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Preface

This handbook has been prepared by a committee composed
of administrators and media specialists under the direction of
the Department of Public Instruction. Its purpose is to es-
tablish guidelines for media centers in the secondary schools
of Jowa. It reinforces the philosophy established by the com-
mittee members (*) who prepared a similar handbook for
elementary schools in 1969,

Most secondary schools in Iowa now have traditional libraries.
This handbook provides guidelines for transition to the newer
media center appreach with a broad and unified program of
services and resources, including both audiovisual and printed
materials. It is recommended that each school purchase a
copy of Standards for School Media Programs, prepared jointly
'@" the American Association of School Librarians and the
Emc‘nartment of Audiovisual Instruction of the National Edu-
emmmzmmon Association, for further assistance in this area.
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"The traditional library
must advance to the broader
concept of the media center.”

Today educational philosophy recognizes an educated indi-
vidual as one who has learned how to learn—to think and to
use methods of disciplined inquiry in examining and exploring
ideas—as opposed to one who has memorized facts. To meet
the need implied in this philosophy, instructional methods
within a curriculum will, of necessity, stress individual learn-
ing and independent study. Immediately available to each
student must be forms of media—materials and equipment—to
fit all levels and types of abilities. Simultaneously with the
advent of the various media must come leadership in their
'selection and optimum use.

Iowa high schools find themselves, their facilities, and their
media programs in a state of transition. The traditional
library must advance to the broader concept of the media
center. Here resources and services will fuse into a program
emphasizing effective and individual student development. The
media staff will help guide each student in his learning ac-
tivities, and support his teacher in the design and use of
innovative methods.

To assist in making such a transition with ease, this handbook
offers guidelines stated in three phases. Since Iowa secondary
schools are predominantly in or above Phasé I, it is recom-
mended that not over two years be planned for the achievement
of Phase II and not over three additional years be planned for 5
© _iching Phase IIL A :

IToxt Provided by ERI
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serves students by:

Establishing an environment for learning

® Maintaining a wide selection of media*
at different levels of ability and interest

@ Organizing materials for quick, easy ac-
cessibility

@ Providing efficient areas for individual
and group study

® Contributing to the development of skills
in reading, viewing, listening, evaluation,
and communication

@ Providing guidance in selection and use
of appropriate media

® Assisting in productlon of special ma-
terials

.® Providing opportunities for mdependent

or self-directed learning

*Print and non-print materials, including
books, magazines, filmstrips, records, tapes,
films, pictures, programmed instruction,
educational games, and other learning
materials. :



serves teachers by:

® Cataloging all instructional media that
are available in the building

Providing a professional library

® Assisting in selection and accumulation
of materials to support learning ob-
jectives

@ Assisting .in the planning and production
of various learning materials

. @ Providing information on available out-
: side resources

& Alding in correlation of unit materials
and activities

@ Providing information on new materials
and techniques

. @ Providing inservice training, including
i methods of using and evaluating ma-
' terials and techniques

® Providing examination and previewing
facilities )

. - @ Scheduling materials and equipment for
: « : maximum use
ERIC. |
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serves administrators by:

® Making recommendations for the pur-
chase of media

@ Maintaining inventory and maintenance
records of all media

: @ Providing inservice training
@ Avoiding needless duplication of learn-
ing materials

@ Providing a central collection of statisti-
cal data, area facts, buying guides, and
other pertinent information

@ Relating to the other media centers and
supportive agencies in the district or
area '

@ Maintaining circulation - utilization rec-
ords

© @ Providing central distribution of media
@ Supporting the total school curriculum
© @ Providing continuous orientation to new
ideas

Participating in the planning and develop-

ment of buildings and classrooms for
effective learning

Providing a centralized area for pro-
duction of instructional materials

ERIC
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“The professional person
initiates services which change
a room full of materials into a
well-functioning center
of learning.”

An adequate, qualified staff is necessary if a media center is to
become an integral part of the school. The staff should in-
clude both professional and supportive personnel. A job
description should be written to define the details of each
position in every school district. ‘

Professional Staff

The professional person is one of the most vital components
of a media center. He initiates the services which change a
room full of materials intoc a well-functioning center for learn-
ing. He provides guidance in the selection of materials to be
used aind purchased; organizes the materials, equipment, and
space for maximum use; provides instruction in the use of the
center and its contents; aids teachers in planning and preparing
materials for their individual class use; serves on curriculum
and textbook committees as a materials specialist; and helps
organize inservice training for teachers. He enjoys working
with students and is capable of working with a wide variety
of adults.

