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BPC Library Volunteer Handbook

Thank you for generously volunteering your time to help in our library!
Your presence is invaluable in supporting our library program throughout the school year. This handbook is designed to outline the procedures we follow in shelving library materials. Each task is organized under a separate heading. Should you have any questions, please do not hesitate to ask. Welcome!  

The best way to reach Melina is through email:  Melina.damico@bpcschool.org
Sign-In
When you arrive, please check-in at the security desk. You will be given a school visitor pass to be worn for the duration of your visit. Please then sign-in at the Main Office in the “library book”.  Please accept this in a spirit of concern for the welfare of our students. 
Absences
If you know in advance that you will be unable to work during your scheduled time, please contact Melina.damico@bpcschool.org to let us know you will not be able to make it in. This is greatly appreciated.
Volunteer Tasks
First and foremost, volunteers are needed to shelve books that have been returned.  When time permits, shelf reading can also be done to ensure the integrity of our shelves.  There may be additional projects such as pulling books from a list for an upcoming class, creating signage for the library, etc.  You usually will be in the library when it is quiet and there are no students.
Shelving Procedures
We are fortunate to have an appealing and comprehensive collection of materials for our students to enjoy and to use for research, study, and recreational purposes. However, if students cannot find these books because the shelves are in disarray, our purpose is defeated. Shelving books may seem a sometimes tiring and tedious task. However, proper shelving is a basic necessity for a well-organized and efficient library.
In general terms, most materials are shelved in these areas: 
	CALL #
	Description

	000 - 999
	Non-fiction (Dewey Classification)



	E
	Everybody—Picture/Story books;  I Can Read-- Short sentences, familiar words, and simple concepts for children eager to read on their own. Usually 32 to 64 pages in length;

	FIC
	           Fiction--Chapter books

	B
	Biography

	BC
	           Biography Collection

	SC
	           Story Collection (Short stories)

	R
	Reference

	PROF
	           Professional Collection

	398
	           Fairy Tales, Folklore, Legends

	811
	           Poetry


Books that are ready to be shelved are on the “To Be Shelved” cart
near the library office. Before they are shelved, it is easier to arrange them on the cart according to their type: ex. (E), (F). Ref, number, etc.
You can determine where the books belong by reading the label on the spine of the book. If the spine label is missing or torn, please set that book aside on the circulation desk to be fixed.
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1. Everybody Books (Picture/Story) - The Everybody section gets a lot of use by the younger children, and requires frequent attention.
These books have an E (for Everybody) on their spine labels. Under the E is the first three letters of the author’s last name. Below is an example of a spine label on an Everybody book written by Bill Martin, Jr.:


Everybody books should be arranged alphabetically on the shelf by
the author’s last name.   For example, Small, Smith, Smyth, 

If two authors have the same last name, then use the first name. For example, Crocket Johnson’s books would come before Rebecca Johnson’s books on the “J” shelf.
2. Fiction  (F) – These books are shelved alphabetically by the author’s last name.
Our Fiction books have an “FIC” on their spine labels. Under FIC are the first three letters of the author’s last name. Below is an example of a spine label on a Fiction book written by Kate DiCamillo
                    


Like Everybody books, Fiction books should be arranged alphabetically on the shelf by the author’s last name. Books by Mary James would come before books by Robert James.
3. Story Collection (SC) - The SC books are arranged by author’s last name in their own area.  Since some story collections have several authors in the same book, the first three letters may refer to the first three letters of the title of the book.  
4. Non-fiction (000-999) - Nonfiction books are arranged according to the “Dewey Decimal System of Classification.”  Melville Dewey designed this way of organizing books in order that books about the same subject together are near each other on the shelf. The Dewey System is numerical, and arranged according to 10 subject areas.
REMEMBER: In a decimal system, books are filed digit by digit--not by whole number.
Below are examples of spine labels on nonfiction books in order:
331      331.01      331.011      331.016      331.02      331.026     331.041      331.04136     331.042      331.1     331.198       331.2 
Accuracy in shelving nonfiction books is very important. A book in the wrong place will probably not be found by the student looking for it. If you have any questions about a book, please ask for help or put it aside. If you find a section on the shelf that is in disarray, please try to reorganize it if you have time.
5. Reference Books (R) - Reference books are items such as encyclopedias, dictionaries, atlases, and almanacs. These books usually do not leave the library, although they may circulate temporarily to classrooms for research projects. Reference books are nonfiction and have an REF forreference, Dewey number, and the first three letters of author’s last name (or book title) on their spine labels.
6. Biography Books (B) - Biographies are arranged by the last name of the person that they are about. 
A WORD ON SHELF READING

When time permits, shelf reading is a most essential task. It is a job that can be performed at any time and is always appreciated. It involves selecting a section of shelves, and looking at those spine labels to make sure the books are on the shelf in the correct order. Sections that almost always need attention are:
E         Everybody picture books
398     Fairy Tales
567’s   Dinosaurs
590’s   Animals
630’s   Pets
700’s   Sports
741     Comics, Graphic Novels



For your information (no need to remember this, but it might clarify things)
The Dewey decimal system, using numbers and letters* coordinates materials on the same subject and on related subjects to make items easier to find on the shelves.  All knowledge is divided into ten main classes, which are listed below
000   Generalities  
100   Philosophy and Psychology 
200   Religion 
300   Social Science 
400   Language 
500   Natural Science and Mathematics 
600   Technology (Applied Sciences) 
700   Arts 
800   Literature 
900   Geography and History 
These divisions are further divided--and then further divided. Each division becomes more specific. The decimal place is used to make the number even more specific. Let's look for butterflies..... start with the class for natural sciences the 500's This means that the first number of the call number will be a 5!  
510 Mathematics 
520 Astronomy 
530 Physics 
540 Chemistry 
550 Earth Sciences 
560 Paleontology 
570 Life Sciences 
580 Botanical Sciences 
590 Zoological Sciences
Insects, including butterflies would be under 595. 
500--Natural Science
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590--Zoological Sciences
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595--Other Invertebrates
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595.7--Insects
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595.78--Lepidoptera
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595.789--Butterflies[image: image8.png]


 

*the letters refer to the author’s last name



   E


   MAR                        








Below are the major categories of books and descriptions of how they should be shelved:
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Things to Remember: 





Books in poor condition or with tattered covers need to be repaired before being shelved. Please set them aside.  If a book has a damaged/unreadable spine label, please leave a note or inform Melina





Thank you, thank you, thank you for contributing your time and talents to our BPC school community!
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