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FOREWORD

Whyset up a resource center/llbrary" Considering the
~number of tlmes people have set up libraries in the Employ-
ment and Trammg Administration and the number of times
they have fallen into disuse and wasted space, thisis a legltl-
mate question.: . M

When we thmk of a “lfbrary,” stacks of books gargoyles
and crusty-dusty librarians come to mind. On the other '.
hand, visualize for a moment a bright’resource center th t |
joins you in your search for information, fries t arrticlpate,

" your needs and responds to your requests in a fficient and

elfective manner. Now that’s an active resource center! \y

Is there reaHy good information qvaﬂable" There is a \
wealth of Infermation on employment and training pro- \
grams — some goed, some not so good. The Natiéhal Clear-

mghous_e;‘()fflce of Research and Demonstrationh, and mahy

- other solirges have impressive resource listings available. A ‘
resource center can help you find that which meets your * |

needs. Employment and training programs have been evolv-*

.mg, expenmentmg and docunintmg their efforts for many

years. Almost every question has been 5ddre:ﬂs?d or answer-
ed at some time. If you are to previde leade in the de-

" sign and development of employment and jrmmng programs,
“it is incumbent upon you to find the state-of-the-art and press

onward from there. . .

A resmenter can be a dynamic, resourceful key to\
makmg _employment-and training programs t,ruly have an
impact. Th|§ publication can help you "make the policy deci-
sions required to start a resource center and provide the nuts
and bolts information needed to operate the Center.

»
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Introduction

.+ INTRODUCTION

. The objective of this publication is to
clearly ands_iﬁply provide readers with
tﬁe»step~by-step information needed to

Z‘up an activée employment and fraining.

\ ource Center/Library with the follow-

“ing characteristics:

o Material must be easily accessed, %
readily available and immediately -
useful; v )

® It must have a capacity for multi-

- media materialg; ‘

o The center must allow for circula-
tion and reference materials;

® It must be an “actiye”eente,r; that
is, it séeks information needs and
promotes information usage;

® It must link into local, regional, and

ional information sources;

° ust have an active acquisition
program. .

" This publication is written for two
audiences. Section I provides informa-
tion and recommendations for the mana-
-ger in making the decision to start.a re-
source center/library. For the manager
we try to provide the reationale, re-

Ve ~ sources and results of setting up the

center. ‘e

| ‘7 "
' . -
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"Section I1, the bulk of the publlcatlon
is written in such a manner that a erson
with little or no library science back-
ground will be able to set up an effective
in-house resource center/library, with
very little additional Itelp.’

We wailld ke towemphasize that the -

matenal presented 1s not perscriptive.
It is not the only ay (or necessarily the' ~
best way) for your Sftuation. It does
provide, however, useful hings and re-
_ commendations from experienced people
in the field that can be incorporated into
your system as you see fit. ;. _ -
NS
-Throughotit the publication, the
_ “active” resouircé center/library is.con-
stanfly emphasized. By this it is meant
that the “center” (used as an abbrevia-
tion for resource center/library) should
seek to find the needs of its users and
" reath out with materials to shpport the
needs &f others. This is central tb the
SUCCess o, any resource cent!r/hbrary o N
that is sét up. \

{
We suggest tha‘ yoy read the entire’
bo k before you try to get started. Ques--
you have In one sect;ommay very
well,be answered-in another.

| APPLIaNT T

S ®

PLANNING |
AND
ADMIN,

SERVICES

PLACE-
MENT

EMPLOYER
SERVICES

‘MI”

REFER-
ENCE




o - SECTIONI.
\ Getting Started:
A Makmg the Deelsmn

) A cntlcal part_gf makmg the decision °
| . “to set up a resource center/hbrary isthe -
) " definition of-#ts-goals and objectives.
. - “ All subsequeltt(:enter issues will be

- based on what the center does and*who
it wil sew‘e__decmons that ‘can’t be pre-
. scribed but have to be made based orthe
* needs of specific locatjons. Therefore, a

ménagement meeting should address the .

\followmg concerns: s

-

Decision 1: Function

- @ What should the center’s funct'ion X
. be? . s ? =
. orgamz:ng mcommg materials?
©  storihg and cataloging? '
e controlling circiilation of matér-
T jals? -
® seeking mformqtlon (reference
services)? .
® acquiring new materials?
®* providing a h1deaway bo get work
done? |
e interlibrary efchange"

Vo

*
] reventmg duplication of work
keepmg staff mformed"

All.these functlons are mcorporated

. into the image of.the active resource

center/library — the ‘center that seeks -
to find the needs of its users-and reach- .

-es out with materials to support the ,

needs of otlers.

These %nctions; prioritized according

_to your needs, serve as the basis for all

subsequent ddnsxons /

, Decnsnon 2 Servnce

e Who should be served by the center?"
° pnmanly/orﬂy in-house staff? .
] outsnders" - N

For the most pajg, the resource, center/
library will serve the needs ol in-house,

staff, This is an appropriaté time, how- .

ever, to decide if the center should dl§o,
serve outside clients. Serving outside *

. clients will not affedfi the circulation of-

%

materials, but_ will influence the location

of the center and allocation of staff time.

-} ,Decision 3: Organization

.® Who should supervise the center’s’
fuactions?

. what organizational unit?

-

*

. ! .

>

-

. ‘quently tie in wi

" Decisions 1, 2, 3: Fupction, Service, Organization *
” . v . 3

»
- ,

N .
. LN

_ @ establish a steerfng committee?
® establish a technical advisory
. group?

‘e what ‘will the line responsxblllty .
be?

. ® where will funds com? from‘:
~ 4 N .

e How will the transfer of staff and

résotirces take place?

e who should actua.lly set up the
center? (library staff, temporary
help group effort?)

Y how w1ll the centtr.be f'unded

& [}

This decisidn is relevanit'to particular °
organizational structures and will subse-
the staffing issue. In
estab11shmg line orgamzatlon, you should

examine source of’ funding; who will ad-

minister and approve allocatlon'of re- , -
source center/hbrary funds, who‘mll be *

r%ponsnble for deciding priorities of pur- ~

chdse, by whom will progress reports -

be made out and-to whom will they be
sent; who will superyise cehter staff’

etc. . C : ,

"In addition to line responsibilities,
staff su port functions such ‘as advisory

’ committees should. be addressed. Eor

example, a steering committee of in-

: hc:use volunteers from each organiza-

.
\L
-
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"\, Decisions 4, 5: Staffing, Location . ) ) . X Y . , .
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’ >
tlonal unit might bomplement the line
.« " -organization by-developing criterja and
. 'guidelinés for selevtion ‘of cénter pur-
chases, while keepmg-the eenter infornted
of user neecjs Another possibility is ti\e
.- orgamzatlon of a technical agvisory
* group of retired librarians to advise on' _

technical issues (best used where staffing ©
* * aprofessionally trained library science

.. of small centers is not bya professnona{
llbranan)

o -
4 ’
’

A complete orgamzatlonalxstrueture
. ‘must be outlihed before staff selection .
. can Be made. Responsibilities of staff .
© < must be-clear and understood so'that
) ,' job-related criteria can be used ip the |
. selection procss " »

Decision 4 Staf{mg

e Who should staff the center"

: 5 O skllls/knowledge"
@ personal charaéteristics?
& full-time/part-time?
on r of staff? S
* o ® responsibilitusdf staff?’ .

The staffing decision may-be the sing}€
.. most important factor in the success or
S faihua-dfthe center. Now thaf you have
decided o r cehiter functions and
pnormes, on whom the center semcés

Cas

? l:.

AR

. . and abilities an@vlth a lqt\of motivation,

an’ how it 'will be orgahized, you must |,

. decide whowill set it-up and keep it suc-_
cessful and active. While c1v1l sefvice re-

« quiremerits, current staff assngnments §

and funding, etc., all enter into the selec '

‘tion process, it is always 1mportant to

remember that the levpl of staffirig must

. complement your'priorities. While it is.
desirable to have.the position filled by -

" graduate to maintain an active center, it )

may not be necessary if your-defined -

N . center function requi eépof -

matenﬂs but not ré

Thus, in accordance wi

your priorities, ~

.administrativé possibilities range from a S

part-time.employee to a fully trained

" librarian. The needsfor. typmg subgort
either full- or part~t1me as’appropriate, °
should also be'considgred as nécessary
for effic1ent center functlomng Y

This position lerids itself well toan up-
. grading opporturity. It would be com-,
‘plemgntary to the center to utilize staff
' whd*are knawledgeable in employment -
and training programs as this would be
. helpful to users and would save tinle in
, the reviewing, selection and cataloging,
ete. of appropriate materials.’ If a candi- -
. date is selectéd with tfe basic knowledge

»

this position offers growth to becoming .
a resource generalist; a posntmn that
. - - -

'
-

L

+ relevant skills, it is equally important ..
to consider personal ¢characteristics. The .- .
~  following combination of staff character-
.1stlcs ‘would be a i

itive atttibute to
~ féetive and active center functiQning' .

ces. W

" @ perseverance. L

- and~co'ncem;by the library stafl"® -

pliéiéipn'S:l;ocetibn

" e space ('ii:esi.rable vd. space available?

always be-critical in the employn‘nt
trammg processes. .

.In addition.to sélecting e.persexi with

.f

e strong intefpersonal skills: a strong
desire to heJp others ... thetype %
of person who keeps abreast of all
that is.goipg on in the office and -
seeks ways of providing help;, Voot
@’ strong. organizatjon qualities; ability . *
4o work with detdil; - o
3 ablllty to work with little supes- )
 vision; a self-starter; mdependent ’
" . worKer; o O AR

Many a fine library w1th the n}ost mod- . N
cilities and resources has'been a )
t&¥ failure due to lack obt fion

Where should'the cepter be located? |,

® space needed for-expansiont/growth? .- '

® in a busy area? -

® in a quiet area? .-
L ' i ‘,

-
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» - . . ) ] . Decision 5. Location «
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.

and again that the presence of free re-

sources is not enough to encourage use.

If you set up your center like a retail = = _

store — accessible and visible; with pleas- -
"ant, appealing and useful sgwoundings,

and with knowledgeable affihelpful”

staff — you have the basic formula for !

success. Work within the constraints bf .

office environment —tfe center

cah be part of a large room; it can be

self-contained, or it can be partitioned

off — but put it where it can be best

utilized, always in accordance with cen- ,

ter functions. .

' N - . . .
In deciding on the centef location, you
/ glill want to consider room speciﬁcations, ‘.
4 such as: -

® adequate space for expansion;
adequate r6c_>m for seating, etc.;
adequate lightipg; ‘
smoking vs. nonsmoking sections; . _,
adequate space for storage;
space for confidential materials; ,
individual study units; ‘
availability of space in future years.

g T »

A Y

o 0 0 06 000

The space allocated can range from ' _ .
* 150 square feet (30’ x 15°) td 1,250 s

oriented resource ceﬁte,t, it ghould be

. " . Thelocation decision directly relates

to the center goals and functions. If the

centeftis only to beahideaway to get work
done, a remote location-may. be appropri-
“ate. If, however, it is to be an active uger-

° -

»

visibly located to-the users. If the cente¥F
will gervice others outside of in-house
staff, it must be easily accessible from
building entries. It has been shown time

square feet (25’ x 5Q°). The former can
provide Very basic storage space, while
the latter will allow a fully-funcfoning-
resource center with study and meeting

»
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Decition 6: Whe;'e. to Start® .

e
o
ks
&
\
.
1

< -
e . *

“space. The space allocation decision materials needed to start the center along
will be based largély on judgment. Your with costs and supplies are provided in
office architecture — opén space, cubicle, Appendix I, and in the step-by-step
your other space priorities, etc. — all . breakdowns of Section II.

- enter vjr}_t_,gﬁfhe"dgcision. . .

' Decision 6: When to Start

® Whep should the center be estab-

lished? ’
® ‘other pressing-issues? C .
© 7 @ staff plans?
’ The final decision to be made j‘n starf-

ing your resource center/library is when
to'do it. Needless to say, with so many
materials coming in from the Employment
*and Training Admi&istration Natienat
Clearinghouse and yith so many paterials \
.- on hand, start-up sh8uld be done as soon
~ as possible. Youy resourge center can be
opened up for use as soon as ayr area has
. been designated, staff have been hired,
., and a few shelvesful of materials have beerr
“ ‘cladsified (step-by-step instructions for
setting up the center are provided in Sec-
.o tion ID. :

B In any resource center/library the or-
ganization and maintenance of materials
is an ongoing process, so it i$ impossible
v to wait until “it’s all finished” before
’ e’;pening the center for Use.

A full list of essential and recf;mmended

-

A . °\“,_.‘
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. Step 1: Cataloging and Classificatio';l ‘

SECTION II
How to Set Upt the
Respurce . -
Center/Library

« " | Often the decision to start a Resource *
, [Center/Library is based on the realization <

¥ that:’ -

(1) We have a lot of materials;
¢ (2) Some of the matena}sa—r(worth

keeping;

. (3) Wedon’t have the time to ex- ¢

amine everything, but some of ..
. it is obviously ‘very.in'}portant ...
what are we missing that we
- need'to know? .
4)’ We should probably put spme
ordgr to it.

The initial catalogmg ‘'of material can

" bé a‘fnghtemng task if it is not approach-

ed orte step at a time. A step-by-step

procedare on technical cataloging and
. storage Erocedures, explained in the fol-

lowmg subsectldns, makes this initial

goal a “doable” process. In “addition to

 step-by-step instructions, information

is provided on the matenals and ‘supplies

you will need to completé the processes:

Stepl CATALOGING
and CLASSIHCATION

'“Purpose

»

. The cataloging and classification of all
center,materials provides two (2) 1mport-
ant fuhctions: -

- (1) Provides control.over all matenals
by indicating what the center,
owns and does not own and just*
-where materials are shelved.

(2) By using one classification sys- «
tem throughout, it allows the : -
‘center user to browse among the
shelves and easily locate materials

.+ ®finterest. .

Suggested Procedures

»

The catalogmg of book and multimedia
materials need not be comphcated Dur-
ing the initial cataloging effort, all the .
‘materjal -need not be cataloged and stored
before the center starts functioning. A ~
small critical mass may be used (say, 200
ltems) and a schedule can be set up (e.g.,

Q- 50 a week) tq complete the backlog .of

matenals A small resourte center can |,
spend‘a minimum amount of time catalog-
ing new materials. Start-up ime is esti-

mated at %4-1 hour per title. Maintenance .

L
A , P .

«

' . . _' -
will, of course, depend upon the quantity
ofymaterials acquired by the center, but

few hours per week will bably be
&@uate to catalog newly Teceived
materials. * ; PR 4

- There are $ o parts to cataloginga ° ’
materlal Eigst, one must gnalyze the in-
tellectual cﬁntent and determiné what
subject orsubjéets are covered'by the,
material. - Center staff should use a File
* Structure Subject Areas list as a guide ,

_ to determining these subject areas. The

list in Appendix 7 may be used. 1 , Then,
you must determine what ma]or §ub]ect
, area best describes the content of thé

" material. When yowelassify, accort!mg
--to this system, place the: docyment in.
the category that best describes it.- It«

' ean be cross-referenced.by. other head- '
ings (see below) Materiat should be - . -
" Qassified by thé highest level that apphies. -
For example, a report that covers Man* ,
agement Planning Direction and Control
would be classified in the general cate-'
_gory “Management »

\lv

t out-by ’

When cataloglng materials p 1
eral Gov-

the vatious agencies of the F'

N v .

1 s of this writing, a national“cataloging system,
is being developed in conjunction with the
clearinghouse and ETA Library. The decision ~
has not yet been made whether to in orporate
this list, a modyﬂ?tlon of |t ora t ally new
structure.

>

L ‘19"
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Step 1: Cataloging and Classification ‘ . . - . \
3 : v - . S M l ¢ . [
., . . N B : 4
* Matetials Neoded ApproximateCost .  Vendor. T
a card‘éﬁtalogf or aset of 4—5 'plastié —$60/4 dr. Demco, Bro:Dart .

file-drawers (to contam—the catalog
cards and provide access to
library users) .

@2 ,000 (or more, dependmg on '’
size of collettion) catalog cards* .
(to be-filed in the card.catalog and
indic¢ate author, title and classifica-
tion nitmber for materials the
library owns) .

@ 10 rolls of labeling tape or 1,000
~—2,000 pressure sensitive labels

, (1o be attached to book {pmes‘or
mabehals’ covers and fndicate
classigical;wn number and author of -
the malerial) c

ag iron® (to attach labels

!

to ials) .o, Lo
100—200 catalog car ‘gyides* (to
orgamize card catal

vanous shelf labels indicating

subject areas and classificalion -

numbers ( to be plaged on'shelves’
“to indicate location of matenal)

1=3;rubber starops (wnth resource
cent.er/hbrary s name and address
. to indicate ownership of materials)

.

@ Y0 {or more,. depending upon ’

@ $160/unil (604"
sizé of collection) shelving umts hlgh by 10”’|Heep and supply or furniture store)
: . 36" wide w/b shelves, L
- -y v ) : 4 adjusubl * 1
1-—2 book trucks* (to use asa $65-—$80/ i ‘Same *
work area and to facilitate 3 : .. .
shelving of materials) ‘ \ . e .
. . . .

wopd —.$100—$120
"~ /54dr. unit

. 0
I3

$6/1,000

- .

labels: $2. 40/1 ,000 .
rolls: $lO/ea

-

2
* T EERP N | AP
.. o
$18/ea. |
$13/100°

- t

' $.50 (and up)fea. .°

" . (varies with type and

. =
gizes) ‘

&2-—&'1\ fea.

