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A GENERAL GUIDE FOR CATALOGING AND PROCESSING OF
NON-BOOK MATERIALS, THIS MANUAL WAS WRITTEN IN RESFONSE TO
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FOR USE BY FUPILS AND TEACHERS IN CALIFORNIA SCHOOL
LIBRARIES. AS SUCH, THE CECISIONS ON CATALOGING PROCEDURE ARE
BASED UPON THE PRINCIFLE THAT THE ORGANIZATION OF ALL
INSTRUCTIONAL MATERIALS BY SUBJECT REINFORCES LEARNING AND
SKILLS ALREADY ACQUIRED. CONSIDERATION IS GIVEN TO QUESTIONS
OF A GENERAL NATURE, SUCH AS, THE USE OF UNION CATALOGS,
CIRCULATION ANC STORAGE OF MATERIALS AND EQUIPMENT, TYFES OF
CLASSIFICATION SYSTEMS, AND THE USE OF FRINTED CARDS.
FROCEDURES FOR HANDLING THE DIFFERENT FORMS COVERED ARE BASED
UFON STANDARD LIBRARY FRACTICES, BUT ARE MEANT TO BE FLEXIBLE
ENOUGH TO ALLOW ADAPTATION TO EACH SCHOOL LIBRARY. SPECIFIC
EXAMPLES OF CATALOGING ANDC FPROCESSING FOR EACH OF THE FORMS
COVERED (ART PRINTS, CHARTS, DIORAMAS, FILMS, FILMSTRIFS,
FLASH CARDS, GAMES, GLOBES, KITS, MAFS, MOCK-UFS, MODELS,
PICTURES, REALIA, RECORCINGS, SFECIMENS, VIDEO TAFES, AND
TRANSFARENCIES) MAKE UFP THE MAJOR PORTION OF THE MANUAL.
AFPENDIX A SUMMARIZES THE RESULTS AND CONCLUSIONS OF A
QUESTIONNAIRE SURVEY OF CALIFORNIA SCHOOL LIBRARY PRACTICES
IN CATALOGING, HOUSING, AND CIRCULATING AUDIO-VISUAL
MATERIALS. APPENDIX B IS A REPORT ON FROJECT DISCOVERY,
*"INTEGRATING LIBRARY MATERIALS" BY ROBERT E. MULLER.
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PREFACE

The publication by the American Library Association of Standards for
School Library Programs and the later work on standards by the
California Association of School Librarians present the school library
as an instructional resource center which provides an crganized collec-
tion of all types of materials. This concept of the school library was
developed in answer to the needs of teachers and students to have a
variety of materials organized to be conveniently available. The
Elementary and Secondary Education Act of 1965 has provided the op-
portunity for many schools to implement this concept. Federal funds
are helping to expand not only resources in printed materials but aiso
to add audio-~visual materials to school libraries. Consequently, the
need has arisen for guidelines tc aid in ircorporating other types cf
materials into libraries where in the past only books and magazines
have been available.

In response to numerous requests for assistance in organizing nonbook
materials for use in school libraries, the staff of the Bureau of
Audio-Visual and School Library Education arranged for this publication.

Certain basic assumptions were made in deciding the content and pro-
cedures suggested. They are as follows:

1. The publication will be used by people already familiar with the
cataloging of printed materials.

2. There will be adaptations to fit the local situation; for instance,
materials added to elementary school libraries may be cataloged in
less detail.

3. Print and non-print materials will be made available through the
same service agency, a school library.

4., Many types of materials will be available for use by individual
students in addition to materials provided for classroom presenta-
tion.

It is hoped that this publication will prove useful to schcool librarians
and provide a foundation for the organization of nonbook materials in
the school libraries of California.

DONALD E, XITCH HARRY J. SKELLY
Acting Chief Chief, Bureau of Audio-
Division of Instruction Visual and School

Library Education

111




CONTENTS

t
|
:

Page

PREFACE L] L] [ L] L] L] - L] [ L] L] [ ) L] [ [ ] L] L] s & & s o o L] [ ] L] [ L] iii
I. INTRODUCTION . . +. « ¢ o o o o v o o e e e s s s s e s e e 1
II. GENERAI, CONSIDERATIONS . . . . « « .+ « o e s s e s s e s s 2
A. Types of Materials . . . . . . . . . e o e o s o o s 2
B. Union Catalog . . « « « ¢ o o« ¢ o o o o e e s s s e e 4
C. Circulation Policies . . . . . . . . c e s e o s s o s 4
D. Storage and/or Integration of the Collection . . . . . 5

E. Student Use of Equipment. . « . « « ¢ ¢ ¢ o ¢ ¢ o ¢ ¢ o 6

III. TYPES OF CLASSIFICATION SYSTEMS . . ¢ ¢ ¢ ¢ ¢ o o o o o & 7
A. Accession Number System . . . . . . c o o o 8 o o o s e 7

B. Dewey Decimal Classification System . . . . . . . . . . 8

IV. COLOR CODES AND SYMBOLS ¢ o ¢ o o o ¢ s o o o ¢ ¢ o o o o 9

V. USE OF PRINTED CARDS .+ . « « o« o o o o o o s o o o o o ¢« 11
A. Ordering L. C. Cards . « ¢« « o ¢ o = ¢ o ¢ o« o ¢ o o & 11

B. Revision of L. C. Cards e o o o o v o o 6 o o A e o o 12

VI. CATALOGING AND PHYSICAL PROCESSING PROCEDURES . . . . . . 14

VII. EXAMPLES OF CATALOG CARDS FOR EACH TYPE OF MATERIAL AND
PHYSICAL PROCESSING FOR EACH TYPE OF MATERIAL . . . . . . 25
BI BLIwMPm ] ] [ ] L] L] [ ] ¢ ] L] L] ] L] L] L] L] L] L] L] L] L] L] L] ] L] 6 o
APPENDIX - [ ] L] . L [ L] * [ [ ] ] [ L] L . L] L] L] L] [ L ] L] [ [ ] 62

A. Report on School Library Practices in Cataloging,

Housing, and Circulating Audio-Visual Materials . . 62

B. Report on Project Discovery . « « « « o ¢ ¢ o ¢ o o« « 70

v




1.

INTRODUCTION

This manual was written as a general guide for cataloging and processing
nonbook materials for use in school libraries. The decisions on
cataloging procedure are based on the fundamental principle that the
organization of printed and audio-visual materials by subject reinforces
the learning and extension of experiences and skills already acquired by
pupils and teachers. The manual does not pretend to establish authorita~-
tive cataloging rules which must be followed. Rather, it aims to suggest
procedures, based on accepted standard library practices, which are
flexible enough to allow adaptation to the individual school library.

Different materials have required adaptations of standard library
cataloging practices. Each departure from the general rule and the
amount of descr iptive information included omn the catalog card have been
determined by the following considerations:

A. The purpose of the catalog is to enable the user to determine easily
all types of materials which might be useful for improving the
teaching and learning process in a given situation.

B. Students at all levels as well as teachers will use the catalog.

C. The call number and the catalog card form should be kept as simple
as possible.

D. The vocabulary of description should be uninvolved and of an
appropriate level ot difficulty.

E. The minimum number of catalog cards to serve the purpose should
be made.

F. Provision should be made for expansion as the materials collection
grows .,

G. The possibility of automated cataloging in the future should be
kept in mind in determining main entry and items of information
included on the card.




II.

GENERAL CONSIDERATIONS

A

Types of Materials

Nonbook materials are those other than books, pamphlets and periodicnls
which are in such a form that communication occurs through audio or
visual techniques, or both. The term audic-visual is used here inter-
changeably with the term nonbook and denotes the same types of materials.
Definitions of the audio-visual media most commonly used in education
and treated in this manual are given below. Those marked with asterisks
are cited from original published sources {see Bibliography, p. 60).

Art Print: A printed reproduction of a work of art.

Chart: A sheet giving any kind of information in list, picture,
table, or diagram form, *¥¥

Diorama: A group of figures set in a naturalistic background arranged
to create an illusion of reality; as used here, 2 miniature scene,

Film: A motion picture film which may be:

1. Silent: no sound track has becen recorded on the film

2. Sound: film has self-contaiiv:ed sound track
3. 16mm: most widely used size currently in use
L. Omm: short; films, silent, sometimes called film loops,

usually contained in a cartridge., Equipment of
the same manufacture is usuwally necessary for
projection. Research on these films is contining,
but as yet sound film loops are not generally
available, nor has there been a standardization

of cartridges and projectors.

Filmstrip, silent: A 35mm film containing a sequence of s5till pictures,

usually carrying printed captions which, together with the pictures,
convey the ideas ¢o be communicated. *

Filmstrip, sound: A filmstrip that is normally to be accompanied by a

phonograph or tape recording carrying the auwdio material essential for
complete understanding or enjoyment of the visual presentation. *

Flash cards: Cards upon which are words, phrases, or symbols. The

cards are convenient for manipulation by hand and may be held before
the viewer for recognition training or for drill. *

Game: An arrangement of materials providing instruction and testing of
skills while motivating the learner by play and competition.

Globe: A sphere on which is a cartograph of the earth or of the

heavens. i




Kit: A combinztion of two or more types of learnins materials to be
used as o unit. *¥%%

Map: A reprecsentaticn of any remion, as of the carth's surface; a
C}‘lart .

Mock-up: An arrangement of a real device, or associated devices,
Aisplayed in such a way that representation of reality is created.

It may be simplified in order to emphasize certain feaiures. It

m2y be used as an economical reproduction of a complicated or costly
device tc be operated or observed or learning purposes. Usually

n prepared substitute for a renl thing; sometimes a giant enlargeient. *

Model: A reproduction of a real thing in a small scale, or larse

seale, or exact size - but made of synthetic materials. A cubstitute
for a real thing which may or may not be operational. *

Picture: A surface representation of an object, person or scene,
as by a drawing, paintins, ensravins or photograph.

Realin: A term of'ten used to represent any real materials employed

in instruection, such as rocks, flora, and artifacts. *

fecording, dise:s A phonosrapn record,which may be monaural or
stereophonic, is usually 10 or 12 inches in diameter. The most
common speed is 331/3 ravolutions per minute. Other speeds sometimes
used are 78 and 45 revolutions per minute,

Recordins, tape: Sound recorded on magnetic tap% instead of on a
phonorraph record. The most common speeds are 3°/4 and 7% inches
per s2cond,

Slide: Film or transparent materials for projection hound or masked
to a 2x2-inch or 3.xl-inch size.

Specimen: A part or sample}of a real object used in instruetion,
e.g,,a piece of preformed plastic, a sample of white sand.

Study print: Pictures dealings with specific subjects, usuclly in a
set portrayine different aspects and development of the subject. |

Tape, videco:s A tape used in the process of recording picture and
sound frem television prosrams by a masnetie process similar to
asound recording on tape. Commercial video tape ic 2 inches wide;
l-inch-wide tope is used in at least one non-commercial recorder., *

Transpareney:s Transparent materials for the overhead projector,
nsually f¥7 or 10x10 inches in workinm-arca dimensions.

1 "Picture" in this publication ineludes poscers, post cards, cartoons,
photographs; reproduction of documents, e.g., a facsimile of' the
beclaration of Independence.




B.

Union Catalog

The integrated or union card catalog brings together in one place all
learning resources of every type, under an organized system and wniform
subject headings. This complete information on available resources
enables the user to determine easily and quickly what materials might
be most useful for the required learning situations. It provides a
choice of materials and the possibility of substitution should the
desired items be already in use. Such a catalog may also suggest new
ideas for improving teaching and learning by employing different kinds
of educational media.

According to local conditions and physical facilities, the individual
school. may be faced with the problem of maintaining two catalogs: a
union catalog and an audio-vismal catalog. If the nonbook materials
collection is housed at a distance from the main catalog, a separate
audio-visual catalog should be available at that location in addition
to the main catalog.

The advantages of the union catalog are easily identified. However,
the local schools may have to evaluate these advantages in the light of
the frequency of use of the union catalog, physical facilities and the
expense of duplicate card production and personnel time needed to keep
two catalogs up to date.

Circulation Policies

In order to decide upon circulation policies relating to audio-visual
materials, basic philosophy concerning these types of materiels needs to
be considered. Why are audic-visual materials a part of the library
collection? What are the immediate and ultimate aims in making these
materials available in the school library rather than as a separate
service? How are they to be utilized in the curriculum? Will they be
used by both students and teachers:

After these determinations have been made, circulation policies may be
desipgned to implement the basic purposes of the materials program. Such
policies may vary with the format of the material. For instance, materials
that are easily portable such as art prints, tapes, and filmstrips may

be circulated to individuals while other types of materials such as

models and mockups are provided only for library or classroom use.

