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INTRODUCTION

100 Li brary Life savers: A Sur vival Guide for School Li brary Me dia Spe cialists was cre ated
especially for busy school librarians. The same is true for 100 More Li brary Life savers! Like the
first book, this se quel, or ganized into ten “Sur vival Strategies” (SS), in cludes tips (help ful sug -
gestions) and tools (ready-to-use life savers). The main difference be tween the two books is that,
in ad dition to tips, there are now life saver “trips.” Lifesaver Trips are in cluded in ev ery life saver
to pro vide an Internet link to help uti lize and integrate technology. As in the pre vious book, the
terms li brar ian and me dia spe cial ist are used in terchangeably. I still pre fer the ti tle of li brarian
to me dia spe cialist, but no matter which ti tle you pre fer, I hope this book helps you find more
time to model your love of reading, which, I believe, binds us together under any name.

xv





SS 1

DIVE INTO DISTANCE LEARNING





Li brary Life saver 1

WHAT IS
DISTANCE LEARNING?
CONNECT WITH THE

BASICS!

Perhaps you in herited the distance learning ti tle when you took the job, or per haps you’d
just like to find out more about dis tance learning op portunities. Ei ther way, a me dia spe cialist
should be (and stay!) fa miliar with dis tance learning technologies.

With hun dreds, per haps even thou sands, of dis tance learning op portunities now avail able, which
do you choose? With just a lit tle ad vance prep aration, the library me dia spe cialist can play an in tegral
role in con necting stu dents to learn ing in ways that, only a few years ago, did n’t seem pos sible.

Teach ers, li brar i ans, and ad min is tra tors may choose to com plete grad u ate, de gree, and cer-
tificate courses via distance learning. Staff de velopment work shops and in-ser vice training are
other op tions that distance learning of fers—all from the com fort of your own school build ings.
There are just as many op portunities for K–12 stu dents to learn through the big screen. High
school stu dents can com plete ad vanced-level courses on line; elementary stu dents can “visit”
with oth ers in neigh boring (or not so neigh boring) com munities; stu dents at all grade levels can
participate in virtual field trips.

Before div ing in, it’s important to know the basic ter minology and pro cedures in volved
with dis tance learning. Once you’ve learned the ba sic pro cedures, such as how to sched ule a dis -
tance learning event (see Lifesaver Tool 1: Dis tance Learning Sched uling Re quest Form) and
jargon, you’ll be ready to go the dis tance. The fol lowing glos sary of terms will help even the
most in experienced sailor get onboard with distance learning!

Life saver Tips:
Dis tance Learn ing Glos sary

• Distance Learning: learn ing from a dis tance, re gardless of for mat.

• In te grated Dis tance Learn ing: the use of in tegrated technologies (print, voice, com puter, and 
video) to de liver in struction or train ing to learn ers in an in teractive for mat from a distance.

• Point to Point: Peo ple at both sites (lo cations) in a dis tance learning sce nario are seen on
a full video screen.
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• Static Quad: Two to four sites are con nected via dis tance learn ing, and they each see the
other schools on the video screen.

• Dynamic Quad: Two to four sites are con nected in a dis tance learning en vironment, and
each site has the ability to view any other site at full screen us ing the VRU (voice re -
sponse unit).

• VRU (voice re sponse unit): a phone num ber to dial in to change viewing op tions on the
screen.

• 5-4-1: Five dis tance learning sites are con nected to each other at one time. This is most
often used when sev eral sites (lo cations) sign up for an event (zoos are an ex ample of
popular sites that uses the 5-4-1 strat egy). In this dis tance learning sit uation, zoo per son-
nel can view four schools at a time, but each school sees the zoo full screen.

• Content Pro vider: the company, group, or or ganization that is pro viding the pro gram
content. Any school can be a con tent pro vider if it teaches a les son to an other group via
dis tance learn ing lines.

• “Hello, Next Caller”: One site is seen full screen, and up to thirty other lo cations can in -
ter act us ing the VRU.

• Broadcast: when a site is not in teractive and is simply view ing the pro gram. Con tent pro -
viders of fer this op tion when a pro gram is pop ular and all in teractive slots are taken. Ed u-
cators of ten opt to videotape the pro gram and view it at their convenience. Note: Be sure
the con tent pro vider allows videotaping first!

View Only: an other term for broad cast.

Lifesaver Trip 1:
Glos sary of Dis tance Ed u ca tion Ter mi nol ogy

http://www.uidaho.edu/evo/dist13.html

Visit this site for a thor ough, more tech nical glos sary of dis tance learning–related
terms for those of you who want to dive a lit tle deeper!
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DISTANCE LEARNING SCHEDULING REQUEST FORM

To day’s Date:_________________

Title of Distance Learning Event:____________________________________________________

Con tent Pro vider:_______________________________________________ Fee:______________

Event Date: _____________Start Time:____________(AM/PM) End Time:____________(AM/PM)

Check One: ___In teractive Only ___Prefer Interactive, ___Will View Only ___View Only

Request by: _______________________________________ Phone: _______________________

Location:_________________________________________ Fax #: ________________________

Address:__________________________________________ E-mail: _______________________

City: ________________________________________ State: ___________ Zip Code: _________

Grade Level: _______________ Site to Con nect With: ___________________________________

Distance Learning Room Phone Number: (       ) __________________ No. of Par ticipants: ______

Send In voice to

Name: _______________________________ De part ment/Or ga ni za tion: ____________________

Ad dress:________________________________________________________________________

Confirmation Received:____________________ Event Cancelled: _____________Hold Un til: ___

Notes:

Lifesaver Tool 1. Distance Learning Sched uling Re quest Form
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Li brary Life saver 2

DISTANCE LEARNING
DOS AND DON’TS

If you’re in volved with dis tance learning, chances are you’re also in volved with the
train ing of staff mem bers. Some school cor po ra tions have pro fes sional de vel op ment staff
whose job, in part, is to train fac ulty to use dis tance learning re sources. If dis tance learning
is new to your school, there may not be a pro cedure in place. In turn, if you’re new to the
school, dis tance learning may al ready be in place and you may find out that you (who
thought dis tance learning was yell ing across the hall!) are in charge of training peo ple on
the equip ment. Not to worry—the following list of dos and don’ts will help. The Dis tance
Learning Train ing Form (Life saver Tool 2) may also help you stay afloat. Even if you don’t
have to con duct the training, the form will help you im prove com munication with the
professional development staff.

Life saver Tips:
Dos and Don’ts of Distance Learning

Do:

• Fill out all pa perwork promptly when a teacher or ad ministrator re quests an event.

• Re quest a con fir ma tion form.

• Keep cop ies of all in formation or ganized in a file folder.

• Discover if the per son is trained on the distance learning equip ment.

• Make ar rangements for train ing (if needed).

• Determine who is go ing to pay for the event (i.e., will funds come from de partment
money, the school bud get, the media cen ter bud get, or are dis tance learning funds in a
sep a rate account?).
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• Make sure the teacher has (or will) pre pare stu dents in ad vance for the distance learn ing
event. If stu dents at tend the event with out any prep aration, money and valuable learning
op por tu ni ties can be wasted.

• Give the re quester an eval uation form to com plete im mediately fol lowing the distance
learn ing session.

• Assist teach ers with stu dent prep aration. This can be done by sim ply pho tocopying and
distributing hand outs from the con tent pro vider or you can get more in volved by pro vid-
ing a pre-les son be fore the event takes place. The main idea is that the stu dents (and
teachers) are pre pared be fore walk ing into the pre sentation. If a pro gram is in teractive, it
may be em barrassing for the school if the content provider gets no feedback.

Don’t:

• Wait un til the last min ute to can cel an event. Most con tent pro viders re quest a 72-hour
can cel la tion notice.

• Forget to en list an other class to sub stitute if the school will be charged for a cancelled
event. Even an ill-pre pared class is better than no class when the event takes place.

• Lose the pa perwork.

• Misplace the con firmation forms and reg istration num bers. In case a tech nical prob lem
occurs dur ing the event, hav ing the num ber is crit ical when calling the help desk.

• Sign up for an event with out know ing who is pay ing. You can get stuck with an un -
wanted bill by not check ing first.

• Leave the teacher stranded. If the teacher has never participated in a dis tance learn ing ac -
tivity or does not feel com fortable run ning the equip ment, make ar rangements for cov er-
age. Keep in mind that the person pro viding cov erage does not have to be you. Even a
trained stu dent can be helpful for the teacher who is at tempting to lis ten to the content
provider and maintain discipline and order.

Lifesaver Trip 2:
The Es sen tial El e ments for Dis tance Learn ing Suc cess

http://www.distancelearninghelp.com/el e ments.htm

Visit this site for an in teractive, one-day work shop fea turing “how-to” in formation for
im ple ment ers and fa cil i ta tors of dis tance learn ing programs.

LIBRARY LIFESAVER 2: Distance Learning Dos and Don’ts 7



DISTANCE LEARNING TRAINING FORM

Name: _____________________________________________________________ 

De part ment: ___________________

Distance Learn ing Event Date: ___________________________________________________

Type of Train ing Needed (check all that ap ply):

_______ Basic Train ing (the works!)

_______ Refresher Course (has pre vious dis tance learn ing train ing)

_______ Prelesson Ma te ri als (Topic: ______________________________________________)

_______ Other:_________________________________________________________________

Lifesaver Tool 2. Distance Learning Training Form

8 SS 1—Dive into Distance Learning



Li brary Life saver 3

WHY USE
DISTANCE LEARNING?

In some cases, the an swer to this ques tion is easy—you have to! Per haps the dis tance
learning hat was thrown upon you when you took the job, or the hat landed on your head
when the dis tance learning pro gram was im plemented in your school. Maybe you’ve just
heard about dis tance learning and you want to know how it could ben efit your li brary pro -
gram. Hope fully, you’ll find more pros than cons as you dis cover dis tance learning for
yourself.

Life saver Tips:
Pros and Cons of Distance Learning

Pros:

• It helps keep pro fessional de velopment up to date.

• It can be a cost-effective way to train new em ployees.

• It of fers a way for stu dents to take advanced-level courses when en rollment is low.

• Students can use dis tance learning tech nology to in teract with other stu dents lo cally
without leav ing the building.

• Students can use dis tance learning tech nology to in teract with other stu dents through out
the coun try.

• Teachers can use dis tance learn ing tech nology to in teract with other teach ers lo cally.

• Teachers can use dis tance learning tech nology to in teract with other teach ers through out
the coun try.

• Distance learning can pro vide a more interactive method to teach stu dents (com pared
with tra di tional in de pend ent-study courses).

• It al lows students the feel ing of “be ing there” in a cost-effective way.
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• There are lim it less op por tu ni ties for con nec tions—any one can be a con tent pro vider!

• Instant con nections (e.g., class room in School A con nects to classroom in School B) can
take place through dial-up connections—advance sched uling is not al ways necessary.

Cons:

• Some dis tance learning ses sions are better than oth ers (an eval uation form com pleted fol -
lowing the event can help con tent pro viders im prove pro grams; see Lifesaver Tool 3:
Distance Learning Con tent Evaluation Form).

• Technology is n’t fool proof—connections can be lost dur ing the event.

• Ad vance prep a ra tion is needed.

• Training is re quired prior to the event.

• Stu dent prep a ra tion is crit i cal.

Lifesaver Trip 3:
Library of Con gress Distance Learning Programs

http://www.cesa10.k12.wi.us/dl/trips/lc.htm

Use this site to ex plore the dis tance learning pro grams pro vided by the Library of Con -
gress. Check out these pro grams for stu dents in Grades 3 through 12: “Around the World in
80 Clicks,” “Trea sure Hunting: Search Strategies for the American Mem ory Historical
Collections,” “Work ing with Pri mary Sources,” “Make It and Take It!” and “It’s All in
the De sign.”
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DISTANCE LEARNING CONTENT EVALUATION FORM

Dis agree Agree Un cer tain N/A

1.  Voices were clear and audible.

2.  Technology worked properly.

 3. Words and images were clear
and easy to read.

4.  Course materials were
available.

5.  The session was interesting.

6.  The session was interactive.

7.  The audience felt comfortable.

8.  The presenter was prepared.

9.  The presenter was relaxed.

10.  The presenter answered
questions well.

11.  The equipment was handled
well.

12.  The room was prepared.

13.  Students were prepared and
stayed on task.

14.  I plan to use distance learning
in the future.

Life saver Tool 3. Dis tance Learn ing Con tent Eval u a tion Form

LIBRARY LIFESAVER 3: Why Use Distance Learning? 11



Li brary Life saver 4

BEFORE THE
EVENT—A CHECKLIST

As men tioned ear lier, a little plan ning and prep aration goes a long way in the suc cess
of a dis tance learning event. Once you’ve facilitated an event or two, you’ll no longer feel
like you’re walk ing the plank. The fol lowing check list (Life saver Tool 4) will help you get
your feet wet. Even when you no longer need the form, it will prove use ful when you train
student help ers to run the dis tance learning equipment.

Life saver Tips

• Keep blank cop ies of this check list with your dis tance learning ma terials for handy du pli-
cat ing.

• Keep a sep arate file drawer or bas ket to or ganize dis tance learn ing ma terials.

• Keep a file for each dis tance learn ing event.

• Mark the file la bel with the event date and event ti tle.

• File events by date, with up coming dates in the front. Put past event files in the back.
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• Count files at the end of school year for easy track ing of dis tance learning us age.

• Keep a copy of com pleted evaluations (Life saver Tool 3) in the file for ref erence.

Lifesaver Trip 4:
Dis tance Learn ing for Li brar i ans

http://www.libraryhq.com/dis tance.html

This site lists hun dreds of places to find distance learning classes (or even de grees) for
you!

LIBRARY LIFESAVER 4: Be fore the Event—A Checklist 13



DISTANCE LEARNING PROGRAM CHECKLIST

Per son
Re spon si ble

Com pleted

1.  Complete Distance Learning Scheduling Request Form
(Lifesaver Tool 1).

2.  Schedule or reserve distance learning room.

3.  Schedule facilitator (teacher, yourself, student, aide, etc.).

4.  Distribute content provider materials to teacher and
students.

5.  Provide teacher with Distance Learning Evaluation Form
(Lifesaver Tool 3).

6.  Receive confirmation of event from content provider.

7.  Arrange for room setup.

8.  Schedule training for staff member (if needed).

9.  Perform training for staff member (if needed).

10.  Conduct pre-lesson for students (optional).

Lifesaver Tool 4. Distance Learning Pro gram Checklist
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Li brary Life saver 5

DURING THE 
DISTANCE LEARNING

EVENT—SURVIVAL
STRATEGIES

Okay, the event has been sched uled, the training is com pleted, the con firmation has been re -
ceived—that’s all there is to it, right? Well, al most! There are a few more steps to make sure the
distance-learning event is a success. Be lieve it or not, even what you wear can af fect the suc cess of 
the pro gram. The fol lowing check lists (Life saver Tools 5A and 5B) will help you set sail on the
sea of distance learn ing—and dress for success at the same time! All aboard!

Life saver Tips

• Avoid wear ing red or other “intense” col ors. Wear light col ors or pas tels (but no white!).
Avoid “busy” cloth ing (no stripes or plaids!).

• Turn on the equip ment 15 minutes be fore the pro gram is sched uled to start.

• Call the pro vider’s help desk if you have trouble dur ing this “test” pe riod.

• Make sure the mute but ton is not on—you also want to do a sound check now.

• If you plan to use the document camera (sim ilar to an over head pro jector that pro jects
onto a television screen), use a 36-point font or larger.

• Keep im ages simple for the best readability.

• Avoid white back grounds when pos sible. They can send “hot” sig nals, which can cre ate
com pli ca tions and back ground noise.

• Make sure the cam era pre sets are set for the room.

Lifesaver Trip 5:
Re sources for Dis tance Ed u ca tion

http://web ster.commnet.edu/HP/pages/dar ling/dis tance.htm

This site fea tures a boatload of dis tance learning re sources! You can even join e-mail
discussion groups fo cusing on dis tance learning. It’s a great way to connect with re sources
and peo ple—at a distance.
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DISTANCE LEARNING SURVIVAL GUIDE—BEFORE THE EVENT

Com pleted

1.  Turn on equipment 15 minutes early.

2.  Perform sound check.

3.  Bring distance learning folder and materials to room.

4.  Check room setup.

5.  Put welcome sign with school’s name on document camera.

6.  Welcome class or group to the distance learning room. Distribute
handouts.

7.  If time allows, provide a brief introduction to what participants are
about to see.

8.  Post the provider’s help desk number by the phone in case of
technical difficulties.

9.  Give the distance learning remote to the person in charge of running
equipment.

10.  Make sure an extra remote battery is charging.

Lifesaver Tool 5A. Dis tance Learning Sur vival Guide—Before the Event
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DISTANCE LEARNING SURVIVAL GUIDE—DURING THE EVENT

Com pleted

1.  Turn on local mute button when your site is not talking and an audible
disruption occurs (e.g., bells, change of classes, etc.).

2.  Prevent or stop distracting noises (e.g., pencil tapping, a rolling chair,
gum chewing, etc.) that the microphone can pick up.

3.  Pan the camera around the room—if students know they could be on
screen at any moment, they are usually more attentive.

4.  Help the presenter call on students by using names to acknowledge them.

5.  Be ready with questions. Know who is asking the next question and
have the camera ready.

6.  Watch the time. The equipment turns itself off when it is programmed
to do so—whether you’ve wrapped up or not!

7.  Thank the presenter verbally at program’s end.

8.  Act naturally on camera—this modeling helps student relax, too.

9.  Be ready to call the help desk if program cuts off or the sound is lost.
Distance learning equipment is increasingly reliable, but it’s always
best to be prepared.

10.  When speaking, look at the camera, not at the television screen.

Lifesaver Tool 5B. Distance Learning Survival Guide—During the Event

LIBRARY LIFESAVER 5: During the Dis tance Learning Event—Survival Strategies 17



Li brary Life saver 6

AFTER THE
DISTANCE LEARNING
EVENT—FOLLOW-UPS

Hopefully, the distance-learning event was a huge suc cess. With any luck, you’ve wit -
nessed first hand the power of dis tance learning as an im portant ed ucational tool, and you
can’t wait to fa cilitate an other event. Whether or not the event was a to tal suc cess, there are
still some loose ends to tie up. So grab that rope, and let’s dock the dis tance learning boat
until the next ad venture—Lifesaver Tool 6 will help!

Life saver Tips

• If the event was a suc cess, tell peo ple about it! If you’re in charge of dis tance learning,
you’ll want to pro mote it. Word of mouth is the best PR you can get.

• If the event was n’t a suc cess, talk to the teacher or per son who re quested the event. De ter-
mine what could have been done differently to make the pro gram work. Was the prob lem
with the con tent pro vider or the students?

• If a tech nical dif ficulty oc curred dur ing the pro gram, en list help from your tech nical sup -
port team to en sure the same thing does n’t hap pen again. In some cases, the prob lem
can’t be pre vented, but in others a “tune-up” can help.

• Send or fax the eval uation form to the con tent pro vider. Be hon est and can did.

• If the pro gram was of poor qual ity, ask for a re fund. Two or three times, a pro vider has
cancelled an in voice for me be cause the pre senter was ill pre pared. You don’t know un til
you try!

• Turn off all equipment.

• Close up and se cure the room.

• Fully charge the re mote so the battery is pre pared for the next event.

• Notify your cus todial staff if chairs or ta bles need to be resituated.
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Lifesaver Trip 6:
Issues in Distance Learning

http://car bon.cudenver.edu/~lsherry/pubs/is sues.html

A com pan ion to Needs As sess ment for Dis tance Ed u ca tion by L. Sherry (1995), this
site of fers an in-depth look at dis tance learning, in cluding pro cedures, pol icy, and man age-
ment issues.
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DISTANCE LEARNING SURVIVAL GUIDE—AFTER THE EVENT

Com pleted

1.  Distribute follow-up materials from the presenter, if any.

2.  Fax completed evaluation form and keep a file copy.

3.  Send a thank you note to the presenter or content provider.

4.  Fol low up with the teacher about the program.

5.  Re ceive and distribute the in voice to the appropriate party.

Lifesaver Tool 6. Distance Learning Sur vival Guide—After the Event
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Li brary Life saver 7

PAM’S PICKS:
TOP TEN DISTANCE

LEARNING RESOURCES

Whether you’re new at dis tance learning or have set sail over dis tance learning ho ri-
zons many a time, it’s help ful to have quality, highly reviewed re sources. The Life saver
Tips that follow in clude an an notated list of ten “must haves” for your pro fessional li brary
shelves. The “Pam’s Pick” blank form (Lifesaver Tool 7) is for you (or your col leagues) to
complete when they dive into their own dis tance learning li brary. Note that all book prices
do not in clude ship ping and han dling. (By the way, Barnes & No ble’s Web site and Am a-
zon.com of fer free ship ping if you pur chase a cer tain num ber of books!)

Life saver Tips

• Pam’s Pick #1

The McGraw-Hill Hand book of Dis tance Learn ing by Alan G. Chute et al.
Pub lisher: McGraw-Hill (1999)
Price: $27.97 (am a zon.com)

$31.96 (barnesandnoble.com)
Covers is sues of plan ning and im plementing dis tance learning pro grams in a

step-by-step how-to for mat.

• Pam’s Pick #2

Digital Class room: How Tech nology Is Chang ing the Way We Teach by Da vid T.
Gordon
Pub lisher: Har vard Ed u ca tion Let ter (2000)
Price: $21.95 (am a zon.com)

$21.95 (barnesandnoble.com)
This re port fo cuses on the re wards and chal lenges in volved with in tegrating dis -

tance learning tech nologies into the school’s cur riculum. The text cov ers pro fessional
de vel op ment is sues and in cludes ed i to ri als from tech nol ogy ex perts and ed u ca tors.

21



• Pam’s Pick #3

Distance Learn ing On line for Dum mies by Nancy Stevenson
Publisher: John Wiley & Sons (2000)
Price: $13.99 (am a zon.com)

$17.99 (barnesandnoble.com)
This book in cludes ev erything from the basics (con necting to the Internet and us ing

per sonal com put ers) to di rec to ries of on line learn ing pro grams.

• Pam’s Pick #4

Distance Learn ing Tech nol o gies: Is sues, Trends and Op por tu ni ties by Linda K. Lau et al.
Publisher: Idea Group Pub lishing (2000)
Price: $45.47 (am a zon.com)

$41.98 (barnesandnoble.com)
This book cov ers the his tory of dis tance learning pro grams and pro vides an in-depth 

look at the tech nol o gies in volved as well as im ple men ta tion sug ges tions.

• Pam’s Pick #5

Dis tance Learn ing by Chandra Mohan Mehrotra et al.
Pub lisher: Sage Pub li ca tions (2001)
Price: $74.20 (am a zon.com)

$80.95 (barnesandnoble.com)
Three fac ulty mem bers pro vide tips for de sign ing, im ple ment ing, and eval u at ing

distance learn ing pro grams. Al though re search based, the book is highly read able and in -
cludes stu dent and teacher ex pe ri ences with dis tance learn ing en vi ron ments. Its nonbiased
approach also in cludes short comings of dis tance learning.

• Pam’s Pick #6

Dis tance Learn ing: The Es sen tial Guide by Marcia L. Wil liams et al.
Pub lisher: Sage Pub li ca tions (1998)
Price: $47.95 (am a zon.com)

$47.95 (barnesandnoble.com)
While somewhat costly, I be lieve you’ll find this book is true to it’s name—es sen-

tial. In a clear, con cise style, this prac tical book cov ers all as pects of distance learn ing.
Tear-out worksheets and check lists ef fectively help the reader organize and im plement
dis tance learn ing events.

• Pam’s Pick #7

New Vir tual Field Trips by Gail Coo per and Garry Coo per
Pub lisher: Li brar ies Un lim ited (2001)
Price: $27.50 (am a zon.com)

$27.50 (barnesandnoble.com)
This book, a se quel to More Virtual Field Trips, in cludes 440 fully an notated Web

sites of ex citing, ed ucational Internet field trips. The cur ricular tie-ins and stan -
dards-based ap proach make it a dis tance learning must-have (K–12).
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• Pam’s Pick #8

Bears’ Guide to Earn ing De grees by Dis tance Learn ing by John Bear
Publisher: Ten Speed Press (2000)
Price: $20.97 (am a zon.com)

$23.96 (barnesandnoble.com)
The fact that this book is in its thir teenth edi tion says it all. Bear is the leading ex pert

on pro viding al ternatives for col lege-bound stu dents who have no de sire to sit be hind ivy-
covered walls. It’s an in formative, highly use ful guide to non traditional de grees.

• Pam’s Pick #9

Build ing Learn ing Com mu ni ties in Cyberspace by Rena M. Palloff and Keith Pratt
Pub lisher: Jossey Bass (1999)
Price: $32.00 (am a zon.com)

$32.00 (barnesandnoble.com)
Thoroughly ex plains how to cre ate a vir tual classroom en vironment in a practical,

hands-on man ner.

• Pam’s Pick #10

Teaching and Learn ing at a Dis tance by Mi chael R. Simonson et al.
Publisher: Prentice Hall (1999)
Price: $44.00 (am a zon.com)

$44.00 (barnesandnoble.com)
De signed for dis tance learn ing ed u ca tors, fa cil i ta tors, and ad min is tra tors, this

hands-on book be gins with the theoretical back ground of dis tance learning and moves
into ap pli ca tions and strat e gies.

Lifesaver Trip 7:
The Distance Learning “Get ting Started” Book list

http://pages.prod igy.com/PAUM88A/

At this site, you’ll find a four-part se ries rec ommended for be ginning dis tance learning
users. The fre quently asked ques tions (FAQs) for mat is easy to scan, so you can go as deep
(or as shal low!) as you want.
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PAM’S PICK BOOK FORM

Ti tle

Pub lisher

Copy right

Price

An no ta tion

Lifesaver Tool 7. Pam’s Pick Book Form
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Li brary Life saver 8

SURF’S UP FOR
DISTANCE LEARNING

LINKS

Once you’ve learned the ropes of dis tance learning and no lon ger feel like you’re swim -
ming in an ocean full of sharks, you’ll want to lo cate your own dis tance learning pro grams to suit 
your own school’s needs. If you’re an ex perienced Internet surfer, catch a wave to the next chap -
ter. If you’re new to the Internet, hold on and get ready for an ex citing ride! When you catch a
wave (oops, I mean a site!), keep it handy by us ing Life saver Tool 8.

Life saver Tips:
The Surfer’s Guide to Dis tance Learning Links

1. Log on to the Internet (in my case, I dou ble-click on Internet Ex plorer). Go to a search
engine (I pre fer Google: http://www.google.com/).

 2. Type in your topic (e.g., How to Use Dis tance Learning Equip ment and Pub lic Schools).
Note the num ber of hits the search engine has found (I found 227,000 matches!).

3. Revise your search, if nec essary (e.g., How to Man age a Dis tance Learning Event for
an El e men tary School).

4. Note the num ber of hits found (this search found only 14,000 matches).

5. Be as spe cific as pos sible to limit the amount of hits you re ceive.

6. Scan through “hit list.” Click on blue links if a site ap pears rel evant to your in terests.

7. Use the back ar row (top left of screen) to navigate back to the list.

Repeat these steps un til you find the in formation you need.

Lifesaver Trip 8: 
Per cent of Schools with Dis tance Learn ing Ca pa bil i ties

http://www.state.nj.us/njded/techno/sur vey/re sults/

This 1999 sur vey from New Jer sey showed that 42 per cent of schools in that state had dis-
tance learning ca pabilities! How does your state rank? To find out, con tact the Dis tance Learn-
ing Re source Net work (http://www.dlrn.org).
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Lifesaver Tool 8. Sample Internet Ref erence Cards

26 SS 1—Dive into Distance Learning

# ________  INTERNET REFERENCE CARD

SOURCE: _____________________________________________

HTTP ADDRESS:  _______________________________________

 ______________________________________________________

DATE OF SOURCE:_____________________________________

DATE OF SEARCHING: _________________________________

AUTHOR’S LAST NAME: ________________________________

AUTHOR’S FIRST NAME: ________________________________

SOURCE TITLE:  ________________________________________

 ______________________________________________________

VERSION/FILE NUMBER: ________________________________

# ________  INTERNET REFERENCE CARD

SOURCE: ______________________________________________

HTTP ADDRESS:  _________________________________________

 ______________________________________________________

DATE OF SOURCE:______________________________________

DATE OF SEARCHING: _________________________________

AUTHOR’S LAST NAME: ________________________________

AUTHOR’S FIRST NAME: ________________________________

SOURCE TITLE:  ________________________________________

 ______________________________________________________

VERSION/FILE NUMBER: ________________________________



Li brary Life saver 9

LEARNING FROM A
DISTANCE—PROFESSIONAL

DEVELOPMENT

Over the years, the num ber of pro fes sional de vel op ment op por tu ni ties avail able on line has
grown tre mendously. Don’t throw your line in just any where—use Life saver Tool 9 to help you
de cide which pro fes sional de vel op ment op por tu nity is—or isn’t—for you.

Life saver Tips:
High Five—Pro fes sional De vel op ment Re sources

1. Bears’ Guide to the Best Ed ucation De grees by Dis tance Learn ing (John Bear et al.)

Publisher: Ten Speed Press (2001)
Price:  $10.47 (am azon.com)

   $13.45 (barnesandnoble.com)
Whether you’re get ting your first teacher’s li cense, want a mas ter’s de gree, need a

certificate to teach an ad ditional sub ject, or imagine a doc torate in your fu ture, this re -
source has all you need to com plete coursework at your own time and at your own pace.
Dive in!

2. TEAMS Dis tance Learning Site

URL: http://teams.lacoe.edu/
Click on the “Pro fessional De velopment” link for a mul titude of great re sources.

Other links, such as “K–12 Les sons & Web Sites” and “Standards & As sessment,” are
also worth go ing be low the sur face to ex plore.

3. Distance Learning Re source Net work—How to Find On line Courses

URL: http://www.dlrn.org/educ/how.html
Click here for one-stop shop ping for dis tance learning. The “For Ed ucators” link

includes a trea sure chest of teacher re sources, in cluding “100 Sites for Ex ploring On -
line Pro fes sional De vel op ment.”
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4. Com mu nity Learn ing Net work

URL: http://www.cln.org/cln.html
This site is spe cifically de signed to help K–12 teachers in tegrate technology into

their classroom les sons. Us ing this site as a start ing point, you’ll be able to access more
than 5,800 an notated links to sites con taining free re sources are ac cessible by ei ther
theme or key word search. Us ers can join the Net work Nug gets listserv to find more
technology re sources. Links to on line pro fessional de velopment are well worth div ing
into!

5. Teach-nology.com

URL: http://www.teach-nology.com/teach ers/dis tance_learn ing/
Drowning in the sea of technology? Swim to the sur face and click on the “Learn to

Use Tech nology in the Classroom” link. From there, you can ei ther browse through tu -
torials on doz ens of tech nology-related is sues (dis tance learning is there!) or “Ask a
Technology Ex pert” to get per sonal feed back! Wow!

Lifesaver Trip 9:
Teach-Nology.com Monthly Mo ti va tor

http://www.teach-nology.com/mo ti va tor

This site fea tures an im pres sive mul ti me dia pre sen ta tion to mo ti vate you to uti lize
computers in the classroom. Themes change monthly; the month I viewed fea tured what
could be done in a “one-com puter class room.” Al though slow to load, the mo tivator is
worth the wait.

28 SS 1—Dive into Distance Learning



PROFESSIONAL DEVELOPMENT COMPARISON CHART

Low Me dium High

1.  Program is fully accredited.

2.  Recommendations are provided.

3.  Cost is reasonable.

4.  Orientation training for learner is included.

5.  Technical support is available twenty-four hours a day, 
seven days a week.

6.  Adequate time line to complete course.

7.  Instructor’s background is commendable.

8.  Learning goals are clearly defined.

9.  Evaluation feedback will be encouraged.

10.  A variety of media will be used in course.

Life saver Tool 9. Pro fes sional De vel op ment Com par i son Chart
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Li brary Life saver 10

DISTANCE LEARNING
PANEL—EXPERTS

SPEAK OUT!

For this last sec tion on dis tance learning, I wanted to set sail and talk to an ex pert who
has al ready got ten her feet wet in the sea of dis tance learning. You’ll find out the good, the
bad, and the ugly (believe it or not!) on dis tance learning.

Lifesaver Trip 10: 
Cybersnax Pro fes sional De vel op ment Reg is tra tion Form

http://www.ciesc.org/SeriesRegistration.asp

Go on line to reg ister for one of these pro fessional de velopment courses! Surf’s Up!
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LIBBY’S LIFESAVERS: 
10 DISTANCE LEARNING SURVIVAL STRATEGIES

1. Identify a Topic

� Think Glob ally.

2. Plan, Plan, Plan

� Allow a min imum of 3 to 4 weeks for best re sults.

� Decide on the best date and time.

� Make sure the room is avail able.

� Make spe cial ar rangements with the con tent pro vider, if needed.

� Select stu dents (entire class, part of a class, mul tiple classes—it’s up to you!)

3. Com pile Les son Plans

� Some ses sions will send hand outs, hands-on ma terials, or even com plete lesson plans
to you in ad vance.

4. Pre pare Stu dents

� Dis cuss “netiquette.”

� Discuss the pur pose of the pro gram.

� Describe the technology (yes, they re ally can see and hear you!).

� Have stu dents pre pare ques tions in ad vance.

5. Test Equip ment

� Play around with the equipment be fore the ses sion—you can’t break it!

