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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 guideline outlines a process for organising documentation on school library management and procedures. 

Rationale

A procedures manual enables the school library team to:

· identify and organise essential documents on library management and development in a readily accessible form

· establish standards for accurate and consistent library operations

· ensure continuity in the management of the library when new staff are appointed

· understand the processes for the efficient and effective operation of the library.

Responsibility

The compilation and maintenance of the procedures manual should be the overall responsibility of the Teacher with Library Responsibility, Teacher Librarian or Library Manager, who may delegate or share this task with other library personnel.  
Format

The manual should:

· be in a flexible format e.g. a ring binder with clear plastic sleeves, enabling documents/sections to be easily added or withdrawn to aid revision and ensure currency;  or in a file drawer.

· have a contents page

· include flowcharts, diagrams, photographs and examples as appropriate

· be created in an electronic format so that it can be easily updated

· include the date of creation/update, and the person responsible, for each document/section

Process

· Select the headings which are appropriate to your school library from the list below of this guide to establish the framework for the manual.   These headings could be used for your content page and as cover sheets for each section.

· Gather and sort all existing library documentation under these headings.

· Add material from National Library information guides and material from courses and network meetings.

· Review material for currency and relevance.

· Identify the gaps and the priorities for further development.

· Purchase required stationery - folders, clear plastic sleeves, etc.

· Establish a timeline to complete prioritised sections.

· Date sections as completed or revised, and initial and date any additions or alterations made in the course of the year.

· Revise contents page(s) and index as new material is inserted.

· Annually review material and headings for currency and relevance.

Content:  general headings

This is a very comprehensive list of possible headings.  Choose only those that are relevant to your situation and add others as required. 

The main headings are for grouping library management documents and procedural information.

The heading ‘Management’ lists documents which shape/contribute to library development.   

The heading ‘Procedures’ lists areas in which libraries may require procedural information.  Detailed content for each area is listed from page 6.

Library

Management

· Copy of The School Library in the Information Landscape:  guidelines for New Zealand Schools (2002)
· Copy of expanded Critical Success Factors for each Guidelines principle

· Library Management Statement 

· Library Development Plan

· Copy of your school’s Charter and Strategic Plan, and the current year’s Annual Plan

· Budget proposals (current and past)

· Any applications for additional funding and/or sponsorship (current and past)

· Annual reports (current and past)

Library staffing

Management

· Job descriptions

· Performance review / appraisal process

Procedures - refer ‘Content details’ from page 6

The Library Team (i.e. Teacher with Library Responsibility, 
Library Assistants, Librarians, Teacher Aides)

· Parent Helpers, Community Agency Workers and Volunteer helpers

· Student librarians

Access to resources and information

Management

· Collection Management Statement

· Buying Plan

· Online information via school Intranet - policy

· School Copyright Statement

Procedures - refer ‘Content details’ on page 10

· Book resources

· Magazines/Newspapers

· Information file management

· Developing Intranet content, e.g. library blog, online tutorials etc

· Online databases, e.g. EPIC

· Internet

· Other electronic resources:  DVD, video etc.

· Copyright

· Index New Zealand  (INNZ) 
Information technology

Management

· ICT Management Statement/s

· ICT Plan

· Acceptable Use Policy (Internet)

Information literacy

Management

· School-wide Information literacy programme
Library use and activities

Procedures – refer ‘Content details’ from page 6

· Map library layout

· Hours of access

· After hours access to collections and services

· Supervision and guidelines for using the library

· Orientation programme for staff and students

· Promotion and marketing
General routines

Procedures – refer ‘Content details’ on page 7

· Administration

· Library Log-book and Wall Planner

· Daily routines

· Term routines

· Workroom organisation and storage

· Displays

· Furniture and equipment

· Suppliers
Resource cycle

Procedures – refer ‘Content details’ on page 8

· Acquisitions

· SCIS – Cataloguing & classification

· Processing

· Circulation and use

· Security system

· Mending resources

· Weeding

· Collection assessment

· Budgeting
Liaison with outside resource agencies
Procedures – refer ‘Content details’ on page 11