After it has been decided which audio-visual materials will be circulated,
the length of time for which materials are loaned may be varied. It may
be desirable to check out certain types of material for a very limited
time while art prints, for instance, are loaned for two weeks or longer.

As with printed materials, certain items from the audio-visual collection
may be kept for reference use, on reserve, faculty use only, or other
temporary or permanent restriction placed on their aveilability.




The cost and fragility of certain types of material and particularly
the availability of the necessary equipment may by necessity govern the
circulation policies in many school libraries.

Circulation decisions affect the physical processing cf nonbock materials.
(See Section VI, p. 21 for information.) It is necessary to think through
thoroughly each step in physical processing in relation to circulation
policies. Since these nonbook maverials are fragile anc easily damaged,
consideration needs to be given to inspection on return. This will require
personnel time and equipment.

If sufficient personnel and appropriate equipment for inspection are
not available, the cost of damage will have to be accepted as one ol the
ove head cocts of the program.

Tt is recommended that serious consideratinn be given to the learning
experiecnces implicit in student handling and access to materials., According
to a rece + State survey (see sppendix A) the prevalent practice was to
restrict circulation of audio-visual type library materials to use within
the library. However, informal observation in recent montns indicates

an increasing number of libraries where at least some audio-visual materials
are loaned to students. The difficulties in processing and handling these
materials should not be a deterrent to the educationsl values of student
access to materials through circulation: for use outside of tne litrary.

D. Storage and/or Integration of the Collection

The storage and the integration of materials are closely allied since
audio-visual materials frequently require specialized storage facilities.
The prevalent practice in California school libraries at precent is to
store andio-visual moterials in cpecializ2d cabinets ard racks o not to
integrate them with printed materials. However, many nonbook materials
now lend themselves to inteprated storas: and progress is being made toward
nmodular packaging to facilitate shelving with printed materisds.

In the consideration of the placement of nonbook and book materials

together on standard book shelving, the first question arises over
differences in sizes and measurements of the media involved. Another
question concerns the decisicns necessary to form policy which guarantees
at one time both control of materials and student free asccess for circu-
laties purposes; for example, the practical problem of placing books,
filmstrips, art prints, specimens, 16 mm films, and models all on the

same subject together on the same shelf A closer examination of the
problem will show that books, filmstrips, and films may be housed

together, while art prints, specimens, and models present more difficulties.

In addition to the sholving or storape facilities available, tie circulation
policies of the librery concerning nonvook materials will be a detcmmining
factor. If materials are not circulated, they are on a elosed ratner than
an open storage arrvanpement. The method of storage is also involved in the
choice of the elassifiecation system for nonbecek materinl, ILategration
requires the same classification system for all types cf media. If materinls
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are not stored together, it is possible to use the Dewey Decimal Classi-
fication System or the Library of Congress System for printed materials
and an accession number system for audio-visual materials.

Philosophically there is merit in integrating all materials on the same
subject on the same storage shelving. It enables the student to see
quickly all of the different types of materials available to meet his
jmmediate need. However, each school will have to decide within its own
local conditions and facilities the value of separate or integrated
storage facilities for printed and nonbook materials. The union catalog,
as has been pointed out, also brings like material together so that the
searcher can determine all of the different materials available in the
library collection on a given subject.

In Appendix B information on "Project Discovery" tells of the experience

in one school with an experiment in integrating materials on the shelves

of an elementary school library. This report also describes the experience
in this school with lending audio-visual materials and equipment to children.

Student Use of Equipment

In the concept of the all-media library collection is contained the fact
that student use of audio-visual materials requires the use of equipment.
The equipment used has to be different from that used in classrooms in
that it must be capable of providing individual viewing or listening.
This means overcoming the problem of room darkening, and of providing
sound systems for the individual listener. Simplicity of operation is
important for student use. It is fortunate that equipment today has
reached a state of sophistication where many of the problems of individual-
jzed us2 have been solved. It is possible to obtain equipment with rear
projection, earphones, automatic threading, ahd other features which make
it feasible.for students to use audio-visual materials and equipment in a
library situation. -

If audio-visusl materials are circulated, then it follows that consideration
should be given also to the circulation of equipment. The policy governing
what types of audio-visual materials circulate may have to depend on the
policy governing circulation of equipment, although materials alone are
circulated in many instances. Disc recordings are easy to circulate because
most students have access to a phonograph. However, not so many homes have
a filmstrip viewer or a 16mm film projector. Freguently it is feasible to
lend students filmstrip projectors even though six hundred dollar, auto-
load 16mm projectors are considered too expensive and cumbersome. It would
seem that as library use of individualized audio-visual equipment increases,
equipment costs may be reduced. Checking out equipment to students for home
use requires more equipment, more maintenance and repair, and more supplies
such as projection lamps and reels. Increased use increases cost in most
instances and must be provided for in budget support of the program.

The amount of individual instruction necessary to allow the student to operate
the necessary equipment successfully is also involved. Consideration must be
given to how much instruction in the use of equipment should or could be
given to each individual student who wishes, for example, to check out a
cartridge of slides and a slide projector.

U




II1T.

TYPES OF CLASSIFICATION SYSTEMS

The State Department of Education survey indicated that there are two
types of classification systems used in school libraries for audio-
visual materials. They are an accession number system and the Dewey
Decimal classification system.

The decision as to which system is used is determined on the basis of
need for a subject classification approach. The Dewey system should be
used if a subject arrangement of materials is desired; otherwise the
accession number system will suffice.

A. Accession Number System

The accession number system utilizes a letter symbol indicating the

type of material {see list of symbols on p. 9) plus a number indi-
cating the chronological order in which that particular item wa.s

added to the li“rary collection (see VII for examples). An accession
book, such as those available from library supply firms for accessioning
books, may be used. It is also possible to keep only a simple record
indicating the last number used. If an accession book is not used,
provision must be made for handling withdrawals, lost items, additions
and other necessary information; a shelf list can be used for such a
record. ‘

A1l types of library materials may be entered as they are received

so that the accession number indicates only the chronological order
and provides a running numoer count of all items. Expansion of the
nonbook materials collection would not become a problem. An alternative
method is to set up blocks of numbers for types of audio-visual
materials. A decision would have to be made on the ultimate size of
the collection of a particular type of material and a block of numbers
assigned, such as 50,000 to 59,999 for filmstrips, 60,000 to 69,999
for recordings. This different sequence for each type of materials
would provide a mnemonic feature and would place materials of each
type in closer sequence for shelving.

The chief advantage of the accession number system lies in the simpli-
city of assigning call numbers. This simple routine task involves

no judgmental factors and is economical. It is also possible to make

materials available for use before permanent cataloging is completed.

On the other hand, since material is numbered in chronological order,
there is no relationship vetween the number and the subject of the
material. The accession number system depends entirely on the use of
a catalog to locate a specific item or materials by subject, and
establishes a system of completely separate storage of printed and
audio-visual materials. Intesgration of materials in the future would
require reclassification of the entire collection entailing the
replacement of all labels and catalog cards. Additional problems are
encountered in establishing a method to handle duplicate copies and in
maintaining the correct numbering system.
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B.

Dewey Decimal Classification System

Since the Dewey Decimal classification system is the omne found most
frequently in school and public libraries throughout the United States,
it is already familiar to librarians and to most users of Xibraries.
Although it is not perfect, no other system has yet been devised that
is more practical for libraries not large enough to use the Library of
Congress system. In the same way as for printed materials, the use of
this classification system for audio-visual materials presents advan-
tages and disadvantages.

Through the Dewey Decimal system audio-visual materials are classified
by subject and the coordination of all materials is achieved. By the
addition of a symbol indicating the type of material, a call number is
created. This call number may then be used to shelve both priat and
non-print materials either together or separately whichever seems most
advantageous. Future integration in shelving is provided for and the
searcher is permitted to browse and gain valuable suggestions for sub-
stitutions and multi-media resources.

One of the chief problems found in the extenmsion of Dewey to audio-
visual materials is the lack of subdivisions for forms of audio-visual
materials. The addition of a letter symbol may solve this problem.
Libraries with a large collection in a special subject (e.g., music or
art) may find it advisable to devise a classification code specifically
for the forms of this subject. Since the assigning of Dewey classifi-~
cation numbers is a professional task, the rate at which materials are
made available for use will depend upon the amount of professional time
provided for this service.
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COLOR CODES AND SYMBOLS

The identification of different forms of material may be accomplished in
several ways:

A.

B.

A letter symbol may be placed above the classification number
(or accession number).

The media may be specified on the catalog card after the title,
e.g,, filmstrip, picture, flash card.

Colored catalog cards, or color-~banded cards, or a combination of
both may be used to indicate different media. Libraries may wish
to employ only the symbol or both the symbol and the color code.
If the color code is used for catalog cards, the same colors should
be carried through for circulation cards.

Color coding enables the catalog user to ascertain rapidly the various
types of media available. On the other nand, providing colored catalog
and circulation cards may be an added expense in materials and time,

and difficulties may be encountered in procuring enough different colors
to cover the rapidly expanding variety of educational media. If it is
judged that color coding is essential and more colors are needed than
can be provided by library supply firms, libraries may make their own
color banded cards by stripping the upper edge of the card with a color
felt pen. Confusion may also result where libraries are already using
colored cards for other purposes, e.g., to designate lost books, reserve
books, special collections, location of books on certain subjects. The
multiplicity of colors in itself may become increasingly confusing as
different types of materials are added. BEach library will have to assess
the value of color coding to its particular clientele and decide whether
or not the use of the letter symbol alone is sufficient for identification.

If a color distinction between book and nonbook materials is desired, it
is suggested that one color - GREEN - be used.

1f color coding by type of media is desired, the following standaxd color
code may be used. Symbols for identification of different media are
also included.

Tt is recommended that all libraries within a scheool district, or larger
unit, be organized with the use of the same symbols and, if a color code
is used, the same color code.

COLOR CCDES AND SYMBOLS

MEDIUM CATALOG CARD COLOR SYMBOL

Art Print Orange strip CA

Chart Salmon CT

Diorama Dark greeun strip RA

Film (Motion Picture~l6mm) Blue MP

Film (“otion Picture-38mm Blue ML
loop)

Filmetrip Grzen FS




MEDIUM

Flash Card
Game

Globe

Kit

Map

Mock-up, model
Picture

Realia
Recording, disc
Recording, tape
Slide

Specimen

Study Print
Tape, video
Transparency

CATALOG CARD COLOR

Red strip

Red strip

Brown strip

Dark blue strip
Black strip

Dark green strip
Orange strip
Dark green strip
Cherry

Cherry

Buff

Dark green strip
Orange strip
Blue

Buff

SYMBCL

FC*
GA*
GL
KS
CM
RM
CP*
RE
RD
RT
SL
RS
SP
MV
ST

*All symbols except those marked with an asterisk are used in the
University of Southern California Automated Cataloging Project.

-10-
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USE OF PRINTED CARDS

Since nonbook materials require more descriptive information on the catalog
card than do books, it is recommended that printed catalog cards be pur-
chased if available, and the amount of revision be kept to 2 minimum. At
present the Library of Congress is the main source of supply for card sets
for phonorecords, films, and filmstrips. However, because of the rapid
acquisition of all types of media in library collections, some major
producers may soon be providing catalog cards with their sudio-visuel
materials. The alert librarian should explore all new developments in
commercial cataloging of nonbook materials and evaluate what advantages

in cost and service to patrons may result from such a service.

A, Ordering L.C., Cards

L.C. card numbers may be cbtained from The National Union Catalog:
Motion Pictures and Filmstrips and from The National Union Catalog:
Music and Phonorecords (see Bibliography p. 60). Some producers
also supply L.C. card number information (e.g., the Society for Visual
Education provides a listing of all their filmstrips with L.C. card
numbers and suggested Dewey numbers).

Follow directions for ordering cards for films, filmstrips, and records
as supplied by the Library of Congress, using their order slips (pink,
blue). If these order slips are not available, the yellow slip pro-
vided by the Library of Congress for card sets for books or the yellow
L.C. duplicate order slip (if material was originally ordered on

duplicate order forms) may be used if the type of material is clearly
marked.