The first professional staff member should be a media gener-
(S, N . . . . . o
st trained in both the library and the audiovisual fields,
ERIC y
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having the same general educational background as other
teachers. He should be certificated by the Department of
Public Instruction. '

When additional professional persons are added to the staff,
their training and background should strengthen and comple-
ment the first professional’s training and background. One
of the professionals should be designated as head of the center.

Supportive Staff

Non-certificated personnel free the professional staff from
clerical tasks and may provide specialized supportive services.
Two broad classifications of supportive personnel are media
aides and technicians. :

Media aides can perform the following tasks:

Typing

Keeping records

Sending notices

Opening mail

Handling office circulation routines
Reading shelves

Shelving and filing materials
Inspecting and repairing films
Mounting pictures and transparencies
10. Maintaining appearance of center
11. Repairing minor damage to print materials

[y
.
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The training of a media aide is done prima-
rily on the job, but office experience and
typing skill are prerequisites.

Technicians are supportive personnel who
have special training in the fields of
graphics, information and materials proces-
sing, television, photography, and equipment
repair. The services to be offered by the

media center will determine the type of
technicians needed.




1-499 pupils - 1 professional person 1-399 pupils - 1 professional person 1-249 pupils - 1 professional person

1 additional professional person for 1 additional professional person for 1 additional professional person for
each additional 500 pupils or major each additional 400 pupils or major each additional 250 pupils or major

fraction thereof

fraction thereof fraction thereof

Professional personnel must have teaching certificates with ap-
propriate endorsement.

Head professional shouic have a master’s degree in an appropriaie
media field.

School districts with several attendance centers may find it advan-
tageous to employ a media center coordinator for the district.

It is recommended that two non-certificated personnel be employed
for each professional person,



.a wide variety of
activities will take place in
the media center...”

The location of the media center will vary according to existing
facilities. It should be as centrally located as possible to pro-
vide maximum accessibility to students and teachers, but the
inclusion of all componen:s of the media program in the central
location or even adjacent to the media center may not be
possible. A central facilivy does not preclude the possibility
of satellite centers or other arrangements for decentralization
within the building. Whether the media center is in an exist-
ing building or planned in a new structure, consideration
should be given to future expansion as the enrollment and pro-
gram may demand. Itis recommended that professional media

consultative services be obtained from a college or university,
the Department of Public Instruction, or exemplary school
@ ~'stems before educational specifications are submitted to an

B KC ‘chitect.

The media center should be an attractive
facility which students and teachers enjoy
using. Since a wide variety of activities
will take place in a media center, several
areas should be kep. in mind:

1. Study area to include space fo. brows-
ing, listening, and viewing by indi-
viduals, small groups, and large groups
(allow 40 sqg. fi. per student)

2. Office area for professional personnel

3. Central work area for cataloging and
processing new materials and for main-
taining present materials and equip-
ment

4, Central production area to accommo-
date materials and equipment needed
for production of instructional ma-
terials

5. Faculty area including professional
collection and conference facilities

6. Storage area with space for shelving
.all media

School districts with several attendance
centers may find it advantageous to provide
certain services from a central location.

The electrical system should be designed
to provide effective lighting in each activity
area, adequate light control for many types
of viewing activities, and an adequate
number of electrical outlets in all areas. At
least one telephone outlet should be located
in the office area. Light switches, electrical
outlets, fire extinguishers, telephones, and
thermostats should be located so as not to
take up space needed for shelving or stor-
age. Movable shelving permits flexibility
in arrangement and allows the floor space
to be used in a variety of ways. The floor
and ceiling should be acoustically treated
for noise control.




A central catalog of all media

Existing space, remodeled quarters,
or new facilities to meet the needs
of the materials collection and
services in a media program, prefer-
ably with space to seat the largest
class plus 10 '

O

ERIC
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Space to seat 8 percent of the
school enrollment, but not less than
40 students, in the reading area

Adequate space to house and store
media

Office and workroom
Previewing and listening area

Individual viewing and listening
stations

Conference rooms
Production area
Professional collection area

Provisions for expansion

FEREEPIERA TN

Quarters expanded to provide a
program of superior service as set
forth in the joint American Associ-
ation of School Librarians and
Department of Audiovisual Instruc-
tion’s Standards for School Media
Programs

11



A balanced, up-te-date collection of materi-
als is essential to a media center even in
its beginning stage. These materials should
be carefully selected by a media professional
working closely with teachers and consult-
ing authoritative selection aids to determine
the quality of the materials. The collection
should be tailored to the needs of the
students and to the curriculum of each
school. Constant evaluation of materials
by all users will result in a highly effective
and qualitative collection.