� Set up an in teractive test ses sion to en sure equip ment is work ing prop erly.

� Train stu dents to run the equipment.

6. Call for Help!

� If you have trou ble, call the help desk—that’s what they’re there for.

� Call the con tent pro vider and ask ques tions.

7. Fol low Up

� Fill out the ses sion evaluation.

� Be hon est—this is how con tent pro viders im prove.

8. Always Have a Plan B!

� As great as tech nology is, it is n’t fool proof!

9. Model Ac tive Learn ing

� Use dis tance learning your self for your own pro fessional de velopment.

10. Have fun!

LIBRARY LIFESAVER 10: Dis tance Learning Panel—Experts Speak Out! 31
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Li brary Life saver 11

A STANDARD 
ABOVE: WHAT ARE
THE STANDARDS,

ANYWAY?

Standards, stan dards, stan dards! Ev ery time you turn around, some one is say ing the
“S” word! Sim ply know ing the stan dards is no lon ger enough—in to day’s world of high
stakes test ing and ac countability, the media spe cialist is now re sponsible to know—and im -
plement—the standards on a reg ular ba sis. Chances are you, like me, were al ready im ple-
menting stan dards and teach ing qual ity les sons, but you just were n’t as in tentional as you
could be. Lifesaver Tool 11 helps you with the first step of know ing who and what; Life-
saver Tool 12 takes care of the why.

Life saver Tips

• The first set of stan dards I’ll dis cuss are the In formation Literacy Stan dards.

• The In for ma tion Lit er acy Standards are trade marked by the Amer i can Li brary As so ci a tion
(ALA) and the As so ci a tion for Ed u ca tional Com mu ni ca tions and Tech nol ogy (AECT).

• The nine In formation Literacy Stan dards are also con tained in the book In for ma tion

Power: Build ing Part nerships for Learn ing (1998).

• The nine In for ma tion Lit er acy Stan dards are bro ken into three cat e go ries: In for ma tion
Lit er acy, In de pend ent Learn ing, and So cial Responsibility.

• The three In for ma tion Lit er acy stan dards fo cus on ac cess ing, eval u at ing, and us ing
in formation.

• The three In dependent Learn ing stan dards fo cus on how well the stu dent in de pend ently

seeks, delves into, and critiques the information found.

• The So cial Re spon si bil ity stan dards fo cus on the re spon si bil ity the user of in for ma tion
shows and mod els while ac cessing information.
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Lifesaver Trip 11: 
In for ma tion Lit er acy Stan dards—On line Ver sion

http://www.ala.org/aasl/ip_nine.html

Dive into the ALA’s site—it’s a true life saver!
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INFORMATION LITERACY IS A LIFESAVER!

From In for ma tion Power

The Nine In for ma tion Lit er acy Stan dards for Stu dent Learn ing

Ex cerpted from Chap ter 2, “In for ma tion Lit er acy Stan dards for Stu dent Learn ing,” of In for ma tion Power: Build ing Part-

ner ships for Learn ing by Amer i can As so ci a tion of School Li brar i ans and As so ci a tion for Ed u ca tional Com mu ni ca tions

and Tech nol ogy. Copy right © 1998 Amer i can Li brary As so ci a tion and As so ci a tion for Ed u ca tional Com mu ni ca tions and
Tech nol ogy. Re printed by per mis sion of the Amer i can Li brary As so ci a tion.

In for ma tion Lit er acy

Stan dard 1: The stu dent who is in for ma tion lit er ate ac cesses in for ma tion ef fi ciently and
effectively.

Stan dard 2: The stu dent who is in for ma tion lit er ate eval u ates in for ma tion crit i cally and
com pe tently.

Stan dard 3: The stu dent who is in for ma tion lit er ate uses in for ma tion ac cu rately and cre atively.

In de pend ent Learn ing

Stan dard 4: The student who is an in dependent learner is information literate and pur sues in -
for ma tion re lated to per sonal in ter ests.

Stan dard 5: The student who is an in dependent learner is information literate and ap preciates
lit er a ture and other cre ative ex pres sions of in for ma tion.

Stan dard 6: The student who is an in dependent learner is information literate and strives for
ex cel lence in in for ma tion seek ing and knowl edge gen er a tion.

So cial Re spon si bil ity

Stan dard 7: The student who con tributes pos itively to the learning community and to so ciety is
in for ma tion lit er ate and rec og nizes the im por tance of in for ma tion to a dem o cratic so ci ety.

Stan dard 8: The student who con tributes pos itively to the learning community and to so ciety is
in for ma tion lit er ate and prac tices eth i cal be hav ior in re gard to in for ma tion and in for ma-
tion tech nol ogy.

Stan dard 9: The student who con tributes pos itively to the learning community and to so ciety is in -
for ma tion lit er ate and par tic i pates ef fec tively in groups to pur sue and gen er ate in for ma tion.

Note: Or der In for ma tion Power by phone at 1-866 SHOP ALA (1-866-746-7252).

Life saver Tool 11: In for ma tion Lit er acy Stan dards
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Li brary Life saver 12

Your “Stan dard”
Check list

Now that you know what the stan dards are and who came up with them, it’s time to be -
come a little more intentional about when you use them. You’re al ready an awe some
teacher-librarian (pat, pat your self on the back!), now just keep track of when you use each
standard on the check list (Life saver Tool 12A).

Life saver Tips

• Run off plenty of check lists at the be ginning of each year (use a fun color in stead of your
“stan dard” white so that the form catches your at tention!).

• Make a file and la bel it “Stan dards Check lists—Blank.”

• Make an other file and la bel it “Stan dards Check lists—Com pleted.”

• When each check list fills up, file it in the ap propriate file.

• Throughout the year, when ever you have a spare moment (like there is one!), check over
the check lists to see if all of the stan dards are being cov ered.

• At the end of the year, do a quick tally (Life saver 12B) to in clude in your An nual Re port.

Lifesaver Trip 12: 
Marco Polo Internet Home Page

http://marcopolo.worldcom.com/

The MarcoPolo pro gram hosts free, stan dards-based Internet con tent for the K–12
teachers and classes.
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INFORMATION LITERACY STANDARDS
TALLY SHEET

In for ma tion 
Lit er acy Stan dards

Total Times Used

_________ Se mes ter/Year

ILS 1: As sesses

ILS 2: Evaluates

ILS 3: Uses

ILS 4: Pursues

ILS 5: Ap pre ci ates

ILS 6: Strives

ILS 7: Understands

ILS 8: Re spects

ILS 9: Mod els

Life saver Tool 12B. In for ma tion Lit er acy Stan dards Tally Sheet
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Li brary Life saver 13

STRATEGY SURVIVAL
GUIDE

When you start look ing at the standards, it’s easy to get con fused! For ex ample, you may be
wondering just what the dif ference is among “re spect,” “un der stand,” and “ap pre ci ate.” Af ter
reviewing a few of the ex amples in Life saver Tool 13, I think your un derstanding will be an -
chored and you’ll be ready to sail into new, per haps un charted, wa ters!

Life saver Tips

• Some stan dards are easy to ob serve; oth ers are more dif ficult. For ex ample, it’s fairly
easy to de termine if a stu dent is work ing well in a group and giv ing in put about sources.
On the other hand, ob serving whether a stu dent is “ap preciating” a source can be difficult.

• In some cases, it can be dif ficult to de termine if a stu dent knows each in dividual stan -
dard. Life saver 14 in cludes three critical ques tions to help determine if stu dents know
and un derstand each of the nine In formation Literacy Standards.

• The class room teacher will of ten need to assist in an swering these ques tions be cause the
standard may not be demonstrated un til the fi nal prod uct is complete.

• Covering the ba sics of each stan dard in a li brary ori entation is one way to keep stu dents
afloat.

• Standard 1 Ex ample: When a class be gins a re search project, ask the class to write down
keywords that they might use to look up in formation. As stu dents come in to seek in for-
mation through out the year, work ing with small groups of stu dents on which search sites
are best is an other strat egy to as sist stu dents in eval uating information.

• Standard 2 and 3 Ex ample: If a stu dent is mak ing a poster dem onstrating his or her un der-
standing of the Ho locaust, you won’t know un til the poster is com plete if he or she chose
the best, or even ac curate, sources.
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• Standard 4 Ex ample: A stu dent who has free time co mes in and looks up price and or der-
ing in formation for the new Mi chael Jor dan ath letic shoes.

• Standard 5 Ex ample: A stu dent who is read ing a play by Shake speare co mes in to search
the Internet for other plays by this fa mous writer.

• Standard 6 Ex ample: The stu dent study ing Shake speare dis cards a play she found on line
because it has been trans lated into mod ern verse and she pre fers Shakespeare’s orig i nal
language.

• Standard 7 Ex ample: A stu dent logs off the computer when he sees there are other stu -
dents who need the computer and he has time to work on his pro ject to morrow.

• Stan dard 8 Ex am ples: In clude eth i cal and un eth i cal use of tech nol ogy and in for ma tion in
your li brary ori entation. Ob viously, a dis cussion of copy right laws can fit well here. Pla -
giarism is also a good topic to dis cuss in this context.

• Standard 9 Ex ample: Stu dents work in a small group to de termine which three sources
(out of ten) they will share in a speech given to the rest of the class.

Lifesaver Trip 13: 
De vel op ing Ed u ca tional Stan dards

http://edstandards.org/StSu/Li brary.html

Does your state have in formation literacy stan dards in place? Find out here!
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THE STANDARD THREE: THREE CRITICAL QUESTIONS

To Help Stu dents Meet Stan dards

Stan dard 1: As sesses in for ma tion ef fi ciently and ef fec tively

• Does the stu dent know what he or she is look ing for?

• Does the stu dent know how to ask for what he or she needs?

• Does the stu dent know three (or more) sources in which he or she can lo cate the
in for ma tion needed?

Stan dard 2: Eval u ates in for ma tion crit i cally and com pe tently

• Does the stu dent know whether the information is ac curate?

• Does the stu dent know whether the information is based on fact or opin ion?

• Does the stu dent know which in formation to use? To discard?

Stan dard 3: Uses in for ma tion ef fec tively and cre atively

• Does the stu dent or ganize his or her in formation well?

• Does the stu dent dem onstrate critical think ing skills and prob lem solv ing?

• Does the stu dent know how to add the in formation to his or her own knowl edge base?

Stan dard 4: Pur sues in for ma tion re lated to per sonal in ter ests

• Does the stu dent seek in formation re lated to hob bies?

• Does the stu dent ac cess in formation to ca reer or other per sonal in terests?

• Does the stu dent use and cre ate the best in formation found?

Stan dard 5: Ap pre ci ates lit er a ture and other cre ative ex pres sions of in for ma tion

• Does the stu dent have av erage (or above av erage) read ing abil ity?

• Does the stu dent show self-mo tivation and de sire to read?

• Does the stu dent ac knowledge cre ativeness in in formation found and ap ply
in for ma tion cre atively?

Stan dard 6: Strives for ex cel lence in in for ma tion seek ing and knowl edge gen er a tion

• Does the stu dent crit ically look at and judge the con tent of each source?

• Does the stu dent re vise in for ma tion found in de pend ently?

• Does the stu dent im prove in for ma tion lo cated in de pend ently?

Stan dard 7: Rec og nizes the im por tance of in for ma tion to a dem o cratic so ci ety

• Does the stu dent gather information from a va riety of sources and for mats?

• Does the stu dent ap pre ci ate in for ma tion from other cul tures?

• Does the stu dent dem onstrate knowl edge of equal access of in formation to all?
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Stan dard 8: Prac tices eth i cal be hav ior in re gard to in for ma tion and in for ma tion tech nol ogy

• Does the stu dent re spect and un der stand in tel lec tual free dom prin ci ples?

• Does the stu dent re spect and un derstand in tellectual rights to prop erty?

• Does the stu dent use in for ma tion tech nol ogy in a re spon si ble man ner?

Stan dard 9: Par tic i pates ef fec tively in groups to pur sue and gen er ate in for ma tion

• Does the stu dent model the use of in formation seek ing to oth ers?

• Does the stu dent share knowl edge with oth ers in groups?

• Does the stu dent work with oth ers to eval uate and use in formation?

Lifesaver Tool 13. The Stan dard Three
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Li brary Life saver 14

STANDARDS,
SMANDARDS!
WHY BOTHER?

Even if you know the stan dards, it’s easy to get bur ied un der your ob ligations and just
go for sur vival! If you’re in this boat, An derson’s ar ti cle ti tled “Why Are Me dia Po sitions
Cut? How Not to Sur vive!” (see Life saver 5 be low) may just be what you need to get your
job an chored! Even if you’re al ready teach ing great, qual ity les sons, the ev idence is clear
that stan dards are es sential for stu dent achievement. Still doubt ful? Af ter see ing Life saver
14, I think you’ll agree that the bot tom line is now be ing on line with standards.

Life saver Tips

• Copy Life saver Tool 14 and keep it posted in a location where peo ple will no tice it.

• Give a copy to your school principal. Let him or her know you’re teach ing the stan dards.

• Put a copy of the In formation Literacy Stan dards in teach ers’ mail boxes at the be ginning
of each year. Get them onboard with the stan dards.

• In clude stan dards in for ma tion in your li brary news let ter.

• When team teach ing with teachers, in sert the stan dards into the day’s les son.

• Teaching stan dards to the teachers is just as im portant as teaching them to the stu dents.
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FIVE LIFESAVERS FOR THE “STANDARD” MEDIA SPECIALIST

Manzo, Kathleen Ken nedy. “Study Shows Rise in Test Scores Tied to School Li brary
Re sources.” Ed u ca tion Week (March 22, 2000).

  http://www.edweek.org/ew/ewstory.cfm?slug=28libe.h19

The Bot tom Line:
“Students in schools with ap propriate and suf ficient library col lections and qual i-

fied li brary per sonnel tend to perform better on standardized tests, es pecially in read ing.”

Lance, Keith Curry. “The Im pact of School Library Me dia Cen ters on Ac a demic
Achieve ment.” School Li brary Me dia Quar terly 23, no. 3 (Spring 1994).

  http://www.ala.org/aasl/SLMR/slmr_re sources/se lect_lance.html

  The Bottom Line:
“Students at schools with better-funded Li brary me dia cen ters tend to achieve

higher av erage read ing scores. . . . Stu dents whose li brary me dia spe cialists played
such a role tended to achieve higher average test scores.”

Lance, Keith Curry. “Proof of the Power: Qual ity Li brary Me dia Pro grams Af fect Ac-
a demic Achieve ment.” Mul ti me dia Schools (Sep tem ber 2001).

  http://www.infotoday.com/MMSchools/sep01/lance.htm

  The Bottom Line:
“These stud ies in dicate that stu dents per form better ac ademically where the li -

brary me dia spe cialist: 1) is part of a planning and teaching team with the class room; 2) 
teaches in formation literacy; and 3) pro vides one-to-one tu toring for stu dents in need.”

“Ten Rea sons Why the Internet Is No Sub stitute for a Library.”

  http://www.ala.org/alonline/news/10reasons.html

  The Bottom Line
Believe it or not, “not ev erything is on the Internet!” Read this ar ticle to dis cover

the other nine en lightening rea sons!

An der son, Mary Al ice: “Why Are Me dia Po sitions Cut? How Not to Sur vive!” Mul ti-
media Schools (May/June 2002).

  http://www.infotoday.com/MMSchools/may02/an der son.htm

  The Bottom Line:
 “Core li brary skills are needed, but alone are not enough!”

Lifesaver Tool 14. Five Life savers for the “Stan dard” Me dia Spe cial ist
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Li brary Life saver 15

I WILL “SURVIVE”—
INFORMATION

LITERACY SKILLS

Now that you know about the In formation Literacy Skills, there’s one (well, ac tually
six!) things I may have neglected to men tion. Do the words “Big 6” sound fa miliar?

Life saver Tips

• What is “The Big 6” any way?

The Big 6 is “a sys tem atic ap proach to in for ma tion prob lem-solv ing.” In other
words, The Big 6 helps stu dents learn “in for ma tion lit er acy for the in for ma tion age.”

• Who came up with The Big 6?

Mi chael B. Eisenberg and Rob ert E. Berkowitz

• What are the six parts of The Big 6?

  1. Task Definition

2. In for ma tion-Seek ing Strat e gies

   3. Lo cation and Access

   4. Use of Information

   5. Syn thesis

   6. Eval uation

• Why use The Big 6? (Source: http://www.big6.org/)

In an on line poll, re sponders pre ferred The Big 6 for a combination of rea sons. Me -
dia spe cialists be lieved The Big 6 were easy-to-use, easy-to-integrate, and easy-to-teach.
The abun dance of re sources was also a top rea son to stick with the six!
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Life saver Trip 15:
The Big 6 Home Page

http://www.big6.org/

Get free e-newsletters, les sons, and a va riety of ex cellent re sources here! I’ll give you
six great “big” rea sons to visit this site.
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The Big 6
www.big6.org

1 Task Def i ni tion

1.1 De fine the in for ma tion prob lem 

1.2 Identify in formation needed to com plete the task (to solve the information prob lem)

2 In for ma tion-Seek ing Strat e gies

2.1 De termine the range of pos sible sources (brain storm)

2.2 Evaluate var i ous pos si ble sources to de ter mine pri or i ties (se lect the best sources)

3 Lo ca tion and Ac cess

3.1 Lo cate sources (in tel lec tu ally and phys i cally)

3.2 Find in formation within sources

4 Use of In for ma tion

4.1 En gage (e.g., read, hear, view, touch) the in formation in a source

4.2 Ex tract rel e vant in for ma tion from a source

5 Syn the sis

5.1 Or ga nize in for ma tion from mul ti ple sources

5.2 Pres ent the in for ma tion

6 Eval u a tion

6.1 Judge the prod uct (ef fectiveness)

6.2 Judge the in for ma tion prob lem-solv ing pro cess (ef fi ciency)

Lifesaver Tool 15. The Big 6 Skills

Library Life saver 15 is based upon The Big 6 Skills, adapted with per mission.
The Big 6™ is copy right ©1987 Mi chael B. Eisenberg and Rob ert E. Berkowitz.
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Li brary Life saver 16

HEADS UP, 7 UP!

Life saver Tips

Library Life saver 16 is my adap tion of The Big 6. I cer tainly don’t claim that these are
better than the orig inal; I just know my own stu dents learn better when things are “spelled
out.” Not to be out done by The Big 6, I’ve named my adaptation “The 7 Up”! Just like with
the stan dards, you’ll need a handy chart to help you SURVIVE re cord keep ing. Life saver
Tool 16A is one you’ll need when your stu dents be gin to drink up the stan dards! Life saver
Tool 16B is your les son plan life saver!
Some Help ful Re minders . . .

• There are nine In for ma tion Lit er acy Stan dards.

• The In formation Literacy Stan dards are de signed as a safety net for teach ing li brary skills.

• The Big 6 are tools to teach those nine In formation Literacy Stan dards.

• Think of the stan dards as home and the tools as dif ferent roads to get there.

• Don’t be over whelmed—chances are, you’re al ready teach ing the stan dards us ing ap pro-
pri ate tools.

• Now you’re just learn ing the jar gon and us ing check lists to track what you’ve al ready
been do ing.

• The 7 Up is sim ply my ad aptation of The Big 6 to help me sur vive—use which ever
method is most comfortable for you!

Library Life saver 16 is based on the Big 6 skills, adapted with per mission.
The Big 6™ is copy right. ©1987 Mi chael B. Eisenberg and Rob ert E. Berkowitz.

Lifesaver Trip 16:
In for ma tion Lit er acy Ad ven ture

http://prwww.ncook.k12.il.us

Use this fun prob lem-solving ac tivity to teach stu dents valu able in formation skills.
Take stu dents on a Big 6 moun tain jour ney for an ex citing skills-based ad venture.
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LESSON: __________________________________  DATE: ________________

SURVIVE the 7 Up!

Teach ing In for ma tion Skills
Com pleted

S Study the task
What is the assignment?  What do I need to do?

U Utilize a search strategy
What are all of my pos sible sources?  Where do I ac cess them?

R Review the sources found
Do I need all these sources?  Which ones can I do with out?
Do I need more?

V Verify that the sources found match the as signment
Can I do the assignment with what I have?  Where do I start?

I In dulge in and in for ma tion!
How can I or ganize the information to best complete
the as sign ment?

V View the completed pro ject and pre pare to pres ent findings
Am I ready to present? Is there anything else I still need to do?

E Eval u ate and an a lyze
What could I do differently/better next time?

Lifesaver Tool 16A. Survive the 7 Up!

LIBRARY LIFESAVER 16: Heads Up, 7 Up! 51



STANDARDS-BASED LESSON PLAN

Les son Ti tle: 

Stan dards

Tar geted

In di ca tors of

Per for mance

As sess ment Ob jec tives Strat egy/Ac tiv i ties

Lifesaver Tool 16B. Standards-Based Lesson Plan
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Li brary Life saver 17

I’LL BET YOU
“CAN” SURVIVE

RESEARCH!

If your stu dents are like mine, they need all the or ganization they can get! This 7 Up
Survival Guide (Lifesaver Tool 17) doesn’t guar antee stu dents will get the assignment
turned in, but at least it’s a “step” in the right direction!

Life saver Tips

• Before pass ing out 7 Up hand outs, dis cuss each of the seven steps with stu dents.

• Ask stu dents to show you (in words) what each step “looks like.”

• As an ex tra in centive, I have a drawing for a free 7 Up soda at the end of each class.

• If stu dents are not on task, they are in eligible for the free soda (Believe it or not—this
works as well for se niors as it does for sec ond grad ers!)

• Because the 7 Up Sur vival Guide can be used for vir tually any re search as signment, run
off lots of cop ies at the beginning of each year.

• I sug gest run ning off cop ies in—you guessed it—7 Up Green!

Lifesaver Trip 17: 
The Official 7 Up Home Page

http://www.7up.com/

Every year for my 7 Up pro motional kickoff, I use petty cash funds to pur chase 7 Up
T-shirts, tem porary tat toos, and other great items. I then hold me dia cen ter draw ings and an -
nounce win ners over the in tercom. It’s a fun way to pro mote the media cen ter and learning
at the same time. Beware: high school stu dents “drink up” the “Up Yours” T-shirt, slo gan,
but youn ger stu dents need the other T-shirt option.
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7 UP RESEARCH SURVIVAL GUIDE

Name: ___________________________________ Date: ______________________________

Teacher: ____________________________ Class:___________________________________

Topic Due by:________________________________________________________________

Search ing/In for ma tion Due by:____________________________________________________

Project Due by:_________________________________________________________________

7 Up STEP ONE:

S Study the task

   What is the as signment? Write it down be low.
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

   List five steps needed to complete the project:

  1.

    2.

    3.

    4.

    5.

7 Up STEP TWO:

U Uti lize a search strat egy

  What are four possible sources? Where do I go to ac cess these sources?

Internet, school library, pub lic library, class room li brary, teacher . . .

1. Ex am ple: Printed in for ma tion Internet: www.google.com

2.

3.

4.
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7 Up STEP THREE:

    R  Re view the sources and re cord in formation found.

Do I need all sources listed above?

Place a check be side sources you need.

Mark off sources you don’t need.

List new sources you find be low.

Record notes from in formation found (Notes can be a list, para graph, or pic ture.)

7 Up STEP FOUR:

    V  Ver ify that the sources found match the as signment.

Can I do the as signment with what I have? Where do I start? What do I do now?

Evaluate the source of each Internet document found. Is the source credible and re liable?

Ask your teacher or li brarian to help you if you are un sure how to ver ify Internet sites.

7 Up STEP FIVE:

    I     In dulge and use in formation!

How can I or ganize the information to best complete the as signment?

Re port

Chart

Poster

PowerPoint Pre sen ta tion

Other:

7 Up STEP SIX:

    V View the com pleted pro ject and prepare to pres ent find ings.

Am I ready to pres ent? Is there any thing I still need to do?

Include writ ten source in formation in your fi nal pro ject. Ask your teacher or li brarian
to help you with the cor rect for mat to cite sources.

7 Up STEP SEVEN:

    E  Eval uate and an alyze re sults.

Review your graded pro ject. If you don’t un derstand your grade, talk to your teacher.

What could you do differently or better next time?

Lifesaver Tool 17. 7 Up Re search Survival Guide
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Li brary Life saver 18

7 UP POSTER
ASSIGNMENT: QUENCH 
THIRST FOR LEARNING
INFORMATION SKILLS
AND WET APPETITES
FOR GREAT BOOKS!

Life saver Tips

• Rec om mended Grade Lev els: 6–12

• The amount of de tails in crease with grade level (duh!).

• Award the top three post ers a 7 Up prize!

• Assist the class room teacher in eval uating post ers.

• Save the best post ers for mod els dur ing next year’s poster as signment.

• For a col orful dis play, as sign stu dents poster boards of dif ferent col ors.

• Use the cap tion “Heads Up, 7 Up!” for your win dow dis play.

Lifesaver Trip 18: 
State Book Award Links

http://www.edupaperback.org/lnkaward.html

Link to book awards for ev ery state here! Rather than en danger your “state of mind,”
bookmark this link of stu dent pa pers for this as signment!
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7 UP POSTER ASSIGNMENT

S Study the task. What is the as signment? What do I need to do?

�  Make a “book talk” poster (use stan dard-size poster board).

 In clude
� Author’s full name, date of birth/death, three to five sen tences of bio graphical in formation,

including works pub lished, family in formation, awards, and so on

� Complete ti tle of book

� Copy right date and pub lisher in for ma tion

� Type of book (fic tion, non fiction, story col lection)

� A “blurb” about the book—don’t tell the end ing! (Do dis cuss the most ex citing part 
to make oth ers want to read it.)

� Picture of the book and au thor (feel free to in clude oth ers for vi sual ap peal!)

� Typed list of sources (Works Cited) glued on back of the poster

U Utilize a search strategy. What are pos sible sources? Where do I ac cess them?

� Internet sites such as Am azon.com and Barnesandnoble.com will include pho tos of 
the book and re views.

� Internet search en gines (www.google.com) will con tain au thor bio graph i cal
in for ma tion.

� Print sources: en cy clo pe dias, books, Something about the Au thor, Me dia Cen ter 
pro fes sional mag a zines (ask me dia spe cial ist)

R Review the sources found. Do I need all sources? Which ones don’t I need?

Do I need more?

� Need more? Have you checked both the school and pub lic library? Ask a li brarian!

V Verify that the sources found match the as signment. Do these sources work?

Where do I start?

�Write down all source in formation now. Ask your teacher or librarian for cor rect for mat.

I In dulge and Use In for ma tion.
How can I or ganize all this in formation to best complete the as signment?

� Exhaust your sources. Dive into your pro ject.

� Put to gether your poster—refer to the above information.

V View com pleted project and pre pare to present. Are you ready? Did you

� review 7 Up Step One to see if any information was over looked?

� clearly write your full name on the poster?

� check for spelling and gram matical er rors?

� use a va riety of color and illustrations?

E Eval u ate and an a lyze the re sults. What could I do dif ferently or better next time?

Pro ject Grade:____________
Sug ges tions for im prove ment:

Lifesaver Tool 18. 7 Up Poster Assignment
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Li brary Life saver 19

“SEA” HOW YOU’RE
DOING—A STANDARDS 

SELF-CHECK

Still not sure about all this standards stuff? Here’s a self-check to help you mea sure
how great of a job you’re do ing! (If it makes you feel better, I “sea” that I have lots of room
for im prove ment!).

Life saver Tips

• If you score mostly 1s, you’re onboard with the stan dards!

• If you score mostly 2s, you’re set ting sail with the stan dards, but may need to travel more
of ten!

• If you score mostly 3s, you’re about to walk the “stan dard” plank!

Lifesaver Trip 19: 
Stan dards Scav en ger Hunt

http://www.ed u ca tion-world.com/a_les son/02/lp261-05.shtml
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“SEA” IF YOU’RE MEETING THE STANDARDS

Stan dard Of ten

1

Some times

2

Rarely

3

1.  I look at the standards before selecting
lesson materials.

2.  I choose instructional strategies to meet
skills and standards.

3.  I assess what students already know
before each lesson.

4.  When necessary, I provide
documentation of student learning.

5.  I reteach skills if I feel students have
not grasped the concepts.

6.  I use enrichment for students who
demonstrate skills and standards.

7.  I modify lessons for students with
special needs.

8.  I keep records of classes and their
progress on standards.

9.  I know the standards and share
information with others.

Lifesaver Tool  19. “Sea” If You’re Meet ing the Standards
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Li brary Life saver 20

ARE YOU A MATCH
FOR THE STANDARDS?

Ready for a challenge? Here’s a lit tle matching game to test your knowl edge of the
“stan dard” jar gon!

Life saver Tips

• For a fun ac tivity at your next teacher meeting or work shop, hand out a copy of this
matching game to test your col leagues (and prin cipal!).

• Us ing “stan dard” ter minology gives you a pro fessional im age and adds cred ibility.

• Share this ac tivity with your me dia spe cialist col leagues—it’s im por tant—and might
even mean job se curity! (See Lifesaver Tool 13)

Lifesaver Trip 20: 
Putting It All To gether

http://www.surfline.ne.jp/janetm/big6info.htm

Janet Murray’s ar ti cle “Ap ply ing Big 6 Skills, In for ma tion Lit er acy Stan dards And
ISTE NETS to Internet Re search” pulls skills, in formation literacy stan dards, and even
technology stan dards to gether in an easy-to-use chart form. It’s a lifesaver!
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YOUR “STANDARD” VOCABULARY

See if you can sup ply the correct def inition from the right col umn to the skills listed in the left
col umn.

Skill Def i ni tion

ALIGNMENT The way in struc tion is de liv ered (ex am ples:
ques tion ing, dis cus sion)

CURRICULUM A statement that describes 1) stu dent learning and
2) how that learning will be assessed

CURRICULUM ARTICULATION Level of performance needed for students to meet
each standard

CURRICULUM COORDINATION How a teacher knows whether a standard has been
met; the way students dem onstrate they un derstand
the standard

CURRICULUM MAPPING The knowledge students need for success

STANDARDS Documenting over time what has been and needs to
be taught; making sure all learning gaps are filled

INDICATORS OF PERFORMANCE Lat eral/hor i zon tal flow of fo cus and cur ric u lum in
a school en vi ron ment

BENCHMARK When curriculum is fo cused from one grade to the
next or one school to the next

OBJECTIVES Plan developed for teachers to use in classrooms

STRATEGY The “match” be tween the cur riculum, the in struc-
tion, and tests to be used to as sess learners

Lifesaver Tool 20. Your “Stan dard” Vo cab u lary
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Answer Key to Your “Stan dard” Vo cab u lary
The skills ap ply to the def initions in this or der:

• Strat egy: The way in struc tion is de liv ered (ex am ples: ques tion ing, dis cus sion)

• Objectives: A state ment that de scribes 1) stu dent learn ing and 2) how that learning
will be as sessed

• Benchmark: Level of per formance needed for students to meet each stan dard

• Indicators of Performance: How a teacher knows whether a standard has been met; 
the way stu dents dem onstrate they un derstand the stan dard

• Standards: The knowl edge stu dents need for suc cess

• Curriculum Map ping: Doc umenting over time what has been and needs to be 
taught; making sure all learning gaps are filled

• Cur ric u lum Co or di na tion: Lat eral/hor i zon tal flow of fo cus and cur ric u lum in a
school en vi ron ment

• Curriculum Ar ticulation: When curriculum is fo cused from one grade to the next or 
one school to the next

• Curriculum: Plan developed for teach ers to use in class rooms

• Alignment: The “match” be tween the cur riculum, the instruction, and tests to be used 
to as sess learners
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SS 3

DIVE UNDER COVER: LESSONS TO
IMPROVE READING MOTIVATION





Life saver 21

READING IS A
LIFESAVER!

This life saver re ally is a lifesaver for those in need. The fun ac tivity mo tivates stu dents
to read and raises money for char ity. What more could you want?

Life saver Tips

• Recommended Grade Level: K–8

• Recommended Time: One Grad ing Pe riod

• Students com plete a lifesaver each time they fin ish a book.

• For man ageability pur poses, this ac tivity should be done in homeroom.

• Connect life savers to gether to make a life saver “rope.”

• Start life saver rope at each class room door (class rooms can work to gether, if de sired).

• When the lifesaver rope reaches the of fice door, the principal per forms a funny task (for
example: prin cipal dresses in a bear costume, gets a pie in the face, shaves his—or
her!—head).

• Have a penny drive in homeroom while doing this ac tivity.

• Post “Read ing is a Life saver” slogan on cof fee cans to col lect pen nies.

• The prin cipal, the Par ent-Teacher Or ganization, or par ents can do nate a penny for each
lifesaver ring posted to earn even more money.

• Donate money to the Amer ican Red Cross or an other wor thy char ity.

• When a class’ life saver rope reaches the office, the fundraiser is over and that class gets
lifesaver candy treats. (Don’t for get to make al lowances for those class rooms closer to
the of fice!)
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• Another op tion is to have a pool party at the con clusion of this mo tivational reading ac -
tivity (it’s helpful if your school has a pool!).

• To form the lifesaver rope, make a small, straight cut on the lifesaver and then in sert a
lifesaver ring to form a chain.

Lifesaver Trip 21: 
American Red Cross Home Page

http://www.redcross.org/do nate/do nate.html

Find out how to do nate on line, lo cate vol unteer ac tivities, and use the zip code locater
to find your lo cal chap ter. Dis cover how your school can be a lifesaver to your community!
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Lifesaver Tool 21. Read ing Is a Lifesaver!

