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1. Introduction

This handbook was created after many teacher-librarians at our monthly meetings expressed a wish for a handbook that provided some guidelines and information about the maintenance of school libraries and the development of library collections and programs.

This handbook is a compilation of knowledge and practices used by the teacher-librarians in our district. The handbook committee hopes that all teacher-librarians will find the information assembled in this handbook useful and helpful in completing the many varied tasks that teacher-librarians perform daily in their libraries.

The handbook committee would like to thank the BCTLA for their support and assistance in creating this handbook.

Teacher-Librarian Handbook Committee 

     Janis Bridger, Teacher-Librarian Lord Tweedsmuir Elementary School

     Mary Hanson, Teacher-Librarian Herbert Spencer Elementary School 

     Ravinder Toor, Teacher-Librarian Queen Elizabeth Elementary School 

     Sarah Wethered, Teacher-Librarian New Westminster Secondary School

     Hilda Zivarts, Teacher-Librarian New Westminster Secondary School 

May 2011 

2. District Vision, Rationale and Goals

This district offers a variety of programs of choice including Montessori, Foundations for Success, English as a Second Language, French Immersion, International Program, Advanced Placement, International Baccalaureate, Apprenticeship and Career Training. Our elementary schools also provide Ready, Set, Learn and Strong Start programs for preschoolers in our community.
The district’s policy for school libraries states the educational role of a school library as “helps students access and evaluate information from various sources and in various media; promotes in students an appreciation and love of literature and the ability to distinguish between medium and the message” (Policy No. 602.9).

District goals include improving student performance and achievement in the area of literacy including information literacy skills. To meet this goal, the district is continuing to implement and maintain the use of the learning strategies developed in the Smartreading, Smartwriting and Smartlearning programs which were developed several years ago. The district supports implementation of technology through such initiatives as the Universal Design of Learning (UDL). Another goal is to improve the level of academic success of aboriginal students in the district by providing increased assistance and resources that reflect their cultural heritage.
3. District Policies and Procedures

All school district policies and regulations can be found on the district’s website at http://district.sd40.bc.ca/board-education/board-policies .
The Board of Education has passed several policies applicable to school library resource centres. These include:

- Policy No. 100.0  Educational Philosophy

   http://district.sd40.bc.ca/sites/default/files/100-0EducationPhilosophy.pdf
- Policy No. 101.0  Educational Goals

   http://district.sd40.bc.ca/sites/default/files/101-0EducationGoals.pdf
- Policy No. 602.7  Application of Computer Technology
   http://district.sd40.bc.ca/sites/default/files/602-7ComputerTechnologyPolicyAP.pdf
- Policy No. 602.9  Library Resource Centres
  http://district.sd40.bc.ca/sites/default/files/602-9LibraryResourceCentres.pdf
 - Policy No. 603.5  Learning Resources
   http://district.sd40.bc.ca/sites/default/files/603-5LearningResources.pdf
 - Policy No. 605.4  Research and Other Projects in the Schools

          http://district.sd40.bc.ca/sites/default/files/605-4Research&OtherProjectsP&R.pdf. 

4. School Site Descriptions
All schools were asked to complete a Library Site Template with details of their library programs and services offered. Below are the school site templates completed and submitted to this handbook committee.
School District #40 Library Sites
New Westminster Secondary School
	Site
	New Westminster Secondary School

	Grade configuration
	8-12

	Programs of Choice offered
	International Baccalaureate, Advanced Placement, French Immersion, Foundations for Success

	Staffing

            Teacher-Librarians
	Sarah Wethered
Hilda Zivarts

	Clerical support
	Marnie Searle, Library Technician

	Hours/Days of Operation
	Monday-Friday 8-3:30



	 Circulation policies and procedures
Loan Periods
	Fiction – as many as a student can read in two weeks

Non-Fiction – maximum three books, only 2 on one subject

Reference books are not signed out 
Renewals and holds are allowed
No checkouts if students have overdues

	 Special Collections e.g. French Immersion
	French Immersion, Picture Books, Graphic Novels, English as a Second Language, Short Story, Fast Reads


	 TOC information
	See library staff for details and policies


	 Additional Information
	New Westminster Secondary Media Centre is located within the library. Its hours are the same as the library.
Library webpage http://sites.google.com/site/nwsslibrary/ 



Lord Tweedsmuir Community School
	Site
	Lord Tweedsmuir Community School

	Grade configuration
	Kindergarten – Grade 7

	Programs of Choice offered
	Early French Immersion (K-7), Montessori (gr. 1-6) 

