
	Session: Borrowing and Lending 


	Sector(s):
	
	Education

	Competency:
	
	Promote sustainable library development

	Training Package:
	
	Libraries

	Terminal Learning Objective:
	
	Using the Steps for Setting Up a Library, participants will form a community library committee to create and implement a sustainable library development plan.

	
	
	

	
	
	

	Session Rationale: 
	
	This session introduces systems of borrowing and lending which participants could adapt to use in a local library project. 

	Target Audience: 
	
	IST participants – Volunteers or Volunteers and counterparts

	Trainer Expertise:
	
	IRC manager or technical trainer with knowledge of libraries 

	Time: 
	
	1 hour

	Prerequisites: 
	
	Introduction to Sustainable Library Development; either Information Resources for Library Projects OR Peace Corps Resources for Library Projects; Steps for Setting Up a Library; 

Organization and Classification


	Version:
	
	Feb-2013

	Contributing Posts:
	
	PC/Albania
PC/Paraguay
PC/Lesotho
PC/Philippines
PC/Morocco
PC/South Africa



	Session: Borrowing and Lending 

	Date: 
	Time: 
	Trainer(s): 

	Trainer preparation:
1. Review the session plan and handouts. 
2. Consider local conditions, participants’ experience, and trainer knowledge of libraries to adapt the session plan, if necessary. 
3. Text marked as “Say” can be read directly, paraphrased, or modified as appropriate.
4. Photocopy Handout 1: Borrowing and Lending Systems, one copy per participant.
5. Make a limited number of additional photocopies of Trainer Material 1: Steps for Setting Up a Library: Questions; Trainer Material 2: Steps for Setting Up a Library: Peace Corps ICE Resources; and Trainer Material 3: Steps for Setting Up a Library: Worksheets for those participants who fail to bring their copies with them.

Note: 
Participants should have these worksheets from previous sessions.
6. Gather the Mini-Books used in Session: Organization and Classification and ensure there are sufficient sets to distribute one set for every two participants. Make a limited number of additional photocopies of Trainer Material 4: Mini-Books if there are not a sufficient number of existing sets.

7. Prepare Trainer Material 5: Flip chart. Create one flip chart using the information provided.
Materials:
· Equipment
1. Flip chart paper
2. Markers
3. Pens or pencils for all participants
4. Watch, clock or timer
· Handouts
Handout 1: Borrowing and Lending Systems
· Trainer Materials
Trainer Material 1: Steps for Setting Up a Library: Questions
Trainer Material 2: Steps for Setting Up a Library: Peace Corps ICE Resources
Trainer Material 3: Steps for Setting Up a Library: Worksheets
Trainer Material 4: Mini-Books
Trainer Material 5: Flip chart


	Session Learning Objective(s): 

1. Working in pairs, participants will create and facilitate a mini-training about one of three borrowing and lending systems. 
2. After considering locally available resources and local customs toward borrowing and lending, participants will identify an appropriate borrowing and lending system for use in their specific community library projects.




	Phase / Time /

Materials
	Instructional Sequence

	Motivation

15 minutes


	Borrowing and Lending in Your Community

Participants reflect on their observations and experiences with borrowing and lending in general in their communities. These observations are related to developing a positive borrowing and lending system in a community library context.

1. Ask participants to reflect on their observations and experiences with borrowing and lending – in general – in their communities in [insert country name].
2. For example, Do people in the community lend items or do they give them, with no expectation of getting them back? Do people borrow or do they ask and expect to keep the items? Lead a brief discussion on this.

Post Adaptation: 
Please answer the questions above with respect to the culture(s) at your post. 
3. What are some ways to encourage a positive borrowing and lending experience and ways to avoid a negative borrowing and lending experience? Is borrowing and lending even feasible in your community? For instance, in some cultures, if someone asks you for something, it is expected that you will give it to him or her and not expect it to be returned.
Post Adaptation: 

1) Possible Answers: Have a clear and mutual understanding of expectations; be fair and treat others equally; in some situations – do not borrow or lend; return borrowed items as promised; model the behavior you expect others to follow, etc. 

2) Responses will vary; adapt as appropriate to post context. 
4. Ask participants, “What are some ways to encourage a positive borrowing and lending experience, specifically in a library?” Lead a brief discussion on this topic.
Note:
Possible suggestions for a successful borrowing and lending system in a library:

· Ensure rules are appropriate to the community. (For example, in a school situation, lending periods might cease a few weeks prior to the end of the term.)

