
A library is a public place where people can go to borrow books, music, 
and movies. Libraries also have services available such as computers and 
classes. 

The Chicago Public Library has more than 70 locations in the city of Chicago. 
The main library is located downtown and is called the Harold Washington 
Library Center. 

The other libraries in the city are called branches. They are smaller than the 
Harold Washington Library but they work the same way.

All libraries have an adult section and a children’s section.
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The library has many different areas. 
Most libraries have the following sections:
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There are many shelves where all the 
fiction and non-fiction books are available.

The reference section has atlases, 
encyclopedias and dictionaries.

Computers are available but need to be 
signed up for before they can be used.

Reading tables are for sitting, reading and 
for doing school work.

There are many different magazines to 
read at the library.

The Librarian’s Desk is where the librarian 
usually sits. The librarian can help find 
books and information.



Reading tables are for sitting, reading and doing school work.

About the Library

I can bring books, magazines and reference materials to the reading 
tables.  I can also do school work at the tables by myself or with 
friends. 

If I am by myself, I can try and find an empty table or seat.  When I 
am finished at the reading table, I should put away all of my materials 
so the table is empty for the next person to use.

If I am with friends, I can try to make sure I am not too loud. Other 
people in the library may be reading and trying to concentrate.
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Books 
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Finding Fiction Books

   
Fiction books are stories made up by the author and are not true.  
When I want to find a particular book, I will look at the spine 
label.

For all fiction books, the second 
line will say FIC for Fiction.

The third line of the book will have 
the author’s last name.  All fiction 
books are organized alphabetically 
by the author’s last name.

The first line of the spine has 
information about the type of 
book.  Books for beginning readers 
are called Board Books.  The next 
level of books are called Picture 
Books.  Finally, Beginning Readers 
and Elementary Fiction Books 
are for advanced readers.

Books in the library are divided into 
fiction and non-fiction. 



Books 
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	 			Finding	Non-fiction	Books

Non-fiction books are true and are about real things, people, 
events and places.  Non-fiction can also be called informational 
books.  Non-fiction books are divided into two categories:

Easy	Non-fiction- These books are easier 
to read.  They will say “JUV/E” or “EASY” 
at the top of the spine label.

Elementary	 Non-fiction- These books 
have more words and are more difficult 
to read.  They will say “JUV” or “ELEM” at 
the top of the spine label.

The letter and numbers at the bottom of the spine label are how non-
fiction books are organized.  Books in the Chicago Public Library are 
organized by Library of Congress Classification. The letters refer to 
categories. For example, all non-fiction music books begin with “M” and 
all non-fiction science books begin with “Q”.  The numbers refer to 
more specific information in each category. 

For more information, I can ask a librarian or look at the Library of 
Congress website: www.loc.gov/catdir/cpso/lcco/.



Reference
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The reference section has books which cannot 
be taken out of the library.  The reference section 
is usually for doing research on a topic or for 
finding interesting information. 

Here are some of the books in the reference section:

Atlas- A book of maps.

Dictionary- An alphabetical list of 
words with their definitions. 

Encyclopedia- A book (often in 
several volumes) that contains 
articles about many different topics.

Science and History 
Books- Books with specific 
information on science and 
history.

Thesaurus- An alphabetical list 
of words grouped with 
other words that have the 
same meaning.



Magazines
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Another name for a magazine is “periodical.”
There are two different locations for magazines in the library. 

New Magazines:  This section in 
the library has the most current 
issues of each magazine.  At some 
libraries, new magazines must stay 
at the library.   At other libraries I 
can borrow new magazines and take 
them with me. I can ask a librarian 
to find out if new magazines can be 
borrowed from the library.

Old Magazines: Old magazines 
are organized alphabetically by the 
magazine name. Old magazines can 
sometimes be borrowed from the 
library.



DVDs
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DVDs are usually on shelves.  In most libraries, all adult and children’s 
DVDs are kept in the same part of the library.  DVDs are grouped by 
adult and children’s fiction, and adult and children’s non-fiction.

Fiction DVDs are not usually  
arranged in any order. I will need to 
look through all the DVDs to find 
the one I want.