To order
Library of Congress

order slip for cards ‘ F1iA63-3906
order slip for wards  Cards for Films |

motion pictures 1 L. C. CARD NUMBER
Title: Classification of sentences

Producer: Check

Date: ] Fllmstrip.
Serles: [ Motion picture.
15117 McK. Sch. ~-h -R 1sal

‘Qul ) Number of
uggrr S e on e O, S

(01-4-=6/86 aro



]

L. C. CARD NUMBER 5

Library cf Congress R 65-3603
oraer siip for caras  (ards for Phonorecords
for phonorecords
. Action
Composer, editor, ete.: Katz, Bill Out
R
Title: A children's holiday On
1)
Np
NIt
Manufacturer:
Serial No.:
It’ 1,0 A’\I’ :
Series:
15117 McK. Sch. -h -R lsal
Sutieriber [ ie No, eards
g e Y MR
81=21  (rev $5/60) ero
L. ¢. CARD
NUMBER . i
Library of Consress 5 |FiA63-3906 ;
order slip for cards ACTION
for books, revised to .t
order cards for film-  Aathor: ,
o . (Full Name) Pr
strips, films, or . . . £ " ¢
phonorecords Litle: Classification of sentences )
On
e
Place: Publisher: €
Date: Edition: Rd
Series: P
D
Nt
Sehacnbor  Maase of sebosciber (Stampon tine) VYot m Ordeiobs  Hamborol
Ne. G1el (rev. 6-66) FeGPO 19, O o0, viea held tards wasied

If the L.C. card number cannot be supplied, cards may he ordered at
slichtly greater cost by providing the title and other information
requested on the corder clip. However, without the L.C. card number,
there is no assurance that the material has been catalormed by the
Library of Congress sinece their catalofing of nonbook materizls ic
not as ccmprehensive as is their cataloring of books. Receipt of
cards may be expected anywhere from six weeks to six months after
date of order. Libraries may wish to put materials into circulation
before L.C. cards are received. Since the National Union Catalors
ropreduce the L.0, card and sugmest a Dewey classification number
for films and filmstrips (not for phenorecords), call numbers may
be assigned, materials processed for circulation, and a temporary
card filed in the card catalog.

Revision of L.C. Cards

1. Main intry

Where the main entry is other thon by title, erase it or ercss
it through and type the title main entry on line apove. The
original L.C. main entry then becomes an added entry. The Library
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3.

cf Congress uses title main entry for films and filmstrips,
However, phonorecords may be entered under composer, arranzer,
or performer, rather than title. Where revision to title main
entry vecomes so extensive that the card is confusing to read,
the use of L.C. cards is not recommended.

Other Revisions: suggested Dewey number, subject headings,

added entries. Wherever pcssible, accept L.C. catalosing for

these items. Conform to local library cataloging only if L.C.
cataloging would create confusion for the user. Delete unnecessary
added entries which would be of no interest to the user (see
section on p. 18, Added Entries).

Do not revise the body of the L., card.
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VI,

CATALOGING AND PHYSICAL PROCESSING PROCEDURES

A,

Cataloging

Materials are cataloged so that the user may determine and locate
easily the available items which will best answer his needs. This
purpose of the catalog is the basis upon which decisions are made
as to the amount of descriptive information included on the catalog
card.

The same general principles which guide the degree of descriptive
cataloging cdetermined for books apply to the cataloging of nonbook
materials. However, because of the physical format of these materials
and the variety of storage facilities, it may be difficult to examine
the materials. Therefore, the description on the card should be
precise ana definite and full enough to inform the searcher this may
be the material he requires. Conversely, the description should not
be so complete and lengthy as to be confusing.

Decisions as to how much information should be included on the catalog
card will vary according to the local conditions and needs of each
library. Some of the basic considerations for judgment are:

1. Grade Level - It is evident that an elementary school clientele
will require less source information and a simpler language of
description than will that of a high school or college.

2. Curriculum - More complete descriptive notes may be required where
there is particular emphasis on certain subjects in the curriculum,
e.g., social sciences. Where the curriculum in art, music or
drematic arts is fully developed, it may be necessary to include
more names of producers, performers, and artists,

3. Clrculatlon Policies - Restrictions on circulation and closed
gtoraye will require more detailed cataloging.

L, fosts - The cost of professional and clerical time necessary for
Tull deseriptive cataloging should be realistically evaluated.
In many instances, the use of funds for elaborate cataloging
should be weighed against the possible use of funds to provide
additional materials and services.

General Nales

Since cataloginz nonbook materials requires variations according to

the kind of media, it is recommended that items be separated by type _
nnd all of one kind be cotaloged tomether. Further division of each ;
type by producer may also be helpful since additional cataloging 3
information often has to be obtained from producers' or vendors' ;
catalops. f;




Other sources of useful cataloging information are: (See Bibliography,
p. 60 for full bibliographic data)

Audio Cardalog - Reviews on cards of selected non-musical disc
and tape recordings. Annotation, physical
description, suggested subject headings.

Educational Film Library Association (EFIA) evaluations -~
Monthly purchasing and cataloging information
for films

Fducational Media Index

Educators Guide to Free Filmstrips

The Elementary School Library Collection, 2d ed., ed. by Mary V.
Gaver, which interfiles nonbook materials with
books

National Union Catalog - Motion Pictures and Filmstrips

National Union Catalog - Music and Phonorecords

In order to provide full information for the same material under various
entries, the Unit Card System is used. This consists of a set of cards
made up of a basic unit card and duplicate cards with added entries,

as shown in the tracings, placed above the main entry. The same general
rules apply in the cataloging of both book and nonbcok materials. There
are certain essential items of information which should be stated on the
basic unit catalog card regardless of the kind of media. Adaptations
for nonbeok materials are made as follows:

1. Call Number

The call number is composed of':

a. A symbol of capital letters to desisnabte type of material (sce
Color Codes and Symbols, p. ).

b. A number, either an accession or elassification nvmber {rom
Dewey or Library of Congress, placed under the miterial symbol.

c. According to the practice of the library, no letter, one, Lwo
or three letters, or letters and a Cutber nuwrver, may be placed
below kthe classification mumber. These letters are derived frem
the teginning filing word (disresard a, an, the) of the main
enbry, e.r, 'S 523 3t would be the rall number for a {ilmstrip
entitled Stars. These letters ave nct needed if the accessicn
number syctem is used,

2, Main Entry

o title main entry for all nonbock moterinls. If the mnterial
(e.3., recording of soveral ditvferent solretions) has no opeeific
title, the eataloger may supply a cenventional or £iling title
which will serve as a wnifying nnd identifying elsment. Recordings
of musicnl works whose titles are nen-distinetive in that they
essenf;ially denote the form of campositicn should be entered
under a title using the possessive £ rm of the composer's name
ng the first word of the Hitle, n.m., Beethoven's Usmipheny No, O
in ¢ minor, Mendelssohn's Piano foncerto No. 1 in & minor.




Identification of Material

Identification of the type of mnterial follcws the title, using
the sinsular form of the descriptive word, as filmstrip; reccrd
(or recording), discj record, tape; slide; flash card (see
Color Ccdes and Symbols, p. %).

Additicnal Title Information

®urther clarification of the form of the material which is directly
related to the title follows the identification of material. For
example: Adapted from the book by Sterlings North; Hongs with
suitar accompaniment; Narrated and sung by lMrank Luther, This
information is not repeated in a ncte.

Impring

Name of the producer or manufacturer. An abbreviated form mey be
used if the abbreviation is such that the name of the ccompany is
recognized easily. For example, RCA may bte known to the mublic,
but CRG, Children's Record Guild, or CM3, Chesterfirold Mausic Shop,
may be puzzling. A list of producer abhreviaiicns may be found
in Educational Media Index and in other andio-visual puhlications.
It is helpful to keep an up-to-date card {ile of abbreviaticns
used,

The latest copyright date follows the name of the vroducer, The
use of "¢" for copyrisht and of square brackets to show that the
date was cbtained from other sources is cptional according to the

practices of the library, as is the notation "r.d.” where no date
can be found.

Collation

The physical description of the material inclvdes the form of
reproduction, the length of time or amount of information included,
and any necessary dimensions which will indicate to the user

the type of equipment needed for reproduction., Use the following
asbhreviations for physical descriptions

héew black and white
fr. frames (of filmstrips)
Guide teacher's manual
" inches (disc recording diameter)
ips inches-per-second (tape recordings)
mi. miles (map scale)
min, minutes (running time)
mm millimeter (width)
rpm revolutions-per-minute (disc rncordings)
S sides (dise recordings)
sd. sound
si. silent
stereo stereophonic (disc recordings)
2"x2" slide (transparency)
A wl " slide (large)
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7. Series Note

If a unit in a set or series is cataloged separately, note the
title of' the series. This may be followed by the number of the
unit in the series if it is necessary for identification, e.g.,
Life in the U.S.A.#3. The use of parentheses around the series
note is optional.

While it is not essential that the series nc*e be included as
part of the basic information on the catalc  «ard, it has been
found that many teachers are acquainted wit .aterials by series
titles, which often indicate broad subject areas in which they
are interested. Series notes also facilitate ordering since
producers' catalogs often index materials by series rather than
by individual items.

8. Grade Level

Grade level suitability may be noted if such desisgnations are
customarily given. Use specific numbers (e.g., K-3, 4-6, 5-7,
7-9) or word designations abbreviated as follows:

P Promary grades (K-3)

Bl Elementary grades (4-6)

JH Junior hish school (7-9)

HS High school (9-12 or 10-12)
C College or university

Ad Adult

9. Accompanying Material

In order to draw together all parts of an audio-visual unit,
note any accompanying material (e.g., teaching puide, printed
text, descriptive notes, ete,) and a physical description of

it if needed (e.g.,record, dise: 2s, 10", 78 rpm; filmstrip:
37fr., color, 35mm). This will have the same call number as
the material it accompanies even though it may result in a
recording with a filmstrip symbol, or vice versa. For example,
a dise recording which accompanies a filmstrip on science will
be labeled with the same symbol in the call number as the filme
strip, i.e., FS 500 SC. Similerly, a filmstrip which ig cor-
related with a disc recording of folk songs will be labeled
with the same symbol in the call number as the recording, i.e.,
RD 784 Fo. It is not necessary to repeat tne call number after
the statement of the accompanying material.

If the call number differs from that of the material it accom-
panies, it should be recorded after the statement and description
of the accompanying material. Different call numbers may often
occury for instance, where a teaching puide or recording cor-
relates with material shown in two separate filmstrips with
different call numbers and titles. The teachinp pguide or recording
will carry the call number of filmstrip no. 1. This call number




must be noted on the catalog card for filmstrip no. 2 to
properly identify these materials which correlate with it also.
In this way, the library user will be sure to get all the
necessary components of the instructional unit requested.

10. Notes

a. A contents nole is used if the material includes several
different items or selections from various sources. The
importance of listing the contents remains a matter of
judgment. One side of a recording may contain ten or more
primary songs whose exact titles may be of little interest
to the library user. Conversely, noting which Just So
Stories are narrated on a record would be helpful to the
person seeking Kipling's stories. Extensive contents
notes often necessitate continuation cards. These should
be kept to a minimum since they are confusing both for the
personnel who file the cards and those who use them.

b. A brief summary, curriculum-oriented wherever possible,
may be added.

11l. Added Entries

a. Subject - Follow the practices of the library in assigning
subject headings to books, using the same subject heading
source with additions as necessary.

b. Composer or Author - Entries may be needed where main entry
could have heen made under his name instead of under title,
or where the material is an adaptation of a work of a well-
known author.

c. Peirformer or Narrator - Entries are needed only where names
are well known and popular enough that information is likely
to be sought under the name.

d. Series - If each unit of the series has been cataloged separately.

Instead of using the unit card with a series added entry, a
composite series card may be made listing the various items in
the series, either by number or alphabetically by title. In-
formation stated on the series card includes the title of the
series, identification of material, producer, date, and call
number and title of each unit in the series.

12. Title Analytics

a. For each unit of a series or set if the set is cataloged as a
whole and the title of each unit differs from that of the set.

b. Important titles listed in the contents note.

13. Tracings

Make tracings on the author or shelf-list card in the following
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1k,

15.

16.

order: subject headings listed alphabetically; author, composer,
narrator, performer, or other important nemes, alphabetically by
surname; series; title analytics in alphabetical sequence.

Shelf;Lgst Card

In order to provide space on the sheif list card for acquisition
information, the notes appearing after the statement of accompanying
material may be omitted from the unit card. Enter instead the
producer's catalog number, source, price and date of acquisition.

