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CHAPTER I
THE PROBLEM AND DEFINITIONS OF TERMS USED

The nationwide increase in school population coupled
with the rapidity of population growth in Dade County cre=
ated severe demands for building and school personnel. Fare
sighted administrators included a library in the plan for
each new school, In the fall of 195l two new junior high
schools opened with capacity enrollments, These schools had
adequate library space with reading, conference, and work
areas, The walls were lined with adjustable shelves, but
they were empty for there were no books, The librarians
were employed for the same school term as the other facule
ty members, and no work had been done before the opening of
school, After the session began, a great deal of time was
necessarily spent by the librariens in book selecting, wise
buying, classifying, cataloging, and processing, When these
libraries were technically organized, routines established,
end student assistants trained, the date was March 1, 1955,
The students and teachers had been deprived of library serve
ice for six months, The principals were exasperated, the
teachers antagonistic, the students impatient, and the
librarians exhausted.

With the passing of the $34,500,000 bond issue in
1955 suthorizing the building of thirtye-six schools, it was



necessary to develop & workable plan to prevent the repe=
tition of the chaos of 1954«55, The step~by=-step analysis
and development of a plan to provide immediate library serve
ice in all new schools in Dade County comprises the main

body of this thesis,

I, THE PROBLEM

Statement of the problem. It was the purpose of this
study to determine what method or organized system of cen-
tralized cataloging and processing could be developed to
satisfy the library needs for new and established schools in
Dade County, Florida,

- The problem was twofold., One purpose was to provide
new schools with completely organized libraries ready for
operation on the initial opening day of the school. The
other purpose was to provide cataloging functions for all
schools, The problem not only involved technical method
end procedure, but also the procurement of administrative
cooperation which involved finance, personnel, housing, and

equipment,

Importance of the study. The significance of the

study was to produce evidence to school administrators and
librarians thet more efficient library service can be ob-

tained by the use of modern business methods at a saving of
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time and money, The study séeks to encourage administrators
to recognize and differentiate between professional library
obligations and technical clerical tasks in the school lie
brary, It also seeks to provide the means for the school
librerian to function as a library teacher, The time and
money saved achieves real significaence when the librarian's
time is allocated to effective service that directly im-

proves the caliber of student learning,
II., DEFINITIONS OF TERMS USED

Centrel cataloging. Central cataloging is the cata-

loging of books or materials by a single unit, office, or
library for the use of a nuvber of libraries, In this study
the term was applied to those services performed by the Cen=-
tral Cataloging Unit for the publiec schocls of Dade County,
Florida,

Technical processing, This term was used to inter-
pret the process of getting a book ready for the shelf, Com=
plete processing includes purchasing, classifying, cataloging,
as well &s all involved clerical and manual tasks required

before the book may circulate .l

1Eve1yn Day Mullen, "Cuidelines for Estsblishing a
Centralized Library Processing Center," Libra Resources
and Technical Services, 2:171-75, Summer, 19§§.



III. LIMITATIONS OF THE STUDY

The study was limited to the method of operation
required to satisfy the mass duplications of the basic lists
to meet the deadlines of openings of new schools, While the
ma jor portion of this study deals with this mass production,
a section is devoted to the development of central catalog-
ing services for all of the 16l schocls in Dade County., Thus
from a system of duplication, a more exact form of central

cataloging is developing.
IV, ORGANIZATION OF THE REMAINDER OF THE THESIS

When the preliminaries for this study begen in 1953,
research 1n professionsl educational and library literature
proved of little value to produce material useful in the
development of central cataloging to meet the peculiar needs
of the Dade County Schools, As time pro;ressed, more and
more periodicals contained informetion on central cataloging
which gave credence to the fact that other systems were
faced with similar problems, Many school systems would or
could not furnish cost or time data, A majority of opera-
tions covered the cataloging of controlled selections, In
Dade County the interest was toward the mass cataloging and
processing of basic collections for new schools and at the

same time developing the service to include the older schools.



In these already established schools, book selection was
based on need and left to the discretion of the school
librarian, The greatest assistance came from the personnel
of the Georgia Stete Catalog Card Service and from the Miami
Public Library, However, research data proved helpful in
obtaining administrative approval for the first year of
operation,

Chapter II deals with the survey of literature on
central cataloging and processing, The history of central
cataloging is described briefly along with current trends,
The Georgia State and the Contra Costa County Library Syse-
tems were reviewed for cost and production material, A
thesis written by C, ¥, Nicholson at the University of Chie
cago gives comparable data on cost of cataloging with or
without Wilson or Library of Congress cards and time require-
ments for specific technicesl routines in processing at the
school 1eve1.2 Columbia University's insurance study was
used to establish replacement value of a catalog card,3

This chepter also contains the advantages of central

2c, P Nicholson, "Propossl for Centralized Process-
ing for School Libraries in the Chicago Area," (unpublished
Master's thesis, The University of Chicago, Chiceago, 1950).

3Charles We Mixer, "Columbia Insures Its Main Card
Catalogs," Library Journal, 82:2304-11, October 1, 1957.
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cataloging as found in 'I‘au,fne::'l*L and in the Summer, 1958, issue

of Library Resources and Technical Services.