Non-fiction DVDs are arranged by 
topic according to the Library of 
Congress Classification.

Sometimes the movies I check out 
will be in a plastic case so it can 
not be opened. The DVD is already 
inside and a librarian will remove 
the case when I check out. 

Sometimes the movies I check out 
will not be in the case. There will be 
no DVD inside. When I check out, 
the librarian will find the DVD and 
put it inside the case.  Libraries do 
this for security so that people do 
not steal the DVDs. 



Audio Books
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Audio books are books that have been recorded. I can borrow 
and listen to audio books without the book.  I can also find the 
book that matches from the library and read along.  There are 
two types of audio books I can find at the library.

Books On CD are audio books 
that I can check out from the 
library, take home and listen to 
on my CD player. 

Playaways are digital audio books.  
Each book has a player and batteries, 
and I will get headphones when 
I check out the book.  There are 
instructions inside the Playaways 
that explain how use them. 



Music CDs
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Music CDs can be borrowed 
and listened to on a CD player.  
Sometimes music CDs will be 
organized alphabetically. If they 
are not alphabetized,  I can look 
through the CDs to find the one 
I want.

Music CDs will be in a case when 
I check them out. The CD is inside 
but I cannot open it.  When I check 
it out, a librarian will remove the 
case so I can open the CD.  This is 
for security so people do not steal 
CDs. 



Computers
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Computers at the library can be used to find 
books, play games and use the Internet.  I need 
to make a reservation before I can use the 
computer.  After I make a reservation, I can use 
the computer for one hour.

1.  Find a computer not in use.

3.  Type in my library card number and click     
    “OK.”

2.  Click on “Available”.

4.  Click “Use this Computer.”

5.  Read the policy and then click       
    “Accept.”

6.  I am now ready to use the 
    computer!



Checking Out Materials
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In order to borrow materials from the library and use the 
computers, I will need a library card. I can get a library card for 
free if I live in the city of Chicago. 

If I am age 14 or older, I must complete and sign an application and present 
a current valid ID with photo, name and Chicago address (Drivers License, 
Illinois State ID, etc.) I can get an application for a library card at any library 
location. 

If I am age 13 and younger, I will need my parent’s permission to fill out an 
application and have my parents help me. 

New card holders can have up to five items on their account during the 
first 30 days after receiving a library card.  After the first 30 days, the 
maximum is 30 items on a current account. 



Checking Out Materials
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Materials that are checked out from the library are borrowed.  After I 
check out, I will get a receipt.  The receipt will list the title, number, and 
due date of each item I check out. 

All books,  magazines, 
audiobooks, and CDs can be 
borrowed for three weeks.

All DVDs can be borrowed for 
one week.

Most library materials can be renewed up to three times.  This means 
that I can borrow books, magazines, audiobooks, and CDs for three more 
weeks and DVDs for one more week. I can renew materials at the library, 
on the Chicago Public Library website, or by calling (312) 747-4636.  If 
someone else has put a hold on materials I have borrowed, I will not be 
able to renew them. If I do not return my library books before or on the 
due date, I will have to pay a fine.

Fines for Books (and all other materials except DVDs) = $0.20 per day

Fines for DVDs = $2.00 per day



Checking Out Materials
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When I have all the materials I want, I can check them out. 
Here are the four steps I can follow:

1. Go to the circulation desk.  The circulation 
desk is usually located near the entrance of 
the library. If I can not find it, I can ask anyone 
who works at the library.

3. Give the person the items I want to check 
out.  They will take my items and scan them 
so that the library knows who has those 
materials.  My items will be demagnetized. 
Library materials are magnetized so that an 
alarm will go off if someone tries to take items 
out of the library without checking out.

2.  Give my library card to the person working 
at the desk.  They will scan my card and then 
give it back to me.

4.  A receipt will print. I will get back all of my 
items along with the receipt.  Take my items 
and the receipt, and I am ready to leave.  I will 
need to walk through the security gate. This is 
the gate that makes sure all of my items have 
been demagnetized.  If they have not been 
properly demagnetized, an alarm will go off 
and I can get them demagnetized again.
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