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MISSION STATEMENT

The Culburra Public School Library is committed to providing an optimal educational environment and excellent service to the whole school community, through the provision of a safe and attractive setting, quality teaching and learning, and resources that support the curriculum of the school and the wider interests of its community. It exists as an integral part of the school and community, and is the focus of student-centred, resources based learning, catering for a variety of learning styles. Additionally, it supports the school in generating responsible and confident students possessing skills for lifelong learning.

AIMS

To support a whole school focus aimed at improving student learning outcomes.

To provide a safe and welcoming environment for all students and staff, with the Library being viewed as an extension of each classroom.

To support and assist quality teaching and learning in the school. To allow students to develop the skills required to achieve the syllabus outcomes of the school curriculum.

To model proficient scholarship and encourage students to engage in lifelong learning and higher order thinking.

To create an information-rich learning environment where students are guided and supported in the correct use of tools for access and effective use of information and ideas.

To encourage students to become discriminating users of information in all media.

To empower students in developing self-directed learning skills.

To establish a lifetime connection with libraries.

To promote and nurture an enjoyment of literature. 

To facilitate the acquisition of solid information skills, critical analysis and evaluation skills useful for life in and beyond school.

To enable each student to make confident decisions based on independent thinking, sound education and a structured information literacy process.

To work collaboratively with teachers to support both their teaching needs and the learning needs of their students

Strategies

The library program will promote the following strategies to facilitate the development of information literacy across the curriculum:

1. Student-centred learning

· programming using outcomes, catering for individual student needs and abilities

· setting tasks in Bloom’s taxonomy format to allow student’s choice of activity, catering for all learning styles

· encouraging students to direct, design and reflect on their own learning experiences

· using student self-monitoring tools such as self assessment rubrics in the range of assessment tools

2. Collaborative practices in teaching and learning

· fostering partnerships between all members of our learning community

· co-operatively planning implementing, evaluating units of work with teachers

· providing assessment tasks for information skills for inclusion in student report folders, assessment to have clear links to outcomes

· managing resource acquisition in a consultative manner, by monitoring the collection and developing directions and priority areas to effectively resource the curriculum

3. Curriculum integration

· integrating information literacy across the KLAs , collaborative programming

· supporting the development of an integrated curriculum scope and sequence for K-6

· supporting the development  of outcomes-based programming for all KLAs

4. Resource-based inquiry

· providing relevant, dynamic and up-to-date resources in a variety of formats and reading levels for all KLA topics so that students are supported effectively in the development of inquiry skills

5. Quality hands-on experience with technology

· managing the OASIS Library database

· providing opportunities for structured and unstructured access to Library  and network computers, and for implementing emerging Web 2.0 technologies

· leading policies in the access and effective use of online and digital information resources – students and teachers need knowledge and skills to effectively use search engines, subject gateways and directories, and to evaluate websites for relevance, accuracy and authority

· supporting professional development for staff in effective ICT implementation, internet searches and navigation, and website evaluation

· assisting with Internet/intranet training for students and parents

6. Addressing of access and equity issues

· challenging the social injustice of stereotyping and bias in resources

· providing a learning environment that is free from prejudice and discrimination

· catering for a range of learning styles and abilities

· ensuring students’ success and self-esteem

LIBRARY MANAGEMENT OUTCOMES

Create a high quality library service which is responsive to needs of Library users in a comfortable stimulating environment

Strategies:

· Ensure regular, timetabled access for all classes.

· Consult with Library users to ensure services meet their needs.

· Open daily for students by incorporating the library duty into the playground roster.

· Be available for professional consultation.

· Provide ongoing training to all staff, including new, casual and volunteer staff.

Evaluation:

· Regularly review timetable to provide for users’ needs.

· Survey staff and students as to service satisfaction.

· Monitor number of students using the library.

Design resource-based learning experiences catering for a 

variety of learning styles

Strategies:

· Select, process & organise quality resources that support & extend the curricula.

· Promote awareness of different learning styles and multiple intelligences so that teaching and learning experiences cater for individual needs.

· Team-teach on collaboratively planned units of work.

· Provide assessment tasks for each stage for inclusion in school reporting.

Evaluation:

· Consult with professional staff as to effectiveness of resources.

· Review learning experiences in light of different learning styles & multiple intelligences.

· Parents receive feedback in student reports about their child’s information skill development as part of co-operatively programmed assessment tasks.

Develop the network of library computers as an electronic information source to meet the changing demands of technology and Library users.

