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Abstract
The paper discussed elaborately the organization and provision of a school library by defining a library in the present day activities carry out in schools. It went further to highlight the personnel that are needed to organize the library resources, as well as the space to be provided for the administration of the library. The space covered the size of the building, location of library within the school premises, and its architectural design to meet the present day learning environment. The resources to be organized include books, shelves, carrels that will be housed in decent spacious building, and how these resources can be organized were also discussed. A detailed explanation was given on the use of Universal Dewey Decimal Classification Scheme in cataloguing school library resources. Using this scheme in classifying and arranging library resources will enable easy access to the books and other information needs of pupils. Items arranged should be labeled and protected with shelf guides. The paper concluded that teacher-librarians should be involved in training through workshops, seminars. Also, that librarian should endeavour to come up with proposal toward helping teacher-librarians in order to promote readership in schools.

Introduction
It is widely acknowledged that organizing resources for school library users can make a valuable contribution to efficient and effective use of the school library. However, in Nigeria, school library is a neglected aspect of school plan, as noted in a research carried out by Ashoko and Fabunmi (2007). Children interviewed concerning state public libraries did not have library in their various schools. IFLA/UNESCO (2002) opined that the size of school library’s staff and collections is the best predictor of academic achievement; it further revealed that the students who performed better in academics tend to come from schools with more school library staff and books, periodicals and video materials regardless of other factors. 

Library according to Blaird (2002) is a room or building where books, pamphlets, magazines, newspapers, cassettes and videos are kept together. These items are known as the library’s stock, made of different kinds of information materials. With the demands for information literacy and technological competence today, as well as the changes in teaching and learning, theory and practice, a new role for the school library has emerged. 

School library is now home to dynamic instructional programs that are integrated into the school's curriculum and rooted in collaboration among teacher-librarians and classroom teachers. Library has gone beyond the definition of being a room for books and pamphlets alone, but where digital/electronic library and use of Information Communication Technology (ICT) are very important. 

 
Therefore, school library located within primary or secondary school serves students in the school where it is located and any other person outside the school with special permission to use it. School library can be divided into three which are: 

1. Primary School Library: library located within primary school and stocked with materials for the use of primary school pupils and their teachers.

2. Secondary School Library: located within secondary school and stocked with materials for the use of secondary school students and their teachers.

3. Form Room Library: This is a library set up at the corner of the classroom. It is usually done when there is limited resources and manpower to manage or organize a school library that can serve the whole school. Shelf or locked up cupboard will be placed in the corner of the room stocked with books.

A library is needed in the schools in order to support the school’s work on literacy and education. Library will also help to inculcate reading habits in children. It will further help the teachers to improve their form of teaching by making use of the instructional materials which are organized in the library.   

Organization of resources in general cannot be overemphasized because of the important role it plays in giving easy access to materials that are arranged in place and reducing the stress and time of searching or looking for a particular item. Organizing can therefore be defined as arranging or putting things in a defined order for easy access and time saving. 

Organizing resources for school library users will be looked into by answering the following fundamental questions:

1. Who is to organize the resources?

2. Where will the resources be organized?

3. What are the resources to be organized?

4. How can the resources be organized?

Who is responsible for organizing school library resources?
The resources to be organized are school library resources; therefore, it is important to get a trained librarian to organize library resources. The role of the teacher-librarian, according to Doiron (1999), has evolved from "keeper of the books" to "information resource specialist". A teacher-librarian, besides being responsible for the daily operations of the school library resource centre, is also an instructional partner with classroom teachers. Teacher-librarians play a vital role in educating students to become information managers and lifelong learners. A further collaboration between the teacher-librarian and the school administrator provides leadership in the school to implement a plan for the development of a school library program.

The first task of the teacher-librarian is to organize a library committee, where ideas on how library skills and decisions are taken, in order to encourage students and teachers to use the library resources. This is especially important at a secondary school. The committee to be set up is to include the teacher-librarian as secretary, the head teacher or English teacher as chairperson, and one other teacher. It should also have at least two males and females on the committee, who will act as school library prefects, whose duty is to make new displays, create enthusiasm for competitions and help find ‘lost books’.

 
The librarian as an important committee member will help advise the committee and suggest ways to improve the library, the teacher-librarian wherever possible arranges a visit to an established library. This could be the national library, an academic library or a specialist library. Ideally, teacher-librarian should arrange to work alongside library staff for a few days to get familiar with library routines and procedures. This direct experience of a working library will allow the teacher librarian to visualize the guidelines and alternatives, and help guide the decisions of the library committee. The committee must interpret what users want from their library. The committee will help select books and make management decisions about library opening times, borrowing methods and classification. It will also decide how to spend the budget and perhaps set a caution fee or fine system for books that are returned late and/or are damaged. 

The Nigeria Library Association (NLA), Osun State Chapter carried out a workshop in 2008. It was discovered in the workshop that 95% of the participants were not trained librarians. No librarianship training of any kind has been attended before by the 95%.

Where will the resources be organized?
If the teacher-librarian is identified, the next step is to present the building that houses the resources. Therefore the location and the space provided for the school library have to meet the requirements of a standard school library. The requirements of a standard school library, according IFLA/UNESCO (2002), should have the following qualities:

· It must be centrally located within the school premises.

· It must be easy to access, preferably on the ground floor.

· The reading section of the library must be free from external noise.

