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Welcome! 
This is your guide to the world of information and enjoyment awaiting you at the Martin 

Community College Library. 
This guide will be helpful in answering many of your questions concerning services and 

resources provided by the College Library.  If you have other questions, please feel free to ask 
any staff member for assistance. 

The MCC Library serves the student body, faculty, staff and citizens of the surrounding 
community.  Our staff members are trained professionals who are dedicated to providing 
educational and informational needs to their library patrons. 

Please use the College library to its fullest.  We are here to serve you. 
 

cd 
Purpose 

The purpose of the MCC Library is to support the philosophy, mission and goals of 
Martin Community College and to enhance the teaching/learning process through provision of 
adequate, current resource collections in formats consistent with prevailing technologies; 
provision of access to the collections of other libraries; provision of instruction in the use of 
resources to enable patrons to function in an information-driven society; and promotion of 
lifelong learning opportunities. 

 

Library Location 
The MCC Library is located in Building 2 on the main campus of Martin Community 

College in Williamston, North Carolina. 

 

Library Hours of Operation 
 

Monday ï Thursday / 8:00 a.m. ï 9:00 p.m. 
Friday / 8:00 a.m. ï 4:30 p.m. 

 
CLOSED 

Saturday and Sunday 

 
CLOSED 

Nightly During Semester Breaks 
Closed During Holiday Breaks 

Any change in hours is posted on the Library doors.  
 

cd 
 

Contact Information 
Telephone:  (252) 792-1521, ext. 280 or ext. 230 
Fax:   (252) 792-4425 
 



Online Catalog (WebCat) Web Address: 
www.cclinc.ncccs.cc.nc.us 

 
NC Live Web Address (Electronic Database): 

www.nclive.org 

 
 

Library Use and Conduct Policy 
The resources and services provided at the MCC Library are designed to support all 

College programs, faculty and students in their scholarly, research, and creative endeavors, and 
community members in their information needs and intellectual inquiries.  

The MCC Library is an academic area in which patrons come for individual study/research, 
quiet conversation, collaboration and instruction. Library patrons should demonstrate acceptable 
behavior and respect for the needs of others in this learning environment. 

 
1. The conversations of study groups should not disturb others. Staff persons may 

ask groups to move to another building if the group is making too much noise. 
  
2. Patrons who are disturbed or distracted by the noise or the behavior of those 

around them should bring the matter to the attention of the Library staff or 
consider moving to another area in the building.  

 
3. Sounds from any personal electronic devices, including cell phones, laptops, 

Ipods, and MP3s should be restricted to user headphones and must be inaudible 
to other patrons.  

 
4. At the discretion of staff persons, disruptive and/or excessively noisy patrons will 

be asked to leave the Library.  

 

General Rules of Conduct  
ü Individuals ð either users or employees ð must not engage in verbal or physical abuse, 

intimidation, sexual harassment or harassment on account of race, religion, ethnic or 
national background, gender or sexual orientation.  

ü Users engaging in vandalizing, altering or damaging Library facilities, furniture or equipment, 
including computer systems, networks, programs or data, are in violation of North Carolina 
State Law and will be prosecuted to the full extent of that law.  

ü Users are responsible for their personal property.  
ü Users are required to leave the Library at closing and during emergency situations, or drills.  
ü Children under the age of 16 should not be left unattended in the Library. 
ü Bicycles cannot be brought into the Library.  
ü Only animals trained to assist persons with disabilities are allowed into the Library.  
ü Firearms or other deadly weapons, explosives and/or explosive devices, or other dangerous 

devices are not permitted in the Library.  
ü Users must not interfere with an employee's performance of his/her duties.  
ü Users must not enter areas of the Library restricted to authorized staff. 

 

 

 

http://www.cclinc.ncccs.cc.nc.us/
http://www.nclive.org/


Tips on Using the Library 
Students, faculty and staff may use their MCC identification cards to check out materials.  

Non-students/employees will need a library card.  A valid North Carolina Driverôs License may 
be used for identification when applying for the card. 

The MCC Library has a collection of more than 2,000 audiocassette and CD sets (Books on 
Tape).  They are located near the circulation counter.  Books on audiocassettes or CDs may be 
checked out for a two-week period. Videotapes and DVDs may be checked out for a one-week 
period. 

Special collections in the MCC Library include the North Carolina Collection and the Francis 
Manning History Room.  Both collections include only North Carolina materials.  Materials from 
the Manning collection are non-circulating and must be used in the Library. 