	Staffing
	

	Teacher-Librarian
	0.6 – Janis Bridger

	Clerical support
	0.43 – Brenda Swanson, Library Clerk

	Hours/Days of Operation
	Teacher-librarian: Monday, Tuesday, Wednesday

Library Clerk: Monday-Friday 12:30pm-3:30pm



	 Circulation policies and procedures
	Kindergarten students: 2 books (EFI students, preferably 1 in French, 1 in English)

Grade 1: 2 books               Grade 2: 2 books

Grade 3: 3 books               Grade 4: 4 books

Grade 5: 5 books               Grade 6: 6 books

Grade 7: 7 books

In a split class, the students may take out the number of books of the highest grade. (i.e. In a grade 2/3 split, all the students may take out 3 books at a time)

Students may borrow books during their scheduled library time or during book exchange. 

	Loan periods
	Students: 2 weeks

Staff: entire school year (high demand materials 3 weeks)



	 Special Collections e.g. French Immersion
	French Immersion, Preschool (Ready, Set, Learn), Teacher Resources, Parent Resources



	 TOC information
	When you arrive:

Turn on lights (light switches are by main computer, in picture book alcove- if looking in from the hallway, on right-hand side, on back side of the arch, and in the hallway where the coloured paper rolls are).

Please read Emergency procedure information.  Emergency clip board is located on the orange earthquake kit bag behind the check out counter.

Please boot up the main computer at the check-out desk (please see site for computer login instructions). Destiny, click on Lord Tweedsmuir Elementary, and click on the Catalog tab.  

Materials that you will need are on the counter by the sink in the workroom.

Scanning Books

Scan the student’s shelf marker/barcode and then the items that they are checking out.
For magazines, scan the student’s barcode, then click on Add title. Take a bag with a barcode from the drawer on the right-hand side of the checkout counter. Scan the barcode.  Type the magazine’s name and the month/year of the issue in the Title box.  Click Save.  (If this is too much, please feel free to ask the student to take the magazine out next time).

If the student does not have a barcode number, please record the student’s name, division, and the barcodes of the items being taken out on the form at the checkout counter.

If you have any questions, there is a Destiny handbook by the phone in the workroom.
Book Exchange

Teacher may send students to exchange books during this time. Students will return books through the slot in the checkout desk (there is a drawer that slides open to retrieve them) and put any books that they wish to renew in the blue bin. Many students will change their minds about renewing a book when they see another book that catches their eye. (Check these books in after they leave).
The students do not use their shelf markers/bookmarks during Book Exchange.  There is a binder under the counter at the checkout desk with all of the students’ barcodes, by division. 

To minimize checkout difficulties, check in all returned books before you check out any books. If it is too busy, feel free to check out books first and check in books when you have a free moment.

Once you have checked in the books, please place them on brown cart at the end of the checkout desk.  If you would like to sort them into fiction, non-fiction, paperbacks, picture books, and French, that would be great.

Student shelf markers with barcodes are on the workroom counter (and if not, in the white bin on the filing cabinet just outside the workroom door).

During classes:

Students will return books and then sit on carpet in the picture book area.

I usually read them a story (I have one selected for you, or if you would prefer to choose your own, that’s fantastic). Students are expected to sit quietly and cross-legged on the floor, with their hands to themselves. The kindergarten classes are only 20 minutes long, so sometimes I allow them to choose their books first, and then read a story at the end if we have time.

Hand out bookmarks (with student’s name and barcode on them) to students.



	 Additional Information
	


John Robson Elementary School
	Site
	École John Robson School

	Grade configuration
	K- 7

	Programs of Choice offered
	Early French Immersion 

	 Staffing

            Teacher-Librarian

            Clerical support
	Jen Richter
Heather Kenny

	Hours/Days of Operation
	The library is open throughout the week where classes come in for prep coverage with a few open blocks that can be used as staff sees fit.  There is one co-op block scheduled for collaborative teaching.  The library is open every day after school from 2:45 – 3:00pm.  It is also open on rainy/poor weather days at lunch.

