


A STUDY OF CURRENT RE CCMMENDATIONS AND PRACTICES RELATIVE TO THE 

ADMINISTRATION OF THE HIGH SCHOOL LIBRARY-MEDIA CENTER 

WITH SPECIFIC APPLICATION TO AN ADMINISTRATIVE 

POLICY MANUAL FOR THE DIIBSDN COUNTY 

SENIOR HIGH SCHOOL 

LIBRARY-MEDIA CENTER 

An Abstract 

Presented to 

the Graduate Council of 

Austin Peay State University 

In Partial Fulfillment 

of the Requirements for the Degree 

Master of Arts 

in Education 

by 

Bobbie Coleman Bowen 

August 1974 



ABSTRACT 

It is strongly r ecommended by writers, supentisors, and 

t eache rs of l ibr ary sci ence that every library- medi a center have 

L t s □ tun manual of ool:i. cj es and procedures . Although re commenda t.i ons 

are numerous, riui del i nP. s for prepar ing such poli. cy man: 1als are not. 

For guidance in rlecidi ng what items should be included in a library

mcci i 3 center poli cy manual, one must survey the ent ire field of 

l l lJrary-sciencc literature, gather i ng data f r om many sources. 

Stil l other sources must be stud i ed for the recommended details of 

procedu r e to be followed with respect to library-media center t asks . 

Fina lly, one must bri ng together all t he relevant . material which 

has bEen searched out and combine it with actual local practices 

into a practica l , sensible, useful manual. 

This st udy consisted of s urveying practicing librarians, 

library-media center supervisors, and school systems, as well as 

other sources , in order to determine current pract i ces with respect 

to poli ci es and procedures and to de te rmi ne the incidence of written 

riuidelines. It also consisted of revi ewing l ibrary science liter

ature on the same sub j ect and describing actua l pract i ces i n the 

loca l situation. 

Results indicated that few schoo l library-media centers in 

the survey had complete policy manuals, but tha t some cl i d have 

ivr i tten policies and procedures on some i tems . Other results 

indicated the areas on which l ibrarians t hought policy and 

proc edures should he writt en. 



Culmination of the study was the production of an actual 

sample policy m□nual for the l ib rary-media center at Dickson Coun ty 

Seni or Hi gh School, where the writer is employed as assistant 

librarian. Although this manual is referred to as a "sample," it 

is not expected that any other library-medi a center cou ld use it 

alone as a pattern for another policy manual. Each l ibrary media

center is like each classroom or each child in that no two are 

exactly alike, and local situations cause the necessi t y for vari

at i ons in policy and procedure. It is hoped, however, that this 

manual, together with other ~aterials noted in this study, may be 

of assistance to other li brarians in compiling their own manuals 

for their own particular situations. 
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CHAPTER I 

INTRDDUCT ION 

A pol i cy man ual is as essential to the operat i on of the school 

l llJr ary-medi a center as are its books, films, recordings, file 

materials, and other media; or so say teachers of l ibrary science, 

library-med i a supervisory personnel, and recognized writers in the 

fie ld of l ibrary science. Students who are learninQ to be librarians, 

as woll as practicing l ibrarians, have all heard again and again 

sug~estions, i nstructions, and even ord8rs, to the effect that 

"Y□1J must have a policy manual!" However, admoni tions notwithstanding, 

very few school library-med i a centers actually have printed, booklet

form policy manuals. Thi s is soon evident to the librarian who meets 

with others of the profess i on t o di scuss and exchan ge i nformation 

relative to li brary- medi a center operat ion . 

Most l ibrary- medi a center s usually have some written pol i cies 

anu procedures, f i led here and t her e or posted in var i ous places. 

Some have policies and procedur es handed down by word of mouth from 

l i tirar l an to librarian, wi th L t t le iri writing. The difficulty 

apparently l i es in the collecting and bringing together i n printed 

form all the various pol icies, procedures , and useful i nformation of 

other types into one manual or booklet. 

Besides the quant ity of phy s ical and mental labor i nvolved 

i n producing such a policy manual, t he re i s ano ther barrier. Although 

1 
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rnany tcxt:moks amJ □ trier litera t ure of l i brary science di scuss the Fact 

t hat such a crnnp ila tion should be made , published guideli nes for the 

actual wr iting are almos t nonexisten~ . One i s able to fi nd limi ted 

i11s tructions on procedure for a few l i bra r y- media center operations in 

□ sinole book; b1 1t in order to locate gui dance For a]l or most act iv-

i tic s and procec1ures, one mus t SL.!n'ey the entire Fi eld of library 

literatur e . Not only does the average l ibrarian lack the time merely 

t o wri te a complete admi ni s trative poli cy manual , he or she faces an 

C?n □ 1·mous tas k wl-, en research is added to the requi rements . 

Tl1is study is an effort to condense, f rom various sources , 

uuideli nes , instruc ti ons, s uggestions, and prac tices in to a gui de for 

the compilation of an adminis t ra t i ve policy manual for the hiQh school 

l i brary-media center . The cu l mi nation of the study is a sample policy 

manual, a manua l for the library - med i a center of the Di ckson Countv 

Seni or High Schoo l where the wr iter l s employ ed as ass i stant librarian. 

I . STATEMEPJT OF TI IE PROBL EM 

Wi th exten s i ve f acilities s uch as those at Dickson County 

'."ie11ior Hi gh Schoo l , a f aculty of Fifty - five , and approxi matel y 1,200 

st1 irJe11ts using the li brary- media cent er, t he establi shment of procmiures, 

rnJes , regulat i ons, and pol i cies becomes a matte r of prir.iary impor tance . 

I n l i br ary parlance , a written compi l at i on of such itsms is refer red to 

as a 11 polic y manual. 11 

At t!ie Li, e of this s tud y , ther e was no library- media s uper

visor , as such , in the Di ckson County s chool system ; and there wa s 

no count y-wi de set of standards or pr ocedur es for l i brary- media 



centers of the system. The Di ckson County Senior Hi gh School library

medi a center, in it s second year of operation, di d not have its own 

complete policy manual, although some procedures had been adapted 

from those in the f iles of the experienced librarian; and some had 

heen formulated specifically for t hi s school. There was a need For 

a complete administrative policy manual to be wr i tten. 

II. IMPORTANCE OF THE STUDY 

3 

Si nce modern emphas i s in education is on the teacher-guides

the-s tudent approach rather than on t he teacher-tells-the-student 

approach of pas t years, ther e is a greater need f or learning resources 

other than those to be f ound with in the classroom. When students are 

encouraged to di scover f act s and i deas through i ndependent study, i t 

i s irnperat ive that they have avai lable a conveni en t ly accessible, 

compr ehensi ve s upply of informat ional media and equipment for us i ng i t. 

The scl1ool li brary-medi a center is the storehouse f or these resources. 

I t is widely recogn i zed that the school library-media cent2r 

i s the one area of the school whi ch directly affe cts all the other 

departmsnts, both in curricular and extra-curricular areas. The 

P.d ucational program is strengthened in direct proporti on to the 

quality of the school's l i brary service, f or the school library i s 

the keystone of a qual i ty educat i onal program.1 A qual i ty school is 

1Pennsylvani a Go vernor's Com~ittee on Education , 1960. Task 
Force on Curriculum . ''The School Library--Keystone of Quality Edu
cation," A Guide for School Librar i ans (Harrisburg: Department of 
Public Instruct ion, Div ision of School Li braries, 1969) , pp. 1-2, 
ci ted by Ruth Ann Davies, The School Library: a Force for Educational 
Excellence (New York : R. R. Bowker Co~pany , 1969), p. 17. 
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un i nstrument for educat i onal excellence. 2 A weak l ibrary-medi a center 

can degrade an entire school. 

The school l i brary has no over-all, general ob j ectives ot her 

than those of the school in whi ch it i s locat ed. 3 Si nce the school 

library is an i ntegral componen t of the educat i onal program, the 

educational goals, ob j ectives, and aims are also t he school library 

goals, object i ves, and ai ms--they ar e i dent i cal, one and inseparable.4 

The school library is so integral a part of the total school program 

t hat i t is difficult to say where t he school s t ops and the l ibrary 

b 
. 5 e[J1 ns. In fact, most li brari ans would say that t here i s no di vi di ng 

l ine. The library-med i a center i s the school, and the school i s the 

l ibrary-media center. 

Si nce, then, the school l ibrary- medi a center plays such an 

important part in the t otal educational pi cture in any one school, it 

fo llows that i t s hould be a par t of the total school admi ni s trat ive 

program to establ ish efficient library- medi a center pract i ces and 

procedures and to r ecord t hem in written f or m. Not only i s th is an aid 

to effi ciency, but s t ated po licies and procedures prov i de a protection 

to bot h the admini strat i on and the library- medi a center staff , should 

2Ruth Ann Davi es , The School Library : a Force for Educational 
Excellence (New York : R. R. Bowker Company , 1969), p. 17. 

3Az i le Wofford , Book Se lection fo r School Librari es (New York: 
The H. W. Wilson Company , 1962), pp . 24- 25 . 

4D . av1es, loc. cit . 

5Azi l e Wo fford , The School Library at Wo r k (New York: The 
H. W. Wi lson Company , 1959) , p. 7. 



quest i ons as to t he appropriateness of such policies and procedures 

ari se from within or wi thout the school. 

5 

A l ibrary-n1ed i a center pol i cy manual is designed to give 

maximum help to the librarian and the school admi nistrator in orqan

izing and admin i steri ng an effective and dynamic program of high s chool 

library services for students and teachers. Such a manual stresses the 

importance of systematic and eff i cient procedures in the operation of 

tt1 □ library and the role of organization in develop i ng a f unctional, 

f l exible, and creat i ve program of library servi ces. It emphas ize~ the 

neerl For cooperat i on of and wi t h teachers, for integr ated i nstruction 

i n lil1rary s kills, and for cooperative selection of materials. 6 

Careful organi za tion and admi nist rat ion of the man y technical 

aspects involved in the smooth f unct i oning of a li brary must be 

carr i ed on day by day if the l ibrari an i s to pursue her important 

teachi ng and guidance role with s tudents in the library . With t he 

assistance of an adequate professional and student staff, wi th t he 

cooperation of teachers and admin i strators , and wit h carefu l at t ention 

t o admi ni strat ive eff iciency , it is possible for library materials, 

reso urces, and servi ces to influence every aspect of the curr i culum 

and many phases of s chool and communi ty l ife.
7 

A l ibrary- medi a center 

may be more care fully organized , and i t will f unction more smoothly, 

6chi cago Public Schools, A Manual of Practice f or High School 
Lib raries (Chicago : Board of Education of the City of Chicago, 1965), 
p. 3. 

7De t roit Publi c Schoo l s , The High School Library--A Curr i culum 
~ (Detroit : Board of Educat ion of the City of Detroit, 1962), 
p. 13 . 



Freeing the l ibrarians for teachi ng and guidance, if there i s a writ

ten plan for library processes, practices, and procedures. 

Writ t en procedures on concrete i tems re l ieve the librar i ans 

6 

of the necess i ty of stopping other work to make j udgments relative to 

the solving of various day-to-day questions or problems as they arise. 

Naturally, there are some instances in every l ibrary-media center, as 

i n every classroom, in wh i ch the good judgment of the librarian must be 

applied; but on those phases of work f or which standard routines and 

po l i ci es may be established, a written set of pol i cies i s invaluable. 

Another importan t value of written procedure is cons i s t ency. A pro

cess l i ke order i nQ books , for instance , is always handled the same way 

~,en pol i cy is sta t ed i n wr i ting for whoever i s doing t he work. 

Not only are written procedures valuable to t he persons who 

wor k i n the l ibrary- medi a center at a gi ven time , bL:t they are also 

usefu l fo r the futme . PeoplEJ wt: ;:, f ollow in the library-med i a center 

s t aff positions i n years to come , or tho se who must s ubst itute for 

l ih r ar i ans who are absent or who have left their pos i ti ons suddenly, 

wil l find t hat they can more 2as i ly and efficiently assume their 

rc~pons i bi liti2s i f the r e j s written pol i cy t o be fo llowed. 

Si nce standards for school l ibr ary- med i a centers are set by 

var i ous agenci es, those standards , up - dated as they are changed, 

should be reflected i n a loca l school library- medi a cen t er policy 

rnan llal. In Tennessee , standards s~ch as those of the Tennessee State 

Board of Ed ucat i on, the Southern Association of Colleges and Schools, 

and the American Library Associ at i on s hould be met as f ar as poss i ble 

and pract i cable for the local s ituat ion and shou ld be evidenced by 
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Uie ri □ l i ci2s anrl practices shown in t:1e manual. 

The questionnai re in t his study was desionecl nr i marily to 

collect informat i on relative to the ty pes of written po licies and 

procedures used by other high scl1ool li brarians . Copies of prin terl 

po licy man ual s, poli ci es in other f orms , li urary r ules and regulati ons , 

31 ;d other matE?rials t 1sed Lly schoo!. s ys t ems a11d l nd i 'J i dua l library-

inr:l i j_a centers were examined fo r stJggestions and ideas . Exper i ence has 

sl 1own tha t of t en teachers' repor t s of actual prac tices in educa tion 

3rc more use ful to other teachers than are wr itings of persons who are 

11ot closely associated with teac~ i ng at the time . A li brar ian i s 

fJ rst a t eacher and then a librar i 3n ; i t Follows t hat librarians ' 

practices , li ke classroom teachers ' prac ti ces , often develop out of 

necessity . What one person dcvdoris f reqrn=mtly w~ll be the answer to 

tt,e problem of another person. Co n1Jerse ly , of course , i n some cases 

one must wor k out loca l nrocedures and pol i ci es wh ich migh t not be at 

all like those of any other s c7ool . However , many good , workable 

ideas come fr om exchanges with one ' s colleagues in the f i eld . 

Librarianshi p, like al l other phases of the educat ion 

profession , i s constantly changi r1i; . Li brarians must constantly be 

alert to take note of the changes and to bend with them , us ing those 

which have value and consider ing 2nd re jec ting others , a lways tempering 

decisions with common sense and practi cali ty . I t is beli eved that , in 

order to f unct i on i n the fluc tuating world of educa ti on , one of the 

fi rs t steps which a l ib rar i an shoul d t ake would be to have fixed 

rrili cies and procedures on t hose r,hases of li br2rian ship where t his 

i s possi~le . Even though fir mly f ixed polic ies and procedures are 



ideal , the l i brarian needs to be aware that sensib l e adj ustabi l ity and 

rlexibi l ity are a lso requi rements . Especi al ly is tl1is t rue when the 

librarian is wor ki ng with peopl e ; it i s eas i er t o fo llow f ixed 

pol i cies when dealing with t hings than it i s when deal ing with human 

be ings . The second step of the li br ar i an s hou l d be t o wr i te a pol i cy 

ma nual , regardless of the time and ef f ort required t o pr oduce one . 

Wi th these s teps t aken , and the bas i c manual wr i t t en , t he l ib r ar i an, 

or her s uccessor , has onl y t o add t o and to t ake fr om t he or igi na l 

ver s ion as changes occur . 

I I I . PROCEDURE 

8 

The proced ure f or ~ather i ng infor mation which became the bas i s 

of th i s s tudy was as Follows : 

1. A quest i onna i r e was sent t o thirty librarians in the 
Mi dd l e Tennessee area requesting i nformation as to 
l ib r ary- media center policies and pro cedures of thei r 
own r.iqh school l ibrary- medi a centers . A reques t was 
a l so i ncluded ;or informati on as t o whether copi es of 
po l ic i es and proced ur es wer e available . 

2 . Let te rs were sent to f ourteen l ibra ry - medi a s uper 
vi sors in the State of Tennessee request:ng copies 
of system manuals or other related mater i als . 

3. System manuals were ordered fr om educationa l agencies . 

4 . Persons in the field of library sci ence were contact ed 
by letter or by personal interview for thei r recom
mendations . 

5. Discuss i ons were hel d with the l ibr arian and the 
administrators of t he local s chool . 

6. A r evi ew of the l i t erat ure concerni ng each phase of 
library- med i a center policy or pr ocedure was made . 



7. A review was r.iade of standards set by profP.ssional 
library organizat i ons, the State of Tennessee 
Depar tment of Educat i on, and the Southern Asso
ciation of Colleges and Schools. 

B. Culmination of the study was t he writing of: 

a. A compilat i on of current reco~mendat ions and 
practices re lat ive t o the administration of 
the high school li brary- media center . 

b. An admlnistrati ve po licy manual for the 
Dickson County Senior High School library
r.iedi a center . 

IV . LIMITATIONS OF THE STUDY 

The questionnaire portion of the s t udy was l imited to th irty 

hiqh school l i brarians in the area designated as '' Midd le Tennessee u 

on a l i sting of li brarians secured from Mi ss Chr istine Brown, Super

visor , Sc hool Library Service , State of Tennessee Department of 

i:ducati on . (See "Append ix , 11 pa iJ e 159, for l isting . ) Letters 

re~uestin g materials were also sent to fourteen s upervisors of 

l ibrary- media centers in county and city school systems throughout 

Tennessee. (See "Appendix , 11 page 160. ) 

State library manuals, other county and clty s ystem manuals , 

~nd Jndiv i dual school manuals were s ecured either f r ee or by purchase 

from the a~enc i es publ j sh ing them, by borrowi ng f ro~ the collection 

of Mi ss Christine Brown, and by us ing t hose in the Lear ning Resources 

Center at Aus t:n Peay St ate University , Clarksvil le, Tennessee . 

Publ i cat ions were secured from the American Li brary Asso

ciat ion , the Ameri can Associ at i on of School L' brar i ans , the Nat ional 

Council of Teachers of Eng l i s h , t r. e St ate of Tennessee Department of 

9 



10 

Educat j_on, and t he Southern Associ ation of Colleges and Schools. 

Books and other publications were primarily from the Fel ix G. 

Woodward Ljbrary at Austin Peay State Univers i t y , Clarksville, 

Tennessee, the Di ckson County Senior High School l ibrary- medi a center , 

and the wr i ter's own collection of l ibrary- media center publicat i ons. 

A brief s urvey of the availability of materials was also made in the 

l ibrary of Geo rge Peabody Colleqe for Teachers, Nashville , Tennessee . 

Resour ce persons included Mrs. Dena Sullivan; Librarian, 

Dickson County Seni or High School (who had previ ously written portions 

of a l i brary manual which were edi ted and i ncorporat ed into the sample 

manual); Mrs . Mildred Wallace , head of the Department of Library 

Sc i ence at Aus tin Peay State Univers ity ; Miss Ch r i st ine Brown, Super

vJsor , School Li br ary Service , State of Tennessee Depar tment of 

Ed11cation ; and Mrs . I rene Proctor , Li brarian, Fort Campbell High 

School , Fort Campbell , Vientucky. 

V. DEFI NITION OF TERMS 

Dur i nn the past decade , a series of appellations have been 

11sed , discarded , crit i cized , discussed , and al ter ed as labels f or that 

faci lity in t he schoo l wh i ch was once called simply--the li brary. As 

once said by Wi ll iam Shakespeare , 11 Wh at 1 s in a name? 11 It would appear 

that some persons i n the f i eld of library science th i nk that much i s 

i n the name applied to t he roo~ or rooms which house the school 's 

1 · 1 ~ l · Some sa·-1 t hat the term "l ibrary" supp emen t ary ~at er1a s ror earn ! nq . . 

i s no l onger enouQh to i dent i f y the s torehouse nor the treasures 

t herein . Others say t hat the trad : ti onal term must be retained, 
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usually combined with other terms, in order for the users to be able to 

id!.:!nti ry t he place with tl1e books it has traditionally housed, plus new 

,ned i a of today. Most author ities , as well as practicing librarians, 

are qu i ck to agree , t,owever, regardless of what they call t he facility, 

tllat the name i s no t of great importance . What i s s ignificant is that 

the narnes are evidence of a concerted effort to rede fi ne the function 

of the li brary. They signi fy repeated attempts to clarify that 

fun ct i on for profe ss i onal library personnel, and to promote full 

awareness among the genera l publ i c . 8 

Some names appl i ed have been "instructi onal materials center ," 

11 educat ional med i a center , 11 and II l ib rary- media center . 11 Many school 

librari es, however , are st i ll called j ust that--li braries. 

No apology i s of f ered for the use of t he trad i t i onal term 

11 school l ib rury 11 r ather than :riore contemporary te r ms. The choi ce of 

the f ami l i ar term precl udes any reader mi sunderstandi ng of the spe

cifLc service t o whi ch reference is being ;nade . It i s not the 

terminology whi ch is of educat ional s ignifi cance ; it i s t he qual ity 

and the extent of the service which give the school li brary it s clai ~ 

to erJucat i.onal s igni fi cance . A change of name i s not bas i c to a 

chanqe in fun cti on ••• Servi ces , not words , portray the true image 

f• 1 . 9 o t l1e sch□□ library . 

In 1955 the Amer i can Associ ati on of School Librarians 

reaffirmed i ts f aith i n the word 1'l ibrar y11 by issuing this statement: 

8warren B. Hi c~s and Al :na M. Ti ll in , Developing Multi - med i a 
Llhrar i es (New York: R. R. Bowker C□mpany , 1970), p. 4. 

9D . . . av1 es, op. cit ., p. xi v. 



The word "li !J rary" is rich i n trad .Lti. on , me aning , and usage , 
ard fo r at least s ix t y years, i F not lon ~B r , the definit i on of 
s chool library has reflected th i s her ita~e . A school li brary 
11;:i s ulwa ys l1e cn, and wi ll conti111 ie to be , flexil1le in it s 
program of serv ices and in the scope of the materi als of 
communication contained i n i ts co llections , as it meets t he 
chan gi. n~ needs of the school th at it serves. A school l ibrary 
noes not l1ave to change its name t.o embrace new materials and 
new uses of al l types of materi als any more than a school has 
t o ca ll i tself by some other name to ind,sate tha t it is a 
continuously growin g social i.nstitution. 

The word "1 ibrary , 11 t hen , i s s ti.11 t he mos t ropular t erm by 

1uh i ch the school's facili ty fo r s toring and us ing l earning materi als 

12 

is known. More recent publ icati ons of t he American Library Associ ati on 

and t he Ameri can Associ ation of School Li brarians us8 the t erm 11 media 

center." The comtJinati on t erm "library- media cen t er " was chosen fo r 

consis tency to u~ used throughout this s tudy , al though the writer, in 

quot Jn g from J ther sour ces and in some other instances , also 1i ses the 

trad i. tional "l ibrar y. 11 Fo r pur poses of this st.tidy , the two terms are 

considered to be in terchangeable . 

The fo llowing words and ph rases , all of wri i cl ; are i n the every

da y vocabul ary of the practici ng l ibrarian , but tuh ich migh t not be 

familiar to t he ave rage r eader , are defi ned i n the writer's own wor ds ; 

and meani ngs are gi ven as the terms are used i. n thi s study. 

