groups be].ow., : ' _
\ C AL L :
700-799 )G(\aneral Information’
'710~719 Landscape Gardening.
. -~ e /] d
7202729 Architecture - '
U . 730-739 :Sculpture and Modeling - .
. »* "740-749 ' Ddawing and Crafts. ) |

-

v '750-759 Painting

a4 . Lo
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’
. ? . . 1}
760-769 Engraving - - o
770-779 Photography S s
780-789  Music
Yo e © " .7 790-799 . Recreation ] L
o Now. we: w1.1l examine one of the above general groups. /
I We w:Lll choose the 790 group which stands for Recreatio/n./ -
SR .-
Each number between 790 and 799 represent a special topic‘
L L . about recreation. e All forms of recreation, are included.
- ? -
e ' here, ; including your favourite hobby or sport. Here are
x.'.' C ' the~ topice which are included in t}& Recreation group.
Examine them closely ST -

LR
=
-

790 . Recreat.ion.-

" ey

. . \_ - v
791. Public -Entertainment . .4
- N . ' ’. ’ « e
. N » @ 1’
792 -Theatre
; . ,
4 \ 793 'Indoor.,Ger:nee of,'.-Fux'i o

794 Indoor"c,;am'efs'of ,Skills




I

795

796

797

‘798

799

Games of Chance .

Outdoor Sports

Water and Air Spdrtg' .
"Animal Sports

s

Hunting, Fishiné,“shoqting

i

46

.136




t0p1cs on the prev1qus page, wrlte the Dewey numbe

_for you.

137

XIII. TRY THESE!

Practice Exercise Number Four

[

Books about var;pus forms of recreation w11l have

Dewey Decimal numbers somewhere between 790-799. A book

i‘about bowling, for instance,fwill be in the 794.-group since

-,bewliné 1s'an indéor game'bf skill. Using the recreation

\

topic for each title below. :&e flrst'oqe has beeh done

’ e

Dewey Number C zTopidu . ~___';' . Title.’

-

4

794 & \ 'Indoor Games of Skill ' Insidg-Volleyball ~
7 ' I

Beseb ‘.is for Me

T . L Car Racing Agalnst the.

N : s . Clock
' ' BasKetball

Snowmobile Racing

G L, Sky-Diying L,

'Harness Racing

- N . . -
: e
[ . . . . € ~ .

47

and the

S v e e e



Dewey Number.

Topic

S
- / v
/
‘:{
o
,
L4 [
A
b
: v
48 .
Y .
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Title

Performing -
*Shakespeare's Plays

Krchgry

Outdoor Concerts{i:>

'Let's Throw Dice -

Tennis, Anyone?

How ;o-Win'ai'
Scﬁabgle'

Games of Fun for Rainy
Days

Enjoying Your Leisure
Time . ' ’

A\

<

o

ENPTURR TN

e vt —— e =
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XI-\}. UNDERSTANDING THE "DECIMAL"™ IN THE

DEWEY DECIMAL SYSTEM-

qu may have al'read.y Qoticed that. the eall ‘numbers..
of some books and audio Yisual materials c0ntain‘decima1
points followed by one or more numbers, e.g., |
co - ot
Vi N . e
796.352  Golf
796.357 Baseball =
Some students lgnore the numbers after the dec1mal peint
and as a result sometlmes 'have dlfflculty. flndlng books
w:Lth these call numbers. In order. to hel_p—-e\xch students,
you, as a iibrary assistant, shoulé understané~why.it'is
ne'cessar_y to‘\;tree these cail n.umbers._ Yo:uw will aleo need. to

know how books or other materials with these ealllnumbers

L o ,
.are‘arianged ‘on the shelvea. You will remember that the

- call number 13 aycomblnation of a DeWey Dec1mal number and'

the first three letters of an author's surname.

| .

49
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Eéu.:li,er in this .section, you learned that there ’re 10
" main classes or groups in the Dewey Decbimall System. You
also learned that each of the 10 main'grou?"s'is made Lip of
10 topics. Let's use: the 7008, the ‘Finp' Arts: c_:ategory,
agaip,‘ as our example. One of the di’vi‘aions of the 700—
categories, as you ha\_.r,e already seen, is 790, which is

Recreation.
The 790 category may be divided into 10 qecti'ons. as

follows: . . -

. Lt : ]

.

790 Recreation,

7_9'1‘ Public Entertainment K
- h‘

793 Indoor Games -and Amusement

794 Indoor Games Sf Skill

795 Games of Chance

796 Outdoor Sports. . - ’ ~1
T 797 .Water -and Air Spor‘t';s '
' . . / Q.S‘t .
M8 - Animal Spofts c ey

799 Hunting, Fishing, Shooting: -

¢

792 Theatre’ S o /

-t @

—— s
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Each® of time “above sections may be
5 .

enlarged, by using numbers after a decimal

use the 796 section in order to explain.

L 4

796 - Outdodr Sports

!{ ’ , ‘~

Each decifal number stands for a special topic|abou

outdoor .sports. Here are some examples:

H

[ ]

Ty 796 .1 Miscella’ne-ous' dé.mes \ )

\- : .,
796.2 Actlve Games Us-:l.ng Equipment
796-. 3 Ball Ganes
. . AR
. ©796.31 Ball Games Thrown or Hit By Hand
(Handball, Lawn Bowlmg) ' ) r\
"796.32 Inflated ‘Ball Thrown or Eit By Hand
(Basketball, Volleyball)
N

51

-

point.
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LY

expanded, or

We will

A}

d
A\
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- )
N - ( . "l.";.‘
796.33 Inflated Ball Driven f3y Foot .
- (Football) .
796.34 Racciuet Games (Tennis) '
r796.35 Ball Driven By 'Club, ﬁt, Mallet
(Croquet, Polo, Field Hockey)
796.352 Golf L)
. _» 796.357 Baseball ' -
. ~ 796.35 (Cricket .
. \ ' - ',..J. rl _e. ‘ ¢ )
- A R WA
- # ; v
L _ e
. » v "
" - ! . : S
4 A
> /
’ .
- B 8. .
, 7 52
- e " ' ’
R .
R g5

R
~ .
o
N
¢
o
3
v
s o
A r
v /‘d o »
1
L N
" "
> te
s
q
-
I P

a
.
)
. -
(e
C e

T el LY,

v
:_-:4\.’..;_:-}"' -
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; : o .. Imn your math class, decimal numbers such as .796.352

s . are explained like this, e. g., ‘ o ~.
i ' Tw " . . N & a f . .

w -t - ' . -

;o S hun'dred.a ~tens | Ones tenths |- hundredths | thousandths -

. 7 . 9 . 6. 3 - + 5 . .2

.

o . ,"‘ Yo_ul; 'Aprobably . would. . réad it- as: - ,seir"é'n,.'_ hundred
;. ' » ‘ o ' N ) e . : _' - . M y

nin‘ety-six and three hund'red‘.f:ifty-,tivo, thousands. In the..
Plorary, however, we would say:’ -seven huhdred ninety=six
PI S dec:r,mal three fJ.ve two‘“ g B A

E T ,Small].qafr,':h&mbe'rs'cd&\’é fi.r's't :or\x.‘t';he' _she'.i,f,-_-e.g.' ) U

P ‘L . o ; ‘. .’ o ,,\'.. - p L e ~;-‘-‘-.’.
’ 636 \636301 -636.012 . 636.1 - f6_36,.2' 63\6._3 .. 636.31

i . T o, o F S C

o  STA . MAR “SOP ', FAR, MOT = - FES  :BOR

- . . , 3 .’ . « % " . ) '\‘ : . . .o .
- o - . E‘or 1nstﬁce, if we had\ bqoka_ or . other items with

R e B
796 2 and 796, 21 .as8 call numbers, they\would be arranged as

follows: ©. ' - - o n e Tl 0
: ‘ ’ . * . K v "A * - . .f-l_ ’ f~‘.', \ .
§T0 gro .
j-, : \y-,' o ';96.2 at:1d 796.,.21 e ' A ; )
L : Sy o o
. / A ) | ‘
‘!4 5" N & I 2’ S, |
; | Sl |
t ’ . c
g ) T ) (4 ) \\ b '.u

Lo (et

’ .




144

~
-

Let's assume we HA? two books_wi£h thq;call numbers
796.35 and 796:4. Which would coffe first? Yes, 796.35 is
smaller and would come before 796.4., Adding zeros‘ﬁfter ;
decimtl number mhy help you compare ana decide which number
comes first..-For e%ample: | e

- 796.4 and 796.41

’ . .. ., 8
1

. ‘easily see that:796.40 is smaller than 796.41.

‘ . 1 . .
At this(Z;int, you should understand how the Dewey

Decimal System works. - Use the exercises on the following
peedl . em _ the ex

t o . .
pages to: put your knowledge into practice. . .
\ * - s oLt . oo .
\ o ) { WU I; :
| : \
' LI ' - .
\ . o . "Lf
I. : N :. N ‘ M ' .. M
" L : v . .
. . N . A
S L v
- . ‘v Y -
"\&. : A ¥ ;
SN s c .
. - h . - .
. . i . 54
- . ‘ . . .
(i # \
. . R s
¥ Sy c
- \ . -

- Add a -zero to 796.4 and‘it becomes 796;4Q._3Now{'you can -

J'.
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-XV. CATCH THOSE CALL NUMBERS!

£,

S .

‘Practice Exércise Number Five

+45

Number  the call numbers in each set in the order in

Y

o

-599.32.

r

- MAS

:

which they would be

599,05 -
. ARC

599.2.

COR

'599.51

- BRO

P

-arranged oﬁ your- library shelf.

599,09 | . .

’ _'SUR

. gff

- 808.19

WER

808.1 .

BOR

WG

'808.08

., .VON

808.1

808.22 .

-

" GAT ,t'.

. .915.694

»

- 915.19

<

BEN
CSIT

'

. FOT

- 915.49

'BRE. .

B L

A :




r.J
- 599.6 ~.808.22
FIT ' ~ YOR
- 599,88 - 808,11
GAB : PET
- 599.72 - 808.87
. FAN | - _NOR
. - 599.2 - ~vB08.8
’ . COT R NOT -
/
: A/
N Y
. 'l e
S .
" ) .
, ;
. P
1

Ry

915.493
CRO

915.91
DRA

915.15
SUR

'915.3
HUT
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XVI. HELP} LIBRARY ASSISTANTS NEEDED ¢

‘We have already talked about some of the responsi-
Bl .

bilities of a ‘library aasis‘tant; The following ou'tline '

w111 give you gome idea of. other ways 'in which you can be
of service to your teachers and fellow students. o
-~ .

1., Circulation, - Print'a,nd non-print.
2, She.lving&rary.,,uaterials.

3. S'nelf Reading. : o a
4, Proc’essing New l‘iaterlals.

5. Filing Catalogue Cards.
\ ""\ .
6. Reserving Audio—VJ.sual Equipment. o

7. Taking Inventory

. B. The Care and Repair of Library Materials.

9, P.romot:.ng the School Library. :

¥

This. =bcu:)klet..'has. beeén prepare§ to teach. you how to

.- ' : : ’.

4.

“.carxy out- e'ach ef the ‘above tasks. Most "of them have ‘been

%

e, v

',broken down and simplified, in order “to. make each’ job as

-slmple as poss:.ble.. Let s begin at the area that library o

assiatants enjoy moat ~ The Circulation Deskl i

oy oL

B s
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._duty there -soon,
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'XVII. THE CIRCULATION OF LIBRARY MATERIALS

-

"The circulation desk is a  very impQrtant area in
terms of service to pupils and teachers. It is frqm.ﬁere

that all’materiqla,enter and -leave the library. ‘It 'is

usually the first contact that small pupils have with the

. - ¢
library and it often remains their main contact.

‘ = C >
v | R

braxy asaistants who work . Jhere must be alert, help-

ful. poliie andk WLll1ng to follow directions_ carefully.

There ‘are many jobs here and they. must be done well. :

Library asslstants should be thoroughly familiar with all
c1rculation desk routines.

.

. Below'you will. findva list of activxties whlch uaually

<

go on: beﬂind the 01rculation desk. Perhaps you will be on

Loy

e P checking Out Library Materials.

© 2. 'Checking In Library Materials. . f..‘
3. Dealing th 0verdue Booka;' o o ;. '
4, wHandling\Finea for Overdue Books.;“/ '
, 5. Reaer(_ g Libfary Materiala. C e -'__
. . A ' “

.‘ Ly ' .

L ' i b
. 58 "'Ln z

e
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XVIII. CHECKING OUT BOOKS 3

l. Your teache-r/librar‘ian w:.ll most llkely have

-rules regardlng the length of the loan perlod and the

number of" books a student may borrow at one tlme. ' Become
[ a4 .

~

, familiar wlth these rules and follow them.

2. /Every book ln the c:.rculating collect:.on should

v

have a book pocket, book card,.and date due Sllp. fMake_ ,

.‘.sure the correct book card is J,n the pocket by matching the

. kY

'acceasion number on the pocket WIth the access:.on “pumber.’ on;‘

the r:.ght hand corner of the book card._ .If an accession

»

1

card. See Flgure 3.-_ , Ifa&hls pook card is missing, the "
book cannot be borroWed.. It must' be laid- as:.de untJ.J. :|.ts

card~ is . found or a new. ' one -.made up by the

.

-

.3. A pupil who wishes '-.to'.',bOrroQ "a. book, ;mu.st ..éi'gn

;his[h’e_r .name. and ‘homerciom‘numbe‘r or grade»-on the .book ‘ca'r'd.

- See Figure 3. This should be done at a llbrary table .

rather than at the circulation desk. S .

