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AKSHARA LIBRARY PROGRAMME – INTRODUCTION 

 
Akshara Foundation is a non profit organization, striving towards 

improving the educational outcomes of Government school children. 

Library Programme is one of the main programmes of Akshara 

Foundation. During 2006-07, Akshara Foundation designed a “Reading 

Programme” in all the Government Schools of North and South districts 

of Bangalore. This programme converted children’s reading levels to 

improved levels. In order to provide these children with continued reading 

material, the Library programme started in all the government schools of 

North and South districts of Bangalore during 2007-08, with a MoU 

between Akshara Foundation and Education Department, Govt. Of 

Karnataka. 

Akshara's Library programme was started in all 1420 government schools 

of Bangalore urban district (North and South Districts), that were part of 

9 educational blocks. The Library service was provided to the children of 

all these schools through a Hub-and-spoke model, where one school had 

a physical library set-up known as 'Hub' and the smaller schools close by 

was linked to this hub and were called as 'Spokes'. There was one 

Librarian who was appointed and trained, for executing the Library 

service. 

Apart from issuing story books, there were many activities designed and 

implemented in Akshara Libraries. The main ones are as follows: 

 To inculcate continued reading habit among the children. 

 Designing of Book-based activities in order to reinforce the class 

room concepts to children. 

 Use of Lego bricks to encourage creativity among children. 

 Organizing LEGO Habbas in order to exhibit children's talent to 

the community. 

 Introducing volunteers to some schools. 

 Distribution of computers to some schools and sharing the usage 

methodologies. 

 

 

 

 

 

 

 

 

 

 

 

 

As per the MoU with the 

Education Department, Akshara 

Foundation had set-up Libraries 

and provided Library service for 3 

years. Later in 2009-10 and 2010-

11, Akshara Foundation 

transitioned Library programme to 

1283 schools, and continued its 

service in 135 schools for another 

2 years. 

 

In this academic year, Akshara 

Foundation will transition the 

Library programme to 135 schools. 

Later, continue to support the 87 

selected schools (from 1420) with 

its Library service. 

Henceforth, the School teachers 

continue providing Library 

services. 

Akshara Foundation is grateful to 

all the school staff and Education 

department officials for providing 

full support for executing the 

Library Programme. 



                             SCHOOL LIBRARY - MANAGEMENT MANUAL 

                                           This work is licensed under a Creative Commons Attribution-   
NonCommercial-ShareAlike   3.0 Unported License                           2/13 

1. Need for School Libraries 

Reading is a fundamental skill and a basic prerequisite for learning. 

It influences the performance of children in the classroom and has a 

bearing on their attainment levels in school. The ability to read 

makes every subject comprehensible. 

The Libraries would enhance reading ability and imagination among 

children; hence the learning outcomes will be higher among the 

school children that have libraries. 

 

Story books encourage the children to read more. Hence, by 

keeping more and more story books, the reading habit among the 

children can be induced in School Libraries. Along with the same, 

some subject related books can also be kept in the school libraries. 

 

In order to see progress in children's learning in the school 

libraries, these points should be taken into consideration: 

 Provide open access to library usage. 

 Loud and group reading during the class. 

 Provide opportunity for children to question. 

 Provide opportunity to explore concepts. 

 

Also, using of story books in accordance to the school curriculum will 

help to make children participate enthusiastically, and hence increase 

their reading levels more effectively. 

 

By ensuring and implementing Library period once a week, reading 

habit can be induced among the children. 

 

Since the role of a teacher is prominent in children's learning, the 

results will be better if the teachers run the school libraries. 

 

 

 

 

                       Questions: 

 Why are Libraries 

needed in Schools? 

 

 How to enhance reading 

habits among the 

children? 

 

 When should the school 

libraries conducted? 

 

 Who should run the 

school libraries? 
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2. Books Management 

2.1. Books selection procedure: 

Libraries are the treasury of Books. Hence, it is important to keep 

suitable books for children in the School Libraries. 

Children generally like books that have simple sentences and contain 

attractive pictures. Story books will attract children hence, story 

books can be kept in more numbers in the school libraries. 

A few ideas need to be kept in mind while selecting books for children: 

1. Writings that encourage biases in terms of religion, sex, race, 

caste, colour, language … should be avoided.   

2. However, objective references and writings on any of these 

should be included as they would promote general knowledge 

and hopefully tolerance.  

3. Avoid books that define a moral at the end.  Let the child read 

and interpret values embedded in stories for him/her. 

4. Include books that cover a range of subjects and genres – 

history, math, geography, space, science, basic concepts, 

humour, fantasy, adventure, value-based, fiction, fun and 

activity, classics, historic fiction, biographies/ autobiographies, 

5. Preference may be given to Titles that are simultaneously 

available in multiple regional languages (Kannada, Urdu, Tamil, 

Telugu) 

6. To a great extent offer books that the children can relate too. 

However, do also include some books which maybe new or 

strange concepts but which will however help in bridging the 

gap between the strange and familiar. 

