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PROCEDURE FOR SHOWING FILMS,,..

Select the film,..

Select not just a film but
a specific film that will
do a specific job, The
motion picture should be
an Integral part of the
frame work of the lesson,
Consider the following:

-Your objective.

=The film sources.

=The film evaluation,

-A preview, if possible,

=Ordering weli in advance,

Prepare Yourself.,.

View the film yourself prior
to class use,

Study prepared notes taken
during advance viewing.

Prepare a plan to incorporate
the film into your unit.

Check the possible reviews

of the film in educational
journals.

Prepare the Room.,.

Create the best possible
conditions for viewing:
~Darkened room,

=Cood screen sight linea
from all seats,

-Projector speaker placed
where all can hear,

-Ventilation of air 1f
the room is crowded.
EKC

Prepare your Pupils...

Help the learmers plan their
search for information be-
fore they see the film by:

-Assisted collateral
reading,

-Discussion of topics.

-Listing points to be
watched for. -

-Listing questions to
be answered.

-Pre-tests or inquiries.

-Comments by the instruce
tor to clarify difficult
spots in the film,

Anticipate vocabulary prob-
lems which may interfere
with comprehending the film.

Introduce the film by using
positive remarks that--

--increase interest and
expectancy in what is
coming.,

~-point out "fleeting
sequences” that might
be missed,

If necéssary introduce” tﬁi‘

film by using negative re~
marks whiche--

~-=indicate a poor qual-
ity of film or sound track,-
accents, dated material, .
etc. )

IS THERE A STANDARD PROCEDUK
or a standard formula for

using an educational film?

Thé answer is No! The pre-
paration, presentation
follow-up pattern may not
be desirable under all
circumstances

~ N ,»"’,

Conduct the Follow-up,.,

Give the students an oppor-
tunity to evaluate the
learning derived from the
film,

- Provide follow-up activi~-

ties which develop natural-

ly from viewing, such as:
-Collateral reading,
~Discussion.

- =Organization of class
or individual projecto.

-Expression thtough
writing.

-Dramatic plays.

-Problem solving. -
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PREFACE

THE use of motion pictures as a communication tool  in the cladi-”

room, has contributed much to increasing the effectiveness of the 

tgaéher. Today, the educational utilization of films is recogn#zed as

a vital component of an instructor's instructional repsrtoire.’

THIS handbook was written particularly for the individual within a

school building =-- audiovisual coordinator, media specialist, librar-.

ian, or whatever he may be calied === who is directly responsible for
providing £ilm service to teachers. This model which will be develop~-
ed on the following pages of this handbook is not theoretical. It is,
on the contrary, a time-télted system which has proven to be excep-
tionally effective for the ordering, booking, and screening of in-
structional films at the secondary level (grades 7-12).

FROM the outset, it will become obvious to ths reader that the
structure described can be easily extrapolated to the administration
of other commonly used audiovisual equipment and materials. This ex-~
tension of tha model should be kept in mind.

C. Bt.L.

?IGILI
‘Muskegoi., Mich.
May, 1970

Prefaoce
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INTRODUCTION

A MOTION PICTURE is a povwerful means of communication. Iﬁ 1-,509
sentially a aultiple method of communication cdlblnlnj ciqht~ah¢_lodnq,_
It is especially effective as a technique for telling a ltory.v It rgpQ
resents facts realistically. It dramatizes human relations and ovcnt;g"
It arouses emotions. It transmits attitudoz, It depictis 1uaqlnathh;:
It can enable one to sea ths unseen. | | | | .‘ 

BECAUSE of "these charactorilﬁicl, the motion picture was rccogﬁizé
ed early as an instructional tool. 'Bducatlonal films were tirﬁt ghoyh}
in a very few scattered school auditoriums arouqd 1911, when tﬁii
Edison COnpany started making them, and gradually they have he;n lhééﬁ
more often and in more places ever since. Thomas Edison, who never had
much formal schooling himself, was a grcat believer in oaucation ’"’1
was certain that iovtos could play a tremendous role in proQidtng 1t;‘.*

RESEARCH has justified Edison's faith in the motion picturs. Ex-
permental studies of film use have shown that vhen films are used prop~
erly, the rats of learning and retention is increased. , ﬁot'ohly do’

films expedite the rate of learning, but they increase 1t-§-copc.

Q
JERi(:Intraduation

Full Tt Provided by ERIC.



MANY things are learned from the various types of motion plctures.
The educational film, howéver, is one deliberately dgsfgned to make its
audience remember something, do something, or feel differently toward
something as a direct result of the showing. Such films may range from
the narrowly didactic to the highly dramatic. oOr from_a simple "how-
to-do-it" film to one on the complex problem of race relations. 1In ei-
ther case, ths truly educational film must  maintaia objec.ivity of
idea and accuracy of factual content.

THE biggest boom 1in educatiopal tilme fcllowed World War II and
has ;ncreased ever slince. 1In the pos: wvar decade, hundreds of class~-
room films were produced in the U.5. by organizations like Encyclo-
paedia Britannica Pilms, Cororet, and McGraw Hill. The value of cer-
tain entertainment or feature filas was brought to a focus in this same
era, and portions of Hollywood features wore excerpted for school use.
At present, many full length feature films are available to educators
on 16 mm. film.

TODAY, as never before, educators find themselves able to obtain
all kinds of equipment and materials to develop and support an ;n;_
structional film program =-=- a ptoétan which is often the core ét ;‘
school's audiovisual services. This handbook is designed to holpll(i)
The administrator who does not have the services cf a media lpqciali;e
at least get his program "off ihe ground®; (2) The librarian who feels

the need for expanding his knowledge and skills concerning thi imple~

meritation of film services) and (3) The teachers in schools of librarcy

science and audiovisual education who wish to proncntﬁthoi; students

with a tested model of a film service prograa.
THE film service model described 4in this handbook is a highly

atructured one. It is based around a seemingly plethora of forms,

Introduction 7



memos, checklists, direction sheets, etc. which organize and control
all aspects of the film program, i.e.: ordering of the films, confirma-~
tion procedures, arrival of the filns; booking brocedures, and the ac-.
tual showing of the films by projectionists. Each form and procedure
has been thoroughly tested by use and has been found to be essential to
the total operation of the film service model.

THE running of such a program requires many 1nd1viduﬁls: profes~-
sional, clerical, and student. However, the basic concept  underlying
this film service model is one of student service. The proper runring
of this mocdel presuppuses that the school atrucﬁuré is organized so
that students in sufficient numbers can be available to work 4in the
program. This is not to suggest an explotation of students. on the

contrary, the responsibilities given to students within this model are
highly structured, wvorthwhile activities and studants should receive

credit (przierobly academic) for these sxperisnces.

THE schematic below structures a recommended clerical and student
staff for a film program in a high school of about 1,600 pupils. and 60

teachere using about 1,200 filml.per school year. This basic structure,

I A-V Director . I
Clerk - Ordering & ..;Clerk - Supervis-~
cominunications ing students

et
1-Clerical Group ’*wader
_1=Projectionist Group Leader

1l-Clerical Group Leader
l-Projectionist Group Leader

1st Hour 2nd Hour 3rd Hour 5th Hour

1-Clerk 1-Clerk 1-Clerk 1-Clerk 1-Clerk

4-Projec- 4-Projec- { 4-Projec- 4-Projec- 4-Prcjec- 4-Projec~
' tionists ~ tionists tionists tionists tionists tionists

Incroduction




with appropriate adjustments in staff size, could be applicable to any
size school.

INHERENT in the schematic are some organizational configurations
and key personnel which' the authors feel are mandatory if the model is
to function.

THE choice of the pf?per clerk to supervise students is essential
ﬁo the program. Primarily you are 1looking for a non-professional
reflecting the strong, iespected traits of & leader of youth working
for a common cause. This person could be likened to a coach and his
team able to withstand the day to day pressures and,>constant demands
of an almost asaembly-linq gservice. The crux of thie person must be
directed toward an interpretation of the entire program which makes it
meaningful and vital to ail concerned.

ALSO important is the choice and concept of the group leaders.
The group lgader structure does much to maintain continuity within the
program, since such irdividuals work for a three-hour block of time.
Group leaders are upperclassmen, such as seniors, who have completed
most of their aca§emic requirements towards gradunation. ‘

ON the.tolloﬁing pq?gl of this booklet, you will Zind the specif-
ic forms and procedur;l wﬁich unite tg create a most efficient program

for the administration of eduvcational films.