Strategies:

· Maintain Oasis Library network for efficiency and reliability, upgrading when
necessary.
· Assist with maintaining the computer network as a research facility with mediated online links, reference software, Microsoft Word for word-processing and a laser printer.
· Assist clients to develop information skills using this research facility.
· Extend the network via Intranet technology.

· Collaborate with CC in setting up of the Library page on the school intranet, as well as managing the staff and student links to quality resources

· Develop and maintain a Library website as a platform for learning resources

· Develop pathfinders and topic links of web-sites for each COGs unit

Evaluation:

· Participate in the decision on the type, extent and funding of the network via
Technology Committee.
· Review the installation and training given.
· Keep records of any problems with the library part of the network.
· Examine the amount of use of the network; obtain feedback from Library users.
· Regularly review the efficiency of the Oasis Library network.
· Review and edit links on Intranet pages to assist access to reference sites.
Maintain the Strategic Management Plan for the Library 

in alignment with the school’s goal for the next 3 – 5 years

Strategies:

· Examine the school plans and future directions and the impact such plans may have on the use of the library

· Maintain a Library Plan based on end of year Library report, and short and long-term goals
Evaluation:

· Implementation of Strategic Management Plan.

· Regularly consult with the Principal.

Extend partnerships within and outside the school

Strategies:

· Participate pro-actively in: NSWTL-NET, OZTL-NET, Shoalhaven Technology

and Teacher-Librarian groups, Shoalhaven Community of Schools Committee.

· Maintain good communication with Shoalhaven City Library, Shoalhaven Campus

Library, primary and high School libraries in the area.

· Contribute to the development of the school’s plans.

· Attend P&C Meetings where Library role, directions and needs are discussed.

· Maintain a positive attitude to innovation and change, and remain up to date with

the new teaching resources and technologies.

· Ensure all staff and volunteers attend to clients in a friendly manner.

· Develop a code of acceptable library behaviour for users.

· Provide stimulating pictures, charts, displays and activities, making use if class work for displays.

· Arrange the facility being mindful of clients’ comfort.

· Organise and maintain resources so that they are in good order and easy to access.

Evaluation:

· Review resources and furniture to determine comfort and accessibility.  Make appropriate changes.

· Monitor use of library space and maintain the acceptable behaviour code.

· Discuss displays and activities to obtain feedback, change regularly.

· Give feedback and ongoing training to staff and volunteers on their assistance to

clients.

· Monitor growth of personal and professional network.

Effectively manage the development of the collection in response to client needs, curriculum and technological change.
Strategies:
· Attend and participate in curriculum and technology committee meetings.

· Participate in professional development opportunities for TLs.

· Conduct regular re-evaluations of the collection.

· Investigate and assess new sources and suppliers of Library resources.

· Prepare submissions for funding, adhere to a balanced budget.

· Regular consultation with Principal and Executive Staff.

· Identify future directions and maintain a two-year strategic budget plan.

· Provide and facilitate access to quality online resources: TL expertise in web searching 
means the range of provision of information and learning resources is expanded

Evaluation:

· Discuss development with all committees and plan ahead.

· Conduct regular stocktakes, culling inappropriate material.

· Submissions and budgets prepared as required.

Apply effective Library systems to maintain and manage the resources held in the Library Information Centre

Strategies:
· Provide an efficient circulation system.

· Maintain an effective processing system to make new resources available as soon as

possible to clients.

· Utilise technology to increase efficiency in processing and cataloguing.

· Maintain the highest standards in Subject Referencing, Data Authority files.

· Extend the Library’s resources by providing access to external sources.

· Maintain records including yearly loan statistics to demonstrate and evaluate usage of resources.

Evaluation:

· Determine effectiveness of circulation and processing systems.

· Regular review and update of Data Authority Files and Subject References.

· Conduct self evaluation and reflection of practice using ASLA Standards of Professional Excellence of Librarianship 

· Examine financial systems with school clerical staff to determine any problems.

· Be accountable for resources and their maintenance and storage.

LIBRARY EDUCATIONAL PROGRAM

The teacher-librarian will:

1.
Provide an effective information skills program utilising a variety of information sources.

Strategies:

· Undertake a visual literacy program beginning in early stage 1 using pictures, charts and maps as information sources.

· Introduce, develop and provide opportunities for acquiring and using information skills.

· Refine and practise the skills of defining, locating, selecting, organising, presenting and assessing information.

· Demonstrate and use electronic and online information sources 

· Provide as wide a variety of information sources as possible.

Evaluation:

· Review the Information process as students are researching each unit.

