INFORMATION GUIDE

JOB DESCRIPTIONS AND PERFORMANCE APPRAISALS

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

This Information Guide has been prepared to assist Principals, Senior School Management and library staff when writing/ revising job descriptions and undertaking performance appraisals. It allows schools to:

· Clarify roles and responsibilities for current library positions

· Reflect changes in roles and responsibilities

· Describe roles and responsibilities for new library positions

· Handle performance appraisals in a professional and appropriate manner.

The guide includes:

· Sample position descriptions.  These are samples only and are not intended to be comprehensive.  Each school will have to develop key responsibilities, desired outcomes and performance measures to meet their own needs.  Refer to The Guidelines p 24-25.

· Sample forms for appraisal procedure and reporting.

Introduction

Some schools have a senior teacher (Teacher Librarian or Teacher with Library Responsibility) with management and leadership responsibility for the library and for library support staff.  Schools may recognise this responsibility by attaching a responsibility or management unit to the position.

The increased emphasis on information literacy, together with the continued growth of library-based ICT, has led to a need for increased levels of professionalism and training with increasing recognition by schools of the need to employ library staff with appropriate qualifications, experience and personal qualities.

Library staffing structures may include a combination of the following (position titles may vary):  Teacher Librarian (TL), Library Manager (LM), Teacher with Library Responsibility (TLR), Library Management Team, Librarian, Library Assistant (LA), Teacher Aide (TA).  

In addition to the paid library staff student librarians, parent/community volunteers, subsidised employees (i.e. Government Department work schemes) can provide valuable assistance.

Rationale

A written job description for school library positions:

· Forms part of the position holder’s employment contract with the school and is a legal requirement under Section 65 of the Employment Relations Act 2000

· Clarifies key roles and responsibilities for the management and operation of the school library

· Identifies key skills and competencies required to fulfil those roles

· Specifies hours of work and/or release time

· Documents reporting lines for library staff

· May be used as a guideline for setting performance objectives

· May be used to assist in negotiating levels of remuneration for paid library staff

A performance appraisal provides the opportunity to:

· Discuss the work and place of staff in the successful maintenance of the library service

· Ensure staff job descriptions are accurate and that they are on the correct salary grading

· Update with school management e.g. Principal, DP, etc. the key role of the library in supporting student achievement and how library staff can contribute
Process

Draft job descriptions in consultation with Principal and key staff:

· List key tasks/ responsibilities required to manage your school library effectively

· Assign tasks/responsibilities to each staffing position as appropriate to your school

· Identify desired person specifications, including qualifications and experience appropriate to each position

· Identify desired outcomes and performance measures/key performance indicators, which determine the extent to which each area of responsibility has been achieved

· Agree on performance appraisal process and regularity
Content

Job descriptions may include:

· Position title

· Position statement (brief description of position)

· Reporting lines (lines of responsibility both upwards and downwards)

· Functional relationships with (eg HOD Health and PE)

· Hours of work/release time (if relevant)

· Key tasks and responsibilities, desired outcomes and performance measures/key performance indicators

· Person specifications (qualifications, skills, knowledge, experience, personal qualities)

· Signature of Principal and employee, and date
School library roles

Select from the following list according to the individual needs and funding of your school.  Position titles may vary.

Teacher Librarian (TL):

Trained teacher holding a Diploma of Teacher Librarianship or equivalent qualification/s. This position usually attracts an MU or RU and requires regular release time from classroom teaching.  In most situations the Teacher Librarian will have major responsibility for information literacy programmes. 

Teacher with Library Responsibility (TLR):

Teacher with overall responsibility for the management of the school library.  This position may attract an MU or RU and requires some release time to undertake library responsibilities.

