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CHAPTER TWO
SCHOOL LIBRARY AND INFORMATION CENTRE RESOURCES
- J
The collection of the school library must be related top the aims and objectives
of the school if hey will assist both teachers and stuentsa to attain their goals.

{(A)  Resource Materials ]

I
The collection of a school library should consist of a variety of educational
resource materials ranging from books, periodicals, teaching aids such as flash
cards, non-book materials and computers. The recommendation of the Federal
Ministry of Education in respect of school library collection is as (ollows:

1. Reference materials: As many reference materials as possible should
be stocked in the library. The necessary ones include:
(a) Sets of encyclopedias, at least 2 sets (one science; one general).
(b) Language dictionaries to cover English, French, Arabic and
Nigerian languages (Hausa, Igbo and Yoru.ba)
{c) Books of quotations and dictionary of proverbs,
(d) Companion of comprehensive literary works.
(e) Maps and atlascs.
() Gazetteers.
(g) Subject dictionaries, e.g. chemistry, physics, biology and
geography, ete. ’

2. Non-Fiction:  This should cover both  school texts and
supplementary books on all subjects taught as well as curricul and
books of general interests, e.g. photography, scouting, sports, ctc.

At secondary level, the following recommendations are hereby made:

Science Books 35%
Applied Sciences 10%
Social Sciences 20%

Arts : 25%
Periodicals 10%
Total 100%

At the primary school level the following recommendations are hereby
made:

Sciences 45%
_{\_rls ) 45%
Periodicals 0%
Total 0%




However, percentage representition of each subject will depend on the area of
emplasis in cach school, But each subject should not have less than 2% of text
books stocked in the library,

3.

Fiction (Story Books). It is important that both local and foreign fiction
books be’ stocked in the library tro provide reading materials for
letsure.

Supplementary Readers (ensy-to-read books): Library collection in
this group consist of (re-lold) abriedged editions or introductory
versions which present subject in rather very clementary manner that
can be useful 1o slow-learners. Such books are ensily identified by their -
rather large prints and sundry illustrations or pictures.

Periodicals: For the currency of information in periodicals, it is
important that school children be introduced 10 the use of periodicals as -
information  sources. Encourage their use by requiring some
information from them often, and by assigning students/pupils to
display news iitems from the periodicals on notice boards in the library
often.

[t is reconumended that:

{(2)

®

()

LEvery secondary school library should have on subseription at feast ten
(10) diflerent titles of periodicals {excluding ncwspapers in various
disciplines), while every primary school library should have on
subscription at least five (5) different titles of periodicals in various
disciplics, :

Every sccondary school library should subscribe to five (5) different
titles of Nigerian newspapers, The patiern of subscription should be:

(i} I title of local newspaper that is produced within the locality;
(it} [ title of state government sponsored newspaper;

(i) | title of federal governiment sponsored newspaper;

(iv) 2 others not listed above-—preferably news magazines.

Primary school library should subscribe to two (2) titles of newspapers,
onc local and one st:l.ltc ot national,

Maps and Atlases ':icsc are hnportant sources of reference and can
enable siudents/pupits have a quick look-up of places in terms of their
correct nanies, loc;ation, population, climate Ilcondition, ete. It is
recommended that ¢ach school library (primary 'i'nd secondary) should
have in its collection at [cast three (3) titles| of atlases with the
{ollowing n.prcscntgjulons -



(B)

(2} A local atlas comprising of local goveenment, state and the whole
couniry,

(b} African Map.

{¢) World Map

Books of qirotation: Quotations are catchy words, phrases or sentences
that are often used in writing or speeches. Books of quotations serve as
dictionaries to the quotations by tracing their sources. Such books are
therefore important sources af reference,which every school library
must have, It is recommended that every sccondary schoo! library
should have at least two (2) different scts of standard books of
quotatians i its reference collection.

Companions: Comprehensive literary and religious works often have

.companions, which serve as dictioparics to obtain ‘meaning or

information on the contents of such comprehensive works, Every
school should have companions in its collection.