· Observe the development of Information Skills.  Individual students will be at

different stages, and have different needs.

· Review the extent of the use of technology in the information process.

· Examine, through bibliographies, the breadth of information sources.

2.
Cooperatively plan, program and team-teach with classroom teachers to support the school’s educational program.

Strategies:

· Plan collaboratively and team-teach units of work with classroom teachers.

· Ensure that units of work are studied in the Library in collaboration with classroom

teaching and not in isolation.  A planning sheet in the Library will give an overview of the K – 6 program for each term.

· Ensure awareness of current DET documents (Syllabuses, Perspectives and latest initiatives).

· Provide opportunities for learning which encompass all intelligences (as in Bloom’s taxonomy).

Evaluation:

· Regularly review the extent of cooperative planning to ensure equitable access to services.

· Examine the overview chart to ensure integration of research and to avoid “doubling up” on resources at one particular time.

· Read and discuss with staff all new documents and their implications for the school’s educational program.

· Examine student process and product to determine if questioning techniques and learning activities provide for a wide range of learning styles.

3.
Develop the use of electronic sources to access and convey information.
Strategies:

· Demonstrate and instruct in the use of electronic information sources: Network software, Internet, digital resources and Oasis enquiry.

· Improve access to electronic sources to keep pace with emerging technologies.

· Encourage students to use Oasis Enquiry/Web enquiry to locate resources held in the library.

· Use a wide range of audiovisual information sources.

· Encourage and support the presentation of written work using desktop and Web 2.0 publishing.

Evaluation:

· Examine the extent and expertise of the use of technology in finding and presenting information.

· Examine, through bibliographies, the breadth of information sources.

· Review peer-tutoring between students as they learn new skills and demonstrate to others.

· Attend professional development both within the school and outside the school to keep pace with new initiatives and developments. 

4.
Select, acquire and organise resources to support the school’s educational programs.

Strategies:

· Regularly consult with DET Syllabuses and documents.

· Discuss directions in each KLA, and collaborate with committees in the selection process.

· Organise and publicise new acquisitions to clients.

· Ensure the library resources relate directly to DET policies.

Evaluation:

· Regularly review collection to ensure that resources are relevant and current.  A comprehensive re-assessment of this collection has been conducted over the last two years, with ongoing evaluations.

· Attend Staff or committee meetings regularly to discuss resources needed.

5. Initiate reading as a pleasurable recreational activity.

Strategies:

· Provide a wide range of quality literature catering for a wide range of abilities and interests.

· Provide a comprehensive range of quality literature for inclusion in the educational

program to challenge and extend students’ appreciation of literature and language.

· Provide a comprehensive range of quality literature catering for varied reading

abilities and ages with displays and signage to increase attractiveness and improve accessibility.

· Promote recreational reading through activities such as the Premier’s Reading Challenge.

Evaluation:

· Regularly review and map the collection to ensure standards remain high.

· Discuss literature with teachers to ascertain their future needs.

· Examine the degree of student interest in literature activities, both in class and

during breaks.

· Keep loan statistics that reflect student borrowing levels and promote student

improvement.

6. Provide staff training and development in use of the Library and the Information Skills process.

Strategies:

· Plan and program cooperatively with teachers and team-teach units of work.

· Discuss questioning techniques and activities, which will cater for a wide variety of

learning styles, and encourage accurate note-taking skills to avoid plagiarism.

· Use every possible opportunity to encourage full use of the Library – professional,

recreational, individuals, groups or whole class.
Evaluation:

· Review the units of work with teachers and students during assessment phase.

· Survey staff for information needs on a regular basis.

7. Encourage positive attitudes towards libraries and lifelong learning.

Strategies:

· Provide and promote positive experiences to stimulate and develop reading, and the

search for information.

· Ensure open access to the Library at lunch time for all students.

· Provide all possible assistance to meet the needs and interest of clients.

· Adopt a friendly approach in a comfortable, welcoming environment.

· Encourage students to have an inquiring approach, to begin to build a lifetime connection with libraries.

Evaluation:

· Survey library usage and undertake strategic planning for increased usage.

· Discuss literature and information searches with students, encouraging them to share their findings.

· Determine assistance required to maintain personal contact with clients.