Boqks

Magazines

‘Newspapers

Yertical file |

material
(Pamphlets, clippings,
pictures, and miscel-
laneous materiais)

' tlﬁcn-ﬁlms

r
i

At least 8,000 volumes rapre-
senting 7,000 titles or 12
books per pupil, whichever
is greater

- T5titles
100 - 125 titles

Jr. High
Sr. High

 Jr. High -

9,000 volumes representing

8,000 titles or 15 books per.

pupil, whichever is greater;
duplicates as needed to sup-
port school curriculum and
supply student interests

75 - 100 titles

Sr. High 125 - 150 titles

- 10,000 volumes representing
at least 9,000 titles or 20 vol-
umes per pupil, whichever is
greater; duplicates as needed
to support school curriculum
and supply student interests-

100 - 125 titles
150 - 175 titles

Jr. High
Sr. High

Unabridged Reader’s Guide recommended; other necessary maga-

zine indexes and duplication of titles and indexes as required

6 titles

6 - 10 titles

--------------------------

10 titles

At least one local, one state,
and one national newspaper
to be represented in the col-
lection

Pamphlets, government documents, catalogs of colleges and techni-
cal schools, vocational information, clippings, pictures, and other

materials appropriate to the curriculum and student interests

Ready access to a minimum of 3,000 titles supplementéd by .
duplicates and rentals ..... D R R




Filmstrips

Recordings
{Discs and Tapes)

8mm films

(Single concept or
regular length)

Globes
Maps

Transparencies
O

500 titles or 1 per pupil,
whichever is greater

1,000 titles or 2 per pupil,
whichever is greater

Adequate to support the learning objectives of the individual

school

750 titles, representing 1,000
prints or 2 prints per- pupil,
whichever is greater

1,500 titles or 4 per pupil,
whichever is greater, dupli-
cates as needed to support
school curriculum and supply
student interests

1,000 titles, representing 1,500

prints or 3 prints per pupil,
whichever is greater

2,000 titles or 6 per pupil,
whichever is greater; dupli-
cates as needed to support
school curriculum and supply
student interests

114 films per student, with at
least 500 titles, supplemented
by duplicates '

At least 1 globe per 5 teaching stations and 2 in the media center; :
in addition, special globes-to be available in the media center .............. emeetaaraaas -

1 map for each region studied and special maps (economic,
weather, political, historical, and others) for each area studied;

_ duplicate maps available for each class section requiring maps

at the same time, the number of duplicates to be determined by
sections of students and the availability of maps on transparencies

and filmstrips; wall maps for teaching stations

1,000 prepared transparencies, 1,500 prepared transparencies, 2,000 prepared transparencies,

plus a selection -of subject

matter masters

plus a selection of subject . plus a selection of subject
matter masters

matter masters
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5 £ . = £

Slid es 2,000 professionally pr

kS BAast S

pared -3,000 professionally prepared 5,000 professionally prepared

> . slides slides A slides
(All sizes of slides) o
Ar.l.‘ rinfs 300; duplicates as needed 500; duplicates as needed - 1,000; duplicates as needed
(Reproduced in color ' :
-or art works)
'Re I!,'.-_._,,. art Bécause of the nature of certain media forms and the evolving -
plicas, or transitional development of others, quantitative recommenda-
obiecfs, tions cannot be given. Nevertheless, these materials make a

unique contribution to the instructional program and provide
mod els' edu- resources for the academic needs and general interests of students.

. An abundant number should be available in the media center ....... PPN ereaes
educational | - | ’
games, kits, |
realia, | |
dioramas, | ‘ - |
programmed |
instruction,
video tape |
: Microﬁlm ._ - To be purchased as available on topics in the curriéulum; all ‘
. periodical subscriptions.indexed in Reader’s Guide and newspaper i _
' files to be obtained as needed fOr TEfErENCE ... ivvveriirnrrnrernennionsnsenneneennsass

ERIC
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A professional library is a necessity. A central collection of print

and non-print materials should be housed in each building and be

easily accessible to all staff members. The building collection

should emphasize current materials and basic reference tools while

the district collection would contain such items as examination

copies of textbooks and specialized materials in various fields of
- education. '

ST

SO DA D

Materials to include in a building professional
collection: :

Professional books and magazines
Courses of study and curriculum guides
Community resources guides

Textbooks and teachers’ manuals for basic
and supplementary materlals used within
the system

Films, filmstrips, recordings, and other non-
print materials

Pamphlets

Information and announcements of work-
shops, college courses, institutes, etc., for
continuing education

Professional organizations’ newsletters, meet-
ing announcements, and miscellaneous re-
leases :

. Government documents

An annual budgetary allocation will provide for -
an adequate collection and for keeping it up to
date. Faculty members should be consulted
for recommendations of materials to include.