The Circulation Card

Tn order to minimize confusion and error in matching checkout cards
to material, include the following information on the circulation
card: call number; copy or accession numver; title; producer and/or
producer's catalog number (optional where titles are similar); number
of items if more than one; statement of accompanying material, fol-
lowed by its call number if it differs from that of the material
which it accompanies.

Pocket for Circulation Card

The affixing of a pocket to hold the circulation card is limited
by the physical format of nonbook materials. If a pocket is made,
it should show the same information as the circulation card, except
that the statement of accompanying material may be omitted.

B. Rules for Typing Catalog Cards

See p. 20,
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B. Rules for Typing Catalog Cards

call 3

ber

1
2 SUBJECT HEADING or other added entry . . . . .
SYMBOL ¢ o 6 o o s e o o 4 0 s e o
num- <A Class # Title. Identification of material. Subtitle

5 |\ Letters or additional information. Producer, date.
6 Physical description: form, time, size.

7 Series, Grade level.

8 Accompanying material.

9
in Contents note . . . . . . . . . ¢ ¢ v v o« ..
11 e e e e e s e e s e e e e e e e e e e e e e e
12 Annotation or summary . . . . . . ¢ ¢ . .
13 e 4 e e e e 6 e s e s e e s e e e e e e e e e
14
15 Tracings

Apply the rules used for typing catalog cards for books, following local
practice with regard to indention spacing, first line used on the card,
punctuation and spacing after punctuation, and capitalization.

Form of the Card

Since title main entry is uted for all nonbook materials, the hanging
indention form is used.

v
ig3u567890f23ﬁ567890

6
17 O

Unit Card showing typing spacing, position of added entries and
basic essential information.

The unit card form shown above is used for all sample cards in this manual.
Typing and spacing rules for this form are:

Indention

FIRST indention is 10 spaces from the edge of the card. Begin on
space 1ll.

SECOND indention is 13 spaces from the edge. Begin on space 1lh.
THIRD indention is 16 spaces from the edge. Begin on space 17.

Call number: Begin 1 space from edge, on 3rd line; capitalize symbols

for type of material.

Title main entry: On Wth line, begin at first indention. Bepin all
subsequent lines at the second indention unbtil the second line of the
series, contents note, or summary is reached which vegan at the first
indention.

Identification of material: Begin 2 spaces after end of title.

ele




Subtitle, etc.: Begin 2 spaces after 2nd of identification of material.

Imprint: Begin 3 spaces after subtitle, or after material identifi-
cation if subtitle, etc. is omitted.

Collation: On next line, begir a% second indention.

Series note: Begin 3 spaces after collation. Parentheses arcund series
nete are ¢optional.

Grade level: Begin 3 spaces after series note or after collation if there
is no series note followed ty a period. TIndicabticn c¢f grade level is
optional.

Accompanying material: On next line, begin at second indention. A colon
is placed after the statement of accompanying material which is followe:d
by its physical description and/or cal! mumber, if nernssary.

Contents note: 3$kip a line, begin at second indention, starting sub-
sequent lines at {irst indention.

Summary: On next line, begin at second indention, starting sutsequent
lines at first indention.

Continuation card: If a continuation card is needed, type ''cont'd on
next card" to the right of the guard hole. In the upper risht corner

of the second card, on the first line, type Card 2. Type call number
and title main entry only on 4th line. Skip a line and ccntinue contents
note beginning at first indention, starting subsequent lines at first
indention. '

Added entries: Capitalize all letters of a subject heading. Begin all
added entries on the 2nd line at the second indention, starting sub-
sequent line at the third indention.

Tracings: All subject tracings are typed in capitals. See p. 18 for
the order of listing. Use the slant mark_[_ to separate entries, If
title analytics are made for every title listed in the contents not:z,
the designation "t" is sufficient. However, if cards are made for only
some of the titles, these should be given after the designation "t"
followed by a colon. Use the abbreviation "ser' for series.

Series card: Begin series title on second line at second indention.

Space 2 and type identification of material. Space 3 and note publisher
and date., If information extends to the next line, begin at third
indention. Begin listing individual items on bth line using a separate
line for each. Type the class number 1 space from the edge of the card,
space 2, and add the letters of the call number. Material identification
symbols are not needed. Start the title of the unit at the third indention.

Physical Processing

The physical processing of nonbook materials constitutes one phase in the
organization of instructional media which challenges the ingenuity of the
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administrator and which cannot be treated as an independent entity.
The final decisions on procedures and materials employed in pnysicael
processing will depend to a large extent on the instructional program
and on certain local conditions, such as:

l. Users of materials: teachers only, or teachers and students.
2. Facilities for storage:

a&. amount and kind of shelving, cabinets, etc., available
b. housing of materials in separate quarters or shelved
with books.

3. Classification scheme and cataloging practices adopted for
nonbook materials.

4, Circulation routines.
5. Delivery practices and shipping requirements.

6. Expense of processing materials as releted to the amount
and length of time material will be used.

T. Expense of clerical time involved in physical processing
as related to the amount and length of time material will
be used.

This manual, therefore, does not attempt to prescribe any definitive
method of physical processing, but suggests various procedures

which may be of help when adapted to any specific local situation.
Because of the great variety in size, shape, and specialized information
needed, each type of material is treated separately and in some instances,
suggestions for housing and filing are given. Neither the local pro-
duction of materials nor their meintenance and repair are included.

Whatever the final decisions on physical processing procedures and
materials are, they should be made to implement the following objectives:

l. To provide a collection of materials organized for maximum
availebility and ease of access to the user.

2. 7To provide sufficient protection of materials to insure
maximum circulation.

3. To provide sufficient information to facilitate circulation |
procedures and rehousing. |

4. To provide for expansion.

General Procedure

The steps in the physical processing of all types of nonbook materials

follow the same general pattern.




9.

Separate the various types of material so that all of one kind
may be processed together.

Prepare container or protective covering. Circulation procedures,
users, housing facilities determine weight, size, shape, material
of container (e.g.,heavy "string-tie" or plastic euvelope).

Mark ownership identification on each separate item and on container
by any of the following metheds:

a. rubber stamping on material (e.g., on reverse of picture)
b. rubber stamping or typing on label

c. perforating (e.g., leader of filmstrip)

d. 1lettering (e.g., on equipment).

Prevare labels. The kind of media and the amount of information
required determine the number of labels needed, their size, shape
and type, and how much of the following information should be
typed on them: ownership identification, call number, copy number,
serial or identification number, total number of items in a set,
number of each individual item in a set, title, subject, contents,
inventory and/or picture or diagram showing layout of multiple
items in one container. ILabels may be self-adhesive (available

in a variety of sizes and snapes), tie-on light-weight cardboard,
or paper cut to size and pasted on.

Affix labels to material and container (or letter) in a position
which is uniform for each type of material and most visible when
material is stored.

Check that each item in a set is labeled and identified by the
number shown on the contents or inventory label.

Protect labels by applying Scotch tape, plastic spray, lacauer,
or white glue.

Paste on pocket if appropriate to type of material and circulation
procedures.

Paste date due form on container if necessary for circulation
procedures.

Specific Procedure by Type of Material

Follow the steps outlined, adapting them and using only procedures and
information pertinent to each kind of media. Special treatment not
mentioned in General Procedure is described after the sample catalog
card for each type of material.

LKauipment and Supplies

This list is suggestive only and does not include standard equipment and
supplies found in most libraries.
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Equipment

Dry mount press

Label printing machine
Laminating machine
Long~-neck heavy duty stapler
Mounting iron

Pasting machine

Supplies

Containers, various sizes:

Bags: canvas, polyethylene
Boxes: cardboard; fiberboard
Cans: plastic, one-piece lid attached, for filmstrips
Envelopes: 1large, red, "string-tie"
heavy ranila
plastic
Record holders: plastic, pressboard

Miscellaneous:

Butcher paper, gummed

Cardboard, corrugated

Labels, various sizes: self-adhering; gummed; tie-on, light-
weight cardboard

Masking tape, various widths

Mounting materials:

Chipboard no. U

Cover paper, 9" x 12", 12" x 18"
Dennison suspension eyelets
Mounting board, standard
Mounting paper, heavy

Rubber cement and thinner
Spring rollers
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VII. EXAMPLES OF CATALOG CARDS FOR EACH TYPE OF MATERIAL AND
PHYSICAL PROCESSING FOR EACH TYPE OF MATERIAL

* Cards marked with an asterisk illustrate examples only and do not represent
real materials.

CA - ART PRINTS

Collation: Number of mounted or unmounted prints if more than 1, dimensions
(width times height), color statement, special format (e.g., wood
frame; in portfolio).

Notes: Type of art, media of original.
Optional: Date of execution, location of original.

*
Single mounted CA
print. 48 St. John the Baptist preaching, by Auguste Rodin.
Art print. London, M. Holford, 1963.
Accession classi- 21"x26", bsw, mounted with wood frame.

fication system.

Reproduction of a sculpture in bronze, 1878.
Original in the Musee Rodin, Paris.

SCULPTURE, FRENCH/ Rodin, Auguste

O

Set of unmounted

prints. CA
759.4 The French Impressionists. Art print. Abraus,
Dewey Decimal Fr 1965.
classification 4 unmounted prints, 23"x18", color.
system. Descriptive notes on reverse of prints.

Springtime, by Claude Monet; Barge during the
flood, by Alfred Sisley; Nude in the sunlight,
by Pierre Renoir; Boulevard Montmartre, by
Camille Pissarro.

Reproductions of paintings in oil.

IMPRESSIONISM (ART) PAINTINGS, FRENCH/ Monet,
Claude/ Pissarro, Csmille/ Renoir, Pierre
Auguste/ Sisley, <::) Alfred/ t

Optional: Added entries for individual painters and paint-
ings. The tracing "t" designates an added entry
for each title in the contents note.
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Physical processing: art prints

Art prints are processed in the same manner as charts (p. 27) and pictures
(p. 45). For hanging purposes, if prints are purchased mounted with wood
frames, attach eye hooks to the back of the frame about one-third of the
way down from the top and thread with picture-hanging wire. Label back of
picture and carrying case if one is provided.

+ | CA
759.4
Fr
The French Impressionists.
Abrams.
4 prints.

-

\

CA
48

St. John the Baptist preaching.
Holford.

CIRCULATION CARD: Include number
of items if more than one.

-26»

POCKET for mounted prints may be pasted

on back; or circulation card may be
kept at desk.




CT - CHARTS

Collation: Number of mounted or unmounted charts if more than 1, dimensions
(width times height), color statement, special format.

Set of mounted
charts.

Dewey Decimal
classification
system.

Set of mounted
charts.

Accession
claggification
system.

CT

028.7 Beginning library skills. Chart. Gunter, 1963.

Be 26 charts, 17"x22?", color, wire bound on a
cardboard easel. 4-9,

Includes a glossary of library terms and a
guide for discussions and suggested activities.
Instruction in the use of the library which will
encourage independent research and enjoyment of
the library.

LIBRARY SERVICE
CT
1001 Nystrom physiology and hygiene series. Chart.

Nystrom.
9 charts, 32"x52", color, spring roller.

Skeleton.~Muscles.- Blood and circulatory sys=
tem.~ Lymph and lymphatic system.-Teeth and skin.~
Eye, ear, nose and throat.-Human factory: respira~
tion and circulation of the blood.

Pictorial represencation of the human body on

witll charts.

PHYSIOLOGY

Optional: Contents note.

|
|




Physical processing: charts

A.

Folded charts: File in a regular file cabinet. Label on reverse of
chart so that when it is folded for filing its label shows in upper
corner. Keep circulation card in file at charge-out desk.

Unmounted, unfolded charts:

1.

2.

1f stored in special hanging racks, in thin drawers, or on spring
rollers, label front or back of chart or visible end of roller.

If rolled up separately in mailing tubes, label ch.rt and outside
of container.

Mounted charts:

1.

2.

Mount charts on suitably stiff and heavy material such as Chipboard
No. 4. available in gray only.

Adherents for mounting;

a. Rubber cement applied to both chart and mount is allowed to
become tacky tefore chart is placed in position on mount.

b. Dry mounting is done with a special dry mount tissue and an
iron, or with a dry mount press.

c. Wet mounting on muslin is not recommended unless skilled
personnel and good facilities are available.

To facilitate hanging and displaying, make pin holes in upper
corners of mount or attach Dennison suspension eyelets.

Store in specially constructed wooden bins, in deep cupboards
with dividers, in record cabinets, on closely spaced shelving.