.number J.S not used, match t'he call number on " the pocket .

-'w1th the call number on the: left ‘hand corper of the book

- .. .
. - .

e - .
i e e e e e T
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4. Stamp;the book card and date due slip. The:staﬁp

.id usually Bet.with tﬁe correct date by the first assisfant

on early morning duty or by the teacher/librefiaﬂ_ vhen

he/she arrives. \: ' ' o > )
5. If the book 'card is already full, ﬁéke: outA”an

~'1dent1cal one. You may type it or use a. pen Pﬁt'a large'.
SX on the old ‘card to indlcate it has been dlsregarded and

”leave it 1n the place asslgned by your teacher/llbrarlan.._

,,Follow the directions for number 3,. above. . -

Iy . ! A - . : . L 4
-

. 6. There .are several waysldf éilihg“bdok.earde. Some '
teaeher/libragiene"file 5opk cards by _hdmeréom_ number.
O'ther_s' file cards by date due. S_'ti'Ll _6thé£a_\f11é_ alpha—
beﬁieally- 5ccbrding to tﬁe .euthbr's"surneme.' Youf - ?.

teacher/l;brérian willjexplaih the method, he/she prefers. S %
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Book cﬁfd and Pocket

e

kY
B 4
Accegsion
FIC 2423 Number
ARM COPY-- 1 Copy
Number
Armstrong, Wllllam H. : .
Author v
Sounder . '““
Titlgf’ ““\\
L S %
Date Borrpwer 8 oom
Pue | Name umber
7 T -
:Sepﬁ.”y ‘Susan. . B . ,
6/83 | ' Carroll - 6B
. .)-
. ! "y
. -
. A
. . “» -Accession
FIC . . 2423 Number
.| _ARM . Copy. 1 | Copy
' ‘ ‘Number -
11 : :
‘ N
y ¥ L |
“ Figure 3 L '
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XIX. CHECKING IN BOOKS

1. Collect bqoks which have: been returned.

)

2. Open all returned books to the book pocket. Go to

the c1rculat10n file and flnd the approprlate card for each '

book being returned. Check to seé that the acce331ontg
number or call number on the book card, agrees w1th the
V . .
‘\’, .
accesszon number or calf number on the book pOcket{('If

there are several coples of a book, make sure that the copy

number on the card agrees W1th the copy number on the boek

pocket. o .‘;

3. Put correct card in the pocket. -

)

4, Sometlmes a book card cannot be found.' This book

is called a sna g The book is’ then taken ‘out of c1rcula—j

tion unt11 1ts card 13 found or a new Ohe prepared. ,Place

books with ndssing cards. in thelr aasxgned place.

¢ ' ) Toe A .. . .
| 5 Check books forﬁ damage._ 'If any _da'mag-e is‘-%bqnd,‘

~Place those booka in the - spot . set aside for gamaged

’materials- : o SRR S
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“end inside back cover. e i
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XX. _CIRCULATING MAGAZINES

-.Not all teacher/librarians. like to circulate maga-
zines. Magazines are often used ae.referenoe_materials and
dome teacher/librarians feel thatﬂthey should be available
in the library at all tlmes. Magazines which leave the

11brary seem to get ‘torn . and dlrty much faster. They also

hseem.to be more ea311y mlsp}aced than'books,

! o . . - -

© on- the other hand,-many students ‘enjoy. readlng maga~

.

zlnes but do not get tlme to do 1t dUrlng achool houre.'

Others need to use.them at home when they are worklng ‘on

¢
Q

projectd. . - o : ' . "_~

Your -teacher/librarian_ will have his/her: own policy

with regard to cdirculating magazines:. Know this policy and -
. ‘ . B . . *

follow it carefullx.
= 1n . librarieg where .magazines .circulate,. the" loan ' .
d . . . - | .

period isfﬁeually overnight only. . :SpeciaI magazine‘carde

are ysed. See Figaree 4a and'4b.' There is at 1east one

. ™ LT -
‘card for each magazine title, More than one card is needed

for magazines that are very popular, -e.g., Young. Miss,:

Hockey Digest, etc. '~ Unlike booﬁs, magazines do. not-have

rpochets. They do have date due slips which are posted on

3y o- .
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XXI. HOW TO CHECK OUT MAGAZIMES
. \

-
]

1. When a borrower comes to check out a magazine,

remove a‘ card for that magazine from the magazine file

tray. ’ ,(' : -
~ 2. Make sure that the borrower lists on the card, the - :

\ >0 . : -0 i
‘date of issue Of the'magazine,beihggborrdwgd; 'Bbxféwérs o f
‘must .also sign their name and homefdom.or grade.’ B - :
. 3. Stamp the date_dueubn théjmangine-gard, as well. : :

as on the date-due slip on the inside back cover. : N
' 4. Place the magaziﬁe card ‘back in - thé special’ |
magazine file under the title of the magazine. ) I
* . ' K .
.
|
!
. L 1 ' & L
° ’
e ) A ]
2 ‘
- . \ |
' ; 64
: L . ',
AN .
. ’
4
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- See Figure_4a.._

.
A
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XXII. CHECKENG IN MAGAZINES

1 ’ - . -

. 1. 'When a magazine is returned, select from the
. o ) )
magazine file the card which corresponds to the magazine

being returned.

2. “Draw a 1line through the date of the issue being

returr{ed._'_See Figures 4a, 4Db. o : -
ST . ‘ ) ;

-
)

". '3. If all issues of.this. magazine have been returned, '
N N

put the card back into the File until it is needed again. -. ﬁ)
, .. . .. R

Tl

° ’ N o ’ *
. ,
/ .o

4. 1f other issues have. not been returhed, place the

. \ . ,‘ N . .
card back ‘i-n_ the file behind the title, _where it. can be

. . . . LI . g
found when the other 'issugs come in.” See Figure 4b.

5. ® Check all returned magazines for 'da_mwe. Place -~
them with . other materials for repair or return them to the . -
magazine rack if repair is not needed. o ) o g

) l
B _

',65‘_" . j'-..‘l : B
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o
.
.
3
o
Y
L4
.
e
-
. =3
19
. tl
.
o .
v
'
&
B . a
) ®
- 14
v
ca a :
. i
s 2
N
¢

National Geodraphic

Magazine
Date

Student's
Name «Date Due

: _ "
March-81-{-Todd-Power-5&-Janr8/82

May-81---
Jg-ne-—82r--T

-Bitl-Avery-936-{-Jan-10/62
~Joan-Perks-IM-|-Juneri2/82

E
R

9 ‘

b

_Figure. 4a

°

Magazine card (aii\ii?deé'retq:hed)\-

-
Y ) - N
s o, *
66 o
: ] . v
A -
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N .f\. 'r.
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B - *  -Dynamite Y
N ) y & Y - . ‘l'
. Magazinﬁ < student's . l‘&
. ; Date ) Name Date Due .. [
. - - - « <
N \ - Y » ' N . . .
_ - | Fan-83--—| Coréy-Rowe-6B-—Fans20/83 P
- Feb 83 Tina Chafe 5S [ Mar,2/83 _ 5
T May-83-—|:Fin-Rueseld 6B~ May:10/83 : i
O b v, - ' : o L . .
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'xxr'n.’ AUDIO-VISUAL MATERIALS - C'HECKIN'G'IN'AND ouT
Some audio—-visxial mater:Lals such as records and kits
»
can be’ checked in and out like books . Thes_e materials
. u,sually carry a card and packet. There are, however, -other ;
- oy :
.audlo-w‘sual materials .wh:.ch cannot be c1rculated in thls
. manner. Where,' for :Lnstance, -can | card -and- pocket be 3
* - '. R . . danpoy,
. . attached to = ‘slngle- filmstrip container? What about a
. S T T e - ' ‘ ' :
. cassette tape?: . - N i
; . . - i |
; . i Teac‘ner/lib.rarlans say - that '.Lt is not difflcult to + . (r"
: T '_ﬂ Ll IREREEER
'- Ty 'keep track of these materlals when students uae them only
in the 11brary.w 'achers who borrovw them: for usé. dn’ _th__e_ j
' "?;,n ‘ . s classroom usually return them after use. ' ‘ .
N . N . . N v ) ) . Lt ) ) i‘
:.. .' ) . . . X . - " . -." \1 ,\'— El.
' e L Some' ‘record, nevertheless, must be kept of these ) ' ;
I ) . ke . _s .
‘ materlals Jif they leave the library. An exerc:.se ‘or i
‘ looseleaf’“L bmde’“““ is: used for this purpose. by some’ !
) teacher/ librarlans. The bbrrower of a, cassettefltape or,' : f
. . . captloned fz.lmstrlp s:.gns hls/her name, grade -and type of , ;
v " ' B
: . "material on a page which has the date at the top. When : ! )
o :‘~ *..‘~ L '._-.'l ,-." e m ' . ’ L :‘ \ ‘ f‘\‘ ;
. : I._."»'~ e ) I ’I.- - : v N ’ ' ‘._ B L . ‘. e o . ‘4 L | .
i . '-_ :.'. :i- .. ' b . . R _— " \ |. 'I
S e ", v - .
: - " v ‘-'r. “ s * ,&
E ".,'- ._..",' lh._ ‘: Sy + i
r st . - B . R °
;. : . ’.' ”‘.-' _I.‘-‘.» ..r ” 4 '. . ,

[ T S
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this material is returned to the circulation desk, the
name, grade, etci! is crossed out. The, teacher/librarian
can see’at'a'glance where an item is being wsed or whether

- or not it has been returned.

ON TUESDAY T will’ EXPLAIN HOW- TO * DEAL
L -WiTh AUDIO - VISUAL - MATERIAS. -
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N .
XXIV. THE INFORMATION FILE .

‘ The I.nformation File contains pamphlets', leaflets,

newspaper and magazine clippings as well es other materials

which may be useful to students and teachers.' It is

s.ometimes called the Vertical File -because it ' is ofteén

housed in 'upright filing cabinets. - , B

Jim Brown .is a top Grade Nine sltude_nt whom Mr. Cull,.

- tﬁe'-" teacher/libreriah has known “for several yea?s.' Mr.
Cull felt that' several 1mportant newspaper clippings from ‘

the Information File were ‘safe’ Wlth Jim. However, while

Jim was. at band practice, some claesm tes borrowed these
5 1

materials from his desk. _ Jim is'very ‘con erned. ~' He must

now report to the teacher/libra'rian that two qf these

2 clippings have been lost.

'm/\ . . .0

Because 1n01dents like this one can eaaily occur,,some

‘teacher/librarians like to limit the ‘use of Information. N

_File materials to the library. f\TheX often prefer to remove

k‘l

10

-

-

Mt camas o g} i
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r
»

and replace Information File materials thezselves. because
heavy losses sometimes ocecur when t}‘ieele materials are

1

éi rculated amongd and by the students themselves. 2s a

library assistant, you must know what the rules are in your

school library, regarding the circulation of 'Informa{ion

v ¢ ‘.

_File materials, as ?s the case with periodicals. and‘maga-

-] - ‘
zines. : These rules must be. followed. Except:.onal casges

}

must be . referred to ‘the teacher/librarian. "

" .:. . ’ . e

' Perhaps your teacher/librarian feels---that quorxﬁation -
:,. File n\\aterlals should be circulated outside the library.‘
- Library asaistants may be expected to handle the clrcula—'

'tlon routlnes for these materials\' If so, th_e.atepa on the

following p9ge will show you what to do.

P2 ,. o ",




" the card beside the pupil 8 name. T §

l62

¢ XXV. . CHECKING OUT INFORMRTION ‘rn.z nn'rmuan'

]

l} Take from the epecial file at the circulation

desk‘ a card marked Information ‘File. « Have the borrower 2

list the sub]ect headings of materials being borrowed as

well as the number of pieces on each subject. See_Flgure.

- P

24 Borrowers must sign theJ.r name and homeroom number

‘.

or class below the list of materiale. See Figure 5

co
et R : T,
3 . . .
.

/

/ 3. Check the number of materiale the borrower is

N taking against the materia:.; listed on the card and totalu

. themo " PR E . e "
. // | - " » ,'... ( , N
\4 Stamp the date due (usually one to three days) -on

Tow

s . ' - - ’ '\:’ v N

-t . N Rl . -
. .7&' ot - o ST

5. The ° tea'ch'er ibrarian ueually has envelopes' .

ava:.lable for charging these materiale. Copy the list of_-'

TR

'materiale from the Informat:Lon File charge card onto this"

t . .
] L o -
envelope. . ° | o . g
ﬁ - '.l' . . - . N
q 4 . ‘ 'A’.,_'j " . :
h n Lot . )
: PANESEERL 9 .} o
LU o ‘bu 2 ‘._{f' ,‘ ' . Al
- M 72
- - : . ' . e -'.
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P,

[N

- A e o

[P

N

o

. Ta

6.

- enve}oper

'R

The

Stamp the date due beside it.

Remind'the borrower to return'tﬁe material in. the

. .Bame énvelope,

borrower's

...
N

‘name

must be’

uslng the 1ist on. the envelope*to 1nd£;ate

163

fwriﬁtéh- on the

o

N

_ the materials that. must be returned. ’ ‘e S
.ot g ¢
BJE Filé- the chérgé jcard marked Information File:
'beh:.nd the date due J.n the special f11e uaed for these
materials..--? DT /" "ﬁ\; £3  : "'. | ;
L '
RO : 7
X 0]
T '
A, -, ) B
. g £ ~ ‘
N .
. . . l
. b .l . ) . ':A
' ‘ ., v . “
. B . h 4.‘-". ‘ . |
"' - . '
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* Information File
] - .
.2 Australia
. -1, - | - New Zealand .
- June 2/83 | . Janet Scott 8C
. R _,/'\' ) ‘ .
’ o
‘.A. Y * B ¢
L k4 v 1 e
P Y
. ' o '."-\F-igure 5.0 " W

_ Charge .card 'u'éed "fo_r ‘Information .-
*. Flle materials.