	 Circulation policies and procedures
	K-2 – 2 books

Grade 3 – 3 books

Grade 4 – 4 books

Grade 5 – 5 books

Grade 6 – 6 books

Grade 7 – 7 books

Staff – unlimited but recommend max 75 books at a time

	Loan periods
	Students – 2 weeks for books (Textbooks signed out for the year)

Staff – term

	Special Collections e.g. French Immersion
	French collection, Preschool collection, SMART Learning strategy collection, Apple collection (teacher only books – English and French), Teacher Reference collection (English and French), Reference collection, Big Book, collection, Cooperative Unit Files

	TOC information
	Please see TOC binder in library

	 Additional Information
	Kim Smith (secretary is another great resource for the library)

Textbooks are signed out

We do run a library monitor program after School for students Grade 3 – 7

We run a preschool program in the library once a month (in addition to Ready, Set, Learn) and have preschool book exchange

We facilitate a reading incentive program called John Robson Super Readers for both primary and intermediate students

Library houses a SMART board that is used by teacher-librarian and other staff during open library blocks

Computer lab is attached to library 


Queen Elizabeth Elementary School
	Site
	Queen Elizabeth

	Grade configuration
	K-4

	Programs of Choice offered
	Strong Start

	Staffing

            Teacher-Librarian

            
	Ravinder Toor 
0.5  Wed-Fri (excluding 10:40-11:20)

	           Clerical support
	0.3 Library Technician - Wed-Fri AM 7:45 - 11:15

	Hours/Days of Operation
	Wednesday-Friday 9:00 – 3:20


	Circulation policies and procedures
	K – 2 books

Grades 1-3 – 3 books

Grade 4 – 4 books

Holds 



	Loan periods
	Students – 1 week, renewals allowed



	Special Collections e.g. French Immersion
	Dual Language Books, Pre-School Collection



	TOC information
	

	Additional Information
	Teacher-Librarian is not in the library from 10:40-11:20
Library Clerk leaves at 11:10
School-wide book exchange is from 11:20-12:00 (3-4 classes during this period)


Library webpage    MACROBUTTON HtmlResAnchor http://www.sd40.bc.ca/qe/Library.html




Herbert Spencer Elementary School
	Site
	Herbert Spencer School

	Grade configuration
	K-5

	Programs of Choice offered
	Early French Immersion

	 Staffing

            Teacher-Librarian

              Clerical support
	Mary Hanson (Mon-Wed.)
Kim Thomas (Thurs.-Fri.)
Ann Michaud (2 hrs./daily)

	Hours/Days of Operation
	9:00 – 3:00 Mon.-Fri.


	 Circulation policies and procedures
	Weekly book exchange during prep blocks

Holds

No checkouts with overdue books



	 Loan periods
	Students – 10 days

Faculty – 200 days



	 Special Collections e.g. French Immersion
	French 



	 TOC information
	See TOC folder on site



	 Additional Information
	


Richard McBride Elementary School
	Site
	Richard McBride

	Grade configuration
	K - 5

	Programs of Choice offered
	Montessori

	Staffing
	

	          Teacher-Librarian
	.6

	          Clerical support
	5 hrs/week

	Hours/Days of Operation
	Mon. 9 – 2:45

Wed. 8:30 – 2:45

Thurs. 8:30 – 2:45

	 Circulation policies and procedures
	K: 1 book

Gr. 1: 2 books

Gr. 2 – 5: 3 books 

	Loan periods
	One week



	 Special Collections e.g. French Immersion
	N/A

	TOC information
	Library is open before school Wednesday and Thursday.



	 Additional Information
	


 Site Template - DRAFT for Lord Kelvin
	Site
	Lord Kelvin Community School

	Grade configuration
	K - 7

	Programs of Choice offered
	Full day kindergarten (but this will change for next year)

	Staffing

            Teacher-Librarian

            Clerical support
	Yes

Yes

	Hours/Days of Operation
	Regular school hours

Open after school for 15 minutes

	 Circulation policies and procedures
	Circulation – K- 1 book each, Gr. 1&2 up to 2 books each; Gr. 3-7 – 3-6 books each. 

	 Loan periods
	Two weeks for students

Teachers – school term

	 Special Collections e.g. French Immersion
	Ready Set Learn collection



	 TOC information
	Please see TOC folder

	 Additional Information
	


5. Roles and Responsibilities – School Level
a. Teacher-Librarians 
Teacher-Librarians have many roles within the school. Not only do they keep the library functioning on a daily basis, but they also are promoters of literacy, information-based learning, and technology. Here are some of the specific responsibilities:

· Report to principal/school administration

· Provide varied reading materials and the opportunity for students to be exposed to different genres of literature
· Provide literary experiences to students

· Select and purchase books and other materials for the library

· Maintain library collection (i.e. weed outdated materials, ensure adequate materials for curriculum subject areas, etc.)

