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with the supervisors of the music and audio-visual aids departments. 

And, although the manual pertains to a particular s:ituation, it is felt 

that other ]ibrarians: engaged in similar tasks may find the detailed 

descriptions of some help in planning details of their own program. 





















single shelf card identical to the main entry card except 
for the addition in the lower left-hand corner of price 
and serial numbers of the recordings. 

One of the most difficult probllems to surmount was a 
means of indicating all material when albums are a collec­
tion of varied titles or when a single record has diverse 
material on the two orders. For single records we type 
on every card both titles, indicating the position on 
front or back by adding (f) and (b) after the titles. 
In albums of diverse recordings all titles are typed in 
the regular space, indicating on which record of the al­
bum each selection occurs and on which side, again with 
(f) and' (b). If space at the top of the card is insuf­
ficient, titles are typed on the back of the card with a 
"see back of card" notation in the title space. A second­
ary entry card is made for each individual title. V 

School Library Collections 

The increased emphasis upon the application of audio-visual 

materials to education within recent years has resulted in greater 

ownership of films, filmstrips, records and other media by the individ-

ual school or school system. The concept of the school library as a 

materials center, which includes, along with the traditional book collec-

tion, nonbook materials for the enrichment of the curriculum, is becoming 

more widely accepted by educators and librarians alike. ?.} In the most 

recent revision of the standards of the Southern Association of Colleges 

and Secondary Schools, provision was made for the inclusion of audio-

visual materials in the school library budget and many school systems 

have, within the last few years, transferred sizable groupings of 

]/Mahar, op. cit., p. 1175. 

£/Ben L. Smith, "School Library a Haterials Center, 11 ALA Bulletin, 
J!1ebruary, 1953. 















21 

Receipt in Library Department 

Various means of record keeping are maintained in the library 

department for phonograph records which are ordered by the supervisors 

and by the schools. 

Receipt of records ordered by supervisor. When phonograph records 

are delivered to the library department each record is checked in on 

the original order, the invoice checked and approved for payment. When 

a particular record is unavailable and a substitute has been made, this 

substitution is submitted by the cataloger to the supervisor for 

approval. Any substitutions not approved are returned to the dealer 

for credit. 

Receipt of records ordered by schools. Records sent in from the 

schools arrive with the REQUEST FOR CATA!DGING FORM (example on previous 

page). This form s·erves as a substitute for the Purchase Order, and 

indicates the source of the material and school ownership. 

Use of record folder. Lightweight paper folders are discarded 

and records inserted in heavy green record folders (source and sample 

in Appendix-, page 112a). Cardboard folders or heavy paper folders which 

have biographical, interpretative, or descriptive material on them are 

retained. These paper folders are reinforced before delivery to schools 

by applying a strip of 3/4 inch mystic tape around the outer edges 

(source and sample in Appendix, page ll2b). 
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Distribution identification. School name is stamped on each 

record label and folder, this school name being determined by referring 

to the distribution sheet attached to the original order (source of 

label and folder in Appendix, page llO). 

PR 
785 
M82wr 

Figure 2. Gummed Back Label with is Attached. 
to the Record'& Center Label 

Technical Processing 

Phonograph records are cataloged and classified in the central 

library ·department in a manner similar to the procedUre established for 

books. Records are owned by the schools, and are housed in the school 

library. These materials leave the library depa.Ttment with their card 

catalog cards and ready for circulation. 

Card files maintained. Card files for phonograph records made 

and kept in the library department are: the union shelf list, author 

index, title index, and subject authority files. Cards for each new 

phonograph record added to the system are made in the library depart-

ment as described below for these files. 

1. A union shelf list card is made for each record cataloged 

in the department. This shelf card has the name of all schools in 

the system printed on it, with a check after the schools owning this 

particular record. All the information to appear on the main catalog 





• 
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z. The author index card serves as an index to the shelf list 

file. Information included on this card is: the same as ia on the 

union shelf ]is:t card except that s.chool names and tracings: are omitted. 

The author index fi!e iSJ arranged a]phabetically by author • Detailed 

information is necessary only on one card and this is on the union 

shelf-]ist card, but since the shelf ]is;t file is arranged by cl.assifi-

c-ation, an index is needed when the author iS' known but not the el!assi-

f'ieation. 

PR 
. 785 

1182w 

Author index cards; -are salmon in color. 

