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FORWARD

The Merrimack Valley Branch of the University of New Hampshire became acutely aware of the need for
trained library aides to assist in the focal schools, industrial and public likraries of the greater Manchester, New
Hampshire area. The administration also realized that there were many people in the community interested in
(1) furthering their education and (2) increasing their employment potential.

They identified the rnajor premise to be that a paraprofessional course of instruction could make siginficant
and urgently needed contributions to New Hampshire's libraries when wisely and efficiently employed in a climate
of constructive cooperation. In this way, the service process of a library can be enriched to different degrees by
library assistants. They are not intended to replace professional librarians, but to take their place in the total
service aspect, as part of a carefully coordinated approach to assistance, which helps deploy the resource appropriate
1o the need of the clientele.

In 1971, the Office of Education, Bureau of Libraries and Learning Rescurces directed their Title 11-B
funding to provide more responsive library services to disadvantaged and mincrity groups by recommending
training members of such groups as well as others so that they too might enter the paraprofessionai ranks as library
aides.

in response to this awareness, the Merrimack Vatley Branch developed a proposal which was submitted to
the Bureau of Libraries and Learning Resources, Office of Education for the development of a training program for
library paraprofessionals. Subsequently, a contract for this program was awarded to Merrimack Valley Branch,
University of New Hampshire. This document is a report of their first year of operation.

Alfred J. Schutte’, Ed.D.

Director - Education Systems Division
Taconic Data Research, inc.,
Uniondale, New York
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PREFACE

It is gratifying to see a new program develop which meets the special needs of a large urban area of
Mew Hampshire. :

The concept of study and related work experience has made it possible for individuals to realize their
potential, educationally and personally. Otherwise, they may not have been able to do so. Additienally,
participating students who successfully complete the program will have an open door to job opportunity. This
program for training library technical assistarits melded together the combined efforts of community leaders,
educators, representatives of the State's only Model City Agency, professionals in the library field and participating
students. :

Library technical assistaint paraprofessional training at the Merrimack Valley Branch of the University of
New Hampshire could be a model for other institutions. While this is patterned to serve needs in the library ..
service field, the basic design and scope may serve as a working example applicable to other carcer fields.

Dr. Alfred J. Schutte’ has conductec a thorough study of materials and data that was collected by
personal contact and questionnaires. He and others of his team have made many visits observing classroom
instructiori and Jibrary work as well as participating in meetings with the staff and aclvisory committees. This
interim report by Taconic Data Research Inc. is a first phase evaluation of curriculum, instruction and materials.
We look furward to the second phase of tha work-study experience.

Gordon O. Thayer, Ed.D.

Director - Merrimack Valley Branch
University of New Hampst.re
Manchester, New Hampshire

r
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SECTICGN 1
INTRODUCTION

PURPOSE OF THE STUDY

The need to employ supportive persorinel in the myriad libraries across the country seems axiomatic. The
activities and program vary, depending upon the particular type of library and the particular type of clientele, but
the semi-professional jobs concerned mainly with procedures and activities have become increasingly important. In
order for the professional librarian to supervise and manage successfully while concerned with the needs and
interests of people, it is imperative that he be free from routine tasks. The paraprofessional, therefore, is a very .
important supportive person, aSS!atIng with acquisition and preparation of materials, cataloging and classification,
and circulation.

The federally-sponsored Model Cities Neighborhoods program for paraprofessionals in Manchester, New ‘ )
Hampshire, was started in September 1971 for a period of two academic years and two summer sessions in order to
combine both academic and work experience with emphasis on performance. Employment opportunities and the
need for library technical assistants in the area was carefully assessed by an advisory council. This group, consisting
of leading librarians and educators in the state, convened over a year before in order to plan the development of
the Library Technical Assistant program.  In addition, subcommittees were formed for recruitment, personne!
and curriculum.

The Merrimack Valley Branch of ihe University of New Hampshire, located in a Model Cities area, had been
offering courses in library science prior to the submission of the proposal. When the opportunity was presented
under Title I1, Part B, Higher Education Act of 1965, Public Law 89-329, as amended, the Director, Dr. Gordon O.
Thayer and the Advisory Council, submitted a proposal, titled ‘’Para-Professional Cooperative Education Librarian-
ship Institute” intended to train paraprofessionals in librarianship as a new option under the Associate in Arts
degree. The target was a group of disadvantaged minority groups and Model Cities residents to participatz in a
cooperative education component involving on-the-job experience, and a partnership participatory relat'.)h hip with
the Manchester, New Hampshire, Model City Agency, the only one in the state.

The work-study project will lead to an Associate in Arts degree providing two options: a terminal experience
program with an Associate of Arts degree; or within the concept of a career ladder, opportunity to continuc studies
in the field ard attain a Bachelor's degree. {See Appendix A.) )

This study comprises one year of a two year projection. It should provide insight for bringing disadvantaged
citizens into a career program involving higher education. It should disclose how federal funding caii be directed at
improving depressed area residents with lifelong attributes through education and training. Further, this report
should indicate a successful recruitment program, placement procedures, and the unique development of a
cooperative educational consortium involving a University, varied-purpose libraries, and federal agencies. As such,
it might itlustrate how this project could be @ model for the development of future programs of a similar nature
and also for other professions, including paraprofessionals working with physically handlcapped public health,
medicine, engineering, some aspect of law, business, et al.



RECOGNITION

‘Recognition must be given to members of the Advisory Council, including Dr. Gordon O. Thayer, Director
of Merrimack Valley Branch and Professor Fred Robinson, Assistant Director, Merrimack Valley Branch, University
of New Hampshire; Mr. John R. Loughlin, Coordinator of Cooperative Education, University of New Hampshire;
Mrs. Shirley Adamovich, Merrimack Valley Branch Program Coordinator; Dr. Alfred J. Schutte’, Taconic Data
Research, Inc., Uniondale, New York, Office of Education Evaluator and Model Development; and the following
consultants: Mr. Joseph G. Sakey, Library Director, Nashua, New Hampshire Public Library; Mr. Herbert Deutsch,
Library Media Coordinator, Hauppauge, New York, Public Schools and Library School, C.W. Pcst College; and
Miss Dorothy Anderson, Leadership Training Institute, Washingtor, D.C. '

This material was developed by Taconic Data Researciy, Inc., Uniondale, New York, under the direction of
Dr. Alfred J. Schutte’, serving as project evaluator and model developer and Mr. Deutsch serving as compiler and
researcher pursuant to a contract No. OEG-0-71-8515 with the Bureau of Libraries and Learning Resources,
Burton E. Lamkin, Associate Commissioner, and the Training and Resources Branch, Frank A. Stevens, Chief.
Taconic Data Research, Inc., is indebted to members of the Bureau of Library and Learning Resources
for their guidance and direction in fulfilling the objectives of this interim report.
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SECTION 2
PURPOSE AND OBJECTIVES OF THE INSTITUTE

Emphasizing on-the-job training opportunities with cooperating libraries in conjunction with college course
studies in Library Science, a Library Technical Assistant program at the Merrimack Valley Branch of the University
of New Hampshire has produced in the first year individuals who can offer substantlal support to existing or new
library programs.

Begun in September 1971 with $77,029 in Federal funds, the program has enabled 27 individuals, 122 who are
residents of a Model City and 15 who are not, to attend classes, to combine laboratory work, and to be employed
in managing, developing, and utilizing print and non-print media for prospective clientele.

Why the Library Technical Assistant?

Even a brief survey of the literature on libraries is enough to indicate that the role of the professional librarian
has changed. He is no longer a custodian of printed materials with rigid circulation schedules for books and period-
icals. The librarian's concerns are now with productive features of all types of media. In aschool setting, the
iibrarian plays a major role in meeting the needs of each individual student. The break away from the self-contained
classroom and the concept of a single textbook have been overturned by a belief in small group instruction, individ-
ualized and independent study. Carefully selacted materials serve many instructiona!l purposes. Each type of
materials - print and non-print offers a unique contribution and material in one format often supplements that in
another.

The public library likewise offars a new perspective to the professional librarian. While helping to solve
problems for people ranging from first graders to Ph D’s, the librarian may be involved in assisting a researcher, lead
pop music sessions for teenagers, conduct story and film hours, and plan programs for clubs.

In New Hampshlre libraries are very much a part of the education picture. The need for paraprofessionals to
assist professmnal staff members to achieve the desired goals was all too apparent. Librarians in special libraries,
public libraries, and those in the academic and school libraries all expressed interest in and confirmation for the
Library Technical Assistant Program either through membership on the Advisory Council or at Library meetings.
Many librarians sent employees to Merrimack Valley Branch to take Library Technical Assistant courses, which
actually have been in effect since 1969.

The Library Science Institute Program recognized the need to train paraprofessionals for libraries of all kinds,
including public, college, school and special in order to free professional librarians from various technical tasks and
duties that might hamper the full utilization of their professional specialized education and knowledge. It is aiso
important to note that most of the 217 public libraries in New Hampshire, of which 141 serve town population of
under 2,000 people, are manned by paraprofessional librarians. To help these people to function productively, the
state library system offers professional library consultants, as well as extension service, bookmobiles, centralized
progessing, and a telephone interlibrary loan system among the larger libraries. North County Film Library
Cooperative, a tri-state venture {Maine, Vermont and New Hampshire) is a depository for audiovisual materials
including 16mm films. These are suppliedfree of charge to requesting libraries.
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The specialty market for paraprofessionals to fill staff needs for the small libraries in New Hampshire, under
the guidance of professional library consultants, will continue for quite some time.

Another area for employment of paraprofessional librarians exists in the elementary schools of the state. While
professional school librarians are available in the secondary schools, many of the 356 elementary schools cannot
afford professionals.

~ The New Hampshire State Library, under the direction of Emil W. Ailen, Jr., is presently working on job
descriptions which will encompass and define the various levels of fibrary career positions to include the Library
Technical and Library Media 2ssistant so that the job category will become an official part of the library service
patterns in the state.

