l MARGARET A. BERRY, B.A., M.Ep. = PATRICIA S. MORRIS, B.A,, M.LS.

SKILLS ACTIVITIES PROGRAM
CRADES5-12 . .

s Subtopics?

For elementary/middle school librarians and
teachers, here’s a step-by-step program to
teach students how to use the library media
center effectively...including 176 reproducible
activity sheets to develop specific skills

THE CENTER FOR APPLIED RESEARCH IN EDUCATION




G
[ [ '/Jl‘ ] ] [
=t ;x%’
) D)V
:&L_:ﬂﬁ i '\l] L3 ur_ﬁo

A COMPLETE RESEARCH T
SKILLS ACTIVITIES PROGRAM | /"L
FOR GRADES 512 -

S

Smt YOI

Illustrated by J. Payne

= THE CENTER FOR APPLIED
= RESEARCH IN EDUCATION
== N&== Business & Professional Division

=8 West Nyack, New York 10995




© 1990 by
Margaret A. Berry and Patricia S. Morris

All rights reserved.

THE CENTER FOR APPLIED
RESEARCH IN EDUCATION
Business & Professional Division

A division of Simon & Schuster

West Nyack, New York 10995

Permission is given for individual teachers and librarians to repro-
duce the student activity pages and illustrations for classroom use.
Reproduction of these materials for an entire school system is
strictly forbidden.

100 9 87 65 432

Library of Congress Cataloging-in-Publication Data
Berry, Margaret A.

Stepping into research : a complete research skills activities
program for grades 5-12 / Margaret A. Berry, Patricia S. Morris ;
illustrated by J. Payne.

p. cm.

ISBN 0-87628-800-X

1. School libraries—Activity programs. 2. High schoollibraries—
Activity programs. 3. School children—Library orientation.

4. High school students—Library orientation. 5. Research—
Methodology—Study and teaching (Elementary) 6. Research—
Methodology—Study and teaching (Secondary) I. Morris, Patricia
S. II. Title.
7Z675.S3B473 1990 89-29997
CIP

ISBN 0-87k286-800-X



The authors wish to acknowledge the following companies for graciously permitting
replication of their items:

National Geographic Society for National Geographic Index ©1984; H. W. Wilson Company for
Current Biography and Abridged Readers’ Guide to Periodical Literature*; American Heritage for
American Heritage Cumulative Index and A Chronological Subject Guide to American Heritage; Ebsco
Subscription Services for Magazine Article Summaries; The World Almanac and Book of Facts for The
World Almanac and Book of Facts; World Book, Inc. for The World Book Encyclopedia; Grolier, Inc.
for Academic American Encyclopedia; Macmillan Publishing Company for Collier’s Encyclopedia; St.
Martin's Press for The Statesman’s Yearbook; George Philip Limited for Prentice Hall American World
Atlas;

Catalog cards and catalog format from Catalog Card Corporation of American, Creative Education,
Specialized Service and Supply Company, Demco, Inc.;

MicroMaps Software for the map graphics

*Pages 458 and 556 from the 1987 annual volume of Abridged Readers’ Guide to Periodical Literature
copyright ©1987, 1988 by The H. W. Wilson Company, New York. Reproduced by permission of the
publisher.

*Page 56 from the March 1989 issue of Abridged Readers’ Guide to Periodical Literature copyright
©1989 by The H. W. Wilson Company. Reproduced by permission of the publisher.

*Page 656 from Current Biography Yearbook 1986 copyright ©1986, 1987 by The H. W. Wilson
Company, New York. Reproduced by permission of the publisher.

THE WORLD ALMANAC AND BOOK OF FACTS, 1989 EDITION, ©Newspaper Enterprise
Association, Inc. 1988, New York, NY 10166.

i



)

S



ABOUT THE AUTHORS

Peg Berry, M. Ed. in Reading, is a study skills and reading teacher for the East Hanover, New
Jersey, school district. Her experience includes twenty years of teaching the middle school level, grades
six, seven, and eight. She has participated in program and curriculum development on both the school
and district level. Most recently, she has presented workshops at local colleges and Educational Media
Association of New Jersey conventions on the role of study skills and the reading teacher in fostering a

readiness for research in students.

Pat Morris, M. L. S., is a library media specialist for the East Hanover, New Jersey, school
district. Her experience includes teaching self-contained classes at the elementary level, as well as high
school English instruction plus twenty years of library media experience on the elementary, middle, and
high school levels. She participates regularly in program and curriculum development on both school
and district levels, and is currently a member of the Curriculum Research and Review Committee for
her district. A member of the Executive Board of the Educational Media Association of New Jersey,

she has been a presenter and a panelist at their conventions.



A~



ABOUT THE BOOK

The purpose of Stepping Into Research! A Complete Research Skills Activities
Program for Grades 5-12 is to develop a readiness for research in each student before he
or she begins to meet the written content demands of a research assignment. The book, as
a whole, can be used as a course of study or each individual topic might be infused into an
existing program. The book focuses on those steps which precede the written process with
the intention that with a thorough knowledge of each skill, the student will develop a
proficiency in library usage. It is hoped that the core of known materials from which the
students might choose will enlarge and that skills and materials not necessarily used at an
elementary school level will become commonplace. Through a thorough understanding of
the use of the card catalog, the catalog card, the library organizational systems, the varied
book and periodical indices, as well as a development of an awareness of library computer
opportunities, it is expected that skill development will provide a base that will foster
student success in middle school and junior high school and in the eventual high school
experience.

The book’s objectives are broad and its skill components are many. Its purpose is to
provide a continuum of skills necessary to achieve proficiency in the area of research. All
lessons contain interrelated student notes reinforced through a variety of over two hundred
skill sheets and extended activities. It presents the teacher or librarian with an overview of
the book through lesson goals and objectives, a skill checklist and teacher background
information. It offers a thorough accountability of knowledge on the part of the student
through a variety of testing experiences.

It contains a management system in the form of a skills’ checklist which corresponds
each lesson to the representative skills covered. The checklist also includes the skills
covered in the hands-on simulation experiences found in the book that deal with the card
catalog, the retrieval process and the varied nonfiction indices. Through manipulative
activities of the Retrieval Game, The Card Catalog Simulation, and the use of indices in the
area of multiple sources in the lesson titled, “Did You Know?,” students are presented with
various problems and exceptions to which they will be confronted during the research
experiences. Both the written and simulated activities and experiences provide the perfect
transition into the library setting giving the teacher or librarian the assurance that all of the
skills necessary to correctly use the library have been covered and that the exceptions that
might eventually pose problems in a library setting have been explained in detail.

The program, itself, can be used in either a classroom or a library setting by a library
media specialist, a reading teacher, a study skills teacher, or a classroom content area
teacher. Itis structured to foster open communication between the librarian and the content
area teacher to achieve the goal of increased student research ability among the student
population.

The book is easy to use. Although the media specialist has no need for concept
development, the study skills teacher, reading teacher, and content area teacher are not
required to research further than the program goals, objectives, student notes, teacher
background information to feel concept proficient to teach the lessons.

In all the book is comprehensive and proven. Itis one that is guaranteed to enhance the
research program of any school system.
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HOW TO USE THE BOOK
As indicated in illustration 2, the seven basic units of Stepping into Research! are:
A. The Media Center E. The Utilization of Sources
B. The Card Catalog F. The Library Future
C. The Four Organizational Systems G. The Aspects of Writing
D. Book and Information Retrieval

The seven units are also divided into a total of thirty lessons. Both the skills checklist and the table of contents illustrate
the interrelationship of all the lessons in terms of theory, practice, simulation, application and evaluation. [See illustration
#1] Also shown in the table of contents are the locations of the unit and final tests, all answer keys, the rapid study technique,
the glossary, the catalog simulation and index.

Each of the thirty lessons are comprised of the same basic format and each includes: lesson focus, teacher preparation
and background information, lesson concepts, objectives, vocabulary development, materials list, student paper activities,
extended activities, student notes with context questions. [See illustration #2]

Before beginning to use the book, it is important to understand the usefulness of the checklist, student notes, activity
types, simulation, rapid study technique and geographic awareness.

Checklist: The checklist of skills itemizes the skill areas covered in the program and is in lesson sequence. It can be used
as a means of monitoring class or individual student progress.

Student Notes: Each lesson provides a detailed explanation of concepts covered and is written in simple language for the
student. Its purpose is to provide background information.

Activity Types: Each lesson provides suggested written extended activities for enrichment as well as specific pencil/
paper activities for concept reinforcement.

Simulation: The simulation activities are meant to help the student to transition into library skillfulness. The student is
exposed to simulated library experiences which contain a variety of problems and exceptions which he/she might be
find during his or her years of schooling. There are three areas of simulation included:

The Card Catalog (Card Catalog Simulation)
Book Retrieval  (Retrieval Game)
Multiple Source Information Retrieval (Did You Know?)

Geographic Awareness: At the end of each unit, a unit activity sheet will detail application questions which will combine
both the unit concepts taught and information about the specific land region of the United States. The purpose of the
activities is two-fold: to practice the unit concepts and to reinforce a geographic awareness of the United States and its
territories and possessions.

Rapid Study Technique: The RST section of the book is in Appendix A. Over one hundred specific “bits” of information
are listed in a format that can be translated easily into a study aid or a game situation. By isolating many of the individual,
literal statements and allowing direct study, a frame of reference or foundation can be structured against which many
more complex activities might be advanced.

Inusing Stepping into Research!, itissuggested that the teacher or library media specialist follow a sequence:

1. Identify your group according to grade level and ability. (There is a range of activities for each unit.)

2. Identify the teaching time frame in terms of how often the group will be seen and if you will see them the following
cycle or the following year(s).

3. Review the book’s table of contents and skills checklist for an overview of the concepts presented in the book.

4. Outline your intended program keeping in mind that the book can be used as a sequential whole or in part as skills can

easily be infused into an existing program.
5. After completing a skills assessment, review one lesson to ascertain an understanding of the regular lesson format
contained in the book.

ix
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Checklist of Skills by Lesson Number

1 Recognizes library areas

1 Recognizes library materials

1 Understands classifications

1 Understands divisions of literature

2 Classifies, defines fiction types
2 Recognizes common fiction examples

_ 2 Understands definition, placement of legends,

fables, folktales

3 Understands nonfiction areas

3 Recognizes expertise

3 Recognizes importance of accuracy
3 Understands bias

4 Understands purpose of nonfiction, reference
4 Recognizes multiple formatsinreference collection
4 Understands relationship of library to researcher

5 Understands purpose of card catalog

5 Understands difference of authorized, unauthorized
biography

5 Identifies four library classifications

6 Recognizes purpose of card catalog
6 Understands use of card catalog
6 Differentiates basic card types

7 Recognizes and uses added entry card types
7 Recognizes and uses cross reference cards

8 Understands alphabetical organization in card
catalog

8 Understands chronological organization of card
catalog

9 Differentiates among card types

9 Recognizes parts in card types

9 Understands correspondence of card types to
research

10 Understands, differentiates four organizational
systems

10 Understands relationship chronological order to
country’s history

11 Recognizes, understands catalog card rule
exceptions

11 Understands rules of subject retrieval in card
catalog

12 Understands multiple subject cards for one book

12 Understands process, book selection in beginning
research

12 Understands process of generating keywords

12 Understands book placement on individual
shelving unit

12 Understands Dewey Decimal System

12 Understands catalog card information in book
retrieval

Xi

13 Understands Dewey Decimal System

13 Recognizes item placement in four library
classifications

13 Recognizes call number and book placement

14 Understands book placement of individual
classification
14 Understands rules of retrieval process

15 Recognizes similarities, differences in card type
15 Applies understandings of library classifications
15 Applies understandings of parts of catalog cards
15 Applies concepts of book retrieval process

16 Recognizes parts of a book for research process
16 Understands cross reference: see, see also
16 Understands punctuation in index

17 Understands encyclopedia set format

17 Understands encyclopedia volume format

17 Understands encyclopedia article format

17 Understands encyclopedia spine information
17 Understands encyclopedia organizations

18 Understands use of encyclopedia index

18 Understands relationship of index to article

18 Understands use of cross reference

18 Understands difference of see, see also

18 Understands article format, print size

18 Understands, identifies use of visual aids

18 Understands use of bibliography

18 Understands relationship encyclopedia toresearch

19 Understands purpose of almanac

19 Understands format of multiple indices

19 Understands use of index

19 Understands relationship of index to articles
19 Understands purpose of visual aids

20 Understands, utilizes format of atlas index

20 Understands, utilizes format of atlas legend, map
key

20 Understands, utilizes coordinates

20 Understands, utilizes map title as main idea or
focus

20 Understands importance of atlas to comparative
studies

21 Recognizes use, purpose of Readers’ Guide

21 Understands format Readers’ Guide Index

21 Understands format of index entry

21 Understands use, purpose of cross reference

21 Differentiates: see, see also

21 Understands relationship index entry to magazine
article

22 Understands use, purpose of American Heritage
Magazine

22 Understands use of multiple indices

22 Understands various formats of indices

22 Understands relationship index entry to magazine
article



Checklist of Skills by Lesson Number

23 Recognizes use, purpose of National Geographic
Magazine

23 Understands use, purpose of National Geographic
Index

23 Understands index format

23 Understands entry format

23 Understandsrelationship index entry to magazine
article

24 Understands purpose, use of Magazine Article
Summaries

24 Understands general format of MAS

24 Understands index format

24 Understands entry format

24 Understands purpose, use of article abstracts

24 Understands relationship index article abstract to
magazine article

25 Understands purpose of Statesman’s Yearbook
25 Understands use of table of contents

25 Understands, utilizes index

25 Understands relationship yearbook to atlas

26 Understands purpose of Current Biography
26 Understands format of and utilizes index

26 Understands purpose of introductory chapters
26 Understands, utilizes cumulative index

27 Understands advantages of multiple sources to
research

27 Understands purpose of multiple sources

27 Understands format, indices of multiple sources

27 Utilizes indices, table of contents

27 Understands correspondence of text to index

27 Understands table of contents as overview of
topics

27 Understands introductory materials as
instructions for use

27 Understands appendices as supportive materials

27 Understands text as information component in
book

27 Understands title as main idea, focus of book

28 Understands purpose of CD ROM

28 Understands definition of CD ROM

28 Understands correspondence of CD ROM to
research

28 Understands CD ROM's workstation
components

28 Understands CD ROM's informational output
capacities

28 Understands CD ROM's limitations

28 Understands CD ROM as search strategy

28 Understands definition, purpose of union catalog

28 Understands correspondence of union catalog to
research

28 Understands union catalog's workstation
components

28 Understands union catalog'sinformational output
capacities

28 Understands union catalog's limitations

28 Understands union catalog as search strategy

Xil

29 Understands purpose of on-line

29 Understands definition of on-line

29 Understands on-line as search strategy

29 Understands correspondence of on-line toresearch

29 Understands on-line's workstation components

29 Understands on-line's informational output
capacity

30 Understands purpose of research paper

30 Understands format of research paper

30 Understands research paper's organizational
requirements

30 Recognizes availability of multiple sources

30 Utilizes search strategies

30 Understands notetaking in research

30 Understands outlining in research
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LIBRARY (

Unit I The Media Center and What’s In It

Lesson 1 General Overview of the Media Center

Lessons 2-5  Criteria of Different Types of Literature
Fiction
Nonfiction
Reference
Biography

Unit Activity Know Your Country: Northeastern United States




LESSON

[t

The Media Center and What's In It

FOCUS

In this lesson, the students will understand the areas of his/her own library and that these areas
generalize to all libraries.