· Run library reports 

· Manage library funds and budget

· Collaborate with other staff members (co-teaching, co-operative planning, etc.)

· Gather materials for other staff members

· Provide information-literacy skills to both staff and students

· Teach and evaluate bibliographies and referencing

· Stay current with information technology

· Conduct inventory once a year

· Manage patrons and Destiny specifications for their school

· Manage Destiny homepage and/or school library website

· Provide professional development for other teachers (i.e. a workshop about databases)

· Keep parents informed about library events and policies

· Teach students library skills

b. Library Technicians
Library-Technicians have completed a specialized program that allows them to perform certain tasks that a library clerk cannot perform. The following are some responsibilities and duties of library-technicians:

· Report to principal/school administration

· Catalogue library materials
· Be familiar and skilled with library management software and essential computer programs

· Be able to maintain and retrieve library materials, including digital resources

· Work co-operatively with Teacher-Librarians

· Circulation (check materials in and out)
· Shelve books and shelf read collection
· Prepare magazines for circulation

· Prepare books to be sent to central cataloguing

· Tape and process books returning from central cataloguing
· Repair and maintain library materials
· Assist with book ordering and purchase orders
· Assist students

· Supervise students

· Tidy shelves

· Handle overdue notices 

· Assist with yearly inventory
· Accounting 
· Wash books

· Collect and fax Video Education Centre paperwork

At NWSS, the library-technician completes all purchasing, processing and cataloguing of materials.

c. Library Clerks

Library clerks share many of the library-technicians’ responsibilities, however, they cannot catalogue library material. The following are some of the duties and responsibilities of library clerks:

· Report to principal/school administration

· Circulation (check materials in and out)
· Shelve books

· Prepare magazines for circulation

· Prepare books to be sent to central cataloguing

· Tape and process books returning from central cataloguing

· Assist with book ordering and purchase orders
· Assist students

· Supervise students

· Tidy shelves

· Shelf reading - making sure that books in order (especially non-fiction)

· Assist with yearly inventory

· Wash books

· Collect and fax Video Education Centre paperwork

d. School-based Administrators

Principals and Vice-principals provide both direct and indirect support to the library. The following are the some of the responsibilities of school-based administrators:

· Determine library staffing

· Provide the library a yearly budget for materials and supplies

· Promote professional development and provide release time for library staff for professional development

· Support literacy initiatives and library programs

· Support grant applications

· Pass on any literary opportunities to the Teacher-Librarian

e. Classroom and Non-enrolling Teachers

Classroom teachers and non-enrolling teachers (i.e. fine arts teachers, resource teachers, etc.) responsibilities include:

· Support literacy activities and events, such as Book Fairs, Drop Everything and Read, authors’ visits, etc.

· Help students be responsible for their library material

· Offer suggestions for book purchases

· Be responsible for the library materials they borrow

· Collaborate with Teacher-librarian and/or adapt materials for collaborative lessons
f. Other School Staff (secretarial, custodial, Special Education Assistants, etc.)

There are many other staff members who contribute to and support the library. The following are some roles and responsibilities of other staff members:

· Provide information about new students and inform library staff of students transferring out of the school

· Pay invoices and/or provide reimbursement for library purchases

· Schedule extra-curricular uses of the library

· Help maintain a safe and clean library

· Transport library material to central cataloguing centre
· Facilitate inter-school loan of materials

6. Roles and Responsibilities - District Level
a. Board of Education

The members of the Board of Education are elected by the community for 3-year terms. The Board of Education’s responsibilities include establishing the policies that guide our school library programs. 

Further information can be found at http://www.district.bc.ca/board-education/overview-board-education 
b. Learning Services

Learning Services role includes promoting literacy instruction, providing leadership for the district’s learning strategies e.g. Smartreading and Smartwriting, and helping to incorporate these strategies into the day-to-day curriculum by providing assistance and expertise as needed and requested. Learning Services also provide teacher-librarians the opportunity to improve their skill set by scheduling and arranging in-service and professional development activities.
Learning Services can be contacted at http://district.sd40.bc.ca/services/learning-services
c. Media Services