Library personnel structure and standards are also being developed at this writing by the Advisory Council
of Libraries and these energies will aid in the continuing search for better and more far-reaching statewide library
service as well as identifying the various methods, personnel, and facilities needed to meet this objective.

The Advisory Council set out to train disadvahtaged minority grouns and Model Cities residents by combining
work-training experiences at several participating libvaries and an educational program in general education and
library science including media and information services leading to an Associate in Arts degree,

Further, it was determined that in the Manchester Model Cities Neighborhood, there was a sizeable segment
of residents who had not developed to the fullest potential of their personal, social, and employability levels. These
same residents had no opportunity to achieve any paraprofessional level employment. A significant problem in the
predominately Franco-American and other minority group people (Puerto Rican, Ukranian, Greek and Polish)
Mode! Cities area is undertraining and underemployment of educable people.

_According to the State Department of Employment Security Division of Reports.and Analysis, 1969 New
Hampshire Report, 650 library aides or assistants will be required by 1975. The Advisory Committee was able to
identify 25 job opportunities for paraprofessionals in more than 60 public school, college and special libraries.
This cluster is located in New Hampshire's three largest cities, Manchester, Concord and Nashua, together with 35
smaller contiguous communities.

During the planning period, when librarians, library educators, special consultants, state educational agency
officials, business and industry leaders, and the Model City Agency officials were interviewed, a number of
task descriptions and functions \were gathered. On the basis of these analyses, it was logically possible to infer the
comprehensiveness of the participants training and education in terms of what they were actually required to do on
the job.

In another effert to determine the extent to which current programs are training library paraprofessionals to
perform the various functions, colleges and state library assocjations were surveyed. This was done in order to
judge the adequacy of training currently being provided library technical assistants in the country as a whole.

An important scurce of information was the publication Library Technical Assistant; A Suggested Two Year
Post High School Curriculum, published by the U. S. Department of Health, Education and Welfare, Office of
Education (OEG-0-70-4855). In addition, ERIC (Educaticnal Resources information Centers) was consulted for
evaluation reports describing other Model Cities training programs and auxiliary personnel studies.

R e
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After the planning period, the purposss and objectives were classified and a structure for administration was
developed. In addition, basic and specific skills required of each person selecied in the program were listed, as
well as methods of evaluation. :

The specific objectives of the Merrimack Valley Branch Library Institute include:

® 7o offer a program which will fulfill the career objectives of a group of people; the effectiveness of

program to be ultimately measured by success of their integration into the work force.

To offer a program consistant with the University of New Hampshire requirements for an Associate of
Arts degree. :

To offer a two-year Associate of Arts degree which is not terminal, so that students may build on it to
reach the Bachelor of Arts if desired.

To provide a program available to the educationally deprived and culturally underprivileged of the
Model Cities area in Manchester, New Hampshire.

To offer ¢ program designed to train students able, upon graduation, to fill a work need in New Hampshire.

To improve library services in New Hamipshire by providing a trained paraprofessional work force to
relieve the professional librarian of the paraprofessional duties.

To provide students with actual work experience in libraries before graduation.

To provide students with Library Scierce tecknical skills (as will be stated in the task analyses and
behavioral objectives for each course) acquired during the tvio-year training program.

To publicize library work so that the community atlarge will be better informed so that better support
for New Hampshire Libraries may be achieved.
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- SECTION 3
ORGANIZATION AND ADMINISTRATION -

The framework of action and training, including designs for courses of study, instruments to analyze and
evaluate task and maintenance functions cn-the-job, and mechanisms for processing evaluative infor-
mation were developed by the administrative staff of The Merrimack Valley Branch of the University of New
Hampshire, The Advisory Council of Librarians, and The U. S. Office of Education. (See Figure 1.) :

The Public Library Techniques courses were started in 1954 by the State Library and the University of New
Hampshire, a joint effort to improve the quality of library service in our many small-town libraries by training non-
professiona! workers in these libraries in the science of librarianship. These courses were limited to persons in the
public libraries and many people came from outside New Hampshire; thev attended classes for a three-week period
in the summer. Because of demand these courses began to be offered in the fall and spring semesters at Ciurham,
Keene and Plymouth stariing in the autumn of 1966 - still limited to persons working in public libraries.

The graduate program in library science was also in operation starting in 1859 or 1960 and was open cnly to
persons already having the B.A. This program resulted in a Masters in Ed. with 24 credits in school library stience
and was designed to train school librarians. :

These two educational arrangements left a large number of people out; persons workiryg in school libraries who
had n¢ degree and persons interested in library who were not employaed. Therefore, certificate courses were
started in 1968 at MVB and Durham - that were designed for anyone who wanted to take some non-credit and
later two-credit courses in library science.

The basic curriculum consisted of Introduction to Public Libraries, Cataloging and Classification, Informational
Snrvices, Children’s Programs, Children’s Literature, Services for Adults and Young Adults, Book Selection, and
Administration of Small Public Libraries. The courses were primarily designed to enable likrary assistants to
develop an understanding of the institution they were working in, to develop an ability to draw from rany
approaches, i.e., choosing materials appropriate to chiidren’s needs, and to develop in general, a facility for deuling
viith people.

A second program of library education commenced in 1968 at both the Merrimack Valley and Durham
campuses. A Certificate of Achievement was awarded. to students comnleting three courses designed to train
individuals from various library backgrounds, including special schools or academic schools. The new courses
offered were Support for Technical Services, Support for Pubslic Services, and Support for Media Services.

The foregoing examples illustrate the awareness and concern that was apparent in the state concerning library
service and the educational needs for the non-professional library staff members. The State Library and the
University of New Hampshire have endeavored tc recruit, develop and utilize library manpower fully through joint-
sponsored programs and energetic publicity.

ADVISORY COUNCIL

The membership of the Advisory Council comprise representatives from state libraries, special libraries, public
libraries, elementary school libraries, secondary school libraries, academic libraries, state education department
officials, and €ollege and university coordinators and adminisirators. Members are appointed and serve without
compensation.
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Through the efforts of this committee extensive surveys were conducted to determine and defi~e the need for
a paraprofessional program for Library Technical Assistants; to learn the types of personnel presently employed and
their respective tasks and responsibilities; and the possible employment opportunities in the Mode! Cities Neighbor-
hood (Manchester). Further studies were made 1o identify relevent curricula and effective design of facilities in
order to reflect the depth and variety of the program. A faculty was employed who were sensitive to the needs
of the participants and were able to provide direction, motivation matter, and leadership.

Various members of the Advisory Council have also formed subcommittees in order to facilitate the program.
RECRUITMENT COMMITTEE

This group’s reéponsibility is the dissemination of information. .ty tolocal press and other agencies
regarding the program. !t also serves as the public relations branch of the program.

PERSONNEL COMMITTEE

This committee is composed of the Director of the Merrimack Valley Branch, faculty members, the Director
of the Model Cities Agency, his assistant, and the Vice Provost for Academic Affairs of the University. The
committee is responsible for faculty appointment. ‘

CURRICULUM COMMITTEE

The primary responsibiiity of this group is to help the Director, faculty, and students shape, develop, and plan
a curriculum that is representative of the best in current practice and advanced thinking in the field.

In order to accomplish this goal, the Curriculuim Committer has the following relationship to:

The Director

" 1. At the suggestion of the Director, the Committee as a group will work on the development of
- programs or a course of study. .

2. The Committee will advise the Director of its recommendations on programs or courses of study.

3. The Committee will consult with the Director ahout problems that arise in any of its functions
connected with courses of study.

The Faculty

1. The Committee will provide a form for examination of outlines for courses of study prepared
by faculty members.

2. The Committee will consult with faculty members on problems that arise in any of its functlons
connected with courses of study.

The Student
1. Students will be encouraged to express judgments about the program and/or courses of study.

2. The Committee will cansult with students on problems that arise in amj, of its functions
connected with courses of study.



There are four areas in the curriculum that are directly related to the work of this Committee. They are:
1) Individual course offerings; 2) Course sequences; 3) Programs of Study, and 4} The Curriculum (overall
program of study).

The Committee’s work continues after the initial year of the program with thought to: a) review existing
courses, study and evaluate new offerings, and possibly develop new courses based on the following criteria:
content, sequencing, merit, fitness, balance, and semesters to be offered. Also to be explored: duplication of
course content, availability of the materials needed for the course. b} arrange course sequences, where necessary,
ina more appropriate manner. |t may also see fit t0 See that the sequences are designed to reflect both the
pragmatic and philosophical goals of the librarigs where the students are working. c) review and redesign, where
necessary, curriculum offering in order to obtain mare halanc- ‘ntain relevance to the needs of the job; and
provide the basic necessities of knowledge and :ning Library Technical Assistant.



ADVISORY COMMITTEE

At Merrimack - Personnel serving our Advisc ; Committee

Dr. Gordon Q. Thayer, Director MVB, Chair ...n of Advisory Comumi%t8
Mr. Fred Robinson, Associzte Director, MVR

Mr. John Loughlin, Director of Cooperative Education

Mrs. Shirley. Adamovich, Ceordinator, Library Institute

Representing other zreas of the State of New Hampshire

Mr. Frank Adamovich, Instructor and Documents Librarian, U.N.H.

Mrs. Harriet Adams, N.H. Dept. of Education, (Schoo! Library Consultant) State House Annex, Concord, N.H,

Mr. Emil W. Allen, Jr., State Librariar, N.H. State Library, Concory, N N,

Mrs. Winona Brown, Teacher-Librariar, Concord Public Schools ang faculty Advisor to N.H. AIMS (Audio
Instruction Media Service) and Treasurer of the School Media Assac'anon of N.H.

Mr. Arthur Ellison, Education Planner, Model City Agency, Manchggt®®, N-HN.

Mrs. Genevieve Galick, Director Library Extension Bureau, Commapns™aglth of Massachysetts, Boston, Mass.

