
Checking in and Shelving Books 
 
Checking in books may seem like a simple task, but attention to detail is critical.  If 
books aren’t checked in carefully or shelved appropriately, we cannot find them 
when we need them—they are essentially lost. 
 

1. Check the book drop for returned books. 
 

a. Examine them for damage—if one needs repair from normal wear and 
tear, give it to Ms. Clarke or Ms. Rusch.  

 
b. If a book in the drop doesn’t belong to us—Jefferson County Public 

Library or another school—give it to Ms. Clarke to return. 
 

2. Scan each book to check it back into the system.   
 

a. Make sure the scan was read—check the screen after each scan and 
listen for the sound, otherwise the book may be shelved without being 
checked back in and will be marked missing or overdue.  DO NOT TURN 
THE SOUND OFF ON THE CIRCULATION COMPUTERS. 

 
b. Remove any papers and clean the cover if necessary. 

 
c. Pass each book through the sensitizer, if the book won’t re-sensitize, 

put in a new strip and then sensitize it again. 
 

d. Shelve the books immediately so they don’t pile up.  If you run out of 
time, stack them neatly on the counter for the next period TA’s to 
shelve. 

 
e. While you are shelving your books, check surrounding books to make 

sure they are in order and that the shelves look neat.  If you see 
damaged or old books, bring them to the front to be evaluated for 
repair or removal. 
 

f. Make sure each section of books doesn’t take up more than 2/3 of the 
shelf.  Rearrange them, if necessary. 
 

g. You will also be assigned a section of shelves to maintain.  Your entire 
section should be “read” or checked for misplaced books at least once 
a week.  You will be graded on the condition of your shelves. 

 
 

 



The Dewey Decimal Classification System (DDC) 
 

 

To help you learn the DDC, visit the sites below and complete the exercises.  
 

The first is Order in the Library. It is quite hokey, but it is helpful. There is a brief 
tutorial and then there are 11 levels to complete.  Before you log off, make sure 

you show Mrs. Clarke or Ms. Rusch how far you have gotten so we can track your progress.  

http://web.archive.org/web/20070127034103/http://www.cs.utexas.edu/users/s2s/utopia/librar
y4/src/library4.swf 
 

Next, read and complete these pages.  (You may use the school library catalog if you need a hint.  
These are tricky but if you completed the two Internet exercises and you use the catalog, you 
should be able to complete this with no problem.) 
 

The Dewey Decimal Classification System was devised by Melvil Dewey in 1876 to help arrange 
and organize materials in a library so they can be tracked and found easily.  
 

It is made up of 10 broad categories  
 

000 Computers, information, & general reference 
100 Philosophy & psychology 
200 Religion 
300 Social sciences 
400 Language 
500 Science 
600 Technology (Applied science) 
700 Arts & recreation 
800 Literature 
900 History & geography 

 

These categories are then divided into 9 sub-categories and then these are then divided into 9 
more sub-categories to make the broad category more specific.  These subcategories can then be 
made even more specific by adding decimals after the number.  For example: 
 

 Science is in the 500’s 
  Earth Sciences are in the 550’s 
   Geology is 551 
    The Greenhouse Effect is 55l.6 
     Weather Forecasting is 551.63 
 

Most public and school libraries use this system—academic and research libraries usually use the 
Library of Congress System which has 21 major categories and is much more flexible as new 
knowledge is discovered—like computers, in 1876, there were none.   
 

Books shelved by DDC are unusually nonfiction although, the 800’s contain classic literature and 
plays, the 300’s contain folk and fairy tales, etc.  Books classified as fiction could be shelved in the 
813’s but they are generally shelved in their own section due to the size of this collection.  These 
numbers and their categories are called call numbers.  Books are arranged on the library’s shelves 
in numerical order using the call numbers and in the case of identical call numbers, alphabetically 
by the author’s last name.  Biographies are shelved in the 920’s and in a soon to be implemented B 
section.  The B’s are further organized by the author’s last name and then title. 
 

 
 

http://web.archive.org/web/20070127034103/http:/www.cs.utexas.edu/users/s2s/utopia/library4/src/library4.swf
http://web.archive.org/web/20070127034103/http:/www.cs.utexas.edu/users/s2s/utopia/library4/src/library4.swf


DDC Practice 
 

In which Dewey category would you place these books? 
 

        DDC Category Number        DDC Category Description 

 
1. The complete book of fairy tales      ____________   ________________________ 
  

2.  ASPCA complete dog care manual      ____________   ________________________ 
 

3.  American Sign Language       ____________   ________________________ 
  

4. Chosen poems, old and new      ____________   ________________________ 
 

5. All about computers       ____________   ________________________ 
 

6. Classical mythology           ____________   ________________________ 
  

7. Introducing psychology       ____________   ________________________ 
 

8. The Audubon book of wild animals     ____________   ________________________ 
 

9. Backgammon; the action game      ____________   ________________________ 
 

10. The art of mathematics       ____________   ________________________ 
 

11. The life and work of Aaron Copland ____________   ________________________ 
 

12. Discovering France              ____________   ________________________ 
 
Arrange these call numbers in the correct order— 
 

629.22   363.46   598.072  070.502 
Dav   Fra   Bro   Cab 
 
799.32   629.222  002   808.1 
Zwi   Smi   Jan   Smi    
 
808.81   973.3   248.3   363.46 
Ele   Pat   Ann   Ana 

 
1. _______________________________  7.  ______________________________ 

2. _______________________________  8.  ______________________________ 

3. _______________________________  9.  ______________________________ 

4. _______________________________ 10. ______________________________ 

5. _______________________________ 11. ______________________________ 

6. _______________________________ 12. ______________________________ 


