
	Session: Library Supplementary Services


	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 provides a brief overview of library supplementary services which may enhance and enrich the role of the library in a community. 

	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; Borrowing and Lending 

	Version:
	
	Feb-2013

	Contributing Posts:
	
	PC/Albania

PC/Paraguay

PC/Lesotho

PC/Philippines

PC/Morocco

PC/South Africa




	Session: Library Supplementary Services

	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. Review Setting Up and Running a School Library [ICE No. ED204]. Pay particular attention to Pages 71-72.
5. Review Libraries for All! [ICE No. RE035]. Pay particular attention to Pages 32-37 and 72-76.
6. Set up computer and projector with Trainer Material 1: Library Scene Cartoons A and B (see separate PowerPoint file) or print out Handout 1: Library Scene Cartoons A and B, one copy for every four or five participants and distribute as indicated during Information.
7. Make a limited number of additional photocopies of Trainer Material 2: Steps for Setting Up a Library: Questions; Trainer Material 3: Steps for Setting Up a Library: Peace Corps ICE Resources; and Trainer Material 4: Steps for Setting Up a Library: Worksheets for those participants who fail to bring their copies with them.

Note: 
Participants should have these handouts and worksheets from previous sessions. 
Materials:
· Equipment
1. Setting Up and Running a School Library [ICE No. ED204] – one copy per participant, distributed in Session: Information Resources for Library Projects
2. Libraries for All! [ICE No. RE035] – one copy per participant, distributed in Session: Information Resources for Library Projects

3. Flip chart paper – three to five sheets
4. Markers
5. Watch, clock or timer
6. Computer with PowerPoint and projector – if available
· Handouts
Handout 1: Library Scene Cartoons A and B (as alternative to Trainer Material 1 PowerPoint file)
· Trainer Materials
Trainer Material 1: Library Scene Cartoons A and B (refer to separate PowerPoint file) or use Handout 1 as alternative if computer, projector, and PowerPoint are not available
Trainer Material 2: Steps for Setting Up a Library: Questions
Trainer Material 3: Steps for Setting Up a Library: Peace Corps ICE Resources
Trainer Material 4: Steps for Setting Up a Library: Worksheets


	Session Learning Objective(s): 

1. In small groups, participants will identify proper and improper library signage, shelving, and floor plans from cartoon libraries.
2. After a discussion about library activities, each participant will identify at least three activities that would be appropriate for the library in his or her community.

3. In small groups, participants will engage in a library activity—group storytelling, which can be modified or replicated in their community libraries.
4. In a large group, participants will identify and explain at least two methods they will use to share information and ideas about library development in [insert country name].



	Phase / Time /
Materials
	Instructional Sequence

	Motivation

5 minutes


	Library Supplementary Services: Understanding Your Community
Participants reflect on events they have attended in [insert country name] that have been enjoyable. They think about marketing concepts regarding the events – e.g., how the event was promoted – in order to successfully introduce library services in their communities and encourage library use by community members. 

1. Say, “Think about an event you have attended in your community or in [insert country name] that you found enjoyable. Consider some of these specific questions…” As participants are thinking, ask each of the following questions. Wait 10 seconds or so between questions so participants have time to think about the event. 
· What made the event a success? 
· How did people learn about the event? 
· What encouraged them to attend? 
· What made the event memorable? 
· Why would you want to attend a similar event again?
2. Ask, “Would anyone like to share a story or idea?”
3. Say, “Understanding your community will help you introduce library services and encourage library use. We will talk about some of the services and activities that other libraries have used and give you an opportunity to consider other possibilities.”


	Information

25 minutes
Trainer Material 1: Library Scene Cartoons A and B (see separate PowerPoint file)
Handout 1: Library Scene Cartoons A and B (one copy for every group of four or five participants) 
Flip chart paper


	Library Supplementary Services: Space Planning, Signage, and Activities
Participants are introduced to some guidelines for space planning, layout, and signage that can be used to make libraries inviting and efficient places that are welcoming to community members. They look at two examples of uninviting, inefficient library settings, and suggest improvements. Participants also brainstorm ideas for activities to enhance basic library services. Knowledge of good library layout, signage, and activities will facilitate welcoming Volunteer library projects.

Note: 
Literacy activities, which might be appropriate for a library project, are included in the following Education sector training packages: Decoding: Learning to Read; Comprehending: Reading to Learn; and Community Engagement in Literacy (2013 deliverable).