· The library building must be illuminated either with natural or artificial light.

· The building should have natural cross ventilation or artificial (heater or air-conditioner).

· The library should be designed to meet the special needs of disabled users. 

· Adequate building should be provided in the library to give space for collection of books, fictions, non-fictions, hardback, paperback, newspapers, magazines, non-print resources and storage, study spaces, reading areas, computer workstations, display areas, staff work areas and a library desk.

For future expansion, the following points should be put into consideration, when planning for the location and space of a school library:

1. study and research space for information desk, catalogues, on-line stations, study and research tables, reference materials and basic collections, informal reading space for group discussion;

2. a seminar room with appropriate instructional technology display space;

3. production and group project area space for media production;

4. administrative area space for circulation desk, office area, space for processing of library media materials and audiovisual equipment storage and storage space for supplies and materials. 

The design within and outside the library goes a long way to either attract or repel the users. The furniture and equipment within the library go together with the space and location of the library, because the quantity of furniture items like shelves, chairs, tables, etc. will determine the arrangement of the library resources. 

Therefore, in order to attract users, the following points should be noted in getting furniture and equipments for the library safety, good lighting accommodation of furniture that is sturdy, durable and functional, as well as meeting the specific space, activity and user requirements of the library:

· Accommodation of the special requirements of the school population in the least restrictive manner;

· Accommodation of changes in library programs, the school’s instructional program as well as emerging audio, video and data technology;

· Furniture and equipments should be designed to enable proper use, care and security of furnishing, equipment, supplies and materials;

· They should be arranged and managed to provide equitable and timely access to an organized and diverse collection of resources; and  

· They should also be arranged and managed so that it is aesthetically appealing to the user and conducive to leisure and learning, with clear attractive guiding and signposting.

What are the resources to be organized?
In setting up school library, the UNESCO standard is the following:

Essential Library Furniture

• Bookshelves

• Desks and chair for teacher-librarian.

The basic furnishing equipment for a library is bookshelves. Books last longer and are easier to find if they are displayed on shelves. Shelves can be made from many materials: wood, bamboo, bricks and even metal. Before shelves can be made or bought one thing to consider is the height of the students. Shelves at primary schools should not be higher than 120 cm (4 feet). At secondary schools the top of the bookcase should not be higher than 180 cm (6 feet). A 180 cm bookcase with five shelves would hold about 150 books. If the school has no bookshelves and no much money, instead use– tea chests, for example, or wooden packing cases/boxes.

Optional Library Furniture

The following items are useful if the school has sufficient funds:

· Filing cabinet or lockable drawer for teacher-librarian’s use;

· Desks and chairs where students can study, i.e. the carrel. These can be made of local materials. Students may     prefer to use mats or cushions, especially younger children at primary schools;

· browser boxes (these are useful boxes in which the teacher-librarian can place books for younger children so    they can choose their own reading book from a selection of books at a suitable skill level for their age and    ability;

· Magazine display racks;

· Display boards fixed to the walls.

Essential Office Equipment

· Two record or issue boxes long and narrow to fit record or index cards of a standard 125 x 76 mm (5x3 inch)    size, a shoebox could be used; 

· Lockable cash box for keeping any petty cash, stamps or library fine money safely;

· Cleaning utensils: broom, dusters, etc.;

· Kerosene light (if no electricity) and kerosene. It is advisable to store these in a safe place, away from paper    and books, to reduce the risk of fire;

· Rubber stamp of school’s name and ink pad;

· Ruler;

· Scissors (or knife). These should be kept in a lockable drawer as they can be dangerous;

· Stapler and pins;

· Date stamp;

· Pencil sharpener (you can use a knife but remember to keep this out of reach of younger pupils);

· Hole punch;

· Typewriter;

· Computer;

· Wastepaper basket.

Library stationery

Below is a list of stationery which will be needed to help run the library:

· Ballpoint pens, carbon paper (this is used to copy letters);

· Coloured marker pens (indelible ink, waterproof pens are best. Felt pens are acceptable);

· Drawing pins;

· Envelopes;

· •Glue (rubber-based glues, like Copy dex, are good, so are glue sticks - both can be bought). There are many    types of glue for sale in shops but some are not suitable for use by young children. Spray glue and extra-   strong ‘super’ glues should be avoided;

· Ink pad refills;

· Masking tape or colored sticky ‘electrical’ tape for book repairs and/or classification;

· Ledger for accession registers;

· Several exercise books, including one for accounts, one for book or magazine orders, one for borrowing    records and one for queries and/or suggestions;

· Paper clips;

· Pencils;

· Staples;

· Sticky tape, dots or labels (plain ones can be coloured with pens if you choose a colour coded classification    system);

Primary school pupils and their teachers might find it helpful to use colours: - for example red, yellow and blue – to divide books into skill levels. This can help young children to select books from the library stock;

· Cut and ruled record cards (sometimes called index cards or guide cards). These are sold in packets in a      variety of standard sizes. The recommended size is 125 x 76 mm (5x3 inches) but as long as they fit the    record or issue box it does not matter what size they are. If the cards are hard to obtain make effort to    improvise some that will serve this purpose.  

· Ream of paper;

· Stencils (for making neat posters and shelf guides);

· Typewriter ribbon.

Adhesive tape can be useful, but it tends to dry, shrink and fall off. For small book repairs, you could use glue or clear sticky tape like Scotch 3M Magic Tape.