7. Bilinguals are a good alternative in the libraries. 

8. Children like books that contain humour; hence these books can 

also be bought. 

 

 

 

               Questions: 

 What kind of books 

should be there in the 

School Libraries? 

 

 How should the books be 

selected in School 

Libraries? 
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9. Include book titles that represent, or are situated in other 

cultures or Geographies; especially classic stories from other 

cultures 

10. It is easy to read, if the fonts are bigger. 

    Publisher's Details are provided at the end of the manual. 

Books are available from different publishers, CRP and HM's can 

get sample from different publishers, read them with the help of 

teachers and could select suitable books. CRP can review the 

selected list, and could directly get the books to schools from the 

publishers. The CRP can actually get the same kind of books to all 

schools belonging to their constituency, also since the quantities 

will be more they could get better discount rates. 

 

Akshara Foundation has come-up with a list of suitable books for 

school libraries along-with Sarva Shikshana Abhiyana during the 

academic year 2010-11. The books could be selected by referring to 

the same list too. 

 

The details of books brought to the school libraries can be managed 

by Librarian-In-Charge. The Librarian-In-Charge can distribute 

books to every teacher once a month, and could manage the 

information of distributed books.  Class-wise teachers could store 

the books in the Book Storing Rack, provided by Akshara 

Foundation, which help them to distribute the books during Library 

period. 

 

The method of maintaining transactions information will be said 

during the orientation. The Librarian-In-Charge has to note in their 

Stock-taking book whenever the books are lost / damaged. 

 

 

 

 

 

 

                    Questions: 

 Who will get the books 

for School Libraries? 

 

 Where to buy the books 

from? 

 

 Who will maintain Books 

related Information? 

 

 Who will distribute books 

to class teachers and 

when? 

 

 Where will the class 

teachers store the 

distributed books? 

 

 What to do if the books 

are lost or damaged? 
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2.2. Book Grading Technique: 

It would be helpful for both the teachers and the children to select the 

books easily, if the books are graded into different levels. In general, 

the books can be graded in various methods. Ex: According to 

Subjects, Language, Complexity in text, Size of the book etc. 

 

Among these, grading of books based on the number of sentences per 

page has proven to be a more effective method. This method is known 

as GROWBY technique. The advantages of this method are as follows: 

 It allows to grade book of any language, even if one doesn't 

know the language. 

 It allows the child to make an intelligent choice of books at a 

particular Reading level; 

 It helps the child to achieve a sense of progress and 

improvement; 

 It helps the Librarian watch and track each child's reading 

ability. 

In GROWBY technique, the books are graded into 6 levels based on 

the number of sentences on each page. The levels are as follows: 

 Level Green: 1-2 sentences per page with attractive pictures. 

 Level Red: 3-4 sentences per page with attractive pictures. 

 Level Orange: 5-6 sentences per page with attractive 

pictures. 

 Level White: 7-8 sentences per page with attractive pictures. 

 Level Blue: 9-10 sentences per page, with/without pictures. 

 Level Yellow: More than 11 sentences per page, with/without 

pictures. 

 

It will be easier to distribute the books, if all the teachers grade them 

and stick a concerned sticker on each book whenever new books are 

purchased. 

 

 

 

Questions: 

 Why should the books be 

graded? 
 

 What is GROWBY 

technique? 
 

 What are the advantages of 

GROWBY method? 
 

 What are the levels 

according to GROWBY 

technique? 
 

 Who will grade the books? 

 

 When should the books be 

graded? 

 

 

 

Description Book Level 

11+ sentences, 

with/without 

pictures 

Yellow 

9-10 sentences, 

with/without 

pictures 

Blue 

7-8 sentences, with 

pictures 

White 

5-6 sentences, with 

pictures 

Orange 

3-4 sentences, with 

pictures 

Red 

1-2 sentences, with 

pictures 

Green 
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3. Library Class 

3.1. Library Time-Table 

In order that the Libraries function in a regular manner and to 

encourage and induce reading habits in the children, a documented 

Library Time Table for every class in every school plays a vital role. 

 

In this context, it is important for the HM's of every school to ensure 

and implement a Library period to each class once a week. 

 

The process of successfully engaging the children in the specified 

Library period also helps in developing a mode of discipline among the 

children. 

3.2. Library Period 

A specified Library period consists of two activities:  

a)  A Creative Activity Period (Initial 30 mins) and  

b) A Book Checkout period (Last 15 mins) 

3.2.1. Creative Activities: 

It is evident that if the children can read more, and hence able to 

understand the class-room curriculum in a better manner, then the 

Library outcomes are said to be progressing. In general, the activities 

encourage creativity in the children, and hence help them be curious 

to read more. The following activities can be conducted by teachers in 

their school libraries. 