These,K cards can
be made.up ‘or a converted book
- 'card &an be used. . /-

14

5 e Bt o i e e 97 e
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.. w7y . remaining materials.

/0

- , - |
6. Check the materials for damage. If damaged, la

. .. \ .
. them aside for mending or return them to their place in th

 Information ;FiIe.\ - e .

7. JIf some materials are missing from the envelopé '

-

\ mark off on the card and _envelopef cnly those which have

beén_'returned. . See Figure 6a, 6b. - Put the card back l.in"
_the date due ‘file, Put the envelop _céntaining'th:".e_

\ _i:et_ﬁrned material back in the I_'ri_formation File,tO"await. the’

v A .. :.. L ) . m ) ~"A e '-,_\‘.

N
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i

. XXVI., CHECKING IN INFORMATION FILE MATERIALS
N G ) ‘ |
1.. When the Information file material .is returned

to the Circulation Desk, check the date due on the

-other envelopes used’ :Eor th:Ls purpose. : "‘

envelope. ' - .
. ' .' 1 - e
. ¢
02 Find in the c:.rcula‘tion fJ.le, behind the date- due,
. . L
the Jcard which, has materials that correspond to those on
; N i )
the envelope‘ being’ re;urn-.ed. ' S .,/ '
. ' ' - ’ ‘
_ 3. If all" materials have been returned, draw a 11ne .
through the ‘list on thée x:ar'clr N

' 4. ~ Return the card to t.he proper file w1th the other o

-"Informat:ton File cards. Lo , oo - :
& - o — 1
. l-' . -V - . N . '\II . . .

' .'\' 5.. Cross out the charge ~(l'iat- of - }i\ateriélts)". ‘on the.

r‘-—- ! . A b

envelope 8o that LF. can be used agaln. - BPut, -1t with_ the _ )

-

s §

":' v
%
;o
1
.-

.3 . .
."‘*‘
3 ~ o
. -
~ .
i “
.
.5 e a
i °

.. ..

» "o -

’ .

. / . > -
, W .
. " . hl

o .76 . .
o
. . . - 4
1 [N , .
: " ‘ -
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Information File '
.o -
2 Australia .
1 | New Zealand ’ T
~| June 2/833] Janet Scott | 8C .
. — 4
) l\
. ‘\" i 4 .
. ' ~ i ,I ’
. . \\ . '3
ST &
A -
R 'l-]' - N
-~ i : ' \v -r-.
1 4 . .. . I . X ' .\\\ - . . '~ -
Figure 6a. . - . .. TS0
N . oL . ': . .\' ) ' .

Charge card with some materials =~
not returned. - i SN

- : ) ) LA _
. 2 ' Australia ' N gy . L e
1l * New Zealand .
. June 2/83;'Janet Scott BC . \
CR o . . . ,\
. L
» : ) . ‘ .
: L N - ‘
A . -
- . h .'!. . ¢ )
] A . . X
Figure 6b

2 Enveiobg,with:gdme'matérialsonpt returﬁfd.‘ SR
4 . V N ) -’ - ‘ . -. . .- , - 9 '.
e : o .77 o

e S———




_projects, the loan period’ may be longer. One week is a

"regsonlat_')le- loan period for-: p'j,ctureE. ‘

~ XXVII. THE PICTURE FILE - 4

~

Picture collections are often housed in the same

' cabinets as. Information File materials. Loose pictires are

4

) ' ) . '
sometimes kept in large envelopes with the subjec.t'-hea.di‘ng

in the upper right hand corner. Pictures can be circulated-

: v \
in the same way as Informgtion File materials. See the
. - " A

-

sedtion dealing with the I.nformat‘ion File. ‘A.card with

g_i._ctufe COl,lection' ‘at .the ‘-.top' is used. See . Figure 7.

‘Sihqé pictures are ':'s"éme"ti'm'e,s " needed -fof-' di_spla&é -and

./;‘ "

"+ PICTURE COLLECTION .

2 s ';I‘ige,r‘ IR o

LY | Idon . - 1 -

‘ -Sept 4/84) Joan Gillis |- 4B |
L.
‘ & 2

I ‘Figui:"e.-7 i

Charge card ‘for..‘ p_i:cthx"e\fi"le matexrials

e
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S - . . )
- ' Although it is important that bocks be returhed on

e T e
xxv{:. "QVERDUE BOOKS :

time, there are alw’aye some. readers w‘;mo keep books. over~
- T . 6 . . : .
time. Make sure that you know what the policy is in your
’.. s ) f ‘L . .
library regarding the handling of all- overdue materials.

' ) . Coe

So}teacher/llbrarlans prefer_ to walt a number of

days befﬁ re Bending out overdue notlces._ Others recon’{mend

'y

that a book be handled as overdue 1f J.t is not returned thej_. S
aay it 13 due. If th%»:datter 13 ‘~_h' pollcy in your _1::'

Livrary; the fouéwlng steps will Bimplify ne process. A
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1. Each morh:.ng after a].l returned books have been,'

cheeked in, go to t'he flle dated the prev10us day and get - a

-~

all cards for books t'hat have not been returned.
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' T ', . / Bylace a check (\’) in pen011'. on each book ca.rd BN

' Co e beeide the/; date due after the fn‘st notice has. been sent. .
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N 6 If at he end of ’a week 'some books have not been'..' ‘
""a'eecond notice ﬁarkeﬁ in red is- eent out‘ .‘,Sﬂee" ,
i' N . ‘; o o ' -.',. -, .:-.-

Figure 8b.“ k}‘. second check mark (\/) in red 15 placfd beeide,',_'

"._ 1.. b

e returned,

the date du‘é on the book card. _'Th e i dicates that a

:" eecond not;ice has ‘been sent to the pup:.l holdmg t.he'

N
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"'7. . If overdue books are; not returned at this tAn?e., the.'.é Lt

teacher/ librara.an will decide what. stepe to take 1n dealingf b
with ’c‘né’ etudents inVOIVed. SR '.'_'-,';. L e Lo
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John Whltev
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Please come‘.!‘.o the llbrary to see about the follow-

'..\ ing° ’ '-_. ; ', oL . L . ' Wt f’

Sor

& Tt . Y

Big Red by KJelgaard S ‘.t:':;:v;wj

'Now ready for you. S o . S l"--f"

_ Now needed in library. . .- . L
~ Reserved ‘fior you but' not called for. e .
~ Now overdue. . ° . . oo

¥ On which t'here 15 a fine ‘of . - T

o P : A

,{,"." .

v

. Librarian ,

LIBRARY NOTICE' . - . = .. .

S _'Figureaa T ’

I i‘lrstﬁwtlbe for overdur:‘book o
L - '."‘..ﬁ/' |
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§ECOND NOTICE N
Room: 9B e ) Datm
Name;\ Jo‘nn H‘hite

.l : .
\

oux recorda Bhow that you still Have
n 1 . ‘-

Big Réd by Kjelgaard R .

Please return :l.mmediately.
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. May }_.7"{ 1984
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- material. 'I'his is not always&

XX1x. 'uﬁ'zs EjOR:OVEERDiIE MATERIALS

’.

' The purpose of fines is’ to get materiale returned to
\ l

th'“ library as soon as . possible. ,In elementary schoole'

A :
where etudents come to the library regularly as a -class.
: ¢,

- " \

overdue materials are not a great problem... Consequently, -

;»,

-man.y elementary Bchool librar;l.es do not charge ,fines. How- -~

:ever, some school libraries do charge pupllB a emall sum

oL .~)

- for’ overdue mate'rials.' You must knox the policy reg\rding

fines in your echool and what your responsibilitiea are in
that regard. Tt : '_ . : O

-

. ‘ l. . . .'A- _( - . \‘_

Perhaps you will be involved in charging and collect—-“
ing fines in,your\ library....Here is some advice. _ T-ry to"

.collect the" fine when t‘ne stu ent returne the overdue

" gome etudents will manage to ie urn th'e material when no

one‘a looking in an attempt tos
. )

have another student return the material in” the hope of

avoiding the fine.‘ Others may return the material withoui‘:'

having the necessary mohey.
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ssible ,' however, becaulg.

avo% payment.,' Othera will‘
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Co __.'Now needed in the library. ‘ ‘
e _ ' Reserved by you but“not called for. ’
.' A ~ Now overdue. " <
9n Wthh there is & fine of 10? St ‘
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‘to thé one. below.
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send a flne slip to the pupll concerned..

)

¢ When an overdue book or other material

A
.‘.'

t’/féturned‘ihd
ne is not.paid, you hay'be requifed t&make out amd

It may be similar

©
Al
v

-_LIBﬁARY.NOTICE

§

¥ ROOm.
Name:

4

-

66
Jyne McCann

hi JDate:

P

June 2, 1984 ,

ﬂf'*Please c0me to the llbrary to -gee about the follow«w

.The Plnballa by Betay Byara.'

}

1ng° N S Cor e .

_ Now ready for your use,

4




Y
o s
<,
[ B
T

,Know the policy rejarding this situation and refer ma3or

. problems to the teacher" librar,ian.

- .o

—

cassmm— Your teacher711brarian w111 have a 1:Lst wh:.ch states~

e
the amount charged for var:.ous mat\mls." He/s‘ne wi.ll most‘

!

llkely keep a record, as well, of flnes charged and w‘ndther

" or. not they have been paid. _ S o o

K . . ’ ' Y
“a ; . \ -

. .When tnos'e f'ines have a'cc"x'xmulated' to ﬁacertair'x' a'mount',f",'

N .

son‘?e teacher/librarla,ns ré'é;'u'ifé atudenta to pay before-"
' \allowing them to borrow materld‘la aga:.n. . Th:.s procqiure
',‘_~-can cause problems when 1ibrary mater:l.als are needed for‘

. ass:.gnments, and' students are not af!owed to —borrow them. -

A
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T materlals.they w:.ll ’need on a partlcular da’ Let us

i
!
.o ' 0 . i .
o strlp durxpg the f:.rst , eriod .Q‘n Frxday. The o E :
4
!
1

R ‘equested and’ the date and period for which it is needed R

" XKX. RESERVING AubIo—v;suAL MATERIALS S

'4/ Teac'herg'-.usuail'y -pl—an thelr 'leseone several days xn'- i SR
- \5 - N ot .o N : ' :
-advance. : As a result, they know ahead of t1me what library .

euppoee . that on) Monday,. Mr Grant g tellg the .
\teacher/librarian that he plans to show d particular fllrn-' e -

- ‘f -teacher/l:.brarlan aseures him that thia filmstrip will be, A ’

. K . ) .

avallable for hint at that time.
v l' IV . !

b3

b

R

NN Most teacher/librarians ‘nave“':-a'- s:.mple method for
.reserving’ aud:.o-vmual materxals... 'I‘hey keep a, rmtebook at oY

the circulat:.on désk in wh:lch they enter the teacher a

l

\ \‘amer homeroom number~ or grade, the item which has been S
\

l . The\ teacher/mrian . then mkes Bure that ) reﬂerved VoL
| A\ |

e

..., .‘- r’ L :"_,._. . |

. ' -.. . vl * B o \‘ . "“I' ’ .\ ) . _' o :. TN "
oot . . / D N e SR . . b
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Co ke,

- e

materials are there when a teacher ca-lls for them. ' When" " W
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' these mater:.als are returned, the teacher s naﬁe and other

J.nformata.on recorded :m the notebook “is crosaed out. .
: . .

[S T ! e .
' ’ v . . . P ]
.. <o ) D P S

If some \other system for reservea ia uaed, you wil-l‘

need ..'to-.‘ become ' jamiliar \ with it - Ask\ yoqr",_

teacher/librarian about the method used in your 1ibrary. L

1

/ OF (ouk’sr:‘
MR ROSE

MAV l BORRO\U
ﬂﬂs RECORD? y

e cee
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supervised,' ‘by : library ; assistants ;[fand . the
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. XXXI. RESERVING u\smy BOOKS

. i S e . .
S . ~
In the case. of 11brary books, tﬁere are-tw0'types of

: reserves &those requested by,students for their own use and

those which teachers reserve for the use of thgaclass as a
whole.- Books dhich students reserve for‘their own use are

generally referredito as -reader reserves.; Those which

Y
teachers reser fOrnthe use of the class as a. vmole are )

‘\ .- \ . ‘ . c. '
known as "class reserves. _ Reserve books are usually

3
_—

\ .
shelved near the circulation desk so that they can ‘be

R . ) -
oA . . N e L

teachér/nﬁbrarian. L 1" ~'.'._~<ffvi
. N . y L . " . " R ‘ ) B ,I '.". -, . .
\. SR KRR S N

Manj'vteacher/librarians"do -no,:.allow indi Idual

_ﬂstudents to-reserve~books.q They maintain that - it is a, time. f7

consuming activity and that students can' easily keep a

daily look-out for szook if they Want it badly. They also

r_ffeel that if a. book is being held for one student, then it-

’ \}”S . s?- .
is ‘not available for others who may need it.~;,'f_“ .
‘I X i D, . N .. * ."- ) . ! « . . .

|

e e

fshould have the privilege of reserving librery books.: The

-following section shows you a simple routine»which you may

/

' NTJTfollow.” It may teke some time to become familiar with ﬁhis‘

:froutine so read the eection very cerefully..;" B 'ali'

: .';"K'._," i - Vi L
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Perhaps your teacher/librarian feele that students“
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L T
he/she slgns his/her name and homeroom number or grade. L

is a reserve on that particular book._ e ;_.ffﬁd%ff.?w

s 179
- . . i ‘
X XKXIT, x_u:mmk ,nE'sEiwzs--

';J Give the student a spec1a1 reserVe card on whlch e

See Flgure 10ah The student must also supply the book s

Cae ~

author,,title and call numberc If the book has already

been taken out by another student, you wmll need this

informatlon to find the book card in jhe c1rcu1at10n flle.-jd

- B _'ﬂ o

v . . , . . - R . ~ .

