CRITICAL SUCCESS FACTORS

SERVICE

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.

Service

The school library is a managed centre of professional expertise and support for the school community
Library Audit Checklist

	Critical success factors
	Rating
	Comments

	1.
The library team has a positive profile throughout the school, and the principal actively promotes the team’s role as a key contributor to the students’ learning. 


	
	

	2.
The library is well managed by an effective team, which is structured to maximise the library’s contribution to student achievement.  This team is an effective combination of people with the relevant professional expertise, personal qualities, and qualifications.
	
	

	3.
The library staff’s roles, responsibilities, competencies, qualities, and qualifications are agreed and documented in their job descriptions, and the library staff are included in the school’s performance appraisal and professional development programmes.
	
	

	4.
The students and volunteers involved in operating the library are managed, trained, and supported so that they can undertake appropriate tasks and provide positive role models to library users.


	
	


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

Critical success factor 1

The library team has a positive profile throughout the school, and the principal actively promotes the team’s role as a key contributor to the students’ learning.

	
	How are we doing?



	· Library team has earned recognition and respect by providing a timely and quality service to staff and students.
	

	· The principal has articulated the role of the library team in relation to classroom programmes and school-wide initiatives such as Literacy Leadership so that staff understand it. S/he ensures that the contribution of the library team is maximised – for example by involving them in the planning stages of a syndicate-wide study or NCEA research unit.
	

	· Library team demonstrates a flexible, positive and proactive approach to working with staff and students.
	

	· Student librarians and volunteers are seen as making a valuable contribution to the work of the library team, and have a positive profile throughout the school.
	

	· The principal ensures ongoing development of the library and its services is incorporated in the school’s strategic/annual plan.
	

	· An Annual Report is required by the Principal and BOT. This report includes progress on library outcomes and how they support student achievement.
	

	· Library management regularly inform Principal of library activities with a monthly report or meeting  (“If you’re not talking to me, I’m not thinking about you” – Gary Hartzell).
	

	· Library staff inform all staff of library ‘happenings’ at staff meetings or briefings.
	


Critical success factor 2

The library is well managed by an effective team, which is structured to maximise the library’s contribution to student achievement.  This team is an effective combination of people with the relevant professional expertise, personal qualities, and qualifications.

	
	How are we doing?



	· The principal recognizes the crucial importance of an effective library team and service by allocating realistic resources e.g. release time, management units, appropriate pay rates.
	

	· The school has a commitment to maximising the library’s contribution to student learning, and the structure of the library team is designed to achieve this.
	

	· The library’s services and procedures are designed and managed to meet users’ needs.
	

	· Library policies and plans (including a strategic development plan) are prepared with input from staff and are regularly reviewed.
	

	· Activities have a student outcome focus, not a systems focus.
	

	· Library staff operate as a team, and recruitment policies and practices ensure that they have appropriate and complementary skills and attributes.
	

	· Competencies required to provide an effective library service are regularly reviewed to identify gaps and necessary training is provided.
	

	· Library staff are encouraged to gain professional library qualifications e.g. financial support offered.
	

	· Library staff are included in school-wide behaviour management training e.g. teenage psychology and communication, crowd control, individual school’s reward and detention system.
	

	· Library team meet on a regular basis and team members are known to other staff.
	

	· The library team is provided with extra assistance when necessary e.g. with specialised ICT support or with rostered teacher supervision of the library during lunch breaks.
	

	· Employees on subsidised schemes and volunteers (including student librarians) are selected for the library team because they have the skills and attributes to make a positive contribution to the operation of the library.
	


Critical success factor 3

The library staff’s roles, responsibilities, competencies, qualities, and qualifications are agreed and documented in their job descriptions, and the library staff are included in the school’s performance appraisal and professional development programmes.

	
	How are we doing?



	· The principal and BOT establish the tasks and competencies required for each member of the library team to fulfil their role, and document these in job descriptions which are realistic in relation to the hours provided.
	

	· All library staff have current job descriptions and are aware of their conditions of employment e.g. appropriate pay scales.
	

	· Library support staff are paid at the appropriate grade of the Associate Class of the NZEI Support Staff in Schools Collective Agreement.
	

	· Library or other qualifications relevant to the job are financially acknowledged according to NZEI pay scale and qualification guide.
	

	· A performance appraisal is conducted annually, with opportunities for input by a person who understands the demands of the position involved e.g. SLANZA colleague.
	

	· National Library advisers may be involved in the appointment and appraisal process if required e.g. they can advise the principal on the development of library team positions, and assist with the preparation of job descriptions.
	

	· Library staff are encouraged to join professional organizations e.g. SLANZA.
	

	· Library staff are informed of, and given equal opportunity to participate in, training programmes and professional development that would increase their expertise.
	

	· Employees on subsidised schemes have job descriptions outlining their roles and responsibilities, and volunteers (including student librarians) have a clear understanding of the tasks required of them.
	


Critical success factor 4

The students and volunteers involved in operating the library are managed, trained, and supported so that they can undertake appropriate tasks and provide positive role models to library users.

	
	How are we doing?



	· Consideration is given to using a formal application process for student librarians, and they are selected for their ability to provide positive role models as well as to carry out practical tasks.
	

	· Effective training programmes are developed, documented and implemented for student librarians and volunteers.
	

	· Contribution of student librarians and volunteers is acknowledged by the whole school community.
	

	· The principal and staff provide student librarians and volunteers with all the support they need to carry out assigned tasks.
	

	· Library staff model positive customer relations when working with library users.
	

	· Student librarians are involved in a wide range of activities e.g. display, reading to younger students, rather than just in routine housekeeping tasks.
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