LIFESAVER 21: Reading Is a Lifesaver! 67
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Li brary Life saver 22

DEAR DIARY, THIS
BOOK IS GREAT!

Nancy Witty, my men tor and friend, always has the “write” idea. This year she came
up with the idea of ty ing in read ing jour nals to li brary class. Her school, like many oth ers
across the coun try, is fo cusing on im proving writ ing skills as a part of their school im prove-
ment plan, and Nancy knew she wanted to take part. Her re sponse to the chal lenge to im-
prove writ ing and read ing scores was to cre ate Lifesaver Tool 22. You’ll prob ably want to
start using it yourself “write” now!

Life saver Tips

• Reproduce a jour nal for each stu dent (Grades 2 and up) at the be ginning of the year.

• Pri mary stu dents be gin their jour nals sec ond se mes ter.

• Journals cost about $40.00—just enough to cover brightly col ored pa per.

• Nancy uses jour nals at least once per six weeks—you can use them as much (or as little)
as you want.

• Students can keep track of books they have read.

• Students may choose to make com ments on books they es pecially liked—or dis liked.

• Nancy al lows her stu dents to write on any page they want in the jour nal.

• Nancy’s stu dents can write about any thing they want, as long as it per tains to read ing or books.

• Her jour nal pages are di vided into the fol lowing sec tions:

– Books I’ve Read

– Books I Want to Read

– Fa vor ite Char ac ters

– Fa vor ite Lines
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The rest of the journal is blank, allowing stu dents to make their own head ings.

• The back of the journal lets the stu dent de cide whether they wish to share it with others.

• Nancy uses the “No Talk, No Walk” rule—in other words, all stu dents write with out dis -
tractions for at least fif teen min utes.

• To get her stu dents writ ing, Nancy of ten takes the ad vice of her men tor, Ruth Ayres,
when de ciding which read-aloud to choose: “If it’s gory, they’ll love it!” Twenty eight
years later, the strategy still works!

Lifesaver Trip 22
Writ ing Top ics

http://www.thewritesource.com/top ics.htm

Start your stu dents off on the “write” foot by giv ing them lists of pos sible top ics when
they’re stuck. Top ics for ev ery grade level, as well as other writ ing re sources, can be found
here.

LIFESAVER 22: Dear Di ary, This Book Is Great! 69
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Lifesaver Tool 22. Read ing Journal
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Li brary Life saver 23

STUDENTS WHO READ
ARE ON THE BALL!

This life saver has as many ad aptations as a ball has bounces! It can eas ily work with all
grade lev els. Un like some of the other read ing mo tivational strategies, this one works well
at the high school level. Even the se niors have a ball (lit erally!) with this one!

Life saver Tips

• Rec om mended Grade Lev els: K–12

• Rec om mended Time: Year long Ac tiv ity

• Every time a stu dent reads a book, his or her “ball” (Lifesaver Tool 23) is put in the bas -
ket.

• Each ball has the name of the stu dent and the title of the book he or she read.

• The bas ket is kept in a se cure lo cation so that only teach ers may place balls in bas ket.

• Start the activity at the be ginning of the year.

• “Aim” for the cul minating ac tivity at the end of the year.

• At the end of the year (or when your school chooses), the prin cipal “re bounds” balls from 
the bas ket to form a stu dent ver sus fac ulty bas ketball team.

• Students whose names are drawn may either choose to play in the tour nament or choose
players to rep resent them (an other stu dent or a par ent!) in the big game.

• Obviously, fac ulty members will need to be drafted!

• Optional: Fac ulty ver sus stu dent cheer leaders def initely scores points for fun!

• The game can be held at lunch (if it’s eas ier) or, better yet, at a pep ses sion.
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• Distribute press re leases to lo cal me dia to no tify them of the game and the read ing ac tiv-
ity that has taken place all year.

• This ac tivity can turn into a nice fundraiser if the game is held in the eve ning and a small
admission fee is charged.

• Any money that “dribbles” in could be used to pur chase new li brary books!

Lifesaver Trip 23: 
Read to Achieve

http://www.wnba.com/com mu nity/readtoachieve_020508.html

See how well your stu dents score with this motivational reading pro gram spon sored by 
the Women’s Na tional Bas ket ball As so ci a tion!
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READING IS A BALL!

TITLE:___________________________________________________________

NAME:__________________________________________ GRADE:________

Lifesaver Tool 23. Read ing Is a Ball!

Image © 2002-2003 www.clipart.com
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Li brary Life saver 24

GET OUT OF THE
DOGHOUSE—READ!

You’ll never bark up the wrong tree with this fun, mo tivational reading ac tivity!

Life saver Tips

• Rec om mended Grade Lev els: K–8

• Recommended Time: One Grad ing Pe riod

• Throw stu dents a bone each time they read a book.

• A “purr-fect” idea is to ask stu dents to read non fiction an imal books dur ing this ac tivity.

• Post the bones (Life saver Tool 24) in the hall way.

• Play the song “Who Let the Dawgs Out?” by the BaHa Men each time you start sus tained
silent read ing dur ing this month.

• Allow stu dents to bring in stuffed animals (pref erably dogs) on Fri days.

• When stu dents earn ten bones, they re ceive a dog tag neck lace.

• Ask your Par ent-Teacher Or ganization to help take a bite out of the dog tag costs.

• Use this read ing ac tivity to raise aware ness for your lo cal hu mane shel ter.

• Ask stu dent groups to make post ers that in cludes the hu mane shel ter num ber and ad dress.

• Local hu mane shel ters may be willing to spon sor a poster con test and give away a free
pet (don’t for get to get parent per mission—their bark might not be worse than their bite!)

74



Lifesaver Trip 24

http://www.orientaltradingcompany.com/

Purchase dog tags here! Alu minum, 60s-style dog tag necklaces are only $2.49/dozen.
Metallic, neon-colored dog tag neck laces are only $2.95/dozen.
After this fun ac tivity, students will see that reading is n’t “ruff” af ter all!
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No Bones about It—Reading Is Fun!

Ti tle: ____________________________________________________________

Name: __________________________________________ Grade: __________

             Image © 2002–2003 www.clipart.com

Lifesaver Tool 24. No Bones about It—Reading Is Fun!
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Li brary Life saver 25

READ AROUND THE
CLOCK!

Want to get kids re ally ex cited about read ing? Have a dance! There’s re ally only “two
steps” to this ac tivity—get pledges and get read ing!

Life saver Tips

• Rec om mended Grade Lev els: 6–12

• Recommended Time: One Grad ing Pe riod

• By earn ing pledges (see Pledge Sheet: Lifesaver Tool 25), this activity pays for it self.

• Students can earn pledges by the num ber of pages read or num ber of hours read.

• The pledges earned pay for dance dec orations, a DJ, and snacks.

• Extra money can be used to pay for—what else—music and dance books!

• Students can earn free admission to the dance by par ticipating in the reading ac tivity.

• Students who choose not to read can pur chase a dance ticket.

Lifesaver Trip 25: 
Stumps—Amer ica’s Prom and Party Fa vorite

http://www.stumpsprom.com/

Don’t be stumped about plan ning and dec orating ideas for the big dance. This site is
your one-stop shop ping place for par ties. Your stu dents may even choose to join the teen
advisory board to as sist with party is sues na tionwide. Read all about it on the Web site!
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READ AROUND THE CLOCK PLEDGE FORM

Pledge Maker
Name (Last, First)

Phone
Num ber

Ad dress Amount
Pledged

Paid

Lifesaver Tool 25. Read around the Clock Pledge Form

78 SS 3—Dive Under Cover: Lessons to Im prove Read ing Motivation



Li brary Life saver 26

GOD BLESS THE
USA—READ!

This mo tivational reading ac tivity will get your students in the right “state” of mind!
This life saver is aimed at students who are “grad u at ing” and go ing to an other school the
next year. It’s a read ing cel ebration and grad uation party all in one!

Life saver Tips

• Recommended Grade Lev els: Grades 5–8

• Rec om mended Time: Year long Ac tiv ity

• Assign each stu dent a state book to start the activity.

• After a quick comprehension check in which the stu dent “states” key facts, the teacher
then ini tials the state.

• The stu dent then colors in the cor responding state on the map (Lifesaver Tool 26).

• The stu dent chooses a book on a dif ferent state to read.

• As each book is read, the cor responding state gets col ored in un til the en tire map is filled.

• At the end of the year, stu dents who have suc cessfully filled in ev ery state on the map (or
a pre determined amount) get to go on the class trip.

• This ac tivity is aimed at non fiction read ing, there fore the stu dent’s book of choice may
include li brary books, en cyclopedias, text books, Internet sites, or other li brarian and
teacher ap proved resources.

• Because many schools already have end-of-the-year trips for grad uating stu dents, this
activity can be a nice tie-in for a fun-filled bus trip to an other state!

Note: This ac tivity co ordinates nicely with Li brary Life saver 44 in 100 Li brary Life sav ers, p. 134).
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Lifesaver Trip 26: 
United States Ge ography Web Site

http://mem bers.aol.com/bowermanb/US.html

From do-it-your self color-coded state maps to dumb laws, this site has it all mapped
out!
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Lifesaver Tool 26. The Fifty States

For map key, go to http://www.clickandlearn.com/giffiles/cluesUSA.gif.

LIFESAVER 26: God Bless the USA—Read! 81
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Li brary Life saver 27

READING IS THE
TICKET!

This ac tivity gives a whole new mean ing to your typ ical “Reader’s Thea tre!”

Life saver Tips

• Recommended Grade Level: K–12

• Rec om mended Time: Sum mer Read ing Pro mo tion

• This reading ac tivity ties in with sum mer read ing in centives at the pub lic li brary.

• This ac tivity also involves com munity partnerships with the local cin ema.

• Obviously, you will want to work with members of the pub lic library staff to make sure
they’re on the same “page.” If you don’t al ready work closely with them, they may need
to “but ter up” the staff to get their sup port.

• Contact the man ager of a lo cal cin ema well in ad vance and see if he or she is will ing to
host a “Reading Is the Ticket” night in which stu dents can get in free for par ticipating in
the sum mer read ing program.

• Each time stu dents read a book, they fill out a “ticket” (Li brary Life saver 27).

• Parents sign the ticket to en sure the stu dent did, in fact, read the book.

• The ticket is placed in a jar at the public li brary.

• At the end of the designated time, the pub lic librarian or a staff member pulls out the tick ets.

• If students submit five tick ets (i.e., they have read 5 books), they get into the lo cal movie
theater free on the designated “Reading Is the Ticket” night.
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• Take pic tures dur ing the event and sub mit them to the local news paper—it’s great pub -
licity for the school, the pub lic library, and the movie theater!

• If stu dents turn in ten or more tick ets, they get free pop corn to en joy dur ing the movie as
well.

Note: This ac tivity could be adapted to the school year and students could read at home.

Lifesaver Trip 27: 
Moviefone On line—It’s Just the Ticket!

http://www.moviefone.com/

If a movie the ater hasn’t agreed to pro vide tick ets to your stu dents, pur chase movie
tickets on line at this Web site so you don’t have to wait in line!
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READING IS THE TICKET!

Lifesaver Tool 27. Read ing Is the Ticket!
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NAME___________________________________________

AGE______ GRADE_______ PHONE_________________

TITLE OF BOOK
READ___________________________________________

PARENT/LIBRARIAN
SIGNATURE______________________________________

NAME___________________________________________

AGE______ GRADE_______ PHONE_________________

TITLE OF BOOK
READ___________________________________________

PARENT/LIBRARIAN
SIGNATURE_____________________________________

NAME___________________________________________

AGE______ GRADE_______ PHONE_________________

TITLE OF BOOK
READ___________________________________________

PARENT/LIBRARIAN
SIGNATURE_____________________________________



Li brary Life saver 28

READING IS “WRITE”

Au thor vis its cer tainly aren’t new to any li brarian. Find ing out about cur rent au thor in -
formation and pric ing, how ever, can be a little tricky! This life saver can help you get the
“write” idea when plan ning your next au thor extravaganza.

Life saver Tips:
Planning Po tential Costs for Au thor Visits

• Travel (airfare or fuel costs)

• Lodg ing

• Speak ing Fee

• Meals

• Book Pur chases

• Re fresh ments

• Ca ter ing

• Pro grams

• Setup Fees

• Pub lic ity

Lifesaver Trip 28: 
Au thor and Il lus tra tor Vis its

http://www.tonibuzzeo.com/

This awesome site of fers tips to ensure a ter rific au thor visit, e-mail ad dresses to con-
tact au thors on line, and a wealth of other lifesavers! Don’t miss it!
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AUTHOR VISIT CONTRACT

To:

From:

Date:

Our li brary is pleased to invite you to speak to our stu dents in Grades ____ to _____. The date(s)
we have se lected are listed be low:

_______________________________________________________________________________

_______________________________________________________________________________

The ten tative sched ule is as fol lows:

_______________________________________________________________________________

_______________________________________________________________________________

You will meet with _______classes/stu dents/groups for ap proximately _______ minutes each.

Lunch will/will not be pro vided. An au thor book sign ing will/will not be ar ranged dur ing your
sched uled visit.

A check in the amount of $___________________ is en closed/will be pro vided to you dur ing your 
visit. This amount does/does not in clude air and/or ground travel expenses, lodg ing and meals.

Please sign this con tract and re turn a copy to me.

We look for ward to your visit! Thank you for your commitment to our school and com munity.

Signed _________________________________________

Li brary Me dia Spe cial ist Date:

_________________________________________

Prin ci pal Date:

_________________________________________

Au thor Date:

Lifesaver Tool 28. Au thor Visit Contract
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Li brary Life saver 29

THE SLICE IS “WRITE!”

Like it or not, noth ing mo tivates my stu dents to read more than food. Any food will
usually do, but pizza is the “su preme” mo ti va tor!

Life saver Tips

• Rec om mended Grade Lev els: K–8

• Rec om mended Time: One Se mes ter

• Ask your lo cal pizza par lor to do nate pizza boxes. Some busi nesses will do nate the boxes
free for the extra pub licity; oth ers may charge a small fee.

• Dis trib ute pizza boxes to par tic i pat ing stu dents. Students dec orate out side of the pizza
boxes with their names and personal char acteristics (i.e., pho tos of fam ily and friends,
hob bies, fa vor ites—songs, mov ies, etc.).

• On the in side of the box, stu dents dec orate each “slice” (Life saver Tool 29) with de tails
from a book they have read. Stu dents should in clude ti tle, au thor, char acter(s), set ting(s),
and con flict(s). Use the back of the slice if more room is needed. If so, just tape or glue
only the top of the “crust” so both sides can be viewed.

• Each slice rep resents a dif ferent book. When the “pizza” is made (ap proximately eight
slices), the ac tivity is finished.

• The class with the most com pleted pizza boxes by a des ignated date wins a pizza party.
Businesses may even do nate piz zas if you don’t have enough “dough!”

Lifesaver Trip 29: 
Pizza Hut’s Book It Program

http://www.bookitprogram.com/

I was pleas antly sur prised by the new and improved Book It Pro gram. The pro gram
has received a facelift and I think kids will definitely “eat it up!”
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Lifesaver Tool 29. The Slice Is Right!
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The S lice Is Right!

Title :__________________________
Author:________________________

Ti tle: ____________________________________________

Au thor: _________________________________________

The Slice Is Right!



Li brary Life saver 30

MAKE READING
COUNT!

If you don’t al ready use a com puterized read ing tool, try making your time “count” by join -
ing Scho lastic Read ing Counts. This pro gram con tains thou sands of com puter quiz zes that tie in
with any grade level or cur riculum. The pro gram keeps track of stu dent points, level, and books
read, among other key fea tures. A pleth ora of re ports are available at the touch of a key. It’s a
lifesaver you can count on.

(Au thor’s Note: I don’t nec essarily en dorse this pro gram over the Accelerated Reader pro -
gram; this is sim ply the pro gram I know and trust!)

Life saver Tips

• Rec om mended Grades: K–12

• Recommended Time: En tire School Year

• The strength of the Scho lastic Read ing Counts (SRC) pro gram is its adapt ability—it
works as well with el ementary stu dents as it does with college-bound seniors.

• At high grade lev els, many teach ers use the ac cumulated SRC points for a man datory
grade; other teachers use the points as ex tra credit at the end of each grad ing period.

• For in formation, log on to the Web site at http://www.readingcounts.com.

• Make con tact by phone at 1-877-COUNTS-1.

• The “My Li brary” fea ture matches the books your li brary has with the computer quiz zes
you need—what a valu able timesaver!

• The Scho lastic Read ing In ventory (SRI) op tion al lows you (or the class room teacher) to
assess each stu dent’s read ing level and make per son al ized read ing rec om men da tions.

• Per son al ized pro fes sional de vel op ment train ing is avail able—or newbies can at tend a
one-day work shop of fered in sev eral cities through out the country.

89



Lifesaver Trip 30: 
Scholastic Reading Counts Home Page

http://www.readingcounts.com/

Make your time count and or der quiz zes and read ing in centives on line!
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SIX REASONS TO MAKE READING COUNT AT YOUR SCHOOL

1. The pro gram is easy to implement. You don’t even have to buy new books. The 
program works with the books you al ready own. You just need to pur chase quiz zes
to in stall on one—or all—com put ers.

2. Read ing im prove ment is man da tory with to day’s high-stakes test ing—and your 
library can play an integral part!

3. Self-selected reading is the key to cre ating life long read ers.

4. Motivation in terms of points and in centives can be a boost for re luctant or 
strug gling read ers.

5. Read ing com pre hen sion im proves with prac tice.

6. The pro gram in di vid u al izes read ing in struc tion by pro vid ing a list based on each
stu dent’s per sonal in ter ests and abil i ties.

Lifesaver Tool 30. Six Reasons to Make Reading Count at Your School
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Li brary Life saver 31

AVOIDING THE “P”
WORD—PLAGIARISM

Did you know that most college-bound stu dents have ad mitted to cheating, and even
more stu dents be lieve cheaters don’t get caught? Whether or not students in tentionally
cheat (I pre fer to be lieve they don’t do it pur posefully), turnitin.com can help. Stu dents in
to day’s “techie” gen eration, who may sim ply know their way around the com puter a little
too well and don’t always fully un derstand ram ifications of the all-too-easy cut and paste
features, may never have to learn the “P” word!

Life saver Tips:
Turn in Papers to Turn Off Plagiarism

• What Is Turnitin.com?

Turnitin.com is the new est way to help pre vent stu dents from pla giarizing.

• How Does Turnitin.com Work?

Turnitin.com works in two ways. One way is for teach ers to sub mit sus picious pa -
pers to turnitin.com for re view. The sec ond way is for stu dents to sub mit their own pa pers
to turnitin.com and see if any parts are plagiarized. The way it works is sim ple. Pa pers are 
sub mit ted to turnitin.com via cut and paste or re typed. Turnitin.com re ceives pa pers and
checks them against the Internet for any “matches.” Af ter a thor ough check, re ports are
returned to teachers (or stu dents) within 24 hours. The color-coded re port shows Internet
matches and gives a per centage of what part (if any) of the pa per is pla giarized. In the
past, a teacher may have sus pected plagiarism but did n’t have the tools, time, or re -
sources to in vestigate. This has changed with turnitin.com.

• How Much Does Turnitin.com Cost?

There are dif ferent rates available—for teachers, schools, and in dividuals. When I
first joined, I paid $40 per year. I be lieve the charge is now $100, but I find the cost well
worth it. Sim ply mak ing students aware that we are mem bers of turnitin.com has made
students more aware of how they use re sources.
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Lifesaver Trip 31: 
Turnitin.com Home Page

http://www.turnitin.com/

Turn on your com puter and go to this great site for user tes timonies, pric ing, and all the
information you need to get your stu dents to turn over a new leaf.
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Eight Ways Turnitin.com Helps Prevent Plagiarism

T            Tell your stu dents about turnitin.com.

U            Use stu dent pa pers as ex amples to show them how turnitin.com works.

R           Re search ways to cite sources and prac tice, prac tice, prac tice!

N           Never let stu dents use a source with out cit ing it!

I             In still a sense of hon esty in your stu dents by teach ing tech nology eth ics.

T           Teach stu dents how to sub mit their own pa pers to turnitin.com.

I            In vestigate cases of stu dent pla giarism on the Internet. Raise awareness!

N          Note how many cases of pla giarism are un covered each year.

LIBRARY LIFESAVER 31: Avoiding the “P” Word—Pla gia rism 97
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Li brary Life saver 32

TOO MANY BOOKS,
TOO LITTLE TIME

“Too Many Books, Too Little Time” is one of my all-time fa vorite quotes and
one—I’m sure—to which we can all re late. This life saver wheel (Li brary Life saver 32)
helps you keep track of where your time is be ing spent.

Life saver Tips

• You will never get more time in a day—it’s how you use time that mat ters!

• Don’t try to ac complish too much in one day.

• Make a new task list ev ery day.

• Prioritize tasks from one to ten (no more than five is ideal).

• Don’t waste time wait ing on others.

• If you must wait, have something else to do (e.g., re view your cal endar, make phone
calls, read a spiritual book).

• Buy bulk in items you reg ularly use—you won’t have to waste time go ing to the store!

• Stock up on two to three months worth of frozen food—you’ll save valuable su permarket
time.

• Take naps to re fresh and re vitalize.

• Turn off the cell phone when you’re try ing to ac complish big tasks. Get rid of any un nec-
es sary in ter rup tions.

• Buy all mix-and-match clothes (e.g., khaki goes with everything!) to save time try ing to
find some thing to wear.

98



• Say No. (I’m still try ing to learn this one!)

• Reward your self when you do say no to re inforce this im portant habit.

Lifesaver Trip 32: 
Beat the Clock—Lessons in Time Management for
Middle School Students

http://thechalkboard.com/Cor po ra tions/DayRunner/les sons/

Lifesaver les son plans to teach middle school stu dents im portant time man agement
skills. Time Out! Les sons are eas ily adapted to other grades as well!
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Di rec tions:  Rank your prog ress (on a scale of 1–10) daily in each of the four ar eas.  Mon i-
tor where you need to ad just your time to cre ate a better bal ance.  Awareness is a life saver!

Lifesaver Tool 32. Beat the Clock
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Li brary Life saver 33

ORGANIZATION—IT’S
IN THE PALM OF YOUR

HAND!

Palm Pi lots (also called PDAs—per sonal dig i tal as sis tants) can put or ga ni za tional
strat e gies at your fin ger tips—literally!

Life saver Tips

• If at all pos sible, pur chase your Palm with color—it’s much more user-friendly!

• Never go more than two weeks with out synch ing your Palm and desk top com puter—you
can lose all your in formation (I’ve learned this the hard way!)

• If you’re ad dicted to a pa per cal endar, print your Palm calendar fre quently to sup plement
your handheld.

• Use the Frank lin leather binder and plan ner or ganizer if you’re still not ready to let go of
your tra di tional cal en dar.

• Purchase the op tional por table key board—it’s great for taking notes at meetings or writ -
ing your mem oirs!

• If you don’t nor mally wear pockets, add a purse strap to your PDA (Per sonal Dig ital As -
sistant) case to make your own Palm Purse—wear it at all times (especially at work) for
maximum or ganization. This strategy is much hand ier than dig ging through a purse that
might not be with you when you need it.

• Practice, prac tice, prac tice writ ing the graffiti—the specialized handwriting used to write
on your PDA (see Life saver Tool 33 for more on this).

• Purchase the op tional $9.95 Lost and Found fea ture at www.returnme.com. The peace of
mind is well worth the ten bucks. This small fee will pay for the safe return of your Palm
if it is lost.
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• Tired of try ing to re member all those passwords, usernames, ac count num bers, and im -
portant dates? The MobileSafe Ac count Man ager han dles it all for you for $14.99
(www.handmark.com/prod ucts/mobileam).

• Read How to Do Ev erything with Your Palm Handheld by Dave John son and Rick
Broida ($17.49 at am azon.com).

• Head to NearlyMobile—The Only Site Dedicated to the New Palm User to find the top
ten most common newbie prob lems (www.nearlymobile.com).

• Play the Graf fiti Gi raffe game of ten to brush up on your Palm writing skills. You don’t
want to stick your neck out at an important meeting and be un able to en ter im portant
data!

Lifesaver Trip 33: 
AvantGo.com Home Page

http://www.avantgo.com/

A free Web-based in teractive ser vice for handheld de vices. Se lect news, weather, fi -
nancial travel, sports, en tertainment, and other valu able con veniently adapted to the Palm
screen size. Let’s go!
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GRAFFITI WRITING TIPS AND TRICKS

  Edgar’s Graffiti Tricks Page

http://www.antioch.com.sg/ed gar/graf fiti.html
This site of fers “graffiti gripes” and  graffiti
shortcuts to turn your graffiti into writ ing art.

Palm Pro fes sor: Graf fiti Mat ters
http://maccentral.macworld.com/news/
0010/10.pro fes sor.shtml
Larry Becker’s article of fers five main 
“rules” to help you write better, quicker
graf fiti. 

Be a Palm Pro
http://www.cnn.com/2000/TECH/
com put ing/05/24/be ing.palm.pro.idg/
Ar thur Manzi’s ar ti cle pro vides Graf fiti 
Even veteran palm us ers can bite into the
“shortcuts” in his bag of tricks.

Lifesaver Tool 33. Graffiti Writing Tips and Tricks
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Li brary Life saver 34

ROLL OVER
PAPERWORK HASSLES!

Between the fax ma chine, memos, snail mail, and e-mail, pa perwork can easily take
over our lives. This lifesaver can help you manage mail be fore you go down with the ship.

Life saver Tips

• Purchase an in expensive roll ing cart with three bas kets from an of fice sup ply store (LTD
Commodities; 1-847-295-5532 has an of fice or ganizer cart for only $14.95).

• For a more heavy-duty op tion, pur chase Gaiam’s sturdy, three-bas ket cart with large rub -
ber wheels (www.gaiam.com). Be cause the cart does dou ble duty—it can also be used
for re cycling—you may want to pur chase two ($58 each).

• Label the top (high pri ority) bas ket: “TO DO NOW.”

• La bel the mid dle (me dium/av er age pri or ity) bas ket: “TO DO LATER.”

• Label the bot tom (low pri ority) bas ket: “TO FILE.”

• Be gin by stack ing mail into cat e go ries (e.g., mag a zines, cat a logs, let ters, pack ages, etc.).

• For items that sim ply need to be filed for later use, use Post-it notes to mark down where
to file the items. This saves time later and can be del egated to a student helper for fil ing.

• Quickly scan all items. Don’t read items in their entirety at this time—es pecially if you
will discard them later.

• Don’t pile up mail to read when you have more time—you’ll never have more time. Deal
with it now, not later.

• If in doubt, throw it away! The rule is never to touch a piece of pa per twice!
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• Note: If it’s possible to del egate this simple sorting task to a li brary as sistant or college
intern, do so! Even a stu dent as sistant can handle mak ing piles and or ganizing—then you 
can do the hard part!

• Remove your name from un wanted mailing lists at www.the-dma.org.

• If you are con tinually get ting mail or cat alogs from an un wanted com pany, con tact them
and re quest to be taken off their mail ing list. It’s a hassle, but this time-saving strategy
helps man age the pa per clutter.

• Give each all li brary staff members a mail box. If an item re quires their at tention, place it
in their box. By not in terrupting each other (un less it’s some thing for which one needs an
immediate an swer, of course), their time (and yours) will be saved.

Lifesaver Trip 34: 
Get Or ga nized Now!

http://www.getorganizednow.com/

Surf to this life saver Web site of fering lots of help ful ad vice on or ganizing your life.
You can even get a free Get Or ganized kit featuring more than fifty tips and lifesaving strat -
e gies! Wow!
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ROLL OVER PAPERWORK HASSLES!

R  READ AND REVIEW
Immediately open mail, read and review it, and act on it. Does it need to 
be put in the roll ing bin or the waste bin?

O  OUT
Throw out any thing you don’t ab solutely need.

L  LOOK for and act on items that need im mediate at tention. If a task only 
          takes a min ute, do it and be done with it. If a task requires more time, put it 
       in the top bas ket.

L  LEAVE it.
If it’s something you want to save but that does n’t re quire im mediate at ten-
tion, put it in the file bas ket and go.

O  ONLY han dle an item once, if pos sible.

V  VOID your name from un wanted mail ing lists.

E  ENLIST oth ers to help—delegate this task if you can.

R READ and RESPOND to im portant mail immediately.

Lifesaver Tool 34. Roll Over Pa perwork Hassles!

106 SS 4—Keep Afloat: Great Library Management Tips



Li brary Life saver 35

YOU’VE GOT MAIL!
E-MAIL LIFESAVERS!

Because of the ease and speed of e-mail, it’s easy to get addicted. The more you send,
the more you re ceive, which makes you, in turn, get even more e-mail. It’s a vi cious cy cle;
however, these lifesaver tips will help you move on to smoother e-mail wa ters.

Life saver Tips

• Managing e-mail is sim ilar to man aging snail mail (re fer to Li brary Life saver 34).

• If you re ceive chain let ters, jokes, or other un wanted e-mail, re ply im mediately and ask
to be re moved from the mail ing list.

• Delete un opened e-mail if you can easily de tect (from the subject line) it’s junk mail.

• Print out im portant e-mail and place it in the appropriate mail bas ket (see above).

• Leave e-mail in your inbox as a re minder to act on it.

• Delete e-mail when you have completed the cor responding task.

• Enter new e-mail ad dresses in your ad dress book or Palm.

• Limit the time you read and re spond to e-mail. For ex ample, you may just open e-mail in
the morn ings when you ar rive at work and in the eve nings when you get ready to leave.

• For more e-mail and other or ganizational strat egies, read KISS Guide to Or ganizing Your 

Life by Don ald Wetmore (www.am azon.com @ $13.97). You can “kiss” your e-mail
prob lems good bye!

Lifesaver Trip 35: 
Man ag ing the E-Mail Ex plo sion

http://www.pcworld.com/news/ar ti cle/0,aid,18324,00.asp

Find more tips to manage e-mail be fore your head ex plodes (or your com puter with all
those pend ing e-mails!)
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E-MAIL TO-DO LIST

# TO-DO E-MAIL ADDRESS COMPLETED

1
E-mail agenda to librarians for up coming
monthly meet ing (ex am ple)

In Ad dress Book

Lifesaver Tool 35. E-mail To-Do List

108 SS 4—Keep Afloat: Great Library Management Tips



Li brary Life saver 36

THE POINT OF NO
RETURN—PREVIEW
PLAN PROCEDURES

We’ve all done it: agreed to a book pre view plan, and be fore you know it, your time is
up and you’re left stuck with books you may not want. This life saver helps you re turn pre -
view books be fore you reach the point of no re turn!

Life saver Tips

• Only agree to book pre view plans that of fer un limited time for re view.

• Find out who pays the ship ping and han dling charges—this in cludes the charges for re -
turning an un wanted book.

• Discover who will make the ar rangements to return the item.

• Ask whether there is an ob ligation to pur chase.

• After you re turn items with out pur chasing, take note of whether the sales rep resentative
is still cordial and professional.

• Preview no more than twenty books at a time.

• Ask about the li brary dis count—is it negotiable?

• Ask about the re turn pol icy for un wanted books.

• Make sure your li brary is not li able for books dam aged upon re ceipt.

Lifesaver Trip 36: 
Book a Pre view!

http://www.librarybooks.com/

One of the best pre view plans I’ve found, this site in cludes books from Smart Ap ple
Me dia, Cre ative Ed u ca tion, and Thameside Press. In cludes an on line re quest form and all
advantages in the list above.
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BOOK PREVIEW RETURN FORM

Date Re ceived:___________________________Com pany:_______________________

Date Re turned:___________________________ Preview #:______________________

Sales Rep re sen ta tive:______________________ Li brar ian Ini tials:_________________

_____ I am re turning all of the pre view books. I do/do not plan to pur chase any 
           ti tles at this time.

_____ I am re turning all of the pre view books ex cept the ones marked on the en closed
           pre view in voice.

_____ I need a new in voice with the cor rect amount of pur chase.

_____ Please send an other pre view box on ________________.

_____ Please send no more pre view boxes to me un til oth erwise no tified.

_____ Please contact me to dis cuss this or der.

_____ Other com ments:

School name:___________________________________________________________

School ad dress:__________________________________________________________

School phone:________________________ School fax:_________________________

Con tact per son:___________________________________________________________

Lifesaver Tool 36. Book Preview Return Form
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Li brary Life saver 37

DON’T GO
OVERBOARD ON

OVERDUES!

Whether we like it or not, one thing ev ery li brary can count on (and count up!) is over -
due books. This life saver will help you manage those ir ritating overdues—before you be -
come ir ritated and “book” out the door.

Life saver Tips:
Pam’s Hit List – Eight Great Ways to Elim inate Overdues

1   The Payment Plan

If stu dents lose books, al low them to make pay ments on them. As long as they are mak -
ing an hon est ef fort, I still allow stu dents to check out books. To make this strategy man age-
able, only collect pay ments one morn ing per week.

2   Who’s That Knocking at the Door?

Instead of (or in ad dition to) send ing over due no tices, go to classrooms and visit stu -
dents with overdues. It’s a lot more difficult to ig nore a li brarian than a lit tle over due no tice!

3   “Wanted”—Missing Books—Dead or Alive!

Post names of stu dents with overdues on a prom inent hall way bul letin board. This ex -
tra re minder works great even at the high school level. Listing names on morn ing an nounce-
ments is also an op tion—if you have too many to list, just an nounce five to ten stu dents per
day.
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4   One “Fine” Day!