Chapter III covers the historical development of cen=-
tral cataloging in Dade County Schools from the recommenda-
tion of the Peabody Survey in 1952 to the establishment of
the Central Cataloging Unit in 1955,

Chapter IV discusses the development of operational
techniques and routines, and the expansion during the school
year 1958«59 from the processing of the basic collections to
the card service for all schools,

Chapter V contains the summary, findings, and evalua-
tions, These are followed by the Bibliography and Appendixes,
The Appendixes contain valuable material for school systems

planning to establish central cataloging and processing,

hMaurice Fo Tauber and Associates, Technical Services
in L%braries e « o (New York: Columbia University Press,

1953), p. 124,




CHAPTER II
REVIEW OF THE LITERATURE

Central cataloging is a true first of the Russian
people, Russia had a project in centralized cataloging some
fifty years before any other country., In 1823 Moscow Unie
versity printed several hundred catalog cards.5 In the
United States the first attempt was made by Charles Jewett
in 1851, He failed in his endeavor to get the Smithsonian
Institute to work with a group of libraries on cooperative
'cataloging.6 It waes not until 1901 that the Library of Con=
gress offered printed cards for sale some seventy-eight
years after the appearance of the printed cards at Moscow
University, However, it is interesting to note that cata=
loging was the chief topic of discussion at the first Amere
ican Library Association meeting in 18767 and still com=
manded attention at the 1958 convention, when L. Quinecy
Mumford announced a grant from the Council on Library Ree

sources, Inc., of 55,000 to test the feasibility of

5G. G. Firsov, "Organizatsionnye Voprosy Tsentrali-
ziovannoi Katalogizatsii,™" SSSR Bibliotekar, March, 1948,
pr. 29-33.

6Tauber, OPe cj.to. Pe 123.

"1b1d., p. 110.



prepublication cataloging.8

Since 1950, the professional library journals con-
tain many articles stressing the need for centralized cata-
loging for school libraries, It has been the accepted
practice for progressive public library systems to operate
a technical processing department to serve the needs of its
branches, The state of Georgias capitalized on this practice,
and in 194);, at the request of the Georgla Library Associ-
ation, centralized cataloging to both publie and school
libraries became a reality.9 The service is limited by the
fact that cards asre available for books purchased through
the state channels only and that there is no processing of
books, However, Georgia is ahead of other states in that
small libreries are indexed and there is a uniformity of
cataloging throughout the state., In a survey by Dorothy
Bendix, it was pointed out that during 195L=55 the Georgia
system sent 181,372 sets of catalog cards to twenty-six
regional library systems, fiftye-nine county libraries, and
599 elementary and high school libraries, This work was
accomplished with a staff of two librarians, one technical

consultant, and six clerical workers at a cost of five cents

8"High118hts of the San Francisco Conference," ALA
Bulletin, 52:603, September, 1958,

9Dorothy Bendix, "Regional Processing for Public
Libraries, A Survey," Library Resources and Technical Serv=-
ices, Summer, 1958, p. 160,




per set of catalog cards.lo This represents a tremendous
savings when compared to individusl librery cstaloging costs
or to the current cost of Wilson cards at ten cents per set.

Another pertinent cost analysis was reported by Bertha
Hellum and Albert J., Biggins on the Contra Costa County Li-
brary System.ll In 1953 five &nd one-half persons were ree-
quired to catalog and process 1,758 books at a salary cost
of $1,37.,00 and a per book unit cost of 75.4¢. In 1957,

. 3/l4 persons cataloged and processed l,678 books at a cost
of $1,642,00 with a unit cost of 35.1¢ per book., This syse
tem is proving that constant re-evaluation of procedures
plus the adoption of new mechanical devices increases pro=-
duction and decreases cost,

The most valuable book to this study was Technical
Services in Libraries by Maurice F, Tauber, Mr, Tauber dis-
cussed the history and development of various types of cata-
loging and explained the weaknesses and strengths of each,
On centrel cataloging, he stated: "A well organized cen=-
tralized plan provides for: (1) a concentration of expen-
sive cataloging tools; (2) a concentration of able cata=
logers; (3) shortened lines of communication, with corres-

ponding efficiency of administrastion; (L) greater use of

044., p. 160,

llgeprtha D, Hellum and Albert J, Biggins, "Cost Save
ings in Book Cataloging," Library Journal, 82:1729-30,
July, 1957.
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stendardized coordinated rules and practices; (5) elimina-
tion of extra revising and editing; and (6) greater ease in
maintaining a sustained policy in classification and deci-
sions on subject headings,"12

Tauber gave detailed information on the technical
operations within a library, such as space and physical re=-
quirements, work organization and routines, time and cost
needs, and personnel, He differentiated between the profese
sional librarian and the clerical worker, The professional
cataloger is responsible for the establishment of the entry,
making the unit card, the classification of the book, and
the assignment of subject headings.13 He stated that a
competent cataloger working under ordinary conditions, using
printed cards when available, can catalog about 3,000 titles
a ;,rear.:“+

Information such a8 this was effective in obtaining
administrative approval for the first year's experimentation,