Access ion Book : The accession book is t he record of books 

purchased or otherwise received into t he collection of the library

medi a center. I n the li brary- media center where the wri ter is 

10Ame r ican As sociati on of School Lib r ar i ans, s t atement 
entitled "Schoel Librar ies as I nst r uctional Materia ls Centers, 11 

udorted at the American Li brary Assoc iati on Convent i on , Mi ami, 
Florida, 1956. 



13 

e:;1p l oycd , only books are listed i n t he "access i on l.J ook. 11 Other mater

i al s are recor ded i n ca r d f iles which serve as accessi on records. 

Acces s ion Number: The access ion number i s a pr operty number 

opplied t o a book or othe r ar ti cle when i t i s r eceived i nto the col

l ecti on. No t wo books or other ar ti cl es ever have the same accession 

number. Numbers al one are usual l y app l i ed to books, wh i le ot her media 

have numbe r s wi t h l et ter pr e f ixes . For i nstan ce , the numb er 332 woul d 

he gi ven to a book, whi le FS-332 would be gi ven t o a f i l mstri p. 

Acqui s i t i on : Acqui s i t i on i s a con t i nuous process whi ch 

i nc l udes compi ling of t i tles or descript i ons of other medi a f or 

fut ure purchase , preparat i on of actual or ders , and recei vi ng of 

mat er i als i nt o the collec t i on. 

Admi ni s t ra ti on : The admin i s t r at ion of t he school includes the 

pr i ncipal and the ass i s t ant princi pal . 

Assi s tant Librar i an : The second l ibr ar i an i s dP. s ignat ed as 

t he ass istant l i brarian . She l s re spons ib le for ce r t ai n speci f ied 

duties as well as r outine duties and r eceives inst r ucti ons and as s ign

;nen ts for other work: f rom the li brar i an. 

Audi o- visua l : Sometimes used as an adje cti ve and somet i mes as 

a noun , the t erm "audio- vi sual " refe r s to an y materia l (or equ i pment 

For t he use of t hat mater i al) which rel i es upon recepti on by hear ing 

(audi o) or seei nq (vi sual) . See "non- pr int med: a ." 

Call Number : The ca l l numb er i s t he l ocati on ~ui de by whi ch a 

user find s the book or other media i n t he li brary - medi a center . On a 

hook , i t usuall·i cons i st s of a numbe r f rom the Dewe y Deci mal Sys t em 

over t he fi rs t t hr ee l etters of the autho r ' s last name . These are 



lettered on the spine of the book about two inches from the bottom. 

The cal l number may be appl ied with ink , with a stylus and transfe r 

paper , or on a typed l abel. Call numbers f or othe r media are usually 

their accession numbers. 

14 

Card Catalog: The card catalog is a cabinet with small 

drawers for holdinQ 3 x 5 inch cards for all books and other media in 

the l ibrary-medi a center . Each title is represen ted by at least t wo 

cards filed by author and title ; and some titles have cards filed also 

by subject, pub l isher , co-author , illustrator , or editor. 

Check-out: Check- out of a cook or ot her materi al is accomp

lished when the person wishing to use it s i gns hi s or her name on a 

card at t he loan desk . 

Curr iculum : The curriculum is the plannad program of studies 

offe red by the school . The connecti on with t he library-media center 

is that the library collection nus t SLpport the curr i cu l um with 

related mater i als. 

Dewey Decimal System: Puhl~ sr.ed i n 1876 by Melvil Dewey , the 

Dewey Dec imal System i s a system of numbers by which any book (or now 

also other media ) may be classifi ed by sub j ec t mat ter and shelved with 

other materials of li ke sub j ect matter . 

Education: Educat i on i s t he develop~ent of knowledge and 

innate abilit i es within a person t hrough exoosure to exper ience , 

study , and train ing . 

Faculty: The faculty consis t s of the teachers and adminis-

trators of a gi ven school . 

Libr ar i an : The li brarian is t ha depar t ~ent head of the 
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library-medi a center, the one to whom the principal communicates 

lnstr1Jctions and who makes the f i nal decisions on policy and finances. 

Library : See pages 10-12. 

Loan Desk: The loan desk i s also re f erred to as the circu

la tion desk and the check- out desk. It i s the counter at which one 

s juns f or whatever mater i als he i s borrowi ng from the library-medi a 

center . 

Media Center : See pa~es 10-12. 

Non- pr i nt Medi a: Non-pr i nt media are mater i als other than 

books , p,rnphlets, 1naqaz ines, and newspapers . Filmstri ps and records 

arc tha mos t numer:::ius of t he non- print med i a in the library-media 

ccriter . 

Overdue : Library - medi a center mater i als are overdue when the 

date on which t hey were to be re turned has passed . 

Peri odicals : Peri odicals are publ i cations which are prin t ed 

at s tated i ntervals . Magaz ines and j ournals of professional organ

i zat ions are classified as per i odicals. Newspapers are not usually 

called periodicals . 

Pol i cy Manual : A l i brary - ~edi a center pol i cy man ual is a 

wr it t en comp: lati on of r ules , regu lat i ons , pol ici es , procedures, 

and □ tiler i t ems re lat ive to the admini s t rat i on of a l ibrary-medi a 

center . 

Rc fereri rn Books: Any book may be class ified as reference by 

the .ludqrnent of a librarian . Encyc lopedi as and dictionaries, at lases, 

~io11 r aphi cal references, and handbooks are examples. Reference books 

ar~ 1Js ually used i~ the l i brary- media center and are not checked out 
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wi thou t speci al permi ss i on. In most l i brary-medi a centers, these 

rJOoks are marked w.i th an "R" above the usual call number . 

Selection Ai ds: Selecti on aids are books or peri odicals which 

revi ew for t he l ibrar i an books and ot her medi a whi ch are sui table for 

t he school l i br ar y- r.ie di a cen t er. Most standard-set ti ng agencies pro

vide recommended l ist s of select ion ai ds as reliabl e sources of 

reviews. 

Shelf Li st : The shel f l i s t i s a smaller card f: le than t he 

card cata l og. It con t ains one card f or each book i n the library

medi a cent er, f iled ~y the aut hor ' s l ast name wi t hin each numbered 

clas s i fica t i on. I t con ta i ns pur chase i nformati on and i s also used for 

taki ng im,en to ry . Shelf l i s t informat ion for r.iater i al s other t han 

liooks is kept j n V- f i l es i n t lm l ib rary- medi a cente r where t he wr i t er 

j s emr,loyed. 

St at einent of Doo k and Other Medi a Se l ec t i on Poli cy: The 

selec t i on pol i cy s tat ement i s us ually es t abl : shed by agr eement bet ween 

the l ibrari an and the schoo l pr incipa l , of t en in consultat ion wi t h 

teachers and s omet i mes other persons . I t may be approved by t he 

s11pc r intendent of s chool s and/ or the board of educat i on . It se t s 

ror t h s t andards by whi ch books and ot her med ia wi l l be j udged and 

se l ected for t he col lect i on. I ~ : s especi ally valuab l e when ques ti ons 

or censor s hip ari se , and it us ually con t ain s procedures f or handl i ng 

cor.iplai nts about medi a select i on. 

Study Carrel (Car r el l ) : Study carr el s are indi vi dual desks 

for private s t urJy . "Wet " carrel s are t hose whi ch have electr i cal 

coni1ec -U ons; "dr y" carrels 1·1ave no elect r ical conne ctions. 
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Vert i ca l Fi le : The vert i cal f i le is a collection of pictures, 

cl ippi n~s, art i cles, pamphlets, charts , maps, and other ephemeral 

m□te ri dls whi ch are kept i n f i le fo lders in a f i ling cabinet. Such 

materials may be tised in the l ib r ary - med i a center or may be checked 

out accordi ng t o the center regulati ons. 



CHAPTER II 

REVI EW OF THE LITERATURE 

I . GENERAL SOURCES AND GUIDELINES 

Li terature of the fie l d of library science ~akes numerous 

references t o procedures for performing li brar y- media center t asks 

and the es t ablishment of ru les, regula tions, polici es , and methods . 

However , as previ ously noted in Chapter I , as f ar as can be det ermined , 

tt,ere i s no published guide to writ ing an admini strative policy manual 

for the s chool library- media center . One 11us t survey a vast quantity 

of' library literature in order to find, located i n many sources, 

•1uide l i nes f or the comp i l ing and writing of procedures and policies 

10hi ch should be included in a pol icy manual. 

Li brary Litera tu re , 11 an index s imi la r to Readers' Guide to 

Per i odical Li t erature, 12 lists publ i cat i ons in the fi eld of library 

sci ence . It was a bas i c source of tit l es of books and other mater -

i als used i n this study . Books and per i od i cal s i n t he fie l d of 

l ib rary science locat ~d i n t he Feli x G. Woodward Library at Aust i n 

Peay Stat e University and curr i culum gui des in t he Learning Resources 

11Li brary Literature . Annual wi t h supplements . (New York : 
The H. W. Wilson Company) . 

12Readers ' Guide to Per i odi cal Literature . Annual wi t h 
su11p lE?ments . (New York : The H. W. Wilson Company. ) 

18 
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Ccnt□r there yi elded mater ia l and bibli ographi c references. Libr ary 

sc i ~nce tex t books and other mater ials owned by the writer, as well as 

ma t □ri als from the Di ckson Coun t y Seni or Hi gh School library-medi a 

cent.er were used. Guide l ines for library - med ia center procedure and 

r E? qui rements f rom the St at e of Tennessee Department of Education, the 

Amerl can Li brary Associati on, the American Associa tion of School 

Librarians, t he Southern Assoc iation of Colleges and Schools, and t he 

Noti onal Council of Teachers of English wer e also consul ted. Va luable 

addi t i onal re ferences W?. r e the policy manuals and other mater i als 

r ecei ved f rom l ibrar ians, liorary - media supervisors , and educationa l 

aq~nc i es at var i ous levels of gove rnment . 

As evi denced by r ereated bi bli ographic refe rences in man y of 

the m~terials SL1r vey ed , two publ~ shed wor ks contained ~at er i al whi ch 

wa □ basic t o the cstab li~ rnent of written procerlt1res and poli ci es in 

the schooJ library- media cen t er . They were the qu ide , publi shed 

iointly by the A~e r i can Li brary Association and t~e N~ti onal Education 

nssocJation, St anda rds for Schoo l Media Programs ,
13 

and a book by 

/\zjle Wo ff ord used as a text in ~an y school s of l ibrary science, 

14 The School Li brary a t Work . Thi s lat ter was one of the few books 

1"hich presented sample procedur2s for almost ever y process which is 

carried on in t he s chool l i brary- ~edi2 center . Alt ou~h copyri gh t ed in 

1~5 1J, t hi s book i s cur rently cons idered a basic reference for l i br ar y 

13American Li brary Assoc:ation and the Nationa l Educat ion 
Assor. i ati on , Standards fo r School Media Programs_ (Chicago: A~erican 
Librar y Associ ati on; Washi ngton : National Ed 11 cat1 on Assoc1at1on, 
1969) . 

14wofford, op. ci t. 
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pr oced ure. Many of the mechani cal processes of the l i brary-medi a 

center do not ct,ange, although many changes of other ty pes do con

stantly occur. Three books wh i ch were of more recent publication, and 

wh i ch provi ded excellent supplementary mat erial relat ive to new 

functions of t he school l ibrary- media center, were The School Li brary: 

a Force f or Educational Excel lence, by Rut h Ann Davi es, 15 Developi no 

Mult i - Med i a Librar i es, by Hi cks and Ti l l i n , 16 and Readings in Nonbook 

Librarianship, by Jean Spealman Ku j oth. 17 The l at t er two gave emph-

as i s t o processi ng and ca t alogi ng of vari ous non-print medi a, whi le 

th□ former s t ressed t he i nt egrat ing of librar y- medi a center fu nct i ons 

wi th all areas of the school curricu l um , with less emphas i s on 

mechan i cal procedures. 

II. MEDIA SELECTION POLICY 

Us ual ly t he f irs t i tem menti oned by those persons with whom 

the writer di scussed thi s study was the 11 Stat ement of Book and Other 

Medi a Selecti on Pol i cy . 11 Thi s was also menti oned i n every wr iting on 

l i brary-medi a center pol i cy. Especi ally was i t s tressed by the publi

cat i ons of t he Amer i can Li brary Assoc i at i on and the Nat i onal Counci l 

of Teachers of English. Although many libr ar i ans had never had 

occasion t o n□ed the backing of an offi ci al selection poli cy state

ment because of never having had any complain t s about the type of 

15D . . t av1es, op . c1 • 

16 · d T· 11· c1· t Hi cks an 1 1n , op . • 

17Jean Speal man KLij ot h , Readi ngs i n Nonbook Li br ari anshi p 
(M2 t uchen : The Scarecrow Press, I nc . , 1968) . 
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materials in their library- medi a centers, it was a well-known fact 

that many other l i brar i ans, on the other hand, had been gratef ul f or 

t tiei r foresight in having such a policy statement. It was considered 

QOOd insurance to have at hand sho~ld some citi zen question the merits 

of some book, film, or other articl2 of mater i al in t he school library

medi a center's collection. 

In connection with procedures for handl ing complaints, even if 

none were expected, it was recommended t hat a school l i brary-media 

center have copies available of a f orm C?lled ''Cit i zen's Request for 

1-~cconsideration of a Wor k" 
18 

or a s i mi lar form. Oft en, if a com

plainant were made aware t hat he must aff ix a s i gnat ure t o an offi ci al 

fcr ra , he migh t become less voca l ; and t he Fac t t hat t he library-media 

center was prepared f or such complaints and prepared to de fend i tself 

was considered a de ter r ent to shorts i ghted complai nt s. 

There were many examples i n l ibr ary l i t er at ure of poli cy 

s t atements f or book and other medi a se lection . Most of them were 

copi ed from actual pol icy statements used by schools or school systems. 

The basic sample, howeve~ , on which near l y all of t hem have been based , 

was provided by the Amer ican Associati on of School Lihr ar i ans , a 

rl ivl sion of the Amer i can Li brary Associat i on . I t was entitled 

"Polici es for Select : on of Inst r ucti onal Mater i als" and was con t ained 

i n a leaflet entit led Po licies and Procedures for Sel ection of 

18National Counci l of Teachers of Engl i sh, The Students' 
Right to Read (Champai gn : The Counci l, 1962), p. 18. 
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Instruct i onal Materials.
19 

The sample form was credi ted to the North 

Caroli na Department of Public Instruction. 

A selection policy may be drafted by the l ibrar i an of a school; 

but it is usually approved by the school principal, and/or the faculty, 

the superintendent, and local board of education. The higher the 

aprroval, t he more strength the policy has; however , in some systems, 

no approval beyond the local school is qi ven . 

In most policy statements relati ve to selection, the following 

documents were included by reference and/or appended, either in total 

or i n par t : "The Li brary Bill of Ri ghts, 1120 "The School Library Bill 

21 of Ri ghts for School Library Med i a Progr ams," and The Students • 

Hi ght to Read.
22 

These documents aff i rmed t he r igh ts of the student 

under the Firs t Amendment , and t hey of fe r ed t he l ibrar i an and the 

school admini strat i on backing for llroad select i on of materials, should 

quP.s tions of censorship arise. 

Eman uel T. and Joyce S. Prost ano gave the following sug

~esti ons relative to t he selection pol icy stat ement ' s contents: 

Typically the pol i cy statement wi ll : 

19American Associ at ion of School Librar i ans, Policies and 
Procedures for Select i on of Instruct i onal Mat eri als (Chicago : 
American Library Associat i on , 1970 ) , p. 3- 4. 

Z□American Library Assoc :'. ati on , ''The Libr ary Bi ll of Ri ghts" 
(Chi cago: American Li brary Assoc i ation , 1967) . 

21American Associat i on of School Librar i ans . "The School 
Li brary Bill of Rights f or School Li brary Medi a Progr ams " (Chicago: 
American Library Association, 1969 ). 

22National Council of Teachers of Engl i sh , op . cit. 



1. Be compatible with th2 philosophy of education 
for t he school and district. 

2. Recogn i ze nationally s t ated ob j ectives for 
media selection. 

3. Recogni ze specific community and s tudent needs. 

4. Reco~nize the right of i ndividuals and groups, 
both with in and without the school or gan i zation, 
to question and challenge media policies, pro
cedures, and specific items selected for 
i nclusi on in the collections of the school. 

5. Include both the phi losophy and t he criteri a 
used for the selection of media.23 

23 

The Prostanos also pointed out that occasionally media policies 

were fo und which, wr1il8 not offi ci al statements approved by boards of 

educat i on, di d state administrati ve policy for day- to-day operations 

of t he school-li brary media cen t er . Official board sanction i n th i s 

case, they said , was neither r eques t ed nor given ; and the policy 

r crnai ned 11 in the fami ly, 11 so to speak. Often , t hey i mpli ed, this was 

the best proced ure when general ad r~inistrat ive react i on t o the devel

opment of a prin ted policy was negative . This often was t he case 

whRn school administrators and boards of education , who had already 

been unde r attack f or textbook select i on and relat ed poli ci es and 

practices, were not willing to create new polici es which would be 

sub.i ected to publ l c scrntiny and reaction, f or fear of opening old 

24 wounds. 

23Eman uel T. Pr ost ano and Joyce S. Prostano, The School 
Li br ary Media Center. Library Sci ence Text Ser i es (L i ttleton, 
Col □ .: Librar i es Unlimited, I nc ., 1971), P• 83. 
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III . SOURCES OF TYPES OF POLICIES AND PROCEDURES 

Followi nQ i n importance the selecti on policy stat ement wer e a 

n11m~er of other i tems relative t o which policies and procedur es should 

be s t at ed in t he school l ibrary- media center pol i cy manual. Guide

l i nes provided i n publi cat i ons of recognized standard- setting 

or~ani za t i ons r eceived firs t cons i derat ion when deci sions were made 

as to what was t o be i ncluded i n the offici al policy manual. 

Among the phases of librari anshi p covered in the booklet , 

Standards for School Med i a Pr ograms, 25 were the following : Ser vi ces 

or the s t aff ( j ob descr i ptions), accessibi lity of materi als (s helvi ng 

arranqement , etc . ) , organi za t i on of mat er i als ( i ncluding commerci al 

processing) , and exp8nditures . 

Pr i nciples and Standards of Membership of the Commission on 

SccomJary Schools of the Southern Assoc i at i on of Colleges and 

Schools26 i ncl L: ded t he follow:ng des i red fu nctions of the l ibrary-

1neci i a center : Planning wi t h teachers the use of t he center; 

ins t r uct ing pup i l s in the use of mater i als and guid i ng their r eading 

and research ; acqua int i ng those served by the center with its col

lection and potenti al services and uses ; the acquisition, organi zation, 

25Amer ican Library Associ at i on and the National Counci l of 
Teachers of EnDl ish , op. ci t . 

26southern Associ ation of Colleges and School s , Princi ples and 
Standards of Membershi p (Atlanta: Southern Assoc i ation of Colleges and 
Scl1 ools , 11J7 3), p. 2. 
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and cata l oging of materials; and training and supervis i ng the services 

or 3dditional per sonnel needed to provide adequate services. 

Rules, Regulations, and Mi nimum Standards of the Tennessee 

State Board of Educa t ion
27 

set the following requirement s for school 

librar i es, all of which necessitated wr i tten policies and proced ures: 

Materials Collect i on 

1. Books 

The book collection shall consist of books selected 
t o meet curr i culum and recreati onal needs, and 
adapted to the read i ng ab i lity and i nd ividual needs 
of the students . These books shall be selected 
fro m l i st s approved by t he State Board of Education . 

2. Per i odi cals 

A s chool having a cur rent average dai l y at tendance 
of more than 300 s t uden ts s hall s ubscr ibe to 10-20 
different per i odicals, sui table f or hi qh s chool 
qrades . Per i od i cals s hal l be properly fi led and 
kept for the per i od of their use fuln ess . The school 
l ibr ary s hall subs cr ibe t o the Reade r s ' Gui de or 
Abr i dqed Readers ' Guide . 

3. The school l i brary shal l have avai lable a local 
paper and one presen t ing news on both t he s t ate 
and t he nat i onal level s. 

4. Audi o- vi s ual mater i als 

A basic collection of audio-vi sua l ater i als shal l 
be provided i n s uf fici ent var i ety, quant ity, and 
quality to s upport t he instruct ional pr ogram i n 
all areas . 

Use of Li brary 

Instruction i n t he use of the l ib ra ry s hall be t he 
j oint responsibi l ity of the librar i an and the 

27Tennessee St ate Board of Ed ucati on, Rules , Regul at i ons, and 
T State Board of Education, Minimum Standards (Nashvi lle : ennessee 

1973), pp . 82-83 . 



t eQcher . The pupils shall be taught how to use 
books and other mater i als in connect ion with 
the i r class work and shall be qiven qui dance in 
reading f or pl easure . Provisi ~n shal l be made 
i n ~he program fo r every chi ld to have oppor
t uni t y to go to t he libr ar y. The li brar y shal l 
be open t o student s the ent i re school day . 

Organi zati on 

There s ha ll be provi ded as a m1n1mum f or all 
school s: ( 1) systematic pl an for the select i on 
and the acquisit i on of books and ot her materials· 
(2) books classif i ed by Dewey Decima l System, ' 
mar ked and proper ly she lved ; (3 ) adequat e l oan 
s ys tem ; (4) shel f l i s t ; ( 5) informat ion (vert i cal) 
file , s ystemat i cally or qanized and kept up-t o
dat e ; (6) card catalog . 
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A s uggested ou t line fo r a school l i brary - media center po li cy 

book f rom the State of Tennessee Departmen t of Education28 included 

t he fol lowi ng i tems , as well as other s pr eviously ment i oned : Behav

ioral ob.iecti ves ; li brar y- medi a speci ali s t ( libra r ian) - t eacher 

relat i onships; schedule ; budget ; circulati on ; r eports- record keepi ng

invento r y ; s elect ion and acquisiti on of all mater ials , including 

sour ces , gift s, weed in g , and s ales representa tive s . 

Additional items t o be inc l uded in a poli cy manua l were t hose 

no t e~ in res ponses of l i brarians to the ques tionna ire of the sur vey and 

i n act ua l pol icy man uals acqu i r ed f rom other sour ces . Some of t hese 

were : Control of overd ue materials; r ules and regulati ons; ph ilosophy 

and object i ves; di scip l i ne ; control of number of s t udent s in library 

media center · and add i t iona l servi ce s t o f aculty and s tudent s. 
' 

28chr i s tine Br own , State of Tennessee Department of Ed ucation , 
Materi als for Si x-County I n-Servi ce Pr ogram at Waverly , Tennessee , 
August , 1972. 
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As the act ual l i br ary- media center administ r ative policy manual 

(Chap ter V of t his study) was written, other sources were utilized as 

ci tE?d therein. 