@




Mona Shores High School
1121 W Seminole Road
Muskegon,Michigan

Monday, April 14, 1969

SUBJECT: Ordering films for next year.

TO: All teachers.

In this package of materials, you will fina (if you used any films this year)

a pile of 3"x5" cards vith the title, dates you Gsed the film({s), codor, price,
ordering source, name of the teachsr ordsring (probably your name) and the de-

partment for which it was ordsred. ’

Uss these 3"x5" cards as a refere.:ce tool for ordsring films for next ysar.
Ws.do want thase cards back as well as all of the data enclosed for your uss
and refsrence. It is part of cur program to keep all of your requisitions,
movie arrival notices, booking charts, inventory cards, eto., year after Yyear
80 that & fixed refsrence guids can be structured as to what materials teachers
in the past have used for teachers in the futuze. We now havs complste records
on what items sach teacher has used in our department beginning with 19685,

Also enclosed in this package are a series of shsets. Three of these sheets

are your order forms for next year. They can be identified by their structure)
the first of these shaets is numbered one through twenty, another - twenty-one
thru forty, and the third forty-one thru sixty. Along with the order forms is
snclosed a mockup of next year's school calendar. This is to aid you when order-
ing to maks surs you do not schedule a fils during a vacation, holiday, etc.

This calendar can also bs used as a tool to help you begin to plan your lessons
and tsaching units due to ths necessity of advance scheduling of films.

We suggeet that you list the preferred films on the three order forms then place
the corresponding number of each film onto the accompanying mockup calendar.
Place the film's numbsr, ie. = film numbsr one: l. "Hormones™, in the empty
equarss on the calendar which represent the date(s) you will require the film.
This will aid you in scheduling your films more effectively and will also help
us in ordering your films.

If you teach a semsstsr course and plan to teach the same subject both semesters
using the same films, it is possible to duplicate your order by coding the twenty
wiuks Of the first semsster with the twenty weeks of the second and rspesat the
sams list according to the placement of the week on the calendar.

rinally, we have enclosed in this package epecial instructions on how you and
the A-V Dspartment can resuvarch films for the various subject areas you are con-
.sldering to teach nsxt ysar. These instructions end the enamples they illustrate
are very similar to ths forms and charts mentioned above on this msmo. If you
have any questions please feel fras to stop in and see us at any time. '

NOTE: WE MNUST HAVE ALL ORDERS FOR NEXT YBAR'S PILNS IX BY NENORIAL DAY!

Pleass maks uure all orders are aﬁpravad by your department ahairman before they
are submitted to ue. Eave your ohairman initial all order forms or ses us about
restructuring or ohanging your orders.

C. 8t. Loutis
A=V Dixector

b s ) N ‘
0" Basdie Fitm gnyg,.
EJ{U: . ddem

Aruitoxt provided by Eic:




THIS is Dbasically a model constructed of facsimile 1letters and
forms. With a careful reading of these documents and attention to the
overall continuity of presentation the reader should have no difficul~ .
ty in working his way through this administrative model.

COMPILATION OF THE BASIC FILM ORDER

THE year's basic film order should be begun in the Spring of the
preceeding year. This ordering activity is initiated when all teach-
ers are sent an "ordering package” which contains: iaventory cards,
ordering sheets, the coming year's calendar, and information on topic
research. .

THE explanatory letter to this ordering package (page 10) delin-
eats in specific detail what a teacher must do to successfully com-
plete his film order for the coming year.

THE Inventory cards contain information on films used by the
teacher during the current year. This gives the teacher the necessary
information to re-order f£ilms which have proved valuable. Similar in-
formation on films used during previous years 1is also available upon

'request, since these cards are retained on file for such reference
use. The inventory cards themselves are prepared at the time the
films are confirmed, a procedure which is described in further detail
on page 22,

ALSO included in this initial ordering package are ordar sheets

DIGESTION OF FOOD IN OUR BODIES County Bldg.
Science 2/21-26/69
Tharp, R. Color

11 minﬁ. Free"

L

o

Inventory Cards showing previous films
used by teacher

ERIC
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Ordering Sheets with room for sixty film

titles

FILN NRADER FORM FOR: DEPARTMENT CHASRHAN'S APPROVAL) - DATE SUBNITYED: A=V DIRNCTON'S A2PROVAL »

TITLE: DATES REBQUIRRD+ COLOR: LENGTN) CAPALOG WNERE FOUNDs 8. CO8%e

16,

17, S ]

18.

19.

20.

If additional space ie required for ordering filme use the attached oheote 31-40; ¢1-60.

Place the corresponding nusbere on the mockup calendar Indicating the date(s) Yyou require the f1rlm.

T

1

which provide space for sixty film choices. In addition to
the normal descriptive data (i.e., title, color, length,
form requires the teacher to indicate the catalog and page

which the film is listed. This information is necessary for
ing before actual ordering can take place. '

Bagic Film Order

space for
cost) the
number in
re~check~-

ONE of the most cowmon problems teachers havelin structuring

R



Mock-Up of the coming year's school
calendar

their orders is effectively pacing the show dates of the £films re-
quested. As an attempt to practically alleviate this recurring problem
a small mock-up calendar of the coming school year is prepared and in-
cluded in the ordering package. Vacations, holidays and special e~
vents are noted so that films are not scheduled during these excep-
tions to the school year.

THE mock~-up calander will also be used as a coding sheet when ths
teacher prepares his total film order.

OCCASIONALLY teachers will want to order films on subject areas
for which they have no specific titles in mind. At this point they .
can refer to the various selection tools provided in the Media Center,
or utilize "Topic Research" a service offered by the Media Center

staff. The exact procedure for such a service follows on the next two '
pages.

JANUARY 1969 FEBRUARY 1969
[feek Wo. [Won.  [rues. Fu. urs. [Fel. ] [fon. (1T p I uEs, . sek Wo.
18 Iy . 3 7 33/)
' 3844
s . II 14 [ VL
30 13 18 3 7 3n 23 S
ezane sane zame zame [l1st.
oM,
715 ? ?l —Eﬂi
nd, “
(LB
7172 17 ) 0 1
HARCE 1949 APRIL lli’
—,'7, i} (1 . | 3 L}
tamise
t noo
!'7' 10 1 ] ) §
J . Pll’lc VACA:'IOJ .
SRiZA 17 [ L ] n ) | % SRS 1 ] 3371Y
ndc" clloot :
: o”r. o uUme 8
74 ] b1 Ty [ 4 Y ¢ § b} b s
1) 70 ) Ru. ) < >
) .
L
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swiecr Topic Hesearch

TO: Al)l department chairmen and interested faculty members.

I have noticed a certain degree of difficully and confusion on the part
of teachers attempting to effoctively reseerch and locate quality films
to order for the coming school year. Since this apparently seeiae to be

a problem on the part of most teachers due to the lack of time, selection
tools and basic ‘information on where to go and what to loox for ~ « « = =
I recommend that the following procedures be followed:

Submit to me, on a slip of paper or on a form similar to the one on the
bottom of this memo, a listing of the general subject areas, pericde,
themes or topice you are considering to cover with films. We will then
research and return to you a lieting of recommended filus to which we
have access a1d can cover with our budget.

This list will state the title of the film, the color, the length as

well as the catalog end page number where it was found. Aall you need to
do is check the catalog for a complete description of the film or check
with us and we will tell you if anyone on our staff has previously used
the film to give you a first hand evaluation. After you have made you
final selections then fill out one of our standard order forms, submit it
to us after it has been approved by the department chairman and we will
proceasz it for you. :

We have made a mockup of next ysar's calendar which inciudes all vaca-
tions, marking periodse, special days off and school week numbers. This
tool ie for you to use while selecting preferred show dates for the films
you require. All that you have to 4o is place the correeponding number
next to sach movie title onto the calendar spaces representing the calen-
dar dates you':will require the filmis). This will enable you, your departe
mant chalrman and our department to keep an adequate balance of film flow,
coordinate and solve unnessary duplication as well as illustrate to you

a total picture of your film program for the yesar at a eingle glance.