Electronic and Audio Visual Equipment

The school library serves an important function as a gateway to our information-based present day society. For this reason, it must provide access to all necessary electronic, computer and audio-visual equipment. This equipment will include the following:

-- Computer work stations with Internet access;

-- Public access catalogues adjusted to the different ages and levels of students; 

-- Tape recorders;

-- CD-ROM players;

-- Scanning equipment;

-- Video players; and

-- Projector for film shows.

The provision of this audio-visual equipment will enhance effective performance. They are to be adjusted to the visually or otherwise physically handicapped students. Computer furniture should be designed for children and should be easy to adjust in order to fit their different sizes.

Material Resources

A high standard library accommodation and a wide range of high quality resources are essential. For this reason, a collection management policy is vital. This policy defines the purpose, scope and contents of the collections, as well as access to external resources. It is very important to identify the resources to be organized or that is expected to be organized. In other words, get to know the range and type of stock and to divide the stock into three basic sections-reference, information and fiction.

 
A school library needs a variety of books that will be useful for students and teachers. This should include:

• 
Some textbooks for form work. Aim for multiple copies so that students share with as few other students as    possible.

• 
Reference books that provide quick answers, for example an encyclopedia, a dictionary, a thesaurus and an    atlas, world book of records.

•
 Information (non-fiction) books that students can borrow.

•
 Fiction books that students can borrow.

Look at every item of resource and decide if it is suitable for the library. Books that are not suitable should be removed.

Detailed Description of Materials:

Reference Material

Reference books are used to find quick answers, check facts, answer students’ questions and discover new information. Materials of this type are often large, expensive and in constant demand; most libraries do not lend them. Instead, librarians put them on clearly labelled reference bookshelves next to the information books. This includes encyclopedias, dictionaries, atlases and world book of records.

Information Material

This is sometimes known as non-fiction and it talks about people, places and things. Most of the stocks in the library, including textbooks, belong to this group. To help library users find the book they want, it is recommended that the teacher-librarian organizes all the information stock into different subject areas. For example, all the books on trees and forests should be on the same bookshelves close to each other.

Fiction

These books also known as storybooks or novels could also be fiction books used by English teachers in secondary schools such as Animal Farm by George Orwell, Things Fall Apart by Chinua Achebe and so on. Fiction books are not just for studying, but they can also be read for fun: Tales of two cities by Charles Dickson is a good example of a novel that students enjoy reading.

Once the stock is divided into reference, information and fiction sections, it will be clear that the stock comes in many different shapes and forms-including books, pamphlets, booklets, magazines, newspapers, flipcharts, posters, photo albums of school forms, maps, videos, audio cassettes, etc. The most important type of stock, however, will be the books.

Technical Aspect of Books

Books are made of paper and so they can easily be damaged. It is important to show students how to treat books, as well as to encourage them to make good use of library books. One way to do both is to make sure that students and library monitors know all about what a book is and are able to name the different parts of a book.

In most libraries, there are more books than any other type of stock. But newspapers, maps, flipcharts, pamphlets, posters, audio-visual equipment, books in the home languages of the students, books written by local writers, postcards of well known national and international scenes, photocopies of interesting articles and journals are all useful for a school library.

When choosing stock for school library, different types of stock should be considered. But only add to the library items which will be useful for students and teachers. A good idea for building up a section about local life is to encourage students to make their own books. Add the best ones to the library’s stock.

Teacher-librarian should encourage students to make suggestions about books they would like in the school library. Even, if the librarian knows what students should be reading, it is more interesting for the students to read a book they have chosen themselves than to be given a book and told to read it.

How can the resources be organized?
Library resources such as books can either be purchased or received as gifts. These resources are received by the teacher-librarian from either the management or the head teacher into the library, after which the teacher-librarian is expected to weed through and familiarize with existing stock. On the other hand, if it involves setting up a new library, new books should be supplied.

 
Next is the opening of an accession register, where all the books receive are given identity number. An accession register is a record of items of stock in the library in the order in which the library receives them. Every item of stock should be given a unique number when it arrives at the school library. This number must be written down both in the accession register and on the item of stock. It is essential that to give all books an accession number and enter them into the accession register. This is very important because the accession register shows the teacher-librarian what stock is owned by the library, i.e. the volume of collections. This is particularly important if the school has several books with the same title, for example, textbooks for form lessons. Because every book is given a unique accession number, it will always be possible to identify a particular book. This means a borrower cannot say he/she has returned the book just because another book has the same title on the shelf. The accession register therefore makes stock-taking easier. Because of the role of accession register, detailed instructions below explain how to make and maintain an accession register.

1. 
Custom made accession register or an improvised large hardback book or ledger, tick exercise book.

2.
 Write ‘Accession Register’ on the front cover.

3. 
Then rule up four columns in your accession register.

4. 
Enter all information on the book, enabling to number 1 on the register. Things to enter on it include book’s      title, author and publisher in the columns beside the accession number. Keep the details brief as other      information, such as the publication date, ISBN and number of pages, can be entered on the title catalogue      cards and shelf list cards.

5.
Write the book’s accession number inside the book. A good place to write this number is on the top right-     hand side of the first page. It is best to write all accession numbers in the same place in every book. For      some items such as audio-visual stock, you may need to use a marker pen to write the accession number on      the tape or reel.