· Ensure all library staff and users are fully informed and trained on the system.
· In a school library, use students as library monitors.
· Lend only one book at a time.
· Establish classroom mini-libraries or reading corners for use only in the classroom – no borrowing outside the classroom.
· Reward borrowers when books are returned on time rather than charging fines for books returned late.
5. Say, “In some communities, your project may expose community members to a library for the first time. Not all school, community, or resource center libraries are lending libraries. For example, if the library primarily serves a transient population, it might make more sense to keep the books for reading in the library. You and your library committee will need to decide whether to lend books and if so, how. To help with these decisions, we will look at some simple systems to keep track of the borrowing and lending of books.”

	Information

15 minutes
Trainer Material 1: Steps for Setting Up a Library: Questions
Trainer Material 2: Steps for Setting Up a Library: Peace Corps ICE Resources
Trainer Material 3: Steps for Setting Up a Library: Worksheets
Handout 1: Borrowing and Lending Systems 
	Borrowing and Lending Systems

Participants are introduced to three library lending systems – the notebook system; the borrower card system; and the spreadsheet system. Participants will need to consider whether or not to lend books and, if so, which system would be most appropriate.
1. Say, “Before we talk about specific lending systems, we need to look at the questions that you and your library committee will need to address in creating lending and borrowing policies and rules. There are no definitive answers but, for example:

· Who will be allowed to borrow books? – Students? Teachers? Community members?
· How many books can be borrowed at one time? – One only? A limited number? For how long? – One week? One semester?
· Will you charge fees for books that are not returned or not returned on time? Charging fees can be a problem in terms of misunderstandings; public relations; staff time; security, etc.
· How will you handle lost or damaged books? – Encourage students to look for and return books before the end of the term; you may or may not decide to charge for lost or damaged books, but be fair and equal to all borrowers; keep in mind the normal wear and tear of books.”
2. Tell participants that these questions are included in the handouts from Session: Steps for Setting Up a Library. Trainer Material 1: Steps for Setting Up a Library: Questions provides the relevant questions for each step and the Trainer Material 2: Steps for Setting Up a Library: Peace Corps ICE Resources provides references to further information about each question. These handouts are useful in completing the worksheets in Trainer Material 3: Steps for Setting Up a Library: Worksheets that we have been using throughout this training package. Step 6: Establish Services includes borrowing and lending systems. These questions will be an important part of the planning process for the library committee. 
3. Tell participants, “If you and your library committee decide you will lend books, you will want to select a system that is easy for staff to implement and easy for both staff and borrowers to use to check out books. 
This type of system for borrowing and lending books is often referred to in library terms as a “circulation system.” As you are going through the planning process, you and the library committee might want to visit other local libraries to see the systems in place and how they are used. For example, if you are setting up a school library and your students frequent a public library, you may want to consider using a similar system in the school library.
4. The first step for any lending system is to create a Register or a list of the users who will borrow or check out books. A typical Register is a set of cards – one card per user – with the following information: Last name; first name; contact information; date registered; and any notes that might be important within your system.”
5. Distribute Handout 1, one copy per participant.
6. Say, “Handout 1 illustrates a sample Register card.” 
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7. Say, “The Register cards record information about the library users and are filed in a card box, alphabetically by last name.”
8. Explain that Handout 1 also gives examples of three different borrowing and lending systems – a notebook system, a borrower card system, and a spreadsheet system. All three examples can be used by library staff to check out books to borrowers and then check in the books when they are returned. 
9. The Notebook System uses Register cards in conjunction with a Notebook. The Notebook System uses a simple bound notebook or a ring-binder with lined pages to record transactions – the borrowing and lending information. 
10. The Borrower Card System also uses the Register cards to record information about the borrowers. In addition, the Borrower Card System uses a second set of cards to record information about the books borrowed by any individual borrower.