Allouw ue to work for you and your needs for media materiala. We will
be more than pleased to serve you in any vay ve can along the lines of
information and inetruotional material usage.

C. st. Lo“l.
A=V Dirsctor

.........deteeh-herz---------.-..--.éztceh-hcte-..-..;;--.-------dgtqeh-&crt-.---..-.

To the Nona Shores Media Center:

The following are the general subject areas around which I am
interested in covering next year with films. Please research
these areas and return you £4indings to me a8 soon as possible.

{date:)

Signed:

e ; i ({your -tgnncurnf

AREAS 0 RESEARCH

1. ‘ o 5.

1. ' ‘. i

. : S ».

“ L : e )
—

o 4 Bau:” Eipm e
ERIC d¢c Fitm. Onden

Aruitoxt provided by Eic:
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calendan for next yean,
prepaned if you feel that the folt

youn subject areas.

NOTE:

 Date: ﬁ‘»:\ al, 969

We have received the £ist of general subject areas you wished r
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Please select the filfms
you prefen, nelist them on the accompanying order foams and
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Specific topies selected and placed on
order form

AFTER a teacher has reviewed all previously uled fi..ma, research-
ed current selection materials, and perhaps utilized the research

service offered by media perlonnel, he is ready to record his order
"on the forms provided.

ALL information must be carefully entered, as illustrated on the
facsimile below. The teacher's department chairman as well as the
audiovisual director must approve the order to insure for overall cur-

ricular appropriateness and continuity as well as financial feasibili-
ty.

NEXT the corresponding number of ¢ach film is placed on the mock-

£ 3% ;Dtl l’?ll roR ..\-. %

TITLE

225

no 12280 |
Q1 {<0.00 |

10

11.

12,

13.

15.

16.

17.

14,

19.

20.

rlacoe the corresponding numbere on thd [3 Bl efe) you nqulto Re f£1im.
1f additional epace ie required for erdesing l,‘-lﬂ \i” m *qtmhc QMQ” 31-d9) 41-60.

‘;6 Basio Film Order



School Calendar'coded with,épecific
material's number =

aaRuARY 1969

up as shown above.

ONCE all the necessary forms have beeu accurately completed ana

signed, the order is ready to be processed by student and adult
clerks. . _ :

'ng fila entitled "Hormones" which was located during a topic re-
search for Roger Tharp (page 15} and later asslected by that teacher
for his film order (page 16) vill be used ap an example., It will be

traced through the various steps g;pp‘q¢4g:;gg until the time the film
ls screened for students. o : :




ORDERING OF FILMS

THE first step of the ordering procedure is to double check the :
data provided on the teacher's order form, particularly source .and. i
rental price, Below the film "Hormones" is checked against The Uni- -
versity of Michigan-Michigan State Joint Film Catalog. S

A CHECK is also made as to whether or not the same film has been
‘requested by another teacher. 1If this does occur, an attempt is made
to compromise the use dates of the requested film to one mutually ac-
cepted time. For a situation such as the aforementioned, the film use ’
time would be extended from the standard three day period to anywhere
from five to ten days, depending on how many teachers require the
film. It should be noted that renting the film for a day or two long-

er than the standard three day period is usually less .expensive than
renting the film for two seperate showings.

AFTER the number of days the film iill be required is determined

the film can then be ordered. This is done by using the preferred
order form usually provided by the film rental source. When no form

Order checked against catalog for
accuracy of data |

o - Hormones $8.50
T w s S B Sy 28 min. ‘color &-¢ UM
B -..55:5 : L [t Saniminia " Experiments of Bayless and Starling in
AT e e e anefat | research of hormone functions. Chemical |
b, w3 SSIEREERE L0 = constitution of hormones, hormonal:
e KA changes in rooster and caterpillar. Hor-.
T _we o mone cycle, unn, length of day on repro-
S|ETS 2= ductive system of male white Crown Spar-
e Y™ : row. (McGEH) :

. EEEEELS Snefena| wopeEeRs ER -

ENGIRTS Folmo formm | w2

. SRS BN e e

L BETLE oLl RS |EAansE

S o T, e

= 5 SEIRET

St @2

Safdang
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THE UNIVERSITY OF MICHIGAN

AUDIO-VISVAL ERUCATION CENTER
Date m&wﬁ 410 POURTH STRASY Cont. No.

AN Ansoa. Micxigan 48104

ORDER BLANK il had P YRR T

Film to be sent to: Silt s ( different from address ot let1)
mm-SESMQ!;SEL}LH$S_. -3 J
organionon T0NH 3715 Graed Mavea RA.
address SAPAND, Suskmeod  thewgan 43441
NI | TN T M:M;“M\__
ommmmonuhoumn..'\Nﬁl&usklolhﬂﬂﬂk— |

May matiali be scheduled on firs! evoilable dowy? 7-3. | - mz thhs.mnm_m
w«hahmmabmnunounuu!;)k_IhMNLﬂbmLJhL:!uﬁiiJln‘_kﬂul___ﬁﬁﬁhqthﬁstl____
_R.n\u_\vut .
PiILM MO, NAME OF FiLM UsE DATE
s | s st s o | s |
o e Soole e WA
LA BIM - ,
MNoronwes, S L4 _
‘o — P Bovls .. "
- Y
s
L _ - | T

Proper order form filled out and malled
to distributor

is provided a form letter may be¢ subsituted and ususlly causes no
problem. Since "Hormones" is to be rented from the University of
Mizhigan's Audio Visual Bducation Center the preferred form from that
rental source is utilized. Note that the U.of M. requires that three
choices of film use dates be listed. : i -

ORCE the order form has been submitted to the diattiéutor a per-

Ordering Pilms 10




Film confirmed by distributor

CONFIRMATION NOTICE 0 2 9 3 O S E :
SHiP DATE USE DATE : RESHIP DATE rXUP :
1/14/70 1/24-23-70
]nurou REN'M QFS REELS  JCHARGE
FILE NO, Rk
3243 H ORMONES | c43/4 | 8.50
- PLEASE KEEP THIS COPY FOR REFERENCE TO THE MONTHLY STATEMENT OF YOUR ACCOUNT
MONA SHORES HICH SCH The University of Mickigen
1121 SEMINOLE RD muom:t::t ”lm"n:« canrer
MUSKEGON, MICH 4ghli e o
_] TOVAL CHARGE
DATE 800XED ) PULCHASE ORDER MO,
181 _ 8.50
h'-_ :—w

101 of ten days to two weeks usually oclapse befnre a reply is received
~== generally in the form of a conficvmation notice. If ordering has
been initiated far enough in advance the chances are great that most
films ordered willl be confirmed on or near the dates requested.

SINCE most film distrlbutors ship films anywhere froa seven to
ten days before the scheduled show date (note that Michigan ships a
week in advance) most films arrive two to three days befora the re-
quested ‘show date. This suggests that it is perhaps a good policy to
order filme with show dates towards the middle or end of a week, so
that the actual time the film is available for use can bhe extended.

IT might also be mentioned at this point that a utrict'pollcy of

returning rental films on the day after the rental period should be
strictly adhered to.

ONLY until the confirmation notice is received can the film def~
initely be considered as coming. It is at this point that the various
book work can begin to structure the use of the film.

FOR each film confirmed a seperate 1ndiiidna1 film schedule is

ERIC

am==m='0 Ordering Filme




- Specific Film Schedule Form filled out
for each confirmed film

prepared This is a two sided form giving data about the film on one
side and a two week scheduling calendar on the reverse side. Note

that the dates for which the film was confirmed are placed on the re-
verse sgide.,

ALONG with this procedure inventory cards (page 22) on each film
are prepared in duplicate and filed ‘in two (2) files, by:

TEACHER - Each teacher is assigned a number and this copy of the
card is filed behind the teacher requesting the film,

If more than one teacher requests the film then addi~
tional cards shouid be prepared.

FIRST SHOW DATE ~ A file with a divider for each day of the
school year is prepared and this card is filed behind
the first show date divider.

BOTH of these files have a vital place in the total structure of

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY I
DATE {=20-69 ] 1-22-69 | 1-23-69 !
1st. .
2nd. .
3rd.
4th, . i
Sth.
6thl i .
18t. m’ -
2nd. M’l’[‘m
: dLi é& 3 m
3rd. ‘ | TES:
4thl I k 3 ..
2::' PERSON JORDERING FILM: DEPARTMENT 3
MLV ELN Hoiv % mMich.