As i ndicated be f ore, t here was no specific publ ished litera

t ure avail3bl E? rm "How to Wr i te a Poli cy Manua l. 11 It was necessary, 

then , for the followi ng to be cons i de r ed before the task of compiling 

a po l i cy manual was begun: 

1. What are the polici es and procedures n □u J in effect 
in t he given schoo l l ibrary-med ia center? 

2. What ot her pol i ci es and pr ocedures are r equired by 
direct i ve or i mplied by gui del i nes of recognized 
agenci es in aLthority? 

3. What other rout i nes , servi ces , and acti vities are 
s uQqes ted by author itative wri t er s in t he f ield 
of l ibrary sci ence? 

4. Wh at other r out ines , servi ces , and activ i ti es are 
suqgest E?d by practic ing l i brari ans in their written 
polici es und procedures? 

5. What ather routines , se r vices , and act ivities are 
requi red by t he school ' s curriculum , faculty , 
admi nistrat i on , 3nd/ or student body? 

6 . How cun poli ci es and pr ocedures for each operation 
of t he l i br ary- media center bes t be worded for t he 
maximum benef it of a l l concerned? 

7. Wh at supplement ary or apoended matP.r ial woul d be 
mos t 11se ful fo r thi s l ibrar y- med ia cent er s i t uat i on , 
both for t he present s t aff and f or t hose o follow? 

8 . Are items being consider ed actual ly rel eva t to t he 
l oca l s ituat i on? 

It was wi t h t hese quest ions in mi nd that t his s tudy , sur vey, 

und wri ting were begun. No one poli cy manual was co~i ed; no one 

writor in the field was taken as t he sole author ity on any one area 



or library-medi a center operations. Followi ng the philosophy of the 

Dickson County Senior High School, and temper ing standard rules, 

regu lations, and procedures with common sense, the librarians at 
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that school developed what they believe to be the best procedures and 

pol i cies f or their part icular si tuat i on. It i s true that all library

med i a centers are al ike in many respects; but it i s al so true that 

each one is a little li ke each child. Each library-medi a center has 

its own personality, its own responsibil i ties to i ts own school and 

t o i ts own school populat i on--teacher s, admini s trat ors, and s tuden t s-

and , in t his respect , is like no other l ibr ary- r.ied i a center in 

r.xiste11 ce. Therefore , although much was gleaned from r eading the 

idoas of others , and much of this materi al was used , t he result ing 

l i ur ary-media conter po licy manual, which was the final port ion of 

this study , was directed t oward one library . It i s hoped that other 

lib~arians who read this s tudy and t hi s r.ianual will f:nd useful 

information there in ; however, t hose l ibrar i ans are admoni shed: Write 

yo m own manual to fi t your own s ituation , while incorporat i ng the 

uest of ideas f~orn all sources avai l able; and , above all , BE SENSIEl.E. 

Thi s was the premi se upon which thi s manual was wr itten . 



CHAPTER III 

THE SURVEY 

I. THE QUESTIONNAIRE 

A questi onnai re to high school librarians was suggested by 

Dr. Fred Bunger, maj or advi sor. It was presumed t hat perhaps few 

l ibrarians contacted would have written library-med i a center pol i cies 

wh i ch they could or would be able to supply . If a questionnai re were 

ir1 cluded i n the survey, then some informat i on would be gained f rom 

eocll respondent, whether or not he or she could provi de any printed 

mate r i als. Th i s proved to be a worthwhi le s uggest i on , as twenty

seven of thirty librarians con tacted r eturned tlle i r questionnaires. 

On ly four of these librar i ans sen t copies of t heir pol i cies, rules 

and regulations, or procedures. None of these was an actual booklet

t ype 1~an uo l for an indiv i dual school . Most mater i als consisted of 

me rely a few pages of r ul es ; some contai ned book selection policies. 

One was a count y system man ual. Most l i brar i ans returning t he 

questi onnai re s tated t hat they had some wr i tten pol i ci es and pro

C8dures, but t hey cou l d not provi de cop i es . There fore, as f ar as 

those persons contacted in school - library-medi a center s were concerned, 

~□ st of the useful i nformat i on provi ded was i n their answers to the 

i tems on the questionna i r e . 

The questionnaire was prepared after considerat i on of the 

questi ons listed at tile end of Chapter II and after ext ensive reading 
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r clut ive to l ibrary- medi a center policies and procedures. A draft of 

t he ques tionna i re was submitted to Mi ss Christine Brown, Supervi sor, 

School Library Servi ce, State of Tennessee Department of Education, 

for sugqesti ons . Her suggestions were incorporated , and t he quest i on

na i re was prepared i n final form. It, together with a f orm letter, was 

clupl i cated and mailed to t hi r ty high school librarians . (See "Appen

dix," page 155.) It was the feel ing of the wr i ter that those schools 

i n ~eographical proximi ty to Di ckson , Tennessee, wo uld be more li kely 

to have simi lar character isti cs and situations evident i n the oper

ations of the i r school library-media centers . The random samp l inq 

for ma i ling was acqu i r ed fr om a list of high s chool l i brarians in the 

Mi ddle Tennessee area. The l ist was pr ovided by Miss Ch r istine Brown. 

Quest i onna i res were sent wit out knowledge as to the s ize of 

the school populat i on s . It developed that one was under 400 , ten from 

401 to 600, one f rom G0 1 to ODO , fi ve f rom 801 to 1000 , and t en over 

10□□ • Dickson Coun ty Senior Hi gh School i s in t he "over 1000" group, 

so these last ten would he schools of s i milar s i ze . 

Although a mi meog raphed form letter was us ed , librarians were 

adnressed by name , i nd ividually. A personal, follow- up l etter was 

wr itten, llouever , t o ten of the l ibrar i ans who h3d not responded at 

the end of one month. Seven of tl1ese ten responded within another 

month; it was then assumed that t he other three we r e no t going to 

r espond, and da t a were comp iled on t he bas i s of twenty-seven returns 

of thir ty sent. (See "Appundi x , 11 pacJ e 157, for let te r of t ransrni ttal.) 



The primary purposes of the questionnaire were as follows: 

1. To determine the incidence of wri tten pol ici es and 
procedures in the high school library-medi a centers 
surveyed. 

2. To detnrmi ne which li brary- medi a center operations 
librarians considered requiring written policies 
and procedures. 

3. To determi ne whether cop i es of printed pol i cies and 
procedures mi ght be s ecured . 
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The size of each school was also noted, as previously mentioned, 

and whether or not t he system had a library- media s upervisor or a 

system manual for library-media centers . 

Table 1 (Page 32) shows t he number and types of schools i n the 

survey which did or did not have pr inted policies, boo\: or other type; 

Table 2 (Page 33) shows the number of school li br ary- media centers 

hoving printed poli cies on t he items listed in the questionnaire. 



Ta!: le 'i 

Number and Types of Schools with or wi t no~t Pr i nted Poli c i es 

With Wi t ~out W::..th Without With School Without School With Other With i\:o 
School Super- Sup2r- System System Pol i cy Policy Written Wri tter 
Population visor visor l'-ianual Ma o1 ual Manual Manual Policies Pol i cies 

Under 400 
1 1 0 1 0 0 1 1 0 

401-600 
10 1 9 2 8 3 7 3 4 

601-800 
1 0 1 0 1 D 1 0 1 

801-1000 
5 2 3 1 4 D 5 3 2 

Over 1000 
10 4 6 1 9 1 9 5 4 

Total 
27 8 19 5 22 4 23 12 11 

\.,J 
N 



Table 2 

Number of School Library-Media Centers 
Having Pri nted Policies on 

the Items listed in 
the Questi onna i re 

rol i ci es/Proceduras Number Li brary-Med: a Cent ers 
Havi ng Wr i t ten Poli ci es/ 
Procedures (27 Respondents) 

Select i on of Books & Other Mater i als 
Approved by: Pr i ncipal 

Superi ntenden t 
Supervisor 
Board of Education 
Facult 

Ci ti zen 's Reques t for Removal of Mater i al 
f rom library-~1aci a Center 

Other Censorship Pol icies or Procedures 
Lihr ary-Media Center Object ives 
Li brury-Media Center Ph i losophy 
Job Descri ptions for Library-Medi a Canter Sta f f 
Purchasing of Books and Other Mater ials 
Processing of Books and Other Mater i als 
Ca t aloging Procedures 
RP.ceiving Procedures 
Accountin□ of Funds 
Li brary-Med i a Center Rules and Regulat i ons 
Discipline i n the Li brary-Med ia Cente r 
Control of Number of Students Using Fac i lit i es 
Shelf List 
Accession Book 
Li brary-Medi a Center Lessons 
Control of Overdue Materials 
In \/entor 
Consideration File 
Vertical File 
Gifts 
Circulation Record 
Services to the Facul t y 

14 
3 
3 
3 
3 
2 

7 
4 

12 
11 

5 
9 
6 
6 
3 
8 

13 
10 

5 
11 
10 

5 
13 
8 
8 
7 
7 
9 
7 
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I I. ACQUISITION OF POLICY MANUALS AND OTHER MATERIALS 

From the beginning of the study , it was □ vi rlent that few 

:'.1i:J r. cr.i.ols would Lie for t hcomi ng from those librarians contacted in 

IJH~ s1 ,r vey. ThereforP. , efforts were made also to secure manuals and 

otl 1r.r materials f rom other sources . Fourteen system library- media 

'.,1 ,pc r vi sor s were se lected from a l is ting provided by Mi ss Christine 

Drown of the State of Tennessee Department of Education . A f orm 

l:2 Ltcr (See "Appendix , " page 158.), individually addressed, was sent 

~n ea ch of the supervisors r equestina copies of any materials 

;~vail :ib le . (See ",':\ppend i x," page 160, for li st j_ng of supervi sors . ) 

Fi 11 r. of these rnsponded with materia Js . Fi ve o her miJnuals were 

rn irchasP.d or acquired free fr om agenc i es that hnd provi ded mater ial s 

~i tr.d in liter i:1 ture , or that had provided l ibrary copi es of mater ia ls 

~u t.he Lemnin!J Resources Center at Aus t in Peay Sta te University. 

t:np i cs nf manuals from the f Les of Mi ss Christine Brown were 

l1 orrowed ; and Mrs. Irene Pr octor, Li brar ian at Fort Campbel l Hi gh 

!i~hnn J , Fo r t Campbell , Kent ucky , and former instruct□r of li brary 

scir.r1ce , provided man y materials . A s ys tem manual previously written 

! ,y Mrs . Proctor was al so consulted. 

The fol l owi ng ma: erials were acquired : 

Wr i tt2n Policies not Included in a Manual 

Bradley County , Cleveland , Tenne~see 
David Crockett Hi gh School , Wash i ngton County, 

Jonesboro, Tennessee 
Pearl Hi gh School, Nashville , Tennessee 
Waverly Central High School , Waverly, Te nnessee 
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Manunls 

Ch i cago Public Schools, Chicago, Illinois 
Dependent Schools, Fort Campbell, Kent ucky 
Detroit Publi c Schools, Detroit, Michi gan 
Greenev i lle High School, Greeneville, Tennessee 
Idaho Department of Educat i on, Boise, Idaho 
Knoxv i lle Citv Schools, Kno xvi lle, Tennessee 
Los An geles City Schools, Los An ge l es , Ca l iforni a 
Madison County Schools. Jackson, Tennessee 
Marshall County Senior Hi gh School, Lewisburg, Tennessee 
Memohis City Schools, Memphi s. Tennessee 
North ~! i lls School District, Pittsburgh , Pennsylvania 
Oakland Public Schools, Oakland, California 
Patr i ck Wilson Library, Montgomer y Bell Academy, 

Nashvi lle, Tennessee 
Robertson County Schools, Spr i ngfield, Tennessee 
Texas Educat i on Agency, Aust i n , Texas 
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CHAPTER IV 

CONCLUSI[J\JS AND RECCMMENDAT IONS 

CONCLUSIONS 

The followin g general conclusions were reached as a result of 

t he research and survey which were the basis of this study: 

1. 

2. 

3. 

Although the need for l ibrary-media center policy 
manuals has been recognized and frequently empha
sized by t eachers of library sc ience and library 
supervisors, writers of library literature gave 
little attention to t he need for a ouide fo r 
Jibrarians to use in compiling s uch -manuals. The 
writer was not able to l ocate any book , ar ti cle, 
or paper other than mimeographed outlines provi ded 
by an area library- medi a supervisor . It was con
cluded that not on ly was there a neerl fo r po licy 
manuals, but there was a great need for a guide. 

Because there did exi s t standard procedures for 
most library-media center r out i ne s and practi ces, 
the wr iter was able to locate references t o these 
and follow them as g~ides for portions of a pol i cy 
man ual. However, it was necessary to secure , 
hand le, and study an endless number of publ ica
t i ons in order t o find materia l on ever y area on 
which there should be written policy. The con
clusion was that there should be sour ces t o which 
librarians may refer which are as all - inclusi ve 
as possible, s i nce most librarians have lit tle 
time for in-depth re search . 

Since each l ibrary- medi a center has i ts own 
requirements and it s own schoo l - com~un i ty_envi: 
onment and since differen t writers and l1brar1ans 
place ~mphasis upon different items, sug~estions 
relative to practices and procedur e~ vari ed. _It 
was concluded that, although many l1brary - med1a 
center procedures and rou t ines were standard, 
variations were necessary in order to conform to 
loca l situations. 
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sturly : 

4 . Most hi gh school library- media centers in the survey 
area had few or no written policies, especially i n 
booklet or manual form. It was concluded that this 
was because there is not time avai lab le for most 
li hrarians to perform this task. 

S. It was concluded tha t, since the learning materials 
within a school a ffe ct the entire communi ty, when 
possible and practica l , librarians should consult 
others relative to selection of materials and 
pol icy formulation. Depending upon t he local 
situation, others consulted could i nclude any or 
all of the following: students, faculty , admin
istrators, board of educati on members, parents, 
and other citizens . 

G. Because it is oft en necessary t o adapt procedures 
as time passes, as situations change , and because 
some of the many procedures wi l l often be over
looked as a po l i cy manual is written , i t was 
concluded that a manual which was mai ntained i n 
loose- leaf f or m woul d he most useful and conven
ient for i ncorporation of changes. 

7. A f i nal , over- al l conclusion was that wr i tten 
procedures were necessary for sound opera ti on of 
the hi gh school library - medi a center , both for 
eff i ciency and consis t ency or perfor mance of 
everyday tasks and for t he nai ntenance of admin
istrative support of the deci sions made by the 
library - mQd i a center staf f . 

f~ECrnM ENDiC\ TI (JIJS 

The followin g recommendati ons were out gr owths of thi s 

1. It ~s r ecommended t nat , if no pul.Jlish~cl 1Juides 
appea r to be f or thco~inQ, library - media super-

. t some leve l l ocal or above, s l1ould visors a '" , . . 
provide i ndividual l i brarians with out li~es 

h' h gi ve bas i c topi cs which shou ld be included 
~ni ~he pol icy manual . Each li brari an ~ould _then 
adapt the bas i c out l ine t o the local sit uation 
without research to determi ne what shoulo be 

included. 
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2. 

3. 

[" 
::., . 

It is recommended t hat broadly-worded policy 
manuals be written on system level s i n order 
that l il1 rarians i 11 i ndi vi dual schools of cJ 

system will follow cons i stent practices where 
this is poss ib l e . 

I t is racbmmended t hat admini strators on t he 
local l eve l and above be made aware of the need 
for policy man ~als and for li brarians to be 
provided time for preparing them , as th i s i s 
an area of prime importance relat i ve to the 
administration of the school itself; and 
librarians s hou ld not be expected t o per f orm 
this task en t i rely on thei r own time . 

It i s r ecommended t hat l i brarians should , with 
respect to select ion a7d mos t poli cies and 
procedures, seek mo~8 aciv ice, consul t at i on , and 
approval from others s uch as st udents , fac ulty , 
administrators, board of educati on members, 
parents, and / or othe r cit i zens. 

It i s recorrrnended t r.at libr ari ans co~suJt wi t h 
each other, whe n possib le , in order t o establi sh 
common areas of agr eement , especiall y wi t hi n a 
system, before writing their pol i cv manuals . 
This is esper.iall y rec ommended i n the absence 
of printed guides . 

6. A final r ecommendat i on i s that each l i brary 
media center, f or i ts own ef f i c i ency , cons i stency, 
and pr otec tion , s t ate its po l icies i n writ ing , 
pre ferably i n loose- l eaf , booklet for m. 
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CHAPTER V 

THE MANUAL 

On the followin g pages are t!1e fi nal result s of this study-

o rroposed policy manual for t he library- media center of the Dickson 

County Senior High School. 
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POLICY MANUAL 

FOR 

THE DI Cf-1SON COU\JTY srn r □R HIGH SCHOOL 

LIBRARY-MEDIA CENTER 

1574 
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INTRODUCTION 

The li brary-medi a center policy manual on the f ollowing pages 

is the end proGuct of my master's thes i s in the Department of 

Educati on at Austin Peay State University, Clarksvi lle, Tennessee. 

The pro j ect served a two- fold purpose : t o meet the requirements for 

a thesis and to provi de the l ibrary- medi a center in which I am 

employed with its own administrati ve policy manual. I would li ke 

t o commend my advisors fo r permitting me to write a thesis whi ch has 

real practical i ty. 

This policy man ual is not fini shed . No policy manual ever is 

completed becaLise of the constant l y changing wor ld of educat ion which 

nnu risl,es the li~rar y- media center . Therefore, t hi s booklet will 

serve as an outline , a nucleus , aro und and into which other necessary 

materia ls may be added fr om time to time . The wo r kinQ copies to be 

11sed in t he Dickson Co un ty Senior High Schoo l library - medi a center 

wil l be kept in loose- leaf binders in order t hat changes may easily 

be i ncorpora ted. 

Bobbie Coleman Bowen 
Ass i stan t Li brar i an 
J une, 1974 
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THf.:: TASK OF TI E SCHC[JL LI BRARY- MEDIA CENTER 

Tll12 rollowing st □ LE!m12nt , altii □ur:i:1 prepar 13d nearly t wo decades 

utJU , s t ill s u;nm c1 rizes the purpos es und fu nct i ons □ :- Lhe school J.i brar y

;nudi a center . Thr: sta tt,:~ent uas passec y unanimous 'J □ te a :. t he 

!1u::::iness neeti_ng uf' thr: America n Associ aLur1 or·· School Li br ar i ans 

dur inf] t he A;neri cari Lil"! rc1ry Assoc i a t i on conference a t Mi ami Beach , 

F].or i.clu , J u_nc 21, 19';f..i . Il: is , there fore , an offici al st a t efllent uf 

tl ir~ Amer ican Assoc i au on of Schoo l Librar ians . 2'3 

Scl1oul 
Yltil"I) , 

Thr: Americ□n Associat i o.i of School Li~rari ans 
tJ::: ~i e•:es that th2 schoal E'.~rar y , in addi tirJn t o rJ o!.nrJ 
.:.l:s v i ta l w□r :< :ii- ~ndi1_1id 1, □ l reading gt.:irJ ar.c2 am! 
LicvelopmE!n~ oC the s choal curriculum , s hou .J.. cJ serve the 
s choo l us i3 center ror instruct ional ;,i,1L2r iul s . In
s t-. ;-11 c t ionaJ. 1n□ LP.::-jc1ls l,1clud12 hooks-- tl~c li t crah..1 re of 
ct :i ldrc r1 , ym;nq ;1r.opl 2 , and arn 1lts--otl'cr wi ;1ted 
rintcr ii:.i l s , fi l 1ns , rnco r d inl]S , fili:"l s t,ips iJr 1c1 other 
ncw2r r.1ud i u UC\/Cloped t o aid iearning . 

Tea cl1i :11J 111:; thods <1d vocat ml L' Y l E!adl! :·s Lr '.:I 1~ ' i eld 
c, f" c11 r .:- i culurr, d~ \/8l □pncnt □.i d now us :::d i r1 e; 1 crnen tary 
□ ll[J sccon,l2rv e r!, cat:on c□ ll ror extcns j , ,2 anj f re
qurcntl•; r,nml iinm:1 use o;· t I'a ji :ioricJl alrnri w:. h many 
riccw and :I~ :Tcnmt kin~ls of matc :- i:O:s . 5 : nc~ tl0 ese 
111c thod s rin1;cr1d r·o r ti-ic ; :- s ucc2ss on .:i r:1 oss - -7!;dia 
□ rp r oa ct1 to learning , ~ con venient w.:i y o f approachi ~g 
j r 1 s truction □ l ;7ateri a l s on a s uhjcct or prctJ18r.i has 1s 
trus t l;c i:nrn~rli ate .ly at f1and i.i each school. l·E stor
ic□ ll y , ] ii1rari2s of all t yp es have een estab_j ~ned 
t o pro ·., il:c conveni en t centers f or boo ks amJ r12aclrng 
Qnri f or loca~i nn :02as a~d · nfo::-raat· on i port □7t t o 
th t=? cor.1mu:ij t_;_ 2s · hay s::irvc . The i nterest □ ~oder~ 
s ct 1LJo l now has j n fi nd:.n~ amJ usi ng goo~ moticn p e-
lt !re s , sou.id rscorc i ngs , films trips , an□ other newer 

29Amer i can As s ociat~on of 
Librar y Progr ams ( Chica~□ : 
pf] . 11 - 12 . 

School Librar i ans . Standa rd s fo r 
A~erican Li brary Associa t i on , 



m;:;terj_cil s sirnoly ch allenges and gives increased dimension 
to es t ablished librar y roles . 

The school librar i an has a lways encouraged devel opment 
of appreciation f or and LJ bility t o make good and cont inuing 
1Jse of p~in~e~ ma t e r ials and l i brary s ervices. Taki ng i nto 
cJccrnint 1nd1. VJ. dual differences o f children and young people , 
the schoo l l.illrary s t i mulates and guides each child in the, 
select i on and use of materials for t he b11i lding of taste on 
approor iatc levels of r.ia t ~rity . Now ir1 [lood 1:brary prac
ti ce , t he school library also hel ps both pupils and t eachers 
to discover new mater ia ls and the equi pment needed Fo r thei r 
us e, fo r both individual and classr oom st udy and teachinq . 