Non-book Materials (audio-visueal). Audio-visual materials help a lot
to illustrate and enrich teaching. Each school library should have non-
book malerials such as:

(i) Pictures, especially of famous personalities, places and events
of geographical and historical importance as well as those of
natural science such as birds, trees, flowers, ete.

{iy  Realia, comprising of samples of local arts and crafis, historical
abjects of nFluml history such s rocks and metals,

(it}  Newspaper clippings/cuttings. :

(iv)  Tapesand carlndgcs.

(v}  Slides J

(vi)  Films, filnstrips,

(vii) Microfilms}

(viil) Tranqp'lrcncms.

(ix) Maps, chaqs blobcs flash cards.

(x)  Video cassettes’. and came: ns, audioc-cassettes, computers
diskettes. |

{xi) Computers,

Size of Collection

Libraries are Tiving organisms. There{ore, their size depends on how old they
are, It is recommended that librarics sheuld start with basic collections to
which additions can be made annually. The {ollowing is recommended:



(a)

(b)

©

Primary Schools:

Enrollments No. of difierent titles
500 or less 1,000

500-1,000 2,000

1,000-2,000 3,000

2,000-3,000 4,000

Secondary Schools:

Enrollments No. of dilferent titles.
500 or less 1,500

500-1,000 3,000

1,000-1,500 4,000

1,500-2,000 5,000

2,000-3,000 6,000

Collection Development Policy

The initial expenditure of establishing a school library should be met

by a special grant which may be expended over nfperiad of, say, three
|

to five years. |

|
Involve the school teachers in the selection of library materials. Do that

through the formation of a Book Selection Cmq‘miucc comprised of

the repesentatives ‘of the Head of the School, the tachers,

students/pupils and  the librarian. The librarian should guide the

committee to select materials using the following guidelines.

{a) The book or other information source should be accurate.

(b) It should give a balanced view of the subject and not emphasise
only a part of it.

(c) It should cover the subject clearly.

(d) It should be up to date.

(e) It should be related to the ability of the users.

(N It should be of value of those who will be using the library.

Physical qualitics: Will the paper and binding of the book stand the
wear and tear of use by pupils/students?

{a) Is it casy to read? A good clear typeface and well spaced is

important and will encourage reading: (b) for non=-fiction materials, is
it easy to {ind a particular fact?

Sound recordings should be clear and without distortion.




6. Visual items such as stides should be clear in focus, celour. The colour
should be close to reality.

7. Gifts should be examined carcfully before they-are added to the
collection. ;
I
8. With the exception 'iol‘ reference materials cach title acquired by the
library and information centre should in ratio of 1:10 pupils/students.
|
(D)  Weeding Policy i
I ,
The stock of the library will not remain relevant or us_Ll‘ul forever. For this:
reason, existing stock will Ibc examined regularly. Irrelevant materials should
be removed. Take as much care over weeding as you ho when adding new
materials. The following dcil:isions should be taken: .

1. Is the information still being used? 1f not, why not? Has interest in the
subject disappeared? Has the style in which it is written become old
fashioned and unappealing? In short, does nobody want it? If so remove it
from the library. '

2. Warn out books will not give children a good impression about the library.
If they cannot be repaired and made uscful and attractive again, they
should be remeved from the library.

3. Is the information content still accurate? Changes in the subject, new
developments and events may make a book, which was once very sound,
inaccurate, wrong and misleading. Remove such books {rom the library.



|
CHAPTER THREE .
LIBRARY AND INFORMATION SERVICES

Library and information service is the backbone of life-long education,
There can be no meaningful teaching and learning in any school without a
library/media centre. Therefore, in order to enhance the acquisition of
knowlcdge in schools and colleges at all levels, a deliberate effort should be .

made to provide library and information scrvices to both teachers and
students/pupils.

Type of Services: Library and Information

There are different types of library and inforination services provided by
school libraries/media centers to satisfy the needs of both the teachers and
students/pupils.. The type of library and information services provided in
schoo! libraries/media centre should largely depend upon: '

(1 Size of the studenis/pupils.

(ii) Size and type of collection,

(iit} Type of infrastructure/furniture and cquipment.

