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Information Resources Guiding Principle

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

Critical success factors

· Collection development is planned, and the plan includes policies and criteria for assessing and "weeding" the collection and for budgeting for resources, selecting them, and buying them.  The teaching staff and students have input into all these processes.

· The library's information resources and also those it provides access to through online services:

· are selected to support the curriculum, foster the students' information literacy skills, and encourage them to develop as readers;

· are relevant to the library users' needs in content, level, and approach;

· are in a range of formats, including electronic formats, so that together they meet different needs and provide a variety of opportunities;

· challenge and extend the students;

· contribute to meeting the library users' cultural needs and interests;

· are actively promoted to the library users.

· The library's information resources and other resource collections in the school complement one another, and the teachers use outside resource agencies -such as the National Library's Curriculum Information Service (CIS) and the public library - appropriately to supplement these collections.

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.36.
Rationale

Periodicals include all publications issued at regular intervals such as magazines, journals and newspapers, and are an essential component of a school library collection.  They are relevant to curriculum topics, are a valuable resource for students’ recreational reading, and provide professional reading for teachers and library staff.  

As a curriculum resource periodicals:

· provide current, accurate, authoritative information often before it appears in book form

· are an excellent source for New Zealand topics

· present information in an accessible and appealing format

· may be accessible through a print, electronic or online indexing service

· May be e-journals, only appearing in electronic form (i.e. not published at all in hard copy)

As a recreational reading resource periodicals: 

· provide up to date information on high interest topics

· entice reluctant readers

· add to reading mileage at all levels

· support reading for students with English as a second language

Management

The Library’s Collection Management Statement will include a commitment to providing a range of periodicals for curriculum related and recreational reading, and development of the periodical collection will appear as a component of the Library’s buying plan.  

Selection

The periodical collection should cater for a range of levels and subject areas, and take into account the recreational interests, cultural backgrounds and gender of the student population.  
Process

· Consultation with departments/faculties/syndicates will ensure periodicals support curriculum areas, and prevent duplication.  

· Encourage input from students through discussion and surveys

· Monitor student and staff requests for periodical articles supplied by National Library’s Document Supply Services to identify frequently used titles which can be considered for purchase

· Utilise expertise in the area, eg bookshop and Public Library staff, specialist periodical suppliers, National Library staff, curriculum advisers.
· Arrange for a display of periodicals through local bookshop or specialist periodical supplier for staff and students to peruse and make recommendations for purchase.
Selection Criteria

Consider:

· relevance to curriculum 

· recreational interests of students

· reading level

· authority of contributors

· quality of text and illustrations

· layout / appeal
· whether available full-text, online, and any associated charges for access

· indexing eg available on Index New Zealand, EPIC etc. 
· subscription rates


For greater detail on selection criteria see the School Library Information Guide:

Collection Management: selecting and weeding

Sources of supply

· Subscriptions can be arranged through local bookshops/suppliers or by dealing directly with the publisher of the periodical

· Orders can also be placed through subscription agencies who will order and pay for subscriptions.  The school will be invoiced a single sum to cover all subscriptions, eliminating the need to arrange foreign currency transactions 

· Schools may also use their local bookshop / newsagent to purchase periodicals on a casual, one-off basis, to broaden the range of titles and information available, or to trial a new title.  
See Appendix I for list of subscription agencies and suppliers.  

Funding

Development and maintenance of the periodical collection is a key area of the library resources budget. 

Budgeting considerations and possibilities: 

· As part of a particular curriculum area programme objective, indicating relevant periodicals to support learning and teaching programmes in that curriculum area. 

· As a separately identified element in the overall library resources budget. 

· As a separate programme objective to extend the scope of the periodical collection.  

· School library journal subscriptions may be influenced by the range of titles available full-text, online, through aggregators such as EBSCO and Gale Group, e.g. on EPIC.  School libraries need to balance cost of subscribing online (if not free) against cost of separate hard copy journal subscriptions.

· Library staff also need to consider exactly what content is available online (e.g. on a periodical’s website) compared with coverage in the published hard copy version.

· Online availability of full-text articles is sometimes subject to a publisher’s embargo for a period of weeks or months.

· Check how far back online material is archived.

· For accessing professional reading journals for teaching staff as well as professional reading and reviewing/selection journals for library staff - see Appendix II.

· Funding some subscriptions could be shared between library and subject departments in the school (eg Art New Zealand - Art Department) 

· Student sports teams and other hobby / interest groups might like to “sponsor” a subscription to a favourite title.  

See Appendix II for list of periodicals related to professional reading.  