B o . P - . . - . . . .
.- . o . L. . . R . )

.fé;n Stamp the . specaal reserve card Wlth the date on.,\ -
L 9

which the reserve is requested. - L : o 1 ZH.S_

Find ﬁhe regular book card in the circulatlon file:'
: L el ;

or the book Y pocket. \ . BT ('_ R

(S
:

'”;4(' Use a paper ‘clip to attach the reserve card fo thef*'

book card.l This will call. attention to'the fact. that' there‘
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. 5. If several students request the same - book : check'

o .'-the shelf lisb to see AE more than ‘one. copy is available.

\

B ,'_If several copies are available,' find the, other book cards

and clip ‘a’ reserve card to each one. B

L B . :
oo . e ce, .

- o . . ' Ve

6. W’hen the requested book(s) 13 "'re't'urx"l'ed"-to- the

T

llbrary, ' place the cl:.pped book card (a reserve' ‘¢taxd

attached to the regular book card by a paper c11p) in the

hY

'ibook pocket\/and lay the book in the area set aside for‘

_reserve books. o P T

S

" 7. -Fill out ‘the’ re_se'rvey“_card'; as in Fiéi’ié‘g. 10b. . -
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P

8._ ‘Make out a notice and Bend lt to the reader who

reserye card. See Flgure 11.; i 5-'1}-"-~'

", . . L ¢ N ."‘ .
T N T S "_' AN
;. ~~9.,_Ueually a student is given three daye to receive,‘

three day stamp should be used on the notlce 86 that the ;

e

o Btudent w1ll know how long the 6ook will be

h1m/her. If the book 13 not called for withrn those three

flrst requested the book, as, 13 ehown by the date on the.

the notlce and report to the libraE; for the bookL. The

held for

..._

days,'a notice ehould be eent tQ the next reader who has - .

"'reserved it.' If there is no. other reserve, the book should

be placed back on the regular ahelf.,'
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- RESERVED' -

e Author or call number

- : —
gAuthor or’ Call numberz;fj

i

Aslmov

Aaimov-

'Title

. Title

-

ABC's of Science -

i

ABC 8 of Science

Reserved for-
el

Reserved for )

Stephen Glenn .

<Stephen-Glenn,-

Homeroom -

l o : . : R '.

Homeroom o v - T
|“ P .o !

. 8A-

A

Teacherl.

[

. Teacher . - . - .

. _L t
Miss White ; R

Mis® White

Py

) .
_Daﬁé of Request R

bate of-kequest ;

SR 16, 198 [

—Jan. 16, 1983

‘;Notified

Hold until |

Notified Hold untile

"Jan. 19» 83~ JanJ 'B3

’1F1§ure-105

-Book fbserved by reader'
Pj‘"“-"

Coae '.,."

[ \ .

e b

L - Figure lOb

Card filled out when book
‘ _returne to }ibraqy
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'+, LIBRARY NOTI®E . " DATE © . y ' "

TN o Jan. 19, 1983 B

. Name: Stephen Glenn . X
Room: 8A . . g

R i

Please come to the llbrary to see about the follow1ng.
g ABC s of Solence byﬁblmov S

v
e

Now ready for your use o ST A . '
T Reserved for you but not cal'ﬂ.ed for . . - Cl
overdue '. - S - , C o

— A .fine of E e
_ Needed in.the library R S R

e ..

a A K LG Figure 11 S

First notice ,aent to a reader who has reserved a book . - .E'

r
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“:/.-"_-_ The' next toplc in the Grade 9R.‘h13tory blass 'ie-
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World War-II. Several days before he begins this unit, Mr.

e ,."’. }

-Rose, the teacher, makes a‘‘list’. of books he would 11ke hia

students t% use ih orde% to. make the,togic~interest1ng and

H;eanlngful.. He plans to ask the teacher/librati to put "

these books on reserve for-use by students 1n the llbrary

é’ v

durlng ‘the day and'for uae at home overnight.—_ﬁf>3f¥jf:f,': i~.

P
" 5 L oer

Some teachers' i your school may make A régueet
- T L3 L . » s "'

sxmilar to that of Mr. ROBe. In maklng the request, they

>

. may use e form slmllar to the one used by Mr. Rosd\ :Seefﬁﬁn

.
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- Figure 12 on the following page. ”_j.--'-"J S
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L. B ‘ . . \\‘\'&. // )
N _ - i
. Requestffor Classroom Reserves'in the School Library O
.- Please place the followxng books on reserve for\gse by. | -
b my class from May 4 to May 20. A — \ \\\\
B . \\‘\\'\‘ ‘ Lo . ;‘\ ~‘ . - R. Rose - V.
47 K N SN » - Teacher. )
L. T Y : - - : ™~ _
"\ Lo - B . . . D
[ Call Number | ., ~ Author ' "Tltle B
! ’ ' T - " ...-' . ‘ .
‘1 .940.54 ” Reynolds,~ 0.d. fhe Battle of Brital *
REY . | . .
" 940.53 _ | PFrank, "A.° - ' The Dlary of a “Young
FRA - L _ T eirl . - -
940.54 : - Howarth, David . Dawn of D=Day
HOW R L .
FIC - Reiss, Johannd . The Upstairs Rbgm '
REI- ) ' : - A )
940.54 | 'Taylor, Theodore. |: Battle in the Arctic_
e TAY . o ) - |l Seas
- 359.9 Castillo, E. ; Th_ Seabees of World
CAS o - m ar I1 -
o BN R . -
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steps and you will havel no ,diffiﬁulty.
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) ’ . ¢
If you are on duty at the Circulation Desk, you may
- ‘& ) . .o

have te, deal with class reserves. Follow these . simple

1. When the request form arrives from the teacher,

r

check to,-'see if the, call numbers have been written. down.
If not, use the card catalogue to look up\the call number ~

fcr each book requested \and wrlte it in the space prow.ded \

\

., S N b ' . . e
Figure 11. % . - ! A . N B
. . N . . B . . r
. * : : o - r v . 1

. e | . ! . » .
2, Remove the regular book card fro he book pocket . °
\\ \

-'and mark :x.t “Reserved" w:.t'h the name of the teacher who

~

his/her own shelf for rese vmoks. :

s )

R ‘ \ . - ] . « . .\-. . -‘\4 )
3. Stamp the date due beside mﬁeserved" on §»

the regular book card. /, This indicates when the book  has

been placed on reservey . . ' i ~.

‘

v
(=)

on the fom If ,any of these books are in c1rcu1at10n .
.thNt be.recalledo using the llbrary notice shown lr\

asked that it be reserved.\__ Each teal:her will probably have. * : ,,' '

B e L ki L
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\\$\\\:t;\hhile this book is on. reserve, the regular book
card is filed with cards for, other books on reserve, apart
from thelregdlar circdlation file. . o

5. A coloured card, exactly 1ike the regular one is

" N
L]

now made out Aand placed i,n the pocket for circulation.

Thls blue cotoured card- ‘is kept - 1n a spec1al file ‘at the

LT Circuletion Desk. - . E . . ".- g
N 3 '\ e . 4-. - /"l o N g . ‘ ' ' .i ‘
(T\: . L -'d;. An overnlght card (See Figure 13) is -also placed
o —/’/////////in the book pocket and should remaln ‘there even if thelbook‘,
\\i:jc ; ' .leaves the-library. Enter the teacher 8 name and homeroomf‘
S - or._grade-on this overﬂ{@ht'card. ". - _ ‘; '

)
WAy

- S 7.” Reserved books must be. returned early the next day

other pupils may use them during the day.

8. When the reserve time period is up, both the
ta coloured- card and ‘the overnight cards .are removed and kept
on file until needed again. The regular book card is put
back in the pocket_and the book is returned <o its usual,

place oh\the shelf.

, . '. . . , ' R . 1'87 \

Jand placed on the teserve shelf as soon'as poesrﬂle 80 that

T —as i ALt S L s N+
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A
— L .
. OVERNIGHT BOOK - »
This book must be returned ) -
to the library before 9 a.m. :
- the follow:mg schoo‘l day—.—'»- - el . o
F — — ..
L Mr'. Rose *(9R) . < q B
. — - \(;u. | (N\.l‘
r ) \\ .
\ \ . . L
[ i . . \ . ._ 1
» : l'
. "“.. .

Figure 13 o - '».\:

card for reserve bodk

”

 The proceas of reserv;ng library beoks ﬂﬁéy' appear
rather compllcated rxght now. ‘It is not difficult,
however. Follow the,stepe under your.teacherllibrarian 8
' . suparvisioén and in a short while, ypﬁ will find it ee'éy 1;.0

do.’ ~\ Remember, you leefn to ~ do- by -idding.'

O CRN

e s o e
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 XXXIV. SHELVING LIBRARY MATERIALS'

¢ Before-a book is taken to its correct pLabe'on'the'
‘library shelf, "the book card must be fdund‘and placed in wf
~the éocket.at‘the.back. -This ‘process is called "carding."
When all returned books™ have been carded, they are, put on’ .
. the 11brary shelves accordlng to thexr call numbers. B wf
. - -0‘- ' ’ . e ‘- . ' K
, Before you can ehelve materials correctly, you'must .
aunderstand call numbersr' You w111 remember that a call
, number 15 the number by which the item 19 called*from the -
. C K ¥ S
collectlon. . Call numbers - are. found on catalogue cardsf\\ ;g\ g
1 . B . -
book\cards,_pockets on . the spinés of correspondlng books o L
and on audlo-visual materials\, Thie outline will help you .
‘l . ., ) , . .
understand how call.numbers;york. \ i
Type of Materlal : '_ Type ‘0f Call Number o Eaémgle
L ) -‘ ’ .t l . . Lo .
Non-flctlon books A Dewey number. above o 636.7.636.7 ‘_
S _ — the first letter or 'S . SAR
' "g L, first three letters B _ .
. : o iof the author.!s aurname. N :
. L . . . A%
Fiction books. ' Létters on'ly.. FIC for ° FIC FIC
T e . _ fiction above the first. T . - .TOL .
o letter or the first -, ¥
R three letters of the
< S . author's surname. ..
L - ! - - ) ' ’ ' "». 1. PR E
. Easy' books ~ ' The, letter E above the = - E CE Lot
N ' first letter or first - B~ HAD =~
. three letters of the - . - !

author's surname. . ' E ' oo

&
v
. L]
T : v .
¥
<)
[
-
\'\
~
i e e e R -
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Type of Material

Jpe of Call ‘Number "« Example a

Refer'ence books : R only

'R

- N 'R or- REF above a Dewey .R - REF
" number -032 032
Professional * Por TEA (TEACHER) - . ' P 'TEA

) l Call numbers may vary slightly .in different 1ibra—
ri 8.

* For : example, eome

profess'ional materiale-."
"I
,around your library to

’

.|'

".o--

N

see what your teacher/librarian

. _prefers_,- If you are in any doubt, ask him/her for “help. '

T on with our taek o)

Now. that we havé""re_viewed'

N

T

,-:,1

f],l numbers, - let us carry.--

1
»

190

Materials above a Dewey number " 971.05 971.05 .
£ R ' .
Audio-Visual . 'ICJo or three capital -~ F/S_ REC . .
Materials letters above.the. 971. 06 971‘.04
) : Dewey number, €.g., =~ .
e T - " F/8° (Filmstrip)l ‘ ' oo
e . REC (Record) e, 5

libraries'use P to designate,

Others use TEA (Teacher) Look_

EOI

It is impgrtant because if an, item is placed on the wrong

N
shelf, it nmay b missing for days.

*

students or te¥chers may need that iteni. As well, valuable

time is wasted in. seaxching for it.,

item. in ite pr0per place.

100

A

‘ In the meantimq. gome

a

X

Therefore,--all 1ibrary'-4'

‘asaistants must be extremely diligent about putting ‘each

>

the library aesiatant 8 most important respomimw—



' ’lent librarles. . In some libraries, -thes

\ - _ * 191

Different materials are’kept in differenﬁ areas of the

>
.
-

schédl'library. Easy books have thelr own special place,
‘ Y

fugﬁally‘on low ehelyes.. Flction is always kept apart from

LU

nbn-fiction. "Reference naterrals,,magaz1nes,.newspapers,
. " . . . ) )

Picture and Information Files-all have separate _sections.

/ R A

Placement og audlq-vlsual materlals variea in dlffer—m

- .

i

”{shelvedf:along with books. N .Thié -arrange eht' is 'called‘-'

: intershelving. In'others, they are in a‘ae arate Pectlon,

1 housed in spec1aI cablnets and on spe01al s_elve;' Most_

¢ ' f

‘“teacher/librarlans prefer the latter arrangement.,' They

_ clalm ’ that when audio—visual materiale are fbhelved

gﬁéhgszde books, heavy damage and losses occur._

Yy . . - .
o

,Most school 1ibraries have a floor plan slmilar to the

one on page 96;, Look around your llbrary.‘ Learn.how the;

various library materials are’ arranged. '
a T '

4o

a thorough, professional ij. o g

v, N E L o

..materlals -are
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1. Bodks shouhi be arranged by call number ‘at the

Circulation Desk. " ’

v . <
.

) ) é . .

