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,INFORMATION SEARCH SERVICES FUR EDUCATORS

The proliferation of irPrmation which has occuared
during the past several decades has been partieLJarly
appw'ent in the field of education.



'MU Le- (..eTi;11.3

maims

1 1171:1111.1a CCM

PlWril Sri( A60 91:0411 rda trr
5 K:CrIKTS

1100440 'Mors 'for Stercbts
Busarts 0J1dh

4 0.1111r.ALS

7

13

IS
22

S49gesto4 44btor fats 1?
%hie' SeIttItto Ot< 'Woe 41
SierCIS for Etecationel Treiss 4f
Isipi a at9IC41C.41S %lat.. il
Petcestm rid Cat./110,1ti se

(witteozvleas
Dots 14,4141
(Owercell vinevrg
itiew sad Trews
Addluvol

reA41^61
114 Semi.
tecIgg tht Stair(

f tin 13:AllE1AL ICLIZOLLI, &114P4.4111:91 GtiMIER

IDIPS cfctitts

Searclo rams ird Ret0,4%
tommatIcat'ng with IPt (1ittt
Irterval iecools-eitples 404 tarwerwptino
her erws

I

23

es

Int



8 MARKETING 10/

Product 110

Price and Place 111

Promotion 115

9 BUDGET 125

AFTERWORD

APPENDIX A: CITE SHELF LIST CATEGORIES

APPENDIX B: "BUILDING STATE-BASED INFORMATION RESOURCE 149
CENTERS"

4

vi

6



O

FOREWORD .

The SEDL Regional Exchange (SEDL /RX) Project provides

information and technical assistance services to educators in

six states: Arkansas, Louisiana, Mississippi, New Mexico,

Oklahoma, and Texas. It is one of seven Regional Exchanges in

the nation-wide Research and Development Exchange (RDx), funded

by the National Institute of Education, which lists as a major

goal the dissemination of information about educational research

and development (R&O).

INFORMATION SEARCH SERVICES FOR EDUCATORS grew out of a

regional conference sponsored by the SEDL/RX, February 26-29,

1980. The conference topic, "Building State-Based Information

Resource Centers," was a timely one because several of the state

education agencies (SEAes) served by the SEDL/RX were developing

search services as part of dissemination efforts in their states.

The SEDL/RX believed that the information provided at the con-

ference would receive its maximum effectiveness in the form of a

handbook, distributed to educators in tne region and made .-mailable

throughout the country.

Southwest Educational Development Laboratory is pleased to

be able to serve educatgrs in its region through projects such as

the SEDL Regional Exchange.

vii,

fr/

James H. Perry
Executive Director
Southwest Educational

Development Laboratory
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.INFORMfiTION SEARCH SERVICESw,

and references which are individualiied to tie client's re-

quest. Clarifying a client's question, searching the project

s1 resources, and tailoring an tppropriate, manageable response

. " requires a staff with special skills and experience. The key

to search services is service.

To spread the word about creating effective educational

information search services, the Regional Exchange Project of

the Southwest Educational Development Laboratory (SEDL /RX) in

Austin, Texas, sponsortd.a two-day workshop in February 1980

titled "Building State-Based Information Resource Centers."

Most of the workshop content was presented by the staffs of

two state education information search services: Oklahoma's

Project SEEK and Texas' ProjeCt CITE. The two Projects pro-

vided complementary and contrasting views of their activities.

Details such as acquiring re rtes and developing form let-

ters were juxtaposed with er issues such as interinstitu-

tional cooperation and methods of marketing the project's

services. In addition, information about outside support

groups so essential for effective service was included. By

the end of the conference, participants urged that the infor- 4

oration be turned into a handbook. This document, produced

by the SEDL /RX with the assistance of Projects SEEK and CITE,

is the result.

10
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10 INFORIMATION'SEARCH SERVICES

TEA also supports its own library which provides reference

service for the TEA staff. Although CITE serves TEA staff from

time to time, this intra-as-ncy service allows CITE to concentrate

on requests from the state's twenty regional service centers and

questions sent by its other clients. CITE uses the TEA library

and other resource collections in the city when its resources

are not sufficient.

Texas' statewide regional service center network provides

an ideal link of CITE services to educators around the state.

Each center employs a CITE contact person who is responsible for

promoting CITE services, recording client requests and forwarding

them to the CITE office in Austin. It is the contact person

who receives the completed search and delivers it to the client.

Each regional service center subscribes to CITE, using a graduat-

ed scale that allows from ten to 100 searches per three-month

period. Each contact person is CITE's critical link in that part

of the state, and a continuing program of contact meetings, train-

ing sessions, and day-to-day communication is maintained to assure

a strong network across Texas.

Project SEEK (Sooner Exchange for Educational Knowledge)

was founded in 1977 and was modeled after Project CITE. SEEK is

housed in the Division of)Communthtions and Dissemination of. the

Oklahoma State Department of Education. It serves all educators

in the state, both directly and through the use of intermediate

linkers. It provides both manual and computer searches. Re-

quests are accepted by mail, telephone, and personal visit. In

its third year of operation, SEEK responded to approximately 450

information requests per quarter for a variety of clients.

74



TWO MODELS 11

The SEEK staff bases most of its responses on retrieval

of computerized information, most often tapping into ERIC, but ,

also relying on many other data bases, such as Psychological

Abstracts. SEEK has the entire ERIC microfiche collection. In

addition, the SEEK office houses all publications of the Oklahoma

State Department of Education, serving as-a clearinghouse and

assuring that all SEA-created materals are available through

Oklahoma's network of state, public, private and school libraries.

Although the Oklahoma Department of Education houses an

extensive media center, there is no agency research library, 2SE

se, and the SEEK project serves as a resource for all agency staff.

Materials such as periodicals, monographs and other documents

cited in ERIC but not on microfiche must usually be obtained from

outside sources. Although the ERIC collection is a primary re-

source, SEEK also has a growing collection of print materials

which supplements the computerized information searches. In

addition, some prepackaged search responses have been developed,

for example, on Individualized -Education Plans and on Energy.

While the SEEK project served only state agency staff at

first, it soon expanded to local districts and now responds to

questions from any Oklahoma educator. It also serves other state

and local agencies which work with the education community, such

as the area vocational-technical centers, county co-ops provid-

ing educational services, county-wide education projects, and

regional education service centers. By the beginning of 1980 new

and concerted-efforts were begun to develop further awareness

act*vities for the project, including the use of school librarians

as linkers.
.....



12 INFORMATION SEARCH SERVICES

Directors of both CITE and SEEK serve or have served on the

SEDL /RX Advisory Board; both projects use the SEDL/RX as a resource,

and with the assistance of the SEDL/RX, snare information about

procedures and operations.

16
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PRODUCTS- 3

The primary product of search services such as
SEEK and CITE is information.

INDIVIDUAL INFORMATION SEARCHES 15 410,

RESOURCE GUIDES 22

Topic Selection 22

Review Team 22

Content Sources 23

Organizing the Information 24

Final Production and Distribution 29

Evaluation
et

32
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16 r INFORMATION SEARCH SERVICES.

Manual search: a collection of informa-
tion culled from books, journal articles,
and ephemeral publicatiops which are
found in the service's.resource collection.

3. Full search: a combination of computer-
based and resource collection information.

,

Before sending out a compute: print-out, the searcher will

probably screen the results for relevant entries, highlighting

what is pertinent. Unless more are requested, the searcher

usually limits a computer search to 50 citations, which provides

the most current documents in the system and is a manageable amount

of information for the average user.

When the search is sent out, it is usually packaged with a

cover sheet and other forms, including a microfiche ordering form,

journal article ordering form, and special explanatory forms. The

CITE and SEEK projects keep only the record of the search strategy

and a list of materials sent out, rather than duplicating the

complete search for in-house storage.

A search Service will often provide-resources that back up

the initial response, for example, copies of journal articles or

microfiche which are requested after the user has examined the

search bibliograrv. Some search services have part of the budget

-set aside to build an internal collection. Others rely on inter-

institutional cooperation to secure copies or loans of materials

for clients. Some services offer only the initial search, and

it is up to the clients to obtain additional Onformation.

4



PRODUCTS 17

Although each search requires individual treatment, an

information search service needs to decide how much of each kind

of information to include in a "typical" search. For its full

searches (computer and manual) Project CITE regularly provides

(1) 50 ERIC citations, from which the client may then order 10

microfiche and 5 journal articles at no extra charge and (2)

relevant materials from its print collection, including journal

articles, chapters of books, curriculum guides, TEA publications.

For its computer only searches, Project CITE proliides 10 documents

in microfiche, 5 journal articles'and 50 ERIC citations.

An abbreviated sample search Is shown on pages 18-19.

Illustrated are a search request. form, a computer printout, and

a microfiche. In addition, title pages with tables of content

and an explanatory note are also illustrated, as well. as forms

for ordering microfiche and journal articles.

An information search service should also establish criteria

concerning appropriate requests and limits of services that will be

offered. Project CITE policy covers time needed for filling

requests; limits set on information provided for course work,

theses and dissertations; information provided faculty and staff

of colleges; requests which violate copyright provisions; and so

forth. A copy of the CITE RESOURCE CENTER POLICY is reproduced

on page 21.
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Table of Content and
Explanatory Note
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MICRO MME DOCUMENTS ORDER TORN

CITE: Coordioatimg Inforeettoo for Texas Educators

Send completed original fons to' CITE Resource Center
Southwest Tom.
211 East 7th Street
Austin, Texas 71001

Rana

Address

CITE Search fliotor

(see copy of request fon%)

City State, 2ip

Phone ( }-

Too (10) documents in microfiche are included with each request at no cost.
fAer mey be from the fallowing .01/ectitas: ERIC. UNIPACs (Lemming activity
psc pos), or Imo: Carricoltel Cold's. For titles of documents available
from ONIPACs or Terse Curriculum %ides, see your CITE contact persOo.
PIT NOTE: Tim may order up totes documents lad per searcli. fma Waterer
col settee.

List below the ft number (ex. ED 000000). and lithrof the documents you wish.
Se sure the ERIC doammurit citation is availatle-Tien FORS (ERIC Document
'Reproaucation Service). Documents ordered beyond ton Will be billed at 5.20
pec.lbeet of film.,

DOCUMENT WOO

'NM

TITLE .- I ent um

JONVIN. ARTICLE REQUEST FORM

CITE: Coordinating Information for Texas Educators a

Send completed form to: C:fE Resource Center
Southwest Tower

211 East 7th Street _

AustIn.,Texas 711701 4

In addition to microfiche documents, you may order up to five (S) journal
articles per search. Copies ertsoolled_b010 ot_gyailability in CITE
resources. You will be nOtifItorwhert journal titles are not available.

CITE USE

EJ-
Article Title

1

._Journal

Article Title

Vol.iti. Mo,/Yr. Pp.

EJ-

Journal Vol./Mo. Mo./Yr. Pp.

EJ -
Articlej'tle

J, al Vol No No./Yr. pp.

W. Article Title

Journal Vol./No. No./Yr. Pp.

EJ -
Article Title

Journal Vol. /MO. Mo./Yr. Po.
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CITE RESOURCE CENTER 11%10

In keeping with Resource Center phiresophy end goels, all biforestion requests
ir.e1 he accepted and 'Atomised by the CITE ResOurce Center under the follcuing
triter' ". Requests say be either for intonation (hurtles) or for individual
documente (joureal articles. curriculum guides. .*IC iloccoults. (Mints. etc.).

MtJIfteg1001

1. itsgu1gus for leforeetion will be returned as rapidly as possible;
exceptions will be tennoniceted,to ESC contacts.

2. Every *Mope will :e mode to return searches by their stated
"needed" date; exception will he cormancieted to the ESC contact.

3. Requests for preemie or undergroduate course Imre, theses.
dissertation. shell be fulfilled with a computer search only.

a. Faculty aid staff of colleges/universities will receive metier

searches only.

S. Requests falling outside the expressed tocuS of the Resource Center.

the publit school educational oreCeSs. shell he attenlitail with no
fuerentedrei suttees and on a time - available Oasis.

6. The Resource Center reserves 'the right to return requests deemed
wiwllly inappropriate in purpose and/or subject.

pocumeat Reeuesta

1. iteduott$ which violet* copyright provisions will be returned with am
explanation.

Jame article requests will be filled at the Resource Center. TEA
Library. and/or the SEX Library. Requests for articles which

not available at any of theta three resources will be returned with
a motive of eensweliallity.

3. A. Journal article requests will be filled within throe weeks of

receipt at the Resource Center.

6. Microfiche and coy other document request will be filled within
10 days of receipt at the Resource Center.

4. Requests for up to ton demote or five Jewriellf shall be processed
without charge.

S. *equate for documents or jemmies above ton will be billed at $.20
per sheet.

6. Orders received with a purchase order (bulk orders) wilt be
processed as received end the purchase order invoiced as stated.

CITE RESOURCE CENTER POLICY

24
a.