In my li brary (high school), I charge 25 cents per day for “reg ular” over due books and
$1 per day for over due ref erence books. For my time in volved, I re fuse to deal with anything
less than a quar ter per book. This larger fine makes stu dents more aware of when their books 
are due. For some stu dents, fines don’t matter—but at least the ex tra petty cash lets me buy a 
few new books! Hold ing grade cards (and di plomas) un til the fine is paid is also a “fine”
way to get over due book re turned on time. By the way, if you wait un til the end of the year to 
collect money for lost books, it saves time and in terruptions (but I’ll take money any time I
can get it!).

5   “Get Out of Jail Free!” Card

If your school al lows it, hold a monthly de tention for stu dents who re peatedly ig nore
overdue no tices (I use the “three strikes, you’re out” rule). If a stu dent brings the book back
(or re sponds in any way), they get out of jail free. Responsibility is the “key!” (Life saver
Tool 37 is the de tention no tice.)

6   For give and For get!

Once each se mester, I hold a “for give and for get” day. If the student re turns the book, I
forgive all fines—no mat ter how late the book is! Stu dents get a break, and I get over due
books back. Note: Don’t hold “For give and For get” days more than once each se mester.
High school stu dents quickly fig ure out the way around the sys tem!

7   Take Two!

In an in formal sur vey, a two-week check out time was pre ferred. The ma jority of li brar-
ians felt the two-week pe riod was long enough to read the book—and short enough to re -
member to return it.

8   Call ing All Par ents!

I ad mit that I hate this task al most more than any other, but it does work. Even at the
high school level, par ents re spond to calls about lost books. When the par ent re alizes how
much the book costs, they has sle their children re lentlessly un til they re turn the over due
items. Many par ents even call me back to make sure the book was re turned.

Lifesaver Trip 37: 
LM_NET

http://www.askeric.org/lm_net/

For other great ad vice on overdues (and ev erything else), join LM_NET. If you’re not
already a member, you’re “over due” for some great pro fessional sup port!
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GET OUT OF JAIL FREE CARD!

Hello! Our records in dicate that you have _____ over due li brary

      book(s). Please stop by the library to discuss this matter or plan to 

      serve a detention in the li brary on __________________________

      at __________ A.M./P.M. Bring this “get out of jail free” card with you 

      when you re turn the book or speak to the librarian. Thank you!

Name:______________________________________Grade:_____

Date Sent:_____________

Li brar ian’s Sig na ture:____________________________________

Lifesaver Tool 37. Get Out of Jail Free Card!
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Li brary Life saver 38

TO FLEX OR NOT TO
FLEX—GETTING YOUR
LIBRARY IN SHAPE!

If you al ready have a flexible li brary sched ule, or are plan ning to move to one, this life -
saver gives you some pros and cons to weigh in when making sched uling de cisions.

Life saver Tips

• For el ementary schools, a com bination flex and fixed sched ule works well. For ex ample,
Grades K–2 might have a fixed sched ule to gain important library skills les sons; older
students can have a fixed sched ule when be ginning to re search thematic lessons.

• For schools with flex ible sched ules, you might consider build ing in a fif teen-minute
weekly or bi weekly check out time for classes.

• Consider how you will ac complish the teaching of im portant library skills when mov ing
to a flex ible sched ule. Will you teach the skills on as as-needed ba sis or go with a more
com pre hen sive check list approach?

• In a flex ible sched ule, you’ll prob ably team with teach ers on a more reg ular ba sis. See
“Team Up with Teachers” (Li brary Life saver 19, p. 57 in 100 Li brary Life sav ers) for tips 
and a great teaming tool.

• A flex ible sched ule pro vides more of an op portunity to work in dependently with stu -
dents. The Re search Con tract (Lifesaver Tool 38) pro vides an easy way to meet in divid-
ual research needs.

Lifesaver Trip 38: 
Po si tion State ment on Flex i ble Sched ul ing

http://www.ala.org/aasl/po si tions/ps_flex i ble.html/

Read ALA’s po sition on flex ible sched uling to make sure your library is ship shape!
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LIBRARY RESEARCH CONTRACT

Research Subject or Topic:

As sign ment Due:

For this Pro ject, I plan to

   _____ Make a Poster

_____ De sign a PowerPoint Presentation

   _____ Write a report

   _____ Give a speech

   _____ Other:

Please highlight below each source you have used (or plan to use) on this pro ject.

• En cy clo pe dia

• Dic tio nary

• At las

• Al ma nac

• Books

• Mag a zines

• Vid eos

• In ter views

• Text book

• Ver ti cal Files

• Internet

• Notes from tele vision show/news

• News pa per

• Other sources I plan to use:____________________________________________

I do/do not plan to use pub lic library resources.

Re search ad vice from me dia spe cial ist:

Teacher comments:

Stu dent com ments:

Prog ress re port from me dia spe cial ist:

Lifesaver Tool 38. Library Re search Con tract
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Li brary Life saver 39

MEETING
MINDERS—TIPS FOR

HOSTING SUCCESSFUL
MEETINGS

We’ve all been to meet ings that are sim ply a waste of valuable time. The next time you
plan a meeting, plan for suc cess!

Life saver Tips

• Send out the Meet ing Minder (Life saver Tool 39) as soon as the time and date of an up -
coming meet ing has been es tablished.

• Send out the meet ing agenda well in advance so that all at tendees can re view im portant
items be fore the meet ing date. This saves valuable meet ing time.

• Meetings should serve two pur poses: solv ing prob lems and mak ing de cisions. Re hash-
ing old is sues and top ics of con versation should be avoided.

• Keep ad ditional cop ies of the agenda for the meet ing. Peo ple may for get to bring their
cop ies.

• Plan an at ten tion-get ting HDA (hu man de velopment ac tivity) to open the meet ing.

• Add hu mor to the meeting by dis playing an ap propriate car toon when peo ple en ter the
meeting room. This sets a positive tone and cre ates a safe cli mate—especially im portant
if “touchy” issues will be discussed.

• Serve food.

• Decorate! Peo ple ap preciate a sim ple theme and no tice spe cial time and ef forts taken to
make them com fortable.

• Ask a trust worthy mem ber to take minutes. Type the minutes and dis tribute promptly a
day or two fol lowing the meeting.

• Plan for po ten tial con flicts and re solve them by re fo cus ing con ver sa tion, sum ma riz ing
main points, and chang ing the con versation.
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• Keep the meeting on track by taking the fo cus off the sub ject con versations.

• Model ap pro pri ate meet ing be hav ior. Em pha size the im por tance of pos i tive be hav ior
and no put-downs.

• Set the next meet ing date.

• Monitor the meeting—know when to call a break or wrap up the meeting.

• Set the date for the next meet ing.

• Thank at tendees for com ing. Ex press ap preciation for their having taken the time to
attend.

Lifesaver Trip 39: 
How to Host Suc cessful Meet ings

http://www.effectivemeetings.com/guru

Get per sonal ad vice from the Meet ing Guru who will help you re solve meet ing con -
flicts and di lemmas, such as how to stop meet ing skip pers, how to main tain au dience at ten-
tion and how to end meetings effectively.
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MEETING MINDER

To:________________________________________ From:______________________________

Meeting Date:_________________ Meeting Time:_____________ A.M./P.M.

Meet ing Lo ca tion:_______________________________________________________________

Agenda Item(s):

Prep a ra tion Needed:

De sired Out come(s):

Fol low-ups:

Next Meeting:________________________________________________________

Lifesaver Tool 39. Meeting Minder
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Li brary Life saver 40

ASSISTANT
ASSISTANCE—LIBRARY

SCHEDULING

It’s easy for all of us to get caught in a rut and not want to break out of our com fort zones.
This life saver “as sists” in cre ating a flex ible sched ule, but this one is for staff, not stu dents!

Life saver Tips

• This life saver is de signed for li braries with a full staff (one or two me dia spe cialists and two
or more li brary as sistants) but can be adapted to fit the needs of li braries with smaller staffs.

• The ba sic idea is to change re sponsibilities of staff members on a reg ular ba sis by ro tat-
ing du ties among staff.

• By hav ing all staff (in cluding your self) work all po sitions, pro ductivity is higher and,
when ab sences oc cur, any avail able staff mem ber can fill in.

• Be pos itive when pre senting this new plan to staff mem bers—especially if they’ve been
around for a while.

• Be flex ible in plan ning. Mon itor and ad just as needed un til you find what works for you
and your me dia cen ter.

• Revise the Li brary Sched uling Form (Life saver Tool 40) as nec essary for your unique
staff ing needs.

• Obviously, even the best library as sistant can’t (and should n’t) per form all the du ties of a
certified and pro fessional li brary me dia spe cialist. Af ter all, it takes years of ed ucation and
experience to make the higher-level de cisions. When as signing du ties, keep this in mind.

Lifesaver Trip 40: 
School Li brary Media Spe cialist Job Post ings

http://www.libraryjobpostings.org/libmedia.htm/

Schedule your self—or some one you know—into a new job!

119



LIBRARY SCHEDULE FOR THE WEEK OF ________________

Mon day Tues day Wednes day Thurs day Fri day

LMS #1 LMS #2 LA #1 LA #2 Other Ro ta tion Area

Me dia Cen ter Of fice

Cir cu la tion Desk

Ref er ence Desk

Floor Duty

Li brary Classes

Lifesaver Tool 40. Library Schedule
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SS 5

GET BELOW THE
SURFACE—LIBRARY SKILLS

FROM THE GROUND UP





Li brary Life saver 41

YOUR RESEARCH
SEARCH IS OVER!

Are you sure you teach great library re search skills, but not so sure you’re always
meeting the stan dards? This chap ter is more than your “stan dard” re search mumbo
jumbo—it ties the re search and the stan dards to gether with tools to make them work for
you.

Life saver Tips

In for ma tion Lit er acy Skills Cov ered

• Stan dard 1: The stu dent who is in for ma tion lit er ate ac cesses in for ma tion ef fi ciently and
ef fec tively.

• Stan dard 2: The stu dent who is in for ma tion lit er ate eval u ates in for ma tion crit i cally and
competently.

• Stan dard 3: The stu dent who is in for ma tion lit er ate uses in for ma tion ac cu rately and cre-
atively.

Unit Ob jec tives

1. De vel ops prob lem-solv ing and crit i cal think ing skills.

2. Works in co op er a tive groups ef fec tively to ob tain in for ma tion.

 3. Dis cov ers in for ma tion from a va ri ety of sources.

4. Ac cesses in for ma tion ef fec tively.

5. Eval u ates in for ma tion crit i cally and ob jec tively.

6. Uses in formation in a creative way.

7. Assesses the prod uct achieved through the in formation-seeking pro cess.
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Plan ning

• Di rect In struc tion from Li brary Me dia Spe cial ist (LMS; 20 per cent of unit)

Note: Di rect in struc tion in cludes the LMS or teacher orally talk ing stu dents through
the re search pro cess (turns on stu dent “light bulbs”). This crit ical piece should be done
every time the LMS gives in struction.

• Guided Re search Time (80 per cent of unit)

• Feedback pro vided through stu dent con ferences with teacher, LMS, or both

• Use of Graphic Or ganizer (Life saver Tool 41)

Pro ce dures

Students work in dividually or in small groups to

• Ex plore po ten tial sub jects of re search

• Nar row re search top ics

• Plan their re search strategy

• Lo cate in for ma tion

• Crit i cally eval u ate in for ma tion

• De velop pro jects

• Revise and edit final pro jects

• Pres ent in for ma tion and find ings

• Eval u ate re search strat egy and fi nal prod uct

Pos si ble Pro jects

• Post ers (in clud ing il lus tra tions, graphs, and time lines)

• Reports (typed with illustrations or graphics)

• PowerPoint pre sen ta tions (up per grades)

• Oral pre sen ta tions

• Video re port (up per grades)

As sess ment

• Students use a ru bric to eval uate the re search strategies they used.

• LMS or teacher uses same ru bric (Life saver Tool 42) to eval uate re search dem onstrated.

• A stu dent con ference is held, an agree ment is ne gotiated, and fi nal scores are given.
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• Pre- and posttest—a sim ple ten-ques tion test (Lifesaver Tool 43) to as sess what stu dents
know be fore and af ter the unit.

• Students keep jour nals (Life saver Tool 44) to doc ument prog ress through out the re -
search process.

Lifesaver Trip 41: 
Internet School Li brary Media Cen ter (ISLMC)

http://fal con.jmu.edu/~ramseyil/li brar ies.htm

Life sav ers on top ics of se lec tion, cat a log ing, clas si fi ca tion, and li brary me dia cen ter
man age ment—check it out!
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LIFESAVER RING

Lifesaver Ring Uses:

1. Students write pos sible re search top ics in each of the four life saver ring sec tions. As
students de cide (in dividually or in small groups) on a spe cific topic, that sec tion is
colored.

2. Students list four sources in each sec tion of the lifesaver ring.

Lifesaver Tool 41. Lifesaver Ring
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Li brary Life saver 42

“RUBRIC’S CUBE”

This easy re search ru bric (Life saver Tool 42) is an easy way to assess your stu dents’
critical think ing skills and help them solve re search puz zles.

Life saver Tips

• This ru bric eval uates the re search process—it does not as sess the fi nal pro ject.

• This “one size fits all” ru bric can be used with most grade lev els.

• Why use ru brics?

1. Rubrics save time—grading is quicker and easier!

2. No sur prises—students know up front how fi nal pro jects will be eval uated.

3. Fewer disappointments—more projects meet teacher or li brary me dia spe cialist
ex pec ta tions.

4. In ten tional—en sures stan dards are met.

5. Better in struction—matches skills to assessments.

Lifesaver Trip 42: 
The Rubricator

http://www.ru brics.com/

Design your own ru brics! This ru bric maker soft ware in corporates stan dards and helps 
create qual ity per formance as sessments quickly and eas ily. I’m “as sessing” it may just be
the best $49.95 you’ll ever spend!
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RUBRIC’S CUBE: RESEARCH SKILLS RUBRIC

Re search Skills
Ex ceeds

Stan dards

Meets

Stan dards

Be low Stan dards

(Pro gress ing)

Does Not Meet

Stan dards

Lo cates Rel e vant
Sources

Uses Va ri ety of
Sources

Qual ity of Sources

Note Tak ing/
Or ga ni za tion

Re searches 
In de pend ently

Time on Task

Lifesaver Tool 42. Ru bric’s Cube: Re search Skills Ru bric
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Li brary Life saver 43

TESTING, TESTING,
1, 2, 3 . . . !

Want a quick, easy way to find out just what your stu dents have learned? Give this
quick pre test (Life saver Tool 43A and B) to stu dents be fore and af ter the re search unit. You
can look at individual stu dent prog ress and the classes’ prog ress as a whole. If you put stu -
dent learn ing “to the test,” they may take researching a lit tle more seriously!

Life saver Tips

• For quick est re sults, use Scantron forms for easy grad ing.

• Be sure to have sharp ened pen cils on hand.

• Keep all cop ies of tests and Scantron forms—you will re test with the same test!

• For se curity pur poses, re order ques tions for the re test (if needed).

• Provide class room teacher with pre- and posttest an swers.

• Lifesaver Tool 43A is de signed for ju nior high and high school stu dents. Key: 1) T; 2) F;
3) F; 4) T; 5) F; 6) T; 7) T; 8) F; 9) F; 10) T.

• Lifesaver Tool 43B is de signed for el ementary school stu dents. Key: 1) F; 2) T; 3) F; 4)
T; 5) F; 6) T; 7) T; 8) T; 9) F; 10) T.

Lifesaver Trip 43: 
Library Me dia K–12 Scope and Sequence Over view

http://www.pgcps.pg.k12.md.us/~media1/out come.html

Get your li brary skills “in or der!”
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RESEARCH UNIT PRETEST

Name:___________________________________ Teacher:_______________ Grade:________

“SEARCHING” FOR ANSWERS!

  True or False?

When researching, you should use both print and nonprint sources.

You should use ten or more sources when con ducting re search.

Internet sites are usually reliable, valid sources.

A good way to check the va lidity of an Internet source is to see who has created the site.

To show a good va riety of sources, use three en cyclopedias.

It’s a good idea to com pare dif fer ent en cy clo pe dias for ad di tional in for ma tion.

A good search en gine to use is www.google.com.

You don’t need to take notes if you print out in formation on all your sources.

There’s no need to do research in the li brary if you have Internet access at home.

You should usu ally try to lo cate in formation your self be fore you ask for help.

Lifesaver Tool 43A. Re search Unit Pre test
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RESEARCH UNIT POSTTEST

Name:_________________________________ Teacher:__________________ Grade:_______

   True or False?

I should only use the Internet to re search in formation.

I should try to use three or more sources.

I can al ways believe what the Internet says.

I can usu ally trust a col lege or school Internet site.

I will al ways find the same in for ma tion in dif fer ent en cy clo pe dias.

I should start my research with the en cyclopedia.

I should start my Internet re search at www.google.com.

I should take good notes when I research.

I have a computer so I don’t have to use my research time in the library.

I should look for in formation my self be fore I ask the li brarian for help.

Lifesaver Tool 43B. Research Unit Posttest
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Li brary Life saver 44

RESEARCH THE
“WRITE” WAY

This life saver teaches stu dents the “write” way to re search by keep ing jour nal logs of
their progress from start to finish.

Life saver Tips

• Don’t take time to grade each log.

• Use logs as a qual ifier to turn in the pro ject or as sign a pass-fail grade to journal en tries.

• The jour nal logs serve as an or ganizational tool to help stu dents stay on task.

• Scanning logs ran domly is a great way to get an “at a glance” mea sure of stu dent prog ress.

• The logs en courage higher-level think ing by ask ing stu dents to write, an alyze, and solve
problems dur ing the re search prog ress.

Lifesaver Trip 44: 
Re search Jour nals

http://www.msdpt.k12.in.us/etspages/pm/imc/In quiry/jour nal.htm?1026235344460.

An in-depth look at how re search jour nals can en hance stu dent achievement. Con tains
links to as sessment tools, over heads, and worksheets.
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JOURNAL LOG

Date
Re search Tasks
Ac com plished

Prob lems So lu tions Ques tions

M

T

W

Th

F

Lifesaver Tool 44. Jour nal Log
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Li brary Life saver 45

THE LIBRARY—YOUR
“SOURCE” FOR

RESEARCH!

One of the hard est—and most important—parts of library re search is teach ing stu dents
the cor rect way to cite sources. This lifesaver pro vides stu dents with a con venient form to
record im portant source in formation. In ad dition, you won’t have to sound like a bro ken
“record” telling stu dents what information to record!

Life saver Tips

• Distribute this form to students the first day of li brary re search.

• Discuss the im portance of filling out all requested in formation.

• Remind stu dents to re cord call numbers of books. That way, books can eas ily be found
again if needed.

Lifesaver Trip 45: 
Purdue Uni versity’s OWL (Online Writing Lab) Site

http://owl.eng lish.purdue.edu/hand outs/re search/

“Who” wants to go to this site? Your students will! The OWL site offers fan tastic re -
search pa per as sistance, in cluding in formation on how to cite sources.
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RESEARCH RECORD

Internet Source:

Title of Web site page:__________________________________________________________
Usually found at the top of first page

Author (Last, First) if known:_____________________________________________________
If more than one au thor, write down all names

 http://_______________________________________________________________________
Write down full ad dress—usually starts with www.

Date of access:____________________ Page num bers:__________.
Date you looked up information Found at top right-hand cor ner of i-net page.

Book Source:

Call num ber: ______________
Found on spine of book and in cludes num bers and/or letters; tells you where to find the book

Author (Last, First):_____________________________________________________________
If more than one au thor, write down all names

 Ti tle:_________________________________________________________________________
Can be found on the book’s cover

 Pub lisher:_____________________________________________________________________
Can be found on ti tle page

City where pub lished:_________________________
Can be found on ti tle page

 Page numbers:_______________________________
Write down all page num bers used

Mag a zine Source:

Ti tle of ar ti cle:________________________________________________________________
Write down all words in ti tle

Author (Last, First):_____________________________________________________________
If more than one au thor, write down all names

Ti tle of mag a zine:______________________________________________________________
Can be found on mag azine’s cover

 Date:_______________(Month)________________(Day)_______________(Year)

Can be found on front cover; may not have a day if it is a monthly magazine.

En cy clo pe dia Source:

Ti tle of en cy clo pe dia ar ti cle:_____________________________________________________

In bold print—ti tle is sub ject you are look ing up

Author (Last, First) if known:_____________________________________________________

Found at the end of the ar ticle in small print

En cy clo pe dia ti tle:______________________________________________________________

  *World Book En cy clo pe dia, Brittanica, Ac a demic Amer i can, En cy clo pe dia Americana, other

Let ter(s)___________________Vol ume___________________Page #’s___________________

Letter and vol ume can be found on cover of en cyclopedia; Re cord all pages used.

Other Sources:

Lifesaver Tool 45. Re search Record
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Li brary Life saver 46

THE GREAT DEBATE

This life saver takes ad vantage of what some stu dents do best—ar gue!

Life saver Tips

The Great De bate Pro cedures

• Divide stu dents into two groups.

• As sign stu dents a con tro ver sial topic.

• The first group will be in fa vor of the topic.

• The sec ond group will be against the topic.

• Gather as much in formation on the topic as pos sible.

• Remind stu dents that it is im portant that they know both sides of the topic to de bate ef fectively.

• The three parts of the up coming de bate are open ing ar guments, re buttal, and closing ar guments.

• Invite the principal to watch the de bate.

• Invite the school news paper or jour nalism staff to re port on the de bate.

• During the de bate, the ru bric is used to judge the de bate pan elists on their per formance.

• The au dience members com plete the ru bric—taking care ful notes to back up their an swers.

Following is a rough sched ule for the Great De bate Pro ject.

• Day One—Gather in formation on both sides of topic.

• Day Two—Re view in formation and fo cus on as signed view points in small groups.
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• Day Three—As sign stu dents to a de bate panel (five per side) or au dience (re mainder of
class) and con tinue re search.

• Day Four—Practice, prac tice, prac tice!

• Day Five—The Great De bate!

• Steps for the de bate are included in the Great De bate Ru bric (Life saver Tool 46) on page
138.

Lifesaver Trip 46: 
List of Con tro ver sial Top ics

http://www.uncc.edu/refweb/vrd/hot2.htm

A com plete list of con troversial top ics pro vided by North Har ris Col lege Li brary with
related links. Arguably, a great re search site!
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THE GREAT DEBATE RUBRIC

3 Points 2 Points 1 Point

Side 1

Open ing 
ar gu ments

Good prep a ra tion

Ev i dence of re search

Ex cel lent or ga ni za tion

Some prep a ra tion

Some ev i dence of
re search

Good or ga ni za tion

Lit tle prep a ra tion

Lit tle re search

Poor or ga ni za tion

Side 2

Open ing 
ar gu ments

Good prep a ra tion

Ev i dence of re search

Ex cel lent or ga ni za tion

Some prep a ra tion

Some evidence of re search

Good or ga ni za tion

Lit tle prep a ra tion

Lit tle re search

Poor or ga ni za tion

Side 1

Re but tal

Ex cel lent ar gu ments

Clear and con cise

Good ar gu ments

A lit tle un clear

Some rambling, off
topic

Poor ar gu ments

Un clear

Side 2

Re but tal

Ex cel lent ar gu ments

Clear and con cise

Good ar gu ments

A lit tle un clear

Some rambling,
off-topic

Poor ar gu ments

Un clear

Side 1

Clos ing 
ar gu ments

Well re hearsed

Great closing

Ev i dence of prac tice

Good closing

Lit tle prac tice

Poor closing

Side 2

Clos ing 
ar gu ments

Well re hearsed

Great closing

Ev i dence of prac tice

Good closing

Lit tle prac tice

Poor closing

Lifesaver Tool 46. The Great Debate Rubric
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Li brary Life saver 47

TAKE TEN!

One of the hard est parts of stu dent re search is sim ply get ting started. This life saver
makes writing ten times eas ier!

Life saver Tips

• This brain storming ac tivity takes away the hard part of re search—getting started.

• After com pleting the ac tivity, stu dents are less apt to ask, “How should I be gin?”

• Turn on an egg timer (or set an alarm) for ten min utes.

• After stu dents have spent a day or two of li brary re search, they “take ten” minutes and
write fast and fu riously.

• When the timer goes off, the stu dents look over what they have writ ten.

• Highlight in one color parts of the comments that can be used in the re search pa per.

• Highlight in another color parts of the com ments that need more in formation.

• Re view source in for ma tion to add.

• Divide the ten-minute draft into para graphs.

Lifesaver Trip 47: 
IPL Teenspace: A+ Re search and Writing

http://www.ipl.org/div/aplus/

This site gets a “10” for help ing stu dents with re search and writ ing.
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TAKE TEN!

NAME:_______________________________________________GRADE:_________

Directions: In the space be low, write down as much in formation as you can about your re -
search topic. Don’t worry about grammar or or der at this time—just write down as much as you
can re member. You will have ten min utes to write. Good luck!

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Lifesaver Tool 47. Take Ten!
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Li brary Life saver 48

SET “SAIL” TO GREAT
INTERNET SITES!

This life saver makes eval uating Internet sources a breeze. Use Life saver Tool 48 to
help stu dents keep track of the best Internet sites.

Life saver Tips

S  SCHOLARLY

• Is the site schol arly?

• Does it in clude ref er ences, bib li og ra phies, and foot notes?

A  ACCURACY

• Is the site re cent? When was the site last up dated?

• Is the site ac curate?

• Are there no ticeable mis takes in spell ing or grammar?

• Are there er rors in facts?

• Is the site based on facts or opin ion?

I  INTENDED AUDIENCE

• Is the site too elementary or too ad vanced?

L  LACKING CREDIBILITY

• Is the au thor’s name and back ground clearly shown?

• Are ref er ences avail able?
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Lifesaver Tool 48. Set Sail for Great Internet Sites!
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TITLE OF SITE

HTTP:



Li brary Life saver 49

Out of “Site!”

This life saver helps stu dents better un derstand the Internet as they learn to con nect the
dots.

Life saver Tips

• As stu dents learn to surf the Net, it’s im portant that they un derstand what the “dots” mean.

• The “dots” are really do main names—extensions on Internet ad dresses that let us ers
know who spon sors them.

• Hold a quick dis cussion on why it is im portant to know who spon sors a Web site (i.e., the
commercial .com sites have a much dif ferent agenda than the .edu or .org sites—it’s big
busi ness!)

• Pass out Dots candy for stu dents who earn a per fect score on the matching quiz.

• Use this match ing quiz (Lifesaver Tool 49) to find out what stu dents have learned.

Out of Site!

.gov = site hosted by a U.S. gov ernment agency

.com = site hosted by a for-profit busi ness

.edu = site hosted by an ed ucational or ganization (schools, col leges, and uni versities in
the United States)

.org = site hosted by a non profit or ganization

.net = site hosted by a net work

.biz = site hosted by a busi ness (newer than .com)

.ac = site hosted by an ac ademic or ganization (out side the United States)

~ = per sonal Web page
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Lifesaver Trip 49: 
NetLingo.Com

http://www.netlingo.com/

A great on line dic tionary of the Internet lan guage. BTW (by the way), there is also a
handy chat ac ronym di rectory for those of you who (like me) aren’t up on all of the lat est
jargon. EOM (End of Mes sage) SYL (See Ya Later!) Is n’t this fun?
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OUT OF “SITE!”

Name:_____________________________________________ Grade:__________

Directions: Match each do main name to the cor rect def inition. If you get them all 
correct, you’ll be out of “site!”

Do main Def i ni tion

.ac Make up one of your own

.biz Denotes per sonal Web page

.com Site hosted by a non profit organization

.edu Site hosted by a network

.gov Site hosted by a mil i tary or ga ni za tion

.mil Site hosted by a gov ernmental agency

.net Site hosted by ed ucational or ganization or school (in the United States)

.org Site hosted by a business (spon sored)

~ Site hosted by a business (newer than .com)

.? Site hosted by an ed ucational or ganization (out side the United States)

Lifesaver Tool 49. Out of “Site!”
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Li brary Life saver 50

NO ENDINGS, JUST
BEGINNINGS!

Unfortunately, I’m of ten guilty of ne glecting this last, but crit ical, re search step. Ad -
mittedly, there of ten just does n’t seem to be enough time, but I truly be lieve that pro viding
students with an op portunity to evaluate their own work crit ically will help put an “end” to
poor-quality work.

Life saver Tips

• Provide a Feed back Form (Life saver Tool 50) to stu dents the day the pro ject is due.

• Before stu dents turn in pro jects, ask them to think about and then re spond hon estly to all
ques tions.

• If de sired, the form could be worth points.

• The form also can be a qual ifier (i.e., no form, no grade).

• Students may need time to browse pro jects be fore com pleting the form.

• Question 3 is not in tended to gen erate ex cuses; it’s a way for stu dents to pro vide per sonal
in sights hon estly.

• You may want to in clude a “Pro cess Feedback Form” here as well. If we are teach ing in -
formation lit eracy skills, the process is just as im portant as the product.

Lifesaver Trip 50: 
Eduscapes: The Site for Lifelong Learners

http://www.eduscapes.com

Find links to more than two hun dred re search top ics—among doz ens of other ex citing
resources. With a site like this, you may never es cape!
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PROJECT FEEDBACK FORM

Name:________________________________________ Grade:__________________

List three things you like about your pro ject.

List one thing you would change on your pro ject if you had more time.

Do you be lieve this pro ject is your best effort? Why or why not?

Which of the pro jects (in our class) do you like best?

What would you change about this pro ject?

Lifesaver Tool 50. Pro ject Feed back Form
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SS 6

FLOAT THROUGH PERSONAL AND
PROFESSIONAL DEVELOPMENT





Li brary Life saver 51

X MARKS THE SPOT

One of the big gest ar eas of pro fessional de velopment to day is tech nology. This life -
saver shows where you might want to fo cus your ef forts to take a “byte” out of weak areas.

Life saver Tips

• In each of the ten areas, rate your pres ent abil ity level.

• A score of 3 = good abil ity (strength area)

• A score of 2 = av erage abil ity (com fort area)

• A score of 1 = low abil ity (area that needs im provement)

• For any weak spots, make a plan on how you will im prove in that area. For ex ample,
schools of ten of fer af ter-school technology work shops. Find out what classes are lo cally
avail able.

Lifesaver Trip 51: 
The Amer i can As so ci a tion of School Li brar i ans’
Learn to Use the Internet On line Classes

http://www.ala.org/ICONN/onlineco.html

Free on line classes to help li brarians nav igate the Internet and de velop tech nology-
related les sons! This site is X-cellent!
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TECHNOLOGY SKILLS CHECKLIST

Directions: Place an “X” in the box that ac curately mea sures your cur rent level of profi-
ciency in each of the fol lowing areas.

Tech nol ogy Skill 3 2 1

Use of elec tronic mail (e-mail)

Ability to attach a doc ument to an e-mail

Use of Microsoft Word (or similar word pro cessing pro gram)

Ability to save and re trieve doc uments

Use of Microsoft PowerPoint (or similar presentation pro gram)

Use of Microsoft Ex cel (or similar spreadsheet pro gram)

Use of Internet

Use of Internet search engines

Ability to cut and paste doc uments

Ability to in sert text, ta bles, and graphics into doc uments

Use of CD-ROM programs (downloading, open ing, and running)

Use of computer editing pro gram (such as Microsoft Reviewing)

Use of Microsoft Pub lisher (or similar desktop pub lishing software)

Use of digital cam era

Use of electronic calendar for plan ning and or ganizing schedule

Lifesaver Tool 51. Technology Skills Checklist
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Li brary Life saver 52

“STRESSING” THE
IMPORTANCE OF
PROFESSIONAL
DEVELOPMENT

The de mands of keep ing pace with technology and pro fessional de velopment—let
alone run ning an en tire library—can seem over whelming. This lifesaver “stresses” the im -
portance of relaxation.

Life saver Tips:
How to Be “Stress Free!”

S SHARE feelings
When you are feeling stressed or anx ious, talk to a close col league. Even if you don’t

solve the prob lem, talking can make you feel better.

T TAKE time
Before you start feel ing stressed, be proactive and take reg ular breaks. Walk to get a

cold drink or go to the restroom and do some deep breath ing. The idea is to take time to feel
calm and in con trol.

R RELAX
Each day I try to carve a few min utes from my busy sched ule to re lax. For me, the easi-

est way to re lax im mediately is to leave the build ing. I’ll run er rands, visit the pub lic library,
or pick up a drive-through lunch. Even a few minutes away in a dif ferent set ting re laxes me.

E EXERCISE
This is the most important key I’ve found to deal ing with stress. Even if it’s just five

minutes per day, I do some type of ex ercise daily. Even a few min utes boosts my en ergy
level and re duces my stress.
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S SUPPORT
If your stress level feels higher than nor mal, try talking to your school coun selor. Sup -

port is crit ical!

S SET PRIORITIES
The hard est part of our job is never be ing able to get caught up. Only by set ting pri ori-

ties and jug gling the work load can we pri or i tize our re spon si bil i ties.

F FAITH
My faith in God is truly the big gest stress re liever—and lifesaver—I’ve ever found!

R RESPOND differently
When you find your self feel ing stressed and an gry, take a deep breath and re spond dif -

ferently. Re member, the only thing you can con trol is how you re act to a situation!

E ESCAPE
Whenever you get the op portunity—leave! Af ter all, you’ve got comp time, and

you’ve earned it!

E EAT right
Eat a healthy, well-balanced diet and take vi tamin sup plements. Drink milk and wa ter.