) gq’ . ﬁg“ Sm X ¥ E;': :’"“
“- EJ E‘m’}t L&? & w“ g , 2 %’?ﬂ ;s? §% 1?:\‘;4 S;ﬂ‘ ‘:::" H ?’; -A:-'f=t.'3,;,ma‘.é:?,s;m-:’m:::’-‘n;:;s-e';s NS T SRR AT
200 - 600 books (titles) - 600 - 1,000 books (titles) 1,000 books (tltles) and more as
. . needed
10 - 29 periodicals 30 - 49 periodicals .50 or more periodicals
isual materials, pamphlets, Audiovisual ‘materials, pamphlets, Audiovisual materials, pamphlets,
EKC needed etc., as needed etc., as needed ,

PArulext provided by enc ; i rodded PArulext provided by enc
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Several factors such as central distribution, the number of
floors in a building, an elevator in multi-level buildings and
closed-circuit devices, may affect the amount of audiovisual
equipment needed by a school. Compatibility with available
materials and between devices used in combination with each
other is desirable. Standardization of certain items will re-
- duce supply and maintenance problems and simplify training
E O .ipment operation. Accessibility of equipment affects

IToxt Provided by ERI
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In the case of closéd-circuit devices, plans
must be made so that the individual class-
room will receive the service it needs at
the appropriate time. Iowa schools may
add flexibility to the state educational tele-
vision network by taping these and other
programs off the air and playing them back
wher. desired.

A carefully planned program will provide
for optimum use of equipment presently
available and, at the same time, allow suf-
ficient flexibility to make use of innovations
as soon as they have demonstrated their
worth in the improvement of instruction.
For example, the state of the art regarding
dial access installations is such that no
general recommendations are made.

All schools must anticipate expanded inven-
tories of equipment for individual use. The
equipment listed in these guidelines is a
minimum recommendation, and schools
should feel free to expand in those areas
where their particular needs are greatest.

Kl
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1 per 10 teaching stations

16mm projectors
Prol plus 2 in media center

8mm self-threading 5 available per media center

reel-to-reel or film
loop projectors™
(if materials '
are available)

1 per 10 teaching stations
plus 1 in media center

2 x 2 slide pro-
jectors™ remotely.
controlled

1 per 10 teaching stations

Filmstrip or combi- . (
' plus .1 in media center

nation filmstrip-

slide projectors
Sound films?rip Combine available filmstrip
projectors or tape

1 per 2 teaching stations
plus 2 in media center

10 x 10 overhead
o orojectors

projector with record player-

1 per 4 teaching stations
plus 2 in media center

1 per 3 teaching stations
plus 15 in media center

1 per 5 teaching stations
plus 2 in media center

1 per 5 teaching stations
plus 1 in media center

1 per 10 teaching stations

“plus 1 in media center

1 per teaching station plus 2

in media center

-

1 per 2 teaching stations
plus 5 in media center

1 per teaching station plus
15 in media center

1 per 3 teaching stations
plus 5 in media center

I per teaching station plus 4
in media center

1 per 5 teaching stations
plus 2 in media center

1 per teaching station plus 4
in media center



acque projectors ! per floor ' 1 per floor 1 per floor
Op que projectors plus 1 in media center plus 2 in media center plus.2 in media center

Fllmsirlp Viewers® 1 per 2 teaching stations 1 per teaching station plus 1 3 per teachlng station plus 1

(AC and /or battery) plus 1 in media center per 2 teaching stations in  per teaching station in medla
media center’ center
2x2 S|§ae Viewers® 1 in media center 1 per 5 teaching stations 1 per teachlng station plus 1
(AC and /or battery) plus 1 in media center in media center
ini ’ 1 per floor on cart 1 per teaching station where
TV, minimum

" programs are available plus
(23h' screegnm 1 in Media COnter vvvuvererneroeonesesonasosseniononnes
when programs '

are available)

Micro-proiectors _ 1 per department where applicable only if recommended by science . ;
. department ............... . et ireese e ettt
Portable PA System . 1 per media center ' 1 per physical education de-

partment plus 1 per media
23 111 )

Record Players .1 per 15 teaching stations 1 per 10 teaching stations 1 per 5 teaching stations
plus 1 in media center; plus 2 in media center; plus 2 in media center;

]:KC Stereo equipment in music department ......oiiiiiiiiiiiiii i i i e

wll Toxt Provided by ERIC




Audio tape

recorders
(reel-to-reel)

Audio recorders™

or playback units
(cassette)

Listening stations™

Projection screens

Radio receivers,
AM-FM

il

(Text Provided by EiC [ Ve

1 per 7 teaching stations -

plus 1 in media center;

When new equipment is purchased, stereo should be considered

1 per 5 teaching stations .