 Book-based role-play activities. 

 LEGO model building activities. 

 BookFace and book-linking activities. 

 Story Telling 

 Computer based activities. 

 

 

 

 

 

   

 

                       Questions: 

 When should the Library 

class conducted? 

 

 Who allots the Library 

period? 

 

 What is the need of 

Library time-table in 

School libraries? 

 

 What should be done in 

School Library Period? 

 

 What is the role of 

activities in School 

Libraries? 

 

 What kind of activities can 

be done in School 

Libraries? 

 

 Who will conduct activities 

in School Libraries? 
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Book-based Role-play activities: The Book-Based Activities are 

structured techniques which help a Librarian conduct a role-play in 

the Library which in turn helps children understand aspects of their 

classroom curriculum, as manifested in books.  

Ex: The concept of 'Like and Unlike terms' could be taught more 

effectively using the story book 'The Village Fair'.       

 

The activity can be conducted by the following method: 

 Brief reading of the book 

 Using of the “Beginning Questions” to depart from the Book 

and motivate the Activity. 

 Introducing the role-play and conducting it 

 Using the “Ending Questions” to verify that Children have 

imbibed the intended lesson. 

 Finally, ask the children to read the book completely. 

 

LEGO model building activities: These are children play material. 

Lego Bricks help children build models based on their vision and idea 

of the books that they have read. Expounding the models they build in 

the Libraries helps children to build their imagination, vocabulary and 

expression. These activities can also be linked to story books, and 

finally linked to class-room curriculum. 

 

Ex: Using the story book 'Drip-Drop-Drip' and LEGO bricks, the 

children can be practically shown the mechanism of hearing in humans. 

 

The activity can be conducted in the following manner: 

 Read the Book  

 Conceive an event or a character  

 Build Lego Models, create a small display / exhibition of 

models 

 Presentation and discussion on the models 

 Group discussion on how what was done and map it back to 

the book. 

 

 

 

 

 

                        Questions: 

 What are the uses of 

Book-based activities? 

 How are the book-based 

activities conducted? 

 

 

 

 

 

 

 

 

 

 

 What are the uses of 

LEGO activities? 

 How are LEGO activities 

conducted? 
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BookFace and Book-linking activities: 

BookFace: This is a kind of project where children are asked to write 

a one-page report on one of the books they have read in the month. 

The template is in the form of questions, therefore children need to 

answer some questions, going from the known aspects such as location 

and events to interpretations, and also imaginatively providing 

alternative endings to the story and representing the same in a picture 

form. 

Ex: Alternate ending to the story, what should I have done if I am the 

character in the story etc..... 

Book-linking activities: This is another kind of project, wherein 

children see themes, ideas and concepts that are common across 

books in the Libraries and are asked to find and make lists of books 

that have some aspects in common  

Ex:  stories that involve journeys or visits; books illustrated in the 

same style, or written by the same author.  

The activities help build taste and discernment among children. 

Story-Telling: Telling stories is one of the most basic and natural 

activities in any Library. Children invariably listen with rapt attention 

to a good story and need no prompting to seek out specific books 

after a good story telling session. The teachers should keep in mind 

the following while doing a story-telling activity. 

 

                   Questions: 

 How to conduct BookFace 

activity? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 How to conduct Book-

linking activities? 
 

 What are the advantages of 

BookFace and Book-

linking activities? 
 

 Why are story-telling 

sessions conducted in 

School Libraries? 
 

 How to conduct story-

telling session in School 

Libraries? 
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  The name of the Story and the Author should be introduced 

without fail. 

 ALWAYS pose some interesting questions at the start to 

kindle curiosity, instead of moving on to the story at the start. 

 DO NOT CRITICIZE any child for having answered in a 

different manner. Instead gently tell the children not to answer 

in different manner, which helps retain and maintain their 

complete participation. 

 Synchronize the actions with the Story Telling + Voice (if 

different characters use different voice variations). 

 Question in between to check if children follow. 

Computer-based activities: Ubuntu, a linux based operating system 

has variety of educational activities for the children, which could be 

used to teach children. (Separate training will be planned on this later) 

3.2.3. Book Check-out period: 

On the completion of the Creative Period, the Teacher may initiate 

the Book Checkout process. The method followed here ensures: 

1. Equitable access to all content to all children 

2. Systematic and accurate recording of book transactions 

3. Assessment of the reading ability of each child with the intent 

of guiding her to read better 

4. Early identification of potential dropout children 

5. Maintaining order in the classroom during the issue process 

Book Issue procedure: 

When the Librarian meets the children in a given Class for the very 

first time, she does the following: 

1. The children are grouped in groups of 5 based on their 

Register Number. 

2. The Books are stacked in piles on the table based on their 

Grade.  