Circulating books are those that can be checked out.  The checkout period is for two weeks.  
Books may be renewed once for an additional two weeks if a ñholdò (a request for the book) has 
not been placed. 

Non-circulating materials include reference books, reserve books, periodicals, microfilm, 
and Manning Room materials.  All of these have to be used inside of the Library. 

 

Printing 

Printing from library computers is available on a fee-per-page basis.  Copies of prints are 10 
cents per page.  

 
Library Materials  

Library materials are to be returned upon or before the expiration of the loan period or on 
request by the library. Library materials, equipment or property must not be taken from the 
library without proper checkout or authorization.  

1. Library materials must not be concealed in the library for the exclusive use of individuals 
or groups.  

2. Users must handle library materials carefully so that they are not defaced or damaged in 
any way. Users must not mark, underline, remove or fold pages or portions of pages, 
remove binding, or use post-its and paper clips.  

3. Users must obey applicable intellectual property law, including the U.S. Copyright Law.  

Borrowing Policy 
Faculty, staff and students who are currently employed or enrolled at Martin Community 

College may borrow materials from the collections of the MCC Library.  Borrowers agree to 
abide by library policies when they use the collections. 

A valid MCC ID card is the library card for students, faculty and staff. All other 
borrowers must have other identification such as a valid driver's license, and must fill 
out a Public Borrowers Registration Card.  

The Interlibrary Loan (ILL) service allows students and faculty to borrow materials that 
are not in the MCC library collection from other libraries. Please allow more than a week 
for materials to come. Ask about this service at the Circulation Desk. 

 

Loan Privileges 
General materials:  Includes most books and software in the circulating collections.   



Restricted Materials have loan periods which vary from two hours to 14 days.  Restrictions 
may apply to some borrowers. All borrowers are subject to overdue fines.  Restricted items 
accrue fines until they are returned to the service desks from which they were checked out. 

Reserve Materials have shortened loan periods (between two hours and seven days).  
Some material may be used only in the library.  A maximum of three reserve items may be 
checked out to one borrower.  Material must be returned by the due date/time specified, and 
overdue fines apply to faculty, students and all other borrowers.  Reserve items accrue fines 
until they are returned. 

Non-Circulating Material includes, but is not limited to reference collections, rare books and 
historical maps.  Unbound periodicals are non-circulating.  Bound periodicals are considered 
restricted materials and circulate to MCC faculty, students and staff. 

 

Borrowing/Returning/Renewing  
Books are loaned for two weeks. Patrons may borrow up to six books at a time. Reference 

books and periodicals do not circulate. Return all circulating books to the circulation desk.  
Renewals may be made by phone or in person at the circulation desk. 

General material may be renewed once.  Borrowers may renew their materials at the 
circulation desk or by telephoning (252) 792-1521, ext. 280 or ext. 230.  If material is still 
needed after one renewal, it must be brought back to the checkout or circulation desk and 
charged out again. 

Books may be returned to the circulation desk or to the book drop at the circulation desk.   

 

Borrowerôs Responsibilities 
ü Borrowers are responsible for material checked out in their names.  Overdue fines are 

charged to encourage prompt returns and to ensure access to the collection for other 
borrowers. 
 

ü It is the responsibility of each borrower to maintain a current mailing address, telephone 
number and email address in college records. 
 

ü Borrowers should inform the library if their ID cards are lost or stolen. 
 

ü It is the responsibility of the borrower to note the time or date that material is due.  
Overdue notices are sent as a courtesy.  Failure to receive these notices does not 
remove the borrowerôs obligation to return material by the due date nor does it constitute 
grounds for reducing a borrowerôs fine.  If a borrower plans to be out of town, he or she 
should return borrowed items or arrange with someone to receive notices and return 
material(s).  

 

Lost or Damaged /Overdue Library Materials 
Patrons are responsible for all items charged out in their name. Check the due date 

stamped in the back of each item to know when the materials are due.  The cost of replacement 
will be charged to your student/patron account for each lost item. Students/patrons with 
outstanding Library obligations may be denied borrowing privileges and student college records 
may be withheld.  

A replacement fee of the actual replacement cost will be assessed for each lost or 
damaged Library item. As an alternative, an exact replacement copy may be purchased and 
brought to the Library. 

Library items that are long overdue are automatically declared lost. Specifically, 



  
ü Books are lost when 41 days overdue;  
ü Reserve items are lost when 21 days overdue  
ü Audiovisuals (videos/DVDs) are lost when 11 days overdue 
  
Those who fail to pay appropriately imposed accumulated fines or fees will be blocked from 

borrowing any additional library materials until the fines are paid. 
Additional sanctions may be imposed under the provisions including withholding grades, 

transcripts, and registration for classes and/or submittal to a collection agency until the fines are 
paid. 