Portable listening station
with 6 - 10 sets of earphones
at a ratio of 1 per 15 teach-

ing stations (plus 1 in media

center suitable for use with
record player, tape recorder,
or motion picture projector)

1 per 2 teaching stations
plus 2 in media center;

1 per teaching station .......

‘Samie as Phase I at a ratio

of 1 per 10 teaching stations
plus 1 in media center; 1 set
earphones per each piece of
audio equipment for indi-

vidual use

1 per teaching station plus 2
in media center;

---------------------------

As required by instructional
program

One permanently mounted screen per teaching station, plus porta-

ble screens as needed; no screen smaller than

stone eliminator

1 in central distribution
center, 1 per foreign lan-
guage area plus 1 in media
center .

rm—ae

, :

1 in- central distribution
center plus 3 per media
center

70 x 70 with key-

------------------------------------------




H

Micro-readers,
some with Micro- -
fiche Attachment
only if materials
are available

Micro-reader Print

Projection Carts

Video tape
recorders

Wireless
microphone

*Equipment employed in Audfo-tutorial System. As the use
of the system increases, the amount of this equipment will

¢y ~—ease significantly.

T T

1 per media center Equivalent of 1 per 10 teach-  Equivalent of 1 per 5 teach-
ing stations to be located in _ing stations to be located in
media center media center

1 per media center, only if materials are available ................... e .

1 per portable piece of equipment, purchased at the same time equip-
ment is obtained; all carts should be complete with 20’ electrical

~assembly and should be of following sizes:

42" for use with motion picture, filmstrip, and slide projectors

34" -for use with opaque, filmstrip, and slide projectors

28" for use with overhead projectors, record players, and tape recorders
16" for use with overhead projectors (teacher seated)

24" for use with small overhead

42" - 54" for use with television receivers

Available in district 1 per building 1 per 5 teaching stations with
' a minimum of 2 per building

1 per video tape recorder 1 per building necessary when producing video tape with
" multiple cameras ............... Ceadeseeaeas .

DI AR Y




Large Group Instruction

If a large group instruction area is used, the following
equipment may be considered: .

® Student-teacher response system

® Rostrum with remote controls for room darkening,

equipment operation

Public address system

Large wall screen, electric, 12 x 12
Equipment for rear screen projection

Telephone jacks for use with telelecture and tele-
writer system; may also be installed in selected
rooms throughout the building

SRR

Drymount press and
tacking iron

Large paper cutter

Spirit duplicator

Thermal-copier

35mm camera

Copy lens

Strobe flash

Copy stand and light

Simple copy camera
(Ektographic)

Instamatic camera with case

. 8mm or 16mm camera*
Equipped darkroom

© __dent upon size of school district and availability from’
ERIC -

pA AR Fovs TV

Large type typewriter
Tape-film splicer
Film rewind

Mechanical lettering device

Manual lettering kit
Work table

. Drawing board

Transparency production kit

2 x 2 slide sorter

Tools for repair

Sto1age and check-out
facilities

t or regional media center.

IToxt Provided by ERI
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Building Facilities

The following should be available throughout the build-

ing:

All buildings should be equipped with a master
antenna and closed circuit TV distribution system
which will provide a standard 1,000 microvolt color
quality signal in each instructional center from an
ETV station in your area. The distribution system
should permit insertion of a program from any
classroom. The installation specification should
be approved. by the state ETV network engineer.
The ‘“head end” should permit insertion of video
tape recorded programs and audio signals from AM
and FM tuner. The system should include pro-
visions for possible building expansion.

Polaroid camera

35

Light board

Headliner
Copy camera
Offset press

mm view.

Diazo copier Audio duplicator*
Photocopier Reel-to-reel
Slide reproducer Cassette