Media Services are responsible for developing and maintaining a centralized collection of learning resources and providing all school staff easy and equitable access to these resources. Media Services provide centralized cataloguing and resource processing for all elementary and middle schools in the district. They are also responsible for the purchase of access rights to various online resources used within the district.
Contact information for Media Services is available at http://district.sd40.bc.ca/services/media-services .
7. Library Program Administration
a. Destiny Overview
Destiny is Follett International’s online library management software. It allows users to access their catalogue anywhere there is an online connection. Cataloguing, circulation, searching, inventory, and reports are all seamlessly integrated into one package.  Additional add-ons include Title Peek, which allows users to see the cover of the book they are searching for, and WebPath Express, which links pre-approved websites with subject headings.
For demonstrations and tutorials, log into the Follett website at http://www.follettsoftware.com/. You will need your Follett site number to create an account. Media Services will have that information if you do not know it.
b. Contact Information

The district administrator of Destiny is Jo-Ann Liem at Media Services. She is the person to contact about authority levels and to answer basic questions. 

Jo-Ann Liem

Media Services

604 517 6325

Email: jliem@sd40.bc.ca or mediacenter@sd40.bc.ca
Archie Jaswal is our Follett Account Manager. He is a useful resource to learn tips and tricks about using Destiny. He is also the person to connect with if you would like WebPath Express or Title Peek.  

Archie Jaswal

Account Manager, British Columbia/Yukon Territories

Follett International

Direct Tel: (778) 240-5912

Toll Free Tel:  (877) 857-7870 ext. 7915

Fax:  (877) 857-7866

E-Mail:  ajaswal@fint.follett.com 

8. Collection Development

a. Objectives

The main objective of collection development policy is to help guide school library staff in their evaluation, selection and de-selection of resources. It is to be used to identify the strengths and weaknesses in the collection, and then address the deficiencies so the library can better serve the needs of its patrons. The school library collection development policy upholds the principles stated in the “Students’ Bill of Information Rights” by the Association for Teacher-Librarianship in Canada, the “Statement on Intellectual Freedom” by the British Columbia Library Association, and the “Statement on Intellectual Freedom” by the Canadian Library Association. It also complies with Canadian copyright regulations and the ethical use of information. The library supports the District’s literacy program by helping to implement and use the Smartreading,

Smartlearning, and Smartwriting learning strategies throughout inquiry-based units of study. 

b. Policy Statement

The library staff shall establish and adhere to a maintenance schedule that allows for regular evaluation of the collection so outdated materials can be withdrawn and deficiencies noted for future selection and acquisition decisions. Collection development decisions are made based on the expertise, judgement and rationale of the teacher-librarians and School District policy for learning resources. The library will endeavour to provide balanced and equitable access to resources in both French and English languages, in a variety of formats, and at differing levels of ability to support the learning needs of all students and instructional methods of staff. Fiction materials will provide reading resources that include a diversity of cultures, genres and literary styles suitable for the age and maturity level of the students.

Learning resources shall be free of bias, prejudice, propaganda and stereotyping unless needed to meet specific curriculum objectives. Resources shall respect diversity and present differing viewpoints on issues to provide a balanced collection. Exceptions to this might occur when controversial or contentious materials are included to present examples of certain issues in order to develop critical thinking skills. Materials shall be selected based on professional considerations, not personal opinion, moral, political or religious views.
Budgeting constraints may limit the ability of staff to fully execute and implement this policy. The decision of allocating funds to be spent in various subject areas shall be made by the library staff based on factors such as previous acquisitions and the need for support of curriculum in any given subject area.

9. Selection of Materials 

a. Procedures and Guidelines

When selecting resources, library staff will evaluate available resources and curriculum requirements, then consult appropriate professional selection sources, both print and online, to make selections based on the criteria stated in this policy. Selection sources consulted shall include, but not be limited to, award lists, bibliographies, recommended materials lists and reviewing media.

Materials acquired should support and further student learning or meet recreational reading requirements. Requests and suggestions for resource acquisition by staff and students shall be given due consideration with the final decision resting with the teacher-librarian. Library staff shall maintain a considerations file to record all resource requests and suggestions.

Materials acquired will be in a variety of formats and instructional levels, and be compatible with existing library resources and available technology.