 

Collection Maintenance 
According to the 2000 edition of Standards for College Libraries, ñcollection currency and 

vitality should be maintained through judicious weeding.ò  Weeding Library Collections:  Library 
Weeding Methods (1997) lists in great detail specific criteria for discarding items from a library 
collection. 

In regard to the library collection for the MCC Library, the criteria will consist of the following 
categories: 
 

1. Appearance and condition 
2. Duplicate volumes 
3. Poor content 
4. Specific classes of materials 
5. Age 
6. Specific classes of works with specific age 
7. Periodicals 
8. Use patterns 
9. Classical works in each subject (A classic work is defined as ñof first class, of the highest 
rank or importance; approved as a model; the standard.ò ïOxford English Dictionary 2nd 
ed., 1989). 

 

Appropriate Use of Computing Resources 
MCC Library computers and audiovisual equipment are to be used for educational, 

instructional and research purposes. Users must respect the rights of other users and abide by 
all College and Library policies, licensing, and contractual agreements. Users must not use 
equipment in an unsafe or harmful manner and should not damage equipment and facilities. 

When you are provided access to MCC computing resources, your use of them may be 
explicitly or implicitly limited.  Access to academic computing resources is provided in part so 
you can learn, explore and grow as part of your education or employment at Martin Community 
College.  However, activities related to the Collegeôs scholarly mission take precedence over 
computing pursuits of a more personal or recreational nature.  For example, those completing 
class assignments or conducting research have priority over those using computing resources 
to process personal email, explore network resources, etc. 

 

Priority Users  
Martin Community College students, faculty, and staff have priority for accessing electronic 

resources and using Library computers and audiovisual equipment. Non-students/employees 
may be asked to limit their use of the equipment if others are waiting. Non-students/employees 
may also be asked to relinquish the equipment to MCC students, faculty, or staff at any time.  



 

Commercial Use of Resources Prohibited 
Martin Community College is committed to ensuring that all commercial enterprises have 

equal opportunity to conduct business.  This might not be possible if the College unwittingly 
underwrote some enterprises by providing access to computing resources which could then be 
commercially exploited.  Moreover, in many instances the College negotiates special academic 
pricing agreements for obtaining the computing resources it needs.  Most such agreements are 
contingent upon the College prohibiting commercial use of the resources.  Breaching 
educational licensing agreements could have serious financial consequences for Martin 
Community College.  Thus, commercial use of MCC Library computing stations is strictly 
prohibited. 

 

Prohibited Conduct 
Prohibited conduct also applies to electronic forums.  This conduct prohibits, among other 

things, lewd or indecent conduct, threat of imminent physical harm, sexual or other harassment, 
stalking, and forgery, intentional disruption of College services, and damaging or destroying 
College property.  Similarly there are prohibitions against illegal discrimination, including 
discriminatory harassment and sexual harassment that also apply to electronic forums. 

 

Violations of Electronic Policy 
Access to electronic files, network communications, and related data is protected by various 

Federal statutes, including the Electronic Communication Privacy Act.  Like an unauthorized 
telephone wiretap, unauthorized access to a personôs electronic data is prohibited, and may 
subject the perpetrator to serious penalties.  Examples of specifically prohibited behaviors 
include: 

 Knowingly or carelessly performing an act that will interfere with the normal operation of 
computers, peripherals, or networks;  

 Attempting to circumvent data protection schemes or uncover security loopholes;  
 Using the network to gain unauthorized access to any computer systems;  
 Masking the identity of an account or machine, which includes, but is not limited to, 

sending e-mail anonymously;  
 Attempting to monitor or tamper with electronic communications of other users, or 

reading, copying, changing, or deleting files or software of other users;  
 Installing or uploading of software programs;  
 Using a computer account that you are not authorized to use.  
 Distribution of computer viruses, worms, Trojan horse program, email ñbombsò, chain 

letters, etc. 

It is also MCC Library policy that:  

 Displaying of sexually explicit images or sounds where others can see or hear them may 
create a hostile environment and could constitute sexual harassment according to Martin 
Community College policies on sexual harassment. MCC Library staff may intervene and 
direct users to cease this activity;  

 MCC Library resources are intended to be used for institutional and educational 
purposes and may not be used for private gain;  

 Users must observe all laws relating to copyright, trademark, export and intellectual 
property rights.  