21
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INFORMATION SEARCH SERVICES

REVIEW TEAM FOR RESOURCE-GUIDE

Can be composed of: /e

. SEA subject specialists
. Client group representatives
. Contact persons or linkers
. Academic reviewers

The review team can be used in a nriety of ways: to help

topicAdegtify current tre,Os and possible topic limitations during the

plentifig stages; to ddentify claisic works in the area) or to act
_

as readers at the conclusion of the guide's de:f1-30nerit: It is up

to' the search service --with its limitatiOns of time, money, and

staff-At° determine how extensively the review team will be used.'
.

Afiimple cover letter for reviewers is shown on page 26.
4

- .

Content Sources

After, the topic and scope of the resource guide has been

established, the search service can begin collecting resources for

its content. If the relationship with the reviewers is good,

the editor might begin the reading and screening process using

materials they recommend.. A computer search of appropriate

data bases, usually ERIC and perhaps others, such as Exceptional

Child Abstracts or Psychological Abstracts, will have to be run

as well. The search print-out will provide a core listing that

27



coverage of the topic.

OTHER RESOURCES TO SEARCH

. Suggestions from SEA subject specialists.

. SEA publications, guides and/or requirements,
if pertinent.

. EDUCATIONAL.PROGRANS THAT WORK, which provides
descriptions of programs in the National
.Diffusion Network.

. The central listing of exemplary state programs,
if available.

. Annotated bibliography of "outstanding" resources
(usually available from commercial publishers,
professional associations or private groups).
Included here are references to the professional
journals that relate to the topic and other
journals that have special theme issues.

. The area's Regional Exchange (part of the R&D
Exchange network) may be able to provide listings
of organizations or other pertinent resources
on the topic.

. Non-computerized resources in the search service's

collection.

Zs

PRODUCTS 15

will serve, in abbreviated form, as a central piece of the guide.
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26 INFORMATION SEARCH SERVICES

COVER LETTER TO REVIEWERS

CITRECover letter to reviewers

evordin.:44 Information ror Texas adman=

August 7, 1975

10:

Flak Nam& Reagan and Jan Anderson,

CITE Resource -Center

Attached is a final draft copy of our second Guide to Resources and

Information Insrvice Education, Would you please review the

copy for accuracy of information, adequacy of coveram'and clarity

of content? (We will, of course, welecme your noting of "typos.")

We would appreciate your comrenti about any or all of the Guide by

Tuesday, August 14.

The index, indicated on the "Contents" page, is being compiled during

this review week, and is not, therefore, included in your copy. We

have never before included indexes in any of our minipackets or guides.

But because the topic of inservice is so broad and the Guide rather

lengthy, it seemed that an index would make the Guide easier to use.

Our thanks goes to Raul Contreras, Jeff Bormaster, and Jody Holm for

their cooperation and contributions to the inservice Guide.

Copies to: Virginia Cutter
Jim Kidd
Raul Contreras

Jeff Bormaster
Jody Hobo

GTE Resource Costa, Soydtwes Torah 111 1. AliStrwt, AtestiA. Tue. 78701, (S12) 476-61161, lopeovins *dualtien for Teas stu
41001. thfeilit POWnieelne prepaeq, systrien, oroducts--Psejsct 071 is fended by the Makin& Instrtvte of &Weston and sakniffisisfesi
Pimp leo Pokes* of bineeeleefiesi. Too leeeffem 141000.

gmamaN
29
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aesigner may oe usea in oroer to proouce a more polisneo oocumenr..

The search service's sponsoring institution, particularly if

it is a state education agency, may have publication requirements

or restrictions that must be reviewed early in the design of the

guide. A Texas Education AgenCy stylebook, available from that

agency, gives detailed instructions for preparing copy. Such

institutional requirements may actually ease production headaches

since they eliminate the need for some editorial decisions.

On the following pages are a check sheet and a suggested

sequence for materials prepared by the Texas Education Agency,

to provide information for editors of its publications.

0

PRODUCTS 29

Final Production and Distribution'

After the content has been collected and decisions made for

what is to be included, development of a cover design and other

itiosmkiwe et...601A 1sises4ft Ti km 0mr.0,4g.,4 kme solannatA lumina+ a
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MATERIALS

The diversity and amount of educational materials
is staggering.

SUGGESTED MATERIALS 37

MAKING SELECTION DECISIONS 43

SOURCES FOR EDUCATIONAL TRENDS 46

USING A PERIODICALS JOBBER 53

PROCESSING AND CATALOGING 54

Shelf Materials 55
Periodicals 56.
Vertical Files 57
Search Files 57

1
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services, who offer only access to computer retrieval with an

ERIC microfiche badk-up, this basic collection is sufficient.

However, if the budget and the scope of the search service will

allow, maintaining a collection of neterials such as periodicals,

commercial publications, information from state departments of

education, educational research laboratories and centers,

federal and state government publications, and professional

organizations, will allow responses of much greater scope and use.

The following descriptive list of possible sources of

materials for an educational information search service is by

no means exhaustive. Everyone who has compiled a "cnmprehensive"

list of anything knows that as soon as it is sent to the printer

or distributed, the list begins to become out-of-date. With

this disclaimer, here are some of the print end microform sources

J that are available to search services.

SUGGESTED MATERIALS

1., ERIC (EDUCATIONAL RESOURCES INFORMATION CENTER)

The ERIC system provides access to the largest data base
-of educational information currently available and serves
as the core resource of most education search services. The
data base includes education-related articles from approxi-
mately 8S0 professional journals and popular magazines, as

37

3:)

V

MATERIALS

The ERIC Collection (EducatiohirResources Information

Cpnterl. nine additional reference materials, forms the basic
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SELECTED EDUCATIONAL CURRICULUM GUIDES

lemommHwer

KTO MICROFORM'S SELECTED CURRICULUM GUIDES IN MICROFICHE 3250 -S450/year

// Issued annually from 1970these guides are selected from those exhibited

at the annual conference of the Association for Supervision and Curriculum
Development.

_

FEARON -PITMAN CURRICULUM DEVELOPMENT.148RARIES' $1,414.00

Two microfiche libraries. 500 selected curricula guides each, far
and 7-12. Developed by teachers with objectives, competence goals,

instructional strategies, evaluation methodsoleaching resources, ani
student usable materiels. Cost of both libraries may receive funding,
support from ESEA Title IV, Nigher Education Act Title 11-A, and/or
Library Services and Construction Act Title 1.

WIIPACS Current cost unknown

Individualised self - instructional study units in microfiche composed of

several pages in seventeen curricula:: areas, K-12. Mew marketed by San
Mateo Educational Resource Canter (SMERC) in California. For current

cost, contact SMERC.

XEROX CURRICULUM MATERIALS CLEARINGHOUSE Current cost unknown

Consists of two parts: the microfiche enaction of 260 instructional
units and the Curriculum Briefs in book form. Two hundred sixty two -

page briefs or abstracts of the guides. plus three indices, subject,
title, end author. Contact Xerox for current cost.

ERIC CURRICULUM GUIDES Current cost unknown

In several subject areas, all grades, contains abstracts of guides that
ere in the ERIC microfiche collection.

STATE CURRICULUM GUIDES cost varies

Will vary free state to state. In Taxes the source is the collection
of the Texas State Teachers Association iHEA affiliate) library of state
guides offered free on loan basis to TST members.

PNI DELTA KAPPA FASTBACKS , 349.00 for compleke set

Series of 137 brief paperback monographs published on topics ranging from

curriculum and supervision to educational facilities end instructional
motorists.

COMPETENCY BASED EDUCATION souRasook 828.60
a

Available from Northwest Regional Educational Laboratory. descri8es
sources pertaining to competency based education.

SMERC RESOURCE GUIDE VOLS. I-VI Prices very: see'below

Series of catalogs of curriculum guides submitted by county Ind local
educational agencies in California, is well as contribution; from

other states. Prices very. For example. Vol. V (1978) available with

179 titles for $330.00 or with 81 titles for $126.00; Vol. VI (1979)
available with 116 titles for $200.00.

4 I
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independent school districts. Texas' Project CITE also relies

on listings of "Promising Programs and Practices" identified
by Texas Education Agency subject specialists and a catalog
of exemplary programs, "Demonstration Schools in Individualized
Instruction."

eve

Oklahoma's Project SEEK relies both on area vo-tech centers,
county co-ops providing educational services, and county-
wide education projects, and Regional Educational Service
Centers.

8. MEMBERSHIPS AND SUBSCRIPTION SERVICES

Memberships often include a variety of services such as
yearly publications, catalogs, discounts on publications,
newsletters, bulletins, yearbooks, journals, etc. Some
Potentially valuable organizations for search services
are listed below.
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INFORMATION SEARCH SERVICES

6. REFERENCE COLLECTION

These are mostly hardbound monographs or sets which cross
subject lines and become obsolete very slowly. Some of these
will be in an SEA library or state, public, or university
library. Cooperative relationships may be the most economical
way to access these titles. See page 41 for some basics of
an educational reference collection.

7. LOCAL NETWORKS



AND SERVICES

ENCYCLOPEDIA OF EDUCATION (ID volumes) $200.00

ENCYCLOPEDIA OF EDUCATIONAL RESEARCH $39.00

EDUCATIONAL INNOVATOR'S GUIDE

ENCYCLOPEDIA OF ASSOCIATIONS (includes $75.00
official and acronym names, addresses,
goats and publications of all educational
associations)

EDUCATIONAL PROGRAMS THAT WORK $5.00
(still often called the NON CATALOG)

A GUIDE TO SOURCES OF EDUCATIONAL $25.00

INFORMATION

GUIDE TO AMERICAN EDUCATIONAL DIRECTORIES price not available

GUIDE TO PERIODICALS IN EDUCATION AND ITS $19.50
ACADEMIC DISCIPLINES

HANDBOOK OF EVALUATION RESEARCH (2 volumes) 850.00

NATIONAL CENTER FOR EDUCATIONAL STATISTICS price not available
(publication series)

N1E CATALOG OF EDITATION PRODUCTS $10.00 for Vol. I

(2 volumes) $12.00 for Vol. II

SUBJECT GUIDE TO CHILDREN'S BOOKS IN PRINT

SECOND HANDBOOK OF RESEARCH ON TEACHING

SEVENTH MENTAL MEASUREMENT HANDBOOK
(by Burros) 2 volumes, yearbook

STANDARD EDUCATION ALMANAC
(Marquis Academic Media)

TESTS IN PRINT II

ULRICH'S INTERNATIONAL PERIODICAL
OIRECTORY

YEARBOOK OF SPECIAL EDUCATION
(Marquis Academic Media)

*Prices according to 1978-79 BOOKS IN PRINT

$29.95

$40.00

$85.00

$37.50

$70.00

$57.50

$37.50

REFERENCE COLLECTION STANDARDS

Title Cost

AVER DIRECTORY OF PUBLICATIONS $56.98

BOOKS IN PRINT (3 sets, 2 volumes each: $92.50
subiect guide, title guide, author guide)

CURRICULUM HANDBOOK: THE DISCIPLINES,

CURRENT MOVEMENTS, INSTRUCTIONAL METHODOLOGY,
ADMINISTRATION AND THEORY.

$g.gs abbreviated

edition paperback

EL-HI TEXISOOKS.IN PRINT (one of Books $29.95

41
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EIVCATIONAL LEADERSHIP supervisors and s3m.00/Yemr*
curriculum specialists

(LEHMAN SCHOOL counselors S10.00/year

GUIDANCE AND COUNSELING (quarterly)

ENGLISH JOURNAL language arts teachers $20.00/year
(anthly)

EXCEPTIONAL CHILDREN spoils' groups $20.00/Ovr
(monthly)

SIFTED CHILD QUARTERLY special groups $20.00/year

(quarterly)

HISTORY 'TEACHER social studies teachers $12.00 /year

(quarterly)

*RIM OF LEARNING special groups $20.00/year

DISABILITIES (monthly)

JOURNAL OF RESEARCH ANO all aspects of research $10.40/01af

OEVELOPICIff IN ECVCATION (quarterly)

MATHEMATICS TEACHER math teachers $17.00/year
(tenthly)

MSS! BULLETIN secondary principals
tlIgneer

NATIONAL LIMITARY elementary princfpels $35.00/year

PRINCIPAL (bimonthly)

PERSOJOUMNAL

Rgginer
NNEL ANO GUIDANCE counselors

PHI DELTA VAPpAR all educators $10.00 /yoar
(monthly)

WADING Walla language arts teachers $25.00/rear
(0/year)

0E110 OF EDUCATIONAL reStaftharS
\

$17.00/year

OESEARCH .(quarterly)

SCHOOL SCIENCE AND science and math teachers tr.004ear
NATHENATICS

SCIENCE AND OilLOREN .science teachers

1:/42144er

SCIENCE EDUCATION science teachers $30.00/year
(quarterly)

SOCIAL EDUCATION social studies teachers $35.00/yeare

TEACHING EXCEPTIONAL special groups $1230/year
CHILDREN (quarterly)

THEORY 11e10 PRACTICE researchers - tli:=erI
efortedicol prices as of November 1479

"tech*s somborshie fee Vi the Associetion for
Supervision aid Curriculum Development

44
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TEXAS CITE COLLECTION PERIODICAL HOLDINGS

Title Audience ig.a

/AFRICAN EMULATION supervisors and $11.00/yeere
curriculum specialists

AMERICAN EDUCATIONAL all aspects of research $17.00/year

RESEARCH (quarterly)

AMERICAN SCHOOL BOARD board members $2u4.00 /year

JOURNAL (monthiy)

tin nn t



To anyone just beginning a resource collection for an

educational information search service, the diversity and amount

of educational materials is staggering. There are some steps,

however, that can be taken to narrow the scope and allow sane

options so decisions can be made about what to acquire.