The role of the classroom teacher

As a partner in the teaching and learning processes, the classroom teacher brings special expertise and knowledge, which is likely to include the following:

• familiarity with a range of effective teaching and learning strategies, and a commitment to student-centred learning

• establishment of a flexible classroom environment catering for a variety of learning styles

• knowledge of student needs, learning styles and existing skills

• knowledge of curriculum documents and an undertaking of how these documents are interpreted and translated into classroom programs to meet learning needs

• subject expertise

• an overview of how the current learning task fits into ongoing learning programs

The classroom teacher’s knowledge of students and subject content is combined with the teacher-librarian’s expertise in information literacy and knowledge of information sources and services so that together they can plan, teach and evaluate.  Such collaboration is commonly referred to as ‘cooperative planning and teaching’.

The role of the principal

The principal can promote information literacy by:

• ensuring the inclusion of the library and information literacy in the school’s strategic plan and the school’s teaching and learning program

• ensuring library funding matches school curriculum needs

• ensuring adequate clerical assistance for the library

• supporting the teacher-librarian through supervision. Such supervision should result in regular discussion, feedback and advice regarding:

􀂾 negotiation of the teacher-librarian’s role within the school

􀂾 balancing the duality of the teaching and library management aspects of the teacher-librarian’s role

􀂾 teaching practice

􀂾 development of library policies and procedures

􀂾 provision of opportunities for the professional development of the teacher-librarian.

Technology 

Oasis Administration Network

Purpose:  To manage the collection, circulation, ordering and cataloguing of resources and to provide on-line access for clients.

Procedures:

· The Fileserver is located in the storeroom.  

· A laser printer services the library office Workstation.  The Circulation Workstation is serviced by a local laser printer.  Printing from Enquiry Terminals is to the Library Network Printer.

· The Office Workstation is located in the Workroom and is used for data entry by Library staff.

· 3 Enquiry Terminals are located in the body of the Library for client access to the collection. All are logged out and turned off daily.

· The computer network needs to be kept in excellent working order. Cables and connections need to be examined on a regular basis. Regular upgrades of equipment need to be done.

· Care should be taken when tradesmen are working in the school. If the power supply is to be turned off the T-L should be notified to log off the OASIS network.

· If there are problems with OASIS, call Tech Support Phone 1800 338 483

The OASIS Network

Backing-up Data

Purpose: To back-up OASIS data when needed.

Procedure: Daily  backup is now conducted off-site, a record is available on screen at log-in

· Before downloads and refresh:

· Do a full library rebuild (B4/N1)

· Do a Weekly Housekeeping (B4/N4)

· Do a Data K1 back-up.

Computer Network 

Purpose: To provide an electronic reference centre.

· Procedures:
· PCs and the mobile lab operate the school intranet, with moderated programs and links available.

· During the first half of lunch and before school, the Librarian supervises their use and access.

· Students may use school software only on this network.

Internet Access

Purpose: To provide access to the Internet and e-mail facilities available.

Procedures: 
· 3 computers have Internet access in the library

· Access for teachers to the Internet and e-mail during school hours is unlimited.

· Access for students is with supervision.

· Class access to the mobile lab needs to be booked with the CC on the Term Timetable.

· The Internet Access Contact person is the Computer Co-ordinator.

LIBRARY PROCEDURES MANUAL

CIRCULATION

Purpose: To provide effective borrowing services for users via a series of standard procedures.

Borrowers

· There are 3 types of borrowers:
1. Students.

2. Staff – Teachers and Ancillary.

3. External – not a student or a permanent member of staff
Loans

· Each grade has a borrowing limit.  This number appears on the screen adjacent to the borrower’s name.

· Borrower’s, other than teachers, have a loan time of two weeks.

· Student borrowers are encouraged to borrow with a bag. School Library bags are recommended.  Plastic bags are not recommended due to the environment.

Returns

· All items are returned to the Library and place on the Returns Desk at the circulation monitor. In the absence of the Librarian, books are posted in the Return Slot. Items returned are sorted and placed on trolley for shelving, then shelved as time permits. Trained Library monitors assist with shelving.

Overdue Items

· Items are available for two-week loan to students, parents and external borrowers.  After that they are overdue.  No further borrowing is permitted until the overdue items are returned or paid for if lost.

Overdue and Lost Resource Procedures

STUDENTS and EXTERNALS

· Monthly overdue class notices B2/B5 will be printed.  One copy goes onto the Library notice board, the other copy goes to the class teacher.
· First reminder: Printed Oasis note (B2/B1), when the item is 2 weeks overdue.  This note simply reminds the student to look for the book.
· Second reminder: (Book was borrowed 5 weeks ago) is a letter listing details and cost of book and requesting payment if the book cannot be found (B2/B2).
· Third reminder: (Book was borrowed previous term).  Repeat of second reminder.  Letter posted to home address.
· Money received in payment is used to purchase a replacement for the lost item.  Students who later locate and return lost items will have their payment refunded.
· If students leave the school without returning books, a fax will be sent to their new school (as soon as it is known) requesting the return of the items or payment.  Every effort will be made to gain prior notice of students leaving.
· Any communications to or from parents re lost books  are filed in the Log Folder. 
STAFF

· Staff loans may be of two types: teacher resources or class bulk loans.  