. S ‘
2.  Books,K must be placed-from left to right on each

-

shelf- accordlng to the call number and from top to bottom

. in each aectmon. B - e )

14 N L.
! : . . '

RN

S 3,' The splnea should be fluah with the ed@e of theji

shelf or not mofe\than 1/2 inch from’ it for a neat look.

“ o, ) . \
! - KRV e . A

) e\ e . ; i . ',,‘
L 5..~~‘ : :

.'_”_4; Shelves should not be fif&ed more than 2/3 full to

. i : . [ . . 0 .
allow for . additionsx - Q' D : ) .- o
I ® - .;. ‘LA .

-

. e . T L. ' - . ..
. 5. Oversize books should berplaced flat at the end of

‘the row or on Ehe'botﬁom aﬁflf;” e T

14
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Card Catalogue
Informatiéh File . ' ' . . ~

-Audio-Visual Shelving S -
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Reference Area
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Dictionary Stand
& . .
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. L 3‘\.
would be Bng;z Ihe call number for Corduroy by Don Freeman
) B . .. . . ,

. - 1
- must' be in alphabetical order, e.g.,

 : under the E come from the author 8’ surname. For 1nstance,

T o -\

-,

XXXV. SHELVING EASY BOOKS ~ < -

v L “

The “Easy" 3?ction is' generally set up for chiidrén

¢

from klndergarten to Grade 3. Easy books'nsually include

;Lcture books as well as easy readlng books. * . .o

.(%& < | .-: : | ‘- . .' o,

H

"The E 1n the call numhe comes, from the word l"Iilaexy:'“

»

whlch refers to the content of these books‘--mhe letters.

1
e

the call number for the book Madeline by Ludw1g Bemelmans"

AT
) i1,

# FEasy ,bodks are 'kept in alphabetical order, shelved
from left to right and from tdp to bottom. When the first
. ' ’ « . e
two letters of the call number are the. same, the third

- R ) . .

P

T, . '\'r B - 1 . . .‘ )///‘ ) —
\ B/__J/ X
- ) '
T E| E| E ¢l | E| E
BAD| BAF| BEC| BED| BON ‘BoR| BOR| BoT|:BUC| - | i | . :
) B ] . o ‘ i . .‘
v . Figure ld-; ‘

| Easy Books ‘Shelved Correctly
LN L ‘ , '
\ T o

. :-l ' 7/
- ’ ot ’ N ) . . i ’ ' -
o o , 105 : .. ‘
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XXXVE. -SHELVING'FICT;ON BOOKS _ N
. '1\) .

Fiction books gfesent ' no problem in ; tggms of

shelving. The call numher is F or FIC for fiction above

"the first three 1etters of the author 8 surname. .Books of

I3

) / / yr L&
fiction' are kept in alphabetic order ané\xfelved from

-1eft to right and from top to bottom. when the first two

-letters of the call numbers are thensame, xme third must be

v - ol

in alphahetlcal order.-iFor.instance, on the C shelfL you,

‘might £ind Gxover. by Vera andtBill Cieaver, Secret'of‘thé-

* Bndes by. Ann ‘Nolan Clark and The - Big Pile of . D1rt by.

' ”‘Eleanqr'ZClymer.- These books woﬁld be arranged in the‘

following oré&r}

FIC. FIC - FIC
CLA . CLE.: CLY

. .

Here are some correctly shelved books of fictlon._

UL ’ ' R . - ow
. .

N . : R Ve O
- @,{3  |'rrd F1d r1d rYd F1c(F1C \ i

CAB| CAS| CER) CLA| CLE| CLY]

% ) n — Y . __\-J' - .' .‘ ".._..

Figure 15 T “..h'

. Booka of flctrph, correctly sheived

. 106 _ - | ST T

P
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x_xxv'n. . snn,vlme_nqn—rxc'rzon BOO'KS o \ \ -
The number part of the call number for a non—f:.ction B
- . . ¢ 4 .
book is a Dewey: Decima]. number. See Sect:.on iv. !"'The three
’ . “ " .‘ ’ r
. 1ett.ers underneath the number represent the author B8 - sur— ST
] ” PO - *~ o, ':_ NI
' naine. : Whenever pos\si-ble, books on the eame sub]ect are ENOTE
' Qplaced on the - same shelf or shelves. " 'Books on. related N
‘ : eubjects are placed on’ separate shelves but close to ,each H "'-'."».?
' .' - 7 i‘ Tl e ." \' : - “ I ‘ :
) i . ‘:" . ) ) .. . . y ‘- 8 . I' n‘.’. . .:..._ ) ; Ky .
.o R ! : I ) v
T s Below are three shelves of non-fictg: books wh:.chr
,." haVe been ehelved Ain’ the correct‘ orQer. ice that they o =
S v ' -
are arranged from the emallegt number to the largeet in
left t;o nght order, _fr"om ‘the top to the "pottom .of the, .
- .-sectlon of _she.l.v,lng.l o ' . 3 .
ppl .«‘ - ! . ‘ & - ‘. o, »
. . . s ’ . ..
- \‘. P , . n . p. .)“.
\ - R ’ K i r-. l, -
- - ) . ‘\ . - x ' . » LN R
(. S B
- . " .‘ - ' '.
, ° . ) \’ : . " | ' e
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- . --"A‘ . r 3. '_ ! .
-~ N ' ': - ° .
» A B ) ‘r ] ‘ ,.
" ' L
. ™ ; ‘ '. = SURTE
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' 916.1 | 916.2°

© 916.6

—ACS SAR,

BAS. | 'RUS . BOM “ URS

ICA
" 4

1917.1 | 917.10 917.12 917.123)- | L N

517 NORTH AMERICA =~ .
. : \- -

i

| e18:1, | 9isi2 | 918.21) 918.3 . L

CON ‘| MAC ] PET- . | ' T /
918 SOUTH AMERICA T :

“

g e e L T A

"Figufellﬁ . j ' , L :'/-

Non-Fiction Books, corréctly shedved
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a
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XXXVIII. - SHELVING REFERENCE BOOKS AND

- \ o 199

PROFESSIONAL MATERIALS ¢

A re%‘;ence Book is any " book which: contains

‘1nformatlon arranged so that it can he found easily and

A' reference book is used to obtain sgec1f1c

4 ormation.

™~

-

P

hReference bboks are kept in a special aréh called the

Reference Sectxon. Here are some reference books Which you

mlght f1nd 1n your school library.,

1

'.wOrld Book Encyclopedla

'.Current Blographx

.

B .. N L
.« . .

{-

- Webster s Bloggaphical chtlonary

Webster 8 Geographréal chtlonary

eRand McNalléiWorld Atlas .

{

A Beginning Thesaurus

,wald Almanac and Book of Facts
- Dictionary of the Blble . Cor

world Book Dictionafy‘_

N\

’

109 - RS
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t

Below 1is an example of five correctly arranged

* reference books¢ Note the order from left to right, ~——

A

REF REF REF REF: REF

031 031 “ 032 220.\3\ 780.1
V.l V.2 C )

Professional—materiaLB are those which are used only
by thgé;eadhing-staff. These materials are usuaii?)kept in

a special area of the'fibrary. TEA (Teacher) or P (Profes-
- ~ : .
sional) may be placed above the call number. Professional

materials are shelved in the same manner as other library
< . . . .

‘materials. . . - I ' e

o110 \
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N, . HoW will you shelve - audio-visual materials in ydur'
~ . .

#

] 201

. XXXIX. SHELVING.AUDIO~-VISUAL MATERIALS

Audio-visual materials, 1like books, usually have

call numbers. Some of tfen"g, such as kits and records. have:
a card .and pocket. These are checked in and out like
books. Other materials such as captioned filmstrips and

audio-tapes ,are too small = for cards and pockets.

-~

Teacher/librarians sometimes use an exerciee or notebook to .

keep track 6f these materials. .The type. of materlal date,
borrower s name. and grade or homeroom number qre wrxtten :Ln
the notebook. " When the . material is returned,' ‘the

p : . “

borrower's name and other information is crossed out. -

TN N '
school- library? - In some libraries, .these materials ‘are .

shelved alongside books - a method called intershelving.

In others, audio-visual materials are kept in a separate
area. Audlo-visual k:Ltsl,~ because they are self—contgined,
are often kept on shelves and arranged accordlng to the

AV R |

e
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4

PR

Dewey Decimal System of <Classification. Records,

audio-tapes and captioned filmstrips are sometimes housed

in special cabinets. - / ‘ <

Take a close look ‘at how your teacher/librariqn has
\ ’ . .
arranged these materials in your 1library. Ask for
directions. You 'w}ll soon become familiar with his/herx

methods of hanal_in_g audio-visual materials.

LET ME SHow
. You.SARAH.

WHERE ARE THE
FILMSTRIPS s MRS. CASEY ¢

s e T e o Mt
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SHELF READING

' XL.

Shelf reading is a aimple- process whereby.-.tﬁe

shelves are examined to make sure that all,materials are in

their correct places.ﬁ_. If the shelves are read regularly.

¥

materials can be ;eaqily -found by students and teachers when

'they need thém. .-Incfdents like the.one below can be

avoided if_ the ‘library s,‘nél\'r'es are ‘read on a -daily basis.“

John Burns is do:lng a.report on drug addlctlon. ijle
checks the - card catalogue and is pleaaed to flnd that the'.
l:Lbrary has’ the book he needs. '

' : fJ.nds that ‘this book isn't in J.ts place.

| w1th the teacher/librarlan who "assures him that, the book
has not been borrowed. e,

hour the miséing book is finally found in the fiction

section.

113

He then. checks

John goes to the shelf and‘ .

‘After a search which takes over an

e ekea A S m e o

PR RRPISIVES

g

-8 s it
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Some teacher/librarians train their assistants to read
., the whole shelf each time a hook or other item is shelved.

The assistant then rearranges any materials that)re out of

order at this time. Every once in a while, entire sections -

‘R

need \to be read and arranged in the propjr order, aé\ well.
The - library assistant. may also do some reorganlzing at thls

-time.‘ If a shelf_ ie® overcrowded, it™ may . be necessary o

move some mater:.ala to the shelf below. Sinoe. materials
must be kept 1n order, thls change- may :mvolve readjuating'
: : : T8 .

St C e

W ieveral shelves. - ; . ' S

4 ° . B ' . . [ Y. ¢

e . = ' You may be ,giye'n-'a particular section of shelving to -

,'kéep in order." Remember'.this rule. - Read the shelves fr'om
left to E.jﬁ_}_?;',' top, to bottom, and from the bottom of one

-

.section to the top shelf the next section on t'ne rlght.

Shelves should be no more\th“an 2/§,full. .

©
,

We W dy said thgt 'in ‘many schbol 'libraries
'_ audio-vieual 'materiaglsl are housed in sée’g’iai cabinets’ anc":
shelves and”;'set "apa'rt from_ thhe's;'res_t of the .rbolle_cti'on.a
" They are ofte_n :arranged accordilng to the l_:)ewe;"Decimal"

[ X
. . - .
o : o v R : : 3
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System of Classification as are hbn-fgcti'cin" books. Look at
" y.éﬂir audio-visual collection. Learn how these materials -
are arraﬁged- - and follow . whatever sy:\stem your e
teacher/librarian has set up. ® . . S
REMEMBER!| -
. Library ‘materials are shelved as we tead a boo]{s : ."
: From left to right s
. Ry k ) .
- FIC FIC - FIC FICi  FIC _
-ABD' ° ABS ACF. ACR% ADM g e )
o From the top shelf to the bottom . *
', “PIC | FIc.| FIC| FIC| FIC
l ABD | ABS [ ACF| ACR| ADM| ¢
: - : / : L ?
S F1c| Fic| Fic| Fic| Fic : '.
‘. .. APT AGA AGE\ AGF | AHE Ll
e o | oFre | ric| pIc|.PIc|_FIC N I -
RN . |" ALD |- ALF AMA AMO AME . i :
v, : . : . '
| " ' " . 3
. . _
° o i l‘
. ‘. \ I,\ "’-_ ) t 2 3’
, \ ' »- b‘ vl C
i' ] ‘ . ,7! 3
. \I ° -. / :
D ¥
o - !
' 1 .
B .’ X AS . ,‘
" CL o115 .
' N ‘ . i i . z
: ‘ / 4
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) From the bottom shelf of one section to the top shedf of -~
— '\ the next section ‘to the.right R L\

FIC| FIC| FIC| FIC | FIC| FIC| FIC| FPIC
ABD | ‘ABS | ACF| ACR | AMY| ANE | APO.| - AQU
FIC | FIC| .FIC| FIC FIC| FIC| FIC| FIC S
ART-| AGA| 'AGE | AGF.}" || ARM | ARN| ARR |ART ot
FIC{| Fic| FIc| FIc|. ‘N C#e| ricl Fic| ric
ALD | \ALE| AMA[™AME - AST | ATO | AVO | AWA .

e ° N * B

‘e -
PR

pll___eiase co_mpléte fhé ‘e_xe;:c'ise on thé,foildwing gage.

L

116
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. [ For practice in arranging library materials in

}

!

the correct order,
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L . I,.. 3nc~r1czaimnc;sz,'.NUuBEg'sxx_:‘ v

\
K
_.w? .

) Number the call numbdrs below in the ordet in which SR

\
they would be placed on the shelves.

AUR ABD  ACT - \ARS, ROS AMA  ATI

. 3 -
g -

FIC . FIC -FIC FIC. ‘FI\C FIC, FIC FIC

' BAB' ' BYA ~ BUL. BRD 'BAr BUN, . BUO ., BET

Lt .
-

. Non-Fiction . . - ¢ . (
790.01  799.2 790.1 ° 791.5 793.73  793.7 792.01
SOR MAT. ~ POR - ARS|" CAT - , JOT- _ LAC ' }

»

= 117 . - \
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. : XL1I, PROCESSING NEW MATERIALS .