Label on outgide edge, at top or bottom, whichever is most
visible.




RA - DIORAMA

Collation: Dimensions (width times height times depth), color statement,

format.

Accompanying materials:

Diorama.
Dewey Decimal

classification
system.

Diorama,

Accession eclassi-
fication system.

Locally produced
material,

Descriptive statement of any additional pieces

provided.

590
Da

4 day at the zoo. Diorama., Instructo, 1950.
12"x10"x5, color, Masonite box with hinged
lid. K-3.
35 additional stand-up illustrations of ani-
mals and background scenery, with plastic stands.

Scenes may be rearranged to study animals,
to make up stories, to review a trip to the zoo.

7003 <::)

2100

Just so stories. Diorama. Scenes from the
stories by Ridyard Kipling. Kensington,
Ohio, Washington Flementary School, 196k.
36G"%36"%12", color, cardboard with clear plas-
tic cover. U4-7.

Produced by fifth grade students. Four scenes,
each illustrating a different story: The ele-
phant's child; How the leopard got his spots; How
the camel got his hump; How the rhinoceros got his
skin,

ANIMALS~-STORIES (::> Kipling, Rudyard

Optional:

Title analyties for each of the four stories
illustrated.




Bbiadhhtnacd el el ai i he bt b

The elephant's child. 1In

Diorama. RA

2100 Just so stories. Diorama. Scenes from the
Title analytic. stories by Rudyard Kipling. Kensington,
Ohio, Washington Elementary School, 196k.

Physical processing: diorama

Label outside of box.

On the inside of 1id or box, paste an inventory of any additional figures
included, identifying each item.

A large plastic bag may be used for a protective covering if necessary.
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MP - FIIMS (MOTION PICTURE - 16mn)

Collation: Running time, sound or silent, color statement, width in millimeters.

Film (16mm)

Dewey Decimal
classification
system.

Optional: Added entry
for American
Library Association.
Manufacturer's
catalog number may
be given after
name of company.

Film (16mm)

Accession classi-
fication system.

Optional: Added
entries for directar;
project school,
distributor,

MP
020 The library - a place for discovery. Motion pic-
Li ture. Produced in collaboration with the

American Library Association.  EBF, 1965.

16 min., sd., color, 16mm.

Services and materials of public and school
libraries, from storytelling to research facili-
ties. Illustrates how to use the library. For
all grade levels and adult.

LIRRARIES / LIBRARY SERVICE
MP
1550 Brothers and teachers. Motion picture. Project

in the film, Horace Mann School. Released by
New York University Film Library, 1966.
14 min., sd., b&w., 16mm.

Directed and written by George Bouwman. De-
scribes a project in which 4O boys from disadvan-
taged areas Jjoin the same number from a college
preparatory school in an attempt to bridge the
cultural gap existing between them.

INTERCULTURAL EDUCATION / EDUCATION - EXPERIMENTAL
METHODS

Physical processing

Iabel leader of film and edge of film can 1lid. Preprinted "head" and "tail"
leaders with school name are available. If these are used, splice 6 tc 8 feet
to beginning and end of film and write in call number. The circulation card
may be kept in the can or at the desk.
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ML - FIIMS (MOTION PICTURE - Smm)

Collation: Running time to nearest minute, sound or silent, color statement,
width in millimeters, format.

Additional information after collation: Accompanying material or attached notes.
Type of projector needed.

Film (8mm) ML
595.7 Honeybee: swarming and formation of hive. Motion
Dewey Decimal classi- |Ho picture. Made by Jack Woolner. Ealing Corp.,
fication system. 1964,
5 min., si., color, 8mm, film loop mounted in
cartridge. Animal and plant life. L-12.
Notes on cartridge case.
Use with Technicolor instant movie projecter.
Follows the activities of honeybees as they
swarm, follow their queen, and gather pollen.
BEES / ser
Optional:

After title: statement of credit for making film.
Notes: statement of material from which film is adapted, e.g., Adapted from the
1961 16mm sound motion picture entitled Title.
Credits: educational author, director, dissector, conductor, etc.
Added entries: series, producer, names of film maker, director, etc.

ML
Films (8mm) in a 6000-05 Crayfish series. Motion picture. Audio-Visual
series cataloged Center, Indiana University. Ealing Corp.,
as one set. 196k,
6 f£ilm loops, 3 min. each, si., color, 8mm,
Accession classi- mounted in cartridge. 9-12
fication system. Notes on cartridge case.
Use with Technicolor instant movie projector.
Continuation card
necessary. 1. External features. - 2. Muscles, heart, and

arteries. - 3. Gills. - 4. Reproductive system. -
5. Digestive and excretory system. - 6. Nervous

O (Cont'd. on next card)
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Card 2

Continuation card ML
for films (8mm) 5000-05 Crayfish series.
in a series cata-
loged as one set. system.
A detailed examination of the crayfish, show-
ing dissection.

CRAYFISH

O

The statement of running time, if it varies for each film loop, may ve omitted
from the collation and added after the title of each film in the contents note,
e.g., 1. External features, 3 min.-

Identifying call number for each film loop in set

If accession classification system is used: consecutive numbers are assigned
to each film in the set.

If Dewey Decimal classification system is used: the number of each film,
preceded by a dash, may be added after the letters below the classification

number, e.g., ML - or the designation v.l., v.2, etc. may be placed below
595.3 the letters, e.g.,ML
Cr-3 595.3
Cr
V.3

If the library wishes to check out each film loop separately, the call number on
the circulation card for each film should show this individual film mznber.

Optional: title added entries for each film loop.
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Films (8mm) in a ML

series cataloged G000~05  Crayfish series. Motion picture. Audio-Visual
as one set, Center, Indiana University. Ealing Corp.,
196k,
Shelf list card, & film loops, 3 min. each, si., color, Smm,

mounted in cartridge. GC-12
Notes on cartridge case.

89-910 John Fraser Associates 87.50 1/27/66

O

Physical processing: films (8mm)

Label cartridge and spine of packaging case with ownership and call number.
Provide title label if necessary.



FS - FIIMSTRIPS

Collation: Number of frames, color statement, width in millimeters. Since
the standard width is 3%mm, the width may vte omitted unless
it is other than standard.

Single filmstrip. FS
3142 How we see and hear. Filmstrip. Moody Institute
Accession classifi- of Science, 19%8.
cation system. 33 fr., color, 35mm.
Optional: added Describes the functions of the eyes and ears
entry for producer. and shows how they operate.

BYR / EAR

Filmstrip. One of a |F5

set or series, 30hk,2  Why the chimes rang. Milwstrip. SVE, 1065,

eatalosed individ- [Wh W2 fr., color. Otory time favorites. X-O.

nally. Teaching guide, |
NDewny Decimal Record, dise: 1s, 12", 331 /3 rpm. ¥ 308 Bl

rlassification

system, A c¢hild's rare «ift awakens the long-silenh

1rlls at Christmas.

MIRISTMAS STORIES / ser

O

Accempanyine material

]. Do not repzat call numter if it is the same as that of the f£ilmstrip.
5 Note call number if it differs from that of filmstrip.
3, Tf necessary, give physical description.
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FS
39Lh.2
Circulation card for a filmstrip |Wh
with aceompanying material, Why the chimes rang, 8SVI
w/guide
List all accompanying material w/record FS 308 ¥l
to tie the audio-visual unit
torrether,
Use the abbreviation w/ for
with.
Walt Disney's adventure stories, Filmohrin,
EBF, 1950.
Pe Peter Pan,
Composite series card La Iady and the tramp.
for filmstrips 21 Ch The adventures of Johnny Appleseed,
catalored 398 Ad The adventures of Pecos Bill.
separately, Ad The adventures of Mr, Toad.

Le The lesend of Sleepy Hollow.
303 Pe Peter and the wolf,
368 Br The brave little tailor.




Filmstrips
cataloged as a
set.

Circulation card for filmstrips

T R T L -

FS

598
Bi

Birds and their songs. Filmstrip. Museum
Extension Service.
4 fs., color, 35mm. 4-9
Teaching guide, record: us, 12", 331 /3 rpm.

1. Larger birds of woods and gardens. yofr, -
5. Smaller birds of woods and gardens. 4Y1fr.-3.
Birds of open fields and meadows. 38fr.~ 4. Birds
of rivers, marshes and sea shores. 45fr.

Records synchronized with filmstrips.

O

BIRDS

cataloged as a set.

Specity number of filmstrips. w/guide, 2 reccrds

FS
598
Bi

Birds and their songs.

Museum Extension Service
4 fs,




Physical processing: filmstrips

A, Single filmstrips:
1. ILabel leader of filmstrip.

2. Affix label with call number to 1lid of filmstrip can so that the
original label showing title remains exposed. A three-line call
number can be typed on a +"x3" label, pressure sensitive, available

in rolls which can be fed into the typewriter.
3. Adhere label with ownership identification around the container.

h.  The filmstrip may be placed in a plastic "one-piece" (1id attached
to can) container and labeled on top, or in a sturdy cardboard box
provided with holes in which the filmstrip is inserted and the label
pasted below each filmstrip.

B, PFilmstrip sets: Inside the 1id of the box, or on the outside if box does
not have a lift-up lid, affix the inventory label showing number and
title of each filmstrip in the set. Include the identifying inventory
number on the label of each filmstrip.

C. Filmstrips with records, tapes, and/or teacher's manuals: Label records
(see Recordings) and manuals so that they may be identified with the
filmstrip. If possible, store filmstrip and its accompanying material
together as a single unit in a fiber case (co-related container), properly
labeled. If filmstrips, records, and manuals have to be stored separately,
the label on each item should note that accompanying material completes
the set.




FC - FLASH CARDS

Collation: Number of cards, dimensions, color statement, special format.

Flash cards.

Dewey Decimal
classification
system.

Physical processing

1

372.21

My k;gdergraph kit. Flash cards. Follett,
1950.
130 flash cards, varying sizes, color. K-1.
Teaching guide.

Designed to provide purposeful activities in
the kindergarten readiness program in the areas
of reading and numbers, social studies, forms and
concepts, nature study.

KINDERGARTEN / READINESS FOR SCHOOL

O

Stamp ownership on reverse of each card.

On box, label call number, ownership, and title, if necessary, SO that they
are easily seen when box is shelved.




GA - GAMES

Collation: Numerical list of parts of the game, color statement, other
pertinent information

Game,

Accession classi-
fication system.

Game.,
Dewey Decimal

classification
system.

Physical proeessing

GA
147 United States lotto. Game. Milton Bradley,
1958.
6 lotto cards, 48 cover cards, color. 2-5
Designed to familiarize children with the
geography of the United States and the location cf
the states.
UNITED STATES
GA
511 Counting disecs. Game., Milton Bradley, 1955.
Co 126 pictures and numerical dises mounted on

2l eardboard sheets, cclor. K-3

For use in the development of number ccncepts.

ART'LtMETIC - TEACHING ATDS AND DEVICES

O

Stamp ownership on individual parts wherever possible and on outside of box.
An inventory of parts and a porket may be pasted inside cover of box. TLavel

call number on outside of box in a visible position,

e




GL - GLOBES

Tdentification of material: If the glcoke is identified as such in the title,
the desiznation "Tlobe" need not be repented
after the tihle,

Imprint: If the title names the person or corperate body respensible for the

zlobe and it is the same as the producer or menufacturer, the name
need not be repeated in the imprint. Include date, if known.

:ollation: Diameter in inches; color statement; unusval surface or projection
if it has not been stated in the title; opecial format.

Accompanying material: Any other eruipment which is to te used with the ~lcbe.

4

% ¢
Globe. 912 Nystrom project glcbe.
Wy 16", color, outline, markable surfncee, dise
Dewey Decimal base.
classification Globe studies and uses, by o.W. Boiss, 1050,
system. Projeet kit: tempera, modeling c¢lay, crayons,

Designed especially for demonstrabing, secting,
and pupil activities. |

GLOBES

O

Physical processing

Label or letter pedestal or hanger. Tie on any remeovable serews or parto.
If a covered container is used for protection, label it in the same manner,
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KS - KITS

Collation:

No collation is necessary since the ccntents note lists the items

in the kit with any necessary physical description.

Kit.

Accession classi-
fication system.

No material identi-
fication is needed
since it is speci-
fied in the title.

Kit.
Dewey Liecimal

classification
system.

