
	Session: Steps for Setting Up a Library


	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 participants with a set of seven steps for setting up a library and provides practice for Step 1, Form a library committee. A set of specific steps provides participants with a framework to consider, explore, plan, develop, initiate, and manage a potential sustainable library development project.

	Target Audience: 
	
	IST participants – Volunteers or Volunteers and counterparts

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

	Time: 
	
	60 minutes

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

	Version:
	
	Feb-2013

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



	Session: Steps for Setting Up a Library

	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. Create flip chart, Trainer Material 1: Steps for Setting Up a Library. 

5. Photocopy handouts one through four, one copy per participant.
Materials:
· Equipment
1. Flip charts (10 blank sheets)
2. Markers
3. Tape
4. Pens or pencils for all participants
5. New Project Design and Management Workshop Training Manual, The [ICE No. T0107] – three copies
6. PACA Using Participatory Analysis for Community Action: Idea Book [ICE No. M0086] – three copies
· Handouts
Handout 1: Steps for Setting Up a Library: Questions 
Handout 2: Steps for Setting Up a Library: Peace Corps ICE Resources 
Handout 3: Steps for Setting Up a Library: Worksheets
Handout 4: Sample Action Plan: Goal 1
· Trainer Materials
Trainer Material 1: Flip chart—Steps for Setting Up a Library


	Session Learning Objective(s): 

1. After participating in a role-play, participants will identify at least three ways to use the information about steps for setting up a library to start on a plan for a successful library project in his or her community.
2. After reviewing the seven steps for setting up a library, each participant will identify at least five specific tasks needed to form a library committee within his or her community.



	Phase / Time /
Materials
	Instructional Sequence

	Motivation

15 minutes

Flip chart paper, markers, tape

	Steps for Creating a Book 

Participants will need to create a logical developmental plan for their library projects. This library activity–creating a book–illustrates the need for planning; the variety of approaches to the planning process; and how the vision affects the final product. 
1. Divide participants into small groups. Provide each group with blank flip chart paper, markers, and tape.
2. Say, “Your group has been tasked with creating a book to include in a new library in your community. Decide on the necessary steps to create the book and write them, in order, on the flip chart. After 10 minutes, post your flip chart on the wall.”
3. Invite participants to do a gallery walk of each flip chart.
4. Say, “This type of activity – creating a book – is one that you might consider in your community – creating books to enhance participation by community members and add local content to the library collection.”
5. Ask, “What did you observe from the gallery walk?” Give two minutes for responses. 
Note: 
Possible Responses: Each group developed a different set of steps for the same task; some of the tasks are the same; the books might look the same in the end but the tasks are different; no group developed steps for a digital book; etc.
6. Ask, “How does your vision of a book influence the steps that you developed to reach that goal?”
Note: 
Possible Responses: Content is focused on one topic only so there are a limited number of people involved in writing; the book is printed so there are steps involved in acquiring materials to make the book; when the book is digital, there are steps regarding computers and electricity; the book should be illustrated so there are steps for finding an artist; etc.
Say, “Each person involved in the library development project may have a different vision of a library. Developing and using a set of steps will facilitate cooperation and agreement to reach a common goal – a sustainable library for the community.”


	Information

15 minutes
Trainer Material 1: Flip chart—Steps for Setting Up a Library 

New Project Design and Management Workshop Training Manual, The [ICE No. T0107] – three copies 
PACA Using Participatory Analysis for Community Action: Idea Book [ICE No. M0086] – three copies

Handout 1: Steps for Setting Up a Library: Questions

	Seven Steps for Setting Up a Library
Participants are provided with seven steps for setting up a library – a framework that provides a basic sequence of steps to facilitate the planning and implementation process.

1. Say, “In this session, we will discuss the basic steps for setting up a library and managing a library project. We will also take a closer look at the first step of the process – forming a library committee.”
2. Post flip chart Trainer Material 1: Flip chart—Steps for Setting Up a Library on the wall. 
3. Say, “A fundamental characteristic of a successful sustainable library project is that it meets the needs of the community. On this flip chart are the basic steps needed to get started. Forming a library committee is the essential first step. Next, develop a plan together before proceeding with any library project. Resist any temptation to skip the planning process.” 
4. Say, “After completing steps one and two, you will proceed with steps three through seven. However, steps three through seven may be overlapping rather than sequential. For example, you may obtain books at various points in time as you develop the library, and will need to go back to Step 4: Obtain Books and Resources and Step 5: Organize and Classify Books.”
5. Say, “Let’s look briefly at each of these seven steps and the issues you will need to consider along the way.”