TEACHER PREPARATION
1. Review the following information:

a. General overview of the entire course; see Skill Checklist.

b. Use of the optional student activity workbook.

c. Classroom-based activities and Media Center activities.
2. Before working on this lesson, a tour of the library is necessary along with a definition of research.
Be sure to explain the information explosion and its implication for the student.
3. Review current placement of materials in your library and physical location.
4. Each year reacquaint the students with the library---don't take for granted that they know.
5. Have students walk to areas as located: reference, fiction, nonfiction, biography, periodicals, etc.
Explain why an IMC is so important in a school.
6. Student notebooks can be made in full by duplicating all activity sheets for all applicable lessons.
Students may therefore take notes on lessons involved.
7. Read through the student activities in Lesson 1 to organize your discussion of what the students
need to know.
8. Complete the activity sheets; check your answers, develop all variables and all possible answers
according to your school and local library; keep them handy for class reference.
9. If students do not have their own workbook, prepare copies of the activity sheets so that students
can work in groups or individually. Have answer keys prepared, if you want them to check their own
work.
10. It is important for the student to know the four library classifications. Have ready examples of
each classification. In-depth coverage of each will be in the following lessons.

BACKGROUND INFORMATION

1. The need for thorough preparation cannot be overemphasized especially for areas of your media
center which might be different than what is described in the text.

2. We use the word literature to mean all works that are written. Since we are a "literate"
society, we can break down that large grouping of all written works into those writings which are true:
nonfiction, and those that are not true: fiction. When you elicit from the students what broad
categories are in the library, they will usually give you answers like "information" and "stories."

Examples:
Fiction:  Dragonwings; Watership Down
Nonfiction: Grasslands and Tundra; The Viking World
Reference: World Book Encyclopedia; Dictionary of American Biography
Biography: Brian's Song; Benjamin Franklin

© 1990 by Margaret A. Berry and Patricia S. Morris
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3. The areas of the library include: the nonfiction section, the reference section, the biography
section, the fiction section, the vertical file, the picture file, Reader's Guide, American Heritage, card
catalog, periodical room, record bin, microform, newspapers, magazine rack, encyclopedias, atlases,
dictionaries, study carrels, check-out desk or circulation desk, and the library media specialist.

4. The various media include: books, records, films, filmstrips, sound filmstrips, slides, film
loops, transparencies, picture files, kits, tapes, newspapers, periodicals, vertical file, video tapes, video
discs, compact discs, computer software.

5. CRITERIA is a good word for students to know, understand and use. After making sure that
they know "criteria" is plural and "criterion” is singular, give them the definition that it is a rule, or
standard, for making a judgment, test.

CONCEPTS
« Recognition of the various areas and materials in the media center or library.
« Recognition and use of the various media located in the media center.
» Recognition of the divisions of literature.
» Recognition of the library classifications.

VOCABULARY
proficient concept technique enhance retrieval confronted familiarize criteria

OBJECTIVES

The student will:

Understand the areas of his/her own library and that these areas generalize to all libraries.

Be able to locate the many and varied areas of the media center.

Identify the various media found in the media center.

Understand that literature is divided into two main headings of fiction and nonfiction.

. Understand that fiction is fabricated either as a whole or in part and that nonfiction is based totally
on fact.

DB W

MATERIALS NEEDED
Activity Sheets 1-a through 1-d and 1-b through 1-d in optional student workbook.

ACTIVITIES

1. Read through and briefly discuss the material in the first two activity sheets.

2. Indicate the items in the library tour before guiding the students on an actual tour. Discussion
of each item is best done in the library. .

3. You may use the context questions indicated by the Stop sign as overt active participation in
class or as homework assignments.

EXTENDED ACTIVITY

Let students find one-paragraph excerpts from common examples of fiction and nonfiction to
share or to quiz classmates on whether it sounds like fiction or nonfiction. Start them with their social
studies text for nonfiction and some really descriptive fiction, perhaps fantasy, for the fiction, perhaps
Charlotte’s Web. Real contrast is needed to make this work.



Name Activity 1-a
Date

The Media Center and What's In It

The main purpose of Stepping into Research! is for you to acquire the
necessary skills to become proficient in the area of information retrieval. It is hoped
that this skill development will, in turn, support a lifetime of continuous learning in a
world experiencing an information explosion. The building of a thorou gh
understanding of the concepts directly related to research in terms of the card catalog,
information retrieval, the catalog card, and the organizational shelving systems as used
in most libraries is the basis of this program.

The library or I. M. C. (Instructional Media Center) is the heart or hub of every
school. It is the place to which you go to find answers to questions or to locate specific
information on a variety of subjects. To obtain the most from any library, it is very
important that you possess a general understanding of the basic organizational patterns
which can be found in any library.

The Classifications

Upon entering any IMC, you are confronted with thousands of books. At first,
finding a specific book may seem to be an almost impossible task. But, if you are
knowledgeable in the simple, general organizational techniques or patterns used by the

librarian in the placement of books, retrieval of a specific item can be accomplished
easily.

Let's start at the very basis of library understanding. Together, all of the books in
the library can be grouped as LITERATURE: WRITTEN WORKS. Each book of the
grouping, literature, has been written by an author to either fulfill a general purpose of

entertainment known as fiction, or for a purpose of supplying factual information
known as nonfiction.

LITERATURE

/\

Fiction Nonfiction

© 1990 by Margaret A. Berry and Patricia S. Morris
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Name Activity 1-a, cont.
Date

By recognizing the purpose for which each book has been written, the librarian, or
library media specialist, is able to classify the books in the library into four basic
sections. This is done by following the generally accepted criteria which describes each
classification:

1.) Fiction
2.) Nonfiction
3.) Reference

4.) Biography

T of M

It is important that you familiarize yourself with not only the four general
classifications of fiction, nonfiction, reference, and biography, but also the location of
the variety of media and instructional aids offered to enhance information retrieval. A
listing of some of the instructional aids would include: nonfiction records, films,
filmstrips, sound filmstrips, slides, film loops, transparencies, picture files, kits, tapes,
newspaper, periodicals, vertical files, video discs, CD'S and computer software.

Tour the Library
It is equally important that you be able to locate all the general sections in the IMC.

Listed below are those areas found in all libraries. Knowledge of the use of these is
important to you as a student researcher.

Locate in the IMC:

1. Sections:
a. Nonfiction
b. Reference
c. Biography
d. Fiction

2. Vertical file

3. Picture file
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11.

12.

13.

14.

15.

16.

17.

Dictionaries

. Atlases

Study carrels
Check out Desk or Circulation Desk

Readers' Guide

. Encyclopedias

. American Heritage
Card catalog
Magazine rack
Newspapers
Periodical room
Microfilm

Record bin

Library Media Specialist

Activity 1-a, cont.

© 1990 by Margaret A. Berry and Patricia S. Morris

1. List the four library classifications.

2. List some of the instructional media that might be found in the
IMC other than book format.

3. List the two main divisions of literature and define each.

4. Why is it important to be familiar with the areas and materials in
the IMC?
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Name

Date

Activity 1-b

The Library Tour Checklist

DIRECTIONS:

Indicate your basic understanding of the various areas of the library by completing

the chart.

DO YOU KNOW THE LOCATION OF THE FOLLOWING AREAS OR MATERIALS?

AREA/MATERIAL LOCATION

YES NO

1. Nonfiction section

2. Fiction section

3. Reference section

4. Biography section

5. Vertical file

| 6. Picture file

7. Dictionaries

L8._Atlases

9. Study carrels

10. Circulation desk

11. Readers' Guide

12. Encyclopedias

13. American Heritage

14. Card catalog

15. Magazine rack

16. Newspapers

17. Periodical room

18. Microfilm

19. Record Bin

20. Electronic Encyclopedia

21. Electronic Catalog

22. On-line computer terminal

23. Library Media Specialist




Name
Date

Activity 1-c

THE LIBRARY TOUR

DIRECTIONS:

Change the drawing to represent the shape of your library. Indicate the entry door,
any windows and the circulation desk. Then, place the corresponding numbers of the
general areas until you have completely mapped the library. Include the following and

add others that are special to your library.

1. Nonfiction section 11.
2. Fiction section 12.
3. Reference section 13
4. Biography section 14.
5. Vertical file 15.
6. Picture file 16.
7. Dictionaries 17
8. Atlases 18.
9. Study carrels 19.
10. Circulation Desk 20.

Readers' Guide
Encyclopedias

. American Heritage

Card catalog
Magazine rack
Newspapers

. Periodical room

Microfilm
Record bin
Library Media Specialist
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Name

Date

Activity 1-d

INFORMATIONAL SOURCES

DIRECTIONS:

Briefly describe each format as a source of information. Explain how each might

enhance the research process.

SOURCE

DESCRIPTION A

ND LIBRARY LOCATION

1. book

._cassette

. computer software

. film loops

. globes

. kits

. magazines

2
3
4
5. filmstrips
6
7
8
9

. map collections

10. microfilm

11. models

12. newspapers

13. pamphlets

14. picture file/study print

15. record

-16. slides

17. transparencies

18. vertical file

19. videotapes




LESSON

o

riteria of Different T f Literatur
Fiction

FOCUS

This lesson will focus on the types of fiction, examples of the different types, and shelf placement
for legends, folktales, and fables.

TEACHER PREPARATION

1. Review the various titles as presented in the background information and the student activity sheets.
2. Read through the student activities. Complete the activity sheets. Check your answers and keep
the sheets for reference during class.

3. Check your school and local library for placement of legends, fables, and folktales. It is possible
that some will be shelved in the Easy section, or possibly, in the jFic section. Be sure to inform your
students where the various items are.

BACKGROUND INFORMATION

1. Historical fiction can be used quite well in the social studies area for giving the flavor of a time
period. Social Education, The Journal for the National Council of Social Studies, occasionally has
teaching lessons on using historical fiction. The Random House/Miller-Brody sound filmstrip:
James Lincoln Collier and Christopher Collier, a part of the Meet the Newbery author series, does a
credible job not only of describing the collaboration process but of showing the research that goes into
writing historical fiction. More examples: Roll of Thunder, Hear My Cry; The Slave Dancer; Sing
Down the Moon; The Candle and the Mirror; Cave of Moving Shadows.

2. Modern Realistic Fiction, like The Outsiders and Summer of the Swans, is unusually well
accepted by students. American Guidance Service, Inc., Circle Pines, Minnesota 55014, publishes
The Bookfinder, which is a guide to children's literature about the needs and problems of youth aged 2-
15. It contains many examples of modern realistic fiction grouped under subject headings applicable to
kids and their lives: self esteem, siblings, loyalty. More examples: With Westie and the Tin Man;
A Taste of Blackberries; Deathwatch; Just Dial a Number; Keeping It Secret; The Late Great Me;
One Fat Summer; Revenge of the Nerd; Cracker Jackson; The Solitary.

3. Science Fiction. unfortunately, is not well-liked by some students. Others border on being
obsessive about it. Science fiction can stretch the imagination. The White Mountains and A
Wrinkle in Time, both of which begin trilogies, are usually accepted. The Encyclopedia of Science
Fiction and Fantasy is one example of a reference book in science fiction that you might be able to
use with your students. Borrow it from another library if yours doesn't have it. More examples:
Missing Persons League; The Star Beast; Fantastic Voyage; Z is for Zachariah; 2010; Stranger in a
Strange Land; Star Wars.

4. Fantasy requires the willing suspension of disbelief. Share with the students some really good
examples: Konrad; Dogsong; The Ice Bear; The Search for Delicious; Greenwitch; Silver on the
Tree; Dragonsong; Tuck Everlasting; The Dark is Rising; The Gammage Cup.

5. You can ask students if any have ever read any of the titles. You could see if the IMC has any in
audiovisual format, and show them to the students or let the students view them in the IMC. The IMC
might also have a sound filmstrip series by Guidance Associates, White Plains, NY, that is called
Getting Hooked On . . . Specific titles include Getting Hooked on Historical Fiction, Getting
Hooked on Science Fiction, plus others.
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6. If an interest is shown, you might permit students to make one list of other examples that they
had read and couldn't categorize and let them check with the library media specialist and report back to
class.

7. Probably by this point your students will have told you that fiction is shelved separately with F or
FIC and apart from the nonfiction which has a number on it. They will also probably/\ know that the
number is called the Dewey Decimal System. Their question will be, "How can there be fiction in the
nonfiction?" Although there is an in-depth discussion of the Dewey System, let your students know
that Melvil Dewey classified everything within his ten category system, fiction and biography included.
We, the library community, have taken things out. Folklore (398) and folk literature (398.2) are in the
social sciences class which is about all the ways that people interact: culturally, economically, legally,
and illegally. Folklore is not that far, Dewey speaking, from cannibalism (394), or games (394), just
another social custom.