3 : AR T H ,
¥ g ‘Mb color (X)
EMH%: A Tﬂﬁb'{—aa RELEASED: FEES: B & W( )
JcrADE LEVEL OF FPILM: p @ e 6

‘Comments:

in out
{ ) . « )

P e
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Inventory Cards | &

the entire .film program. The Inventory Card, filed by teacher, is
used as alreudy discussed (page 1ll) as a reference tool in preparing
yearly film orders.

ABOUT two weeks before the school year commences a Master Con-
firmed Film Catalog containing all confirmed films to date is prepared
and duplicated for each teacher in the school, but preferably through-
out the school district. This publication is compiled by organizing
the inventory caxds which were filed Ny, first show date and repro-
ducing the data in catalog form.

ONCE a teacher learns that a requested tild has been confirmed it
is his responsibility to £ill out the nascessary requisition so that
the audiovisual department can book the specific use of the. . film,
The fact that a teacher has ordered a fila does not insure that. it is
for his use only, and once the film is listed in the Master Copnfirmed
Film Catalog any teacher is free to schedule its use. More about the
booking procedure will be described starting on page 29. However, it
should be emphasized that. one of the strengths of this administrative
model is its ability to completly schedule a film's use, equipment,
projectionists and all, weeka or even months in advance of the films
arrival at the building. ™ -

SINCE all confirmations are not in by the time the Master Con~-

S
univ. of wich.
HORMONES
R
HOPMONES Univ. of Mich,
Science 1/21-23/70
THARP, R, : Color
28 mins. $8.50
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MASTER CONFIRMED
FILM CATALOG

Charactaristice

Common Induction

tors

pharic Pressure

ucing Chamiatry:

Pormulas and Zquations

rocarbons and Structures

ouds

troduction to Jet

gngines

Chasical Machinery

$plit-Phasa Motor
Principels

Antanna Yundamsntals
Propagation

Jat Propulaion

Csll Respirstion

Reatleas Saa

Climates of ¥, America

High astic Blome

Tropical Rain Forest -

DNAs Molacule of Heredity

rirst Many-Celled Animale

T™he Invertsbrates

Path o Space

Galvani and Volte

Hormones

Mitosle

attngt“ Called Animale

ponsity Altituce

Lifa Cycle of & Moas

T™he Role of lon Exchange

Hest Morme

Parsaite leat Vorms

Exploring the Bdge of

space
Lite o! tha Angliosperms

Mesaurement of lucnuny
Zartiwora

Life Btory of thm
Series and Parellel
. Clrzouit
Theories of novnop-ut
tsing Ohes Law

Underatand cucuu
Life Story of the Sneil
Molluske
Blectrical Ciycuit Paults
Life Story of the Crayfiah

Dates
1175-7/69
11/5-7/69

11/5-7/69
11/76-10/69
11/12-14/6%
11/12-14/69%

11/13-17/69%
11/17-21/6¢9
11/17-21/69

11/20-24/69
11/724-18/489

11/24-26/69
11/24-28/69
12/1-5/69

12/2-4/6%
12/73-5/69%

12/3-5/69

£2/10-12/69
13/10-12/69
12/13-17/69%
12/19-21/69
1/5-%/10
1/5-9/719
1/5-9/7170
1/19-2)/70
1/19-21/70
1/19-23/70
1/20-22/70
1/21-23/70
1/721-23/70
1/26-30/70
1/2¢-28/70
1/271-30/170
1728-30/70
1/29-30/70
2/2-4/10
3/3-4/70

2/3-3/70
3/4-¢/70
2/4-4/70
2/9-13/70

3/11-13/70
2/11-1¥/70

3/19-23/170
3/33-21/70
3/2)-2%/10
2/25-271/70
3/2-6/70

Color

C

(10
| 1]
v
{ 1)

e
c

Bew
v

Bev

c
| 13 ]

unzth
Ne
13 min.
28 min,
1% min.

1S =min,
:. .‘n.‘

16 min,
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Weekly supplementis prepared to the Master
Confirmed Film Catalog.

firmed Film

ever the quantity

Catalog
take place continually all year long,
bring the Master Catalog up-to-date.

is printed, and because ordering
a supplement must
: This 1ist can be
newly confirmed films merits it.

described, however, a weekly supplement was required.

ANOTHER great help to teachers is the

preparation

end confirming

ke

provided to

prepared when-
In the model

of

“Next Weeks

DPPARTMENT

Business Studies
English

rins Arts
Home ECG.

Sciance

Physical Educstion

SUPPLEMENT NO.

T0 THE CONFIRMED PILMS CATALOS
MONA SHOIES HMIGH SCHOOL MEDIA (ENTER

. The Sscretacy: The Normal Day 9/29-10/69

Right at the Typewriter
Bettger Story

Bamlet
Mosart - Nis Music
The Effect o2 Neat on M1k

Building Tour Swing

Grip and Stance

Sping Avay

Nine Bzd Shots of Golf

Play Better Golf, Part 1
Play Better Golf, Pert II
Pitching, Run and Sand Shots

Diffusion and Osmoeis

Straightline Kinematice

Inertia

Hydrogen Atom

rorces

Mechaniss of an Organic
Reactor

Chenical Families

Coulomb's Law

Shapes and Polerities of
Molecules

Cascs and liow they Combine

fonization Fnerqy

Cas Pressure § Moleculer
Collieions

Vibration of Molecules

A Magnetic Laboratory

Zarth, Its Atrosphere

Mechanical Enerqgy & Thermal
Enerqy

Crystals ¢ Their Structures

Coulomb's Constant Force

Millikan Experimont

Licmontary Chanqes and .
Transfer of Kinetic
ELnaragy

Acid-nase Indicators

Introduction to Optice

Fquilibrium

Sound Waves in Alr

A in for the ALom

Birds of the Marshes

tlectrochomical Celle

Elcctramaqnetic Wevee

10/21-23/69
10/6/69

10/1-3/69
10/9-11/¢9
10/13/6¢9

10/1/6¢9
10/7-9/6%
10/14/69
10/14/..
10/21/69
11/74/63%
11/711/69

9/15-19/69
9/24-30/69

" 10/2-7/69

10/3-8/69
10/9414/69

11/6-12/69
11/10-13/69
11/733-10/6¢¢

11/20-25/¢9%
11/26-29/69
12/18-22/69%

12/18-23/69
12/15-23/69
1/1-9/70
1/19-22/170

1/24-237/70
2/4-%/70
2/%-10/70
2/12-17/70

2/19-24/70
2/26=3/3/70
3/26-31/10
4/16-21/10
4/16=31/17
4/20/10
4/21-1%/70
4/23-28/70
4/21-%/1/170

ann Hnon

anonNnnnn

127

. min,

-min.

uin.
ain.

ain.
min,
ain,

aln,
ain.
ain,
min.
min,
min.
win,

wmin,
aln.
win,
min.

ain.
min.
min.

nin,
ain.
ain.

ain.:

nin.
nip.

ain.
nin.
min.
ain,

nin,
ain.
ain.
ain,
min,
nin,

ain.
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Next Weeks Films listsispecifically films
~ coming in for the following week

Films" a listing of films confirmed for the up-and-coming week. This
list should be prepared and distributed early the week before it be-
comes cffective. 1In essence, this 1list is a finalized compilation of
all the films listed in the Muster Confirmed Films Catalog and all of

the other films which were listed in the strung out issues of supple-
ments. '

NEXT WEEK'S PILMS
Januagy 19-23, 1970

(Teschers vwiahing o use anx of the filme liated below may do 80
by calling 733-441) and asking for the Medis Center)