First, a search service needs to determine what topics

are currently of special interest to its clients. Assessing

Client needs can be informal: asking key clients or contact

persons about their needs; examining recent request trends; or

it can be formal: sending out & survey form to a sample of

users and potential users. The RISE Project (Research and In-

formation Services for Education) located at 198 Allendale Road,

in King of Prussia, Pennsylvania, has developed a survey form to

assess the kinds of information, the content areas of interest and

the format desired by their clients. Something similar to

RISE's survey can be used to help direct a search service in

determining areas that should be emphasized in collection develop-

ment.

Apart from canvassing local interest areas, the search

service staff should stay abreast of educational trends and

activities on a national scale. There are numerous resources

that can be tapped to identify current issues:

. commercial publishers

.educational organizations

. unsolicited flyers, brochures, etc.

. review journals

. educational trend reviews/analyses

. ERIC Clearinghouses

. educational laboratories and centers
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' SOURCES FOR EDUCATIONAL TRENDS

1. COMMERCIAL PUBLISHERS

Commercial publishers' catalogs are a good indication of
marketable consumer interest. Publishers spend time and
money on marketing surveys to determine public interest, and
search services can take advantage of such information as
reflected in publishers' catalogs. Below is a SELECTIVE LIST
OF PUBLISHERS FREQUENTLY USED BY CITE.

SELECTED LIST OF PUBLISHERS FREQUENTLY USED BY CITE

ACADEMIC WWI PUSLICATIONS
20 Commercial Olvd.
Naito. CA 94947

ALLYN 6 BACON. INC.
Longwodilvision
Rockleigh. NJ 07647

SUASESS PUILISMIN6 CO.
7108 Ohms Lem
Nineeeolls, PIN 55436

EDUCATIONAL TECNNOLOOY PUBLICATIONS
140 Sylvia Ave.
Englewood cliffs, NJ 07632

RAMO PITMAN PUILISHERS, INC.
6 3av1s Orly,
leant, CA 94002

HOLT, RINENART, 6 WINSTON, INC.

P.O. Box 3699
883 Madison Ave.
New York. NT 10017

SOUOITON NIMBI CO.
2 Park St.
Boston, NA 02107

McCUTCNAN PII4IUSNIN6 CORP.

P.O. lox 774
24816 Drove St.

Berkeley. CA 94704

HcGRAW-HILL BOOK CO.
1221 Avenue of the Americas

New Mark. NY 10022

MACMILLAN INFORMATION
866 third Ave.
New York. NY 10022

MARQUIS ACADEMIC MEM
200 E. Ohio St.
Mi. 5616
Chicago. IL 60611

MERRILL, MAKES E., PUOLISNING 00.

1300 Alma Creek Or..
Oilvabos, Of 43216

MSS INFORMATION CORP.

P.O. Boa 986
Edison, NJ 08817

NATIONAL. EDUCATIONAL LatitATOKY

PUBLISHERS. INC.
P.O. Box 1003
Austin. TX 78767

OLYMPUS PUBLISHING CO.
1670 E. 13th St.

Salt Lake City. UT 04105

PENNANT PRESS
826S Coemorciel St.
Smite 14
Le Mesa, CA 92041

PRENTICE.MILL, INC.
Englewood Cliffs, NJ 076J2

SCIENCE IltilAROI ASSOCIATES
166 N. Packer Or.

Chicago. IL 60606

TEACHERS CALEB( PRESS
Oiltobie University
1234 Amsterdam Ave.
New York, NY 10027
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area and ask them who they would recommend. The jobber should

be able to offer a clear service contract that outlines responsi-

bilities and services. Some possible considerations in selecting

a jobber are outlined below.

Considerations in Selecting_a Jobber

Does the jobber provide a customer service represen-
tative for the project? This will save much con-
fusion as the service contract time runs on.

Will the jobber handle return claims? Adjustments
for returned titles?

Will the jobber handle adjustments for discontinued
titles?

What about issues that are never received? Will the
jobber help secure copies to ensure a complete
collection?

How will the jobber be paid? Will it post-date in-

voices when necessary?

USING A PERIODICALS JOBB11 53

If the information search service subscribes to a large

number of periodicals, it may decide to use a periodicals jobber,

a commercial service which minimizes the clerical details of

maintaining periodical subscriptions. In most cases a one-year

batch order is compiled by the search service. The jobber then

responds with a fee for the service, based on the journal titles

which were ordered. If a good jobber is chosen, the search ser-

vice should be fairly free of problems concerninglournal subscrip-

tions. Most juobers will handle problems such as gaps in delivery,

discontinued journals, and fee adjustments.



in a brief listing or Catalog advertisement may turn out to be

very different "in hand." If the item is to be included in the

collection, it should be stamped and dated and entered in the

project's processing system.

The size of the search service collection, the budget, and

staff experience will influence the processing system. There are

standardized processing services available through OCLC, Inc., a ,

library service organization used by over 2100 libraries through-

out the notion. OCLC generates bibliographic information on

materials ;from its central collection in Ohio, and also incorpo-

rates bibliographic entries submitted by network members through-

out the couqtry. A library or an information center can hook into

the OCLC service through a computer terminal. Although such a

standardized service can eliminate much of the work required in

processing individual titles, the specialized needs of an infor-

mation search service collection will probably negate much of the

benefit of such a centralized record. A variety of other services

54 INFORMATION SEARCH SERVICES

Is there an automatic renewal service, or is there a
yearly option to renew?

Will the jobber allow a common expiration and starting
date? Since most edational journals start their new
issues around September, this will make ordering much
easier.

PROCESSING AND CATALOGING

After ordering decisions are made and the materials arrive,

an efficient process must be established to ensure that the staff
a. a. at... owASICAMAOfte Carl+ now 4.am
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Includes materials on all areas of study which teach
control and proficiency in the use of the English
language, both oral and written. Includes English
Education. See also READING, BILINGUAL EDUCATION,
EL; 'uTARY EDUCATION, SECONDARY EDUCATION, TEACHING
TF 'ES, EDUCATIONAL APPROACHES.

vuUl = 0999 General
(Grammar, Activities, Methods,
Research, etc.)
1000 - 1999 Oral Communication
See also EARLY CHILDHOOD
2000 - 2999 Composition/Writing
3000 - 3999 Listening

4000 - 4999 Spelling
5000 - 5999 Study Skills
See also CONTENT READING
6000 - 6999 Poetry & Plays
7000 - 7999 Miscellaneous
(Mass Communication,

Science Fiction, News-
papers, etc.)

Periodicals

Periodicals in the CITE collection are stored by title. Many

journals have a one-month limitation on accepting claims for re-

funds, so a close watch should be kept to assure that the current

issue has arrived for each title. To aid in searching the journal

collection, the search service should keep copies of each journal's

yearly index. In addition, a collection of the content pages of

past issues can often help searchers quickly determine if an

article is on target for the search topic.

56 INFORMATION SEARCH SERVICES

LANGUAGE ARTS is a good example of a broad category that has

been divided into sub-groups.
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1.2 Record and file cataloguing information.

1.2.1 Determine and record the following
each monograph:

Title Serial

Authorie) Content
Place(s) of Publication
publishers)
Date of PublicativA

Assigned Book Code

(As Owes with cataloguing materiels, there will be
variations and aebiguities. Generally AACR is followed
within the limited cataloguing used here. Specific
precedents are recorded in appendix A.)

1.2.2 The cataloguing information is typed in the following
format:

information for

if applicable

AM TITLE / Author(s) -- Place of Publication

0000 Publisher, Coate.

Serial

Content
if applicable

1.2.2.1 Cataloguing infOriatiOn for 4 items is typed per page

in the position needed for copying onto perforated

card stock.

e.g. See following pages

1,2.3 Each typed page of cataloguing information Is xeroxed
onto card stock 3 times.

1.2.4 File catalog cards and monograph.

1.2.4.1 Card stock is to be torn into cards along perforated
lines.

1.2.4.2 Those catalog cards which contain more than One
publisher are copied again for each additional
publisher.

1.2.4.3 The 3 copies of each card (m)re if additional

publishers are recorded) are separated into:

Title cards
Shelf list cards
Publisher cards

1.2.4.3.1

1.2.4.3.2

1.2.4.4

1.2.4.5

On publisher cards the publisher is highlighted to
aid in filing and retrieving.

Title cards are marked with a red strip on upper left
top.

Cards are filed in appropriate drawer:
Title and Publisher - alphabetically
Shelf-list - by book code

Monographs are placed on shelf in appropriate category,

WM,



Administration

Affective Education

Aged

Air Conditioning
(Schools)

Alternative Education
(2 vol.)

Art Education

Attendance

Back to Basics

Behavior Hod

Behavioral Objectives

Bilingual Education

(3 vol.)

Blacks

BuckleY Amendment

Career Education

Career Education
(Bilingual)

Career Guidance

Censorship

Change Agentry

Cheating

Child Abuse
(2 vol.)

Child Find Project

Citizenship Education

Collective Bargaining

COMIftiCith)11

Communication Skills

Coemwnity Colleges

- ItSiS numsnistIC mauCsttOO

Composition Humanities

Computers Hyperactivity

Concept Teaching IGE (2 vol.)

Consultants/ Individualized

Consultation Instruction

Consumer Education Innovation

Cooperative Learning Inquiry Learning

ESL Inservice

Evaluation Instructional
Materials

Evaluation Administrator
Interdisciplinary

Evaluation Observation Education

Evaluation Programs Interpersonal
Competence

Evaluation Student
Journalism

Evaluation Teacher Education

Family Life Kindergarten

Flexible Scheduling Language Arts

Finance
General

Language Arts -
Fine Arts Elementary

Foreign Languages Language Arts
Secondary

Foster Children
Leadership

Functional Literacy
Learning Centers

Gallup Polls (2 vol.)

Games Learning Styles

Gifted Learning What Affects
(2 vol.) (II - Resources) It?

Gifted Legislation

(Conf. in Denver, '76)

Lesson Plans
Gifted

(Ready Ref. Sources) Libraries

60
VERTICAL FILE SUBJEC HEADINGS

Ability Grouping Community Education Grading

Accountability Community Involvement Guidance and Counseling

Accountability - TX Community Resources Handwriting

Accreditation Community Schools Health Education

r
Action/Process Learning Compensatory Higher Education

Education

Adult Education Homework

Competency Based



Ginerai

Math Education
Elementary

Math Education
Secondary

Media

Meetings and

Workshops

Mental Health

Metric Education

Middle Schools

Migrant Education
(2 vol.)

Mini-Courses

Wel Education

Mftivation

Motor- Perceptual Skills

Multicultural Education

Music Education

Needs Assessment

NIE (2 vol.)

NonPublic Schools

Nutrition (2 vol.)

Occupational Therapists

Open Education

Options in Education

Oral History

Outdoor Education
(2 vol.)

Paraprofessionals

Parent-Comma ty-
I nvol Yemen t

Parenting

Peers(

Performance Contracts

Physical Education (PE)

Planning and PPBS

PrinciPals

Problem Solving

Programs

Promotion and

Retention

Proposal Writing

Public Relations (PR)

Psychology

Questioning
Strategies

Reading - General

Reading - Elementary

Reading - Elementary

(Georgian)

Reading - Elementary
(IRIS)

Reading - Secondary

Reading Readability

Reality Therapy

Right to Read

Safety Education

School Board Policy

Science Education

Secondary School
Reform

Self Contained

Classrooms vs.
Departmentalization

Self-Concept

Sex Education

Scope and Sequence

Size Effects
(Class and School)

Slow Learners!

Underachievers

Small Schools

Social Science
(3 vol.)

- Barrier Free

- Blind

- Deaf

- Deaf/Blind

- Emotionally Dis-
turbed and Autism

- Instructional
Materials

-Laws

- LLD

- Mainstreaming

- Mentally Retarded

- Parents

- Physically Handi-
capped

- Physical Fitness/
Rec.

Programs

Resources/Bibliography

Secondary Education

Severely/Profoundly/
Multiple (2 vol.)