Slide file

Mimeograph

Stencil cutter
Bulk tape eraser
Refrigerator for storing

chemicals and film




Card Catalog

Capacity estimate—1,000 cards per drawer—5 cards per item Width of section on centers ..........vvvnineeninn.n, 3
Drawers vv vt e tineneeennnsones in units of 15, 30, or 60 Tobles (variety of height)
Solid base preferred for 60-drawer units Carrels
Charge Desk Units geptgt Off t(iiESh ................................... %g’:
* * Gightofdesk .......c.cviiitiiiiiiiininrenen, e i
cook return Supboard Width Of esk ... vvvennensriisinisoneinrononiinns 36"
*Charging -~ Open shelf Tables
Corner display Rectangular
Depth ovvniiiiiiinnennnnnnns, et ieneen e, oo, 267 Height .vivieiiiiiineiiiiiiininnnnnnnnes 26" - 29"
Height v.vviiiivinieinnnenn.. Cerereaes e " Length ......ocvviiiiviiiiiinne, 60", 72%, 90", 120"
BT 11 T 30" - 36" R 1) 36"
Shelving Roupd : " .
Capacity estimates (no shelving over 2/3 full) ggg;]etter """"""""""""""""" gg,, :gg,,
Number of books per 3-foot when fuli: Square TTITTTTTreermrreereeeenees
Books of average SIZ@ iii it ii e teessssnns 21 q}l;ﬂl"eht 26" - 297
Reference boOKS ..vvvvvuvinenennnnernennsvnnnnns 18 L:;g fh e Brerees i
Periodical shelving 7 NEth e e e "
. Width ......... et et ittt ttenee e aaes 42
Depth of shelves, straight across .........oveevnsss 12" k i
Depth of shelves, slanting ..........o0vvnvunnn.n.. 16" Workroom Furniture
Depth of Shelves, StOr8BE ........ovoeerssnss. 12" - 157 Shelving )
Height of unit ......., seveeras e, 607, 72, 84 Height .......c.oooiiiiiiiin, 6 shelves or 80
Reference shelving Tables ) . )
Depth of shelves . ...vvveviniinirnnvnennnneennnn.s 12 Sitting height and standing height
Height of unit .......coivviviiiiniiinnnnnnen.n.. 42" ‘Other Furniture
Space between adjustable shelves ........00.... 14" - 16" Atlas stand N
Supplemental books Book_trucks (shelved; with descending platform)
Depth .ovvvviiiiii ittt iiiii e ve.. 87,107, 127 Catalog reference tables (standing height)
Height of unit .......iiviiiiiiierinnninnennnnns 5.7 Desk Newspaper rack
Height of counter section .......cvvvvinenrnnnennnns 42" Dictionary stands Periodical index table
. Q Space between adjustable shelves ............ 10" - 1014* Exhibit case Seating (lounge; study)
: EMC Thickness of shelf ............ e eereaes 13" - 16" File cabinets Swivel chairs (desk; high) _
23
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Standard library furniture from a reliable
manufacturer should be considered for
initial purchase. When facilities are
expanded, additional furniture of the
same style can be obtained, thus pre-
serving a unified, pleasing appearance.

Shelving {continved)




INDIVIDUAL _ - ;
¥ §TuDY spaces [
2 TEACHING MACHINE Ui

3 MICROFILM READER Ty

{GROUP OR
4 {§DIVIDUAL FILING)
ASSIGNED STORAGE

" 5 AND BOOK SPACE FIR
EIGHT STUDENTS

4

TAPES

6 NDIVIDUAL QUEST SPACES
7 AV FANEL

8 THO-QUEST SPACES

DESK TOP. STORAGE,
AND DIVIDER
COMPONENTS

PREVIEW AND {
10 PLANNING ROOM

11 MOVABLE CONTINUOUS .
TABLES

473 PROJECTION PLATFORM
B14 TV STORAGE

¥ 15 sTORAGE

16 STORAGE CABINET
17 WORK COUNTER

18 SMALL GROUP
CONFERENCE AREA

. 19 GLASSTO

R READING RODM
FILMS ARE NOT A PART OF USUAL SCHOOL SYSTEM. 4 . - 20 9RAPERY

21 FOLDING PARTITION

FILMSTRIPS IN CANS’CARTR]DES

22 READING CHAIRS

102148811,

. SMALL GROUP
23 STUDY TABLES
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D{SC RECORDS @

SLIDES

1 AUDIO TAPES W 3 L/4" X 4" SLIDES
2 DISC RECORDS 13 2" % 2" SLIDES
3 CASSETTES 12 SOUND FILMSTRIPS
& MM FILNS 13 STUDY PRINTS
: S GMM FILM CARTRIDGES 14 TRANSPARENCIES
;6 16N FILNS 45 UTILITY /EQUIPHE
¥ FILNSTRIP CARTRIDGES STORAGE BASE
g FILMSTRIPS {IN CANS) 16 TAPE

9 MICROFILNS 17 VIDEQ TAPE

OVERHEAD PROJECTOR
TRANSPARENCIES




An annual budget is necessary to maintain an up-to-date

collection of materials for the media center.

In general, ex-

penditures for non-print materials should equal those for

printed materials.

Capital outlay funds should be appropriaied

for an initial materials collection and for an initial equipment

inventory.

materials and equipment to reach each phase.