6. Direct participants to the steps on the flip chart and lead a discussion using the notes below, as well as trainer knowledge of libraries and the local situation. 
1) Form a Library Committee
· Say, “Planning needs to be a participatory activity with the community. A library project is facilitated by a Volunteer, but led and owned by the community. We’re going to spend a little more time on this step so you are better-prepared to initiate this step and process as soon as you are ready to begin a library project with your community. 
· Before approaching potential committee members, you and your counterpart(s) should consider the desired structure and makeup of the library committee. 
· The committee should represent the library community and may include leaders, teachers, parents, students, and other community members. 
· Consider if or how government will be represented on the committee. 
· Also consider issues of gender, race, religion, political party, or other factors that may impact the effectiveness of the committee in [insert country name].
· One of the first responsibilities of the library committee is to consider the mission of the library and develop a mission statement. This statement will include the values of the library and guide its operation. For example, a school library may be focused on developing literacy and providing a space for learning. A community library may be more focused on fostering a reading culture and serving as a gathering place for the community, as well as developing literacy and providing a space for learning.”
2) Develop a Plan (Display or pass around the three sample copies each of The New Project Design and Management Training Manual [ICE No. T0107] and PACA Using Participatory Analysis for Community Action: Idea Book [ICE No. M0086])
Say, “The Peace Corps has multiple resources available on action planning. The New Project Design and Management Training Manual [ICE No. T0107], on Pages 88-100, provides guidance on writing an action plan. The PACA Idea Book [ICE No. M0086] also has some sample action plans throughout, including Pages 146-148. These are resources that you will want to review both before you meet with your library committee and with your committee as you plan your library development project. We will also provide you with some worksheets that will facilitate the action planning process with your library committee. ”
3) Secure a Location 
Say, “Location issues include the physical space, as well as access to the facility, utilities, security, equipment, furniture, shelving, signage, and supplies. Some of you may be working with existing libraries or library spaces and others will be starting from zero. In any situation, you will want to consider all possibilities for the library space.”
4) Obtain Books and Resources

Say, “We have discussed donated books in the context of sustainability, and particularly the issue of ‘book dumping.’ Remember to explore local sources for donations and purchases. The most important consideration will be to focus the book collection on the needs of the identified target users of the library.”
Post Adaptation: 
Create a list of available sources for books and funding in the country.

5) Organize and Classify Books

Say, “After you have collected or purchased books, you will need to organize them in the library space. Organization, classification, cataloging, book labeling, borrowing and lending systems, inventory control – these are the ‘nuts and bolts’ of running a library and the topics are covered in more detail in the sessions “Organization and Classification” and “Borrowing and Lending.” 
Note: 
If you are unable to go through all the library sessions, you might give interested participants the other sessions to read later. 

6) Establish Services

Say, “These are the decisions that the library committee will make with regard to services that will be offered to the library users – for example, story hours, cultural corners, speaker programs, arts and crafts, multiple uses of the space, computer training, etc. There are so many possibilities.”
7) Manage the Library

Say, “Management and funding are critical issues for sustainability. Building maintenance; staff salaries and training; and professional development are examples of ongoing costs that must be accounted for to ensure a sustainable library.”
7. Say, “This is an outline of the basic steps for setting up and running a library.”
8. Distribute Handout 1: Steps for Setting Up a Library: Questions, one copy per participant. 
9. Say, “Handout 1 includes questions for each of these seven steps – questions that you will want to consider with your library committee. You may want to add additional questions specific to your unique situation.”


	Practice

15 minutes
	Potential Library Committee Members
Participants work in pairs to create and practice dialogues that could be used to approach potential library committee members. This skill will be important when Volunteers begin to form library committees in their communities.
1. Say, “We are now going to look at some of the skills that you will be using to complete Step 1, Form a Library Committee.”
2. Ask participants to find a partner to work in pairs. 