DEPARTMENT
Azt Brush in Action | T2 10 min,
Collage :
Zlamants of Decign: Line (| 1 9 min.
Non-Objactive Art [ 7 wmin,
scainese Typing Skilla---Daily Job Teciisiques ¢ 13 min.
: What {s a Corporation e 11 min.
English Jason and tha Argonauts 4
Nome Ec. Tha Story of Lemoa Juioce 1 4 10 ain.
Industrisl Arts Crystala-~An Introductiona B 23 min.
fetala snd Non-Metala L T 14 wmin,
. Metala Crystala inm Actics . 30 ain,
Monument to the Drsam ¢ 30 min.
The Pravention & Control of Distortion
in Arc Welding . ¢ 20 mia.
Physicsl Rducstioan Advanced Turbling . v 11 min.
Beginning Tombling | 18] 10 min.
Intarmediate tosbling | 11 11 wmin.
Simplo Stunte . e 10 min,
gciance DNAT “Molacula of Heredily | 1) 16 min.
Pirat Many-Called Animals : . c 1% =in.
Galvani & Volta | T 1% min.
llormonce c 28 min.
Ths invertabrates | T3] 14 min,
Path tn fipsce | 14 ] 38 min,
fincial Studies Background to Conat. Conveatioa | 13} 30 min.
Black lilstnrys Loat, Stolan or Strayed | 1Y) 34 min,
CLqypt: Cradle of Civilisation | 13 12 =min,
rnalish lilatory: Rarlisst Timos to 1066 | T 10 nin.
Tho rronch Revolution v 17 min.
Graace: Land and ths Peopls [ 11 min.
Italy: Land and tha Peopls ¢ 13 wmin,
1.4€c ina Anciont Graaca: Rolas of tha Citisea C 11 noin,
Lifa in Ancient Grasce: llome and Tlucation C il win.
George Mason: Psofilss in Couranc I & 11 c $6 min.
Soain and Portuqal c 1¢ =min,
All taachsra in the district say uss the filme listed. NHowewer
the toacher requeating the film muat pick up and vetum. \

Master Catalog 25



ARRIVAL OF FILUS

ONCE the¢ €film arrives
it 18 necessary to determine
if the requesting teacher
has scheduled specific show-
ing times. This is done by
pulling and checking the
film schedule form.,

IF a requesting teach-
er has already booked spe-
cific showings of the film
a Movie Arrival Notice 1is
sent as a reminder. Other
teachers w h o might have
booked the £film are also
sent notices.

IN the case that the
requesting teacher has not
previously scheduled the use
o? the film, an invoice 1is
attached to the Movie Arriv-
al Notice and sent to the
teacher to be filled out and
returned.

IT is at this time that
the film schedule is punched
on the "IN" space to indi-

. cate that the film is in

". stock., The same is done
when the £ilm 1is returned

- excaept that it is punched in
the "OUT" 8pace.

ALSO at this time the
"first show date™ dinventory
card is pulled and placed in
a return date file for films
in stock. This card |is
filed behind the day after
the last show Gate, as this
is the basic rule as when to
return films. When the film
is returned then the "first

. show date” inventory card is
refiled in itse original filc.

SPACIOUS physical facil-

llone Arrna.l Notice

Aruitoxt provided by Eic:

26 _Arrival of Films

'MOVIE ARRIVAL NOTICE

TO: . bl &f fud

{date issued:)
Mrs. i E'grp
Miss

This is an official nntification

from you Media Center s A-V Dept.

that a zi minute film titled:
S

has arrived for your use from:
(R Univ. of Mich. ( )County Bldg.

( JMich.State Univ.{ )Western-
Mich. Univ. ( )Other(specify:)

our records in&icnte.that:

A. You have already scheduled
this film for use as per a
previous request. The details
of this scheduled show date
can be checked by referring
to the confirmation form sent
to you at the time when it
was booked under Invoice No.

. You may axpect .

the film ©o arrive and be

shown during the date(s) and
time(s) which appear on the
confirmation form. If you
wish any charnges at this time
please check with us soon!

@ It was ordered by you for
use between the dates o2f;:

o { =g . If you
wish to see this film com-
Plete the attached requisition
form csoon as the film must be
returned to its distributor
by:_I=-24-69 (this is the
date it must leave our bhldg.)

The above mentioned film has
arrived in reel (s) and we
feel that it can be shown to you
in _part(s) which will take

showing(s) of approximately

minutes each. All special
‘preparations to accomplish this
recommendation will automatically
take place unless we hear cther-
wise from you 1mnediate1y.-
COHHENTS: 3

Stop in and see us if there are
any questions. . Ce 8t. Louis

A-V Director




INSTRUCTIONAL MATERIALS
REQUISITION

INVOICE NO.___
-

Name:

pate Submitted:
Date(s) you wish to use items:

1st.

2nd. Choice date: ,
Indicate which periods you wish
to use materials by placing the
room number you will be in that
particular period on the adja-
cent blank. If 4th, Hr. is used
circle preferred lunch period &
your A~V Asst.will take the one
you take to correspond with your
class schedule.

Choice date:

1st. 4th.

ABC
2nd. 5th.
3r@. 6th.

Other: (specify)

Movies required:(list the titles
and circle the periods on the
lines below)}.

l.

123456
2.

123456
3.

123456
4.

123456

Check equipment you will require
as listed below: )
( ) Movie Set up ( ) Mobile Cart
( ) Tape Recorder ( ) Overhead PJ.
( ) Filmstrip Pj. () Opaque Pi.

( } Record Player ( ) Other(spec-
ify:) '

NOTE: A confirmation form will be

sent to you if the above request

is at all possible. If not, a can-

cellation notice will be issued soO

we can try an alternative request.
' C. St. Louis

_ A=V Directer

- Shelving of films

ities for the housing of
films is a necessity when a
high-usage film program,

guch as the one described in
this booklet, is in opera-
tion.

IT should be noted at
this point that some films
require editing before they
are labeled for shelving.
This editing technique. will
be
on page 39.

SINCE the positioning
of £film titles on film cases
or on film cans varies 8Q

" much a £ilm label has been
devised to provide uniform-
ity to film identification.
Hiere again the title inven-
tory card serves as a guide

Shelf Number

__Hormones

(Movie Title)

Rental Source: [Circle One)

0.of M) M.5.U. W.M.U. County
Other
Iéeturn Date)

Arrival of ?ilma 27

described in more detail



—-arrival

FullText Provided by ERIC '3
-

Requisition
returned for booking

in completing this form. As
this label is filled out a
carbon copy is made and
placed inside or affixed to
the outside of the £film's
mailing case. This is done
.to help reduce mixups when
films are mailed back to
their distributor.

A LARGE number is
stamped on the film label to
identify its position in the

film storage rack. ©Once the
film is stored 1in the rack
the ¢title of the film 1is
placed on a 1list which cor-
responds to the numbered
slots sc that easy location

of the films in the rack can
be achieved.

THE teacher(s) notified
about the arrival of his
film(s), if he hasn't previ-
ously scheduled 1it, fills
out the basic requisition
form attached to his movie
L notice. Here he is
given ~ option as - to show
dates ( two choices ), the
periods he wishes to view
the film, and when he wishes
to see more than one film
per hour, This requisition
form also serves as a basis
for requesting audiovisual
equipment other than 3Jjust
items necessary for using a
film. Any special comments
~or personal needs can be
stipulated on this form ¢to
-adapt its usage to any pe-
culiar needs the teacher may
require

THE completed torn il
then returned by the teacher;
to the audiocvisual office
for processing which leads
into the next phase of this
model: "booking." -

ERIC

Arrival of Pilme

Jcircle preferred lunch period &

.Srd._LZ_.Q 6th. lZQ

INSTRUCTIONAL MATERIALS
REQUISITION

182

INVOICE NO.

e

Date Submitte "' '7‘ !Lq

Date(s) you wish to use items:

lst. Choice date: l-Zl-&’

2nd. Choice date: l-u'jq

Indicate which periods you wish
to use materials by placing the
room number you will be in that
particular period on the adja-
cent blank. If 4th. Hr. is used

your A-V Asst. will take the
one you take to correspond with
your class schedule.

lst. 4th.
o A c

2nd. lza ‘Sth.

Otherxr: (specify)

Movies required:(list the titles
and circle the periods on the
lines below).

1. ' :

100050
2.

123456
3.

123456
4.

123456

Check equipment you will require
as listed below:

(W) Movie Set up ( ) Mobile cart
( ) Tape Recorder ( ) Overhead Pi.
( ) Pilmstrip Pj. ( ) Opaque Pj,
(() Record Player ( ) other(spec~-.
ify:) .