· National Library of New Zealand

· Public library

· Community resources, including local iwi

· Other resource agencies

· Networks and support groups

Monitoring and evaluation
Procedures – refer ‘Content details’ on page 12

· Statistics

· Stocktaking

· Annual review

· Reporting
Content: details
Library staffing

Library Team (Teacher with Library Responsibility, Teacher Librarian, Library Assistants/Librarians/Teacher Aides)

· Names of staff, release time, working hours and rosters

· Recruitment procedures for new staff

· Orientation and training for new staff

· Course information from professional development providers

· Memberships of professional associations and organisations; eg

· SLANZA

· New Zealand Reading Association

· New Zealand Children’s Literature Foundation

· Writers in Schools scheme (New Zealand Book Council)

· Subscriptions to professional reading journals
· e.g. Magpies, Around the Bookshops

· Professional Registration details and requirements (see SLANZA website, www.slanza.org.nz
Parent Helpers/Community Agency Workers and Volunteer helpers
· Recruitment / selection

· Training

· Task list

· Rosters

· Acknowledgement for voluntary assistance (e.g. pro forma letter of thanks)

Student librarians

· Recruitment

· Tasks / job descriptions

· Training

· Rosters

· Rewards, certificates (master copies etc)

· Pro forma letters (eg thanks), notices in newsletter etc
Library use and activities

Map of library layout

· Could be displayed inside the library entrance and included in orientation packs

Hours of access

· Opening hours

· Time-tabling – including template either in hard copy or via school’s Intranet

· Procedures for individual student / small groups access during class visits

· Access arrangements for community

· After hours use

Supervision and guidelines for using the library 

· Responsibilities of staff
· during class visits

· outside classroom hours (lunch time, before and after school)

· Roster of library and other staff

· Guidelines for student behaviour

· ‘Library code’ for behaviour

· Protocol (eg how to store cushions and chairs when classes depart the library, etc)

· Discipline

Orientation programme for staff and students

· Responsibilities for implementation

· Documentation: opening hours, names of staff, borrowing privileges, etc

Catalogue
· Tools available for cataloguing library resources (eg  SCIS, with contact / subscription details. 

· Integrated library system

· instructions for using library management software (eg creating new borrowers)

· Protocols for borrowing – books per borrower (students, staff) and loan periods

· manual for your automated system 

· refer to the Integrated Library Systems information guide

· on/off switch, booting up

· levels of security/access/password(s)

· saving, end of day closing, updating databases

· troubleshooting, service support

· User Group for your library system – contact details, meeting schedule 

Promotion and marketing

· Library/school newsletter

· Assemblies, staff meetings

· Book weeks and book fairs
· planning, timing

· past programmes

· contact people (eg guest speakers, booksellers)

General routines

Administration

· Letters (eg overdue notices)
Library Log-book and Wall Planner

· Record of library events, use of release time, meetings attended, etc

· Key dates, deadlines

Daily routines (opening and closing the library)

· Rosters, responsibilities

· Security alarm on/off

· Lights, windows, heaters, zip

· Switching on/off computers, printers, photocopier, etc

· Backup procedures for automated system

· Housekeeping

· furniture - chairs on tables for cleaners, etc

· plants, fish tank, etc

· Clearing mail/e-mail

· Financial management of cost-recovery operations (eg coin operated photocopiers, Internet charges, etc)

Term routines

· Housekeeping (eg washing cushion covers, dusting, shelving)

· Removing names of ex-students and staff from library database
Workroom organisation and storage

· Systems and sequences of tasks

Displays

· Rosters, responsibilities

· Location

· Content of themes, topics etc

· Sources of promotional material (eg posters)

· New resources (eg time period of display, reserves, etc)

Furniture and equipment

· Inventory

· Instruction manuals for equipment

· Maintenance procedures

· Log-book (eg to record computer problems and solutions)

· Service contacts/lease agreements for equipment (photocopier, computers, etc)

· Repair contact numbers

Suppliers

· Names and contact numbers eg catalogues and price-lists
Resource cycle

Acquisitions 

· Suggestions book

· Order file

· Sources of supply and discounts given (booksellers, publishers’ representatives, etc)

· Selection criteria (if not described Collection Management Statement)

· Ordering procedures

· Checking the invoice and the condition of resource (eg printing and binding quality)

