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In this handbook, you will find a number of sources and helpful hints to assist you as you do one of the following:

1. use the available online databases and print materials to gather information for a research project or paper.

2. browse the internet for information to use in a class activity or project.

3. find a novel, graphic novel, or collection of short stories to read for enjoyment.

4. glance through today’s news in our periodical section.

Contents: In this handbook are the following sections:

1. Print Materials

· Using OPAC to search for materials

· Available Reference Materials-Print

2. Online Materials

· Available Reference Materials-Online Databases

· Public Library Databases

· Suggested Websites

3. The Research Process

· The Big Six of Research (including suggestions on compiling and planning information, information about outlines, and using MLA format for citations)
· A Note on Plagiarism

· A Note on Copyright Infringement

Before you begin using this handbook, take a glance at the floor plan below. If you are in the media center, why not walk around and acquaint yourself with areas of interest? Make sure to look through some of the stacks of reference, nonfiction, and fiction titles. Don’t forget the back wall…we have a wealth of biographies (920)!
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Good. Now that you have a better understanding of where items and resources are located, let’s get into the specific locations of certain media center elements. 

Print Materials

1. Using OPAC to search for materials
OPAC is our catalog that can be found when logged into the network. After you have logged in and once the application menu has appeared on the screen, select Media Center and then find and select the icon that says OPAC. 

A gray screen will appear with the following boxes below the search bar:

	Keyword


	Title
	Author
	Subject
	Series
	Call #
	Power
	BookBag
	Help


Reference the following explanations so that you may understand how to use each of the search options in the boxes above:

Keyword: 

· Enter your search item first in the search bar.
· Group multiple words that you intend to go together in quotation marks (“”)

· Use this option when only doing an initial, vague search because you will most likely receive a number of hits that need to be browsed.
· Some examples: “Gettysburg” or “cancer AND research.”

Title: 

· If you are certain of at least some words in the title of the print source that you are seeking, use this option.
· The hits will be less broad than the Keyword search, making it easier to find the source.
· Some examples: “A Long Way Gone” or “Holocaust Survivors.”

Author:

· Simple: If you know the author’s name, make sure to enter the last name first! If you are unsure of spelling, only input the first few letters of the author’s last name.
· Some examples: “Gladwell, Malcolm” or “Anderson, Laurie Halse.”

Subject:

· This search is similar to the Keyword search except the search screen will bring up categories of subjects with a number of source hits beside each one.

· This search is more focused than the Keyword search and will make it easier to browse, especially if you are hoping to find particular hits.

· Some Examples: “Civil War” or “Vampires.”

Series:

· This will, obviously, only search for a series of books. The search will only work with if you have a specific series in mind (mostly in the Reference section—i.e. New Literary Criticism)

Call Number:

· Honestly, you will rarely use this search option. It is much more likely that you will know the title, author, or subject of a specific print source than its call number. However, the option is here if you need it!

Power:

· This is a fancy term for an advanced keyword search.
· You may search up to three keywords and you may separate them by and, or, OR but not.

· The hits will appear much like the Subject hits do. 

· An Example: “War” AND “Civil” AND “Gettysburg”

BookBag:

· This option is cool!

· Once you decide that you would like to either look at or check out a specific print title or video, you can add it to your bookbag.

· Click on the title so that all of its bibliographical information appears. Along the right side is an option to add this to your bookbag.

· Once you have added this to your bookbag, the information is there for you to reference at any time during your other searches.

· This option helps you perform multiple print source searches without having to write down all of the call numbers (you have the option to print your bookbag screen).

Help: 

· This option is just as it sounds: a list of helpful hints.

A few more OPAC notes…

A. After the keyword or title search, the screen listing all of the materials will provide you with (in order from left to right) 

a. the icons indicating whether the source is a book, DVD, or video
b. the titles
c. the authors
d. the publication years
e. the call numbers
f. the status of all of the books (In or Out)
B. Under the call # column, you can tell if the source is fiction (FIC), nonfiction (call # with author’s last name), reference (REF), or Video/DVD (VID or DVD)

C. If you choose to search by subject, author, or power, the first screen will show you the categories. Click on the desired category, then the full information screen (the Keyword hits screen) will appear
Whew! And that is it. I recommend that you keep this list of helpful hints in front of you as your experiment with OPAC. The catalog is really just a simple database of information. Once you have tried searching, the job becomes quite easy!
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2. Available Reference Resources-Print

Many say that print sources are on their way out. It is much simpler for a student to type for a second or two and then scroll through the available (excellent) sources on the web and on the media center databases. But, this is untrue. Print sources are just as valuable as they have always been! They have indexes and complete tables of contents that help any student search through a source. And, all of the subject’s information is right there in one volume! 