Mr. John J. Hallahan, Librarian, Manchester City Library, Manchestg/" N.H.

Mrs. Lois Markey, Librarian, Concord Public Library, Concord, N.N.

- Mr. Philip Northway, Assistant Professor of Library Science, U.N.H,

Mrs. Betty Paquette, Model City Agency, Manchester, N.H.

Mrs. Louise Pinard, Model City Agency, Manchester, N.H. . .

Mr. Edward Reed, Librarian, Salem Public Litsrary, Salem, N.H.

Mr. Bud Roberts has taken Mrs. Adams’ place as of September 72

Mr. Joseph Sakey, Director, Cambridge Public Library, Cambridge, \2#Nachysetts

Mr. Eugene Savage, Director of Admissions, U.N.H., Durham, N.H.

Mr. Vincent Servello, Librarian, Nashua Public Library, Nashua, N.§,

Mrs. Erwin W. Shaw, Librarian, Gordan-Nash Library, New Hamptay, N.H-

Mr. Donald E. Vincent, Librarian, U.N.H.

ADVISCRY SUB-COMMITTEE FOR CURRICULUY

Shirley Adamovich, Coordinator, Library Institute, Committee Chaj/™n
Emil Allen, State Librarian, N.H. State Library, Concord, N.H.

Lois Markey, Librarian, Concord Public Library, Concord, N.H.

Philip Northway, Assistant Professor of Library Sciences, U.N.H.
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ADVISORY SLiB-COMMITTEE FOR STANDARDS AND GUIDELINES

Shirley Adamovich, Cecidinator, Library Institute, Committee Chairman :

Harriet Adams, N.H. Dept. of Fducation, {School Library Consultant) State House Annex, Concord, N.H.
Carol Brown, MVB - L.T.A. - Library Work-Study-Supervisor

Arthur Ellison, Education Pianner, Mode! City Agency, Manchester, N.H.

Betty Paquette, Model City Agency, Manchester, N.H.

Edward Reed, Librarian, Salem Public Library, Salem, N.H. '

Vincent Servello, Acting Librarian, Nashua Public Library, Nashua, N.H.

ADViSORY SUB.COMMITTEE FOR RECRUITMENT AND ADMISSIONS

John Loughlin, Director of Cooperative Education, Committee Chairman
Shirley Adamovich, Coordinator, Library Institute ‘ :
Arthur Ellison, Education Plariner, Model City Agency, Manchester, N.H.
Eugene Savage, Director of Admissions, U.N.H., Durhar, N.H.

ADVISORY SUB-COMMITTEE FOR FACULTY

Fred Robinson, Associate Director MVB, Committee Chairman
Shirley Adamovich, Coordinator, Library Institute
John Loughlin, Director of Cooperative Education
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SECTICN 4
RECRUITMENT AND SELECTION OF PARTICIPANTS

The participating students included 12 from the Model Cities Neighborhood and 15 participants at-large but
from the Merrimack Valley Region. Included were minority and disadvantaged individuals, many of whom were
selected who needed the education and would not have been in a position to receive this education had it not been
for this U.S.0.E. grant, and will, by virtue of this educational program become employable at a higher economic
level than otherwise possible. Without a doubt, their earning power potential has been increased as well as their
employment possibilities. '

Printed brochures, newspaper advertisements, and posters in the Model Cities area drew a total of 100 Model
Cities and non-Model Cities inquiries. Packets were mailed to each of the inquirers. Each packet contained a
brochure, a letter detailing how to complete the application and the application forms. (See Appendix B.)

Thirty-six people forwarded applications, of which 19 were from Model Cities and 21 from non-Model Cities.
Thirteen Mode! Cities applicants were accepted; six were denied admission, three because of inadequate academic
preparation and three whose income was above the recommended guidelines.

Twenty-one non-Model Cities applications were received and all were accepted. One participant is a full-time
student and sponsored by the Vocational Rehabilitation Program.

In addition, three Model Cities people, while over the income guidelines, came into the program of their own
volition. ' ' '

In conclusion, 34 were accepted, of which 29 students are enrolled full-time and ten applicants registered on a
part-time basis. The latter group registered for at least one course at MVB. Two of the three people who were
denied admission at this time for academic reasons are being counseled for the purpose of helping them achieve
an academic level that could permit their entrance into the program. i

12




SECTION 5
EDUCATION AND WORK-STUDY PROGRAM

After the selection of a Coordinator was made, her role and general activities were outlined:

1. Collaborate with faculty to formalize the objectives of the program, design curriculum and teach ... 'rses
The: 2 objectives wnuld define the attitudinal and behavorial change in participants desired at every level
.f the i

2. Develop, with the assistamce of Council, and consultants, an observaticnal form to be used by Ilbrary
employers to document specified aspects of on-the-job performance.

3

3. Develop, jointly with faculty and supervising librarians, a questionnaire to assess partczipants attainment of
specified skills and techniques, attitudes, adequate study habits and language competgncies, and overall
perception of the profession. '

4. Supervise work-study program, placement and cownseling of students.

She further serves as liaison with subcommittees; e.g., resurveying the content of curriculum at various
intervals and designing changes where necessary; commurmicates periodically with cooperating employer libraries in
order to gzin familiarity with participant’s work habits; and compiles reports for the Office of Education evaluation
agency.

PROGRAM

The college program, administered by the Library Science Department of Merrimack Valley Branch, isa
specialized, occupational program.

The work-study project should |lead to an Associate in Arts degree and a paraprofessional zareer as a Library
Technical Assistant. It could further provide a career ladder-progression from paraprofessional.and a two-year
degree to additional course study and a Bachelor's degree. {See Figure 2.)




Sept. 71 - Jan. 72 (4 courses - coIIegeJ 16 credit hours

. 72- e 72 [2 courses - colleg_e]l 8 credit hours

[5 days work - 5 hrs, minl

June 72 - Aug.72 [ 2 courses - co||egc?| 8 credit hours
, I 5 days work - 5 hrs. mm '

Lept.72 - Jan.73 [4 COUTSEs - college1 16 credit hours

Feb.73 - June 73 [ 2 courses - college 1 8 credit hours
|—5 days work - 5 hrs, miﬂ

June 73 - Aug.73 ﬁcourses - coIIe’gTel 8 credit houss
ILS days work - 5 hrs, mﬂJ

AA DEGREE ‘ - TOTAL
64 credit smurs requirement 64 Credit hours

2.0 grade "sint average - minimum

Tigure 2. Proposed Program For Library Paraprofessionals

As indicated in Figuir:2, the requirements are a minimum of 12 credit hoursin science and/or mathematics,
a minimum of 12 credithours in humanities-communication arts, including freshman English, a minimum of 12
credit hours in the socig sciences, a minimum of 16 credit hours in the following library science courses:

o Introduction to l.ibraries
Support for Teciiical Services |
Support for Pubilic Services |

°
0

o Support for Mec:x: Services |

o Support for Teckyical Services Il
[ ]

Support for Pubfic Services 11
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A requirement of eight credit hours of electives is awarded only aiter the student has successfully completed
56 credits, not including Practicum | and |1, towards his AA degree. These may be earned by working in a
cooperating library under the supervision of a full-time professionally trained librarian. This could mean a
librarian with a Master's degree in Library Science; a librarian with a Master’s degree in Education with Library
Science training; a librarian with a Bachelor's degree plus additional training in Library Science; a graduate of the
Public Library Techniques Courses at the University of New Hampshire with certification by the State Library; or
a supervising librarian appointed by the Merrimack Valley Branch subject to the approval of the Advisory Council.
It is recommended that weekly visits be conducted to all students working with a supervising librarian.

The cooperating library must be able to provide a separate reading room. |t should also contain a reference
collection of at least a set of encyclopedias not older than three years and appropriate to the clientele served, an
atlas, a recognized unabridged dictionary, an abridged Reader’s Guidz to Periodical Literature, a recent almanac,

a few biographical and geographical dictionaries, H. W. Wilson catalogs and supplements appropriate to level served,
and other reference tools. The Circulation system should be consistent with library practice. The periodical col-
lection should be on-going and contain at least 20% of titles indexed in the abridged Reader’s Guide.

It is further recommended that students receiving compensation of $40 or the minimum wage for five hours
per day, five days per week, be rotated among the libraries involved in order to provide them with an over-all
picture of library work.

The opportunity to amass eight credit hours during the on the job phase of the program is available for two
full semesters comprising 30 weeks of 25 hours work a week.

It is felt that this comprehensive program should provide practical training toward the development of
competencies in such fields as information and materials processing, circulation procedures, cataloging tasks,
equipment handling, record keeping, etc. The [nstitute sees itself in this work-study program as shapers of
strategies for imparting some sophistication and problem-solving skills to these students. The intellectual orienta-
tion to skills and methods, both technical and behavioral, should produce effecti.e library technical assistants.

It should be noted that 8 model cities participants and 10 non-model cities participants have previous college
experience. One of the students has a Masters Degree and five have a Bachelors™ Degree. In all cases, whatever
credits have been accrued by students with previous college undergraduate background will be counted toward the
Library Science Associate of Arts degree wherever possible.