Once selections for acquisition have been made by the teacher-librarian, the library technician/clerk shall complete the necessary steps to purchase and secure the resources.
b. Criteria for Selection

Resources shall be evaluated for inclusion in the collection based on the following considerations:

· Relevance to curriculum
· Appropriate level for anticipated users: age, maturity level, needs
· Authority: reputation of author, creator, distributor, publisher, etc.
· Quality of content: accuracy, balance, scope of content
· Artistic and literary quality
· Readability
· Technical quality
· Anticipated demand or use of resource
· Price: cost-effectiveness
· Recommended reviews and positive evaluations
· Timeliness: currency of  information, copyright date
· Canadian content and/or source
· Local content and/or interest
· Complies with copyright and/or licensing restrictions
· Expected lifespan of resource
· Meets technology and/or equipment limitations of library
· Unique resource, adds to or fills a gap in the existing collection
· Replacement of lost, stolen or worn material
c. Titlewave

Titlewave is an online Follett product that will allow you to select and purchase materials, while at the same time making certain that you do not order the same materials twice. Go to http://www.titlewave.ca/  and create an account. You do not need your Follett site number, though it would help when you are placing your order.  
After you have logged in, you can go to Collection Management section and upload your catalogue. By doing so, you will be able to tell if you already have the material in your collection.  
d. Acquisitions

Library materials may be acquired from many different sources. A collection assessment should be done prior to purchasing materials for the library to identify areas in the collection that need updating. Budgetary limitations will require a prioritization of which materials are purchased.
e. Budgets

Budgets for school libraries are allocated by the principal. Principals will often provide a tentative budget before the school budget is finalized. The budget consists of the library materials budget (e.g. book, magazines, etc.) and a library supplies budget (e.g. tape, barcodes, etc.). Technology usually falls outside these two budgets.
Additional sources of revenue are grants, fundraising initiatives (e.g. book fairs), and donations.

Decisions on how to spend the budget are the responsibility of the teacher-librarian although they will consult with teachers, staff, and students.

f. Invoice Orders and Purchase Orders
Many vendors will invoice libraries, and some vendors offer an additional discount to libraries. Invoices can be paid by purchase order or credit card through the school office.
g. Reimbursements

Teacher-librarians can purchase items on their own credit card and be reimbursed but schools will not receive GST rebates for these purchases. Best used for small purchases. Teacher-librarians should check with their administration about the specific reimbursement guidelines and procedures for their school.
h. Sources and Vendors

There are many varied sources for library materials. Some major vendors are:

Follett Library Resources    MACROBUTTON HtmlResAnchor http://www.flr.follett.com/

Allows you to upload your collection through Titlewave and turn on notification of items already in your collection. The site has numerous book lists, and when searching for items will contain multiple reviews. Book prices are discounted from the cover price but there is no standard discount rate. Processing is available from this vendor (e.g. application of mylar covers on dust jackets, etc.) There is free shipping to Canada. Payment is via credit card or purchase order. The vendor is fairly flexible if you need to add or delete items from an order after it has been submitted. They do not accept returns.

The local Follett books representative is Hank Luck (604-515-9106) or email him at luckencore@telus.net .
United Library Services (ULS)    MACROBUTTON HtmlResAnchor http://www.uls.com/

Location:  BC Showroom at 101B - 3430 Brighton Ave., Burnaby.  

Contact:  Phone: 604-421-1154, Fax: 604-421-2216, Email:    MACROBUTTON HtmlResAnchor burnaby@uls.com

You can purchase books online or at the showroom. ULS offers a standard discount of 33% on most items, and some items have a short discount which is less than that. They have sales twice a year which will have discounts of 36% on most in-stock items.  Processing is available from this vendor. Shipping is not included but you can choose to pick-up your order at the showroom. ULS will accept returns upon approval.  
The Association of Book Publishers of BC (ABPBC)  http://books.bc.ca/
The ABPBC produces two catalogues every year: BC Books for BC Schools and Canadian Aboriginal Book for Schools. You cannot order directly from the catalogues, however, there are good annotations written by BC teacher-librarians for teacher-librarians. Each year, the ABPBC looks for BC teacher-librarians to write the annotations. Posting of these positions are available in June on the BCTLA forum.  
Online/Big Bookstores
Chapters    MACROBUTTON HtmlResAnchor http://www.chapters.indigo.ca/home/

Online prices are often lower than in store prices, shipping is quick and free over $25.  Chapters does have a Corporate and Educational Sales service, At Your Service    MACROBUTTON HtmlResAnchor http://www.chapters.indigo.ca/corporate-sales/
 , that offers 20% off of the list price of book to registered school district, ordering is via e-mail, phone, fax, or in person at Chapters & Coles locations. A customer service consultant may be available to help you and provide recommendations. You will need to contact them ahead of time    MACROBUTTON HtmlResAnchor atyourservice@indigo.ca
 .  If you are taking a group of students with you to choose books, then this is a really good option.

