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CHAPTER I
INTRODUCTION

Statement of the problem. The objectives of this

thesis are to set forth the detalled procedurss and methods
essential to organize, from the instructional point of view,
& library for John Gill School, a kindergarten through sixth

grade school.

. Delimitation. This thesis does not include consid-
eration of the ph;sical aspects of construction, such as
@xterior building materials, heating, lighting, and other

| architectural problems related to the organization of a

| library, in as much as a vacant hasement room was renovated

— ——— for the purposeof the librarys

Justification of the problem. It is in the
| elementary grades that basic skills, attitudes, habits, and
arpracilaticng--values of education--sre introduced. With
the basic reading skills must come access to a wide variety
| of bocks and materials that motivate and stimulate ideas and
the building of ideas to the end that our general objectives
of edﬁcation are further developed.

The changing role of the elementary school from the

teacher-textbook type of approach to the child-centered




a
approach with @ broader curriculum has created a need for a
wider variety of materisls which cannot be supplied very
asdequately through the textbock and classroom materlals
alone, Nora Beust, Office of Education spaclalist for
school and children's librarles, states:

The elementary school library has the possibility of
furthering the program of the school it serves Just as
college and unlversity libraries have long furthered
higher sducation and as secondaxy school libraries have
more recently bhegun to function ln the high school.
Probably the most significant reason for the increased
potentialities of the library 1n the elementery school
is the rresent concept of aelemantary education. The
child of today 1is given an oppoxrtunity to initiate, to
plan, and to execute. Children are encouraged to direct
themselves, iat thelr own goals, and then to appraise
the results.

Gagllardo polnts out:

Despite the fact that it is in the elementary grades
that book lovers are made, we know that our elsmentary

school librery vrogram is supported less well than are

libraries on the secondary level.

But is 1t not strangse, despite all of this that so
many children are still denled the books they need? In
school after school and community after community,
children once they learn how to read--are given nothing
to read. '

Thexre may be some relation between the constantly
relterated need for remedial reading and the lack of
access to books that delight, inform, stimulate and
challenge.2

ljora Bsust, "The Elementary &School Library In
Today's Tducational Scene," School Life, 32:108, April, 1950.

SRuth Gagliardo, "White House Conference For Children
and Youth," Library Journal, 44:449-50, December, 1950,



Farthex Justificatlon of the elementary school
libraxy is offered by Hartz,

Today there is & need for a library in every
elementary school, baecause the modern elementary school
has a broader curriculum, an integrated program
involving many dynamic and soclal activities.?

The follewing quotations further emphasize the fact
that the Importance of the elementaxry school library is
being promoted., :

Ve still have that inspirational type of teacher
who transmits from his mind to the youthful mind his
own knowledge and allows little opportunity to roam
from the beaten track, but they no longer predominate,.
Today our picture of education is infinitely more
complex and varlable. We now give youth more of a
chance to anlarge hls own vision, to explore and learn
and grow from his own experience, Ve have evolved a
program thaet considers every phase of the development
of a boy or glrle-that should provide for every
contingency. The librarﬁ plays a key role in enriching
this many-sided program.

"Reading is the greatest educational force that
menkind has evex devised,"®

A school with good library sexvices can change
the whole philosophy of the school system, can make
the difference batween & mediocre and an outstanding

Sprederic R. Hartz, "Establishing the Elementary
School Library," Wilson Library Bulletin, 30:628, April, 1956,

4p11ce Brooks leGuire, "ichool and Children's
Libraries," Yilson Library Bulletin, 30:203, October, 19556,

SFrederic Wertham, M.D., "Reading For the Innocent,"
Wilson Library Bulletin, 29:611, April, 19866,



school., Through the school library we can push back
the frontler of learning; it 1s indispensable for
future citlzens at this critical period in our
history .0
"Today the school library 1s recognized as an
integral and indispensable rart of a modern school .7
That the public in general has been alerted to the
critical need of library services throughout the country
is evident by reason of the enactment, by Congress, of
Libraxy Services Bill (HR 2840) te bring booke-borrowing
within the reach of millions of Americans.

On June 6, 1966, the Congress passed the Library
Services Bill. The enactment of this legislation
represants a significant landmark in the educatiocnal
progress in the United States,b

The above-mentioned leglslation provides for state

administration by the state libraxry asgenclies and federal

administration through the Unlted States Uffice of
Fducatlon.

Emotlonal security and citizenship training are
also values that the library in the slementary school can

promote,

6jelen Wessels, "Superintendents Look at School
Library Sexvice," Library Journal, 79:4&9, March 15, 19564,

TBenjamin Willls, "Better School Libraries Make
Batter Schools," ﬁdgcation Pigest, 20:46, November, 1954.

8rlaine Exton, "Library Needs Catch Capital Spote
light," Amexigcan “chool Boarxd Journal, 133:45, July, 1956,




A good cltizen must be an informed citizen, and an

informed citlizen either knows the answers or knows where

and how to find them. As boys and girls come to the
library to find ocut how to take care of the new guilnea
rig in the science room, how to build & leanto in the
woods, or how much thelyr city has grouwn during the last
20 years, they are formlng life-long habits of going to
the library for useful and rellable information. As
they read widely in the school llbrary, they not only
learn to enjoy reading for recreation, but often find
answers to deep-seated fears and frustrations. They
learn to 1dentffy themselves with characters in stories
and books and are hnelped to undexrstand and become
adJusted to thelr own problemsgs, Thus they build toward
Inner security of the mature adult and toward
responsible and informed citizenship.

Procedures and tegchniques. The prdcedures and
techniquas fox gathering facts and information for this
rroject have been galned by personal observation of fifteen
elementary school librarles in San Mateo, canta Clara, San

Francisco, Contra Costa, and San Joaquin counties;

interviews with librarians in San Mateo, Santa Ci;}a, and
Contra Costa countles; reading the research literature in
the field of elementary school librearies; holding many
committee mesetings with teachers and parents regarding ths

selection of books and materlals.

Contributions of the present study. Chlldren's

lives have been, and will continue to be enriched by virtue

“Helen Bickel and L. Simonson, "The Llementarye

School Library Today," The Nutional Elementary rfrineipal,
31:12, September, 1961,



of their particlpution in the John Gill School Library.
The basic objectives of ths elasmentary school have
‘been, and will continus to be enhanced,
It is hoped that this thesls mlight sexve as a
stimulus for school leaders who may have delayed starting

an elementary school library program,.
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CHAPTER IT
REVIEW QOF THE LITERATURE

An examination of the literature in the field of
the organization of a library in the elementary school,
agpeclally as related to the kindergarten through sixthe
grade school, revealed that few books have been published
pertalning to the total organization., However, there
were many articles in the educational Jjournals and
periodicals written by authorlties in the areas of child-
ren's libraries, children's literature, child growth and
development, and school llbrary organization. Only a

brief summary of the vork done on problems closely related

to the one at hand will be given here,

Literature on general organization. Fargo deplets
the elementary school library as a service Institution
and she emphasizes the changing role of the library in
keeping with the changing role of education and educational
mathods, She traces the beginnings of the school library
idea, stresses the educational significance of reading,
lists criteria for selection of books, and discusses the

support and control of libraries.t

lpueile Fargo, [he Library %Q the School, (Chicago:
Amexrican Libraxy Association 1947



Gardiner and Baisden emphasize the need for the
library in the elementary school.

A modern program of primary teaching calls for the
wide use of books of varlous types. The library has
contributions to make to children from the moment they
anter scnool. Hven before they have learned to read,
the use of pleture books forms a strong background for
pre-reading training and reading interest., As soon as
children have learned to read the simple preprimers,
there 1s a fileld of books which they can use success-
fully. The oxdinary primary reading program provides
mainly for instructlion in reading skills, but the
teacher must look to the library to furnish children
mora extensive opportunity to use the reading skills
they are acquiring.

Gaxdiner also prasents a clear analysis cof the
role of the central library as opposed to just the class-
room collection of books. She outlines the functions of
library pexrsonnel, describes the physical arrangement of

the library for effective use, suggests critexia for the

saelection of books and materials, and suggests the need

for close cooperation between the public library and the

3cnool.3

2 : : £

Jewel Gardiner, Administering Léb;agg pervice in

the Elementary School Eseeond edition; Chicago: Amserican
Library Association, 1954), p. 144,

Sntc.



IThe Thirtieth Yearbook of the Naticonal Elementary
Principal is devoted execlusively to alementary school

libraries. This yearbook is extremely meaningful to those
organizing a libraxy as it contains comprehensive reports
of the value of the llbrary, techniques in the selection,
appraisal; and organlization of books and other materials.
It also describaes factors to be considered in the selection
and training of parent, student, and profess ional librarians
and assiatants; and many examples of parent, teacher, and
student cooperstion in the organizing and staffing of
1ibraries.4

Ihe Forty-Second Ysarbook, rart II, of the Nationa
Society Fox the Study of Education, entitled "The Library

in General FEducation," was prepared to assist teachers and

1ibrariens in integrating llbrary service more effectively.