Sheltered Workshops

Speech and Communication

Student Records

Student Rights

Student Services

Student Teachers

Study Skills

Stuttering

Superintendents

Supervisors

Suspension and ExPulsion

Teacher Beginning

Teacher Centers

Teacher Competencies

Teacher Ed./Certification

60'1
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Teacher Recruit/Select

Teachers

Teacher Unions

Teas Teaching

Television

Tait and Testing - General

Test and Testing - Results

Test and Testing
Specific Tests

Texas Assessment Project

Unobtrusive Measures

Urban Education

Volunteers

Values Clarification

Vandalism

,V.D. (2 v01,)

Visiting Teachers

Vocational Education - General

Agricultural Education

Distributive Education

Follow-up Studies

wealth Occupation Education

Momeemking Education

Industrial Education

Office Education

- Special Education

working Programs

Women (2 vel.)

Year Round Schools

64
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COMPUTER RESOURCES 5

The use of computers to retrieve information is one of the

core activities of an educational information search service.

Computer access allows searches of vast quantities of information

and rapid compilation of selected resources. An individual search

is the result of a planned, targeted strategy to select materials

which fit the specific dimensions of one, special question. Not

only does use of a computer cut down the time needed to search for

appropriate materials, but it allows examinations of a much larger

data bank than would ever have been possible by a manual (i.e.

"human") search.

DATA BASES

There are numerous data bases currently available which

store all types of information--business, science, language--

. nearly any area. New data bases continue to be introduced when

some field or format is not being adequately covered. Some of

these data bases are generated by private companies, such as the

New York Times Information Service, which stores information from

a variety of newspapers and business journals. Others are

supported by government funds, such -as the ERIC data base, which

serves as the major information resource for education. A list of

data bases which have been found to be most useful in an

educational information service appears on page 68.

a*.
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COMPUTER RESOURCES

TELENET AND TYMNET

69

When conducting a search. the user will need to hook up

with the vendor through some sort of communication structure.

The two commercial networks available are Telenet and Tymnet.

Using both will provide the search, service a backup should one

be out of order. Communication networks provide inexpensive

telecommunication between the computer terminal and the data

base vendor. Telephone numbers for these two networks are listed

pages 76-77. If the search service is not located in a city

which is served by Telenet or Tymnet, it may be necessary to use

the more expensive WATS line or long distance telephone service.

ADDITIONAL AIDS

There are numerous aids)and materials available to help

searchers effectively use a computer -based information system.

The vendors provide a variety of training sessions which give an

introduction and periodic updates to vendor clients. These

sessions can usually be conducted at the client's location.

System manuals, each costing from $15.00 to $25.00 are essential

purchases to guide searchers after the trainer has gone. News-

letters from each of the vendors listing new developments and

Changes, will start arriving as soon as the client starts using

the system. Should an immediate problem arise that cannot be ex-

plained by the system manual or newsletter, each system provides

on-the-spot assistance through its toll-free number.
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SEARCHERS by Karen Markery and Pauline Atherton ($6.00 from the

ERIC Clearinghouse on Information Resources). There are several

excellent Periodicals for the database searcher who wants to keen

up on Professional literature concerning all data bases.

I IMMMMIlr
PROFESSIONAL LITERATURE

ONLINE
($52.00/quarterly)

Online, Inc.
11 Tannery Lane
Weston, CT 06883

OMANI REVIEW
($50.00/quarterly)

Learned Information
299 West 57th Street
Suite 1210
New York, NY 10019

DATABASE

($52.00 /quarterly)

Online, Inc.
11 Tannery Lane
Weston, CT 06883

Data bases Publish searching tools which are specific to

their individual characteristics. The ERIC data base Provides a

THESAURUS, a list of terms used to index ERIC documents ($13.00).

The ERIC THES,"!RUS is essential for anyone searching the ERIC sys-

tem. A series of monthly and yearly indices entitled RIE (RESOUR-

CES IN EDUCATION--$42.70/year) and CIJE (CURRENT INDEX TO JOURNALS

INFORMATION SEARCH SERVICES
)

Other orinted aids are available for the user, such as



without assistance from the computer and to formulate strategy

as well. If another data base, such as PSYCHOLOGICAL ABSTRACTS

or EXCEPTIONAL CHiLD ABSTRACTS is used, similar data base-

specific materia's will be necessary.

THE TERMINAL

The manager of the computerized search service gill have

to determine what kind of computer terminal will be needed. Due

to rapid technological improvements and resulting price changes,

most services find it useful to lease terminals from a company,

changing models as advantages become apparent. If the service

plans to include a schedule of demonstrations throughout its

client group, the advantages of a portable terminal that can

illustrate on-the-spot searches should also be considered.

An excellent, exhaustive article entitled The Intelligent

Person's Guide to Choosing a Terminal for Online Interactive Use,"

was published in two parts in ONLINE (Part I: January 1977; Part II:

April 1977). The article discusses such considerations as purchases

versus lease options, information display devices, portable or

non-portable sizes, and, of course, cost considerations. Although

prices have changed since 1977, comparison criteria are still use-

ful. Discussions with sales representatives from the various

companies that offer terminals will provide more up-to-date

information for the purchaser or leasor.

I. COMPUTER RESOURCES

IN EDUCATION--$80.00/year) list all new entries to the ERIC

71



72 INFORMATION SEARCH SERVICES

THE SEARCH

The searcher's skill in using the terminal and manipulating

index terms and system language will increase as experience grows.

A technique called Boolean laic is at the heart of most computer

searches. Briefly, Boolean Logic is the process of setting up

inclusive and exclusive "sets" of terms in order to retrieve

items that fit the user's question. As the searcher becomes

familiar with the data base's indexing strategies and terms.

matches of these structured sets can lead to successful, manage-

able results.

For example, a searcher may call up a series of terms on

career education as a first set. All aspects of the topic will be

listed in this inclusive set. Then a second set is constructed

which uses terms to retrieve information on community -based pro-

grams. A third set of terms which are applied to adult education

is then established. Combining these three large sets, the search-

er uses a command which eliminates materials not part of all

three. The result should Provide items that deal with some aspect

of communitY-based career education programs for adults. For

an introduction to strategy formation, there is a useful article

entitled "How to Prepare for a Computer Search of ERIC: A Non-

Technical Approach," by Judith Yarbrough (ED 110-096).

The service maY want to establish a cut-off margin for the

number of citations Provided in a standard search. Even though a

user may request "Everything about career education," fifty of the

.I
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most current entries in the ERIC system may well prove suf-

ficient. Such limits can be determined when the user submits

the ,question.

Unless the searcher is very confident of the strategy used

for the question, a quick look at a sample of the titles which'

were selected (called "hits") is useful before signing off and

ordering the print-out. After a search has been submitted through

the computer terminal, a period of about five days will elapse

before the printed result is sent back from the database vendor.

The searcher can then examine the search, highlighting those items

which.seem especially on target for the question. Other Parts

of the search response, gathered from the in-house resource base,

can then Le packaged with the computer printout and sent to the

user. Even with a cautionary look at sample titles, occasionally

the response is not what the searcher anticipated. In such cases,

a new computer search will have to be submitted.

BACKING UP THE SEARCH

The computer print-out of an ERIC search gives the user a

bibliographic listing of documents and journal articles. This

is an intermediate step for the user who is trying to obtain an

answer to an information request. Fortunately, the ERIC system

not only indexes titles in its collection, but also microfilms

most of the documents in its data base. Thus, an educational

information search service should plan to purchase the ERIC

microfiche as back-up for searches. This collection contains

approximately 200,000 titles to-date. The search service will

have to invest approximately $22,000 for the initial purchase for
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the microfiche, which goes back to 1966, and another $2,000 a

year for monthly updates of the collection. Approximately 1,300

titles are added each month. All microfiche materials carry an ERIC

DocOment (ED) number and include a variety of formats and information:

reports, Guidebooks, manuals, research summaries, etc.

If the search service plans to provide copies of ED

materials to its clients, a copier will be needed to replicate

microfiche in mass quantities. Additionally, a copier which

transfers microfiche to paper copy is a very attractive addition

to the service. The ERIC system will also transfer the micro-

fiche document to "hard" (or paper) copy through the EDRS

(ERIC DOCUMENT REPRODUCTION gRVICEI.

EDRS

ERIC DOCUMENT REPRODUCTION SERVICE

P.O. Box 190
Arlington, Virginia 22210
(703) 841-1212

Journal and magazine articles which carry an "EJ" number

often are not included in the microfiche collection..

restrictions which are not a factor for most ED materials, do not

allow the unlimited reproduction of journal articles via microfiche.

Some search services provide copies of EJ's; while others ask their

clients to obtain copies of journal articles from local libraries.

Some information resource centers encourage clients to use their

local library collections or established inter-library loan net-

works, if available. For other, more obscure, publications, the

center may subscribe to a reproduction service such as those

listed on page 78.
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TELENET AND TYMNET TELEPHONE NUMBERS
FOR UNITED STATES ACCESS
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TELENET AND TYMNET TELEPHONE NUMBERS {cons' d).

FOR UNITED STATES ACCESS
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fort forth 114 143-824 IVANET
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Midland 915683-M3 TINNET
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Odessa 915541-370 14401
San Annie 511 2174114 TELENET
San Annie 511 06-4882 NNW
San Mini* 111 40-1417 P MACE

'um I
Slit Lal City ODE 364.2644 TELENET
Salt Loki) City 1101 SR -6911 MKT
341i Lam) City MI 301 -6060 P 111ANE7

VERMONT
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VIRGINIA
Norfolk 024 054291 TELENET
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Richmond 804 318-1141 TELENET
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Milwaukee
1111.44..
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600 111 -4211 ITNNET
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414 213.4514 ITAMET

limbos ot1erwis4 none. wows cow WI*
vied for 40 ASCII-coiled access at 30 cps.

0.12040s with VAOIC winos.
e 20 cos will half-dupita 1411 202.
0120 cos with Sell 1114.
120 cps wits Sell 7114 or WAR omit.
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NAILS

America Inter Library Services
r..x College
Suburban Kansas City, Missouri 64152
(816) 741-2000

for a $200 per year subscription fee, MAILS provides
photocopies of journal articles at a cost of 154 per
parbmle.

MAILS.
MOst tTuritles

n-around time
in the CIJE

is

data baabout

fseive days.
are available

f

University Microfilms International
300 North Zeeb Road
Ann Arbor, Michigan 48106
1-000 -521 -0600

This service. owned by the Xerox Corporation, is housed
at the University of Michigan. It offers paper copy of
Journal articles and draws from holdings of about 13,000
titles. UMI charges no subscription fee. There is a
charge of $6.00 for the first copy of each article end
$1.00 for additional copies. It also offers issue reprints
with a charge of 104 a page or a minimum fee of $10.00 per
issue. Orders most be pre-paid. They offer a 24 -hrw
turn around time on erticles. Most useful for those
impossible-to-find journal articles.

SMERC

San Mateo Educational Resource Center
333 Main Street
Redwood City. California 94063
(415) 364-5600

An educational information search service. SMERC
provides copies of journal articles on microfiche
(754/sheet) or paper copy (204/page), plus a $2.00
handling and postage fee. For average sized orders.
SMERC claims a 24-hour turn-around time. For bulk
orders, more time allowance must be made. Pre-payment
or a purchase order is required for this service.

DOCUMENT REPRODUCTION SERVICES
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ERIC: EDUCATIONAL RESOURCES INFORMATION CENTER 6

The basic collection for an educational information
search service is the ERIC Collection
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ERIC: EDUCATIONAL RESOURCES INFORMATION CENTER 6

Throughout this manual are numerous references to ERIC.

A brief history and overview of the system might be useful to

those who are not familiar with this important educational

resource. ERIC was established in 1965 by the U.S. Office

of Education in an effort to systematically control the mass

of educational information, particularly research-based in-

formation, which at that time had no central storage or re7

trieval point. In the beginning, the "R" in ERIC stood for

research: emphasis was placed on research projects ant: their

resulting information. The acronym was soon modified to "re-

sources" as it became apparent that excluding non-research

materials would seriously limit the usefulness of the data

base. The system was established to provide a foundation for

subsequent information analysis activities and attempts to

spread the use of current developments.

At present, ERIC is supported by funds from the National

Institute of Education (NIE). As of Spring 1980 it included

over 250,000 titles of research reports, curriculum guides,

m,nuals, synthesis documents, conference proceedings, and

so on. The ERIC data base does not generally list commercial

materials, although some are occasionally included. Most of

the information is generated from universities, educational

laboratories and research centers, state and federal govern-

ment agencies, and government-funded projects. Although the

system consistently encourages submissions from local schools

and individual teachers, such contributions form a small part

of the data base.
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ject focus. These clearinghouses are responsible for acquiring

literature in their respective subject areas, screening and

processing (cataloguing, indexing and abstracting) the various

documents, and submitting them to the central reference office

in Washington, O.C.- Each clearinghouse is also responsible for

producing information analysis products in its area of expertise,

and providing user services to designated geographical regions.