(iv) Size and quality of staff.

(vi) Size of the library/media centre,

Howcver some of the information services to be provided by the school
library/media centre should include:

(1) Teaching the skills of using information resources and libraries/media
centrte, The users ol the library/media center need to possess some skills
to enable them utilize the information resources properly. Therefore:

(a3) The student/pupil should be able to know that books need 1o be
handled with care. They need to know the important parts of a
book such as the title page, contents, index, ete. and how they can
use them to get information.

(b} The students/pupils nced to have a solid foundation on the skills
o use the library right from tender age so that whenever they

grow, they will be experts in the use of libraries and information
centres,

{e) They neced to have a basic idea of the clussified arrangement of
books in the library and how to usc the catalogue to trace them,

(d} The student/pupil should leam how to use bibliographical

materials such as dictionaries, encyclopedias, atlases, etc. to find
information. 1

S



{e) The pupils/students should be capuble of using a well-organised
library for finding information.

2. Users of the library

In order to facilitate the use of the school library/information centre,
resources and services, the elientele should be defined and cncouraged to use
the library/center. The library/center users should include:

(a) The sponsoring body of the school. This can be achicved through the
librarian compiling and sending a list of newly '\cquircd library
materials to cither (he commissioner or the person in charge of“
librarigs in the Ministry.,

(b} The school management. Make sure they are served with current titles
and any material of interest.

(¢) Teachers. Provide accession list for teachers and place current
information on the stafl notice board. Also have verbal discussion
with tcachers about the library and what it can do to ease their
teaching work.

(d) The students/pupils. The students/pupils. Draw their attention through
book-talk, story hour and displays. Pupils should complete a
registration form, which should be filed alphabetically by surname in
the schoo! library. The form should show e, date of birth, class,
schoothouse, admission number, year ol admission, student and
teacher-librarian’s signoture,

(€) Parents. Through Parents-Teachers Association (P.T.A) you can reach

out to parents. Invite them to visit the library and even borrow books
to use help their wards at home.

3. Developing students:’fpupils’ interest in reading. |
| I
it is important that libraries/media centers evolve ways and means of
developing the studentsfpuplls interests in reading. This could be made
through story telling and prowsmn of relevant reading materials for further
reading after the story. Their interest to read can be motivated through:

(i) Selecting from the ]ibrpry; interesting books for children; '
(i) Reading more stories from the books to the children during story-hout

neriod while the rcmammg titles would be introduced to the children for
their reading;



(iii) Reading aloud an extract from particular storybooks and stop at a point of
particular interest or excitement. The children are told that the books are
available in the schiool library.

{iv} Ensuring that the books advertised arc available and ready to be borrowe!.

{v) Giving book-talks, ¢specially on important themes such as hard work,
honesty, career, endurance, ctc, Book-talk could be used to introduce the
pupils to the relevant information resources available on the subject of
discussion in the school library.

(vi) Formation of Young Readers’ Club, Literary Socicty, etc.

4. Crealing awareness Jor library and Informaiion center eallection,

The librory needs to draw the atention of both the teachers and the
students/pupils to the existence of information resources especially through
displays/exhibitions and preparations of book list, etc. Thus: -

() Provision should be tnade for the display of important information
resources cspecially thL new arrivals to drasw the attention .of the
students/pupils to them. | |

(ii) Dsplay could also be madc on specific 5choo] aclwtlxcs studt.nts/puplls

~ activities, and major, sporting  cvents, nnpomnt nattonal and
international cvents. i '

(i) Book lists shouid be compiled periodically on subjects tanght in the
school, studenis/pupils llmbbms and interests to draw: their attention as
well as that of teachers to the information rc'sourch availabie in the
library and information ;ccnlres which they may not have come across
before.

|
5. Collaborating with tcachcrs to plan class assignments and projects that
would require the use of library resources to accomplish.

The information resources in the librory and information centre should
reflect the school curriculum so that the teachers can use them to give
assighments and direct student/pupils to go to the library and information
centre to consult them. Therefore, the teachers should be encouraged to scan
through periodicals reports and reviews to update their knowledge in their
disciplines. The school librarian should identify the information needs of the
teachers so as to provide them with the relevant information resources.