 

 

 

 

 

 

 

 

 

 

 
                   Questions: 

 How should the books be 

issued to children? 

 

 How do the children select 

books? 

 

 What will a child do after 

selecting the book? 
 

 How to record books 

issued information? 
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3. The first group of children are invited to come to the Table  

4. Each child picks up a book of her choice. The name of the 

book along with the child’s name is recorded by the teacher. 

The Child is also asked to mark up the Reading Histogram, 

which is discussed in the next Section 

5. The Teacher issues books to all children in order until each 

child has been issued a book.  

In the subsequent visits, the procedure will be as follows: 

1. Have all children who were present first returned their books. 

Teachers record this information. In doing so it will become 

apparent which children are ABSENT. It will also become apparent 

which books are damaged and need replacement. 

2. The Books returned are then stacked in piles on the table based on 

their Grade. New books if any are introduced, and added to the 

respective stacks. Old books that have been mostly read by all 

children are removed. 

3. Again ask the children to come and select books, but with one 

important difference: the Librarian skips one group of 5 children and 

starts with the next one. She continues down the class as per the 

Register number and loops back to the top of the list. In each 

subsequent Library class, the Librarian skips one additional cohort 

and starts with the next one. This has the effect that each child in 

the class gets to pick a book first over a period of time, and can 

choose from the entire book collection. 

4. Further, in EVERY Library period, the Librarian asks a few simple 

questions to the first cohort of children: Ex: What is the last story 

you read? What is it about? Who was the main character? What was 

the main event there? Can you narrate the story? etc. 

The Library Class to be conducted by every class teacher as per the 

allotted time-table. 

 

 

 

 

 

 

 

 
                    Questions: 

 Will the Issue procedure 

change in the next class? 

 

 What if the children have 

read all the books? 

 

 How to ensure that the 

child has read the book, 

taken last week? 

 

 Who will issue the books 

to children? 
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4. To look at Library effectiveness: 
 

Children reading Histogram is used to know the effectiveness of 

Libraries. It is a tool that shows the Library status. Histogram charts 

need to be put up at a child’s reachable distance in every class room. 
 

The procedure of marking on the Histogram chart is as follows: 

 X-axis shows the months, and Y-axis shows the levels of the 

books. 

 Each child is asked to mark a cross-mark (“X, √”) against 

the Reading Level of the book borrowed pertaining to that 

month.  

 Each mark will represent a book in the Histogram chart. With 

this, the information on what books the child has borrowed 

can be obtained. Instead, clouds of coloured crosses at each 

Reading Level can be seen, that shows which level books are 

borrowed more. 
 

The advantages of this method are as follows: 

 Used to show the Library effectiveness to those who visit the 

Library. 

 Gives an idea on Library performance. 

 Children love to do this activity. 

 Also, can be self-motivational tool for the children to read 

more. 

Also, Library effectiveness can be looked at by analysing the Issue 

records maintained by the teachers. Teachers record the information 

as suggested, and share the same with HM's and CRP. In turn, CRP 

can review the information, select the best performer and could 

appreciate them during Samalochana Sabhe.  

 

 

 

 

 

 

 
                   Questions: 

 How can the Library 

effectiveness measured? 
 

 What is the use of Reading 

Histogram? 
 

 Who should fill the 

Histogram charts and 

when? 

 

 

 

 

 

 

 

 

 

 What is the use of Book-

Issue information? 
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5. Community Partnership: 
 

The role of community is vital in order to make the schools perform 

better. In this context, volunteer visits to schools become very 

essential. 
 

Libraries are meant to increase reading outcomes in school and hence 

play a vital role in attracting the community into the schools. In this 

context, it becomes essential to share the outcomes of the Library 

with the community (Parents, Local-leaders, Elected Representatives, 

MNC's etc), thereby community can look-upon schools. The schools 

can get the required support with this. 
 

The relationship between the community and the school can be made 

more effective, by conducting various community-active events at 

schools frequently. Ex: LEGO Habbas, Craft activities, Talent 

exploring activities etc. 
 

Also, various volunteers can be invited to improve the learning 

outcomes at schools. Ex: MNC employees, educated ladies in the 

community, Retired personnel, College students etc. They can visit 

schools in their free time and conduct various activities for the 

children. Ex: Help with home-work, computer activities, science 

related experiments etc. This helps induce reading habits among the 

children. 
 

In this context, Akshara Foundation recognises volunteers and 

supports the schools. Also, CRP and School staff can recognise 

volunteers in their surroundings and invite them for the improvement 

of schools. 

 

 

 

 

 

                   Questions: 

 What is the role of 

Community in schools? 

 

 What is the role of 

volunteers in schools? 

 

 Who will get the volunteers 

to schools? 
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Role of School Staff and CRP's 

 

 

 

 

 

 

 

 

 

 