11. The Spreadsheet System uses Excel or other spreadsheet software to record information about the borrowers in one tab, and information about the books borrowed in another tab. The tabs may or may not be linked and the data can, of course, be sorted in various ways.
12. Looking at the examples on the handout – Suzanne Morris is a borrower and her contact information is found in the Register Card for both the Notebook System and the Borrower Card System, and in Tab 1 of the Spreadsheet System. Then, in the Notebook System, we can see that Suzanne borrowed The Little Red Hen on June 1 and returned it on June 14, one day before it was due. The Notebook also indicates that Suzanne borrowed a second book on June 5 and George Robinson borrowed a book on June 4. The Borrower Card System records the same information about books borrowed from the library, but on separate cards for each borrower. The Spreadsheet System is essentially a computerized Notebook System with added functionality, such as searching and sorting.
13. Say, “We have just looked at three different circulation systems. Let us take a minute and look at the benefits and challenges of each. This might help you and your library committee to choose the best system for your library.” 
14. Explain the benefits and challenges of the three systems. For the Notebook System:
· Benefits: Few materials are needed – a notebook and a pen; works well with a known group of users; it is easy and quick to set up.
· Challenges: It is time-consuming to record all the information for each book every time.
15. For the Borrower Card System:
· Benefits: All the books borrowed by one user are on a single card; it is easy to find specific borrowers’ cards because they are filed alphabetically; it is easy to add new users and remove those who are no longer borrowers.
· Challenges: The cards can be misfiled or lost; it is slow to check out books because you have to write all the information about a book each time; it is difficult to identify who has a particular book that has not been returned. 

16. For the Spreadsheet System:
· Benefits: It is easy to locate a borrower, books, dates, and other pieces of information; it is easy to create lists and tailored reports; the information can be kept in more than one location; the records are easily duplicated. 
· Challenges: It does not work where there is no electricity; it requires a working computer and software; it may require more staff training.
17. Say, “You and your library committee may select one of these systems – or an alternate system that is familiar to your borrowers. The objective is to select a system that is appropriate for both staff and borrowers, and that matches the resources available.”


	Practice

20 minutes
Handout 1: Borrowing and Lending Systems
Trainer Material 4: Mini-Books

	Borrowing and Lending: Training Others
Participants work in pairs to practice how they would train library staff on checking in and checking out books using two of the specific systems reviewed. Implementation of a borrowing and lending system and training others to use that system will both be important for successfully managing a library.

1. Say, “Whichever borrowing and lending system you decide to implement in the library, it will be important to train staff on how to check in and check out books.”
2. Say, “We are going to practice some dialogues that may be useful for you when training local staff on checking in and checking out books. We will practice using two of the three borrowing and lending systems that we just discussed. We will not practice training for the Spreadsheet System during this session, but you can review that on your own and consider how you might develop training using that system.”
3. Ask participants to find a partner to work in pairs. 

4. Say, “When we begin, decide which of you will train the other on the Notebook System and which will train on the Borrower Card System. Take five minutes to prepare a five-minute mini-training. You may use any handouts, mini-books, books, paper, markers, or whatever supplies are available. One of you will play the role of the Volunteer and the other will play the role of the student aide or library staff member in training. After the first five-minute training, change roles. Let’s get started.”
5. After five minutes, invite participants to begin training their partners. 
Note: 
Learning Objective 1 is assessed with this activity. 
6. After five minutes, announce the change of roles. After all participants have played each role, re-focus the group. 
7. Lead a brief discussion by asking participants, “What did you learn from this exercise that you could use when you are training library staff in your community?”
Note: 
Possible Answers: It is important to understand the system well before training someone else; there are many details to consider; training community members may involve language issues; explaining once is usually not enough; learning library systems is an active process that requires hands-on practice and repetition; actual training time will be much greater in practice
8. Say, “In your community, the mini-training that you practiced today would need to be expanded. It might be a group training and you will also need to train others to facilitate this and other library training. You might want to consider preparing a video or use other multi-media or creative methods.”
Note: 
Volunteers create informal videos, YouTube postings, online modules, etc. for all types of training. Volunteers are encouraged to do the same for library projects


	Application

5-10 minutes
Handout 1: Borrowing and Lending Systems
Trainer Material 1: Steps for Setting Up a Library: Questions
Trainer Material 2: Steps for Setting Up a Library: Peace Corps ICE Resources
Trainer Material 3: Steps for Setting Up a Library: Worksheets
Trainer Material 5: Flip chart 1: Selecting a Borrowing and Lending System: Questions

	Selecting a Borrowing and Lending System

Each participant will select one of the three borrowing and lending systems presented to later recommend to his/her library committee for implementation in the community.