8. If you want to pursue the topic of fables, legends, and fairy tales with your students, two books
should be of interest: Bruno Bettelheim's The Uses of Enchantment and Francelia Butler's Sharing
Literature with Children which has many examples of myths, folktales, folksongs, and fables grouped
around themes.

9. Mythology (292, Greek or Roman) or Viking gods and heroes (293.13) would be in the Dewey
classification for "other religions and comparative religions." The 800 section, Literature, was, for
Dewey, to be classified according to the language of composition with English fiction in 823 and
German fiction in 833 and French in 843, and so on. But most libraries will classify all fiction in F or
FIC separately and put foreign language works in the 800's. Study texts of novels and critical
appraisals of literary works and retrospective compilations of single authors are all in the 800's. Your
students can check the 800's in the IMC to see what they find.

CONCEPTS

» Recognition of the types of fiction.

« Recognition of popular examples of the different types.

« Recognition of the shelf placement of legends, folktales, and fables.
VOCABULARY

sequence partial plot plausible technological advances
OBJECTIVES

The student will understand:

1. That the areas of fiction are historical, modem realistic, science, and fantasy.

2. That historical fiction has a time and place setting based in the past.

3. That modern realistic fiction has a time and place setting in the present.

4. That science fiction is based on current technological advances as projected into the
future.

5. That fantasy goes beyond the laws of nature as currently accepted.

6. And recognize popular examples of historical fiction, modern realistic fiction,
science fiction, and fantasy.

7. That legends, fables, and folktales are not shelved as fiction but according to the
content part of each type as it supported the thinking of the time in which each story
was originally communicated.

MATERIALS NEEDED
Activity Sheets 2-a through 2-e and 2-b through 2-¢ in the optional student workbook.

ACTIVITIES

1. Read through and discuss the material in the first activity sheet using the Background Information.
2. You may use the context questions indicated by the Stop Sign as in-class activity or homework.
3. You may use any of the filmstrips indicated in Background Information.

11



EXTENDED ACTIVITIES
1.  To recognize and differentiate four types of fiction by taking one set of characters and one basic
plot, wrap them around in different ways to make examples of all four types of fiction.
Examples: Samantha, 12 years old; Samuel, 13 years old
Typical behavior at meal time.
A. Historical Fiction: Samantha and Samuel are at supper with family outside of
Conestoga wagon on trail west. Father keeping watch while mother feeds family.
B. Modern realistic: Sami is setting the table and Sammy has started to prepare the
meal for their divorced mother, who has not yet come home from work.
C. Science Fiction: SAM A AND SAM y are overage robotic kitchen servants.

SAM 4 is setting dining furniture into multiphased room. SAM yj is programmed
to move food from freezer to microwave.

D. Fantasy: Sam1 and Sam 2 are two statues in the IMC that come alive after the
librarian goes home. Tonight they are dining from the Encyclopedia of Cooking.
2. Have the students draw scenes from the science fiction.
3. Use the following Venn Diagram to explain the intersecting set of legends, fables, folktales, and
myths:

Fable
Folktale
Legend

Myth

4. Underneath the Venn Diagram, chart the titles of legends, myths, etc., that the students have read.
Be sure to include the ones from the basal reader or literature book that the students are using in class.
5: For a class representation of Activity 2-b, use the following for a bulletin board that is updated
weekly:

Science Fiction Historical Fiction

Modern Realistic Fiction
Fantasy

6. Teaching theme development is not always easy. Use the following chart on a bulletin board or on
a transparency with an on-going listing of themes. Take five minutes at the beginning of every class
to add to the chart. Make sure you add themes.

THEMES
§urvival Friendship __Death Spiritual Triumph Sibling Bonds ___Courage Quest

12
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Name Activity 2-a
Date

Fiction

Fiction is written for entertainment value. It provides information or plot sequence
that is either totally or partially make-believe. Under this classification, there are at least
four different types of books. It is easy to tell them apart by recognizing the time
setting and determining believability, that is to say that the plot could actually have
happened. If this is the case and the time/place setting is in the past, the type is 1.)
historical fiction. If the time setting is in the present, the type is 2.) modern realistic
fiction. If the focus concerns the future and is based on knowledge of current
technological advances and the plot is plausible, the type is 3.) science fiction. When a
writer breaks through the basic laws of nature as currently accepted, the type is 4.)
fantasy.

Popular examples of each are as follows:
1.) Historical fiction: Johnny Tremain, Ivanhoe, Ghost Fox, The Master Puppeteer,
My Brother Sam is Dead.
2.) Modern Realistic Fiction: Ramona, Homecoming, Dicey's Song, The Great Gilly
Hopkins, Friends Till the End, The Bumblebee Flies Anyway.
3.) Science Fiction: Children of the Dust, Star Trek, Dune, Stranger in a Strange
Land, The White Mountains.
4.) Fantasy: Wizard of Earth-Sea, Star Ka'at, The Dog Days of Arthur Cane, Below
the Root, The Hobbit, The Blue Sword.

The library also houses other types of literature known as legends, fables, and
folktales which are placed by the library media specialist in the nonfiction 300 section
rather than as a part of fiction. This is because the contents of the books support a
basic understanding of the thinking of the people living at the time in which they were
written or were popular. The myths, another area covered in literature, are placed in the
library in the non-fiction 200's section because to the ancient people of Greece, Rome,
and other countries, mythology served as a religion. The 800's section will also
contain works of fiction.

1. Explain the differences and similarities among historical fiction, modern realistic
fiction, and science fiction.

2. What is fantasy?

3. Give at least two examples of each of the fiction types.

4. Why would legends, fables, and folktales be placed in the 300's section rather than
the fiction section of the IMC?

5. Why are myths placed in the 200's section?

13



Name Activity 2-b
Date

Four Basic Types of Fiction

DIRECTIONS:

Your teacher has a listing of examples of the four basic types of fiction. Select one
from each area of fantasy, science fiction, historical fiction, and modern realistic
fiction. Write your choices under the appropriate heading below. Then recopy those
same choices onto the "contract" at the bottom of the page. Turn the bottom portion of
the sheet into the librarian, and keep the rest in the assignment section of your
notebook.

Modern realistic fiction:

Science fiction:

Historical fiction:

Fantasy:

Modern realistic fiction:
Science fiction:
Historical fiction:
Fantasy:

Your name
I promise to read all four books as listed above during the current school year.

(signature of student) (signature of teacher) (signature of librarian)

14
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Name Activity 2-c
Date

FICTION TYPES IN SHORT PARAGRAPHS

DIRECTIONS:

Select one theme/topic/idea/concept/item and use this as the title or main idea of four
short compositions. Each composition will consist of between two to four paragraphs.
Each composition will depict one type of fiction: modern realistic, science, historical,
fantasy. Through this written experience, show knowledge of the differences among
the four basic types of fiction. TOPIC:

MODERN REALISTIC FICTION:

SCIENCE FICTION:

HISTORICAL FICTION:

FANTASY:

15



Name Activity 2-d
Date

TIME LINE FOR HISTORICAL FICTION

DIRECTIONS:

At the top of the vertical line, put the beginning date in your story; at the bottom,
place the ending date. Divide the rest of the line in even increments. Place the
significant happenings in the right order at the appropriate place on the line. On the left
side of the line, place all fictional occurrences. On the right side of the line, place all
factual occurrences.

FICTION Beginning Date FACT

Ending Date
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Name Activity 2-e
Date

FICTION SHELVED WITH NONFICTION

DIRECTIONS:

Listed below are four areas of fiction that are not shelved with the other fiction
books, but are shelved in the nonfiction area. Fill in the chart below by giving the
reasons for the change in shelving and common examples of each. Be sure to use the
card catalog to help locate the examples.

Fiction TzEes Reasons for Shelf Placement Common Examples

1. Legends

2. Fables

_ J S
3. Folktales
; _ |
4. Myths

17



LESSON i 3

riteria of Different T i I
nfiction; Expertise/Bi
FOCUS
This lesson focuses on nonfiction and its companions: expertise and bias.

TEACHER PREPARATION

1. Review the activity sheets.

2. Since no specific nonfiction titles are listed, you may pull some books on the same social studies
topic on which the students are working and discuss expertise and bias with your selections.

3. Check with the media specialist in your school and the reference librarian at the local public library
and the local college library to see if they have a policy for determining expertise.

BACKGROUND INFORMATION

1. Looking for bias and understanding bias must be taught. Visually, a see-saw with fulcrum in the
middle shows balance. Let the students fill in two columns of good and bad about subjects near and
dear to them: teen music, candy, ice cream, teen fashion, etc. Then show by transferring one column,
either the good or the bad, to one side of the see-saw that the result is unbalanced. It weighs the see-
saw to one side. The second visual is a square of material. By pulling on opposing corners you can
concretely demonstrate bias and distortion. By indulging in bias, the writer distorts the whole. Bias is
sometimes expected: China Reconstructs, a magazine published by the Republic of China. Or take
writings from both the English and American points of view on the American Revolution. The
teaching of persuasion and propaganda is handled admirably in some basal reading series and even better
in some kits devoted to just that. You can reinforce by explaining how some magazine advertissments
use endorsements and repetition. Show students the handbook on Stereotypes, Distortions and
Omissions in U. §S. History Textbooks, published 1977, by The Council on Interracial Books for
Children, 1841 Broadway, NY, NY 10023. Draw out the fact that bias is subtle. Portraying one
group of people in subservient, passive roles will lead to negative assumptions about that group.
The portrayal might be in words, or in pictures, or in both.

2. Nonfiction so often becomes the stepchild in reading. Share some nonfiction with the students
that doesn't relate at all to any current assignment; or share some brand new nonfiction and discuss
why the author wrote it, why it was published, and why it was purchased. You might need to get
some help from the selector of the material before this discussion takes place.

3. Determining expertise can sometimes be thoroughly intimidating to an adult, let alone a young

person, but since this is the age to question adults, examining an author's credentials provides a
legitimate outlet.

4. You can share with students any material that uses footnotes or endnotes and bibliographies: their
own texts, college texts, journal articles, or even papers or theses that you have written.

5. You can show them, using books on the same topic, that sometimes the same author is quoted or

cited in several books. You, no doubt, found this out when you started writing your own research
papers.

18
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6. Encyclopedia articles are usually written by people with some expertise in the field and
bibliographies are usually included. Check the same topic in several encyclopedias, taking care to limit
your topic. See if the students can find the same source cited more than once. Check the references of
the authors of the articles. The library media specialist or the selector of reference material might have
a professional selection tool that you could share with students to show that expertise is considered
valuable: Recommended Reference Books, published by Libraries Unlimited; or RQ, Reference
Quarterly.

CONCEPTS
* Recognition of nonfiction as a section in the IMC.
» Recognition of the importance of understanding expertise.
* Recognition that some nonfiction writings will present a bias.

VOCABULARY
footnote sway consumer views issue subtle propaganda technique

OBJECTIVES

The student will understand:
1. That nonfiction is based totally on fact.
2. That it is important to determine a process to check author expertise to ensure accuracy of
information when researching.
3. Using an index of experts to develop a list of sources or to determine the credibility of an author's
sources.
4. That information as presented in print form is not automatically accurate and that author bias
might be present.
5. That an author might show bias for or against a subject in very subtle ways.

MATERIALS NEEDED
Activity Sheets 3-a through 3-c and 3-b through 3-c in the optional student workbook.

ACTIVITIES
1. Read through and briefly discuss the material in the activity sheets.
2. Discuss the items in the Background Information.

EXTENDED ACTIVITIES

1. Bias: Introduce propaganda techniques: band wagon, loaded words, testimonial, name-calling,
glittering generalities, transfer, plain folks, card-stacking, repetition. After some preliminary work
with these, assign students to underline words that affected their thinking in any article in a current
newspaper, paying attention to descriptions of persons involved, actions taken, and/or corporate or
government entities involved. Permit the student to find the same current topic in two different
newspapers plus two different news magazines. See if bias for or against can be detected.

2.  Students can make booklets with visual representations of bias. Remember, sometimes it is
subtle.

3. If there are any old textbooks in the school or district, let the students examine them for bias,
misrepresentation, subtle forms of discrimination, under-representation of minorities or women, not
only in illustrations but also in the text. Lead discussions on the consequences of the continuing use
of such materials.

4. Lead a discussion on what makes an expert an expert.
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Name Activity 3-a
Date

nfiction; Experti i

Nonfiction involves totally factually based information concerning many subjects.
It offers an in-depth factual study of general and specific topics by authors who are
considered experts in the field in which they are writing.

Expertise

It is important to check an author's credentials or expertise in his/her field when
using his/her books as a basis of a report to determine the accuracy of the information.
You might accomplish this by possibly examining those people the author used as
sources through his footnotes or his bibliography. In some libraries, there might be a
reference book that would provide the names of persons considered to be expert in the
specific fields. A book with information of this sort can be used by the researcher in
two ways.

The first way of use would be to list the names of experts in a field and then go to
the card catalog to see if the library has any books by these authors. But, cards for
these authors might not be found because many experts write on a reading level that
would be too difficult for most middle school students.

Instead, another writer might have reexplained the ideas of the experts in language
that is easier to understand and in so doing referenced their names and books as sources
in footnotes and bibliographies. This suggests the second use of the list that you
created and that would be to check out a writer's original sources and see if they are
considered experts in the field.

Bias

Bias, prejudice for or against a subject, should also be your concern when
researching for a report. Not every book automatically presents both sides to a
question. Many authors write books to present a point of view and that becomes their
theme. It is important to have a balanced presentation in a report. It is correct to use
books presenting opposing views on a subject as long as both sides of the issue are
revealed.

Sometimes, though, you do not readily recognize an author's bias because it is not
clearly stated. It is just as important to be a good consumer of ideas in book form as it
is to be an educated consumer at the supermarket or the clothes store. It is important to
keep in mind that just because something is in print or is stated, it isn't automatically
true. Students are taught at an early age to recognize the propaganda techniques used in
commercials or advertisements and not to be swayed to buy a product on the basis of
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Name Activity 3-a
Date

Nonfiction, continued

them. It is equally important to recognize the emotional words or techniques that are
used by some authors to sway you as a reader. If you, after having finished reading a
book, realize a change in your own original attitude toward a subject, an idea, or a
person, it might mean that the author's point of view has entered into your awareness.
It would prove helpful at this point for you to take the time and try to sort out the
possible mode or method by which the author effected this change. In other words, did
the author use emotional words to cause inner anger in you or sorrow for the subject?
Was there an unbalanced presentation of negative or positive aspects of a subject? Did
the author repeat his point of view so often that you began to accept it due to sheer
repetition? Did the author cause you to feel you were alone in your acceptance or
rejection of an idea, that you held the only opposing view? Did the author namedrop,
in that by idea association with a well-known person infers a correct position in the
author's thinking? Bias is often subtle. Good consumers of ideas learn to sort the
propaganda techniques from the facts.