The library science courses are planned to complement the on-job training and to make the field experience
meaningful. A by-product of this fusion could alter the character and amount of on-job training required. Ir
addition, the courses should provide theoretical knowledge or subject background. As indicated, the courses are
divided into two major areas:

a. General education courses

b. Technically-oriented library specialty courses (See Tables 1 and 2)

15



TABLE 1. CAREER DEVELOPMENT LADDER - A.A. DEGREE
Merrimach Valley Branch - University of New Hampshire

Library Technical Assistant - Career Development Ladder

Requirements for Associate in Arts Degree

English ' 1 course 4 credits
Math/Science _ 3 courses 12 credits
Humanities/Communications 3 courses 12 credits
Social Sciences 3 courses 12 credits
Library Sciences 4 courses 16 credits
Electives (work experience) 2 semesters - 8 credits

A.A. Degree TOTAL 64 credits

TABLE 2. PROPOSED CURRICULUM QUTLINE

First Year Estimated Hours per Week
_A_-Semester-FaII Laboratory
Class  (or on the job) Outside Study . Credits
- Library Science 401 . 2% 5 4
-- English 401 2% 5 4
-- Chemistry 2% 2V 5 4
- Sociology 2% 5 4 _
: : : 16 credits
B-Semester-Spring ‘
-- Library Science 402 2% 5 4
- History - 2% ' 5 4
- Work in Library 25 4
. 12 credits
C-Semester-Summer
- Library Science 521 7 14 4
- Elective Education Course 7 14 4
8 credits
~ Second Year
A-Semester-Fall
- Library Science 520 1% 5 4
-- Music Appreciation 2% \ 10 4
- Biology 2% 2% 5 4
- Literature 2% ' 5 4
: 16 credits
B-Semester-Spring
- Modern Amer. Poetry © 2% 5 4
- History of Physics/Mach 401 2% 5 4
- Work in Library , 25 A
12 credits

Tctal 64 c}edits - A.A. Degree

NOTE: = Choice of courses for the 12 credits in Math/Science/Humanities/Social Science rests with
' the Student and Guidance Counselor. {The above are just examples of what student may
follow.)
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CATALOGUE DESCRIPTION OF LIBRARY SCIENCE COURSES.

A brief description of L.S. courses follows:

L.5.401 - Introduction to Libraries

A general introductory course designed to introduce students to the history of libraries, various types
of libraries, the library’s role as a social institution, the philosophy of library service, and the tools,
techniques, and routines of library work. Includes field trips to various types of libraries and guest
lecturers.

L.S. 402 - Support for Technical Services |

Prepares the student to support the professional librarian in the following areas of technical services:
preparing materials using the Dewey Decimal Classification and the Library of Congress Classification;
typing and filing cards, introduction to subject heading theory and use, and maintenance of shelf list
and other files.

L.S. 403 - Subport for Public Services |
Prepares the student to support the professional librarian in reference work, teaches the use of basic
reference and bibliographic tools, philosophy of reference services; special emphasis is placed on reference

work in all types of school libraries.

L.S. 520 - Support for Media Services |

Support for the professional librarian in the areas of acquisition, maintenance and operation of media
hardware. This course is designed to train the student to meet the audio-visual needs which may arise
in any library, where non-book media is not the prime objective in acquisitions and service.

L.S. 521 - Support for Technical Services |1

Support for the professional librarian in the areas of acquisitions, order forms, circulation systems, - -
and circulation desk work. !

L.S. 522 - Support for Public Services |

Support for the professional librarian in the areas of services and programs for adults, you ng adults,
children and spacial groups such as the academic cemmunity, the handicapped, the institutionalized,
etc. -

PRELIMINARY CURRICULUM GUIDELINES.

The following pages contain the detailed preliminary curriculum guidelines as they have been developed to date
at Merrimack Valley Branch, University of New Hampshire. They contain the scope, objectives, evaluative criteria
employed and list reference data to be consulted, Bertinent to each course of study.

It should be noted, that other than for the correction of typographical errors, these guidelines represent the
MVB curriculum as submitted and implemented by the Library Institute for the first year of this project. It is
assumed that at the end of the second phase of the program, these guidelines will be edited and modified as required
to perform their functions. All courses were approved by the Library Institute Advisory Committee and the
Curriculum Committee.
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SECTION 6
EVALUATION OF EDUCATIONAL PROGRAM

The paraprofessional course of instruction at MVB includes a variety of coordinated approaches in order to
more effectively meet the needs of its students.

The curriculurn is designed to pr~ide mu!ti-faceted experiences and responsibilities to help the student take
his place in the total service aspect, as well as to improve his self image, motivation, aspirations, interpersonal
relations, and to acquire sophisticated, marketable skills. The goal of the degree program is to make the parapro-
fessional library assistant vitally important to the success of a library program and thereby assist those who were
out of work to develop a new career and a new economic outlook.

To assess progress in this broad enterprise, evaluations were dissemenated to student, faculty, employer
and/or supervising librarians, Model Cities Agency officials, and outside evaluators to determine how much real
» “ogress the college preparatory courses were making in reaching these ambitious goals.

The major findings of the surveys (See Appendix C for cepies of forms) follow.
SCHOOL EVALUATION

Asked to comment if there is a recognizable connection between in-class course work and full work, al
students responded affirmatively. Many felt that instructors had uncanny abilities to present ideas and materials
that et their needs. Some students responded that the three courses they had taken allowed for individual neads
and responsibilities that differed with the type of library they were working in.

In a few cases students who had family obligations found it somewhat difficult to be able to master all the
homework assigned in the Reference course in particular.

The one paraprofessional was able to comgiete her assignments during the Easter recess. She and her husband
had planned to chaperone a church youth group to Florida during that period of time. However, recognizing her
career obligations, she changed her plans in order to finish a paper for the L.iterature course and to complete
assignments for the Reference course.

Another paraprofessional was having some difficulty with the Reference course. She was upset after the mid-
term examination and had to be reassured by the supesvising librarian. The young lady did better than she antici-
pated and afterwards was satisfied with her course work.

A woman working in an elementary school also expressed concern over her work in the Reference course.
The many titles that one is required to recognize and have some familiarity with in order to advise young library
users, seemed overwhelming to her. However, her course work was very satisfactory and her concern Wes not
wairanted. ;

One individual was having difficulty with homework assignments and still functioned on her job as an
elementary school library assistant, besides caring for seven children.

O
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Another Model Cities participant was doing extremely well in the Reference course, enjoyed the Children’s
Literature course, but was having difficulty with Geology. The supervising {ibrarian contacted Mrs. Adamovich,
the Coordinator and Mr. Laughlin, MVB Director of Programs in order to assign a tutor. The latter helped the
concerned student to successfully complete the course. '

Merrimack Valley Branch has hired two tutors, one for humanity and communication courses and the other
to assist Model Cities and non-Model Cities participants in mathematics and science. These two qualified people
are available as often as requested by students. Arrangements have been made for as much one-to-one tutoring
and general assistance as deemed necessary.

While the effectiveness of this tutoring will be evaluated at a later date, it can be stated from student replies
that it has been fruitful and in some cases the degree of difference in passing the coursz.

A student working 25 hours a week in an elementary school library answered “’classwork has definitely helped
me in the library. | have the opportunity to put theory into actual practice and evaluate what |’ve been taught with
what | can accomplish.”

With regard to the query ""What course that you have taken could have prepared you better?” she replied,
"l feei that the Library Technical Service is the one and this, of course, was primarly a cataioging-type course. |
feel it should have offered more although cataloging is important.”

To the question “Is it hard to do school work and library work plus keep a home?” Qne woman answered
"This varies with the course. |f the course demands a great deal of reference or research work, including using the
public library or other means to search out resources, | have encountered some difficulties. Otherwise, there is no
problem.”

While there were some complaints similar to the ones quoted, students reacted favorably to the courses and
felt they helped them understand the abstract concepts of technical services, cataloging, reference, et al. Academic
study becomes more meaningful when the student is given the opportunity to use his knowiedge in a work situation.
Students implied that they are learning methods, techniques, and procedures in the classroom and then having the
opportdnity to apply them on the job.

An instructor stated that employment tied in with academic study allows for valid and reliable instruments to
be employed to measure course outcomes in order to relate them to objectives.

Evidence exists that the interest level of the participants in the courses remained high throughout the first
year. Another instructor observed enthusiastically, Y ou can see it working. You can see the connection being
made as they work and you know they understand.”

Evaluation of an educational program, not only those involved in it, but by those outside it, has the potential
capability of further advancing the quality of training for the paraprofessional in the program.
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WORK-STUDY EVALUATION

Outside evaluation follow«d a similar pattern to the Institute’s self-evaluation. The objective questionnaire

that was presented to supervising librarians and emgloyer-librarians considered the following areas:

General:

1. Participants work attitudes and achievement measurement.

2. General ability to understand and carryout instructions.

3. Competence in directing the work of others {clerks, pages, volunteer helpers}.
4. Ability to meet and work with the public.

5. Ability to communicate verbally. In writing.

6. General ability, aptitude, and motivation.

Special Skills:

1. Basic skills: filing, typing, lettering, posting neatly, etc.

2. Cataloging: accuracy in typing cards, added entries, subject headings, etc. Ability to handle
specifications of cataloging procedures, i.e., ordering cards from suppliers, shelf listing, assigning
call numbers, assigning subject headings. Also filing cards and maintenance of card catalog and
shelf list catalog.

3. Acquisitions: accuracy in book and nonbook ordering. Checking selections against present
holding to avoid duplication. Processing incoming pericdicals and pamphlets; processing
incoming books; use of Cumulative Book Index, Books in Print, and myriad pubtisher’s catalogs.

4. Book processing and preparaticn: book markings, library identification, applying pocket,
date due slip, etc.

5. Circulation: understamding of library lending rules and procedures. Registration of clientele
procedures. Charging and discharging books and other materials. Maintenance of loan records.
Overdues and fines.

6. Reference and Research: knowledge of reference tools, including abridged and unabridged
dictionaries, encyclopedias, almanacs, atlases. Knowledge of card catalog, dictionary and
divided arrangements. Llse of reading lists and bibliographies. Use of periodical indexes and
subject catalogs like Books in Print and NICEM catalogs of audiovisual materials.

7. Mutti-media: knowledge of criteria for selection of nonbook materials including authenticity,
appropriateness, interest jevel, organization and technical aspects. Awareness and ability to
use selection aids for audiovisual materials. Understanding of reproduction machines. Arrange-
ment of materials and storage of equipment. Knowledge of basic cataloging rules and adaptations
for nonbook materials. Typing format. Physical processing and storage. Housing accommodations.
Handling and setting-up of equipment.