>
hd

B e

.stgfe) ' .

Highsmlt.h Gaylord and:

local stationery stores,
+
. ¢

Same

e
. I3
-

&me (or may be designed
m -hoyse or'by a local art

» ’ -

Same

\

Same (or local office, 4.

v
. t‘" L]

. ' 1gee Appendlxkror full addresses and 'ordering mformatlon 4
. ‘ *See Appendix Tor definition of terms. .
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erfiment, itis important to be consistent
in determining what that agency 1scallqd
To amplify this process, an Autherity
File for Federal Gevernment Authors is
contained in the appendix. By,using this
list, all materials put out by any.one agen-
cy will be filéd together inthe card cata-
log under dne author. This will determine, *
what/file key number you assign the
material and, therefore, where it will be
shelved in the center. Cross-referencing*
is equally, if ot more, important to find-
ing'appropriate materjals.. Therefore, a
contiolled (llmxted) numher of cross-re-

ference terms should be used. -These will

vary from region to region. However, a
basic set is. provnded in Appendix 8. A -
number of cross-references should also

~beset up in the card catalog to direct the

user to appropnate categories. Thesop,
too, are listed in Appendix 8.

Itis 1mportant to note that regional
needs and interests dictate the cross-re-
t‘erenc.mg vocabulary, A specific minority
group in your area may determine a sep-
arate cro&xeference We suggest that
you circulate the file structure and cross-z=
reference headings among the potential
user group 3nd solicit opiniens. —are they
broad enough? Do thgy meet mcjmdual
‘needs?, etd.

The cross-referencing.system should be

. things to all pedple. Youm

e all
therefore
_exercise judgment as to whédt catagprles
materials are to be cross-réferenced by. (
- As a general rule, if the average document
you receive has more than four to five
cross-references, you'probably have too
many and should try to limit the number
of additions, -

simple and’us'eful You canno

’

Jo

Step 1: Cataloging ahd Classification

I/ —
X’

Each time you add a new cross-refer-
encing term, be sure to add it to your
master list. If you have the time,the .
moxe speélflc you are in cross«refggncmg,
the easier the system will be. For exam-
*ple, if a report was cross-referenced under
the heading ‘“Woman,” it would be he‘lp-
ful if the reference included a note “‘see
Chapter 3, ‘Women in Nontradltlonal

Occupations. -

Next, both the catalog card(s dfd
the material(s) itself must be label®¥ and
prepared forsshelving. A step-by-step
lnstmg of procedures follows.

1. Select’and assxg%~mwor subject
‘area and any additional subject* v

_ areas or cross-references from the
TFile Structgme. Choose the corres-

. ponding Key Nymber. This,
combined with the next line (ac-
cession #), will form the classlt'ica-
tion#.* - p

Example: The material is a book by
Andrew I* Jones, entitled Admin-
istration of an Apprent:ce Trammg
Program.

Major subject area: Apprentlce
training o

*See Agpend;x for definition of terms.
‘ 9 (': )
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. Step 1: Cataloging and Classification

e
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. \
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‘

L
Other subjec&areas or cross-refer- v .

ences: none

File Key # — 2-340

Classification # — 2-340-27 (the 27
‘indicates that this is the 27th g,nater-
ial received on the subject of appren-
tice training. It is suggested that
local pumbering bégin with 500 and-
assign numbers consecutively so as
not to conflict with numbers assngned
by the National Office. ~ *

. 2. Type up the cataloggérds as follows:

s . Example:
A. Subject Cards

ERIC .

Aruitoxt provided by Eic:

"1 for, the major subjeét area .-

1 for any additional %Qb]ect areas,

1 for the author
1 for title e :

file under: Intake/Assessment

24

.\

v

B. Cross-referenceSubJ__t Headmgs

t’i{e under: Worker traits . '

file undet:\\COunseling

L
Another persbn may need this infor-

. mation while working in a telafted .
subject area, .A close look at the tltlé<
will usually sdﬁest one or two other

_subject areas under which th# title
should be referred, Prepare a separate

u card for each, as in\sh_ese examples.

A)"-.% R

\

: -7 \

A \

e 4 —

Al

-file undes: Worker traits*training unit.

file under: U.S, Department of Labor
Manpower Administration
¢ ) . “w.

D, Title Card , -

3. File the catalog cards alpi\abetically : .
in the card catalog. .

4. Stamp the book with the center’s . - -
.game: (1) on the title page; (2) on- d
‘the end*pages; or (3) if not a book,  *
stamp somewhere on the cover of
the matenal ,
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‘_ Step 1: Cataloging and Classification
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5. Label the material'?on the spine of
the book or somewhere obvious if
- not a book) with the File Key‘ﬁ

e
RERS

'S&Ed

GN V‘ Wm
Y PN - .
.“-. -'.... LIS SR K
. R > o

e Lt

ot

6. Glue a book-pocket in the back of
the book (or somewhere accessible
on an AV item).

" 7. Type up a book card with file #,. ,

author and title and place in the
’ .book pocket. . ,

8. Shelve material in its appropriate
-place ot the shelf.

.the following vjays:
-Suggested Procedures -

1. Select and ‘assign Shbject)Headings('s') 7,

s

"The Cataloging of

Nonmanpower-related .
Materials .

7

" The file structure \)vhlch has been re-

. commended f&se in cataloging all re-

source center materials will niot be com-
prehensive enough to include’ ponrhan.
power-related materials. ‘Whert such
materials are to be kept in the resource
center/library, they should-be treated in

C.S

- *from the List of Social Science Sub-

ject Headings in the Appendix. This,

list was compiled from the Library
of Congress Classification Systemr
and other subjects headings lists. It
ha’been given similar file key num-".
bers to use for classification and
shelving purposes. Choose the num-
ber which corresponds to the major

subject area of#he'material. Should

the material caver more than one
subject area, select additiahal sub-
ject headings either from the List of
Social Science Subject Headings
*(Appendix 6) or from the Cross «
Reference Key (Appendix 8) to 7,

Y

A3
[ ]

-

&

- ‘ -~
AR

.caver allpertindnt swb]&t ﬁeld/\ -
Remembet, howevet ,give only one ,
classifica®6n humber — the one
which corresponds to the major '
subjett area. , . . -

2. Type up catalog cards as follows:
1 fox each subject area .
1 for author- ’
1 for title 4 -

o~

’) » »

Example:
A. Subject Cards. ) ,

ile under: Seciology

file under: Social S\gveys

- 7"




Step 2: Storage of 'Materigls.

W der:Methodology
B. AuthorCard

" file under: Durkheim

i
3
=

C. Title Card .

file under: Rules of Seciological
Lo Method -

3. File the cards as indicated’:m the
card catalog. -

4. Stamp the bGok. with center’ S stamp,
as indicated above.

5. Label material with appeopriate
File Key #, type a book card, and

/ shelve. ’ »

Since your center will have few of
these nonmanpower-related items, it is
" best to set aside one shelving unit for
them rather than confusing users with
:two separate classification schemes in
ane shelf.

3

Step Z: STORAGE
of MATERIALS

Vertical File

Much of what a center a JUIIQS is non-
book and often does not 18fd itself to
tradjtional shelf storage. Journal article
reprints, newspaper clippings and pampgh-
lets are especially d¥ficult to store on a
shelf, as they tend {o get lost among the_ °
larger items.. It is often best to file tHese

. materxals in a filing cabipet (vertical file).-

To encdurage use.of the materials, it is
advisable to insact 4 card in the card cata- ,
log indicating that addifioflal materials
are available in the vertical file, i.e.

Apprentice Training

For additional materials .
see vertical file.

[

Within the vertical file (VF) materials .
should be arranged by sulye:jt&corres-
pond to the order of materi the
shelves. They may be placed in individual
file folders and labeled with either the
subject area (i.e., Apprentlce Training)
or the File Key (1 e., 2-340)°or one large
foldeér (i.e., a hangmg file folder njay be
made for eac'l subject area to contain

all VF material on-that subject).

Kt

29"




Step.2: Storage of Materials

v

.

L 30

. .

id i . ‘ N - . ;I . N
4 . . . - " i .
T, - . ) Materials Needed O * . Approximate Cost  Vendor
- “;‘ ' ) b - ) . . = .

- \bg . 1 or more file cabinets ! . - $120.00/cabinet * Gaylord, Pemco, Bro-
¢t o Hid dart and ofﬁce supply
- . . - - -‘ N housés

e ]
| - ' .
\./ . - . c, ~
‘ Co S pendaflex or other hanging files (plus labels) $6.00/100 : Same’ " .
. S H — . \
’ I; . . ‘ A ,
buff files $6.00/100 7, stationery supply
< o} v . stores ot
N . . B .o .ol ’ (
= . audioyisual storage boxes (various sizes and from $2.00/box- Same. .
= - shapes for different media) . and up . ‘ i
\ - ’ t [ '
. é
1 . .
= . magazine storage shelves (1 or more sections) $200/unit Same .
. . y .
< . . p/ ( “
While a vertical file does solve the prob- All OV]SIIH hda be encouraged they must be kegt with
, lem of how to store flimsynand nonstand- di l terlals \ all other materials on the same subject.
‘ ard material§, it should not be substituted Audiovisual materxals often posé stor- It is recommended to store filmsrtapes,
. ,for full cataloging when and if an itemis ~  age problems and, as a resilt, are too ., slides, etc. on the shelf alontglde hook.
3 valuable enough to warrant jit. However, . often relegated to the bottom shelves or | maténa]s Tt the audiovigual 1tems are
- ST a vertical file which is well orgamzed and to a separate (and usually closed) cabinet.§  too large, as films often‘are, either lay
- _ which the center staff calls users’ atten- If the use of multimedia materials is te them flat (if space permits) or store
. v : tion to can often provide information ' them lmmedxately unger the other mater-
- not available in standard formats. j “ *8ee Appendix for definition of terms. 1als ) .
‘ Lt . . N T e . £.
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Step 2: Storage of Materials _

With small audiovisual materials such
as tapes or film strips, it may be necessary
to place them into special storage boxes-

. beforé shelving to insure that they won’t
"be lost. The major library suppliers (see
Appendix 1) make such storage boxes as
, well as albums and carousels, which ac-
gommodate a number of filmstrips, tapes,
cassettes, or slides.+ . *

IIhe watchword in the storage of all
_muitimedia matenals |s “Make it easy to
* find and easy to use.’

’ EKC 32

.
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ull Text Provided by ERIC \ "

’

Mulhple Coples

Sineé some, 1f not all of the lesource
+centers will be receiving-a large number
of copies of certain materials, especially

* "training materials, it may be necessary

to store t materials, at least tempor-
arily; in the center. Since any such new
materials are probably of great intérest
to users, it is advised #gainst storing these
boxes in a corner somewhere.’

@

.To encourage users’ taking the new
materials, a “newly arrived” space should
be set aside on a promiggnt bockshelf. *
New materials could ept here ’fora
set period of time (say two weeks or
one month) and then either stored per-
manently, distribated, or discarded.,
While it is not necéssary to be terribly ,
{:]r(;n)! abouf'multiple copies, they can

up precious shelf space, and their

rapid distribution should be encouxaged.',.-

" Periodicals” .. - -

Unbound pe;iodicals (journals, news-
,letters, indices, and abstracts* . . .) pose

" problems both in the methgd of storage

and the method of gccess. Most centers
find that users want periodicals kept
separate from the other center materials.
While center users want books shelved
in subject order, they usually prefer that
journals be in order by title.

*See Appendix for deﬁml‘;lon of terms,

- the shelves for additional ease of access.

. Collection

. better job of

J . he _3
. , {
In order to encourage easy aceess and )
to allow storage, it is recommended that (
perigdicals be kept separate from books
and other center materials. They may
be shelved on tradmonal shelves, or you
may choose the specially made periodical
shelving which allows the magazines to :
be flat and-be seen more easily. In either ¢
case, shelve by title and data and label

Weedinig the Center . -

i .
In any center with limited space, the

time-comes eventually when you wi

have to make some decisions as to which

materials to discard or store in order to -

make room t’or fewly acquired materials.

Too few centers do an adequate job (“
of this “weeding.”” A center with a few
useful, much- volumes is doing a far ¢
rving its users-than one
with its shelves crowded with out-of-date, .
seldom-used materials. Do weed. Do set
aside a week orso every year to gystems:

‘atically go through the.entire collection .

'I‘he weedmg process can be sunphﬁed
if you keep records of all materials which
are borrowed, i.e., save the book-—cards.

ach year go through the collection and
examine these cards. If-the material has
nat clrculated at all during the year, make,

g '33 |




t . -
4 . i

Step 3: Circulation of Materials ’

0 s « 7
N _ PR T i ’ R . - :
* ’ a note of it. The next year, discard items »
o . which have not circulated in the last. two Record Retentlon ’
’ ' #ars — unless you know that/ the item It will not be long before you find mul-
is being used by you or othey library pat- - tiple-copy order cards and book cards and
. . ‘roms. - . xI';quedst slips, etc. piling up da'n thf(ei .center.
' - 'I‘he best method of dlscardmg maten- order to prevent either 1scarcing re-
Y : als is to first put out a free give-away cords whlchlyou mayl)l:j;e r nl;]ld you n;ed
’ box and see what is taken by center users. AO;’ cdonveer;e le’ ne;ver, Ing a de to fmf
Often nfany items will disappear this way. . the ‘SLH ated 1P O papel;' ipa e:rth by
.. . Second, if you know of no one who ?rfs:tmbe dpap:tc')wo}r; tsor;le ec:s tlon
‘ might want the materials, ship them, off X dn;a e;‘as I Wwhat you want to
e to a Jocal public library or college library . eep and tor how long.
- as donations. It was recommended earlier that book
/ __Weeding journals p oses 4 more difficult cards be.kept in thg books for one year
—] - " problem. They accurhulate rapidly and . unfil an inventory m.taken.g'l‘hls will
. are often very cumbersome to store. Just - ?llow you to.determme use of the mater-
v ° how_many back issués of journals to keep ials for weeding purposes. ~ .
o2 in their entirety will depend upon your . The “one year rule” can alsc apply to
- space limitations and the needs af your most other records. Order forms should
. users. Unfortunately, the two may con- be kept for at least six months after the
WA . flict. You-will find the center running s material has arrived to insure that there -
’ ‘ out of shelf space despite user n for . % is adequate documentation for any prob-
2 back periodicals. When this happe (td ems in billing or future ordéring.’ Always
) - * . solution is to go through the jo rnhls #sure that a book has been cataloged
} . + . cliparticles which m (or Have bgen) and the cards filed in the card catalog
) - of jnt,erest'to center patrons. Thege can tp replace the “on-order” slip) get’ore
then be filed in the vertical file. Ifiyou arding “dead” order slips. ~ °
are ambitious, make a card for the article Libr :
] ary request slips (i.e., recgmmenda-
‘- under duthor andtitle for the card catalog. tions for purchase, requests ’for ?e rence
S ' * Another option is to keep only those work to be done, etc.) may also B¢ dis-
R ’ issues which contain potentlally interest- carded within a fgw months. However,
ing articles. These journals, in their entire- * always be sire to keep a log of thetotal

ty, may then be stored with the current

) jouma]q (for as long as space permits): ete. before throwing out the forms them-

P .o . .

S . Ly o )_ K ' )

number of requests filled, books ordered,

v

selves. This documentation is very valu-

able as a guage of center use, and such .
. statistics should be included in your An-

nual Report(see Step 8on Administration).

"Step 3: CIRCULATION

of MATERIALS
Purpose
To allow books and other paterials v

(thh some exceptions) to be bprrowed

* “by center users and kept for a reasofi- _

able period of time; to allow center

control over matelfals ie., centerstaff

can easily determfne which materials are *

checked out and can, if necessary, re-

quest return of any materials needed for
 other user use. '

‘Sugg?sted Procedures

A. When center matenals aretobe
borrowed by*a user:

J, Have patron complete a book- card
(see san)ple #1). This card may
be kept in the date due book pocket *
of ‘the material (see Step 1:- Cata-
loging, details) or may be filled °

out at the gjrculation desk for
each material bowrowed.
- - « 0

. .35
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Mate Needed ;A'pproximate Cost " Vendor _

1—3 charging trays* (for keepmg : plastic—$6/ea. ~ Hfgiumith, Demco, -
b.ook cards* of checked-out wood—§10/ea. Bro Dart, Gaylord
material ) . :

1—2 set(s) of charging tray guidef $3—$5/set Same
(to organize cards within charging * . ’ ;.
trays) - "

-

1-2 date stamps and ink pads (to pad—$2/ea.
indicate due date on cards and stamps—$2/ea.
materials checked out) / -

.

4
@1,000 book cards (to contain . $5—$6/1,000
information on materials borrowed
and borrower and to be filed in -
charging trays) ' °©

3

@1,000 date due book pockets (to ~ $11/1,000
hold book cards in non-borrowed

materials and to indicate date due

in borrowed materials)

desk or table (to be used as a B Same (may be found in
circulation area) ] - . ‘any qffice supply store)

<

*See Appendix for definition of terms. )
N . )
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Step 3: .Circulaﬁon of Materials

-

2. Stamp the bo'%"ca d and the'date /'
“due book pocket (sample # g )
with the date stamp.

Reeommended borrowing period is
* two (2)-weeks for most materials,
one (1) week for popular or new *
materials and overnight for reference
or journal materials (photocopymg

. should be ejftouraged in these cases).
I} Fﬂe the book card i

the chargmg
tray. It is recommenided that book
cards be filed by the classification
number (see Step 1: |Catdloging,
for details). Howevel, in a very

small center where few materials

« circulate, it is‘possible to file either
by (1) author;(2) title;pr—(3) date
due.