(I’m work ing on the wa ter part—so far I’m not do ing too “well!”)

Lifesaver Trip 52: 
St. Jo seph Uni ver sity’s Quick Re lax ation Tips

http://www.sju.edu/coun sel ing/re lax ation.htm

Find sev eral “quick-release” re laxation techniques here to help re lax your mind—and
your mus cles!
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STRESS RELEASE CHECKLIST

Directions: Check the “+” column for ar eas in which you did well to day. Check the “–”
box for ar eas that could use some im provement. Fill out the chart daily, and take note of neg a-
tive pat terns.

S
I shared feelings with someone to day when I was up set. + –

T
I had a few min utes of re laxation time to day at work.

R
I made my self re lax af ter a stress ful sit u a tion to day.

E
I ex er cised for at least five minutes to day!

S
I made con tact with a trusted school counselor for sup port.

S
I set pri or i ties and stuck to them to day.

F
I took a few moments to day for faith.

R
I tried to con trol my re sponse to a stress ful sit uation to day.

E
I es caped to day and left early!�

E
I was care ful to eat and drink healthily to day!

Lifesaver Tool 52. Stress Release Checklist
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Li brary Life saver 53

FIGHT FAIR—CONFLICT
RESOLUTION SKILLS

If you’re work ing with teachers and stu dents (and what school librarian isn’t?), it’s im -
portant to un derstand how to re solve con flicts. If you’re in charge of a li brary staff, it’s even 
more im portant. Even with a great staff (like mine!), con flicts oc cur, and you need to
“fight” to re solve them early.

Life saver Tips:
Con flict Res o lu tion Net work—Twelve Skills Summary

• The Win-Win Ap proach

Identify at titude shifts to respect all parties’ needs.

• Cre ative Re sponse

Trans form prob lems into cre ative op por tu ni ties.

• Em pa thy

De velop com mu ni ca tion tools to build rap port. Use lis ten ing to clar ify un der stand ing.

• Ap pro pri ate As ser tive ness

Apply strat egies to at tack the prob lem, not the per son.

• Co op er a tive Power

Elim i nate “power over” to build “power with” oth ers.

• Man ag ing Emo tions

Express fear, an ger, hurt, and frus tration wisely to effect change.

• Will ing ness to Re solve

Recognize per sonal is sues that cloud the pic ture.
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• Map the Con flict

Define the is sues needed to chart common needs and con cerns.

• De vel op ment of Op tions

De sign cre ative so lu tions to gether.

• In tro duc tion to Ne go ti a tion

Plan and ap ply ef fective strat egies to reach agreement.

• In tro duc tion to Me di a tion

Help con flicting par ties to move to ward so lutions.

• Broaden Per spec tives

Evaluate the prob lem in a broader con text.

Lifesaver Trip 53: 
The Con flict Res o lu tion Net work

http://www.crnhq.org/twelveskills.html

“Re solve” to visit this page for more de tailed information on the twelve skills. You can 
also con tact them at P.O. Box 1016 Chats wood, 2057 NSW Aus tralia; Telephone: +61 2
9419-8500; Fax: +61 2 9413-1148; E-mail: crn@crnhq.org
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KEYS TO CONFLICT RESOLUTION

C  Calm

Remain calm and re member your true de sire to work things out.

O  Open Your Mind

Be open-minded and lis ten to all sides—even (and es pecially) if you don’t agree.

N  Needs

Recognize the needs of the other par ties in volved.

F  Fair ness

Be fair—listen and con sider a com promise.

L  Lis ten

Really hear what the other per son is say ing.

I  Item ize

Make a list of all possibilities and brainstorm a list of com promises.

C Con sider a Ne go ti a tor

If you can’t reach a compromise, find an ob jective third party to help.

T  Treat Others with Re spect

After the con flict, don’t hold a grudge! Be friendly and pro fessional.
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Li brary Life saver 54

BRAINSTORMING—
LIGHTNING-FAST

IDEAS

Have you ever had to write a grant, memo, or pro posal and just couldn’t get started? If
you have the time to wait and let the ideas come to you, that’s great! Un for tu nately, time
may not al ways be on your side. The next time writer’s block threat ens, try brain storming.

Life saver Tips

• Three types of brain storm ing: list ing, free-as so ci a tion think ing, clus ter ing.

• Before you be gin to brain storm, set a timer for five minutes.

• The pur pose of the timer is to force out thoughts.

• Write fu riously, and don’t stop be fore the timer ends.

• Don’t judge or an alyze thoughts as you jot them down—any thing goes!

• Don’t worry about spell ing or gram mar as you write down your thoughts.

Lifesaver Trip 54: 
In spi ra tion Home Page

http://www.in spi ra tion.com

Get a lit tle in spiration from this com puter software that’s great for clus tering and web -
bing. No doubt you’ll “brain storm” other great uses!
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BRAINSTORMING LIFESAVER

Lifesaver Tool 54. Brainstorming Lifesaver
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Li brary Life saver 55

ON YOUR MARK, GET
SET, GOAL!

Whether you’re work ing to im prove your pro fessional or your per sonal life, set ting
goals is the best way to get there. Stud ies show that the majority of peo ple don’t set goals in
life, but those who do are whoppingly more suc cessful! Are you ready? Then let’s “goal!”

Life saver Tips

L  LIMIT
Limit your self to five goals or fewer at a time.

I    INTENTIONAL
Be in ten tional—review your goals daily.

F  FULFILLING
Make sure your goals are worth fight ing for.

E  EXAMINE
Review your goals pe riodically to determine if changes need to be made.

S  SPECIFIC
Be spe cific when set ting goals. You can’t make steps to reach those goals un less you’re
one-hundred-percent sure what they are.

A  ATTAINABLE
Be re alistic in your goals. Win ning the lottery by the time you’re forty would be great, but is 
it re ally at tain able?

V  VIGILANT
Strive vig ilantly to meet your goals. Don’t give up!

E  END IN MIND
Set a rea sonable dead line.

R  RENEW
Don’t work so hard on your goals that you ne glect the most im portant part—you!
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Lifesaver Trip 55: 
Mind Tools Home Page

http://www.mindtools.com/

A tool box full of gad gets to give your career—and life—a tune-up!
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KEEPING TRACK OF YOUR GOALS

Pro fes sional Per sonal

Goal: Goal:

Steps: Steps:

Re sources Needed: Re sources Needed:

Prog ress Notes: Prog ress Notes:

Dead line: Dead line:

Lifesaver Tool 55. Keeping Track of Your Goals
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Li brary Life saver 56

“GOAL” FOR IT!

Just like ex ercise bud dies, it’s a lot more fun work ing to ward a goal when you’ve got a
little friendly sup port! This life saver helps you and your bud dies meet your goals—don’t
“weight” to start it!

Life saver Tips

• At the be ginning of the school year, put out a flyer announcing the for mation of your goal 
group.

• If you pre fer, just ask close friends or co workers to join.

• Hold an in formational meeting to ex plain the group’s pur pose.

• Hold meet ings on the same day each month (e.g., the first school day of each month).

• Each member brings his or her own drink, a snack to share, and $5 to the meeting.

• Put the $5 each person brings into an en velope.

• During the meeting, each per son shares any prog ress made dur ing the pre vious month.

• Use the Goal Re view Chart (Lifesaver Tool 56) to track prog ress on each goal.

• If de sired, the group can spend time dur ing the meeting dis cussing ways to over come
road blocks.

• The per son who has made the most prog ress gets the money en velope!

Lifesaver Trip 56: Mo tivation Home Page

http://www.motivation123.com/

Get hun dreds of quick and easy mo tivational tips in this free monthly news letter—you
just have to be motivated to sign up!
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GOAL REVIEW CHART 

Goal Re view � � Prog ress Notes

Goal 1

Goal 2

Goal 3

Goal 4

Goal 5

Lifesaver Tool 56. Goal Review Chart
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Li brary Life saver 57

BACK TO SCHOOL
TIME

Do you want to get your mas ter’s de gree or take a library sci ence course, but don’t re -
ally have the time (or desire) to go back to your old col lege campus? This life saver lets you
know which classes are available on line. Go to school in your jammies!

Lifesaver Tips: Eight Great Online De gree Pro grams:

• Drexel Uni ver sity (http://www.cis.Drexel.edu/)

• Ken tucky Vir tual Uni ver sity (http://www.kyvu.org/)

• The In di ana Col lege Net work (http://www.icn.org/in dex.html)

• Mansfield Uni ver sity (http://li brary.mnsfld.edu/schoolib.html)

• South ern Con nect i cut State Uni ver sity (http://www.southernct.edu/de part ments/ils)

• Syr a cuse Uni ver sity (http://istweb.syr.edu)

• Uni ver sity of Il li nois at Ur bana-Cham paign (http://www.lis.uiuc.edu/gslis/de grees/
leep.html)

• Uni ver sity of Pitts burgh (http://www.sis.pitt.edu/)

Library Trip 57:
World Wide Learn

http://www.worldwidelearn.com/li brary-sci ence.htm

Get in formation on on line de gree pro grams and schol arship in formation and take a ca -
reer as sess ment—“sea” if you need a new job.
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TOP TEN LIST

Questions to Ask Be fore You Sign Up and Ship Out!

1. Is the pro gram ac credited by the ALA?___________________________________

2. Is there a res idency re quirement?________________________________________

3. How many courses/hours does the pro gram re quire?_________________________

4. How much time do I have to com plete the pro gram?_________________________

5. How much does the pro gram cost? Each class?_____________________________

6. Is fi nancial aid or a pay ment plan available?_______________________________

7. Are trans fer credits ac cepted? If so, how many?____________________________

8. Does the pro gram of fer job placement services?____________________________

9. What is the dead line for reg istration? Reg istration fee? ______________________

10. Is the GRE re quired? Other pa perwork?___________________________________

Lifesaver Tool 57. Top Ten List
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Li brary Life saver 58

TRACK DOWN YOUR
PROGRESS!

During the hec tic school year, it’s easy to for get all the work shops, in-ser vice training,
and other courses you’ve com pleted—by May, it’s all a blur! Use this lifesaver to help you
keep on track of your per sonal and pro fessional de velopment achievements be fore you race 
out the door for a great summer!

Life saver Tips

• Your su per in ten dent will know you’re super when you at tach your track record (Life -
saver Tool 58) to your an nual re port. He or she will ap preciate you go ing the extra mile.

• Don’t for get to re cord per sonal and pro fes sional de vel op ment—if it’s not too per sonal,
of course!

• The track re cord is di vided into three sec tions: those attended, those con ducted (you led
the work shop), and those you fa cilitated (hosted).

• Give a copy to your prin cipal at year’s end to keep him or her on track!

Lifesaver Trip 58: 
Lead er ship and the New Tech nol o gies On line 
Pro fes sional De vel op ment Workshops

http://www.edc.org/LNT/work shop.htm#Gen eral In for ma tion

Take free classes here to get your pro fessional de velopment on track—race to sign up!
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PROFESSIONAL AND PERSONAL
DEVELOPMENT TRACK RECORD

School Year:_________________

Attended (Title and Date) Conducted (Title and Date) Fa cil i tated (Ti tle and Date)

Lifesaver Tool 58. Pro fessional and Personal De velopment Track Re cord
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Li brary Life saver 59

R-E-F-L-E-C-T: FIND
OUT WHAT IT MEANS

TO ME!

Any time of year is a good time to re flect on your per sonal and pro fessional de velop-
ment, but the be ginning or end of the year is a per fect time to study your re flection and make
sure your mir ror is spot-free.

Life saver Tips

• For best re sults, use this life saver at the be ginning, mid dle, and end of the year.

• Be hon est when eval u at ing your self.

• On the other hand, don’t be too hard on your self. (We’re of ten our own worst crit ics.)

• After you com plete the Self-Re flection (Life saver Tool 59), give it to a trusted colleague
for a sec ond opin ion.

• Remember, the whole idea is to see how well you’re work ing with oth ers—no body is
perfect, and ev eryone has room for im provement.

• If you feel com fortable do ing so, at tach a copy of this Self-Re flection in your an nual
re port.

Lifesaver Trip 59: 
Teacher Ed u ca tion In sti tute

http://www.teachereducation.com/course_out lines/grad u ate_on line/
self_es teem_gradon_out line.htm

One of the many courses the Teacher Ed ucation In stitute of fers for grad uate credit is
“Self-Es teem for Ed u ca tors,” which en courages self-re flection. It may also im prove what
you see when you look in the mirror!

170



SELF-REFLECTION WORKSHEET

Directions: In each of the ar eas be low, rate your self by plac ing a 1 (high est) to 5 (low est) in
the ap propriate box. Good luck!

I WORK WELL WITH STAFF Date Date Date

I feel comfortable and con fident dealing with other faculty.

I en joy coteach ing and planning with other faculty.

When there is a con flict with fac ulty, I deal with it quickly.

Faculty members would say I am pleasant to work with.

I WORK WELL WITH STUDENTS Date Date Date

I am com fortable deal ing with stu dents of all abil ities.

I gen uinely enjoy work ing with stu dents.

I feel com fort able dis ci plin ing stu dents.

I don’t hold grudges with stu dents.

I WORK WELL WITH ADMINISTRATION Date Date Date

I feel com fort able deal ing with the prin ci pal and ad min is tra tors.

I can dis cuss con cerns easily with my administration.

I be lieve I have the support of my ad ministration.

The administration would say I am easy to work with.

I WORK WELL WITH PARENTS Date Date Date

I feel comfortable dealing with parents.

I re turn parent calls promptly.

I send news let ters, over due no tices, and other com mu ni ca tions to
par ents.

I have re ceived few com plaints from par ents.

HOW CAN I IMPROVE?

Lifesaver Tool 59. Self-Re flection Worksheet
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Li brary Life saver 60

SHOULD YOU STAY OR
SHOULD YOU GO NOW?

Whether you’re go ing to the pre sentation or giv ing it, this life saver will come in handy
when you need to eval uate a pro fessional de velopment pro gram. It will help you “stay” a
little more fo cused as the pre senter “goes” on and on!

Life saver Tips

• This form can help oth ers de cide whether they should stay at or go to the pro gram.

• In this time of tight fund ing, many schools want feedback fol lowing the work shop. Turn
in the Stay or Go Form (Lifesaver Tool 60) af ter you leave.

• This form is also help ful to pro vide you with critical in formation fol lowing a work shop
you have con ducted or fa cilitated.

• Many grants re quire doc umentation; this eval uation tool can serve that pur pose.

Lifesaver Trip 60: 
How to Give a Talk

http://www.teachereducation.com/course_out lines/grad u ate_on line/self_es-
teem_gradon_out line.htm

If you don’t want your next au dience to “go,” read this in formative ar ticle about giving
ef fec tive pre sen ta tions.
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STAY OR GO FORM

NAME:_______________________________________________________________

PRESENTATION:_________________________________DATE:_______________

Lifesaver Tool 60. Stay or Go Form
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I liked . . .

The best part . . .

I loved . . .

I wish . . .

The part I didn’t like was . . .

The part I couldn’t live
without . . .
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Li brary Life saver 61

THE WEAKEST
LIBRARY LINK

Who is the weak est link in your library? Find out when you play this fun learn ing game 
with stu dents! (Sorry, Anne is not in cluded!)

Life saver Tips

• Rec om mended Grade Level: 7–12

• Ma te ri als Needed:

Large dry erase board to keep track of money earned and money banked
Eight small dry erase boards for stu dents to use to vote out the weak est link
Questions (see Life saver Tool 61)

1. Choose eight stu dents to par ticipate (you may wish to draw names to be fair).

2. Each of the eight stu dents sits in a circle at a large round ta ble.

3. You, of course, are the host/in quisitor of the show.

4. Although the stu dents are not strang ers, the ran domness of the draw will force the se -
lected group to work as a team.

5. The rest of the class sits be hind the ta ble—close enough to see and hear.

6. Ask a ca pable stu dent to write the fol lowing money fig ures on a dry erase board:

$1,000
$2,000
$3,000
$4,000
$5,000
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$6,000
$7,000
$8,000
$9,000

$10,000

Note: Bo nus points could easily be sub stituted for dol lar amounts (with teacher per mission).

7. The stu dents work as a team to earn max imum prize money for each of six rounds of
play.

8. In the sev enth round, the re maining con testants have a chance to dou ble the bank.

9. At the end of each round, contestants vote to elim inate the person who they feel is the
weak est link.

10. Each player is asked a “gen eral knowl edge” ques tion.

11. The host asks con secutive ques tions clearly and quickly, work ing clock wise around
the cir cle of con testants.

12. The goal in a round is for the team to an swer enough ques tions cor rectly to earn as
much money as pos sible.

13. Each round ends when the players run out of time.

14. Students may choose to bank money by clearly say ing “bank” be fore the ques tion is
read. Money in the bank is safe.

15. If stu dents miss the ques tion, the chain is bro ken and the team goes back to $0 and
starts the chain over again.

16. Lifesaver Tool 61 in cludes sources for book-re lated trivia ques tions.

17. You can also write your own ques tions by putt ing the ques tion on one side of the in -
dex ques tion and the answer on the other.

18. To write good trivia ques tions, see http://www.triviahalloffame.com/writeq.htm.

Lifesaver Trip 61: 
The Weak est Link Home Page

http://www.nbc.com/Weak est_Link/rules.html

Go here for com plete rules and show in formation—but watch out for Anne’s bru tal
truths while you’re there! Af ter all, you don’t want to be the weak est link!
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FIVE LIFESAVERS FOR FINDING TRIVIA QUESTIONS

Literary Quizzes and Trivia: http://thinks.com/webguide/trivia/books.htm

Shakespeare Trivia: http://halife.com/teas ers/shake speare.html

Lord of the Rings Trivia Ques tions: http://www.bestkidsbooks.com

*Quiz Prep a ra tion Books: http://www.quizbowlonline.com/?source=googlequiz

Hem ing way Trivia: http://www.timelesshemingway.com/hemtrivia.shtml

Note: You can always “link” to a great ref erence book, such as The World Al manac or
The World Al manac for Kids!

Lifesaver Tool 61. Five Lifesavers for Finding Trivia Questions
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Li brary Life saver 62

YOUR FORMULA
FOR FUN!

This life saver is a fun and easy way to en courage stu dents to think. This for mula = suc cess!

Life saver Tips

• Rec om mended Grade Lev els: 5–9

• Because this ac tivity can be completed in five min utes or less, it’s a great way to be gin or
end a li brary class.

• Use this ac tivity at the be ginning of the year to re inforce li brary pol icies.

• A vari ation on the activity is for stu dents to write their own for mulas.

• Giving a small prize (per haps a book?) is al ways the for mula for mo tivation!

Answer key: 1) 26 let ters in the alphabet; 2) 10 parts of the Dewey Dec imal Classifica-
tion; 3) 10,000 Leagues Un der the Sea; 4) Two weeks in a check out pe riod; 5) 25 cents =
overdue fine; 6) five-book limit; 7) 101 Dal ma tians; 8) Three Blind Mice; 9) Three Let ters
in a Call Number; 10) Three Lit tle Pigs

Lifesaver Trip 62: 
Mind Teasers

http://www.geocities.com/brainteasergames/

These fun ac tivities will blow your mind!
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FORMULA WORKSHEET

Directions: See if you can fig ure out these fun for mulas!

FORMULA ANSWER

26 = L in A

10 = Parts of DDC

10,000 = L un der the S

*2 = W in a COP

*$.25 = ODF

*5 = BL

101 = D

3 = BM

*3 = L in CN

3 = LP

* = for mulas that may need to be changed to fit your library me dia cen ter.
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Li brary Life saver 63

GOT A GREAT LIBRARY
GAME? GO FISH!

Your stu dents will love go ing fish ing in the library! Not your typ ical card game of fish, 
this game helps stu dents catch Dewey num bers—line them up and reel in some great fun!

Life saver Tips

• Rec om mended Grade Lev els: 5–9

• Divide class into teams of six play ers.

• Dealer (you or a designee) deals five cards to each player.

• Dealer places remaining cards face down in a pile.

• Choose a player to begin the game and take the first turn.

• A turn con sists of a player ask ing for a spe cific type of card from an other player’s hand
(e.g., “James, do you have any 900s?)

• To ask for a type of card (e.g., 900 card), the ask ing player must have at least one of those
cards in his pos session.

• The player must sur render all of those type of cards (e.g., 900s) to the player who asked
for them.

• If the per son ask ing was suc cessful, that player gets an other turn.

• If the per son asked does not have that type of card (e.g., 900), he or she says “Go Fish!”

• The asker must then draw the top card off the pile.

• If the card drawn was the type that he or she asked for (e.g., 900), he shows the card to the
other play ers and goes again.

• If the card drawn was not the type asked for, the player must keep the card.
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• The per son who said “Go Fish!” now gets a turn.

• The goal of the game is to collect as many “books” (four cards of the same type) as pos sible.

• As soon as a “book” is col lected, it is placed face down in front of the player.

• The game continues un til some one (or the pile) runs out of cards.

• The player who has the most books at the end of the game wins!

Lifesaver Trip 63: 
On line Sum mer Games

http://www.kidsdomain.com/games/sum mer.html

Go fish ing, col oring, or catch ing ocean sur prises—“sea” how many great (free!) on -
line games are here!
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900s
HISTORY AND GEOGRAPHY

900s
HISTORY AND GEOGRAPHY

900s
HISTORY AND GEOGRAPHY

900s
HISTORY AND GEOGRAPHY

800s
LITERATURE AND POETRY

800s
LITERATURE AND POETRY

800s
LITERATURE AND POETRY

800s
LITERATURE AND POETRY

700s
SPORTS, RECREATION AND LEISURE

700s
SPORTS, RECREATION AND LEISURE

600s
APPLIED SCIENCES

COOKING AND HEALTH AND PETS

600s
APPLIED SCIENCES

COOKING AND HEALTH AND PETS
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600s
APPLIED SCIENCES

COOKING AND HEALTH AND PETS

600s
APPLIED SCIENCES

COOKING AND HEALTH AND PETS

500s
SCIENCE

500s
SCIENCE

500s
SCIENCE

500s
SCIENCE

400s
LANGUAGES

400s
LANGUAGES

400s
LANGUAGES

400s
LANGUAGES

300s
SOCIOLOGY

300s
SOCIOLOGY

300s
SOCIOLOGY

300s
SOCIOLOGY

LIBRARY LIFESAVER 63: Got a Great Library Game? Go Fish! 185

(Con tin ued)



200s

RELIGION

200s

RELIGION

200s

RELIGION

200s

RELIGION

100s
PHILOSOPHY

100s
PHILOSOPHY

100s
PHILOSOPHY

100s
PHILOSOPHY

0-99s
REFERENCE BOOKS

0-99s
REFERENCE BOOKS

F/FIC
FICTION

F/FIC
FICTION

F/FIC
FICTION

F/FIC
FICTION
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92/B
BIOGRAPHY

92/B
BIOGRAPHY

92/B
BIOGRAPHY

92/B
BIOGRAPHY

SC
STORY COLLECTION

SC
STORY COLLECTION

SC
STORY COLLECTION

SC
STORY COLLECTION

E
EASY FICTION

E
EASY FICTION

E
EASY FICTION

E
EASY FICTION
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Li brary Life saver 64

WHO WANTS TO BE A
MILLIONAIRE?

The stu dents might not get a million dol lars of cold, hard cash for win ning this game,
but they might get a million laughs! This ad aptation of the pop ular TV show is a great way
to be rich in knowl edge!

Life saver Tips

• Rec om mended Grade Lev els: 7–12.

• Begin the game by hav ing a class lightning round. Ask the en tire class the same ques tion
(by the way, you are Regis!). The per son who an swers the ques tion cor rectly in the short -
est amount of time goes on to the next stage of the competition.

• The first stu dent in the “hot seat” an swers mul tiple-choice ques tions un til that stu dent
guesses in correctly. The stu dent is then eliminated from the com petition.

• On the other hand, the stu dent may choose to stop play ing to keep all points won.

• If the stu dent quits, an other lightning round is played to get an other el igible con testant.

• The stu dent has three life lines avail able:

Life line 1: Ask the au dience—the stu dent asks mem bers of the au dience to write down
their guesses. The player then de cides if he or she wants to go with the ma jority or
pick his or her own an swer.

Life line 2: Phone a Friend—the stu dent can call a friend to help an swer the ques tion in a
thirty-second time limit (phon ing the prin cipal is a hoot!).

Life line 3: Fifty-Fifty Chance—Two an swers are elim inated, and the player chooses one 
of the two re maining an swers.

The idea is to use the life lines for the tough questions to get as many points as pos sible.
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• You can make up your own prizes to give stu dents some thing to work for—a million dol -
lars prob ably won’t be an op tion!

• It’s re ally fun to have class com petitions to see which class can earn the most points by
the end of the year.

• Copy plenty of “Who Wants to Be a Millionaire” hand outs (Life saver Tool 64) to keep
track of the score earned. Use a dif ferent hand out for each player.

• To get great ques tions, ask teach ers for mul tiple-choice work book ques tions the stu dents
have cov ered in classes.

• Another great source of questions is to have the older stu dents make up ques tions for the
younger play ers—it’s a great learning ac tivity!

Lifesaver Trip 64: 
Who Wants to Play Millionaire On line?

http://www.millionairequizsite.co.uk/OIO1.htm

It’s not the of ficial site, but un officially, it’s a lot of fun! Have your stu dents put in their
two cents here as a warm-up be fore the game be gins!
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“WHO WANTS TO BE A MILLIONAIRE” HANDOUTS

$1 MILLION DOLLARS!!!

$500,000

$250,000

$125,000

$64,000

 $32,000

 $16,000

  $8,000

  $4,000

  $2,000

  $1,000

   $500

   $300

  $200

   $100

START HERE

* bold face dol lar amounts rep resent money that can be kept if the con testant stops.

Lifesaver Tool 64. “Who Wants to Be a Millionaire” Hand outs
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Li brary Life saver 65

LIBRARY WIN,
LOSE—AND DRAW!

There are no real los ers when you play this fun li brary game!

Life saver Tips

• Rec om mended Grade Lev els: 5–9

• Divide the class into two teams (I des ignate a pur ple team and a white team in honor of
our school col ors).

• Choose some one from the pur ple team to draw.

• The stu dent se lected chooses a card (from Life saver Tool 65).

• The pur ple team has one min ute to guess the library-related clue as the stu dent draws.

• If the pur ple teammates guess cor rectly, they earn five points.

• If they guess in correctly or time runs out, the white team gets a chance to guess.

• The game continues with al ternating teams draw ing un til time runs out.

• The team that has the most points at the end of the class wins a prize (I of ten use bo nus
points and let teams se lect a book from Scho lastic). On the other hand—choc olate (or a
soft drink) is al ways a fa vorite prize.

• Deduct points from teams if they get too loud.

Lifesaver Trip 65: 
Car toon Crit ters

http://www.cartooncritters.com/

Students can draw, read a story, find jokes and rid dles—whether they win or lose, this
is a great on line site!
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LIBRARY WIN, LOSE—AND DRAW! CARDS

Library win, lose—and draw!

Clue: Rumplestiltskin

Library win, lose—and draw!

Clue: Peter Pan

Library win, lose—and draw!

Clue: Mother Goose

Library win, lose—and draw!

Clue: Princess Bride

Library win, lose—and draw!

Clue: bi og ra phy

Library win, lose—and draw!

Clue: Hansel and Gretel

Library win, lose—and draw!

Clue: in dex

Library win, lose—and draw!

Clue: at las

Library win, lose—and draw!

Clue: Internet home page

Library win, lose—and draw!

Clue: bib li og ra phy

Library win, lose—and draw!

Clue: au thor

Library win, lose—and draw!

Clue: il lus tra tor

Library win, lose—and draw!

Clue: ta ble of con tents

Library win, lose—and draw!

Clue: clip art

Library win, lose—and draw!

Clue: se ries

Library win, lose—and draw!

Clue: book end

Library win, lose—and draw!

Clue: cir cu la tion desk

Library win, lose—and draw!

Clue: pe ri od i cal

Lifesaver Tool 65. Library Win, Lose—and Draw! Cards
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Li brary Life saver 66

LIBRARY TIC-TAC-TOE

Life saver Tips

• Rec om mended Grade Lev els: 5–9.

• Place the tic-tac-toe trans parency (Life saver Tool 66) on the over head pro jector.

• Divide class into two groups: Xs and Os.

• Ask ref erence-type ques tions to stu dents.

• Members of the X team go first. If they an swer the ques tion cor rectly, they get to choose
where they want the “X” placed.

• Obviously, team mates will need to work to gether to get an swers and block out the other
team.

• The first team to have three Xs or Os in a row (hor izontally, ver tically, or di agonally)
earns twenty-five points.

• Play as many tic-tac-toe games as possible in a class pe riod.

Lifesaver Trip 66: 
Tic-Tac-Toe On line

http://boul ter.com/ttt/in dex.cgi

Play tic-tac-toe—go, go, go!
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LIBRARY TIC-TAC-TOE!

Lifesaver Tool 66. Library Tic-Tac-Toe!
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Li brary Life saver 67

THE PRICE IS RIGHT!

If you’re a li brarian, you know first hand how ex pensive books can be. This lifesaver is
not only a fun game to play, it’s a great tool to help stu dents un derstand and ap preciate the
cost of books.

Life saver Tips

• Rec om mended Grade Lev els: 7–12

• Draw the names of four con testants from the audience (class) to be gin the game.

• The first four stu dents step up to the podiums (a great way to help stu dents to get comfort-
able in front of an au dience).

• Ask an as sistant (stu dent or teacher) to bring out the first book. (Choose books in a va ri-
ety of for mats and from a variety of copy right dates to show stu dents how the cost of
books have in creased over the years.)

• Students write their bids on a dry erase board.

• You act as host and call on each stu dent to show you their guesses as to what the book
orig i nally cost.

• The stu dent clos est to the actual price (with out go ing over) pro ceeds to the next round of
com pe ti tion.

• The stu dent who guesses cor rectly sits in the win ner’s cir cle and waits for three other
team mates.

• Choose an other name to fill the empty spot.

• Ask the as sistant to bring out the next book.

• The game continues in this way un til four con testants have been cho sen.
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• The four con testants are given book trivia ques tions to an swer. Be cause this game fo -
cuses on prices of books, I ask ques tions re lating to those books. For ex ample, ti tle, au -
thor, and character names are great questions to ask.

• If the con testant can not an swer a ques tion, he or she may choose one au dience member to 
as sist.

• A con testant earns a point for ev ery ques tion guessed cor rectly in a thirty-sec ond time
limit.

Lifesaver Trip 67: 
The Price Is Right!

http://www.cbs.com/day time/price/

Visit the vir tual Bob Barker here and read his bio! (Oh, by the way, don’t for get to get
your pet spayed or neu tered!)

196 SS 7— Go Fish! Li brary Games for All Grade Lev els



THE PRICE IS (NOT!) RIGHT FOR BOOKS!

Sam ple Prices

Ref er ence-sin gle vol ume
The New Ox ford Amer i can Dic tio nary (2001)

   Re tail: $50.00

Ref er ence set
Encyclopaedia Bri tan nica Print Set and Year book (2002)

   Re tail: $1,295.00

Fic tion—pa per back
  A Painted House by John Grisham (2001)
   Re tail: $7.99

Fic tion—hard back
Cirque Du Freak: The Vam pire’s As sis tant by Daren Shan (2001)

   Re tail: $15.99

Non fic tion—hard back
The Un der ground Guide to Teen age Sex u al ity by Mi chael J. Basso (1997)

   Re tail: $14.95

Non fic tion—hard back
Life Strategies for Teens by Jay McGraw

   Re tail: $19.99

Out of print book
Gift from the Sea by Anne Mor row Lindbergh (20th an niversary edi tion, 1975)

   Re tail: $3.95

Non fic tion—tech ni cal
Ocp: Oracle9i Cer tif i ca tion Kit by Chip Dawes (2002)

   Re tail: $149.96

Lifesaver Tool 67. The Price Is (Not!) Right for Books!
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Li brary Life saver 68

BOGGLE THEIR MINDS!

It bog gles my mind why I never thought of us ing this game in the me dia cen ter be fore!
I’ve al ways en joyed play ing this classic word game with my family but never thought about 
using it at school un til re cently. I don’t “mind” say ing—this game spells fun!

Life saver Tips

• Rec om mended Grade Lev els: 7–12

• You can play this game with a group in two ways. One way is to pur chase five games and
play in small groups. The other is to use one game and use a flex cam to pro ject the game
on the large screen for all to see. Ei ther way, the rules are the same.

• Shake up the bog gle game pieces.

• Turn over the timer and say “Go!”

• Students have three minutes to form as many words of three letters or more as they can.

• Letters must be touch ing (di agonal, up, down, side ways).

• Students may not use a let ter twice.

• I bend the rules a little and allow proper nouns (e.g., names, places).

• Students earn points for words they find that no one else does (e.g., If Johnny and Joe
both find the word “house,” they both cross the word “house” off their list, and nei ther
gets a point for that word).

• Students earn one point for three-let ter and four -let ter word.

• Students earn two points for five-letter words.

• Students earn five points for words of six or more let ters.
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• Students must remain quiet when the timer ends the game. One at a time they each read
the words off their lists.

• I de duct points if stu dents are not listening be cause it de lays the game to have to re peat
words.

• For an added in centive, I count library-related words dou ble. The only catch is I am the
judge and only I can de cide if it’s a li brary-related word (this pre vents ar guing!).

• The stu dent with the most points at the end of the game (i.e., class pe riod) wins.

• Any stu dent who spells DEWEY au tomatically wins, and the game is over.