Moore, Douqlas 
The wonderful yiolina played by Mischa Mischa• 

koff. Yeaag People's Records, 311. 
2 s. 10" 78 rpm 

Figure 5. Author Index Card 
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and 11!1Jllie argument in favor of Dewey decimal numbers is: 

strongest in libraries which allow patrons free access: 

to all materials.1f 

However, in the case of several selections on one 

record, only one selection csn be used for assignment of 

28 

the class number. This is one of the disadvantages in 

using the Dewey classification scheme. Some long playing 

records may have several different types of musical selec-

tions on them. The musical selection on the second side 

of the record therefore will not be shelved with other 

aimilar recordings. For example: The lower numbered 

side may be a collection of songs, classed 784 while 

the second side may be a collection of operatic arias 

classed 782'.1. Since the record can be in one place 

only, these operatic excerpts. wil] not be shelved with other 

opera recordings, in 782.1, but. with other song collections. 

Music and non-music records are classified in much 

the same manner, using the Dewey Decimal classification. 

Since less than ten per cent of the total records pur-

chased are non-music records and these are ones· quickly 

identifiable w:i th a subject area class in the Decimal 

scheme, these non-music records present few problems in 

class·. assignment. Then too, using the same classification 

!(Rufsvold, O£• cit., p. 55. 
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scheme for both book and nonbook materials in the school 

library is a decided advantage in that teachers and pupils 

already familiar with the scheme for books can readily 

locate nonbook materials in the same subject. "As he 

(the borrower) knows that printed material on United 

States history is together on the shelves under 973, he 

can also learn to go to that number on the shelves where 

the album records are kept and find together those on 

United States history." !/ 
The basis: used for classifying both the music and non-

music records is: the Dewey Decimal Classification, abzridged 

7th edition which is used for classifying books. Tho.se 

elass· numbers; which apply to music and non-music records 

found in the school libraries are lis,ted as a guide. In 

general there are few variations· from the Decimal scheme, 

the greatest variation coming in the 780 1a, the music 

area. Local curniculum demands: usually require some modi-

fication of the basic scheme. Specific modifications have 

been noted in the directions for classification. 

In most instances it is; quite clear if a record is a 

music record or a non-music record. Sbme records, however, 

are a combination of music and speech. For example, a 

story-telling record may include background music or a 

biographical record may include short excerpts from a 





361 Red Cross 

372.4 Speech development and correction 

394.2 Holiday readings 

398 Folk tales 

398.2: Legends 

400 - 499 Languages· 

440 French language records 

460 Spanish language records 

500 - 599 Pure science 

5n Ar.i thmetic· 

520 htronomy 

598.2· Bird songa 

600 - 699 

Fewr records: are classed in these numbers. Few 
non-music records are classed here'. 

700 - 799 Fine arts: 

See 700 1 s; under Music RecordSl on pag6'32as· most 
records' in thisJ el.ass fa'll in musie-. 

800 - 899 Literature 

808.5' PUblic speaking 

808.8 Collections' of general literature readings 

811 Poetry readings., American 

812' Drama readings, American 

815 Orations, American 

821 Poetry readings, English 

822' Drama readings, English 

822.3 Readings from Shakespeare 





ballet is: classed here. Orchestral music 

designed and pUl','chased fotr rhythmic inter• 

pretation is; !'!e! classed here, but in 793.3'. 

785 .,J' All. popular music, vocal, ptiano, :i.n&trumenta>l 

music for · ballroom dancing. 

78eJ, Music for· keyboard instruments, as piano, organ, 

harpsichord. 

787 Music for stringed instruments 

788 Music for wind instruments. Music played by 

a brass band is classed here even if originall7 

c0mposed for another instrument. 

789 Music for percussion instruments 

793.3 Folk dancing, square dancing, tap dancing, 

studY of meter and rhythm, musical stories 

designed for rhythmic interpretation. 

B. Choice of Entry 

'llhe· same rules: that apply to books for es:tablishing a 

main entry heading apply to non-music records. As in 

books it may be author, editor, compiler, title, so in 

, records it may be author, editor, compiler, title. 

11Non-musicall records are treated much as their corre-

sponding literary counterpart. Separate works on 

opposite sides of a record are cataloged individually 

with appropriate notes on each as for books bound 

together·. 11 !/ 

l/Ake:rrs, op;. cit., P:• li37. 
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