1. Say, “Core services – such as providing access to books – are the essential operations of a library. Good space planning creates a welcoming and efficient space for these operations. Additional services and activities are then needed to continue to attract and retain library users. 
In this session we will discuss some services and activities that can be carried out in your library space. We will only have time to touch on these ideas and provide some tips for creating a welcoming space. Sharing ideas and successful practices with each other is encouraged. Libraries are founded on the concepts of networking and sharing – both within a library that serves a community and also across libraries.” 
2. Tell participants that building a library doesn’t necessarily mean community members or students will come to the library. Space planning, signage, shelving, marketing, services, and activities are all important to move your library from a collection of books to a vibrant and positive space for the community. 

3. Say, “Let us talk first about the library space. A well-thought out floor plan makes a library more inviting.
· Furniture should be proportional to the size of the room and placed with the library user and staff in mind. 
· One-sided shelving units should be placed along the walls. 
· Double-sided shelving units can be placed in the middle of the room and efficiently fit more books.” 
4. Ask participants, “What are some other space considerations that would encourage people in the community (or school) to use the library?” Lead a brief discussion. 
Note: 
Possible Responses: good lighting; windows; bright colors; temperature of the room; seating; desks or workspaces; appropriate flooring; not too crowded; sound levels.

5. Tell participants about the following tips for shelving books. Explain that these tips should be taught to members of the library committee, as well as all library staff: 
· When possible, do not place books very high or on very low shelves. 
· Books placed on shelves between eye-level and knee-level are borrowed more frequently. 
· Place books on shelves from top to bottom, left to right, with the book spines facing out. Refer to Pages 71-72 in Setting Up and Running a School Library for instructions to use in your training.
Post Adaptation:
For languages that are read from left to right, books are shelved left to right, top to bottom, with book spines facing out. For other languages, adapt the shelving method to the method used in local libraries. 
6. Explain that signs should be used to help library staff and users find books by themselves. Signs can be directional, informational, or identifying. 
· Directional Signs: label the book shelves
· Informational Signs: inform users about policies and upcoming events
· Identifying Signs: identify the library and welcome users to the space

7. Put participants in groups of four or five.
8. If possible, project Trainer Material 1: Library Scene Cartoons A and B (see separate PowerPoint file.)
9. Distribute Handout 1: Library Scene Cartoons A and B, one for every four or five participants. 
10. Say, “Let’s look at some library scenes that could use some improvement.” Ask each group to circle or make a list of the things that need improvement in each of the cartoons. Give participants three minutes.
11. Lead a brief discussion by asking, “What is wrong with Library Scene A?”
Note: 
Answer key for Library Scene A: 
· Librarian sign is misspelled (“libarian” ( librarian)

· Single-sided shelves in the middle of the room

· Librarian desk faces away from the door and the main library

· Books are piled on the floor

· Books on top of shelf

· Backpack on top of shelf

· No directional or informational signs

12. Lead a brief discussion by asking “What is wrong with Library Scene B?”
Note: 
1) Answer key for Library Scene B: 
· Messy food on book in library
· “No food” sign is negative (better: “Please Eat Your Lunch in the Lunchroom”)
· The background color of the “no food” sign is too dark with no contrast between font color and sign color

· Library sign is misspelled (“libbary” ( library)
· Fiction sign is misspelled (“ficion” ( fiction) 
· Fiction sign is confusing AND placed too high
· Tipped plant on floor blocking the door
· There are books on upper and lower shelves but two of the middle shelves do not have books 
· Computer is chained and cannot be used
2) Learning Objective 1 is assessed with this activity. 
13. Say, “In addition to the physical environment, a library becomes an inviting space by offering a variety of services and activities that match the mission of the library and the needs of the community. This is the fun stuff! Let us think about some of the possibilities. For example, storytelling and language clubs are two possible activities that might be offered in a community library. What are some other suggestions?”
Note: 
Possible Responses: book clubs, story hours, computer classes, storytelling, literacy clubs, language clubs, homework help, games, arts and crafts, bookmaking, drama, poetry clubs, cultural events, financial literacy classes, women’s leadership events, art exhibits, photography, read-a-thons, culture corners, community leaders telling traditional stories, safe place to study after school, especially for girls, etc.
14. Record suggestions on a flip chart.

15. Say, “It is important to share your ideas and build on the experiences and best practices of others. What fails in one community may be a great success in another. Take two minutes to identify three to five of these activities that you might discuss with your library committee for possible implementation in the library.”
Note: 
Learning Objective 2 is assessed with this activity. 