Management and access

Acquisitions record (for print copies)
· Keep a record of each periodical as it arrives.  Details could include: title, frequency of issue, name and address of supplier, subscription renewal date, cost and publication details of each issue received (volume, number, month and year).  Missing issues can then be promptly followed up with suppliers and the subscription renewed when due.  
Processing

· Stamp with the school’s ownership stamp.  

· Process for the library security system as appropriate. 
· Plastic sleeves and protective folders are available from library suppliers if required. 

Cataloguing

· Catalogue records for periodical titles and issues held can be included in the library online catalogue.

Indexing

· Comprehensive, well-structured indexes to periodicals are essential for students and staff, particularly at secondary school level. 

· Periodicals are increasingly indexed electronically and available as full text, so it is important that school library staff keep up to date with these developments to maximize their students’ access to periodicals.

· Access to a growing number of full text New Zealand periodicals (eg The New Zealand Herald, New Zealand Listener, North and South) is available through EPIC, which currently accesses the EBSCO and Gale Group databases (see Appendix IV for further information).

· Some online periodicals e.g. Consumer and Cuisine index their print equivalents.

· Access to articles is currently provided through indexes such as Index New Zealand (INNZ).   INNZ lists information about articles published in around 300 New Zealand magazines, journals, newspapers, reports, conference papers, education resources and a wide variety of publications in and about New Zealand and the South Pacific (see Appendix III for further information).  

Storage

· Shelve and display periodicals for maximum accessibility and appeal

· Label back copies clearly, and store in a logical sequence, for quick and easy retrieval 

· Special shelving systems cater for storing and displaying periodicals.  For suppliers of specialist storage systems contact your Library Adviser.

· Back copies could also be stored in pamphlet holders or boxes in the periodical section, workroom or resource storage area if space allows.  
Security

· Preventing students from cutting and defacing high interest periodicals or from the library is often an issue for school libraries.  

· Use positive promotion techniques to encourage students to see periodicals as a valuable shared resource

· If there is an electronic security system, tag more expensive titles and publicise this fact

· Ensure that students are involved in the selection process 

· Provide photocopying facilities for student use 

· Display popular periodicals behind the issue desk and, if necessary institute a desk-copy system for them.  Some schools display the most recent copy of a periodical suspended from a bull-dog clip behind the work room window  

· Allowing students to borrow periodicals on overnight loan may be an option.  
Information File

Useful material from weeded, donated or free periodicals (but not photocopied material) could be considered for inclusion in the Information File.   It should be noted that maintaining an Information File can be time-consuming, and as many articles are now available on-line, careful consideration needs to be given to the sort of material collected (eg The New Zealand Herald is available full text on EPIC via EBSCO).
Issuing

Policy decisions including length of issue period will need to be made by each school.  Many schools do not allow their periodicals to be issued. Schools may prefer a closed reserve or overnight loan system especially for current and popular periodicals.  

Options include:

· Automated system:  each periodical barcoded on arrival and circulated according to library management guidelines.  

· Manual system.

Weeding

The periodical collection should be included in the regular weeding cycle. 
Promotion

· Display periodicals face-out, ensuring that this area is close to comfortable seating for library users.

· Involve staff and students in the selection process to encourage interest and ensure curriculum relevance.

· Use of online journals and the print periodical collection in the learning and teaching programme will develop skills and understanding of the scope of these resources.  Training for staff and students in the use of online index tools such as Index New Zealand will encourage better use of curriculum related periodicals.

· Circulate a range of periodicals or photocopied contents pages of particular relevance to individual staff and / or departments/faculties.

· Staff and department meetings provide promotional opportunities.  
· Use targeted emails to alert key staff to particularly relevant new journal articles.

· Use library pages on school Intranet to highlight journal articles relevant to current areas of study.
Copyright

The school’s copyright requirements should be adhered to when using periodicals in school libraries. 

Display a statement next to the photocopier to remind users of their copyright obligations.  

Copyright Licensing Ltd can provide information on the establishment of copyright licensing agreements.  PO Box 36477 Auckland 1309, Telephone: (09) 480 2711 Facsimile: (09) 480 1130.   http://www.copyright.co.nz
Monitoring and evaluation  

· Ensure a regular system is used for checking and evaluating the use and appropriateness of periodical resources.  

· Gaps in the collection may be identified through staff and student feedback.  

· Given that a range of periodical resources are now available online free of charge, low levels of use may indicate a need for more effective promotion, and/or a need for user training.

· Gaps and purchase requirements can be addressed when the school library’s Buying Plan is reviewed and updated annually.  

Appendix I:  Subscription agencies and suppliers

Check your local bookshop first.   Some still offer a magazine subscription service.  Alternatively contact one of the following.  These are specialist businesses set up to handle New Zealand and overseas subscriptions. 