Check out some of the available titles that students can use in our media center’s reference section (make sure you are not looking in the nonfiction section). They are divided by general subjects. Approximate call numbers are provided.
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	General Reference-Mostly 000s
	Science and Technology-

Mostly 500 and 600s

	· Computers and Computer History (004)

· Dictionary of Historic Documents (016)

· Guinness Book of World Records (031)

· Oxford Dictionary of Thematic Quotations (082)

· The Times of Quotations (082)

· Encyclopedia of Censorship (098)

· World Book Encyclopedia (131)

· Webster’s Third International Dictionary (423-next to Periodicals)

· Roget’s II Thesaurus (423-next to Periodicals)

· Bartlett’s Familiar Quotations (808)
	· Encyclopedia of Psychology (150)

· The Dream Encyclopedia (154)

· McGraw-Hill Encyclopedia of Science and Technology (500)

· The Gale Encyclopedia of Science (503)

· Encyclopedia of Endangered Species (333)

· Notable Scientists (509)
· Chemical Elements (546)

· Encyclopedia of Genetics and Evolution (576)

· MacMillan Encyclopedia of Energy (621)

· Drugs, Alcohol, and Tobacco: Learning about Addictive Behavior (613)

· How Products are Made: An Illustrated Guide to Product Manufacturing (670)

	Art, Music, and Sports-

Mostly 700s
	Literature-Mostly 800s

	· Encyclopedia of World Art (703)
· Gardener’s Art Through the Ages (709)

· Contemporary Women Artists (709.2)

· Encyclopedia of American Architecture (720)

· The New GROVE Dictionary of Music and Musicians (780)

· New Rolling Stone Encyclopedia of Rock and Roll (781)

· The Oxford Dictionary of Dance (792)

· Great Athletes (796)

· The Baseball Encyclopedia: The Complete and Official Record of the MLB (796.357)
	· Censorship: A World Encyclopedia (363.3)
· Critical Survey of Literary Theory (801)

· Encyclopedia of World Literature in the Twentieth Century (803)

· Encyclopedia of Rhetoric and Composition (808)

· World’s Best Poetry (808)

· European Writers (809)

· Critical Survey of Poetry (809)

· Dictionary of Imaginary Places (809)

· Contemporary, Nineteenth-Century, and Twentieth-Century Literary Criticism (809)

· Drama for Students (809.2)

· The Greenwood Encyclopedia of Multiethnic American Literature (810)

· Contemporary Women Poets (811)

· Shakespearean Criticism (822)

· Contemporary Authors (920.03)



	Social Studies-

Mostly 300s and 900s
	Geography-

Mostly 900s (next to Periodicals)

	· Encyclopedia of American Social History (301)

· Gale Encyclopedia of Multicultural America: Primary Documents (305.8)

· Encyclopedia of American Political History (320)

· Encyclopedia of Cold War (327)

· Maryland Manual (328)

· Encyclopedia of War Crimes and Genocides (364.1)

· Worldmark Encyclopedia of the Nations (903)

· Great Events from History (909)

· History Behind the Headlines: The Origins of Conflicts Worldwide (909)

· Encyclopedia of American Biography (920)

· Europe: Encyclopedia of the Early Modern World (940)

· Dictionary of American History (973)

· American Decades (973)
	· Hammond Atlas of the World
· Atlas of Historical Maps of Maryland

· Historical Atlas of the United States

· National Geographic Atlas of the World
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We also have a number of magazines and newspapers for your browsing pleasure. They are located in between the circulation desk and the reference/nonfiction stacks. They are organized alphabetically and we maintain 2-3 back issues. Below are a few examples of our available periodicals.

· Newsweek

· Smithsonian

· TIME

· Discover

· Back Stage (for students of Drama)
· Car and Driver

· Rolling Stone

· National Geographic

· Washington Post
· Frederick News Post

· The TJ Chronicle and The Patriot (our school newspaper and magazine!)

Online Materials
3. Available Reference Resources: Online Databases
So, yes, we do have a number of print materials that will assist you in a variety of research activities and projects. But, just as importantly, Frederick County Public Schools has subscribed to a number of databases that will assist you. 

You can find these databases in two places. The first place is under the Media Center icon on the application menu. They are all listed with the OPAC card Catalog. You can also access them at the following website: http://acad.fcps.org/portals/hs.htm.