· Relating purchases to budget and buying plan
Cataloguing and Classification - SCIS

· Cataloguing using SCISweb

· School’s log-on and password for SCIS

· Procedure for dealing with non-hits

Processing

· School ownership stamp and location on resources

· Spine labelling – including instructions for using equipment to create printed labels

· Date due slip (if used)

· Barcode/book card and pocket

· Covering and reinforcing

· Suppliers’ guidelines (for processing and mending)

· Consumables checklist (eg approximate number of rolls of covering materials used annually)
Mending 

· Criteria

· Instructions/illustrations
Circulation and use

· Borrowers

· registration 

· library cards/student and staff barcodes

· school policy on replacing lost/damaged student ID cards

· Issuing

· System, e.g. user self-issue, fingerprint ID, etc.
· loan period

· number of resources able to be borrowed by staff, and students

· renewals

· Returns

· Reserves

· Desk copies

· Lost/missing and overdue resources
· pro forma letters

· invoicing/charging

· updating catalogue

Security system

· Operation
· Procedures

· Supplier details
Weeding

· Responsibilities

· Criteria (if not described in Collection Management Statement, see Collection Management: selection and weeding information guide)

· Procedure

· Frequency

· Updating catalogue

· Disposal of materials
Collection assessment

· Purpose, procedures including frequency, timeframes, when to undertake and who will be involved
Budgeting

· Process

· Format, e.g. template for budget proposal

· Timing

· Sources of additional library funding
Access to resources and information

Book resources

· Shelving arrangements
Magazines/Newspapers

· Subscriptions

· Display of current issue

· Storage of back issues

Information file management

· Scope of information file (given availability of online full-text)

· Storage

· Sources of supply

· Policy regarding use and copyright
Internet 

· Responsibilities

· Procedures for access and use

· Intranet – library content, responsibilities, etc.

· Forms for student use/protocol
Multimedia resources

· Management of multimedia formats

· Procedures for use
· sources of supply

· titles held in library

· security and storage
Copyright

· Responsibilities and procedures (if not described in Collection Management Statement)

· Contact details for Licensing Authorities
Online databases 

· Fact sheets e.g. Index New Zealand  (INNZ), Online Resources
· EPIC:  school username and password, and any conditions for use 

· Online tutorials for using online databases – responsibilities for upkeep

· Training, user instructions

· Record keeping
Liaison with outside resource agencies

National Library of New Zealand

· Storage of Looking Ahead (NLNZ School Services’ newsletter) 

· contact details for local Centre, School Services

· current year’s professional development information

· networks/cluster groups – programmes and notes

· Curriculum Information Service (CIS)
· closest CIS Centre and contact details, eg free phone/fax numbers and sample request forms

· procedures for online requests, loan limits, etc

· postal/freight arrangements

Public library

· Services offered to schools

· Names of contact person/Children’s and Young Persons’ Librarian
Community resources, including local iwi

· Lists of groups and resource agencies

· Profiles of local resource people
· storytellers, writers and illustrators, speakers, etc

Other resource agencies

· Government departments

· Voluntary agencies

 Professional organisations and support groups

· SLANZA 

· http://www.slanza.org.nz
· contact details for the national organisation 

· contact details for local branch

· receipts for membership fees

· details of conferences and other events

· Software support groups
· lists of participants and contacts

· newsletters/information from software suppliers

· Other, e.g. LIANZA; local librarians’ networks

· School library listservs, with details for subscribing and unsubscribing

Monitoring and evaluation

Statistics

· Record keeping (including what to count)

· Sample charts, graphs

· Survey forms or questionnaires (master copies)

Stocktaking

· Responsibilities

· Timeframes

· Procedures
Audit requirements/Asset register

· Board of Trustees and Ministry of Education requirements
Annual review

· Library management statements

· Library development plans and programmes
· revise objectives, etc

Reporting

· Frequency (term, annual)

· Process - using material from Library Log-book or Diary

· Format



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.











National Library of New Zealand Te Puna Mātauranga o Aotearoa
www.natlib.govt.nz
12
National Library of New Zealand Te Puna Mātauranga o Aotearoa
www.natlib.govt.nz
July 2007
Page 2