The response from the professional librarian to the questionnaire was both lucid and enthusiastic. The

following is a random sampling of comments made by the librarians in response to the questionnaire.

O
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‘High Scheol thers

"’She finished the processing of books which arrived with catalog cards....and wrote to the company about
providing cards for the books which came without them.” N

"’She is assigning Dewey numbers accurately to the 500’s and the biographies of an order of 90 books and
marking neatly and accurately the spines, applying the plastic-clear jackets, pockets and preparing the boois for
the shelves.”

“‘Both women are planning to attend the ‘Books on Exhibit’ show which will display over 100 publishers’
new titles to be held at Mt. St. Mary's College. They will look at the offerings for background information.”

’She is preparing a new book order during the month of April. | discussed with her some book seiection
methods and some book selection tools. She realizes that final approval of all items she orders goes through Mrs.
— who is nearly finished with her Master’s in Education in Library Science degree and can offer insight
and direction.”

"“The library has begun to take on a little more cheerful look. The paraprofessional has selected new posters,
has decorated demonstration boards. She worked with the reading teacher in developing a useful, eye- catching
theme. falsotook Mrs.__~__a copy of the Chari of Library Skills for each grade level because in the Junior
is almost no instruction in the use of the library and an orientation into the materials available.

I realiy feel tiat - needed to be made aware of this immense gap in the library instructional pro-
gram in thai sci:0.:. She shows a willingness to remedy this situation.””

[t~ T ——

""The first class | observed Mrs. instructing in the elementary school, | felt she was a little bit
nervous. She began by explaining to the children the difference between fiction and nonfiction. She differentiated
reference books from the general coltection. She also described briefly how one should treat a new book since all
the books in the collection are new. | suggested at the end of her lesson that she should review week after week
some of the new concepts she was introducing to the children so that they will retain the important points. | went
over lesson plans with her. The library is operating quite we!l. She is handling audiovisual equipment well, and
her circulation routines are operating efficiently. Approximately one book per child every week has been the result
since the library has been open.

The classes visit the facility once a week. Teachers, children, and the principal seem pleased over her work.
She is very enthused,”’

“Mrs. . had both school libraries open by the first part of April. There has been some delay because
she felt that she absolutely had to have all the books ready to be circulated by the time the libraries opened. Just
before one: opening, the Model Cities organization sent her.-a new magazine rack and although neither school
subscribes to any magazines for the libraries, she was able to put it to excellent use as a display rack for large-sized
books and for works she wants to publicize. She was hoping to eventually place duplicate magazines from the
classrooms.

It is amazing how she has transformed the room. There are curtains, attractive paper umbrellas decorating the
walls and doors, the duplicating machine that used to be in the room has been removed, additional book shelves
have been brought in, there are two tables and one with a divided top so that it is now a carrel, and a circulation
desk. She has done a fine job particularty since there is no budget. She has begged materials from teachers.
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She ias trained two sixth grade pupils to charge out books when she s working ir the other school. Her
guidance and irstruction has been pivotal in making them function well.

Mrs._______ is conducting story hours and picture book programs in both elementary schools. | presented
her a copy of a helpful pamphlet, “How to Conduct Effective Picture Book Programs and she is already mak ing use
of the ideas.”’

Ancther paraprofessional is described in this fashion:

"*Mrs. and several teachers and the principal took a numbeér of uppesr grade pupils to the John F.
Kennedy Coliseum in Manchester to view the International Exposition. Since many of the children came from
various ethnic cultures, Mrs. had presented a book hour before the field trip, hoping to correlate the
exposition to their background.

She has a 16 mm projector available and presents films from the University of New Hampshire's Audiovisual
Center.”

“Mrs. ______ has been instructing library skills to her classes. The interest level has been high. She has also
enlisted a number of children to assist in-sorting cards, checkiny in books, and shelving books.

The comments about a paraprofessional who is judged as not academically suited to go beyond the Associates
degree are interesting. The supervising librarian writes **. . . Mrs. is a very maternal sort of woman. She
has six children of her.own. She is the librarian in an elementary school in the depressed area of the city and gives
the school children great love and attention. She is well suited to be involved in children’s 5 library work.”’

Further along in the evaluation are such comments:

.. .{she) is receptive to new ideas and appreciates help. She keeps the needs of the children in mind and does

- not let routines or standard practices get in the way if they hinder the children.”

Nevertheless, the evaluater feels she lacks the acumen to go further educationally. She recommends her
taking more courses in elementary education in order to be aware of more methods of “getting her ideas across to
children. Sometimes she does not express herself well.”

The above student supervised another paraprofessional in the elementary library. The supervising librarian and
the first paraprofessional *’. . .discussed the student and {we) fee! she is not particularly suited to elementary librar ry
work. Mrs. _____ isnot very sympathetic toward the students She is rather rigid and is not particularly liked.

! believe she could be very effective in. another type library.”

It should be noted that this last individual being evaluated possesses a bachelor’s degree and ’. . .could easily
complete a Master’s degree in library science.”” The evaluation goes on to say that her resistance to follow the
other paraprofessional’s suggestions was due to her academic stotus. “’She is perfectly willing to I|sten to semeone
who she considers to be an authority.”

Regarding another woman, the evaluation suggests that “the job is bigger than a technical assistant can handle
Yet, Mrs. has done a good job in the eIementary school library, especially organizing the collection.”
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Another woman is “the oniy librarian in a junior high situation. She is not adequately trained or properly
suited for so larye a role. She is very interested in her work and performs the technical tasks with efticiency. The
students irritate her to some extent.”

The supervising librarian concludes: ‘‘Perhaps her second library experience will help tc broaden her.”’

SUMMARY

The intent of this part of the report is to provide future educational planners of programs involving disadvant-
aged individuals with an aptitude for paraprofessional work with significant, reliable and acceptable information
regarding factors which will influence a future situation of similar intent. It should be noted that the means for
collecting and assessing data perhaps require more development.

However, the project staff is confident that the questionnaire technique will have relevance for subsequent
efforts along with searching the literature to identify other significant programs and trends, interviewing prcfessionals
in al! areas of library education, irterviewing planners in the field of cooperative programs for the disadvantaged due

‘to low income, and synthesizing and validating these data.

For a paraprofessional in the library, the public and their needs is of paramount importance. How the para
professional affects library service was the subject of a que:.ionnaire given to young and old library clientele. The
foiiowing questions were presented:

1. Did you have contact with library personnel during your visit to the library? If so, was this contact
satisfactory? .
2. Did you need assistance? |n vhat area?
. Finding a specific book
. Finding a book on a particular subject.
Coliecting information on a particular subject.
. Selecting recreational reading.
Using the catalog. Interpreting catalog card.
Locating material on the shelf.
. Use of periodical collection.
. Use of periodical indexes.
Locating a specific item of information.
Use of encyclopedias, dictionaries. .
. Other reference work.
Did the help you receive fill your needs:
Adequately____ Somewhat_______ Not at all

oo

FTS @ sk 0

Completely

Was the help provided:
Expertly. Well - Adequately_______ Awkwardly ______ Poorly

Other comments on the quality of the service:

RIC
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The responses were very favorable. School children found the parunrofessional helpful and genial.

One little girl said, *'The story she read was really great.’”” Another, describing the same paraprofessional re-
marked "She nas shown me the new horse stories. She is lots of help.”’

A few sixth graders in another school in Manchester were part of a library aide club. They expressed a desira
to continue assisting with such chores as shelving books, filing book cards, and stamping the date due on out-going
books. One said, ""Mrs. has helped a lot in showing us. how tc o those things. She is very friendly. She's
a good teacher.””

One incident gid occur at an elementary schoao! about two weeks before the term’s end. A teacher objected
to the way Mrs. ______ handled her pupils. The scheduling of the class for a library period confiicted with the
teacher’s plan and drew her ire. The teacher stated "Mrs. ___ does not know what she is doing and isn't
accomplishing very much.” ‘

It should be recorded that this conflict was disappointing to 1he library assistant. Upon advice from the
supervising librarian she conversed with the school’s principal and pointed out that the teacher’s remarks on the _
questionnaire were unfair and further her flare-up in front of the children was un-professional. -

Other responses from students and teachers concerning this same individual were good. In another instance,
a few teachers remarked that the paraprofessional had some difficulty communicating with children. One thought
she would be better in a public library where her work would draw here in contact with adults. A

In a secondary school, the abilities and character of the paraprofessional drew high praise except for a personal
deficiency; namely, body odor. it was felt that this could be corrected without too much embarrassment.

In a public library, the library assistant was rated excellent in all areas by clientele. One remarked, "'l thought
she was a librarian. She helped me locate some reference books without any hesitation. She possesses a friendly
way about her.”’

A student employed in a special li'brary drew this evaluation from her supervising librarian:

Regarding suitability for library work (temperment, attitude, interest, etc.) he wrote: "“Excellent
rappart with library patrons. Unfailingly pleasant. Good attitude toward serving the public.”” He felt that she was
"self motivating in the face of new work situations. Flexible in shifting from task to task.”” While he felt her typing
was “‘halting”” and no doubt needs help in that skill, her personality was such that she ‘‘was ideal for a circulation
desk.” In conclusion fie evaiuated here overall as a ’iop noich person’” and a “thoroughiy valued worker.”
The same supervising librarian in that special library evaluated another paraprofessional in this manner:
"Good attention to inevitable library details. Attitudes are polite but reserved.”

His reply to the qu’ery regarding readiness to learn, adjustment to work environment, and eagerness to try,
drew the following: “Quick comprehension of new and complex tasks.”’

He concluded from his many observations that the woman has an excellent future in internal library operations,
is all-around efficient, and is most likeable.
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These descriptions are intended to present a brief but comprehensive picture of the competen: us of the
individuals as well as the job satisfaction they are experiencing.

