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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 document provides guidelines for schools developing or reviewing their Library Management Statement.

Rationale for library management statement

A Library Management Statement provides a framework within which the school community can develop and manage the school library to support student achievement, and evaluate its effectiveness in supporting the educational goals and objectives outlined in the School Charter and Strategic/Annual Plan and in the overarching school policies e.g. Student Achievement, Resources Policy. 

Purposes for library management statement

· To establish the role of the library in supporting the school’s teaching and learning programmes and the learning outcomes for students. 

· To outline broad guidelines by which the library’s purposes and outcomes are to be realised and to ensure that expectations are agreed, realistic and achievable.

· To inform school management, staff, students and the wider community about the role of the library and build understanding and support.

· To set agreed standards to help ensure consistency in library planning and practices and to provide a basis for accountability.

· To integrate library planning with school-wide planning.

Guidelines

Developing or reviewing a library management statement

· For the Library Management Statement to work as a living document, it should be clear and concise, and co-operatively developed to encourage school community ownership and commitment to its implementation.

· The Teacher with Library Responsibility (TLR), Teacher Librarian (TL), Library Manager (LM) and Library staff will: 

‑   consult with the Principal as to how the process for developing or reviewing the Library Management Statement will be managed

‑   determine what written Library Management Statements, guidelines and other relevant documentation exist, and decide whether to review or completely rewrite an existing Library Management Statement

‑   establish a writing team

‑   seek input from school’s management, staff, students and community on the present and future role of the library and learning outcomes for students

‑   arrange for the completed Library Management Statement to be presented to the School’s Senior Management Team for approval

-
liaise with the principal to ensure the School Library Management Statement is referenced in the Strategic/Annual Plan and in the school’s overarching policies

‑   monitor the implementation of the Library Management Statement; and conduct an  annual review to ensure that it continues to reflect the school’s philosophy, aims and objectives for the school library.

Format and content

See Appendix I for a template illustrating one model for presenting a School Library Management Statement.  Use the format commonly used in your school. For a completed example see Appendix II.

Implementation

· The Library Management Statement is the foundation document from which more specific action plans and procedures should be developed and may also be used for integrating library planning with school-wide planning.  For example:

- 
Job descriptions for library staff

- 
Library budget

- 
Library Annual Report

- 
Collection Management Statement and Buying Plan

- 
Library Procedures Manual

- 
Library Promotional Programme


- 
Other related management statements/guidelines e.g. ICT

· To implement the Library Management Statement, priority areas for development need to be identified, resources allocated and a strategic plan prepared to achieve the library’s purposes in the short, medium and long term. Contact your local National Library Adviser for more information or assistance.

Evaluation

· An annual review is needed to ensure that the Library Management Statement is implemented.  Possible areas for review are:

- 
The library’s role in school-wide information literacy development

- 
Use of the library to support teaching and learning

- 
Key roles and responsibilities and their impact on library services and use

- 
Staffing hours and allocation of release time 

- 
Budget allocation and expenditure

- 
Collection development 

· The Library Management Statement should be revised where necessary so that it accurately reflects current needs.

Conclusion

The Library Management Statement reflects the school’s Charter.  It clearly establishes the library’s role in supporting teaching and learning programmes and students’ reading interests, and identifies the resources and support required. 

Appendix I: 
Library management statement template

Rationale  (Why we need a school library)
A succinct statement reflecting the school community’s view on the role of the library in achieving the school’s educational outcomes, as stated in the School Charter and Strategic/Annual Plan.
(You may choose to use your school’s Library Vision statement)

Purposes  (What we want to do)

A series of statements to provide direction for library management in implementing library programmes that support teaching and learning needs and students’ reading interests.
Broad Guidelines  (How do we do it)

General statements outlining how the purposes are being achieved.  It is recommended the Library Management Statement should describe the school’s commitment to the following key principles:

· Information Literacy


Development of an information literate school community, professional development for staff; and effective ICT structure to support school’s information literacy programme.  

· Service

Personnel management: job descriptions; allocated hours; professional development; performance appraisal. 


Financial management: budget allocated and managed according to the school’s reporting and auditing procedures.


External resource agencies/networks: liaison with other resource providers, community organisations and individuals; any resource-sharing initiatives.


Equity and the Treaty of Waitangi

· Reading


The way the library supports literacy programmes; library’s promotional programme.  

Strategies to promote a reading culture within the school. 

· Access


ICT - fast reliable ICT infrastructure with available technical support.


The library plays an integral role in the school’s ICT infrastructure.