· Items missing at the end of a school year from a class bulk loan:-

1. Class teacher endeavours to locate item rigorously.

2. If still lost, item will be returned to system and <M>issing typed in the status field of item.

3. If the item is a later recovered, OASIS will register it as previously missing and will update the record accordingly.

· Staff overdues will be issued when required.

Borrower Usage Reports

· Borrower Usage reports are available in B4 / I3.

· These reports are very useful for teachers when reporting to parents.  They are generated twice yearly at report time and circulated to teachers.

· At the end of each calendar year, this report is reset in B4 / I4.

Library Records

Purpose: To maintain accurate records for the Library and its clients.

Procedures: The following records are maintained:

1. Stock Records, including the Library budget and invoices.

2. Write-Off records.

3. Overdue Loans. Log of lost/damaged book payments.

4. Subject, Series, Author, Publisher and Supplier Authority Files.

5. Stocktake Folder.

6. SCIS Downloads.

Stocktake

Purpose: To maintain a high standard of stock control and accountability. It is undertaken by the teacher librarian who is best qualified to make judgements about the development and condition of the resource collection according to staff, student and curriculum delivery needs.

Procedures:

1. All resources Locations will be subject to a stocktake biannually, except CS (must be done every year).  The timetable for Locations is in the front of the Stocktake folder, giving details of dates of initialising and finalising each Location.

2.   Stocktaking is performed at the end of each academic year:

· at a time when there is less demand for resources

· as part of the collection evaluation process in preparation for the new academic year

· when most of the collection evaluation process in preparation for the new academic year

3.
Borrowing ceases 4 weeks prior to the end of the school year.  All items are returned.

4.
The Handbook prescribes at least 3 weeks for conducting annual stocktake.

1. Access to the Library is restricted to stocktake to proceed as per audit requirements.

2. During stocktake, access is closed.  Signs on shelves indicate a location’s closure.

Conducting a Stocktake

Purpose:  To account for each title within a location as a means of stock control and accountability.

Procedures:
· During the process the Librarian formally measures and evaluates the resources provided for staff and students and reflects on the services we offer.

· It is a time to track purchases, losses and disposals.

· Each resource is examined to determine its future based on age, relevance, currency and condition. There may need to be repair, replacement, disposal or cleaning to ensure that attractive, up-to-date resources are available to everyone.

· The process helps prioritise future purchases and to source suppliers.

· It ensures that the resources in a particular area cover a variety of formats and reading levels so that the collection is accessible to all by catering for all learning needs.

· It allows the identification and fixing of anomalies in cataloguing, incomplete records or errors on spine labels.

· It allows identification of areas for expansion because of their popularity, including purchasing a wider range of resources on a topic, buying extra copies of a popular resource or ensuring that we have all titles in a particular series.

· The Librarian may rearrange the shelves or change the layout to minimise crowding and book damage, or consider better ways of presentation to encourage more borrowing.

· Stocktake ensures that all resources will be in their correct places for the beginning of the new school year so that staff and students can locate them easily.

· Evaluation of the loss rate in each Location will allow decisions to be made regarding the effectiveness of current policy and procedures.

· All items written off are completed during Stocktake Finalise.  Detailed Reports are printed and retained in the Write-Off Folder.  At the end of each year, The Principal signs a covering sheet acknowledging the write-offs.

Stock Records

Purpose: To maintain an accurate record of the stocktake of Library resources.

Procedures:

· Stock records are maintained in a folder in the Library Office.
· A master sheet is displayed with dates of each location’s finalisation.
· All records of a location’s stocktake are placed in the year’s file.  These include:
1. Items previously missing.

2. Items missing after entry of stock as per B4/H4.

3. Stocktake statement.

4. A print-out of items that have been written-off is placed in the Write-Off folder.

· At any time, OASIS is able to generate current stock figures through B2/Q2.

Finance

Budget

Purpose: To prepare and work within a budget according to the school’s financial plan.

Procedures:
· The T-L prepares a draft budget for the coming year in Term 4.

