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Service Guiding Principle

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

Critical success factors

· 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.

· 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.

· 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.

· 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.

Ministry of Education & National Library of New Zealand.  2002, The school library and learning in the information landscape: guidelines for New Zealand Schools.  Learning Media, Wellington, p. 22.

Scope

The following guidelines cover the purpose, preparation and content of the school library annual report, and the presentation of the report to the Principal and Board of Trustees.

Purpose

The school library annual report:

· Summarises the school library’s progress in supporting the school’s teaching and learning programmes

· Evaluates the effectiveness of library services for the past year

· Reports on achievement of objectives from the Library Development Plan, if appropriate

· Identifies key areas for development for the coming year 

· Informs the school and local community that continued support for the central role of the library within the school is essential

· Acknowledges assistance and donations

Preparation

· The annual report is prepared by the Teacher with Library Responsibility (TLR), Teacher Librarian (TL), Library Manager or the Library Team

· Check whether a full report or a brief summary is required

· Keep a record of any statistical sampling of library use (e.g. use of the library in class time, where library ICT for student research will not be reflected in issue statistics

· Keep a record of any staff / student user feedback, including surveys or anecdotal material

· Keep an ongoing record of library activities and events, including a file of any publicity material, press clippings, and samples or photographs of students’ work.  This information provides an historical record of library activities and is a useful reference for writing the annual report

· Refer to formal documents such as a Library Management Statement or a Library Development Plan, where appropriate throughout the report 

Content

When producing the library’s annual report include whichever points of the following are relevant to your school’s situation.

Introduction

· Rationale containing purpose and a brief summary of the content in reference to major initiatives carried out during the year

Equity and the Treaty of Waitangi
· Equity and Treaty of Waitangi objectives may be mentioned throughout the report or included as a separate statement

· Comment where appropriate, on how the library’s facilities, programmes, resources and services are used to support these objectives

Personnel management

· State the composition of the library team, including TLR/TL/ Librarian, Library Assistant, Teacher Aide, student librarians and volunteers, with respective hours of work and areas of responsibility.  These details can be used to justify the need for release time and paid library staffing hours

· Acknowledge the assistance of student librarians and the use of voluntary help

· Although the involvement of student librarians in particular has broad-ranging benefits, this information may also be used to underline that staffing additional to the school’s existing staffing level was required to provide library services

· State staffing requirements for the coming year, with supporting evidence for any proposed increase – based on library support for student learning 

· Acknowledge specific input into aspects of school library development and activities from community or whānau groups

· Professional development of library staff, including participation in external courses, in-service training and study towards professional qualifications

· Highlight any awards received, e.g. SLANZA awards

· Involvement in library networks or cluster groups, and other relevant professional and special interest associations, attendance at conferences and other events

· Staff meeting input by TLR/TL/Library Team relating to library development and activities

· Library development support provided by the Principal, Board of Trustees and teaching staff

Financial Management

· State the amount allocated for the maintenance, management and development of the library, excluding staff wages
· Note any additional sources of funding

· Include a record of expenditure (which can be attached in an appendix)

· State the level of funding required for the coming year to enable priorities to be achieved (Budget proposal can attached in an appendix)

Environment

· Comment on the adequacy, appropriateness and condition of the library building, furniture and equipment in enabling services and programmes to be delivered

· Acknowledge staff/class/local community contribution to library displays

· Mention any new developments or changes that are planned, are underway, or have been completed.

Resource management

· Comment on completion of priorities set during the year

· Acknowledge staff and student input into the development of the collection

· If there has been a Collection Assessment undertaken during the year, highlight key findings and implications

· Include a summary of resources purchased, donated, or resulting from fundraising initiatives or book fairs

· Refer to trends in the use of online vs hard copy resources, and where priorities for purchase have changed 

· Note areas of focus and the extent to which these have been developed to support learning and teaching programmes and students’ reading interests

· Outline impact of any new technologies 

· Include the extension of the library’s range of resources

· State next year’s priorities for development of the collection as in the Buying Plan

Systems management

· Describe any problems, proposed changes, or achievements, relating to the library’s systems of operation, e.g. opening hours, borrowing limits, or off-site access to the library’s online catalogue

· Include planning for, or introduction and impact of ICT

Library Use

· Describe the library’s impact on the development of students’  information literacy,  with supporting evidence

· Summarise ways the library has supported school-wide Literacy programmes or initiatives, with supporting evidence.  References to reading test summary data can be provided in an appendix if required.

· Outline trends or changes in library use – including evidence of impact on student achievement following any specific programmes / interventions by the library team, e.g. promoting e-resources, or scaffolding specific information skills

· Describe how effective the library has been in catering for staff and student needs , with supporting evidence.

· Describe how the achievement of objectives from the Library Development Plan affected the use of the library

· Include hours of access and timetabling system (for class, group, individual, and community/whänau use of the library, where appropriate)

· Include impacts of any professional development for school staff provided by the library team on library use by staff or students; and impacts on library services resulting from PD for library team members

· Describe the success of initiatives, activities and the promotional programme undertaken during the year, with supporting evidence

· Mention any changes in students’ attitudes towards the library, with evidence.