The screen that appears when you visit the website is below. It gives you an extremely detailed explanation of all of the databases, their functions, and their materials. 
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To access the sites from school is simple. Just click on an available icon and follow the search directions. You may also access these databases at home using the above website. However, since you are visiting these databases at home, not here at TJ, you will need some passwords. They are below. I have also provided the web address for each database (even though you can reach them through links at the above web address).
Issues and Controversies – for information regarding debatable topics.
http:www.2facts.com/formslogin.asp?db=icof

username: fredco

password: fredco

SIRS Discoverer – for informative articles from reliable publications.
http://discoverer.sirs.com

username: fcpstjhs

password: patriots

SIRS Knowledge Source – for informative articles from reliable publications.
http://sks.sirs.com

username: fcpstjhs

password: patriots

Student Resource Center (Infotrac) – f or informative articles from reliable publications.
http://www.infotrac.galegroup.com/itweb

username: fcpstjhs

password: patriots

Science Resource Center – for the most recent information in the sciences. 

http://galenet.galegrouip.com/servlet/SciRC?

username: fcpstjhs

Password: patriots

World Almanac – reference text with statistics and population facts about the world. 
http://www.2facts.com/formslogin.asp?db=wa

username: fredco

password: fredco

World Book Online – reference text. 
http://www.worldbookonline.com

username: fredco

password: fredco

4. Public Library Databases
If you wish to access some databases other than the ones that FCPS offers, visit the Frederick County Public Library website again (www.fcpl.org) and search the “available databases”. Keep in mind, however, accessing these databases you will need a library card (ID # and PIN). 

The link for the Frederick County Public Library Card Catalog is http://www.fcpl.org/uhtbin/cgisirsi/UV9vj7ips6/AR/77680132/60/1180/X. Although we have many of the same reference materials, they have an extensive collection and may have some print sources that would work beautifully for your project. Remember that you will need a library card to check out any non-reference materials. To obtain a library card you will need a valid ID and a proof of address. 
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The research process
5. The Big Six of Research
People research many different ways. If you end up attending a two or four year college, you will see that professors will often require you to use different formats and research methods which can be confusing. 

Here at TJ, we recommend using a fairly standard research method, with some suggestions (that are definitely encouraged!) on how to follow this method. Read below for an in-depth look at the Big Six of Research.

Task Definition
This is the first step and often perceived as the least important step or the one to gloss over. However, a student should never gloss over this step. This is where you

· Define the problem-What will you actually be researching? A person? A Criticism? A scientific theory? 

· Identify the Information-Where will you find your information? Print sources? Databases or online websites? An expert in the field?

· Focus on Number of Sources-Is this research project a unit culmination and will you need a variety of sources to back up your claim/thesis? Or…is this a small activity where you will only need to reference one to two sources?

Information Seeking Strategies

Although it may seem that this step is just an extension of the first, it is during your information seeking that you are going to really know whether your subject is researchable and a good match for you. During this step, you will

· Determine the range of possible resources-Does our media center provide you with enough sources or will you need to seek out sources elsewhere?

· Evaluate the different possible sources to determine priorities

· Be aware of the balance between amount of information and project assignment-You should accomplish this “information seeking” during the first 1-2 days of your research. Since you are “seeking” and not “gathering,” the only physical writing you should do is to jot down available sources and preliminary ideas about where to search and how you will use the information
Location and Access
This is the true research step. Just as the title suggests, it is within this step where you will spend the majority of your media center days. You will locate the sources and access their information by recording your findings. 

· Locate Sources-It is imperative that you find sources that are reliable and useful. You can be sure that the print sources you find in your media center, unless outdated, are reliable. They will provide you with researched and proven information. The same goes for items you find in the databases. It is through your Internet searches where you will encounter sources and articles that are less than reliable. Use some of the following tips to help determine whether an online source is reliable. 

	Online Source Tips:

· Is the site a .gov, .edu, or a .org site? If not, you need to be wary.

· Is there a legitimate author (teacher, expert, politician) for the site or for an article on the site? If not, you cannot be sure the writing is authentic and/or truthful.

· Has the page been updated recently? You can usually find update dates at the bottom of the webpage. If it is a site that was updated in 1995, it might not be the best source to use. 

· Note: www.wikipedia.org is an excellent site to use when seeking a quick answer to a casual question. It is not a site to use as the basis for a research paper. 
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· Find information within sources-There is no easy way to help you with this step. You will need to browse, skim, mark (with post-it notes), and jot down information as you read. 

Use of Information
Once you have identified sources and found the areas within these sources where you will pull the majority of your information, you need to write down this “research” so as to integrate it into your paper/project later in the process.

· Extract relevant information-There are three different ways to categorize information: paraphrased quotations, direct quotations, and indirect quotations. Explanations of these three ways are highlighted below. Just know that once you have found where the information is going to come from, make sure to write down MORE than what you need, not LESS. 
· Note Sources Used-Many teachers here at TJHS employ a type of research method to help you keep track of information-the index card method. Though every research paper’s requirements are different, the index card method is a successful way to (1) keep track of information, and (2) organize the information once you begin writing your paper. A short explanation is below. 