6. Why is it important to check the credentials of the authors (or possibly their sources)
who are writing in the nonfiction, reference, or biography section of the IMC?

7. In what way might a student check an author's expertise in a field?

8. What is bias?

9. How might a student detect bias in an author's writings?
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Name Activity 3-b
Date

FICTION/NONFICTION

DIRECTIONS:

Show the difference between fiction and nonfiction through the writing of two
separate stories (approximately 2-3 paragraphs each). Select a topic/title such as The
Chair. Through the use of language, show your knowledge of the difference between
fiction and nonfiction.

FICTION: The Chair

NONFICTION: The Chair

22
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Name

Date

DIRECTIONS:
Write a commercial for a favorite or a fictional product or service. Underline words

WRITING COMMERCIALS

Activity 3-c

of persuasion. Create an illustration to accompany your commercial.
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LESSON 4

Criteria of Different Types of Literature
Reference

FOCUS
The student will learn all about the reference collection and why a book would be considered
reference.

TEACHER PREPARATION

1. Review the information in the student activities.

2. Review the titles in the Background Information.

3. From your school library, pull some of those titles and/or other reference books in order to discuss
with the class why those particular books are in reference.

4. It is important for students to understand why a limited circulation on reference books is imposed.
5. If CD-ROM and on-line accessing of reference material is available, demonstrate it and compare the
currency of information in each medium.

BACKGROUND INFORMATION

1. Common examples of books that are strictly reference would be a general encyclopedia such as
World Book or the Academic American Encyclopedia and an atlas such as the National Geographic
Atlas of the World or The Rand McNally Great Geographical Atlas. Both the encyclopedias and the
atlases cover broad areas of information. Those and specific topical encyclopedias such as Van
Nostrand's Scientific Encyclopedia are usually overwhelming physically and prohibitively taxing to
carry around for five minutes reading in the park or ten on the bus.

2. Some examples of books that might be found either in the reference section or in the nonfiction
section are collections of poetry or specific science books.

3. More complex reference materials that are either on a higher reading level or contain broader
information or are more highly specialized need to be introduced so that students will know that they
exist and could be used at a later date. Examples: Encyclopedia Britannica, Oxford English
Dictionary, Unabridged Reader's Guide, specialized indices such as Library Literature, Social
Sciences, Education Index, ERIC, plus The New York Times on microfilm, Grove's Dictionary of
Music and Musicians, Contemporary Authors, Great Books of the Western World.

4. Local histories of town, county and state might be a special collection in either or both school and
public libraries. A field trip to the public library, local or county, will show how information needs
of all sectors can be met. While there, show the students some specialized reference aids such as
Moody’s, Ulrich’s, or a local union list of periodicals. Explain their function and use.

CONCEPTS
* Recognition of the different purposes for nonfiction and reference.
« Recognition of the various materials contained in the reference collection.
* Recognition of value of the public library as a source for the researcher.

24
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VOCABULARY
collection confronted interfiled exposed discretion extensive

OBJECTIVES

The student will understand:
1. That the library reference collection may be housed separately or as part of the nonfiction collection
at the discretion of the library media specialist.
2. That the selection of the reference collection is based on curriculum demands and student/patron
needs.
3. That a topic as covered in a book in the reference collection will most likely be less detailed than as
covered in a book in the nonfiction section, which, in turn, would present a more in-depth study.
4. That the public library offers information which is useful to the student in research.

MATERIALS NEEDED
Activity Sheets 4-a through 4-c and 4-b through 4-c in the optional student workbook.

ACTIVITIES

1. Read through and discuss the material focusing on the purposes of the reference section as
compared to the nonfiction section.

2. Discuss any special collections that you know to exist either in your library or in libraries in
surrounding areas.

3. Tour the reference area in your library, in the public library, and in the county and/or college
library.

4. Ascertain if the students need cards to use the libraries and if they have them.

5. You may use the context questions indicated by the Stop Sign as class participation or for
homework.

EXTENDED ACTIVITIES

1. Reference: Using a transparency of any index page, show how to find volume and page number.
Go from very easy (volumes numbered and pages numbered) to those with parts of the page indicated
by a letter to those where the volume is an abbreviation with a key given separately.

2. Assign topics or use topics that the students are developing in other subject areas and let students
generate lists of pages and subtopics from several encyclopedia indexes.

3. Use the New York Times School Collection on microfilm if available.

4. TUse CD-ROM and on-line searching if available.
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Name Activity 4-a
Date .

Reference

The third classification is reference. Even though you automatically think
encyclopedia, the reference collection includes more than that. In some libraries, the ~
reference collection is interfiled among the nonfiction books, although many libraries
do have a reference collection which is separated from the nonfiction area. There are
also some libraries which have the reference in a separate room. The decision to place a
book in nonfiction or in reference is at the discretion of the library media specialist.
Usually, the librarian makes the decision based on a survey of the curriculum research
needs of the students in a school. If it is a selection or book that will be used
continuously or a collection of information housed in one book, such as an
encyclopedia, quotation collection, etc., it will usually be found in the reference &
section. Usually books found in the reference section are overnight books while those
found in the nonfiction area can be check out for a week or more. The reason is that
topics as developed in the nonfiction section usually contain a more in-depth study and
will therefore require a longer time to read.

While it is true that most nonfiction and reference collections are selected in
response to current school curriculum, the next level of education to follow is also
taken into consideration. In other words, it is important that the basic reference
materials to which you will be exposed at the high school level be made available to you
at the junior high. This is to develop a readiness in you to meet the demands of
information retrieval with which you will be confronted at the high school level.

© 1990 by Margaret A. Berry and Patricia S. Morris

In town, county, and state libraries, public use also has a bearing on the selection of
the nonfiction and reference collections. This is true not only in terms of local clients
but very often the employees of industries in the surrounding communities are library
patrons. So, the needs of many groups must be met. One public library might —~
specialize in a business reference collection while another might have an extensive
collection on one topic. You as a student researcher should become familiar with the
offerings of your local public libraries and utilize them effectively.

10. What is the general purpose of the reference collection?

11. How does the general purpose of the reference section differ from the purpose of
the nonfiction section?

12. If you are presently in Junior High or Middle School, why would it be important
to learn to use many of the reference sources that you will be required to use when -
researching at the High School level?
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Name Activity 4-b
Date

Reference

DIRECTIONS:

Select five topics that might be used as research topics. Then through the use of the
catalog, generate three book titles from the reference collection and three from the
nonfiction collection that might be used in researching the individual topics.

TOPIC REFERENCE COLLECTION NONFICTION COLLECTION

1.
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Name Activity 4-c
Date

Reference

DIRECTIONS:
With a classmate, fill in the chart below with the titles from some selected reference
materials.

GENERAL ENCYCIOPEDIAS ATLASE
1. 1.

2, 2,

3 3

REFERENCE MATERIALS

1. 1

2. 2.

3. 3.

SCIENCE SOCIAL STUDIES
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LESSON S
Criteria of Different Types of Literature
Biography
FOCUS

The students will concentrate on biography and will review the four general classifications of the
library.

TEACHER PREPARATION

Review the material to be presented, including shelving procedures.

Pull some biographies and some autobiographies from the school library.
Pull some 920's, collected biographies, from the library.

Know the areas in your library where these are to be found.

Find any reference material that is 920.

Complete the activity sheets.

S LA

BACKGROUND INFORMATION

1. Remind students that initially Melvil Dewey had all biography within his ten classifications. We,
in the library profession, have pulled it out and filed it differently for efficiency. We have B for
individual biography and autobiography and 920 for collective biography which is a book with
biographical information on three or more people who are grouped by a topic: queens of Egypt,
presidents of a country, astronauts, kings of England, comedians, scientists. B, individual biography,
is shelved alphabetically by the hame of the person about whom the book is written. 920 is shelved
alphabetically by the author's name.

920 Haskins, James B Haskins, James, 1941 -
Revolutionaries: agents of change. Wonder The story of Stevie Wonder/ James
Lippincott [ ©1971] Haskins. -- New York: Lothrop, Lee &
224p Shepard Co., ©1976.

126 p. : ill. : 22 cm.
Biographical sketches of revolution-

ary leaders, from George Washington Discography: p. 121-123.
to Mao Tse-Tung describe their lives A biography of the blind composer, pianist,
and philosophies. Glossary and singer who was a child prodigy and went
Bibliog on to win nine Grammy awards.

Includes index.
1. Revolutions I. T II. T: Agents ISBN 0-688-41440-X. 0-688-51740-4
of Change & lib bdg. (Cont.oncxt card]

The same author wrote these biographical books. The first is shelved alphabetically by his last name
in the 920 section; the second is alphabetical by W-O-N-D-E-R for the biographee's last name, and it
is in the Biography section. If you wish, you can share these two cards with students by making
transparencies of them.

2. You can cite lawsuits by famous people against biographers who wrote unauthorized biographies.
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CONCEPTS
* Recognition of the differences between biography and autobiography.
* Recognition of the purposes of an authorized and an unauthorized biography.
* Recognition of the four general classifications of the IMC.

VOCABULARY
accounts unauthorized credentials current

OBJECTIVES
The student will:
1. Understand that biography and autobiography are interfiled among the shelves of biography.
2. Understand that biography and autobiography deal with the factual accounts of the lives of people.
3. Understand that a biography is a factual account of a person written by another person.
4. Understand that an autobiography is a factual account of a person written by that same person.
5. Understand that unless all the information in a biography or autobiography can be verified as true,
the book can not be classified as nonfiction.
6. Identify the four general classifications of the library as fiction, nonfiction, reference and biography.

MATERIALS NEEDED
Activity Sheets 5-a through S-c and 5-b through 5-c in the optional student workbook.

ACTIVITIES

1. Read through and discuss the material.

2. Discuss shelving procedures somewhat. It will be discussed later.

3. You may use the context questions indicated by the Stop Sign for oral classroom evaluation or for
homework.

4. The last set of activity sheets are Know Your Country Questions having to do with all the
information presented in Lessons 1 through 5 and with the geographical areas indicated on the Know
Your Country activity sheets.

EXTENDED ACTIVITIES

1. You might initiate an opposing viewpoint discussion on the advantages of autobiography as
opposed to biography or authorized as opposed to unauthorized.

2. To recognize and differentiate four general classifications of written work, give the students "Plain
Jane" titles, and from each, let students add enough "meaty" details in the subtitles to form examples of
all four classifications.
Example: Grasslands NF =Grasslands and Tundra
B =Grasslands: The Story of the Governor of Kansas
FIC =Grasslands, A Prairie Diary
REF =Grasslands, A Compendium of Lawn Seeds

Example: Soul Music NF =Soul Music; The Instruments and Tempos
B =Soul Music, The Life of Ray Charles
FIC =Soul Music and Marmalade
REF =Soul Music, An Annotated Chronology

3. Using the chart in Activity 5-a, have students cut circles in size of categories. Label them. Place
the appropriate circles inside one another.
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4. Make a mobile of the parts of literature.
5. Make a mobile of biographical subjects.

6. Do a class timeline, possibly separated geographically, of biographies that were read. Key the
timeline to major historical events, or to scientific events, or to any facet of the social studies which

they are currently studying.

7. If the map activity in Activity 5-b proves too difficult, you might wish to have them map the
journeys of their subjects. Recreate their activity sheets on a bulletin board map and see if any of their

paths crossed.
8. You might wish to extend the Activity 5-c. After each one has written his/her own autobiography,

pair them off and let each one of the pair interview the other for a biography using the same questions
and the same directions.
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Name Activity 5-a
Date

Biography

The fourth and last classification under study is that of biography which is the
factual account of a person's life. An autobiography is a book written by a person
about his or her own life. Autobiography is usually interfiled on the shelves among the
volumes of biography. Again, it is important that the credentials of the person writing a
biography be checked in that current biographies written by unauthorized individuals
may be more properly classified as fiction than nonfiction. Without the proper research
or cooperation of the subject of the book, it is almost impossible for an author to
fashion a totally truthful and factual book. If this is the case, it can never be classified
as nonfiction biography.

/ LITERATURE

Fiction Nonfiction

Modern realistic Biography

Historical Autobiography

Science Nonfiction,

Fantasy specialized topics
Reference
Encyclopedias
Atlases
Almanacs
Dictionaries

13. Explain the difference between biography and autobiography.

14. When would a biography be classified as fiction? As nonfiction?
15. Into which two categories are all written works divided?

16. What are the four main classifications of literature in the library?
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Name Activity 5-b
Date

Biography Map

DIRECTIONS:

Choose and read a biography. Draw a map of the general geographic area in which
the subject lived. Place an X on each locality in which the subject lived. Now number
the X-marked places in the order in which the subject lived in them. Key the numbers
to any major events or happenings which occurred in the life of the person while living
in that particular place. Select a setting that was a factor in the happening of the event.
Explain how the specific history of your subject might have been changed had another
setting been involved.
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Name Activity S-c
Date

DIRECTIONS:

Answer the following questions about yourself. Write an autobiography only from
your answers remembering that you do not have to use every answer, but must include
information from the starred questions.

*SUBJECT AUTHOR

*Date of birth

*Where were you born?
*Family?

Relatives?

*What neighborhood do you live in?
*Schools attended?
Favorite subject?
Least favorite subject?
Hobbies?

Pets?

Favorite time of year?
Best friend?
Vacations?

Favorite color?
Favorite book?
Favorite TV show?
Favorite music?

Play instruments?
Favorite foods?
Favorite place to visit?
Favorite pastime?
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Name Unit I Activity
Date Know Your Country:
The Northeastern Region of the U. S.

The northeastern region of the United States is formed by 9 of the original 13 states.