Recognition of Copyrights 
The MCC Library respects copyright laws and insists that library patrons do likewise.  

Copying proprietary software is theft and will not be tolerated.  Illegally copied software subjects 
the College to risk of litigation and denies software authors the compensation they deserve.  
Moreover, use of such software could result in suspension or dismissal from Martin Community 
College, and either criminal prosecution or a civil suit for copyright infringement or both. 

Similarly, if you make materials available for others to retrieve or use (via a World Wide 
Web servers, postings to a USENET newsgroup, etc.), be sure to respect their copyrights.  In 
general, every document, image or sound is copy written upon creation, and may only be used 
or redistributed with the permission of the copyright holder. 

 

Noise and Cell Phones  
1. Users must help to maintain a quiet environment and refrain from engaging in any 

behavior that interferes with the normal use and operation of the library by others.  
2. Cell phone conversations are prohibited in the Library. Ringers should be turned off. If a 

phone call must be taken, please go outside of the Library. 

 

Food and Drink  
1. Food is not allowed in the Library except in staff areas and at special Library scheduled 

events. Non-alcoholic beverages may be consumed only from containers with lids.  
Drinks are not allowed in the computer area. 

  

Plagiarism 
Plagiarism is a form of academic dishonesty that is considered a serious offense and 

carries severe penalties ranging from failing an assignment to suspension from school. A 
student is guilty of plagiarism any time s/he attempts to obtain academic credit by presenting 
someone else's ideas as her/his own without appropriately documenting the original source. 

Appropriate documentation requires credit to the original source in a current manuscript 
style that is appropriate to the assignment and the discipline. 

Examples of someone else's ideas may include the following: 
 
-Language, words, phrases, symbols 
-Style (written, oral or graphic presentation) 
-Data, statistics 
-Evidence, research 
-Computer programs, creative projects, artwork 
-Intellectual ideas such as theories and lectures 
-Web sites, digital forms of communication such as e-mail, chat room, and instant 
messaging 
-Photographs, video, audio 

 

Intellectual Freedom/Censorship 
The Martin Community College Library endorses the ALAôs Library Bill of Rights, The 

Freedom to Read, and the Challenged Materials ï An Interpretation of the Library Bill of Rights.  
See www.ala.org for these documents: 

 
Library Bill of Rights 
Freedom to Read 



Challenged Materials 

 

Reference Services and Assistance 
Library staff is available to help students find and evaluate information. They will assist 

students in using the libraryôs computers, the catalog and indexes, our collections, and all 
aspects of college research.  

The libraryôs computers provide access to online catalogs, indexes, online databases and 
full-text publications, as well as the Internet. Please ask a librarian for help in designing an 
efficient search strategy.  

The Reference Collection includes popular and professional reference books, and 
print periodical indexes. These books cannot be borrowed.  

The Circulation Desk is the place to borrow and return books, and to ask for 
directions. (See Borrowing Policy).  

Reserve materials also may be set aside by faculty for course assignments at the 
Circulation Desk.  

The Periodicals Collection contains magazines, journals and newspapers chosen to 
provide key publications for each curriculum. Current issues are on display. Back issues 
of The Enterprise newspaper are available on microfilm. Periodicals are arranged 
alphabetically by title and do not circulate. 

 

Library Orientation  
Library Orientation is provided to every student who enters the College.  Basic 

information about the Library, general policies, the Dewey Decimal Classification system and 
the various services provided are discussed during this introductory instructional session. 

 
The Library as Classroom 

An increasing number of instructors are bringing their classes to the library to do 
independent research.  At the same time that these classes are using the library public areas, 
the needs of students not in the group must be considered and a quiet study atmosphere must 
be maintained. In order to make this possible, the following library policy has been adopted: 

1. It is recommended that faculty planning a class meeting in the library notify library staff 
at least 24 hours in advance, indicating the class time and the purpose of the visit.  

2. The instructor must stay with the group and maintain an acceptable classroom 
atmosphere. Activities not tolerated in the classroom are not acceptable in the library.  

3. The instructor should arrange to work with the students at a location that does not 
interfere with regular reference and circulation desk activities.  

Periodicals 
The Library currently subscribes to a variety of periodicals, including professional and 

technical journals, newspapers and popular magazines, which support the College's curricula 
and assignments. Faculty may borrow issues overnight. Current periodical issues are on 
display.  

Faculty is encouraged to work with the Library to develop assignments that will introduce 
students to the professional journals in their area of study. Library staff will prepare lists of 
periodicals relevant to a particular class on request.  