The thesis written by C. F. Nicholson at the Univer-
sity of Chicago contains time and cost analysis of each

detailed operation in technicel processing at the individual

12Tauber, ODe cito’ Pe 12’.‘..
1pid., p. 286.

h1pia,, p. 288.
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school 1evel.15 The study covered such operations as check=
ing invoices, assigning sub ject headings, making main entry
cards, ete, Nicholson also quoted comparative figures for
cost ecataloging with and without printed cards, When Columbia
University insured its catelog, twenty cents per card was
established as a replacement cost.16 As a result of the ine-
surance study, the Columbia University's main catalog is
insured at $1,500,000 based on the twentyecent per card
value, If the business world recognizes the value to this
extent, the educational world needs to be more alert to the
proper installation of card catalogs,

From the survey of literature, it is an accepted fact
that central cataloging is a step towerd modernizeation of
library systems, From far-away Norway to nearby Ceorgia,
central cataloging is a reality, and progressive school and

library systems are adopting this trend,

150. F, Nicholson, "Proposal for Centralized Processing
for School Libraries in the Chicago Area" (unpublished Msster's
thesis, The University of Chicago, Chicago, 1950), pp. LO=53,

16mixer, op. cit., p. 2306.



CHAPTER III

THE DEVELOPMENTAL PLANS OF CENTRAL CATALOGING
IN DADE COUNTY SCHOOLS

The Peabody Survey stated that school librarians
spend too mach time in technical routines and recommended
the establishment of a system of centralized cataloging.17
Since the field of education is plagued with social lag,
it was not until 1953 thet this idea began to be formu-
lated, The Dade County Board of Public Instruction and the
Miami Public Library agreed to a joint experiment in cen=-
tral cataloging for the Douglas Elementary School, later
named the Dade Demonstration School, The purpose of this
experiment was to make a detailed cost and service study
with respect to future cooperative cataloging plans,

This experiment was considered a success, but the
continuation on the original financial basls was not feasi-
ble, The cost of cataloging had been deducted from the
amount of money allotted for the purchase of the basic col-
lection of library books, This reduced the number of books
for the school from 956 to 750, The original contract ine-

cluded the net purchase vrice of the book with seventy cents

17George Peabody College for Teachers, Dade County
Public Schools, A Survey Report (Nashville: George Peabody
College for Teachers, 1952), p. 215.
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added to this cost for the complete processing and the plase
tic covers, This service charge covered all expenses except
the cost of supervision, The Miami Public Library Staff felt
that & big scale operation of cataloging school library books
could be aecomplished if the Board of Public Instruction paid
the salary of a professional cataloger plus a service charge
of ten cents per book, They indicated that a minimum of
5,000 books would be required to make the project financially
possible, The Coordinator of School Libraries did not want
this cataloging cost deducted from the library book budget,
and the project was dropped because the Board of Public Ine
struction failed to provide sufficient funds,

In the fall of 1954 the Instructional Materials Com=
mittee of the Dade County Public Schools requested a de=-
tailed study with reference to the possibility of develop-
ing a method of central cataloging to purchase and process
the basic book collections in new schools, An inquiry was
sent to forty-two school systems in the United States con-
cerning centralized procedures for cataloging library books,
Replies were received from twenty-eight systems.le

The first question was concerned with centralized
ordering, classifying, cataloging, and processing of library
books, Twenty-five of the twenty-eight systems prepared

1889e Appendix A,
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orders in a central location, eleven of the twenty-eight
classified books centrally, and nine of the twenty-eight did
cataloging and processing. An additional five systems were
either currently studying this same problem or indicated
that they planned to establish central cataloging in the
future, The number of libraries served by central cataloge-
ing ranged from seven to 118 elementary libraries, and from
one to forty-six secondary libraries, Some of the systems
processed only for elementary schools and some processed
only for secondary., The number of books centrally classi=-
fied and cataloged yearly varied from 2,300 to 22,000, Per=-
sonnel employed ranged in number from one clerical worker to
as many as three trained librarians with four clerks in a
large system, Seven systems revealed the use of Wilson
cards, three used Library of Congress cards, and five com=-
piled their own, Cost data were supplied by six systems,
but proved of little value as there was no indication as
to what was included in the cost coverage,

After studying the survey, the Instructional Mate=-
rials Committee met with a staff member from the Miami Pube
lic Library in January, 1955, to analyze cost and equipment
needs, A report from this meeting included recommendations
for space, equipment, and personnel needs as well as esti=-
mated costs for one year of centralized cataloging for the

Dade County Public Schools.
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On February 2, 1955, the committee submitted a report
to the Administrative Staff concerning centralized catalog=-
ing .19

In the meantime new schools which opened in the fall
of 195l were without library service, Librarians were em=
ployed along with other regular faculty members, They were
given no opportunity for advanced library organization in
order to acquire books and to plan for the details of tech=-
nical processing, The result of this lag created ill feel=-
ing among faculties and student bodies,

In view of the possibility of central cataloging for
new schools, book selection committees were organized, The
Coordinator of Work with Children and Young People of the
Miami Public Library served as chairman of the group of
school librarians who chose the list which became the Basic
Collection of Library Books for Elementary Schools of Dade
County, Florida, The twenty-two junior high librarians
selected the books that formed the Basic Collection for
Junior High Schools of the Dade County Schools.