6. 
Take another library book. This will have accession number 2. Follow steps 4 and 5 as above.

7. 
If you remove any stock from your library, remember to cross out the entry in the accession register.

When all books have their own accession number, the next thing is to stamp school’s nameplate on the authority (verso) page, and a due day or return date label is affixed to the first or back page of the book. Also, a random stamping on the pages is essential to indicate that such a book belongs to the school library. When nameplates are made, it is useful to include the school’s address. School library books are stamp in two places one on the inside back cover of the book and another on a page in the middle of the book. Lost library book can easily be returned to the library through the identity of stamps on the book.

Those books on loan category need a return date label, where due date is indicated. This tells the borrower when the book is due for it to be returned. Reference books such as dictionaries, encyclopedias and atlases are not usually lent by the library and therefore do not need a return date label. They do, however, need a school nameplate and address indicating the authority glued on to one of the first pages.

School library policy must state method of lending books at the library. If the plan is to lend books using exercise book method or the borrower cards method, all stock will need a place where the date it should be returned can be stamped. It is recommended that this is done by making a combined school nameplate and return date label as described below, but it will not be needed to make your nameplate with a card pocket. If the plan is to lend books using the book ticket system, make a joint school nameplate and return date label with a pocket as described below.

Nameplates and return date labels with a pocket can be made by taking a half sheet of A4 paper and folding up approximately one third, glue down the pocket edges and then glue the top edge of the return date label into the book. At the top of the return date label write or stamp the school’s name and address. If there is access to a stencil, this might save time.

The books should now be divided into reference, information and fiction books, and every book should have been entered into the accession register. The next step is to classify the information books.

Classification is a method of organizing book titles, so that books on the same subject are kept near each other on the bookshelf. To organize information books (also called non-fiction books), the best method is to divide the school’s stock into different subject areas and then give each book a classification label using a code. Code by letter, number or colour can also be used. Classification is essential because, it keeps information of books on the same subject together. This means students and teachers can find the information they want as quickly as possible. Once they understand the library classification system, they will know where to find the books.

Fiction books are not classified into subject sections; they are filed alphabetically. General information books, such as encyclopedias, should be put into the reference section. Reference books should not be lent by the library. Large books that do not fit on to the book shelves are classified into the relevant subject area, but they are shelved in special bookcases provided for oversize books.

Types of Classifications

Three alternative classification systems are explained in this chapter. They are suitable for different library situations. Whatever system chosen, it will have to conform to the main subject of each book. Sometimes this can be difficult and people may not agree on the main subject. A subject is an area of knowledge. Major library subjects might include agriculture, health, religion and sport. Imagine a row of boxes with subject titles (e.g. Health, Agriculture) printed on the outside of each box. Inside the boxes will be stories and information about different aspects of agricultural subject. Also, in the Health box, there will be material on first-aid, inoculations, barefoot, doctors, hospitals, etc.

There is a choice to make now in deciding which of the following classification systems best meets the needs of the students and teachers running and using the library. It is important to remember that whatever classification system chosen will then need to follow the same book labeling procedure 

Timetable Classification

This is the method recommended for primary school libraries.

The first step is to list all the subjects on the timetable at the school. The list will probably look similar to this: mathematics, English, science, agriculture, woodwork, home economics, business, sport, religious education, history, geography, music, technology, general knowledge.

Now think about the books entered into the accession register. Are they books that fit into these subject areas? If the answer is ‘yes’, these subjects could be used as the basis of classification in the library. If not, the subject can be adjusted as required. The books can then be divided into subjects and give them the simple classification codes. For instance, an arithmetic book would be classified under the timetable subject mathematics and given the classification code MATHS on its spine label.

Because some books and pamphlets have very narrow spines which may not be able to contain the subject name, that even neat writing may be hard to fit on to the label, its requires a classification which will be suitable. This is why the shorthand codes for each subject, like GHX for geography, are used for the spine labels, instead of the full subject name.

Timetable Subject for Quick Label Code

Reference REF

Religions REL

English grammar ENG

Science SCI

Technology and woodwork TEC

Environment ENVIRO

Business BUS

Agriculture AGRIC

Art ART

Sport SPORT

Music MUS

Home economics HOME

History HIST

Geography GEO

Mathematics MATHS.

Dewey Decimal Classification (DDC)

The Dewey Decimal Classification is used throughout the world and is popular with many libraries. It is most useful for secondary school libraries with not more than 500 volumes of information books. At its simplest, the Dewey system classifies books into ten broad subject areas, which are coded by numbers. Each book has a spine label with a number shown on it, and that number tells the reader what subject area the book belongs. Particular subject areas are given a range of code numbers recognized throughout the world. The ten ranges start with the numbers 000, 100, 200, 300, 400, 500, 600, 700, 800, and 900. So, if a science book is to be classified, the teacher-librarian is implored to look at the Dewey Decimal Classification schedule and see that science books take the code classification number in the range of numbers from 500 to 599. The science section will include books on a wide-range of sciences, e.g. chemistry, physics, biology and mathematics. This can also be sub-divided further for chemistry from 540 to 549; in this case, pure chemistry will take a range of 540 to 549.10 

Dewey Decimal Classification Standard Subject Code Number

Reference 000

Philosophy 100

Religions 200

Social sciences 300

Languages 400

Science 500

Technology 600

Arts and recreation 700

Literature 800

History and geography 900

Each of the ten Dewey subject areas can be sub-divided into more specific areas. For example, in the science section (Dewey number 500), there are ten main subdivisions; 500, 510, 520, 530, 540, 550, 560, 570, 580 and 590.