Lifesaver Trip 68: 
Bog gle!

http://www.centralconnector.com/GAMES/bog gle.html

Go here to find com plete rules and game in formation—or just use the rules I’ve made
up if the rules “bog gle” your mind!
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LIBRARY BOGGLE!

U H E S

L T R U

K O R W

A O N A

Sample Game—Words Found:

TOO

WARN

SURE

• If this had been a real game, I would have scored three points (one point for each word) if
no other play ers found the same words.

• If I chose to chal lenge the judge, I could try to earn dou ble points for the word “warn” be-
cause the librarian al ways warns stu dents to be quiet. (It’s up to you, as judge, to accept
the chal lenge or not!)

Lifesaver Tool 68. Library Bog gle!
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Li brary Life saver 69

THIS GAME HAS A 
MONOPOLY ON FUN!

Who does n’t love to play a great game of Mo nopoly? When ever you’re stu dents are
“board,” pull out this game. They’ll be hav ing fun and learn ing li brary skills be fore you can
say “Park Av enue!”

Life saver Tips

• Rec om mended Grade Lev els: 7–12

• Because of the ex tensive time in volved in this game, you may need to play over two or
three con sec u tive class pe ri ods.

• This game is played ac cording to tra ditional Mo nopoly rules—with a few changes.

• Any stu dent who lands on Read ing Rail road au tomatically gets all money in the bank—
no mat ter who owns the prop erty.

• If a stu dent has all four pieces of prop erty, he or she is el igible to earn a house or ho tel.

• To earn a house, the student must find information about that prop erty in an atlas, an en -
cyclopedia, or on an Internet site (see Lifesaver Tool 69).

• To earn a ho tel, the student must find information in all three sources (at las, en cyclope-
dia, and Internet).

• The stu dent who ac cumulates the most money, prop erty, houses, and ho tels at the end of
the specified time wins.

Lifesaver Trip 69: 
eBay!

http://www.eBay.com

Browse through eBay’s book store if you want to find an out of print or hard to find
book. You’ll want to book mark this amazing site of 30,000+ books. eBay cer tainly has the
“monopoly” on on line buy ing and sell ing!
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MEDIA MONOPOLY GAME

Name:__________________________________Class:________________________

Prop erty:_____________________________________________________________

Source(s):

En cy clo pe dia page__________

At las page__________

Internet http:__________

Fact:

I wish to pur chase a house ho tel

Lifesaver Tool 69. Me dia Mo nopoly Game
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Li brary Life saver 70

FISH FOR A GREAT
BOOK

You’ll al ways catch a great book in the media cen ter! Un fortunately, some times stu dents
need a little bait to get them to read. This is a game they’ll fall for—hook, line, and sinker!

Life saver Tips

• Rec om mended Grade Lev els: 5–9

• Divide stu dents into five groups. You can allow stu dents to choose their own groups or
assign them to groups—which ever works best for you.

• Give each group an en velope con taining five ques tions. (Each ques tion con tains clues
about books.)

• Students must work co operatively to solve the puz zle and lo cate the mys tery books.

• When (and if!) stu dents dis cover the cor rect book, they will find a “fish” in the pocket.

• The first group to catch all five fish is de clared the win ner.

• Throw fish back if the group is too noisy or does not work well to gether as a team.

• The “school” of thought here is teamwork and co operation.

• I have tried to use ques tions “ge neric” enough to suit all libraries (Life saver Tool 70). Be -
fore be ginning the ac tivity, ask a stu dent helper to go fish for the books and write down
the call num bers for you.

• It’s fun for older stu dents to make up clues for youn ger stu dents if you want more of a
“mess” of fish!

Lifesaver Trip 70: 
Fish Warp!

http://mem bers.aol.com/bassratter/fishwarp.htm

A cre ative on line game that lets play ers click and drag to change the size of the fish—a
great way to get young fish erman used to the mouse!
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GO FISH! QUESTIONS

Group 1 Questions
Q.  A book about a blind girl with the first name of Helen.

A. __________________________________________________________________

Q.  A fairy tale about a sleepy prin cess.

A. __________________________________________________________________

Q.  A bi ography about George Wash ington.

A. __________________________________________________________________

Q.  A story about a beau tiful black horse.

A. __________________________________________________________________

Q.  A World Book At las.

A. __________________________________________________________________

Group 2 Questions
Q. A book about Abra ham Lin coln.

A. __________________________________________________________________

Q.  A story about a faith ful yel low dog.

A. __________________________________________________________________

Q.  A Web ster’s Dic tio nary.

A. __________________________________________________________________

Q.  A bas ketball book by Dygard.

A. __________________________________________________________________

Q. A draw ing book by Emberly.
A. __________________________________________________________________

Group 3 Questions
Q.  The World Al ma nac (most recent edi tion).
A. __________________________________________________________________

Q.  A fairy tale about a big bad wolf.
A. __________________________________________________________________
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Q.  A book by Shel Silverstein with “light” in the ti tle.

A.  __________________________________________________________________

Q.  A Mother Goose book.

A.  __________________________________________________________________

Q.  The first book R. L. Stine wrote.

A.  __________________________________________________________________

Group 4 Questions
Q.  A bi ography on Pres ident Ken nedy.

A. __________________________________________________________________

Q.  A book about all the presidents.

A. __________________________________________________________________

Q.  A Web ster’s Dic tio nary.

A. __________________________________________________________________

Q.  A book by Gary Paulsen about a type of weapon.

A. __________________________________________________________________

Q.  A book by C. S. Lewis about a lion.

A. __________________________________________________________________

Group 5 Questions
Q.  A rhym ing dic tionary.

A. __________________________________________________________________

Q.  To day’s news paper.

A. __________________________________________________________________

Q.  A book about Pres ident Ei senhower.

A. __________________________________________________________________

Q.  A book on race cars.

A. __________________________________________________________________

Q.  A book on sign lan guage.

A. __________________________________________________________________
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Lifesaver Tool 70. Go Fish!

Image © 2002-2003 www.clipart.com
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SS 8

“SEA” WHAT OTHERS ARE
DOING—LIBRARY MEDIA CENTER

BEST PRACTICES





Li brary Life saver 71

SHE’S TURNING
JAPANESE!

Bonnie Heile, Li brary Me dia Spe cial ist

Pro fes sional Ex pe ri ence

• Eleven years at North Attleborough High School in Mas sachusetts (Nine teen years in
ed u ca tion)

Hon ors

• Fulbright Me morial Teacher Fund Scholar 2002 (awarded three-week sab batical in
Ja pan)

• TCI Teacher Scholar (received pro fessional leave for con ference held in Den ver, Col orado)

• Global Ed ucator Award 2002 for Out standing Per formance on “A Look at China and Ja -
pan” Pro ject

• South east Area Di rec tor for Mas sa chu setts School Li brary Me dia As so ci a tion

Lifesaver Tips: Best Practices

• Close Col lab o ra tion with Teach ers

“Teachers know they can come to the me dia cen ter and the staff will come up with
or de fine an idea. I of ten each lunch with teachers I’m work ing with and visit their class-
room to get more of a feel for a pro ject.
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• Take Ad vantage of Skills and Abil ities of Staff Mem bers

“My per sonal in terest in Ja pan and China has been the start of sev eral pro jects. My
partner’s spe cial in terest is in young adult lit erature. She is now the “Book Talk Lady!”
Our paraprofessional is a whiz on Ex cel. We now have great sta tistics for the me dia cen -
ter. By tak ing ad vantage of each person’s spe cial abilities, the re sults have be come better
and better!”

• Remember, You Are a Teacher, Too

“Take ad vantage of courses wher ever you may find them—whether they are of fered
by the dis trict, at a lo cal col lege, or even across the hall! Some of the courses I have bene-
fited from are Skill ful Teacher, local dis trict computer courses, and Asian [his tory]
courses at a lo cal uni versity. Take ad vantage of op portunities to be come a lifelong
learner!”

• Ad vice to Newbies

“You can’t do it all the first week or month or even year! Pick sev eral ar eas you
want to work and con centrate solely on those ar eas. Don’t worry—you’ll never run out
of pro jects! When you first en ter the pro fession, find an other li brarian to be your mentor.
This is es pecially important if you work alone. Ours is a unique pro fession. You need a
colleague to validate con cerns, an swer ques tions, or just lend a shoul der in times of need. 
In our dis trict, school librarians and pub lic librarians meet to gether on a reg ular ba sis. It
works.”

• It’s a Laugh

“One of the his tory teach ers sent a stu dent to the media cen ter to get information.
When the stu dent re turned, she asked who helped find the needed an swers. The stu dent
replied, ‘The Jap anese One!’ I had just re turned from my Fulbright ex pe ri ence. Since I
am blonde, I did n’t re alize that I had ab sorbed enough of the cul ture to be come Jap anese.
Learning is re ally skin deep!”

Lifesaver Trip 71

bheile@ya hoo.com

http://www.naschools.net/nahsmc

“So many books . . . so lit tle time!”
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Bonnie Heile’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
Any ti tle written by an other librarian who knows!

Fa vor ite Read-Aloud?
How Droofus the Dragon Lost His Head by Bill Peet

Favorite Web Site?  (Follett Titlewave)

http://www.flr.follett.com/login/

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Am a zon.com and Half.com

Lifesaver Tool 71. Fa vorite Five, Bonnie Heile
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Li brary Life saver 72

AT YOUR SERVICE!

Di ane Mentzer, Li brary Me dia Spe cial ist, Tech nol ogy Co or di na tor, Webmaster

Pro fes sional Ex pe ri ence

• Nine teen years at Par a mount El e men tary School Li brary Me dia Cen ter, Waynesboro,
Penn syl va nia

Hon ors

• 2000 County Com puter Ed ucator of the Year

• Maryland Tech nology Acad emy Fel low (top one hun dred cho sen out of seven hun dred
ap pli cants)

• Com plet ing Re quire ments for Na tional Board Cer tif i ca tion, Li brary Me dia Spe cial ist

Lifesaver Tips: Best Practices

• Get In volved with Web De sign:

“I serve as the school’s webmaster. I know our Web site is one of the best in the
county. I have pages for each teacher and post links, hotlists, and other im portant in for-
mation for them. This makes it easier for the stu dents to be able to access the in formation
they need—both at school and at home. I also put a lot of pic tures on the site, which al -
lows par ents to par ticipate in school activities even when they are work ing.”
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• Train Your Stu dents

“I have my stu dents re turn their books and reshelve them. This helps re inforce book
location and Dewey Dec imal skills we have learned. It also saves valuable time. Al -
though the stu dents aren’t always per fect, they do a great job and are so proud of what
they are able to do. Re cently, I heard from a par ent that her daugh ter, who had changed to 
another school, gave her new school an “8” for the first day. Her mother asked her why the
new school ranked so high, and the stu dent ex citedly shared that when the new li brarian
was teach ing book lo cation, she al ready knew be cause she had been ‘do ing it for years!’
This pride in do ing raises self-es teem and teaches re sponsibility and in dependence.”

• Help Your Teach ers

“I con sider the as sistance I give teach ers to be one of my best prac tices. I help put
the el ementary cur riculums in the Internet. As a re sult, I am very knowl edgeable about
each grade’s cur riculum and stan dards. Hav ing this in side knowl edge al lows me to serve
each teacher per sonally by for warding listserv mes sages, clip ping and send ing con -
tent-related mag azine ar ticles, and posting rel evant links on the teacher’s Internet site.
Teachers who leave my school of ten re turn to tell me how much they miss this per sonal
ser vice!”

• Ad vice to Newbies

“My ad vice is sim ple—make friends with the school sec retary, cus todian, and other
spe cial teach ers ASAP!”

• It’s a Laugh

“I once had a little boy say that he hoped the teacher did n’t come back and pick them
up be cause then he could go home and sleep with me! He wanted to do this be cause he
was sure I knew a lot of bed time sto ries!” Thank fully, the teacher did re turn!

Lifesaver Trip 72

mentzdia@wcboe.k12.md.us

http://www.wcboe.k12.mad.us/man i fold/schoopag/el e men tary/
par a mount/in dex.html

“Show me a com puter ex pert that gives a damn, and I’ll show you a li brarian!” (Pa tri-
cia Wil son Berger)
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Di ane Mentzer’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
El e men tary School Li brar ian’s Sur vival Guide

Fa vor ite Read-Aloud?
The Li brary Dragon by Carmen Agra Deedy

Favorite Web Site?

Kathy Schrock’s Guide to Ed ucators site:
http://school.dis cov ery.com/shrockguide/

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Gumdrop, Li brary Video Com pany, Boise Cas cade

Lifesaver Tool 72. Fa vorite Five, Di ane Mentzer
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Li brary Life saver 73

COVER STORY!

Pamela Nutt, Li brary Me dia Spe cial ist

Pro fes sional Ex pe ri ence

• Six years at Moore El ementary School Me dia Cen ter in Lo cust Grove, Geor gia (Ten
years in ed u ca tion)

Hon ors

• May 2002 School Li brary Jour nal (cover fea ture!)

• 2002 Teacher of the Year at Moore El ementary School

• 2002 Spaulding County Teacher of the Year

• 2002 Grad u ate Stu dent in In struc tional Tech nol ogy (Uni ver sity of West Geor gia)

• Henry County School Board Mem ber

• Gov er nor’s Ap pointee to Pro fes sional Stan dards Board Com mis sion

• 2002 Georgia Me dia Spe cialist of the Year (Wow!)

Lifesaver Tips: Best Practices

• Em power Oth ers

“Empower as many peo ple as you can to do tasks that you can not al ways do your -
self. Train older stu dents to check out books, shelve, and run equip ment. Fully utilize
your stu dent re sources!”
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• Visit Classrooms Daily

“Take the time to visit at least one classroom a day. Spend a few pre cious min utes
seeing what students are learn ing and teach ers are teach ing. This practice only takes a
few min utes, and it’s in valuable for or dering and cur riculum de sign.”

• Eat Lunch in the Caf eteria

“This ad vice may sound simplistic, but it helps to form a bond with teach ers and stu -
dents. I, for too long, ate in the me dia cen ter to keep it open. My as sociate and I now take
turns eat ing to give us time to get out and min gle!”

• Send Out Sur veys. “Ask teach ers what they would like to see con tinued, added, or
changed—especially if you’re new to the job. This in put is in valuable!”

• Never Stop Learn ing

“I am cur rently work ing on my doc torate. I be lieve that the more I learn, the more I
have to share with my fel low teach ers and stu dents. Don’t be afraid to try some thing
new!”

• Ad vice to Newbies

“Don’t be afraid to say ‘No!’ We, as ed ucators, tend to work hard and allow peo ple
to give us more than we can pos sibly do. The next time some one asks you to take on a
new pro ject or serve on a committee, say no! If just say ing no is too hard, tell them maybe 
next time. This does not close doors completely, but leaves them cracked.”

• It’s a Laugh

“I work in an in ner-city school. One of my kids came to the li brary and lis tened as I
read, I Took My Frog to the Li brary. I changed the characters in the book with me bring -
ing the an imals and my as sociate be ing the librarian. With much dis appointment, a child
said, ‘Ms. Nutt, Ms. Free man should have spanked you for bring ing all those an imals in
the place! You better be glad you don’t live at my house!”

Lifesaver Trip 73

pnutt@mindspring.com

http://www.henry.k12.ga.us

“If ev eryone is think ing alike, then some one is not think ing!”
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Pamela Nutt’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
In for ma tion Power

Fa vor ite Read-Aloud?
The Very Hun gry Cat er pil lar and
Click, Clack, Moo, Cows That Type

Favorite Web Site?

http://www.teach-ology.com

http://www.ala.org

Fa vor ite Search En gine?

Google and Dogpile

Fa vor ite Com pany?

Bound To Stay Bound

Lifesaver Tool 73. Fa vorite Five, Pamela Nutt
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Li brary Life saver 74

SKIRTING LIBRARY
ISSUES

Heidi Gra ham, Li brary Me dia Spe cial ist

Pro fes sional Ex pe ri ence

• Sixteen years as a me dia spe cialist at New Smyrna Beach High School in Florida
(Thirty-three years in ed ucation)

Hon ors

• Teacher of the Quarter

• Golden Ap ple Award Re cip i ent

• New Smyrna Beach High School 2003 Teacher of the Year

Lifesaver Tips: Best Practices

• High School Booktalks

“I’ve found that of ten stu dents want to read, but usu ally choose the wrong book.
Booktalking gives me an ‘in,’ so they come to me for book sug gestions. I am pretty good
at ‘hook ing’ the stu dent with the ‘right’ book. This also en sures that I read a tremendous
amount of books, es pecially fiction. Both the teach ers and the stu dents like the book sug -
gestions I give!”
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• Play Stations

“Actually stu dents don’t play at these sta tions, but they don’t know it yet! I work
with teach ers to de velop six to eight cen ters for ac tivities to in troduce, ex plain, or pro -
vide an over view of a topic they are, or will be, studying. At each sta tion, teams of stu -
dents pro duce a prod uct or write a re sponse. The sta tions en compass about three days in
the me dia cen ter. The stu dents re ally en joy the sta tions and of ten don’t re alize they’re
learning as they ‘play’ at the sta tions.”

• Web Eval u a tions

“I de veloped a Web evaluation when stu dents use Internet sources. The in-depth
evaluation shows sam ples of good and bad Web pages and ex plains a re verse search
strategy. These Web evaluations help the stu dents learn to swim—not sink when do ing
Internet re search!”

• Ad vice to Newbies

“Laugh, love, and work!”

• It’s a Laugh

“My fun niest mo ment oc curred dur ing my first year of teaching (al though it cer -
tainly was n’t funny at the time!). My then as sistant prin cipal said that a par ent had com -
plained that my skirts were too short. To check, he made me kneel on the floor to mea sure
the dis tance from my hem to the floor. I was in com pliance, but also in tears!”

Lifesaver Trip 74

hegraham@mail.volusia.k12.fl.us

http://www.newsmymahigh.org

“Just Do It!” (Nike)
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Heidi Gra ham’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
I Read It, But I Don’t Get It by Chris Tovani?

Fa vor ite Read-Aloud?
Shel Silverstein’s Books!

Favorite Web Site?

http://www.bcps.org/of fices/lis/of fice/part ner.html/

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Pub lisher’s Qual ity Li brary Service

Lifesaver Tool 74. Fa vorite Five, Heidi Graham
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Li brary Life saver 75

INFOQUEST—THE
BEST!

Peggy S. Milam, Li brary Me dia Spe cial ist

Pro fes sional Ex pe ri ence

Eight years as library me dia spe cialist at Compton El ementary School in Pow der Springs,
Georgia (twenty-five years in ed ucation)

Hon ors:

• 1999 Stu dent Ser vices Award

• 2000 Ex tra Mile Award

• 2001 Me dia Lead ership Team Mem ber

• 2002 Tai wan In ter na tional Con fer ence on In for ma tion Lit er acy Speaker (Can celed due
to the ter rorist at tacks on Sep tember 11, 2001)

Lifesaver Tips: Best Practices

• InfoQuest

“My best practice is a re search game I in vented to teach in formation lit eracy skills
from kin dergarten through twelfth grade and even college. (InfoQuest is de tailed in my
book, InfoQuest: A New Twist on In formation Lit eracy by Linworth Pub lish ing, 2002).
Each week we ask a challenging li brary re search ques tions with the morning an nounce-
ments. Stu dents have all week to lo cate the an swer in the me dia cen ter. The ques tions are
de signed to cor re late with the cur ric u lum and fo cus on de vel op ing higher-or der think ing
and prob lem-solv ing skills. Stu dents who par tic i pate reg u larly meet all the in for ma tion
literacy standards in our district and become fa miliar with all va rieties of research ma te-
rials, both print and nonprint. This pro gram has been pre sented at the Con ference on
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Children’s Lit erature at the Uni versity of Geor gia and at the In dependent School in At -
lanta, Geor gia. This ed ucational activity is now used in a num ber of school dis tricts
across the state and is even spread ing around the coun try!”

• Compton Cubs are W.I.L.D.

“This W.I.L.D. (Win ning at In for ma tion Lit er acy De vel op ment) ac tiv ity fo cuses on
reading, writ ing, and re search at our school and prepares stu dents for the jump to mid dle
school. Stu dents are wild about it, too!”

• Book Swap

“I be gan a book swap at our school for fam ilies to trade in lightly read books two for
one. As a re sult, we now have a con tinuous cy cle of new ti tles for stu dents and par ents to
read!”

• Ad vice to Newbies

“Go in like a lamb! Native Americans taught that there is great power in hu mility!”

• It’s a Laugh

“My funny story is a ‘last laugh!’ A for mer ad ministrator told me that we could
never draw kids into the me dia cen ter by ask ing a chal lenging re search ques tion. In her
words, ‘That will never work!’ Yet the first year it became so pop ular that the PTO got
involved and do nated more than $16,000 for new books. Now, we’re laugh ing all the
way to the bank!”

Lifesaver Trip 75

peggymilam@hotmail.com

www.cobb.k12.ga.us/~compton

“Do unto oth ers as you would have them do unto you!” (The Golden Rule)
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Peggy S. Milam’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
Do I Have To Pick Just One?

Fa vor ite Read-Aloud?
Frindle by An drew Clement

Favorite Web Site?

http://www.bcps.org/of fices/lis/of fice/part ner.html/

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Pub lisher’s Qual ity Li brary Service

Lifesaver Tool 75. Fa vorite Five, Peggy S. Milam
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Li brary Life saver 76

SAMPLE THE BEST!

Debra L. Sam ples, Me dia Spe cialist

Pro fes sional Ex pe ri ence

• Four years as me dia spe cialist at Ben Da vis Ju nior High School in In dianapolis, Indiana

• Four years as me dia spe cialist at F. J. Reitz High School in Ev ansville, In diana

• Twenty-one to tal years of ex pe ri ence in ed u ca tion

Hon ors

• 2002 Ben Da vis Ju nior High School Teacher of the Year

• 2002 Wayne Town ship Ex tra Mile Award Win ner

Lifesaver Tips: Best Practices

• Smile!

“Each day I re mind my self that, even for a brief mo ment, I may be the only pos itive
force in that stu dent’s life. My smile and kind words may be the only ones the stu dent
hears to day. Re membering this gives me a sense of mis sion ev ery day!” In ad dition, al -
though grand children are on a very dis tant ho rizon, I re mind my self that stu dents in the
media cen ter are a bit like grand children. I do not have to raise them, just love them and
send them back to their teach ers!”

224



• Re spect!

“Respect your stu dents by lis tening to them. Trust in what their in terests are. Buy
what they like when ever pos sible!”

• Pig gy back!

“At ev ery op portunity, pig gyback! Like most schools, I have no bud get for guest au -
thors, but through con nections with book stores and our out standing pub lic library, our
students have met re nown au thors such as Kath erine Pat erson, Rich ard Peck, Sheila Car-
son Le vine, Chris topher Paul Curtis, and many more—at lit tle or no cost! I be lieve au -
thor en counters can change lives.”

• Ad vice to Newbies

“Most me dia spe cialists serve as the “one and only” in their schools. Find a men tor
who can help keep you motivated, fo cused, and pro vide a shoul der to lean on. Few fac -
ulty members will ever un derstand the challenges of the “easy” job we have!”

• It’s a Laugh

“I have had many “fun ni est mo ments.” It’s eas ier for me to name my funnest mo -
ment, which is, un doubtedly, meeting au thors—especially Mary Hig gins Clark. I can
only hope to live as long as she and be as el oquent and gra cious.

• Last Words

“It is all too tempt ing to for get that most of our du ties are de scribed as li brary or me -
dia ser vices. Never for get our mis sion is to serve our stu dents, par ents, fac ulty, and
staff!”

Lifesaver Trip 76

debra.sam ples@wayne.k12.in.us

http://www.wayne.k12.in.us

“Once you learn to read, you will be for ever free” (Fred er ick Douglass)
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Debra L. Sam ples’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
Teaching with Love & Logic by Jim Fay

Parenting with Love & Logic by Jim Fay

Fa vor ite Read-Aloud?
Some thing Beau ti ful by Sharon Den nis Wyeth

Favorite Web Site?

http://www.amazon.com

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Demco, Follett & Perma-Bound

Lifesaver Tool 76. Fa vorite Five, Debra L. Samples
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Li brary Life saver 77

“NEED” A GREAT MEDIA
SPECIALIST? HERE SHE IS!

Mir iam Walrath Needham, Library Me dia Spe cialist

Pro fes sional Ex pe ri ence

• Twenty-six years in library me dia (Twenty-nine years in ed ucation)

Hon ors

• Jim Harbin Stu dent Me dia Fes tival Awards (lo cal, state, and re gional lev els)

• ACET Ex cel lence in Me dia Pro duc tion Awards

• 1998 Teacher of the Year at Dr. N. H. Jones El ementary School in Ocala, Florida

Lifesaver Tips: Best Practices

• Young Au thor’s Day

“At this au thor cel ebration, ev ery stu dent in the building writes and il lustrates a
story, which is bound into a book. We then hold a huge celebration for all of our aspiring
authors. Sev eral fa mous au thors have at tended Young Au thor’s Day, such as Elvira
Wood ruff, Jack Gantos, Tedd Ar nold, Pe ter Catalanotto, and Megan Mc Donald. On this
special day we have ses sions run ning con currently for stu dents to ro tate through. Ses -
sions in clude au thor ses sions, story ses sions, and, my fa vorite, the author’s chair ses sion
in which stu dents get to share what they have writ ten with their peers. This cel ebration is
a cul mination of writ ing ef forts through out the year, and stu dents look for ward to it ev ery
year!”
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• Panther Prime Time

“This is our award-win ning morn ing show. The news show is com pletely student
written, and pro duced and di rected by stu dents. We have stu dent an chors de liver the
show three days per week. Our school has won nu merous lo cal, state, and na tional
awards for this pro gram. Our show is even fea tured on a lo cal ca ble ed ucational access
channel. One of the rea sons for this show’s suc cess is because our school is a math, sci-
ence, tech nology (and now me dia pro duction!) mag net school.

• Sunshine Book Bowl

“This is a countywide ac ademic bowl. Par ticipating teams from eigh teen to twenty
elementary schools an swer ques tion about the fif teen Sun shine State books. This year
marks our sev enth Book Bowl!”

• Ad vice to Newbies

“Find a men tor—the ad vice of an ex perienced li brary me dia spe cialist is in valuable!”

• It’s a Laugh

“My fun niest mo ment oc curred in 1987 dur ing Chil dren’s Book Week. Our theme
for that year was “Pig Out on Books!” I ar ranged for a farmer friend to bring a pig to the
library for the day for the children to visit. The pig ar rived early that morn ing in a large
truck and, much to my sur prise, the pig was not a cute little piggy—but rather a great, big, 
ugly hog! As my farmer friend waved good bye, he left strict in structions to get the hog
out of the truck as soon as pos sible be cause of the heat. My small box that I’d neatly ar -
ranged in the library was not go ing to work. With the help of the P.E. teacher, we took the
hog to the fenced in kin dergarten play ground. With a wa ter hose, we made him a com -
fortable mud hole and in vited the children to visit him there. Through out the day, he had
many vis itors and was even able to enjoy de licious caf eteria food. Close to dis missal
time, my assistant went to check in on him—only to find the mud hole de serted and the
playground empty. The hog had es caped his temporary “hog heaven!” We called in all
the troops (our jan itor and teachers) to help us round up and “hog tie” our es capee. We fi -
nally man aged to cap ture “piggly wig gly” af ter quite a chase! The stu dents, of course,
went “hog wild!”

Lifesaver Trip 77

needhamm@marion.k12.fl.us

http://www.firn.edu/schools/marion/nhjones

“What a school feels about its li brary is a mea sure of what it feels about ed ucation!”

228 SS 8—“Sea” What Others Are Doing—Library Me dia Cen ter Best Practices



Mir iam Walrath Needham’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
In for ma tion Power

Fa vor ite Read-Aloud?
The Lit tle House (Vir ginia Lee Bur ton)

Old Black Fly (Jim Aylesworth)
Officer Buckle and Glo ria (Peggy Rathman)

Favorite Web Site?

http://www.sunlink.ucf.edu/

(Florida’s K–12 da tabase)

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Bound to Stay Bound

Lifesaver Tool 77. Fa vorite Five, Mir iam Walrath Needham
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Li brary Life saver 78

IF YOU CAN’T BEAT
’EM, JOIN ’EM!

Carl A. Harvey II, Li brary Me dia Spe cialist

Pro fes sional Ex pe ri ence

• Five years ex pe ri ence as li brary me dia spe cial ist

• One year at North El ementary School, Noblesville, In di ana

• Four years at Lowell Elementary School in Met ropolitan School Dis trict of War ren
Town ship, In di a nap o lis, Indiana

Hon ors

• 2001 IPALCO Golden Ap ple Award

• 2000 AASL Fran ces Henne Award

• 1999 Out stand ing New Li brary Me dia Spe cial ist (In di ana Li brary Fed er a tion)

• Presenter at nu merous lo cal, state, and na tional con ferences

Lifesaver Tips: Best Practices

• Re search Sta tions

“To help fo cus stu dents dur ing re search and to ex pose them to a variety of re -
sources, my stu dents use sta tions to ro tate be tween re sources. This makes sure ev eryone
gets his or her turn at the com puter, but also a chance to look for print in formation.”

• Col lab o ra tion Pro jects

“In honor and sup port of ‘Read Across Amer ica Day,’ our school par ticipates in a
multischool, multidistrict read ing pro gram en ti tled ‘Read across the City!’
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• Staff De vel op ment

“I en joy work ing on pro fes sional de vel op ment op por tu ni ties to sup port teach ers in
col lab o ra tion and tech nol ogy in te gra tion. Some of my pre sen ta tions and pro jects can be
found on my li brary me dia cen ter Web page.”

• Ad vice to Newbies

“Get in volved in your state li brary me dia as sociation. Net work with col leagues in
your dis trict and in the state. They will be in valuable re sources to you! Cur rently, I’m in -
volved in eight pro fes sional or ga ni za tions and com mit tees.”

• It’s a Laugh

“I was in a car crash at the cor ner of the school where I stu dent taught. I stopped traf -
fic for a few hours. While my car was to taled, I opted to stay at school since I was ok. I
was work ing with a class in the li brary me dia cen ter and one of the teachers ex plained to
her class about the car crash. A sec ond grader raised his hand and said, “At least you
weren’t killed!” Young ones can cer tainly put things into per spective for us!”

• Last Words

“I’ve pub lished sev eral pro fes sional ar ti cles, in clud ing ‘It Takes Two: Me dia &
You,” School Li brary Me dia Ac tiv i ties Monthly (March 2002); ‘It’s Re search, Dear Wat -
son,’ School Li brary Me dia Ac tiv i ties Monthly (De cem ber 2001); ‘Read across the City,’
School Li brary Me dia Ac tiv i ties Monthly (March 2001); ‘Baby Bytes: In te grat ing Tech-
nol ogy Ef fec tively,’ School Li brary Me dia Ac tiv i ties Monthly (November 1999). My ad -
vice, ob viously, is to share your knowl edge!”

Lifesaver Trip 78

carl_harvey@mail.nobl.k12.in.us

http://north.noblesvilleschools.org (School Web site)

http://www.nobl.k12.in.us/me dia/NorthMedia/in dex.htm (LMC Website)

“It is our choices, Harry, that show who we truly are, far more than our abilities.” Pro -
fes sor Dumbledore to Harry in Harry Pot ter and the Cham ber of Se crets by J. K. Rowling
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Carl A. Harvey II’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
School Li brary Me dia Ac tiv i ties Monthly

Fa vor ite Read-Aloud?
Watch Out ! Big Bro’s Coming by Jez Alborough

Favorite Web Site?

http://www.school.dis cov ery.com/schrockguide

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Kids Ink (a great lo cal children’s book store!)

Lifesaver Tool 78. Fa vorite Five, Carl A. Harvey II
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Li brary Life saver 79

GO PUBLIC!

Carol Faas, Me dia Spe cial ist

Pro fes sional Ex pe ri ence

• Two years as me dia spe cialist at M. K. Rawlings El ementary School, Gainesville,
Florida (also worked as a me dia aide while com pleting M.Ed. pro gram)

• Twenty years as a tech nical writer

Hon ors

• 2001 Lit er acy Award for Rawlings El e men tary School (Florida Read ing As so ci a tion)

• Vice-pres i dent of Alachua County Pro fes sional As so ci a tion of Li brar i ans and Me dia
Spe cial ists

• 2002 pre senter at Florida As so ci a tion of Me dia Spe cial ists (FAME)

• Recognized by Gainesville Area Cham ber of Com merce for Out standing Fund rais ing
Ef forts

• Re cip i ent of nine teen grants (in clud ing one of sev enty-five na tion wide Fed eral Li brary
Grants!)

Lifesaver Tips: Best Practices:

• Market Your Li brary!

“Last year, my first year, my cir culation more than dou bled—something of a mira-
cle for a school where 96 percent of the stu dents are on free lunch! In ad dition, our read -
ing scores went way up. How did I do this? First of all, I got kids to come into the media
cen ter—this was the first hur dle. It was the worst me dia cen ter in the county when I took
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over. I cleaned and re decorated the place, did free family por traits on Open House night,
brought in my pug dog for a reading buddy and did “book ads” with my dog in the class -
rooms. I wrote grants (nine teen!) and bought so many books. I started the Ac celerated
Reader Pro gram. I use my back ground in mar keting and pub lic re lations to mar ket books
to kids.”

