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Welcome to the Library
Library Staff:
Mrs. Wiessner, Teacher Librarian; Mrs. Williams, Library Technician; Mrs. Palaikis, Textbook Clerk; all of whom are here to help you in any way they can.

Library Information:

The library is usually open from 7:15 a.m. – 3:45 p.m. Monday and Tuesday and every other Wednesday. It is open from 7:45-3:15 every other Wednesday, Thursday and Friday. It is closed occasionally for meetings and testing. Minimum days the library is open 7:45 a.m. to 12:00 p.m.

**To check out a book from the library or the textbook center students must have their current school ID card.

**Textbooks and class novels are checked out and returned at the Textbook Center.

Students may check out up to three books at a time and all materials are checked out for three weeks. Books can be renewed if brought back before or on their due date.  Reference materials may be checked out overnight only. Magazines may not be checked out, they are for use in the library only.

An extended user fee of .15 cents per day is assessed to any book that is held past the due date.  If a student loses a book, then the student will be billed for that book.  .  

The library has a photocopier for student use.  Copies are .15 cents each.  Change for $1 and $5 dollar bills can be made at the copier. 

The computers in the library are available to students before school, brunch, lunch, and open period and after school.  Students are not allowed to play games of any kind on these computers; they are for schoolwork and research only. Printing from computers is .10 cents for each page no matter what is being printed. There is no color printer in the library for student use.

Copies of student textbooks are available for use in the library and at the public library.

The library staff can assist students when logging into a computer.  

Now you are ready to begin Library Study Guide Level I.  This guide is to be completed by students before moving on 
to Library Study Guide Level II. Every question must be answered for it to be graded.   Failure to comply will result in a 0 (zero) for this assignment.  Your English teacher will be informed of your grade when you have completed the library guide.  Good luck and remember that the library staff is here to help you.

Section 1: Map Questions
Referring to the map on the back of the front cover, answer the following questions on the Scantron sheet provided.  Fill in the appropriate location using the letters on the map.
      1.  Where will you find the graphic novels in the library? (1 pt.)

      2.  Where are the textbooks that students may use while studying in the library? (1 pt.)
      3.  Where do you check in/out library materials? (1 pt.)

4. Where would you find the magazines? (1 pt.)
5. Where would you find the printer for the student computers in the library? (1 pt.)
6. Where would you find the Short Story Collection? (1 pt.)
7. Where would you find the photocopier? (1 pt.)
8. Where is the Textbook Clerk/Center? (1 pt.)
Section 2:  General Library Questions
Refer back to page three of the Study Guide for help in answering these questions.
9-11.  The library has three staff members.  Match each person with the correct job title. (1 pt. each)