Complete Subscriptions Ltd
www.emags.co.nz/
EBSCO Information Services  

Online: www.EBSCO.com
Private Bag 99914, Newmarket, Auckland  
Phone 09 524 8119  

Email: essnz@ebsco.com


Fax     09 524 8067

Gordon & Gotch Magazines

Online via www.mercurysubs.co.nz

2 Carr Road, PO Box 3207, Auckland.

Phone 0800 767 546

Email: subs@gordongotch.co.nz

Fax     09 625 3001

iSUBSCRiBE  


Online: www.isubscribe.co.nz


Phone 0800 444 556


Email:  help@isubscribe.co.nz
Magascene


PO Box 33100, 33 Hurstmere Road, Takapuna
Phone 09 489 5953


Auckland




Fax     09 489 5644

Email: info@magascene
Maggazino 

Online via www.magshop.co.nz
6 Morrow Street, Newmarket, Auckland

Phone 09 376 6933

123 Ponsonby Rd, Ponsonby, Auckland

Phone 09 523 0604

Mercury Subs www.mercurysubs.co.nz


Phone 0800 782637
NZ Magazine Shop







Online: www.nzmagazineshop.co.nz 

Phone 09 838 1641

Email: nzmagazineshop@xtra.co.nz

Fax      09 838 1631


Appendix II:  Professional Reading

Periodicals about good school library practice, including Internet navigation and know-how, information literacy, research strategies and resource selection for all media include: 

Access - Australian School Library Association.  

ASLA Executive Officer, PO Box 155, Zillmere, QLD 4034, Australia.   Useful for information skills development, literacy development, Internet sites, networking, resource based learning and many other topics relevant to school libraries.   For information about ASLA and Access check URL: http://www.asla.org.au/pubs/access/
Around the Bookshops

Marigold Enterprises PO Box 22180, Khandallah Wellington.  For book reviews and a wide range of author profiles and book-related information.  Good coverage of a wide range of titles available in New Zealand bookshops.  Useful for primary to early secondary. Email: barbaram@clear.net.nz   

Books for Keeps 

School Bookshop Association, UK, 6 Brightfield Road, Lee, London SE12 8QF.  Similar to Magpies in format.  Book reviews, articles and author/illustrator interviews. URL: http://www.booksforkeeps.co.uk/
Computers in New Zealand Schools

University of Otago Press, PO Box 56, Dunedin.  About  ICT use in schools.   Details NZ teaching experiences including innovative ICT teaching and learning programmes.  Indexed on Index New Zealand database.

Information Searcher

Datasearch Group Inc, New York.  14 Hadden Road, Scarsdale, New York, 10583.  http://www.infosearcher.com/  for Pam Berger’s blog, and

http://infosearcher.typepad.com/infosearcher/articles/infosearcher1.pdf for the online order form (in pdf format)

Quarterly publication containing articles about Internet search skills and strategies, website evaluation and the educational use of the Internet in the classroom and school library.   Also covers current awareness about educational implications of the Internet and curriculum/ technology integration in schools.

The Literature Base

PO Box 98, Grange, Queensland, 4051.    NZ subscriptions to both The Literature Base and Magpies (see reference following) may be placed through Jabberwocky Children’s Bookshop, 202 Dominion Road, Mt Eden, Auckland.  URL: www.jabberwocky.co.nz   

A specialist journal providing book-based or thematic units of study, children’s literature articles, book lists for topic areas, resource based learning and book reviews.

Magpies

Australian publication.  For subscription information see entry for The Literature Base above.   This invaluable selection tool includes in depth “Know the Author” interviews and a wide array of thoughtful book reviews.   Includes a useful New Zealand section.   Now available via  EBSCO (Australia/New Zealand Reference Centre database) on EPIC.

NB: A useful online tool for picture book and fiction selection is The Source, Australia’s dynamic reference guide to children’s books, poetry, short stories, and awards.   NZ content included.    The Source originates from the same publishers as The Literature Base and Magpies.   URL: http://www.magpies.net.au/
NZ Children’s Books in Print 2006
For 2007 edition, contact:  Silvertone Ltd, PO Box 21 265, Henderson, Auckland 1231.  Email:  blairfinlay@value.net.nz
Lists many currently available children’s books by New Zealand authors and/or illustrators.   Does not include textbooks or reading schemes.

NZ NetGuide

P O Box 33084, Takapuna, Auckland. URL: http://www.netguide.co.nz/
Popular NZ computer/internet consumer magazine. Includes articles, website listings, buyers’ guides to technology, Internet Service Providers and Internet do’s and don’ts.   A valuable resource for the wired school library.