Physical processing

KS
' 909 Peabody language development klts, level #1.
American Guidance Service, 1965.
K-1.
One manual; 430 colored stimulus cards, 7"x9",
6 colored Story cards, 11"x18"; L4 "I wonder"
colored cards, 11"x18"; 35. plastlc color chips,
10 different colors; 2 soft hand puppets; 1 tape
recordlng, Six favorite fairy tales: 30 min.,
33 /4 ips.
ENGLISH LANGUAGE - STUDY AND TEACHING
KS
ol6 Spain introductory kit. International Communi-
Sp cations Foundation, 1962.

h-12,

Teacher's guide; 1 fllmstrlp 76 fr., color;

1 record, disc: .12", 33 1/3 rym.; 24 b&w captioned
plctures, 9% 25",

A general sﬁrvey of Spain.
the record is in Spanish.

The second side of

SPAIN

O

;o

Label ownership and call number wherever possible on all items and on outside

of container.

Paste inventory of contents inside 1lid, and if necessary, a

picture or diagram showing the placement of items in the container.
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CM - MAPS

Collation: Number of maps if more than one, 2s if material covers more than
one side, dimensions (width times length), color statement, special
format, scale as glven on the map.

Annotation: Include statement of type of projection.

Single map. CM

41823 San Francisco Bay ares. Map. Gunter, 1966.

Accession classi- 41"x56", color, spring roller, scale: 2mi:l".
fication system. :
A physical-political wall map showing counties, :

main cities and highways, land and water features.

P TR S

ik S S e

SAN FRANCISCO BAY RECTCW - MAPS

/
Set of maps. CM
990 Covarrubias mural-maps of the Pacific. San
Dewey Decimal Co Francisco, Pacific House, 1940.
classification b maps, 38"x25"; 2 maps, 25"x19", color, un-
system. mounted, in portfolio.
Descriptive notes.
Reproductions of the original murals painted by
Miguel Covarrubias for the San Francisco World's
Fair. Pictorial representation of Pacific ethno-
logy, economy, art, zoology, native housing and
transport. All grade levels. |
‘
O ,
!
PACIFIC AREA - MAPS |
|
|
Physical processing

Treat the same as charts and pictures.




RM - MOCK-UPS, MODELS

Collation: If the contents or descriptive notes include the physical description,
no collation is necessary. If not, the collation states dimensions
or size description, color statement, special format or mounting.

Optiohal: Manufacturer's catalog number following title. Since models often
have similar titles, inclusion of the catalog number will avoid

confusion.

Mock-up.

Accession classi-
fication system.

Model.
Dewey Decimal

classification
system.

Physical processing

‘M
339

Pumping heart, no. 5232. Mock-up. Ideal.

Larger than life size clear plastic heart con-
nected to tubes representing veins and arteries,
mounted in a stand-up 12"x12" frame. Attached is
a rubber bulb, which, when squeezed, pumps in a
blood-colored solution to illustrate the move-
ment of blood to and from the heart.

BLOOD - CIRCULATICN / HEART

O

J611

Hu

Human skull with brains, no. 5229. Model
Ideal

Full adult size, realistic plastic skull with

working jaw, mounted on a pedestal base. Brain
in six easy-to-remove sections included.

BRAIN/HEAD

O

Label model ana.éil removable parts. For protection use cardboard boxes properly
labeled, or polyethylenec bags which may be obtained in a variety of sizes and
enable the user to see the model, etc., without opening the container.

Ll




CP - PICTURES

Collation: Number, type of picture (e.g., photographs, posters, postcards,
etc.), dimensions (width times height), color statement, special format,

Set of pictures. CP
973.8 Denver is ... by Mildred Biddick. Picture
Dewey Decimal De Day, 1965.
classification 24 photographs, 18" x 18", b&w, wire bound.
system, Urban education studies. Special city albums.

Teaching guide.

Portrays city life of Denver. Will stimulate
student discussion and help develcp relation-
ships to the larger world. For language arts and
social studies programs,

CITY LIFE/ DENVER, CCLORADO/ ser

Physical processing

1. Unmounted pictures: treat as vertical file material. Assign subject

heading and place in filing ¢nvelope or folder labeled with corresponding
subject heading.

2. Mounted pictures: see Charts for methods of mounting and processing.

a. Mounting materials: Cover paper in warm tones of gray or tan, in the
weight used to cover small pamphlets, in 9" x 12" and 12" x 18" sizes
makes the least expensive and wost serviceable mount., Available from
rmost paper manufacturing companies. Heavy mounting peper is available
from library supply dealers. Standard white or off-white mounting
board is rigid and durable, available in standard sizes., It is sowe-
wha* expensive and soils easily.

b. Protective coatings:
(1) Plastic spray, which may chip ond flake off. !

(2) Plastic bags in various sizes

v (3) Plastic shect lamination, envelope tvpe. vhere the picture slides
hetween twn cheets of transparent plastie. Available from




library supply houses., lIxcellent protection, rather
expensive, ancd some of the clear plastic surfaces may
reflect light, producing a glare unsatisfactory for
pirture viewing.

(4) Plastic lamination by laminating machine. After pictures
are mounted and protective coating appliied, process the
same as charts.

Postcards for irdividual study or for use in the opaque projector
may be placed uniformly on mounts large enough to insure preper
placement during projection, labeled, and filed in vertical file,
shoe box, or wooden box.
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RE - REALIA

Collation: Dimensions or size, if applicable. Further physical description

stated in notes.

Realia.

Accession classi~
fication system,

Optional: Added

entry for manu-
facturer,

Physical processing

Telephone. Realia, Bell Telephone, 1962,
5%"}{93’;"}{3" .
Wiring manual.

A wall telephone showing the hasic wiring sys-
tem. Inside the removable back panel is a wiring
c¢iagram to be used with the step~by-step instruc-
tion manual.

ELECTRIC WIRING/ TELEPHGNE

O

Tie on any removable parts; label object, parts, and container.




RD - RECORDINGS , DISC

Material identification: Record, disc.
Collation: Number of sides, diameter in inches, revolutions per minute

Notes: Specify the performing medium (vocal, instrumental, dramatization,
narrations, readings, etc.) if this information is not given after the
title.

Cptional

Imprint: Publisher's record number (taken from the label or jacket), if it
is needed for identification where title similurities occur, is placed after
the publisher's name.

Collation: Number of records is noted before the number of sides, c.g., 3
records, 6s. Running time is noted after revolutions per minute, e.g.» 33-1/3
rpm , 9 min. "Stereophonic" is stated after revolutions per winute. It is
not necessary to specify monaural since most schools have equipment to play
rmonaural records, and these constitute the majority of records purchased.

1f the recourd is stereophonic the notation'stereo' may be u ~d.

Accompanying material: Number oL pages of descriptive notes, e.g.,Script
(6p) in slipcase.

Notes: Credits to persons and/or groups involved in the performance and/or
production. Complete contents for all bands or parts of each side of the
record.,

Tracings: Added entries for all the above if necessary.

Single record. R
1384 Gur common heritage. Record, disec. Read by Biug
Collection of Crosby and othuers, Decca.
spoken material 28, 12", 33-1/3 rpm.
read by several Text on slipcase.
people.

Great poenis celebrating milestones in the his-
Accession classi- tory of America.
fication system,

Optional: Listing
of readers and

oems, and added et g e
gntriés for AMERLCAN POUETRY - COLLECTIONS/ U.S.=-HISTORY

these, (::)
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Single record.

Reading of a liter-
ary work.

Dewey Decimal

classification
system.

Record album.,
Narration and nusic.

Classitied as

rD
$22.3 Richard III, by William Shakespeare. Record,
Q1 disc. Read by John Barrymore. Audio
Rarities, 1954,
2s, 10", 33-1/3 rpm.

Barrymore, John/ Shakespeare, William

O

RD

Pi Pinocchio; the story of the puppet the whole
world loves. Record, disc. Adaptation o:
the story by €. Collodi. Set to the music
of Schumann's Scenes from childhood. Chil-
dren's Record Guild.
4s, 10", 78 rpm. K-6.

Narration interspersed with songs, chosen lor
their varied rythmic structure.

PUPPETS =~ STORIES/ Collodi, C.

O
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-

Record album.

Music. 4 collecticn
of several cone
poser's works.,

Accession classi=-
fication system.

Record album,

Dramatization with
music, 1 work.

Dewey Decimal
classification
system,

RD

1824 The Heifetz-Piatigorsky concerts with Primrose,
Pennario and guests., Record, dise. RCA
Victor, 1961.
s, 12", 33-1/3 rpm.
Descriptive notes on slipcase.
Cctet in E-flat major, op.20, Mendelssohn;
Piano quintet in F ninor, rFranck; Quintet in C
major, op.l63, Schubert; Sextet in G major, op.
36, Brahms; Quintet in G minor, K.516, Mozart.
Heifetz, Jascha/ Piatigorsky, Gregor/ Composer
anals.
RD
398 Cinderclla; a musical play in 4 acts. Recors,
Ci disc. Music by Sergei Prokofieff. Childven's

Record Guild,
4s, 10", 78 rpm. K=0.
Script on slipcase.

The story of Cinderella dramatized with songs.,

FAIRY TALES/ Preioficff, Sergei

O




—
Single record, R
785 Beethoven's ‘Symphony no. 5 in € wminor, op. 67.
Music., Possessive be Leonore overture, no.3, op. 7v. iecord, disc.
of composer's name Philharmonic Promenade Crchestra of London, Sir
used as beginning Adrian Boult, conduztor. Vongpuard Hveryman
title word. Classics, 1966,
25, 12", 33-1/3 rpm.
Dewey Decimal Notes on slipcase.,
classiiication
systeu,
Optional: Added en- CGVERTURES/ SYMPHONTES/ Beethoven, Ludwig van/
tries for orches- Leonore overture, no.3
tra and eonductor, (::>

Physical precessing

Adhere label with call number and ewnership identification to recerd label on
both sides of record so that it dees not cover pertinent informatien., TLabel
each record within an album with album call number and the sequence number of
the record,

If the record does not specify the revolutions per minute, this information
should Lc clearly marked on the rccord label on both sides o* the record, lMany
78 rpm records are not so noted by the manufacturer.

If the title on the slipcase differs from that on the record, a title label
showing the title wain entry under which the work has been cacaloged should
be placed above the printed title on the slipecase or record so that the two
conformn.

If the work has been cataloged under a suvpplicd (e.g., posseseive of the composer's
name) or conventional title, this title should be labeled above the printed title
on the slipcase and on both sides of all records.

For protection use leathcron envelopes or plastic or pressboard record holders
available from library supply houses. If needed, additional sleceves to hold
records may be inserted using adhesive cloth or mystic tape.

Label outside of record holder in upper left corner of the frunt and upper
right corner of the back, including total number of records in an album and
contents ncte, if decided. C:11 number may nlso be lettered on spine of album,

The circulation card should note the number of records if more than oue Pocket
for circulation card, and Datc Due form way be pasted on the inside or the outside
of the frout cover of the record holder.

Note: One helpful procedure in handling disc recordings is to keep them as masters
and reproduce tapes for circulation.
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RT - RECORDING, TAPE

Material identification: Record, tape.

Collation: Number of reels if more than 1 running time in minutes; speed
in inches per second, 3-3/4 ips, 7% ips.

Optional: Size of reel, 5", 7"; single track.

Where applicable: 2s (sides); dual track; stereo.

Tape recording. RT
921 Johnny Appleseed. Record, tape. OUhio Bell
Dewey Decimal Ch Telephone.
classification 15 min., 7% ips. The Ohio story. 6-12,
system.

The story of the pioneer who brought apples to
Letters under class the Chio country.
number are from
surname of bio~

graphee,
CHAPMAN, JOHN/ FRONTIER AND PIONEER LIFE- BIC-
GRAPHY
Tape recording. RT
3762 Lumpy's Easter, by Allis Rice Bens. Record,
Accession classi=~ tape. Minn. School of the Air, Station KUOM,
fication system. University of Minn., (Kent State Univ.), 1951.

15 min., 7% ips. Old tales and new. K-3.

The story of a rabbit who makes his wishes
come’ true by doing rather than dreaming.

EASTER~ STORIES/ RABBITS- STORIES

Optioial: Distributor, in parentheses aiter preducer, author, narrator, ctc,
¢riginal recording from which tape was made, ¢.g., Recorded from the RCA Victor,
1961 phonodisc: 2s, 12", 33-1/3 rpm. Added entries for the above,




Physical processing: recordings, tape

Label leader, or splice 3 feet of plastic or Mylar white leader to
"head" and “tail." and label.

On center of reel. label the speeq, 33/4 ips, 7% ips.