& - " o . ’ . .
'Teache;/lipraria_ns usually buy some of their .
o v ’

’ L~ materials fully prepfocessed. \ Books, for instance, arrive

. . from t’he supplier with attached covers, prepared book'card.-g.

and pockets and with call numbers attached. A set of
catalogi.lé cards are also * provided. ‘Many of the tasks

-“" _ a_s:;bci.ated with prep'ax:ing these books for the shelves have
~. ' /" w Dbeen eliminated.. . : 8 s
. r« '.-':' L. . ' . ."' . ) ’

' However, all new bc‘)oké. must - be - opened properly and -
AR . .collated.. Pockets and call- number  labels must be attached

/ W ° “to thosge -b'ooks‘ " which . are not’ 'pféprodessed.' _-In . mahy

e /o - l;braries, new- materials must be accessioned. These and

/ . )

I . other jobs must bé'\_d'one before 1j.brary materials are made

available to atudenh\and teachers. )

“ ' . . . )
Let us now take a closer look at,the tasks involved in
. t . \ *

gettind new materials ready for circulation.. \ S e

~ A}
e

o N B .

118 S .
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XLIII. OPENING NEW BOOKS

v

-

" . ‘ .
The spi;ne oﬁ a. new book is wusually quite stiff and.

if it is syddenly forced open, damage may. occur. The
\ .

'foll}.wowir,lg steps will tell you how to open a new book

> ‘)’

U

correctly. {5’\{

N
N

°

1. Hold the body of the book~ fi¥mly in one hand. Use-

~oy
the other hand to lay each cover f£lat on the table.

-
W [
L}

2. 'I‘he hlnges allow the covers to open and close.

.Press them gently with yourﬁ unt:Ll the covers remain

flat.

-

3. 'While you,hold the body of the book upright with
: [ v K . T

one hand, with thé other: préssl down several pages at the

T . ®
hinges, first on one side, then on the other.

- e .~ . . l'
.

"4. Repeat this process, until you reach the center of
14/

'.the book. The book should then.’ lle open on t.he table. IE-

,'1t does not. 1ie°open, repeat the process untll 1t does so.

- . f"\\

S11e L v

1 £ L el o g M VA My 7o SR e e b

N



€

XLIV.  COLLATING NEW BOOKS

4

Collating a book, simply means eiamining it to see if

. there -are any def‘ects. ‘Sometimes a. bock may ha.vé’ ‘a mis.aint_::{
page or an inverted, (uéqiae' “down) ~ page. . O'cca‘sion_ally a )

book may have pages in the wrong order. Watch out for

A ¥

uncut pages. als®. -S_eparéi:e " them carefully with a letter -

‘opener or gther dull .édged instrument.  If this ié_ .ot
‘done, som}/ﬁuﬁii may use a finger :'!and -damage the pages . e
' T v ' - BN v
’ N ) - . . z
If you f£ind anything ,sei'_:,i'ous_iy' w';ong with . a new  book, .. *
...lay it aside .and tell the teacher/librarian, wio will
return it to tﬁe/dealer.- . ' '
’ N
- \ /- -
K
T -
L)
» - \
- - C
' ' . ° .
) : .o~ . ' la
' .' \
Y ' S P

o = N e -
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This loose leaf bo?k records each beok that the

ﬂibrary purchases. ach book is glven its .own @ecx

.

-~ number. This speci ‘1 number .J.S called the .accessionh’

y , .
number, ;This number indicates the order in which each. book

_is added to the éol;égioh. - It is the number which the.
Y

particular book holds in the ‘dollection. If, for'-'e'x'lanp‘le,, 7T

there arex 'thr.ee"hﬁndred ‘fifty books vin . the collef!ﬁ"ion

b -

already, the next ohe whlch is added‘wn.ll have the ac‘bés— \7-

-'gion number 351. _Thls numbet is not used aga;n.U\?even 1f

i

- the book is discarded. *'

RN

. ' ) B | | .‘\ C/"\_.
. N e ( ’ . . . \,’—\

Some teacher/llbrarlans do not accessidn J.'ibr:'ary

~b06ks. Ask your ‘-teacher/librarlan what hls/her policy’ ;.s

arding this matter. If you ‘are }asked to do thls job,

tﬁ J.nstructlons on the follow:.ng pages,\may be helpfu]'.

s . ‘e . '
L . .
- .
PR . s s
H

i o121
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g XLVI, 'z\ss:GumG THE ACCESSION NUMBER
i . S ‘ ,
} \
| 1. A book's accession number is  taken from the line
‘ on whlch the book is’ ente.red in the acceasion book. There~
: fore, one’ entry must not run over ta the line below since ’
this line carries another numb_ef which will® belong to ;o
another bodk. Se;'Figgre 17, . : . o . .
) . ‘ . ) . . . ) [,' N
: _ : A : J
P ' N '\ ' . ) N /
. . . . ’ t . R g
- 2, If a title “is’ ‘oo long’ for - its spa‘(you must ' i
\ I ;
elthér shorten the title or write two 1ines in the‘ one
. apaee. See_ Figure _]_.7. Abbreviations may be used to - save :
. - " A ‘ - : b ] SR /’\ ."\"'
' space. ., . . _ . _ L s f
. ' ) :‘ - ' ’ - ' 1
] \'.','
EX DJ.tto marks may be used when the entzry above 1s' ' :
! the same as the one* belng entered. '
N e 4
. ’ ' :-.\\ ¢ ‘-.' -
P / \ v
. , . . 1 .
S s
i (v |
g . . \;/' o
- . . . . I
[ - ; - y i
l / ” ‘:— ,I" - ) -
2 ‘ 7 s .
L 4
JF _ s
I ' [ /'_ l v N
! L V
i : ‘ 122 .- @ oL
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’ :"“‘, . ’ M = ’ AY
. L - s “-
S - ) Y
.. i . B .t
T 3o . -
R - ya -
S _ e . . A -
. .o . S . N . .
! __' ". - - ‘/'/. ’ o
Date Enteréd | Acc. Number | Author | Title - Pub: - Date | Source 4 Cost | .Remarks
- - T : « -7 - * s o "

; Mckens Oliver.';l‘i.ri'sti' )

- L \

| L'Ecgle | Wrinide dn Tme . | Dell

The . | Trouble idth Triplets - | Oxford -

‘ c1981

K173
3
05 " :
06

c1975 | .

s
| o0

2,50
Gift
9.95

" 9.95

8.%

1.95|.

(‘017_72.-

[ T

-
S ~ » K . .
T A N . R P . i - - N ‘,
- - - . . ' - .-;0 ) _;" . N . . Tome ) ‘ -
— e T ~  ~Example of a.page from an accession book \ /o
. . - = ' . P . A - . - . .~ ° ‘ ’
T .
<. - »
) - _ L3
- -‘ .: —_— g‘D.-
- N - d
- . ~
. 1
~ - . -~

€1z,
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- .
** . XLVII. THE ACCESSION ENTRY
FAER i . . "
1. The author's laét naﬁe, brief t1tle, publisher

’ c0pyr1ght, date of book, source (where book was bought) and

prlce must be entered. ' . '

2. If there is more than one author,

enter only' the

last name of the author first mentioned.

. “ - 3, If no author is given on the title page, enter the
& . l-« s ] . . .

.

! .title'inﬁthe space allpwed'for'the euthor and let it extend "

i
.

R ~ :iinto. the titIe space. See Frgure 12.
1; A i - L - . o o . .
_?4; 'The date is taken from the ﬁétle.page or . the back
B '_*of the tltle page. Put a small “c" 1n‘front of the date to
;lndlcate that the copyrlght date is belng used. - If no date
"can be found, enter n.d (no date)\ ; . ‘ : K
L : ’ v
'9;5;' If the bookjié a giftk the- donor's. name is entered -.
) + under "Source" and 'Gift" or "G" is written instead of‘the‘
3 ‘price, ‘ag’ in' Fiquré 17.
P () . . '
‘\ -'/
| a . !
- . : S
4 N - » ™ LI “,.
N i . ' )
oo - 124 k »
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6. The date on which entries are begun is placed in

the ,space provided at the top of the page. When a page is.

not completed at one -accessioning, record the new date

beside the first entry when the next dccessioning occurs.

See Figure 17,

7. Some'teacher/librarians insist that - each group of
books to be accessfened at one .time be arranged in alpha—‘-

betical order by author oruby tLtle where no aughor,ls

“glven. This method ensures that copies,of the same book

[

w111 be together for acceBSLOning and that volumes of a set
. l i . L i A
are arranged ‘in proper'sequenpe., : S ¥

—

. BJ' Periods, except in the case of abbreviatlona, are

not used ln the acceSSLOn record. P If you must use them, do_
'ao lightly so that they cannot be seen on the other 51de of'f'

the page.
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XLVIII. PREPARING BOT//;ARDS AND POCKETS

Many teacher/llbrarlans buy some o * their books,
cards and pockets preprocessed from a supplier. There will
be ti}nes, ~however, when you will, be asked toaprepare book

cards and pockets, Follow these steps for neat book cards

and pockets. .

1. On. the top left hand corner of the book card,

Sre

nlumber. T If you are dealing ygth non-fiction
-books, the teacher/l:.brarlan W1ll assign 'the correct call'
numpers. Y_ou,.'may then place those -call numl?ers on the
books yéd"'_llaré prgce'ssingl...‘, "Fjor ‘fic‘tion books, the célf
-rlxun{be\r;‘\'~is simpl"y F or FIC above the ffirét three ,1et£ers 'o,f
the aut'\ho-r's‘ surnan;e, e.g.‘; g,},g The call' number for Rasy
“books .';L_B E .al.)ove;‘t'helfir'st three letters of the -ault.:hor's
surname, Ie'.g.", BEO' If the béok is pért ?a 'se£,. you
_must pla;cle the volumepuxﬁber under: the ca‘l-l number,

)

126

\ &
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o

2, Place the accession number (ffound on the £bp right
) : ' .

hand corner of the book's firdt page)' on -the top right hand

corner of the book card. If your library does not

accession books, this step will- not be necessary.

\

¢
3. Next, write in the author's name (surname first)

and the book's title in the designated spaces on the book

card.

4. Place’ the call. number on the. top left hand corner
of the . pocket. Place the ,accession number, if used, I
the top righf hend conner. s - . .

N . 1 , ) ‘ . “(/,,’- \

]
3

5. Your llbrary may have recelved more than one copy
of a particular book. ,If_so, the copy number e.g. Copy 1,
must be placed in a designated spot on the book card, book
pocket .and ‘on the book. It is ueuélly placed'on the'top
right hand corner of the book cerd, book pocket and on the
top right hand corner of the tltle page. ' Place it under

the accession number if one’ 15 ued. See Figure 18.

A i ’ ) ' Coe

n

i

P LSRN VL3 VNIV



218

6. Some teacher/librarians like to place the author
. - :
and t%}Ié on the peocket, as well. However, this is time

consuming and is not really necessary. -

7. Examine Figure 18. It shows the correct method of

preparing book cards and pockéts:

ToDAY WE ARE GOING
To WORK ON BOOK CARDS.
AND POCKETS
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,d"
| Q
N .
3 ) A ]
77 ' . . Copy Number
Accegsion Numbér .

‘ v
Call FIC : 2590 ' call Number . |
Number - TEN/ L)Cgpy 1 A :
| — \ L R 7590 |-
Author Tennant, Veronica , TEN Copy 1
. Title.’ | On Stage, Please . L . ; )
° ' Date | Borrower's [Room | - . | o »
o Due | Name Numben] , ' . .
] * N K . R | i -
¥ L . e
NS R
] . 1 ’ =
o , '-‘\_-. )
- —\\/"
Figure 18
" Book card;and pockeé_
l , R
¥ ! . ' Q\ ' n
i e o
, " 129
. * . [ N




the pocket. | ' ’ \ '
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'XLIX. ATTACHING POCKETS AND DATE DUE SLIPS

Here are a few tips on pasting in boek pockets and
t

dat€ due slips. _
] /’//
.’-‘/’
. — . ’ .
1, Insert t‘h% four fingers of your left hand into the

Sl

pocket. Apply paste around the edg:;s of the back side of

o . n
oy
N N

2. With your fingers still :Lnslde, place t‘he pocket

. on t.he inside of‘ the book s back cover and hold it in place'

‘with your rlght hand until you can remOVe your left.. ‘This

Y J )
wi,li. prevent paste_«y from getting on your hands.

r.

3. Remove excess paste. with a cloth and press the

'p'ocket firmly into place on the inside of the back cover,

as near the center as possible.

-

. ¥ ' .
‘4, Place the prepal'_ed-boc;k card inside the pocket.

130 .
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) ) )
5. Place the date due slip Pgm the last page of the

— book, opposite the pocket, as  close to the center as

possible. \

6. Date due slips usually have a gummed band across
the top of the back. Moisten this band with péste,raiher
than - water because .paste holds Dbetter, Appiyntﬁe ﬁébte

only to the gummed strip so that it can be easily ‘femoved.
‘ N . .

- . . ' ' . ‘ ' . ’
. 7. -Some book pécketé have the date due gkfg/;;tached.