 9.   Mrs. Palaikis

A. Teacher Librarian

10.  Mrs. Wiessner

B.  Library Technician


11.  Mrs. Williams

C.  Textbook Technician
12.  What do you need in order to check out library materials? (1 pt.)

A.  Driver’s license

            B.  A copy of your schedule


C.  Current Valencia ID card

D.  Nothing

13.  How much is the library extended use fee per day? (1 pt.)


A.  10 cents

B.  25 cents

C.  15 cents

D.  50 cents
14.  What is the charge per page for printing from the student computers? (1 pt.)


A.  10 cents

B.  25 cents

C.  15 cents 

D.  50 cents
15.  What is the charge for a photocopy? (1 pt.)


A.  10 cents

B.  25 cents

C.  15 cents

D.  50 cents
16.  Initially, how long may library materials be checked out? (1 pt.)


A.  1 week

B.  2 weeks

C.  3 weeks

D.  4 weeks
17.  How many books total may a student have checked out at one time? (1 pt.)


A.  2 books

B.  3 books

C.  4 books

D.  5 books
18.  Can materials be renewed? (1 pt.)


A. Yes

B.  No
19.  Can magazines be checked out? (1 pt.)

A.  Yes
B.  No

20.  From the list below write the letter(s) of the appropriate behaviors in the library. (1 pt.)

A.  Studying, Homework, Playing games (including electronic), Reading

B.  Studying, Homework, Reading, Using a phone (texting or otherwise)


C.  Studying, Homework, Reading, Eating or drinking


D.  Studying, Homework, Reading, Research

21.  From the list below write the letter(s) of the inappropriate behaviors in the library. (1 pt.)

A.  Eating/drinking, loud conversations, and doing homework.

B.  Eating/drinking, studying, doing homework

C.  Eating/drinking, whispering and playing games

D.  Eating/drinking, loud conversations, playing games.
Section 3:  How to find a book in the Library

Understanding Call Numbers

Have you ever wondered how library books are assigned their places on the shelves?  Did you know that the call number – the numbers and letters placed on the spine of the book – is a code that provides valuable information about the book?  This section provides an introduction to understanding and using call numbers.

What are call numbers for?

Each book in the library has a call number.  A call number is like an address:  it tells us where the book

is located in the library.  The call number system was devised by Melvil Dewey and is referred to as the Dewey Decimal System of Classification.

Melville Dewey: a brief biography

American librarian Melvil Dewey, born Melville Louise Kossuth Dewey, in Adams Center, New York on Dec. 10, 1851, died Dec. 26, 1931, is best known as the inventor of what came to be called the Dewey Decimal System of Classification, which is used in most local and school libraries, to catalog books.  Devised in 1876 as a system for small libraries, it has the advantage of a limited number of general categories and short call numbers.  The system is based on ten classes of subjects (000-999), which are then further subdivided.  Dewey also promoted the use of the metric system, helped found the American Library Association in 1876 and edited Library Journal(1876-81) and Library Notes (1886-1898).  When Dewey created Columbia University’s School of Library Economy in 1887, he began the field of library science in the United States.

Dewey Decimal Classification

The Dewey Decimal System groups materials into ten(10) basic categories used for the nonfiction ( factual material) in the general and reference sections of the library.  This makes it easier to find items on the shelves. 
	000 Generalities
	400 Language
	800 Literature

	100 Philosophy and Psychology
	500 Natural Science and Mathematics
	900 Geography and History

	200 Religion
	600 Technology (Applied Sciences)
	920 Collective Biography

	300 Social Science
	700 Arts and Recreation
	921 Individual Biography


22.  Who invented the Dewey Decimal System? (1 pt.)


A.  George Dewey in 1884

B.  John Dewey in 1893


C.  Melvil Dewey in 1876

D.  Thomas Edmund Dewey in 1902

23.  How many main categories does the Dewey Decimal System have? (1 pt.)


A. 8


B.  10



C. 12


D.  15

24.  What are the two subjects located in the Dewey Decimal category of 900? (1 pt.)


A.  Geography and History

B.  Art and Recreation


C.  Philosophy and Psychology
D.  Natural Science and Mathematics

Call Number examples: 
Non-fiction call numbers


520 SPA 

The Universe and how to see it by Giles Sparrow


520.92 SOB

Galileo’s Daughter by Dava Sobel
Biography call numbers
A biography is a written history of someone else’s life.

The call number for Collective Biographies is: 920 and the first three letters of the  
author’s last name.

The call number for Individual Biographies is: 921 and the first three letters of the last name of the individual the book is about.

            920 ANT

America’s Most Influential First Ladies by Carl Sferrazza Anthony
921 ADA

Abigail Adams by Janet Whitney
Fiction call numbers


FIC HOP

Crank by Ellen Hopkins
Reference Section:

Reference books are usually comprised of a few volumes and contain





useful facts and information.