'B. When miaterials are retumed by the
borrower .

1. Locate book card in chargirg tray.

2. Retu;n book card to date due book
pocket and cross off the borrower’s -
name and date duie.

3. Return material to its place on the
shelf.

Recommended "’
Procedures: T

Interllbrary loan will allow.yodr center

- to borrow materials from gther U.S. libranies- ]
_ for your center users. The procedures.for’
+_ interlibrary loans are quite formalized and

must be followed strictly. Before embark-
ing upon yougpfirst loan, be sure to read
gupony (pﬁrs e sl |

-

-~
Materials Needed . Approximate Cost , Vendor
Interlibrary Loan Procedure Mgnual $5.00/ea. American Library Assoc.
American Library- Assoc., 1970. i 50 East Huroh Street -
Interprets U.S. interlibrary loan (}ucago, Tlihois 60611
policies and goes into detail on the
various procedures which must be "
followed in loaning and borrowing -
materials - o
100 multiple-copy interlibrary toan $20.00 - *. Demco,BroDert, .
forms (imprinted with library’s ~ , Highsmith, Gaylord -
pame and address) i T )

A ]

. 38

R

. ’\.J,

the ALA’s Interlibrary-Loan Procedure I

Manual..
Generally, the procedure is as follows:

<

1) When tequest for material comes
in be sure to verify it; i.e., estab-
lish that the author, title, date,
pages, etc. are correct, e

2) Record all this:info ation on an
interlibrary loan request form
‘(see sample # 3 ). |

3) 'Determine whicl{ library you'want

to borrow the book from — use
local publlc or academic libraries
‘a8 much -as possxble '

"4) Fill in the library’s name and ad-_

dress on the mterhb)&ary loan
form -

5) Type up a shipping label with
. your center’s name and address.

6) Send copies A, B & € of form
\nﬁ shipping label to the lend:
ibrary. J

[y

¢
i
i

7) - File copy D of form in a fi!é for
your record.

Wﬁen borrowed material arrives; be
sure to tell your resource certer/library
user to return the item to you in time.
to mail it back to the lending library.

. :‘39 ,.15




. -
As an alt.ernatlve to. mterhbt!ry loan, . Sample #
whlch can be a tedious and too often
nonrewarding endeavor, your resource’ e . .
mter/lxbmy may wish to.estabhsh L emhiveeacaon of o Nepreniacs Sample # 2
borfowing arranigements with any libraries _ e = ' . . '
-~ in the area whxch?bu would use ona Lo e B ’ :
regular basns. While this sometnmes in- > o : . DATE DUE
vokes a borraaver’s fee, it may also be ) - - : 7
free. Call.and speak to the librarian, ’ ’ = b
explaining your interest. Usually, some » ’
arrangemeht c4t be worked out.

. 2-340-27

.

&

.

‘

Sample # 3 '

) Y I 1,
70 P . Alm}liﬁx& OAN REQUEST
. S:  Chacked by -

REQUﬁTi
. . SENT BY _'Library rite
. ¥
v ABT ASSOCIAT! C. ' i‘ myos § . lnsured et §

~ -

¢ sent — - .
- CAMN!IDGE CHUSETI’S 0213! } i — N i . Library

For we ot mm 8 W Dert 00[— 'RESTRICTIONS; Wr......nmmm , Abt Auo&atcs Inc. A

Reihbe (or ponodical ttle, vel, and youn) . Copying net 03 .

S Qubew Cad - e

M(-ﬂhw‘mhw-\ué)(lxldupmsd th‘ll:d.m.nm\ly ' NOT_SENT_BECAUSE: !lnu' .
i Thnprnen Mu«f 1974 ’ i gien syisnes o
abwiC . . . LI

uua. . '. S o e ek ¢
“"" . . v AT o, PO ol

e ’\lﬂdwtuﬁr«duuum-) 3P . o g * “l VB c.ma}‘ —

\ . Hard copy

g u,,.g..,u.,.........,..g..u_[a&(z __ BORAOWINGALIBRABY REGORD: _

« . Demrecoved
| Bihnﬂm&d
byl Userveee Lo g
i :;::.':uf.__,,_mm.ual e

PO .

, RMALS_ (Request and report dn shedl, C)
onted OB . . e
oNote  The receinng fibrory ¢ R . - .
arumer resgonubility for N e e - 3 2 e

nonficotien of non-rece:pt 5 (or poried -g-nml) v

I1
i
;o
¢
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Step 4: Selection of Materials -

Audiovisual (AV)
Materials

The circulation of nonbook-materials

can pose unique problems for the cgnter.
In most matters, AV materials should be *

treated in the same ‘manner as all other
center materials. They should be inter-

_shelved among the books and cataloged

in the same way as the books. . -

However, when AV materials are bor-
. rowed, users fnay svant to borrow the

equipment n_ecessary to Uise the material
(slide carousel, film projector, etc.) and
they’ may gesire to preview the material
in the center on such equipment before
actyally tading it.

It is recommended that if the/center

owns a substantial multimedia ¢ollection,

hould determgne just what eqmpment
is needed. Find one if.it’exists in-house.

. Elther ayrange to store this equipment

i the’ center itself, or set up a procedure

whereby‘the center can access the equip- .
B ment wheneze! necessary.

{

Ttis suggested however, that borrow-

ing of AV equpment from the resource/

2 .

<

.

L.
Fa -

center library nob)be allowed, as the
time and staff necessary to check equip-
ment and its cogdition before and aftge
use are large. A better sblution is to,
per the above, mak® pravision in the
center or in afearby room to show AV
materials when the borrower cannot
provide his/her own equipment, or to
refer the user as to where equipment is
available.

Step4: SELECTION .,
of MATERIALS =~ ~

(This step is to be distinguished from
the following step on Ordering of Mater-
tals. This section deals with. the decision-
making procedyres involved in selection

-

. of materials rather than in the paperwork

involyed in the physicalrordering.)
-

-

- R ' "‘

Purpose r “e

.The careful and orderly selection of ,
materials for a resource center/library
collection is the best way to ensure an
up-to-date and useful collection. The
actual selection of materials also allows
the center staff to both become familiar
with some of the most useful reference
tools in the field gnd also to keefFcutrent
themselves on new developments and
recent publications. . .

¢

£
Suggested Procedures |

‘The selection of materials should be
.an ongoing process. Center staff must
make it a point to periodically go through
all the selection sources (pret‘erably as.
soon as they arrive). The criteria‘used
for selecting materials and accepting .
gifts or donations will differ from center
to center, but considerations such 4s the
following should play a part in your
evaluation: -

1) present collettiop — Does item
duplicate present céllection, or -
is it complementary? -

2) users — Will item be helpful to
’ center users, or will it just sit
- on the shelf? Has a user re-

quested it? Might it bé helpful

W3,

.t

»
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. Step 4: Selection of Materials - - v -
. . N 1" « s . 6 . . g ’y .
. ,
‘ . A .
to survey users as to what their ) -, NN ’ '
. needs are? : Selections Resources |, Approximate Cost Vendor
. ’ * . - L
3) center budget — Can you really Workiife (formerly Manpower)- $15.30fyr. . us gpol
_ afford the item orwould the The official journal of the Labor . SuDOC#: L1.39/9: (V.#)
: money be better spent elsewhere? Department’s Manpower Admtinis- . ' .
. ’ ol . N . tration. This monthly journal is B ,
(If $0, and you still beheV.e t’t\e valuable both for its brief news * | . v co-
. item to be worth purchasing, can sqliibs.relevant to the.manpower -
- ou obtain additid funds in situation and for its listing of . ) _
. y . nal : “R&D Reports” which includes . ‘
any way?). recently received reports compiled’
. *(The following description of mater- ;;fm'f:h contracta grated by
r . . r nistration,
. lals needed for the selection of mater- most of which are available from ¥
ials is both limited and general. It is NTIS!.
hoped that the center staff will use their ' - ) N T
own imagination'in seeking out addition- State and/or Regional Newsletters Often Free Locsl, regional, and State
. ; _ Your state or area’s Manpower ) . Manpower offices. )
al selection sources) - offices may distribute copies.of ' -
. newsletters. These are often free .
. and can be valuable as a selection , "
o / source if they-contain references to S ;
- . . recent publicatléns of interest. . N 5
, + | Monthly Labor Review $22.35/yr. US GPO,
. . . This is the official organ of the  * , . SuDOC#: 126 -
‘ , Bureau of Labor Statistics and con- P (Vol. #) . .
. \ ’ tains an excellent book review , X ’ ’
section with relatively long and , . . )
. detailed signed reviews. ‘
' - - . * . 4
v : . Monthly Catalog of U.S. . $27.000r" Us GPO .
X f : . Government Publications , SuDOC#: GP 3.8: -
. ' : " *| As the official monthly listing of (date)
. - all government publications avail » ' '
\ .t . . able from the.-Superintendent of
i ' Documents, this journal is invalu-
3 T \ able in book selection. It is organ- . . o
* ized by agency with a subject inded . M . v

(€3
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“This freegnonthly list i is a very

Weekly Government Abstracts:
Adminustration

is is a weekly annotated listing
of selected government reports on
the subject of administration. Each *
year it has a subject index as the
last issue and all issues are divided
into general subject categories. ) ;Y
Should be scanned weekly, both as 7
a selection source and as a general
information source. ' '

1Y

Selected United States Government 'Free
Publicatigns /

' %30.35/yr. -

selective listing of government . . &
ﬁcatwm (most, if not all, are ,

isted in the Monthly Catalog) ; -/
It is useful as a gelection tool {

becauge it lists generally popular .
government items. . >

Manpower Admunistration Publi- Free .

, cations. Available from

Department of Labor Warehouse \
This is a_catalog of ETA publica- A
tions stocked in the DOL ware- ' \
house. This catalog can be kept \
current by making use of t.he}isting
of .ETA publications released
monthly by file & memorandam. -

Selected Government Agency .
Publications Indices

Most gover‘nment.x;geﬁcies period-

ically put out an index of publica- -
tions available from that agency.

This index can usually be sent out .
free upon receiptof written request.

_Us DoL
ETA, Room 10225

NTIs!
_
\
A
|
US GPO
SuDOE#: GP 3.17-
(Vol. #)
r rd

;-
601 D St., N.W.
Wash., D.C. 20213

Speciﬁc Government
Agency a

18ee appendix for lmtrucuom on ordering government pubhcatlonl _

-
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Step 5: Ordering of Materials

Selection of-Audiovisual,
‘Materials S

Whlle the selection of AV materials
should be comsidered a part of the over-
all selection of materials rather than a
separate function, a few remarks on this
process specifically are necessary. In
some cases you will find that the above-
mentioned selection resources will, from
time to time, include AV materials and/
or review them briefly. Various federal
agencies publish separate catalogs of

s

° AV materials which they produce and. ,

"distribute. These catalogs are usually «
available from GPO and may be found
by looking in the subject index of the
December issue,of the Monthly Catalog
under “catalogs:™ ”

t

Should you be interested in selecting
filths issued by the federal government,
+ the National Audiovisual Center of the’

GSA (phone 202/763-1891) putsouta ,

directory of AV persbninel by agency.
This directory can bétused as a guide to
further film procurément. Other sources
for the purchase and/or loan of free or
inexpensive AV materials inelude:

.t

AV Selection 'Rkn&tes
Botham, C.N. Audiovisual Auds + $2.50

for Cooperative Education and
Training. 4969,

»

Scripts at}gﬁamrgnbn& 1925.

" ~Approximate Cost

Educators' Guide to Free Films $12.75
Annual

Guide to Government Loan Film- ’ $2.95
strips, Slides and Audiotapes. )
Educatbr;: Guide to Free $9.75
Guidance Materwals. 1975,

' Educators’ Guide to Free Tapes, $9.50

Vendor

Unipub

*

P.O. Box 433 5?

' * Murrgy Hill Station
° New York, NY 10016

Educatiopal Progreis
4900 South Lewis
Tulsa, OR 74105
Serina Press

70 Kennedy Street
Alexandria, VA 22305

Educationdl Progress

Educational Progress

A4

Step5: ORDERING
of MATERIALS

‘An organized and consistent method
of ordering materials allows the center

‘staff to easily determine what materials

are present ing acquired for the cen-
ter;it alldws the staff to avoid duplica-
tion of paperwork and it permits easy
follow-up of any orderinfijoblems

* which may arise.. . ,

Suggested Procedures

(These procedures will necessarily have
to be adopted to any existing in-house
ordering policies. It is advisable that the
center staff meet with the office purchas-
ing agent and the office accounting per-

.sonnel to work out a workable method

of ordering materfals.)

Once a book or other material has been
sefected for acquisition, the center gtaff

should verify all the ordering information .

(i.e., correét author, title, price and pub--

lnsher) by: . v

1y "Looking the book up in Books in
Print (canlook up under either .
author or title) and copying down

49
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Step 5: Ordering of Matenals

v

\

= all the ordering information. At
the end of the titles volume of

’ Books in Print (BIP) appears a

list"of all major publishers with-—
their addresses. The address

2)

If the book to be ordered is a
government publication and is
not listed in BIP, the library
staff should next consult the
Monthly Catalog of U.S. Govern-

should be noted also._’ . ment Publications. The Decem-
Materials Needed W Approximate Cost Vendor
Approximately 1,000 multiple * $5/1,000 Gaylord, Demco, Bro-dart,

copy book order forms imprinted
with hbrary’s name and address

Books in Print (current year)

A listing by author (2 vols) and
title (2 vols) of all current books in
print giving author, title} publisher
and price. End of title volumes .
includes an‘alphabetical listing of
publishers with addresses and
phone numbers.

Pnb!ishers‘ Catalogs

Monthly Catalog 6f U S
Government Publications
Monthly listing by agency of all
arPo pubhcatlom with author and
title indicts and a yeariy subject
index. /

/
arate-card catalog drawers (to
fil& order cards by publisher)
1 for ‘fon order"

1 for ‘{dead or received’’

Free

7
See cataloging
section for details

r

\

3

/e

$27.00/yr

4

4 volumes

Highsmith (or can have
custom-made book order
forms to order)

R.R. Bowker Co.
P.0O. Box 1807
Ann Arbor, MI 14106

e

P
e

From gblishers (see
Bog, Print for
addresses)

\
us GPQ

)

- - -
»
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ber issue of each year is a cumu-
Iive index to all the publications
for the year and lists publications
by title and by subject. (However,
since titles do vary, it is advisable
to search under subject or subjects
before giving up altpgether). Once
you’ve found the publication in
the index, it will be necessary to
go back t6 the appropnatemonth-
ly issue to determine price and

_ availability (be sure to read all

a)

the “how-to-use’’ directions care-
fully). Most government publica-
tions are available from the Super-
intendent of Documents, U.S.
Goyernment Printing Office in
Washington. (See Appendix on
how to order GPO publications.)

d any in-
g the mater-
1ves are:

If you,still cannot

formation on ord

ial, possible alte
If a government publication,
call the issuing agency if known
or a likely issuing agency if un-
known, or call the USGPO
in Washington. )

If known, call the publisher.

-Check the original citatién to
be sure it’s correct.

21

- .51




- e

- Step 6;'Reference . B n/q/ ‘ 2 - “ ‘
- . o N ’ e -
Itis recom,mende/d that the centet 3. (Optlonal) One copy may also be - - always adwisable to keep separafe

) staff keeb a file of publishers’ catalogs.

: These can be obtained by sendmg a letter

.. tothe pubhsher (see BIP for addresses)
SN nequestxng a list of carrent publicatidns

/ -and asking to be put onto a mailing list.

This will allow you to obtain prices for

very new materiald which probably would

.not have appeared in BIP yet. . !

- Hahng verified the bibliographic in-
formation, the next step is to complete |
a multiple order card (see sample below)..

. . 'Thiscard can be sent to the publisher as

"+ " long as a complete address appearson "

the egrd: . s

Ouce the form is complete, file.as t‘ol-
lows: ¢ Tt
1. py (or more) to pubhsher as
an order.
2. One copy (or more) to card catalog
under title and author to indicate
book is on order.

%

-
-

. - d N

= kept in a file by publtsher to assist
“#n checking in the materials when
they arrive.

-The prepayment of all orders is adv:sed

if possible. Also, government (G.P.0: and

«N.T.LS) publicatlons must be prepaid,
and a number of publishers also require
prepayment for small orders. ‘Ifiti is not
poesible to prepay all orders, deposit
accounts should be set up with G.P.O.,
N.TLS. and _any other pubhshers you
deal with extensively. Just write the ven-

* . “ dor and indicate-your interest in establish- -

ing a deposit account. For G.P.O. publi-
cations it ns also possnble to obtain cou-
pons and use these to prepay orders.
(See Appendix 1 for details.) Either
method allows easy orde:ihg’

When ordered ma}erials arrive in the
* center, they should be checked in as
follows:

1. Indicat;_;'date received¥-on the or- '
der form in the card catalog. This
card will be removed once the
material is cataloged and replaced
thhthe catalog card.

2. If an order form is filed by publ:shz
er, indicate the date received Smt
and file it in a “dead® or “‘item re
ceived” file of some kind. It is

~

] -

the order. matenals from those which

have been receiv

.. If the item was pot preRaid, process

the invoice and send it to the ppropriats
accounting office to.be paid. Be sure to

note on the order form that the invoice -

was gent to be paid.

. The material 5 now ready to be cata-
loged and added to the collecti

Stejté: REFEREN

hd e
- Purpose

One of thie best public relations tactics
a new center can use is to do a good job
of answering reference questions. Users
judge the worth of a center both by the
“adequacy of its t6llection and by the
quﬁfy of the staff’s answers to their
questions. The development of an ade-
quate reference collection and center
staff familiarity with the collection will
do much to promote the center in the
organization. r

This is a very brief list and should be
supplemented by books you find you
must refer to often.