• Ad vice to Newbies

“This is a re ally cre ative job. Don’t be tied into what your pre decessor did. Find
some teach ers who share the same in terests and work closely with them. Re alize that you
can’t make ev erybody happy. Also—this is im portant—make up de tailed or ders all year
long so that when the frenzy of spend ing Ti tle I money hits in May, you’re ready to go!
Any time you have money to pur chase teacher re quests, do so! This makes teachers in -
credibly happy. Visit the school book keeper ev ery morn ing and ev ery af ternoon to make
sure he or she pushes those pur chase or ders through—some school book keepers re spond
better to the per son stand ing in front of them—be that per son!”

• It’s a Laugh

“I did a big pub lic re lations blitz all year long, in cluding tele vision news spots for
reading. I had a blonde streak, and I was wear ing a leop ard-print scarf dur ing one TV ap -
pearance. That morn ing sev eral stu dents came into the me dia cen ter and said they saw
me on TV. With tones of great ad miration, they said, ‘Mrs. Faas, you look just like
Cruella de Ville!”

• Last Words

“Use your free, lo cal re sources! I started a monthly per forming arts se ries. I in vite
my friends to come to school and per form in the media cen ter. I can fit about four classes
in at a time. I host folksingers, vi o lin ists, light ing ex perts, pi lots—whoever will come for 
free! This doesn’t cost the school a penny and it’s great pub licity for the school—of ten
appearing in the local news and pa pers!”

Lifesaver Trip 79

faas2@gru.net

http:www.sbac.edu

“If you ask for some thing, you will get it!”
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Carol Faas’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
I re fuse to choose just one!  I like the general theme of
in tel lec tual cu ri os ity.

Fa vor ite Read-Aloud?
Books in Span ish and Eng lish—especially those that
can be sung

Favorite Web Site?

http://www.sptimes.com and http://www.upi.com

Fa vor ite Search En gine?

Ask Jeeves

Fa vor ite Com pany?

Follett by far!

Lifesaver Tool 79. Fa vorite Five, Carol Faas
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Li brary Life saver 80

PICKY ABOUT YOUR
LIBRARY? SO’S

HICKEY!

Mary L. Hickey, Me dia Spe cialist

Pro fes sional Ex pe ri ence:

• Fourteen years as me dia spe cialist in Bibb County, Geor gia

Hon ors

• Schol ar ship to Pur sue Na tional Board Cer tif i ca tion

Lifesaver Tips: Best Practices

• Lit er acy

“This is so ba sic and simple that it seems un important—but it is absolutely vi tal! I
have worked in schools with very low test scores and lit eracy rates. Any way I can help
students learn to read—and en joy what they read—is crit ical! Things as simple as giving
book mark ers to stu dents who can read the name of their books sends a message that
read ing is im por tant!”

• Cre ative So lu tions

“I soon found that, to be suc cessful in this job, I would need to come up with so lu-
tions for those small, an noying prob lems that can lead to big re sentments. The first prob -
lem was the pen cil prob lem. Stu dents come from somewhere else—nor mally with out
pencils. Or stu dents break pen cils on pur pose so they can get up and sharpen the bro ken
pencil (go fig ure!). Or they in sist on eras ing when tak ing notes, when a line drawn
through would take care of the mis take. My so lution? I buy doz ens of what our ware -
house calls first grade pencils. They are not as fat as the primary pen cils from kin dergar-
ten, but are thicker than number two pen cils. They also do not have eras ers. I keep them
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in a mug on a shelf, and they never get sto len. No one wants them. I loan them to whole
classes who come in for research—or to stu dents who want get up and sharpen.

A sec ond prob lem I found was stu dents want ing to use the restroom. As soon as one
goes, they all have to go! My so lution? Stu dents who must use the restroom give up their
book check out to go. When they re alize they have to give up their book, 98 per cent of the 
students de cide they can wait af ter all!”

A third, and fi nal, so lution is to the prob lem of stu dents who don’t want to take
notes. My so lution? I store clipboards from the dol lar store neatly in a bas ket near the
computers. These clip boards pro vide a flat, sturdy sur face (stu dents can even take notes
while sit ting in a circle on the floor!). When us ing the clipboards, stu dents seem more fo -
cused, on task, and even more stu dious—I prom ise!”

• Cre ative Cat a log ing

“I have worked in Ti tle I schools that have lots of ‘stuff.’ Rocks, mag nets, mea sur-
ing con tainers, scales, ther mometers, in cubators. . . . But teach ers could never re member
who had what, or where it was and we lost track of equip ment when teachers moved or
changed grade lev els. I cre ated a sec tion called ‘Cur ric u lum,’ and cat alogued the stuff
according to Dewey num ber. For ex ample, rul ers and scales: Cur 389 Rul; Rocks: Cur
551 Roc. Teach ers were will ing to give up what they had when they knew they would be
able to re trieve it—or find it—when needed.”

• Ad vice to Newbies

Talk to teach ers
Establish me dia com mittee and rally for their support
Don’t at tempt too much too fast
Enlist your prin cipal’s sup port (If that’s im possible, at least keep him or her in formed!)
Decide what is most im portant and stick to it (Remember, you can’t do ev erything!)

Lifesaver Trip 80

smmccp6@cox.net

http://www.bib.k12.ga.us/brookdale/home.htm

“Any book you ha ven’t read is a new book!”
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Mary L. Hickey’s

FAVORITE FIVE

Fa vor ite Pro fes sional Book?
Jim Trelease’s Read Aloud Handbook

Fa vor ite Read-Aloud?
Chicka Chicka Boom Boom (K)

Ma niac Magee (Fifth Graders)

The Po lar Ex press (any grade at Christ mas!)

Mama, Do You Love Me? (Pri mary)

Favorite Web Site?

My son’s!

Fa vor ite Search En gine?

Google

Fa vor ite Com pany?

Follett and Bound to Stay Bound

Lifesaver Tool 80. Fa vorite Five, Mary L. Hickey
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 Li brary Life saver 81

GET CARDED!

My part ner, Kaaren, is truly the best ac quisitions li brarian I have ever seen. She has el -
evated the pro cess of or dering books to an art form. Because she only or ders “the best of the
best” based on starred re views, our me dia cen ter boasts of hav ing the best collection around 
(eat your heart out, pub lic library!). Us ing Kaaren’s cards can help you deal your li brary a
winning hand.

Life saver Tips

• To save money, write on the flip side of those mil lions of left over card cat alog cards you
haven’t known what to do with! (These cards also make great scrap pa per.)

• Go through your re views and write cards for books you want to or der.

• Most job bers, like Follett and Baker & Taylor, only re quire the title and au thor.

• Kaaren rec ommends also jot ting down the ISBN num ber to en sure you get the right
book.

• Compile the cards, wrap a rub ber band around them, and send them off to a Free Or der
Typ ing Ser vice (Follett and Baker & Taylor) pay post age, too.

• When you re ceive the typed list back, dou ble check the cards to make sure everything is
in or der.

• If ev erything ap pears cor rect, send in the or der.

• Keep cards in al phabetical or der (by ti tle or au thor) in the for mat that works best for you.

• Keep a card cat alog file drawer of cards “To Be Or dered,” “On Or der,” and “To Re order.”
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• When you get the books, sim ply place the card in the front of the book. Any re maining
cards are for backordered, out of print, or out of stock books you may want to re order.

• Kaaren’s card sys tem is an easy way to keep track of books or dered, eliminating costly
du pli cates—a bad word ac cord ing to Kaaren!).

• No need to shuf fle cards—they stay neatly in or der un til all books are dealt.

Lifesaver Trip 81: 
Follett’s Web Site

http://www.flr.follett.com/

Follett’s site now has a Cur riculum Titlewave. Those of you who have used Li brary
Titlewave know how great it is. Now you can match your li brary col lection to the cur ricu-
lum and your state and na tional standards. Do the wave! (This life saver is ded icated to Mr.
David Hor ton, our awe some “Follett guy” who passed away this year. Mr. Hor ton, who
never for got a name, will be sorely missed!)
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KAAREN’S KEEPS
BEST BOOKS LIST

Cre ated by Kaaren Baumgartner, Me dia Specialist, Ben Davis High School

Book list Cu mu la tive In dex: Feb ru ary 15 and Au gust is sues

Booklist Top of the Lists:  January 1 and 15 is sues

ALA Notables:  Book list, March 15 is sue

Booklist Ed itor’s Choice:  January 1 and 15 is sues

School Library Journal’s Book Prices (replacement cost for lost or damaged books): March issue

School Library Journal’s Best Books of the year:  December issue

Booklist Top Black History Ti tles:  Feb ruary 15 issue

ALA Notable Children’s Films, Videos, Re cordings, Computer Software, and Com puter Web
Sites:  March 15 is sue

School Li brary Jour nal’s Cu mu la tive In dex: De cem ber is sue

IRA-CBC Choices:  Read ing Teacher, Oc tober is sue

Instructor Magazine’s Year Best Choices:  May–June is sue

Time Magazine’s Best Book of the Year:  third week of De cember is sue

New York Pub lic Library List of 100 Recommended Ti tles Book let:  Jan uary (has been $4;
check with Of fice of Branch Li braries)

School Library Journal’s Chil dren’s Books in Spanish:  February, May, and No vember issues

School Library Journal’s Reference Books:  February, May, Au gust, and No vember issues

School Li brary Jour nal’s De cem ber Hol i day Books: Oc to ber is sue

School Li brary Jour nal’s Cu mu la tive In dexes On line: www.SLJ.com

School Library Journal’s Criticas; Eng lish speaker’s guide to the lat est Span ish language titles:
ac com pa nies April, June, Au gust, and De cem ber is sues

School Library Journal’s Trade Newly Available in Pa perback: May and No vember issues

Lifesaver Tool 81. Best Books List, Kaaren’s Keeps
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 Li brary Life saver 82

Get Carded Again!

Kaaren’s Cards for Com puter Man agement

Are you tired of try ing to keep track of all those se rial num bers, mod els, and end less
supply of numbers you in herit ev ery time you get a new com puter? Our school has an on line
work or der sys tem. Any time you have a prob lem with a computer, you fill out a work or der on -
line and e-mail it to Andy, our awe some com puter spe cialist. Al though an ex tremely efficient sys -
tem, the work order also re quires the user to sup ply se rial num bers and mod els with each
re pair re quest. Kaaren has come up with an easy way to keep on top of computers—especially
when it seems they are always be ing shuf fled around. To keep a full hand and keep our com -
puters “straight,” we use Kaaren’s Cards for this, too.

Life saver Tips

• Again, re cycle old card cat alog cards for this pro cedure.

• Begin by mak ing a map of your computer lab or media cen ter com puters (we had a stu -
dent cre ate our map on a com puter; see Lifesaver Tool 82).

• Number each com puter on the map.

• Make cop ies of the map and place it on the wall next to the com puters.

• For each com puter, make a card de noting the as signed com puter num ber (from your
map), brand, se rial num ber, mon itor, and other per tinent in formation you need for in ven-
tory or repairs.

• Keep cards to gether in a file drawer. When you have a prob lem with a computer, re fer to
your map, get the com puter’s num ber, and pull out the match ing card. Voila! All the in -
formation you need is at your fin gertips.

• Although fill ing out the cards takes some time, when the pro cess is done, you’ll save tons 
of time later! I’ll wager you may even have time to work on your com puter.
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Lifesaver Trip 82:
Ten Handy Tips

http://www.worldstart.com/tips/

This site has ten handy tips to help you manage your com puter. In cludes ev erything
from learn ing how to cut and paste to sav ing pa per by print ing only what you need. In cludes
archive of even more help ful tips. Who knows? You may not need to fill out that com puter
repair card after all.
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Lifesaver Tool 82. Library Map

Note: Li brary map de signed by Jennifer Kopsas.
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 Li brary Life saver 83

CALM AND
COLLECTED! EASING

COLLECTION
MANAGEMENT

Collection man agement is im portant. In fact, it may even be the most im portant job in
the school li brary me dia cen ter. Still, this task of ten gets the least amount of at tention when
we try to jug gle our in creasing de mands. So how can you man age to stay calm, cool, and
collected? This col lection of tips and tools may help.

Life saver Tips:
Four Sources to Help You Stay Calm and Cool on Col lections

• Don’t have a clue about col lection de velopment? Col lec tion De vel op ment for a New

Century in the School Li brary Me dia Cen ter (Greenwood Pub lishing Group, 2002) can
help. Lukenbill’s new book pro vides an im portant over view of is sues and prob lems in
col lec tion de vel op ment and in cludes proven strat e gies for so lu tions. From pol icy to tools
for se lection, this book in cludes ev erything you need to know concerning collection
development!

• Don’t have a col lec tion de vel op ment pol icy? Check out Debra Kachel’s book, Col lec -

tion As sessment and Man agement for School Li braries (Greenwood Press, 1997). This
book fea tures the the o ries be hind col lec tion man age ment, writ ten col lec tion de vel op -
ment pol icies, and even worksheets to help you as sess your current collection.

• Have a col lection de velopment policy that needs re vised? Log on to http://msl.
state.mt.us/slr/cmpolsch.html. Montana State Li brary’s ar ti cle “Col lec tion De vel op ment 
Policy Guide lines for School Li brary Me dia Pro grams” of fers a thor ough, com prehen-
sive check list to en sure your pol icy is worth the paper it’s written on.

• Have a col lec tion de vel op ment pol icy that omits elec tronic in for ma tion? The face of
collection de velopment and management is chang ing. A big part of col lection man age-
ment is now electronic. Read “Electronic Ref erence—The School Li brary Rev olution”
by John M. DeBroske (The Book mark 50, pp. 19–20). An other ex cellent source for elec-
tronic col lection man agement can be found in Lau rel Clyde’s “Ex tending the School Li-
brary Col lec tion—Elec tron i cally” (Teacher Li brar ian 29, pp. 41–3).
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Lifesaver Trip 83:
Col lec tion De vel op ment Training

http://www.dlapr.lib.az.us/cdt/intro.htm

This site, spon sored by Ar izona State Uni versity, is for li brarians and oth ers new to
col lec tion de vel op ment. In cludes an over view of col lec tion man age ment, pol icy in for ma -
tion, and even a com munity sur vey for as sessment pur poses. Easy to nav igate and one
you’ll want to keep in your collection—electronic!
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LIBRARY MEDIA CENTER COLLECTION MANAGEMENT

Man ag ing our Li brary Col lec tions for

In for ma tion Power

Document created by Bellingham pub lic schools

http://www.bham.wednet.edu/li brary/tablec.htm

As sess Know what you need

Iden tify col lec tion needs

Con duct an an nual in ven tory

Ac quire Know how to select and ac quire what you need

Iden tify high-qual ity ma te ri als that meet
    dis trict guidelines.

Se lect and or der ma te ri als for pur chase based
    on criteria.

Fol low es tab lished or der ing pro ce dures.

Pro cess new ma te ri als.

Review the pro cess by which a parent or
guard ian can re quest re con sid er a tion of
in struc tional ma te ri als.

Max i mize ac cess Know how to bring people and resources together

Pro vide a wel com ing, help ful en vi ron ment for
    all patrons.

Max i mize search ca pa bil i ties for us ers.

Pub li cize di verse re sources.

Elim i nate phys i cal, in tel lec tual and time bar ri ers 
    as far as possible.

Main tain Know how to keep collection current and func tional

Care for li brary re sources.

Elim i nate ma te ri als that do not con form to
    dis trict guidelines.

Pro duce re cords of col lec tion main te nance
    and development.

Fol low ac cept able al ter na tives for deal ing
    with lost or damaged materials.

Per form oc ca sional house keep ing chores on
    the collection.

Life saver Tool 83. Li brary Me dia Cen ter Col lec tion Man age ment

Li brary me dia cen ter man age ment chart, http://www.bham.wednet.edu/li brary/ta ble.htm. Used with per mis sion.
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 Li brary Life saver 84

YOU’VE GOT A DATE!
MANAGING A CENTRAL 

CALENDAR

Do you of ten wish there was more time in a day? Well, from what I’ve read, it’s not al-
ways more time that’s needed—it’s re ally more efficient time man agement. I’m learn ing
(the hard way!) to man age my time and be more ef fective. I hope these tips are “timely” for
you as well!

Life saver Tips

• C Check your cal endar! Be fore agree ing to a meeting, din ner in vitation, or doc tor ap -
pointment, check your cal endar care fully. I don’t know how many times I’ve had to call
and re schedule just be cause I did n’t bother to check first. Re scheduling wastes valu able
time. Try to do it as sel dom as pos sible!

• A Al low ex tra time be tween ap point ments. Un less hold ing back-to-back appoint-
ments is to your ad vantage, al low ex tra time be tween ap pointments. You never know
when a meet ing will run over or you may want to get a cold drink be fore mov ing on to the 
next meet ing.

• L Learn to use one cal endar. Learn to use one calendar. By keep ing per sonal and work 
appointments on the same cal endar, you won’t dou ble book your self or find your self
rushing off to your child’s sport ing event at the last minute.

• E En ter all dates and ap pointments im mediately. By en tering all dates im mediately
in your cal endar, you’ll save time spent hav ing to search your of fice or home for that
scrap piece of pa per that holds a critical date or meet ing time. A com mon time man age-
ment prac tice stresses never touch ing a piece of pa per twice. Deal with it the first time
you see it—don’t keep shuf fling it around.
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• N Never for get a birth day again! Keep your ad dress and date book with your monthly
calendar. At the be ginning of each month (or each year, if you’re compulsive, like me),
write down up coming birth days and an niversaries. By writ ing im portant days on the cal-
endar you re view daily, you’ll never for get an im portant day again.

• D Don’t agree to a meeting when the time is in convenient. Al though sim plis tic, this
practice can save valu able time. For ex ample, if you know you have to be at the ed ucation
center next Fri day for a meet ing, why go this Fri day too? By ar ranging mul tiple meetings
on the same day and at the same lo cation, you can save time and not have to run back and
forth.

• A Al ways enter events in pen cil. The only con stant is change—use pencil!

• R Run off cop ies of your cal endar for staff. By mak ing cop ies of your cal endar for
other staff members, your team can be more pro ductive and aware. If you don’t want
your staff to know of per sonal items, just place a small “Post-it” over con fidential items
before pho tocopying. You won’t waste time calling your as sistant to tell her you’ll be
out—she’ll al ready know!

Lifesaver Trip 84:
Frank lin Covey

http://www.franklincovey.com/

The def inition of or ganization is Frank lin Covey! Go to this site for time management
or ga niz ers, tools, and workshops.
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Want to Get Or ganized?
It’s a Date!

� At-A-Glance
http://www.ataglance.com

A dis count place to pur chase At-A-Glance prod ucts is
http://www.officeworld.com/*

� Day  Run ner

  http://www.dayrunner.com

Log on to this site each day for a planning tip.

� Day-Timer

  http://www.daytimer.com

This site of fers beginners a step-by-step guide to build ing their
Day-Timer planner.

� The Priority Planner

  http://www.fluttersoftheheart.com/plan ners.shtml

This less well-known site of fers customizing op tions—buy just what
    you need.

Lifesaver Tool 84. Want to Get Organized?
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 Li brary Life saver 85

NO MORE MEDIA
MAID!

Picture this. You’ve got a teach ing li cense, a mas ter’s de gree in li brary sci ence, ten
years of teach ing ex pe ri ence, count less hours of pro fes sional de vel op ment train ing—but
still you find your self pick ing up trash that students leave in the com puter lab. If this sounds
familiar, re focus and take aim. The key? Use strategies that get students in the picture!

Life saver Tips

• Post a lam inated check list in each com puter lab (Life saver Tool 85A).

• Post an en larged check list on the computer lab door.

• With the help of your tech nology guru, de sign com puter wall paper list ing stu dent ex pec-
tations. For ex ample, “Shut Down Com puter When Done” or “Log Off Com puter and
Push in Chair.”

• Post a no tice on the door to let the last teacher in the lab know they are re sponsible for
closing down the lab (Lifesaver Tool 85B). Just hav ing the teacher’s name posted makes
that teacher more ac countable for the lab.

• Post your school’s tech nology rules in each lab (Life saver Tool 85C) for easy ref erence.
For ex ample, when “No Games” is clearly posted, the stu dents have no ex cuse for play -
ing ar cade games in their free time.

• Enlist the sup port of your ad ministration. For ex ample, our school just implemented a
“Three Strikes You’re Out!” pol icy with the computer lab. If the lab is left in poor con di-
tion, that teacher gets a strike. Af ter three strikes, the teacher is not al lowed to sign up for
the com puter lab. It would be im possible to put a policy such as this into place with out
the sup port of the administration.
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Lifesaver Trip 85: 
Lead er ship Is sues in Ed u ca tional Tech nol ogy

http://ef004.k12.sd.us/lead er ship_is sues_in_ed u ca tional.htm

A one-stop shop ping source for tech nology-related is sues rang ing from cre ating ac -
ceptable use pol icies to strat egies to uti lize technology to im prove learn ing. If you want to
get your school on the same page with technology, start here!
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LIFESAVER TOOL 85A. Computer Lab Checklist
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LIFESAVER TOOL 85B. Computer Lab Notice
Graphic by Chris topher Duncan.
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Last Per son
Sched uled for

Lab:

Please shut
down all

com put ers!
Thanks!



STUDENT COMPUTER POLICY
SCHOOL YEAR _________

The use of com puter tech nology at our school is a priv ilege that co mes with re sponsibility.  Fail ure to
abide by the following guide lines may re sult in your los ing the com puter priv ilege.

1. Do not at tempt to mod ify the ap pearance or op eration of any com puter. This in cludes but
it not limited to commands, copy ing or in stalling soft ware, or copy ing files of any type.
Ev ery com puter should re main in the de fault con fig u ra tion.

2. Tampering with or van dalizing hard ware, soft ware, or data will not be tol erated. It is
each stu dent’s re sponsibility to check the com puter each day before and af ter use and to
re port prob lems im me di ately.

3. No dis kettes or CD-ROMS un less spec ified by the teacher.

4. Games that are not di rectly re lated to course cur riculum are for bidden.

5. No stu dent is to use a computer with out an au thorized staff member pres ent.  This in -
cludes be fore school, af ter school, dur ing lunch, and all other times.

6. No food or drink is al lowed near a com puter.

7. A stu dent must save files in his or her di rectory on the server. Any files stored on the hard 
drive will be erased.  Files should not be down loaded from the Internet.

8. A stu dent may only use approved soft ware.

9. The stu dent is re sponsible for his or her own pass word and should change it when ever
necessary for se curity rea sons.  A stu dent may log in us ing only his or her user ID and
password, which must be kept con fidential.

10. A stu dent should never attempt to ac cess files of an other stu dent.

11. No e-mail.

12. Only au thorized stu dents may use the Internet.

13. A stu dent us ing the Internet may visit only teacher-approved sites.

14. No Web sites should be printed with out teacher ap proval.

15. The Internet is for ed ucational use only!

I un derstand that if I vi olate any of the rules stated above or per form any other dis ruptive tech -
nology-related ac tions, I will be subject to loss of com puter and/or Internet use.  Other possible
consequences include loss of a grade or sus pension.  I further un derstand that I will be financially
responsible for the re pair or re placement of stolen or abused hardware, software, or materials.

________________________       ______________________       _________        _________

Sig na ture        Printed Name                         Date                   Grade

LIFESAVER TOOL 85B. Student Computer Policy
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Li brary Life saver 86

WORK ORDER WOES

Having a sys tem for han dling com puter re pairs can help you—and your com puter guy
(Hi, Andy)—get or ganized! Say good bye to work or der woes and hello to or ganization!

Life saver Tips

• Photocopy the Work Or der Form in Life saver Tool 86 and place in a con venient spot.

• This form can eas ily be put on line.

• Save cop ies of all work or ders sub mitted to avoid du plication.

• This sys tem can be adapted for a va riety of needs. For ex ample, a work or der sys tem
could be cre ated for in formation needs. Teachers and stu dents could sub mit their needs
man u ally or elec tron i cally.

Lifesaver Trip 86: 
On line Work Or der Ex am ple

http://www.uml.edu/Dept/WE/deptserv/comprep.htm

A sim ple ex ample of an on line work or der that “works!”
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WORK ORDER FORM

Com puter De part ment Only:

WORK ORDER
LEVEL OF IMPORTANCE:

  ___ Critical—Now!

___ Im por tant—To day or To mor row!

  ___ Soon—This Week!

___ When Con venient—No Hurry!

Name:______________________________________________________________

Room num ber:_____________ De part ment:________________________________

Phone num ber:__________________E-mail:_______________________________

Room/computer num ber where prob lem is oc curring:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

De scrip tion of prob lem:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Res o lu tion of prob lem:
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Date closed:_____________

Com ments: _________________________________________________________

Lifesaver Tool 86. Work Or der Form
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Li brary Life saver 87

GRAB A TIGER 
BY THE TAIL!

As I was re search ing time man age ment tech niques and or ga ni za tional strat e gies on the
Internet, I came across an ad vertisement claiming that, with this prod uct, you could “Find
Anything in Five Seconds or Less—Guar anteed!” Need less to say, I was in trigued and
more than a little skep tical. I clicked on the link and be came con vinced enough to try a free
thirty-day trial of the Pa per Ti ger. Find out how to grab your own ti ger by the tail and get
started clearing out your own jun gle of pa perwork. I’m not “lion,” either!

Life saver Tips

• The Pa per Ti ger al lows you to or ganize any thing—mail, com puter soft ware, pic tures,
vid eo tapes—by at tach ing a num ber to it.

• A va riety of keywords as signed to the doc uments al low you to re trieve it more quickly
than with tra di tional al pha bet i cal fil ing systems.

• A built-in re minder sys tem helps you meet dead lines.

• No more time is wasted try ing to find some thing bur ied in a stack on your desk.

• Try the pro gram free for 30 days with out ob ligation to buy.

• Get free tech nical sup port at (800) 430-0794.

Lifesaver Trip 87: 
The Pa per Ti ger

http://www.thepapertiger.com/

A guar anteed so lution to your pa perwork prob lems. Thanks to this Ti ger, your of fice
will no lon ger be a jungle!
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Ten Tips for Mak ing Your Life
Less Stress ful and More Pro ductive

Taming the Pa per Ti ger is not just a soft ware pro gram—it’s a complete methodology you can use in
all as pects of your per sonal and pro fessional life. Consider these pos sibilities:

 1. Continually elim inate clut ter from your life. Practice The Art of Wastebasketry®. Ask
yourself, “What’s the worst pos sible thing that could hap pen if I did n’t have this?” If you
can live with your an swer, toss it! 

2. Clutter Is Post poned De cisions. Or ganize the top of your desk: In Box for pa pers you
haven’t looked at (not a place for post poned de cisions!). Out Box for things you need to
take some place else. File Box for pa pers to file in places you can’t reach from your desk. 

3. Sort pa pers/e-mail us ing The FAT Sys tem: File, Act, Toss. Or ganize files into two types:
Reference Files (things you don’t know if you will need, but are afraid to toss) and Ac tion
Files (things you need to do or del egate).

4. Utilize a database pro gram, such as Out look or Act!, for stor ing names and con tact info. 

5. Store all the elec tronic data you cre ate in one electronic folder, such as My Doc uments.
Then name documents with a se ries of key words and phrases (up to 255 char acters). Use
the Search fea ture of your com puter to quickly find elec tronic files—just like Pa per Ti ger!

6. Create templates and checklists for things you do re peatedly so you are not con stantly re -
inventing the wheel. (Packing lists, meeting plan ning, etc.).

7. Make a list of the best re sults you want each day. 

8. Don’t be afraid to ask colleagues and su pervisors for help when you run into a prob lem.
Frequently some thing that is dif ficult for you to do is easy for some one else—and vice
versa. You will get the best re sults if you fo cus on what you do best! 

 9. Implement the “Just in Time” read ing method. In stead of cre ating a pile of pub lications to read 
someday, quickly scan the ta ble of con tents for ar ticles of in terest. Then use The Pa per Ti ger
software to file them quickly so you can ac cess them by key word when need to read them.

10. Continually ask your self “Is this the best use of my time right now?” Use your Pa per Ti ger
Action File In dex as a pow erful tool to make sure you work ing on your most im portant
pro jects.

Barbara Hemphill is the au thor of Kiplinger’s Taming the Pa per Ti ger at Work and Taming the Pa per

Tiger at Home, Simplify Your Work day and co author of the new book Love It or Lost It: Clut ter-Free

For ever.  Her com pany, lo cated in Raleigh, North Carolina, as sists in dividuals, fam ilies, and or ganiza-
tions in cre ating and sus taining a pro ductive en vironment so they can ac complish their work and en joy
their lives. Hemphill can be reached at (800) 427-0237 or at www.ProductiveEnvironment.com.

Reprinted from “Tam ing the Pa per Ti ger” News letter (Sep tember 2002) by Barbara Hemphill

Lifesaver Tool 87. Ten Tips for Making Your Life Stressful and More Productive
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Li brary Life saver 88

CONQUER CLUTTER

General George S. Patton Jr. said, “We can con quer only by at tacking.” I be lieve the
same is true of clutter. If you don’t work dil igently on clearing the clutter, the war on or ga-
nization—and per haps even pro ductivity—will be lost. To help you win the bat tle over
clutter, here are five sources of ammunition.

Life saver Tips:
Pam’s Picks

Or ga niz ing Plain and Sim ple by Donna Smallin (Storey Books, 2002).
Written by the same au thor as 7 Sim ple Steps to Unclutter Your Life, Smallin pro vides

mo ti va tional tips and strat e gies to for or ga niz ing in di vid ual rooms, fi nances, time, and
home life. Al though chap ter 18 is do nated solely to work, strat egies through out the en tire
book are work-rel evant. In ad dition, the au thor pro vides in formation on deal ing with tran si-
tions, be those at home or work. A must-buy es pecially if you’re a Covey First Things First

fan.

Or ga niz ing from the In side Out by Julie Morgenstern (Owl Books, 1998).
The clas sic of or ganizational books, this ti tle has proven stay ing power. Also avail able

in au dio and video for mats, Morgenstern pro vides the ba sic con cepts of an alyze, strategize,
and at tack to help you man age clut ter and or ganize your life and work. The chap ter “At tack:
Getting the Job Done” of fers space-mak ing so lutions—important in schools with cramped
quarters. The section ti tle “How Long Will It Take?” sec tion in each chap ter pro vides a re -
al is tic time ta ble for pro jects. Fi nally, Morgenstern’s “Julie’s No-Brainer Toss List” pro-
vides per mission, en couragement, and mo tivation to cut the clutter. Another must-have
title.
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KISS Guide to Or ganizing Your Life by Dr. Don ald Wetmore (DK Pub lishing, 2001).
Part of the Keep It Simple Se ries (KISS), this book is a thor ough guide to or ganization

and plan ning. The book in cludes a twenty-step plan for chang ing your life and helps you re -
lieve stress in volved with ev eryday tasks. The au thor be lieves all peo ple have the abil ity to
be suc cessful if they manage their time dif ferently and backs his claim up with proven so lu-
tions. A third must-have in your solutions library!

Lifesaver Trip 88: 
Start Decluttering

http://wholebrainmotivation.com/clut ter/goals/start.htm

A pleth ora of ar ticles de voted en tirely to decluttering. In cludes an on line news letter
subscription, ar ticles, and a dis cussion group for other clut tered minds (like mine)!
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TIPS FOR PAPER CLUTTER

by Rita Emmett, Re cov er ing Pro cras ti na tor

• Feed the wastebasket

• Get rid of what you don’t need

• Skim ma terial as soon as it ar rives

• Don’t even skim junk mail; just toss it

• Pass on to the appropriate per son any papers someone else can
han dle

• Find a place for ev erything worth keeping and put the papers
where they be long

• Realize the world won’t end if you get rid of it

• Re cy cle it

• Ask your self: Do you really want to be the caretaker of this paper?
Do you really want to devote precious space to this?

• Handle each piece of paper only once

• Get rid of it

“Tips for Pa per Clutter,” excerpt from The Pro cras ti na tor’s Hand book: Mas tering the Art of Do ing It Now, by Rita
Emmett (Walker & Com pany, 2000), re printed with per mission. Rita Emmett is a pro fessional speaker and au thor. She can 

be reached at http://www.RitaEmmett.com.

Lifesaver Tool 88. Tips for Paper Clutter
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 Li brary Life saver 89

WEEDING THE GARDEN

This four-let ter word can be a bad word for many of us: weed! With all there is to do,
it’s dif ficult to “dig up” time to weed, but maybe you’re in terest in weeding will “grow” af -
ter I’ve planted the seed!

Life saver Tips

• To pull or not to pull: If in doubt, pull it.

• Cover your ground: Don’t pull ev ery book on a sub ject be fore you or der new.

• Don’t plant too late: Look at copy right dates when or dering.

• Don’t plant too early: You may want to wait for re views be fore buy ing.

• Don’t wear your good clothes: It’s dif ficult to weed in a dress—wear pants on weed ing
days.

• Be pre pared for rain: It might not rain or flood (al though it hap pened in my library!),
but some times your weed ing plans have to be post poned. Be flex ible but get back to it.

• Check for growth: Don’t wait too long be fore weed ing. Weed of ten and on a reg ular
ba sis.

• Share the fruits of your labor: Just be cause you don’t want it doesn’t mean an other
teacher doesn’t ei ther—have a free books cart handy.