Library use - access arrangements for individual, group and community/whānau use (where applicable).


Organised systems – standardised methods for accessing and managing school-wide and online information and resources, documentation of procedures.


Training - staff are trained in the use of standards-based library tools e.g. SCIS

· Information Resources (Including electronic)

Collection development processes, including management statement and buying plan.
· Place


Provision of an attractive, inviting and comfortable environment with adequate and appropriate accommodation, furniture, shelving, displays and equipment.  Plans for building/redevelopment to be referenced in school-wide property plan.
Conclusion  (Outcomes)

Statements describing outcomes for students.

Appendix II: 
Aotearoa School Library Management Statement

The following example can be used as a guide for writing your school’s Library Management Statement.  It is essential that a Library Management Statement is developed to meet the individual requirements of your school.

Rationale

Our library provides a welcoming learning environment that supports learning and teaching in the school’s curriculum, equity and Treaty of Waitangi goals. It encourages life long recreational reading and supports information literacy development.

Purposes

· To create a stimulating, accessible learning environment in which students develop an enthusiasm for information and an enjoyment of reading.

· To provide centralised access to resources that support the school’s teaching and learning programmes and student’s recreational reading interests. 

· To provide a variety of opportunities for students and staff to develop information literacy using a wide range of resources and information technologies.

· To help students develop their self-identity and sense of values, broaden their experiences, widen their understanding of the diversity of cultures, and increase their knowledge of the world around them.

Guidelines

· Information Literacy

· The Library Staff collaborates with teaching staff to actively encourage and support the development of a school-wide, cross-curricular information literacy programme.
· Service
· The Principal provides leadership and support by documenting library development in the school’s Strategic/Annual Plans and policies.

· The Board of Trustees provides funding, staffing and ongoing training.

· Job descriptions, performance appraisal and professional development are available for all library staff and comply with Ministry of Education requirements and employment contracts.

· Student Librarians and volunteer helpers are trained and supervised to assist with the daily operation of the library.

· The TLR or TL or LM submits a budget proposal, outlining and supporting priorities for expenditure, to the Principal for consideration by the BOT.  The maintenance of library facilities and major development projects such as information technology, are budgeted for separately from the library’s collection.

· The TLR or TL or LM has financial responsibility for the library and is required to monitor and maintain spending within the allocated budget. 

· The library supports the school’s equity goals (with regard to age levels, gender, cultural groups, learning abilities and styles) and commitment to the Treaty of Waitangi in its facilities, resources, services and programmes.

· The TLR or TL or LM presents an annual report on progress made in implementing the Library Management Statement and Library Strategic Plan and a record of expenditure to the Principal and BOT.

· Reading 
· The library is used to support reading and literacy development at all levels, across the curriculum.

· The TLR or TL or LM co-ordinates an annual programme of reading and promotional activities to raise the profile of the library within the school community.

· Access
· The library is open and available during school hours and timetabled with fixed and flexible timetable options for classes, small groups and individuals. 

· Classroom teachers have responsibility for supervising classes when using the library. 

· The Library Staff, including Student Librarians are rostered to assist with supervision during lunch-time

· The Library Staff will ensure that the library catalogue (OPAC) provides easy and accurate access to school-wide information resources.

· Standardised systems of operation, including cataloguing, processing, and issuing of resources, are established and maintained according to the guidelines in the Procedures Manual.

· Information Resources
· The Library Staff co-ordinate the planned development of the collection in accordance with the Collection Management Statement, with priorities established in a Buying Plan.  

· Criteria for selecting and weeding resources, and procedures for handling donations and handling complaints are documented in the Collection Management Statement. 

· Library users are made aware of their responsibilities under the Copyright Act (1994) and the school’s Cyber Safety Agreement.

· All teachers are responsible for making effective and appropriate use of outside resource agencies, organisations and individuals, such as the National Library, to supplement the school’s resources and for promoting these to students.

· A stocktake is completed annually, complying with Ministry of Education requirements and guidelines.

· Place
· The school has a designated, centrally located library.  The facilities, furniture and equipment are well-maintained and comply with health and safety regulations and provide a welcoming and dynamic environment supportive to students’ learning and cultural needs.

Conclusion

Our library will be a stimulating place for the school community to access and use resources to support informational and reading needs.  Students will leave our school having had the opportunity to appreciate reading for pleasure and become informed, independent researchers able to apply their skills effectively. 

Principal:
 _____________________________  

Date: 

_____________________________                                                                    

Review 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.
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