1. Say, “Consider the three borrowing and lending systems that we reviewed. Select an appropriate system that you might recommend and present to the library committee in your community. 
“Use Handout 1 to take notes. Include any notes on training methods that you may have gained today. Be sure to also use Step 6: Establish Services from Trainer Material 1: Steps for Setting Up a Library: Worksheets to document your notes to the questions on this flip chart. You will later discuss these notes with your library committee.”
2. Show Trainer Material 5:  Flip chart 1: Selecting a Borrowing and Lending System: Questions  
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3. After 5-10 minutes, re-focus the participants. Ask, “What questions do you have?”
Note: 
Learning Objective 2 is assessed with this activity. 


	Assessment


	Learning Objective 1 is assessed during Practice. Each participant practices training one system to a partner participant and learns about another system from a partner participant.
Learning Objective 2 is assessed during Application. Participants individually consider the three borrowing and lending systems and select which might be most appropriate for the library project in their communities.


	Trainer Notes for Future Improvement
	Date & Trainer Name: [What went well? What would you do differently? Did you need more/less time for certain activities?]


Resources: 
Libraries for All! [ICE No. RE035]
http://inside.peacecorps.gov/index.cfm?viewDocument&document_id=25984&filetype=pdf
Setting Up and Running a School Library [ICE No. ED204]
http://inside.peacecorps.gov/index.cfm?viewDocument&document_id=42053&filetype=pdf
	Handout 1: Borrowing and Lending Systems


1) Notebook system:
Uses a Register (set of cards) to record information about borrowers and a Notebook to record information about the books as they are borrowed.
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	Sample Notebook with Entry

	Date Borrowed
	Last Name
	First Name
	Title of Book
	Accession Number
	Date Due 
	Date Returned

	6/1/12
	Morris
	Suzanne
	The Little Red Hen
	201202
	6/15/12
	6/14/12

	6/4/12
	Robinson
	George
	Goodnight Moon
	201207
	6/18/12
	

	6/5/12
	Morris
	Suzanne
	The Giving Tree
	201208
	6/19/12
	


2) Borrower card system:

Uses a Register (set of cards) to record information about borrowers and a set of Borrower Cards to record information about the books as they are borrowed.
[image: image8.wmf]
	Sample Borrower Card with Entry

	Morris, Suzanne

	Date Borrowed
	Title of Book
	Accession Number
	Date Due 
	Date Returned

	6/1/12
	The Little Red Hen
	201202
	6/15/12
	6/14/12

	6/5/12
	The Giving Tree
	201208
	6/19/12
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	Sample Borrower Card with Entry

	Robinson, George

	Date Borrowed
	Title of Book
	Accession Number
	Date Due 
	Date Returned

	6/4/12
	Goodnight Moon
	201207
	6/18/12
	

	
	
	
	
	

	
	
	
	
	


3) Spreadsheet system (using 2 tabs in an Excel workbook):

Tab 1: Register of Library Users 
	Sample Register of Library Users

	Date Registered
	Last Name
	First Name
	Contact Information (Grade/class or school or address or phone or email, etc.)
	Date Withdrawn
	Notes

	10/2/11
	Morris
	Suzanne
	Grade 3
	
	

	10/2/11
	Robinson
	George
	Grade 3
	
	

	
	
	
	
	
	


 
Tab 2: Record of Books Borrowed
	Sample Record of Books Borrowed

	Date Borrowed
	Last Name
	First Name
	Title of Book
	Accession Number
	Date Due 
	Date Returned

	6/1/12
	Morris
	Suzanne
	The Little Red Hen
	201202
	6/15/12
	6/14/12

	6/4/12
	Robinson
	George
	Goodnight Moon
	201207
	6/18/12
	

	6/5/12
	Morris
	Suzanne
	The Giving Tree
	201208
	6/19/12
	

	
	
	
	
	
	
	


Recommended borrowing and lending system for library project in my community:
Advantages:

Training Notes:

	Trainer Material 1: Steps for Setting Up a Library: Questions


1. Form a Library Committee 

2. Develop a Plan

3. Secure a Location 
4. Obtain Books and Resources

5. Organize and Classify Books

6. Establish Services

7. Manage the Library 

--------------------------- 
These are selected questions to address as you develop your plan and your project. There will be additional questions. And you may want to address some of these questions at multiples stages of the process.

1. Form a Library Committee
Questions to address include the following:

· Is a resource center/library needed or wanted by the community? How do you know?
· How will a library committee be formed? 
· Who will be on the committee? How many members will there be? How will the members be selected?