Francis Manning Room (History Room) 

North Carolina Collection 

The Francis Manning Room presently houses papers and reports documenting Martin 
County, North Carolina.  This collection contains photographs of buildings, people and events, 
newspaper clippings, books and maps.  Faculty, staff, students and outside researchers may 
use the Francis Manning Room, as well as the North Carolina Collection.  No appointment is 
necessary.  

 

Overdue Materials ï Faculty 
At the end of each semester, faculty overdue notices are mailed to those faculty 

members who have failed to return books to the library.  Instructors and professors are not 
charged fines; however faculty borrowing privileges may be suspended when materials have not 
been returned after one academic year.  In addition, borrowing privileges may be suspended for 
gross failure to observe regulations. 

 

HoldsðFaculty 
Faculty may place a hold on books that have been checked out.  Once the items are 

returned to Circulation, they will be put aside for the faculty member and that member will be 
notified.  Books are then held for three days.  If the faculty member has not picked up the items 
after three days they are then re-shelved. 

 

Donating Materials 
Building a libraryôs collection, like that of the MCC Library depends on the careful 

selection and acquisition of materials and on gifts of books, periodicals and other library 
materials and money.  The MCC Library welcomes such gifts provided they support the 
teaching, research and other needs of the College.  Gifts of materials other than those 
mentioned below will be considered on an individual basis. 

 

Acceptance of Gifts 
The library seeks hard cover books as well as high quality paperback books of scientific, 

scholarly, literary or artistic substance.  We will also accept other appropriate formats including 
sound recordings, photographs, manuscripts and Videos/DVDs/CDs.  Typically, we do not need 
duplicate copies.  We do not generally accept outdated textbooks (older than five years), 
popular magazines or mass market paperbacks, most U.S. government publications, 
miscellaneous issues or short runs of journals and magazines or outmoded formats (8-track, 
5.25 inch computer disks).  Processing costs generally preclude our adding materials in poor 
condition, especially deteriorating, brittle books.  We also rarely accept electronic materials 
requiring dated software. 

 

Ownership and Use of Gifts 
Upon receipt, gifts become the possession of the MCC Library.  As owner, the Library 

has the right to determine retention, location, circulation and all other considerations relating to 
storage, shelving, use or disposition.  The Library usually adds items that would be unique to 
our collection and items that may serve as useful second or third copies.  We also offer titles 
that are not well suited for our collections to other libraries in the region.  We may also be able 
to assist you in finding alternative donation options. 



 

Making a Donation 
Donations may be dropped off at the MCC Library Monday through Friday during regular 

business hours.   
We ask to review all gift collections prior to acceptance.  If the gift does not meet our 

needs, we will attempt to refer the donor to a more appropriate recipient.   

 

Tax Information 
Because of tax considerations, the Library encourages donors to discuss prospective 

donations and appraisals with their attorneys or other tax experts prior to making a donation.  
Attorneys and tax experts can best answer specific questions about charitable contributions for 
gifts-in- kind. 

In general, the fair market value of a gift-in-kind is deductible.  A donation within a tax 
year valued at $250 or more requires a written acknowledgement from the MCC Library as the 
recipient.  If the donation is valued at more than $5,000, the donor must obtain a qualified 
appraisal.  A copy of the appraisal must also be given to the Library along with any appropriate 
IRS forms.  The donor must submit this appraisal summary with the tax return claiming the 
deduction.  The acceptance of a gift appraised by a third and disinterested party does not in any 
way imply an endorsement of the appraisal by the Library. 

 

Appraisals 
Because the Internal Revenue Service regards the MCC Library as an interested party, 

we are unable to provide appraisals for gifts we will be receiving.  Appraisals are the 
responsibility of the donor.  We are also not able to create inventory lists for donations.  Donors 
should note:  Most appraisers will charge a fee for assessing the value of a collection and their 
fees will vary. 

 

Acknowledgement 
The MCC Library will make an appropriate acknowledgement for all gifts.  As part of the 

receipt of acknowledgement, the Library will provide a brief written description of the donation.  
Ordinarily the acknowledgement form fill not provide a comprehensive listing of donated 
materials.  Once gift items enter the Libraryôs processing queues, staff is usually unable to 
provide a precise reconstruction of the donated contents.  If such a listing is required for tax 
purposes at a later date, donors are responsible for their compilation. 