In April, 1955, the Board of Public Instruction
authorized the trial establishment of the Central Cataloge
ing Unit, end it appointed a professional cataloger. This

librarian was sent to Atlanta to visit the central cataloge

lqsae Appendix B,
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ing operation in the state of Georgia, and to Denver, Colo=
rado Public Schools,

On May 1, 1955, central cataloging was in operation

with one full time cataloger and a clericel assistant,




CHAPTER IV
OPERATIONAL TECHNIQUES AND ROUTINES

One of the first steps in organizing the operational
setup of the Central Cataloging Unit was the purchase of
equipment, cataloging tools, supplies, and materials, Since
this project had not been included in the 1954=55 budget,
makeshift arrangements were necessary if the books were to
be ready when the new schools opened., Warehouse space was
secured and furnished with used tables, desks, and chairs,
Equipment was ordered to be billed July 1 when the next year's
budget became effective,

The Elementary Basic Book Collection consisted of
1,000 books, New elementary schools were built for six
hundred students with $3,00 per student allocated from the
capital outlay funds for the purchase of library books, In
instances where portable elementary schools were established
to await the construction of a permanent building, a small
collection of approximately 250 books was purchased, These
books became part of the regular collection when the main
library was completed, Since books for secondary students
are more expensive than those for younger children, $5,00
per student was used for the base figure., Junior high
schools were planned for 1,200 students with $6,000 capital

outlay money for library books, Schools classed as junior-
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senior high schools were to develop from a junior high into
a full senior high school by the process of dropping the
lowest grade and adding the next higher grade for three
progressive steps, Library book allocations were met by the
purchase of the Basic Books for Junior High Schools with an
additional $,,000 allotment to help meet the curricula needs
at the senior high school level,20
A beginning task of the new cataloging unit was the
conversion of the classified basic lists into a buying list
that could be used routinely by the Purchasing Department
for a period of one year, Plans were made to revise these
lists annually, A three=by=-five card was made for every
book on each separate besiec list giving author, title, pub=-
lisher, and list price, During this process the current
prices were checked with Books in Print or the Americen Edu-
cation Directory, The caerds were alphabetized by the author's
last name and separated by vendors to conform with the latest
book order procedure, Since the largest percentage of the
books were procurable from the legal jobber, these cards were
arranged by discount rates in the following categories:
Books with 37% discount
Books with 207 discount
Books with 12%% discount

2oBetty Se Lunnon, "School Library Formulas," Junior
Libraries, L:126-29, October 15, 1957,
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Books at net prices

Books to be prebound
After figures were totaled and discounts taken, the entire
list was retyped, stencils cut, copies run off, and sheets
assembled into a complete buying list for each basic cole
lection, These were filed for use when required for pur-
chasing books for a new school,

The same three-byefive cards were arranged in one
alphabet in the catalog cabinet for use as a master file,
This file was checked against the H, W. Wilson Checklist
for the availability of Wilson catalog cards, If no Wile
son cards were available, elther Library of Congress cards
were ordered or the card was marked "to be cataloged" and
was filed separately.

The cataloging policies were established by & commit-
tee of thirteen school librarians representing the various
types of libraries.21

When the catalog ceards arrived, the matching cards
in the master file were exchanged for the printed author
card, The cataloger adapted this author card to suit the
usage of Dade County Schools, She indicated the call num-
ber, the subject headings, the number of cards required per

set as well as the number of sets, Steneils were cut on the

21839 Appendix C.
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I, B, M, text typewriter and the adapted author card was
used as the model. BEach stencil was proofread and marked
for the number of duplications, The multilith operator ran
off the required number of cards for each stencil, After
the cards dried for twelve hours, they were filed in sets
for future use,

The next step in the organization of routines was the
establishment of a file for each new school, This file was
to contain two copies of the original basic book order, the
purchase order, two copies of each inveocice, receipts, and
forthcoming correspondence, One basic book order and one
set of checked invoices were to accompany the shipment of
the processed books to the school,

A section of the warehouse space was arranged to
process the books, After much experimentation, the flow=
of =work pattern was estaeblished as follows:

I. Receipt of books
A, Unpack
l., Sort cartons into stacks by school areas,

2. Unpack books and remove book jackets, Place
Jeckets in cartons with the school's name on it,

3. Alphabetize books by author on book truck,
Lo Check invoices for books received,

5. Stamp books with code numbers for necessary
identif'ication.

6. Place books on previously lsbeled shelves by
schools in alphabetical order.
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B, Record, check, and file invoice information

C. Technical processing

1.

3

L.

5.

6,

Te

8.
9.

10,
11,

Pull and place the correct number of catalog
cerds in each book, (Number varies from five
to twelve cards per book.)