Gn spine of container, label title, call number, ownership.

If desired, additional intormation may be typed on a label on the face of
the container: playing time, recording Speed, type of recordirg (single or

dual track, stereo).

Book pocket for circulation card and Date Due form wmay be pasted on one face
of the container, or circulation card may be kept at desk.
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SL - SLIDES

Collatioﬁ: Number of slides, size: 2"™x2", 3%"x4", color st\atement.'

Optional: Notes: Source of photographs, photographer.

Set of slides. SL

590 Animals of Africa. Slide American Museum of

Dewey Decimal An Natural Eistory.
classification 16 slides, 2"x2", color.
system, , Teaching guide.

Optional: Added Animals of the plains, rain forests, deserts,
entry for producer, mountainous regions of Africa. Photographed in
source of photo- Akeley African Hall, American Museum of Natural
graphs. History. All grade levels.

AFRICA/ ANIMALS

O

Physical processing: Slides ia sets are most commonly used. Label container.
Prepare label for each slide with set call number and individual slide number.
Turn the slide so that the picture is upside dowm with the glossy side oi the
£ilm toward you. Place label on upper right half of the slide. This is the
corner by which the slide is held when it is put into the projector. Ownership
may be stamped on label or on frame of slide below label.




RS - SPECIMENS

Title: If mo title appears on the specimen, the meunt, the box, or the teach-
ing guide, a title is supplied which identifies the specimen, e.g., Rocks

from the Pacific coast; Sand from deserts and beaches.

Collation: Number of specimens if more than one.

Optional: Contents note.

Set of specimens. RS

552 Washington school rock collection, no. 7070.
Dewey Decimal [va Specimen. W.M. Welch Scientific Co.
classification’ 40 specimens., 4-12,
system. Teaching guide.

Examples of a wide variety of rocks, some
polished. May be used in the study of geology,
collecting as a hobby, production of gems,

GEMS/ ROCKS

O

Physical processing

Label each specimen, teaching guide, and container. On inside of 1lid paste
an inventory of contents. o -




SP - STUDY PRINTS

Collation: Number of prints if more than one (mounted or unmounted),
dimensions (width times height), color statement, special format.

Set of study prints,
Dewey Decimal

Classification
system,

Physical processing

Treat the same as art

a2 ats e T kg g o g

SP
383
Po

The postal service. Study print. Wheelwright

Pr., 1962,
12 unmounted prints, 10"x13", color. Our

conmunity helpers, series l. 1l=4,
Story text on reverse of prints.

Pictures show the route of a letter from its
writing to its delivery.

POSTAL SERVICE

O

prints, pictures.
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MY - TAPES, VIDEO

Coilation: Total running time in minutes, or the number of parts or lessons
and the running time of each, color statement, speed in inches per second.

Notes: 1If applicable, and not alrealy noted in collation, state the number
of lessons. If known, state any special projection equipment to be used.

bav

Video tape. 500 The adventure of science. Tape, video. Midwest
Ad Program on Airborne Television Instruction,
Dewey Decimal 1963.
classification 20 min., b&w., 15 ips. 4-6.
system. Teaching guide.

Basic concepts in science: structural and func-
tional characteristics of living things, energy
production, utilization and transformation, space
and time in solar system, space research. Thirty-
two lessons

SCIENCE
MV
Video tape. 6500 World geography. Tape, video. National In-
structional Teievision Library.
Accession classi- 70 lessons, 29 min. each, b&w., 15 ips. 4-8.

fication system.
Supplementary social studies instruction.

GEOGRAPHY

O

Physical processing

Process the same as films. If special projection equipment is to be used,
type name of equipment on a 1abel and affix to center of reel.
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ST - TRANSPARENCIES

Collation: Total number of transparencies (modnted or unmounted) or one
transparency with number of overlays, dimensions (working-area), color
statement.

 Optional: Contents note with number of transparencies or overlays for
each transparency listed.

Single transparency | ST

with overlays. 612 Digestive system. Transparency. General Ani-
Di line & Film, 1961.
Dewey Decimal 1 transparency with &4 overlays, 10"x10", color.
classification Geveral science prcjecto aid. 4-9.
system,

The use of overlays gives a clear picture of
the anatomical structure of the digestive system.

DIGESTION/ ser

O

Set of transparen~- |ST

cies. . ‘ 526 The language of maps. Transparency. EBF, 1963.
- La 4 units, 8%"x8%", color. &4-6. '
Dewey Decimal 1 "Register-well" mask for projection.
classification Teaching guide on slipcase.
~ system. ,
| 1. Parallels and meridians, 3 transparencies.
Optional: Title 2. Reading topographic symbols, 5 transparencies.
added entries or 3. 1Identifying cultural features, 5 transparencies.
analyt?:s for 4, Mapping a small area, 3 transparencies.

each title in
contents note.
MAPS/ t

O

Circulation card states the total number of transparencies, with accompanying
material, e.g., 16 transparencies; w/mask. - . A
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Set of transparen- - |[ST
cies. 9001

Accession classi-
fication system.

Initial consnnant sounds B-L. Transparency.
3M Co., 1964.
' 25 mounted transparencies, 10"x10", color.
Phonics. K-3.

Included is a packet of printed originals from
which to make your own transpu.rencies, with in-
structions on how tc make them and how to operate
an overhead prcjector. :

PHONETICS/ ser w

O

ﬂ&ﬂnuuuu’.

Phxsical processing

Label call number and ownership on each transparency, on all accompanying
material, and on outside of box or envelope.- An inventory list may be pasted on
the outside of the envelope or inside the 1id of the box. Single transparencies

may be placed in a manila envelope of appropriate size, labeled and filed in a box

or file cabinet. . - .




ERIC

Full Tt Provided by ERIC.
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APPENDIX A

REPORT ON SCHOOL LIBRARY PRACTICES IN CATALOGING,
- HOUSING AND: CIRCULATING AUDIO-VISUAL MATERIALS

During the latter part of July 1966, a questionnaire was distributed by the .
Bureau of Audio-Visual and School Library Education in the State Department
of Education in order to obtain some information concerning curreunt practices
in the orgenization oif audio-visual materials in school libraries. The .
questionnaire was sent to a limited sampling of schools selected on the basis
of information that the school library collection of materials did, or would
in the near future, include audio-visual as well as printed materials. No
effort was mad2 to provide complete coverage of all such school librarier,
but an attempt was made to obtain information from both elementary and
secondary schools from various geographical locatioms.

Since this was an informal survei conducted at-a time when relatively few
librarians would be available to reply, no records were kept on the number
of questionnaires distributed and no follow-up was sent. ;

A total of 46 replies was received reporting on the practices followed in

approximately 64 schools. The replies varied in the amount of information
provided from those that were complete in every detail and accompanied by

samples of forms and cards used to those which were returned primarily. to

request assistance in planning procedures. .. . - . o ot

We are indeed grateful to all those who replied and very specially to those
who provided so much useful information. Without the information:gathered
from those who replied, this publication would quite probably never. have
been attempted. R G el E e T ey

A copy of the questionnaire with replies tabulated for»the;#nswersAsuitable'
for tabulatior and a summary of the replies follow. . .- =v

QUESTIONNAIRE

.. SCHOOL LIBRARY PRACTICES IN CATALOGING, HOUSING
| AND CIRCULATING AUDIO-VISUAL MATERIALS

"School Library" is used in this questionnaire to refer to an organized and
staffed program for the provision of materials services in a single school.
Although a variety of titles are in current use,such as.  "instructionsl
materials center" and "learning recource center," there seems to be:no general
acceptance of any of these terms as preferable to "school library."

NOTE: Information is requested only for school libraries serving the personnel
of one school (a single attendance center); please do not supply information
concerning district or county center materials or services except as they relate
to materials and services provided in a school library.

Please complete the following questionnaire by supplying the information re-
quested or checking the appropriate reply(s). : L SRR

ERIC
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QUESTIONNAIRE (continued)
Return the completed guestionnaire to Mildred M. Brackett, Consultant in School
Library Education, Bureau of Audio-Visual and School Library Education, 721
Capitol Mall, Room 561, Sacramento 95814, by August 15, 1966.

|

District

Address

Name Title
(Person completing questionnaire)

Address

(if different from district)

11
Are both audio-visual and printed materials provided to pupils and/or teachers
as services from the school library in one or more of the schools of this
district? ' '

a. Yes 36

b. No 4

‘c. Planned for 1966-67 school year 6

If the answer to II will be yes in the near future, and plans are sufficiently
firm that the questions can be answered, please comp.ete the form and return.

1£f the answer to II is no, please answer only this question and return.

111

l. Indicate the number of schools in this district and the grade levels
represented in each school for all schools that have a school libiary
providing both audio-visual and printed materials and services.

Number of Schools Grades
24 | K~6
7 K-8
16 ' Sr.High
2 ' ‘ Jr.College
4 o - County
-63-
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QUESTIONNAIRE (continued)

2.

3.

Which cf the following materials are provided in addition to printed
materials ?

1.

Which of the following describe your circulation policies regarding

maps

study prints and/or flat pictures
films

filmstrips

slides

transparencies

tape recordings

disc recordings

programmed learning materials

microfilm versions of periodicals

.—g.—-bwuuwnb
o I N = »w oo | |0 O |O

microfilm versions of books

Other (Please explain) Realia, Science Equip., Pams, Models,

Charts, Graphs, Cross Media Kits, Cartridge Films

audio-visual materials?

£.

Both pupils and teachers may b'orrdxvvv for use either at home or
) at school. o ® o ® ® ® ® ® ® L ® ® e ® ® ® .v ® ® e o ® ‘o ® ®

Pupils limited to library use only . . . ¢ ¢ ¢ ¢ o 0 o o .
Teachers may borrow for hse within the school only . “ e
Teachers may berrcw for uee either at ‘home or at tchool o o
Policies vary with the type of ﬁateriall .. .0 o o o o o o

(Please explain)

O -

0

Other (Please explain)

Who is in charge of cataloging and technical processing of materials? (It
is assumed that a professionally qualified person will be in charge and
that clerical personnel will perform the non-profeesional aspects of this
function.) :

b.

Librarian at District Center . . . ¢ ¢ « ¢ o ¢ o o ¢ ¢ o o« & &«

Librarian in each school where materials are located . . . . .




QUESTIONNAIRE (continued)

4,

5.

6.

7.

9.

10.

C.

d. A-V personnel at each school . . . « « « « o « e s e e e

Audio-Visual personnel at District Center. . . .-Q o« o o o o

Other (Please explain)

| | ‘“ '

which type of catalog is provided for use in the school library?

a. card catalog L] L] [ ] [ L ] L] L] ‘. L] L] L] .‘ [ L] L] L] [ . L] [ ] [ L] L] L]

b.

Ce.

Sheet (or book) cata8log. « « « ¢ ¢ o o o o o o o o o 0 o 0 o

Other (Please explain) (Subject)

= Isi

Are A-V and printed materials indexed in the same catalog?

a.
b.

C.

1f
a.
b.

Comments?

number 6 ié

Yes 31

No 9

Other_l_ (Please explain) (Varies)

c°1°r°bandedcard300ooolooooooo’oooooooo

symbols L] L] .‘ L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] , L] L] L] L] L] L] :.'

Both symbols and color-banded cards . . . « + « o« o o o

es, how are different types of materials jdentified?

N
o |~s |eo |o

Other (Please explain)

color-banded cards are used, how many colors are involved?
One color for any and»all'audio-visua1>materials c o o o o

Different colors for different types of materials . . . .

Would it be desirable to standardize color coding? Yes_32

—3
. 32

No 2

b. Please include a copy of the color code used in your district.

1f color-banded cards (or other‘colo
proved to present problems? (For example,
or in certain card duplication methods.)

No. (Type in color for color-blind).

«65=
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GUESTIONNAIRE (continued)

11.

12.

13.

ﬂnformation did not lend iteelf to tabulation)
* .. employed?

15:.

16.