6. Encourage the use of design skills for creative writing, production and use
of instructional media in teachers and pupils/students. The school librarian
should provided relevant equipment that would facilitate the production of
instructional materials such as flash cards, maps, charts, audio recording,
overhicad transparencies, photographs, shides, typed or duplicated papers,
mounted pictures, cle, which may te necded W teach the subjeets in the .

A



curriculum. The librarian should also provide the storage and runcval
facilities for such materials.
1
7. Establishment of circulation system to facilitate the cffective use of
learning resources in the"school library/media centre,
I
The library and |nf0rnwlmn center should csil'lbh:,h an effective
circulation system that wﬂlmllow easy access to the library and information
center collections and use posmbly even after the closing hours. For example
the Browne System of circulation could be uscd. This| system allows each
reader to be issued with 2 1{:crlam number of bor rowmg_}hcl\cts which can be
used to borrow books from: the Tibrary and information centre. The tickets are
made in the shape of o pock_et and are shorter than the book-card to enable the
particulars on the book-card stand out above the ticket when inserted into it.
The size of the tickets should be about 80mm by 95mm. It is expected that
whenever the reader presents books for borrowing, he hands in one ticket for
each book to be borrowed. Thus, the date a book will be returned is put on the
date-slip and the book-card is removed and inserted into the ticket. The
combined book-card and ticket are then filed in trays by date due. When ¢ver a
. book is returned, the card is withdrawn {rom the tray and put back in its pocket
and the reader's ticket is returned to him,

The number of tickets per student/pupii would however depend on the

size of the collection, age of pupil and policy adopted by the library/media
centre.

E(forts should also be made by the school Hbrarian to encourage the

production of information resources such as books lhroug,h shared reading and
story [our

Thus, aflter a story has been told, the students/pupils could be asked to
write out the story either individually or in-group. The school librarian should
encourage the students/pupils to borrow the works 1o read.

8. Provision of Media Services

The school libraries and media centers should provide media
resources/services for the use of both the teachers and pupils/students,
Therelore time should be provided 1o allow the pupils/students to use them
effectively. The use of media services should however be based on the level of
the pupils/students. Thus, there are different media services for primary and
secondary schools. These services could be in form of*

() Primary level media service
(1) Mayback of recorded storics [rom cassettes
(i)  Demonstrations on the use of computer



(i)

!
|

Introduction of children to CD wversion of encyclopedia and

dictionaries.

(iv)  Let children havc access to compulers and relevant CD [earning
materials.

(b) Secondary level media scrvice. This type of services can be provided

through:

Q)
(i
Gii)
(iv)
W)
(vi)

Giving students project work that wills encourage the use of
other databases and Internet for collecting information and
interactive learning.

Teaching how to access other sources of information in the
¢lectronic media such as CD-ROM, Internet, ¢te. to secure
information. '

Having days set aside to have video shows ol progr‘umncs that
will beneficial to students. .

Creating time for the use of {lash cards for drill and practice of
specilic subjects.

Using educational games such as scrabble to teach spelling and
creating words.

Making available other non-book materials that can be used to
enhance teaching and learning such as: transparency,
photographs, slides, filinstrips, audio-tape recording, motion
pictures, video-tape recording, and realia, etc.

The School Library and Information Centre Operation Hours

Q)

(ii)

The library and information centre shail be opened for use
between 8.00 am., to 4.00 pm for Day Schools. It shall however
be opened for use between 8.00 pm., To 10,00 pm. For
Boarding Students.

There should be provision for library hour in the school
timetable for every class. During this hour, the students/pupils
should be motivated o participate fully in the programmes of
library instruction designed to incuicate in them the necessary
skills- for using the library and information centre and its
resources. The pupils/students should be encouraged to use the
library/imedia center independently apart from the official
periods.

The pupils/students should therefore be given assignments that will
require the use of books and non-book resources in the Ilbmry and miormatlon
centre to find information ddrmg library hour.