3. Say, “We are going to practice some dialogues that may be useful for you when approaching potential library committee members. When we begin, one of you will play the role of the Volunteer and the other will play the role of the community member. The participant playing the role of the community member will select from one of the following five identities: 

· teacher or colleague; 
· community leader; 
· mayor or other government official; 
· parent; or 
· student 
The participant playing the role of the Volunteer will have three minutes to converse with the community member about joining the new library committee. You will need to explain the purpose of the committee and the library. 
· If you are playing the role of the Volunteer, consider how you will motivate or encourage the community member to participate. 
Note: 
For example, you might say that being on the committee will give you an opportunity to suggest the library services that are most important to you; you will have a chance to give back to your community; your experience and knowledge of the community will be a great benefit to the library committee; your children will appreciate the role you play in developing the library they use, etc.
· If you are playing the role of the community member, consider how taking on this additional responsibility may affect your daily life. 
Note: 
For example, you might ask: Who else will be on the committee? How much time is involved? How often are the meetings? Do I need a library degree? Will this cost me money? Do I need to recruit other committee members? Can I bring my baby to the meetings? etc.
After three minutes, the person playing the community member will play the role of the Volunteer, and the Volunteer will play the role of a community member and may select any of the five identities.”
4. Tell participants they have two minutes to choose their roles and think about their dialogue. 
5. Tell participants to begin their dialogues. 

6. After three minutes, announce the change of roles. 
7. After all participants have played both roles, re-focus the group. Lead a brief discussion by asking participants, “What did you learn from this exercise that you can use when you approach people in your community?”
Note: 
1) Possible Responses: Community members may agree to participate but do not really intend to participate; I need to have an “elevator speech” ready when explaining the library committee to community members; I need to have a clear idea of the responsibilities of the committee; some people may not want to participate; I need to know when to accept “no” and move on; I need to carefully consider who to approach, etc.
2) Learning Objective 1 is assessed here. 


	Application

15 minutes
Handout 1: Steps for Setting Up a Library: Questions
Handout 2: Steps for Setting Up a Library: Peace Corps ICE Resources
Handout 3: Steps for Setting Up a Library: Worksheets
Handout 4: Sample Action Plan: Goal 1

	Forming a Library Committee
Participants identify who they will contact as potential library committee members, as well as how and when. The worksheets that participants complete form the first documented step of their library project development plans. 
1. Distribute Handout 2: Steps for Setting Up a Library: Peace Corps ICE Resources, one copy per participant; Handout 3: Steps for Setting Up a Library: Worksheets, one copy per participant; and Handout 4: Sample Action Plan: Goal 1, one copy per participant.
2. Say, “Handout 1, distributed earlier, provides questions that will help you frame the issues to address for each step of the process. Handout 2 provides you with references to specific sections within Peace Corps ICE publications that relate to the steps for setting up a library. You will use these handouts today and also with your library committee. These two handouts are useful for completing the worksheets in Handout 3 – which will be used for creating your library plan. The worksheets are used to create an action plan. Handout 4 is a sample action plan for Goal 1 – Form a Library Committee.”
3. Say, “Let’s take a look now at Handout 3: Setting Up a Library: Worksheets. These worksheets are designed to help you organize and document the tasks needed for each of the seven steps in setting up a library.”
4. Say, “Today, we are going to complete the worksheet for Step 1 – Form a Library Committee. You will work individually or with others from the same community. Be specific. For example, who will you contact and by when? You will have 10 minutes to complete this section of the worksheet.”
Note: 
If there are multiple participants from the same community, ask them to form a small group. 
5. After 10 minutes, re-focus the group. Ask participants to think about who they were certain they wanted to include on the committee, and who they were unsure about asking – what, in general, are the doubts or considerations in selecting who to ask? (no names). Ask for a few volunteers to respond.
Note: 
Learning Objective 2 is assessed with this activity. 
6. Say, “You have now completed a draft for Step 1. You will work on the remaining six steps with your community as your library project progresses.”