REF 616 HUM
Human Diseases and Conditions

REF 808.88 BAR
Bartlett’s Familiar Quotations
Short Story Collection


SC CAR

Love, Football, and Other Contact Sports by Alden R. Carter
Graphic Novels


GRA  KIS

Naruto Vol. 1 by Masashi Kishimoto

Picture Books

PIC MEY  

Patrol by Walter Dean Myers
25.  Go to the Non-Fiction section of the library.  Look at the books with the call number 323.1.  Which title below will  be found in this section? (1 pt.)


A.  Fall of the New Class

B.  The Civil Rights Movement

C.  Women’s Rights


D.  Human Rights
26.  Go to the Reference Section of the library.  Which set of encyclopedias is not an encyclopedia set 
        with four (4) or more volumes? (1 pt.)


A.  Novels for Students     REF 809.3 NOV

B.  Terrorism    REF 303.6 OUT

C.  American Decades Primary Sources    REF 973.91 AME

D.  Encyclopedia of World Biography      REF 920.003 ENC
27. Go to the World Book Encyclopedia 2010 edition, REF 031 WOR and answer the next two questions:

       In which volume will you find information about the Elizabethan Age? (1 pt.)

A. 8


B. 2                      C.  6

D.  17

28.  On what page  in the World Book Encyclopedia 2010 edition would you find information about 
        Elizabeth I? (1 pt.)


A. 239


B.  238                  C.  241

D.  237

Remember, there are two types of Biography books – collective and individual.  Answer the following questions. Look back at the Call Number Examples on page 5 of this guide.
29.  Which type of biography is in the 920s? (1 pt.)


A. individual 

B.  collective

30.  Which type of biography is in the 921s? (1 pt.)


A. individual 

B.  collective

31.  Go to the collective biography section, 920. Which book below is the first book in the collective biography   

        section? (1 pt.)


A.  America’s Most Influential First Ladies

B.  Women Who Led Nations

C.  These Wonderful People

D.  Genetics: Unlocking the Secrets of Life
32.  Go to the biography section of the library, 921. Which book below  has the call number 921 PRE. (1 pt.)

A.  Within Reach

B.  Elvis and Me


C.  All Shook Up    
     
D.  The Measure of a Man

Fiction books are shelved by the call number FIC (for fiction) and the first three letters of the author’s last name; FIC ROW for a book by J.K. Rowling (Harry Potter Series).  The books are shelved in alphabetical order by the author’s last name.
33.  Go to the Fiction section and find FIC KIN.  Which book below is by Stephen King? (1 pt.)


A.  The Poisonwood Bible

B.  A Thousand Tomorrows


C.  The Beekeeper’s Apprentice
D.  The Eyes of the Dragon
34.  Go to the Short Story Collection (SC) and look for books by Edgar Allen Poe.  Which book below 

       is written by Edgar Allen Poe? (1 pt.)


A.  The Tell Tale Heart and Other Stories

B.  What They Found

C.  Nine Stories



            D.  Skeleton Crew
35. Go to the Graphic Novel section. Locate the book with the call number GRA SAT.  Which book below has    

      that call number?  (1 pt.)


A.  The Invention of Hugo Cabret

B.  Persepolis

C.  Moby Dick



            D.  The Picture of Dorian Gray
Section 4: Using the Library Catalog (Computer Program)
The Library Catalog is a computer searchable list of all the books and materials in the library.  When conducting a search, it is important to CLICK on the appropriate icon after typing in a search term in the FIND box.

DO NOT PRESS ENTER as you will not get the correct search results for your search.  The Library Catalog is currently only accessible from the school campus.

[image: image1.emf]On the Library Web Page CLICK on Library Catalog.  You will then see the catalog screen with a FIND box.  This is the main screen you will work from to answer the following questions. After each question, return to this screen by clicking on Library Search in the left column or by clicking on the breadcrumb, a direct link that takes you back to the previous page.  
Students can search our library collection by keyword (the computer searches for a specific word you want to look up), title of a book, author of a book, subject or book series.             
Use the library catalog, on all computers in the library, to answer the following questions:
36.  Enter the title Twisted in the FIND box. CLICK on the Title icon.  Who is the author of the book?  (1 pt.)