. - LY . .
In that case, steps 5 and 6 would not be necessary. .- '
. . . . . e

* [N

—ma . - R s
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(?\ L. ATTACHING THE CALL NUMBER TO THE BOOK

. ' ’ | .
Your teacher/librarian will probably keep a supply

of spine labels on hand. He/she may ask you to print the
call numbers on these labels. Be very careful and try for

a smooth, neat look. . N

-
~

Before books arq\placed on the shelves, ;his"label
'must be gitadﬁed to tﬁé lower spine of each book abou£ 1
172 ihches.from the boﬁtom. 'It might be hélpfpi to use a
'ruléf aﬁé'a marker in order to make'ggfe the label is ‘in
thg'éiécﬁ séme'éoéition on each spine. 'This'practice of

. » . + ' . . \\' *
placing call numbers in the s3me positiom on each book

-

makes books easgier to shelve. They also look better on the
shelves when their call numbers are in the same position.on

each book.
‘ ] _ .
The call .number cannot be attached to a thlﬂ bock - or
pamphigt in the way described above. It must be attached

to the front cover, two inches from the lower e&be_and hear

“the hinge.
“ ' \ Great
' Composers
call number ----- - . ,
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LI. -OWNERSEIP
- A

Your school library will no doubt have a stamp which
isy used for ideﬁtifigation purposes. Books, kits,
periodicals; jackdaﬁs and other iibqary materidlsfwill’be
marked with this stamp. Some teachér/librariana r\the
.-star'ni.). on thej-.iytie page. Others place it on the page
following the titlke page. In‘sowé cases, ‘there is é’secrét
-p§ge; This secret p&ge }deAtifies a book when.other mb;é_
obvious :identificéﬁion. marks;\méy héVe ?eeq} deliberately
removed.’ The,bottomlhalf of the book pocket ‘is sometimes

stamped with the séhoolfs pame-ahq addreég as_well["Ask

yaur librarian -about the method of - stamping he/she.

, ‘ t
_préfers. - :

- ..

RIVERDALE SCHOOL .-
EAST STREET

WOoORSTOCK J

133 N
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LII. COVERING NEW BOOKS

“QQF ;ibrary "gpends a great deal of 1foney on new

books so it is very: important that th kept in good

condition. Books covers protect books from the wear and’

tear of constant use and are well worth the extra money.
. C

. . ’

Your teacher/librarian may order books fully prepro-
cessed 8o that eacH.book comes'ﬁl@&\a strong transparénf
dover attached. Some teacher/librarians buy clear pléstic

covering in bulk or in individual sheets. It must then be

cdt'tq fit the book that is béing covered. Library assist-

ants are. udsually very good at this job. Your
teacﬁef/librarian will no doubt show you how it is done.

You may not’ do a beautiful job the first time. Be patient.

Practice makes perfect.

\ . )

\;;
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LIII. PREPARIRG NEW MAGAZINES FOR USE ?

Magazines, like other ~library materials, .must go

7

through a specific routine before they are circulated to.

-

pupils and teafhers. Here are some steps which will show

: : L. . : .
you how to prepare magazines for circulation.

> * .
0 . '
. 3
v . * . N
N .

o

.
-

checked in the gspecial file for magazines -See Figure 19.

For instance, when the May issu of.Dznamite arriVesfiplace”'

a check (V) under May. Some magazlnes llke MacLeans arrlve
weekly. In ‘this case, “you place the c‘m=_-c)§.E (V) under the

' )
date of the new ;ssye- See Figure 2b. Recorad cards for’

weekly m&ba;idés are- different ffom'uthose used for

magazines which arriVe'?hce a’quth, as shown iri Figures 19,

‘and  20. Keeping _records like this " enables  the

.;teacher/llbrarlan to tell at a glance whether or not the

latest issue has a:r1Ved and whether a part;cular magazine

has been discontinued. .- ) : . , :
v . " N . - . .

T . . ' : . e v
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1. When a mew issue 3rrives in the l{Bréryﬂiit must pe'
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¢ L ]
v
- ‘ - !
21\\Stamp the na;E°of the'\
covers, always in the safe blace.

stamp it there as well

a
\ . -

‘If thlB is

leave E?e llbrary.

C1rculate“ on\the upper léft hand corner of the back cover.,

e - /'
& 4,
circulate. .If'bo,

| % .

the

: haps_.your' téachef/librarian ariows - magazines ‘to

school on the front and bagk

~

If there is a secret page, .

v

\ .
!

§

-

3. Your teacher/llbrarlan may not allow any magazlnes to

'“Do Not

s,

case, stamp

FE S

. B |
N . 8 .
R ‘,-__'_4 . g

place a date due sllpson the Inside back

:( [y 5 . I ,.'_
j//;over ~at theé .Center, '« . R
T T .
. ' ,/' oot e . ) ' T B :
C e e :; 5. Some teacher/librarians .use covers .tc, protect
B '{,’ " "'.'}' . ' . . ' ! ) ’ . . ‘ ) ' . : .-'; .
N Mmagazines, These ‘are made from strong .polyestexr film and are
o easy . to éttaqh.__ . Ask your . teacher/librarian for a
R ! " . . ' ) . vo . I ) i ‘e o . .
.~ ! gefionstration. . | - . T :
X W ( ' %'
RN : ‘64 Magaz1ne blnders with: a rigid spine and back can also
3'1fbe used for protection._ Some 9f these have ‘locks to prevent
L-‘I o
7. g studenta\ from removiﬁb the magazinesu : 'They' areF made from
: ‘. § o * v - . [
. N clear/yinyl bnd like thg covers, ‘are easy to’ use., .
- . \)V _: i an . s ) .[’ v . ‘ -
,,o . (1 -'i'.' |
- f\‘ ' -
. ¢ . - _ N
\ - . ,
( .13 o '

..
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. . _ . Sy
Name: Dynamite . ” . Expiry Date: June/83 ‘

Year VOlu -Jan.} -Fe Mar.|" Apr.] Ma June] Jul Aug. Seﬁt. Oct. ﬁov. Dec.
B : - 4 » T . . . .
1982 | ., | N
' :'— 1983 . g - - " - it
." . ) | "" ) ’ ' *
- 1984 3 X
N / R [
] -
- RS
. & &
No,'of'Copies- T ' g . Frequency -
T T : - Monthly .
1
. . Figﬁréilé'-
- ° . - N . ) th . I
Monthly Magazine Reécord Card - '
/ - " . ’
’/ . > . \
- . - - . 3 A : -
. = T - } S § .
N - v -—/[
- B N \\ ‘.
[ ~ ] : -
£
X . .
+ \

- LTT



Name: . Mclean's

.. Explry Date: Jme/8t Mo. of Coples: 1

~11

B ] 5] 16] 171 18

i9

. 22.

23

24

25

26|

271 28

29

w N

10

- ceeen |
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LIV. PROCESSING AUDIO-VISUAL MATERIALS

Some audio-visual .materials like Kkits, records and

slide sets

-

may be prepared ‘for use ﬁpy accessioning,
assigning a call number, attaching a potket, ‘card and
N %
stamping ownership. Others such ‘as filmstrips and cassette
'/‘~ ’ ' ‘ N
?hpgb are not suitable for cards and pockets. SdEﬁ\items_
are usually given a call number. They can be accessioned
in their own .accession book in a manner similar to° books.

) . ‘ o ” .
Processing audio~visual matérialg is not a big job in

most ‘school libraries since the cost of those items 1imits;

the number which can be bought. - if‘YOuE teacher/librarian

* needs your help with those materials, he/she will no doubt

show yqp what to do;

139
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' LV. FILING CATALOGUE CARDS
. . )

\,' As you already }'mow, each  library item has a set of

catalogue cards which must be filed in the card cataldgue.
These' cards must be filed cor-rectly,' in order for the card

catalogue. to function ef_fici,,ently.’
. C !
v 4

AN
4 ' ¥ o

' Each drawer in the dard ca:t'a']'.o'gue has a metal rod ¢n. ,
' ' ' ' . ' o J Voo ) . '
which cdtalogue cards ,are, filed. . Each'card has_a hole for -

this purpose.. Wéke‘fin £iling is more easily corrected

A}

while the cards are above the ‘rod. . "-lOnc\:e . ."ché ‘c.ét"rds 'halve -

been filed on the rod;, it is ‘more 'di.f'ficul;t to rearrange S

them.

- ’ 8
v .

You may be asked to file cards above the rod. Here -

are some basic filiné‘ rules whicﬁ are based on those' found

,,"J'.n The Library Manual For 8chools in Newfoundland and

Labrador. They are being used with the permission of the
Department of Education. Perhaps you will find® them

helpful.

140
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1. Author, ‘title, and supjecﬁ' cards are somtimes

interfiled or-filed toéether in a school library cataiogue.

HU." They'may also be filed‘separetely, eigxm\Author, Title, and ' 4//
) . ¢ ) ) ..

Subject.
- .

., AN
3 Y

.2. ‘File the cards in alphabetical order according to
e the firei word in the top line of the cdrd., If'the'firsr ‘
'word 1515, An or Tﬁf' ignore 1t and"’ begin with the\second'
word; . S Y .
. | Don't: ?orger tﬁe Bacon . ‘f_ ' -f .
- The Door in the Wall '“‘, o

, .
v . L . \

3. Arrange worés alphabetlcally letter by letter,'

to the end of ‘the first“wordﬁ ,Then_alphabetize~word by

word. If the firs£ WQrde are alike, alphabetize by the

firgst words that are not alike.
Here Come “the Lions
‘' -‘Heré Come-the Tigers.

N ' ’ n" R . ' .
4, Remember'that _"nothing. comes before something.“
1 . ‘ . N
For example, look at the words DOG and DOGS.~ Nd%hlng comes
h : »e

after ‘the G in ??G, but something, an S, .comes after the G

in DOGS. Therefore, DOG is ffwed before DOGS.

S e |
X DOGS
4 1
B i . .v_ . ‘ 141 ' .l . ‘ _‘I 'l . f .I;. " . \ ‘
- ~ ‘ Q ‘ . .' . : . .'. . N . -
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5. If two or more top lines are exactly alike, file

-

are exactly alike, by the third lines, etc.

SPIDERS
" Hansen, John B.
The Lives of Spiders
.o
SPIDERS
- Jones, James
e N o .. Spiders and Other Bugs'

a.

6. Initials are filed before a word

o " © ABC Book

‘rl ‘:v . . ¢ - 'I ) /_..'/ . .
©,° " * 7, File abbreviations as'if spelled in. full.

~

Dr. as.Doctor v
-.\‘ . S , S i - Mrs. as Mistress ¢
v : : "~ U.S. as United States

’

e 142
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alphabetically by thi'ieCOnd lines. If the second lines
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; - < /
1 8. 'File numerale as if spelled in full. b’
' 100 is filed as if wr.‘ltten one hundred
®
_ 9.l' Dates are filed -as if written out in- the way they

are spoken. .
1984 is filed as nineteen eighty-four

L]
7

10.'.' Apostrophes used m surnames or //B;Ow poé_éessi.ve N

t case are dlsregarded and filed as one word. .3
. .-_(a_) " "Boys and Girls of the Mayflower ' _ ) ‘
-+ The Boy's Book of Magnetism N < -

. ' t . .l I‘ . . b
' ' (b)), Oa'rs, Sails’ and Steam s,
. 0'Brien, Jack *. - {
oceans and Rivers. ‘

x . ot ' ' : ’ s

] A\l .
‘

[ .

b

11. I\rlyphenated" Worda,'

(a) If the part, before the hyphen is a separate
word,. file as . WO, words, &-g., take-out is
filed as two worda. . . ’

. (b)\ 1f the part before the hyphen is a prefa.x,
file as one word, e.g., Co-operation is filed
as one word. . ’ vt "o -

\

\

. .
s S . B . ’

'-' -"n 1(\ . . \

12. .Flle Mc and Mac as if both were spelled‘Mac. _
McDénald, Flora ' I

( _ MacDonhld, John ‘A , : & , .

S g , " MacDonald, Robert ‘ ', St

143 o , S
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L

’ /A--‘ B - ' ’ .
(arj:iy”YE»\ Subject headings are arranged alphabetically by
- /

the suﬁdivision except for ﬁiétory subject headingsa. '

ANIMALS ) ' ;e
ANIMALS - HABITS AND BEHAVIOUR ’
ANIMALS, MYTHICA®d - o Subdivisions
ANIMAL® - STORIES o

“14. -History subject' headings are arranged chrono- -
9 . . .
logieally. If'two headings begin with the same date, file

& -~

the more inclusive. perlod flrst.

SNE . CANADA — HISTORY - 1791- 1!1
L ° CANADA - HISTORY - REBELLION, 1837-1838

: » \ -
'15. Bible headings are‘filed as follows:
& \ BIBLE (whole B:Lble)
N . BIBLE (Old Testament) . .
, . BIBLE (New Testament)
BIBLE - STORIES”
ANV
.. .16. " When variations in spelling 'occur in subject’
' " headings (e.g., harbgr and harbour), decide which style to
. $ '
. © o file by ahd file all variations of these headihgs as if
spelled in the accepted way. !
|

. . . ' .
Several of these filing rules may seem a bit

“difficult: They will no doubt be explained more clearly by

your teacher/llbrarian when and if the need arises. !

l

HAPPY, FILINGI '
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LVI. RESERVING AUDIO-VISUAL EQUIPMENT

. -
Miss Pike, . the Grade Seven teacler is teaching her

history class about Greece. She p-l_anJ ta show a filmstrip

called Ancient Greece. When Miss Pike stops at the liy

to pick up the filmstrip projector, she is told that

another teacher is using it. Miss Pike and her class are
. 5 AN

disappointed.

\ . .
This situation .would not have occurred if thexre had
e - P = : a

. \ .
been: a reserve system for audio-'visu'al equipment in that

library. Such a system is very easxly set up and c.}n fféb

\
prepared by library assistants.