Thls yearbook is divided into seven sections; each section
dealing with a separate phase of the llibraxy prograu.
Varilous anthors have considered the role of the library in
modern 1life. FExauples are given of present-day library
service in elementary and secondary schools, in juniox

colleges, and in public libraries., The nature and selection

4uriementary-School Libraries Today," Thirtieth
Yearbook, National Elementary Principal (Washington, D.C.,
September, 1951).
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of materisls are outlined, and the lust section deals with
evaluation and research of library service in terms of
educational objectives,®

Ralph stresses the need for school librdrius,
ralates aims and methods in the school libraxry, and
todcnes upon book selection and selection of materilals
other than books, He discusses the technicel matteis of
classifying; cataloging, and filing, and concludes his
book by stressing the importance of the library in the
elementary school as being an important link with furtherx

education.6

Literature on selection of bhooks and materials.

Terman and Lima present & background of the
—importance of the reading habit, why chlldren read,
reading of interests of children; they point out the
significance of individual differences as related to
mental abllity; they mention sex differences in reading
interests; then they list suggested titles for chilldren's

reading. Theilr listing is annotated,”’

5"Tne Library in General Education," Forty-second

garbook, National Joclety for the Study of kducation,
I11linols, 1943,

6Richard George Ralph, The Library in Edugcation
(London: Turnstile Fress, 1949).

TLewls M. Terman and Margaret Lima, Children's
Reading (New York: D. Appleton and Company, 1928).
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Halnes, in Living With Books, begins with the
purposes of library services; comments on the matter of book
revievwing and the use of book reviews in the selection of
books ; then she presents facts about book binding, copy-
righting, editions, and series. OGhe concludes her book
with an annotated listing of books relating to blography,
history, travel, sclence, scciology, religlon, philosophy,
litersture, postry, drama, snd fictlon today.®

Although baslcally a textbook for college students,
How to Locate Educations]l Informatlon and Data, by
Alexander and Burke; containg Information regarding the
United States Office of Gducatlon publications. The values
of periodicals in the library snd ths characteristics of a

good book review are also explainsd.9

Munson gives annotated llsts of books on adventure,
romance, and books on how-to-do-it problems. Munson

also presents techniques of book selection,+0

8ielen Halnes, Living With Books (New York:
Columbla Unlversity “ress, 1950),.

9Carter Alexander and Axvid Burke, How to Locate

Ed%gatgoga; Information and Data (New York: Bureau o

rFublications, Teachers College, Columbia University, 1950).

- 104pe11a H. Munson, An Ample Figld (Chicago: American
Library Association, 19505.
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Strang, Gllbert, &nd Scogiin outline the qualities
of books children like to read., They list books on adven-
ture, animal life, aviation, careers, exploring the out=~
of-doors, family life, folk tales and myths, girls® stories,
and stories on health and safety, Lists are indexed
according to level of reading difflculty, title and author,
and annotated, Magazlnes, pamphlets, dictionaries and
reference books sultable and desirable for chlldren'’s use
are also listed.l1

One of the most valuable aids in terms of selecting
refarence material forxr the library is offered by ‘hores.
He lists criteria for evaluating dletionaries, encycloped=
las, yearbooks, handbooks, menuals, serlals, lndexes,

bibliographies, and audlo-visual 50UY G688 » 1

Donna Knaack wrote a comprehensive thesis on book
selection which lists very clearly all the major aids in
book selection for the Jjunlor high school. These &re very
aasily-and cdaquately arplled to the alementary level as
well as to the Junlor high school. She includaes speclal

selection of books for slow or retarded readers as well as

11Rath Strang, C. Gilbert% and M. Scoggin, Jateva
Lo Readable Bookg (New York: H. W, Wilson Company, 1952),

1%10uls “hores, Bagic Reference Sourceg (Chicago:
American Library Association, 1954),



il ok

ey s—

13
speclal selectlion of books which develop and 1mprove

deslrable character traits.ld

Literature on technical services. Jesse's Shelf

Work In Libraries covers the objectives, organization, and
practices of all phases of shelving work. The arrangement
of book collections, provislions for oversize volumes,
procadures to be used in searching for missing books,
shifting and moving books, use of the shelf list, the
naturs and frequency of inventories, &nd personnel manage-
ment as related to shelving are all adequetely explainsd in
this volume,:4

Mannl® discusses much of the same information as Jesse

in terms of grouping of books, book numbers, and the use of

the shelf 1 1st, but Fann goes on to explain in great detail

the beginnings and growth of the Dewey decimal system of

classification, Mann dlscusses detalls in processing

- 13ponna Knaack, "Book “election in Junior High
Sehool Librarles With Particular Reference to Stanford
Junior High School, Sacramento, Callfornia" (unpublished
Master's thesls, Collage of the Pacific, Stockton, 1946),
161 pp.

l4yi114em H., Jesse, Shelf Work in L;%§g;;g§

(Chicago: Amerlican Library Assoclation, 195%2).

18iaxgaret Mann, Introduction to Catalozing snd the
Classification ¢of Books (Chicagc: Amexrican Llbrary
Association, 1943).



——

14
added copies, editlons, continuations, transfers, and withe
dravals. The organization and administration of the
catalog department of a library are outlined by Mann.

A recent publication written by Cook is helpful in
terms of definition and understanding of abbreviations and
bibliographic terms related to library procedure.l6

Ingles and lMcCague outline alms, organization, and
methods of library instruction, give helpful hints on
arranging and caring for books. They discuss alphabetlizing,
the card catalog system, the parts of a book, the use of
the dicticnary and encyclopedlia. They conclude their book
with practice lessons on the above-mentioned toples such as
alphabetizling, the parts of a book, and using the card

~ catalog system., This i1s basically a college textboock, but

the iInformation on the tecﬁ;igdiuEhgiéié_éﬁd_fﬁé_biééiiﬁé_“’__"

lessons are helpful in stressing the importance of these
matters in the smooth functioning of a library.l7
There is pertinent literature in many issues of The

Library Jourxnsl, the Wils.p Library Bulletin, bulletlins of

16Margurut Go Cook, The New Library Key (New York:
He Wo Wilson Company, 19566).

———

17May Ingles and Anna bMeCague, Ieaching the Use of
Books and Libraxries (New York: He. d. Wilson Company, 1944).
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the Amerlcan Library Assoclation, and the many Jjournals of

education pertalning to the slementary school. Eome of

thase perlocdicals are: Library Irends, National Llementaxry
Principal, Shild Life, Sghool Life, the Elementary fehool
Journal, Llementary English, American School Board Jourpal,
School fxecutive, Natlonal Society For the Study of
Lducatlon, and the Journel of [ducational Hgsegaxch.

Many of the articles 1n the above publications vere
written or edited by children's librarians of many years
experience, Other authors include the editors of children's
reading maeterial of some of the maln publishing companies
such as: Harpers; Seribners, D, C, Heath, and Random House,
Pexsonnel of the United States Office of Education have

contributed many articles of wvalue, especlally in the

publication Zghool Life. Reading consultants also have

written frequently in the above-listed journals. To cite
a few of the notables asg: Stella &, Center, Heading
Consultant, former Director, Heading Institute, New York
University; Nency Larrick, Education Director, Children's
Books, Random Housej Nora Beust, Office of Hducation
specialist for school amd children's librarles; Josette
Frank, Child Study Association of America; Elvajean Hall,
Co-ordinator of Library Sexvices, Newton Publlie School,

Newton, lMasgachusetts; Mary Silva, Consultant, &School
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Libraries and Work with Children and Youny People, State
Department of Hducatlon, Boston, Massachusetts; May Hill

Arbuthnot, sssociate Professor, Western Reserve University,

Cleveland, Ohloj; Alice Brooks McGuire, H. w, Wilson
Company; William S, Gray, suthority on reading instruction;
and Arnold Gesell, Frances Ilg, and Ruth Strang, author-

ities on child grouwth and development.

Summary,., As the growth of the library in the
elementary school has been slow, especlally as related to
the kindergarten through sixth-grade school, so the
literature rslated to the organlzation of such & library
has been notliceably lacking. However, writers agree on
the dynamic educationsl signifilcance of reading and the

‘subsequent necessity of meking books and reference

mater lals available to chlldren at the primary school age
ag well as 1ln thelr later school years. The literstuxre
reveals that the library, as a service institution,

i becomes & focal point of emphasls in terms of sources of
facts and information, in terms of challenge or motivatlon,
i pleasure, and in providing the foundation to future growth

: of our children.




CHAPTER 111
THE SELECTION OF BOOKS

One of the most importaht factors In ths organization
of a library is the selection of books that willl eventually
detexmine to & major extent the effectiveness of the
librazxy. :

This chapter will emphasize first the potential
values of books., Current practices in selection, a
suggested clearinghouse, and an opportunity for children to

share in the selection process are also considered here.