The function o f an ins truct ional mater i als center is to 
l ocat e , gather , provide, an d coordina t e a school ' s mater
i a ls for learn ing and th e equipment required fo r use o f 
these mate r ials . Primary responsibility f or admi nis t er inri 
s 1 :ch a center , prod uc ing new i nstruc i □nal mater ials , and 
s11perv i s ing r e lJt1l a r orograms of in- s ervice t:::-a ~ ni nr, for 
use of ma teri a l s rr.av he tl~e province of li tJrar.:.ans , or , it 
may i~e s l 1ar P.d . In any ;:ase , t r ai ned sc:hoo) 1 i br ar 5.an s 
1nust LJ~ r~ady to cooperate wi t h others and U1 emse l ves 
serve cJS coordi r1ators , consulta nts , and s1 pervi sors □ !" 
ins tructi Oil al r~a ter ia l s s e,vicc on each level of schooJ 
mJminis tr3tio11--in t he :r,d~ vi dual school ~ui lding , for the 
c ity or coun y unit , for t.n e s ate . 

School ~ i Lra::-ians 3::- e ,10::-11ally cduca teri as t eacrer s 
a1 1LI r.1ec t stGt.~ rcqui r e,en t s for refJL l ar t P.acri i11n r. er t ifi 
c :Jt. c s . T 1ri.y rn11s t cJl s o rer.:=:i "e sr, c i a l trai ni nri i r1 
ull3l1Jsi s , c; rj1 :ca i.i onal e-Ja 1.t1 tior1, se .:.c:r::L on '. orgt1nizat~on , 
s ystemati c cli s t!' i.bu tion anc 11sE? of ir,s ~ruct 1onal matDnc:ls . 
The professiona l od uct1tion of schoo l l1L rar1~ns s houldLcon ~ 
tri iJ . 1t 2 t: 1 i_c:; LJ Gs i c kr1owled[Je as well as prov1dE? undei' s Landrnq 

0 1· f und .:i mP. 1 t;Jl 11:a rni rHJ proccssc::s, t c ac i r1g me thods , a r1~ he 
rsycl io lo 1\' of c:: l1i:Cci:e11 a~d adol cscDn ~s . Also .' sc i ·, ~ □ ~ 11 '.J~a-

. . • ~ n f -.m ~l, ar wi t n the hi story and curren L t rend~ r 1iJ nS l,'.'.J S ~ c- u ~- -

in dcv~lo□mcn~ of scnoo l c ~~ric1 la . 

I 
'" h '"' wel , _ ... r a ir,cd professional school li brar-

11 sur:irnary , u c:; - u - • - • 

l J t· ipate s e-v ~ce as bot~ a t eacnP. r and as an j_ c.1 11 s hou tJ an 1c_ - f d,.... 
· ,. ,. · l ,.,..,ter i ..,ls speciali s t. Where odequate un "' ll lS Ll'LICu1.'.JncJ .,,u , c.. • :-:i ~ 

j t - ~ a va ilatle the schoo l~trar y a , serv~ as an 
am s a1 1 areo , d. ... . '"h · str·.Jc 
ef~'r innL and DC□nomical ~et1ns of coor 1na u1 n~ L e 1n ' -
ti~ ;'~ ; 1., r.i;t □ :s i a l s and eq11.2. p01e nt needed for a 91 ~en ~c l.2001 

- - "ii uld alwa vs stand ready t o pr□ 111 de 1111 ormeu 
p1 ogram. I t~ □ . ele~ .. ion and use of both pri nted and 
Q! rida nce concerning 5 

l, 

newer me di a . 



PHILOSOPHY AND OBJECTIVES OF THE SCHOOL LIBRARY- MEDIA CENTER 

It is t he belief of the librar ians at Dickson County Senior 

Hi 0h School that tl1e philosophy and the overall, general objecti ves 

of' the school librarv- media cent er are i. dentical with those of the 

school itsel f , although the library-media center also has its own 

specific ob ject~vcs. The purpose of the library- medi a center, t hen , 

is to implement the school philosophy and obj ectives by provi ding 

materi als and serv i ces which wil l aid in accompli sh i ng the overall 

g□ ul , that of helping young pcoo le to become useful, happy citizens 

n:· t11e i r community , tl1eir state , and their nation . 

On the f ollowir1g pa i]cs iJre the ph i losophy am.I objectives of 
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t1 1c Di ckson C□ 1 mty Sonior Hi gl1 Sc i-, □□ ~ , which wEire at.lopted and approved 

Uy vo tr. of t11c f acu l t y on May 22 , 1973 . The philosophy and ob j ec tives 

were rl r a rteLl hy cl committee composed of : Ricl1ard J o11r: s , chairman , and 

r,1cmlmrs Joy Cnoksc.:y , Bennie Daniel , Truman Hibbett , fJ ancy Me nke , C::ha rles 

Pruitt , and Cor□ Ross . 

1=-ollmt.1i ng the school pl1i losophy and objecti 'J CS are the rnore 

,. , ~·a center and □ chavior a l speci fie object i vDs of the .11crarv - neu_ 

□L j ec t i v es for users of the center . 
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PHILOSOPHY OF THE DI CKSON COUNTY SENIOR HIGH JCHOOL 

We hold that the public education system of the United States 

is a cornerstone in the s tructure of the Amer i can way of life. 

We accept the challenge placed before us to create, through 

education, an understanding and appreciation for Ameri can democracy; 

a tolerance and respect for t hose who are different in race, creed, 

nationa lity , economics , or ability ; and the concep t that only in 

Freedom can the i ndivi dual best develop himsel f and society. 

JJe tJel ~ 2vc that the teacher mus t con cern 17 · msel f with all 

pl 1iJ ses n1 t he sttirl2nt ' s developrnen -- intellec tual , spiri t ual , social , 

;:mr l physi cul --anLI that all of t :iese ar e of equa l value . 

We contend that the student , as a member of society , has the 

r ioh t t o l earn and tha t we mus t , in an unpre j udiced manner, present 

t o tt ie stude nt a ] l s i des of att itudes , t heori es , assumpt ions, and 

ocncra l question s and that the t eache r mus t t ake the student as far 

as t he student ' s abi li t ies wil~ al low t~ develop the fulle s t potenti al. 

w~ ma in ta i n that students possess i ndi vidual differences whi ch 

shou lri IJe kept in mind as t tie s t udents are gu ided in the pursuits of 

pers□11;:il i nterests and needs . 

we beli ~ve that the teache r br ings t o the classroom an image 

of hi msel f and t ha t , al tt, ough h2 doe s not always arti culate his con

cept of the teacher ' s role and sometimes the image i s only vaguel y 

def ined he s t r i ves to emulate in hi s teachi ng those patterns of 
' 

behavior which are compati ble with hi s image and to elimina t e those 

which are not. 



We af f~ r m that the competent t eacher must know what he 

t eaches , l1 □1u he can bes t teach i t , and why it must be t aught. 
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We t,clieve that the teacher is a public servant every hour of 

thP. day and ti 1c:it the school hc:is a defini t e respons i hili ty to the 

comrnu:1i tv wh ich i t serves . 



OIJJECTI VES OF THE DI CKSO!\: COUNTY SEN i nR HI GH SCHOOL 

T!J !Jui l d :J t ot a l s choCJ ~. p::' oqr:im whi ch is a s Ur:iulc:i t im1 , 

r:ont ~ nu rJ t1s r. f l'or t t o i mpr ov2 t he learn i n[J en•Ji ro nr:ient nf ~he s t udent 

~n d whi ct1 i s an j nsn i rinq , in tell ectu2l environnen~ ~or prof es s i ona l 

tc .:1 chP.r s . 

Tn mai nt2 i~ a comprehens i ve hi gh school whi ch i s open nr.t 

_i1 1st t n i mpul s i ,.:e , i rmovut i vc iUr.as J tjt t o ide us nP. w or old which 

l 1 □ v e r:ierit l n l mp r ovi ro the ~cachinQ- Jear ning situati on . 

51 

Tn f:2~ i 1iar : ze the s t 11r1ent with a comolete progr am i n which he 

co f i m1 :irc ,""Js i' nr do11c ] op nont ri f h · s di fferont in tP. es t s , abi 1 i ti.es, 

Tn crcJt r. ~n n tm□ s ~~r.r r L~i c h ~r omotes he oues ti oninq s pi rit 

T;1 r. xri:-1:;,: '.il r: sL1ur:r1t to t os e ':! xper ir.ncc s w•1 i ch w l instill 

:n l· im t l•r_• dest,·r t-. n learn anc: t'1 c:1nt i nue to lr.:i r n . 

. h n h, ~, s ;. r_ ~r.~,- n t s of demo cr acy i n s chool life , T n r. >: <: :- 1p .I ; 1 \ ' , .... u" , - .... 

► i 11p 1: fuL 1J t.o r. cPT \/ nvr:r i nto f ul: ad ti l t , □ ad . 

To r1r. vr.lc n vo un~ lad i e s a d gentleme wro ca exe pl i f y 

t d behav i or i n school , ho ,e , ar.d co rrec t , i nte _r 2 ~ 

To prm, i r1 c nu idanc?. for :,he s tudent to hel 

~e communi ty . 

r i m f i nd hi s pl ace 

an under s t andi nQ of hi s i ndi vi dual a t t i t udes, needs, 
ln socir. tl_1 t hro ur: ~1 

,md i ntc r es t s . 
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To stiow U---i:: student through selected experiences t he qualiti es 

or le3dership , courage , service , dependability , and tolerance. 

To assist t he student in a sense of enlightenment and refine

men t or tas t e acquired by intellectual, philosophical , and aesthetic 

trni nini:J . 

To help t he stur1r,nt surround himself with a sense of history to 

under s t and t hat i n order fo r man truly to find and know himself he 

must 11 r1dcrstaric1 past tr2nds and cycles of ci vi li zat i on . 

To gi ve found ation t o the s tudent ' s need to improve hi s 

at t itudes toward !1ealth and safety ~y making him aware of the health 

and safeLy benefi ts en j oyed today . 

To clcvelop th rough the medium of phys i cal training a sense of 

Lmmwor :< , sportsmanship , the wi2.l t o win , de termi nat i on , and a 

wi l li ngness t o sacri f ice . 



SPECIFIC LI BRARY- MED IA crnTER OBJECTI VES 

I n order to suppor1 anJ ~cc 1· h 
' u □mp 1s the over- all school 

ob jectives in the library- media cent er 
' the following specific 

□ ti .iecti ves have been formulated : 

To provide a co llect i on which supports the curriculum and 

the interests of students and teachers , a collection which meet s, 

as far □s pos~ :ule □nd practic□b l e , standards set by accrediting 

and adminis trative oroups . 

To 3cquaint s tudents and tea chers with :he facili ties, 

m□teri □ l s, □ nd equ i pmRnt provi ded by t he library- media center, as 

well 3S the ser~lccs provi ded by its s taff . 

To □ cql! □ jr1 t tJ1 e commun::.t y wi :h the :"acilities , reso urces , 

□nd services □v □ il □b l c in the scnool li brary- med i a cant er in order 

to i ns pi re i~ t er es \ and aoprecia t io~ relative t o bot h the library

medi3 center end the schoo l itself and t o make known which of t he 

r· □ c i lities , reso11rces, and services are ava i lable to the communit y. 

To pro~i dc a r el axed , inforra□ l atmosphere conduci ve to 

efficient and ~ni□yabla ~sc of the l ibrar y- media center and it s 

contents 1~ithout rcsortinn to stri ngent r ules as were associated 

with libraries of th □ past . 

To provide personal ass istance whenever and wherever needed 

to ~hose using the library- med:a center . 
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BEHAVIORAL OBJECTI VES FOR TH E STUDENT 
IN THE SCHOOL LIBRARY-MEDI A CEN TER 

The student will be able to l ocate materials in the various 

areas of the ljbrary- media center by use of the card catalog. 

The student will be abl 2 to use : □□ l s such as the Readers ' 

G11ir1c to Peri od i cu l Literature , encyclopedias, yearbooks, and other 

rr. ferr.nce materiols . 

Tl1r. st 11rlent will use li::irary- media center materi als, 

f□ciJ it j es , and equipment with cure in order t o □reserv e them . 

Tli P student will der i ve sati sfaction f om t he use of and his 

orcscncc i r1 the l i hrary- ~edia center . 
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I I . GENERAL OPERATI []\JS 
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MEETING LI BRARY-MEDIA CENTER STANDARDS 

Followi nq ar e suggested gu idel i nes fo r meeting State , 

Sou t l1er n Association of Colleges and Schools , and Amer i can Librar y 

Associ ation s tandards . 

1. Secur e printed copi es of al l appl i cable standards . 

2. St ud y appl i cable s tandards and wor k out a sensi bl e, gradual 

proQr am of meet i ng t hem. 

3. Gear i n mi nd tha t s t andar ds at different l evel s over l ap and that 

or ter1 al l are accomplished at t he same time . 

1, . ~e aware t hat i t is not ac t ually possi ble to meet all standards 

i n eve r y l ibrar y- medi a center . 

SG 

5. Relate s t andar ds to l ocal s i t uations , and s trive t o have equi pmen t , 

materi al s , and procedures which ar e r elevan t and cons i s t ent wi t h 

the object ives of t he school and/ or the lib r ary- medi a center . 

Addresses of aqen ci es sett ing s tandar ds: 

Stat e of Tennessee Depar tment of Ed ucation 
Co rdel l Hull Bui l di ng 
Nashvi lle , Tennessee 37219 

SotJ t hern As s oci at i on of Co l leges and Schoo l s 
7~5 Peacht ree Street , N. E. 
At l unt a , Georgi a 30308 

Ameri can Library Association 
50 Eas t Huron Street 
Chi cago , I llinois 60611 
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LIBRARY-MEDIA CENTER SCHEDULING 

The l i brary- media center is open during t he hour s of 7:45 a.m. 

to 3 : 0□ p. m. each school day . It is open during all l unch periods 

and during act ivity periods . 

Students may use the 11·b d" · rary- me 1a center at any time unless 

t he entire area has been reserved for speci fi c classes , meetings, 

testing , or other scheduled use . 

The normal proced ure dur ing class time i s fo r students to 

s iQn out f rom study hall to come to the l ibrary- medi a center in 

reasonable numl.Jers . Ttie study hall t eacher is res ponsible for the 

whereabo LJt s of those s tudents on his roll for each peri od ; a mon itor 

rr om study hall co~es into t he center each period to check attendance 

of those who have si gned out fo r t ha t period. The l ibr ar i ans keep 

no record of at t endance . Whenever possible, the s tuden ts from study 

hall will be allowed to come to the center even though parts of the 

faci lities are reserved for specif i c cl asses or o her groups . 

Students may al so come to the l i bra ry - medi a center whenever they have 

free time between classes or at other times and also when sent by 

t ilei r t eachers from classes . School ru les r equi re teachers to 

accompany their classes and to r emai n wi t h them while they are in 

the center. Howe ver , arrangements may be made between teacher and 

1. b · f · d · · d als and small groups to come to the center 1 rar1an or 1n 1v1 u 1 

without their teacher . 

a Calendar schedule of reservations 
The librarian mai ntai~s 

The procedure i s for the teacher to 
for the li brary- media center . 



arra 11 11 1
~ i. i i aci\/ .Jnce to brin r;i entire cl asses or groups to the center on 

~_;pccific riays at specific peri ods. The f aci l ities are large enough 

tu accommodate t t,10 or three classes at the same time. Should con

di tions be such t hat the r ooms are li kely to become overcrowded, the 

li brari an ad vises the s tudy hall t eacher t o limit the number coming 

in to t he center, or, if absolutely necessary, to send no students 

for a specifi c period or periods . 

Other gr oups whi ch often use t he faci liti es include the 

Guiciance Department, whi ch uses the area for large- group testi ng and 

1·or meeti ngs of s tudent groups with r ep r esentat ives from co lleges and 

ur1 :vers it ies, the armed f orces , or prospect ive 8mp l oy ers . 

Other than th e l arge upper and lower level read ing room areas, 

r ooms of various s izes can accommodate meetings and class groups. 

These may be scheduled i n advance by t eachers or student s. 

One room is r eserved as a teacher preparation r oom. Teachers 

may t1se this room duri ng their free periods. 

Community groups may use meeting rooms by contact ing the 

li lJrarian, who secures approva l of the principal befo re scheduling. 



61 

JOB DESCRIPTION--LIBRARIAN 

The librarian will be responsible for t he following functions 

of t he li brary-media center: 

1. A11dio-visual materials and equi pment 

a. Select ion 
b. Order ing 
c. Catalog cards 
d. Checking in and out to teachers and students 

2. Overdue notices and list 

3. Loon desk and assis t ants 

4. St udent gui dance wi t h reference and other mater i als 

5. Teacher guidance with reference and other materials 

6. Magazines and newspapers 

a. Selection 
b. Ordering 
c. Record i ng when r eceived 
d. Checking out 
e. Storing and preparing for bi nder y 

7. Finances 

a. Budget 
b. Bookkeeping 

6. Supervision of j anitorial work on ground l evel 

9. General operations 

10. 

11. 

a. Opening 
b. Scheduling of speci al groups 
C. Cl□sino 

Correspondence 

C
ards to mai ntain card catalog 

Fi ling and/or pulling 
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12. General superv i sion of students 

13. Maintaining shelf list file 

14. Preparing books for bindery 

15 . Inventory of non-book materials and equi pment 
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JOB DESCRIPTION--ASSISTANT LIBRARIAN 

The assistant librarian will be responsible for the following 

functions of the library-media center: 

1. Acquisition of books and related materials 

a. Selection 
b. Ordering 
c. Catalog cards 

2. Accessioning of books 

a. Checking invoices 
b. Entering accession records 
c. Ordering or typing catalog cards 
d. Lettering and making ready for shelving 

3. Supervision of independent study and pupil use of audio-visual 
materials and equipment upstairs 

4. Teaching use of the library-media center 

5. Supervision of janitorial work on upper level 

6. Filing and/or pulling cards from card catalog 

7. General supervision of students 

8. Student guidance with reference and other mater i als 

9. Teacher guidance with reference and other materials 

10. Maintenance and checkout of vertical file materials 

11. Inventory of books; posting of shelf list count 
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LIBRARY-MEDIA CENTER FORMS REGISTER 

LOCAL FORMS: Forms allottP.d numbers and duplicated as needed. 

Li lll'ary Forms: Audio-visual Forms: 

L-1 Li brary Ass istants' 
Weekly Schedule 

AV-1 Material and/or Equipment 
Request for Teachers 

L-2 Hold Library Book Order 

L-3 Reserve Book Notice 

L~, Overdue Book Notice 

L-5 Overnight Reserve Book Not 
Returned on Time 

L-G Teacher Request for Library 
Book 

L-7 Ver t ical File Check-out 

L-8 Vertical File Follow- up 

L-~ Dai ly Ci rculat ion Record 

L-10 Check- in Sheet for Library 
Assistants and AV Worker s 

AV-2 Audio- vi sual Reserve 
Check-out Sheet 

AV- 3 Re quest for Student t o 
Operate AV Equipment 

AV- 4 AV Equipment Check-out 

AV-5 Filmstrip Check-out 



r,[JvlMCRCIALL Y PRIPJED FORMS: 
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ordering information in librarian's file. 
Jack C. Coffey Forms: 

Form 2[1 

Form Lf4 

Gaylord Forms: 

Form 45 

Form 10 1-L 

Form 1041+ 

Form 1047 

Luxor Forms: 

Fil~strip Catalog Card (yel low) 

Audio- visual Material Catalog Card (pink) 

Borrower's Card 

Order Card 

Ma~azine Record Card 

Magaz ine Purchase Record 

Filmstrip Accession and Circulation Card (black on white) 

Eq; 1i pment Accession and Circu lation Card (purple on white) 

Transparency Accession and Circulat i on Card (yellow) 

Disc Recording Access ion a~d Circulation Card (green) 

Tape Rocording Accession and Circulation Card (or ange) 



ACCOLJ\ITING OF FUNDS 

The of fic i al acco unting record for the library-media center 

account is kep t in the school offi ce by t he school secretary. A 

pur chase order approved by t he pr i ncipal is r equi red for all 

expenditures from t il is account. Any f unds rece ived by the librarian 

are deposited to t his account, and a receipt i s wr itten by the 

secretary. 

Wi thin t he library-media center, t he libr ar i an keeps her 

own r ecord of t he f ollowi ng t ypes of income and expenses: 

Income: 

Funds received f r om t he school accoun t 

Funds recei ved f rom pa yr.1ent for l ost books 

Funds r ocei ved from use of copy machine 

Funds f rom other sour ces 

Ext2i:m~es: 

Exponses for supplies 

[xpe11 ses f or oquipment 

Expenses for r:iagaz ines pur chased 

Expenses f or books pur chased 

Miscellaneous expenses 

are also maint ai ne Special files d t o record purchases made 
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under federal fund i ng programs. 
Offic i al account i ng records of this 

are maint ai ned i n the ty pe of expenditur e 

of school s. 

offi ce of the superi ntendent 



SCHOOL PROCEDURES AND REGULATIONS IN 
(Notice sent to all teachers at b . T~E LIBRARY-MEDIA CENTER 

eginn1ng of school year.) 

Lib rary-Media Center Hours : 7: 45 t o 3: OO 

Librari an: M D rs. ena Sullivan 

Assi stant Li brarian: M B b rs. o bi e Bowen 

Circu lati on of books and other materials: 

1. 

2. 

3. 

6. 

7. 

All books (non-f iction , ficti on, biography, etc .) other 
t han reference books, may be checked out f or two W8eks. 
Books may be renewed by bri nging them to the library
media center on or before the date due. 

Special reserve books may be checked out overnight but 
must be returned before the fir s t class the next day . 
Reserve books must be checked out through a l i brarian. 

Refe r ence books (except reference books in sets) may 
!ie checked ou t overnight but must be returned before 
fi rst period the next day. Reference books must be 
checked out through a li brarian . 

All books and/or other materials mus t be checked out 
at the loan des k or by a librarian. 

Ma9azi nes, except lates t or bound issues, circulate 
overnight. Speci al magazine slips are available at 
the loan desk. A librarian will check out magazines 
fo r overniqht circulation. For use in the libr~ry
medio center back i ssues of magaz ines may be signed 
out fr om the, library assistant in the periodical room . 

Pamphlets and/or materials of other types from the 
vertica l f ile are checked out through a librarian. 
These ci r culate overnight . 

l\udi o- vi s ual materials ( films trips, records'. etc .) may 
"d d f t hi s purpose 1n the be used in areas prov1 e or . t 

. . Audio-vi sual materials may no 
l 1brary-med1a center. t 'de the library-
be checked out by student s for use ou s1 
medio center except for classroom use. 
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Di scip l ine : 

1. School rules will be enforced i n 
h the library-media center as i n ony ot er part of the school. 

2. Excessi ve talking and/or distur bance 
by students wi ll not be permitted . 

3. The librarians will di s · 1 · 4 cip 1ne student s as deemed necessary. 

Reserve Procedure : 

'.i l ~ ?ut ho l d slip a~ loan desk . Upon availabi li t y of book, 
1nd1v1dual s tudent wi ll be noti fi ed in homeroom t o come to the 
li brary-media center to call for the book. 

