CRITICAL SUCCESS FACTORS

ACCESS
THE SCHOOL LIBRARY AND LEARNING IN THE INFORMATION LANDSCAPE
GUIDELINES FOR NEW ZEALAND SCHOOLS

The Six Guiding Principles 

Information literacy

The school library is a learning environment central to the development of an information-literate school community.

Reading

The school library is a foundation for the school’s literacy programmes and a catalyst for the development of lifelong readers.

Service

The school library is a managed centre of professional expertise and support for the school community.

Access

The school library is a hub and interface with organised systems for accessing and managing information and resources. 

Information resources

The school library is a provider of information resources selected to meet the curriculum and information needs of the school.

Place

The school library is a student-centred facility designed to play a key role in the intellectual, educational, and cultural life of the school.

Access

The school library is a hub and interface with organised systems for accessing and managing information and resources.

Library Audit Checklist

	Critical success factors
	Rating
	Comments

	1.
The library contributes to effective information management within the school and plays an integral role in the school’s ICT infrastructure.


	
	

	2.
The library’s timetable and opening hours maximise access for all users, including members of the wider school community where appropriate.


	
	

	3.
The library has standard systems and procedures that are simple, efficient, effective and well documented, that meet the users’ needs, and that encourage the students to develop positive attitudes and to transfer the skills they learn to new situations.


	
	

	4.
The library ICT equipment and systems meet the users’ needs and provide fast, efficient, and user-friendly access to information, including appropriately managed access to the Internet and other electronic resources.


	
	

	5.
The library networks effectively with other libraries, develops links with appropriate information agencies and sources beyond the school, and utilises their services.


	
	


Rating: 5 = thoroughly covered, 1 = not covered at all.

Critical success factor 1

The library contributes to effective information management within the school and plays an integral role in the school's ICT infrastructure.

	
	How are we doing?



	· The library is integrated into the school’s ICT infrastructure to facilitate interoperability: the sharing of information.
	

	· The library is funded appropriately for ICT development, support and staffing.
	

	· The library is provided with a safe, secure, stable operating environment using current ICT technologies.
	

	· The library and ICT teams’ responsibilities are defined and documented, and the school facilitates collaboration between these teams in planning and development.
	

	· The school employs skilled library staff, and all library team members have opportunities to undertake professional development in librarianship and relevant aspects of ICT.
	

	· The library team is required to report on the library’s role in supporting student learning outcomes, e.g. in the effective use of online databases.
	

	· The library uses the school intranet for a range of user services, for example direct links to online information resources, to the school’s information literacy framework, and to student book reviews.
	

	· The library provides an accurate, up-to-date catalogue of its resources. This catalogue is accessible throughout the school and beyond.
	

	· The library’s physical collection is arranged and labelled according to standard library conventions so that it is accessible to users.
	

	· The library catalogues teacher resources and adds them to the library database.
	


Critical success factor 2

The library's timetable and opening hours maximise access for all users, including members of the wider school community where appropriate.

	
	How are we doing?



	· The library timetable is flexible, enabling class, small group and individual use.
	

	· All staff and the wider school community are aware of the library’s timetable and hours of access.
	

	· The library is open and supervised throughout the school day, during lunchtime, interval and after school to provide support and maximum access for students.
	

	· Where appropriate, the library is accessible to the wider school community.
	


Critical success factor 3

The library has standard systems and procedures that are simple, efficient, effective, and well documented, that meet the users' needs, and that encourage the students to develop positive attitudes and to transfer the skills they learn to new situations.

	
	How are we doing?



	· The library team establishes and maintains systems and procedures which provide equitable access to resources for all users.
	

	· The library provides consistency of access to resources by using cataloguing data which is based on authoritative standards : eg, secondary school libraries use SCISWeb to download catalogue records and the latest version of the abridged edition of Dewey for classification.
	

	· The library enhances access to Te Reo Māori resources, for example by the addition of appropriate Māori subject headings, and by establishing a separate Te Reo Māori collection where appropriate.
	

	· The library team processes and maintains resources according to format and expected use.
	

	· Library systems and procedures are clearly documented in up-to-date procedures manuals and communicated to staff and students. Library use protocols are clearly and positively phrased, e.g. “Rules that invite and don’t forbid” (-Ross Todd).
	

	· The library provides effective guidance in the use of library systems and procedures, for example OPAC guides and examples of search strategies, including Boolean conventions.
	


Critical success factor 4

The library ICT equipment and systems meet the users’ needs and provide fast, efficient, and user-friendly access to information, including appropriately managed access to the Internet and other electronic resources.


	
	How are we doing?



	· An integrated library system which supports current interoperability and accepted library practices is selected, regularly upgraded, and reviewed on an ongoing basis to ensure that it continues to meet the school’s needs.
	

	· Hardware and peripherals are regularly upgraded to ensure that they conform to recommended specifications and support the library’s ICT systems.
	

	· Funding is provided for service fees, technical support and training for the library’s ICT.
	

	· The library provides fast, reliable Internet access, managed so that it maximises use of this resource within the school’s policy guidelines.
	

	· The library provides online access to electronic resources, e.g. catalogued websites, subscriber databases, and electronic reference tools.
	

	· The library team in collaboration with the ICT staff develops and enhances access to the library’s resources through links to the catalogue and databases from the school’s intranet and web pages.
	

	· The library ensures that school-wide policies and procedures relating to on-line access, copyright, filtering, plagiarism and citation are applied in the library.
	

	· The library team ensures that the school’s Acceptable Use Policies are well publicised in the library, and that they are adhered to by library users.
	

	· The library team has undertaken training on Internet safety issues, and is familiar with NetSafe policies and procedures developed by the Internet Safety Group. (The Ministry of Education uses the ISG as its 'agent of choice' for cybersafety  education in New Zealand.)
	


Critical success factor 5

The library networks effectively with other libraries, develops links with appropriate information agencies and sources beyond the school, and utilises their services.

	The library team:
	How are we doing?



	· encourages teachers to use the National Library of New Zealand’s Curriculum Information Service for curriculum support material, and uses National Library of New Zealand Advisory Service for library development support.
	

	· effectively uses and promotes electronic databases and services provided by the National Library of New Zealand and other agencies, including INNZ, Discover, EPIC and Matapihi.
	

	· understands and promotes the complementary role of on-line reference services such as AnyQuestions.
	

	· establishes a collaborative relationship with public library staff and uses and promotes their services.
	

	· accesses and maintains current information about national and local resources and organisations, including experts, museums and art galleries.
	

	· networks with colleagues in contributing schools, and with colleagues in other educational institutions to which the school has links.
	

	· maintains current awareness through membership of professional associations and similar organisations such as National Library school networks, SLANZA, LIANZA, ICT Clusters and listservs, and shares information with other members of the school community.
	








National Library of New Zealand Te Puna Mātauranga o Aotearoa
www.natlib.govt.nz
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