17o

;_arraugement of materiala? o

. e . B°°k ‘helViug o » .o | [ N T ) ,o.i . o o ...:.'...'" ‘o e . @ o o o .ok o o“" o :,.,::._.b:‘.:.i.':
- b.o - SPGCII.&]J.SG@ CCbiﬂetS lnd r8¢k8 o ® @.. 06 @ o o 0. 0 o o O,l o o o L

¢. Other (Please explain)

What type(s) of identification is ‘uaed'?

a. Deweyclaaaificationnumber e e e e c o e e 0 o s s |
b.. copy nmber L ] L] L] L] [ ] L] L] L ] ] L] L] L] [ ] L L] L] L ] [ ] L] L] L] L] L] [ ] . [ ]

c. | Acce’sion nmber L] ® ® ® | ® ® . L] “‘. L] L] ® L] ® L] e o . . L] ® L]

d. her (Pleaae explain) §Comb of Dewex and Acct. No.)
: (Comb. of Acct. # and symbols)

(Symbols)

e Y
~ lu. Io o

If a card catalog is maintained, what kind of cards are used?

a. L. c. . - ® L] ® ® -. ® . L] . L ] L] .'. L] ... L ] L] L] L] L] L] L] L] L] L] L] L]

b [ ucal ly produced [ [ [ ] [ [ ] [ [ [ [ [ L ] L] L] L] L ] L] L] . L] [ [ [ ] L] [ 26

c. cmbination of é and 2 ® ® L] L] L] L] ® L ] ® L] L] ® ® ® ‘»‘ 'L;‘ .‘ . ® ® .[ 13

d. Othet (Please explain) Wilaon and Lib. Jr.

.If catalog car«la are duplicated, what method of duplication ia enployed?

If a sheet (or book) type cata].og is used, what method of duplication is

.Information did not lend itself to tabulation

Where . are audio-visual. materials houaed?
a. Reading- room R R A . ..‘ e et 19
b. Separate room which is a part: of library o o k2 .f.v‘. 6 . 20 "

c. Other (Pleaae explain)

‘What kind of storage equipment is used for audio-visual materisls? -

Axre any of the audio-visual integrated with printed:in ‘the phya ical

. T : P IO e 3 AR e, *%
¥ - R L ean, Gy s b cee ) A Lo - s
a. —~Ye's 10 - . e R S P S
&, . . . : 3
L 3 . .
-y e LA - Lo ~ ") ~ N . T . v
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‘b. No 30_




S

QUESTIONNAIRE (continued)

18.

19.

20.

& . . . . g e e ,_Y . SRR e i P .":-‘“-
«' ze .,_.,,..‘, * R ;‘:“«;,:u?"v"

1£f number 17 is ves, which sudio-visuel nsterisls sre invol.ved? Plesse
1ist; or if necessary, explain. 't oy e d

No tabulation possible. |
Are there any special "gimmicks" that you have invented or sdspted in the
preparation of audio-visual materials for circulation that would be help-
ful to people organizing new programs? If you have some practical solutions
ro sny of these problens, their inclusion will be spprecisted. .

B s

No tsbulstion poes ible .

tht chsnges would you mske m preeenc prsctices if you were initistiug new
,methods? (Plesse be ss specific ss possible.)

Ly A g e PR S
CRIPN - v e, . e &

. '»‘?e. Stsndsrdization of color code. B SR et e

21’0 i

Terdion

b. Centraiized processing.
c. Union catalog.

-d.i Plan new facilities for handling all media. . = ul T i

1€, in-your opinion;:the "answers to "the foregoing questions ‘do ‘not provide
an adequate description of your practices in handling audio-visusl materials
in your school librsry(s) s plesse sdd sny inf.ometion thst is needed to |
-complete: ‘the -picture, i "o L cot,

Y o -
.. PARP SNr Y A0 TS R4
RE4] £ T A

No tsbulation possible.

Wt T R NEE TR IRTES Bl SRS AL I L BRI PSS NSRS S S

22, Are shere sdditionsl questions that should lave: been memmn 1t ell the
questions and problems relating to the cataloging, housing and circulating
of audio-visual materials: in -school::libraries:-have not been included;, please
,list suggestions for sdditionsl informetion needed.

-+ @ Pro ‘and ;con ‘of circulating materials.: . s Tt BT

NOTE: You may attach additicnal pages if additiorial: space is needed. i’

summm REPLIES 'ro‘Qunsuoumms o et R R

M. Both printed and sudio-visusl nsterisls are provided t:o pupils sndlor :

 a. Workshops on hsndling AV or special. meterisls. e

b. Pro and con of checking out equipment.

'd. Hold discs as masters ~ circulate tapes. . . 7. .- ,
e, llsndling A-V msterisls requires more cstsloging snd processing ti.e :

ERcR® A A \S'J:,' W 1

. e . .
S ST
ERrE 2 RO

T ﬂ' dede de do ® Fo . s oo VR PR LLaRTLL 0 s

. ‘.

i tuachers ‘as: servicss fr’ou che school librsry. SRR AR A
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Section I1II.
are weF o giarenapsr by art b P
1. The responses covered the grsde levels of K-lz generslly vith eighﬂy-one
~  percent falling within these limits.
2. The major materials provided were in order:

- 1. Disc recordings




SUMNARY OF REPLIES TO QUESTIONNAIRE (continued)

2. Study prints and/or flat pictures
3. Filmstrips

4. Transparencies

5. Tape recordings

6. Maps

7. Slides

8. Films

with progr'anined materials and inicrofilm showing much less frequently.

Generally circulation of materials is restncted to teachers or to use
within the library.

The cataloging and processing of audio-visual materials is in the majority
of cases taken care of by a librarian either at the diatrict or building
level.

Th2 card catalog is the type of 'catalog utilized in the school librery.

- In the majority of cases audio-visual and printed materials are indexed
in the same card cntelcg. : _

. The pred‘omi:nate way of” identit’yirmg the materials is with color-banded cards
and symbols.

The survey indicated a large majority of the participants favored a color
code system with different colors for dififerent types of materials.

A 'atand'nrvdized ‘color code was favored by a huge majority.

No problems if name of color is typed in as part of the call number or on
the color band. ,

The two basic classification systems used for audio-visual materia’s are the
Dewey end accession number with the Dewey a very slight favorite.

uost of the cards used are locally produced with some L.C. and Wilson printed
‘cards used. :

 Information did not lend itself to tabulation.
 Information did not lend itself to tabulatiom.

~ Audio-visual materials are housed in the library either in the reading room
“or in a separate room in the library.

The sutvey showed that the storage equipment used for audio-visual materials
 was generally specialized cabinets and racks with book shelving a poor second.

Audio-visual materials are not integrated with printed materials. The survey
indicated a majority of three to one. . , .




GENERAL CUNCLUSIONS

1. In the grade levels of K-12, pupils and/or teachers are provided with both
| printed and audio-visual materials.

2. The most frequently found materials in school libraries are disc recordim,
study priuts and flat pictures, and filmstrips.

3. Circulation of materials most often is restricted to :ln-tbé-library use or
to teachers.

4. Cataloging and processing of audio-visual materials is done by a librarian
with cards for both printed and non-printed materials placed in the same
catalog. '

5. A standard color-banded system of different colors for different types of
materisls is favored for identifying audio-visual mter:l.als .

6. Dewey and an accession number system are equally favored as a classifica-
tion system going hand-in-hand with a symbol indicating the type of material.

7. Printed cards are used very little, with most of the catalog cards locally
p:oduced. .

8. Audio-visual materials are not generally integrated into the collection but
" are housed in the library either in the reading room or in a separate room
~ in the library.

RECOMMENDATIONS

1. Emphasis needs to be placed on 2ll types of meterials, microforms, realii, :
models, etc., as they are not being fully utilized. C : -

2. A study concerning the problems of open circulation of materials to students
should be made. At present materials are generally restricted to use within
the library. | | , a : ~ :

3. A standard color-coded system of different colors for different types of
materials should be developed. Perhaps this could be done by using one
color as too many colors become confuqing. o ‘ ‘ o

4. ‘Bithef the Dewey or Accession Number system can be used as a classification

- system. Symbols indicating the type of materials should be incorporated.

5. Use of printed cards éhould be emphasized as a time saver over locally
~ produced cards. : : | |
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Integrating i.ib}ig" Materials
- By . RN LR
Robert E. uuller, Director of Instructionel Heteriel;

s

Jeffereon Elenentery School Diotrict, Dely Ci.ty, Celifornie

L] - .
. A 5 VRN :_ . ',.f.w

In the Jefferoon Elementary School Dietri.ct (Dely Ci.ty) the advent of Project

Discovery has changed the whole concept of an elementary school buﬂding library.

Through the good offices of. the, sponsoring companies, Encyclopaedia Britannica

Educational corporetion and_the Bell and llowell Company, we have added films

and filmstrips to the book collection to create a building-level multi-media

instructicnal materials center. 500 . 16mm films, 1,000 filmstrips, and 6,000

.. books have been integrated into a conprehem ive resource for teachers.and
students, with 32 film and 32 filmatrip projectore (for 20 teaching etatione)

£o. facilitate their use. - = .. . e e e

Our goals in this Project are (1) to provide maximum aveilabil‘ty' of il’l

.. materials and equipment. to.both. teachers and students;. . (2).to promote maximum

utilization of materials. by. plaoing as_few.obstacles as possible )e,tween users

and materials; and (3) to effect as conplete a physi.cal 1ntegtat:lm of materials

as can be echieved.

A fundamental premise in our organization of materials is that each type--. .
book, film, filmstrip, record, tape, etc. == supplements and reinforces each of
the others, and.whenever possible should be physically housed with, or at

least adjacent to, other. uteriell on the same subject. If maximum utilizetion
is to be achieved, all materials must be housed and displayed in such a manner
. .&s to be easily acceeeible to the teacher and to. the. student. Our experience
.. 'has shown us . that most library materials can be housed together on open shelves
readily eveilable to the student. R

Filmstrips are housod in open trays :at the right side of each shelf, sloped
 against the back of the case so that the fil.mtrip titles are cleerly visible.
Bell and Howell autoload cartridge sleeves are used for this purpose in the
Project Discovery library; the manufacturer's filmstrip boxes can sometimes be
. -used, or suitable .trays can.be made locally of plywood or cardboard; filmstrips
can also be left in the original box and shelved upright like a book. We have
replaced the original label on the filmstrip container with a plain typed label
giving the filmstrip. title and Dewey number, and have. embossed the name .of the
school on the end of each filmstrip. Charging cards for filutri.po are kept in a
tray on the desk, arranged alphabetically by title. The current date is used on
the charging card, so that with normal overnight use, no date due slip is needed.

16mm £films are housed in standard wire film racks on the bottom shelf of each
case. Were films packaged in square boxes on lightweight plastic reels (as are
tape recordings) there is no reason why they could not be shelved alongside of

the books on that same subject. Other types of library audio-visual materials--
tape recordings, Smm film loops, microfilm, overhead transparencies-- offer few
problems in integrated shelving. Phonograph records are too large for 10" shelves,
but higher and deeper shelves (to 14") would accommodate them easily.

-70-
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An integrated card catalog, witn different materials indicated with color-banded
cards, is no longer a novelty, and children experience no difficulty in distin-

guishing the various materials. Charging cards can be color-banded quickly
with a felt pen.

The advautages of integrated shelving are many. The library user is able to
locate in one place muny sources of information on the same subject and is rot
forced to chase hither and yon to find things. Open, integrated shelving often
suggests to the user the employment of several media to locate information and
thus subtly reinforces the concept of multi-media learning. Open, integrated
shelving makes it easier for the poorly oriented library user to loccte material,
and "one-stop shopping" often provides a successful, rather than a frustrating,
library experience for these students.

Integrated shelving of filmstrips can be achieved in any but the most grossly
over-crowded library. Where shelf space is not at a premium, the right end of
each shelf is normally not used, and even when shelves are crowded with books,
the 25% of the book collection in circulation will usually clear enough shelf
space. Filmstrips can also be housed in the traditional space-saving shallow
drawers, but if this limits or discourages their use, little has been gained
and much los:t. As library collections expand, wmaximum utilization of available
space is essential, but space-saving techniques must always be weighed against
accessibility and user-convenience.

A major innovative practice in Project Discovery is the availability of audio-
visual equipment for student use in the classroom, in the library, and at home.
Projectors, both film and filmstrip, can be taken home by all students, including
those in kindergarten. This has proved to be the part of the project most
exciting to parents, as they can now see at first hand the many learning
materials provided to implement ard enrich the instructional program. (We do

' require that parents pick up film projectors because of their weight, but
filmstrip projectors can be carried easily by even the youngest child.) We
have experienced no difficulty with the home use of projection equipment; all
students are trained in its use, and no damage has been experienced. Home
circulation of projection equipment is definitely practical.

Dynamic school libraries cannot and will not stand still, tied to traditiom,
limited in concept. The multi-media school library has a role to play in the
instructional program and that is, in its broadest goals, fundamental to educa-
tion and to learning.
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