In addition to the reference sources
on the next pages, it is advisable to

_“have in the library ;.

¥
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. ' - . ‘A i A2 /
. I
= A BASIC EMPLOYMEIYT AND TRAINING REEERENCE COLLECTION
. ' . * ] TN . ‘ ]
N g Aaip codé dueqtory .o Item S ‘L 'yi‘ - Price Vendor )
' &\ _Apost officeedirectory - / ) R - .
. A set of 'encyclopedias{Enéycﬁpedia . /.Etatisﬁbal A¥stract of the U.S: A $8.00 ) " US GPO .
"' +” * Americana js a good choice) .. * Uséful for ans'iverinx all kinds of (soft-bound) . ¢ PR
» questions involving statistics— ~ . .« s
A gOOd dictionary (Webster 5 Seventh both nationat and regiorial. Be sure \ 1
- . Colleglate or Random House notice that each table has a foot- ' - T e
CE . Dictionary are both good) | note indjcatipg the souce af the L . . r}
statistics. .~ § . .
. P
Suggested PrOCedul'eS - Federal Directory” ° . $50.00 (est.) Consslidgbed ectories A
‘ o' o staff will find th 3rd Edition, 1975, Thid publica: : . 1133 15th §t., N.W.
] nters will find that answer- tion prdvides names, phone num- ~ - Washington, D.C. 20005
e ce questiofis can ofteh involve bers and addresses for federal e : ' .
- askmg of questions as givin * government officers and is often Lt " :
-“answers. Before you attempt to answe :’;;“:;:&"g‘&iﬁ: :::l‘l’ :;c;:g::‘ " ce 5 .
Zvnﬁ\f uestlon, be sure YQH understand * humbers. Also includes organiza- - 4 " :
't is being a.gked"‘Don t be af:ald to , |*ion charts for major.agencies. .. : -
3 154’ . . . ’ ., :
- as.k Wh;t terms thean or € qu%tlon UsS. Government Mgnual (Latest) $6150 ~ A GPO’ @
erk § more t the toplc Provides i)oth organization charts . ) ) ' ’
¢ . If a USer ls lntel' only ina qu]ck sand brief descri;?tions of agency K 4 ) | ]
- Answer to a question, i. e,, what was the* - ;ﬁﬁ:ﬂ?mf:::‘? well as some, 4 ,) :
1975 level of fupding for CETA Titlel, S : . ‘ Y
. lt is probably best ]ust“ to ‘nswer theé - «° Statg Information and Federa $56.00 . Potom&odks, Ine. <
] questlon. However ¥ hedr she wants Region Book (Latest), - “;o'h&’x 406840 20016 |
. h h Alisting, by state, of all state . ashingigm, D.C. , .
. 4 lengthy blbhograp y, i.6., a listing'of government officials; U.S. Senators . : N
Jou‘m‘l ?rtldgs and books on ‘working (and their phone numbeys) and ) - , . , . '
* women, t.hen your role should be te « |, selected federal offices in the * N b s -
: , ‘show the'user where ta-]ocate the informa- 3":;"“‘ addresses and phone ] ’ _
- . . nu s . ) - .
B . . tion and d"ecn“g him or her to.indexes Manpower. Refort of the President $4.50 %* T %4,
. and abstracts and showihg how to use -y(Latest) [ i i ot .
) . -the sources.* e v . L g?ntmued on next page)".
» ‘-' . . » - 4 * 4 )
* » . 54 * ! N ) L / ‘— § o0 2'3 i ¢ !
. . N o v .- . : -.." ‘., E ,
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Step 7: Promotion

A

ir’Annual Report includes ’
tistics on émployment and un-
oyment public service jobg,
lnd federal-manpower progriips, as
well as descriptionshgalyses of the
impact; scope and treflds of federal

magpower _programs. L

Handbook of ‘Labor Statistics .
{Latest) .
Statutlcal data on the labor fqrce,
employment and unemployment

- hours, wage, productivity, con*® ° .
sumer wholesale prices, unions and
sélected foreign labor statistics.
. e —

LIS d -
.

’ Human Reaources.Abstracts

This quarterly journal indexes and ¢ T
abstratts both books and periodical
articles. It is an excellent source to
consult when compiling a biblio-
* graphy‘®r a list of readings.

~ *

LR}

BNA. Rlanpower Informat®n 3

Service ©
" 'This looseleaf service provides &
“cyrrent reports” on federal man-
power programs and funding;
manpower training program devel- ﬁs
opment? new legislation and regu-
lation gffecting manpower pro- -
-'gnms. Its “‘reference files” provide

etailed descriptions of the major,
manpower programs and analyses
of current fedgral manpower
fundmg.,' “Also includes directors of
government dgencies, pnvat.e
. orgamwtlom invdlved in manpéwer

»

. K3
Sage Fub., Inc.
275 S. Beverly Drive
- Beverly Hilts, CA 90212

»

$50.00/yr.

Bureau of National Affairs,
1231 25th St., N.W.
‘Washmgton D C. 20037

$200—$300/yr.

-~

2 ‘ -
. V]

.

Prondmg information to those who
need it can be very rewarding. While
center users expect answers, they also

‘appreciate a knowledgeable referral.

If you don’t know .an answer to a question,
don’t hesitate to refer the user to a paten-
tial resource.

Step7: PROMOTION of
the RESQURCE CENTER

One of the most important, effective,
and rewarding tasks of the center staff is
the promotion of the center and its ser-
vices to current and potential users.

A variety of methods alone or, pre-
ferably, in ¢ombination, can be used to
achieve.this goal. The first objéctive |
should be to make the center’s existence
known and to get the resources used.
Word of mouth and personal contact are
the most valuable §6ols you have. It is
criticaily important to know what is
going on and to be able to articipate the
needs of ‘your user.group. Request per-
mission to attend staff nieetings where
plans and strategies are dis¢ussed. Iden-
tify problem areas, select appropriaté”
resources and physically, personally
bring the materials to the attention f

. the appropriate person.

Whenever it is decided.to start a train-

LI
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.\ N - . Step 8: Center Administration
= * - - - = . ¥ T
“ . e | . Y . N .
i _ ing course, seek out approptiate materials  ,users with ‘ f,éoﬁs, the library staff, center is succesful Until then, keep .
) - md bnng them to the.course manager or reference es, capabilities . . .- " actively promotmg the center and
' traifer. When needs analysis are formally .  Make display® colorful and'be sureto .’ REACHing out with materials. Don !
) N (gr informally) conducted, again obtain- plaé®hem near. the entrance scrpeople wait for people to come 10 you.' .
. ‘ the’materials and bring it to the attention ~ won’tiniss them. : '
P %{hthe person }.v'ho must address the needs. Typmg some sort of brief newsletter . Step 8: CENTER s
. , hen nged;ansd f.or whtich you have na regularly will-both remind péople of. ihd TION
© appropriate material, start calling all center and acqusint them with Yew wm
Z’:::r:;")tac"'; f)zthfnzhtbr::::stec:xthe: 4E€" & materials.' Compiling such a newsletter -and IMAI QAGENIENT
. : and pursue i acity. \ : . ,
~ T Pretty soon people will begin to respect nme:;::li ;ﬁ;ﬂgﬁ: ugg;ﬁw In a o.ne_-to-ts.vo Person resource cen-
"7 the center as a viable source of useful _write a brief senfence or two on the con- ter, administgatioris a task which will
mfonnatmn o hardly seem separate from the daily
. ) tent o each on a card. Then you can work of running the center. However,
.‘ . v o Flyers, bnef announcementss or a Re- N simply use thesé cafds Eor mcluslor: i+ certain of these tasks should not be for-
ol - .+ source Center Newsletter are all easy to the newsletfer. . gotten in the hyséle and bussle. R
. . © do and often efféctive. The goalshere A good way to initiate the center is"to,\ .
L . should be orie of simplicity of design. hold an open house. Provide free refresh- ‘\'Qe most important of these Is budget- ’
N - Be brief, but don’t hesitate to brag a bit /n ents and-brief orientation tqurs of the ing anih:tan\nwg When thé center is’ N
v . about the center’s resources and services. facility andMateri a]s available. Periodic first org , the librarian should meet
] [ A one-page aﬁnogncement phOtOCOpla - screénlng sessions’’ of audlomual P with his or hel' supervﬁo‘rtb,\outli'ne =
L (use colored- paper or an odd length ~it - matenals is also helpful. Whén-new staff '3 budget for the coming year. S‘J’Fh‘a
s . will standout ift a crowd of papes#fdand " sy o4 gake a point of person- ‘budget should include expenditures for: -
‘ ‘  posted or mailed is a good strt.” _ ally inviting tHW to the regource center (1) books; (2) pericdicals; (3) center
- v Follow-up is also impértant. Send out  and give them.an orientation to the supplies and furnishings; (4) staff; ( i
Y T " one or two more brief flyera (making * . facility. \ postage; (6) xeroxing; (7) any other yver- 3
, *"  each a bit different — maybe emphasizing N ) head expenses which the [ibrary must .
. : - specific services or r ces)afterthe o  One of the best advertisements for the absorb such as telephorie; (8) noncenter
- first. Make people curious. ‘They'll want  center is, of course, good service. When supplies (statlonbry, pens, jrike. . .J; and
¢ to come an®see what all the fuss is about.  center staff are courteous and helpful, (9) fringe benefits. In order to simplify~
i ' : word will get around. When staff requests  future budgeting, # sure to keep good.
) Within the center, the use of bullet.m for information are keeping you busy - records: of aH such expenses during the
boards ls | good way of famlllanzmg 110% of each day, then you know your - first few montg 14 qe‘rat}ion. This :
B . . - Y ' o : .
Q N
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Step 8: Center Administration ", : / i

-

‘ . . . ' . ‘
L) ) . T \ ' * »
_.will allow you to adjust the budget, if “a statemerit of Ihepurpose(s) of the. ~ ‘An excellent format for the presenta- -
necessary, to make it more realistic. . center ang the methods you propose tg on of both budget and plans is the
achieve the program. Sugh a plan not nual report. In addition, such areport
ﬁr\f Another important administrative task .” only forces‘the cente? staff into verbal- should contain statistics on numbers of
is the planning-of center goals and objec-  _ izing its objective, but also provides rials acquired, materials circulated
" tives. Sucha plan should be done at  needed backup and accountability for and illustrations, of the types and quantity
least yearly and evaluated by both librar-  the expenses included inghe annual - of reference and research questions
ian and supervisor. Include in such a plan . budget. . . answered by center staff.
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_the kinds h

P Step9: How to Keep Growing

)

> While keeping track of such statistics-
can be !ime consuming, & you design
one ¢ two forms (i.e., a center request
form which is filled out for all reference
questions) and keep used library cards
and order forms, the process is greatly
simplified. .

The ddy-to-ddy management of a small
center is often made easier when the
center staff outlines specific daily tasks
_to bg done and takes care of them early "
in the day. This leaves time for other
work and guarantees that you don’t get
too behind in any one activity. It may
be advisable to combine a brief checklist
of such tasks to be done, such as the
following: ’

ghec'klist of Daily Tasks

1. Shelve any leftovér-materials and .
gen_erally straighten up the center.

-

2. Record daily circulation, ordering,
and reference statistics.

3. Send out overdue notices.

4. Do cataloging tasks for the day.
5. Order books.

The admi%istration and management

of centers differs for éch. Besureto
discuss budgeting plannihg and record-

keeping with your supervisor to find out
e‘e considers necessary.

2

62

. However, realizing that you, as librarian,

’

<

have responsibilities in this area is most

- 'important. A center which is effectively

snanaged will be much easier to run and
live with.

Step 9: HOW to KEEP
GROWING

The c:)ntinual grox;th of your re-

*source center/library in terms of both
size and use will depend on your personal
efforts. Obviously, user feedback in the .,
form of comments and written requests
for suggested purchases will determine
some of $he ways you can grow and ex-
pand. Others will he up to you. .

4 '

" One of the best ways to keep in touch ~

with what other resource center/libraries
are doing and learn how they, solve prob-
lems is to attend meetings of the various
professional library associations in your
area. The-Special Libraries Association

" (New York) has many local chapters

which regularly meet for group presenta-
tions and/or discussions. Some chapters
also have newsletters which are worth

reading. Other library associations which .

may interest yqu include the American
Library Associatien (Chicaga) and/or
your state library association.

 Asthe center expands, you will want’

to communicate this growth to usersy
One method is to circulate some kind of
listing of new acquisitions. This can be

* done in conjunction with a regular re-
, source center/library newsletter or on its

Including brief abstracts of new

n-:?tl—eﬂs anddndlcatmg recommended-
uses will make thelist a valuable center °
promotlon o

¥ In order to determme how well the

. resource center/library is actually serving
its clientele, you may want, at some point,
to survey center-users to get some feed-
back. One way to do this is to include a
brief evaluatign card in the book pocket
of all circulating materials. Thecard ~ °
could include such questions as: (1) Was
» the mat usefulto you? (2) Would
you recommend it to others? ‘,3) for
what? (4) any comments? This kind of
feedback not'only gets center users in-
volved, but it also provides the librarian
with an idea on how useful and valuable
various center materials are — this should
make future Book I‘electlon easier.

" Another method of determmmg how
*the center is actually servmg its clientele
is to survey all uséts — including those
who do not check out materials. By hav-
y ing-all users fill out a card answering such
. Guestions as (1) why dig you come in?

63
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~ Step 9: How to Keep Growing .

- o

W

(2) What materials were you seeking? (3)
+ did you find it/them? (4) what else would
be helpful to you? (8) etc., you can not
only show your interest in encouraging
center use and meeting individual needs,
- but you can ‘determine what additional
g mat.enals should be ordered.

This position Jends itself well to an
upgrading opportunity. It would be com-
plementary to the center to utilize staff
who are knowledgeable in employment
and training programs as this would be
helptul to users and would save time in
the reviewing, selection ahd cataloging,

" etc. of appropriaté materials. If a candi-
date is selected with the basic knowledge
and abilities and with a lot of motivation,

. this position offers growth to becoming

» aresource generalist; a position that will
always be critical in the employment
and training processes

-
<
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Appendix 1

APPENDIX 1
Sourcesof Equipment and Ordering

f. lerary Suppllers ..
Demco )

Box 1488

Madison, Wisconsin §3701

Gaylord Brothers " .
P.O’ Box 61 -7
Syracuse, New York, 13201

Brodait
56 East Street ’
Newark, New Jersey 07114

Highsmith -
P.O. Box 75 .
Fort Atkinson, Wisconsin 53538

.
A}

l;ms local sta;tiohery and affice equipment stores from yelow
pages. v ,
’ \

-

IL Ordering | .

T A, Gpvemment Printing Office (GPO)

1. Order forms are inclyded at the back of th
' ly Catalog. Comple%ﬂms being sure to inc%ude
e, quantity, price, and ordering number (i.e.,

» Su.Doc. or stock number).’

. . - .
° ‘
65 - .
;o - N
N <

-~

Month- -

Send to Su'perintendent of Documents

Couplons are for sale by GPO in various quantitiés.
and ask for fyrther information. It is also
pogsible to establish a deposit account with GPO
d charge itenis directly.

Wri

- U.S. Governmerit Printing Office
Washington, D.C. 20402

Nftional Techpical Information Service (NTIS)

-
ot

When-materials are needed immediately, a'rugh order

_NTTS

U.S. Depart;nent of Commerce

5285 Port Royal Road

Springfield, Virginia 22161

-

‘ .

TIS doctiments are available in hard copy, mricro-
iche, magnetic tape or punch card format. NTI§,
- order forms can be obtained directly. All items
must be prepaid by check. ‘Deposit accounts are
also available. Send_orders and correspondence to:

ma phoned in and charged to dep051t~accounts

ec

e is $5 additional for pick up or $10 for
spec‘ial delivery mail. Orders maﬂed usually arrive

w1th1n 48 hours. .