Reading Time
Journal of the Australian Children’s Book Council.  Contact: Reading Time P O Box 62, Ashmont, NSW 2650, Australia.   Author/illustrator information and reviews. 

URL: http://www.cbc.org.au/readtime.htm
Scan

NSW Department of Education and Training, Australia.  Private Bag 3, Ryde NSW 2112, Australia.   URL:  http://www.curriculumsupport.education.nsw.gov.au/schoollibraries/scan/index.htm
Excellent resource for teachers and school library staff, covering information literacy, integrating  ICT with curriculum objectives, literacy support, Internet site reviews,  research columns and book reviews, and focuses on school library management issues in a learning context.

School Library Journal

P O Box 16388, North Hollywood, CA 91615-6388, USA.   Extensive book review section, principally covering the North American market.   Also covers aspects of school and children / young adult public librarianship including reading at all levels, and information literacy including the integration of ICT into education.   Available full text via Gale Group (Infotrac database) on EPIC.

Teacher Librarian

Rockland Press, Canada.  101-1001 West Broadway, Suite 343, Vancouver, BC V6H 4E4.  Invaluable resource for the school library professional. Includes book and CD-Rom reviews, constructive use of the Internet in education, resources and evaluation, information literacy and problem solving, role of teacher librarians.  Now available via Thomson Gale (Infotrac database) on EPIC.

Viewpoint – on books for young adults

Faculty of Education, University of Melbourne, Parkville, Victoria 3052, Australia.   Informed comment about books published for the teen market and a forum for discussion and review of new titles and author features.

URL  http://extranet.edfac.unimelb.edu.au/LLAE/viewpoint/
Appendix III:  Index New Zealand  (INNZ) Online

INNZ provides abstracts to a large number of articles published in over 300 New Zealand newspapers and magazines, mainly since 1987.   INNZ does not provide the articles, but schools may request copies from Document Supply Services, National Library of New Zealand, Wellington.   INNZ is available free of charge to New Zealand schools but they must register on TKI before they can access it online.   See: www.tki.org.nz/tki/innz 

Current list of periodicals indexed
The list ranges from popular magazines like North and South and Consumer to more specialised journals such as New Zealand Law Review and Art New Zealand.
For the list of periodicals indexed, see:

http://www.natlib.govt.nz/catalogues/innz 

To access INNZ Online: http://www.tki.org.nz/e/tki/innz/ 

Go to ‘Getting started’ and click on ‘registration’ to find out how to receive a user name and password for your school, and to download and print out the registration form.

The principal is required, on behalf of your school, to accept the terms of registration and return a signed copy of the registration form to the contact address contained in the form.   Once the school has received its user name and password, the index may be accessed from both home and school computers.

Searching the index

Instructions for searching INNZ are available on the National Library website.   Go to ‘Searching the index’ and there is also a ‘Quick reference guide’.   For an online tutorial, go to:  http://subscribers.natlib.govt.nz/support/innztut/contents.htm
Requesting articles 

For a copy of an article found through the index, submit a request to National Library.   This can be done by email, by sending or faxing a printout from the index, or by sending an on-line request form.   Instructions are available on the website.

Requests are processed within four working days.   Allow time for the items to be posted to you.

Student use of INNZ
It is important to provide clear instructions to students on how to use INNZ (and any other indexes held).

Instructions should be displayed prominently near the library computers.  INNZ is also useful as an index to the New Zealand journals you hold in your own school library.   Provide information on how to locate these, as well as how to request an article from National Library Document Supply Services.  The instructions may be in the form of a flow chart and include examples of completed requests.

It is in the school’s own interest to note the periodicals they draw on regularly for INNZ requests.   Subscribing to these journals  will provide immediate access to information from these sources.

Appendix IV:  EPIC

EPIC is a collaboration between New Zealand libraries and the Ministry of Education.

It offers NZ teachers and students free online access to an unparalleled collection of quality electronic information resources.

The EPIC databases are currently provided by international reference publishers and aggregators Gale Group and EBSCO, and include a vast array of international, Australian, and some New Zealand content.   More than 16,000 full text magazines, tens of thousands of biographies, reference books, newswires, photographs, maps and graphics, as well as sound and video clips are available.   Many of the databases are updated daily.

EPIC is available free of charge to New Zealand schools, but they must register on TKI before they can access it online at http://www.tki.org.nz/r/epic/
Once registration is complete, the school is given a user name and password which permits access to EPIC.

Who may use EPIC?

There is no limit to the number of staff and students within your school who can use the user name and password.   Teachers, students and library staff may access EPIC from school or home for school-related purposes, but it is a requirement in the agreement that an individual school’s username and password are kept confidential within your school community.

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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