10.  Library Cooperation

Since no library and information center that can boast of having all the
required information resources in stock, cooperation is necessary for a more

rewarding library and information service. Areas of library cooperation should
include:

(i) Selection of books and other information resources.. This might take the
form of panels of teachers preferably within the same educational zone
and librarians discussing and reviewing new publications and compiling
lists, Very expensive materials can be shared among cooperating schools
so that cach school can acquired different titles of such information
resources.

(ii) Public library visits. The school librarian should encourage the teachers as
well as the pupils/students to make good use of the public library around
however good their school library and information center might be. Visits
to the public library should be planned by teachers and librarians together
to ensure that the visits are relevant to the ciildren needs.

(iii) Exhibitions. Each library/media centre within the area of cooperation
should deposit their new books and standard works at a central library or
library headquarters for exhibitions. It is essential that librarians are
always available at those exhibitions to facilitate discussion and exchange
of ideas among the users.

(iv) Supplementary service: In order to ensure uniformity and case of use of
the library media center resources, there could be services such as:
(a) Central book ordering and accounting
(b) Book processing,
(c¢) Cataloguing and classification,
(d) Book binding and repair.

(v) Collaboration with private schools. Government school libraries and
information centers can benefit from private school libraries/media centers
and vis-visa through cooperation especially in the area of exchange of
materials and non-restriction of the use of the library/media center by the
pupils/students and stafT of the cooperating schools. |

11.  Readers Advisory Services

It is not sufficient to provide books and stimulate interest; the ability 1o use
books does not arise purely from keenness and interest; for the most part it has

to be taught. The librarian, therefore is to use these skills in rendering advisory
services:



&) Study skills: show children how to take notes while reading.
(b}  Library skills: advised the children to make use of the library to do
their homework and read for leisure,

12.  Current Awarencess Services (CAS).

Current awarcness should be provided through:

(a) Displaying of catchy captions on notice boards in the library
(b) Regular preparation of accession lists

{c) Preparation of periodical articles titles lists,

{(d) Periodical circulation and display.

13.  Selective Dissemination uf Information (SD1)

SDI can be provided for teachers, contents of new materials could be routed to
teachers based on their areas of specialisation.

14, Reference and Information Services

|
It is personal assistance provided to users in the pursuit of m form'ltton ftis
characterized by personal mlcmctlon between library stafl fembers and
library users. Reference service should comprise of:

(i) Information service—which consists of finding !nccded information
- for the user or 'msfqting, the use in finding such information.

{ii) Instruction in llbmry use consisting of helping yscrs learn the skills
they need to find and use library materials.

(iii)  Guidance—in which users are assisted in choosing library materials
appropriate to their educational, informational and recreational
nceds.

(iv)  Maintaining a collection of basic reference sources (see the chapter
on Resources)

The library stafl members should have a section in the library designated as
Reference Section where reference questions would be attended to.

15.  Library/ Information Centre Rules and Regulations

In erder to ensure a [air and cffective use of the school library/media
center, there should be rules and regulation guiding its use and operations, The
suggested rules and regulations are as follows:

() The library and information center should be opened only to

registered members of the school. These are—teachers,
pupils/students, and others aceredited persons.



16.

(i}
(iii)

(iv)
(v)

)

(vii)
(viti)

All bonaflied members of the school should be duly registered
in the library by completing the registration form,

Registration cards and borrowing cards should be issued to
each registered user. The number of borrowing cards should be
decided by the school librarian and adopu.d by the school
authority, !

The duration for borrowing should be sthied at the point of
registration.
Theft and muﬁtlmon of library materials is 4 serious offence.
Reference malt.mls must not be bonow[d They should be

l

consuiled and left in the library. .
Students are not allowed to put beoks back on the shelf. All -
books consulted should be left on the reading tables.

Therc should be no eating in the library. Anybody found eating
should be sent out iminediately. :

Penalty for breaking rules.

0}
(i)

(ii})

Overdue notices should be served to those with overdue books
two weeks after the date due.

Penalty shoutd range from seizure of borrOng tickets to
stopping offenders from wsing the iibrary/media centre for a
period of time in the case of theft and mutitation.

Lost books should be paid {or.