7
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. APPENDIX 2 g . -4 US. Dept, of Agricuitufe. Farmer G
_ f 7 ~ Lo~ U S. Dept. of Agricuiture. -Federal xte tion Semce
. . A ¢ S. Dept. of Agricylture. Forest /"
. . A“thorlty Flle or. : - " ¢ e ,U.S. Dept. of Ag’xc‘lﬁmre Rural Electnﬂ ation Administration T : ’
L 4 - Federal Govemment éuthors ¢ - =% US Dept of Commerce . ’ '
N ’ . Y 'U.S. Dept. fD ense. Defense Siipply Ageﬂcy -
. - ' - Refer to-this when cataloging matgnals whose authorisa  ° U.S. Dept. o th, Educationsend Wel
., t ; . federal government ggency. This will allow you to be con- U.S. Dept. of Hegalth, Educatﬁ;I Welfare. Qﬁice of Re-
¢ .+~ sisteng, All publications of a particulyg agency will then =~ - . i d Community Development .
: - - Mappear together in the card catalog. . + " UB.D ealth, Ed\fatlon and,Wglfare. Public Health
. . . e N { C
. ’ U.S. Adyjsory Coﬁmission’on Tntergovernméntal Relations U.Ss. Dep’ Tof+Health, Edh'tgon and Welfare. Social and, .
7 . U.s. A%for International-Development.-See — 0§, -~ » 7~ Rehabﬂltatlon Service = * . "
+ "« Dept™f State e R *U.S. Dept. of Housing and Urban Development . . °
U.S. Agricultural Research Service. See —U'S. Dept of ff’ U.S. Dept, of,Housmg and Urban Deyelopment. lerary e T
- = Agriculture : e GUS Dept Yof Housing and Urban elopmerit. Office of * R
U.S. Bureau_of Domestic Commerce . c - "‘ Community Develoﬁ'ment . e Lo
U.S. Burggu of Federal Credit Unions, . U.S Dept. of Housing and Urban DévgRmment. Office of
+ U.S. Bur®u of Labor Statistics - . Internatiénal Affairs, ~N
" U.S. Bureau of: LandManagem t See—-US Dept; of the U.S. Dept. of Labor - < A ¥
\ Jnterior : : Us. Dept. of Laber: Employment arfd Training Administrghion .
U.S. Bureau of OutjooqueCreatlon Sea U S De t Tof th) U.S. Dept. of State® Agency for Inte atlonal D velopme -
" . elnterior - . U.S. Dept. of the Interior . \ ~
« U.S. Bureau of:the Census S . U.S. Dept. of the Interior. Bureau of L dgetment ‘ ¢
. - U.S: Civil Service Cofnmission”  ° ( e e U.S. Dept. of the Interior. Bureiiof Outdoor Recreatxgn ‘
_U.S. Civil Service Commission. Library v , U.S. Dept. of the Treasuty - e !
. . U.S. Commissién-on Civil. Rghts T " U.S. Dept. ofthe Treasury. ‘Etemalkevenue Source .°
y ) U.S.-Comptré ere(bneral ' -~ e U.S. Dept. ®f the Treasury. Ofﬁce of Revenue Sharing - -
i U.S. Coig.-Holise é T .~ U.S. Dept. of Transportation M
‘" - U.S. Cong. Jbing'Economic Committee £a.. 7 : U.S. Economic Development Adnrifiliation T
’ e LU.S. Cong. « v { U, Econbmic Service. Seq— U.S. Dept. of Agneulttpe .
i . U.S. Defénse Supply Agency See — U.S. Dept of Defense - = nvirenmentdl Protectlon Agency i o
Py "+ US. Deph, of Agriculture e U.S. Farm Credit Administrafion = - ’ .
. . 7, , U.S. Depf. of Agricultdre, Agncultrual Resea)ch Service . U.S. Fasmer Cooperative Sefvice. See —Us. Dept of Agri- ,
RS S _ Y. US. Dept. of Agriculture. Exnomxc Reseatcht Serfice \q ‘tulture ™ v - . i "

) _ ‘ :.'S. . . . ..‘i &/ ‘ . . . e -
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‘ U.S. Farmers Home Administration : ' e U.S. Small Business Administration. Office of Business De-
. U.8. Federal Trade Commuission velopment ' =~
U.S. Forest Service. JSee —U.S. Dept. of Agnculture + U.S. Social and Rehabilitation Service. See —Us. Dept of
U.S, General Services Administration - Health Education, and Welfare .
_ U.§ Internal Revenue Service. See — U.S. Dept. of the . 0 o ({D
¢ Treasury - - o . o Los T e
U.s. LegisiatNe RefeTéZice Serviceﬂ. See — U.S. Library of PR .
. Congress , . : - .o T N
U.S. Lib of Congress . ' ) -
U.S. Library of Congress. Legislative Reference Service . : PR . . \\
_U.S. Mappower Administration. See*— U.S. Dept. of Labor e . T -
. U.S. National Aeronagticssand Space Administration , - oot .
_=~" U.S. Office of Business Development. See — U.S. Small AR -~
\' Businegs Administration . e LT ‘ . s
N U.S.Office 3f Community Development. See —U.S.‘Dept.” , NG \¢
“ - of Housing and Urban Development - , e e - ‘ i
U.S. Office of Economic Development See — U.S. Office of o . o s - &= ‘. .
Economic Opportunity PRGOS R . -
U.S. Office of Economic Opportunity . SRS - LT -~ .
" "U.S. Office of Economic Opportunity. Office of Ec0nomic' i ’ B N
. Development. o - Ce e "
U.S. Office of Intemational, Affaits. See — U.S. Dept of A .o B -
Housing and. Urban Development o L L -
“U.S, Office of Management and Budget : o I * d
, + » U.S..Office'of Migbrity Busmess Enterprise ' - - T oL
~ U8, Office of Regigngl and Community Development. See — - / Yol - . -
o U.S.-Dept. of Health, Education and Welfare _— - . ) .
' - U.S. Office of Revenue 'Sha.ring See — U.S. Debt. of the .. S,
.: Treasury . . N . . . N
+ -, U.8 President - - - _ R ,
“U S. Pubhc Health Serv1ce * U.S. Dept of Health Edu ) Y o . .
,' , ' tation and Welfage, fg : N o ‘ S
‘ U.S. Rural Ele@chation Administration. See —-U. S Dept X .
E »  of Agriculture’ ~ - ’ . o
U.S. Small Business Administration ' W TR o v
0 ] > I -

.
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- " Necessary v
a Charging tray ‘.

s
-

____ Book‘card
—— P Date starfip - e
. ""‘"3 # T, - Pﬂ‘i—» .
ook cards + °* =
Book pocket -

a=

| Ché'cklist of Resburce- Center/Library
. Supphes,Purmshmgs and

Equxpment S
o FOR CATALOGING ® )
Y g ' s
o ecessary *Optional
ce 8 ___‘Card catalog _illébeling tape
. Catalog cards —Heating iron .
v —__ Rubber stamps * Catalog,card guidet’
L ____Shelves ¥ ‘Shelf labels
__._.Book truck ,
% e LT FOR‘S’I‘ORAGE e
I ¢ . . \ . i
.Necessary: o ' IOptional,’ ‘
. . ___File cabinet(s) —_Hanging files R
L __._ File folders - 1AV storage boxes ’
N ER * =_' Magazine storage shelves
- : . o= ‘
X -~ ) FOR GIRCUUA\TION o ;
) ‘\f' p * -’ ‘. ! ’ T o

Optional® - =~ .. °
—_Charging tray. guides’
Clr(;ulatlon desk

.
%
*,
'
0
.
¢
A
B
.
”
"
.
.
3
4
» .
» .

. Book order forms

»

-, projector screen
— tape and dxspensers

. glue
~—— SCissors -
——_ stapler

’

<
»

" e B .
APPENDIX 3 . . romomoEmG , '
Necessary ‘ bpt:ional\




" < has room for the date due stamp and

A
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Appendix 4

U

CAPPENDIX 4 - .
GlossaryofTerms |

Abstract — A written sumn\ary, usually fairly short of thé
essential points, content, etc. of a book, artlcle or
other. material.

_ Audiovisital Matetigls — All nonbook materials, often instruc-
tidnal, which make use of sight and/or sound; i.e., film

stnps, v1deotape slides, etc. .
Book Card —'A émall 3” wide by 5 high heavy paper card
' kept in the book pocket of center mate tis

filled out by thé borrower and then filed in the charging
tray to be placed back in the ocket when"material
is returned to the center.. -

Book Pocket — A heavy paper stock card approximately 3% -

wide by 7" highr, with a pocket opening to hold the
book card. 1t 1s’glued into center mateeals and usually
e owning center’s
unpnnt A

 Book Truck — A wag&hke vehicle with 2-4 shelves used to,
transporting books and other center materials. May,
also be used_for display; i.e., of new titles, special ex-
hibits, etc. -

d Catalog A set'of card file drawers (separate or attacRed)
with rods insented 111 each. Used to hold catalog cards in
abetical order to allow center users to determine

‘ wh t the center s holdings are.

d — A 7.5cm'by 12.5 cm rag-content paper card
record 1, title, and subject information on
aterifls and ﬁled (via rod hole in card) in the

talog. S?argte cards are made for ‘author, title,

-~ v . . .
N L4

. / 4
a3l .

*

and all subjects-allowing varlous access points to the
maternal. .

Catalog Card Gmdes — A set of pressboa.rd or other heavy
stock’catalog cards with tabs indicating alphabet letters -
. or full words. 'Used to divide catalog cards in card cata-
log to make access easier.

3

Qlassification Number — A series of numt,)ers and/or letters
assigned to thre subject content of center matenals -which
allows all books, films, etc. on the same’topicfto be
shelved together. This allows center users to browse
through the collection in one sub]ect area.

Charging Traye— A frle-hke tray approximately 3%"’ hlgh X
13” long used to file book cards in when materials are
borrowed by cemter users. May besingle or double and
made of wood or plastic with an adjustable metal
spnng or block to hold cards upnght and prevent shdmg

Cross Reference — A notation or dlrectloq leadmg from dne

subject heading or descnptlon to other related subjeet .,

eadings. . ' -

(&}

" Heating Iron — A long rod with a_ small iron at the end. When ’

plugged in, the iron heats up and is used to attach pres;

surﬁ-sensmve labels to’book spines. w o
Periodical — Any center publicatibn which is published opa °

regular basis; i.e., a monthly ]oumal weekly neWSletter
or quatterly repprt A ¢

35 .
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" APPENDIX 5 o

Bibliography of Books oﬁmall
Library Development

The Admmwtratzon of a Public Affairs Library: A Report on

the SRL Collection: Chicago: Pubhc Administration
Service, 1971.

- -
-

Association for Educatiohal Communications and Tec}'mology. .
Standards for-Cataloging Nonprint-Materials. Third
Edition. Washington, D.C.: AECT, 1972. -

Contant Florence. A Lrary Manual for Commumty De-
velopment Corporations. Cambridge, Massachusetts: - T
Center for Community Economic Development, 1974,

I'.*ls:her, Eva f, Checklist for the -Organizatio eration, and

&  Fuyaluation of a Company Library. Second Editio )
New York Speclal Libraries Association, 1966. ,
ibrdries.

Kaiser, Frances E., ed Handling Special Matedggls in L
New York: S'eeclal Libraries Association, 1974

-Mount Ellis, ed. Plahning the Special Library. New York;
Special Libraries’ As’socmtlog 1972.

Riddle, Jean et al, Nonbook Materials: The Organization of

Integrated Collections. Ottawa: Canadian lerary ' N
Association, 1971 ; .




e Al

' APPENDIX 6 |
List of Social Science
Subject Héadings'

S1-000 ; EDUCATION
F i .

-

o

'$1-100 Education, Preschool

» " 81-110 Nursery schools
81-120 Kindergarten

® BN $1-130 Child Care
- wr . ) .
;; S$1-200 Education, Primary
- Sf?300 -E«?ueation, Secondary
# - S1.310 Junior high'schools
‘- ) S1-320 High schools
/ ' §1-330  Prep schools
$1-400 Education, Highef
- ’ $1-410 ' Universities and colleges
$1-420 Juior colleges -
$1-500 Educ'aﬁon’, Cooperative
S$1-510 Vocational education
! §1-520 Occupational education
\ $1-600  Adult Education
$1-700 (fompensation Education
&£1-800 Educational Administration and Planning - ;
' $1-900 Other
3.
. 76 -

] ‘ Appendix 6 -
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S2-00¢ SOCIOLOGY -~ "7 "

§2:100 Social History
§2-110 _Social movements

—- S$2-120 Social change

= 82-130 Social valyes

$2-200  Social Classes

§2:210 Caste /
. s 52220 Social mapility

$2-300  Social Psychology
S$2-310 Behavior
S$2-320 -~ Alienation

$2-400 Social Services i
S$2-410 Public welfaré - -
$2-420 Social work

.82-430 ~ Legal aid
S2- Aged and aging
§2-450 Children and youth
) S$2-460 Blind, deaf, and disabled
S2-500 Social surveys
* $2-510 Economic surveys
§2-520 ., Occupational surveys
$2-530 Educational surveys .
’ ' ’ -
$2-600 Urban Sociology
: 82-610 Cities and towns
. - 52620 Suburbs
S$2-630 Migration
' 52700 , Rural sociology

’$2.710  Country life”

39 .
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$2720  Rural conditions $4-500 Iegislative Bodies Y
" $2.800 Other ' . ) 84-510 ~ Congress I
. $4-520 House of Representatlves )
- , ’ '$4-530-  Senate :
§3-000 ANTHROPOLOGY . - S4-540 Legislative procedure
3100 Cultural Anthropol . - T
S tural An ropo‘ ogy . $4600 Law -
S3-200 Civihization 610 Legal bxblxography
$3-300 Mythology N ) 4620 Ciwillaw . .
S$4-630 Constitutional law |,
$3-400 Folklore and Customs "'S4-640 Criminal law
: N . - ¢ © 54-650 Gorporation law .
'Y S3-500 Etiquette ' 84-660 . Publiclaw
$3-600 Evolution $4-670  Regulation
’ o . SA}-SBO Constitutions ,
S3-700  Primitive Sqcieties ‘ ! ’
- S3.800 Other S4-700 International Politics
P ) e $4-800  Criminal Justice -
$4-000 POLITICAL SCIENCE e $4.810 Critninology C i
: S4-100 Political Economy . $4-820  Penology
‘ ‘ . . S4-830 - Police
S54-200 - Political Ethics ~ . « S4-840 Prisons and reformatories
" . N S4-850 Offenders
S4-300 Political lfartxes Y. - S4.860 Crimes -
S4-310 Campaigns S4-870 Courts
S4-320 Conventions . N
S4-330  Primaries _+ 54-900  Other
, ,
$4-400 . Government * v ! - ) .
. S4-410.. Municipal government t $5-000 ECONOMICS . o .
i $4-420 County government o . -, e 7
L] * $4.430  Federal governmens > ;| » $5-100 Economic Assistanct g .
: \\ $4-440  Civil service  ~ , .85-200 Economic Development -
.- - ) * . .
7? \ 1 ‘ ] " N i \
& .. . R 1




Appéndix' 6 -
\

Economic Conditions : . - S§522‘E)"Z. arketirig ’
$5-310  Business cycles, . . N + 86:230 Advertising
$5:330, -Depressions = . -« S6-240 Salesmanshxp

S_5-3§0 Inflationary periods . E SG-;OO Forelgn Trade ..

Economic History A, ) © 86:310 ° Imports,
’ 86320 Exports

S56- 400 Commercxal Products’
E(;onomlcs Mathématxcal

+ 85610 Econom 0s 83-500 oTransportatlon )

S5.620 - Statistics . * * ., . 7 " $b510 Raikroads
! S5-630 Economic models ' - $6-520 Ships
e J L . - $6-530  Airplanes
'S5-700f ‘Busm‘ess and Fiange .o ) , . $6-540 Autornobiles -
PR ‘23%3 lgrczr:ﬁty and banking .sej,-‘éspo’ /Communications
- " $5-730 Exchange ; 4 + 56-610 . Postal service.
*°85-740 _ Corporate finance . . . 86-620 Telephohe
. 85.750 " Insurance ‘ c L . $6-630 Teleg;gﬁh
$5-760. 'I‘axatlon - o ‘ '+ . 86-640 Televigion.
§5-770 * Customs . ) ) TN $6-650 _Radio« -

- S5-780% Publxcaccpunting‘ . .‘ S64700  Other

sé-soo : Othér r

Economxc Policy -

o “ ,-'A__ §7-000+ HISTj)RYA DGEOGRAPHY

A
Ss ooo BUSINESS AND COMMERCE
S7 100 Hi ry,‘Penods

SG 100 \ Busmess ~ typas : o ' ST S7-110 History, ancient and classxcal
. - $6-10 ' Wholesate. tzade ¥ . . , §7-120. - History, madieval
* .- '56:120 [Retail tradey™ . ‘?%7-130 Histery, modgrn
$6-130: 'Cooperative business’ T ..
: 86-140 . Real esf:ate" o N . S7- 200 Archaeology',. 4
. - N i
';_86-209' Business Managem,ent andj)'rganization I’y * §7-300 . World History

%6 210 Accountmg and bookkeepirrg ' .‘ §7-400 American History
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‘ S7-500 °  Atlases and Maps ‘
.- - S':I-GOO Gazeteers and Guidebooks S
87-700" Physical Geography .
) $7.800 Area Studies’ © -« * -
, + ST,900 ‘Other - , SN T . 4
- $8-000 PSYCHOLOGYQ . .
v . \
. §8100 Psychology, Applied ) . .
3 Tt AL 's8110 - Industnal psychology - ) -
” S8-120 Interviewing i v
. "+ 88130 - Public relations -
S R . 88-149 Therapy )
".88-200 Psychology, Child B
: ~ ' 88300 Psychometrics . . Lo .
' P S8:310 Personality tesls . , '
. \ : ’ S$8-320 Intelligence tests = * . . .
. $8-400  Psycholpgy, Abnormal . ‘
¢ , ) §8-410 ‘Ipsanity) R 4 . -
- S --88420 - Crinfinat Insanity” - = -~ = o o- - g e o
. #38. 430 Mental Institutions ,
: $8-500 Perpﬁnahty PP . f
' ) 88-5}0 Personality Theo,ry . "7
¥ . 58-520 ' The Senses .

' -t "S8-530 ‘Behavior v
S8-540 Learning and motivation

S8-600 i Other

“ - v Tt
- . hd » - S tmand
- ¢ . ' e A
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B APPENDIX 7.
Flle Key '
mployment and Trammg Sub]ect Areas

SUBJECT AREAS . -
. FILEKEY '
-
! ~000 Planning and Admmxstratxon
Information on the theory and practice of getting up

-7 and running of* employment and training programs
\1 00 Needs Analysis

o Labor market information ~ 1dentxfxcatlon of =
" tmployment and training service needs prolec
1-200 Resource Analysis

ion's
Identification and mobllxzatlon of community 're-
sources — umversxtxes, volunteers, support groups,
) ) ., 6t X ' ‘
" 1-300 Program Design

l\’ ) Means of structuring programs to meet needs

o 1°400 Management , .