Library Manager/Librarian:


This position usually entails significant library management responsibility and requires  appropriate professional library qualifications.  Refer to this site for a current list of qualifications: http://www.lianza.org.nz/development/education/qualifications.html 

Library Assistant (LA) / Teacher Aide:

This position involves performing all or most of the day-to-day tasks needed to run the library, usually under the direction of a TLR, Library Manager, Librarian, or TL. Care needs to be taken to ensure liaison with teaching staff and teaching/learning programmes takes place.

Student Librarians:

See the Student Librarians Information Guide.

Voluntary workers



Voluntary workers can perform specific tasks working under the direction of paid library staff.  The following websites provide useful information for employers and volunteers, outlining volunteers’ rights under ACC and the Health and Safety in Employment Act.

http://www.ocvs.govt.nz/documents/policies/government-policy-on-volunteering.doc 
http://www.acc.co.nz/claims-and-care/getting-help-from-acc/WCMZ002232?ssSourceNodeId=3891&ssSourceSiteId=1494 

http://www.workinfo.govt.nz/document.aspx?doc=volunteers.pdf
Subsidised employees (i.e. Government Department work schemes):

Responsibilities may include:

· Employment in special short-term projects providing work experience in tasks the school library would not otherwise undertake, under the direct supervision of library staff.

· Day-to-day routines under supervision
Official Government sites for further information:

www.infoline.govt.nz
www.legislation.govt.nz go to Statutes, E for Employment Relations Act 2000 and select section 65 & 66

Appendix I: Sample position descriptions

Teacher Librarian 

Position Title:

Teacher Librarian

Position statement:
To take responsibility for strategic and operational management of all aspects of the school library.  This position requires collaboration with teaching staff to promote strong links between the library and school-wide teaching and learning programmes.

Responsible to:

The Principal

Responsible for:

Library staff

Functional Relationships:
Teaching staff, students, external agencies

Hours of Work:

x hours per week 
Responsibilities:

The following chart illustrates typical elements for this position.  These are samples only and are not intended to be comprehensive.  Each school will have to develop key responsibilities, desired outcomes and performance measures to meet their own needs.  Refer to The Guidelines p 24-25.

1.  Information Literacy

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Coordinate professional development/training for all staff and students in the area of information literacy


	· All teachers and students have received appropriate training


	· Teachers and students are confident users of the agreed information process model



	· Promote information literacy across all year levels and curriculum areas


	· Staff and students become information literate
	· Student research logs indicate competence in information assessment and retrieval 




2. Library Management

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Play a lead role in library strategic planning and ensure this is aligned with the school strategic plan
	· Library development is planned
	· All members of the library team as well as school senior management have been involved in the planning process



	· Ensure that all library staff are appropriately trained and have regular access to professional development


	· Library staff have up-to-date knowledge and skills
	· Library staff have undertaken training and are able to apply what they have learned

	· Manage the library team with appropriate delegations
	· Library operates effectively with a collegial atmosphere between staff
	· Allocated tasks are completed

· Performance appraisals are conducted annually for all library staff



	· Prepare budget proposal with the assistance of library staff.  

· Manage and monitor the library budget using appropriate financial controls in accordance with school practice.


	· Library budget is appropriate to meet school needs.
	· Relevant resources are available for all library users

· Regular financial reporting in relation to the library budget




3.  Resources

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Assist the library staff to provide relevant and high quality resources, including online, which meet the reading and information needs of the school community


	· The library has a balanced collection that meets users’ needs
	· Borrowing records on the library system show appropriate material issued to students

	· Provide access to online resources by providing up-to-date links on the school intranet


	· Library users have reliable access to online resources which are relevant to their needs
	· Students find appropriate resources as recorded in their research logs

	· Participate in curriculum planning and development, and management of all learning resources
	· The buying plan reflects curriculum needs

· Students and staff are consulted so that the collection is developed with their needs in mind
	· The buying plan is updated annually

· Student surveys indicate a high level of satisfaction with reading resources provided