Minnesola

New Hampshire
Massachusefts

South Dakota N
Rhode Island

Colorado
Kansas

The Northeastern Region of the United States

Maine = ME NY = New York
New Hampshire = NH VT = Vermont
Massachusetts = MA CT = Connecticut
Rhode Island =RI NJ = New Jersey
Pennsylvania = PA DE = Delaware
Maryland = MD

1. Choose one of the states indicated in this unit from the Northeast section of the United States and
make a list of general questions concerning the state that you’d like answered.

2. Collect information from newspapers, magazine articles, pamphlets, brochures on
the Northeastern section of the United States and on each of the individual states in that section.
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Unit I Activity The Northeastern Region of the U. S.

3. In groups, develop a listing of the topics covered in the articles that you have
collected and place the list in the folder with the articles for delivery to the media center
vertical file.

4. Anytime during the year that you see an article about the region or any of the states,
cut and place in vertical file box in media center.

5. Take one article or an aspect of the article and develop it into a one or two paragraph
rendering of historical fiction, science fiction, or fantasy, keeping the geographical
locale.

6. Choose one state in the region. Based on your readings in the regional area, write a
letter to a friend to convince your friend to move into that state. Underline what you

consider to be the bias. Read the letter to a buddy in class or to the class to see if they
can perceive the bias.

7. Choose one state in the region. Construct a diorama representing recreation in your
chosen state.

8. Survey your class to see if anyone has visited the region. Interview those people
who have. Chart the percentages of students in your class who have visited the states.

9. Consult a map of the region and list the states you would cross if you were to drive
to any state in the Northeast section from your house.

10. List the modes of transportation which are available to go from your state to a state
in the region.

11. Evaluate the practicality of each mode of transportation for different seasons.

12. Based on the facts you unearthed in your readings, compose a television slogan
enticing visitors to your state.

13. Use the card catalog for a Dewey location in the media center and list nonfiction
and reference materials that you might consult concerning your state.

14. Using a telephone book research the available libraries in your area. Chart them

listing addresses, phone numbers, hours, distances to travel, and methods of
transportation.

15. On a county map provided by your teacher or library media specialist, indicate the
neighboring library facilities by highlighting and placing flags.
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Unit II

Unit II The Card Catalog
Lessons 6-8 Understanding Organization: The Card Catalog
Lessons 9 Understanding Organization: The Catalog Card
Unit Activity Know Your Country: Southeastern United States




LESSON 6

The Card Catalog

FOCUS

In this lesson the student will recognize that the catalog is an index to all materials located in a
library setting and that there are differences among the card types.

TEACHER PREPARATION

1. Read and review the material in this lesson and in the two lessons following. All three are about
the card catalog and its component cards.

2. If your library has adopted an electronic catalog, either a CD-based catalog or an on-line one, your
students will still need to differentiate among title, subject, and author listings. On-screen information
will be basically that which is on a catalog card. The material that is presented here about the card
catalog will still be valid if there is a card catalog for pre-electronic items, and if there are card catalogs
in other libraries to which they go.

3. Complete all activity sheets and keep for handy class reference. You might use the actual drawers
in the media center for the inside guides.

BACKGROUND INFORMATION

1. The outside guides will probably not be just one letter. The guides might be three or four letters
or even whole words. Examples:

INC- INS

INCA - INSE

INCAS - INSECTS

2. 'The inside guides can also be used just as guide words on a dictionary page, allowing the student to
zero in on a finer location. Within certain subject areas, the inside gnides will be chronologically
arranged in accordance with the subject headings on those cards. A thorough explanation of this is
given in the text under "Chronological Order of Some Cards."

3. Insome libraries, two separate catalogs are used. All subject cards are in one and author, title cards
are usually grouped together in the other.

4. From the card examples in Activity 6-a, students will see that all are about the same book and that
the only thing different is the very top line.

5. The subject headings are obtained from a standardized list of such headings. Sears List of Subject
Headings or The Library of Congress Subject Headings is used to bring cohesion.
CONCEPTS

* Recognition that the catalog is an index of all materials located in a library
setting.

« Recognition of the differences among card types.
VOCABULARY

index basic catalog cards facsimiles base card

OBJECTIVES
The student will:

1. Understand that the card catalog contains many drawers in which cards are alphabetically organized
aided by a system of outside, then inside, alphabetical guides.
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2. List the types of cards located in the card catalog as subject, author, title.

3. The student will understand that in some libraries the subject cards are filed in another card catalog
separate from the other types of cards.

MATERIALS
Activity Sheets 6-a through 6-c and Sheets 6-b through 6-c in the optional student workbook.

ACTIVITIES

1. Read and discuss the material.

2. Prepare transparencies of the cards listed in the activity sheets to aid in understanding.
3. Use the context questions indicated by the Stop Sign to check student understanding.
4. If necessary, give bibliographic information for one book for Activity 6-b.

EXTENDED ACTIVITY
Students can generate subject bibliographies and can be given extra credit by that subject teacher.
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Name Activity 6-a
Date

The Card Catalog

The card catalog is an index of all the items in the library. It consists of many
drawers, all of which house hundreds of cards. It is easy to use because the general
organization of the card catalog is alphabetical. Each drawer has an outside guide on
the front and has many inside guides separating the cards within each drawer. In
effect, in terms of information retrieval, the outside guides alphabetically place you at
the correct drawer. The inside guides allow you to locate alphabetically the correct card
according to subject, author, or book title. That means you spend less time looking for

the card.
@

1. What is the purpose of the card catalog?
2. What is the basic organization of the card catalog?
3. Of what importance are the outside and inside guides?

As stated, in each drawer, you will find basic catalog cards filed in alphabetical
order according to subject, title, and author. In certain libraries, though, the subject
cards are separated from the title and author cards and two separate card catalogs are

used. But even so, all the subject cards have the subject in capital letters on the top
line.

A R CARD

Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969
[256p]
Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its
mechanization. But Ben, fascinated by the new process, struggles

for its acceptance.

1. Glass manufacture - Fiction 2. Sandwich, Massachusetts
- History - Fiction 1. Title

(&)
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Activity 6-a, cont.

TITLE CARD
The glass phoenix
Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969
[256p]
Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its
mechanization. But Ben, fascinated by the new process, struggles
for its acceptance.
1. Glass manufacture - Fiction 2. Sandwich, Massachusetts
- History - Fiction L Title
SUBJECT CARD
GLASS MANUFACTURE--FICTION
Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969
[256p]
Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its
mechanization. But Ben, fascinated by the new process, struggles
for its acceptance.
1. Glass manufacture - Fiction 2. Sandwich, Massachusetts
-History - Fiction I Title
SUBJE ARD
SANDWICH, MASSACHUSETTS-HISTORY-FICTION
Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969

[256p]

Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its
mechanization. But Ben, fascinated by the new process, struggles

for its acceptance.

1. Glass manufacture - Fiction 2. Sandwich, Massachusetts

- History - Fiction I Title o

oL

For every book in the library there will be a minimum of three cards. Some items
will have more cards because of the variety of key words that might be used to describe
a topic (e.g., garbage, refuse, waste, pollution, etc.). Itis up to the library media

41



Activity 6-a, cont.

specialist to define the number of cards necessary to support the research needs of the

students in his/her school. This is usually in answer to the ability range of the students
in terms of vocabulary usage.

4. What three basic types of cards for each book are found in the card catalog?

5. Why might one book have many corresponding subject cards located in the card
catalog?

Use the following cards for class practice:

REF
909.07 The Atlas of Medieval Man
Pla Platt, Colin
The Atlas of Medieval Man. Crescent
Books, NY, 1985
256 p, illus
0O Kit '
- B Heimann, Susan
Columbus Christopher Columbus; A visual
biography. Franklin Watts, NY,
1973.
57p, illus
6 copies of book + 2 cassette
tapes + guide
ARMSTRONG, LOUIS, 1900-1971 O
B Collier, James Lincoln
Armstrong Louis Armstrong An American Success Story
Macmillan
165 p., photos

Fic
Cor

HIGH SCHOOLS -- FICTION
Cormier, Robert

Beyond the Chocolate War. Alfred A. Knopf, 1987
278p.
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Name Activity 6-b
Date

Basic Card Types

DIRECTIONS:
Using the card facsimiles as provided, create examples of an author card, title card, and a subject card.

Do two of each.

Author Card Author Card
Title Card Title Card
Subject Card Subject Card
43



Name Activity 6-¢
Date

Alphabetical Order: The Inside and Outside Guides

DIRECTIONS: Fill in the outside guide. Then using

the outside guide as the basis, alphabetically fill in

the inside guides with appropriate terms. Use C-D A
as the outside guide. '

© 1990 by Margaret A. Berry and Patricia S. Morris
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LESSON 7

Understanding Organization
The Card Catalog
FOCUS
This is a continuation of the card catalog focusing on the added entry cards and the cross reference
cards.

TEACHER PREPARATION
1. Review all material in this lesson and the preceding one and the following one.
2. Complete the activity sheets; check your answers and keep for handy reference.

BACKGROUND INFORMATION

1. Cross reference cards do the same job that cross references do in indexes: point the way toward
more information. A tidbit of data: the entry word on the see card sometimes might have been the
only choice for retrieval. Example: Russia was a perfectly acceptable heading until it was changed to
Soviet Union. So for some research, especially older volumes of Reader’s Guide, "Russia" would be
the only word used. Students should be taught that alternative key words will produce more
information for them.

2. Added entry cards contain the same information that a title or an author card would have. The very
top line would have the additional information. It is worth reiterating to students that the alphabetical
order of the card catalog is taken from the very first line of the cards.

CONCEPTS
» Recognition of the differences among catalog cards.
« Understanding of see and see also cards.

VOCABULARY
added entry joint author series flexible illustrator discretion

OBJECTIVES

The student will understand:
1. That the cross reference cards will be indicated by see or see also and must be used to obtain
optimum information retrieval.
2. That in see cards, the "see" indicates that no information will be found under that key word and
that the student must look under the other suggested key words instead.
3. That the see also cards indicated that some information will be found under the entry keyword, but
still more will be found under the other suggested keywords.
4. That added entry cards, which include illustrator, series, and joint author, are additional means of
retrieving information.

MATERIALS NEEDED
Activity sheets 7-a through 7-b and Sheet 7-b in optional student workbook.

ACTIVITIES

1. Read and discuss material. Use copies of 6-b, change the headings to added entries and complete.
2. Prepare transparencies on cards listed to aid understanding.

3. Prepare transparencies on added entry cards and cross reference cards from your catalog.

EXTENDED ACTIVITIES

1. Make added entry cards. The library media specialist can show how to make analytics.
2. Let students make bulletin board charts for all cards, showing the interrelationships.
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Name

Date

The Card Catalog

Added Entries

JOINT AUTHOR CARD:

Fic
Fri

In addition to the three basic catalog cards of title, author, and subject, the card
catalog also offers added entry cards. The added entry cards provide additional means
of retrieving information because they are indexed according to book illustrator, name
of book series, or by joint author. The added entry cards are known as an illustrator
card, series card, or joint author card. Again, the process is most flexible in that
keywords can be added or deleted according to the discretion of the librarian.

Activity 7-a

Tomlinson, Richard H.
Fries, Chloe.

Full of the moon, by Chloe Fries and Richard H.
Tomlinson.Illustrated by E. J. Abrams Associates.
Creative Ed., 1978

56p. illus.

Juan and his father have differing opinions on science until
a disaster at sea changes both their opinions.
1. Sea stories 2. Fathers and sons-Fiction I. Tomlinson,
Richard H. II. Abrams (E.J.) Associates III. Title

ILLUSTRATOR CARD:

Fic
Fri

Abrams (E.J.) Associates
Fries, Chloe.

Full of the moon, by Chloe Fries and Richard H.
Tomlinson. Illustrated by E. J. Abrams Associates.
Creative Ed., 1978

56p. illus.

Juan and his father have differing opinions on science until a

disaster at sea changes both their opinions.

1. Sea stories 2. Fathers and sons-Fiction

I. Tomlinson, Richard H. II. Abrams (E.J.)Associates III.
Title
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Activity 7-a, cont.

SERIES CARD:

Tomorrow's World Series
621.36 Bender, Lionel
Ben Lasers in action. The Bookwright Press, New York,
©1985.
48 p. illus., (Tomorrow's World)

What will tomorrow's world be like?

1. Lasers. I Title. II. Tomorrow's World Series.

Along with the subject, author, and title card, the card catalog also houses cross
reference cards indicated by the topic (key word) at the top of the card and the word(s)
see, see also. The see cards mean that no books are referenced under that particular
key word. The card will then supply more appropriate words with which you will be
able to continue to research. The see also cards, in turn, indicate that although some
references may be found under the given key word, alternate key words are also
provided to allow a more comprehensive research.

SEE CARD: SEE ALSO CARD:
Russia T Mineralogy
see see also
Soviet Union Gems

6. In addition to the three basic types of cards, list other cards that might be found in
the card catalog.

7. Of what importance are the added entry cards?

8. Explain the use of the see card.

9. Explain the use of the see also card.

10. What is meant by the term cross reference?
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Name Activity 7-b
Date

The Card Catalog
Cross References
DIRECTIONS:
Make cross reference cards for the following:
Needlework see also Embroidery; Lace and Lace making.
Near East see Middle East Floods see also Natural Disasters
Holland see Netherlands National songs see also Folk songs
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LESSON 8

FOCUS
The focus on this last part of the card catalog will be on the chronological organization of the US-
HISTORY drawer.

TEACHER PREPARATION
1. Review the material.

2. Evaluate student understanding of the previous two lessons.
3. Complete the activity sheets; check answers and keep handy for class reference.

BACKGROUND INFORMATION

1. Chronological order: Make sure first that your students understand that chronological means time
order, earliest to latest. The cards involved will be subject cards with the topic UNITED STATES and
the subtopic HISTORY. Other countries' histories can also be organized in this manner.

2. The graphic of the catalog drawer will show how the chronology is arranged from earliest to latest.
Within each chronological period, the breakdown will be alphabetically by the next line which is
usually author or by a further delineation of the subject heading.

3. For instance, there might be four books that have the subject heading: UNITED STATES -
HISTORY - COLONIAL PERIOD - COSTUMES. The cards will be grouped together and
alphabetized by main entry which will probably be author's name.