To determine further effectiveness of the “’para’’ education program at the University and the various
community libraries, a follow-up study of the graduates should be undertaken. Now it is suffice to emphasize that
the Institute has designed activities to serve both participants and participating libraries satisfactorily. All involved
have gained practical insights. The paraprofessionals have successfully integrated themselves in supportive roles.
They have made important contributions to the achievement of superior library service. Manpower has been
effectively utilized at the supportive level.

In the next section, descriptions of what library technical assistants actually do in their jobs is given. One
should note that these descriptions have been compressed and sy nthesized to present just the most pertinent
information relevant to each furction.

AL e
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SECTION 7
GROUPING OF TASKS

What follows is a listing of job descriptions for library technical assistants. An assist is given to the publication,
School Library Personnel; Task Analysis Survey (ALA) 1969 in helping to identify the major tasks. They are

divided in the following categories:

O
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l.
(.
.
V.
V.
VI.
VII.
VIIL.
IX.
X.
XI.
XH.

Tasks related to development of the educational program
Administrative tasks

Tasks related to instruction

Tasks involving speciat services to faculty and students
Tasks in selection of materials and equipment

Tasks in the acquisition of materials and equipment
Tasks in the production of materials .

Tasks in the preparation of materials

Tasks performed in organization

Tasks in circulation of materials and equipment

Tasks in maintenance of materials and equipment

Tasks involving performance of clerical and secretarial duties

Tasks Related to Development of the Educational Program

1.
2.
3.

Assists instructional staff by apprising it of available materials.
Evaluates materials and equipment based on observed evidence in relation to_desired charge.

Provides the sources in order for instructional staff to find out which media materials are basic and
which are supplementary in nature for existing curriculum plans.

Tasks Related to Admmlstratlon

Able to assist in planning a library’s physical plant by identifvina spatial requirements, amount and
type of furniture. . .
Identify in clear and-constant form valid library policies based on surveys of needs identified by
professional journals and books.

To assist in budget preparation providing the most Judlcmus fmanc:lal plan to pay for the contributions
of library resources to the attainment of stated objectives.

- Help organize the program so that media in all forms is available when needed for maximum contribu-

tions. This includes selection of ordering forms and procedures and scheduling methods, forms of
control processes.

To assist in directing student a:des in such tasks as reading shelves, shelving materials, and general page

duties.
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To assist in developing proper forms necessary for the operation of a library including overdue notices,
recommended reading lists, new book arrival iists, cards for file of reference sources difficult to {ocate,
etc.

To assist in compiling written reports usefu! in pointing out how nearty the library is meeting its
objectives. The ability to keep records that are complete and accurate is necessary, including comment
on statistics. Reports fall into such categories as attendance, size of collection; including additions, losses,
discards; circulation; the number of reference questions brought to the reference desk; special services
finances.

To acquire supplies to support collections; selected from authorized library supply houses, after careful
assessment of what is required, in line with the existing suppiies and with consideration cf their value
to new acquisitions.

To take inventory of materials in order to ascertain what is needed to support curricula and community
and to provide replacements.

To bring a democratic conscience to day-to-day disciplinary problems that the library assistant may

be confronted with, while dealing with young people in the library.

I1l. Tasks Related to Instruction

1.
2.

3.

Assists the librarian in the instruction of locational skills.

Demonstrates the use of equipment, including threading of film, aligning audio and video tapes, setting-
up ot record players, etc.

Assists students in setting-up equipment in study carrels for independent study.

IV. Tasks Involving Special Services

1.
2.

Reads stories to children.

Sets up projectors and related equipment for noon-hour and after-school programs; likewise for film
programs in public libraries.

V. Tasks in Selection of Materials and Equipment

1.

)

Maintains a file on requests for materials (consideration file). Consta ntly revises such file in order to
insure up-to-dateness. » ‘ -

“Locates and makes availabie the best materials and equipment from perusal of professional journals

and reports.

V1. Tasks in the Acquisition of Materials and Equipment

1.

ERIC
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Keeps a file of any orders charged against the budget thereb 3aving a record of the appropriation still
remaining.

Conduct a search in selection aids for complete data.
Type the order including such information as shipping instructions, place of delivery, etc.
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Vil.

VI

Tasks in the Acquisition of Materials and Equipment (continued)

4,
5.
6.

Opens books and audiovisual items, collates, applies identification.
Posts magazine orders.
Acknowledges gifts and exchanges.

Tasks in the Production of Materials

—

SO®mNOO A WN =

Make overhead transparencies by machine methods: diazo, thermofax, handmade. -
Mount transparencies; hinge cverlays.

M=zke mimeo-stencils and paper cdpies.

Use the Kodak Visualmaker to develop slides; use 36mm cameras and Polaroid equipment.
Dry mount mater‘ials; laminate; make color-lifts.
Operate lettering and drawing devices.

Mount slides in frames.

Operate video tape recorder.

Operate audio records.

Splice and edit 8mm and 16mm film.

Tasks in Preparation of Materials

© XN WwN -

Clip items from newspapers and magazines and catalogs for vertical file.
Type cards and pockets for books and other materials.

Paste pocket and date slips in books and other materials.

Letter, label and shellac boaoks, phonorecords, and filmstrips.

Apply plastic cover to books.

Prepare pamphlets for vertical file.

Place current newspapers and magazines on rods and in plastic jackets.
Add marks ‘of ownership.

Inspect books returned from the bindery.

Tasks Performed in Organization

1.

R

Checks and verifies bibliographic data for cataloging purposes witii regard to print and non-print
materials.

Orders printed cataloging cards.

Makes cards from main entry.

Processes added copies and new editions.
Files catalog cards and shelf I‘ist cards.
Completes information on printed cards.
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IX.  Tasks Performed in Organization (continued)

Sorts and shelves materials.

7.
8.  Reads shelves and information files and maintains their order.
9.  Shifts books and audivvisual materials.
10.  Removes cards of discarded or missing materials.
11.  Maintains shelf list and equipment files.
X. Tasks in Circulating Materials and Equipment
1. Sets up and organizes circulation desk.
2. Sorts and files transaction cards.
3.  Fills request for materials and equipment.
4.  Reserves materials. -
5. Issues overdue notices.
6. Orgaﬁizes circulating and fiiing magazines in storage room. ,
7. Counts and records circulation statistics.
8. Computes, collects, and records payments for overdue, damaged, or lost materials.
9 Develoﬁs routing slips for distribution of materials.
XI. Tasks in Maintenance of Materials and Equipment
Inspects print and non-print materials for damage. _
2. Inspects and keeps in good condition all displays, exhibits, motion picture fitms and filmstrips,
tapes, etc. . ‘
3. Prepares equipment service check-ups for media technicians. .
4. . Keeps accurate records of all equipment and of spare parts ordered and of repairs comp!eted.
5. Repairs books and other printed materials. ' '
6. Binds copies of oid periodicals.
Xii. Tasks invoiving Performance of Clerical and Secretarial Duties
1. Assists in inventory of print and. non-print materials and A-V equipment.
2. Types notices, bibliographies,'bulletins, letters, cards, orders, correspondence, etc.
3. Performs messenger service including mail sorting and delivery. ‘
4. lIssues library cards. '
5.  Files orders and invoices.

O
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SECTION 8
EVALUATION OF THE PROJYECT

In this section an attempt is maae to evaluate the program after one year of operation and describe its majoy
strengths and weaknesses. [t must be noted that specific objectives are somewhat loosely measurable, often in
speculative terms. Nevertheless, the observations, recommendations, and corrections are presented herein for
evaluation and possible adjustment with regard to next year and the future. ‘

The Library Techiical Assistant program leading to the Associate in Arts degree and a paraprofessional career
as a Library Technical Assistant has been successful in fulfilling its first year’s objectives in'providing a Lridge to a
new job and a new economic lease un life. The courses of instruction taught at Merrimack Valley Branch, University
of New Hampshire, have made significant contributions to the participants’ comprehension of a library’s require-
ments. In addition, these courses have helped to develop the particular skills and techniques, needed for library
related activities.

The first semester grade report is very encouiaging. See Table 3 for the courses and the letter grades received

by Model Cities students.

As a result of participating in this program, the libraries have become more responsive to the needs of these
individuals in terms of recognizing the essential work experlences needed to prepare competent Library Technical
Assistants to perform the required tasks.

The participants are being provided with a career potential through classroom work, laboratory activities and
on the job work experience, and are being endowed with skills for which libraries are willing to pay. As part of
their training, the assistant will not. only acquire specifically related library skills, but will also understand the
underlying philosophy of librarianship. The assistant will have an awareness of the library as a social institution
both in the past and its present role in the modern world, and will have more of an appreciation for the structure
of the various types of libraries, their administration, services and personnel requirements. The Library Technical
Assistant will be trained initially for a supportive role, whose function will be to assist the professional librarian,
and in those libraries where career ladder positions are fully developed, support those program participants who
are higher up the career ladder. It is anticipated that many assistants will be motivated to pursue additional hlgher
education courses, and ultimately attain professional status.

A very reassuring aspect of the Library Technical Assistant program is the obvious recognition by the faculty
of the participants needs at the present time and the unrestrained commitment of all concerned to the successful
resolution of the programs objectives.

Recommendations to strengthen the Institute include more student participation in course planning, .couise
sequences and curriculum input.

- Students should select representatives to serve on the Curriculum Committee. This will enable the Curriculum

‘Committee to consult directly with students in maxters of program planning and problem areas.

71



TABLE 3. GRADE REPORT, SEMESTER |

Model City Students - Library Science Program

Student A

Intro. to Lib.
Ed. Psych.
Freshmanr Eng.
Intro. to Music

Student B

Intro. to Lib.

Human Biology
Freshman Eng.
Intro. to Music

Student C o

Lib. Tech. Services
Freshman Eng.
History of U.S.
Intro. to Soc.

Student D

" The Young Child
‘Intro. to Lib.

Intro. Oceanography

PP

- I N ) | i IO PR Sy
Clinical Human Denavioi

Student E

Intro. to Lib.