4.  Library ICT

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Effectively manage the integrated library system to provide easy access to information to support learning
	· Integrated library system is kept current with appropriate subject access to resources
	· Students find appropriate resources as recorded in their research logs

	· Assist students and staff to use library ICT independently 


	· Students and staff use library ICT confidently and competently
	· User surveys indicate a high level of satisfaction with support provided in use of library ICT


5.  Liaison and reporting

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Maintain regular contact with professional networks and external agencies e.g. SLANZA and The National Library of New Zealand
	· School management and the library team are kept informed of developments in professional library practice and teacher librarianship
	· Planning for library development reflects current best practice

	· Report regularly to school senior management on progress towards objectives in library strategic plan and submit an annual report to the principal


	· School senior management are kept informed of library development progress
	· Oral and written reports are provided e.g. formal report, school newsletter, staff bulletin, oral report at a staff meeting


Person Specifications:


Qualifications:


Trained teacher holding a Diploma of Teacher Librarianship or equivalent qualification

Skills, Knowledge and Experience

Knowledge of The New Zealand Curriculum and of teaching and learning programmes in the school 

Experience leading school-wide information literacy programmes linked with the library

Knowledge and experience of library management and systems 

Knowledge of learning resources – print and electronic

Proven experience of collaboration with ICT and teaching staff

Staff management experience 

Strategic planning and organisational skills

Financial management experience

Excellent oral and written communication skills

Personal qualities:

Ability to interact positively with students and staff

Ability to facilitate change

Love of literature

Willingness to keep up-to-date with ICT and library trends

Signed:

Teacher Librarian __________________________________
Date:_____________
Principal: _________________________________________
Date:_____________

Appendix I: Sample position descriptions

Teacher with Library Responsibility

Position Title:

Teacher with Library Responsibility

Position statement:
To take overall responsibility for the management of the school library.

Responsible to:

The Principal

Responsible for: 

Library staff

Functional Relationships:
Library and teaching staff, students, external agencies

Release time:


x hours per week for x weeks per year

Responsibilities:

The following chart illustrates typical elements for this position.  These are samples only and are not intended to be comprehensive.  Each school will have to develop key responsibilities, desired outcomes and performance measures to meet their own needs.  Refer to The Guidelines p 24-25.

1. Information Literacy

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Promote information literacy across all year levels and curriculum areas


	· Staff and students become information literate
	· Student research logs indicate competence in information assessment and retrieval


2. Library Management

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Prepare a budget proposal with the assistance of library staff.  Manage and monitor the library budget in accordance with school practice
	· Library budget is appropriate to meet school needs
	· Relevant resources are available for all library users

· Regular financial reports, in relation to the budget, are submitted to school management

	· Manage the library team with appropriate delegations


	· Library operates effectively with a collegial atmosphere between staff


	· Allocated tasks are completed

· Performance appraisals are conducted annually for all library staff


3. Resources

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Assist the library staff to provide relevant and high quality resources, including online, which meet the reading and information needs of the school community


	· The library has a balanced collection that meets users’ needs
	· Borrowing records on the library system show appropriate material issued to students

	· Encourage all library users to participate in collection development


	· Users have access to resources that meet their information and leisure needs
	· Users’ resource recommendations are included in buying plans


4. Library ICT

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Maintain the library management system 


	· Library management system provides easy access to information
	· Users locate information to meet their needs as evidenced by survey


5. Liaison and Reporting

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Prepare an annual report that focuses on:  the library’s support for teaching and learning, highlights significant developments, and identifies future needs


	· School management have accurate and up-to-date information about the library’s performance
	· Annual report is submitted to school management

	· Liaise with external agencies and support groups e.g. National Library of New Zealand, school library network groups, SLANZA


	· Relationships are developed and maintained with relevant external agencies
	· Regular attendance at school library network meetings

· Regularly promote services from other agencies to school staff


Personal Specifications:

Qualifications:

Trained teacher

Skills, knowledge and Experience:

Knowledge of the New Zealand Curriculum and of teaching and learning programmes in the school

Experience of information literacy programmes linked with the library

Knowledge of learning resources – print and electronic

Knowledge and experience of library management and systems

Experience of collaboration with ICT and teaching staff

Staff management experience

Excellent oral and written communication skills

Strategic planning and organisational skills

Financial management experience

Personal qualities:

Ability to interact positively with students and staff

Ability to facilitate change

Love of literature

Willingness to keep up-to-date with ICT and library trends

Signed:

TLR:______________________________________________
Date:_____________
Principal: _________________________________________
Date:_____________
Appendix I: Sample position descriptions

Library Manager / Librarian

Position Title:

Library Manager / Librarian

Position statement:
Responsible for the day-to-day management and operation of the school library.

Responsible to:

The Principal / Teacher Librarian / TLR

Responsible for: 

Library staff

Functional Relationships:
TL/ TLR, Library and teaching staff, students, external agencies

Release time:


x hours per week for x weeks per year

Responsibilities:

The following chart illustrates typical elements for this position.  These are samples only and are not intended to be comprehensive.  Each school will have to develop key responsibilities, desired outcomes and performance measures to meet their own needs.  Refer to The Guidelines p 24-25.

1. Information Literacy

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Support the development of information literacy
	· All teachers and students receive appropriate assistance to access and use information


	· Staff and students locate appropriate information

	· Plan and implement the library orientation programme
	· Staff and students are confident library users
	· Informal feedback from users indicates satisfaction with assistance received

· All new staff and students participate in library orientation


2. Library Management

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Establish and monitor day-to-day systems in consultation with library staff
	· Library operates effectively
	· Allocated tasks are completed within agreed timeframes

	· Document library procedures
	· All library processes and procedures are documented
	· The library procedures manual is relevant and up-to-date




3. Resources

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Provision of high quality resources, including online, that meet the reading and information needs of the school community
	· The library has a balanced collection that meets users’ needs
	· Borrowing records on the library system show appropriate material issued to students

	· Provide access to online resources by providing up-to-date links on the school intranet


	· Library users have reliable access to online resources that are relevant to their needs
	· Students find appropriate resources as recorded in their research logs or as reported verbally by teachers



	· Encourage all library users to participate in collection development
	· Users have access to resources that meet their information and leisure needs

· 
	· Users’ resource recommendations are included in buying plans


4. Library ICT

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Maintain the library management system 


	· Library management system provides easy access to information
	· Users locate information to meet their needs as evidenced by survey


5. Liaison and Reporting

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Contribute to the development of an annual report focusing on the library’s support for teaching and learning


	· School management have accurate and up-to-date information about the library’s performance


	· Statistics and other evidence are provided to the TLR for inclusion in the annual report

	· Liaise with external agencies and support groups e.g. National Library of New Zealand, school library network groups, SLANZA


	· Relationships are developed and maintained with relevant external agencies

· Library users are aware of the range of services and resources that are available
	· Regular attendance at school library network meetings

· Promote services from other agencies to school staff


Personal Specifications:

Qualifications:

Professional library qualifications

Skills, knowledge and Experience:

Knowledge of the New Zealand Curriculum and of teaching and learning programmes in the school

Knowledge of information literacy programmes linked with the library

Knowledge of learning resources – print and electronic

Knowledge and experience of library management and systems

Experience of collaboration with ICT and teaching staff

Staff management experience

Excellent oral and written communication skills

Planning and organisational skills

Financial management experience

Personal qualities:

Ability to interact positively with students and staff

Ability to facilitate change

Love of literature

Willingness to keep up-to-date with ICT and library trends

Signed:

Library Manager / __________________________________
Date:_____________
Librarian

Principal: _________________________________________
Date:_____________
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Library Assistant (LA) / Teacher Aide

Position Title:

Library Assistant

Position statement:
To manage the day-to-day operations of the school library under the direction of the TLR.  