The potentlal values of books. It would seem

appropriate to re-emphaslize the potential values of books

i-4447____before_discussingAihamgghuul techniques of book selection,

R T Y T

fhrough books we have bridged the centur les and
built the world's structure of achlevement; through
books we racelve and enlarge the heritage of the
human mind.

From evary book invisible threads reach out to
other books; and as the mind comes to use and control
those threads the whole panorama of the world's life,
past and present, becomes constantly more varied and
interesting, while at the same time the mind's oun
powers of reflection and judgment are exerclised and
strengthened,l

lHelen Haines, Living R;%Q Books (New York:
Columbia University Press, 1951), p. 5.
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Annis buff, Assistant kditor of Children's Books,
for the Viking Fress, states:

It would be foolish to suggest that books alone can
glve any child what ha nseds to become all he vas
created capable of being. But I believe with all my
heart that knowledge of life, and preparation fox
experience of life, do come from books, This 1s, of
course, because books written out of knowledge and
imagination are the record of reallty in thought and
feeling and experisnce. Lven 1f at the time of readin
a boy or gilrl seems to be getting nothing but enter-
tainment, it is almost inevitable that seeds will be
planted to grow and flourish as experlence teaches the
meaning of the ideas with which good books are

18

8

concerned, Hvery book that makes genuine demand on the

reader assures that the mind 1s being well furnished,
the intelligence expanded, and imsglnatlon sti%ulated,
and the whole person made better able to grow.

At a time In history when we need vorld understand-
Ing, certainly the following concepts are appropriate:
Amexican children learn to love, understand, and

respect the peoples of other countries from books., . .
In the same way chlldren from othexr lands can learn to

understand us through the lists of our chlldren's
books,d

There are many other potential values obtalnable
through books such as increased skills in reading; self=-
understanding; character development through assoclation;
greataey appreciations of individuals and of beauty, lovs,

and sorxrow; and pure entertainment of insstimable value.

Sannis Duff, "whatsoever Things Are True," Library
Journal, 79:725-26, April 1bH, 1954,

dlrwin Sexton, "World Understanding Ihrough Books,"
Junior Libxarieg, 2:73, April 15, 1956,
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Gurzent practices. General literature in the area of
book selectlon seems to emphasize that administrators,
librarians, and committees chosen to select books for
librexies should first establish a criteria foxr selection,
The following comprehensive criterisa seems to summarize

the bagic ldeas of hook selectlion found by this investigator.

E_!

. Literary mexit.

o0

. Headable-=-gasy to Iead.

&)

o« Truthfulness on the part of the author, Over=
sentimental ized or over-grim pictures of 1life are
not truthful. Ideas and 1ldeals may be as real as
facts.

4, In storles dealing with life situations, at what-

' aver age level, plots should be believable and
well-developed, that characters come alive on the
rages, that the values presented be honest and the
basic philosophy affirmative., "Bad people" have &a
place in literature, as in 1ife, but thexe 18 no

R RARTRT

place in a chlildren's book for evil triumphant

gnough to threaten the young reader's faith In the
good things of life.

5, Emotional impacte--maturity of the child is a
determining factor.

6. The morality and ethles of a story must be vicwed
within the framework of the ethical and moral
c¢limate of the time &nd place of the story.

7. Cruelty and cunning--parents are best judges here.
Gertelnly not good for younger children,

8, Storiss of fantasy and ncnsense cannot conform to
set criteria. Who can chart a course for flights
of imagination? However, take off from firm base
of famillexr realilty.

9, Go cautiously on toplics relating to fear of the
dark, doctor, to cure selfishness, laziness, etc.



1C.
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13,

14,

20

Storles about children of othexr lands, suggest
thelr ovwn criteria,

1) Authentle pleture~-correct in feeling and
detall.

2) Lively.

3) Tell the child things he wants to know
rather than what we want him to know.

distorical studles and blographles.

1) Authentic.

2) Lively .

%) Flaws of character and expasrience of fallure
often serve to bring the humen qualities of
grect men and women closer to the young
readex.

Informational books.

1) Accurate and authentic,

2) Brush with danger--breath-taking adventure.

%) The charactar deliné;%i;hgai_ghe héiagﬁiéﬁfgf
serve as a divlding llne between trash and
treasure.

Literary quality.

1) HEasy to read.

2) Plctures and convarsation,

%) Pace and emotlonal depth and vividness of
style.

Over-nll balance in collection.

1) Youngest--pleture books and simple rhythmlic
stories of everyday and not-so evaryday.



2) Older--reluctant and eager readers, sport
fans, young sclentists, for dreamer, and
doexr, "once-upon-a-time," "Is it truep"4

The only other addltions this investigator would make
to the eritexia listed would be factors relating to the
physicsl make-up of the books. ©Some publishers' bindings
are not suitable for library use In as much as they are not
durable, In such cases 1t 1s more advantageous and acon-
omical in the long run to purchase the desired book orx
books with pre-bound bindings. Actual inspection of the
bindings by the librarian ox committee responsible fox
rurchasing 1s recommended.,

Books should be written in clear type of good size;

there should be wide margins; and the paper should be of

good gqual ity and neavy enough to be opaque.

Witn this criteria in mind,

The library budget local standards, and the
educational program will determing the number of books
to be purchased and the number of current hooklists to
be consul.ted.d

The lists referred to in the preceding paragraph are

those reputable annctated lists of children's books

prepared by those professional librarians and editors of

4josette Frank and Helen Flotz, "On Selecting Books
for Children," Child Study, 38:256-27, Fall, 19065,

Suary ©ilva, "Selecting Books for Elementary Schools,"
Ihe National Elementary Frineipal, 31:136, feptember, 1961,



——————

I SIS W r———

children's books who spend most of thelr waking hours
reviewing books and working with children and books.

The current practice is to select a basic 1list of
books for three purposes: (1) books for ready-reference,
(2) books in different flelds of knowledge, and (3) books
which are rsad without reference to school assignments."ﬁ
This baslc collection is usually between five hundred and
one thousand books, depending upon enrollment and budget
limitations.! This basic list is usually established from
the following sources: Children's Catalcg, a dlctionary
of four thousand books with analytical entries for 1,020,
published by the American Library Assoclation;

Bibliozraphy of Books for Young Pecplg, compiled by a sube
committee of the Assooiation for Childnood !duc&tion, Basic

Book Collection for Elementary Grades, fifth edition,
January 1, 1991, compiled by a joint committes of the

American Library Assoclation, the National Education
Associatlon, and the Natlonal Council of Teachers of
fnglish; 500 Books foxr Children, by Nora Beust, Unlted
States Office of Hducation;. Subject Index to Books for

6 Anne Thaxter Laton "Book Selaection for the School
Library " Nati al Society for the Study of Education,

ortx-uegong aar oog, Part 11, 1943, p. 166,

TBased upon interviews with librarians in San Mateo,
Santa Clara, San Francisco, and Contra Costa countles.
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Primary Gradeg, and gubject Index to Books for Intermediate
Grades, by Rue, published by the American Library

Agsoclation; Hoxn Book lMagazine, published by YWomen's
Fducational and Industrial Unlon, Boston, Massachusetts,
published six times a year; and Distinguished Children's
Books of 1954, publlished by the Amerlcan Library Assoclation.
In addition to the above listed souxées, we, in
Redwood City, visited librarles ln San Franclsco and also
made use of thelr basic list of books purchased foxr thelx

alementary schools ,©

Clearinghouse. After this basic list of about five
hundred books was established, a publisher wasg asked to

send these books for personal review., A committee of

~ seversl teachers, two principals, & seventh- and eighth-

grade school librarian, and twWwo parents reviewed these
books over a period of one month, The committee then
followed through with the purchase of a basic collection.

As more money became available for purchase of books
and materials, the committaes selacted_books of & more general
nature based upon children's needs and interests as

determined by the educational program in Redwood City,

Supasic List of Books for Elementary School
Librarles," San Francisco Unified School Distriet, 1953.
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expanded lists mentioned on pages R2 and 23, and as a result

of studying reading interest surveys listed in the Journal
of Educational Reseaych,? and the Elementary School
JOUTL n&; ® 10

Questionnalres were sent to children, thelr parents,
and their teachers in 270 communities. Another 270
quastionnaires went to librarians In or neaxr these
comnmunities,  Care was taken to select equally from the
nine census reglons of thes United States; from rural,
urban, and metropolitan communities; and from grades
IV through VIII,

Children as a group choose mystery, adventure,
books on chlldren, horses, and dcgs to read about,
As ohlldren progress through grades 1IV-VIII, they
show increasing Iinterest in mystery stories and
decreasing interest in cowboy stories and falry tales.

There appears to be little difference in the reading
interests of children from rural, urban, and metropoli-
tan centers.