· How will decisions be made? (consensus, voting, quorum)

· What will be the rules for the committee? What will be the rules for meeting attendance? How will changes be made to the rules?

· What will be the mission of the library? How will you share the mission statement of the library?

· OTHERS?

2. Develop a Plan
Questions to address include the following:

· What assets does the community already have that will support the development of a library?

· What information resources does your community already have?

· Is a library a priority for the community in relation to other projects?

· How can the community be involved in supporting a library? (e.g., fund raising, in-kind contributions, etc.)
· Who are the stakeholders in the community for a library development project?

· What other information centers are there in the community? Will this project complement them? What are the possibilities for collaboration?
· What is the purpose of the library? Who will it serve?
· Who will be responsible for the day-to-day maintenance and development?
· Will the library be sustainable? If so, how?

· OTHERS?
3. Secure a Location 

Questions to address include the following:

· Where will the library be located? How will the best location for the library be selected?

· Will you build a library? Use an existing space? Use a space within a school, shop, or community building? Use a virtual space? A bookmobile? 
· Will Internet access be possible? Reliable electricity? 

· Are there security issues? How will the location be secured? Who will be responsible?

· Who will physically set up the resource center/library? (Volunteers, students, community members?)

· What about furnishings (e.g., signs, chairs, shelves, tables, etc.)?

· OTHERS?

4. Obtain Books and Resources

Questions to address include the following:

· Where will the books, periodicals, and audiovisuals come from initially? In the future?

· Are there locally published materials? Local publishers?

· Are there donor or charitable organizations in-country that could assist?
· Will students and/or adults be willing to write or gather stories to place in the library?

· What will be the focus of the collection? What formats will be included (books, videos, CD-ROMs)? In which language(s) will materials be collected?
· How will decisions be made about removing (“weeding”) outdated or worn books?

· Is book mending and repair possible?
· OTHERS?

5. Organize and Classify Books

Questions to address include the following:

· How will the collection be organized? (Dewey Decimal Classification? General subject order?)
· How will the books be labeled? 
· Are supplies (e.g., automation supplies, notebooks, pens, tape, etc.) available locally or could they be made from locally available items?

· Who will do the processing?
· OTHERS?

6. Establish Services

Questions to address include the following:

· Will the library support multiple user groups, perhaps students during the day and adults after school hours?
· Will it be possible to share (lend and borrow) books with other local libraries?
· Will the library support multiple uses? Internet center? Adult education classroom? Radio broadcasting station? After-school study center? Women’s group meeting center?

· Will books remain in the library or be lent? 

· Who will be allowed to borrow books? Will there be restrictions?

· How many books can be borrowed at one time? For how long?
· Will you keep statistics on library usage – number of visitors, books borrowed, etc.?

· Will you train children on care of books?
· Will you charge fees for books that are not returned or not returned on time?

· How will you manage lost or damaged books? 
· Is there a computer available for an online catalog and checkout system? Is there reliable electricity?

· Will Internet access be possible?

· OTHERS?

7. Manage the Library
Questions to address include the following:

· Will the library have a budget? If so, what will be the source of funding? How can the community be involved?
· Who will manage the library? 
· How will you market the library to the community?

· What about the role of students in a school library? 
· What about training for staff? Ongoing professional development? Training for future staff?

· What rules will there be for the library?

· What opportunities will there be for skills transfer and capacity building?

· Will the library be sustainable? If so, how?

· OTHERS?

	Trainer Material 2: Steps for Setting Up a Library: Peace Corps ICE Resources


Using Resources from Peace Corps Information Collection and Exchange (ICE)*: 

1. Form a Library Committee

Libraries for All! pp. 5-7.
Setting Up and Running a School Library, pp. 12-14.
2. Develop a Plan
PACA Idea Book, pp. 112-120, 137-149.
The New Project Design and Management Workshop Training Manual, pp. 88-100, 153-155, 166-171.
3. Secure a Location (and equipment and shelving)

Libraries for All! pp. 8, 72-77.
Setting Up and Running a School Library, pp. 16-26, 70-73.
4. Obtain Books and Resources
Libraries for All! pp. 9-18, 25-27.
Setting Up and Running a School Library, pp. 37-41.
Sources of Donated Books for Schools and Libraries (introductory material for policy; entire book for donor contacts)

5. Organize and Classify Books
Libraries for All! pp. 38-59.
Setting Up and Running a School Library, pp. 47-69.
6. Establish Services
Setting Up and Running a School Library, pp. 74-81; 92-107.
7. Manage the Library
Consider Management and Funding:
Libraries for All! pp. 5-7, 18-32.
Setting Up and Running a School Library, pp. 12-15.
Make Decisions About Routine Maintenance:
Libraries for All! pp. 29-30, 59-64, 66-70.
Setting Up and Running a School Library, pp. 42-46, 76-91.
Plan and Implement Marketing Strategies:
Libraries for All! pp. 32-37.