S

. s
i
., a
»

Here is how it is done.. You will need some book

pockets, book cards, and a bulletin board. to display them
‘on. A bock card and a book pocket are needed for each item

of equipment. The name and number' of each item is placed)‘

-

on a 'book chrd'arid on a pocket, as well. ' See Figure 21,

£

- ‘ e ~ .
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Thel cards and pockets may be colour coded 1if the

teacher/librarian wishes. The cards for the filmstrip

_projectors may have a red band at the top, those for

cassette tape recorders may have a blue band and 80 on.

 ,Teacher/liprarians say that this type of sreserve

system works well. Here is whét'hippens./LWhen Miss\Pike

L

says that she will need a filmstrip projector on Day 5 at
L) o d ' R . - . ,
note of it in a special exercise book or perhaps a segfion

of the daily .plan book. Then, when Miss Pike comes in: for

<

a filmstrip projector on Day 5, the  asgistant’ or

teacher/librarian signs Miss Pike's name and. roon number ‘on
- ¥ N -
the filmstrip card. The card is then turned upside down in

the pocket. This. inverted - card indicates that the

projector is gn use at that time. When the projector is

returned, the card is put back in its original position,

i_ndicati'ﬁg that the projector is not in use. The, teacher's

name is also crossed out.

146

1:40, the tefpher/librarian or library assistant makes a



RPYA A

OVSRHERD
PROECTOR B2

ONERHERD

PROJECTOR
- * 2 9

CASETS
RECORDER B2

. |cassemE
'| RECORD

a2

- v.CR.

VC.R.

PROJECTOR (RED), FILMSTRIP PROJE:CTOP\(BLUE)

)

_ B econer | (PAORCIDA N, Pmm&@ni; Y R
FIM [ FILMSTRIP- OVERHEAD'
PROJECTOR " |PROJECT IPROJECTOR
' %2 / "
| .
AR Zon w1 Fﬁ ReowoeR #1
{ovague OPAGUE SLDE Supe, casséns
PROJECTOR PROJECTOR PROUECTOR PROJECTOR |RECORDER
¥ 2. #1 42 .
ponrri B . {RecoribéR %1 RESFTOPLE VIEwER M1 VSR AR -
. S 4 \
|cassene |r.T0 R. R.T0 A. VIEWER % 1 .
| RECORDER | RECORDER | RizoroER R VIEWER®2
3 v 0 ’
ﬂ' #l .e .“’1
M : _tv.az . ?&EA‘VD?RD*I Imﬂz [ m X3
CTve= TV.%2 RECORD RECORD RECORD -
| - PLAYER PIAYER |PLaveR
1#1 *2 *|as
Figure 21
«J
. Reserve System for Audi_o—Visua_l Equipn:ent
To colour code, use markers to match the circles at the right with a
colouredfstx?ip across the top of {the appropriate cards,

e.g. FILM °

" OFm PROJECTOR ’

. OFitmsTRIP PROJECTOR
O OVERHEAD PROJECTOR
OOPAQUE PROIECTOR
QOLIDE PROJECTOR
O CASSETTE RECORDER |
"0 R/R RECORDER

O VIEWER

ov-C R-
oTV

o Reeorp PLAYER

O CAMERA

LY

15z



“ - 238

\'. .
> WILI. TAKING INVENTORY |
\ . - |
The . shelf 1list file, ag already entiioned, is a

- -
recoxd of every piece of material that has beeni acquired by

1 4 |
the school library. . Checking this recprd ‘against'the

‘ mateflals on the shelves is called taking inventlory. Since
' ]

most/ teacher/llbrarians separate print] and 'non—print

IS

materxrials, _the book inventory is do_ne._sep ratel\iw\' ffpm the
audio-viéualn inven{:o;:y. Both are done ,in a‘ ,similar_//
fashioh; .ho'wever.. Lo ‘ |
\

- . : TR \

‘w;'a will show you how to do an inventoxjy of the book

collection. Your teacher/librarian wi]\l give' you

instructions regarding the audio-visual invent\or_y‘

4.-. 148



WHY?

The main purpose of a~nﬂ j:nventot;r is to find out
whether or not; needed material‘a‘ are av'ailable“'_\'lyn 't'he
library and to prévide replaceients if théy hé:g 'bger'v

', * c’dJ'.sc,ardea', dam;ged or lost., ~ Taking inv;ntdry a'l.'so,he'lps
spot makeria-la that need to'be/repaired.

Sepia

o L

'WHEN? e

-

-

(Inventory is Dbest " taken when all 1library - materia}q:
a a - - i) N -

are in their correct places. It -helps if. shelves are read -

»

before the inventory is begun. Inventory'is often done

near the end of the school year. All materials are called

into the library at this time.

. WHO ? ‘4 . . &
{ I s ' ' , .

3
i

Library assjstants, , with, supervision _‘ £rom the
. _ C ) o :
_ teacher/librarian, can do this job quite well.  Two

i

assistan_ta .Aare necessary, one to re'_ad the sghelves and \the

other to remove books from the shélves and check on their.\—

W M

condit ion.




"HOW? . .

}irThe shelf 1list is
'+ shelf list cards are flled in the same Qrde? in whlch books

stand on the. shelves. One pup:l.l asslstant reads from the

shelf llat drawer while the other works on. the shelves.'

‘Here is how-the process works.

. . ® . », L . '
l ’ N i » . . ) . A.
L. ”»

o . reads aloud the call number and the accession numﬁ'ér ll,sted }

h \ . . I . . ‘.
.l. ‘\] ‘ there,e'g.' ’ e .. ) HE ' NN
» v
i 636 ‘ 1 §20 o CL
- 'I‘OP N e " _ '
. S : ’ A ’ ) .- ’ i e 11‘ "“ . . a .
D 2, If the. books have pot been accessioned, the call
L ' number alone ):s read alpud. Wherel there are several copies
A N . . l
0. of a -book, the rcopy number 1!&, also read aloud. The_
- :
: . assiatant at’ the ahelf answers "‘Heye if the book 130n the
' ’ ' R T
.ahelf «. T ) T,
* . o R o \\\\ |
; ' . \‘\‘ . .
" \ . .\\'\\:
G s n e
+
. g . »
\_‘) , . ) ., \ .
“ ' ‘ 1 ’
: - Co
\_ (_ ¢ I.c. ; i Iy
. " . .
-~ A g J 150 v g
M | ' e AR '

used to' take inventory because

J..‘ 'l'he ].J.brary ass:.stant looks at a shelf list card ’

o
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3. He/She checks to see that tle call number on the '

spine. and the call _ number, accesslonlpumber and perhaps

copy number on* the book card and pocket are identical to.

those called by his/her partner. 'J‘
+ 7 ~
4.  The "shelf" assistant examines the book. .If it
N . - - L ) .
) needs repair, or a new book card, pocket or. datetdue Bllp,
)

he/she plaees a note J.n the pocket.‘ , , -

. 5.. The .shelf assistant lays this book in a designated
area;  The note in its pocket tells what,ﬁeeds to be done
.. . ) r . to. . .-
‘with it.

¢
§

' 6. If a book 19 nét on the Bhelf, a paper clip may be

. attachﬁd .to Ehe correapondlng ahelf list card. . :
oUW -
7. If more than one copy. of -'-a specifie book is
e R "ir'xdieated on :the. =Bheif ligt, ‘a penc:.lled ¢heck (\/) is -

piaced fbee.ifde the accession. m;u'nber, or copy number for tha.t

misslng book . If the book is found, thé’ library assistant

-\"

can then erase the pencil mark.

4r

.l e T e B g it vt

s A L an et e o P

W
.
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8. Finally, afﬁer all tha ghelves are checked, the

assistants make a list of missing books, e.qg.,

Call Number

F1C
HUN

Missing Books

" Title

~

am

Accession Number

L 4

» Across Five Aprils’

. Mary. of Mile 18

. e
o

.'Thé.Kangaroo:

1]
{
AN
\'.
v
Pr
1
X
152
)

. 1670
1965
979 .
-
o s .:
4

JO I A

— e -
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LVIII. PFOLLOW UP

1. After the above stepsghave been tak_er'x, you must
begin a search for the books which are missing. 'I'he:se
books may still be in circulation and in some student's
desk. They may be in use as part of a d:':splay._. They may

be on reserve or be waiting in the workroom for repair.

. ; \ ’
2. When you find a missing book, draw a line ‘through

o, its entry on the missing.book list, e.g.,
Missing Books : R
Call Number _ 'l‘itj.e \ © Accession Number
E Time All Alone ' 659 -

ARD
' L]
‘3., Remove the paper .clip from the shelf 1list card

and erase the'chéck (\/) beside the accessign number.

[ A “ &

A
L}
¥

153
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4., When‘

all

the checking has

been

244

done, the

»

teacher/librarian may ask you to make up a 1lidt of books

which have not yet been found, e.g.,

Call: Number

B
FRE

E

REY

599
BUR

- FIC
SOB

A St

/.d

‘Missing Books

Title

Beadx Bear

Curious Georde
o &

“Whales

Encycldpedia Brown

Takes the Case

' 154

1380

1750

2225

9560

-

\ .

-

Acceéhion Number

e o o o e o
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6 . LIX. CONTINUING THE SEARCH

245

1. The teacher/librarian usually displayfg’ a list of

all books which are still missing after these steps have

been taken. Library assistants can then watch out for t};efn

»
at the circulation desk. > -

‘.

2. You may be adked to post this Ilist on“bulletin

boards dnd other places where pupils may see it.

.
T wh

!

[4

ETTI

~

3. If after 'a"'méht;h, missing books. have not been

-~

foﬂ-nd,’ ‘the f'ollowling notation ~should be pencill'ed -ligiqt_ly

‘next to the accession number on the shelf list card, e.g.;

E Rey, H.A. . / .
REY - Curious George.  McGraw, cl968.
p. illus. ° .
Moﬁkeys - .
Litle

\ . s Missing, 'Invem?ory 6/14/84 1251

-‘:.~(’\-F.ig-u.fe22' o

Fhelf liat card indicating missing book

BN

‘185" o »

2

R o

VS PP

e Litbatactiiomn . ot laad
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e

4. In the meantime, keep your eyeS‘ open. Missing

:
'\books have a habit of. appearing in strange places,

sometimes months after they ,have disappeared.

156. -

N~ .
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LX., CARE AND REPAIR OF LIBRARY BOOKS .

. N : . Y
Liﬁrary books' are quite expensive and a great deal

of ﬁoney is spent replacing those .which have been worn out .

¢

A : v -
or lost. Clean, attractive books contribute to a pleasant
library atmosphere. As well, pupilsg tend to treat well

cared for 'books with regpect, Onothe other hand, torn or

dirty books detract ’ from thg..libgary's appearance and -

demand little respett from users. .
' . R T ‘ . .o \

-JIn order that library books- remain useful and attrac-’

t;ve,~they must be hhndledfcaréfully;fﬁYbu, of course, have
beeﬁ leafning about-ﬁhe_care‘of'bobka‘éince”kihdergaften.

‘Let us review some simple rules for book care. Be sure to

folliow these‘ru;es and enbéurage other pupiI;\to follow
~ them. - — : ) o

1. Make sure your hands are clean before handling
boaks.
. L 4

©a T : K ‘
'v2., Turn pégea from the top right Hgna_cérner.

-
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3. Use a bookmark to mark your page.

a2

4. Keep pencils, markers and crayons away from

books . ' .

e{-b/er:d:‘%m\%oks. They damage easily.

-7

6. .Nevetr lay a book face d0wn. " Do you Jknow why?'

.

Pages may become soiled or the back of the book may be _’

broken. . e

7. Shelve books.loosely enough sQ that it is not

- difficult to remove one "book from the shelf. Shelves

should be about 2/3 fill.

-

8. Make sure each shelf has a book support. A,

’

9. 1If you are asked to cover books, learn how to do a
. . »

good job. Covers whiéh( are not secure look unattractive

and often damage the book.

10.° 0pen all new books follow1ng the inatructions in’

Section XLII.

158
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"11, Encourage other students to have respect £for

books.

12. Report careless’ treatment of books to the

teacher/librarian.®

!
\

Repairingd.ibrary Books

Youi~ teacher/librarian will decide whether or not a
book is. worth repairing before'a repair job is.begu'rll'.

Alwé"'ys check with him/her -firgt.

Look on the following page for directions :for mi_nor
books rep'airs. These directions ca.me from the Bro-Dart
Catalogue and are being included'ﬁith permission from the
Bro-Dart Co.mbany. ~ Perhaps _ygu’ may .£ind these c}i_re_ct\io_ne
A”helpful.. Your: teacher/_lj-.brarian will probably supervise

L4

any’ ref;airs you jmake. -

159
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Loose Pages

1 Race the pege down on a plece of
newipaper. Then fold & plece of
nCwIpaper $0 that R has & siraight . -
edge, and place on 1op of pege
apprasimaicly W° from spine edge.

zm.wiepnuwmm
Ue.erposed page edge.

3munbwhnpm. & the looee
page inlo place. making sure & s
aligrned cvenly, (Pasied shouid

POR BADLY TRAYED CORNEZRS
l\muwfm%m

Baciking In cowour to
the bock and at least 2W4° wide. *

2mmmmm 1%°

from polnt of e corner, This will_,
give repaired comaers the ssme
angle. Remowve the Lape backing and
place over cotner.

5 Nowmahe ot b lorms
dlamond 8t the comner. (Donot
comnact the bwo ts.)

" 4 Pold the diemond section over 89 I

Timrae—

-~

.,

Loose Hinges
l'ro relanien 3 hinge. work a knliting

needic about 'A” in dismeler) cosled
with Bind-Art cown tnside Lhe casing
tunder the crease madking the
Jun