Overdue Procedure: 

Overdue s lips are sent to student s in homeroom. Books should be 
returned the same day but on s t udent's own time during study hall, 
11 inch period, or before or after school. Students are urged to 
clear such overdues at once to be sure there is no need for other 
not i ces. Books muy be renewed (if not in demand by other students ). 
Those who have overdue books will no t be permit ted to check out 
others unti l t heir record i s cl eared . 

Lost Books: 

St udents/teachers should repor t lost books to t he library-medi a 
center prompt ly i n order to avo i d rece iving overdue notices. All 
lost books must be paid for . I f a lost book i s found and returned 
clllf ing the school year in which i t was lost and pai d for , the 
money wi ll be re funded . 

Dumaged Books: 

An appropriute fine will be charged by the librari an for damaged 
l.Jooks. 

Foilure t o Pay f or Lost or Damaged Proper ty : 

Gro rlo informution and 
student leuves school 
dumoged li brary books 

. . ~ecords may be wi thheld at the time a 
offl1c1alh ~has cleared all charges for lost or un ess e 
or other mater i al s. 
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Re quest for Aud i o-vi sual Mat erials ad/ . 
n or Egu1pment (teacher): 

1. Audio- vi sua l materials and/or · 
of a Material and/or E • equipment must be checked out by use 
the li brarian. quipment RequeSt (Form AV-1) obtained from 

2. Any reques t f or mater ials and/or e · t 
day prior to need Mt . 1 qu1 pmen must be made one (1) 

. :. a_eria sand/or equipment must be returned 
on the date spec1r1 ed 1n t he materials request. 

Rcsea~ch Work by a Class (teacher): 

Research work by an entire class or any large group must be pre
ar ranged with t he librarian one (1) day in advance. The teacher 
must accompany an ent i re class. 

Rooks t o Be Put on Reserve (teacher): 

Arrangements for books to be put on RESERVE should be made with the 
li br arian one (1) day in advance of need . 

Ordering Books and Other Materials ( teacher): 

Teacher requests fo r books and materi als are welcomed by the 
librarians. Appropr iate forms are available from t he librarian. 

Recommended Read ing Li sts ( t eacher ): 

Lists are to be compiled by the teacher and t he librari an so as to 
insure availabil ity of items on the list . 

Library -Medi a Center Con f erence Room Use (teacher) : 

The conference room is used onl y with the permi ssion of the librarian 
and mu s t be reserved in advance to avoi d conflicts. 
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LI BRARY ASSISTANTS AND AUDIO-VISUAL AIDES 

Early in the school yeor , as soon as schedules have been 

fi rml y establi shed , t he librarJ·.an 'nas an announcement made that names 

c1rc bBing tc1ken for voluntary l ; · -□rary -media center assistants. When 

nomes have been co l l ect ed , they are evaluated by the librar i an; then 

workers for the year are chosen. Those who do not have at least a 

11 C11 average are eliminated, as i t is the belief of t he librarians and 

the admi ni stration that others may need their study hall time for 

st ud ying. From four to s ix ass istants are chosen for each period. 

They ar e advisod, and then t hey secure a schedule change from the 

~ul dance depar t ment so that they will no longer be on the study hall 

rol l s . From the time t hey begin work , they report to the library

media center every day at the ass igned period; and t hey are reported 

on rngula r absentee slips when they are not present . 

When all assistants have been rescheduled , t he librarian gi ves 

t hem tours of the center and explains t heir dut i es and r esponsibiliti es. 

They ar e eoch qiven a copy of a l i st of duties . (See next page . ) 

Audio-visual aides are chosen f rom Audio- Visual Club members . 

□nn or two coch period are trained in the use of equipment , in checking 

t- ·t When requested , they go with 
it in and out, ond in caring or 1 • 

equipment to clossrooms to operate it for teachers. 

S
heet in the workroom and determine 

All workers check i n on a 

their duties for t he day from t he weekly schedule sheet. 
(See pages 

73-74 ). 
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LIB~AR: ASSISTANTS' DUTIES 
(Oulletin given to beginning assistants and posted in workroom. ) 

Each Period: 

1. Pick up and straighten magazines and newspapers i n the racks. 
2. Pick up any paper and strai ghten chairs at the tables. 

3. See t11at reference books are in place and in order. 

4. See that all books are pulled to the front of the shelves and are 
straight and in order. Shelves are to be read daily. (See the 
schedule f or reading the shelves on next page.) 

THESE FIRST FOUR DUTIES ARE TO BE D(]IJE BY ALL ASSISTANTS AT THE 
BEGINNING OF EACH PERIOD . 

5. Check books in and out of the library-medi a center and see that 
loan desk is i n order at the end of each per i od. Only one person 
is to sit or stand at the loan desk unless extra help is needed 
for a whole class to check out books. 

6. Observe s tudents as they leave the library-media center to be sure 
they have no books , magazines, or other materials that have not 
heen checked out. 

7. Make sure 
all cards 
Example: 

all cards are filed i n order as they should be. Fi l e 
alphabetically by the aut hor letters of t he call number. 
FIC File by the letters STE. 
STE 

B. Perform c8 rtain housekeeping duties which are expected of assistants 
at various times. 

9. Put personal belongings in the workroom. 

10. Perform the following extra duties if working s ix t h period: 

11. 

a. 

b. 
c. 

the date stamp t a read t wo weeks from the Change the date on 

next day's date. for current date. 
Record circulation of books 
Assist librarian in compi l ing overdue list. 

as they apply to library assistants 
Obey all rules of the school, 
as to any other student. 



12. 

13. 

14. 

15. 

16. 

17. 
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Be a1u3 r e tha~ s tra i[Jh teni ri g shelves is an i mportant job that you 
do ss an ass i s t ant. It cannot be done in five to ten minutes. 
It will take you twenty to thirty minutes to do it properly. 
Read the number on each book and pull the book to the front of 
the sl1elf. 

Ask questions rather than do a job wrong! I f you do not under
stand how to do any job, please ask Mrs. Sull ivan or Mrs. Bowen. 

Put l ib rary work first and t hen your other work, if time permits. 
As a li bra r y assistant, you are expected t o do t his. (I f you 
need your t ime for study, then you need to be back in study hall.) 

Be ladies and gentlemen at all times, as t his is expected of you. 
Good manners are also expected. 

Take pride i n a job well done! You are ~rking i n the library
media center t o help your school, your fellow students, and to 
gain valuable experience for yourself. 

Use t he wor kroom for discussions with f ellow workers. 

SHELF READING SCHEDULE FOR EACH DAY 

1st Period Fict i on 

2nd Period 000-299 and 600- 699 

3rd Period 300-499 

4th Period 900- 999 , Tennessee Room , Jill McCaw Collecti on 

5th Period 920-921 and 700- 799 

6th Period 500-599 and 800-899 

Note: 
~ m many vari ed experiences as you 

You can have fun and learn rl ~ob media center. However, you 
d t . in the 1 rary- th perform your u ies t fit in to your plans, en 

do have to work. If wor k does no 
you need to~e other arrangements. 

Mrs. Sull i van 
Librarian 
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LIBRARY ASSISTANTS' WEEKL y SD-iEDULE L-1 
Per. Student M T w Th F Remarks 

1 -

1 

1 

2 

2 

2 

3 

3 

3 

4 

4 

4 

5 

5 

5 

6 

£j 

6 

Symbols Used i n Diart 

b Preparing Bibliograph ies po Posters 

bb Arranging Bulletin Boards r Reference 

C Circulation (Loan Desk) mg Magaz i nes 

cl Cleaning sh Shelving Books 

m Mending 
st Straighteni ng Books 

DV Overdues 
0 Other Duties 

........__ 
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CHECK-IN SHEET FOR LIBRARY ASSISTANTS & AUDIO-VISUAL WORKERS 
Week of 

L-10 

Name M T w Th F Name M T w Th F 
~ 

-

~ 

..... 

~ 

~ 

you first come in SO SB n ct 
our name when Note: Be sure to check Y 

to be turned i n absent. 
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AUDIO-VISUAL CLUB 

The Aud i o-Visual Club i s sponsored by the l ibrari ans and is a 

service orqani zation . Students learn to operate and care for audio

vl sLial mate r ials and equi pment und er the guidance of t he librarian. 

on~ or t~o audio-visual aides are assigned to work in the library

media cent P. r each per i od. They check materials and equi pment in and 

out and , i f requested by a teacher , go to classrooms t o operate 

e~ui pment . Other students are on call during their study hall peri ods 

fo r wha t ever work arises. Audio-Vi sual Club members al so de li ver 

equipment at thP. beginn i ng of the day and pick it up at the end of 

r. he da y. 

The clu b is organiz ~d under the student council r egulat ions 

requirinq a constituti on and by- laws . These appear on the f ollowi ng 

pages. 



CONSTITUTION AND BY-LAWS 

FOR THE 

AUDIO-VISUAL CLUB 

DICl'1SON COUNTY SEN IOR HIGH SCHOOL 
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Art i cle I: Name 

Arti cle II: 

Art i cle III: 

Articl8 IV: 

This club shall be known as t he Audio-Visual Club of 
Di ckson County Senior High Schoo l . 

Purpose 

The ob jectives of this club shal l be t o assi st 
teachers in the operation of audio-visual equipment 
Qnd for student assistants to gai n valuable exper
i 8nce in t heir association with teachers and fellow 
s:udcnts. 

MembercJhip 

Anyone interest ed i n doing a service for the school 
may be a member. 

Off icers 

Section I: The officers of t hi s cl ub shal l consist 
of a president, a vice president , and a secretary. 

Sect i on II: The offi cers shal l be el r.ct ed at t he 
last re gular meet ing of t he schoo l year by attend i ng 

members. 

Art i cle V: Dues 

Art i cle VI: 

The Aud io-V i sual Cl ub wi l l charge no dues . 

Du ti es of Officers 
'd t sha ll preside at al l regular 

Section I: Ths pres i end h 11 perf orm such other dut i es 
· f t h8 club an s a - . meetings o . to an execut i ve or f1cer . 

cis cus t omari l y belong 
. 'dent shal l be chai rman of 

. II· The vice pres1 Sect i on • . If for any reason, the 
t t,e program cornrni ttee . rform the duties of hi s 
pres ident is unable to pe 



office , the vice president shall act in his stead. 

Section III: The secretary shal l keep all records and 
attend to all corrrnunications of the club. 

Art i cle VII: Meeti ngs 

Meet i ngs wi ll be set by the administra tion of the 
school. 

Artic l e VIII: Awards 

Awards wi ll be made on a poi nt sys t em. Any persons 
acquiring 150 points wi ll receive an award at t he 
end of the school year . Points are awarded as 
follows: 

1/4 poin t for stopping by the library -media center 
hefore 8:00 a. m. to deli ver equipment 

1/2 point f or being avai lable for wor k in the 
audio- vi sual workr oom 

1 poin t f or operating equipment for t eachers (any 
part of a school day period) 

Points are to be t ur ned in t o the secre t ary on the 
last day of each month . 
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III. SELECTION OF MEDIA 
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MEDIA SELECTION PQICY30 

1. ThP. r esponsibility for coordinat ion and select1·on 
of instructional 

materi □ls for the library-media cent t • 
er res s with the profession-

□ lly trained media personnel. Th" 
1s responsibili ty is delegated 

to them by virtue of their positions as assi gned to them by the 

board of education and the administration. Administration, 

faculty, students, and/or parents will, at times, be involved 

in the selection process. Final decision on purchases, however, 

rests with t he professional staff -- the li brar i ans. 

2. The profession al staff will be guided by criter ia established by 

reco~nized author i ties whenever possible, and standard selection 

ai ds wil l be used; however, there will be instances when local 

needs wil l not be covered by such authorities. In such cases, 

the liest judgment of the librar y- medi a center professional staff 

wjll be the authority. I f ther e is need, recommendat i ons and 

advice fr om other facu l t y members or other persons may be sought 

to assist the li brarians in their decisions . Knowledge of the 

school □nd the community wi ll be the most useful gui de in such 

3. 

situations. 

Of t he school libr ary-media center i s to The prim□ry objective 

t the educational program of the impl ement , enrich, and suppor 

30 . . and Procedures for Selecti on of 
Adap t ed from Pol i~ies . American Library Association, 

Instructional Materials (Chicago. 
1970 ). 
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s r: hool . It is ttie duty of t he 1 ibr ary- m~d i a center to provide a 
wide ~an~e of materials on all 

l evel s of difficulty , with di versity 
oF app□□ l, and th □ presentation of 

different points of view. As 

mcdi □ □re selected for the school , th 
e following documents wi l l 

tJe used iJS r1u i de?lines: "Th A · 
□ merican Library Associ at ion 

St □ tf~rm:mt on Lobe ling, "
31 

"The Li brary Bill of Rights, 1132 "The 

Schoo l Library Bill of Rights f or School Li brary Media Programs , 1133 

.:md t!ie "Freedom to Re3d Statement 11 34 of the American Library 

Associa t i o1 7 ur1d th e American Book Publishers ' Council , and the 

l1 oo~let of the Na t i onal Counci l of Teache rs of English entitled 

The St udents ' FEr:it1t to Read. 35 These documents are useful for 

s11r,port of a hro arJ selection poli cy and in cases when the 

censorshi p question is i nvolved . (Copi es of all of these docu

ments are on file in the li brary - medi a center . ) 

4. The basic policy of the li brar y- media center in t he selection of 

media is to s upport and t o enri ch the curr i cul um, t aking into 

con s i d □ r3 t i on the varied in t erests , abil i t ies, and maturity 

31R d d by t he Committee on In tellectual Freedom and ecomrnen e , . 
Jdopted by th□ Amer i can Library Association Council , 1951 • 

32Ad t d J e 18 1948 amended February 1, 196 1, and J une 17 , 
op e un ' ' • · c nci l 

1~G7 , by the American Library Assoc iat ion ou • 

3' • Li brary Assoc i at i on, 1969 . Jcndorsed by the American 

·;-,11 , r Conference of the Ameri can 
- Prq1~Jrecl bV the wes t cr ~s w 8 k Publ isher s ' Council , 

Li i1rary Assoc i .:it:..on und t he Arne:::- irnn °0 
-

Mu y 2- 3 , 11;53 . 

, , of Teacher s of Engl ish. J _i Nati onu2. C.:rn 1nc~l 
Op . Cit. 
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level s of t he st udents served. 

Considerution will ulso be given 

to the needs of the faculty, the administration, and the community. 

Materials will be provided that wi ll stimulate orowth in factual 

knowledeJe, literary appreciation, uesthetic values, and ethicul 

stamlurds. 

G. A lJackgro unrl of i nformation will be provided t hat wi ll enable 

rupi ls t;o nake intel l igent judgments in their daily lives . 

7. Ma t er i uls will be provJded on opposing s ides of controversial 

i ssues so that yo'. mg citizens may develop , under guidance , t he 

practice of cr i t i cal analysis of all media . 

s. Mater i als will be provided representat ive of t he many rel i gious, 

r:1. hnic , und cul tural Qroups a11 d t heir contributions to t he 

1[] . 

1 1. 

12. 

A1iler i ca11 hr. r~ t age . 

I,i t:ic se l ect i on of mater i uls , pr inciple will be placed above 

persona l opin ion and reason above pre judice in order to select 

rn.::i :;cr i uls □ 1' th e, highes t qL: ality to assure a comprehensi ve 

~h user s of the l i brary- medi a r.enter . collection appropr i ate f or u • e 

Ma t e~ i als Fo r pur chase Wi· 1_1 ue considered on t he basis of : 

Ove,- all purpos e 
Timeliness 
Permanence 
Importance of s ubject mat t er . 
QL1al ity of the wri t ing or prod uction 
Re□dah i li t y and popular ap peal 
Autl1or i tat i 11er1ess 

Format 
Price 
Reputation of pub lisher or 

producer 
Rep utation and s~ gnif i cance 

of author , ar ti st, com
poser, producer, etc. 

lxe quest s from fac ul ty an t he purchase of media will d s t udents for 

er possible . l ,e qj_vcm considera U. on whenev~ 

by bas i c se lection . 1, be judged 
G. r~ IJ I .,nd o·".her i terns w1 .,_ l " DU <c::i u l , 

. t d by those criteria . t d or re JB C e 
t'hey will be accep e sL andards, and 



1-- Multiple copi es of media that 
J . are outstanding and much in demand 

uJ j 11 tic purchased as needed. 

luorn or miss i ng standard items will be rep l aced routine ly . 

Wh8n i t i s economical to do so , hooks wi l l be rebound. 

Out- of- date or no longer useful materi al s will be withdrawn 

(u1ecdcd) from t he collecti on. 

17. Salesmen wil l be r equired to secure permission f rom the of f i ce 

of t he pr incipal be fore calling on the librari ans . 
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18 . Should compla i nts be made from the public as t o the suitability 

of library- media center material s, s uch complai nt s will be filed 

in wr i tin~ on the form f or that purpose . The f ollowing sug

~2sti on s ar □ made for handli ng complai nts: 

a . The princi ples of the freedon to reall and of the 

professional respons i bi l i ty of the s t aff must be 

defend Rd , r ather than the mater i als . 

b. A fi l e shm: ld be kept on nateria l s likely to be 

c. 

ci . 

f . 

t · d cons 1· dered cont r overs ial. ques 1onc or 

J to the complainant , but make no fJi:: cCJ ur ,,eous 

commitme7tS . 

1 Wl
.thdraw the material , pend ing f inal 

TemporcJr i y 

dcci s ior1 . 
d •f deemed necessary, 

I nform t he admi ni s tration , an ' 1 
d/ a corrniitt ee of 

cons ul t with admini s t ra tors an or 

t • of opinion . 
t eachers for a cross- s2c ion 

and any others 
The librari ans 

consulted shou _d : 

t ·oned mat eri als • . e .,_h e ques 1 
Re□d and/or exam1n G 



Check qener al acceptance by reading publi shed 

Weigh values and f aul t s agains t each other and 

f' or m opinions based on the material as a whole 

and not on passages or port i ons oul l ed out of 

context . 

Ma ke a written report of t he f inal deci si on, 

sending copies t o the admi nist r ative of f ices . 

APPROVED: 

DATE: 

May 3 1 1974 

B3 
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CIT I ZEN 'S REQUEST FOR RECOI\J 
SIDERATI ON OF A WORK36 

nuthor ( i f pr i nted material ) 

Ti tlc ___ --=~------------------------
Pul1li sher or Pr oducer ----------Rr,ques t i ni t i at ed by -----------
Tr. l erhone Addr es3 ------ ----------------
Ci t y 

------------------- Zip Code -------
Complai nant r eor P- s ents : 

Hi mself 

__ (Name of Or qani zation ) 
----------------

__ (I denti fy Other Gr oup) -----------------
1. To what in t he work do you object ? Please he specifi c ; cite paqes 

') 
'- • 

3. 

!, 

o" por ti ons of works other than book s . -------------

What of val ue i s the r e i ;-, t his work? _____________ _ 

Wh at do you f ee l might be tne re sul t of reading t is work? ___ _ 

For what mm c, ro up would you recommend t his wor '-? _______ _ 

t . r k? Wh at paoes or J. Di d you r ead or revi ew the en i re wo ·---

soct inns? _________________________ _ 

36Ad aptr.d f r om samole fo r m 
Ihi n . , p . 18. 

i n The St udent s ' Ri oh t to Re ad. 



7. 

8. 

9. 

10. 
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Are you aware of the judgment of thi"s kb ·t· ? wor y en 1cs . _____ _ 

Are you awar P. of the school' s purpose in select i ng this work? 
---

Wri at do you believe is the theme or purpose of thi s work? -----

Wh at would you prefer the school do about thi s work? -------

In its place, what work of equal value would you r ecommend t hat 

would be as valuable a pi ct ure and perspect ive of a society or a 

set of values? ________________________ _ 

(Signature of Complainant) 

(Date) 
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SOURCE OF SELECTION AID TITLES 

The ,~10st comprehens :i.ve source of information relative to the 

selection of media for the schoo l is the b 1 u letin , Selecting Materials 

for School Media Centers: Guidelines and Selecti on Sources to Insure 

guality Collections, prepared by the American Association of Schoo l 

Librarians.
37 

Th is publication consists of a for eword sett ing out the 

purposes for which the bul l et in was created in its fir st edition and 

succeed i n[) edit ions; a section called 11 Gui delines for Selection of 

Materi al for School Med i a Centers ; 11 another portion entitled 11 Sources 

of Sr.lccti on for Print Mat er ials, 11 which is subdivided into 11 Genera l 

Book Lists, 11 11 Li sts of Special ized Materials , " 11 Reviewing Tools for 

Current Books 11 (periodicals), and 11 Directory of Publishers;
11 

and a 

fin al section, 11 Sources of Selecti on f or Nonprint Materi als,
11 

which 

contains 11 General Lists, 11 11 Li sts of Films and Filmst rips,
11 

"L ists of 

Ovcrl1ead Tr ,msporencies , 11 11 Lists of Tape and Disc Recordings , 
11 11

Lists 

of Programmed I nst r ucti on, Slides , and Pictures ,
11 

and "Lists of 

Te levision Program Ma terials .'' 

thl· s bulletin is on file in the library
The current edition of 

mcciL:i cont er. Should Correspond with the publi sher annually 
Li brar i ans 

to secure r evi sed li sts. 
The list may be consider ed a buying guide 

fo r select ion aids. 

Materia ls 
t o Insure 
197 1) • 

7 . . f School Librarians, Select ing 
_,7 Amer i can Assoc1at1on o . d 1 · es and Selection Sources 

C ~ers · Gui e in . t · 
for School Media en L • • • American Li brary Associa ion' 
quality Collect ions (Chicago . 



SUGGESTIONS FOR SELECTION OF BOOKS 
AND OTHER MA TERIALS 

Books -
1. 

2. 

5. 

4. 

Docs the hook fill a need for th· . 
is particular school? 

Is its cost reasonable for ht 
w a its contents are and for the use 

for wh i ch it is intended? 

Is it poss ible to determine t he ouali'ty f o t he binding? 

Has the book been reviewed fa vorably 1·n a recogni zed publication 

or selection aid? 

5. Will it fill a gap in the basic collection? 

G. Will it be a useful addition to its number classification? 

7. Does it show any unreasonabl e bi as? 

Non - print Materials 

1. Is t he materia l listed in curren t selec ion aids? (Audio- visual 

material s and equipment go i n and out of date rapidly ; consider 

recent recommendations of exper t s . ) 

2. Does the mater i al meet a need of the school CL: rr i cu um? 
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3. Will the proj8cted use justi fy t he cost, as most materials of this 

type are r elatively expensive? 

4 . Have specific teachers who are to use the materials given opinions 

or recommendations? 