*Publications from Peace Corps Information Collection and Exchange (ICE) (iceorders@peacecorps.gov)

Libraries for All! [ICE No. RE035] 
Setting Up and Running a School Library [ICE No. ED204] 

Sources of Donated Books for Schools and Libraries [ICE No. RE003] 

PACA Using Participatory Analysis for Community Action: Idea Book [ICE No. M0086] 

The New Project Design and Management Workshop Training Manual [ICE No. T0107]
	Trainer Material 3: Steps for Setting Up a Library: Worksheets


	Step 1: Form a Library Committee

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 2: Develop of Plan

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 3: Secure a Location

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 4: Obtain Books and Resources

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 5: Organize and Classify Books

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 6: Establish Services

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 7: Manage the Library

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Trainer Material 4: Mini-Books


	Where There Is No Doctor
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By David Werner, Jane Maxwell, Carol Thuman

Hesperian Foundation

1992


	Teach English: A training course for teachers

By Adrian Doff

[image: image11.wmf]Cambridge Teaching Training and Development

Cambridge University Press

1988



	The Complete Tales of 

Winnie-the-Pooh

By A.A. Milne

Dutton Juvenile

1996


	The American Heritage Dictionary

Third Edition

Copyright Houghton Mifflin, 1994 

Published by Dell Publishing, a division of Bantam Publishing



	Spain

Lonely Planet Country Guide

Damien Simonis, Sarah Andrews, Stuart Butler, Anthony Ham, John Noble, Josephine Quintero, Miles Roddis, Arpi Armenakian Shively

Lonely Planet

2009


	The Little Red Hen (Little Golden Book) 

Diane Muldrow (Editor), J.P. Miller (Illustrator)

Golden Books

2001




	Trainer Material 5: Flip chart


Flip chart 1: Selecting a Borrowing and Lending System: Questions

[image: image1][image: image2][image: image3]
Last name (Surname), First name:


Morris, Suzanne


Contact information (Grade/class or school or address or phone or email, etc.):


Grade 3


Date registered: 10/2/11


Notes (date withdrawn, etc.): 





Sample Register Card





What are the advantages of this system for your particular situation and how will you present these advantages to the committee? 


What are the available resources?


If you will not be using computers, how will you explain the creation of a Register of Library Users, and how it will be used in conjunction with either a Notebook System or a Borrower Card System? 


If you will be using computers, how will you explain the use of a Spreadsheet System? 





Last name (Surname), First name:


Robinson, George


Contact information (Grade/class or school or address or phone or email, etc.):


Grade 3


Date registered: 10/2/11


Notes (date withdrawn, etc.): 





Sample Register Card





Last name (Surname), First name:


Morris, Suzanne


Contact information (Grade/class or school or address or phone or email, etc.):


Grade 3


Date registered: 10/2/11


Notes (date withdrawn, etc.): 





Sample Register Card





Last name (Surname), First name:


Morris, Suzanne


Contact information (Grade/class or school or address or phone or email, etc.):


Grade 3


Date registered: 10/2/11


Notes (date withdrawn, etc.): 





Sample Register Card





Last name (Surname), First name:


Robinson, George


Contact information (Grade/class or school or address or phone or email, etc.):


Grade 3


Date registered: 10/2/11


Notes (date withdrawn, etc.): 





Sample Register Card





What are the advantages of this system for your particular situation and how will you present these advantages to the committee? 


What are the available resources?


If you will not be using computers, how will you explain the creation of a Register of Library Users, and how it will be used in conjunction with either a Notebook System or a Borrower Card System? 


If you will be using computers, how will you explain the use of a Spreadsheet System? 








	[image: image4.png]
	Libraries: Session: Borrowing and Lending | Version: Feb-2013 | Page 1 of 24=-2
22