Student F

intro. to Lib.
History of U.S.

C
D+
C
B+

Accum. Avg.

B+
Inc.
C
B+

Accum. Avg.

A
C+
C
C+

Accum. Avg..

Accum. Avg.

B+
B+

Accum. Avg.
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TABLE 3. GRADE REPORT, SEMESTER | (Cont.)

Viodel City Students - Library Science Program

Student G
intro. to Lib. B
Accum. Avg. 3.0
Student H -
Intro. to Lib. A
Human Biology W/C
Intro. to Music A
Accum. Avg. 4.0
Student |
Intro. to Lib C
Human Biology C
Freshman Eng. C+
Intro. to Music B
Accum. Avg. 2.4
Student J
Intro. to Lib. C
Freshman Eng. D
intro. to Music B
Intro. Psych. D
Accum. Avg. 1.8
Student K
Intro. to Lib. B
Intro. Soc. B
Accum. Avg. 3.0
Student L
intro. to Lib. C
Freshman Eng. C+
Intro. to Music B+
Intro. to Social Weifare Inc.
x : Accum. Avg. 2.7

The accumulative grade poiht average is based on A - _4.0; B-3.0;C-20;and D-1.0
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it appears that there may be an overemphasis on academic courses, and an under-playing of courses such as
typing, information and material retrieval, video recording production and computer oriented library management.
it is recommended that more audio-visual technology be introduced in the present curricula. Video tape recording
should be made of all classroorn sessions. These recordings should be indexed utilizing computer cataloging and
implementation. This would enable students to repeat a session possibly missed because of family obligations.

Missing sessions because of family obligations has been a major problem in the case of Model Cities mothers.
This recommended audio-visual technigue would also allow them to learn at different rates of speed according to
their abilities, a common complaint in the areas of cataloging and reference study. Such techniques would allow
Merrimack Valley Branch faculty members more free time to work with individual students. The latter was
suggested by the LTA Program coordinator. -

The campus should become the focal point for many of the changes. Library holdings should be copied on
microfilm and microfiche, and be implemented with computerized card catalogs.

A course should be offered fostering social development and awareness with guidance services available at
any time in order to better prepare individuals for the social amenities, in some instances personal hygiene, and
relief from home problems.

Transportation has been another problem area. Many students have expressed concern over the lack of
transportation to and from the job, from the job to the classroom, and from the classroom to home. A transporta-
tion network or structured schedule with a rented bus would be helpful with regard to this problem.

There have been indications that a few of the students have had problems in their assigned {ibraries. In these
isolated cases, transfer to another library may very well be the solution. This would tend to broaden the library
experience of the participants and give them an opportunity to régain any self confidence that they may have lost.
This will probably require close supervision.  Overall, it is hoped that this library program will expose students to
varied types cf libraries resulting in broad based educational, cuitural and social experiences.

In examining problem areas that exist for working mothers in the program, it is recommended that some sort
of support be provided in the form of baby sitting services or day care centers. In addition, it is suggested that a
counseling group be formed who W|II attempt to establish a rapport with the students and aid them with any
personal problems that may arise.

Mr. Arthur Ellison, the Educational Planner for Model Cities in Manchester, made personal evaluations of

.the project at the end of the first year. He reported that the program was quite successful overall, he stated:

“The experience provided students the opportunity to adjust the meaningful work and course study.
It also provided students an opportunity to develop an improved self-image, to develop courses of action
to solve particular problems, and to accept responsibility in a most worthwhile fashion.”

“The students attended the University as a group. Individuals identified with the group as a result of
their many experiences together and could rely on one another for support. They fit into the mainstream’’
he concluded.-

- 74



i

it is further recommended that the institute develop a counseling workshop that wi,’lll enable students to confer
with their instructors and supervising librarians when problems may arise. They could aiso help the students improve
their study and work habits and counsel them on appropriate behavior in different situafcions.

Another objective is to improve the career development of the disadvantaged. Ma}.ﬁy of the participants have
indicated a serious desire to advance past the Associate in Arts degree. In order to proriote this objective, closer
counseling and supervision is required beyond narrow subject and task specialization. An internship program should
be designed to insure a wide experience in the various aspects of librarianship at all levels. Options should be offered
depending on the student’s individuat background and experience. The LTA Program Coordinator states that greater
opportunities should be offered in courses dealing with school libraries, e.g., cataloging print and nonprint materials
for school libraries, references in the elementary school library, graphic arts, etc.

By collecting and displaying meciia and providing information about it, an Instructional Materials Center can
influence both what is taught and how it is taught. A large area in the MVB should be made available for this
enterprise. Such a structure could have an influence on the students career and would depend on the accessibility,
extent and relevance of the collection and information services. it should offer students help in making decisions
about materials they could utilize.

There are.prospective students in centers some distance from Manchester, i.e, Lebanon, Laconia, Durham;
Portsmouth, Nashua, etc. The program could be offered through the new University Council, which, in effect, is
the open-school concept. '

Stucdents would be allowed to take courses at any or all of the University of New Hampshire campuses
(Keene, Durham, Plymouth, as well as Manchester). They could attain an AA degree from the University Council
without fulfilling any residency requirements. At this writing, with the project half finished, there are encouraging
signs that most of the participants will continue and their future employability is very promising.

The positive aspects of the Institute appear to far outweigh the negative. While the paraprofessional
movement is still a fledgling in the educational family, the program accomplished in the first year in Modei Cities,
in Manchester, has reached a potential of great promise. The participants have fulfilled the major goals expected
of them. Another year could provide additional insights. 1n Phase il, the consultant component will be further
developed as the program becomes more sophisticated and the workshops are developed to their fullest extent.
Suféice to indicate now that the program has been successfully implemented and shows great promise for the future.
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APPENDCIX B

RECRUITMEWT INFORMATION

Inquiries Racelived 100

Packets Sent Qut 106
Completed Applications Returned 35
Medel Clities Apps. Recturped 15

‘\ - LI - > - “ ,..'_~ ) 1 ')a
Modzl Citics Apps. accepted L3
MNon-model cities Apps. Returnad 21
Non-mod2al cities Apps. Accapoed. 2L

C

+ 3

< R —
Aceepbed Applicants Recistered TFull Time 29
Model Cities 13
Mon-model Cities 16
Avceptea applicants Registared Part Time 10
Al

(a) & Model Cities applicants denied
admission; 3 inadequate aca.demic
preparation: 3 were over income
guidelines. ) :

(1) One of those accepted in the
Model Cities Program is going :
Full time under tha sponsor- '
ship ol the Vocational :
Rehabilitation Program. 7

{c) 3 accepted Model Cities
peeple who werz2 ovar the incoma
guidelines came into the program
on their ocwin. :

Two ol’ the three who were deniaed admission for academic reasons are
being counseled for the purpose of raaching an academie level that
would permit their entrance into the program.
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ASSOCIATE IN ARTS DEGREE

MERRIMACK VALLEY BRANCH
UNIVERSITY OF NEW HAMPSHIRE
Manzhester, New Hampshire

The Merrimack Valley Branch will offer courses leading to the
Associate in Arts Degree in General Studies beginning in September 1971.

DEGREE REQUIREMENTS
1. The completion cf 64 credit hours with a minimum cumulative grade point average of 2.0 based on a
4.0 scale. .
2. The successful completion of group requirements as follows:

(a) A minimum of 12 credit hours in sciences and/or Math

(b)Y A minimum of 12 credit hours in humanities — communication arts
(¢) English 401 '

(d) A minimum of 12 credit hours in social sciences

(e) Twenty-four credits of electives

GENERAL INFORMATION

A student is advised to check the group requirements of the cullege he may transfer to after earning the
Associate in Arts Degree at the Merrimack Valiey Branch to be sure he satisfies the requirements of that four
~ Year institution. . : . . i

A maximum of 30 credits of C or better may be allowed on transfer from an accredited institution. Trans- .
fer credits will not be used to compute the cumulative grade pint average.

All courses given in the AA degree program are University of New Hampshire courses and earn 4 credits
each.

APFLICATIONS

Applicantvs for the Associate in Arts degreé may obtain admission forms from the Branch Office at 501
South Porter Street, Manchester, N. H. 03103. .

ADMISSION

Students who apply for the Merrimack Valley Branch Associate in Arts Degrec and are certified for en-
trance by the Admissions Depzrtment will be classified as Branch students. Certification will be based on
appropriate college preparatory credentials. Those who plan to transfer to other units of the University System
. must meet the pre-admission course reéquirements of the chosen unit.

" Adtmission to the Merrimack Vallcy Branch does not presuppose admission to other tnits of the Univer-
sity system. : :

TUITION AND BOOKS

The charge for each course is $100. Four courses per semester constitute a normal full load (18 credits).
Course charges for a normal full load would be $400 per semester. The only other’ costs are for textbooks.

Textbooks may be purchased at the Merrimack Valley. Branch office building at 501 South Porter Street,
Manchester, New Hampshire. - e

For further information contact the Merrimack Valley Branch office at 501 Scuth Porter Street,
Kkianchester, New Hampshire 03103, or phone 623-4240.
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- MERRIMACK VALLEY BRANCH
University of New Hampshire
Manchester, New Hampshire 03103

Library Technology Program

sear Applicant: _
“‘hank you for your interest in tie Library Technology Institute.

nclosed are an application for admission to the/Library
“'echnology Institute and an application for the University of
iew Hampshire. These should be completed at once and returned

e M

Director, Co-op Education Program
Merrimack Valley Branch
University of New Hampshire

501 South Porter Street .
Manchester, New Hampshilre 03103.

“ou should write to the hligh schcool from which you giaduated

and request that they send an official transcript to the same

address. Should you have coumpleted any posié-secondary work,

nlso write to that school and request that they send us an

rfficial transcript. You will receilve a card from us when we
Irave recelved your materials. .

““hanks again for your 1lnterest.