Astronomy, geology and physical geography, space
—————travel; Indians; selence, ailrplanes, jets and rockets,
boats and sports books were ropular,

Parents, moxe than any other of the adult groups,
want chlldren to choose reference books to read.

Librarians, more than the othsr two adult groupsi,
want children to read blographies of famous people.

9Journal of Educatlonal Research, 47:276-77, Decem-
ber, 19563; 49:419=-20, February, 1956; and 49:562«57, March,
1966,

10iiexrbert C, Rudman, "The Informationasl Needs and

Reading Interaests of Children in Grades IV Through VIII,"
Elementary cJchool Journal, LV, May, 19865,

1l1bid., vp. B02-503,



The ultimate goal at John Gill fchool, from a

minimun collection point of view, was to reach the

standards listed below:

Kindexgarten-6 Kindergarten-8
f (pex enrollment)

| Books tmintmum) o « wox o » B 6 6o v 0w g 0T

. PEYIoAlon)s & & 4 v iese % o B e b wi v 4D
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‘ ABLBB & % % w % &3 v W % ¢ £ & % & 3 0 llz

i Other supplementary aids available to book selectors

are found In Appendix A, page 64,

Children share. As the children of the school
realized that a library was to be established at the school,
many came to the office and asked 1f they might donate a

|  book to the library. The library committee gave the matbter ——

. some thought and decided that all children in the school
should be glven the privilege of donating & book If they so
desired. C“ome parents realized immedlately the problems
related to giving a book and asked if they might donate

- money to purchase a book lnstead of glving a book that might

J not be sultable. Permission was grented and June 7, 1955

was established as Book Day,

vl .

12pylietin of the School Library Association of
Californis, 26:11, March, 1955, &
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This investigator was discouraged from attempting
this procedure baecause of the obvious problems involved,
such a8 physlcal condition of books, quality of literature,
duplication, and perhaps most Iimpoxtant of all, the
problem of hurting feelings If a bhook was rejected.

A letter was drafted by the commlittee; thes contents
of which attempﬁed to allow for the problems mentloned above,
A copy of this letter will be found in Appendix B, page 68.

In order -that each child could attach significance
to hls glving a book or money, it was requested that all
books or donations be brought to the office by June 2.

Each book was then rubber-stamped in such a way as to read:
"Phis book donated to John Gill School Library by

" In an effort to give those children

(signature)

donating money equal ¢redit, books were purchased at the
Sather Gate Book Store in Berkeley, stamped in the above
manner ; then, all books were returned to those donating them
for the purpose of thelr signing their names in the spaces
provided, On June 7; 19656, following & flag ceremony held
outdoors, children with books filed into the library and
placed their books on the designated shelves. Thus, sach
child had the privilege and pleasure of placing his
contribution on the shelf In thelr new school library. Ths

local newsparer photographer cams to the ceremony and a
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descriptive photograph and an article appeared in the paper
the following day. Three hundred books were donated, all
of which were allcwed to remain 1ldle on the shelves for a
per lod of two weeks for the purpose of allowing the children
to see their contributions, The books were then screened by
the comnittee and a librarian from ths seventh~ and eighti=~
grade school, and sapproximately one hundred rsmained usablae.
Not a single negative comment was recelived regarding the
contributions. The svent was & success in terms of securing
approximately #200,00 worth of books, and moxe lmportant, in
terms of developing pride on the part of children in their
investment in a worthwhile prolect.

To summarize some of the polnts we should consider:
the general mechanical make-up, the literary style, the
glament of sincerity, the warmth of action, does 1t
build character and lead to wholesome thoughts, doss it
have a proper balance, is it within the age level for
which 1t is intended, does 1t add to the child's l1life,
is the information accurate, does it have reality and
beauty, does 1t stimulate 1deas and train gmotions,
doas it have a general high character tone and atmosphere,
doaes 1t in every scene promote high ideals, glve

inspiration, and have Imaginative appeal, and last, are
there other books in the same fileld more satisfactory.t®

lﬁnonna Knnack, "Book Selection in Junlor High School

Libraries with Particular Reference to Stanford Junior High
School, Sacramento, Californla," (unpublished Mastexr's thesis,
College of the Pacific, ctockton, 1946), p. 1l7.



LTI

28
Summary. Books contain potentlal values for children
of inestimable value in terxrms of the presenting of facts
and information, the cultivating of appreclations, skills,
habits, character development, and the gaining of insights
into the achievements and fallures of the prast and pxesant.'
The current practice appears to be thet of the
school librarians, or & committee comprised of teachers,
the librarian, parent representatives, end an adminlstrator
belng designated to select a baslc 1list of books and
materials for an elementary.school library. This same group
than selects, on an expanding basis, other books and
materiels as space, enrollment, and budget factors permit,
All books which might tend to promote prejudice or

misunderstanding of other peoples should not be

considered for the elementary school librarj collection,
There are many ailds to book selection for an
elementary school library. Annotated lists of children's
books compliled or edited by educators, librarians,
committees, or sssociations, and interest surveys, the
results of which are found in the educational or library

Journals, are the most effective aids.
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Libraxy lexms, Yith a Sele n of ferms In

CHAPTER IV
THE SELECTION OF OTHTR LIBRARY MATERIALS

This chaptex 1s basically concernsd with the

selection of refarence-type materials,

Definition. Reference work refers to,

I'nat phase of library work which 1s directly
concerned wlth assistance to reaeders in securing
information and in using the resources of the library
in study and research,.

The reference-type materials to be discussed in this

chapter are: dictionaries, encyclopedlas, maps and globeas,

atlages, plctures, yearbooks, perlodicals, and pamphlets,

Dictionaries,

Among the types of questlons that can be answered by
language reference sources are those involving: defini-
tion, spelling, pronunciation, usage, synonyms,
antonyms and homonyms, abbreviations, signs and symbols,
slang, new words, and nevw meanings for old worda2 dia-
lect, and foreign terms used in Ynglish writing.

lamerican Library Assoclation, A.L.A.

Prepare: under the direction of the Committee on |
Terminology of the American Libraxry Assoclation by Ellzabeth
Hde Thompson (Chicago: American Libxary Assoclation, 1943),
pe 113, '

RLouls Shores, Basig Reference Sources (Cnicago:
American Library Assoclation, 1954), pp. 25-24,
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i The criteria for selecting dictionaries is outlined
1 by Shores® in terms of the following:

1. Bcope-~vocabulary size, supplementary lists of
places, persons, rhymes, new and special terms, and
tablaes,

2¢ Authority--Fublisher and ediitors are important.
It is reasonable to expect authority from dictionaries
bearing the imprint of any of these publishers: G, C.
Mexrriam Co., Funk and Vagnalls, John C, Winston,
Appleton«Century-Crofts, American Book Co., Scott,
Foresman; Row, Peterson; Macmillan, and Random House.

3. Format--opaque, though thin paper, well-leaded,
though small type, adequate inslide and outside margins,
narrow columns, and plenty of alds such as running
heads, thumb indexss and gulde keys.

4, Yord treatment or arrangement--spelling, pronun-
clation, syllablication, etymology, deflnition,
gquotation, syntax.

5, Speclal features--lists of personal names of
notables, place names of histoxrlcal interests, cansus
= figures, maps, abbrevietions, slgns and symbols,

Gardiner® recommends Funk and Wagnalls New Standaxd
DLictionaxy of the Lnglish Language, New York, Funk and
Wagnall Company, 1942, or Yebster's New Internstional
Dictionayy of English Language, second edition, Springfield,
Massachusetts, G. C, Merriam Company, 1934, for unabridged

BIbidL ¥ pp. 28-290
4chores, log. clt.

Sjewel Gardiner, Adm;nista;%gg Librazry Services in
the Elementury School (second edition; Chicago: American
Li%rary Association, 1954), pp. 7TR2=73.

SRS A LRISRTUTRITSH | LTE
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dictlonaries; Thorndike, L. L., Thorndike-Barnhaxrt
Beginnine Dictionary, Chicaego: Scott, Foresman, 1962}

Walpole, Bllen W,, Golden Dictionary, New York: Simon-

Schuster, 1944; Winston Dictionarxry for Schools,
Philadelphls: John G, Vinston, 1950, and VWebster's Elemen-
tary Dictionary, A Dictionary fox Boys and Girls, New York:
American Book Company, 1935, as abridged dictionaries for

the elementary school library.

ingyclopedias. Criteria for selecting encyclopedias
for children are outllined below:

Standard of informational content.

Gomprehensiveness ox range of toplcs.

Accuracy and scope of articles.

o

|—L|u\

——Helative amountof material devoted to each subject.

Presence or absence of any biss in the discussions.
Style of writing and presentation.

fultabllity of vocabulary.

Clarity and precision.

Agcuxacy and authenticity of every axticls,
Organization--degree of facility for locating

specific Information, ©Subject headings, cross-
references, bibliographic material, indexes, guldes.