 

Reserving the LRC Conference Room 
Reservations need to be made at least one working day in advance.  To make a reservation 

you can: 
 
ü Stop by the Library between the hours of 8:00 a.m. and 4:30 p.m. Monday-Friday. 
ü Call 252-792-1521, ext. 280 or ext. 230; after hours, please leave a voicemail message 

with your name, your phone number, the name of your group or course, the date(s) and 
times(s) you would like, and the number of people in your group. 

ü Email L. Melissa Smith at lsmith@martincc.edu or Sudie Reason at 
sreason@martincc.edu to check for availability of your request and to have it placed on 
the calendar. 

 

mailto:lsmith@martincc.edu
mailto:sreason@martincc.edu


Conditions of Use 
ü The Library is not responsible for personal items left in the LRC room 
ü Library materials left in the LRC Conference room will be cleared on a daily basis and re-

shelved by Library staff 
ü The LRC room is located in an office area of the MCC Library.  Users are asked to be 

mindful of that by keeping the noise level low. 



Evaluating Print Reference Resources 

Every source you consider for your paper should be evaluated according to the following set of 
criteria. Keep in mind that this will be a quick, common sense examination of your prospective 
sources, where you determine the relevancy of the source for your research needs. It does not 
take the place of the more thorough analysis of sources, but should be used as a selection/de-
selection tool. Consider the following.  

1. Look at the date of publication.  
o If your topic is a current controversy, make sure the publication dates are recent 

enough to be abreast of the controversy.  
o In many cases, this will limit you to periodical articles as books on the topic may 

be dated.  
2. Look at the place of publication and the name of the publisher.  

o Some topics are geographically associated with certain areas of the country or 
world and the publication place may be important.  

o Ask yourself if the publisher is a reputable one. Your professor or librarian will be 
able to help you ascertain this.  

3. If evaluating a book, look at the Table of Contents. Does the book cover your topic?  
4. Within a book or periodical article, look for the following features:  

o Bibliographic citations;  
o Footnotes;  
o Appendices;  
o Glossary Information;  
o An Index;  
o Charts, Tables, Graphs.  
o These features are all designed to lead you to additional sources of information 

and to pinpoint appropriate information within the text or article.  
o If these features are not present, does that affect the overall quality of the 

source?  
5. Look for clues within the text to help you identify important information.  
6. Read the book jacket, if available, and scan the introductory material to help you 

determine the usefulness for your topic.  
7. Ask yourself:  

o Does the information in this source answer one of my research questions?  
o Does the information in this source further my understanding of my topic?  
o Is this source usable and adequate and does it fit in with my other sources?  

Complex Analysis, Evaluation of Sources  

Once you have determined the overall relevancy of your sources, you will probably be left with 
10 to 15 sources for your paper. These are the sources which you must evaluate and analyze in 
depth. The following are some questions to consider. This type of examination may seem 
difficult and time consuming at first, but the results far outweigh the effort put forth. In fact, many 
professors require annotated bibliographies as part of the research paper. These are the type of 
questions which provide the answers which form the annotated bibliography.  

1. Who is the author?  
o What is the author's position, occupation, education, etc.?  



o Is the author qualified, or not, to write this work?  
o To help you answer these questions, you may find the following reference 

sources helpful.  
Á Contemporary Authors  
Á Who's Who in America  
Á A variety of directory reference sources  

o Ask a librarian for help in locating these sources.  
2. What is the author's purpose for writing this book/article?  

o In books, this is often specified on the book jacket or in the introductory material.  
o In articles, an abstract or an introductory section may indicate this.  

3. To what audience is the author writing?  
o Is it intended for the general public, scholars, professionals, etc.?  
o Is the audience reflected in the author's style of writing or presentation?  
o Does the author's research include footnotes and bibliographies?  
o The following sources may help you answer these questions.  

Á Book Review Digest  
Á Katz Magazines for Libraries  
Á Encyclopedia of Associations  

o Ask a librarian for help in locating these sources.  
4. Does the author have a bias or make assumptions upon which the rationale of the 

publication or the research rests?  
5. Is the research based on facts or opinions?  
6. Does the author use inflammatory words or phrases? Profanity?  
7. Does the author oversimplify?  
8. Does the author use misleading or deceptive arguments such as scare tactics, 

testimonials, generalizations, categorical statements, exaggerations, and the like?  
9. Are there fallacies in arguments and reasoning such as proof by selected instances, 

unstated assumptions, and bandwagon persuasion techniques?  
10. Does the author use stereotypes or ethnocentric arguments?  
11. What methods of obtaining data or conducting research were employed by the author?  

o Is the article/book based on personal opinion or experience, interviews, library 
research, questionnaires, laboratory experiments, case studies, standardized 
personality tests, etc.?  