Place books from shelves on the book truck,
Type subject headings and secondary entries on
catalog cards according to code on the bottom
of each ceard,

Type classification number, author, and title
on the book cards and pockets,

Slip typed catalog cards and book cards loosely
into the back of the book,

Machine paste pockets and date due slips in back
of book,

Stuff catalog cards and book cards in pasted
pocket and check for errors,

Mark books with call number,

Lacquer books and allow to dry. (Area climatic
conditions make shellac usage impractical,)

Repack books and label carton for school,
Fill out receipt form with number of boxes to

be shipped to school., Store until delivery date
for opening of the new school,

It was necessary to assign six summer school librare

ians for four hours per day to work in Central Cataloging.

These librarians worked for six weeks to assist the inade=

quate staff in meeting the new library book demands before

the opening of the fall term, On August 31, 1954, 12,000

books were ready for delivery to eight portable schools and

three junior high schools,
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As Dade County grew in population, the need for new
gchools inereassed and with it the demand for central catalog-
ing, It was necessary to add a full time multilith operator
to the original staff and temporary help during the summer
rush periods, From May 1, 1955, through June 30, 1958,
eighty=four school units received 83,608 completely pro-
cessed books,

In the fall of 1958 plans were made for the Central
Cataloging Unit to develop into service for all 16l schools,
The first step was the request privilege granted to schools
for catalog cards of titles with no available Wilson cards,
By December 5, 1958, deliveries were made to seventy-nine
schools for 5,968 sets of the 412 titles, The second step
was taken in February, 1959, when the entire list of new
books from Bocks for Boys and Girls, A Selected Check List

of Recent Material by a Joint Book Selection Committee of

the Miami Public Library and the Dade County School Libraries
was cataloged, This list is a semi-annual annotated bibli-
ography of current books for children and young people, which
is distributed at the regular Fall and Spring Book Review
meetings, School and public librarians attend the reviews
and examine the new books, A pad of request slips was given

to each school,?? If a school ordered any of the 262 books

22566 Appendix C.
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from the current 1list, sets of catalog cards were avallable
upon request, One hundred and fifty schools requested
10,483 sets of cards, and these cards were delivered to the
schools before the books were received from the jobber,

When the necessity for building new schools decreases,
the opportunity to expand into full centralized cataloging
for all schools will increase. As the 1958-59 school year
ends, the Central Cataloging Unit completely processes the
basic collections for all new schools, furnishes cards to
established schools from the basic lists, and catalogs all

new bocks on the semi-annual book review list for all schools.



CHAPTER V
SUMMARY AND EVALUATION

The development of an organized method to have all
libreries in new schools in Dade County completely ready for
student and teacher usage upon the initial opening of the
school has been accomplished, The provision of cataloging
functions for all schools has begun and will develop as the
need for new schools decreases and as administrative under-
standing increases to provide the necessary finances, Costs
have been cut by virtue of duplication in materials and
labor, by the adoption of mechanical devices, and by the
wiser use of personnel, The Central Cataloging Unit has
produced uniformity of cataloging, high quality of workman-
ship, and made books promptly available for use, all with an
economy of operation,

The December, 1955, study showed that seventy-five
days are required for one person to organize a library col-
lection of one thousand books, Dade County's average salary
for a school librarian during 195455 was &Lli1 monthly.23
The cost of the labor alone for 3 3/l months equaled $1,653.
The Central Cataloging Unit efficiently processed one thou=

sand books at a total cost for labor, supplies, and equipment

23See Appendix D,
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for the sum of $690, This proved a saving of $963, not in-
cluding the supply end equipment cost at the school level,
Administrators argue thet this represents no cash saving
as the school librariant's salary must still be paid., Are
seventy-five days spent with children and teachers in real
library service worth $690? Alert administrators realize
that there is no economy in the waste of man power.

In October, 1958, a timee-and-cost study was made.
The cost of lebor, supplies, and equipment for one thousand
books was #555 with a time cost of 25,8 days., The per book
cost was 553 cents and the time cost 12, minutes, This
report established the cost in time and money for the come
plete processing of the three sets of basic collections as
follows:

938 Elementary Basic Books require 24,2 days at a
cost of $‘515. 90.

212 Junior High Basic Books require 63+ days at a
cost of $1343.10,

363l Senior High Basic Books require 9l days at a
cost of $1998,70.

Dade County has found that central cataloging is worth
what it costs and plans to continue experimentation to ine-
crease efficiency and expand service,

An evaluation sheet was sent to all 16l schools for a
critical analysis of the card service and to all schools that

received the processed basic book collections, Of the 111
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replies received, 108 stated that the service should continue
while the other three felt incapeble of judging as they had
not requested the service., In the comparison of the Central
Cataloging cards with the H, W, Wilson cards, fifteen rated
Central Cataloging cerds as better than Wilson cards, seventy-
nine gave them an equal status, and only nine rated the serve
ice as fair, While an overwhelming majority had no criticism
to make, fifteen librarians felt that the cards could be
improved with annotations, An interesting factor in this is
that eight of these were elementary schools where emphasis
has been placed on teaching library skills side by side with
the basic study skills, Other pertinent comments contained
the wish to have the call number and subject headings pleaced
at the bottom of the card, The standard plea was for the
cataloging of more titles with the emphasis upon those that
have no Wilson cards, such as supplementary readers,