Responsible to:

The Teacher Librarian/TLR/ Library Manager

Functional Relationships:
TLR, staff and students, parent/community helpers

Hours of work:

x hours per week for x weeks per year
Responsibilities:

The following chart illustrates typical elements for this position.  These are samples only and are not intended to be comprehensive.  Each school will have to develop key responsibilities, desired outcomes and performance measures to meet their own needs.  Refer to The Guidelines p 24-25.

1. Information Literacy

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Support the development of information literacy


	· Library users receive assistance to access information


	· Informal feedback from users indicates satisfaction with assistance received




2. Library Management

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Contribute to the documentation of library procedures


	· All library processes and procedures are documented
	· The library procedures manual is relevant and up-to-date


3. Resources

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Assist with the selection and purchase of resources to meet the reading and information needs of the school community


	· The library has a balanced collection that meets users’ needs
	· Recommend resources for purchase

· Users’ resource recommendations are collated for inclusion in buying plans

	· Processing and preparation of resources for use
	· Resources are speedily available for use


	· Processing is carried out according to agreed standards and within agreed timeframes


4. Library ICT

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Responsible for circulation of library resources 


	· Circulation processes operate smoothly
	· Circulation processes are up-to-date

· Overdue notices are generated in accordance with the process outlined in the library procedures manual


5. Liaison and Reporting

	Key Responsibilities
	Desired Outcomes
	Performance Measures

	· Liaise with external agencies and support groups e.g. National Library of New Zealand, school library network groups, SLANZA
	· Relationships are developed and maintained with relevant external agencies
	· Regular attendance at school library network meetings

	· Maintain day-to-day liaison with staff and students


	· Users have positive working relationships with library staff
	· Positive response to users’ ideas and suggestions


Personal Specifications

Skills, knowledge and experience:

Knowledge of school library management and systems

Skills and experience in using ICT




Accuracy, neatness and a methodical approach to clerical work

Excellent communication skills

Ability to promote the library to staff and students

Personal qualities:

Ability to interact positively with students and staff and understand their information needs

Love of literature

Willingness to use / train in new technologies

Ability to work with minimum supervision

Ability to work as part of a team

Ability to cope with change

Signed:

Library Assistant / _________________________________
Date:_____________
Teacher Aide

Principal: _________________________________________
Date:_____________

Appendix II: Sample Checklist of Procedures for Library Staff Appraisal

Step 1:  Pre-meeting held to start the process

1. Timeline agreed 

2. Evidence agreed 

3. Involvement of other parties e.g. reports from library users or teaching staff 
4. Self-evaluation deadline set
5. Prepare draft Performance Objectives for discussion
Step 2:  Reports

1. Written reports from colleagues received 

Step 3:  Appraisal Meeting

1. Reports discussed

2. Review Performance 

3. Achievements discussed and noted

4. Areas for development noted

Step 4:  Objectives

1. Performance Objectives for next year discussed

2. Individual Professional Development objectives for next year discussed and agreed

3. Performance and Professional Development Objectives added to Review Report

4. Report completed

5. Report signed

Step 5:  Documents

1. Copy of report to Principal

2. Copies of documents used in process kept by Appraiser and Appraisee

Step 6:  Contract changes

1. Position Description Reviewed
2. Individual Contract Reviewed
3. Agreed changes in writing
4. New contract signed
Appendix III: Sample Library Staff Performance Appraisal Report Sheet

Date: _______________
Appraisee: ________________________________________
Appraiser: ________________________________________
	Key Responsibilities
	Performance Measures
	Comments on Performance

	
	
	


Performance Objectives (for the next year)

Individual Professional Development Objectives (for the next year)

Signed:
Appraisee___________________  
Date___________


Appraiser___________________
Date___________



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.








1
National Library of New Zealand Te Puna Mātauranga o Aotearoa
www.natlib.govt.nz



