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CHURCH LIBRARY PROJECT
TRINTTY BArLLsST CHURCH
BUNTON, ARKANS.S

JOYCH ANN KAURkAN
I.D. 05819

DrCuMBLER 10, 1975



NOTiz:

bue to the nature of my honors project
this semester, it is necessary that
the paper be writien in first person.
1 realize that this is not standard
procedure, but in this particular

situation it seems unevoidable.



CHLRCH LlulaY 1r0dnct

Trinity Baptist Church Lilbrary wag organized in
1968 as a project of the local women's Missionary
Union, It has been under the direction of several
different people, thus Llhe library has been subjected
Lo several difilerent systems of management. HNone
of the aforemeniioned library directors had any
training in library science, g0 notb only were tuelr
procedures divergified but they were also sometiumes
incorrect.

1t was my tacsk to begin corrcecting the errors
that had becn made and to initiate some new programs
that would be beneficial to tiie church library
systen.

The Dewey Decimal System of Classificution is
used Lo organize the colleclbion according Lo the
guidelines gel up by the Church Library Departmeant,
The sunday school Board of the Southern sBavplist
Converntion.,

The Church Library Depurtment sug ests and we
have accepted the followiling methods ol shelving the
books. Adult and youth bouks are shelved logether;
Juvenile nomnficltion and Jjuvenile ficllion are snelved
together, ag are children's nonfiction und children's
eagy books.

The library houses five hundred fifty six
accessioned bocks and seventy study course books or
books of thut nature.

otudy course books and geveral cheap quality
paperback books in tie library have ot been processed.
These books are stamped with an ownership stamp and

arranged c¢lphobetically oy tae author's last name.



Only one copy of eachh gtudy course book is kept iu
the library.

The accessioned adult and youth books may be
further broken down into the following categories:

ZeNeral WOIrKSeeeeesesssososesssesssssosell
PhiloSophYeeeeeseeoscesasssoscanssoosesell
religloNeeeeesososcesasnasccsssassesescll
S0CLALl SClElNCESeeesosossscsscnscosccononal
LONZUAEC e s s s oo eeossssosvsossssssnsoosessl
natural SCieNCE.eeeseecssocoscossonansel
applied science & technology.eeereeesesd
The 8rltSeeeeeeceeescecsscssosccosoonnossl
literatureeeeeeeeseesesscnecocssossansssssh
history & ZeoZraphyeeeeeeceeeeosocsosssasl
10BN e o veeosnosssasssasosonsesseassbd

T iCtiONeeeeeoocococosoosoncossscscoenssesll

The accesgioned children's books may be subdivided
as follows: '

Juvenile NoNTiCtioNeseseeeeescececcceesold
Juvenile I1CbloN.eeeeeeseeeessesscnnseal)
children's easy nonlficltion.eeeeeeseesss33

Children's EaSYeeeseesseeessecsonssssssbdl

The library contains twenty eight filmetrips and
the necessury hardware, a projector and screen. also
noused in the library, though not under the Jjurisdiction
of the library staff, are Lifty one boxes of religious
tracts und all of tae current church literature.

A two—drawer metal card catalog now holds title

[

and author cards. L1t is in dictionary form. wubject
cards wind shelf list cards are prescently belung made i
for euch book processed. L1t ig planned that in the



future each book will have a full set of catalog cards.
Three cataloging and classification aids are presently
being used. These aids are: Sear's List of Subject v
Headings, Dewey Decimal Classification - Ninth Abridged
Edition, and the Church Library Clagsification and J
Cataloging Guide. In processing newer books, Cataloging
in Publication data has also proven very helpful.

The library maintains an accurate accession record. A
vertical file is being developed, and book jackets are
filed for promotional purposes.

Access 10 church bulletins and newsletters, as well
as use of a bulletin board serves as the main promotional
instruments of the library.

All of the processing of new books in the library
is done by the library staff. The following steps
serve as a guide to processing:

1. The books are collated. They are properly opened
and the physical characteristics
are checked.,

2. Stamp the books with the library
ownership stamp. The ownership mark
is placed on the top end, the title
page and page fifteen.

3. Make a work slip and place it inside the
book.

4., Assign call numbers: Author letters
Clagsification number
Subject headings
5 3 needed§

5. Record the number in the accession
record and put the accession number
in the proper places in the book.
The number is recorded on the title
page and page fifteen.

6. Type the charge card and pocket.

7. Do inside lettering. The call number is
placed on the front board--right top



and the page LTollowing Lhe verso
pare—-—-lelt top. Cut the blurb to
be placed 1 tuae book luter.

Ccz
.

Type "unlt card" sel ol calalog cards.
9. Technical processing ls douvle checked.

10. Dbo outsilide lettering with stylus wand
trangler tape.

11, Blurb uand pocket are pasted i tiie book,
cuards are filed, and lhe book lg shelved.

Trinity sSaptist Church has o Director of Library
services wild three additional library astall members.
The Library serveg a cougregation witn an average
dttendance of one hundred twenty {ive. Children
are the primary patrons.

I have becn Director ol Library Lerviceg for
approximnately eight wonths. During this period of
time there have been several significantl changes in
the library systel.

The educational building of the church wos
completely rcmodeled in oy anud June of 197v%. Lt
wes iy responsibillty to get the audjustable shelves
in proper position wad ovrguunize tuoe paysical
placewent ol the library contents. ALl ol the books
that hed becen scattered about Lhie cihurch were
brougtit to btne library Lfor tic stafl Lo eilier
discard or incorporate into the collection. This in
ibscllf was a major vrojeccetl.

unce tlhe lilbrary was orgunized, the stell, uuder
my directbivit began checking the clagsiflication ol
cach boolk aud coriectblng any errors,.

Previougly tne lorm of catulog cards w.s
incorrect. we arce now using recomrended form and

are also making subject and sacli Lisl cards.

v

ormerly only tille wid uulhior cards hud been made.



A vertlical file is currently beilng compiled.
Divisions being used are those recommended by the
Church Library Department.

acquisitions are made by the Director of Library
services., loney for the library comes solely from gifts.
These gifts are usually designated for memorials or
for books honoring someone. Donors are encouraged to
glve cash rather than books. This avolds duplication
of’ materials and prevents unsulitable material from
being placed 1in tne library.

i project such as this one requires a great
deal of time. I spent approximately eight hours
in planning and fifty hours actually working in tuae
library. The library stafl also gave many hours

£

of their time to this project.

Trinity Baptist Church Library is not yet in the
best possible of conditions. However, it has improved
a great deal inm The past several months. 1L the
library staff lives up to theilr plans the library

is likely to continue to expand and improve.
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