The number of clea0inghouses has changed over time in attempts

to respond to changing emphases and needs of the educational

community. A listing of the current clearinghouses with ad-

dresses and subject scope is on pages 83-84.

After documents have passed through the clearinghouse pro-

cess, they are sent on to the central processing and reference

facility in Washington, O.C. The documents are assigned an ED

(Educational Document) or an EJ (Educational Journal) number

and placed on a computer tape record. Entries are included in

the monthly indices RESOURCES IN EDUCATION (RIE) and CURRENT

INDEX TO JOURNALS IN EDUCATION (CUE). Copies of the micro-

fiched document are then sent to ERIC subscribers. There are

some materials, about 15% of the ED data base, which are pro-

tected by copyright restrictions. These are not microfilmed,

but are listed in RIE with availability information. Again,

none of the journal articles listed,in CIJE are available on

microfiche, bumust be obtained from other sources.

0
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FORMS AND RECORDS 7

Developing an effective, efficient record-keeping system is

a vital part of an information search service. A record-keeping

system with its accompanying forms is used to document center

activities and to communicate with clients. Many times the only

contact the user will ever have with the search service is through

its forms. It is important that the forms be clear, concise and

attractive. Over-use of forms can be time-consuming and

demoralizing for staff and clients, and under-usican mean

confusion for the client and the possible loss of valuable

information for the service.

The development of a record-keeping system and accompanying

forms is an evolutionary process. Both will change as the project

progresses and determines what information is essential for clients

and the project. Examples of record-keeping forms and systems

developed by both Project CITE and Project SEEK are included in

this section. The examples are possible models that can easily

be adapted to meet the requirements of an individual search service.

SEARCH FORMS AND RECORDS

The most basic, useful record for an information search service

is the search request form itself. Search request forms used by

Project CITE and P.;ect SEEK are reproduced on pp. 9Q -93. Both

forms have sections for client identification and role, a space for

the question phrased in the client's words, an indication of how

the information will be used, and who will use it. There is also

a section outlining what sources have already been consulted. All

87
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INFORMATION SEARCH SERVICES

these segments serve to clarify the client's question. In addi-

tion, they can provide data that can be used to generate financial

support for the project. (See the Marketing section, pp. 108-124,

for additional details.) The Project CITE request form is followed

by a step-by-step explanation of its use.

The SEEK form also includes a section on the back to list the

resoura 'sed by the staff in their response to the question.

Prided. CisE keeps records on the same information by attaching

the search strategy and references recommended to the form before

it Is stored.

Maintenance of a chronological log of search requests is a

basic, daily activity. Copies of CITE and SEEK'. logging forms--

simple charts that provide a space for basic search information- -

are reproduced in abbreviated form en Page 89. As each search is

completed, it is "logged cut" on these forms.

After the search is logged out, the search request form, with

its record of resources and computer strategy, is stored. It is

useful to assign one or more (no more than three) subject terms to

this record for future use. ERIC descriptors are the natural choice

for such indexing, since these terms will probably have been

employed when the computer search was conducted. A catalog of the

subject term:, must be maintained to allow easy retrieval of the

search forms.

-t*
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FORMS AND RECORDS 89

PROJECT CITE'S SEARCH REQUEST LOG

4M1=1,11.111
REGION CITY LEVEL YEAR

PAGE_ OF
FULL OR COMPUTER ONLY m NUMER ALONE

------- 00 CONTRACT SEARCH NCS

CITE ONLY

PROJECT SEEK'S SEARCH REQUEST LOG

FULL
SEARCH4 SEEK TORN

SEARCH DATE REOUESTOR'S REQUESTER'S COMPUTER ONLY DATE AROUND
NUMBER REC'D NANC i IHST;:uillon POSITION REQUEST ONLY*C (manual) SEPT TIME
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EXPLANATION OF THE CITE REQUEST FORM 93

Step I. Describe the Client: Note his position, school,
address, etc., for your records and for future. correspondence.
This data may contain some clues about client status and back-
ground, the context of the problem, and questions to ask.

Step II. Define and State the Problem: Ask the client to
describe explicitly what the problem is and what elution is
sought. For example, is the client developing a curriculum
guide, are the materials to meet a specific instructional need,
etc.? Help the client expand, narrow, or qualify the specific
subject, appropriate age or grade levels, and any other restric-
tions. Restate the problem to make sure you understood what was
said and to allow the clien' to clarify the problem further. It

may help to ask what the s...uation will look like when the
problem is solved. Transfer the finalized search statement
onto the space provided.

Step III. Define Now the Information Will be Used: Ask
the client how the information you provide will be used--for
example, for the client, for a teacher training workshop, for
a curriculum committee, for the superintendent, or district
.supervisors etc. Why is the information necessary? What is the
purpose or goal? The response to these questions may define the
problem further (or even alter the inquiry) and also help to
clarity-the quantity, depth, and form of the information needed.

Step IV. Indicate the Grade Level: Check the grade level
at which the requested information will be used. For example, a
request for science curriculum guides would need to be limited by
grade, since elementary science guides differ vastly from
secondary guides.

Step V. Indicate Other Resources: Check the other sources
which the client has consulted or intends to consult. this infor-
mation serves as a basis for the searcher to determine what
materials.will be most useful for the client and to avoid
unnecessary duplication.

Step VI. Complete and Sign the Authorization: Indicate a date
needed only if it is an exceptional situation. Consider the nature
of the information request and indicatelhe most suitable search
type. t(If so desired, the information consultant can make this
decision.)

9z



94 INFORMATION SEARCH SERVICES

COMMUNICATING WITH THE CLIENT

When the search is completed and sent out from6the center,

there are a,variety of forms that can accompany or follow it. .The

series of forms, used by both CITE and SEEK and reproduced on

pages 95 -98, serve as aids to the client when using the search.

The forms list titles and references that are included in the

search, instructions for using the ERIC bibliography, and addi-

tional services: number of microfiche and journal articles avail-

able from the service and how to order them. CITE also sends a

short, self-addressed evaluation card with each search. In sl.x

weeks, CITE mails a follow-up evaluation card to every third search

request client. The follow-up evaluation card is reproduced on

r. page 99. Negative responses on these evaluation cards canbe

addressed in various ways. In some instances a second attempt at

the search will be necessary. In others, a clarifying telephone

call will suffice.

The National Testing Service has developed a longer form,

"The Immediate Feedback Form," which,might provide additional

suggestions for questions to include in an evaluation form. The

longer form is found on page 100. On page 101 is a cover letter

from SEEK who uses the form.

V
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FORMS AND RECORDS 95

COYER LETTER
SENT WITH MANUAL SEARCHES THAT DO NOT INCLUDE A COMPUTER PRINTOUT

J. 0. 0100(M4 MACK ITill4m0144.
41 evmmmemo sM

044 towermim rm4mct

4 11 MC 0044440
.000 OOOO .14111110$ftt

,State Apartment of gbotation

Lesua foam.
440Y0 00414414. Odemov Suomms44,4m

TWA CAMPS' 44. Asfeeme 040M, SvAmmamlimm

2600 NOM Lwow. 04.4evemi

eldallow. di* Gitelman ram

Re: Search NiTn.ber

Thanks for your information request. The results of our search are enclosed, along with
instructions for use and ordering-additional materials.

In processing your request for information, we have used a variety of resources; e.y.
ERIC (Educational Resources Information Center), other tomato:et data bases, State
Department of Education Resource Bus, Oklahoma Department of Libraries, other
Oklahoma armies, and many other sourcesboth individual and organisational. As
many of our searches are dons on computer data bum the results may be in a somewhat
unfamiliar format which may take some study on your part.

We hope we have helped answer your questions. If not, please let us know, and we will
try again. Your response is taken seriously and does make a difference. If you need
additional information or have any other comments or questions, please write or call.

Sincerely,

Protect SEEK Staff
140S) S263491

Enclosures:

94
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Send *microfiche to:

Nam* Position

Address

City State Zip

Phone( )

98 COMPUTER RESOURCES

ORDER FORM FOR ERIC DOCUMENTS

ORDER FORM FOR ERIC DOCUMENTS

Project SEEK
Oklahoma Stale Department of Education
2300 NOtill Liman
Oklahoma C it Oklahoma 73105

405521.3491

SEEK Search No.

Instructions: Up to ten documents on microfiche are included with each march. free of charge.
List below the ED Number te.g. ED 1282021. and the title of the documents
you wish, De sum the ERIC document is available from EDRS as noted in the
citation. Mow one to :two weeks for delivery.

SEEK
Use ED Number

I I I
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Not at all c,
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ICACM01090 00001

For toOkios answon. use No. 2 Pencil only.
Philp* MI its aq cadet comolettty
maim no marks amide of the moist. **apt where eetneetad.
Walton infotonetionehoulei be glean only what boast
Erato comomfy soy unbOOrt you bath to cbittOO.
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) here been supplied.
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100 INFORMATION SEARCH SERVICES

NTS IMMEDIATE FEEDBACK FORM

1. New tetteto or proem, w the teOwitt that motwome
you to mike use of the tatormehort service?
Meese 60 on one Cub lei

Not at all pesiatiO 0 0 00 Extremely Wean,

yfw eeemeati m e
review them? (Pies

Not at ale

G. Now timely at the alotreation a ettottwee Wooed
'Odessa." %tow 0aotnaI request? (Please fell 411 one

vide.)

Tee isle to Much ahead of
be useful w )WW W when needed

3. II you have (netted
coasuttantt how not
that aaristance? IPte:

Foutuus resources
0 Hup,09 with Plan
0 Glyn* solutions t
0 ficer.thno geherta.eft.

4. To whet talent et th
rel to your or
cud.. I

No reittlint

S. Now chasSittlY

IMMEDIATE FEEDBACK FOAM

thaw Pealde your °amen' avoiding ohe .nlormt.on
at anotance Provided to you Thank you wry much

iOENTWICATION NUMBER

State Rego t Linker Service

1111 11111111oo 00,60 50 00 00...00.0.00000
.0..0 n 0000000

a o 0 0 0 0 0 0 00
OD 0 0 00CP 00000

0000°00000040000000.0100
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r.0 0600(1.4 JACK rb Al40 0 H. v. 00541.:.01. ..... IST .....,..t sra ..... rIifitlette.$ srwac

State Beparinmeitt of tbliratott

LESLIE SupWinie.aarrr
IrLOY0 GRA FrA!.R. 04010V SrOtomeirpewr

tom cmiosei.t.. Miaow, Gerrucv Suee.menaw

2500 Ned. IJPCOPP eaulfvlal

*tato. 4rit4, liklallew 73105

Re: Search Number

prosaoset

Thanks for your information request. The results of our search are enclosed, along with
instructions for use and ordering additional materials.

In processing your request for information, we have used a variety of resources; e.g.
ERIC (Educational Resources Information Center), other computer data oases, State
Department of Education Resource Base, Oklahoma Department of Libraries, other
Oklahoma agencies, and many other sourcesboth individual and organizational. As
many of our searches are done on computer data bases, the results may be in a somewhat
unfamiliar format which may take some study on your part.

We hope we have helped answer your questions. If not, please let us kncw, and we will
try again. Your response is taken seriously and does make a difference. If you need
additional information or have any other comments or questions, please write or call,

Sincerely,

Njett SEEK Staff
(405) 521.3491

Emir tyres:

1u

FORMS AND RECORDS -.
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ti

indicate weaknesses, gaps, or resources the center needs but

does not have.

ACQVIBITION8 INPUT Name

General 'chisel area

Ilearcb I

Date

Specific schiect area

Cements

Did a "boob search" gePerate this input:

Yes 'no

If yes, briefly describe your attempts to
complete the search.

ACQUISITIONS SEARCH BOMB FORM

101

Na

,/

102 INFORMATION SEARCH SERVICES

-INTERNAL RECORD-KEEPING AND COMMUNICATION

There are several aids used by the CITE and SEEK staffs

to keep track of office details that might be lost in the day-

to day duties of their projects. The ACQUISITIONS SEARCH BOMB

gives an immediate record of failures or partial failures in

attempts to respond to client questions. The BOMB forms are

kept on each searcher's desk and are passed on to acquisitions



Ilia is evident that the search will not be out of the

center soon, a SEARCH ALERT is sent to the contact person, out-

lining the reason for-the delay and giving some assurance that

the search has not been lost or forgotten.

ak,

illIMMP2
cambiums infoussues for Teta eau mws

SEARCH ALERT! SEARCH ALERT! SEARCH ALERT!

TO THE CITE CONTACT PERSON ADDRESSED:

The following request for information was

received os . It is

being processed but has bees delayed:

The delay has occurred becaUse:

I asticiPats tbat the search will be

completed and mailed by:

4
If this is not satisfactory, please call
me, and I will attempt to speed up the
process. Thanks.

Ti:q.CITE person

Socomst Tow 211 ha 7th Sum maw Teas 78701 415 6861

CITE SEARCH ALERT

102



USER FORMS

An example of the contract Project CITE asks its Regional

Service Center contractors to sign is reproduced on page 105.