	On index cards, write down a variation of the following:

1. The quotation or piece of information you have obtained that you wish to include in your essay

a. Paraphrased (Indirect) Quotation: Restating your source’s ideas in your own words (no quotation marks)

b. Direct Quotation: Providing the exact works from a source so as to add authority to your paper (quotation marks)

c. Summarized Information: Restating the main points of an article or website for the sake of providing a broad overview (no quotation marks)

2. The person who wrote/spoke these words (if available)

3. All of the following information you can find:

a. Name of organization of the website

b. Book/article title

c. URL

d. Journal/Publication title

e. Page number (if available)

f. Copyright date or date of article

g. Date that you accessed the information from the Internet



Synthesis

You have your information. You know your thesis/claim. You have all of the bibliographical information for your sources compiled. Now the assignment is simple: insert your researched information in with your own words, organize it into a coherent paper, and put together a works cited page. Simple.

Organize information from multiple sources-The simplest way to do this is to write an outline using roman numerals. A very brief sample is below:

I. Introduction/Thesis or Claim

II. Background Information

III. First Argument with 2-4 pieces of researched evidence

IV. Second Argument

V. Third Argument, and so on…

VI. Conclusion/Restatement of Thesis

Honestly, most teachers have a clear idea of how they want you, the students, to work through the planning and drafting stages. Just know that outlines are tried and true. They work and often make the drafting stage streamlined. 

Present information in an appropriate format-This step is teacher-specific. 

Put together a works cited or bibliography-If you used sources in a paper or project you need to give credit to those sources, both in the text and in a document at the end, titled “Works Cited”. Below are three excellent websites that highlight how to write “In-Text Citations” and citations for the Works Cited page (Note: These all follow the MLA format).
The Owl at Purdue – http://owl.english.purdue.edu/handouts/research/r_mla.html
Citation Maker – http://www.openc.k12.or.us/citeintro/citeintro.php?Grd=Sec
 Citation Machine – http://citationmachine.net/
	Example of Print Source in MLA format:

Larkin, Colin, ed. The Encyclopedia of Popular Music. Fourth ed. New York: Oxford University Press, 2006.


Note: In your Works Cited list, all of your sources should be listed alphabetically by author’s (or editor’s) last name. If there is not an author, base the location of the citation in the list on the first letter of the title. 

Evaluation 

You cannot just finish a project in a vacuum and expect it to go away. Even 10 years from now, if you put time and effort into this research project, you will remember what you learned (both through instruction and through messing up!). This step, the evaluation step, is important because it not only provides you with a grade for your hard work and dedication, it also allows you to self-evaluate. 
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5. A Note on Plagiarism: Read both the definition and causes of plagiarism below. 
The definition in regards to Education is simple and easy to understand. Plagiarism is

· When someone copies another person’s work and passes it off as belonging to him or her.

· When someone pretends as if submitted ideas and research are new and unique when, in actuality, they belonged to another person.

· When someone does not give credit to a source in a written piece (does not acknowledge that some information and/or quotations were obtained from a legitimate research source).

Causes: Surveys and studies have been executed over the past few years in an effort to determine the reason for the rise in cheating among American students. According to the Thompson Gale article “Eye on Cheaters”, “More than half of the respondents [from a 2001 Rutgers University study of 4,500 teenagers] admitted that they had plagiarized work from the Internet for written assignments.” Some of the determined reasons are below:

· The pressure to succeed

· The ease of cutting corners

· The rise of the Internet and its available information

· Procrastination coupled with the fear of bad grades

· The fear that the student’s writing ability is inadequate

· The excitement of doing exactly what the teacher says not to do
Basically, plagiarism is cheating. You are hurting yourself if you plagiarize because your grade suffers and because you prevent yourself from learning how to research properly. Researching is a skill that will appear again and again in your education. Better to do it right and legally the first time!

6. A Note on Copyright Infringement
The world of copyright laws is too broad to go over in this modest little handbook. However, there are a number of sites that are available that highlight the specifics of these laws. One such website is this pdf document from the United States Copyright Office: http://www.copyright.gov/circs/circ1.pdf 
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It is important for you to be aware that oftentimes you are not allowed to use pictures, graphs, images, or text from certain sources because they may be protected under copyright law. You're safe within research papers, as long as you cite correctly, giving the original author his/her credit. However, be careful when creating any type of project presentation. Examine the copyright basics in the website above before you try to use a non-public item in a presentation you will be showing to a class of 30.

And that’s it!
Use this media center. Too often rich sources go unused because students OR teachers are unaware of their availability. Seeking out both print and online sources and incorporating them into a polished and complete research paper will show how dedicated you are to finding significant information and using it correctly. Good luck!