NOTE: A confirmation form will be
sent to you if the above request
is at all possible. If not, a can-
cellation notice will be issued so
vwe can try an alternative request.,
C. St. Louigsg

o : A=V Director




BOOKING PROCEDURES

ONE of' the major advantages of using a booking system similar to
the following is that once a film is listed as definitely confirmed it
can be scheduled (equipment, projectionists and all) as far in advance
as preferred by the teacher(s). A film confirmed in September for use
in May can be booked in September for use in May and nothing else need
be done until it arrives.

WHEN the completed requisition is xeturned by the teacher to the
audiovisual office - booking begins. The preferred show dates are

checked on the Film Schedule Card to-see if the film is free for the
desired date(s) and school period(s). If the request cannot be filled

Film schedule is checked to secure’ film
for spacific show date, and invoice
numbaer entered.

!;EH *iGEE: ‘ dSi éATES! y

MONDAY TUESDAY WEDNESDA
DATE: 1= 28=1i% l-iiﬁfj
®l2na. 2182

: 1292

ath. 271 CANCELLATION

Sth. : NOTIFICATION
6th. 2722
comn]DATE : _ ; Mr. (datus)

lst._ . Mrs.

2nd. Migs

3rd. The following will NOT be

4th. ' available as you reguested.

5th, Please do NOT plan to use

6th, these materials until you
have checked with us in the

————]A=V Office. Stop by and we
will attempt to reschedule
your request.

Items not availablie as reqnesiedg

a Cancellation Notice is sent.

C. St. Loulis

Cancellation [ A=V Director

Booking 29



~finformation will stand as is. NOTE:

\.1\.%\ CONFIRMATION 2 78 2 )|

{use date)NOTIFICATION(invoice)
(number)

29}<§E£?.\‘1&\§v§?

Miss

We have processed your requisi-
tion and found the request pos-
sible to schedule as stated.

You will receive the following:
A. EQUIPMENT: (check one)=- = = =
(R) Movie Set Up ( ) Mobile Cart
( ) Tape Rec. { ) Overhead Pj.
() Filustrip Pj.( ) Opaque Pji.

( ) Record Player({ ) Other: (spec~-

ify)

B. MATERIALS: (check one)- = = =
(R) Movies - ( )Filmstrip(s) -
( ) Record(s)( )Tape{s)( )Other:

Title(s) of requested materiqls:

C. All of the above will be del~-
ivered to you during the period(s)
which appear below with you room
number (s) on them. Note=-if 4th.
Hour is used we will take the same
lunch as scheduled for you unless
you specified otherwise.

\20_ MO w0 _ wd

18to 2nd. 3rxa. 4th, Sth. éth.
a(dc

If there are any questions stop in

and check with us - or = the above

SAVE THIS FORM FOR FUTURE REPERENCE.!
Always refer to bookings by their
Invoice Number, C. St. Louis

A-V Director

sss—————

ERIC

)  Booking

A METHOD of. invoicing each
booking 1is used with the aid ox
a mechanical self-inking numher-
ing stamp which has the capabili-
ty to repeat itself 5 consecutive
times and then advance to the
next number. Essentially there
are five (5) seperate forma which
are always used with each booking
and therefore can be stamped at
the same time. They are: = = = =

-The Requisition (filled out by
the teacher),
-Cor.firration Notice.

~Master Daily Equipment Use
Schedule (A-V Clerk's copy).

-Master Daily Equipment Use
Schedule. (Group Leader's copy)

-Equipment Tag.

THE information on the re-
quisition which was provided by
the teacher is vuvsed to fill out
the following described forms.
It is then placed in a file or-
ganized sequentially by 1Invoice
Number.

Confirmation

THE second invoiced form,
the Confirmation Notice, is sent
to the teacher. 1It stipulates
the exact use date, equipment
which will be utilized, title of
the f£ilm(s) and room(s) where
materials are to be used. The
use of Invoice Numbers provides
quick reference if either the
teacher or A-V Department desires
to make changas in the use of the
film, or check an original requi-
sition. ' '

THE 1xt two invoiced forms,
the Master Daily Eguipment Use

A



Master daily equipment use schedule

Schedules, are identical in structure And information; thair only dif-

ference being the color of paper stock on which they are printed,

form is for use by
dent group leader.

AS its name suggests
manner the maximum use of a
case a motion picture projector, during a3

obvious
eBBal‘y.

ONE side of the
form gives the basic
information about
t h e bookings t h e
teacher(s) 1involved
and their number (s},
the type of equip-
ment requirad, and a

list of t he filam
titles.

THE reverse
side shows a break

down of the six per-
iods comprising the
school day and the
specific facets of
each vrperiod: ¢t h e
teacher(s) involved
( coded by number )
the room(s) where
the £ilm will be
shown, the specific
film(s) to be used
( coded by number
from ¢t h e reverse
side ) and the pro-
Jectionist's number.

THIS
the "brain®" behind
e ach individual
booking, the key to
“whats happening.*

The fifth and final
invoiced form i s}
Q
ERIC

IToxt Provided by ERI

this
place

of

t.chool day.

equipment util

One

the adult audiovisual clerk, the other by the stu-

form depicts in a graphic and concise
audiovisual equipment, in this

. It should be

that more than one requisitian can oe combined into the daily
use of one projector, to obtain maximum

ization if nec-

2782

MASTER
SCHEDULE

|-

INVOICE NUMBER:

Teacher(s)
Numbers

27

"Tharp

EQUIPMENT USE DATE:
Description of the

Equipment used:

TITLE(s) OF THE FILMS TO BE USED:

. LENGTH3

1. HOKMQ'&ES 2.5
2.
3.
4.

N

n 2

form {is

FIRST HOUR:
Teacher'gee==
No. Room No.

Visuals used:
3 4

A"V A..t o
Number~- = .

SECOND HOUR:
Teacher'sg~==
No. Room No.

Visuals used:

Dz 3 4

A-V “. st.
| Numbexr-= =~

2-3

THIRD HOUR:
Teacher'g==-
No. Room No.

Visuals used:

@234
A=V Asst.
Number~ -

3-}

FOURTH HOUR AL
Teacher‘gee=
NO. ROOI "Oo

37 120

FPIFTH HOUR;
Teacher'g=~-
No. Roo. No.

Visuals used:

2 3 4

A"V A'.to
Number~= =

42

v1lulli usaed:

1 2. 3 4
A=V Asst.
Number- -

SIXTH_HOUR:
Teacher'g=-=
No. Room No.

Visuals used:

2 3 4
A-V A‘.‘to
Number- -

Beoking 31




EQUIPMENT TAG Equipment T&S
INVOICE NO. 2782 | - |
pate: __\ =2\~ 69

HOUR: TEACHER: ROOM: ASST.
1st.

2nd. THARP [20 2-3
srd._THARP 120 R~/

ath. THARD 120 4-2

(lunchs A(B)C
5th.

éth. THARPL 120 64

Other: (specify~ =)

|

MOVIES OR MATERIALS TO BE USED:
1. Hormones
: 1000:@

2,

123456
3.

123456
4.

1 23456

Special comments:

() This set up requires a
2,000 ft. take-up reel.
() has chair
own film(s) and will give
. them to you when you arrive.
() This set up requires a wide
angle lens (cinemascope). .

() You are missing film(s) .
No (s) . as it is being the Equipment Tag. This label

S — , is attached to the required k

:Ezzidc::::n::°;:::'t°‘°h"' equipment. It serves as the

= ° key label which shows the
COMMENTS

b LT RS use schedule of the equipment

to which it is attached as

well as the student assistants

who are assigned to transport

and operate it each hour of

the  day. The instructors and

Invoice Number which appear on

tyil tag are vital to direct

‘each A-V Assistant to his pro-

LEAVE ALL TAGS ON CART WHEN perly assigned  equipment,

‘ . where to take it, and which
{0U COMPLE?B YOUR ASSIGNMENT! £ilm to show..

; ERlC‘,

3¢~ Booking



Movie *Set Up" |

A MOVIE: "set up"” is specifically comprised of: a mobile cart, a
movie projector, take-up reel ard an extension cord (and screen if one
is not permanently mounted in showing rooms). Movie set-ups are the
only items of audio visual equipment which are consistently set up and
left set up due to their excessive use. All other audiovisual equip-
ment 1s set up as requested,

Booking 33




.‘Assighhéﬁi?bi;éétion Forms are prepared
for each student assistant

ABOVE all,
the rey to activating all

the student assistant Assignment-Direction Forms are
of the previous book work.