Dewey Decimal Classification - Science Section

500 - Science Dewey number

General science 500

Mathematics 510

Astronomy 520

Physics 530

Chemistry 540

Geology 550

Fossils 560

Biology 570

Botany 580

Animals 590

The nearest related subject area will be considered while looking for information about trees, information on botany will contain (580). Using the DDC schedule, the information about trees is classified at 582. If books are to be added in the library, perhaps aiming at a stock of more than 500 information books, the Dewey Decimal system can be very useful. This is because it works on a standard decimal system so that it can accommodate knowledge discovered or whatever is invented, and place can be made for new subjects in the classification.

A closer look at the table on science class; e.g. 500, within the ten broad subject divisions more subject areas can be made. In the Dewey system, the decimal point is used, so information can be even further sub-divided. This is done by adding figures before or after a decimal point in the closest related classification section. For example, information on geology at 551; information books about the weather are classified as a sub-division of geology and meteorology; but because the weather is a large subject, the decimal point is used. This means that all information books on the climate, clouds, snow and wind, etc. will be classified under the Dewey system at 551.1 –climate; 551.2 –clouds; 551.3 –snow and so on.

Here is another example: if library obtained a set of books on local poetry, the books would be classified under literature. The existing subjects under literature is (800)-may be a poems (821) and drama/plays (822). Using the Dewey system, the new local poetry books could be given the classification number 821.8 for local poetry collections. They would then be placed on the shelves next to the general poetry books, but before the drama books. It is not essential to use the Dewey method in school library, but if it must be used, the science shelves DDC number 500 may look like this:

Dewey decimal classification-science shelves

Standard subject Dewey number:

Science 500

Mathematics 510

Algebra 512

Geometry 516

Physics 530

Mechanics 531

Heat 536

Chemistry 540

Geology 550

Climate and weather 551.6

Rocks 552

Biology 570

Seasons 574.2

Ecology 574.5

Fish 597

Birds 598

Mammals 599.

The problems with Dewey decimal classification are numerous, because the library books should fit into the ten general subject areas, but even at secondary schools one will probably find that certain sections, e.g. philosophy class 100, have no stock. For this reason, not all librarians think Dewey is the best classification system for schools. If there are few books, the shelves look rather odd with unclear subject links between neighbouring books. Some teacher-librarians also say that students find Dewey hard to understand. Students’ needs must be considered and how easy it will be for them to find the information they want. In general, Dewey is a useful classification system, but it might be found appropriate to adapt with slight modifications. One adaptation is to use a simple classification code number to show students what subject a book covers. Instead of writing 200 for religion and making sub-divisions within this, e.g. 210, 220, etc. for different sub-divisions within religion, it is acceptable to code all books on the subject of religion with a 2, losing the naught and further sub-division numbers.

The simplified code would look like this: Simplified Dewey Decimal Classification or Universal Decimal Classification (UDC).
Standard subject Simple code

Reference 0 (instead of 000)

Philosophy 1 (instead of 100)

Religions 2 (instead of 200)

Social sciences 3 (instead of 300)

Languages 4 (instead of 400)

Science 5 (instead of 500)

Technology 6 (instead of 600)

Arts and recreation 7 (instead of 700)

Literature 8 (instead of 800)

History and geography 9 (instead of 900)

This is a useful adaptation as it keeps library collections classified in broad Dewey divisions, i.e. classifying books on major groups or classes, but is easy for students to understand quickly.

Classification by Junior Colour Code

Another very good adaptation of the Dewey system is known as the Junior Colour Code. It is recommended that you use this classification system in a secondary school library with fewer than 500 information books collections.

The advantage of Junior Colour Code classification is that books are divided into the same subject areas as the Dewey system. However, each subject area is given a Dewey code number and a special colour. Many students find it easier to look for coloured labels on books than to look for a classification number. If, in the future, the teacher-librarian receives a large collection of information books, changing the library classification system to Dewey will be simple. What the teacher-librarian will need to do is to stop adding coloured labels to the spines of the books.

With the Junior Colour Code system, the user can recognize the information book they want by the colour on the spine label of the book as well as by the number. For example, an information book about growing maize would be given a red coloured spine label and the Dewey classification number 600, and would be put on the bookshelves with the other agriculture books.

In larger libraries it can be helpful if books are given a precise Dewey classification number. The teacher-librarian can find out the right classification number by deciding what the subject of the book is and then looking at the Junior Colour Code schedule in appendix 1 of this book. For example, a book on growing maize would now be given the classification number 633 and a red coloured spine label. Younger students may ignore the number, but it will help both older students and the teacher-librarian to use the library.

Under Dewey classification, history, geography and biography books are shelved together in the 900 (or 9) section. With the Junior Colour Code system history, geography and biography books are also kept together on the bookshelves, but they have blue labels on their spine to make it easier for students to find the books they are looking for. The table below shows the standard colors used in the Junior Colour Code system.