- General ways\of organizing and supervxsmg employ-

ment and traifjn sourc! not listed below .

1 410 Management Plannmg :
Information on plann’mg staff flnanées,.etc

1-420 Program Directions 2 -
jl Ways of orgamzmg and su rvising staff
-430 -

Mahagement Conitrol .
- Management information systems, financial.

e subgrant/contract management '
(R4 . K . - . :

83
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1-500 Program Specxfxc Administration’
Planning and gdministtation infosm#tion that is
" only applicable for specific employment and
training programs — WIN, ES, CETA .
1-900 ‘Other . -
Information on planning and admlmstratxon not’
coverdik by above classifications Y

h *-
¢ .

*2-000 Applicant Services . X

‘Information on providing services to employment and
training program partxcxpants
*2-100 Recruitment
Means of attractmg employment and trammg
" program participants,
2-200 Intake/Assessment
", Ways of inducting and assessing employmé id
training participants (see also 2-440 Coun g
and Testmg)

2-300 -Ulient Skill/Knowledge Development (Tralmng)
General information on trammg programs not listed
below

*  2.310 Remedial Trmnmg s -
Information on courses arrd programs that focus
focus on basic sRills such as basic educatxon,
language skllls, etc . .
Work Adjustment 'I‘rammg -
-Programs at are onented toward entrants and
re-entrants to the labor miarket such as: jn b
school youth, work experience, prevocatxonal 4
orientation courses, etc.

Occupational Skill' Development
Informatioft on programs, curriculum and
,courses for entry or upgradmg within occﬁpa~

L '8'4‘

[}




ot.hernon-apprentice training.

e + %, v
2-340 Apprentice Training y

‘Informatiop on apprentice traiming — admirjs-

tration, entry, training t,échmques ete,

2-400 Support Services,
*  General mformatlon on provithng support to
e participants of, emzloyment and trammg programs

>
[

s - not listed betow :
2:410. Child Care. \.- v+ g
. - 2420 Transporfation - ~ . . C s
2.430 Health  * T, e
2-440 CounselmgandTestlri’g’
2450 Coachifig ' '
K 9.460 Supported Employment Lo

R lnformatlon on programs that provide supported
employment such as financially supported “bus}

& .)

2-90(? Other ’ "

. nesses,” shelterea' workshops- etc.

Z Information on applu:ant services not covered by

-

above classmcatlons .

3 000 Piaceg;znt Servxces -
. - General information-on- services'designed to bnng to-
. (geth,er and match jobs with apphcants :

3-100 Employer/RelatlonsJJob Development~ .
. Information on obtalmng job orders in general or
‘a ‘specifically for dividual including public rela-
tlons, advemseme dlrect solicitation, etc.

3. -200 Job Matching, Referral asd Follow:up ~ . -
- Processes of referring to ang following up w1t.h em-

v

85' A

* 7 ti#ns. Includes institutional; on-the-job,and" "

3

. .p&oyens . L I

3900 Other - o C 7
Information on Placement Services not hsted above

o ’

4g000 Employer Serv1ces

General information on prov1d1ng techmcal servuces to
specﬁlc eniployers or improving the econormc climate
of the community. B,
};1 100 Techmcal Assistance ~
Information on helping employers with personnel
problems including: EEO compliaree; turnover,’

i job analysiszu ding, etc. ‘ '
' 14;200 onomic Helopment -~ . - ¢
¢ ., ograms to improve the economic climate of- the

«, minority business development,plant location =
v assistance, etc.

4-900- Other ’ ",
Informatlon on Employ%r Serv1ces riot listed above
. 5-000 Correc‘tlons/begal '

Informatlon n the demgn and conduct of prGgrams
for offenderé. These include programs fof inmates,

—— B iae  ceemem .

:\‘ pge- -trial intervention, work release, etc.

6-000 Public Employment Programs ' o
Information on programs to place individuals ir pubhc
employment including = Public Employmenﬁmer-

_ .~ gency Employment etc
7-000 Employment and Tra.mmg Economic and Socral

Policies .

Information relevant ‘o the formulation and directionr
bf Ndtional anti Regronal Employment and Trammg
Policy

8,000 Special Emploﬁ)n‘é(and Trarnmg Research Grants
’ (ﬁot elsewhere class1f1ed)

community in generat or specific sectors including . -

N




Infbrmatlon on gnmts no‘t listed in above categories
thabhre limited to spec1al foeus areas

8-100 Employment and Training Institutional Grants
8-200 Doctoral Dissertations

8-300 Small Grant®esearch Pro;écts
8900 Other ' 4.

11-000 Unemployment Ins.

ER
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" Cross Reference Key
Employment and Trammg Sub]ect Areas

Alphabetac List

‘Addicts Use DRUG 'USERS
ADJUSTMENT :
See also DISADVANTAGED -,
Adult Education Use BASIC EDUCATION
AFDC Use AID TO FAMILIES WITH DEPENDENT CHILD
N REN —
AFFIRMATIVE ACTION PLANs
See also EQUAL EMPLOYMENT OPPORTUNITY COM-
MISSION . g
AHIT Use ADVANCED HIGH INTENSITY TRAINING
AGE DIFFERENCES .
AGING
* See also OLDER WORKERS; RETIREMENT
Agricultural Workers Use FARMWORKERS -
AID TO FAMILIES WITH DEPENDENT CHILDREN .
.+ See also WORK INCENTIVE PROGRAM (WIN)

APPRENTICE TRAINING' ; ' ,

Air Porce

ALIE‘NS
: " See also IMMIGRAN'IlS LABOR CERTIFICATION

ALCOHOLICS”
ALIENATION
See also WO

PROGR AM

.

&

ATTIT UDES; ATTITUD ES

s

Usé ARMED FORCES

-

13

Allowances for Training Use TRAIN ING ALLOWANCES

American Indigns

'Use INDIANS

APPLICANT SERVICES
Applicants Use APPLICANT SERVICES

L

-

!

»

. BLACKS ' .

70 N .

Aptitude Tests Use TESTING -
ARBITRATION T : -
AREA PLANNING .
ARMED FORCES
ASPIRATIONS
"\ See also EDUCA’I‘IONAL,ASPIRATIONS CAREER ‘.

\CHOICE
B _

v
v

Assessment  Use INTAKE/ASSESSMENT
ASSISTANCE TO EMPLOYERS

. See also EMPLOYERS SERVICES
AUTOMQTIVE MECHANICS
Average Hourly Earnings l.,ie WAGES
BANKING INDUSTRY
Bargaining Use COLLE;CTIVE BARGAINING

BARRIOS ‘o

‘See also SPANISH- SPEAKING AMERICQNS PUERTO
" RICANS ,

BASIC EDUCATION . @

BEHAVIOR MODIFICATION

" See also CORRECTIONS.

‘BIBLIOGRAPHIES

"BIOGRAPHICAL INFORMATION BLANK (BIB)
‘Birth Rite *Use FERTILITY — .

Black Colleges ~Use UNIVERSITIES” AND COLLEGES
Black-owned Business ¥se MINORITY BUSINESS ENTER
PRISE
. See also MINORITIES ‘ . .
Blind* Use HANDICAPPED ) r
BONDING ASSISTANCE - '

BOOKKEEPING _ P
" See also. GLERICAL OCCUPATIONS. .
Braceto Labor FARMWORKERS ) N
Building Indust se CONSTRUCTION INDUSTRY .,
- ’ —— . NN}

89 a |
o




.

*

-

ECS

See also UNEMRLOYMENT
.CAMPS+ Use COOPERATIVE AREA MANPOWER PLAN-
P *, 'NING $YSTEM (CAMPS)

CANNING INDUSTRY ~ : T o

" CAREER ASPIRATIONS ,
See also CAREER GOALS .
Career Attainments Use CAREER PATTERNS
CAREER CHOICE
See also OCCUPATIONAL CHOICE; COUNSELING
AND GUIDANCE

' Career Development Use UPGRADING

CAREER EXPLORATION .t

. See also VOCATIONAL GUIDANCE '

CAREER GOALS e
See also MOTIVATION S

Career Infdrination  Use VOCATIONAL GUIDANCE .
" Career Ladder, Use UPGRADING

Career Mobiityy™ Use UPGRADING .

CAREER PATTERNS

Sec'also UPGRADING, .

Career Progression Systems Use UPGRADING
~CARPENTERS | .
.~ CASUAL LABORERS

See also PART-TIME,.EMPLOYMENT
CEP Use CONCENTRATED EMPLOYMENT PROGRAM
CETA - Use COMPRE!;IENSIVE EMPLOYMENT AND-

. TRAINING ACT (CET4) - : o
* CHICANOS ' 1 3 '

- See also SPANISQ-\SPEAKING AMERICANS
CHILD CARE ' k
CHILDREN
., See also CHILD D}AY CARE

. - N
. 3 4 L
- -
. ( ' LI
R .

¢

-

Appendix 8 L
(- - i * : - -
- - ’ : R .
Y . o & 5 ‘ N
BUREAUCRACY CHINESF AMERICANS ’ / L s -
~ BUSINESS ADMINISTRATION . . LV’ . See also MINORITIES ‘ ‘
BUSINESS CYCLE, CHRONICALLY UNEMPLOYED 3 B

CIVIL RIGHTS ACT (1964) . ¢ -

Ciwvil Service Examinations Use TESTING - ‘

~ CIVIL SERVICE SYSTEM
See also GOVERNMENT WORK; FEDERAL GOVERN-
MENT STATE AND LOCAL GOVERNMENT a

gﬁ_ed Help-W%ed Ads Use NEWSPAPER ADVERTISE-

MENTS": _

CLERICAL OCCUPATIONS

. Clinical.LaBoratory Occupations Use HEALTH MANPOWER
~

COACHING
. See also JOB OPPORTUNITIES IN THE BUSINESS
~~ SECTOR (JOBS)
COLLECTIVE BARGAINING . - v
See also UNION' MANPOWER ERAGTICES UNIONS
"COLLEGE FREPARATION :
COACHING .
* Colleges Use UNIVERSITIES AND COLLEGES !
Commitment to Work Use WORK AT'I“ITUDES
Community Colleges Use UNIVERSITIES AND COLLEGES
COMMUTING . ‘ ' :
‘See also TRANSPORTATION ~ _ *, '
Compensation Per MagyHour ~ Use-WAGES
COMPREHENSIVE EMPLOYMENT AND TRAINING ACT
. ’J@ETA.) k
COMPREHENSR’E MANPOMLANN G - .
. Comprehensive Manpower Service —_
‘Comiputerized Job Matching Use OB MATCHING
CONCENTRAQ‘ED EMPLOYMHEN PROGRAM

-

s

. CONSQRTIA

+See also LABOR:MANAGEMENT EONSORTIA ~
. CONSTRUCTION IQDUSTRY *-
-Contractors in anstructlon Use CONSTRUCTION INDUS RY

3




PN

COOPERATIVE AREA MANPOWER PLANNING SYSTEM

{CAMPS) = .
_Cooperative Vocational Educatlon Use VOCATIONAL
EDUCATION .
“COOPERATIVES T
“-CORRECTIONS’

Cost-Benefit Analysis ,Use CQST EFF\EC'IIVENESS
COST EFFECTIVENESS

See also ASSESSMENT AND EVALUATION c.

—_/COUNSELINGAND TESTING

-

See also PUBLIC EMPLOYMENT SERVICE; TRAIN--

ING: VOCATIONAL GUIDANCE; EDUCATION,

INTAKE/ASSESSMENT - . -] -
CRAFTSMEN - s
CREDENTIALING A

See also OCCUPATIONAL LICENSING
Crime Use CORRECTIONS :
Culturally Deprlved Use DISADVANTAGED T
CURRICULA - - - y

See also INSTRUCTIONAL MATERIALS <.
Day Care Use CHILD DAY CARE
Debt Defaulting Use GARNISHMENT, OF WAGES,,
DEBTOR/CREDITOR EELATIONSHIP .
DECATEGORIZATION @ . \

_ See also CETA SERVICES AND PLANNING CETA

) " PROGRAMS

Delivery of Manpower Services

SYSTEMS® .
Demand for Labor - Use LABOR DEMAND
Dental Assistants Us# HEALTH MANPOWER
DEPRESSED AREAS
DESEGREGATION . - -
* *  See'also HOUSING SEGREGATION - .
Disabled Persons Use HANDICAPPED
Disabled Veteraris Use VETERANS

.
- ‘ : T
p

’

v . : 2 9 2 . f N ]
- i .
N 1 . ‘

\

\

UseSERVICE DELIVERY /

-

5
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DISADVANTAGED - ', S -
.DISCRIMINATION :
%e also SEX DISCRIMINATION; AGE DISCRIMINA-
ON IN EMPLOYMENT ACT; SPANISH- SPEA-KING
AMERICANS; BLACKS; WOMEN
Disinicentives Use INCENTFIVES - ' \ I
Displaced Workers Use LAYOFFS ' ’
Division of Labor “Use OCCUPATI®ONAL STRUCTURE
DOCTORAL DISSERTATIONS -
" DROPOUTS ' .
See also HIGH SCHQOLS; EDUCATION TRAINING
Dual Jobholding Use MOONLIGHTING *
DUAYLABOR MARKETS 1
EAR Gs . :
. dlso INCOME; WAGES
onomietrics Use ECONOMIC ANALYSIS AND ECONO-
. METRICS . - )
ECONOMIC ANALYSIS AND ECONOMETRICS
ECONQMIC DEVELOPMENT | ' - &
ECONOMIC FORECASTING . ’
" See also MANPOWER P«ROJECTIONS
ECONOMIC GROWTH |

-

\

ECONOMIC INDICATORS ) .

See also LABOR MARKET INFORMATIO
CONOMIC POLICY: b
CONOMIC WELFARE. : .
See also WELFARE P§OGRAMS . ’
EDUCATIONAL ATTAINMENT - Use INSTRUCTIONAL
.MATERIALS i
EEA Use EMERGENCY EMPLOYMENT ACT '
EEOC 'Use EQU,«\L EMPLOYMENT OPPORTUNITY COM-
. MISSIQN® =~ —~
EFFECTIVENESS OF PROGRAMS

~  See also PREDICTI S'ESS IN PROQRAMS
NESND IMPACT x

TBAINING EFFECT
¥ »‘ D : \

93
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Effectiveness of Training Use 'TRAINING SFFECTIVENESS Employment Service Use PUBLIC EMPLOYMENT SER-

AND IMPACT | , . VICE . .
'El&ly People Use OLDER, WORKERS I EMPLOYMENT SERVICE MANAGEMENT '
EMPLOYABILITY DEVELOPMENT See also MANPOWER PROGRAM MANAGEMENT P
_ See also PUBLIC EMPLOYMENT §ERVICE; WORK EMPLOYMENT SERVICE STAFF . :
oy INCENTIVE PROGRAM (WIN); CONCENTRATED _ . Seealso STAFF TRAINING B

EMPLOYMENT PROGRAM; ORIENTATION; PRE- EMPLOYMENT TERMINATION - -

VOCATIONAL TRAINING i See also JOB RETENTION; LAYOFFS* . .
EMPLOYABNJTY DEVELOPMENT TEAMS ENGINEERS ™~ ' L

.Employee Comitment Use WORK ATTITUDES ENGLISH AS A SECOND LANGUAGE (ESL) - :
EMPLOYER ATTITUDES Y EQUAL EMPLOYMENT @PPORTUNITY ‘ACT {1972)
. See glso ATTI'TUDES . See also EQUAL EMPLOYMENT, OPPORTUNITY
EMPLOYER MANPOWER PLANNING - COMMISSION ~ v .

See also LABOR DEMAND - EQUAL EMPLOYMENT OPPORTUNM'Y COMMISSION o R :
EMPLOYER MANPGWER PRACTICES AND POLICIES < See also BLACKS; WOMEN; MINORITIES; IS- tos )
EMPLOYER SERVICES ) CRIMINATIQN; SPANISH-SPEAKING AMERICANS L.

* . Employer Tax Credit Use WORK INCENTIVE PROGRAM-  Evaluation UYse ASSESSMENT AND EVALUATION . - )
Tt (WIN) , ) . Exoffenders | Jses CORRECTIONS . o
EMPLOYMENT . ExpERIMENTAL MANPOWER LABORATORIES .
.EMPLOYMENT AND RAINING ADMINISTRATION EXFERNAL LABOR MARKETS ¥ 4 '
. *.Employment Agencies, Private Use'PRIVATE EMPLOY-+ FAIR LABOR STANDARDS ACT _ ' B
1 NT AGENCIES L * See also-MINIMUM WAGE LAWS
Employment Agencies, Publicc: Use PUBLIC EMPLOY- FAMILIES , )
_ MENT SERVICE . See also FATHERS MOTHERS LOW INCOME }
Employtent Cqunselm\gu&flp‘se COUNSELiNG AND GUID- ' HOUSEHOLDS
) ANCE - FAMILY ASSISPANCE PLAN
EMPLOYMENT OPPORTUNITIES ' . FAP :Use FAMILY ASSISTANCE PLAN ‘ . .
.See also EQUAL EMPLOYMENT OPPORTUN’ITY COM- . FARMWORKERS ‘ .
"MISSION  * - ) .-, ’Seealso MIGRANTS -
* EMPLOYMENT PATTERNS ¢ '\ FATHERS "% L . \

See also CAREER PATTERNS LABOR FORCE BE- See alsgo FAMILIES; MEN -

* / HAVIOR i Federal Contract Use FEDERAL FUNDING ) .o |
EMPLOYMENT POLICY \FEDERAL FUNBING . v T, P
Emplayment Security Agenmes Use PUBLIC EMPLOY.- & - Seealso MANPOWER PLANNING, RESEARCH AND . ]

MENT SERVICE .DEVELOPMENT ] . <

. / i - . . ) - ~
. . , v -
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FEDERAL GOVERNMENT IR .
See also GOVERNME‘NT WORK -

‘Fema.les Use WOMEN ) i N

FIRE FIGHTERS \
FISCAL POLICY, .