This form pro~

vides 95% of all directions necessary to have any quantity of assist-
ants do almost anything as the form demonstrates.

IT is always advisable to have some sort

';-S Teke: A B C Lunch S"A'ha
-V Xset. No. otes

(follow the inetruotions ohecked on both ei{des
. of this aeeignment eheet. ASK US 2f in doudbt.)

Thie eseignaent fe1 ( )Reguler. { )Pickeup only.
{ JDelivery only. ( )Delivery & Pick-up only.
¢ )SPECIAL! check commente om bottom of beck.

PIRST ~ You are to:
———Report to the Equipmeat Room, pick-up ead
deliver Invoice Mo, to Room Moo

Report to Rooa lo.\"o ond operete the
squipment which {e ody i thie roca
under Iavoice uo.-ﬁL

f———eReport to Room No._____pick-up equipmeant

under lIsvoice Mo.______and retura it to
the Equipaent Room and check it ia. Do thie

*tt  ( )The begianing of the bour.
{ JAt the end of the hour.
( JAt approximetely:

SBCOND - ¥You exe to:
L~ semain i the room ead operete the equipe~
Reat for the taacher ia cherge.

el 00v® the equipmeat im the rooa ond zotura
to the A-V 0ffice o0 tho teacher ia chorge
vill operate the squipment.

THIRD - You ave os

"= _Leave the squipseat ta the seme zoom,
rewind the fils end prepers the equipmeat
to beused agaia loggﬁ')ouh

p——fovind £11a ‘and take the eot-up to Roow
Wo.pes Politely hmoch and plece the

equipsant ineide the cleesroon for the aont

A=V Aseletant to operate during_______hone.

(follov the inetruotions on .c"la-gcvcno eidee <)

Q
aoking

IToxt Provided by ERI

of structured system to

—
(eide 8)
THIRD STEP CONT'D:

——lovind the f£ilw ead retura the eatire sat-
up to the Bquipmeat Room ead prepare it to
be uved egein today during hour.

ROV ind the f11lm oad retura the eatize Set-
up to the Bquipment Rooa and shut dowa the
oquipaeat o¢ it will NOT be used egein.

———l{ yOU heve ¢ Pick=Up ot the oad of the
hour, help out in the A=V Office uatil it
1o time to wske the pick-up. .

O 1P OUt fn the AV Office es yoUE
opscific eseignment for the dey Lo évme.

CONNENTS:

{ ) Kove faes! ae you have a nlnuu:{g
movie 80 ekou and ¢ will take all Aowr.

Tou vill need @ 2,000 f3. take-up reel!

)

) Thie to & oinemescops movie. You vill need
¢he specoial lons and a Ind. esoreen to
agssssary. Nake exre you ohsok thie oumt..

( ) One of she fiine you ave to show {e going
8o be shoun clatu thio hour by another
seashor, cheek on ¢he detatllc below.

{
{

A=V ASSIsTANT IIDORVUIICI FIUIQ 98 S1GMERD p¥
TS TEACHER IN CMARGE OF T)ls ASEIGNMENT!

. Ny AV heointant waet | )Satiefactory
Conaonts: ( )Unsetiofoctory

mr FreTYTRr YeryTTTY



If assignment is

not done, or if any

“other problems arise (i.e., attendance,
behavior, etc.) student is notified d_and

allowed five
mishaps before

veing dropped.

be able to keep track of
student. assistants involved
in; “the proqrdm -7 partic-
ularly a: Iarge pfogram. It
‘is difficuit to have -a con-
sistentryf.@mtonq grading
approach to evaluate the
degree of "involvement each
student has with the pro-
gram. This being the case
a point system has been
structured allowing each
student five points per
year which are removed one
by one ( or more if neces-
sary ) as problems develop.
When the points have been
expired the student is sim-
ply dropped from the pro-
gram with no credit,

D

VIOLATICN

ASST. NO. NOTIFICATIOR Date Iscued:

NAME :
our records show that:

Your student assistant assignment

sheet was not turned in on ’

under . (date:)
(Inv. No.)

There was not a signature on your
student assistant assignment sheet
for . under .
(Inv. No.)

(date:)

Your student assistant assignment
sheet was marked as being unsatis-
factory for » under .

(date:) ('Inv. No.)
You were Absent on and we

have not as yet signed you admit
slip which excused you for the
absence.

-You had an unexcused absence on
and this counts against
your record at point(s).

(date)

Special comments:

This particular notice counts as

points against you five allocated for the

semester. All totaled you now have only
oints 13ft before you are auto-

matically dropped from this course with-

out any academic credit.

You have until to correct .
the above mentioned problem. If we do not
hear from you by then the points mentioned
above will automatically go into effect.

C. Sé. Louis
A=V Director

Booking 3%




S UMMARY

THE film service model described in this handbook works. Devel-
oped over a period of seven years, it has remained essentially stable
the last three of these years.

THE crux of its success lies not‘only with the highly structured
procedures and accompanying forms, but more 8o because of the student
service philosophy which makes the 3%&10 program go. Without a rather
large group of competent, responsible students, who have been uqified
into a group by common goals, this film service model would not work.

A PROGRAM of this type has also demonstrated its effectiveness to
appeal to students with wi&ely-varying intereste and abili?ies. It
provides a‘unique opportunityA for- students to make significant con-
tributions to their own academic community. The internal structure of
the program (i.e. the group leader concept) proﬁides for. student in-
volvement at varying levels of responsibility.

ALSO important to the total success of this type of a complex
piogram is adequate adult supervision. 1In short, a good clerk can'rnn
the program. nowovbr, iﬁ takes a dynamic type og individual with
leadership characteristics who can constantly stay on top of the pro-

- gram and at the same time be awire if ltudentl'iro meeting their re-

dpons;h}ligies;mhu -

ONCE in operation such a program relieves the professional build-
ing audiovisual coordinator from av graat deal of direct involvement
1n the clerical administraticn of thc 1nstructiona1 film program. He

‘has more time to engage himself more directly with instructional re-

“wp
lated tasks.

36 Summary.



BESIbES the human elements, the strength of this £film servicé'
program is rFflected in the many forms which direct all aspects of the
servicef Experience has demonstraﬁed‘that such forms musi. not only'be
tailored to the local educational structure, but also must be extreme=-
ly specific. The student assistant Assignment-Direction Form (page
34) 1is #n excellent example of this concept.

OTHER particular strengths of this film model are: (1) A clerely
defined selection procedure which not only makes it easy for instruc-
tors to order the films they want and need, but also allows for the
creation of a data bank‘to assist in future ordering. (Z)ﬁThe.ability
of the system to completely schedule the use of a film (i.e. Book it)
equipment, projectionists and all, weeks or months before the £ilm
actually arrives in the building.

IT is not expected, or really intended, that this model be taken
per se and set into operacion elsewhere. Numerous local adaptations
would obviously be <required. However, the overall concepts conveyed
have relevance to any structure for the administration of instruction-
- al f£ilms at the buiiding level. It 1is hoped that. the various forms.
and accompanying commentary have served &«s a gort of "éducational mar-

ketplace" from which the reader has had the chance to pickmand‘qhoose

ideas which meet his own unique needs.

®

w




USE OF FEATURE FILLS

THE vialue of full 1length "Hollywood" entertainment films for ed-
ucational use nas lcng been recognized, and a great number of - such
films are available in 16mm format. In general, the us: of such fea-
ture films is the same as for educational films except for a few spe-
cial considerations concerning: selection, ordering, booking, editing

and evaluation. .
selection

FEATURE - films are expensive, have long running times, and are
often not desirable for classroom use. Their selection should be han-
dled with greater care and thought than a regular educational £film.
Most distributors of feature films prepare careful and thorough cata-
logs listing sufficient information to give the average teacher enough
criteria to make a wise and intelligent selection. In addition to ti-
tle, length, color, scope, producer and a brief description of each
film, most catalogs will 1list audience level and how it has been rated
and awarded by different organizations who reviewed it. However, it
.is important to note that many highly awarded films are not appropri-
ate for youngsters to see without an extremely thorough preparation.
Films rated "M", "R", and "X" can be brought into the school and shown
to all wherc the individual student couldn't see it in tle local com-
mercial movie theaters,

THE scheduling of feature films should be a special unoccasional
event. They are best used to motivate children to a high interest
level which may be the kick-off point, intermediate explanation, or
summary of a teaching unit. There are many films which cover a great
deal of subject ground in their footage. For example, for a quick,
motivating introduction to an era the film "The Fall of the Roman Em-

pire" enhances all the major concepts which ended one major era of
history and brought on a new one.