The basic book collection evaluations were even more
positive in praise, Of the forty-three schools replying,
all forty-three indicated that the central cataloging of the
basic book collection was worth the initial cost. Forty-two
librerians expressed the belief that Central Cataloging
should retain its status guo. Only one librarian preferred
to catalog and process her own books. In rating the useful=-
ness of the service, thirty-five gave it excellent, with

eight marking good, No one marked fair or poor, The
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prevalent comment expressed was the desire for the extension
of processing to include all books purchased for every school,
One librarian went so far as to suggest the re-allocation of
budget supply money to channel a portion of each school's bud-
get to pay for increased staff at Central Cateloging, Another
librarian offered her services free on Saturdays to help pro=-
vide the needed labor,

After four years of experimentation with Central Cata-
loging in the Dade County Schools, this service has set the
pattern for good cataloging, been responsible for well se-
lected and uniformly organized book collections, and made it
possible for school librarians to devote more time to serve
ice, The significance has been greater in some schools than
in others because of the factor of individual differences
among librarians, Central Cataloging has provided the basic
collection for new schools and achieved success in the pro-
vision of limited card service for all schools, With cone-
tinued administrative backing, new methods will be found to
provide cataloging and processing for all of Dade County's
school library books,
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APPENDIX B

REPORT OF CENTRAL CATALOGING STUDY
DADE COUNTY SCHOOLS

January 6, 1955

Memorandum
To: Instructional Materials Department
From: Eva D, Fisher and Betty S. Lunnon

Subject: Report of Central Cataloging Study

In view of the fact that two surveys have recommended
the establishment of central cataloging, the Instructional
Materials Department appointed a committee to investigate

this possibility., The committee report follows:

I. Mr, Frank Eden of the Miami Public Librery served as
consultant.,
Mr, Eden reported:
A, Cataloging as it is done in our schools takes 25% of
the librarian's time,

Cost = $1.,38 per book
+20 per book for supplies

$1.58 total cataloging cost
This amounts to $115,000 annual outlay for cataloging.
B, Cataloging can be doﬁe centrally for sixty cents per
book or $35,000 including installation, This is a
saving of $80,000 a year with a possibility of cost

reduction after the first year of operation.
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APPENDIX B (continued)

C. Personnel requirements: not more than twelve

Two professionals

Eight clerks

D. Equipment needed:

1.
2,
3.
L.
5.
6.

Two multilith machines for duplicating cards
One stamping machine for accessioning

Two typewriters

Shélves

Work tebles

Three or four book trucks

Mr, Eden stated that Library of Congress or Wil=

son cards would be used, and that ordering would be

included in this plan,

II. The committee believed that space at the Tycoon Tackle

Warehouse of 60 X 18 is a possibility., This location

would require cleaning, repairs, a partition, and ine

clusion of shelving.

III. Central Cataloging would not be worthwhile on a small

scele,

The committee would like to explain that by Centreal

Cataloging is meant the ordering, classifying, cataloging,

and processing of all library books in one central location

before the distribution of the books to the individual

schools,
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APPENDIX C
CENTRAL CATALOGING POLICIES

DADE COUNTY SCHOOLS

June 10, 1955

Memorandum
To: Mrs, Betty S, Lunnon, Coordinator of
Libraries
From: Central Cataloging Policy Committee

mended

I.

II.

II1I.

Iv.

Subject: Meeting = Thursdsy, May 26, 1955 = Report

At the foregoing subject meeting the committee recom=
the adoption of the following policies:

Only books will be processed through Central Catalog-

ing Service.

Classification

A, Authorities: Childrent's Catalog, Standard Catalog,
Seventh Dewey Abridged.

B, Author: First letter only of Author's last name,
(Individual school libraries mey add if they de=-
sire to use two or three-letter designations,)

Accession Records: To be maintained in individual

school libraries,

Shelf Lists:

A, Central Cataloging Service will furnish cards for
shelf 1list at individual school,

Be No shelf lists will be kept in Central Cataloging.
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VI.

VII.
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APPENDIX C (continued)

Catalog cards:

A,

E.

Fe

G

No author's birth dates will be shown on cards,
No place of publication will be shown « publisher
and copyright date only.

No paging will be indicated,

Author entry to be pseudonym if this is used on
title page. Cross reference will be made to
author's correct name,

"A", "An", and "The" at the beginning of title
will be omitted,

No illustrator or joint authorcards will be made,

Notes will be brief and kept at a minimum,

Sub jeet headings:

A, Subject authority file will be compiled gradually.
B, Criteria for subject headings will be accepted
authorities,
l. Standard Catalog series
2. Rue
3. Sears
Ce Tracings for subject headings will be on front
of catalog card,
Reesders
A, Classsificetion number and subject headings for

books like AMERICAN ADVENTURE series, etc.
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APPENDIX C (continued)

B. When there is more than one author, the first
author only will be shown,

VIII. Cross Reference Cards (Subject), "See"™ and "See Also"
cards will not be prepared by Central Cataloging.
Individual schools may do whatever they wish in re=-
gard to this matter.