 

	Assessment


	Learning Objective 1 is assessed in Practice. Participants work in pairs to develop and rehearse a dialogue that can be used when approaching community members as potential library committee members.
Learning Objective 2 is assessed during Application. Participants individually, or in community groups, prepare a worksheet with tasks for Step 1 – Form a Library Committee. Participants are provided worksheets for the remaining six steps in Setting Up a Library.



	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
Sources of Donated Books for Schools and Libraries [ICE No. RE003]
http://inside.peacecorps.gov/index.cfm?viewDocument&document_id=25982&filetype=pdf
PACA Using Participatory Analysis for Community Action: Idea Book [ICE No. M0086]
http://inside.peacecorps.gov/index.cfm?viewDocument&document_id=25934&filetype=pdf
New Project Design and Management Workshop Training Manual, The [ICE No. T0107]
http://inside.peacecorps.gov/index.cfm?viewDocument&document_id=26026&filetype=pdf
	Handout 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?

	Handout 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]; and
The New Project Design and Management Workshop Training Manual [ICE No. T0107]
	Handout 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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Handout 4: Sample Action Plan: Goal 1


Sample Action Plan: Goal 1

Goal 1: Establish a library committee

Objective 1: By end of month two, a community library committee with at least five members will be established.

Action Steps (what, by whom, and when):

A. Volunteer (or Volunteer and counterpart) will identify potential committee members within two weeks. 

B. Volunteer (or Volunteer and counterpart) will contact identified potential committee members by or before end of month one.

C. Volunteer (or Volunteer and counterpart) will identify first meeting venue, date, and time and make logistical arrangements by or before end of month one.

D. Volunteer (or Volunteer and counterpart) will invite identified potential committee members to first meeting by or before end of month one.

E. Volunteer (or Volunteer and counterpart) will establish an agenda for the first meeting by or before end of month one.

F. Volunteer (or Volunteer and counterpart) will facilitate first meeting of the library committee by or before end of month two.

Objective 2: By end of month three, the library committee will meet at least twice and will establish a committee organizational structure, and define roles and responsibilities of the membership.

Action Steps (what, by whom, and when):

A. Library committee will meet at least twice by or before the end of month three.

B. Library committee will identify meeting venue and make logistical arrangements to meet on a regular basis, to be determined. 

C. Library committee will decide on committee structure, elect officers, and set terms for officers and members at large by or before the end of month three.

D. Library committee will create initial job descriptions, including roles and responsibilities, for each office by or before the end of month three.
E. Library committee will establish a set of initial written guidelines (constitution or bylaws) by or before the end of month three. 
Objective 3: By end of month three, the library committee will have agreed upon a mission for the library, created a mission statement, and developed a plan to promote and share the mission with the library community.
Action Steps (what, by whom, and when):

A. Library committee will meet at least twice and discuss the proposed mission of the library.
B. Library committee will develop a mutually-agreed upon mission statement.
C. Library committee will discuss ideas and develop a plan to promote and share the mission with the library community.

Use the questions in “Steps for Setting Up a Library: Questions” to assist in completing the remaining Goals, Objectives, and Action Steps in your Action Plan

Goal 2: Develop an Action Plan

Objective 1: 
Action Steps (what, by whom, and when):

Objective 2: 
Action Steps (what, by whom, and when):

Goal 3: Secure a Location

Objective 1: 
Action Steps (what, by whom, and when):

Objective 2: 
Action Steps (what, by whom, and when):

Goal 4: Obtain books and resources 

Objective 1: 
Action Steps (what, by whom, and when):

Objective 2: 
Action Steps (what, by whom, and when):

Goal 5: Organize and classify books

Objective 1: 
Action Steps (what, by whom, and when):

Objective 2: 
Action Steps (what, by whom, and when):

Goal 6: Establish services

Objective 1: 
Action Steps (what, by whom, and when):

Objective 2: 
Action Steps (what, by whom, and when):

Goal 7: Manage the library

Objective 1: 
Action Steps (what, by whom, and when):

Objective 2: 
Action Steps (what, by whom, and when):
	Trainer Material 1: Flip chart—Steps for Setting Up a Library


Create the flip chart below:
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Steps for Setting Up a Library





Form a Library Committee 


Develop a Plan


Secure a Location 


Obtain Books and Resources


Organize and Classify Books
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