(A copy o f the graduated fee service schedule to which the con-

tract alludes is found in the Marketing Section.) Following the

contract is a copy of the User's Statistics and Explanation

Report, page 106. CITE keeps records on the number of searches

each Regional Service Center asks for per quarter. By noting

who asks for the searches, Educational Service Center contact

persons are informed of just who is using the service. This

information is also helpfJ1 to show the funding agency or

sponsoring institution.

A USEFUL RULE OF THUMB FOR FORMS

A rule of thumb which was suggested by a Project CITE
staff member might be useful to remember: regardless of
the good intention in its development, if a form is not

used during a six-month period, it should be eliminated:
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(Client Administrator Signature) (Title) (Duts)

(Executive Director, ESC Region XIII) (Date)

(Project CITE Director) (Daze)

P.O. Reference Herber

To be billed: Annually

P.O. Date

Quarterly (circle one)
A

CITE CONTRACT

105

Please send three (3) signed copies of this contract to:

CITE Resource Center

Southwest Tower

212 !est 7th Street

Austin, Texas 78701

COMPUTER SEARCH AGREEMENT

TE Resource Center, 211 East Seventh Street, Austin, hereby agrees and

con cts with to provide computerized literature

searches and other services st level , as specified on the attached

fee/service schedule, effective September 1, 1976.

This contract is to be in effect from the first day of

19 to the list-gay of 19_. CITE Resource Center agrees to

provide all services specified for the level of service hereby contracted for.

agrees to pay the quarterly minimum of $

and fr. any searches above the contracted minimum at the rate- per - search spat-

ified for that level.

Ctients may alter contract terms for succeeding quarters by mutual ag-

reement in writing IS days prior to the termination of their current contract.

This contract pertains only to services outlined on the effective service/fee

schedule.

h*rahv authorises this contract with Education
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EVALUATION FEEDBACK

Total Forms Returned

Computer

Manuel

Return Rate

--:
CONTRACT SEARCHES LEFT IN QUARTER

USER'S STATISTICS & INFORMATION REPORT

pmimmm

10,,

INFORMATION SEARCH SERVICES

C.I.T.E. USER

CITE Users' Statistics ant Explanati,a Report

ISC Region

for the of IP

NUMBERS

Computer (contract) Searches Run

"Manual Only" Searches

Total for month

BY WHOM Of Total

Sukerintandents

Principals

Coordinators/Cons./etc.

Teachers

ESC staff

Others

.10.11.
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A successful marketing strategy defines the products

or services offered, prices them accurately, then

distributes and promotes them.

PRODUCT 110

PRICE AND PLACE 111

PROMOTION 115

Print Materials 117

Television and Radio 122
" ,_,___ 179
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While the term "marketing" has not often been used by

educators, information specialists or librarians, it is a vital

part of a successful info ion search service. To those unfami-

liar with the field, ma eting is often viewed as a hard-sell,

"Madison Avenue" technique which skillfully packages a product

and manipulates prospective buyers to ensure high sales figures.

There are aspects of marketing, however, which have relevance

for information services that sincerely want to address real

client needs.

The function of an information search service is to provide

its clients with information about products, ideas, and services.

To be able to perform this function, the service must correctly

determine client needs and monitor them as time goes on. Deter-

mining and monitoring needs in order to respond with a saleable

product is what successful marketing is all about. In addition,

a project which exists with institutional support must be able to

demonstrate to the institution that it performs worthy and essential

services. That, too, is marketing.

A successful marketing strategy defines the products or services

offered, prices them accurately, then distributes and promotes them.

Marketing theory calls this the "Four P's" of a marketing plan.

109
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THE FOUR P'S OF MARKETING

1. Product
2. Price
3. Place (Distribution)
4. Promotion

Tile following provides some ideas about the "Four P's" as applied

to sn information search service. What is suggested hero only

scratches the surface of marketing. Additional sources of informa-

tion about marketing can be found in the Reference Sect4on.

PRODUCT

Obviously, the product of an educational information search

service is information. Yn further defining the prAuct, however,

the information search service can begin by identifying its client

groups more specifically. Once this is done, the service can then

initiate and maintain contact with the clients to determine their

specific information needs. Individual users will of course have

their own requirements and eccentricities, and there will be some

problems in separating true need from want, desire or demand.

Expression of need is not always clear, and assessment of the

intensity of a need is difficult to determine. However, once the

needs of the client population are determined, it will be necessary

to decide which specific needs apkly to the largest number of

potential users.

To begin to determine need, it will be useful to segment the

clients into specific groups. An educational information search

service, for example, could send a survey questionnaire to a



People buy through their senses. If the service can oesign an

eye-catching campaign for its awareness efforts and an attractive

package for the product itself, there will be more interest in

examining what's inside.

PRICE AND PLACE

The price and distribution of the product will depend who

the client group is and where it is located. Price will also

depend on how the search service is set up: whether a for-profit,

independent business effort, or a service offered by an institu-

tion on a free or cost basis. Distribution, too, will depend on

how the search service is set up: whether its services are offered

directly to client groups, or whether a system of intermediate

linkers is employed.

Due to state laws, Oklahoma's Project SEEK does not charge for

its services. It serves all educators in the state directly, without

the use of intermediate linkers. Project SEEK is aided in its

10,

MARKETING

selected number of superintendents, perhaps in urban school

districts, asking what kinds of information services they prefer.

Ideally, once the most responsive possibilities have been deter-

mined, the service should test market the product with those

clients first, before beginning the general marketing effort.

In addition to test marketing with small sample populations,

a successful marketing strategy will test market the packagek

that will present the service. It is more effective if the

right message in the right media can be sent to the client.

Marketing evaluation discloses that better than 60 percent of
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distribution efforts by the existence of the VIEW (Vital Informa-

tion in Education and Work) program which provides career informa-

tion microfiche. VIEW has placed over 800 microfiche readers

throughout the state and has agreed that its readers may be used

to read microfiche provided by Project SEEK. SEE K's staff can pin-

point the location.pf the readers by refefring to the VIEW

Directory. With each order for microfiche, SEEK sends the notice

reproduced on page 113.

Texas' Project CITE operates a little differently, serving

educators throughout the state via an intermediate linking system

set up with the twenty Regional Service Centers. In setting up its

distribution system, CITE was careful to involve the service centers

in the planning process so theySwould have a stake in the project's

success. CITE also serves educators in surrounding states via the

Regional Exchange at Southwest Educational Development Laboratory.

Texas' Project CITE charges a fixed fee set at five levels and

based on quarterly use of services for both service center sub-

scriptions and non-service center subscriptions. Individuals may

also submit requests at a fixed fee per request. A copy of CITE's

fee schedules appears on page 114.

1 tl
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Level IV 75 searches per quarter @ 11350 per quarter. i.e.. kin eon.

Level V 100 searches per quarter 0 $1500 per quarter, i.e.. $15 each.

Each contract to be backed by these services:

1. ten documents in microfiche with each search. at no cost.

2, Five journal articles photocopied with each search, as
available.

3. Paper copy of microfiche documents B SAO per page.

4. Additional microfiche. or those not ordered in connection with
4 search, B $.20 Per sheet of film.

S. Clients may receive up to fifty citations of ERIC materials,
or a optimum of twenty -five citations from another database.

NOTE: Searches used over and above the'quarterly allotment may be

subtracted from the next quarter's allotment, or billed at the
rate per search of the level contracted.

Contracts are billed annually, in advance, unlesS quarterly
billing is requested.

NON-SUBSCRIPTION COSTS

Individuals may submit requests for computer searcheS on specific topics

at a cost of $30.00 per request.

CITE FEE SCHEDULES AS OF SEPTEMBER 1979

114
FEE SCHEDULE FOR SERVICE CENTER SUBSCRIPTIONS

Level I 10 searches per quarter 0 $200 per quarter. i.e., $20 each.

Level II 25 searches Per quarter.. $450 per quarter, i.e., $18 each.

Level III 50 searches per quarter 0 $800 per quarter, i.e., $16 each.

Level IV 75 searches per quarter 0 $1050 per (arter. i.e., $14 each.

Level V 100 searches per quarter 0 $1200 per quarter, i.e.. $12 each.

Each contract to be backed by these services:

1. Ten documents in microfiche with each search, at no cost.

2. Five journal articles photocopied with each search, as
available.

3. Paper copy of mitvofiche document$ B $.10 per page.

4, Additional microfiche@ $.20 per sheet of film.

5. Clients may receive, at their option, up to 100 citations
of ERIC materials instead of the normal fifty.

6, The CITE staff IS available for training here at the Resource
Center in use of CITE services, but there are currently no
funds for staff travel.

FEE SCHEDULE FOR NON-SERVICE CENTER SUBSCRIPTIONS

Level I 10 searches per quarter B $250 per quarter. i.e.. $25 each.

Level II 25 searches Per quarter 0 $550 per quarter, i.e., $22 each.

1
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PROMOTION

In promoting a product it is useful to remember that there

are five factors influencing a person's decision to adopt a new

service or a new product: (11 advantages over the old system;

(21 compatibility with lifestyle of user; (31 complexity versus

simplicity of new idea; (41 ease of description of its function

and (5) divisibility: can it be tried out on a small scale?

Remember that everyone on the staff of a search service is

engaged in promoting the product. A highly motivated staff is

essential. Also remember that the project must promote itself

to its funding source as well as to its clients. SEEK keeps a

subject record of search forms initiated by teachers, and

periodically sends information about pertinent search requests

to the field staff in the state agency. These field agents

specialize in various subject areas, so it is easy to route

pertinent requests to the appropriate specialist. SEEK's cover

letter is reproduced on p. 116.

For some groups, an information search service is a new,

unusual idea. Some potential clients may be threatened by the

new service. It is necessary to reassure them that the service

does not compete with or amplify their current responsibilities,

but rather will aid and enhance them in their activities.

As an example, to promote the CITE Project to the staff of

the Texas Education Agency, the Dissemination Division brought

together all the groups within the agency that would be affected

by the new service. A series of meetings was held to share ideas,

talk about dissemination in general, and to emphasize that rather

113



Lindication of needs, concerns, and possible-prOhleMS Of teachers
with whom you have regular contact.

As you travel about the state, contact these teachers to ;ae if
you might be of help in implementing the new materials andfor
ideas they received from PEOECE SEEK,

Thanks for your continued support.

ds

116 INFORMATION SEARCH SERVICES

than taking over any function of any other division CITE would

be helping the divisions out. To continue to receive institu-

tional support, CITE has made it a policy to provide TEA staff

with information even when it has not been requested. CITE also

keeps statistics on whc uses its services and why.

J. 0.01001INS
100 Notemigroprt

OfeSTINCTIOps

GATE:

TO:

FROM:

SUBJECT:

MCMETAAMORM
Siotdegoilpifte...

ate Permitnent of Punitior
Okla rllllell, ilisommumilmos

LLOYD IMIAMAM.Clouro Amolmonelem
TOM CAMPBELL. Emilia OOP* ihmorteseptent

29A1Morto Lbw" Desrawl

eldelpes. eldsfisaw 1311$

MEMORANDUM

Datum)
.111 toftommegr.

'Wow,



1 I.

received by every teacher in the state, thus providing direct

access to Project SEEK's clients. At the beginning of Project

SEEK, the OKLAHOMA EDUCATOR ran a cover story on the service, the

headline reading "Project SEEK: New, Free Research Service

Created for State Educators." This headline instantiy catches

the reader's interest, emphasizing as it does that the service is

free and designed for educators. The article itself begins with

"Project SEEK. What is it? Where is it? What can it do for

you? When can it be done?" and goes on to answer these questio:s.

Note that the questions are purposely geared to appeal to the

interest of the clients. Specific practical examples are given

11a

MARKETING

Print Materials

117

The first item that is usually considered in promoting a

service or a product is a rochure. If the budget allows, it is

wise to invest in the services of a professional designer when

developing a brochure. It may be necessary to redesign the

brochure after it has been in service for awhiie, since services
%

and products will change according to client needs. One example

of an information search service brochure, developed by Project

SEEK, is shown on pages 120 - 121.

If the search service is part of a larger organization that

publishes some kind of newsletter or paper, full use should be

made of this medium. Since Oklahoma's Project SEEK isehoused in

the Communication and Dissemination Division of its SEA,'it can

place notices about services in two publications, THE OKLAHOMA

EDUCATOR and the SUPERINTENDENT'S NEWSLETTER.



(405). 521-3491

We've found answers for more than 500
other educators on questions ranging
front mainstreaming to energy usage

We can find an answer for you, too.

Project SEEK
Seem Emisings let Eduestiesei Keendufgq

Another service ol your

Oklahoma
State Department of Education

lit;

118 INFORMATION SEARCH SERVICES

of searches on topics of current interest to educators, such as

preschool and early childhood handicapped teaching techniques.