IX. Analytical entries-- A minimum will be prepared;
Schools may add what they feel they need.
X. Processing
A, Pockets will be pasted on last sheet in book
so that they will not interfere with book covers,
Be Classification will be placed on spine of book,
C. Book ceard will contain usual information in cuse-

tomary order,
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APPENDIX D
TIME AND COST STUDY, 1955
DADE COUNTY SCHOOLS
CENTRAL CATALOGING TIME AND COST STUDY - 1955

1,000 books,,..0ne person (Based on actual time required by
skilled workers when work was
organized on efficiency basis,
More time would be required by
the individusl librarian.

Note: 1 day = Eight hours uninter-

rupted)
Duties Time Required
I. Book selection and compilation of
orders 15 days
II. Unpack books, remove jackets, alpha-
betize on shelves, and check invoices 8 days
I1I. Classify and catalog 30 days

IV, Process: accession; type book pockets,
book cards; paste pockets and due

slips; letter, lacquer, and shelve 20 days
V. File shelf list and catalog cards 2 days
75 days

Seventy-five days are required of one person to get a
librery collection of 1,000 books ready for use, when
an entire eight~hour dey is devoted entirely to this
task,

The following account shows breakdown of expenses and cost
per bock on a basis of 12,000 books processed at Central
Cataloging Unit, Miami, in 1955.

Expenses: Long term equipment $2,521.43
Operating supplies 1,399.04L
Salaries l,343.65

Total $8,26L.12
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APPENDIX D (continued)

In addition to the regular staff, librarians on sume
mer school schedule were assigned to Central Catalog-
ing and worked four hours daily, or twenty hours a
week for a S5-day week; six weeks minus li hours

(July L) OR a total of 116 hours each, This cost was
included in the total salary cost,

Six librarians X 116 hours = 696 hours of labor.,)

Dividing 12,000 (no. of books processed) into $8,26L4.12 =
$.68867 OR $,69 per book.

Inventory of Equipment and Supplies on hand

December, 1955

Catalog coupons (Wilson) $ 300,00
Systemat stencils 45.00
Long term equipment 2,521.43

Total $ 2,866.43
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II.

APPENDIX E

TIME SAVERS AND SHORT CUTS

Mechanical Time Savers

A, Multilith Model 81

B, International Business Machine Electric Typewriter--
Text type

C. Bates Numbering Machine

D, Potdevin Label Pasting Machine

FE. Electric Erasers (Barber-Colman Company)

¥, Book trucks with ball bearing swivel casters

Short cuts

A, Use the long book pocket with the card inserted, The

B.

C.

card and the pocket can be typed in one operation
rather than two,

When pasting book pocket by hand, place hand inside
the pocket and brush the paste on opposite side of
the pocket.

Use fast drying black brushing lacquer to paintbands
across light colored books before marking the classie
fication number, Let dry.

Line up an entire shelf of books and use the yard
stick to pencil the correct marking distance for

classification numbers,
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APPENDIX F
EQUIPMENT
EQUIPMENT USED AT THE CENTRAL CATALOGING UNIT

Quentity Iype of Eguipment

1
1
2

W

N MDD W NN RN

Multilith Machine Model 81

I, B Ms Electric Text Type Typewriter

Standard Royal Typewriters, elite type with
special platens

Fifteen-Drawer Card Catalog Cabinets

Eleven-Drawer Aristocrat Cabinets for Card
Storage (double drawers)

Typing Desks

Secretary's Desk

Typing Table

Legal Size Files

Large Book Trucks

Small Book Trucks

Bates Numbering Machine

American Numbering Machine

Potdeven Label Pasting Machine

Electric Erasers



APPENDIX G=--SAMPLES

STENCILS

140. 53
S Savage, Katharine
The story of the Second World War. Walck 1958
271p illus
{
1 World War, 1930-1945 I Title
CATALOG CARDS
940.53

Savage, Katharine
The story of the Second World War, Walck 1958
271p illus

World War, 1939-1945 Title
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BOOK CARD AND POCKET

HiNV

1
;BM.U

PTIOM DUODSG OY3 JO L3098 oug,
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IMOo 08

IAVYN S

HIBWNNN
W

JeM pTaom puodeg eyy jo £101s eyg

REQUEST BLANK

T R~ < s g ) TIPSR R D
Author” s full name (sfuname first) E
A
i 5 mE afi e il BT 06 G SR Ea e D
Title L
I
o =% % B pwaer el el e e n e e e N
Name of school library - Code No. B e LE
Feb. 18th.