— Junlor, and Compton's, respectively. Frarents and

Aypearance--readabll ity, sturdiness, quallty of
binding and paper, size of type, pletorial matter,
quality and number of pictures, maps, graphs, charts,
dlagrams, and use of color.

There appears to be conflicting reports in terms of
recommending a specific encyclopedia for the elementary
school libraxry; however, three sets appear to be continually
mentioned &s most desirable: The World BEook, Compton's,
and Britennice Juniox.

In a survey made regarxding the 1953 edltlons of the
above listed encyclcpedies the following conclusions were

reached

During the past ten years the publishers of Woxrld
Book, Britannice Junloxr, and Compton's encyclopedlas
have made great strides Iin easing the vocabulary load
and shortening the sentence length of theilr materials,
Such measures have brought the averege reading levels
down to grades 6, 7, and 8 in Wo Book, Bxitannica

teachers may now turn to World Book and Britannilca
Jgg;og and to a lesser degree to Compton's with
conslderable confidence that most of the artlcles will
be within the reading comprehension of elementary-
school children.

Maps, atlases, snd plctures. The following criteria

developed by a committee of teachers, administrators, end a

6anita Wilkes Dore, "Choosing an f“ncyclopedia for
Junior," Wilson Library Bulletin, R86:53%6.

TRonald B, Ldgerton, "How Difficult Are Children's

ineyclopadias?" The Elementary School Journal, 55:225,
December, 1954,
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parent representative in the Redwood City elementary schools,
for map and globe evaluation, applies to atlases, and, to a
limited degree, to pletures:

l. Clear, simple and easy to usa.
2. Authentlc and accurates,

3, Ahppropriate to maturity level of group amd to
curriculuim,.

4, Laxrge enough to be easily read--readables at
classroon distance? Is the print clear? 1Is the legend
dafinite, clear, and distinct?

o Golors--cleoay and deseriptive.

6, Physical features--Are mountains cleaxly
indicated? Are riverg and lakes relatively prominent?

7. Political features--Are boundaries of countrles
clearly marked? Are boundaries up-to-date? Are the
international Date Line and time bhelts glven?

8. Durable--gquality of payar or material, type of
—noantings———— ol ot

9, Longevity and priority--Does the subject matter
of the map provide for comparatively long use? Does
the @ap maet standaxds of importance and immediate
use?

WAt least one 16" globe is basic for adequate

refarence survica.“g

Ssummary of criteria develouped by & Map and Globe
Lvaluation Committee, Redwood City School District, Loulse
White, Chalrman, 1956,

Q“horas op. cit., p. 124,
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A 1ist of maps and globes recommended for purchase
for the elementary grades wlll be found in Appendix C,
page 70,

“An atlas is a collection of maps or plates or
othexr exhibits bound togethsy in one volume."10 Two such
atlases used extensively throughout elementary schools are:
goode's Sghool Atle ; John Paul Goode, revised and enlarged
edition, Chicago: Rand and MeNally, 1953; and, Rand end
MeNally Standard Atlas of the VWorld.

Yearbooks. Authenticlity and accuracy are the
main factors cohsidered in selecting a yearbook. Hoxld
Almangc and Book of Fagctsg, latest annual, by the New Yoxk
Vorld Telegram, and the World Book Hngyelopedia Annual, by

— the Quarrie Company, are the twWwo most widely used yearbooks

in the elementary school according to information received
by this lnvestigator in visits to other elementary school

district livraries in this area,

Pictures. The importance of pictures in the stimula-
tion of interest and in the development of concepts is being

recognized, as 1s evidenced by the following:

101pid., pe. 120.
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F The increased recognltion of the photograph as

} documentary evidence has led to the preservatlon in

| special libraries and archives of many negatives and

‘ unique positlives, and, evantualli, to the detailed
cataloging of such collections.l

The pleture collection may consist of photographs,
prints, postal cards, l1lllustratlions, charts, diagrams,
grarhs, posters, and cartoons.

That the plecture collection has become an Impoxtant
part of a modaxn library service 1is svldenced by the
fact that at the Speclal Libraries Assoclation Confer-
ence In 1952, a rlcture Divislon was organized. Also,
a preliminary edition of Rules for Descriptive Cataloge
ing in the Library of Congress, Plctures, Desligns, and
Other Two Dimensional Representatives has been published
and 1s being examined and commented upon by those in
charge of plcture collections throughout the country.l®

Pictures may be obtained from professional or amateur
photographexrs, parents, discarded books, and travel folders.

The Informative Pleture Association, 4¢ Noxth Division

Avenue, Grand Raplds, Michigan; Creative fducational
= Society, Mankato, Minnesota; and Photographic History
Servicse, 5537 Hollywood PBoulevard, Hollywood, Callfornlia,

are excellent sourcas for pilctures.

11May D, Hill, "Prints, Pictures and Fhotographs,"
Libraxy Trends, 4:156, October, 1955.

12john A. Parker, "A Brief History of the Pictuxe

Collection," Wilson Library Bulletin (New York), 30:2857,
Novembax, 1955,

L LI
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—————dJunioxr Naturs! History, by American Museum of Natural

Periodicals and pamphletsg.

In making up a perlodical subscription 11st the
librarian should consider the currlculum, the type and
location of her school, the people who use ths llbrary,
and the budget of the library; and for particular
raxiodicals, the publisher, the eiltor, the contributors,
the reading level, ths political viswpolnt, the physical
makeup, and whether 1t 1s indexed in 8HI of the periodi-
cal indexes which the library recelves,

The recommended number of perlodicals listed in the

Bullsetin of the School Library Assoelation of Galifornia,l4
and the requests for and the use of magazines in the various

llbrarics visited, were important guides Iin the establishing
of a beginning subscription list, The reference listed
above suggests a minimam of five periodicals for the kinder-

garten through sixth-grade school. We selected the following

magazines: National Geogranhic, Natlonal Geographlc Socleby;

History; Amexican Girl, by Girl Scouts of the U. 8. As;
Boyg'! Life, by the Boy Scouts of America; gtory Perade, by

Story Parade, Inc,; Ilying, by Ziff-Lavis Company; High-

lights Fox Children, by Highlights for Children, Inc.; Jack

and Jill by Curtis Publishling Company; Dlavmate, by A. R,

l3uarguerite Kirk, Helen H, Glannon, ldward T,
Schofield, and Robert B Freund, "Other Alds to Learning,"
National" “o iety fo Study of Education, Foxrty-second
Yearbook, Paxt 11, Fe ruary, 1945, pe. 213,

14pulletin of the School Library Assoclation of
California, ©6:ll, maxch, 195¢.
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Mueller Printing and Lithograph Company; and Sports

Illustrated, by Time, Inc., for the children. For the
staff the following periodicals were selected: Ihe

Ingtructor, by F. A, Ouwen Publishing Company; Amexrican
Childhood, by Milton Bradley Company; School Axrts, by Davis

Press; Saturday Review, by caturday Revliew Assoclates; The
Grade Taachers; by the Groller Scelety, Inc.; Arizona :
Highways, by Arizona Highway Department; The Elementary
School Journal, by the University of Chicago Press; The
School kxecutive, by American Zchool Publishing Corporation;

and the [ducation Digest, by the Hducation Digest.
Periodicals should bs evaluated yearly in terms of

thelr use 2nd in terms of their quality of content as may

be reflected by changes in edu itorial staffs or publishers.

Slides, fllmstrips, films, aﬂgité;; régézézgés may
well fit into the organization of an elementary=-school
library; however, they wlll not be considered In thils thesis
as these iltems are all oxganlzed and circulated through the
‘main district depository and through the Office of the “an
lMateo County “uperintendent of fchools. These materials arxe

used and returned through the medium of requisltions. This

Ll

procedure appears Lo be qulte prevalent among schools of

i |

this size in the Redwood City area.
Pamphlets are avallable in great quantity from

: banking assoclations, insurance companies, religious
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- location of certain material . Other demands involve

agsoclations, industrial organizetions, educational and
health foundations, reseaxch associations, traval bureaus,
chambers of commerce, and radlo networks. A valuable
source of pamphlets 1s Educators Index of Free Materials,l®
annotated and revised annually. Another helpful list of
pamphlet sources has been compiled by Ireland.l6
Pamphlets may be clagsified and filed by subject,
and may be placed on regular bookshelves in a speclal
gaction of the library or with books of the same subject.
Shelf space vwas limited, therefore, pamphlets were filed
In a vertical file in a special section.
Refarance is to library service what Intelligence
is to the military. In the reference room the library's
resourcaes are utilized to meet specific needs. HMost

frequently the need is for a particular fact to answer
a question., Almost as of'ten the xequest is for the

aild to research and Instruction or_simply counsel on
cultural and recreational reading.l7?

15pqucators Index of Fre Magef;a;s, edited by John
Guy Fowlkes and Paul T. Gody (fifty-first edition;
wisconsin: Educators Progress Sexrvice).