Very truly yours,

Johi . ILoughlin, Iiye¢ tor
Co-op Educeticn Pro,
. Librarv Té,’" TG ‘Ogy J.L(PJ bitute

“RLsf

nclosures
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MERRIMACK VALLEY RRANCH
Universlty of Ilew Hampshire
Manchester, New Hampshire 03103
Library Technology Program

Assocliate in Arts Degree
Pre~-Professional Cooperative Educatlon Librarizaship Institute

Prograg

The work and sfudy program will lead to an Assoclate in Arts
defree providiﬁg two optionsi é'términal-expéfience'progfam with an
Az oclate in Arts degrae; or within the concept of the career ladder,
opportunity to continue studies toward the level of the RBachelor's
de ree. Students wiil also quallfy for the ﬁducétional Asscciate
Ceytificate lssued by the New Hampshire State Depértment of Education.
Curriculum and practicum: The curriculum consists of a major ccmponent
of general studies offerings with selected courses in iibrary'science°
Th: assoclated work experlence is designed to be under the supervision-
of an active professional librgrian. M

Students who apply for the Merrimuck Valley 3ranch Associate in
Arls degree and are certified by the Admissions Department, will be
clsssified as Branch students. Certification will be based on appro-
pr.iate 1011ege preparatory credentials, 'Those wno plan fo transler to
olier units'df the University system must meet the pre-admission
rejuirement of the chosen unit.

Applications will be received from. high school graduates or
thse holding a high school équ}valency certificate and others 18 years

of age or older who have had a minimum of two years of high school.
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Op.ortunity to study for the general equivalency diploma will be

| prvided. The Assoclate in Arts degree requires certain courses and
cc :petencies beyond those prepared for in a general high school diploma
@1 -rieulum. Applicants must show ability to handle college-level cours s
by post secondary school studies or experience or unusual abllities.

Degree Regulrements

i. The completion of 64 credit hours (sixteen 4 credit courses) with
2 inimum cumulative grade polnt average of 2.0 on a 4.0 scale.
2. The successful completicn of group requirements.as.follows:

a A minimum of 12 credit hours in scilences and/or math
b A minim. © of 12 credilt hours in humanities - -
Services Courses

communi. 2 tion arts
A minimum of 12 credit hours in social sciences
(f) A minimum of 8 credits in associated work experience.

Er . .ish 401
A minimum of 16 credit hours in Library Technical

P20

PrqposedlcOuf%es in library science will include such topic’areag as
Introductloﬁ to Library Services

Support for Technical Services

Support for Public Services

Introduction to Audio-visual services

Cataloguing Techniques

Reference Materlals

Children's Library Services

Materials Acquisitions Procedures

No 2: A selection of a ninimum of 16 credit aours from above coirses -
each coursge counts 4 gredit hours.

This program is also open to those students who would preger
to complete it on a part-time basls,
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Related Work Experience

Practicum I,%E@ 11

The dooperating library provides laboratory work 2xperience under
the supervision of a full time professional librarian. The labcratory
wori. experience will glve practical training in#olving a vuriety of
sem. professional tasks such as acqulsiltions, classifying, proecessing
and organizing materlal, ordering, catalogulng systems, keeping recoids:

ibv" iographlic tools, reference materials and audio-visual resources and
servlces to name a few.

Sever&1~methods will be émployed: on-the-spot instrueticn,
individual work-study, demonstrations, informal lectures, do-it-
yourself techniques and cccasional team or group sessioné. Trainees
wil. be expected to be included in staff meetings, and as the occasion
war:ants, participate in certain professional meetings. It i1s expected
tha: trainees wiil assemble for special_deménstrations or group exper-
iente at one or more libraries during the Institute program.

Oral and written examinations will be given at appropriate timeés.

Not:: Full 8 course credits for the work experience will be earned
only at the successful completion of Practicum I and II.

Cooperaticn Agency

The basic 116rary technology program 1s a cooperative project
witl: the Model Cities Agency, City of Manchester,

The basic plan of the library technology program is suppcrted by
and conducted under a grant from the ﬁnited‘States Offilce of Education,

Title II-B, Higher Education Act of 1965, P.L. 89-329 as amended.
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The serrimack Valley Branch is in compliance with Title VI of the
r Civii Rights Act of 1964 and does not discriminate on the basis of race,
aulor or national origin.

Optionél.Enrollment Opportunity

Those employed in libraries or those who wish to work toward an
Associate in Arts degree in Library Technology otl.er than under. the federal
grant arrangement may apply.

Schedﬁle of Classes

classes are scheduled on a 15 week fall and spring semester dayr or
évening basis with an 8 week evening summer session. Formal classes are

held on Monday through Friday only. CLASSES BEGIN THE WEEK OF SEPTEMBER

13, 1971.

Course Charges

The tultion charge for each course is $100 unless admitted under the
Merrimack Valley Branch and Model Citles Agency cooperative federal grant
plan. The only other costs are for textbooks.

Further Information

Wle apprecliate your interest in this program. Further information
may be dbtained by contacting: .

Director, CO-QP Education Program
Merrimack Valley S3ranch
University of New Hampshire

501 South Porter Street
Manchester, New Hampshire ©3103
Telephone: 668-0700 }
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APPENDIX C

INSTITUTE PARTICIPANT PROFILE INPUT DATA

INSTITUTE : . GNMENT

1. Institute Location: Name ' _Address

Duties

Responsibilities

Reporting to

Hours per week

Schedule
2. Sex
Male or Female
3. Macries or Single Number of Children
4, Age' : 5. Ethnic Backgrdund

- 6. Languag: spoken in home,' if other than English

7. Educational Level Completed - check (a) Elementary School Grade
"(b) High School - 1yr.

2 vrs,
3 yri.
Graduated

Type of Diploma -~ (Circle) General Academic  Commercial Egquivalency
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(c) College - yrs. completed
Major_ 7

(d) Additional Training
Adult Education

Vocational
Military
8. Work Experience ' {
' Job Title g Number of Years
Job ;
Job
Job -

9. How did participant gain eniry into program ?
" Model City .

Recruitment Brochure
High Schonl Guidance
Welfare Agency

Other-Identify

10. Reason for present assignment, if random sel.tion, please indicate:

11. Additional comments or information:

Q
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Student No.

ATTITUDINAL TASK AMALYSIS

Library Scrence

Courses Taken

= = s R
= z == =

Part 1 = = 2= =
B =1EL S HERE

TASKS z ZITIE =& ]
- i Slgi) =
% 2122 iz
== = | = Z |7

1. Crreulation Department

Fond work hard

vy enouclotin

A, charging, discharomg
books

b lyping overdue notices

¢, expealnig Tibrary
procedures and policies
to patrons

d. directing patrons

. resistering horrowers

1. eollect tines

g.assist patrons in
locatimg books

h.  Keep circulition
records

i.  other (specity)

|t tlerence Departinent B o
. answer simple reler- T
CNee quoestions
b, hold down desk
¢. help with periodical
indexes
d. other (specity)
11, Interlibravy Loan ]
. Till out interlibrary
loan forms
I, scarch lor books
c. other (specily)
Iv. DPlan, Assemble, Help
Make Displays
(specify below)
V.  Operate Muchinery
4. film projectors
h.  lilmistrip projectors
¢. tape recordors ~
d. _casselte players
o.  reproducing machines
(Xerox etc.) i
{.  microlilm reader i
g.  microfiche reader
h. _ video tape. otc.
i. other (specify)
VI. Cataloging Department )
a.  type cards from infor-
mation supplied by
cataloger
b. add subject headings to
unit cards i
c. add secondaiy entry-
headings to unit cavds
d. file cards
e. order L,,C. cards
f. _assist in inventory
g other (specify)
VII. Buook Processing
a._ paste book pockets
b, paste ownership labels
c. stamp with ownership
marks ]
d. attach plasti-clear
covers
e. type book cards _
. other (specily)
VIIIL 1 Beoks
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O the tollowimg ten tasks which do vou spend the maost e on:

st T least time

|

Ty 10 g
SV an
answering questions
chaveine . dischurging hooks
nperating machine ey

bouk processing

overdue notices

Leping cataloy cards

helping people tind books
disciplining students

othor (specity)

= !
LT 51 E- o IRSY 1ot ST RN SOOI FCY Jo)

Part 111

Ot the categories listed below, which do you feel you should have more training in?
- (Place a check mark beside number)

typing

reference

cataleging

circulation procedures

how to dress for library work
how to talk to patrons
literature lor young adults
how to operate muchinery
types of library materials
classification systems
attitudes suitable for library work
. mending hooks

13. processing books

—
—O O 0 I C U D LB

-
[

Part IV

Please use this section to write down any s or recommendations concerning
the program which you would like o add. + may attach more pages if you wish.
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FHE U NVYERSITY OF NEW HAMPSHIRE
THE MERRIVACK VALLEY BRANCH

Manchester, New Hampshire 03103
aritoes : Tetephone: pgdog
Vedninistrion Bailding f::h-m4
S0F somh Porter Steeet Tel . 6 6 8"()7 an

May 19, 1972

Lear Librarian:

Would you kindly fill out the enclosed form concerning
the cooperative education students from the Library
Institute who have been training in your library for the
spring semester?

We would appreciate all comments both favorable and un-
favorable concerning these students, as well as the courses
which they have taken, the general quality of the students,
their attitudes, suitability for training, etc. In fact,
all comments concerning the program which you wish to make
would be greatly aporeciated by the evaluators working on
this program, as well as by myself and the other faculty
members. v

Thank ycu very much for your cooperation this spring, for
giving these students an opportunity to experience library
work, and for contributing your tim» and effort towards
the development of this program.

Sincerely yours,

AT . S B fre o .
I A S 7 = N N A <

Shirley Adamovich
Coordinator, Library Institute

P.3. Please mail compleﬁed forms to me at the Merrimack
- Valley Branch. Thank you.
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