· The T-L discusses the needs and budget with the Principal.

· Copies of invoices are filed with orders.

· Budget requirements include purchase of new resources, subscriptions, maintenance of existing Library resources, replacement of lost and damaged items and expendable supplies for completing these tasks, shelving and storage items, signage for displays, scanners and similar hardware.

· Maintenance and upgrade of OASIS Library System is part of the school’s Technology Budget.

· Professional and teaching materials are budgeted through their KLA dissections.

Grants and Submissions

Purpose: To prepare and utilise extra funding for special projects.

Procedures: 

· Submissions for special purposes are prepared by the T-L.

· From time to time, grants are given for the purchase of specific resources.  These grants may come from the school, from Government funding or from outside or community organisations.

· Grants are shown as specific dissections in the Budget Report.

Book Club

Purpose: To provide quality recreational reading materials for the school community to purchase. promote reading as a positive pastime.

Procedures:

· Scholastic Book Clubs are used. Brochures are distributed to all grades by the TL.
· Orders and money are placed in Book Club Organiser’s box in school office by the due date. Orders are checked against the money.
· Money is totalled and sent to the office for banking.
· On the due date, orders are tallied, money reconciled, order prepared for posting.
· When the order is returned, the Book Club Organiser sorts and checks the order.
· The items are matched with the student order forms and distributed to students.
· The TL sorts out any problems which may occur.
Book Fairs

Purpose: To provide a service to the school community whereby they can buy quality recreational books.

Procedures:
· A Book Fair is held once or twice a year and run by Library staff and volunteers.

· Promotional materials and the stock are sent to the school.

· Books are set up on display.

· A preview time is allocated for all classes.

· Book Fair sale times and dates are displayed.

· The day’s takings are tallied and sent to the Office for processing and banking.

· At the conclusion of the Book Fair, remaining stock is packed up.  Paperwork is completed and sent to the Office for an accompanying cheque prior to posting.

· The T-L decides whether the commission will be taken in stock or cash.  If it is taken in stock, the T-L will choose the titles, or cash is used to purchase Library resources.

Cataloguing Materials and Standards

Purpose:  To maintain a high standard of cataloguing and authority files throughout the collection.

Procedures:

· The services of SCIS are used as the basis for cataloguing materials.  SCIS is the Schools Cataloguing Information Service.  It is provided by Curriculum Corporation, Melbourne.

· Full catalogue details are available online (SCISWEB).  There is an annual subscription fee to be paid from the school global budget. 

· Cataloguing is done direct from SCIS records by the School Administration Officer. The T-L records locations and loan categories.  The T-L enters school-specific subject headings and notes.

· Classification is by Dewey Decimal System Abridged 13.

· Cataloguing Standards are AACR2 standard.

· Authority Files are maintained.  These are reviewed and checked each term.

Subject Reference Structure is maintained through:

1. SCIS Subjects Added during download report after each download.

2. Data Validation Reports for authors, series, publishers, subjects and suppliers. Checking authority files is a lengthy process, and time needs to be set aside.

Processing Materials

Purpose: To enter and process new resources, to cover and reinforce hinges to ensure longevity of use.

Procedures:
Receiving Resources

· When goods for the library arrive in the school Librarian checks contents of package against invoice prior to payment of account.

· If correct and the goods are accepted, the librarian copies checked invoice and returns it to office marked OK for payment.  The T-L files copied, checked invoice in Budget folder.

· If defective, repackages and returns to from office for return.

· Librarian or assistant stamps item with the school stamp on title page, on first page inside cover and on last page (books); charts and kits (all components stamped); videos, DVDs and software (on disc and on paper title).

· Downloads SCIS record, barcodes and accessions the book. 

· Enters details: Barcode allocated, Accession number Loan category, GMD, Location, price (if no details then estimate), supplier etc.  

· Places correct barcode on the lower left corner of the cover of book.

· Writes correct accession and call numbers in each school stamp on item.

· Places printed call number labels on the spine (where possible) and on the top right hand corner of the rear cover.

· Books go onto work table for covering, adding Junior Fiction blue labels before reinforcing with spine tape and covering with contact or plastic for hard covers.

·  For Junior Fiction the initial letter of the author’s surname is place on the top right hand corner of the back cover, without obscuring the call label Blue paper is used, cut to size (approx. 4 x 4 cms).

· The librarian place resources on the NEW BOOK display shelves. Teacher Reference resources are introduced regularly at Staff Meetings.

Acknowledgement to Sue Lacey for Policy guide.