12. What conclusions does the author arrive at?  
13. Does the author satisfactorily justify the conclusions from the research or experience? 

Why or why not?  
14. How does this study compare with similar studies? Is it in tune with or in opposition to 

conventional wisdom, established scholarship, professional practice, government policy, 
and the like?  

15. Are there significant attachments or appendixes, such as charts, maps, bibliographies, 
photos, documents, tests, or questionnaires? If not, should there be?  

16. Do the date of publication and/or the date of research affect the validity of the work? 
Does the age of the author at the time of the research affect the validity of the work? 
Does the place of publication affect the research?  

17. If the research is from a journal article, is it from a reputable publisher?  
o Was the article written by an anonymous person on the staff, or by an 

independent expert?  
o Is the journal refereed?  

18. If the research is from a book, is the publisher reputable? Does the publisher have a 
hidden agenda?  



19. Is this author and research cited by others? Use bibliographies, footnotes, and citation 
indexes to help ascertain this.  



Evaluating Web-based Resources 

 
Content 
 

 Is there a credible, contactable authority responsible for site content & maintenance 
clearly identified (viewpoint/bias)   

 Is the information accurate?   
 Is the information useful in its present format?  In an accessible and appropriate 

language for target population?   
 What is the depth and scope of the information? Is this even throughout all content at the 

site?  
 Are sources cited? (And if so, are they reputable?)  
 Is there a hyperlinked webliography of cited sources?  
 Are external links for additional information included?  

 
Timeliness 

 Is currency a top priority?   
 Is the date the source was last updated clearly shown?   
 How often is it updated?   
 Is it an ñactiveò project that is still actively maintained?   
 Are dates of external link checks noted?  

Ease of Use 

  Is it clear how to navigate through the resourceôs pages?   
 Is it clear where you are (which sub-level) and how you got there?   
 Is the site well-organized along logical lines? (Is there a site map?)   
 Is the site searchable (internal search engine?)?   
 What is the estimated learning curve for the target audience?  
 How accessible is the site? If it is popular, are there mirror sites?   
 How long does the site take to load?   
 Are ñbuttonsò or menu items clearly labeled in a useful manner?   
 Are there any ñannoyingò features which make it difficult to use? (such as white type that 
wonôt print or new browser windows)   

 If the site uses frames, are they applied in a meaningful manner that aids navigating?   
 Are there a high percentage of dead or inactive links either internally or externally?  

Presentation 

 Is the information presented clearly and logically in a format useful to the target 
audience?  

 Is the interface uncluttered and easy to use?   
 Are the navigational elements clearly identified? Are links to other pages easy to find?   
 Are graphics used wisely to enhance and supplement the text? Do they load quickly?   
 How does the site appear in browser(s)?   
 Is white space used well to ease reading from the screen?   



 Are there any ñannoyingò features such as flashing banners, overuse of animated gifs, 
rude color schemes?   

 Would the site be difficult for users with disabilities or special needs to use? (potential 
problems: small type, frames, poor use of white space, lack of color contrast between 
elements)  

Appropriateness for Digital/Web Format 

 Does the resource take advantage of unique characteristics of the medium or is it just a 
bad ñtranslationò from a print resource?   

 Would (or does) a print (or other) source work fit the information need better?   
 Does the site contain digital information that may be used in other applications/formats? 

(graphics, statistics, text, software, presentations)  
 What makes this resource useful in electronic format? (Why not use print?)  
 Is it a realistic option to recommend in this format? (Would a target population prefer to 

use an electronic or print version?)  
 Is the resource available in other formats? (for example, a print counterpart for journals)  
 What are the search capabilities for information at the site (full text indexed or PDF files 

that are not searchable)?  
 Are full text and graphics available for articles? (perhaps with hyperlinked 

webliographies)  
 Does the content need to be updated frequently?  



How to Use the Dewey Decimal System 
 
The Dewey Decimal System organizes information into 10 broad areas, which are 

broken into smaller and smaller topics. Different topics are assigned numbers, known as "call 
numbers." For example, "Animals" are given the number 599. To see what books the library 
currently has in on animals, go to the nonfiction shelves and find the books that have a 599 as 
part of their call number. A list of some of the information you can find in the different Dewey 
Decimal areas, appears below.  

You can learn more about the Dewey Decimal System and how it works in the book The 
Dewey Decimal System by Allan Fowler. The call number for this book is: J 025.431 Fo.  