4. The four step sequence should be practiced.

5. You can show the Sears List of Subject Headings to students to ascertain how UNITED STATES
- HISTORY is set up and how other countries' histories can be set up. Be aware that Dewey Decimal
numbers for the history of most countries can be classified in the same chronological manner. You can
share a Dewey classification book with the students (the 930-990 section).

CONCEPTS
o Understand the chronological organizational system as used in the card

catalog.

VOCABULARY
chronological alphabetical cluster time period time era topic subtopic

OBJECTIVES

The student will:
1. Understand that the topic/subtopic of UNITED STATES - HISTORY will be alphabetically placed
according to the topic, UNITED STATES, but then the cluster of cards dealing with UNITED
STATES - HISTORY will be chronologically organized by time period as indicated by the inside
guides.

2. Realize that although the cards are separated chronologically by the inside guides, the cards between
the inside guides revert back to an alphabetical organization by detail.
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3. Understand that only subject or topic cards can be found in the cluster of UNITED STATES -
HISTORY and that all other corresponding cards dealing with each individual book such as author,
title, or added entry will be alphabetically filed respective to their individual card entry spellings and
will be found throughout the card catalog.

MATERIALS NEEDED
Activity Sheets 8-a through 8-b and Sheets 8-a through 8-b in optional student workbook.

ACTIVITIES
1. Read and discuss the activity sheet.

2. Use the context questions as indicated for class discussion, for homework, or to evaluate student
understanding.

3. Complete the activity sheet, which has a representation of a US-HISTORY drawer. See if the
students can figure out where in that drawer the practice card which appears on page 52 might belong.

EXTENDED ACTIVITIES

1. Pull all books on one subject (Russia or England), recategorize chronologically. Using the Dewey
number, add all biographies, magazines, videotapes, audiovisual material. Final bibliography product
retained permanently in the school library or IMC.

2. Students can program bibliographies. Credit given by computer teacher.

3. Construct a time line from inside guides for country.
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Name Activity 8-a
Date

The Card Catalog

Chronological Order of Some Cards

Although the general organization of the card catalog is alphabetical, there is at least
one cluster of cards that will have a chronological order. Usually, that cluster is
topic/subtopic: UNITED STATES - HISTORY. Cards found in this cluster will be
organized by time period/time era. This is indicated by the inside guides which will also
indicate the corresponding years.

But once the cards are separated by the inside guides, the cards in between the
guides revert back to an alphabetical listing by topic, subtopic, and detail.

Topic: UNITED STATES
Subtopic: HISTORY

Detail: COLONIAL PERIOD
Subdetail: COSTUMES

UNITED STATES - HISTORY - COLONIAL PERIOD - COSTUMES
591 Copeland, Peter F.
Cop Everyday dress of the American Colonial Period. ( Coloring Book)
Dover Publications, NY ©1975.
46p illus

Summary: 46 drawings reproduce the everyday dress of

numerous American colonists of the 1770's.

1. Costumes - History 2. U.S.- History-Colonial Period-Costumes

L.Title. o)

This area of the card catalog is more confusing to explain than to use. Follow the
sequence and problems will be avoided:
1.) Using the outside guides, find the drawer marked United States.
2.) Using the inside guides, find UNITED STATES - HISTORY.
3.) Behind U.S. - HISTORY will be a series of inside guides chronologically marked
in sequence with the time periods of American history.
4.) Once you've selected the appropriate inside guide representing the correct era or
period of time to correspond to the topic being researched, alphabetically find the card
by subtopic and detail within the cluster.

Since the cards in this area will be topic/subject cards, you must be aware that all
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Name Activity 8-a, cont.
Date

the corresponding title and author cards will be interfiled alphabetically appropriately
throughout the rest of the card catalog.

As mentioned, at least one area in every card catalog will have a chronological
organization and that probably will be UNITED STATES-HISTORY. But, any
country's history can be organized this way if there are enough books located in the
library to warrant this approach. Once again, curriculum demands and librarian
discretion will dictate.

11. Name and explain the organization of the cluster or group of cards marked or
labeled UNITED STATES-HISTORY.

12.Explain a sequence to follow when working in the area of UNITED STATES -
HISTORY.

13. Draw a card and develop a corresponding outline to show the relationship of the
topic to subtopic to detail as it appears on the subject card in the area: UNITED
STATES - HISTORY.

14. If all the cards in the chronological cluster of UNITED STATES - HISTORY are
subject cards, where would you find the corresponding title and author cards?
15.Might any area other than the history of the United States be organized
chronologically? Explain.

Use this card for class practice:

UNITED STATES - HISTORY - 1865-1898

973.8 Buckmaster, Henrietta
Buc Freedom Bound. Macmillan, [©1965]
185 p.

A detailed and authoritative account of the social,
political and economic reforms which took place
during the Reconstruction era, directly following
the Civil War.

Bibliography: p. 183-184.

1. Reconstruction 2. US bHistory- 1865-1898. 1. Title
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Name
Date Activity 8-b

4 )
CHRONOLOGICAL ORDER - UNITED STATES HISTORY

DIRECTIONS:

1. Use the two cards that are in
Activity 8-a.

2. Decide where in the

drawer they will go.

3. Put cards in

drawer order.

4. Make a key,

and color code

the order. =

N\ /
UNDERSTANDING ORGANIZATION, The Card Catalog
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LESSON 9
Understanding Organization
The Catalog Card

FOCUS
The student will not only understand the difference among card types but also understand each part
of an individual card and its purpose as it supports the research process.

TEACHER PREPARATION

1. Review the information in the lesson and in the student activities.

2. Review the identification of the parts of a card.

3. Check with your school library to see if there are any different symbols used. Make sure your
students know about them.

4. Complete the activity sheets. Check your answers and keep for handy class reference.

BACKGROUND INFORMATION
1. Catalog Card: The base card from which all the others are made is called the main entry card. The
line added above is either a title, or a subject, or an illustrator, or series, or joint author. For most
books, the main entry base card is an author, which is why the author's name will always be on the
second line on all the other cards.

With much of the multi-media material, the main entry is usually either title or series title, and the
additional cards are based on that. Commonsense Cataloging by Miller and Terwillegar (H. W.
Wilson, 1983) will provide background, examples, and some logical reasoning.

2. Catalog Card Parts: Your students will tell you immediately that there are author, subject, and title
cards and that's all they need to know. Even assuming that they can tell the difference in the cards, by
focusing on the parts of the card and how each part will help the student in research, a more viable
process is fostered.

3. Call Number: The call reference number includes the Dewey number if nonfiction, the B for
biography, or F or Fic for fiction, or REF for reference. Those indications will pinpoint the media
center area. The call reference number might include the first three letters of the author's name or the
biographee's name. It might also include an abbreviation for a multimedia item.

4. Title: In addition to the title, a subtitle might also be listed.

5. Author: If appropriate, a joint author will also be listed, as well as an illustrator. If the author is
editor or compiler, that will be noted.

6. Publisher: Usually the place of publication is NOT noted on the card. Books in Print maintains a
list of publishers with addresses at the back of one of the volumes. The publisher's name is definitely
needed for interlibrary loan.

7. Copyright date: The media center should have a copy of copyright law to share with students. In
addition, explaining the process of applying for copyright should be informative.

8. Series: The separate index volume of some series might be found in the reference section.
9. Narrative: Sometimes the word "story" is used in a narrative and is misunderstood by students to

mean that everything in that book is fiction. By focusing on the narrative, students begin a selection
process of books to use for research.
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10. Tracings: The tracings are the additional cards that have been made. The subject headings are the
ones that will provide the most assistance to the student.

11. In addition to Visual Aids and Page numbers, bibliographies and glossaries are sometimes
indicated.

12. In the first activity, a practice title card for student use is available. Not every card has every kind
of information on it.

13. The number that follows the narrative on this card is the ISBN (International Standard Book
Number), a unique number for each book published. But beware of pitfalls: it has been noted that
after several years' lapse, an ISBN might be reissued to a completely different book.

14. The abbreviations listed usually head the call reference number.

CONCEPTS
* Recognition of the difference in card types.
« Recognition of each part of an individual card and its purpose.

VOCABULARY
except differentiate  copyright narrative corresponding visual aids tracings
parenthesis parentheses setting reliability media

OBJECTIVES

The student will:
1. Understand that in the card catalog, all catalog cards for one book are exactly alike except for the
first line which will indicate the type of card and will differentiate one card from among others.
2. Understand that all subject/topic cards will have first lines in capital letters.
3. Understand that the individual parts of a catalog card provide a great deal of information for the
student in terms of furthering research.
4. List the parts of the catalog card to include the call number, title, author, publisher, copyright date,
series, narrative, tracings, visual aids, page numbers, bibliography, illustrator. (See text for
explanation of research use.)
5. Recognize many of the commonly used abbreviations found on the various types of catalog cards.

MATERIALS NEEDED

Activity Sheets 9-a through 9-¢ and 9-b through 9-e in optional student workbook.

You may make transparencies of cards in text of activity sheets so that students may follow your
explanations.

ACTIVITIES

1. Read through and discuss the material focusing on the individual parts of the cards, how they relate
to each other and how they would be used by the student in research.

2. Discuss any specific see and see also examples that they would come across pertaining to any of
their curriculum.

3. Complete the activity sheets; check your answers and keep for handy class reference.

4. You can use the context questions indicated by the Stop Sign for in-class evaluation.

EXTENDED ACTIVITIES

1. Let students make bulletin board charts for all cards.
2. Students can make a game out of parts of the bulletin board charts and test each other.
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Name Activity 9-a
Date

The Basic Catalog Cards

There are three types of cards that can be found for each book in the library and
they are subject, author, and title. Note that except for the first line, all the cards are
exactly alike. The first line indicates the type of card. An author card will introduce the
author's name first. The title card will offer the title first, and the subject/topic card will
have the subject first which will always be in capital letters. It is important to note that
sometimes the title of the book will have the same phrasing as the subject, but the
capital letters will immediately differentiate the subject card from the title card.

AUTHOR CARD

Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969
[256p]
Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its
mechanization. But Ben, fascinated by the new process, struggles
for its acceptance.

1. Glass manufacture - Fiction 2. Sandwich, Massachusetts
- History - Fiction 1. Title

i |
TITLE CARD
The glass phoenix
Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969

[256p]
Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its
mechanization. But Ben, fascinated by the new process, struggles
for its acceptance.

1. Glass manufacture - Fiction 2. Sandwich, Massachusetts
- History - Fiction I. Title

SUBJECT CARD T

GLASS MANUFACTURE--FICTION
Fic Clarke, Mary Stetson
Cla The glass phoenix. Viking 1969
[256p]
Ben's father and grandfather oppose the glassworks in Sandwich,
Massachusetts; many glass blowers are irate about its

mechanization. But Ben, fascinated by the new process, struggles
for its acceptance.

1. Glass manufacture - Fiction 2. Sandwich, Massachusetts
-History - Fiction I Title

O
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Name Activity 9-a, cont.
Date

Cross Reference and Added Entry Cards

Along with the subject, author, and title card, the card catalog also houses cross

reference cards and added entry cards. See examples:

THOR CARD:
Tomlinson, Richard H.
Fic Fries, Chloe.
Fri Full of the moon, by Chloe Fries and Richard H.
Tomlinson.Illustrated by E. J. Abrams Associates.
Creative Ed., 1978
56p. illus.
Juan and his father have differing opinions on science until
a disaster at sea changes both their opinions.

1. Sea stories 2. Fathers and sons-Fiction I. Tomlinson, SERIES CARD:
'e) eres
ILLUSTRATOR CARD:
[~ rams (E.J.) Associates 621.36 Bender, Lionel
Fic Fries, Chloe. Ben Lasers in action. The
Fri Full of the moon, by Chloe Fries and Richard H. Bookwright Press, New
Tomlinson. Illustrated by E. J. Abrams Associates. York,©1985.
Creative Ed., 1978 48 p. illus., (Tomorrow's
56p. illus. World)
Juan and his father have differing opinions on science until 1. Lasers. I. Title. II.

a disaster at sea changes both their opinions. Tomorrow's World Series.

1. Sea stories 2. Fathers and sons-Fiction Richard H.II. Abrams (E.J.)

I. Tomlinson, Richard H. II. Abrams (E.J.)Associates III. Associates III. Title

Title 0O ®)
SEE CARD: SEE ALSO CARD:

Russia Mineralogy
see see also
Soviet Union Gems
O ®)

L X1 3 Ll XL Y A e [ X1 Y L X1 3 LL 3 Ll 3 LL 3 L 3 Ll 3 - LL ] - -

e® e® e® . e® e® e e e® ae® a® ea® e

1.  Name the different types of catalog cards that can be found in the card catalog.
2. Explain the similarities and differences of the three basic cards as
found in the card catalog.
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Name Activity 9-a, cont.
Date

Th |

The catalog card, itself, provides a multitude of information in the hopes that you
will take the time to make a determination about books before you leave the card catalog
drawers. It might be found that the book is too old (by checking the copyright date) or
that the focus of the book does not support the purpose of the assignment (narrative) or
that the book is classified as fiction even though the topic corresponds to the subject of
the paper (call number). In all, the knowledge of the parts of the catalog card and their
corresponding relationship to the research process will help create a more efficient and
effective research student. The card parts and their corresponding definitions as they
apply to research are as follows:

1.) Call number: The call number identifies the library classification, library location
of book or item and possibly, an expression of media type.

2.) Title: The title gives the main idea or focus of the book. It is usually part of a
research paper's bibliography.

3.) Author: It is important to check an author's reliability as an expert in a field as well
as possible bias for or against a subject. The author is usually part of a bibliography.

4.) Publisher: It is important to note publisher for bibliography, but also to be able to
obtain a copy of a book in an emergency situation, or to see if the book is out of print,
or if the publisher is thinking about reprinting.

5.) Copyright date: It is important to note the copyright date of a book for research.
Make sure that the book does not have outdated information.

6.) Series: It is important to identify a book as part of a series ( ) in that there may be
a separate volume index. Series are indicated on the card within parentheses. If one
book in a series is valuable to the student in research, then another book for another
topic might prove just as fine.

7.) Narrative: The narrative gives a short summary or the focus of the book. It often
identifies the main character, the time/place setting, or the scope of the book.

