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Curriculum for Rural Librarians
1) The librarian will be able to correctly identify the shelf where any given book in the library should be shelved. 

Sub skills:

a) Note that the cover of a book always faces right; turn your head to the right to read the title on the spine.

b) Leave a hand’s space at the end of a row; don’t crowd the books.

c) The Dewey Decimal number should be listed on the lower part of the spine or on the upper right hand corner of the cover of the book. 

d) Only the librarian should be allowed to shelve books left on the tables; don’t let an untrained person mix the numbers up for the whole library.

e) Books should be standing straight up, not bent or crowded, and not lying down except in special circumstances, such as very tall books.

f) Books should be brought forward to the front edge of the shelf, and all of the edges should be in line.

2. The librarian will be able to perform a short inspection of the shelves and correct any misplacement of the books. 

Sub skills:

a) Adjust the arrangement of the books on the shelves so that they are not crowded;
b) Locate a book which is out of numerical order or shelved in the wrong place;

c) Use book ends to support a row of books that wants to fall down;

d) Identify books which have been shelved upside down or backwards.

3. The librarian is able to maintain the inventory of books and keep a clean environment for the facility.

Sub skills:

a) At the end of the day or beginning of the next day, all the books left on the table should be shelved.  Do not allow books to build up in piles waiting to be shelved.

b) Sweep the floor and dust the tables, benches every day.

c) Using a clean 4 or 5 inch paint brush, dust the tops of several stacks of books each day. Over a period of two weeks, every book shelf should have been dusted on the tops of the books.

d) Once a year take several weeks to pull each book out and wipe the front and back covers. Also look for insect damage in the books and the shelves. If you find insect damage, get some chemicals that the farmers use to spray the trees and using a small paint brush, apply some of the chemical to the place where the insects are eating the wood or book.

4. The librarian will be able to assist a patron in locating a book or researching a topic.

Sub skills:

a) Move around the library every once in a while and ask, “Are you finding everything you need?”

b) Show patrons where their topic can be found in the Dewey Decimal system.

c) Read stories to young children;

d) Periodically put out interesting books on display that will attract patrons attention and arose their curiosity to read the book; change the display after one or two weeks.

5. The librarian will maintain good records for the library.

Sub skills:

a)  Every hour on the hour count the number of people in the library. Even if the same person is there as in the previous count, make sure you count them again. At the end of the day, make a total. At the end of the week make another total. Share this information with your Library Board of Trustees and in your quarterly report to Books For Africa Library Project;

b) Make a complete inventory of the books in the library. Beginning with Dewey Decimal Number  in column one, the author in column two and the title in column three. 
i. For example:

	Number or area
	Author
	Title

	140 
	K. R. Owusu
	Philosophy for Beginners

	960
	J. B. Danquah
	The History of the Akan People

	Green
	J. Ofori Mankata
	Ananse and the Elephant

	Adult Fiction
	K. Koranteng
	The Gold Diggers


c.  Keep accurate account of expenses: for light bulbs, notebooks, paper; and for income from the Board of Trustees, from fines or grants from the District Assembly.

6. The librarian will demonstrate how to use the Dictionary, Encyclopedia, Thesaurus, Almanac and Atlas.

Sub skills:

a) Given a list of ten words the librarian will be able to look them up in the dictionary.

b) Given a list of five topics, the librarian will be able to find their location in the encyclopedia.

c) Given a list of five words, the librarian will be able to find synonyms in the Thesaurus;

d) Given a list of five questions, the librarian will be able to find the answers in the almanac;

e) Given five cities and their countries, the librarian will locate them in the atlas.

7. The librarian will demonstrate knowledge of the Dewey Decimal System. 

Sub skills:

a) The librarian will repeat from memory the nine general categories of the Dewey Decimal system.

b) The librarian will explain the difference between fiction and non-fiction books.

c) The librarian will be able to locate fiction books by the author’s last name.

d) The librarian will be able to catalog children’s books by reading level:

i) Orange: Classes one and two: up to two sentences on a page

ii) Green: Classes three and four: from two sentences to a paragraph on a page;

iii) Yellow: classes five and six: up to several paragraphs per page and large pictures;

iv) Red: Middle and Secondary School fiction: several paragraphs per page and fewer pictures compared to “Yellow” level.

8. The Librarian will demonstrate good reading aloud techniques for small children.

Sub skills:

a) The librarian will maintain good eye contact with the children while reading a book.

b) The librarian will periodically show the children the pictures in the book.

c) The librarian will read the book using good inflection so that his/her voice doesn’t sound as a monotone.

d) The librarian will read with interest, and pause to ask stimulating questions about the story to further pique the children’s interest.
9.  The librarian will explain the method of checking patrons to prevent the theft of books or pages from the books.

Sub skills: Vigilance against theft:
i. Each patron coming in and out of the library should be visually inspected; check any books or notebooks brought in, then check then again when they leave.

ii. Do not allow book bags in the library;

iii. Be aware of suspicious behaviors indicating an attempt to tear out a page from a book or hide a book on their person;

iv. Be alert and keep an eye on the door and note who comes in and out. Be consistent in checking each person so that people will see that you check everyone regardless of whether they are a friend.

a) The librarian will explain ways to secure the library at night.
10. The librarian will discuss the methods for organizing and conducting a reading contest and reading club.

a. Reading contest



i. send out letters to area schools



ii. Quiz each student after they have read their book. Open the book to any page and look for a person’s name or an action, and ask the student to tell you about it without looking at the book. Do this five times at random in the book.

ii. At the end of a month, count up the books each student has read, and make a list of who is in first place, second and so on.

iii. Contact your Board of Trustees and with their help organize an award ceremony for your contestants.

b. Reading Club or discussion group. 

i. Choose a good book and have at least ten copies for each of the reading club members (to be kept at the library).

ii. Meet regularly each week at the same time. Give an assignment at the end of the discussion for the club members to read before the next meeting.

iii. You read the chapter ahead of time and organize at least ten questions for the reading club meeting.

iv. Periodically give the reading club members some recognition, such as at the award ceremony for the reading contest.