Materials

Equipment

Supplies

3 percent of the national
average for per pupil oper-
ational cost* as annual per
pupil expenditure to maintain
an up-to-date collection of
materials in the media cen-
ter, sufficient supplemental
Icapital outlay to reach Phase

Sufficient capital outlay will be necessary for

5 percent of the national
average for per pupil oper-
ational cost* as annual per
pupil expenditure to maintain
an up-to-date collection of
materials in the media cen-
ter; sufficient supplemental
capital outlay to reach Phase
I

6 percent of the national
average for per pupil oper-
ational cost* as annual per
pupil expenditure to maintain
an up-to-date collection of
materials in the media cen-
ter; sufficient supplemental
capital outlay to reach Phase
III

Sufficient yearly capital outlay to provide for reaching the equipment
goals of each phase; additional yearly capital outlays for replacement
of worn-out equipment and a provision for riaintenance of equip-
00 1= o 1

Sufficient yearly allocations to provide adequate quantities of print

and non-print supplies for operation of the media center

---------------------------

*The 1969-1970 national average expenditure per pupil in average
daily atizndance for elementary and secondary schools was $766,
as stated in Estimates of School Statistics, 1969-1970 (Research
Report 1969-R15), National Education Association, Washington,

D.C., 1969,
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Iowa Department of Public Instruction. Plan for Progress ... in
the Media Center, K-6. Des Moines, Towa: Publications Section,
Iowa Department of Public Instruction, 1969,

Joint Committee of the American Association of School Librarians
and the Department of Audiovisual Instruction, NEA., Standards
for School Media Programs. Chicago: American Library Associ-
ation; Washington, D.C.: National Education Association, 1969.
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Department -of Audiovisual Instruction. Educational Facilities with
New Media. Washington, D.C.: National Education Association,
-1966. '

Taylor, James L., and others. Library Facilities for Elementary
and Secondary Schools. (CE - 15050, Special Publication No. 10)
Washington, D.C.: U. S. Government Printing Office, 1966.
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Audiovisual Market Place: A Multimedia Guide. 2nd ed. New
York: R, R. Bowker Co., 1970,

Brown, James W., and others. A-V Instruction: Media and Methods,
ord ed. New York: McGraw-Hill, 1969.

Dale, Edgar. Audiovisual Methods in Teaching. New York . The
Dryden Press, 1969,

Erickson, Carlton W. Administering Instructlonal Media Programs.
New York Macmillan, 1969,

Mannino, Philip. ABC’s of Audio-Visual Equipment and the School
Projectionist’s Manual, 2nd ed. State College, Permsylvama'
The School Projectionists Club of America.

Meierhenry, Wesley C. (ed.) Media and Educational Innovation.
(In cooperation with the United States Office of Education under

Title VII, Part B) Lincoln,, Nebraska: University . of Nebraska-

Press, 1969
Morphet, Edgar L., Roe L. Johns, and Theodore L. Keller. Edu-
cational Organization and Administration: Concepts, Practices
and Issues. Englewood Cliffs, New Jersey: Prentice-Hall, 1967.;
Neagley, Ross L., N. Dean Evans, and Clarence Lynn, Jr. The School
Administrator and Learning Resources. ' Englewood Cliffs, New
Jersey: Prentice-Hall, 1969. ' s

97




Pearson, Neville P., and Lucius Butler. Instructional Materials
Centers, Selected Readings. Minneapolis, Minnesota: Burgess
Publishing Company, 1969.

Postlethwait, Samuel N., Joseph D. Novak, and Hallard T. Murray.
The Audio-Tutorial Approach to Learning, 2nd ed. Minneapolis,
Minnesota: Burgess Publishing Co., 1969.

Saunders, Helen E. The Modern School Library; Its Administration
as a Materials Center., Metuchen, New Jersey: Scarecrow Press,
1968. : ' . .

Wittich, Walter and Charles F. ‘Schuller. Audiovisual Materials:
Their Nature and Use, 4th ed. New York: Harpers, 1967.

American Library Association. Booklist and Subscription Books
Bulletin. Chicago: The Association. Twice a month, $10 per
year.

. Books for Elementary School Libraries. Chicago:
The Association, 1969..

— . Books for Jumor College Libraries. Chicago: The’
Association, 1970,

— . Scott, Marion, H.E.W. Periodicals for School Li-
braries. - Chicago: The Association, 1969. .

Selecting Materials -for School Libraries: Guide-

_lines and Selection Sources to Insure Quality Collections. Chicago:
The Association, 1967. Single copy free.