8.) Tracings: The tracings provide alternate keywords with which to expand
information retrieval by way of the card catalog. Tracings include authors, joint
authors, illustrators, other related subject headings, book subjects, key words.

9.) Visual aids: Visual aids help break down the author's message by visually

supporting what the author has stated in printed form. Visual aids include: maps,
graphs, charts, pictures, illustrations, tables, diagrams.
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Activity 9-a, cont.
10.) Page numbers: Indicate the length of written discussion on the topic.

IDENTIFICATION OF THE PARTS OF A CARD

A. Copyright date F. Narrative

B. The title G. Tracings

C. Call Reference (Nonfiction) H. Series Indication

D. Indication of pages I. Visual Aids

E. Author J. Publisher
(Bibliography not indicated) Type of Card: Subject

(Note tracings=G)

Kliem. Garrard 19674 [4]
96p illus maps photso (Rivers of the World)
<

The storyfof the MacKenzie River is the story of the Cana-
dian Noghwest. The river was known only to Indians, Eskimos
and tragpers until Alexander MacKenzie explored it in 1789. '\
Since fhen the MacKenzie area has had a great impact on the fur, \ F
mingffal, oil and fishing industries

ut the author Index
I MacKenzie River 1. Title II. Series

I !\e o

3. List the variety of types of information that can be found on a catalog card.
4. Explain the importance of each part to the research process.
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Name Activity 9-a, cont.
Date

Abbreviations
Many abbreviations are used on the catalog card and should be recognized on sight.

Fic - Fiction

Ref - Reference

B - Biography

Rec - Record

SES - Sound Filmstrip
Map - Map collection
MPL - Film Loop

Tra - Transparencies

Prof - Professional

PS/PA - Picture File
Vertical - Vertical File

Kit - Kit with mixed media
MRDF - Computer software [Machine Readable Data File]
VT - Video tape

Some media are not kept in the stacks and therefore must be found in their proper
storage areas. See the librarian/media specialist for help.

5. List some of the common abbreviations that are used on the catalog cards.
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Name

Da

te

Understanding Catalog Card Parts

Activity 9-b

DIRECTIONS: Using this card, indicate the following:
920

10.

11.

12.

13.

14.

15.

Aaseng, Nathan
Aas Winners never quit. Lerner Publications,
Minneapolis, c1980.
80p illus (Sports heroes library)

Summary: Brief biographies of 10 athletes

who achieved greatness while overcoming a
handicap or misfortune. Includes Bobby

Clarke, Wes Unseld, Rocky Bleier, John

Miller, Kitty O'Neill, Lee Trevino, Tom Dempsey,
Larry Brown, Ron LeFlore, and Tommy John.

1. Athletes - Biography 2. Physically
handicapped I. Title

. Card Classification

Card Type
Tracings

Narrative

. Book Title

Illustrator

Publisher

Copyright Date

Author

Bibliography (if given)
Pages

Visual Aids

Call Number

Basic Book Focus

Series
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/ 1. Work Clothes - History I. Title

Name
Date

The Catalog Card Parts

DIRECTIONS: Identify the card parts.

Activity 9-c

Q WORK CLOTHES -
\ 391  Mitchell, Christobel Williams
Mit Dressed for the job: the story of occupational

—/gmtume. Illustrated by Jeffrey J. Burn. Blandford
8 y

Press, Poole, Dorset, c1982!

q ) 142p illus, Bhas)graphs
—— An illustrated history of the clo

/ working people.

9.
10.
Card Classification

Card Type
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Name
Date

DIRECTIONS:

Through an examination of each call number
and first line, identify the type of each card. (Sub-

ject, Title, Author, Series, Joint Author,
Ilustrator)

Activity 9-d

#10

641.5 Phelan, Nancy
Nic

Pen

301.45 Parming, Tony

#8 FIC

Kla

Page Four

#7 386
She

Paddlewheelers

#6 FIC
Ste

Nicolas, illus.

#5 070 NEWSPAPERS

Beg

#4 745.59 Newman, Thelma R.

New

#3 FIC NEWFOUNDLAND - FICTION

Cat
#2 REF

910 Newby, Eric 1.

New 2.

3.

#1 SES NEWBERY AWARD BOOKS 4.
FIC Paterson, Katherine. 5.

Pat Jacob have I loved. Random 6.
House, 1982. 7.

8.

9.
10.
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Name Activity 9-e
Date

DIRECTIONS:

Through an examination of each call number,
identify the classification of each card. (Bio-
graphy, Reference, Fiction, Nonfiction)

#10 J REF
031
Enc
#9 REF
031
Ame
#8 I
Car
#7 308
Emr
L
#6 FIC
She
#5 B
CATHERINE
#4 809.3
Del
#3 FIC
Win
B
#2 616.8

Mac 1.

2.

— 3,

#1 FIC 4.
Cav 5.
6.

7.

8.

9.
10.
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Name Unit IT Activity
Date Know Your Country:
The Southeastern Region of the U. S.

The Southeastern part of the United States is bounded on two sides by major
bodies of water. Major river systems and bays form other borders. Can you name
them? What generalizations can you make aboutearly exploration and settlement?
Which state is like a peninsula?

Pennsylvania

Montana North Dakota
Oregon Minnesota
n
Colorado
Kansas

New Mexico

Vermont
°
Isetls
New York N
Rhode Island
Connecticut

North Carolina

Tennessee

South
Carolina
Mississippl Georgla
h{ =
Alaska Hawali

The Southeastern Region of the United States

West Virginia = WV VA = Virginia
South Carolina = SC NC = North Carolina
Tennesseee = TN FL = Florida
Mississippi = MS GA = Georgia
Kentucky = KY AL = Alabama

1. Work in ten groups and have each group choose a state. Locate your state by subject heading in
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Unit II Activity = The Southeastern Region of the U. S.

the catalog. Go through the cards or references and chart the information according to classification:
Nonfiction, Fiction, Biography, Reference. Do another chart for media type.

2. Listall the tracings found on the cards under your state’s subject heading in two columns: fiction
and nonfiction. Do not duplicate tracings. Can you make any generalizations?

3. Draw a cartoon depicting a comic character explaining the use and/or differences between inside
and outside guides.

4. Make a mobile of all the states in the Southeastern region. Indicate by descending a yes orno from
the state whether or not there is material in the vertical file under the state’s own name.

5.Selecta state from the Southeastern region. Develop a questionnaire toinclude specific facts which
you could compare to your home state. Examples: Does the state have a problem with water
pollution? Beach pollution? What wild animals exist in the state?

6. Develop a commercial to sell your chosen state.

7. Check atlases or encyclopedias to see which major rivers are located in the region. Check the media
center catalog for books on those rivers. Chart the states through which these rivers flow.

8. Design a bulletin board for your classroom on the importance of those rivers to the southeastern
region of the United States.

9. Writeamyth or legend using the geographic setting of your chosen state in the southeastern region.

10. Construct a puzzle using photocopies of the states in the southeastern region which you have
attached to a contact adhesive paper. Cut and make a puzzle.

11. Look up the section in the media center catalog on U. S. History. Try to find books that include
your state. Hint: Find historical events that took place in your state and then, by the date and the
event, look it up chronologically.

12. Develop a bulletin board of the southeastern region with state capitals, state flowers and/or state
birds.
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Unit III The Four Organizational Systems
Lesson 10  Understanding Organization: Organizational Systems
Lesson 11  Understanding Organization: Organizational Exceptions
- Unit Activity Know Your Country: South Central United States
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LESSON 1
nderstandin nizati

Qrganizational Systems

=

|

FOCUS
The student is introduced to four organizational systems: alphabetical, numerical, chronological,

and topical. The student will realize that, in addition to rules for each system, there are two systems
for alphabetizing.

TEACHER PREPARATION
1. Review all material especially word-by-word and letter-by-letter.

2. Check your school library catalog to see which alphabetical system is used.

3. Complete all activity sheets; check your answers and keep for handy classroom reference.

BACKGROUND INFORMATION

1. Two ways of alphabetizing are discussed in lengthy detail in the student text. For an in-depth look
at cataloging practices, see Commonsense Cataloging by Miller and Terwillegar. The Library of
Congress employs an alpha-numeric ordering.

2. Topically arranged encyclopedias are: Childcraft; Our Wonderful World; The Encyclopedia of
Visual Art; The Book of Popular Science; The Realm of Science. To use these, students must use
an index.

3. A paperback collection is sometimes arranged by topic.

CONCEPTS
* Recognition of the four organizational systems, each with its own rules.
* Recognition that the only exception to the alphabetical nature of the card

catalog is the chronological aspect of a country's history, particularly U. S. -
HISTORY.

VOCABULARY
media sequence era retrieval classification

OBJECTIVES
The student will:

1. Realize that all materials shelved in a library are housed by a well-developed organization system
and that all libraries use some type of organization system.

2. List the four organizational systems to include:
a. the alphabetical
b. the numerical
c. the chronological
d. the topical.

3. Define alphabetical order as simple A-B-C order and list its uses as in the card catalog, shelving of
fiction books, and most indexes.

4. Define numerical order as simple number sequence and list its uses to include the Dewey Decimal
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System, the Library of Congress System as found in the nonfiction and reference sections.

5. Define chronological organization as sequence by year, time period or time era and list its uses as
in the chronological section of the card catalog, i.e., UNITED STATES - HISTORY.

6. Define topical order as placement by subject or topic and list uses as in most tables of contents
located in nonfiction books such as content area books.

7. Realize that alphabetical listings can be arranged by two different systems, known as word-by-word
or letter-by-letter.

MATERIALS NEEDED
Activity Sheets 10-a through 10-g and 10-b through 10-g in the optional student workbook.

ACTIVITIES
1. Read through material focusing on the different aspects of the four systems.

2. Complete the activity sheets and keep handy for ready classroom reference.

3. Use the context questions indicated by the Stop Sign as an in-class evaluation or homework
assignment.

EXTENDED ACTIVITIES

1. Take one organizational system and superimpose it on another: categorize biographies by
chronology, by theme, by area, by subject. Product can be a computer printout; can be retained
permanently in IMC.

2. Pull all books on one subject (China, Middle Ages), recategorize chronologically. Using the
Dewey number, add all biographies, magazines, videotapes, audiovisual material. Final bibliography
product retained permanently in IMC.

3. Categorize all periodicals in IMC by Dewey number.
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Name Activity 10-a
Date

THE FOUR ORGANIZATIONAL SYSTEMS

To find a specific item, it must be remembered that all books, types of media or
instructional aids that are housed in the library have a specific area of placement, or
perhaps, "address." Each item has not been housed by chance, but by a well-
developed organizational system. All libraries have some type of organizational system.

There are four simple, basic organizational systems used for item placement. If you
are able to understand each, information retrieval will be quite easy. The four systems
are:

1.) Alphabetical Order: Simple A, B, C order; used in the card catalog, shelving
of fiction books and most indexes.

2.) Numerical: Simple number sequence as used in the Dewey Decimal System
and Library of Congress classification system.

3.) Chronological: Placement by year, by time period, or time era. It is used in the
U.S.--HISTORY section of the card catalog.

4.) Topical: Also known as subject. Used in most tables of content in nonfiction
books such as content area books. It is also the basis of shelf placement of the
biography section of the library in that the topics are the lives of people.

As indicated, the card catalog, book indexes, and many nonfiction books such as
encyclopedias are alphabetically organized. Interestingly, alphabetical listings can be
arranged by two different systems. The systems are word-by-word and letter-by-
letter. Once the system is put into use in a card catalog or index, it remains constant
throughout. There will never be a mixture of the two systems. Most of the time, you

will not even be aware of the alphabetical system that is in use because the use of the
system becomes automatic.

The main, or most important, reason for having an awareness of the existence of
the two systems is that if you do not immediately locate a specific entry, you might be
using the wrong system (word-by-word) and should then switch to the other (letter-
by-letter). Above all else, don't assume that the entry isn't there. Keep looking.

One instance comes to mind in the locational confusion that the alphabetical systems
do sometimes create. One student needed information on the topic, "Newark," but
when he looked in a very commonly used encyclopedia and couldn't find the entry, he
became confused. Through an explanation of the simple workings of both
alphabetizing methods, the student found the "Newark" entry 137 pages away from
where he expected to find it originally.

An explanation of both systems is very easy to understand. In a letter-by-letter
system, the spaces are ignored and the letters of all words are pushed together as
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Name Activity 10-a, cont.
Date

though only one word exists.
Example: New Jersey = newjersey

In a word-by-word system, all of the same first words are clustered together and are
alphabetically organized by the spelling of the second word.
Example: New Jersey
New York
An example of both systems follows. The letters that regulate the organization of the
list according to both systems will be underline to help you understand.

Letter-by-letter Word-by-word

(Ignore spaces.) (Same first
words are
clustered.)

New Amsterdam New York

Newark New Yorker

New Bedford Newark

New Bern Newars

Newbold Newberry

New Britain Newbold

Newburgh Newburgh

1. Why is it important to have organization within a library setting?

2. Explain the alphabetical organizational system as used in the library. Give
examples of where it might be found within this setting.

3. Explain the chronological organizational system as used in the library. Give an
example as to where it might be found in this setting.

4. Explain the numerical organizational system as used in the library. Give examples
as to where it might be found in this setting.

5. Explain the topical organizational system as used in the library. Give an example as
to where it might be found in this setting.

6. What is the difference of the word-by-word and the letter-by-letter alphabetical
systems?
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Name Activity 10-b
Date

DIRECTIONS: Insert each card into the correct alphabetical placement by matching
number to arrow.

RN TR

@ f &Eﬁ EACH ITEM BELOW IS THE TOP LINE
¥/ BUSN——— OF A CATALOG CARD.
A\ —
- ‘ 1L B — 1. China, day by day
LAV T Bra =7 2. COOKERY - GREEK
AN
NS Bowee—=—; 3. Cleary, Beverly
s 5 4. COMPOSITION - WRITING
N SN 5. Cairns, Trevor
Q\i\“ BoR = 6. CATERPILLARS
7. Build the unknown
@ 8. The city game
BOR-BY , 9. The border states
m ——  10. Boyd, William C.
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Name Activity 10-c
Date

DIRECTIONS: Insert each card into the correct alphabetical placement by matching
number to arrow.