Each month thereafter Project SEEK has run an advertisement

in the OKLAHOMA EDUCATOR with eye-catching titles and simple

messages. For example, "We've got 25 million answers: ask us

' a question." Samples of the advertisements run by Project SEEK

are reproduced on page 119. SEEK follows similar strategy in

the SUPERINTENDENT'S NEWSLETTER, which goes to all Oklahoma super-

intendents. A sample advertisement is reproduced below.

ADVERTISEMENT IN

SUPERINTENDENT'S NEWSLETTER

GOT A PROBLEM?

Call. r





U

ik
oj

ec
t

R
oo

m
 .1

ill
w

as
w

11
 1

4M
 IM

M
O

*
M

F
1 

LI
P

r 
of

t.
si

s 
ef

t
aw

n 
da

p 
w

 e
ar

V

1 
4 

N
os

.0
14

1.
. r

.
1v

e
M

A
O

%
m

um
 O

E
1.

11
01

P
I

em
ir,

~
IM

M
O

,
sn

ow
 m

i..
 . 

. a
m

.

ftm
a 

%
O

M
=

O
M

R
 IP .1

14
I -

11
9 

O
W

,
G

O
"

. e
on

 .
w

iry
 =

1 
N

IM
IP

am
op

 l-
 /

ftm
or

M
E

M
=

o
I i =

0.
go

nw
 4

.

N
op

m
. M

e.
=

.
%

.

0, w
ire
1

o 
n.

O
W

E

am
m

o" .1
M

A
W

 L
S

U
P

0.
O

.
.

11
M

A
ll

M
IN

1,
1.

1 
r ~
IP

O
D

r
11

1
__

=
t

IN
N

 4
, O

w
-

ft,
 ft

.0
.

r 
ft 

...
...

. g
oo

m
os

r 
r'

A
M

 N
M

 1
.. 

--
.. 

fta
L

s u
m

o
-=

.1

M nab 
.

N
D

I a
 II

IP
1

a*
ai

m
m

or
am

m
o

w
N

O
m

 m
op

lb
w

.. 
ow

e 
...

a
ak

a.
 .

of
t.

1m
 g

oo
so

w
aw

l .
1I

a 
ft 

am
ow

n 
m

4.
1~

M
 e

 m
ow 1

IM
E

S 
0.

10
11

 1
1 

T
m

im
am

.
1m

i =
L

.
or

 I 
is

m
rl'

L
u

um
 il

l A
P 

1_
am

m
o 

*

0
M

aw
 e

a.
am

ai
n 

nd
1 

W
s.

..m
a 

So
w

,
sw

am
. a

m
.

ill
E

M
M

I=
M

I 
en

g
.

N
IM

M M
O

M
. e

.
. d

M
 1

1
71

 .M
M

E
=

,IM
M

!M
ap

.
M

O
W

us
m

em
 a

m
o 

*N
M

ai
m

%
M

S
M

ow
n 

So
m

m
e.

 I
rm

o
fo

ur
w

hu
s

ab
M

O
.

N
or

m
a 

O
M

A
N

=
 I1

 4
V

T
M

M
T

rM
 o

no
,

.I
Ja

m
rr

p,
rm

 E
. r

T
IT

=
 M

r.
 im

m
es

h.
M

o 
%

1.
 m

'm
as

 a
ss

.1
.

=
1 

ai
m

 M
P'

M
O

M
 .

M
M

.
=

aw
 I

te
m

w
ow

 1
10

 a
r

.M
/

M
I m

om
.

em
s

11
am

m
o

G
P.

O
ar

%
m

ow

ftf
te

.. 
..

ftf
t. 

m
ft

M
O

M
..

am
r

A
lm

&
N

O
D

67
A

4C
4 

St
T

O
:C

f'S



il
r

I/
1/

1 1
ii

1
I 

/
6

P
I

11
1:

1P
11

11
1/

1
I 

t
1t

!if
ili

1
;

1
1

1



122 INFORMATION SEARCH SERVICES

Televislon an Radio

In addition to printed materials, the service should use any

access it has to educational television spots.or radio public

service announcements. Such time is, free, so project costs can

be limited to development of the advertisement. If the service

is part of a state or local agency, there may be a media depart-

ment which could be used. Project SEEK has a 10-minute slide -

tape awareness presentation which its staff shows to clients.

' Demonstrations and Workshops

Another important component in promoting a product is personal

contact in the field, usually through practical demonstrations of

services or products offered. Oklahoma's Project SEEK sets up

exhibits at workshops and conventions, such as the State Teacher's

Convention held in Oklahoma each year. A portable computer terminal

is used to run searches for teachers on the spot. Such demonstra-

tions always generate interest and enthusiasm.

Project SEEK also presents workshops to selected groups. Work-

shop requests are collected whenever feasible, perhaps at convention

exhibits. SEEK's REQUEST FOR WORKSHOP form is reproduced on page 123.

Also gathered at workshops and conventions is information about the

level of awareness of target groups about Project SEEK and ERIC.

The form is a simple one and is reproduced below.

W
Paw

AUMENESS AHO USE OMMIMMUON

Nave and School Mailing Address

MEEK
OMMEMNS

home of
SEEK

Used
Sin

FON

More et
ERIC

/

Used
ERIC

at.
:.
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MARKtlIN6: urLumn4 Arm.16Atiun4 run Luuum-
TIONAL DISSEMINATION by the NTS Research
Corporation (2634 Chapel Hill Blvd., Durham,
N.C. 27707). .
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One bit of important advice to remember about marketing:

it must be continuous and repeated. It takes time for a message

to make an impact and people tend to forget easily. Staff turn-

over dthin the client population insults in potential clients

who are back at the awareness 1evcl'regarding the search service.

Repeated telling never hurt 4n information search service.

The information in this segment, on marketing has been presented

as an introduction for anyone interested in promoting a search

service. Success in the activity often rests on the creativity

and initiative of project staff. For more suggestyonstand detals'

the reference listed below might be useful.

RECOMMENDED READING I

At



. -.
I

0

*

12i

j

ns

.

BUDGET 9

Building in a bit of 'mad money' and a margin for
rising costs and unexpected emeraene&es is always
essential. . I

.:,

ri

o

4



1'
sod mneppectet emergamtles Is slwirl tsseltcal. beet "yeti-

atin9 !tied Wept,. It 1$ "safe) tt reesert Vat oap,e'

Si 11* state-cfatheart. Outlet's see eatitalinins pelitiCel

toes 12 'semis: to atria 1,1.1 its west mu :Lim
10

ps peesIbie

for U. prtjoct

All the Items *Isted art islitti$Ort$ 141011 00 OIStrytil4ms

etOt by Frejtets SLIK and Oft_ Adettuonal infteast4n. I,-

:WOW; sons casts corset as cf sari, 1710, an be f.s1 1 tmw

7rwor0.11pc sealant of it. worse! Each proloct's cpw.:*f*.: #10114$

will altar toe Nitwits list peistserably. If, Igr axwm,1o,

trw prcject to csdrs rot it asistain periodical os:lectIon. 4

WisCasCisl amsnum will t. A120, a bel'ultel pro.

fact Will 400 41ffevf4 tos4s tan ar. lrwoty is nporsitan.

There is a Offeverce setting v0 C011eton and delft-

taiPiPS it. 0e101011 data fts.reatIcrs It Mitt. a tiesic list Of

items for Witch to beget ewers on the /WO ?)et.

137

A3 a Pisa' unctIvn, It SOSO4 to;rcortsto to saris% ibe

quostice :' mole/ anip bsdilsts- CoestUrtng tt fact citsg

pmiGet CS sic main t!sblt 'Feb par 0 Mb', It lid sit MOP

004Ctiall it otteept a list of fSsures vIth a rival IttAl ant.

A basic list of Item oat velerA by considered does sem umo.

rut, tawever, sod that 11 vast Oat Ohm 1'4,04 bore.

First It satold be iced teat liner, IS solely tba kolget

cal mink a wilrAcIla At Um beR111111 te 1:14



till'IC L1S1 :t 1.13:L7 r:)r.

11:11,11MOS

01211041-ftase....1rWil:
1641wmA Cad ler w
OVelw LI 1111 re..

1=1 m 11014se
taws dot looms ad Sei e Ws
1R WSW 1.VI Os :t* is
*111r DO aft.
=WI follAI

gOLINIAIN

Lamm er VINO
We es Ales is
Iwo Ism 1141.1 ow
11. Woo 3.111L 141

"IA% OD

LOdir 101L0611. 0.01

°ela:" .1.eASOOfso" n it
Weigle mower
111100

Peri hal GA, web
LW he Ihrir 1 It orpro f e/MM
wove Largess
Loot :mew
1C garOe I er9per vs

I L I 1.91 =



Director
Administrative Assistant

Searchers
Librarian
Secretary/Clerk

Staff Trainine and Development

Consultant Fees
Caput.* use training)(initial end Continuous)

Training for new staff
Travel and expenses to conferences
Other Technical assistance Irninfng

Professional Journal Substriptions

Institutional Costs

Staff Benefits
Overhead

12

4.

STAFF

PromelPSAs(radio/television)

Writing
Design

Woe
Reproduction

Preentinnel Slide/Teet Preseetatton

Writing
Design
Layout
Photography
Reproduction

WOrtlhop2reseetattons

Trey*,

Materiels

Resource

gn

Guides

Desi

Writing

!oat
Printing
Royalty Fees
Nailing

Information Searches

Scorch fore development

Scorch form reproduction
Couester Costs

Periodical Duplication Costs

129
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AFTERWORD

by Preston C. Kronkosky



state, or national level, and that information search services

provide educators an important service. The opening remarks were

followed by a series of concurrent sessions over a two-day period

in which staff members of Texas' Project CITE and Oklahoma's Project

SEEK discussed the various aspects of their operations, from acqui-

sitions of materials to computerized information retrieval to

marketing the service. John Peterson, Director of Resource and

Referral Service and Judy Conrad from the ERIC Clearinghouse for

133

AFTERWORD
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In the early part of January 1980, the states served by the SEDL

Regional Exchange (SEDL/RX) requested that a regional workshop be

planned on "Building StateBased Information Resource Centers." Two

of the states, Texas and Oklahoma, had such centers, called search

services, and for were in the process of developing them, either

independent of federal funding or as part of state capacity building

, grants emphasizing dissemination. The workshop gave the SEOL/RX an

opportunity to arrange for Texas and Oklahoma to share their experi-

ences with the other four states. In this way, two of the ROx national

goals were fulfilled: (1) to promote coordination among dissemination

and school improvement programs and (2) to provide information, techni-

cal assistance, and/or training which support dissemination and school

improvement efforts.

"Building State-Based Information Resource Centers" held at SEDL

in Austin, Texas, began with opening remarks by Virginia Cutter,

former Director of Dissemination for the Texas Education Agency and

now a private consultant. Mrs. Cutter, widely respected for her

achievements in the field of dissemination, stressed that making



The enthusiasm and high level of interest on the part of

participants at the workshop, coupled with the request afterward

from Pat Martin, Director of Texas' Project CITE, that the

information be pulled together in a single document, prompted

the SEDL/RX to decide to develop the handbook, DIFORMATION SEARCH

SERVICES FOR EDUCATORS.

Sharon Adams, coordinator for the workshop and a Dissemina-

tion Specialist who has worked closely with Projects SEEK and CITE,

and Martha Hartzog, a Technical Writer with experience in develop-

ing handbooks and in document design, took on the task. It was

the intent of Adams and Hartzog to produce a handbook which would

have the widest possible application. First Hartzog wrote up the

information presented at the conference, dividing it into chapters,

continuing to use specific examples from Projects CITE and SEEK.

Adams reviewed the materials,rewriting them to be more generally

applicable. The first draft was reviewed by Nancy Baker Jones,

Dissemination Specie,ist, and by Projects SEEK and CITE. SEEK and

CITE continued to help throughtout the development process, providing

answers to specific questions, new copies of forms, and so forth.
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Rural Education and Small Schools (ERIC/CRESS) detailed the

services provided by their respective organizations. The

workshop ended with a presentation by James Treece, an attorney

and professor of law at The University of Texas at Austin,

concerning the implications of federal copyright law for search

services, and with closing observations by Virginia Cutter. A

coon of the agenda for the conference. together with a list of
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After the draft was returned by the reviewers, Hartzog

incorporated their suggestions and began designing a format for

the manual which would make it attractive and easy to use. Teri

Aldan; Senior Secretary, labored long and hard to type the

document and create the charts.

Since 1976, the primary concern of SEDL/RX has been to assist

the six SEAs it serves in developing, expanding, and strengthening

state-wide and regional dissemination systems which provide

information about R&D outcomes and other resources. In its will-

ingness to develop this document, which goes beyond the usual

conference mport, the SEDL/RX staff has demonstrated its dedica-

tion to this primary mission.