16y, 0, Ireland, "Pamphlet Sources for the School

Librarian," Wilson Library Bulletin, 15:330-32, December,
1940; 15:430-31, January, 1941,

178':101"39, Ol _g_-‘g-lu. Pe 2,
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Summexy. The staff at John Gi1l School accepted the
philosophy that the idea is more important than the book,
and thus, attempted to handle in the library recorded
ldeas in any form in which they exist as a means of

providing the optimum resources for children and teachers,




CHAPTER V

CATALOGING, CLASSIFYING, AND FILING

Cataloging., The purpose of cataloging is to provide
an index to the library materials., Books are listed In the
catalog filing system by author, title, or subject,

The card catalog is an alphabetical index to the
boocke in the library. It is a gulde to the book
collection Jjust as an index to a book 1ls a guide to its

{ contants., Having the index on cards mukes it more
convenient for use, and for inserting cards for new
books., The cards are flled in trays In one straignht
alphabetical arrangement. The label on the outside of
sach tray of the catalog ca?inet indicates the part of
the alphabet that it holds.

It goes almost without saylng that a job well done

is directly related to the tools avallable to do the Job.

—

"The library's most Important tool is the carxd catalog,"

according to Cook.” Effactive cataloging serves to ease
and to speed the job of locating information. "The card
catalog is the short cut to finding books and locating

information.“3

1g11a Aldrich, gs;gg Boogg and Librarieg (New York:
Prentice-iall, Inc., 1951), p. 15.

2Margaret G. Cook, ¢ New Library Key (New York:

He We Wilson Company, 1956), p. 12,

LA

¥, W, Frostic and Leona M, Hough, "Plamning the
Physical Requirements," The National Eblementaxry Principal,

The Thirtieth Yearbook, %1:165, September, 1951,
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As one of the recognlzed functions of the modern

glementary school library is to teach children the arrange-
ment of books, the use of ths card catalog, lndexes,
raference books, and other resources for locating informa-
tion, it is essential that the cataloglng be organized
efficiently by trailned personnel,

Cataloging and classification are highly special-
ized activities which require definite training on the
part of the person who performs them. Unless the
person in charge of the elementary school library has
had tralning in this fleld, she should not be expected
to carry out this particular phase of library
organlzation, When such work 1is carried on by an
inexpsrienced person, it is not only very expensive in

time consuwned, but it is likely to be inadequate and
ineffective.4

"All cataloging to be processed at a central

location and completed matexrials distributed . . .9 is

anothay sxporienced person's point of views: TInls practice, ——
of processing at a central locatlon under the direction of a A
tralned librarian, prevailed throughout the literature,

and in Palo Alto, San Francisco, and Mt., Diablo school

systems visited by thls investigator,

4jewel Gardinex, Adminis ing Libxary Eg;vig% in
the Elementary -chool zsecond edition; Chicago: Amexrican

Library Assoclation, 1954), p. 85,

SFrederic Hartz, "istablishing the Elementary

School Library," Wilson Library Bulletin, 30:630, April,
1956,
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The libraxy at John Gill fSc¢hool was thus organized on
the hasis of the cataloging baing'executed through the

district administrative offices, IHvan though Redwood Clty

did not have a District Librarian at the beglnning of the
{ John Gill School library oxganization, the cataloging was
completed by clerical personnel from the district office,
under the superivision of a Junior high school librarian,
Shortly aftexr the library organization began to funetion,
the Board of Hducation of the Redwood Clty elementary
schools appointed this librarian supervising the John Gill

School program as the Distrxicet Librarian,

L Clagsifying.

Obvicusly, if we wisnh to use a libraxy for informa-
tion, we expect to find togethsr all the books on a

to 1it,
The thought expressed above presents the purpose of
classification-«~to bring tosather all books on the same
subjeet, and books on related subjects nearby.

The system of classification most commonly used and
most desirable for school librarles 1s the Lawey
decimal system of classification. The system was named
for its founder, Melvil Dewey, & prominent filgure In the
library world. In the Dewey system all knowledge 1s
divided Into ten mailn classes numbered 000 to 900, and

LI

bpargaret G. Cook, Ine New Library Key (New York:
He W, Wilson Company, 1956), p. 2

o siﬂgl@ssubjéct, and to find nearby the subjeets related
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sach class 1is divided into ten divisions, and again Into
ten subdlvisions, By the use of decimal polnts, these
subdivisions are divided and expanded, and thus it is
possible to clagsify materlal very minutely., Abridg-
ments must be made in this very elaborate plan in order
to adapt 1t for use in the elementary school library.
There is relatively 1little materlal on the elementary
school level in many of the Dewey classlification
numbers. This would be true for example in such fields
as library economy, philosophy, religlon, economics,
languages, and mathematics., _The abridgment which
follous {Appendix D, page 72/ is one which has been

used satisfactorily in many elementary school libraries.
Tnis abxldged classification 1s epntirely adequate for
most elementary school libraries.?

In addition to the cataloging and classifyling of books
and materials, there are a few other clerical functions
necaessary before the books are ready for the shelves,

These include inspecting the bLooks to determine flaws and

rejects, pasting of bookpockets and date sglips, inserting

bookecards in the pockels, stamplng all books with the school

name for ownership purposes, writing of the call numbers on
the flyleaf, on the reverse slde of the tltle page, and
lettering call numbers about one and one-half inches from
the bottom of the back edge of each book, and filing of

the cards 1n the shelf-list drawexr for master-file purposes,
and filing cards in the general uss catalog drawers. All
of the above detalls, with the exceptlon of the flling, are

completed by clerical personnel in the district

—

7(}&‘:(]11‘1613, _O.E. git.' p. 860
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administrative offices, The flling 1s completed by parents
of c¢hildren in John Gill Zchool.

Books are then arranged on the shelves by classes in
numex 1cal order from left to right; alphabetically by the
authoxr letter, and from the top to the bottom of each shelf
section, Fiction 1s arranged alphabetically by the author
letter., "Easy books" are kept in & special section
arranged alphabetically by author, Periodicals have a
speclal section as do reference books. Shelf labsls with
class numbers and subjects indicated are placed about 1n the
center of eaahIShelf. The arrangement of books and materlials
ls maintalned by the parxent llbrarxians,

The shaslf llst cards arxe filed in numerical ordex

according to ths clagsification number and then alphabati-

ISR 111

cally by the author lettexr. All of the catalog cards are
£1led in alphabetical orxder according to the top line on
each card, Initial articles "A" and "The" &xe disregarded
in titles for purposes of filing, "Mc," "St.," "Ste,," axe
flled as if spelled Mac; Saint, falnte. When any particular
subject has several subheads, the arrangement has been in
alphabstical order by subhead, and undsr subhead by author.
Minor repalrs such as repalring torﬁ pages are

made by the varent librarians.
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It is planned to take an inventory once every tvo
years. Books will be checked agalnst the shelf-list file

and losses indicated on the cards until books are replaced.

Summary. The purposes of cataloging, classifying,
and filing have been outlined,

Most books have at least thxee cards in the card
catalog filing system=--~anthor, title, and subject, Caxd
catalogsg mentlon the title, author, the edition, if other
than the first; usually it gives the imprint of the book,
whexre 1t was published, name of the publisher, and the date
of publicution. If the book is illustrated, the card will
show 1t, The number of pages and sometimes an explanatory

nota axre noted on the card.,

~ The systematlc processing of books; inecluding the

carxding, indexing, labellng, and the arrangement of books
and materials are important phases of the orxganization of a
library that are directly related to the effective use of
the library. A professionally trained school libraxlan
should supervise these technical matters of cataloging,

classifying, filing, labeling, and arranging of matexials.



CHAFTER VI
FINANG ING THY LIBRARY

The discussion in this chapter will be limited to
the finaneling of the library from the book and material
selaction and maintenance point of visw without reference
to capltal outlay ltems such as exterlor and interiox

furnishings.

Gurrent practices. In visiting other librarians
it was noted that the budget provisions outlined by the
Sechool Library Assoclation of Californial were suitable as

a minimum program.

In establishing new libraries, an initial book
1 budget to provide not fewer than four books per pupil
I of expectedenrollment, plus an encyclopedia, s
necesgayry for an effective basic collection. This
basic collection should be purchased as an initial
| capital outlay.

; The generally recommended annual minimum maintenance
; budget is %%.50 per pupll enrolled. (A.L.A., C.L.A,
standards., )

The malntenance budget referred to in the preceding

quotation refaers to & sum set aslde for purposes of replace=-

ment of dlscards and losses, and for purchase of additional

lBulletin of The £chool Library Asgociation of

e —— e

california, 26:10, March, 1955,

21bid.
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titles and duplicates as determined by pupll interests and
the curriculum needs, This maintenance budget should
provide for replacement of encyclopedlas at lntervals of
thxee to five years, und for othsr reference materisls which
tend to become obsolete.