) , Is the material authentic? 

6. Is its scope or coverage complete? 

7. interest students who are to view it? 
Will it 



o. 

s. 

10. 

11. 

Is i t well or ganized? 

Does it i nclude necessary t echni cal aspects of t he sub ject? 

Are there any special features of interest? 

Are the physi ca l characterist ics acceptable? 

a. Ease of storing? 

b . Ease of use? 

c . Ease of repai r? 

d. Durability? 

e . Attracti veness? 

BB 
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CONSIDERATION FILE 

Teachers are request d t e O submit titles - of books and other 
materi als to t he li brarians f or f 

uture purchase . The suggestions of 

students are consi dered , as are 
reading lists from curr i cular 

departments . Forms are availabl2 for reques ted materi als. If 

requested mater i als are fo und to be of a quality suitable t o t he use 

of the student s and/ or teachers , a card i s placed in the consideration 

fi l8 giving full purchasing information if this i s available. In 

this library- media center, the assistant librar ian keeps the consid

crQtion file for books. The li brar i an keeps t he f i le fo r other media 

and equipment . 

Both librari ans contribute titles of books dnd other media 

which come to thei r attent i on. li b:rdry per iodi cals , other publicat i ons 

contuining book and other med i a l evi ews , and s tdndard selection aids 

~re employed i 11 t he selecti on of t itles . Pub l'shers ' catalogs and 

broch ures are also utili zed , bu t the procedure i s to determine whether 

the article is l i sted or reviewed by a recogni zed author ity before 

purchase is made . Some items may be bought which arc not on recom

~endcd l i sts but wh i ch are needed for special interests or special 

curricular areas . Loca l hi s tory L:Jo uld be an item of th is type . 
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ACQUISITION OF BOOKS 

The term acquisition 
-----'-;;.;;.;~:.:.:. covers the processes involved in 

collecting material from the time a 
title or item is brought to 

tt1c attention of the librarians 
until it has been d d or ere , recei ved, . 

and housed in the li brar y- media 
center . Following are steps in 

thi s pr ocess : 

1. Requests f or books are entered on order 
cards , which are usually 

purchased from a supplier but whi"ch may b e reproduced in the 

school office . 

2. Information to be included on order card includes : 

b. 
c. 
d. 

f . 

q. 
h. 
i. 
.i . 
k. 
l. 

Class i fication number 
Author ' s full name 
Ti tl8 
Publisher (I f i tem is availuble only from a direct agent or 
dealer , indi cate as fol lows : Order direct (DO), and give 
complete addres s . ) 
Li s t price (I f unknown , estimate as foll ows : Regular 
collecti on--SS. 00 ; Profess ional --$6 . 00 . ) 
Number of copies (Order only one copy unl ess t here is 
definite ly an established need for more cop ies . ) 
Date ordered 
Recommended by (Name of teacher or department) 
Reviewed in (Name of selection aid or other source) 
Edition 
Year (lates t copyri ght date) 
Catalog cards availab le (~nter ~ if Wilson cards are 
available · p if book is to be ordered pre- processed . ) , _ 

~ d I f a request for a book comes ) , A search f or titles should be ma e . 

f "f th li" brarian s are l i st ing books to be ·rom a teacher , or 1 e 

and/or shelf l i st and the "books ordered, t he card catal og 

or dered" file should be surveye 
1. f the book is d to determine 

already i n the collection or if it is already on order . 
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4. Out-of-print (OP) titles h 

s ould not be included in a regular 
order. If in need of an OP title . 

' write to an out-of-print book 
dealer for price before ordering, 

as OP books are often too 
expensive to purchase for schoo l 11 . 

co ections . Names and addresses 

5. 

fi . 

of out-of-print dealers appear regularly 1. n 
library periodicals. 

All order cards are arranged al phabeti·cally by author and filed 

in the "Books to Order" file . 

The order is prepared by the ass 1·stant l'b 1 rarian and approved by 

the librarian. Books are listed on the order fo rm 1 h b t· 11 a pa e 1ca y 

by author unless the supplier speci fie s otherwi se . 

7. In the case of books purchased under federa l funding programs , 

four copies of each order are prepared, one t o be retained and 

three to be forwarded to the office of the super i ntendent of 

s chools. Other books may be ordered, as funds are avai lable, 

directly from j obbers or publishers . Regul ar school purchase 

orders are used , and they are approved by the principal . 

8. Orders may be placed as needed or as funds become avai lable. 

9. The librarians should check book lists and bi bl i ographies regu

l arly for items which wi ll be desirable addit ions to the 

10 . 

11 . 

collection. 

from a J
'obber who suppl i es prebound bindings 

Books are ordered 

or library bi ndings when readi l y available. 
Wh en not readily 

k are to be supplied with 
available in such bindings , boos 

1. h r's bi ndi ngs. comparable pub 1s e 
are to be ordered pre-processed 

I f fund s are s ufficient, books 

l abel, pocket , and cards • 
. ket cal l number with mylar J aC , 

Baker 



12 . 
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and Taylor i s a reliable jobber for pre-processing at 50~ per 

book. Most authoritative sources recommend buying books pre

processed when there is a shortage of cler i cal help, and it 

also gi ves a uniformity to the books as well as the cards. 

For books not pre-processed, catalog cards should be ordered, 

if available, from the H. W. Wilson Company. Typed cards are a 

last resort because of the time involved in preparing them and 

the incre3sed possibility of errors . 
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C(J,1MERCIAL SALES REPRESENTATIVES 

As stated in the media selection pol i'cy, 
salesmen must have 

Permission from t he office of t he • . 
principal in order to visit the 

librarians. Normally, the librarian talks with salesmen dealing with 

media and equipment other than bo k d 
o s; an the assistant librarian 

talks with book salesmen. Courtesy , of course, is always extended 

to these people; and their literature is recei ved and filed. 

No orders are given at the time the sales person calls. 

The librarians usually do not have funds which can be spent at short 

notice, and it is necessary for them to consider and weigh the merits 

of any given material which is presented to them . Thi s cannot be 

done in a few minutes in t he presence of the sales person. Neither 

can the usual eva luative selecti on process be carried out . The sales 

representative wil l be courteously informed of this poli cy. 

The librarian handles bus iness involving r epai r of equipmen 

and rebinding of books and periodicals . 

t fund - raising sales be conducted It is school policy tha no 

which are not already on the school calendar . Therefore, it i s not 

necessary for the librarians to talk with sales persons handling 

promotions of this t ype . 
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POLICY FOR RECEIVING GIFTS TO THE 
LIBRARY -MEDI A CENTER 

I F at all possi ble, and there is 
a choice, cash gifts are t o 

be preferred over actual books or other 
mat erials , as often an i ndi -

vi dual will give the school i t ems whi ch are 
unsuitable for the needs 

of the curriculum, of old and det eri or at ing 
qual i t y, or of poor con-

struction fo r t he wear and tear they would r ecei ve in a school 

library-media center. 

If possi ble, memori al collect ions and other specia l col l ec

ti ons not shelved with other materials should be discouraged, as 

t hese i tems are of ten "lost" because of their locatiGn ; and t hey are 

l i tt le used. 

When actual books, magazines , record ings , or other media are 

proposed to be given t o t he library- media center , t hey will be accept ed 

or re jected at t he descr eti on of t he librarians . Such materia l s must 

meet t he s □me s t andards of accept abili t y that pur chased mat eri als 

must meet. 

When gi ft i t ems ar e accepted , l abe l s i ndicat ing that the 

t · 1 ' f d showi·ng t he donor ' s name wi ll be af f ixed to ma er 1a s are gi ts an 

Publl· ci· t y may be gi ven in the cases of ou t books or other items. 

Letters Of acknowl edgement and appreci ation for the 
standing gi fts. 

gifts should be wr i tten promptly. 

i ndi cated in r egul ar process i ng 
Gifts wi l l be processed as 

Procedures. 



PROCEDURE FOR ACCESSIONING BOOKS 

A separate loose-leaf acce . 
ss1on book is used for books. 

Other materials are accessioned by 
way of card files maintai ned i n 

the office of the librarian. The assi s t ant 1·b 1 rari an mai ntains the 
accession book. In enter i ng each book on a 11·ne of the accession 

sheet, the fol l owing steps should be f ollowed: 

1. Enter the date (day , month, year) in t he upper left margin of 

each page. 

2. Use standaad abbreviat i ons i n all entries . 

3. Each volume is en t ered on a separate line . A different line i s 

used for each volume of a set . 

~- Enter the first and last names of the author . 

5. Enter title; if t i tle i s shortened , indicate omi ssion by dots . 

6. If several publishers are gi ven , enter the fir st l isted on the 

ti tle page. 

7. Enter date of publicati on in Arabic figures ; use most recent 

copyright date. 

8. For gifts, "Gift" is t yped in the source column . 

9. Under "RemcJrks," enter classification number and other pertinent 

1. f t. ch as "T2" for purchases under Ti tle 2. n orma 10n, s u 

10 Prepared , Parti ally pre- numbered sheets for 
• Order commerci ally 

accession book. 
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t tion in margin . 
When a book is los t or discarded, make no a 

Do not 
11. 

use numbers again. 
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PROCEDURE FOR RECEIVING BOOKS 

Books purchased ·th 
w1 regu lar library-media center funds are 

processed as follows: 

1. Unpack books and check each one against 1_ . 
nvoice ; en ter i nformati on 

on order cards (date received and actual pr · ) 
ice . Arrange in shelf 

order. 

2. Pencil in trade informati on (school year , source , price ) along 

le f t edge of page after t i tle page . 

3. Enter call number on page before title page, near t op center, 

unless book is pre-processed. 

4. Check shelf list to be s ure book i s cata l oged like others of its 

ti tle or s ub ject. 

5. IF book is not pre-processed, label spi ne with call number; typed , 

self-sticki ng c lo t h l abels are used when possible for un iformi ty . 

They are placed about two i nches fr om the bo t tom edge of t he book 

spine. Otherwi se, books are l abeled with t rans fer paper and 

electric s t ylus. Plastic spray preser ves both types of l abeling . 

6. If book has a paper j acket and i s not pre- processed , cover with 

mylar cover . 

7. Enter book in accession book , assi gn i ng accession number . Enter 

k On tl.tle page, top center , and on upper 
access i on number i n boo 

right of book pocket and borrower ' s card . 

B. Make pocket and borrower ' s card i f book is not pre- processed; t ype 

on each: 



9. 

10 . 

11. 

a. Call number 
b. Author, last name f irst 
c. Title 
d. Accession number (Wr i te in ink 

if pre-processed.) 
Stamp with library property stamp: 

a. On bottom of title page 
lJ . On random page near center of book 
c. On edges of pages if there is room 
d. On book pocket if pr inted pocket i s not used 

Attach date-due slip if not pr 1· nted on pocket . 

Enter purchase information on s helf list card : 

a. Accession number 
b. Source 
c. School year of purchase 
d. "Title" number if bought under federal program 
e. Price from invoice 

If new book is a duplicate copy, enter on old shelf list card as 

additional copy . If new book is the fir s t copy , use new shelf 

list card. A different card is also used for each different 

edition . 
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12. If printed cards are not available, type catalog cards : 

13. 

14. 

15. 

1G. 

a. 
b . 
c. 
d. 

Shelf list card 
Main entry (author ) with tracings 
Title card 
One to three sub j ect cards on non-fiction 

Separate shelf list Card to be fil ed·, file catalog cards. 

t . to be sent to teachers, Make lists of books by classifica ion 

using shelf li st or access ion book l iSt ings . 

t 1 lips in shelf list 
Add number of books to inventory con ro s 

cabinet. 

Shelve books. 

d Under feder a For books purchase 
1 government programs, fol low 
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same procedure after books have been processed through office of 

superintendent of schools. Include relevant information on page after 

t itle page, accession book, and shelf list (T2, T3, etc.). 

For gift books, process as purchased books after determining 

that books are acceptable. Include word "gift" and donor's name on 

page after title page, accession book, and shelf list. Estimate cost, 

if not known, for accession book and shelf list. Use purchased or 

typed catalog cards. Affix gift bookplate to inside of front cover. 



CATALOGING AND CLASSIFYI NG 

Th8 Dewey Deci mals yst em of class ·f· . 
l ica t 1on is used i n this 

library-media cente r. In addition t 
o the usual numbered cl ass ifi -

c~t i ons, the following are used : 

FIC 

SC 

R 

p 

T 

T 
R 

920 

Novels (Fiction) 

Short Stories (Stor y Collections ) 

Re f erence Books 

Professional Books 

Books Related to Tennessee 

Reference Books Related 
to Tennessee 

Bioqraphies of Mor e Than One Person (Col lect ive ) 

Biography of One Person 
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Wi t h respect to classification , ost books are purchased pre

processed and ther e fore have subject headings already assigned . When 

i t is necessary f or t he l i brar ians to ass ign su ject headi ngs for 

books or other medi a f or which typed car ds ar e beino prepared, usually 

no more than three s ubject headings are used. Sears Li st of Subject 

Headings 38 is used for cons i s t ency of sub ·ect headings . 

38 . tta od Sears List of Subject Headings 
Westby , Barbara Marie ' - ., 

(New Yor k : The H. W. Wi l son Company , 1955). 



FILING CARDS 

CutalorJ Cards 

The basic re feren ce for f- 1. 
1 ing catalog cards : n this library-

madia center is ALA Rules for Filino Catalog Cards, Second Edition, 
3'] 

Abr i dged . 
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The basi c principle is that filing sho~ ld be strai ght - forward , 

item hy item , th rouqh th e entry , not d1sreqarding or transposing any 

or the el ements , nor mentally insert i ng des ionat ions . 

ThB has i c orde r is alphabeti cal , word by word , except in 

certai n □reas where a numeric□ l or chronol ogi cal arrange ent is 

f) r ererable . luhen the same word, or combi na ion cf words , i s used 

□ s th~ hBadin q of differ2nt ki nds of entry, c en ries are arranged 

alnha~eti cally word by word , disregardinQ kind of ent r y, fo rm of 

he ;1di nri , cJnd punct uation , except t hat personal sur na e entri es are 

arrJnqed before other entries beginning wi t h t e sa~e word or 

combination of words. 

Shelf List Cards 

Shelf list cards are fi led alphabetica lly by the aut or ' s 

lust name within each classifi cat' on. Cards for took s i the 

t 1 to t 7ose of t he regular 
profess ional collection are fi l ed s ~para e Y 

co l 18ction . 

- . ·on ALA Rules fo~ Filing Catalog 
J 9American Li brary Assoc i ~t i c~ation 1958 ), P• 1· 

C . Librar11 rl sso - , urds (Chi cago: Amer i can - ' 
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PROCEDURE FOR CHANGI NG CLASSIFICATIONS OF BOOKS 

Various ci rcums t ances neces · t t 
si a e the changing of a book f rom 

one cl ass i f icati on to another . 
I n comb i ning books from t he t hr ee hi gh 

school l i brar i es in to the one l i br ary - rned i·a center 
of t his school , for 

i nst ance, i t was di scovered that mult ip l e copi es of the same book 

woul d somet i mes huve different clc:i ss j_ f i cati on numbers . Sometimes 

Wi l son cards or der~d at di fferent t i mes for the same title wi l l have 

di f feren t numbers. Di fferen t ed i t i ons of t he Dewey Decimal System 

book show di f fer ent numbers for a gi ven clas s i f i ca t ion in some 

i ns t ances. Pre- pr ocessed books may have di ff eren t numbers f rom those 

processed locally . Oft en it becomes necessary o change a book from 

11 Refer ence" or "Pro f ess i onal " to t he regular co llec:i on or vi ce- versa ; 

or a "Tennessee" book will be discovered that 1° as not been marked "T • 11 

There i s a lways the poss i bi l i t y , also , of cl erical errors . 

The cl ass i fication number bei no changed should be changed in 

the foll owing places : 

1. 

2. 

3. 

5. 

Accession book 

Ever y car d for t he book in the ca rd cata l og 

Shelf l i s t 

Check-out card and pocket 

Spine of book 
one number gro u~ t o a ot her, t he 

I f the book i s changed from 

be changed t o show th: s . invent ory recor ds s hould 

subtract fro m ano ther.) 

(Add to one qr oup; 



1. 

PROCEDURE FOR PURCHA 
PROCESSING OF MAGAZSII NG, RECEIVING, AND 

NES AND NEWSPAPERS 

Magazines are purchased soon after the b . . eginning of the schoo l 
year each fall . 
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2. Recommended lists of magazines for the 
seni or high l eve l are 

consulted. Other ma gazines of. interest to students and/or 

f aculty are also ordered. 

3. M~gazines are usually ordered at a discount f rom the company whi ch 

conducts the annual school magaz ine sales drive . The total i s 

added to the school's total sales ·, but no class , homeroom, or 

student is credited with the sale . □ft d en uring the magazi ne 

dr i ve students will add t o their class to ta l s by buying gift 

suhscr iptions for the li hrary- media center . Cross- checkinq by 

the librar ian is necessary to avoid ordering dup l icate subscr ip

tions and to be s ure those subscribed to are appropriate for the 

school colloction. Thi s is done by checking homeroom li sts which 

have been turned in to the office at the end of he maga zine drive . 

~- As ma gazines are received , they are check ed in t hrough t he magazine 

recording fi le, which is kept in the per i od i cal room . I nformati on 

relati ve to eQch magazi ne i s recorded on a prin t ed card (Gaylord 

5. 

No. 1044). rnal·nta1·ns purchase reco rds on a separa t e The li brar ian 

card (Gaylord No. 1047), which is fi led in her off ice. 

11 stamped with the proper ty 
Magazines are arran ged alphabetica Y, 

d . plastic covers (as many as 
stamp on front and back, 8nd place in 

din t he reading room . 
are available ). They are then shelve 



8. 
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Back i ssues of magazines are stored for f i ve years. 

Those magazines which have continui ng reference value are bound 

when fund s are available . When funds are limited , back i ssues are 

stored in Pr i nceton files or t ied with strong cord . Heckman 

Bindery is a r e l iab le binder, and they can usual ly supply mi ssing 

i ssues of m3Dazines. 

Newspapers are also recorded on cards with source listed . I f the 

newspaper i s a gift , a letter of thanks is written t o the donor . 
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PROCEDURE FOR PURCHASING AND PROCESSI NG AUDIO-VISUAL MATERIALS 

Audio-visual materials are purcha d d 
se an processed in much the 

some manner as books. Major equipment is us ual ly purchased in quan-

tity by the office of the superintendent of schools or under federal 

funding programs. The librarian i s responsible for thi s department of 

the library-media center. Fol lowing i s the usual procedure: 

1. Orders are made for mater ials as r eques t ed by var i ous departments; 

however, efforts are made to equali ze the holdings of each area. 

2. The following system i s used relative to the processing of the 

different types of materials: 

Filmstrips: Fi lmstrips are identified and filed by the accession 

numbers - , e cc •• CFS 1 , ) Th1· s number i s wri tt en on t he top of the 

films t ri p container . A shelf li s t card of the V- fil e type is 

maintained for each art i cle . I t contains t he foll owing infor-

rnation: cost ' color , num!Jer of f rames , etc . date of purchase, 

. provided fo r checking : he films tr ip in Also on this card space 1s 

and out. 

Recordings: f r ecordings i s also the The accession number or 

location number . 
card, also used for checking AV-file shel f list 

kept for each record inq . the record in and out, is 

Transparencies : 
record keeping i s followed The same procedure and 

as for record i ngs. The accession number is the location number. 

Slides : Slides are 
access ion numbe r . a l so filed by 

• ls above. kept as for othe r materia 

Records are 



3. The fol l owin g f orms are used fo . 
r cataloging audio-visual 

ma ter ials; f orms are pub1· h 
is ed by Jack C. Coffey C I 

Waukegan, Illinois. 

Filmstrip Card: Yellow, Form No. 20. 

Audio-Visual Material Card: Pink, Form No. 44. 

o. , nc. , 

Appropriate blocks and blanks are filled i n for each art icle of 

material. The following additional informat i on is typed on 

each card: 

a . Sub j ect head i ng in upper left corner of each subject card . 

b. Call number (accession number) in upper r i. qh t on "File No ." 

blank; items are numbered as : FS-1 ( filmstr i p) , R-1 

(recording), TR-1 (transparency) , 5- 1 (sl i de) . 

c. Dewey classification number i n l ower r iqht blank . 
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4. The fol l owing Luxor forms are used for access i oni ng and checking 

out audio-visual mater ials ; they are filed in Luxor V-files: 

Filmstrip Card: Black on White 

Record Card: Green 

Tape Recording Card: Orange 

Instructional Mater i als Card: 

Slide Card: Yellow 

Red on White 

is used as a record for A similar card, purple on wh ite, 

equipment. 



V. CIRCULATI ON 
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CIRCULATION PROCEDURES 

Books: 
~ 

All books other th an reference books and professional books 
used by students may be checked out f or a 

period of two weeks. Books 
are renewed for additional periods of two 

weeks by re turn ing them t o 

the library-media center on the date due . 
Unless there i s a ''Ho ld " 

request for the book for someone 1 e se, there is no limi t on the number 

of times a book may be renewed. 

as they wish at one time. 

Student s may check out as many books 

Those who have overdue b k □□ s may not check out any books until 

al l overdue books are returned or paid for, if t hey are lost . The 

librarian ma intains the record of overdue books , compili ng it at the 

end of each day; and th e student ass istants check the l i s t as each 

book is loaned. 

Teachers may place books on reserve by request filed one day i n 

adva nce of the ci ay needed . Book s pl aced on reserve by teachers may be 

used i n the li brary-media center or may be checked out as desired by 

t he teacher. Reserve books are usually placed on overni ght checkout, 

to be r
8
turned before classes the followi ng day. A follow- up form is 

processed if the s tudent fails to return the book on t ime . 

· 1 books may be checked out by 
Reference books and profes s1ona 

students on an overn ight basis. 
Reference books which are i n sets are 

used i n the li brary - media center. 
not usual ly checked out but are 

books are to be checked out 
Reference, professional, and reser ve 

1 The librarian 
th rough a li brarian, rather than by student he pers. 



keeps the cards so t hat a f ol l ow- up 
may be made i f t he books are not 
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returned on time. 

Toachors wi l l nor mal l y f ol l ow the 
same checkout pr ocedure as 

st udents excep t i n speci al i ns t a 
nces when cer tain books are needed in 

thei r classrooms f or a period of t ime . 
In such cases , t he librar i an 

keeps the cards for the books on classroom 
checkout . 

Al l books are checked out at t he loan desk by s t udent 

assistants except those which must be handled by a li brar i an . 

If a s t udent or t eacher wishes a book t o be held for him , he 

fi lls out a "Hold" s lip at the loan desk. Upon avail abi lity of the 

hook , the i nd i vi dual i s notified to call for it . 