Carlsen, G. Robert, Books and the Teen-Age Reader. New York:
Harper. and Row, 1987. = -

Educational Media Council. Sources of Information on Educational
Media. OE-34024, Bulletin 1963, No. 2. Washington, D.C.: Super-
intendent of Documents, U, S. Government Printing Office, Wash-
ington, D.C, 20402, 20¢

4,000. Books for Secondary School Libraries.  New York: H. W.
Wilson Co., 1965 Annual Supplement.

George Peabody College for Teachers. Free and Inexpenswe Learn-
ing Materials. Nashville: George Peabody Coliege for Teachers.
Annual. ‘

JOnes, Milbrey L. Sources of Audiovisual Materials. © OE-35090,
U.'S. Government Prmtmg Office. 15¢.




Junior High School Library Catalog, 1st ed. New York: H. W.
Wilson Co., 1965 Annual Supplement.

National Audiovisual Education Board and the Department of Audio-
visual Instruction. National Tape Recording Catalog. Boulder,
Colorado: University of Colorado.

National Education Association. The Teachers Library, rev. ed.
Washington, D.C.: The Association, 1968.

National Information Center for Educational Media (Los Angeles).
Index to 8mm Educational Motion Cartridges. New York: R.R.
Bowker, 1969.

. |Index to Overhead Transparencies. New York: R,
R. Bowker, 1969. ' ) .

_ '+ . Index to 16mm Educational Films, 2nd ed. New
York: R. R. Bowker, 1967.

. Index to 35mm Educational Filmstrips, 2nd ed. New
~ York: R.R. Bowker, 1969,

Rufsvold, Margaret 1., and Carolyn Guss.” Guides to Newer Edu-
cational Media. Chicago: American Library Association, 1967,
Senior High School Library Catalog, 9th ed. New York: H. W.

Wilson Co., 1967. Annual Supplement.

Sheehy, Eugene P. - Guide to Reference Books, 8th ed. 2nd Supple-

ment, 1967-68. Chicago: American Library Association, 1970.

"~ Akers, S_usaﬁ Grey. Simple Library Cataloging, 5th ed. Chicago: -

American Library Association, 1969, .

Hopkins, Shirley. The Descriptive Cataloging of Library Materials,.

3rd ed. rev. & enl. San Jose, California: Claremont House, 1968,

Iowa Department of Public Instruction. Organization, Storage and
Distribution of Non-Book Material in the School Library Media
Center. Des Moines, Iowa: Department of Public Instruction, n. d.

National Education Association. Standards for Cataloging, Coding,
and Scheduling Educational Media. Washington, D.C.: = Depart-
ment of Audiovisual Instruction, NEA, 1968, ’ .

Westhuis, Judith Loveys, and Julie M. DeYoung.. Cataloging Manual
for Non-Book Materials in Learning Centers and School Libraries.
‘Ann Arbor, Michigan: Michigan Association of School Librarians.




Kemp, Jerrold H. Planning and Produ‘cing Audiovisual Materials. -
"San Francisco: Chandler Publishing Co., 1968.

Minor, Ed, and Roy-A. Frye. Techniques for Producing Visual
Instructional Media. New York: McGraw-Hill, 1970.
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American Libraries, American Library Association, 50 East Huron
Street, Chicago, Illinois 60611. Monthly, membership.

" Audiovisual Communications, Business Publications, Box 7336,

Philadelphia, Pennsylvania 19101. Bimonthly, $3.

Educational Media, EducationaAl Media, Inc., 1015 Florence Street,
Fort Worth, Texas 76102. Monthly, membership, or $10 per year.

Educational Scréen and AV Guide, 434 South Wabash Awvenue,
Chicago, Illinois 60605. Monthly, $6 per year.

Educational. Technology. 45€ Sylvan Avenue, Englewood New
Jersey 07632. Monthly, $18.

Educational Television, C. S. Tepfer Publishing Company, Inc., 140
Main -Street, Ridgefield, Connecticut 06877.. Monthly, $8.

Media and Methods, 134 North 13th Street, Phlladelphla Pennsyl-
vania 19107. Monthly, $5.

_Modern Media Teacher, George A. Br’laum, Publisher, 38 West Fifth

Street, Dayton, Ohio 45402. Bimonthly, five issues per year, $3.

School Libraries, American Association of School. Librarians, 50 East
Huron Street, Chicago, Illinois 60611. Membership.

School Library Journal, R. R. Bowker Company, 1180 Avenue of the
Americas, New York, New York 10036. Monthly, $7 per year.

Top of the News, American Library ‘Association, 50 East Huron
Street, Chicago, Illin_ois 60611. Quarterly, membership.

‘Wilson Library Bulletin, H. W. Wilson Company, 959 University -

Avenue, Bronx, New York 10452. ~Monthly, $8 per year.
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