Junior Colour Code

Subject Spine label colour: Dewey number;

Reference No colour 000

Philosophy, religion, festivals Black 100 and 200

Transport and economics Orange 300

Grammar, local languages Brown 400

Science: physics, chemistry, mathematics, weather, rocks Yellow 500-569

Biology: nature, animals Green 570-599

Technology: agriculture, business, industry Red 600

Art and sport, music Purple 700

Literature: plays, poetry, myths, legends Pink 800

History, geography, biography Blue 900

Copy this classification table on to a large poster so that students and staff can check where to look for books. If this classification method is used there is need to sort books out, put a classification colour code on each spine label and then place the books on shelves with clear shelf guides.

Spine Labels

Spine label as earlier discussed are assign to book’s spine in order to group books on the together. Once it is known which subject or information book contained, it should be shelved on the bookshelf. It is best to use a marker pen to write on the spine or stick coloured tape or masking tape on the spine and write the classification number on to the tape if appropriate. Some librarians write the number on a thin strip of paper and then glue this to the back cover or spine and front cover-however, this may not stay glued on if the book is borrowed regularly.

The displaying of these books with spine labelled indicates that the books are ready for consultations. The indications now enable the production of a title catalogue; also the fictions are organized in alphabetical order.

Library Catalogue

A library catalogue tells what books are in the library and where to find them. Most library catalogues are arranged in alphabetical order. However small school library may be, there should be room for future expansion that will necessitate need for an elaborate cataloguing. In that case, any book a student wish to consult can be found. Catalogues can be very helpful for teacher-librarians when they need to find information for the two questions most asked by library users:

· Where can I find the book called...? (E.g. Animal Farm by George Orwell)

· Is there any information in the library on...? (E.g. cyclones)

Types of Catalogue

There are two types of catalogues; author/title and subject, which is common in bigger libraries. There is also a shelf list showing the order of books on the shelves. 

Author Catalogues

Some librarians recommend making an author catalogue. This is similar to a title catalogue, except that it is an alphabetical record of all the authors represented in the library. The problem is that some publications (especially pamphlets) do not have one obvious author. Because it is expected that everything in library has a title; for school libraries, it is recommended that library make a title catalogue rather than author catalogue. On the other hand, a user may remember the author of a book without remembering the title, therefore having author title catalogue will help to solve such a problem. This however is not out rightly condemned.

Subject Catalogues

Subject catalogues answer the question- ‘Is there any information in the library on cyclones?’ However, subject catalogues can be complicated as they may need many cross-references to other subjects and titles. The simplest method, recommended for both primary and secondary school libraries, is to make a clear poster showing the classification system and to pin it up in the library. Students can refer to the poster to find the books they need.

The best way to make a simple subject index is to draw a poster using the Junior Color Code classification scheme for the library. a poster of the Tree of Knowledge could be used as poster for the following subjects:

Subject Spine label colour Code number

Reference No colour 000

Philosophy, religion, festivals; Black 100 and 200

Transport and economics, business; Orange 300

Grammar, local languages; Brown 400

Science: physics, chemistry, mathematics, weather, rocks; Yellow 500-569

Biology: nature, animals; Green 570-599

Technology: agriculture, geography, industry; Red 600

Art and sport, music; Purple 700

Literature: plays, poetry, myths, legends; Pink 800

History, biography; Blue 900.

Shelf Lists

A shelf list is a small file of cards arranged in the same order as the books on the shelves. The shelf list is a useful record for stocktaking, which is an essential task.

Every information and fiction book needs a shelf list card. Use standard sized index cards.

1 Take a book. On the top left-hand side of the index card put the book’s subject code or classification number.

· If it is an information book, put the subject or the colour reference (e.g. red).  There is no need to put all three classification codes, but it is important to be consistent and to use whatever method you have decided on every time.

· If it is a fiction book, there will be no classification code. Instead write ‘F.K’. The F stands for fiction and is obviously quicker to write on each of the shelf list cards than the full word ‘fiction’. After the full stop write the first letter of the author’s surname (e.g. K for Kolade).

2.
 Underneath the classification code or F letter, write the title of the book.

3.
 Underneath the title, write the name of the author, if known.

4. 
At the bottom right-hand corner, write the book’s accession number.

5. 
Arrange shelf list cards for information books by their subject classification number. Arrange shelf list cards     for fiction books in alphabetical order by the author’s last name.

6. 
When you have a card for all the books, take each card and make two holes in the left side-you could do this     with a perforating machine. Put some string through this hole and tie all the cards for each subject into a     booklet. Make a separate booklet for the fiction titles.

7.
 If the schedule used is the simple Dewey Decimal Classification or Junior Colour Code classification, the      shelf     list for information books will now be divided into ten booklets. These can be used when in stock      taking.

8.
 If the library receives more books, untie the string and add shelf list cards for the new stock.

Title Catalogues

A title catalogue helps to answer question like ‘Is there a book in the library called . . .?’ This type of catalogue is useful because it is an alphabetical record of the titles of all the stock in the library. It is also essential for anyone who runs the library if indisposed or if no longer in the school.

It is recommended that a title catalogue record is made for every piece of stock in the library, from pamphlets to video CDs. Without a title record, a successor, other staff and students may forget what titles are available in the library. There are two ways of making a title catalogue: writing titles in an exercise book, or using a card index system. Both methods have been tried and tested by teacher-librarians, but the card index system is better for future as the library grows.

Types of Title Cataloguing Using an Exercise Book

This can be done in two ways; the first step is to divide a page of an exercise book into four columns, one for the accession number, second for the author (if known), third for the title and fourth for the subject classification, so that students may know where to look for the book on the bookshelves.