The budget should be large enough to maintain a
minimum collection of five librury books per child
enrolled in schools with kindergarten through six
srades and seven books per child as a minimum
collection fog schools with kindergarten through
eight grades.

The $#1.50 per child maintenance budget recommendaed

exeludes audlo=-visual materials, binding and supplies,
textbooks, and maps, as these ltems are generally purchased

from separate accounts.

District sources. The Board of Educatlon of the

Redwood City elementary schools authnorized the expanditdre
of $1.50 per child for library maintenance budget beginning
the school year 1956-1956. 1In addition to thils factor,
each school 1s allotted a speclfic budget based upon pupil
enrollment which 1s to be expended fox supplies and
instructional materials according to the discretion of the
principal., This discretionary privilege allows more monay

for library purposes.

31vid.
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rarent Teacher Asscocilation in action. Most Parent

Teacher Association's conduct some kind of & money-raising

activity for the purpose of financing thelr own Parent
Teacher Assoclation budget oxr for special school projects.
Thls source can ba a valuable asset to a school beglnning a
1ibrary,

The John Gill School Farent Teacher Assoclation
conducts a carnival every yeaxr which grosses ﬁetween
$1,500,00 and $2,000,00, Fach year the Parent leacher
Assoclation has submitted to the school betwesn $500,00 and
$1,000,00 to be used for child welfare purposes determined
by the principsl. The past two years funds were channesled
to the library and this factor has enabled the school to
aEE;oximata the five books per chlld recommended by the

School Library fAssoclation of California and the Americaﬁ__

Library Associlation as stated on page 47.

Summaxy. An initial book budget to provide for a
basic book collection of not fewer than five books per
child, plus an encyclopedia, snd a minimum maintenance
budget of £1.50 per pupil of expected enrollment are the
basic recommendes factors in establishing and maintaining
a budget for a kindergarten through sixthe-grade elementary

school library.
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Where distxict sources are not adequate, specilal
fund-raising activitles sponsored by the school or Farent

Teacher Assoclation can provide additional funds,

49




CHAPTER VIT
SUMMARY, CONCLUSIONZ, AND RECOMMENDATIONS

The xole of the library in the elementsry school.

Although secondary schools have had llbraries for
more than fifty yeaxrs, it has only been in recent years
that the elementary school nas seen its classroom collec=-
tions of books organlized and edministered as an integral
part of the centralized library,

The library for John Gill School, and for other
kindergarten through sixth-grade schocls is Jjustified in
terms of the contributions the library can make toward
furthering the gensral objectives of education.

_ There appeared to be a scarcity of literature In the

area of the total organization of the elementary ségbcl
librery; howaver, there were many valuable articles relating
to the separate phases of organization contained in the
educational Jjournals and the Journals of the American Libraxy
Assoclatlon. The 1lmportance of the library, the physical
requirements and desirable furnishings, the selection of
books and materials, scheduling of classes, the technical
matters of cataloging, classifying, finaneing, and the
staffing of the elementary school library are areas that

are well-coversed in the psriodlcals over a period of the

last ten yesars.,
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In keeping with the general recommended practices
outlined in the lliterature, the committee approach was used
at John Gill School to establlsh the criterie for the
selection of books and othexr library materlals. A basic
book collection of seven hundred books was purchased with
an expansion to two thousand books over the period of one
year, The ultimate goal of the school and the Parent
Teacher Assoclation is to attain a minimum of thirty-five
hundred ﬁooks, or flve books pexr child enrolled, as
racommended by the School Library Assoclation of California,

Cataloging and classifying were organized on the
basis of the Dewey Decimal System, with centrallzed
ctaloging taking place at the main district administration

offices, under the direction of & trained librarian,

Routine filing and minoxr repalrs were complé%édggy

Parent Teacher Agsoclation members.

Financlng of this lilbrary proJect was accomplished
through an allotment of a fund for a basic book collection
offered by the Redwood Clty School District, plus funds
raised by the John G111l :“chool Parent Teacher Associatlon.

A budget of $1.50 par child enrolled In John Gill and other
elementary scnools In Redwood City was established by the
Board of Tducation as a maintenance budget to provide for
book replacements necessitated by loss, discard, or purchase

of duplicate coples of books or periodlcals.
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~_ the boards appears to be a problem for many,
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Problems 1n the organization of an elementary
school library. As most change in educatlon has transpired
at a slow, cautious pace, so the introduction of the library
In the slementary school has been slow, Tha first problem
1s that of Interpreting the value or role of the library to
administrators, and subsequently to boaxds of trustees, for
purposes of having libraries considered as an integral part
of the modexn school, and thus, having the physical space
for the library planned for in the original construction of
new schools. Or, in the case of additions, interpreting
the role of the library to the extent of secur ing funds to
add libraries to existing buildings. The question of
values=--of interpreting the library to the public and to

The second problem ls that of staffing the_Iiﬁgéry.
This problem delayed the organizatlon of the John Gill
fichool library and 1s blocking the organization of other
libraries., In many cases teachers are glving paxt of theilx
time to assisting in the library. In many cases parents
are sharing the entire load; and, in many cases the public
library and the school arxs attempting to offer a compromise
program,

A third problem offered 1ls that pertalning to the

galection of books and materials. Publishgrs, authors,
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illustrators, and agents almost try to outdo each other in
selling books and materials. Those llbrsrians, teachers,
and parents with the responsibility for selecting a library
collection must be cautious in thelr approach and refer to
the criteria estsblished and to the reputable book lists,
if the most desirable books for chlldren are to be
parehased,

The fourth and coricluding problem related to
organizing a library might well encompass the other problems
mentioned. This is the problem of finance, VWith the
increase In personal property taxes and the subsequent
pressure cn school boards to curtell expenditures forx
schools, administrxatore have haesitated to push the library

program., Small closets or half-gize classrooms have been

called libraries. Likewlise, with limited budgets for

salaries, staffing of libraries has been accomplished, in
many cases, on & part-time or voluntary basis by untrained
personnel. Also, llmited finances have curtalled the

s@lection of desirable collectlons.

Recoumendations. The library in the aelementary
scnool can play such an lmpoxrtant role in the development
of intellectusl and soclal habits, attitudes, skills,
appreciations, and undexstandings of children, that all

administratoxs without the services of a library should
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acquaint themselves with the potentlals of the library
and then take the necessary lnltiative to establlish and

maintain a 1ibyary in the school of thelr distxict.

L e
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hicago: Quarterly.
Texman, Lewls M, and Margaret Lima, Ghlldren's Headling.
New York: D. Appleton and Company, 1928,

Wilson Library Bulletin. H. W. Wilson Company, New York:
Monthly except July and August,
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John G111l School
May 25, 1955

Deaxr Parents:

Our long planned library at John Gill School hes
orened, and 1t is belng staffed by about fifteen members of
our P.T.A, with professional help from the District
Libraxrlane.

You==through your participation in the P,T.A. Carnival
the past two years--have helped to contribute $1,0564.00
which has been used for books and materials, we appreclate
your support.

Many children have expressed the desire to donate a
book to the library and as such we have set Tuesday, June 7,
as Book Day. Each book will bs stamped and slgned to
indicate the name of the child donating the book to the
library. Then, following our flag cexremony on June 7, each
child will have an oprortunity to place his book on the
shelf in the library, BEach child who wishes to donate a book
should bring it to school by June 2. (If you care to donate
money for purchase of a book by the District Librarian,
please send this by June 2, also).

To avold hurtihg anyone's feelings may we point out
that every book wlll have to be examined and there may be

soma bocks whicih we canmnot use. We refer to the condition

of the books, the content, illustrations, etec, In the
avent we cannot use your book, may we have your permission
to place it where it will be of most value? Yes,

Please return book to me. (Books are needed at both the T
B Sanitarium and the Veterans' Hospital, and we would semd
those books not usable here to one of those organizations,)