See also FEDERAL FUNDING.
FOOD SERVICE INDUSTRY  a
FOREIGNMANPOWER POLICY N
FOREIG)TRADE AND INVESTMENTS
Fore Use SUPERVISION

Four-Day Workweek Use WORK %HEDULES . (s
FRICTIONAL UNEMPLOYMENT ‘

FRINGE BENEFITS -
Garbagemen  Use SANITATION WORKERS
GARNISHMENT OF WAGES
GENERAL ECONOMIC AND SOCML CQNBITIONS
GENERAL EDUCATIONAL DEVELOPMENT (GED)
EXAMINATION
GENERAL LABOR MARKET STUDY
GENERAL MANPOWER POLICY }
GEOGRAPHIG MOBILITY 4
See also MIGRATION; MOBILITY ASSSTANCE
GHETTO RESIDENTS
See also INNERCITY RESIDENTS
G.I. BILL OF RIGHTS o ‘ .
See also VETERANS *
Government Contract Use FEDERAL FUNDING
GOVERNMENT ,POLICIES '
See also FEDERAL FUNDING; MANPOWER POLICY
GOVERNMENT WORK
See also FEDERAL GOVERNMENT; STATE AND
LOCAL GOVERNMENT; CIVIL SERV{CE SYSTEM
Guaranteed Job Program Use PUBLIC EMPLOYMENT
PROGRAMS

- Guidance Use CQUNSELING AND TESTING"

~,

>

4

GUIDELINES FOR MANPOWER PROGRAMS
See also MANPOWER PLANNING AND ADMINISTRA-
TION; MANPOWER PROGRAM MANAGEMENT
HANDICAPPED - .
WARD CORK, °
See also UNEMPLOYMENT
Heads of Families Use FAMILIES.
HEALTH _
HEALTH AND SAFETY ATTITUDES
See atso OCCUPATIONAL SAFETY . AND HEALTH
HEALTH MANPOWER. -
%e also' PHYSICIANS; NURSES :
Help Wanted Ads . Use NEWSPAPER ADVERTISEMENTS
High Schodl Drdpouts Use'DROPOUTS

»

HIGH SCHOOLS . : ya

HIGHWAY CONSTRYCTION Ty
HIRING PRACTIC ’ PR

See also REC UITMENT; JOB PLACEMENT
Homebuilding Use CONSTRUCTION#IND USTRY ’
Homemakers Use HOUSEHOLD WORKERS

. Hometown Plans Use AFFIRMATIVE ACTION PLANS

HOSPITALS \
See also HEALTH MANPOWER
Hours of Work- Use WORK SCHEDULES i

~. HOUSEHOLD WORKERS

" See also' HOUSEKEEPERS N
HOUSEHOLDS . . / -
See also FAMILIES .« __ '
,HOUSEKEEPERS
See also HOUSEHOLD WORKERS

HUMAN CAPITAL
See also EDUCATION; TRAINING

HUMAN RESOURCES
See also MANPOWER PLANNING RESEARCIH AND

DFKVELOPMENT
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, HUMAN SERVICE AGENCIES
HUMAN SERVICE OCCUPATIONS

~ IMMIGRANTS
<+ . Seéalso ALIENS .
IGRATION -
See also MIGRATION
Impaet of Training Use TRAINING EFFE IVENESS
AND IMPACT
INCENTIVES
l See also MOTIVATION; WORK INCENTIV PROGRAM
. (WIN)
INCOME .

See ulso EARNINGS; WAGES
INCOME DIFFERENTIALS
, INCOME MAINTENANCE -
: INCOME TAX ) )
. INCOME POLICY ° .
See alsé ECONOMIC POLICY.
INDIAN MANPOWER PROGRAMS (CETA)
INDIANS L
INDIGENOUS PERSONNEL ’
INDIVIDUAL NEEDS ASSESSMENT )
See also ASSESSMENT AND EVALUATION; 'ASSESS-
MENT OF APPLICANTS AND.TRAINEES
+ ~w. INDUSTRIAL MOBILITY ,
Industrial Projections Use ECONOMIC FORECASTING
INDUSTRIAL RELATIQONS . d
See also COLLECTIVE BARGAINING -
" INDUSTRIAL RELATIONS INFORMATION sERVICE
INDUSTRIAL WORKERS
#*INDUSTRY PRACTICES
. INFLATION .
See also UNEMPLOYMENT}INFLATION TRADEOFF
" INFORMATION
Informatlon Needs

Use INFORMATION SYSTEMS

Qo 98’9,

» ERIC .

* Inmates

Intelligence

" INFORMATION SYSTEMS

$ee also LABOR MARKET INFGRMATION; JOB IN-

FORMATION SERVICE; MANPOWER SERVICES .o

INFORMATION

Use CORRECTIONS . S i )

Immigration Use MIGRATION : -

INNERCITY RESIDENTS K .
See also GHETTO RESIDENTS . s

_ In-Schoo! Programs Use NEIGHBORHOOD YOUTH
.CORPS(NYC) ' + »

INSTITUTIONAL CHANGE'

INSTRUCTIONS

v Seealso TEACHERS L

INTAKE/ASSESSMENT oot

Use MENTAL ABILITY

Intelligence Tésting Use TESTING . ~

INTERAGENCY RELATIONS

INTERFIRM MOBILITY/ ‘ ‘ v .

INTERNAD LABOR MARKETS
See also UPGRADING *
INTERNATIONAL MANPOWER .

. International Trade Use FOREIGN .TRADE AND fNVESTMENTS
INTERSYSTEM LINKAGES . .
JOB-ANALYSIS A ) '

Job Appljcants Use APPLICANT SERVICES

Job Attitudes Use WORK ATTITUDES ‘

JOB BANK d

.. Seealso JOB INFORMATION SERVICE JOB LISTING

Jdb Coaching Use-COACHING . -

JOB CORPS '
See also RESIDENTIAL JOB CENTERS'

JOB CREATION
See diso PUBLIC EMPLOYMENT PRO RAMS; WORK
EXPERIENCE PROGRAMS; WAGE SUBSIDIES SUP
PORTED EMPLOYMENT- . -




.

JOB DESCRIPTION
See also JOB ANALYSYS
JOB DEVELOPMENT
JOB ENRICHMENT
See also QUALITY OF EMPLOYMENT
JOB INFORMATION SERVICE™\ - '
' See also JOB BANK; JOB MATCHING; LABOR MAR- '
KET INFORMATION =
JOB LISTING T
See also MANDATORY JOB LISTING
JOB LOCATION . / -
See also COMMUTING - .
JOB MAPCHING . . -
dob Opportumtles Use EMPLOYMENT OPPORTUNITIES
JOB OPPORTUNITIES IN THE BUSINESS SECTOR (JOBS)
JOB PERFQRMANCE
Job Placemént” UsePLACEMENT SERVICES
Job Referrals Use PNACEMENT SERVICES
JOB RESTRULTYRI
See’ also U RADING
JOB RETENTION:
. Seealso EMPLO’IMENT TERMINATION
JOB SATISFACTION
See also WORK ATTITUDES; MO'I‘IVATION
\JOB SEARCH

% Seealso PUBLIC EMPLOYMENT SERVICE JOB IN- )

! FORMATION SERVICE

~JOB STABILITY

JOB STRUCTURE . ) )

Job Success * Use CAREER PATTERNS
. Job Tenure Use'JOB RETENTION .
. Job.Tramning Use ON-THE- JOB TRAINING (OJ’I’

* JOB TRIALS
JOBS, EDUCATION, AND TRAINING (JET) .
Jobseekers Self- HeIp Use SELF-HELP FOR JOBSEEKERS .

100
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Jobs-Now Use JOB OPPOR’I‘UNITIES IN THE BUSINESS/

SECTOR (JOBS)
JOURNEYMEN .

*Juvenile Delmquency Use CORRECTIONS

Juveniles Use YOUTH ' '
LABOR CERTIFICATION PROGRAM *
_ See also ALIENS, FARMWORKERS -
LABOR DEMAND °~ =, .
See aiso MANP(%WE’R‘IEEDS;,ELA_STICITY OF LABOR
DEMAND . . ’
LABOR FORCE PARTICIPATION
See also LABOR SUPPLY

. LABOR LAWS -

See aiso Specific Labor Laws -
LABORMANAGEMENT CONSORT]A

_ Labor- ManagementR‘latlons Use INDUSTRIAL RELA-

TIONS R

LABOR MARKET . .

LABOR MARKET BEHAVIOR . .
See also LABOR FORCE BEHAVIOR

Labor MarRet Entrants Use TRANSITION TO WORK

Laboi, Market Exgerience Use, LABOR. MARKET BE-
HAVIOR

Labor Market Indicato”® Use LABOR MARKET INFORMA
TION .

- LABOR MARKET INFORMATION

LABOR MOBILITY:

LLABOR MOVEMENT
See also UNIONS

Labor Organizations * Use UNIONS -
Labor Productivity Use PRODUCTIVITY
Labor Relations Use INDUSTRIAL RELATIONS
LABOR SUPPLY ’
See also LABOR FORCE.?ARTICIPATION ELASTICITY
OF, LABOR SUPPLY
101
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Use TURNOVER~
‘Use UNIONS

3 T
' 3 B .
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. * N . .
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Labor Turnover
\ Labor Unions
. LABORERS o
See also CASUAL LABORERS UNSK{LLED WORKERS
LAW R | t
LAW ENFORCGEMENT . y -
... See afso POLICE; CORRECJI‘IONS L
. LAYOFFS \
° ., Seealso EMPLOYMENT‘I‘ERMINATION JOB RETEN:
, " TION =
: LIBRARIES . . ’
Licensigg Use OCCUPATIONAL: LICENSING.
Literacy Use BASIC EDUCATION
LMI . Use LABOR MARKET INFORMATION
. Local Government Use STATE AND LOCAL GOVERNMENT
LONGITUDINAL SURVEYS ~
See also NATIONAL L@NGITUDINAL SURVEYS
-LOW LNCOM.&
See gjso LOW-WAGE INDUSTRIES LOW WAGE
JOBS; POVERTY : “7
< Low-Ineome Areas Use POVERTY AREAS
LOW. WZAGE INDUSTRIES ‘ oo
LOW-WAGE JOBS - :

MACHINISTS - o L ’

Males Use MEN, :
MANAGEMENT . o
MANAGEMENT {ONTROL - '
‘MANAGEMENT-WORKER COLLABORATION IN JOB
STRUCTURING
. See also UNION MANPOWER PRACTICEs, JOB RE-T
STRUCTURING
MANDATORY JOB LISTING y
| " Seeaiso JOB LISTING .
| , Manpower Administration Use EMPLOYMENT-AND -
| TRAINING ADMINISTRATION

e rovaoass e A -

} -

* MANPOWER RESEARGCH GRANTS

. ‘ © I L J

Manpower Area Planning Council Use COOPERATIVE
AREAMANPOWER PLANNING SYSTEM 4€ AMPS)
Manpower Demand Use MANPOWER NEE

. MANPOWER ECONOMIC AND SOCIAL POLICIES

Manpower Information System Use LABOR MARKE’I‘
. INFORMATION *."
MANPOWER INSTITUTION AL GRANTS
See alss COMPREHENSIVE EMPLOYMENT AND _
TRAINING ACT (CETA) . ~ ' -
MANPOWER NEED§ '
Seealso EMPLORER MANPOWER PLANNING

LABOR DEMAND; MANPOWER PROJECTIONS ‘ \

.MANPOWER PL
MANPOWER PLA
"MANPOWER POLICY :
MANPOWER PROGRAM MANAGEMENT, ) N
MANPOWER PROGRAM REFORM ’
MANPOWER PROGRAM SERVICES AND TECHNIQUE’s
MANPOWER PROGRAM STAFFING
Sea also EMPLOYMENT SERVICE SFAFF "
+ MANPOWER PROJECTIONS
See also LABOR SUPPLY; ECONOMIC FORECASTING

NG AND ADMINISTRATION
G, RESEARCH»AND DEVELOPMENT

MANPOWER NEEDS D PR

Manpower Reform Use MANPOWER PROGRAM‘REFORM
Manpower Requirements Use MANPOWER PRO,JECTIONS -

Manpower Services Council Use STATE MANPOWER SFR-
VICES COUNCIL i

Manpower Services Dehvery Systems Use SERVI(_JE DE-

LIVERY SYSTEMS . . —

MANPOWER SERVICES INFORMATION
MANPOWER SHORTAGES
Manpower Supply Use LABOR SUPPLY
MANPOWER UTILIZATION, 1

- See also EMPLOYER MANPOWER PRACTICES AND POLICIES

- < ~




.~ 'MINORITY BUSINESS ENTERPRISE - *

i
’ hY

o h :
S ) . R . \
Manuals Use HANDBOOKS N
- MANUFACTURING ’ ;
* MAPC Use COOPERATIVE ARPA MANPowER PLAN-
' NING SYSTEM (CGAMES) .
Maternity Benefits Use MATERNITY EMPLOYMENT
X PRACTICES .
. MATERNIRY EMPLOYMENT" PRACTICES
Medrcal ‘Care >>Use HEALTH CARE <
Medical Pétsonndl  Use HEALTH;MANPOWER .
- .- MedicalSeryices: Use HEALTH CARE
MEN . . . ) ;
. . * See also FATHERS; YOUNG MEN ? c
MENQAL ABILITY . ) X
Ment System Use CIVIL SERVICE SYSTEM ' } .
METHODOLOGY,; TECHNIQUES PRODUCTS INFORMA’
; TION s . ..
' METROPOLITAN AREAS ’

-~

_ See also URBAN AREAS

*Metropolitan Problems Use URBAN PROE EMS . |
MEXICAN AMERICANS"
$ce also SPANISH-SPEAKI{ AMERICANS

MIGRANTS B
See also FARMWORKERS; SEASONAL WORKERS -
MIGRATION
. Seealso GEOGRAPHIC MOBILITY '
- ilig Use ARMED FORCES .

INIMUM WAGE LAWS

* See also WAGES; FAIR LABOR STANDARDS ACT
MINORITIES. '
See also CHINESE AMERICANS; MEXICAN AMERI-
CANS; SPANISH- SPEAKING AMERICANS; WOMEN;
BLACKS, ' . .

Mobiity ‘Use LABOR MOBILITY* ¢
MOONLIGHTTNG e

104
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hEEN

-MOTHERS. . . T e

 See also FAMILIES; WdMEN - e
MOTIVATION 4 . ’
+ See ulso WORK ATTITUDES ATTITUDES JOB SAT
: 'ISFACTION INCENTIVES
Multiple Jobholding *Use MOON LIGHTING
Municipal Employment Use S‘TATE AND LOGAL GOV-

. ERNMENT . P o
NAB Use JOB.OPPORTUNITIES INTHE BUSINESS e
"~ SRCTOR (JOBS) NS

National Alliance of Busmessmen Use JOB OPK)RT UN ITIES
' IN THE BUSINESS SECTOR (JOBS) -
NATIONAL LONGITUDINAL SURVEYS
'Seé also YOUNG.MEN; YOUNG WOMEN; YOUTH;
WOMEN; MEN; OLDERWORKERS; T
_NATIONAL 'MANPOWER POLICY
See also NATIONAL MANPOWER POLICY TASK FORCE;
RURAL MANPOWER POLICY RESEARCH'GROUP  ~
NATIONAL MANPOWER POLICY TASK FORCE ~
- NATIONAL ORGANIZATION FQR WOMEN (NOW)
ive Americans Use INDIANS . L -
_'Navy Use ARMED FORCES ¢ i T
" NEEDS ANALYSIS L g . :
" Negroes Use BLACKS .
NEIGHBQRHOOD YOUTH CORPS (NYC) :
NEWSPAPER ADVEB.,TISEMENTS
NONMETROPOLITAN AREAS 'y .

N

NUR;SES ‘ -~ ~ 3 ' : ‘- L]
See also HEALTH MANPOWER | : '
. NUTRITION R ' v

. NYC Use NEIGHBORHOOB ¥OUTH CORPS (NYC)- .
" ‘Occupational Aspirations ' Use CAREER GOALS e
OCCUPATIONAL ASSIGNMENT :

OCCUPATIONAL CHOICE .

See#lao COUNSELING AND GUIDANCE; CAREER CHOIQE

. B85
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OCCUPATIONAL MOBILITY _
- . Seealso UPGRADING - . f
. OCCUPATIONAL PROJECTIONS
See also, MANPOWER PROJECTIONS
.. Occupational Requirements Use LABOR DEM
OCCUPATJONAL SKILL DEVELOPMENT
~ OCCUPATIONAL SAFETY AND HEALTH ° -
. OCCUPATIONAL STATUS - S
) See also UPGRADING; STATUS - '
. ' 'OCCUPATIONAL STRUCTURE
. See also JOB STRUCTURE -
OCCUPATIONS - Use-specific oceupations - -
‘Offénders Use CORRECTIONS
OFPI’CE WORKERS .
OJT " Use ON-THE-JOB TRAINING (QJT) co
JOLDER WORKERS
T, "See also AGING; AGE DISCRIMINATION IN EMPLOY-
"+ * - .MENT ACT; RETIREMENT.-MATURE WORKERS
N - PENSIONS: . o
: QMTHE-JOB TRAINING (OJT) L
OPERATING ENGINEERS * ‘
.. ORIENTATION - I
* .+ . Seealso PREVOCATIONAL TRAINING COWSELING
D . AND GUIDANCE; ASSESSMENT AND EVALUATIQN
, \q _@gt -Of-School Programs: Use NEIGHBORH@OD YOUTH |
Overtxme

CORPS (NYC),
Use WORK SGHEDULES

g ~EC

: POVERTY

106 : oA
.
€ . 1

' ?