Librarian's name R
CENTRAL CATALOGING

BOOKS FOR BOYS AND GIRLS- A selected checklist

of recent material - Februmary 1959

o3eaeg

£5°016

L5
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APPENDIX H
SAMPLE PAGE OF CHECK LIST OF ."CATALOG CARDS
AVAILABLE FOR DISTRIBUTION"

Name of school

requesting
Dade County Schools
Central Cataloging Unit Mail code number
320 S, W, 22nd Avenue
August, 1958 Librarian's name

CATALOG CARDS AVAILABLE FOR DISTRIBUTION
Publisher, Edi- Check

Author Title tion, Date, etc, Here

Alcott, L, M, Little men World (Rainbow
Classics)

Alcott, L, M, Little women o

Aldrich, B, Florida sea shells Houghton 1936

Amer,Lib.Assoc,.Sub ject index to A, L. A, 1940
children's plays
Anderson, A,M, Alex Majors Wheeler 1953
" Friday, the Arapaho
Indian o 1951
g Fur trappers of the
old West " 1946
" Pilot Jack Knight . 1950
. Squanto and the
Pilgrinms " 1946
. Wild Bill Hickok " 19h7 :
Anderson, S, Surprise fun Beckley=Cardy
1946

Wiggin &
Smith, ed. Arabian nights Seribner 1947




APPENDIX I
TIME AND COST STUDY, 1957-58
DADE COUNTY SCHOOLS

CENTRAL CATALOC ING
TIME AND COST STUDY

1957-58

TYPES OF SCHOOLS RECEIVING NUMBER OF NUMBER OF

BASIC BOCK COLLECTION SCHOOLS BOOES
Portable Elementary 5 1,262
Permanent Elementary 18 16,538
Junior High Schools L 9,528
Junior-Senior High Schools L 12,324
Totals 31 39,652
Salary cost for 8,222 hours $19,630,66
Depreciation on long renge equipment 530,00
Expenditures--supplies, repairs, etc, 1,854,511
Total cost $22,015.17
Per book cost for cataloging and processing 55%¢
Time reguirement per book 12.) minutes

One person 25,8 days to process 1,000 books
at a cost of $555,00



@ *3Tun AIBaqIl MeU B Y3TM SIUTPITnq PLO oIem sSTOOYyds oyj Jo eeayr (£)
*gaeol ojeasdes OM] UT pPejunod
eaeMm sTooyos swos ‘LieATTep pue 3utdng jooq Jo eanjsu eyl Lg (2)
*3uUnNo9 300q 30U Jnq JUNOD TOOYOs JO UOT3soTTdnp v Jusew YOTUM
‘souo Lasjuowele jJuouswIad 03UT Medd ae3sT sTooyds oTqezgod oyl (T)
i suosBed 90Jdyj3 J0J polaed swes eyj J0J Lquno) epe( url JTIng sSTOOYOS
Jo Jequnu Y3 YJTM MOoUO 30U TITM oJoy PeqsT STOOYOs JO Joqunu 8y
809°€Q 8 896°ST 9 go6‘oc TT 9gtfeh e eMs*h gt STE304
259°6¢ 1€ freefet 1 ges‘e M BES‘9T 9T 292°T S 8S=LS6T
geg“ge 49 9of‘z T flet’s € €06°6T €2 SEE'T 0§ LS-9%61
QIT*ST 12 ge2‘t T €919 h  shlfs g 256°T g 99-5S6T
g cag~ioTwn UBEH 4PTWRe  LARVKeMSTY  STORAOL

gS=SS6T “ONINOTVILVD TVHINID A4
AIOTANAS STOOHOS MAN 40 IMOJFH SSIHO0Ud
8G-GS6T *IHOJTY SSTYHOU
£ XTANAIIV




APPENDIX K EVALUATION STUDY FORMS
DiLDE CCUNTY FUBLIC SCHOOLS ug
LIBRARY SERVICES
320 S. W, 22nd Avenue
Miami, Florida

April 27, 1959

To: Librarians
From: Betty S. Lunnon, Supervisor, Library Services
Subject: Evaluation of Central Cataloging
Activation Date: DMay 1, 1959 to Library Services, 320 S. W, 22nd

fvenve, Miami, Fla., Att: Mrs, Betty S. Lunnon.

We need to look critically at some of our services in order that we may improve.,
Will you please take 10 minutes to frankly express your opinions and return im-
mediately. No signatures are required. Thank youl

- - - -

B TYPE OF SCHOOL - ELEMENTARY Year built
- JUNIOR Year built
JUNICR . SENICR Year built

A, Basic Collection:

A Aem o AA




APPENDIX K (continued) %

DADE CCUNTY FUBLIC SCHEOOLS
I IBRARY SERVICE
320 S, W, 22nd kvenue
Miami, Florida

April 27, 1959

To: Librarians
From: Betty S. Lunnon, Supervisor, Library Services
Subjoct: Evaluation of Central Cataloging - (Catalog Card Service)

Activation Date: lMay 1, 1959 to Library Services, 320 S, W, 22nd
Avenue, lMiemi, Fla, Att: DUNrs. Betty S._Lunnon.

We need to look critically at some of our services in order that we may improve.
Will you please take 10 minutes to Irankly express your opinions and return im-
mediately. No signatures are required. Thank youl

TYPE OF SCHOOL: (Check one)  ELEMENTARY éPortable)
Permanent
JUNIOR
JUNIOR SENICR
SENIOR
I. Were cards requested? Yes . No "

A, If Ng was checked, please explain briefly the reason:

B, If Yes was checked, answer the following:

1. How did Central Catalozing cards compare with Wilson Cards?

Better . EBgual Status » Fair ¢
2. Should this service continue? Yes . No s

C. What improvements can you suggest? Deletions or additions?