	Practice

20 minutes
Setting Up and Running a School Library [ICE No. ED204]
Libraries for All! [ICE No. RE035]
Trainer Material 2: Steps for Setting Up a Library: Questions
Trainer Material 3: Steps for Setting Up a Library: Peace Corps ICE Resources
Trainer Material 4: Steps for Setting Up a Library: Worksheets

	Library Services: Activities
Participants practice one type of library activity – group storytelling. Activities bring community members to the library and enhance basic library services. They are essential. Libraries are more than the lending and borrowing of books, and offering a variety of activities encourages library use.
1. Divide participants into groups of five or six and ask each group to form a circle.
2. Say, “We are going to practice one type of activity that is very common in libraries – storytelling. This activity is group storytelling. The first person completes the sentence provided. Each person, in turn, then adds one sentence to the story. We are all going to work with the same topic – ‘One day, I opened the door to the library and…’ Continue around the circle until time is called. We will now begin.”
3. After 3-4 minutes, call time.
4. Say, “Group storytelling is an activity that you and your library committee might decide to modify and use in your library. There are many variations and you might want to select and try a variety of storytelling activities. You can find some ideas in ‘Setting Up and Running a School Library,’ pp. 102-103 and also in ‘Libraries for All!’ pp.3-37.
Note: 
Learning Objective 3 is assessed with the storytelling activity. 
5. Say, “Take out your Steps for Setting Up a Library: Questions; Steps for Setting Up a Library: Peace Corps ICE Resources; and Steps for Setting Up a Library: Worksheets. Take a few minutes to write down some ideas about space planning, signage, and activities.”
6. After a few minutes, say, “You will later discuss these notes with your library committee members. They will likely have additional suggestions for activities to support the mission of the library, whether the mission includes, for example, fostering a reading culture, developing literacy, providing a space for learning, or serving as a gathering place for the community.” 
7. Ask participants, “What questions do you have?”


	Application

10 minutes
Flip chart paper

	Library Services: Sharing Ideas and Experiences
Participants brainstorm and record possible methods for communicating and sharing their growing knowledge of library development. Going forward, participants can encourage and help each other by sharing their experiences with library development and ideas for library services and activities. 

1. Say, “During this workshop, we’ve talked about a lot of the issues surrounding library development – from the basics of setting up a library and organizing the collections to making the library an inviting and relevant asset to the community. As you move forward with your library projects, you will have more ideas and gain experience about what does and does not work.” 
2. Ask participants, “How will you share this growing expertise? As we mentioned at the beginning of this session, sharing and networking are defining characteristics of the library world. We need to consider how we will share, as a group, the resources and experiences that we will have going forward. Let’s write down some ideas.” 
Ask for a volunteer to record responses on a flip chart. 
Note: 
1) Possible Responses: email list; text messaging; local website; SharePoint site; Facebook; articles in PC [insert country name] newsletters; signs in PC IRC or office; meetings at PC office or in communities, etc.
2) Learning Objective 4 is assessed with this activity. 
3. Facilitate discussion. Say, “Who will volunteer to coordinate these tasks and responsibilities for these suggestions?” Note on flip chart. Also note any timeframes or schedules, if necessary.

Note: 
1) Possible Questions: For example, for email: Are there any volunteers to coordinate the list? Does a list already exist that we can use? What is the deadline for creation? Does everyone have email access? Are there advantages or disadvantages of email that we need to consider? 
2) Use similar questions for other suggestions that are made for networking strategies. Remind participants that these responsibilities belong to them.
4. This is the end of the library workshop. Distribute certificates, if appropriate.



	Assessment


	Learning Objective 1 is assessed during Information. Participants engage in a brief discussion by suggesting additional concerns related to library space planning. Participants also identify problems and suggest improvements for two specific example library scenes.
Learning Objective 2 is assessed during Information. After the group brainstorms possible library activities, participants will individually identify at least three of these activities that would be appropriate for the libraries in their communities. 
Learning Objective 3 is assessed during Practice. Participants engage in a library activity – group storytelling – which they could then modify or replicate in their communities.

Learning Objective 4 is assessed during Application. Participants decide on at least two methods that they will use to share information and ideas about library development in [insert country name].


	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: Library Scene Cartoons A and B
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	Trainer Material 2: 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 3: 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! (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 4: Steps for Setting Up a Library: Worksheets


	Step 1: Form a Library Committee

	TASK
	WHO is Responsible?
	By WHEN?
	NOTES

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Step 2: Develop a 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
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