S HE ———
SHO ——

EACH ITEM BELOW IS THE TOP LINE
OF A CATALOG CARD.

1. SPORTS CARS

2. The secret garden

3. The snow goose

4. SCAVENGERS

5. SEEING EYE DOGS - STORIES
6

7

8

9

1

. SANTA FE TRAIL
. SOCCER

. Sleator, William

. Spier, Peter

0. STATISTICS
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Name Activity 10-d
Date

DIRECTIONS: Listed below are four organizational systems. Also listed are a
multitude of sources that can be found in the library to further research. Analyze each
according to the type/types of organization/organizations that can be found in each
source.

ORGANIZATIONAL SYSTEMS: A. Chronological
B. Numerical
C. Alphabetical
D. Topical
1. Dictionary

2. Card Catalog (as a whole)
3. Table of contents
4. Encyclopedias' format
5. U. S. History section of the card catalog
6. Fiction section of the library
7. Thesaurus
8. Nonfiction section of the library
9.**National Geographic Index
10. Atlas
11. Book Index
12.**Readers' Guide
13. Reference section of the library
14.#*Current Biography
15. Biography section of the library

16.** American Heritage [ **Answers based on your use of
index as a first step.]
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Name

Date

Activity 10-e

DIRECTIONS: Insert each card into the correct alphabetical placement by matching

number to arrow.

NPT s,
R X %
\

GY|
aunR
GRE

GRA

GoL

GLO

clo-agy

J

EACH ITEM BELOW IS THE TOP LINE
OF A CATALOG CARD.

1. GREAT BRITAIN
2. The how and why wonder book of time
3. Haunts, haunts, haunts
4. Gonen, Rivka
5. INVENTIONS
6. I have a dream
7. Haggerty, James J., jt. author
8. The Incas, people of the sun
9. HO CHI MINH
_10. HENRY FORD
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Name Activity 10-f
Date

Alphabetizing: Letter by Letter

DIRECTIONS: Using the letter by letter method of alphabetizing, put the following in
order.

—

New women in media

NEW JERSEY - REVOLUTIONARY WAR
NEW JERSEY - CIVIL WAR

New worlds ahead

The new world

New women in art and dance

NEWBERY AWARD BOOKS

Newark, Tim

© o N o ;oA W N

NEW YORK STOCK EXCHANGE

10. New year

p—

O o0 N O »n A~ W N

p—
=
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Name Activity 10-g
Date

Alphabetizing: Word by Word

DIRECTIONS: Using the word by word method of alphabetizing, put the following in
order.

The New Family Cookbook

Nesbit, E.

Nervous System

New Jersey

The New Jersey Almanac and Travel Guide
The New Jersey Almanac

The New Guide to The Planets

The New Golden Book of Astronomy

¥ ©0 3 kWb

New Hampshire Beautiful
10. Neuberger, Richard

11. Ness, Loch

12. Nesbitt, Rosemary

—
gl Sl =
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LESSON 11
nderstanding Organization
Organizational Exceptions

FOCUS
This lesson will be focusing on the many and varied exceptions to the rule.

TEACHER PREPARATION

1. Review the material to be presented.

2. Pull any or all of the books listed in any of the rules to illustrate.

3. Complete the activity sheets and keep for handy classroom reference.

BACKGROUND INFORMATION
Exceptions: Some examples, corresponding to the rules in the student activity:

Rule 1: All of these would be alphabetized by the second word.
The Long Escape
The Slavery Ghost
The Box Car Children
The Blue Sword
The Girl Who Owned a City
A Book of Directions
A Wrinkle in Time
An Enemy at Green Knowe
All of these would be alphabetized starting with the first word, "And . . ."
And I Alone Survived
And Everything Nice
And Forever Free
And Now Miguel

Rule 2. Louis Armstrong by James Lincoln Collier
Samuel J. Tilden by Bill Severn
Lillian Wald by Beatrice Siegel

Rule 3: Dr. Christiaan N. Barnard
Dr. George Washington Carver
Dr. Ralphe Bunche
The St. Lawrence
Mr. President
Mr. Wizard's Science Secrets
Mrs. Abercorn and the Bunce Boys
Mrs. Frisby and the Rats of NIMH

Rule 4: 101 Dalmations
1001 Questions Answered About Flowers
101 Soft Toys
100 Plus American Poems
100 Quotable Poems

Rule 5: Check out your media center card catalog to see if there are any local variations before
teaching this unit. Then check with the phone book. The directory is usually strictly letter-by-letter
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with admonishments on alternative spellings. Check different encyclopedia indexes to see the
variations.

Rule 6: Sometimes the author will include a middle initial on some books and not others.
Sometimes, the author's name will be two initials and a last name; other times all three names will be
fully spelled. If one is reasonably certain that the author is the same person, those author cards will be
interfiled.

Rule 7: Subject cards are alphabetically arranged. If the subject is CHINA, the subtopic is HISTORY,
the detail is a chronological period, there might be a subdetail.

All cards with just CHINA on them would be alphabetized first. All cards with CHINA-
HISTORY would be alphabetized after, and so on. It's important for the students to realize that each
word or group of words between the dashes are separate entities.

CONCEPTS

» Recognition and understanding of the many catalog card rule exceptions.

» Recognition that the topics are grouped alphabetically in the card catalog by
subject card and within the cluster of subject cards, the subtopic and details of the
topic are also alphabetically grouped in turn.

VOCABULARY
exception differentiate conjunction abbreviated corresponding article cluster

OBJECTIVES

The student will understand:
1. That although the general rules of alphabetizing apply to the use of the card catalog, there are some
exceptions to be noted.

2. That the articles a, an, the, are dropped when they appear at the beginning of a title but are kept
when they are located within the title. (It is important not to confuse the article "an" with the
conjunction "and.")

3. Thatin the card catalog, a person's name as a subject or as an author will be filed alphabetically by
the last name and not by the first EXCEPT if the name represents the title of a book, then the title card
for the book will be filed by the first name of the person.

4. That even though the title of a book may be abbreviated and also appears that way on the
corresponding catalog card, the catalog card will be filed alphabetically as though the abbreviated part of
the title were completely spelled out.

5. That even when written numerically in a title, to locate a book title in the card catalog, a
numerically written number must be respelled in letters and then alphabetically located.

6. That Mc and Mac are alphabetically filed as though they are spelled the same and that within the
Mc/Mac cluster the names are alphabetized by the spelling of the second syllable.

7. That when more than one book is written by an author, the author cards will be filed, first by the
author's last name, then by the first name, and then each book will be filed alphabetically by the

individual title within the author name cluster.

8. That topics are grouped alphabetically in the card catalog by topics card and within the cluster of
topic cards the subtopics and details of the topic are also alphabetically grouped in turn.
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MATERIAL NEEDED
Activity Sheets 11-a through 11-¢ and 11-b through 11-e in optional student workbooks.

ACTIVITIES

1. Read through and discuss material.

2. Use actual examples of cards on transparencies to illustrate.
3. Use context questions for homework or class evaluation.

EXTENDED ACTIVITIES
1. Let each student take one drawer from the card catalog and list examples of every exception found in
that drawer.

2. Permit student to examine school media center card catalog to ascertain exact sequences. Compare
to local public library. Compare to county or regional library.

3. Let the library media specialist share with the students the convention of filing for authors with
pseudonyms. :
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Name Activity 11-a
Date

Organizational Exceptions
With the exception of the chronological organization of the cluster for U. S. --
HISTORY, one would have to think long and hard to find an easier index to use than
the alphabetically ordered card catalog. Although, a few extra rules should be
remembered when using the card catalog.

RULE 1: The articles a, an, the are dropped when they appear at the beginning of a
title. Keep them when they are located within the title, though. The student should be
sure to differentiate between the article an and the conjunction and. And would
definitely be used in alphabetizing while an would be dropped at the beginning. This
has been noted to be a common student mistake.

RULE 2: A person's name as a subject or as an author will be alphabetized by the last
name, not the first. But, if the name represents the title of a book then the book title
will be filed by the first name of the person.
Example: (Book) Thomas Edison by Sylvia Archer
Alphabetized: Author card = A for Archer, Sylvia

Subject card = E for Edison, Thomas

Title =T for Thomas Edison
RULE 3: Even though the title of a book may be abbreviated and also on the
corresponding catalog card, the catalog card will be filed alphabetically as though the
title were completely spelled out.
Example: Mr. = Mister

Dr. = Doctor

Lt. = Lieutenant

RULE 4 : Even though written numerically in the title, to locate the book's title in the
card catalog, the number must be respelled in letters.

Example: 20th = twentieth
as in 20th Century Genius (Twentieth Century Genius)

RULE 5: Mc and Mac are alphabetically filed as though they are spelled the same.
Within the Mc/Mac cluster the names are alphabetized by the second syllable.
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Activity 11-a, cont.
Examples: McEnroe
MacGrath
McHenery
MacMillan

The Mc/Mac's come before the Ma's in the drawer. This is different from the way
they would be indexed in a telephone directory. In some libraries, one might find all the
Mc/Mac's filed between the Ma's and the Mad's. To check, just look for the word
MACHINERY. If "machinery" comes after MacMillan, then one will find all the Mc's
and Mac's together. Check to see how it is in your library.

RULE 6: When more than one book is written by an author, the author cards will be
first filed by the author's last name, then first. Then each book will be alphabetically
filed by the individual title of each book in the author name cluster.

RULE 7: Topics are also grouped alphabetically in the card catalog. Within this
cluster the subtopic and details are also alphabetically grouped.

Example: {POLAND--ECONOMICS} will be followed by
{POLAND--GOVERNMENT}
{POLAND--HOUSING}

1. Explain the rule regarding the articles a, an, the, when each word begins a title
when looking for a title card in the card catalog. What is the rule when the articles q,
an, the, are found in the middle of the title?

2. Why is it important not to confuse the article "an" and the conjunction "and" when
both begin a title on a title card?

3. In using the card catalog, when would you look for the last name of a person?
When would you look for the first name of a person?

4. How do you handle abbreviations in a book title when looking up a corresponding
title card in the card catalog?

5. If a number is numerically written in the title of a book, how would you find the
corresponding title card in the card catalog?

6. If you wanted to find a complete list of the books in the library written by an author,
how would you proceed?

7. How are names whose first syllables are Mc or Mac organized in the card catalog?

8. How would subtopics of a topic be clustered in the card catalog? How would you
locate a corresponding detail?
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Name Activity 11-b
Date

Directions:

Read through the rules regarding the catalog card exceptions. Listed below are a
series of first lines taken from catalog cards. Carefully read them to determine by
which rule the library media specialist would file each card in the card catalog.

A. Drop a, an, the when it appears at the beginning of a title but keep when it is within
the title.

B. Abbreviations are filed as though they are fully respelled.

C. Numbers are respelled in letters.

D. Mc's and Mac's are interfiled as though they are spelled the same.

E. Alphabetically without exception.

F. Chronologically in the U. S.- HISTORY section.

L 4 - H CLUBS - FICTION

2 Mr. Jefferson's Washington

3. The acts of King Arthur and his noble knights
4. McAlister, James

5. Dr. George Washington Carver

6. 20,000 years of world painting

y U. S. HISTORY - FRENCH AND INDIAN WAR
8. Mr. Lincoln's proclamation

9. U. S. HISTORY - COLONIAL PERIOD
10._____ Mr. President

11._____ 2201 fascinating facts

12.___ AFRICA

13.__ The Aeneid for boys and girls

14._____ U.S.HISTORY - WAR OF 1812
15._____ Mr. Mysterious and company
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Name Activity 11-c
Date

ALPHABETICAL ORDER BY TOPIC/SUBTOPIC/DETAIL

DIRECTIONS:
The following is a listing of topics, subtopics, and details. Alphabetize them as
they would be found in a card catalog.

INDIANS - FICTION

INDIANS

INDIANS OF MEXICO - FICTION

INDIANS - LEGENDS

INDIANS OF ANTIQUITIES

INDIANS OF NORTH AMERICA - BIOGRAPHY

INDIANS OF NEW JERSEY

INDIANS OF NORTH AMERICA - ANTIQUITIES - COLLECTIONS
. INDIANS OF NORTH AMERICA - CAPTIVITIES - FICTION
10. INDIANS OF NORTH AMERICA - EDUCATION
11.INDIANS OF NORTH AMERICA - FICTION - CANADA
12.INDIANS OF NORTH AMERICA - DICTIONARIES
13.INDIANS OF MEXICO - ANTIQUITIES

14.INDIANS OF NORTH AMERICA - ART

15.INDIANS OF NORTH AMERICA

Use the space below to put them into order.
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Name Activity 11-d
Date

INFORMATION RETRIEVAL: FIRST OR LAST NAME?

Directions:

Listed below are a series of names. Each might be found as the first line on a

catalog card. Next to the name is an indication as to whether the name represents a
book title, a subject , or an author's name.

Circle that part of the name that you would use to retrieve the books represented by

the names as they appear below.

P2 5 BN PA o T B

9.

10.
11.
12.
13.
14.

15

GEORGE WASHINGTON CARVER (Subject)
George Washington Carver (Title)
Sam Epstein (Author)

COCHISE (Subject)

Edgar Wyatt (Author)
JEFFERSON DAVIS (Subject)
Margaret Green (Author)

Charles Dickens (Title)

Charles Dickens (Author)
CHARLES DICKENS (Subject)
Wolf Mankowitz (Author)
WALTER DISNEY (Subject)
Walter Disney (Title)

Walter Disney (Author)

EDGAR ALLAN POE (Subject)
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Name Activity 11-e
Date

DIRECTIONS: Insert each card into the correct alphabetical placement by matching
number to arrow. (Remember: Numerically written numbers must be
respelled in letters. e.g. 20 = twenty) .

)

\

)
/

)

)

J

)
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EACH ITEM BELOW IS THE TOP LINE
OF A CATALOG CARD. ~
13 clues for Miss Marple

26 letters and 99 cents

10 little puppy dogs

1783 - 1800 the United States emerges

. 1988 summer employment directory

6. 1890-1920 America becomes world power
7. The 100 year old cactus

8. The 18th emergency -
9. 3000 years of black poetry
10. Tools of science

N
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Name Unit III Activity
Date Know Your Country:
The South Central Region of the U. S.
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