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How to make spine labels

Once you know which subject your information book should be
classified in and which classification system you are using, you will
need to put a classification mark on a spine label on the outside
cover of each book. Figure 7.1 shows how this is done. 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, spine and
front cover — however, this may not stay glued on if the book is

borrowed regularly.
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Figure 7 1 Putting spine labels on books and pamphlets




























































































































































































































































Setting Up and Running a School Library isalively and practical
guide to running a school library. It isideal for both teachers and
others who are not trained librarians and places special emphasis
on setting up alibrary with limited resources.

The book gives simple step-by-step explanations and covers al
aspects of setting up and running alibrary, including:

e choosing a room and making shelves and other furniture

* choosing books for the library

* how to make a catalogue, classify books and establish simple and
effective library systems

* how to encourage teachers and students to become involved.

The emphasis is firmly on practical advice, clearly distinguishing
between essential and optional tasks. There are plenty of
diagrams and practical examples from the experience of teachers
around the world.

Reprinted with permission from
Heinemann Educational Publishers, Oxford OX2 SEJ, UK

VSO
317 Putney Bridge Road, London SW15 2PN, UK.

The VSO ECOE Programme
Over the past 35 years, more than 20,000 skilled volunteers have worked
overseas with VSO in more than 50 developing countries. The ECOE
Programme aims to share lessons learned from VSO's experience in
development programmes which are of use to other development workers and
organi zations.
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