A.  Duncan, Lois

B.  Anderson, Laurie Halse


C.  Roberts, Willo Davis
D.  Shadrake, Susanna

37.  Enter the name of the author Myers, Walter Dean (remember, the catalog requires the last name first)
       in the FIND  box.  CLICK on the Author icon. How many titles does the catalog indicate we have by the      

       author, Walter Dean Myers?  (1 pt.)


A.  25


B.  52              C.  32
               D.  30
38.  Enter the topic homeless person in the FIND box.  CLICK on the Subject icon.  How many titles are   

       listed for this subject? (1 pt.)


A.  35


B.  46                        C.  19


D.  15

39.  Enter the topic steroids in the FIND box.  CLICK on the Keyword icon.  What is the title of the 
       fourth (4th) entry? (1 pt.)


A.  Steroids

  B.  Steroids Drug Dangers

C.  Steroids Muscle In
  D.  Anabolic Steroids in Sports and Exercise

40.  Enter the term opposing viewpoints in the FIND box.  CLICK on the Series icon.  (1 pt.)
       How many titles in this series does the library have? (1 pt.)


A. 182


B.  25                 C.  97
     D.  197

41.  Enter the term holidays in the FIND box.  CLICK on the Subject icon. What is the title of a book found 

        in the reference section of the library on this subject?  The Call Number will start with REF. (1 pt.)


A.  National Celebrations

            B.  Festivals and Holidays

C.  The Folklore of World Holidays

D.  Ancient and annual customs
The Library Catalog contains citations for all the books in the collection. Citations of books and other materials are used when compiling a Works Cited  page, formally called a biography, for a research paper.  
 42. Using the Library Catalog, which is the correct citation for the book entitled Encyclopedia of       
        World Biography Vol. 5? (1 pt.)
        Enter the title of the book in the FIND box.  CLICK on the Title icon.  Find the title of the book in 
        the list of results.  CLICK on “Add to this list” in the title box on the right side of the screen.

        CLICK on “in this list.”  SCROLL down to the bottom of the page and CLICK on GO next to  
        Citations list.  Note:  Citation formatting needs to be reviewed for errors.
        The correct MLA citation for Encyclopedia of World Biography vol 5 is? (1 pt.)

A.  Byers, Paula K., and Suzanne M. Bourgoin. Encyclopedia of world biography. 
                         Detroit, Schiele-Stuart: Gale, 1998. Print.


B.  Byers, Paula K., and Bourgoin, Suzanne M., Encyclopedia of world biography. 

                         Schiele-Stuart. Detroit: Gale, 1998. Print.


C.  Byers, Paula K., and Suzanne M. Bourgoin.  Encyclopedia of world biography. 

                         Detroit: Gale, 1998. Print.


D.  None of the above.
Section 5: MLA Citation

Most research papers in high school require a Works Cited page.  This is a list of materials (sources) used in your paper, formally called a bibliography.

When conducting research for an assignment, it is required that you document the sources used.  
This information must be organized using Modern Language Association (MLA) format. 
 Both the organization and the punctuation of the information must be accurate.
MLA Citation Format:   Book (Print Source)
· AUTHOR, if given, (last name, first name) followed by a period.

                          If there is no author, EDITOR (last name, first name, ed.) followed by a period.

· TITLE (italicized) followed by a period.