Amazon.ca    MACROBUTTON HtmlResAnchor http://www.amazon.ca/

Shipping is free over $25 and quick. 
Scholastic    MACROBUTTON HtmlResAnchor http://www.scholastic.ca/

Scholastic books can be purchased online or through their many catalogues. Book fair profits can be used to purchase books. The local Scholastic Warehouse has sales twice a year (usually December & May) with books at 50% off. The Scholastic Warehouse is located at 101-2330 190th Street, Surrey, BC. Phone: 604-538-0700.
Local Booksellers
Vancouver Kidsbooks    MACROBUTTON HtmlResAnchor http://www.kidsbooks.ca/

Kidsbooks has locations in Vancouver, Surrey, and North Vancouver. They are a very knowledgeable bookseller focusing exclusively on children’s books. You can order books online or purchase in store. Teachers receive a 10% discount if purchasing in stock items and paying for the items themselves, invoiced items are 15% off if in stock, and 20%off  if ordered from suppliers.  Kidsbooks has an annual sale in January (in stock items 20% off) with a Teacher’s Pre-Sale Night.

Black Bond Books    MACROBUTTON HtmlResAnchor http://www.blackbondbooks.com/

Black Bond Books have a number of locations throughout the lower mainland, and it carries both discount and regular-priced books. Black Bond offers a teacher discount that can be applied to all books.  

The Comic Shop    MACROBUTTON HtmlResAnchor http://www.thecomicshop.ca/

Contact:  3815 W. 4th Ave., Vancouver, 604-738-8122    MACROBUTTON HtmlResAnchor thecomicshop@telus.net

Specialize in comics and graphic novels, and are happy to share their expertise. They offer a 20% discount off the regular retail price to all libraries. Currently, their regular price for most Graphics Novel inventory is American Cover Price plus the current exchange rate. Orders usually take 2-5 weeks for delivery. They can invoice a school, and will ship items throughout the province.  

French Vendors
Oui for Kids    MACROBUTTON HtmlResAnchor http://www.ouiforkids.com
 
Located in Victoria.

Savoir Books    MACROBUTTON HtmlResAnchor http://www.bcalmer.ca

Contact: Tarja Baerg

Modula Duval 
Located in Nelson, BC. Contact: ben.minuk@shaw.ca 

Library Supplies & Furnishings
Brodart    MACROBUTTON HtmlResAnchor http://www.brodart.ca

A good source for supplies such as book tape, fiber tape, label protectors, etc.

Bury R Media & Supplies Ltd.

10- 3771 North Fraser Way, Burnaby, BC V5J 5G5 

Phone: (604) 431-1965

A good local source for label protectors and book tape. Call first to see if desired items are in stock, otherwise, it may take a long time to receive the item.
Library-Related Items
Ontario Library Association (OLA) Webstore 
   MACROBUTTON HtmlResAnchor http://www.accessola.com/store/bins/index.asp

Carry a variety of professional resources as well as promotional materials such as posters, 
bookmarks, etc. They also carry items from ALA (American Library Association) and 
IRA (International Reading Association).

ALA Store    MACROBUTTON HtmlResAnchor http://www.alastore.ala.org/

American Library Association’s online store. They will accept credit card orders and 

provide fast delivery of all ordered items.
Barnes and Noble    MACROBUTTON HtmlResAnchor http://www.barnesandnoble.com/bn-at-school/educator.asp

If you’re ever in the US and want to buy some books, Barnes and Noble has an educator 

discount card that will give you 20% off list price on all purchases for classroom use. 

You just need to show them proof of employment (pay stub, or your BCCT card).
i. Donations, Gifts and/or Free Materials

The library accepts donations or free materials with the understanding that the final disposition of the material is at the discretion of the teacher-librarian. Selection criteria will be applied to donated material in the same manner as when selecting new resources.

j. District Purchased Online Resources
ERAC

Through Media Services, all sites in School District #40 – New Westminster have access to the ERAC bundle of online databases. Students and staff have access to these databases both at school and home.  