The second step is to enter all titles starting with “A(s)” together on the same pages, all titles starting with “B(s)” together on the same pages and so on until “Z”. It does not matter if mix information and fiction books are on the same page.

Adding new stock to the page is a great constraint, as the page becomes filled with entering. However, it is a useful method particularly when catalogue cards are difficult to obtain, moreover if the library stock is small.

Types of Title Cataloguing Using Index Cards

This also involves three methods; first, each item of stock must have a separate card. Index cards are cut to sizes; the aim is to ensure that there is uniformity and standard, which can be purchased from stationery stores or shops. The size of standard index card is 125 x 75 mm (5x3 inches).

Secondly, on each index card, write the title of the book at the top. Underneath it, write the name of the author (if known). Beneath that, write the accession number. Then on the line underneath, write the subject classification number if it is an information book, or F (for fiction) followed by a full stop and the first letter of the author’s last name. Users will then know where to find the book they want on the library shelves.

Lastly, keep the index cards filed in an issue box (this could be a shoe box) arranged in alphabetical order by title of the book. Instructions or an orientation should be given to students on how to use the title catalogue, while also stressing the need for index cards never to be removed from the issue box, nor should the order of arrangement be muddled up.

Problems of Card Making

There are some problems creating a catalogue card, which the advent of computer has brought a drastic reduction in creating and making cards. Today, complete card can be viewed through online cataloguing, some of these are explained below:

• 
Takes a long time: Making catalogues is quite easy to do, but it takes a long time. Try and encourage     students to help make these catalogues.

• 
Hard to read; Cards written or typed in a rough form slow down the process of creating card as effort     required for one card could be spent for more replacement.

• 
Two or more copies of the same book: Any book that has more than one copy will require more cards.     However, it is advised to write a title card and shelf list card for these books, indicate the accession numbers     for each of the book in the bottom right-hand corner of the card. This will be able to indicate that there is     more than one copy because the accession number will be different.

• 
Authors who have written more than one book; File these by their classification number, then     alphabetically by the title of the book.

Alphabetical Filing

Alphabetical filing is used for many library tasks. Most libraries arrange fiction books alphabetically on the shelves using the author’s last name (sometimes called surname). Alphabetical filing can also be used to organize index cards and borrowers’ cards in a logical and easy-to-find order.

Filing books alphabetically keeps them in order. It means that anyone who knows the alphabet can find any fiction book they want in any library. Alphabetical filing is a system you can teach students easily.

To file alphabetically, put items in A to Z order, starting at A and finishing with Z. It is essential that students, from the first-formers through to the library monitors, know their A to Z and are very confident about alphabetical filing. This will help students understand how stock is organized in the library and may encourage some to help the teacher-librarian return books to the right bookshelves.

Putting fiction Books in Alphabetical Order

To arrange fiction books alphabetically on the shelves, arrange all the books written by authors with last names starting with A on the same shelf. Then do the same with all the books written by authors with the last names starting with B, then all the Cs, and so on. Keep on dividing like this until you reach Z.

Use shelf guides with large letters on, to show clearly where the A section is.

To help keep the fiction books in alphabetical order on the bookshelves, it is useful to give them a spine label. The spine label can be glued or taped. It should have an F for fiction and the first letter of the author’s last name. For example, a novel by R.K. Narayan should have its spine label clearly marked with F.N. This will enable an easy identification any book wrongly filed in the fiction F section.

Some librarians like to put fiction books in alphabetical order using the first two letters of the author’s last name. This means that if there are several authors in the S section, they are then arranged in alphabetical order from the second letter: SAdd should go before SMith, because A comes before M, but at most primary or secondary schools there is no need. Simply see which letter of the alphabet the author’s last name starts with and then file the book in that section on the bookshelves, for example, “A Man of the People”, written by Chinua Achebe, will be filed with books by authors whose surnames start with A.

Filing Title Catalogues Alphabetically 

In all libraries, the index cards in title catalogues should be alphabetically filed by the title of the book. Also, if an author catalogue in the library is chosen, the index cards should be alphabetically filed by the author’s last name.

Borrower Cards

Depending on which borrower system chosen for the library, students’ borrower cards may also be filed alphabetically.

Information Books

Information books (non-fiction and textbooks) are not usually filed alphabetically on the shelves. Instead, they are filed by subject classification.

Problems with alphabetical filing can be avoided through the following ways:

• 
Make sure students know the difference between an author and a title. Fiction books such as “Matigari” (title) by Ngugi Wa Thiong’o (author) can confuse students.

• 
Assume small letters have the same importance as big letters, e.g. d’Argy would be filed in the D section, not    the A section.

• 
For authors who seem to have several names, like James Hadley Chase or Ruth Prawer Jhabvala, file books    under their last name. In these examples, it would be C for Chase and J for Jhabvala. If the author’s last    name is hyphenated, like Wu Ch’eng-en, the book would be filed under the first letter of the whole last    name, in this case C.

• 
If the library has two copies of the same book, file them together. If the library has several different books    written by the same author, then file them alphabetically by the book title as well. For example: the title of    Maya Angelou’s Ail  Lod’s Children Need Traveling Shoes starts with an A, and so, it should be put on the    bookshelf in front of I Know Why The Caged Bird Sings, also by Maya Angelou, which starts with an I.