· PLACE OF PUBLICATION (U.S. city) followed by a colon:  

· PUBLISHER followed by a comma,
· COPYRIGHT DATE followed by a period. 
· TYPE OF SOURCE Print or Web followed by a period.
DOUBLE SPACE throughout.  First line starts at the left margin and all other lines within the citation 

are indented ½”. 
Examples:

One Author:

Geisert, Arthur.  The Etcher’s Studio.  Boston:  Houghton Mifflin Co., 1997.
Collier, James Lincoln. “Jazz.” The New Grove Dictionary of Jazz. Ed. Barry Kernfeld.  New York: Grove’s 
Dictionaries Inc., 2002.  Print.
 Two authors:
Tillich, Paul, and Robert C. Moore.  The Research Process.  New York:  Harvard University Press, 1990. Print.
Editor only:

Anderson, John, ed.  The World of Energy.  New York:  Knopf, 1992. Print.
43.  Below is a Works Cited entry for a print (book) source.  Which entry is the correct format with the 
       correct information? (1 pt.)

A.  Michael D. Cole. Three Mile Island. Berkeley Heights: Enslow Publishers, Inc., 2002. Print.

B.  Cole, Michael D. Three Mile Island. Berkeley Heights, New Jersey: Enslow Publishers, Inc., 2002. Print.

C.  Cole, Michael D. Three Mile Island. Berkeley Heights: Enslow Publishers, Inc., 2002. Print.

D.  Cole, Michael D. Three Mile Island. Berkeley Heights: Enslow Publishers, Inc., 2002. Print.
Section 6:  Network Exploration
A.  Student Computer Account:

All students on campus have a computer account on the district network.  This account is for saving any
 computer work you do such as essays, research papers, power points, etc.  
To log in follow these directions:
· Student login:  is the 8-digit number on your ID card, followed by a dot and your graduation year. (Example: 12345678.2010) 

· Your initial password is your six-digit date of birth, in the form of MMDDYY (Example: 020190). 
· A Microsoft box appears:  Just click Okay 
· You will be prompted to change your password upon your successful login.  Your password has to be at least 5 characters. You will be prompted to change your password every 120 days.  As always, change your password immediately.  If you want to keep the same password, a number or letter must be added after it (Example:  birdy2).

Passwords expire.  When the message indicating that you have 4 grace logins appears – you must change your password.  If you want to keep your current password, you must add a letter or number after it.  

To access your student account, click on My Computer.  Scroll down to your student ID #.  That is where
all your stored items are located.

B.  Student E-Mail:


The student e-mail account can be accessed from any computer on campus and from your home computer.  Be aware that the district blocks access to some other e-mail servers.  Therefore, if you are sending anything from your home computer to school follow these instructions:


1.  Your student e-mail address is:  your 8-digit ID #@hart.k12.ca.us.


2.  Send your assignment as an attachment.

Be aware that e-mail is not private.  District personnel have access to it.  Due to the fact that e-mail accounts have limited storage capacity.  You need to periodically update the account.

            Log In Procedures:

            1.  Access the student e-mail.

            2.  Username:  Enter your 8 digit ID # (Ex. 98021000)
            3.  Password:  Enter your 6-digit date of birth with no slashes or dashes. (Ex. 032494)
DO NOT CHANGE THE PASSWORD on your Student E-Mail account!!
C.  Infinite Campus:


Setting up a Campus Account:  For a student:

1. Go to the Hart District Website at http://hartdistrict.org
2. On the top right, click on “Campus Portal.”

3. Under “Students,” click on “Log In.”

4. Enter your username, which is your eight-digit school ID number.

5. Enter your password, which is your initials from your first and last name, followed by your 6 digit birthday.

Example:  Student name is Mary Smith and her birthday is June 1, 1998.

Password = ms060198

D.  Library Webpage:

Each library provides a variety of online subscription reference programs.  A database is a compilation of pre-selected authoritative reference materials.  The data is organized for rapid search and retrieval.  It is much
 easier to cite a database than an Internet site.  It is an authoritative and reliable source.