· Present implications for the library in terms of staffing, environment, resources etc. of educational programmes

Outside resource agencies

· Mention any liaison with outside resource agencies which supported student learning programmes

· Mention any resource-sharing initiatives, or support groups

Conclusion

· This is a summary statement which will help to raise awareness of the library’s role within the school

Appendices

The following information can be attached to the annual report where relevant

· Record of expenditure for the last year

· Buying Plan for the collection and detailed budget for the coming year

· Library statistics

· Updated management statements, job descriptions etc.

Presentation

· The report should have a professional appearance

· Use language free from jargon

· If time allows incorporate photographs and diagrams to enhance the report’s appearance 

· Place detailed information in an appendix, e.g. statistics

· Present the report to the Principal and Board of Trustees, supported with an oral presentation

· Share the report with staff and students

· Make copies of the report available to interested members of the school community/whānau

· For future reference, file a copy of the annual report in the library’s management manual, together with the library’s other formal documents 
Appendix: Examples of Content Statements

	Content
	Example statements

	Introduction
	· This report records the ongoing activities and events of our school library during [year], including our major project, upgrading the library automation system.

· This report provides staff and Board of Trustees with information regarding library activities during the past year.

	Equity and the Treaty of Waitangi
	· A rearrangement of the picture book shelving was completed so that the books are now shelved at a lower level (maximum height is 1.2m) and are more accessible to all students.

· Te Reo resources were featured as a special promotion during term 2, and this increased use of the library by the total immersion classes.

	Personnel Management
	· Job descriptions for X and Y were reviewed and updated during the Performance Appraisal process to include individual responsibilities for the development of a school wide information literacy programme.

· The librarian’s hours were increased from 20 to 25 hours during Term 3 because of a backlog of stock waiting to be catalogued.

· We negotiated successfully with senior class teachers for a team of students to be rostered on the issue desk each day to assist with junior class visits to the library. 

· The TLR attended a 3-day workshop on library management facilitated by National Library Advisers.

· Following [the Principal’s] attendance at [x] seminar on library management, the Library Management Statement has been revised and the library has been included in the school’s ICT Policy and Implementation Plan.

	Financial Management
	· The Parent Support Group donated $1000 from funds raised during the year.

· A financial report showing both budgeted expenditure and actual expenditure follows, together with reasons for over and under spending.

	Environment
	· For health and safety reasons, ergonomic workstations and seating are required for all library computer terminals.

· The mural on the exterior wall is on target for completion by the beginning of Term 1 next year.

· Large, attractive bilingual signage for the main sections of the library was completed in September following consultation with members of local iwi.

	Resource Management
	· The Collection Management Statement, which includes guidelines on the scope of the library’s collection, selection and weeding criteria, was completed in July, and presented to staff.

· There was a focus on purchasing new picture books as the old stock was inadequate for student numbers and was looking tatty and tired.

· A survey of students resulted in the following suggestions for developing the library being actioned: upgrading the magazine collection, providing access to digital images of school events, and trialling music at lunchtimes.

· Following a staff workshop to assess the appropriateness of the library’s collection in supporting teaching and learning programmes, the identified gaps were prioritised into a three-year Buying Plan. The main emphases for next year’s library budget are resources for the Social Studies curriculum, Māori Language material and fiction for newly independent readers.

	Systems Management
	· The stocktake carried out at the end of Term 2 with the assistance of parent volunteers revealed [X] books missing. An amnesty was successful with [Y] books returned by staff and students.

· Our school hosted the meeting of the local school library network during Term 1 where the group focused on preparing a Procedures Manual  which documents the daily operations of the library.

· Following the successful completion of the library automation project, the teacher resources are in the process of being added to the library computer to create a centralised database of school resources. This database will be networked to all classrooms by the end of next year. Costings for the hardware, cabling and multi-site licensing of the software are attached.

	Library Use
	· Resource-based learning trialled by the Science Department has led to an increase in students using online databases and the library’s science magazines for recent information.

· From 1 July, the opening hours were extended to include 8.30 am – 8.50 am following a successful one month trial period, as part of the school’s Literacy Initiative. Positive feedback has been received from several parents who visited the library with their children to select books to read at home.

· The library and teaching staff have completed a programme of training sessions on the Internet which was installed in the library in Term 3. 

· In order to support information literacy programmes, the library’s timetable is trialling a flexible open booking system enabling classes to visit the library when needed.

· Numbers visiting the library increased by 40% this year, following the introduction of weekly events. Activities included story-telling, competitions, displays, visits by authors, comic swapping, and audio-conferencing with well known personalities.

· The TLR initiated a two minute slot at each Monday morning interval to promote a new library resource or activity.

· We are continuing to monitor the impact of NCEA on library use and resources.

	Outside Resource Agencies
	· Numbers of teachers using the National Library’s Curriculum Information Service has increased by 25% this year, following a staff meeting presentation by National Library staff.


All web links were accessed and checked at the time of publication, July 2007.  However, the Internet is a dynamic and fast-changing environment, and websites can and do change without notice.
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