9incerely yours,

Library Committee,

Mrs. Robert Regan, Chairman
Mrs. Anthony Poderis

Mrs., Elsie Scott

Mrs. Fred Ferber
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1st choice 2nd choice No, Cost
' Cradle Mt.#256 28.00
Grade 1: o 1, X $22.50
yimplified Globe 12% Nystrom Tam ear view %
e o 40 Mt. #251 |
‘ A Cradle Mt.#256 28,00
Grade 2: 4
Simplified Globe 12% Nystrom GMRI204 = & 15.00 Cram Clea; view 22.50
=8 e S Mt. #251 '
Simplified V.orld Map | Nystrom { 798 #9717.50 | Weber-Costello Im—l—S—PhIS. | 17.50
[ SE
Grade 3- 2 Cradle Mt.#256 28.00
Simplified Globe 12® Nystrom GBIR1 j & 26,25 Cram Clear view 22.50
I Mt. #251 ;
Simplified World Map Nystrom Fo9g8 17.50 Weber-Costello {MG-1-5-Phys. 17.50
Simplified U. 5. Map | Nystrom WF1 21.75 | Rand-McNally IMBIOl G A
Grade 4: o
Globe 12¥ Nystrom GB121 26.25 Rand-McNally 2644E 24475
California PP Nystrom PS105 15.50 Gunter 350 15.50
U.S. & Mexico (Simplified) Denoyer-Geppert | Slbro 275 Nystrom WF1 21.75
United States PP Nystrom ISl 26.50 Rand-McNally {MR101 i b
Simplified World Map Nystrom Fo8 17.50 Weber-Costello{MG-1-5-Phys. 17:sH0
Grade 5: 1
Globe 12® Nystrom GB121 26,25 Rand-McNally 2644E 2L .75
World PP Nystrom 1598 26.50 Weber-Costello |MG—~1-5-Phys. 17.50
U.5. Slated Map (reversible)| Nystrom REC1 25.75
( & Vorld)
United States PP (Gr. 5) Nystrom 151 26.50 Rand McNally | MB101 17.25
Grade 6:
_Globe J.?EIW sttrogl GB121 26,25 Rand McNally 2644 24.75
Western Hemisphere PP Rand McNally RS802 13.75
diorth Aﬁgfi’ch.“PP Nystrom 1S5 26.50 Weber-Costello|R3 1475
South America PP Nystrom T 315 Ommane. 26.50 Weber-CostellojR4 14.75
ﬁorld PP Nystron IsSo8 S0 26,50 | Weber-Costelloi MG-7-5-Phys. 17.50
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ABRIDGED DEWEY DECIMAL SYSTEM OF CLASSIFICATION
.fuitable for Elementary School Librarles

00 GENERAL WORKS : &00 LITERATURE
020 Libraries--How to Use 811  Poetry
Books and Libraries 81% Plai
030 Encyeclopedias 900 History (uenerali
100 PHILOSOPHY 0).0 hao§raphy. Deser ptign
170 Gonduct.Etiquette, Thrift Travel (General
200 RELIGION 912 Atlases
220 Bible storiaes 914 Europe (General)
290  Myths 914.2 England
300 S0CI0LOGY 914 .3 Germany
310 Almmanacs 914.4 France
320  Government 914,5 ltaly
330  loney 914.6 Spaln
263  Cltizenship 914,7 Russia

380 Transportation., Rallrcads 914,.8 Scandinavia
and Ships. Communication. 914.9 Other Countries

38 Stamps sla
59 Gos tumes Qig China
594 Holida¥ 916.2 Ja an
398 Fail 8.186 ’ LGL"Jndb 915.4 YIl
400  LANGUAG 918" Africe
420 Dictionaries. Language 917 Noxrth America
Books, J17.2 Maexico
200 SGIENCE 917,.3 United States
57% Prehistoric Man 917.94 California
90  Animals, Animal Storles 918 South America
525  Insects 919  Oceanls
597 Ilshes, Frogs Fhilippine Islands
698 Birds Hawailan Islands
600  USEFUL ARTS-«INDUSTRIES Australia
608 Iavantions New Zealand
614 Health, Fire FProtection South Sea Islands
and FPrevention, Safety — 9198 Arctic Reglons -
Education, 920 Collective Blography
621.,5 Radlo : 921 Individual Blography
629  Aviation. Automobiles 929  Flags
630 Agriculture, Gardsning 930  Anclent History
640  Homemak ing. Cookery 970.1 Indians
655 Priating 973 United States History
680 Handicrafts 079.4 California Historys#
700 FINE ARIS (Geueral) F JFiction
778 lotion Plctures X nagy Books
780 Music
790  Games, Entertalnment, Sports.
ek These numbers for a particulsr state ere inserted merely

to indicate that a school may wish to use the classification
numbers of a particular gtute in order to keep materials of
local interest togathsx.

®Jewel Gardiner and Lso B, Baisden, Administering
Libraxry “ervice in the Elementary fSchool (Chicago: American
Library Association, 1941), p. &8. :
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EXFLANATION OF DEWEY DEGIMAL SYSTEMY

Dewey assigns & number to each book.

Jevwey divides all knowledge into nine major classes,
with an extra class for works so general as to make a
daefinite place impossible. Each major class is divided
into ten smaller classes, =aeh of which includes ten
stlll smaller classes for further subdivislon of the
main subject. Decimal expansion then makes 1t
possible to provide a place foxr the smallest toplc.

Having @ number of books on the same subject, and
therefore with the same class number, makes it
necessary to distinguish among them in some way, This
is done by combining a "book number" with the class
nunber to make up the "call numbex" of the book-=-the
numbgr by which you call for a book at the Loan Desk
and by wnhich 1t is located on the shelf, The book
nuambay is composed of the first letter or two in the
aunthor 's last nome plus a namber Irom the vutter table
of author numbers. Vary often the flrst letter in the
title of the book 1s then added.

This system maskes it Impossible for two books to
have the same combination of numbers, The call number

L

appears on the book and 1n the upper left corner of
avery cexd for that book in the card’'catalog.

The call numbers are read numserically and declmals
are valuel Jjust as in mathematics,

1g1le Aldrich, Using Books and Libraries. (New York:

Prentice-Hall, Inc., 1256l), pp. 18-14,



AIDS TO SELECTION OF LIBRARY MATERIALS

A, L, A, Bulletin. American Library Assoclation. Chicago:
Monthly .

Association for Childhood Education International.

Bibliography of Books for Children. 1960 editlon.
Waghington: The Association, 1950, 120rp.

Amer lcan Libraxy nwaociation, Conmittee on Library Work
with Childxen. Right Book for the Right Ghild.
Tnird edition, New York: John Lay Company, 1942.
285 Do

Arbuthnot, May Hill, GChildren and EBooks, Chlcago: Scott,
Foresmen and Company, 1947. 629 ppe.

Beust, Nora. 500 Books for Children. U. &. Lepartment of
the Interior, Off'ice of utducation, Bulletln 19839,
Number 11, Hasntngtun, D.C,: Superintendent of

Documents, Government Frinting Office, 1940, €9 pp.

Booklist. American Library Associatlon. Chicago: Semi-
monthiy.

Bulletin of the Childrxen's Book Canter. Universlty of
Chicago Library, Center for Children's Books.
Chicago: Monthly except August,

The Child;en's Catalog. H. W. Wilson Company. New York:
He W. Wilson Company.

Clark, Margaret Mary, Chalrman., Adgggtgﬁggg with Books.
Nat ional Council of Teachers of Fnglish, Elementary
Reading List Committse. Chicago: The Council, 1950,
115 pp.

Duff, Annis., Bequesgt of Wings. New York: Viking FPress,
1944, 204 pp.

Gaton, Anne Thaxter. Reading with Cnlldren. New York:
Viking Fxress, 1940, 354 pp.

Eaton, Anne Thaxter. Ireasure for the faking. New York:
Viking Fress, 1946, 248 pp.
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Elementary Bfnglish. Natlonal Council of Teachers of English.
Uhlcago: Monthly.

Hazard, laul. Q%ogs en, and Men. Translated by
Marguerite Mitchell, stons T Tne ﬂorn Book, Inc.,

Horn Book. The Horn PBook, Inc.,, Boston: Bi-monthly.

Joint Committes of the Natlonal HEdueation Assoclation and
the Amexrlcan Libraxry Assoclation. Book Selgct%oa fox

uhilgign and X_g%g People. Chicago: Amer ican Llbrary
Agsoclation, 1945. 7 pp.

Jordan, Allce, From Rello to Tom Zawyer. EBEoston: The
Hoxn Book, Jnc., 1948, 160 pp.

Library Journal. R. R, Bouwker Company., WNew York: Ceml-
monthly

Mahony, Bertha E,; Letimer, Louise Payson; and Folusbea,

Beulah, Jllustrators of Chlldren's Books, 1944-19495,
Boston: The Horn DBook, Ine., 1947. 527 ppe.

Montgomery, Elizabeth Rider. IThe ftory Behind Modern Books.
New York: Dood, Mead and Company, 1949, 208 pp.

Moore, Anne Carroll. My Roads to Childhood. New York:
Doubleday, Doran and Compaeny, 1939, 399 pp.

Fublishers' Yeekly. R, R, Bowkexr Company. WNew York: weekly.

Readers' Guide to Pexiodical Literature. H. ¥, Wilson
Com;uny, New York: Monthly .

: Rue, Eloise. gSubject X to B gg Primaxy Grades.

Chicago. American L b rary Associa ti y 1945, 236 pp.
dndex to Books P uaxl Grades.
FIrst c‘L:cmlennam; C"Icago. msrican Library Association,
1946,
Subjefg dex to Books Intermediate Grades.
T Tecond ed it on., Chicago: Am Amer can Library Association,

1950, 493 pp.

Saturday ‘leview of Literature., Saturday Review Assoclates,
Inc., New York: Weekly.
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