Gale Infotrac Database:
To access: Go to the Library Webpage and CLICK on Databases.
From the list of Databases CLICK on GALE (Infotrac).    For remote access, that is access from

 other school computers and home the Password is: viking
The Gale database consists of:  Gale Virtual Reference Library (E-Books)
                                                   Student Resources  in Context (the Database)
                                                   Testing & Educational Reference Center (Practice tests & College Search)
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Our main database in Gale/Infotrac is called: Student Resources in Context. 
CLICK on Student Resources in Context. Use this database as you would a website. Scroll down  to select areas you would like to search.
[image: image4.png]{2 Gale Subjects In Context - Home =15 x|

@[22 hip//ic galegroup.com/ic/suic/7userGrouphiame=vale4 1196 =l B[4 |[x|[# Lie searcn

| File Edit View Favorites Took Help

| e Favorites | s @ Suguesiect Sitee ) Fres Hotmall £ Justice Learing 2 Naverber Learning Bu.. £ Pesp Ressarch - Staley.

/.- Gale Subjects In Context - Home: v B v 0 mh v Page Safetyv Tooksv @+

i{STUDENT RESOURCES

NCONTEXT

Search

Topics | Resources

Featured Video

1

Global warming refers to a long-term increase in the Earth's average surface [ B % B8 VIDEO
temperature that results in large-scale changes in global .. View More

Biograph: iewan  Geograph few
graphy View Al graphy ViewAl Lored News

| [T ® [ @ [~ [Ri0% -
Pstart| EW O @ @ % Novell GroupWi... | E]Library Study G... | & Databases - Win...|[& Gale Subjects... (32 11:58 AM





                                                                                             

When searching for specific information type your keyword term in the search box and CLICK on search.
Questions continued
In the Search box of Student Resources in Context type in: wetlands.  CLICK Search.

Look at the left-hand side of the screen, and CLICK on Magazines

44.  What is the title of the first article in the magazine section? (1 pt.)
        A. Manatee insanity


B. Starry refuges

        C.  Jockey Hollow


D.  How Wetlands Develop

45.  CLICK on the Reference link on the left-hand side.  Which of the following titles is listed? (1 pt.)
       A.  Florida Everglades

            B.  Geese

       C.  Alligator Nation


D.  Swampland in Danger

46.  On the gray bar at the top, click on Topics.  CLICK on History on the left, then, CLICK on
       Dust Bowl.  Scroll down slowly and look for the box called “Primary Sources.”  
       CLICK on the article, “Living in the Dustbowl, 1934.”  Which date is not found in the article? (1 pt.)

A.  June 10, 1934

B.  May 21, 1934

C.  April 25, 1934

D.  May 30, 1934
47.  CLICK the back arrow at the top of the screen to return to the previous page. Scroll down to the 
       “Reference” box.  How many sources are listed in this section?(choose the closest number) (1 pt.)

A. 5

B. 20            C.  100
     D. 150

48. Scroll up and find the “Images” section located on the left side of the screen.  CLICK on “View All”
      (with a number).   Find the image titled, “Dustbowl Migrants, Nipoma”?  CLICK on the image. 
      What is the name of the photographer of the image? (1 pt.)
A.  McClatchy


B.  Dorothea Lange
C.  AP World


D. Horace Bristol
49.   CLICK  the back arrow  to return to the previous page. CLICK  on Academic Journals on left side.        

        CLICK on the article entitled “Dorothea Lange’s Oregon photography: assumptions challenged” to
        open article. Read the first paragraph to answer the following question. Besides taking pictures during 
        the  Depression, what other historical pictures did Dorothea Lange take? (1pt.)

A..  Japanese-American internment
B.  The Vietnam War


C.  The Civil War


D.  The Korean War

 50.  Before turning in your Scantron answer sheet, introduce yourself to a library staff member.  Have    
        the staff member initial your Scantron. (1 pt.)
    
A.  Mrs. Wiessner – Teacher Librarian


B.  Mrs. Williams – Library Technician


C.  Mrs. Paliakas – Textbook Clerk
PAGE  
1
Be sure you have answered ALL the questions before turning in this guide.  An incomplete answer sheet will not be graded.    