• Weed with a friend: It’s more fun to do it with some one. My part ner and I weed ev ery
Monday like clockwork. Stu dents and teachers have learned not to bother us when we’re
weeding. Al though we only weed for an hour or two weekly, others know it’s im por tant,
too.
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Lifesaver Trip 89: 
Sunlink’s Weed of the Month

http://www.sunlink.ucf.edu/weed/

A site to help li brarians de cide what—and what not—to weed. Each month fo cuses on
a dif ferent area of the me dia cen ter. Ar chives are avail able for re viewing past months. Tips
for weeding are available.
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Weed the Gar den:
Five Steps to Weed ing Suc cess

Step One:  Look for books that are in accurate, out dated, or 
mis lead ing.

Step Two:  Look critically at any books with the words
“New” or “Mod ern” in the ti tles.

Step Three: Look at the con tent of the book, not just the
physical con dition, when de ciding to weed (the book can
be re ordered or re paired if the content is good).

Step Four: Look for help.  If you’re not sure about a book,
ask the con tent-area teacher—af ter all, they’re the field
ex perts.

Step Five: Look for sup port.  Make sure your prin cipal is
behind your weed ing ef forts. When oth ers see many
books be ing dis carded, they of ten be come alarmed and
may even com plain.  Be pre pared and proactive!

Happy Weeding!

Lifesaver Tool 89. Weed the Garden
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 Li brary Life saver 90

TAKE IT “FOUR”
GRANTED: FOUR WAYS

TO ORGANIZE AND
MANAGE GRANTS

Are you in terested in ap plying for grants but ha ven’t had the time to fol low through?
This life saver can help you or ganize and manage your grant ef forts—and hope fully make
your time pay!

Lifesaver Tips: Grants—The Rules According to Boyle!

By Dr. Janet Boyle

• Rule 1. Find an ap propriate source for what you want funded.

• Rule 2. Once you re ceive the pro posal ap plication in formation, fol low the di rections to
the letter.

• Rule 3. Net work—both with peo ple and on the Internet. Many great resources and fund -
ing ideas can be picked up this way.

• Rule 4. Even if your pro posal is re jected, try, try again! Suc cess rate for a grant writer is
usually 25 per cent . . . but that per centage goes up and im proves with each new sub mis-
sion. Prac tice makes for better pro posals.

• Rule 5. If your pro posal is re jected, ask for the eval uation com ments. This will help you
im prove your fu ture pro pos als!

Dr. Janet Boyle is the as sis tant prin ci pal for cur ric u lum and pro fes sional de vel op ment,
Ben Da vis High School, In di a nap o lis, Indiana.

Lifesaver Trip 90: 
School Grants: Grants and Op portunities for K–12 Schools

http://www.schoolgrants.org/grant_opps.htm

Your one-stop site for PK–12 school grant op por tu ni ties. Don’t take this site “four”
granted—it’s out stand ing!

268



GRANT APPLICATION CHECKLIST—
10 STEPS FOR SUCCESS

1. Did you read the ap plication carefully? _____

2. Did you attach all requested in formation? _____

3. Does your need match the grant goals/guidelines? _____

4. Does your grant have an evaluation piece? _____

5. Is your grant realistic? _____

6. Did you have someone ob jective edit or proof read? _____

7. Did you save a completed copy for your files? _____

8. Did you sign and date the fi nal draft? _____

9. Did you send the grant via certified mail? _____

10. Did you make your prin cipal aware you were ap plying? _____

 Re member: Even ex cellent grants can be turned down be cause of $!

Lifesaver Tool 90. Grant Ap plication Checklist—10 Steps for Success
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SS 10

SAIL INTO TECHNOLOGY—
TECHNOLOGY TOOLS





Li brary Life saver 91

THE BEST SHOT ON
DIGITAL CAMCORDERS

Gone are the heavy, bulky video cam eras of yes teryear. Those di nosaurs have been re -
placed by their small, snappy cous ins—digital camcorders. But which one should you buy?
Let’s find out, fu ture film mak ers!

Life saver Tips

• Digital Cam corders come in two formats: MiniDV or Digital 8.

• Prices range from $500 to $2,000.

• Most weigh less than two pounds.

• No more loss of qual ity when you copy vid eos—dig i tal video re tains its orig i nal qual ity.

• Features to look for in clude LCD (liq uid crys tal dis play) viewer, autofocus, im age sta bi-
lizer, and quick re view.

• Pick Three: Con sumer Re ports Top Three Camcorder Rec ommendations

– Sony’s DCR-PC110 ($1,800)

– Panasonic’s PV-DV951 ($2,300)

– Hitachi’s DZ-MV100A ($1,999.95)

• For com plete re sults, see “Home-movie Op tions” in the No vember 2001 is sue of Con-

sumer Re ports.

Lifesaver Trip 91: 
DV Spot: Dig ital Cam era Resource Home Page

http://www.dvspot.com/

Fo cus on more dig i tal cam corder rec om men da tions here!
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Robie Mar tin’s

TECHNOLOGY TOOLBOX

Tool:  Dig ital Video Camera

Tip:  Hit Me with Your Best “Shot!”

As part of our school’s eighth-grade promotion ceremony,
we show a student-produced video, high lighting stu dents’
ac tiv i ties through out their ac a demic ca reers. To ob tain the
raw foot age we need to create the video, I train my stu dent li -
brary aides to use the dig ital video cam eras. Teach ers and
staff now know to call the li brary and in form  us of up coming
events so that we can put them on our schedule and be pre-
pared to shoot at any time. The stu dent aides use a checklist
to en sure that ev ery student is in cluded in the video. They
have creative li cense over what it will look and sound like
(although I retain ed itorial rights!). The end re sult is a won-
derfully fun, stu dent-created keep sake of their years at our
school. It is now a pop ular tradition !

Robie Mar tin is the me dia specialist at Par sons Middle
School, Par sons, Kan sas.

Lifesaver Tool 91. Robie Mar tin’s Tech nol ogy Tool box
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Li brary Life saver 92

TURNING PAGES ON
E-BOOKS

Since I be gan ex per i ment ing with e-books (spe cif i cally the Rocket eBook Reader)
about three years ago, things have re ally improved. Un fortunately, e-books for the Rocket
eBook (now known as Gemstar) are be coming in creasingly dif ficult to find. E-books in
other for mats, such as MS Reader, are now much more readily available. In ad dition, you
can use MS Reader e-books on any com puter—you don’t need a spe cific handheld gad get
(like the Rocket eBook Reader) to get started. All you need is the following information!

Life saver Tips

• Download Microsoft Reader on up to four desk top, lap top, or Pocket PC com puters for
free (http://www.microsoft.com/reader/down loads/pc.asp).

• Microsoft Reader has a text-to-speech feature (stu dents can hear the words as they read
the com puter screen) also avail able for free download.

• Get sup port for Microsoft Reader and answers to fre quently asked ques tions (FAQs)
here! (http://www.microsoft.com/reader/sup port/pc/de fault.asp).

• Love clas sics? Get 1,800 free e-book down loads from the Uni versity of Vir ginia’s
Ebook Li brary (http://etext.lib.vir ginia.edu/ebooks/ebooklist.html).

• Pick Three: Places to pur chase e-books for the MS Reader

– Ebooks.com (www.ebooks.com) of fers a wide range of pro fessional, ac ademic, and
popular ti tles, as well as an e-mail up date sub scription to no tify read ers of new and
up com ing releases.

– Powell’s Book store (http://www.powells.com/ebookstore/mreader.html) is one of
the few places to pur chase ti tles for the Rocket eBook (aka Gemstar).

– When you join eBook Club (http://www.ebookmall.com) for $19.95, you can down -
load up to one thou sand ti tles. You can’t go wrong here!
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• If you still want a handheld e-book reader, I sug gest the Palm Pi lot (www.palm.com) or
the Handspring Treo that’s an all-in-one phone, or ganizer, and Web browser (www.
handspring.com).

Lifesaver Trip 92: 
Free E-Books Di rectory

http://www.free-ebooks.net/

A “price less” site for more free books!
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Jamen McGranahan’s

TECHNOLOGY TOOLBOX

Tool:   E-Books

Tip:      Turn ing Pages on E-Books

Our school uses e-books to sup plement our me dia cen ter col-
lection and pro vide our patrons with a means to read a book
on line.

We’ve down loaded the MARC re cords for the e-books into
our cat alog so that they are readily ac cessible (one search
brings up both print and electronic resources).

E-books are well received by our stu dents on campus.  In
fact, one of their recommendations from last year was for us
to add more!

Jamen McGranahan is the sys tems ser vices li brarian at
Waggoner Li brary/Trevecca Nazarene Uni ver sity, Nash-
ville, Ten nes see.

Lifesaver Tool 92. Jamen McGranahan’s Tech nol ogy Tool box
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Li brary Life saver 93

DIGITAL CAMERAS—
THEY’RE A SNAP!

Digital cam eras are ev erywhere! And why not? They’re fun, easy-to-use and, as time
goes by, in creasingly more af fordable. There are so many mod els to choose from, but these
tips will help you fo cus on the right camera!

Life saver Tips

• Digital cameras op erate by memory so you have no film to mess with.

• Digital pic tures are trans ferred di rectly to your computer.

• Digital pic tures can be printed on photo pa per (avail able at retail stores), eliminating ex -
pensive and timely pro cessing delays.

• Digital pic tures can be easily ed ited and e-mailed to friends and fam ily mem bers.

• Leading brands are Ko dak, Nikon, Olym pus, and Sony.

• The more “pix els” a cam era has, the sharper the im ages will be.

• The price of the cam era de pends on the amount of pixels.

• Digital cameras have a va riety of ways to save pho tos, such as a mem ory stick, floppy
computer disk, and even CD-RW (CD rewriteable) disks. Al though I pre fer reg ular
3.5-inch floppy disks, the choice is up to in dividual users.

• Consumer model dig ital cameras range in price from $100 to $1,000.

• Must-have fea tures to look for in clude autofocus, zoom lens, and au tomatic flash.

• Nice-to-have features in clude red eye reduction and op timum memory.
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• Pick Four (plus a bo nus pick!):

– Canon PowerShot G1 at $800 (3- and 4-megapixel range)

– Olym pus Camedia C-2040 Zoom at $500 (2-megapixel range)

– Toshiba PDR-M61 at $300 (2-megapixel range)

– Sony Mavica at $900 (2-megapixel range)—my rec om men da tion!

• For more com plete in formation, see “Megapixel Mat ters” in the No vember 2001 is sue of 
Con sumer Re ports.

Lifesaver Trip 93: 
All Dig i tal Pho tog ra phy

http://www.alldigitalphotography.net/

Amateur and vet eran pho tographers can find all the les sons and tips
needed to op erate a dig ital cam era. “Shoot!” I wish I’d known about this site sooner!
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Pamela S. Ba con’s

TECHNOLOGY TOOLBOX

Tool:  Digital Cameras

Tip:  Digital Cameras Are a “Snap!”

I love my Sony Dig ital Mavica  Cam era! In fact, I love it so
much that when my first one was sto len, I chose to buy the
exact same cam era to re place it. One of my most successful
digital camera pro jects has been  our school’s Stu dent of the
Month dis play. Each month af ter the winners are an nounced,
I take pic tures of the students and then in sert the pic tures into
a PowerPoint pre sentation. Sometimes I’ll just print the pre -
sentation to post on a bul letin board. Other times I’ll give it to 
our radio-TV-film  guy (Hi, Jon!) to dis play on our television
scrolling an nouncements. Ei ther way, the project is a “snap”
to put to gether with this great camera!

Lifesaver Tool 93. Pamela S. Bacon’s Tech nol ogy Tool box
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Li brary Life saver 94

KNOW IT ALL ABOUT
SMARTBOARDS

I’ve used SMART Boards, but I still have a long way to go be fore I’m at the im plemen-
tation stage with this tool. For this life saver, I’ll be learning right along with you! What is
the phrase? “Work smarter, not harder!”

Life saver Tips

• The SMART Board is an in teractive whiteboard.

• It al lows you to con trol com puter ap plications (or write notes) sim ply by press ing on the
board’s touch-sen si tive surface.

• Standard dry erase mark ers are used to write on the board, and notes can be saved to a
computer file for fu ture use.

• The SMART Board is a per fect classroom and li brary tool for pre sentations, al lowing
teachers to dem onstrate CD-ROMs or Internet sites eas ily to an en tire class room at once.

• Although the SMART Board is available in three sizes, the SMART Board 560 (the mid-
dle op tion) is a good choice for class rooms and com puter labs.

• Four col ors of sty lus pens come with the board.

• SMART Boards are ex tremely du rable—studies have shown some schools are still us ing
their 1989 mod els!

• SMART Boards can be eas ily cleaned with any rec ommended prod uct.

• Studies show that SMART Board can in crease stu dent mo tivation to learn by as much as
50 per cent. (Study con ducted by Mi chael J. Weimer, West No ble Mid dle School,
Ligonier, In diana. Full re port can be found at www.smarterkids.org).
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Grants are avail able for SMART Boards—go to http://www.smarterkids.org for com plete
in for ma tion!

• Pick Three:

– Smart Board 580 at $1,399 (72" dis play)

– Smart Board 560 at $1,119 (60" dis play)

– Smart Board 540 at $700 (47" dis play)

Lifesaver Trip 94: 
SMART Board Dis trib u tors

http://www.smarttech.com/where/displaywtb.asp?jumplist=IN&x=17&y=10

“Learn” where to pur chase a SMART Board in your state!
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Linda Sears’s

TECHNOLOGY TOOLBOX

Tool: SMART Boards

Tip:  Know It All about SMART Boards

We got our  SMART Board this year, and I used it for library
media cen ter orientation.  I pre pared a PowerPoint pre senta-
tion, us ing dig ital pictures focusing on sev eral as pects of our
library me dia cen ter. I also scanned in pictures from last
year’s ac tivities to give students a better idea of what goes on
in here.  Then I burned the PowerPoint onto a CD so students
entering the school later in the year would re ceive the same ba -
sic in for ma tion.

I also used the SMART Board to ex plain the Ac celerated
Reader Program  to students and var ied it slightly for par ents
on PTO Night.  The SMART Board makes it so much eas ier to
see and to move from page to page within a pre sentation.

Linda Sears is the library media spe cialist at Oak Moun-
tain In ter me di ate School, Bir ming ham, Al a bama.

Lifesaver Tool 94. Linda Sear’s Technology Toolbox
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Li brary Life saver 95

TECHNOLOGY—IT’S IN
THE PALM OF YOUR

HAND!

I’ve had my Palm Pi lot IIIC for al most two years. Al though I can’t yet state that I’d
choose my Palm over a good, old-fash ioned pa per cal endar, I must ad mit this new lit tle gad -
get is grow ing on me. Here are some tips be fore you “take off” with your Palm!

Life saver Tips

• Con ve nience—with my all-in-one cal endar, there’s no need to keep both a home and
work cal en dar.

• Por ta bil ity—I al ways have my telephone and ad dress book with me.

• Synch ing op tions—I can sync cal endars with co workers, bosses, and my teen age son
(who thinks he’s the boss!).

• Com mu ni ca tion—I can write any where and I never for get my to-do lists.

• Re mind ers—with the alarm op tion, I no lon ger for get (or even worse, miss) a meeting.

• Our school is a Palm School, so I had no doubt about which de vice to pur chase. There
are, how ever, sev eral good handhelds, or PDAs—per sonal dig i tal as sis tants— (e.g.,
Handspring’s Vi sor Edge or Compaq’s iPaq), now on the mar ket.

• Pick Three:

– Palm m105 at $200 (best all-around or ganizer w/o phone op tion)

– Palm m500 at $400 (best com puter sub stitute)

– Palm m100 at $130 (best ba sic or ganizer)

Looks like the Palms have it!

Lifesaver Trip 95: 
Palm Home Page

http://www.palm.com

With re views like Palms get, this site’s a thumbs up!
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Di ane Mentzer’s

TECHNOLOGY TOOLBOX

Tool:  Palm Pi lots

Tip:    Technology—It’s in the Palm of Your Hand!

I use my Palm Pilot as a gradebook. I have a spe cial gradebook
program on it where I keep my attendance and re cord for gotten
books at the be ginning of each class.  I grade pa pers at my desk
and then hot sync the in formation into my com puter in my of -
fice. This sys tem al lows me to grade stu dents as they are par -
tic i pat ing in ac tiv i ties. The ex tra mo bil ity also al lows me a way
to re cord be havior prob lems as they hap pen. I’m responsible
for giv ing grades to my stu dents dur ing the second and fourth
marking pe riods, and the Palm makes this task man ageable.
Using a Palm is much more con venient than drag ging around
my lap top!

Di ane Mentzer is the li brary media spe cialist, tech nology
co or di na tor, and Webmaster at Par a mount El e men tary
School in Hagerstown, Mary land.

Lifesaver Tool 95. Di ane Mentzer’s Tech nol ogy Tool box
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Li brary Life saver 96

THE 1, 2, 3s ON LCDs

In my me dia cen ter, se lecting an LCD was not an easy task. The first hur dle I had to
overcome was that I am sur rounded by glass, and, as a re sult of the glass, I’m sur rounded by 
glare. The sec ond hur dle was the in ability to turn off the lights to show a pre sentation. I
learned that for best re sults, an LCD has to have an extremely high num ber of lumens, thus
rais ing the cost sig nif i cantly (my Dukane was $5,000). In most cases, an LCD does not
have to be that pricey, and the good news is that, like all technology that’s been avail able for 
a while, prices have de creased sig nificantly. Pre senting your options . . .

Life saver Tips

• Why use an LCD? Be cause you can pres ent col orful, at tention-getting electronic pre sen-
ta tions with min i mal effort.

• The brighter your room, the higher num ber of lumens you’ll need—800 lumens is the
av er age.

• If you plan to keep the lights on, you’ll need at least 1,000 lumens.

• Ease of use is a fac tor you’ll want to con sider. Most pro jectors come with two cables: a
power cord and a cord to attach the pro jector to your com puter. When ever pos sible, try
out the LCD be fore pur chasing to en sure that it’s easy to set up and connect.

• Portability may be a fac tor to con sider if you plan to travel with the LCD de vice or use it
around the build ing. Pro jectors can weigh any where from two to ten pounds.

• Although light weight pro jectors are easy to carry, the trade-off can come in terms of pic-
ture quality.

• If you plan to move your pro jector of ten, an ex tra sturdy case is a ne cessity.

• The num ber of col ors from pro jector to pro jector does not vary—all have 16.7 million col ors—
not your av erage Crayola box!
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• All pro jectors are both Mac and PC compatible, thus com puter com patibility isn’t a
concern.

• A re mote con trol is a nice-to-have fea ture for presentations.

• Searching the Web for bar gains is a great idea be fore you buy. Hun dreds of sites are
available, but here are two I found: http://www.adtech-sys.com/con tent/spe cials.asp and
http://www.priceshock.com/hard ware-pro jec tors-lcd-pro jec tors.html.

• For more com plete in formation, go to http://www.dukane.com/Au dio Vi sual/prod ucts/
HowLCD.htm or http://www.aviinc.com/pro jec tors-plas mas/bestsellingprojectors.asp.

• Pick Three:

– Sony VPL-CX4 at $3,699

– NEC LT240 at $3,195

– Epson Amer ica at $2,516

Lifesaver Trip 96: 
Au dio Vi sual In no va tions Fre quently Asked Ques tions

http://www.aviinc.com/pro jec tors-plas mas/faqs.asp

Answers to six teen FAQs about pro jectors. For ex ample, What do I if “my pro jec tor is
not work ing when I turn it on?”
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Dr. Kathleen Revelle’s

TECHNOLOGY TOOLBOX

Tool:  LCD Pro jectors

Tip: The 1, 2,  3s on LCDs

One lifesaver I have just be gun to use may be “old hat” to oth-
ers. My prin cipal had an LCD pro jector that he used to display
PowerPoint pre sentations for fac ulty meetings and other
events. Most of the time, though, the pro jector was stored on
the floor of his closet. I now house the LCD in the library and
use it at least once a week to dem onstrate com puter-based les-
sons. Just this past week, for ex ample, I used the pro jector to
introduce sixth- and eighth-grade students to the ba sics of
PowerPoint. In ad dition, I was able to dem onstrate search tech-
niques in Gale da tabases for tenth- and twelfth-grade students.
Although this tip does n’t have “bells or whistles,” it works!
Now, when the prin cipal needs the pro jector, he or she just co -
mes and checks it out from the library!

Kathy Revelle is the me dia specialist at Buffalo Academy
for Vi sual and Per forming Arts, Buffalo, New York

Lifesaver Tool 96. Dr. Kathleen Revelle’s Tech nol ogy Tool box
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Li brary Life saver 97

AN “A” FOR
ALPHASMARTS

I can’t say enough good things about these little guys! AlphaSmarts work as well for
high school kids as they do for elementary stu dents. These word pro cessors are du rable,
lightweight, and af fordable at only $250 each. Af ter these tips, you’ll know all the an swers
to make the “smart” choice for you!

Life saver Tips

• The AlphaSmart home page is http://www.alphasmart.com/.

• Pur chas ing op tions in clude in di vid ual AlphaSmart units (with or with out re chargeable
bat ter ies and the In fra red “beam ing” option).

• AlphaSmart class room bun dles are also available. Bun dles fea ture thirty AlphaSmarts
with a roll ing, pow ered stor age cart.

• The new est AlphaSmart, the Dana, is now avail able. The Dana has a larger screen than
traditional units and in cludes the Palm op erating sys tem—making it an ex cellent, af ford-
able lap top alternative.

• The ba sic AlphaSmart runs about $200 per unit.

• AlphaSmart with re chargeable bat teries and in frared ca pability costs $250 per unit.

• The Dana model, be cause of its ad ditional features, costs $399 (or less if for quan tities of
thirty or more).

• Classroom Bun dles (thirty units with charg ing stor age cart and all ca bles) costs about
$6,700 with IR and Re chargeable bat tery fea tures.

• Software such as AlphaQuiz, In spi ra tion Out lin ing, and AlphaWord are avail able for
free down loading and up grading from the Web site.

289



• AlphaSmart sup port in cludes a technical sup port hot line, a news letter, and an on line
community to dis cuss tech nical is sues, les son plans, pur chasing choices, and more.

• Test drives are avail able for AlphaSmarts. You can bor row a unit for two weeks free of
charge!

Lifesaver Trip 97: 
Paula Whitmer’s Prac ti cal Class room Ac tiv i ties
with an AlphaSmart

http://itech.fcps.net/alphasmart%20activities.htm

The “smart” idea is to get started “write” away!
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Pamela S. Ba con’s

TECHNOLOGY TOOLBOX

Tool: AlphaSmarts

Tip:     An “A” for AlphaSmarts

I started out with five AlphaSmarts and was so happy with the
little word pro cessors that I bought thirty more!

My high school students love us ing AlphaSmarts. When we
finish a story, I’ll hand out an AlphaSmart to each group. Then
I have the group work to gether to an swer the ques tions at the
end of the story. One group member is responsible for typing
the an swers. All other group member s are responsible for ed it-
ing. I find the an swers to be more thor ough and com plete sim-
ply be cause the students type them on the com puter!

I also loan AlphaSmarts to students on an over night ba sis. For
students who don’t have a com puter, the du rable, lightweight
units are the per fect an swer!

Lifesaver Tool 97. Pamela S. Bacon’s Tech nol ogy Tool box
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Li brary Life saver 98

LEAPFROG—HOP
TO IT!

My twin sister, a principal at a K–2 build ing, told me about this great tool. Be cause I
now teach at the sec ondary level, I didn’t even know LeapPads ex isted. Not only a great
tech nol ogy tool for ed u ca tion, they’re just plain fun. Students will jump for joy when they
use these in your el ementary media center!

Life saver Tips

• LeapPad is an in teractive learning tool that brings books to life.

• LeapPad en cour ages in di vid u al izes learn ing—readers learn and read at their own pace.

• LeapPad teaches pho nics, spell ing, and vo cabulary skills.

• LeapPad makes read ing a game with hands-on ac tivities, games, and sto ries.

• The LeapPad li brary in cludes in ter ac tive books and mag a zines.

• With an op tional MindStation con nec tor, un lim ited ac tiv i ties can be down loaded from
the Internet.

• How does it work? The reader places a book or mag azine on the LeapPad. When the user
places the LeapPad sty lus on a word, the de vice reads the word aloud.

• Different leap lev els are avail able. For ex ample, a kin dergarten stu dent might read the
Leap 1 books, whereas a sec ond-grader might read the Leap 2 choices.

• For older stu dents, in up per el ementary and ju nior high (for remediation), the QuantumPad
works the same way.

• Al though rec om mended for youn ger read ers, ei ther the LeapPad or QuantumPad would
work nicely for Eng lish as a Sec ond Lan guage (ESL) stu dents or for strug gling readers.
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• Finally, for mid dle and high school students, the IQuest has a va riety of subject-related
quizzes and even standardized test (SAT, PSAT, ACT) ma terials.

• By go ing to the Leap Frog school house (http://www.leapfrogschoolhouse.com), ed u ca -
tors can get spe cial dis count pric ing and read re search find ings about all Leap Frog
products.

Lifesaver Trip 98: 
BizRate.com

http://toys.bizrate.com/mar ket place/search/search__cat_id—14011000,key-
word—Leap Frog,mid—17968.html

Get an annotated list of the Leap Frog li brary here!
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Mar i lyn Loop’s

TECHNOLOGY TOOLBOX

Tool: Leap Frogs

Tip: Leap Frogs: Hop to It!

I have been us ing Leap Frog ev ery day in the library since last
spring.  We cur rently have a large quan tity of the prod uct, and
my teach ers and I  all love it. Be cause we do not have a pub lic
library nearby, I check out LeapPads with head phones and up
to three books per week to par ents.  Many par ents use it to read
with their chil dren when they are un sure of how to speak the
language or are not good read ers them selves. This prod uct,
which en hances tra di tional pho nics in struc tion, is a won der ful
product for teachers, par ents, and students. My sec ond-lan-
guage stu dents (and par ents!) can use the LeapPad to help with
the ar ticulation of sounds.  I have also used the LeapMat in my
library to help teach the concept of alphabetical or der and
placement of books on shelves.  I can’t say enough about this
won der ful prod uct!

Marilyn Loop is the li brary media spe cialist at Elaine
Wynn El ementary School in Las Ve gas, Ne vada.

Lifesaver Tool 98. Mar ilyn Loop’s Tech nol ogy Tool box
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Li brary Life saver 99

SCANNING THE
OPTIONS

Okay, I’ll ad mit it! The scan ner scares me. I don’t know why, but this tech nology tool
and I don’t see eye to eye! So, what did I do? I did what ev ery smart me dia spe cialist does
when she doesn’t know some thing about technology—I asked a student!

Lifesaver Tips (Learned the Hard Way!)

• A scan ner co mes with scan ner soft ware to in stall on your com puter.

• Scanners can scan text (us ing OCR—op ti cal char ac ter rec og ni tion—soft ware) for
e-mailing, faxing, or ed iting later.

• Scanners can scan pic tures—the most pop ular op tion.

• Most scan ners in clude both OCR soft ware (to read text) and photo ed iting soft ware (like
PhotoShop) to edit and ma nipulate pic tures.

• When you ac tivate your scan ner (by click ing on the scan ner icon or the computer or by
pushing the but ton on the scan ner it self), your scan ner soft ware pops up.

• The scan ner will then ask you what type of doc ument you are scan ning and where you
want to save your doc ument (see Lifesaver Tool 99).

• When scan ning pho tos, it’s best to save them as a .jpg or a .bmp file; these are the most
uni ver sal, thus al low ing al most ev ery one to open them.

• Scanning takes lots of pa tience and prac tice—have fun and smile!

• When pur chasing a scan ner, you want to look at the dpi (dots per inch). As usual, the
higher the num ber, the higher the price.

• For more in formation, re fer to “Scanners Get Cheap,” Con sumer Re ports (May 2001;
see Life saver Trip 99 for in formation on ac cessing Con sumer Re ports on line).
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• Pick Three:

– Agfa SnapScan e20 at $65 (600 dpi)

– Epson Per fection 640U at $150 (600 dpi)

– Can non CanoScan N65OU at $100 (600 dpi)

– Hon or able Men tion: HP Scanjet 5550C at $299 (12–999,999 dpi)

Lifesaver Trip 99: 
Con sumer Re ports On line

http://www.consumerreports.org

In for ma tion on scan ners—and ev ery thing else—from a name you can trust. It’s now
online and better than ever! Some in formation is available for free; sub scribers, how ever,
have full access to ar ticles and in formation for $24 per year or $4.95 per month.
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Nancy R. Kellner’s

TECHNOLOGY TOOLBOX

Tool:   Scan ners

Tip:   Scan ning the Op tions

I use a scanner  (Apple’s Color One Scanner 1200/30) to re -
produce characters from the book Five Crea tures by Em ily
Jenkins.  I then laminate them and place Velcro tabs on the
back.  Next, I make a sim ple Venn di agram on my felt board and
I place the char acters in the ap propriate place on the di agram for
each page of the book.  After we fin ish with this activity, the
class and I make up new sce narios with the characters.

(In the past, I’ve also made Venn di agrams out of hula hoops
to teach the con cepts of group ing and regrouping!)

Nancy R. Kellner is a li brarian at Marguerite E. Peaslee
School in Northborough, Mas sa chu setts.

Lifesaver Tool 99. Nancy R. Kellner’s Tech nol ogy Tool box
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Li brary Life saver 100

YOUR “STANDARD”
TECHNOLOGY TOOLS

Now that you’ve found out about all these great tech nology tools, you may want to be -
gin us ing them right away. Be fore you grab your tool box, you’ll need the nuts and bolts of
tech nol ogy stan dards.

Life saver Tips: Na tional Ed u ca tional Tech nol ogy Foun da tion
Standards for All Students

• Ba sic op er a tions and con cepts

1. Stu dents dem on strate a sound un der stand ing of the na ture and op er a tion of
tech nol ogy sys tems.

2. Students are pro ficient in the use of tech nology.

• So cial, eth i cal, and hu man is sues

 1. Stu dents un der stand the eth i cal, cul tural, and so ci etal is sues re lated to tech nol ogy.

2. Stu dents prac tice re spon si ble use of tech nol ogy sys tems, in for ma tion, and
hard ware.

3. Stu dents de velop pos i tive at ti tudes to ward tech nol ogy uses that sup port life-
long learn ing, col lab o ra tion, per sonal pur suits, and pro duc tiv ity.

• Tech nol ogy pro duc tiv ity tools

1. Stu dents use tech nol ogy tools to en hance learn ing, in crease pro duc tiv ity, and
pro mote cre ativ ity.

 2. Students use pro duc tiv ity tools to col lab o rate in con struct ing tech nol ogy-
enhanced mod els, pre pare pub lications, and prod uct other cre ative works.

298



• Tech nol ogy com mu ni ca tions tools

1. Stu dents use tele com mu ni ca tions to col lab o rate, pub lish, and in ter act with
peers, ex perts, and other au diences.

2. Stu dents use a va ri ety of me dia and for mats to com mu ni cate in for ma tion and
ideas ef fec tively to mul ti ple au di ences.

• Tech nol ogy re search tools

1. Students use tech nology to lo cate, evaluate, and collect in formation from a va -
riety of sources.

2. Students use tech nology tools to pro cess data and re port re sults.

3. Stu dents eval u ate and se lect new in for ma tion re sources and tech no log i cal in-
no va tions based on the ap pro pri ate ness for spe cific tasks.

• Tech nol ogy prob lem-solv ing and de ci sion-mak ing tools

1. Students use tech nology re sources for solv ing prob lems and mak ing in formed
de ci sions.

2. Stu dents em ploy tech nol ogy in the de vel op ment of strat e gies for solv ing prob-
lems in the real world.

“Na tional Ed u ca tional Tech nol ogy [NETS] Stan dards for Stu dents,” In ter na tional So ci ety for Tech nol ogy in Ed u ca tion (2002).
All rights re served. Re printed with permission. To find out more, go to http://cnets.iste.org/sfors.htm. To or der “NETS for Stu -

dents: Con necting Cur riculum and Technology,” books which in clude grade-specific standards, call (800) 336-5191.

Lifesaver Trip 100: 
NETS Les son Plans

http://cnets.iste.org/search/s_search.html

A searchable da tabase of lessons in all sub ject ar eas cor related with the tech nology
stan dards—a great safety net!

TECHNOLOGY PLANNING TOOL

Use Life saver Tool 100 to start your les son tune-ups. The tool pro vides a place to note
which forms of tech nology you’ll be us ing and, even more im portant, which stan dards you’ll be
tar get ing. With to day’s high-stakes test ing, tech nology can help you to ensure your stu dents’
achievement.
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Ti tle:
Cur ric u lum:
Grade Level Span:

Pur pose:

De scrip tion:

Ac tiv i ties:

Tech nol ogy
Cur ric u lum
Stan dards

NETS for 
Stu dents

300 SS 10—Sail into Tech nol ogy—Tech nol ogy Tools

(Con tin ued)



Tools and Re sources
(List all Web sites, specific soft ware and hardware needs)

As sess ment
(How will you as sess the stu dents’ learn ing? If you have a ru bric, re cord it here. 
Be as spe cific as pos sible.)

Au thors (in clud ing con tact in for ma tion)
(Record the names and email addresses, if pos sible, of those who con tributed to the development
of this les son se quence)

Per sonal Ac count
(Have you taught this les son se quence be fore? What are the great learning/experiences you had?)

  Copy right 2002, ISTE (In ternational Soc for Technology in Ed ucation), 800-336-5191 (US & Can ada) or 
541-302-3777 (Int’l), iste@iste.org, www.iste.org. All Rights Re served. Re printed with permission.

Reprint per mission does not constitute en dorsement by ISTE.

Lifesaver Tool 100. Technology Planning Tool
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