Preston C. Kronkosky, Director
Division of Field Services and

Dissemination

1:$1)
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APPENDIX A: PROJECT CITE SHELF LIST CATEGORIES



ADU ADULT EDUCATION

The education or ins ruction of adults, curriculum and method.

Includes basic skills, functional literacy, lifelong learning,
continuing education and adult basic education.

ALT ALTEPNATIVE EDUCATION

Includes bath educational alternatives and alternative schools.

BIL BILINGUAL EDUCATION

Besides true bilingual education, materials on Non-English Speaking,
English as a Second Langt'age and Spanish Speaking Children, etc. are
included. See also STUDENTS, SPECIAL POPULATIONS, SOCIAL STUDIES,
MULTICULTURAL.

CAR CAREER EDUCATION

Curriculum and methods in teaching about Jobs and careers. Also
includes some material on guidance and counseling in the areas of

career/occupational opportunities and choice. See also VOCATIONAL
EDUCATION, GUIDANCE AND COUNSELING.

CHD CHILD DEVELOPMENT

Includes the mental, emotional, social and physical growth of
children, See also EARLY CHILDHOOD.

CLM CLASS MANAGEMENT

Management of children and facilities within the classroom. Includes
discipline, behavior modification, time and materials management, etc.

13:e

TEXAS/CITE SHELF LIST CATEGORIES 139

ACC ACCOUNTABILITY

Includes material on the accountability of teachers, administrators,
and pupils. See also NEEDS ASSESSMENT, COMPETENCY BASED EDUCATION,
EVALUATION, TESTING.

ADN ADMINISTRATION

DipeCtion, control, management and organization of all matters/
people pertaining to schools and school systems. Includes materials
on Principals, Superintendents, Business Managers and others in
positions of administration; finance, scheduling, attendance and
other such topics. See also.SUPERVISORS, GUIDANCF AND COUNSELING,.



COP COMPUTERS

All,. aspects of use of computers in education. Includes calculators.
See also ADMINISTRATION EDUCATIONAL APPROACHES, INSTRUCTIONAL

MATERIALS, TEACHING TECHNIQUES.

CRA CREATIVITY

Teaching and/or using creativity in the classroom. See also
GIFTED AND TALENTED.

CRD CRIME AND DRUG EDUCATION

Curriculum and methods for teaching crime and drug education.
Includes drug abuse, alcoholism, juvenile delinquency, etc.

See also SUBJECT AREAS - HEALTH, VIOLENCE/VANDALISM:

CUR CURRICULUM a."

Materials dealing with the planning, development and implementation

of curricula. Doesn't include curriculum guides in the subject
areas. See also EDUCATION GENERAL - CURRICULUM GUIDES (Subject
Categories).

DID DISADVANTAGED

Materials concerning children who are culturally, socially,

economically and academically disadvantaged. See also GUIDANCE AND
COUNSELING, STUDENTS - SPECIAL POPULATION, URBAN EDUCATION.

ECH EARLY CHILDHOOD

Materials dealing with the teaching and learning of children from
birth through grade 3.

EDA EDUCATIONAL APPROACHES

Includes comprehensive philosophies and approaches to education;
includes such things as interdisciplinary education, lab approach,

1111:`
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See also ADMINISTRATION.

,COM COMPETENCY BASED EDUCATION

Includes teaching methods, student competencies, graduation
inaimirdononfc. S.. also ACCOUNTABILITY. TESTS/TESTING,
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INI INDIVIDUALILLU INWKWAIUM

See also LEARNING CENTERS, OBJECTIVES, OPEN EDUCATION.

INN! INNOVATION AND CHANGE

Information on the introduction and implementation of new ideas,
1 methods or devices into the educational process. Materials on

dissemination are included here. See also FUTURES, ADMINISTRATION,
EDUCATIONAL APPROACHES, ALTERNATIVE EDUCATION.

N& INSERVICE EDUCATION

Includes all aspects of staff development and inservice training of
teachers, administrators, counselors and paraprofessionals. For

teacher education see TEACHERS. See also TEACHERS, ADMINISTRATION,
SUPERVISION.

%NT INSTRUCTIONAL MATERIALS

Information regarding the selection and use of materials, media
and devices used for the purpose of instruction. See also GAMES,

COMPUTERS.

LAN LANGUAGE ARTS

Includes materials on all areas of study which teach control and
proficiency in the use of the English language, both oral and
written. Includes English Education. See also READING, BILINGUAL
EDUCATION, ELEMENTARY EDUCATION, SECONDARY EDUCATION, TEACHING
TECHNIQUES, EDUCATIONAL APPROACHES.
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GUC GUIDANCE AND COUNSELING

INFORMATION SEARCH SERVICES

Includes counseling information on dropouts, disadvantaged, other

exceptional children and regular students. Also includes career
counseling.

HUM HUMANISTIC EDUCATION

Includes affective education, values education, moral education, self -
concept and other educational approaches which are oriented toward



LEA LEARNING

Information on how students acquire knowledge, includes theories,
styles, processes, environment, etc. See also SPECIAL EDUCATION,

EDUCATION GENERAL - RESEARCH.

LEC LEARNING CENTERS

Designated areas of classroom or school equipped with programmed or
self-directed instructional materials for independent study. See

LIBRARIES for Learning Resource Centers. See also LIBRARIES,
INDIVIDUALIZED INSTRUCTION.

LIB LIBRARIES

Information concerning public, academic, special and school libraries.

Includes library skills.

MAT MATH

Includes metric education. See also ELEMENTARY EDUCATION, TEACHING
TECHNIQUES, EDUCATIONAL APPROACHES, SPECIAL EDUCATION - TEACHING.

MID MIDDLE SCHOOLS

Grades 66 7, and 8.

MIG MIGRANT EDUCATION

See also DISADVANTAGED.
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0001 - 0499 General
(Grammar, Activities, Methods,
Research, etc.)
1000 - 1999 Oral Communication

See also EARLY CHILDHOOD
2000 = 2999 Composition/Writing
3000 - 3999 Listening

LAW LAWS AND LEGISLATION

.143

4000 - 4999 Spelling
5000 - 5999 Study Skills
See also CONTENT READING

6000 - 6999 Poetry and Plays
7000 - 7999 Miscellaneous
(Mass Cohmurication,.Science
Fiction, Newspapers, etc.)

Information on laws and legislation which affect education, educators,
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MIS MISCELLANEOUS

For items which do' not deal directly with education but are related.

MOI MOTIVATION

Techniques and methods for motivating students.* See also LEARNING,
HUMANISTIC EDUCATION.

MOT MOTOR/SENSORY SKILLS

See also EARLY CHILDHOOD, SPECIAL EDUCATION.

*I NED NEEDS ASSESSMENT

See also EVALUATION, ADMINISTRATION.

OBJ OBJECTIVES

Includes development and use of behavioral, instructional, performance
-and learning objectives. See also COMPETENCY BASED EDUCATION,
INDIVIDUALIZED INSTRUCTION, ACCOUNTABILITY.

OPE OPEN EDUCATION

Informatioh concerning an educational approach which utilizes the
student's ability to choose learning experiences with the
teacher in the role of facilitator and guide. Includes concept of
open plan or open area schools where teaching and learning areas
are structurally open and not separated by walls.

PAP PARAPROFESSIONALS

Information about non-professional instructional staff. Includes

teacher aides. See also VOLUNTEERS, TUTORING, PARENT/COMMUNITY
INVOLVEMENT.

PAR PARENT/COMMUNITY INVOLVEMENT

Includes parents of both regular and exceptional children. See also
VOLUNTEERS, ADMINISTRATION, PUBLIC RELATIONS.

PRO. PROFESSIONAL COLLECTION

Information useful to the Resource Center Staff in planning and
implementing their activities, objectives and goals.
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REA READING

See also INDIVIDUALIZED INSTRUCTION, TEACHING TCCHNIQUES, ELEMENTARY
EDUCATION, SECONDARY EDUCATION.

0001 - 0999 General 2000 - 2999 Reading Difficulties
1000 - 1999 Content Reading 3000 - 3999 Elementary

4000 - 4999 Secondary

RSS RURAL AND SMALL SCHOOLS

See also ADMINISTRATION.

SCB SCHOOL BOARDS

See also ADMINISTRATION, PARENT/CAMUNITY INVOLVEMENT) PUBLIC

RELATIONS.

SCF SCHOOL FACILITIES

Information concerning schools and school districtsi physical
structures and materials. Includes school plant, equipment, etc.
See also ADMINISTRATION, OPEN EDUCATION.

SCI SCIENCE EDUCATION

See also SECONDARY EDUCATION, ELEMENTARY EDUCATION, TEACHING
TECHNIQUES, EDUCATIONAL APPROACHES.

SEC SECONDARY EDUCATION

Materials dealing with general methods and philosophies of
education at the secondary level. Materials about specific
subject areas are found under their shelf category.

SOC SOCIAL STUDIES

See also ELEMENTARY EDUCATION, SECONDARY EDUCATION, TEACHING
TECHNIQUES, EDUCATIONAL APPROACHES.

0001 - 0999 General
1000 - 1999 Elementary
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2000 - 2999 Secondary
3000 - 3999 Multi-Cultural
4000 - 4999 Consumer/Economic



0001 - 0499 Deaf, Blind, Deaf-Blind
0500 - 0999 Learning disabilities
1000 - 1499 Emotional disturbance
1500 - 1999 Mainstreaming

2000 - 2499 Miscellaneous
(Hyperactivity, Functional
language, etc.)

STS STUOENTS - SPECIAL POPULATIONS

See also BILINGUAL EDUCATION, DISADVANTAGED, SOCIAL STUDIES - MULTI-
CULTURAL.

0001 - 1999 Over-Under-Low-Achievers, 2000 - 2999 Minorities
Slow learners

SUB SUBJECT AREAS

2500 - 2999 Mental retardation
3000 - 3999 Teaching
See also TEACHING TECHNIQUES,
EDUCATIONAL APPROACHES

4000 - 4999 Vocational
Education

Instructional materials and techniques on all curriculum areas
except those listed. See also CAREER EDUCATION, CRIME AND DRUG
EDUCATION, LANGUAGE ARTS, MATH, READING, SCIENCE EDUCATION,
SOCIAL STUDIES, VOCATIONAL EDUCATION.

0001 - 0499 Health 1500 - 1999 Fine arts
0500 - 0999 Physical education 2000 - 2499 Foreign language
1000 - 1499 Outdoor education 2500 - 2999 Energy

3000 - 3499 Parenthood Education',

SUP SUPERVISION

Materials on the study of supervision, supervisors and supervisory

methods and techniques. Includes some teacher evaluation,
observation techniques, staff development, etc. See also
ADMINISTRATION, CURRICULUM, ELEMENTARY EDUCATION, EVALUATION,
INSERVICE EDUCATION, SECONDARY EDUCATION, TEACHING TECHNIQUES.

v-TEA TEACHERS

Includes information on the student teacher, the beginning teacher,

salaries of teachers, teacher education, the profession of teaching,
etc. See also EVALUATION (for teacher evaluation).
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TES TESTS AND TESTING

Includes information on measuring and evaluating pupil progress,

how to write classroom tests, information on standardized tests
and specific tests. See also COMPETENCY BASED EDUCATION,
EVALUATION, LANGUAGE ARTS - STUDY SKILLS, GRADING.

TUT TUTORING

Includes information on how to establish a tutorial program and
general information on how to use tutors. See also VOLUNTEERS,
PARENT/COMMUNITY INVOLVEMENT,. PARAPROFESSIONALS.

URB URBAN EDUCATION

Includes information about teaching youth in urban areas and
special needs of urban schools. See also DISADVANTAGED.

VIO VIOLENCE AND VANDALISM

Ihzludes statistical information as well as prevention of violence
and vandalism. See also CRIME AND DRUG EDUCATION, ADMINISTRATION,
DISCIPLINE.

NqC VOCATIONAL EDUCATION

Formal preparation for an occupation below the baccalaureate
degree. Includes CVAE, business education, health occupations
education, technical education, home economics, etc. See also
GUIDANCE AND' COUNSELING, SPECIAL EDUCATION (for vocational

skills).
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TEC TEACHING TECHNIQUES

147

Information on specific ways of presenting instructional material
or conducting instructional activities as well as the teacher's
manner and method of teaching. Other terms included are teaching

methods and instructional methods. See also EDUCATION GENERAL,,
EDUCATIONAL APPROACHES, ELEMENTARY EDUCATION, SECONDARY EDUCATION,
SUPERVISION, Subject categories.

TEL TELEVISION
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C MMUNITY INVOLVEMENT, TUTORS.

WOM WOMEN

148

Includes women's studies, women's roles in education, sex bias,

sex discrimination and studies for and about women. See also

SUBJECT AREAS - PHYSICAL. EDUCATION, VOCATIONAL EDUCATION.

VOL VOLUNTEERS
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