See alsor RETIREMEN:T , . ’

'PEP  Use PUBLIC EMPLOYMENT PROGRAMS .- .
PERSONNEL ADMINISTRATION '
& also MANPOWER.PROGRAM MANAGEMENT g
PLOYMENT SERVICE MANAGEMENT |
Personnel Selection. Use,RECRUITMENT o -
PHYSICIANS - 1 e )
.See also HEALTH MANPOWER .~
PHYSICISTS ', - .. - -
. PLACEMENT SERVICES '
Plafining Council Use PRIME SPONSORS PLANNING |
' ‘COUNCIL
POTICE- . ' .

' See also LAW ENFORCEMENT T
POLITICAL ACTION- INSTITUTIONS, ., S
Pogr - Use Pf ERTY - . '
POPULATIO .- '

. Seg alsp LABOR FORCE LABOR
POST-HIGH SZHOOL TRAINING . * -

»

.See also INNERCITY'RESIDENTS; GHETTO RESIDENTs

" PREAPPRENTICE TRAINING -~ .| . .
Sée aiso APPRENTICESHIR .

“PRETRIAL INTERVENTION

See also CORRECTIONS

N

.«

-

LY; IMMIGRANTS

) L. - - ’

" PREVOCATIONAL TRAINING .

See also APPREN TICESHIP

£ .
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__Appendix8 - . 7 ¥ S ‘ K . , J
J R T - 1. |
./\ . * : '_ L : ) T 2 -
/ OCCUPATIONAL CLASSIFICATION Paramedical Occupations Use HEALTH MANPOWER
: . Se¢ alsg EMPLOYER MANPOWER PRACTICES AND PARAPROFESSIONALS o -
« POLICIES _ See/also HEALTH MANPOWER , !
Qeccupatignal Differentials Use WAGE STRUCTURE - Parole Use' CORREC’I‘IONS ] - 'y
Occupational Diséase Use OCCUPATIONAL SAFETY AND PARTICIPANT-OBSERVER METHODOLOGY '
+.' HEALTH "~ ‘ v"“ - PART-TIME EMPLOYMENT | . o
~ OCCUPATION .LICENSING . -t . See also WORK SCHEI‘LES
’ See also HEALTH MANPOWER; CREDENTIALINC - . PENSIONS . . ~
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) : PRIME SPONSORS PLANNING COUNCIL .
See also REGIONAL PLANNING

* PRIME SPONSORS (CETA) Co
L. ‘ PRISON INDUSTRIES ‘ .

See also CORRECTIONS
Prisoners Use CORRECTIONS
PRIVATE EMPLOYMENT AGENCIES -

See also TEMPORARY HELP SERVI’CES
PRIVATE INDUSTRY, .
. See also INDUSTRY PRACTICES ’
s Probation Use JOB RETENTION
PROBATION OFFICERS .

See also CORRECTIONSw
PRODUCTIVITY
Proficiency Examinations

4
o_. ’ \

Use TESTING

c

‘ R PROGRAM DESIGN ‘-
, - PROGRAM DIRECTJON =
g PROGRAM FOR EBUCATIONAL AND CULTURAL EX- »
‘. CELLENCE ‘ '
\ = PROGRAMMED/NSTRUCTION- ' ‘
. " See also INSTRUCTIONAL MATERIALS; EDUCATION;
- 'TRAINING - o .

PROGRAM SPECIFIC INFORMATION
Promotion _Use UPGRADING -
PSC Use PUBLIC SERVICE $AREERS
Public Agencies. Use GOV,ERNMENT WORK
Public:Assistance PROGRAMS
“public Employment . Uée GOVERNMENT WORK
PUBLIC EMPLOYMENT PROGRAMS X
.- PUBLIC EMPLOYMENT ER'VICE ’
‘ Public Health Industry se HEALTH MANPOWER
‘ Public Policy Use ECONOMIC BOLICY
PUBLIC SAFETY
See also POLICK FIRE FIGHTERS ¥

P

108

" Public

" RECRUITMENT

PUBRIC SECTOR e .
See also GOVERNMENT WORK; PUBLIC EMPLOY- :
. MENT PROGRAMS .. IR

PUBLIC SERVICE CAREERS . - .
P .

Pubtic Service Employment

PROGRAMS .. .
Publie School Teachess. Use TEAGHERS .. .
PUBLIC UTILITIES - - . . s

tme Laws Use WELFARE LEGISLATION® - .

Public ¢ Programs Use WELFARE PROGRAMS Tt
PUERTO RICANS . ) S

See also SPANISH-SPEAKING AMERICANS L,
Rualifications Use JOB APPLICANTS ®
RACIAL DISGRIMINATION - ;7,-

See also EQUAL EMPLOYMENT OPPORTUNI

, COMMISSION DISCRIMINATION

Racial Minorities ‘Use MINORITIES / ’ ‘
RAILROADS S
READING ) '

See also BASIC EDUCATION
Real Earnings - Use EARNINGS
REAL ESTATE JOBS
Recidivism Use CORRECTIONS
RECREATION AND PARKS

Use

LIC EMPLOYMENT - .

,  See also HIRING PRACTICES
REEMPLOYMENT ASSISTANCE o - h
REFERRAL - I
REGIONAL OFFICE OF MANPOWER ADMINISTRA;[‘ION ' .

REGIONAL PLANNING L™
See also COMPREHENSIVE MANPOWER PLANN ING;

* PRIME SPONSORS PLANNING COUNCIL .
REHABILITATION . . s e

ee also DRUG USERS; HANDICAPPED; ALCOHOLICS .
CORRECTIONS : .
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RELATED INSTRUCTION . :
R.elocatlon Aksistance Use MOBILITY ASSISTANCE !
- Remedial Education’ Use REMEDIAL TRAINING
;s REMEDIAL- TQAINING .
-+ + :Research and Develdpment  Use MANPOWER I’,LANNING
" RESEARCH AND DEVELOPMENT
_ RESIDENTIAL JOB CENTERS.
o See also §OB CORPS
.+ RESOURCE ANALYSIS
s RETARDED! - - .
RETENTION OF TRAINEES - .
See also DROPOUTS ’
RETIREMENT
_ See uiso PENSIONS; OLDER WORKERS TRANSLTION
. . FROM me TO RETIREMENT '/ ' Ce s
* RETRAININGT -

! ROLE PLAYING
', RURAR MANPOWER POLIC}’ RESEARCH GROUP
" Salarieg Use WAGES |
= SANITATION WORKERS , :
i School Teachers Use TEACHERS :
: hoal-To-Work Transition = Use TRANSITION
FROM SCHOOL TO WORK
- SCIENTISTS _ Ea
SEASONALE PLOYMENT
See also TEMPORARY EMPLOYMENT; MIGRANTS _
i Secondary Education Use HIGH SCHOOLS = .
*  SECONDARY LABOR FORCE
See algo DUAL LABOR MARKETS P
~.SECRETARIAL OCCUPATIONS
o See also CLERICAL OCCUPATIONS; STENOGRAPH
. ERS "
> Selection Use RECRUITMENT
SELF-HELP FQR JOBSEEKERS

o 110 e
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" Self\Image

.. ROLEMODELS. S

.. STATE MANPOWER SEIyICES COUNCIL (CETA)
§TEEL INDUSTRY .

; I - 'l .
Use ATTITUDES .. , p
SENIORITY SYSTEMS ' .
SERVICE DELIVERY SYSTEMS ~ ° ‘
s RVICE INDUSTRIES L .
X DISCRIMINATION '

See also' WOMEN; EQUAL EMPLOYMENT OPPOR-

- TUNITY €COMMISSION; WAGE DIFFERENTIALS; .

/FEMALE
SHELTERED WORKSHOP, . -
SIMULATION '
Skill Training Use. OCCUPATIONAL TRAINING

. Bkill Transferabilityl; Use TRANSFERABILITY OF SKILLS :
- SMSA  Use STANﬂARD METROPOLITAN STATISTICAL

- AREA . :F . .
SOCIAL CHANGE " o ‘
Social Health Technicians Use HEALTH MANBQWE;{
SOCIAL INDIGATORS . . "¢ ") .
SOCFAL MOBILITY . + :;’ . .
SOCIAL POLICIES - P
SOCIAL SCIENCES o
SOCIAL SECURITY ACT - ./ I
Social Support Use SUPPORTIME SERVICES o
Social Workers' - Use SOCIAL SERVICE EMPLOYEES
SGCIOLOGICAL FAGTORS | .

. SPANISH-SPEAKING AMERICANS ' N

See also MEXICAN AMERICANS CHICANOS RUER-
TO RICANS Co. o d
STAFF TRAINING ) ¥y

. Staffing Use MANPOWER PROGRAM STAFFING ~ -

STANDARD METROPOLITAN STATISTICAL AREA (SMSA)

__ -STATE AND LOCAL GOVERNMENT"

State Employment Service Use PUBLIC EMPLOYMENT g
SERVICE .-

!
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/ TEXTILE INDUSTRY - ° o S

N /

STENOGRAPHERS ‘ j

" Seealso SECRETARIAL OCCUPATIONS / / TOOL AND DIE

STRUCTURAL UNEMPLOYMENT '/, Trade Regjrictions Use FOREIGN TRADE AND INVEST MENTS

STUDENTS i K TR AINING . ' - §
See also HIGH SCHOOLS; YOUTH UNIVERSITI S (-\ TRAINING ALLOWANCES SR
AND COLLEGES ~ . ** + ‘Seealso INCENTIVES * ~° Vo

SUMMER:JO _ Training Assessment . Use TRAINING E’FFECTIVENESS

' . Seeal EIGHBORHOOD YOUTH CORPS(N,Y ) - ANDIMPACT : - _

SUPERVISION . . " TRAINING CENTERS <

Supply of Labor bEe LABOR'SUPPLY - Ll TRAINING EFFECTIVENESS AND IMPACT

SUPPORTED EMPLOYMENT \ See also EFFECTIVENESS OF PROGRAMS; ASSESS-

. Seealss JOB CREATION MENT AND EVALUATION; RETURNS ON TRAINING

SUPPORTIVE SERVICES INJNG INCENTIVES o
. Seealso BOI%DING ASSISTANCE; CHILMS'AY ARE; Se¢ dlso INCENTIVES® _ - Lo

+ HEALTH; TRANSPORTATION, ining Manuals  Uge HANDBOOKS &

- SYSTEMS DESIGN AND ANALYSIS . ,‘ . ing Materials Use INGTRUCTIONAL ATEﬁlALs v

B

s\,

TRA NING PROGRAM MANAGEMENT : ‘.
e also MANPOWER PR, AMMANAGEMENT DAY

Yask Analysis * Use JOB ANALYS{S . 'r
. R B

. TEACHERS -
" Teaching-Machines  Usé PROGRAMMED INSTR UCTION' . TRANSFERABILITY OF SKILLS . \
, TECHNICAL ASSISTANE o * TRANSITION FROM SCHOOL TO WORK e
_ TECHNICAL TRAINING* | ' TRANSITION FROM WORK TQ RETIREMENT
TECHNIQIANS. . | - : - PR " See also RETIREMENT . - - C
" TECHN &Y AND TECHNOLOGICAL CHANGE’ . Transitiopal Public Service Employment Use PUBLIC J
4 Seealso PRODUCTIVITY- o, e .~ . EMBLOYMENT PROGRAMS ° Yo .
“TEENAGERS .* ° e ’ }. - TR ANSPORTATIO R
’ ajso YOUTH W : . ., o TRUCKI .GINDUSII;‘RY / ~ - —
TELEPHONE INDUSTRY ~ - - . - \ TURNOVER . | .o e
MP(SRAR“Y EMPLOYMENT _ ~ : See alg J‘OB-R#TENTION L \
'~ See also CASWAL LABORERS SEASONALEMPLOY- TUTORING b A \
. MENT- A ‘ TYPISTS | :
TEMPQRARY HERLP $ERVICE vy See.al 'CLERIbAL OCCUPATIONS . \
Ten te. Use JOB RE’ﬁEN’I‘ION ~ .7 +..* UNDEREMAOYMENT Lo
+"PESTING ' , ~ - T © UNEMBLOY . | ‘ ‘
. A\.". .S¢e also PUBLIC EMPLOYMEN’I: SERVICE A.SSESS- See also U EMPLOYMENT CHRONICALLY UNEM‘\
MENT AND EVALUATION jNTAKE/ASSESSMENT . PLOYED .

. “
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"'URBAN AREAS

" U.S. Employment Service

. UNEMPLOYMENT -

-

~ UNEMPLOYMENT BENEFIT EXHAUSTEES R
Unemployment Compensation Use UNEMPLOYMENT
. INSURANEE
UNEMPLOYMENT INSURANCE LT .
UNION ENTRY: -
Union-Managemént Relations +Use COLLECTIVE BAR
*  GAINING 3
UNION MANPOWER PRACTICES Do
UNIONS
See also UNION MANPQWER PRACTICES; COLLEC:
TIVE BARGAINING _ '

' UNIVERSITIES AND COLLEGES

See also COLLEGE GRADUATES INS'I‘ITUTIONAL..

% GRANTS.. ! L

'UPGRADING ’ -
‘ e also OCCUPATIONAL M,OBIL,ITY . LT
WARD BOUND © ~ . )

t 4

e

4

-See also METROPOLITAN 'AREAS
URBAN PROBLEMS -~ . -
Use PUBLIC EMPLOYMENT
'~ .SERVICE R
Vesnng Use BENSIONS
VETERANS
"VOCATIONAL EDUCATION
See also APPRENTICESHIP T
VOCATIONAL GUIDANCE | .
¢ also COUNSELING AND TESTING
VOCATIONAL REHABIIJTATION
VOCATIONAL TRAININ SR
VOLUNTEERS .
VOUCHERS FOR TRAINING
WAGE EARNERS
WAGE- RICE CONTROLS

114 S

»

WORK EXPERIENCE PROGRAMS . . I L]

WAGE STRUCTURE: . | e
. See dlso WAGE DIFFERENTIALS; OCCUPATIONAL ¢, » o,
 STRUCTURES . ' '

WAGE SUBSIDIES - ' \
See also SUPPORTED EMPLOYMENT CoL o .

‘WAGES' ~. : [

See also INCOME; EARNINGS MINIMUM WAGE LAWS . A
Wagner-Peysgr Act Use PUBLIC EMRLOYMENT SERVICE

Want Ads_ Use NEWSPAPER ADVERTISEMENTS : o ,
WELFARE LEGISLATION - . L e
See alsa WORK INCENTIVE PRQGRAM (WIN) . “
WELFARE PROGRAMS I
i See also AID TO FAMILIES WITH DEPENDENT QHILD- - * ’ :
REN; WORK INCENTIVE PROGRAM (WIN); WELFARE ' LA
RECIPIENTS; ECONOMIC WELFARE | N ‘
VIN Use WORK INCENTIVE PROGRAM (WIN)
WOMEN ' Py : ‘ . .
' See also MOTHERS; MALE/FEMALE YOUNG WOMEN . L
WOOD PRODUCTS INDUSTRY . - - . N

WORK: ADJUSTMENT TRAINING ’ . ] T ,f
WORK ATTITUDES : « o ‘
See also JOB SATISFACTION; MOTIVATION 5
WORK ENVIRONMENT - N

‘See also OCCUPATIONAL SAFETY AND HEALTH;  o_ , :
QUALITY OF EMPLOYMENT; ORGANIZATIONAL = ~
ENVIRONMENT \

See also NEIGHBORHOOD YOUTH CORPS (NYC); = .-
JOB CORPS; WORK INCENTIVE PROGRAM (WIN);
PUBLIC EMPLOYMENT PROGRAMS .
Work History’ Use LABOR MARKET BEHAVIOR | - . ‘ .
WORK INCENTIVE PROGRAM (WIN). . ) Lo \

WORK SAMPLING . | - o
. See also TESTING. x . ‘ ( i
WORK SCHEDULES , § - v : 4 M @




- Workshops Use CONFERENCES

Workshops Use CONFERENCES , .- g
WORK- ST[YDY PROGRAMS . :
See also NEIGHBORHOOD YOUTH CORPS (NYC)
Worker Assessment and Orientation Use ASSESSMENT OF °,
APPLICANTS AND TRAINEES f
Worker Productivity Use PRODUCTIVITY ) .
WORKER TRAITS . .
See diso JOB DESCRIPTION; JOB APPLICAN’TS
"WORKING CONDITIONS
Working Poor Use POVERTY
WORKMEN’S COMPENSATION LAWS
- Workweek _Use WORK SCHEDULES ... cv i v crsrcnasen i <o n
X-RAY Technicians Use HEALTH MANPOWE\R
Young Adults. Use YOUTH i
YOUNG MEN
See alto YOUTH
YOUNG WOMEN , . ¢
See atso YOUTH :
- YOUTH
See also JOB CO ; NEIGHBORHOOD YOUTH CORPS ‘
(NYC); YOUNG MEN YOUNG WOMEN UTH PRO-
. GRAMS; TEENAGERS
YOUTH PROGRAMS

‘ See glso NEIGHBORHOOD YOU’I(H CORPS (NYC) *
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