•
 Some books have titles which start with a number, for example “100 Gifts to Make”. It is recommended that    this title is entered starting with a word, not a number- so it would be filed under O for One Hundred.

•
 Ignore articles, that is, ‘A’, ‘An’ and The’ at the beginning of a title and file the book by the first letter of the    next word.

Putting Books on Shelves

The essential tasks for setting up a school library are nearly complete: putting books on shelves is one of the final steps. Before filling the shelves, make sure that every book has:

· an individual accession number and entry in the accession register;

· a school nameplate and return date label glued at the front of the book. The school’s name should also be   stamped in one or two more places inside the book;

· a spine label;

· a shelf list card;

· a title card.

If any of these procedures is missed out, it is recommended that they are completed before the books are put on library shelves.

If the school does not have funds to make or buy new bookcases, it is recommended that some type of display container is used. Wooden packing cases, for example, are very suitable and should not be too difficult to obtain. The following points should be noted when making use of shelves; bookshelves should be at a suitable height for the pupils. It is a common fault to make them too high. Wall shelves can be taller than free-standing shelves, which should be kept low to give a feeling of space. The air must be free to circulate around books. This will cut down on mould and problems with insects.

If there is no separate room for the library, there will be need to lock up books in a cupboard or box when the room is unsupervised. Some teacher-librarians recommend using lockable, glass-fronted bookcases; these stop books being stolen, but allow students to see what texts are available.

· The organization of the library’s stock should be made easy to enable students find books.

· If books are not being used and are stored badly they can become damaged-a box of books could be eaten  by insects or mice.

· A shelf of books is much easier to check.

· Bookshelves can help prevent water damage if there is a flood.

· Bookshelves can also be used to display magazines, project boxes and audio-visual stock.

Books are put on the top shelf first and then filed from left to right. Fiction books are placed on bookshelves in alphabetical order. This means for an empty bookcase, books by authors whose last names start with A will be put on the left-hand side of the top shelf.

Remember to keep the spines facing out and the writing on them easy to read. This means the title, author and publisher’s symbol will be running from the top of the spine to the bottom. Students may need plenty of practice arranging books on shelves before they are confident about doing it correctly.

If there are enough books to fill two bookcases, you should use the bookcase on the left (as you look at it) first. Arrange the books on the top shelf, filling each shelf from left to right down to the bottom until every shelf is full. Then put books on the other bookcase, starting at the top shelf.

If bookshelves are tightly packed with books, it will be hard for students to take a book off the shelf. On the other hand, if the books are arranged too loosely they will start leaning and then fall down. One way to overcome this problem is to make some L-shaped bookends, or use a large stone, for books to lean against.

The following are some of the problems that may want to come up when arranging the books on the shelves, and the book cases, however, there are possible solutions that will counter them:

1. If the library has only one bookcase, it may be too crowded for students to browse when a whole form       comes to the library together. Therefore, more bookcases should be provided and be made lower.

2. If every student borrows a book, there may be no books left on the shelves. Policy should state due date.

3. Lend one book at a time to students for one week and ensure that books are returned. Use book ends or stones to keep books from falling out of order on the shelf.

4. Students may not understand how to find books, or may not remember to return books to the shelves. The teacher librarian will have to explain how the bookcases work. Show students the shelf guide signs.

Students may forget to put books back on the shelf the right way round. Remind them to put the books back in the correct place with the spine facing outwards. Explain that this is so that other borrowers can easily find the book they want by reading the title and author information printed on the spine.

A tour guide is a person who shows tourists the main places of interest and beauty around the country. In a way, a shelf guide is similar; it is a guide (or small sign) that helps library users find the books they want to read.

Shelf guides are essential and can be made in many ways.

1.  
Paste/paint the name of the types of books (e.g. references) on the shelf. This may be best for a secondary school library, especially if there are some good artists. But the disadvantage is that as the collection grows the guide may be in the wrong place, so there have to be a change of paint position over it and then paint the word again on the right part of the bookshelf.

2.
 Another method is to stencil the subject name (e.g. agriculture) with marker pens on to a piece of strong paper, and then pin it on to the shelves. This is a good method, but the problem is that it may get torn, or fall down over time. 

3. 
 If there are very old or torn books you can par eel two books of the same size together and use them as shelf guides. Just draw the letter of the alphabet, or the classification code, on to the par eel. This is an easy way for students to find out what they are looking for, and the shelf guides are easy to move to the right place when your stock grows.

Conclusion
The study has been able to give steps to follow in organizing resources for school library users. The most important condition is the purse of the school library. The purse will determine the quality and the quantity of the resources that will be organized. Note that the study took care of both sides, that is, rich library and poor library. Whichever library that is presented before teacher-librarian to organize, organizing its resources will not pose a problem.

Another observation is that, if a school library does not have the look of what is described here; it means that the teacher-librarian is not a trained librarian, as it was found out in the research carried out in Ife Zone librarian, which comprises five local governments in Osun State, Nigeria.   The teacher-librarians in all the secondary schools were invited, eighty-two turned up and none of them has training in librarianship, neither have they ever gone for any seminar, training nor workshop in librarianship. Therefore, organizing a library in such schools will be difficult.
Therefore, it is suggested that teacher-librarians should be involved in training workshops, seminars; also, librarians should endeavour to come up with proposal toward helping school’s teacher-librarians, so that the primary and secondary schools can be able to possess and manage school library.
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