Dewey Decimal System 

 000 General Knowledge 
Almanacs, Encyclopedias, Libraries, Museums, Newspapers ...  

  
 100 Psychology and Philosophy  

Death & Dying, Ethics, Feelings, Logic, Making Friends, Optical Illusions, Superstitions 
...  

  
 200 Religions and Mythology  

Amish, Bible Stories, Buddhism, Christianity, Judaism, Islam, Quakers, and other world 
religions; Greek, Roman and other myths...  

  
 300 Social Sciences and Folklore  

Careers, Customs, Environment, Families, Folktales, Government, Manners, Money, 
Recycling ...  

  
 400 Languages and Grammar  

Chinese, English, French, German, Italian, Japanese, Sign Language, Spanish. Includes 
dictionariesé 

  
 500 Math and Science  

Animals, Biology, Chemistry, Dinosaurs, Fish, Geology, Insects, Physics, Planets, Plants 
...  

  
 600 Medicine and Technology  

Computers, Cookbooks, Engineering, Farming, Health, Human Body, Inventions, 
Manufacturing, Nutrition ...  

  
 700 Arts & Recreation  

Architecture, Crafts, Drawing, Games, Jokes, Music, Puppets, Songbooks, Sports...  
  
 800 Literature  

Children's Literature, Plays, Poetry, Shakespeare, Writing ...  
  
 900 Geography and History  

Biographies, Countries, Native Americans, States, Travel, Wars ...  

http://www.monroe.lib.in.us/childrens/ddchow.html#dewey#dewey
http://www.monroe.lib.in.us/childrens/ddc000.html
http://www.monroe.lib.in.us/childrens/ddc100.html
http://www.monroe.lib.in.us/childrens/ddc200.html
http://www.monroe.lib.in.us/childrens/ddc300.html
http://www.monroe.lib.in.us/childrens/ddc400.html
http://www.monroe.lib.in.us/childrens/ddc500.html
http://www.monroe.lib.in.us/childrens/ddc600.html
http://www.monroe.lib.in.us/childrens/ddc700.html
http://www.monroe.lib.in.us/childrens/ddc800.html
http://www.monroe.lib.in.us/childrens/ddc900.html


Resources for Factual and Directory Questions 

 
Guide to Writing a Research Paper 
http://owl.english.purdue.edu/handouts/research/index.html 
 
Online Plagiarism Resources 
https://www.hvcc.edu/lrc/onlineplagiarism.pdf 
 
Guide to Writing a Research Paper 
http://owl.english.purdue.edu/handouts/research/index.html 
 
Online Plagiarism Resources 
https://www.hvcc.edu/lrc/onlineplagiarism.pdf 
 
How to cite sources (MLA) (APA) 
 
http://www.dianahacker.com/resdoc/p04_c08_o.html 
 
http://www.dianahacker.com/resdoc/p04_c09_o.html 
 
Rogetôs Thesaurus 
http://humanities.uchicago.edu/orgs/ARTFL/forms_unrest/ROGET.html 
 
Currencies 
http://www.xe.com/ucc/ 
 
United States Government 
http://dir.yahoo.com/Government/u_s__government/ 
 
Internet Public Library 
http://www.ipl.org/div/litcrit/ 
 
Acronyms and Abbreviations 
http://www.acronymfinder.com/ 
 
Websterôs Dictionary 
http://www.m-w.com/dictionary.htm 
 
Weights and Measures 
http://www.convert-me.com/en/ 
 
Biography 
http://www.biography.com/ 
 
North Carolina Government 
http://www.ncgov.com/ 
 
Librariansô Index to the Internet (Quality Web sites on many topics.) 
http://lii.org/ 

http://owl.english.purdue.edu/handouts/research/index.html
https://www.hvcc.edu/lrc/onlineplagiarism.pdf
http://owl.english.purdue.edu/handouts/research/index.html
https://www.hvcc.edu/lrc/onlineplagiarism.pdf
http://www.dianahacker.com/resdoc/p04_c08_o.html
http://www.dianahacker.com/resdoc/p04_c09_o.html
http://www.dianahacker.com/resdoc/p04_c08_o.html
http://www.dianahacker.com/resdoc/p04_c09_o.html
http://humanities.uchicago.edu/orgs/ARTFL/forms_unrest/ROGET.html
http://www.xe.com/ucc/
http://dir.yahoo.com/Government/u_s__government/
http://www.ipl.org/div/litcrit/
http://www.acronymfinder.com/
http://www.m-w.com/dictionary.htm
http://www.convert-me.com/en/
http://www.biography.com/
http://www.ncgov.com/
http://lii.org/