Overdue not ices are sent t o s tudent s in home~aom once each 

week . Books s houl d be returned or r enewed the same day , but on the 

st udent's own t ime , unless there is an ur gent need for the books . 

Stu uent s are ur ged t o clear overdues at once so that there i s no need 

For fur t her noti ces. No overdue fin es are charged . 

Students and/ or t eachers should report los t books to t he 

li brar i an promptl y in order to avoid receiving repeated overdue 

not i ces and so tl1a t the recor ds may be kept up to date . All lost 

hooks must be pa id for . If a l os t book i s l ater found and returned 

d · t 1 1· n whi· ch it was l os t and paid for , the money ur1 ng he sch□□ year 

wil l be refunded. The li brari an wi l l inform the person losing a book 

f ..... Lhe shelf l i s t card . o the cost as ind i ca ted on 
the librari an for all 

An appropriate fi ne will be charged by 
d offici al r ecords of a 

Grade i nformation an cases of damaged books . 
time or wnen a student leaves 

st udent may be wi t hheld at r epor t i ng 



110 schoo l unless he has cleared all cha 
r ges for l ost or damaged books or 

other ma t eri als. 

Audio- Visual Media and Eguipment : 

Teachers may check out anv mater i als for use i· n 
the classr oom 

for whatever length of time th 
ev are needed unless some other person 

i s also in need of the same material . Ad . 
u l o-visual medi a and equ i p-

~ent are checked out t hrough the li brar i an and ~ay be delivered and/or 

operated by members of the Audi o- Vi sual Club . Equipment shou l d be 

reques t ed and reserved i n advance by use of he appr opri at e form 

provided by th e l ibrary- medi a cen t er . Projectors and other equip ent 

are often not avai lable on shor t noti ce . Earlies t r eques t s will be 

!10norcrl f i rst , 1J..J i th the librarian not ifyi ng t hose for whom equipment 

i s temporar i ly unavailable. Al t erna te dates wi l l he sugges ted. 

Stude~ t s may use reco"dings and f i l mst r ips '.n areas provi ned 

for th is pur po se in the li brary- media cen t er . Filmstrip vi ewers are 

uvailable i n t he s t udy carre ls upsta i rs , and r ecordi ~gs ~elat ed to 

· d as St udents ~ay also check classwork ma y be played in ass1gne are • 

out media and equipment on a period- by- per iod bas is for use i n 

classroom present at i ons . Studen ts may not take mat er i als and equi p

ment f rom the center except f or t hi s purpose . Fo r use i n t he 

mat er ia l s may be checked out at t he l i brary- media center , t hese 

aud i o- visual ai des ; fo r classroom 
loun des k from li brary assi s t ant s or 

reser ved i n advance and checked 
and equi pment must be use , ~ater ials 

ou t fr om t he librarian . 



When equipment is available, it 
may be loaned on request to 

civic and commun ity organization s . 

111 

Magazines: 

Magazines, except latest and bound iss 
ues, ci rculate overnight . 

Theso are checked out from a librarian . 
For use in t he library-media 

center , latest issues are on open racks · t h 
1n e r eading r oom; and back 

i ssues may be checked out in the period i ca l roon fr om a s t udent 

assistan t . If th ere is an ass ign~en t made by a teacher requiring 

overniqht use of a current i ssue , then t he r ul e i s relaxed ; and 

students m□y check these out as they do ol der issues . 

Librarians and student assis t an t s wi l l ass ist students in 

using t he Readers' Guide and in findi ng art icles . Use of t he Readers ' 

Guide is included in library l essons gi ven in the fall t o sophomores 

and to any other groups as requested by thei r teachers . 

A card file on the table at the door of the oer iodical room 

l ist s current ma gazine and ncwspaoer hold "ngs . 

Students may request s tacks of certa~n ~agaz i nes in or der to 

Wl. sh , but th~1• may not qc past t he table in select t he issues they v, 

t he periodi ca l room to qet maqaz ines fo r themselves . 

Vertical File Materials : 

t . 1 f ile are checked out on an over 
Materi als f rom the ver ica 

bulle in ~oar d or other 
nigh t basi s unl ess they are r equested fo r 

11. brari an handles The ass i s t ant 
t he ver t i cal f ile checkout 

on forns for this purpose . 

Placed i n an envelope when 

dama~ed mat erials may be Small or easily 

they are checked out . 
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A follow-up form is sent to the student in home room or First 

pe riod class if the materials have not been ret urned on time. 

Art Prints and Other Pictures: 

Art reproductions and pictures of other types may be checked 

out from the assistant librarian and may be used f or bu lletin board 

displays, classroom demonstrations or decorati on , ar t cl ass pro j ects, 

or other purpos8s. Vertical File forms are used, but there is no 

limit on the ti ~e these mater i als may be kept . I f they are not 

re turned within a r easonable lengt h of time , a Fol l ow- up form will be 

ri rocessed. 

fJU1er Media: 

Maps, charts , transparencies , posters, and any other materi al s 

Center will be c ecked out t hrough one of l10used i r1 the li br ary -med ia 

the li brar ians. Card files for reco r ding circulation of these and 

other non-book items are mainta ined by the li brar i an . 
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AV-1 MATERIAL AND/OR EQUIPMENT REQUEST 

Material 
---D';:::'a-:t-e ___ _ 

wanted _____________ _ 
No. ---------

16 mm film 

8 rrm film -
AV Cart -
Filmstrip -

__ Filmstrip w/Record 

_Record 

__ Sound Tape 

_Video Tape 

_ rn Pro j . Transparency 

_ 2" x 211 Slides 

_ Instructional Materi al 

_ AV Equipment ----
Student Assistant to 

-□perate Equ i pment 
_ Other 

When Wanted: _______ to _______ Alternate 1 
Dates 2--------

Teacher ________________ 1Room ----------

(Do not write below this line . ) 

_Confirmed Dates Booked to ------- ---------
Booked by _ _,..---------

••Any request for mater i al and/or equipment must be made one day 
prior to need. Material and/or equipment must be returned on 
the date speci fied in request. 



,---

AUDIO- VIS UAL RESERVE CHECK-OUT SHEET 
i---

Rec OH Op 16 
: Tp Te acher's 

FS mm 
Date Pro Pl Pro Pro Pro Cart Sc reen Reel Rec Na me -
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REQUEST FOR STUDENT 
TD OPERATE AV EQUIPMENT AV- 3 

Teacher --------
Date 

Per i od 
Please excuse the following student 
t o operate audio-visual equi pment . 

(Student's Name) 

Thank you, 
Libr arian 

AV EQUIPMENT D1ECK-OUT SLIP AV-4 

Car t No. ------------
Proj ect or Type ________ _ 

No . ________ _ 

Record Pl ayer No. _______ _ 

Teacher ____________ _ 

Room, _____________ _ 

Dwte t o Be Delivered ______ _ 
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AV-5 

FILMSTRIP CHErn- a.JT 
SLIP 

Filmstrip No . ----
Student ' s Name 

Date _______ _ 

Period ______ _ 

•Not e : Filmstrips 3re 
to be used only in the 
library-med i a center 
unless 3rran gement s are 
made wit~ a li brar i an . 

Retur n filmstrip to the 
loan desk when you have 
fini shed with it . 



HOLD BOOK ORDER 
L-3 

Aut hor Call No. 

Title 

Student Homeroom 

RESERVE BOIB NOTICE L- 3 
Name Date -------------- ----

Home 
Book Ti tle R 

----------- 00 ----

The book on which you pl aced a reserve i s now 
i n the li brar y. I t will be held or you until 
(da t e)________ Please call for the 
book t oday. Br i ng t hi s no t ice wit you. 

OVERDUE BOOK NOTI CE L- 4 

Name: _______________ _ 

Home room Date Due ____ _ ·-----
Author _____________ _ 

Ti tle ____________ _ 

Call No. Da t e of Not i ce ___ _ ---
The above book t aken out by you i s 
overdue. Return to the li br ar y f t 

l before or a er duri ng s t udy hal or 
school. 

Li brarian 

Librar · iJn 
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RESERVE NOTI CE 
L-5 

Teacher of Homeroom: 

The following person i n your homeroom 
has an overni ght RESERVE l ibrary book 
tha t has not been r eturned on time. 
Please ask him to r eturn the book at 
once. 

Thank you, 
Librarian 

Name of Stud ent _________ _ 

Number & Tit le of Book ______ _ 

Date Due: 
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TEACHER REQUEST FOR LI BRARY BDIB 

Ca ll 

L-5 

No . ___ _ 

A~thor· _____________ _ 

Titlei ____________ _ 

Publi sher· _______ _ Date. ___ _ 

Requested By ______ _ Price. ___ _ 

Fund Charged ____ ' D"a~t~e:-------

Revi ewed in, ____ _ Ordered ____ _ 



VERTI CAL FILE CH E~-OUT 

Dat e 
L-7 

------
File ------
Type Material 

Tit l e ------
Checked Out By: 

Ret urn By 8 :00 a . m. on· 

VERTI CAL FILE MATERIALS ARE 
ON OVERNIGHT LOAN. 

VERTI CAL FILE NOTI CE 

Homeroom Teacher : 

L 

Date ---

The fo l l owing s t udent in your homer□□ 
has ver tical fi l e mat er i als t hat have 
not been r etur ned t o the l ibrary on 
t i me . Pl ease ask t he st udent t o ret~rn 
the mat eri al s at once . 

Li brar i an 

Name of Student. __________ _ 

Materi al _____________ _ 
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CIRCULATIOO RECORD 

Date 
L-9 

-------------
Book Circulation: 

Classified ---------
Fiction ----------
Total Book Circulation 

Library Assistant 
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PROCEDURE FOR RETURN OF BOOKS BY DROPPED STUDENTS 

When a student is droppinn out of sch 1 · h · 
~ oo or moving away, e 1s 

IJiven a "Withdrawal Slip" by the guidance counsel or . Along with 

0 t1t ai ning clearance from his teachers for textbooks turned in, he 

must also have the li brarian sign the f orm to indicate that no library 

materials are charged to hi m. 

If a student drops out of s chool wi t hout returning and being 

processed, an effort is made to have him return any library mater i als 

whi cli t, e has . He may be contacted t hrough other students, f ami 1 y 

members, or t eachers; or he may be contacted by telephone or letter . 



VI. MAINTENANCE OF THE COLLECTi rn 
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MENDING OF BOOKS 

When possible, books wi ll be mended with glue or plastic t ape 

85 soon as it becomes evident t hat wear is taki ng place. "Frost y11 

t ape such as Scotch Magic Tape shoLi ld be used for t orn pages, as 

ot her cellophane tape often di scol ors. Clear Contac brand adhes ive 

plastic or a similar product i s use fu l f or mending or protect ing 

paperback books. 

When the lettering or number ing on t he spine of a book has 

been covered by mending tape, re- letter ing should be done in ink , 

with a stylus and transfer paper, or on an adhesive label . 
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REBINDING OF BOOKS 

In certai n instances, it is 
more economical to have a book 

reboLrnd than to purchase another copy. 
Also, certai n books may be 

nv3 ilable only in paperback form, which, when gi· ven 
a hard binding, 

mny be used for a longer time. c 
ertain other books have real value 

l· n the collection but are out of pr1· nt d 
an should be rebound in 

order to preserve them. The l ibrar i an will per iodically collect 

ony books judged worth rebind ing and prepare them for the bindery. 

Books wi ll be sent once or twice a year as funds are available. The 

Heckman Bindery representative calls on this schoo l , and this company 

hos proved reliable and sutis fac t o:-y. They also perform sati s f actory 

bi nd i nq of maoazi nes, often providing missing :ssues . Other companies 

of comparuble service and price wil l also be cons idered . 

When books are collect ed f or rebinding, cards are pulled from 

t hem; and "Bindery" i s writ t en · n pencil across the . These are 

t d A Pencl.lled notati on i s also filed until the boo ks are re urne . 

d t "d _in 1·nventory or fo r reference made on each shelf list car o a1 

t the location of the book . should somo question ar i se as o 

are s uggested by one l:b.ary super visor The following points 

are to be rebound : for consideration when books 
40 

I ns t ructions for Books' i_, The 
40Frances Wilks, "Binder y . lle. Knoxville C1 ty School 

Handbook (Knoxv1 . 
~Kn~o22x~-..1:_lilldl~e_S::?;cS)h2!02£02_-!l~L;.:;i~b,;:.r;!a;..r V~.;,:;:;..;.;;....-
Sy st em, 1973). 



Subject Matter: 

1. 

2. 

3. 

Does the book have i·t 
-1 erary value? 

Is tho information in · t 
l accurate and 

Is the book useful in this school? 

Physical Condition: 

timel y? 

1. Books that have already been r ebound canno t 
s t and a second 

rebinding . 

Bindery will me nd tear s, but b k a □o is not worth sendi ng if the 

fir st fo urth is considerably worn , or i f t here are many ragged 

pages or tears in t he same position on many pages . 

3. Br i ttle pages wi l l not stand resewing . 

~- The inner margins should not be l ess than one- hal f · nch wide . 

Cost : 

1. Consider til e original cos t of the book and whether it would be 

bet ter to purchase a new copy than to rebind . 
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2. Bi nding r uns around $2. 00 or more per book, depe ~i ng on the si ze . 

3. There i s an additional charge for impr inti ng call nu bers on book 

spines. 



1. 

2. 

J . 

RECEIV ING BOOKS FRCJ,1 THE BINDERY 

Unp □ck books and remove any unnecessary pa d k' per an mar 1ngs 

ponci lled i n at bindery. 

Arrange i n s hRlf order with old checkout cards. 

Label witl1 ca l l number if bindery di d not imprint . 
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4. Oe sure accession number has not been cut off ; if so , re- number. 

Enter "Bindery--(year) 11 on shelf li s t card . 

6. Make new pockets (and checkout cards, if necessarv) . Attach 

pockets and dat e due s l ips if date due space is not on pocket . 

7. Stamp edges wi t h pr oper ty s tamp ; stamp pocket i f printed pocket 

i s not used. 

o. She lve books. 
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INVENTORIES 

Books: -----
The assis t ant librarian . 

Wlll take a complete inventory of 
hooks at the end of each school 

year . The l i brury- med i a center wi ll 

tie closed, and all books uJill be called 1· n 
approximate y two weeks 

before the end of school so t hat th · 
1s may be accomplished . 

A running count of books in the various class ' fi cati ons is 

kept on inventory control forms placed in the shelf li s t fil e at the 

beginning of each classification. As books are los t , discarded , 

r ece ived, or moved from one classificat ion to another , t he figures 

on the f orms are changed . 

Shelf li s t cards for lost books are pl □ ced i n a separate file ; 

and , if there are no other copi es of missing books , catalog cards are 

pull ed and pl aced with them to be refiled if t he books are l a er found 

or are repl aced . 

Other Media and Equi pment : 

The librar ian wi ll inventory ~edia and equipment other than 

t10 oks at the end of t he school year . She wi 1 aintain other records 

have a current count at all times of in appropriate files in order to 

these materials and equipment. 

Ma terials Purchased wit h Federal Funds : 

File f olders are 
librarian in order to keep 

maintai ned by the 

d U S Government programs 
· t purchased un er •• accurate records of 1 ems 

education Act of 1955. 
sud, as t he Element ary and Secondary 



r ds are kept by title and year of purchase and required reports Re c□ , 

Compiled from this information when requested by the office of are 

the superintendent of schools. 
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WEEDING THE COLLECTION 

Weeding the collection t 
o remove outdat ed, unused, and worn 

media should be a continuing task . 

has been approxi mately f i ve percent 
A r ule of t humb for weeding books 

annually . Estimates for t he 

replacement of audio-visual med i a range f r om 
ten to fif t een percen t , 

based on normal wear, acc i denta l damage, and 41 
curriculum r evi sions . 

Although evaluation and some weedi"ng of th 1.b e 1 r ary- media 

cent er collection is on-goi ng in the day- to- day operational procedures, 

~ ueneral weeding is advi sabl e once a year, possibl y during the annual 

i nventory per i od. Duri ng weedi ng , books and other media which need 

mending or rebinding (in the case of books) should be removed from the 

act ive shelves and placed in workroom areas for fu t ure disposit i on. 

Medi a to be discarded shoul d be mar ked "Discard" with a felt pen and 

ei t her destroyed i mme diately or given directly t o a j anitor who will 

supervise the destruction or the di s position by placi ng such materials 

i mmedia t ely in t he trash conta iner at the rear of the building . 

librarians have f ound t hat persons who do not understand weeding 

dl·scarded library- medi a center pr inciples, and who come across 

Some 

t . 1 ·11 assu~,e t hat the discarding is was te ful . Some have 
ma er1a s, w1 "' 

d h 1· g books away only to spent their time carefu lly weeding an au in 

doorsteps by some well- meaning 
f ind them delivered back to t heir 

ci tizen who has "found" them. 

41 ·t p 96 . Prostano, op. cl., • 
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All areas of the collection should be 

weeded, including audio
vi sual materials; but the book col lecti'on and 

the verti cal file are 
the areas which are usually most in need f . 

o evaluation and discarding. 

Recordings seldom become outdated, and often filmstrips and other 

visual media can still be used when they are several years old. 

However, these areas should not be overlooked as weeding i s taking 

rlace. When funds are availabl e , new materials should replace old; 

but often teachers using these materials will wish the media center 

also to retain the old if it has supplementary information to the 

newer material. Loan records will show which teachers frequently 

use certain materials, and they may be consulted during the weeding 

process. Damaged materials which cannot be repa i r ed in order to be 

usable should, of course, be discarded. 

1. 

2. 

3. 

4. 

5. 

6. 

. 42 The following should be considered for discarding : 

Old and worn-out materials 

Outdated materials 

1 Such as mediocre J· uvenile fiction not on Trivi al materi a s 

and materials of transien t popularity recommended lists 

Dunlicates of l it tlB-used materials 

sets of books , or the sets them
Unused volumes of uniformly bound 

1 s preferred over sets.) 
selves (New and separate editions are a way 

t t hose with real value Textbooks excep 

those in the professional collection 

as reference material and 

of Education,~ 
f Idaho Departm~nt . State of Idaho , 

42Adapted f rom State o Libraries (Boise . 
S~lection and Weeding in School 
1966) , p. 11. 



7. 

B. 

9. 

Biographies of now obscure persons 

Old travel and books of humor 

Files of magazines which are not 1
1
·sted 

1
·n 

which are more than a year old 
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Readers' Guide, but 

In the class of "outdated books" w1·11 be 
almost anything with 

a copyright date more than ten years old in such areas as the sciences, 

technology, industry, home economi cs, photography , career information, 

atlases, encyclopedias, etc. Psychology, history, and education , as 

well as directories and statistical works are also li kely to become 

dated quickly. Reference books also have to be weeded because of the 

time element. Encyclopedias, for example, need replaci ng s fter five 

43 or six years at most. 

It is always a good practice to weed the collection clsss by 

class, using standard select ion aid lists. Following are some 

specific suggestions for weeding nonfiction : 
44 

ODO 

100 

200 

Encyclopedias 

Bibliographies 

Books about Read ing 

Ethics, etc. 

Religion 

New edit i on needed at least every 
fi ve years . 

Seldom of use afte r ten years f r om 
date of copyr igh t . 

Value determi ned by use . 

Value determi ned by use. lMo:tafter 
unscholarly works are use es 
ten yes rs • 

. d b use Collection 
Value determ~nebasic in formation (but 
should contain ) b u· as many sect s 

ganda a O " not propa sible 
and religions as pos • 

Li braries Project. 
44Ibid., citing ALA Small 



300 Social Sciences 

400 

500 

310 Almanacs, Yearbooks 

320 Politics, Economics 

340- Government 
350 

360 Social Welfare 

370- Education, Corrrnerce 
380 

390 Folkways 

Languages 

Pure Science 

600-
618 

Inventions, Medicine 

620 

52 1 

630 

Applied Science, 
Mechanics 

Radio, Television 

Farms, Gardens, 
Domestic Animals, etc. 
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See that contr oversi al issues are 
well represented f rom all sides. 

Superseded by each new volume. 
Seldom of much use after fi ve years. 

Books dealing wi th hi storical aspects 
--d~termined by use. Timely or 
topical material--di scard af t er 
approximately ten year s. Rep l ace 
with new editions when available . 

Ten years; watch for new mat eri al on 
government to super sede older. 

Weedi ng depends on use . Most non
hi storical mater i als are passe aft er 
ten yP.ars. 

Keep hi s t orical mat er i al s i f thev 
will be used . Non- hi stor i cal mat er
i a l s need replacement in t en years . 

Keep basic mater i al ; weeding deoends 
on use . 

Ke ep bas ic mat eria l ; weedinq depends 
on use. 

Except fo r botany and natur al hist ory, 
s ci ence books are usually out of date 
wi th in f i ve years . Tr y to keep 
collection current by discarding and 
purchase . 

. except for basi c mater i al Fi ve years , 
on inventions and anatomy . 

unless book contai ns Five years, 
. 1 of hi stori ca l val ue . mat en a 

at mo s t · progressi ng t oo 
Fiv7 year s e of u~e l onger unl ess 
rapid ly t~ bd d for hi stor ical 
materi al in eman 
r ef erence. 

·th new editi ons and t o date wi 
Keep up . 1 to rep l ace older . 
new maten a 



640 Horne Economi cs 

G5U Bus iness 

660 Chemical, Food Products 

690 Manufac t ures, Bui ldi ng 

700 Art, Mus i c 

800 Literature 

CJD□ History 

910 Travel, Geography 

940- Hi story 
'390 

Bi ography 
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According to use . Keep most l y current 
mat eri al, except keep all cookbooks. 

Ten year s. 

Five t o t en years, according t o 
content . 

Ten years, except that older books 
on crafts , clocks, guns , and toys 
may be useful. 

Ke ep bas ic materi al. 

Keep basic material. 

De pends on use and needs of school, 
and on accuracy of fac t and fairness 
of interpretation . 

Discard travel books befo re 1948 
unless useful from hi storica l point 
of view or of interest as personal 
accoun ts . Afr i can, European , and 
Asiatic geography before 1950 prob
ably only of hi s torical interest . 
Watch later books also for has ty 
writing and mi s informat i on . 

Depends on use and needs . Only out
s t anding Wor l d War II mater i al should 
be l eft by t his time . Best material 
is now incorporated in regular 
histories . Much was catchy and 
poorly writ ten because of haste to 
get it on market . 