MANY times a feature film will illustrate a point with simple
perfection and all the motivating techniques and advantages a multi-
million dollar production budget can give. A very difficult concept
to teach which might take many laborous weeks of teaching effoxt can
often be resolved for a few dollars, the fee for the film, and wot or
maybe three hours, the time it takes to see the film. .

. ®
ordering
] THERE are numerous distributors of feature films. However, in
the opinion of the authors, only a few are worth dealing with. Great
differences in price can be found from one company to another for the .
use of the same feature film. It 18 not too unusual to find differ-
ences ranging from ten to seventy-five dollars. Since feature films
do cost much more than regular educational filme, the source and the

fee they charge should be a major factor in where films are ordered
from, '

OFTEN it is highly aldvisable to order a film as far in advance as
possible, even a year ahead of the show date if possible. Many fea-
ture films, especially seasonal £films are booked~-up by their distrib-

utors a year or more ahead of time,
Q
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WHEN ordering features it is advisable to specify that the film

is to be used for a public high school on a non-profit basis, that it
is to be used for one day only, and that your audience size shall re-
main quite small, around 45 students or less. This criteria will en-
able you to probably gqualify for the lowest rate, since distributors
vary their rites according to the above mentioned data.

SOME films selected will only be available in Cinemascope, for
which a special wide angle lens is necessary. They can be rented from
many f£ilm distributors for a fee around ten dollars a showing. How=~-
ever, these lenses can be purchased for about one hundred dollars. 1If
the screening of Cinemascope films occurs five or more times a year it
would be more economical in the long run to purchase a lens.

booking

ALMOST all feature films exceed sixty minutes in length, and of~
ten run as long as 180 minutes and up. Since most schools on the sec-
ondary level, grades seven through twelve, conduct classes in modules
of from forty ¢to sixty minutes a film exceeding class time must be
shown in parts on two or more consecutive days. For effective sched-
uling, feature films generally require editing into segments capable

of being shown during a class period. More on this editing procedure

later.

ONCE edited the various reels can be cycled to achieve maximum é
use of the film. For example, in a three reel feature; reel one could

be scheduled Monday, reel two on Tuesday, aid so on. On Tuesday an-
other class could be scheduled for reel one, then reel two on Wednes-

day, and so on. Ideally the feature could complete three cycles in a

weeks time, with the last class seeing reel three on Friday. The ma-
jor drawback to such a cycling process would be a Cinemascope film
which would require three wide angle lenses. This may prove to be
financially burdensome. It should be noted at this point, that Cine-
mascope films also require a wide screen. Two regular screens PpPoOs-
itioned side~by-side - with a strip of white adhesive tape masking the
black border of the overlaping screens. is quite adequate. Regular
Cincmascope sacreens, of course, may be purchased.

[ .
editing
IN using a multi-reeled film such as a feature or even a two part
£ilm, it |{is occasionally desirable to edit them into one reel or a
series of reels different from the way they arrive. This is done when

it is necessary to squeeze as much viewing time
. as ossible
specific school period. I P . into a

FEATURE films may arrive in as many as six reels for the same
film. As indicated earlier, it is apparent that films of this nature
must be shown in segments on successive days, since most schools only
allocate forty to sixty minutes per class period,

IT is highly desirable to acheive maximum viewin |
, g time within a
single class period 1in an attempt to conserve time and minimize ¢the

number of periods it would take a class to
view the entire film.
permits greater flexibility in booking. © me Thie

EQUIPMENT fqr editing should consist of two heavy duty 1i1ewind

Appendixz (Feature Filme) 39
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units each with its own brake; an editor~-viewer so that each frame can
be seen and isolated as the £film 1is being edited, and a quality
splicer. Also required will be long run reels with at 1least a 2,000
to 2,400 fbot £ilm capacity. (The standard projector reel holds i,600
feet of f£film for which the running time is around forty-five minutes.)
In addition, two colors of leader should be stocked, one color for the
"head" and the other for the "tail" of the edited film.

EDITING feature films takes some slight experience but primarily
an eye for continuity of scenes in the film to be edited. The number
of parts a feature film is8 to be divided into is arrived by dividing
its total running time by the length of the standard class period. So
a 150 minute feature £ilm would logically be divided 4into three parts
if the class period were forty-five minutes. A feature film of this
length would more than 1likely arrive in four 1600 foot reels, and
therefore have to be edited into three 2,000 foot reels.

THE editing itself is simple. The original 1 600 foot reels are
rewound onto the 2,000 foot reels and cut as close as possible té the
required time point. It is advisable to cut as clcse to a major scene
change in the film as possible so that the end of each newly edited
part will leave off at a high psychological point. This is easily
done with the use of the viewer previcusly mentioned. . Once the film
is cut, leader for the tail and head should be spliced ‘on-and labeled
with the title, and part number. It should be noted that - ‘all films
come with leader at both ends. This should not ba2 removed, but just
spliced together when the occasion arrives. This simplifies the re-
verse process of seperating the films back into their original reels
when usage is completed.

evaluation o

IT is essential when using feature f£ilms to follow up thelr use
with a written evaluation. The basis for stressing such -evaluations
are: (1) To add documented support for large rental fees, and (2)To
accrue reference data for future feature film selection. S

THE rental costs for feature 1length films can range anywhere be~-
tween fifty to two hundred dollars. Such high fees for films which
seem at first glance to be purely of an entertainment nature are al-
ways subject to question. Supportive data concerning the utilization
of all feature £ilms should be constantly maintained. An up-to-date
file containing film evaluations, and other supportive data should be

kept on each feature film used, to provide immediate reference if pro-
‘blems arise.

DUE to the fact that in feature film use learning is/e'by product
since most features are structured primarily to. motivate and enter=- -
tain, it is vital to have teachers discern to what degree the learning
agspect of the film was impacted on the minds of the viewars. Since
any feature film would have been selected with the upmost care and
‘thought the odds are high for a positive response from the film's use.

D

Aruitoxt provided by Eic:
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ADMINISTRATING AN INSTRUCTIONAL FILM PROGRAM

ADVANTAGES OF EDUCATIONAL FILMS

The motion picture has the
power to communicate many
concepts involving motion:

The movements of objects
too slow to be seen by
an observer,

The movements of objects
too fast to be analyti-
cally observed.

The motion involved in
depicting the relation-
shipe of objects and .
flow of events seperated
by intervals of time and
space,

The motion of the unseen,

The motion of the imagi-
- nary and of abstraction,.

The motion of rhythm, -

The moticn involved in the

interaction and flow of
ideas between people,

The motion picture has the
power to coomunicate ideas
in a8 relative concrete
manner not possessed by
language.

Motion pictures are economi-
time N

The motion picture as an
art form may bte used to
develop aesthetic and
emotional values.

Motion pictures have the
power to see objects too
tiny to see by the eye
alone.

The motion picture has

the power to see objects

too far away.

The motion picture has

the power to bring all

the arts together;

motion pictures, drawings,
color, voice, music, dance,
in a combination to produce
a planned result.

N

The motio. picture has the-

power to preésent the past,
the present, &nd the
future,

Motion pictures are partic-
ularly successful in show-
ing relationships of

things, ideas and eventn.,

Motion pictures can
increase reading interest.

.. Motion pictures bring

variety to methods of
instruction,

The motion picture may be
used instead of a textbook
as a central theme of a
unit,

A Handbook for the Building%
Audiovisual Coordinator

The motion picture may be used in
connection with all types of
learning:

Development of motor skills,
Development of perception,

Builds assoclations and ﬁemory

i

Development of understandings.i

Develops emotional experiences-'
of educational value, :

Develops problem solving.

Develops attitudes, ideas and
.-appreciations,

The motion picture may be used to
facilitate the trancfer of
abstract concepte to concrete
situations,

i

The motion picture has the power i
to present information and ideas |
which cannot be presented in any i

‘other way.

i
The motion picture can be used to:
develop common perceptive back-
grounds and experiences.,

A