Unless sub j ect has permanent interest 
or impor t ance , discard as soon as 
demand subsides . Replace_older 
b. raphies of mediocre literary 

iolg whenever better ones appear. 
va ue t t di ng in those whi ch are ou s an 
~~~~ent or s tyle as l ong as they 
are useful. 



Per i od i ca l s, 
Newspapers 

Pamphlets 

Government 
Documents 

133 

~eep fi ve years those which are in 
demand f or r eference. Latter may 
be kept longer , and some might be 
bound after one year. If space i s 
limited, bound volumes might be 
safely disposed of after ten years. 

Weed roughly as nonfi ction , but 
keep only up- to- date material. 

Order and di scard according to use 
and request s. Small l i brar i es 
should not keep at all . 



VII. SERVICES 
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SERVICES TO STUDENTS AND 
TEAD-iERS 

There are many "fringe-area" 
ser vi ces and benef its which the 

librar y-media center may provide for 
i ts pat r ons, student and teacher 

31ike. There is no standard list of 
such servi ces ; they ar e mere ly 

provided as the ingenuity and the des i re t o be of servi ce on the 

Part of the librarians create them. N 1 
o compet e l ist i ng can be made, 

as this is the type of library-medi a center servi ce whi ch i s often 

giv8n as the need or the occasi on ari ses. Some of these services 

which hav8 been provided in this li brary-medi a center are: 

1. Pr oviding chess and checker boards for use by students 

2. Making avai lable a teacher workroom space cont aining profess i onal 

books, filmstrip previewer, and record player 

3. Making available slide collections for vi ewing by student s 

4. Provi ding photographic copies of pr i nted mater i als 

5. Providi ng rooms for use of recordings and university t aped 

television lessons 

6. 

7. 

B. 

9. 

Di splaying student pro ject s and col l ect ions 

Providing loca t ion for annual Ar t Department show 

t h al events and 
bulletl· n board di spl ays on curren sc a Maintaining 

l ishements promoti on of media , 
recognition of s t udents ' accomp ' 

and/or teachers such as "Careers" 
topics of in t erest to st udents 

l i stings by numbe r classificat ion 
Sending t o teachers cont i nuous 

t acqui sitions of library-media cen er 



Providing bibliographic lists 
by subject area 

10. 

11. Ordering of posters and other 
materials for students and/or 

teachers 

12. Pulling and reserving specified books and 
other media for 

certain classes on request of the teacher 

13. Making available student aides for operati· ng · equipment for 
teachers or clubs 

14. Teaching library-media center lessons 

15. Posting weekly menu from cafeteria on hall bullet in board 

16. Providing file of corrrnunity resources 

17. Providing areas for students to work i n groups 

18. Providing meeting rooms for fac ulty groups 

19. Providing meeting rooms for local and state professional 

meetings 

20. Providing testing areas for guidance counselor s and others 

136 



137 

READING GUIDANCE 

The librarians a re expected to leave 
any work they may be 

doing whenever a student or at 
eacher needs assistance in finding 

materials or with any other problem in th lib 
e rary-media center. 

During each period, the librarians should offer help 
to students, not 

necessarily waiting for the students to ask 
for assi stance. 

The librarians should be constantly on t he l ookout for books 

and other materials which fill special needs in t he school . For 

instance, easy-to-read, high-interest materi als are usual l y i n short 

supply. Presently, demand is high for materials on drugs, careers, 

and black history. Such areas should be given pr ime consideration 

when purchases are made, as should others far whi ch demands arise. 

The librarians should call to t he attention of students and teachers 

the materials which would appear to interest t hem or utiich would f i ll 

known needs for them. 

Bibliographies should be secured or compiled by the l ibrar i ans 

· t t Some recen t demands have been for in areas of frequent 1n eres. 

Wl·tchcraft and t he supernatura l , Amer i can lists of books on careers, 

k f Latin students. historical fiction, English authors, and baas or 

d l i brar i ans second. They 
The librarians are teachers firS t an 

t hey br ing together t he 
must follow all the principles of teaching 88 

) and the right person. 
right book (or other material 



ORIENTATION AND LESS[]\JS 

One of the primary responsibilities of the 
library-media 

center staff is teaching the use of the 
facilities and media. In 

this library-media center the ass· t 
' is ant librarian is responsible 

for teaching library lessons and · 
orientation of students. 

Working with teachers of English, the librarians schedule 

days on which students are to be brought 1·nto the library-media 

Lessons and tours are provided to each class of sophomore 

English students near the beginning of the first semester. These 
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lessons consist of at least three days during which the fo llowi ng 

phases of library-media center use are explained: Dewey Decimal 

System, card catalog, reference books, periodical s, Abridged Readers' 

Guide to Periodical Literature, circulation procedures for books and 

other materials, assistance available from staff, location of 

materials and facilities, and special r ules and regulations. Tests 

may or may not be given, as desired by teachers and/or librarians. 

Other more specific and detailed lessons or tours are 

h For instance, teachers of j uniors provided upon request of teac ers. 

wish to have lessons who are learning to write research papers may 

given specifically on reference materials • 
. maintai ned by the assistant 

A file of lessons and materials is 
short notice to fi l l 

librarian so that materials may be produced on 

teacher requests for lessons. 

are given in order that he may 

h t he student may keep Materials tJiic 

t Which he may refer 
have a guide o 

the ll.brary-media center. 
during future use of 
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CCJv'MU\lITY RESOURCES FILE 

The librarian will maintain a file of sources of materials 

and resource persons available in the local community. This infor

mation will be available to those desiring this t ype of information. 

It will also be indexed in the card catalog by subject and/or name 

of person or organization. 

Persons or organizations who may provide talks, printed 

materials, or other resources will be contacted by letter for 

permission to include them in the file. 



VIII. SUPPLEMENTARY MAT ERI ALS 
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PROCEDURE FOR PROCESSING PUB....ISHERS' CATALOGS 

Publishers' catalogs will be assigned numbers for ease in 

filing and locating. Each company's catalog w:11 always bear the 

same number, with the current issue replacing the older one, unless 

there is a need to keep the older one. In this case, they will 

hoth bear the same number and will be distinguished by their dates . 

The librarian will maintain a listing of catalogs by number, 

and numbers will be affixed to the covers of the catalogs. 



1. 

2. 

3. 

LIBRARY-MEDIA CENTER CHEruLIST 
l.,f1 FOR STUDENTs45 

Which words 
Large 

-Small 
-Crowded -

describe your library-media 
_Roomy 
_Attractive 
_Dreary 

center? 

Which kinds of library-media cent . 
Fiction books F' l er materials do you use? 

- . . _ 1 ms M 
_Non-f~ct1on _Recordings - aps and globes 
_Magazines Clippings _ College catalogs 
_Filmstrips -_Pamphlets _Book j ackets 

Sl 'd _ Newspapers 
_ 1 es _Pictures 

center? 
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When do you 
During 

-During 
-Before 

go to the library-med i a 
study hall periods 
class periods 
school 

After school 
During l unch period 

_ Between classes 

4. Why do you go to the l ibrary- media center? 
To do reference work To read magazines 
To read for fun -To read newspapers --To work in committees To browse 

5. Does the library-media center have the books and mater ials you 
want for reference? 
Yes No For Study? Yes No For pleasure? -- -- --Yes No 

6. Do you have access to a corrrnunity resource file? Yes __ No __ 

7. How do you find out about books? 
_Bulletin boards and displays 

School paper 
-Book reports i n class 
=Book taiks by l i brarian 

B. Do you ask for he lp when you need it? 

Friends 
--B□ok li s t s 
--Card catalog 
- Browsing 

Yes_ N□_ 

'J . Who helps you find 1 in the library- media center? 
materia s Other students 

Librarian 
-Teacher 
-Student assistants -

45 · · t Brown, op. c1 • 

- Cler i cal helpers 



11. 

12. 

Do you know how to use t he card catalog? Yes No 
Readers' Guide? Yes No --
Which reference books do you find useful? 

_Indexes 
_Biographical material s 
_Atlases 

Encyclopedias 
-Dictionaries 
-Almanacs -
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__ Other 

Is the librarian a friendly person? Yes __ No __ _ 

13 ~ Do you like to go to the library-medi a center? Yes No __ 

Why (do you like) (do you not like) to go to the library -medi a 
center? ___________________________ _ 
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LIBRARY-MEDIA CENTER . 
CHECKLIST FOR TEACHERS46 

1. Check if the library-media center. 
Use during daily plannin 7s available for : 

2. 

3. 

-Group work f g Period 
-Exhibit of or classroom projects 

classroom work 
=In-service study group meetin 
_Regularly scheduled classes gs 

Check the features in which you c . 
adequate: ons1der 

Space 
General book collection 

_Reference collect i on 
_Your subject collection 

Check the kinds of 
Magaz i nes 

-Books 
=Filmstrips 

Films 
Slides 

library-media center 
_Recordings 
__ Pamphlets 
_ Newspapers 
__ Clippings 
___ Pi ctures 

your library-medi a center 

_Personnel 
_Professional materials 
_Informati on file 
_ Audio- vi sual materials 

mater i als whi ch you use : 
__ Maps and globes 
__ College catalogs 
__ Book j ackets 
__ File of 

corrmunity resources 

4. Check th e services which you are now rece iving from the library
media center : 
__ Bibliographies 
___ Notification of new material 
___ Classroom loans 
_Short-term loans of reference materials such as dictionaries, 

encycloped i as, etc. 
___ Assistance in planning material s for units 

Instruction in the use of library-media center tools 
---Instruction in the use of reference materials 

He lp with individual pupils ' read ing problems 
Curriculum development and improvement 

-Assistance in securing professi onal material 
-Instruction in the use of audio-visua l equipment 

Materials for personal reading 
_Program planning materia~ 
_Other services (Please list.) 

46 Brown, op. cit. 



List the servi ces not now available which 
receive : you would l i ke to 
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5. Check the mater i als which you have opportunity to he lp select : 
Books __ Maps , charts, globes 

-Per i odi cals __ Re cordi ngs, filmstri ps , et c . 
Pictures, pamphle t s, etc . 

7. Check ways in which you share res pons i bility wi th the l ibrari an : 
Making the li brary-medi a center i nterest ing by providi ng 

-flowers, personal mater ials , et c. 
Develop i ng des i rable pupil att i t udes and behavi or 

- Encouragi ng pupi l us e of the l ibrary- media center 
-Stress ing respec t f or li br ary- media center mater i al s and 
- equipment 
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BULLETIN 8DARos47 

steps in Preparino Bulletin Boards: 

1. 

2. 

3. 

G. 

DEC IDE UPON A SUBJECT. The sub ject 
one t hought or idea, if possibl to be presented should contain 
emphasize this main thought r~' . and everythi ng should be used to 
across well t han to have se:eral i~_always better to get one idea 

w lch are confusing . 

WORK OUT A CAPTION. It is a chall 
will obtain the results desi~ed. ~ng~

0
~

0 wor~ out a caption whi ch 
the viewer to investigate further whgt. cap~ion usually en tices 
word i ng should be simple and directe~ tis b~ing pr~sented . The 
which is made up of a f ew wel l -chosen owadr the ~i ew~r. A caption 
th t . 11 . wor s and tied in well with 

t
et atr:angcmen w1 aid in achieving immediate interest and 

a en ion. 

GATHER THE MATERIALS. The mat erials t o be used should be concerned 
with_ (1) i l lustrat ing t he i dea, i .e., illustrat ions , photographs, 
drawings, cartoons, and actual ob j ects, (2) attractino attent i on 
such as_text~red mate:ials, colored materials for ou~ting, and' 
three-dimensional devices, and (3) equipment for attaching these 
materials t o the bulletin board, for cutting out material s, 
lettering, and pasting. 

PLAN THE ARRA~JGEMENT. The arrangement of these materi als in a 
manner which i s attract ive and interesting t o t he v:ewer ' s eye 
has a great deal to do with the acceptance or re j ection of the 
i dea presented. With experience in good arrangement , the teacher 
will develop the confidence necessary to produce more effective 
bulletin boards. 

RENDER THE LETTERING. Le ttering plays an important part in ~he 
success of bulletin bomds. Sir:iplici ty is important and a simple 

d c ptions should be made type of letter is always easy to ren er. a . 
. b d from any distance . large enou~h and simpl e enough to e rea 

Labels and - descripti ve matter should also read easily from a 
reasonable distance. 

d. 1 is a relati vely easy 
EXECUTE AND EVALUATE. ~e~ting up ~het ~:~ea~teps have been care-
and simple matter, providing t he fir

1
s ces~ary and should be • · 5 a ways ne ;::, 

fully followed. An evaluation i 
1 

ted fr om the technical 
two-fold. The disp l ay should be eva ua 

Material s for Education 
4 7 from: Richard Yarbro' Class. . t y Clarksville' 

Adapt ed Peay State Un1 versi , 
3~!4, "Educational M13dia, 11 Au5t in 
fonn essee. 



147 standpoi nt , i .e., letters strai ht 
rt shoulci be evaluated also con~ ,_goo~ contrast, and neatness 
getting t he information across er~i~g its effectiveness in • 
materials. , an interest shown toward the 

Bockground Materials: 

Cork 
Linoleum 
Loosely Woven Cloth 
Colored PapE!r 
Blotters 
Brown Wrapping Paper 
Gift Wrapping Paper 
Crepe Paper 
Woven Fiber Mats 

Line Materials: 

Pliable Wire 
St ring 
Yarn or Wool 
Flope 

Grass Cloth 
Chicken Wire Mesh 
Screening 
Foil 
Wallpaper 
Carpet Remnants 
Corrugated Cardboard 
Co l ored Cardboard 

Color ed Rubber Bands 
Colored Tape 
Rick-Rack 
Ribbons 

Fas tening Materials and Devi ces: 

Ce ll ulose Tape 
Loops of Tape 
Staples 
Thumb Tacks (Push Pins) 

Lettering for I nterest: 

Newspaper Headl i nes 
Magazine Ads 
Calendar Numbers 
Gingham 
Felt 
Construction Paper 
Cor r ugated Cardboard 

Map Tacks 
Bulleti n Board Wax 
Straight Pins 

CUT-OUT LETTERS 

Map Paper 
r~ewspaper Copy 
Colored Paper 
Cardboard 
Cork 
Linoleum 
Cheesec loth 

Fabri c Remnants 
Map Paper 
Newspaper 
Wood 
Plastic 
Shelf Paper 
Wax Paper 
Felt 

Adhesive Tape 
Paper Strips 
Bamboo 
Fiber Strips 

Foil 
Br i ght Scraps of 

Magazines 
Carpet Remnants 
Loosely Woven 

Cloth 
Stencils 



Yarn 
Clothesline 
Manila Rope 
Wire 
Sticks 
Driftwood 

Gummed Letters 
Felt Pen 
Crayons 
Colored Chalk 

Planning the Display: 

3-D LETTERS 

Upholstery Tacks 
C~llophane Straws 
Pipe Cleaners 
Colored Strino 
Electric Cord~ 
Metal Ho use Numbers 

OTHER METHODS 

Handwriting i n Plain 
or India Ink 

Rubber Stamps 
Mechanical Lett ering 

Devices 
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Children's Plastic 
Numbers & Letters 

Alphabet Blocks 
Beads 
Bamboo 
Thumbtacks 

Because so much material is available t oday, the temptati on is to use 
too much. This weakens the impact of the message. The effective 
arrangement is the economical one which i s dominated by a sing l e i dea 
or a group of closely related ideas rece iving varying degrees of 
emphasis. 
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Discipl ine in the library-media center is in 
accordance with 

regulations of the school itself. D 
emerit slips may be given as set 

forth in the school handbook. Th l"b 
e l rarians will use the1·r judgment 

with respect to problems which arise ·th· 
w1 in the library-media center 

' handling as many cases as possible without cal ling upon the admini-

strati on. However, severe problems should be 
called to the at tention 

of the principal or the assistant principal. 

The librarians have the r igh t to ban a s tudent from using the 

library-media center for a given length of time, should repeated 

warnings fail to produce results. When this is the case , the study 

hall teacher is notified that the student will not be permitted to 

use the facilities until a certain date. 

The following have been developed as guidelines in this 

library-media center: 

1. Keep discussions of a disciplinary nature as quiet as possible ; 

2. 

3. 

4. 

5. 

the librarian could cause more disturbance than the student . It 

is best to talk with problem students pri vately , perhaps in the 

librarian's office. 

Trust students until they prove otherwi se. 
t when possibl e, 

frl·endly and complimen ary Be polite to all; be 
to few di scipline problems . 

creating an atmosphere conducive 

Admit mistakes; apo l ogize 
to students if necessary. 

Try to avoid anger. 



6. Be r easonable . 
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7. Be consistent and i mpartial. 

[3 . Do not insist on complete silence . 

9. SMILE! 
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QUEST!DNNA!RE--LIBRARY-MEDIA CENTER POLICIES AND 
PROCEDURES 
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1. Name _____________ 2 • School Name 

and --------
Address 

3. Number of students in your 
Under 400 

::::401-600 

school: 

_over 1000 
_601-800 

. _so1-1000 
4• Does your system have a library-media supervisor? 
5• Does your system have a system-wide manual of libr~y Yed~ _ No 

Policies and procedures? Yes N -me 1a center 
1· - _o 6• Does your own 1brary-media center have a print d 

1
. 

booklet form? ___ Yes No e po icy manual in 
7• Does your library-media~er have written policies other tha . 

booklet form? ___ Yes No n in 

s. Check the f~llowing iteriis'rni which your library-media center has 
ti.Jri tten policies or procedures, either in a manual or otherwise: 

Selection of Books and Other Materials 
-(Approved by: ___ Principal; _Superintendent; 

Board of Education) 
Citizen's Request for Removal of Mater i al from Library-Media 

-Center 
Other Censorship Policies or Procedures 

-Library-Media Center Objectives 
-Library-Media Center Philosophy 
-Job Descriptions for Library-Media Center St aff 
--Purchasing of Books and Other Materials 
--Processing of Books and Other Materi al s 
--Cataloging Procedures 
-Receiving Procedures 
-Accounting of Funds . 
-Library-Media Center Rules and Regula tions 
-Discipline in the Library-Media Center . Center 
-Control of Number of Students Using Library-Medi a 
-Shelf List 
-Accession Book 
-Library-Media Center Lessons 
-Control of Overdue Materials 
-Inventory 
-Consideration File 
-Vertical File 
-Gifts - Circulation Record 
-Services to the Faculty 

Please list any Others at right or on back. 

appreciated. 

ts will be Fur t her commen 



AIRE Page 2 
QUESTI ONN ' 

Copy of your policy manual or policies in other form be 9. could a Yes No 
supplied? 

could a copy of the policy manual or policies be From whom 
10 . d? secure 

Cost 
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Name -----Address, _____________ _ 

THANK YOU! 
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108 Lake Valley Road 
Dickson T 

' ennessee 37055 

Enclosed is a questionnaire rel~t i ve to your hiQh school l ibrary
media center procedures. I am 1n the process of writ i ng a t h . 

. t d l t. es1s on t his sub J ec , an ~our comp e 10n of the questionnai re will be 
of qr eat value to me 1n my research. Should you not wi sh to give 
your name and school, please feel free to □mi t those blanks. r am 
real l y not concerned about which libraries or which school s have 
poli cy manuals or certain procedures; I merely need the st ati sti cs 
whi ch the questionnaire requests. Shou l d all your answer s be 
nc~ati ve, please return the questionnaire anyway, as thi s , too , 
wiil be useful in f ormation. 

I wi ll apprec iate your ret urn ing the compl et ed questionnaire in 
Lh8 enclosed s t amped envelope at your ear lies t convenience , as I 
wish to begin soon to compi le t he i nf ormation. 

Yours truly , 

(Mrs.) Bobbi e Bowen 
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108 Lake Vall 
Dickson ey Road 

' Tennessee 37055 

I am in the process of writing a thesis on policies and d . . . . proce ures 
i n the senior high school library-media center. As a part f 

t d . 1· o my 
research, I am s u y1ng po icy m~nual of sys tems and schools. Is 
it possible for me. to. s~cure c~p1es of w~i tten policies used by 
your system or by ind1v1dual library-media centers within your 
system? If so, from whom may I request these materials; and what 
would be the cost? 

I am enclosing a stamped envelope for your reply , and I would also 
uppreclate any co~ments which you have relative to your experience 
with library-media center policies and procedures. 

Yours truly, 

(Mrs.) Bobbie Bowen 
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Noto: 

SCHOOLS TO WHICH QUESTIONNAIRES i.,E 
w RE SENT 

Names of librarians have been omitted b 
their names not be used. ecause several 

Preferred 

CI TY ;,:---

Ashland City, Tennessee 

Carthage , Tennessee 

Clarksville, Tennessee 

Columbia, Tennessee 

Cookevi lle, Tennessee 

Cross Plains, Tennessee 

Cunningham , Tennessee 

Dover, Tennessee 

Er i n, Tennessee 

Fairview , Tennessee 

Frankl in, Tennessee 

Gallatin, Tennessee 

Hart svi lle, Tennessee 

Hendersonville , Tennessee 

Hohenwald, Tennessee 

Lawrenceb ur g , Tennessee 

Lebanon , Tennessee 

Lewisburg, Tennessee 

Manchester, Tennessee 

Mt . Pleasant, Tennessee 

Mur f r eesboro, Tennessee 

SCHOOL 

Cheatham c 
entral High School 

Smith County Hi gh School 

Clarksville High School 

Columbia Central High School 

Putnam County High School 

East Roberts on High School 

Montgomery Central High School 

Stewart County High School 

Houston County High School 

Fairview High School 

Franklin High School 

Gallatin High School 

Trousdale County High School 

Hendersonville High School 

Lewis County High School 

Lawrence County Hi gh School 

Lebanon High School 

Marshall County Hi gh School 

H' h School 
Manchester Central ig 

Hay Long High School 

Oakland High School 



11 Tenness8e NashVi C , 

Nashville, Tennessee 

Portland , Tennessee 

l r./, i Tennessee Pu a.J , , 

Shelbyvil le, Tennessee 

S Yrna Tennessee m ~ , 

Tull ahoma, Tennessee 

wov8rly, Tennessee 

Winchester, Tennessee 

Hillsboro High School 

Pearl Hi gh School 

Portland Hi gh School 

Giles County Hi gh School 

Shelbyvil le Central High School 

Smyrna High School 

Tull ahoma High School 

Waverly Central High School 

Frankli n County High School 

SYSTEMS IN WHICH LIBRARY SUPERVISORS WERE SURVEYED 

Bradley County, Tennessee 

Cha t tanooga, Tennessee (Ed ucat i onal Media Center ) 

Johnson City, T□ nne ssee (City Schools ) 

Knox County , Tennessee 

Knoxville , Tennessee (City Schoo l s) 

Madison County, Tennessee 

M8mphis , Tennessee (City Schools) 

Morr i st own, Te nnessee ( City School s) 

Public Schools) Nashvil le, Tennessee (Me tropoli tan 

Rober tson County , Tennessee 

Sh8 lby County , Tennessee 

Sulli van County , Tennes see 

Washington County, Tennessee 

Wi lliamson County , Tennessee 
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