The databases included are:

From EBSCO: 

 Academic Search Premier 

 Canadian Reference Centre 

 Middle Search Plus 

 Primary Search 

 Professional Development Collection 

 Canadian Points of View Reference Centre 

 Consumer Health Complete 

 MasterFile Premier 

 Business Source Premier 

From World Book: 

 World Book Kids 

 World Book Student 

 World Book Advanced 

 Decouverte 

From Gale/Cengage: 

 Global Issues in Context 

 12 titles from the Gale Virtual Reference Library 

 CPIQ 

From Queen’s Printer BC 
 LegalEze 

For more information about the databases and your passwords, please contact Sandra Pace at Learning Services 604-517-6111 or space@sd40.bc.ca .
k. School Based Purchase of Online Resources

All schools have the option of purchasing other online resources.  Some examples are:
TumbleBook Library 

This is an online collection of TumbleBooks – animated, talking picture books that teach students reading skills in a format they enjoy. TumbleBooks are created by adding animation, sound, music and narration to existing picture books in order to produce an electronic picture book users can read or have read to them. For more information contact:

Rachela Naccarato
mrachela@TumbleBooks.com
1-800-232-1844

Cengage
Cengage (formerly Thomson Gale) offers a wide range of print and non-print resources. Most of the print resources offered also are available in ebook format. They also offer a wide range of databases, including Science in Context and History in Context. For more information contact:
Andrew Becker

Account Executive, School Sales Group

Cengage Learning

Seattle, WA

(m) 425.218.9862 | (o) 800.877.4253 x2264 | (e) andrew.becker@cengage.com
Or

Lindsay Smith

1-800-877-4253 x8374

Sales Representative, School Group

Gale | South-Western | Course Technology | Delmar

Cengage Learning

"Smith, Lindsay (Inside Sales)" Lindsay.Smith@cengage.com |www.cengage.com/school | www.galeschools.com 

ProQuest 
ProQuest offers a range of online databases, including CultureGrams, World Conflicts Today, and eLibrary. For more information contact: 

Jason D. Fritz

Sr. K-12 Field Representative

ProQuest

Voice Mail:  800-521-0600 Ext. 2527

Office:  586-468-6788

Fax:  586-468-6799

jason.fritz@proquest.com<mailto:jason.fritz@il.proquest.com>


http://www.proquestk12.com<http://www.proquestk12.com/>

EBSCO 
EBSCO offers a wide range of online databases, including EBSCO host (included in our ERAC database bundle). Contact:
David Lubin

EBSCO Publishing

Regional Sales Manager - Public Libraries and K - 12 

Phone: 1-800-653-2726  ext. 2127

Cell: 416.454.6393

Email: dlubin@ebscohost.com <mailto:dlubin@ebscohost.com> 

Visit our website: www.ebscohost.com
10.  De-selection or Weeding of Materials

a. Objectives
De-selection or weeding is done with the intention of removing items from the collection that are outdated, worn or no longer useful.

b. Procedures
To maintain a relevant and useful library collection, the library staff will establish and carry out a continuous planned evaluation of resources in all formats in the collection. The library staff may seek the assistance of other staff to collaboratively assess areas of the collection. Materials considered for de-selection shall be assessed on the criteria stated in this policy. The final decision of determining the relevance and inclusion of an item in the collection will rest with the teacher-librarian.
c. Criteria for De-Selection

The following criteria should be applied to any resource considered for de-selection:

· Physical state of the resource: deterioration beyond repair; incomplete set or missing parts
· Currency and accuracy of information, copyright and/or publication date
· Relevancy to curriculum requirements or needs of users
· Usage and circulation history
· Duplication of content: multiple copies of item, equivalent information available elsewhere in existing collection or online
· Superseded or newer editions that contain significant new content
· Outdated format: equipment and technology limitations of collection
· Copyright and/or licensing restrictions
· Has little artistic, literary or scientific merit
· Is part of a special collection or a classic item
· Has little relevance to local or historical interest
· Library space considerations: physical capacity of shelving, cabinets and equipment

d. Disposal or Re-use of Materials
Those items deemed to have no value or are no longer appropriate in the collection will be withdrawn from the collection, and disposed of by recycling, selling, or gifting to other groups at the discretion of the teacher-librarian. The library technician/clerk will complete the de-selection process by removing all school markings from the item, and all cataloguing records from the system if the item is not being replaced.

e. Deleting Items
After weeding or de-selection of materials, these items should be deleted or removed from the online catalog. This can be easily done in Destiny, just follow these simple steps to delete individual items from the collection:

1. Login with your user name and password.

2. Click on “Catalog”
3. Choose “Update Copies” 

4. Check off “Track as weeded” box
5. Scan or enter the barcode of the item being deleted.
By checking off the “track as weeded” box, reports can be generated at a later date for items removed or weeded from the collection. This is helpful for collection management and assessment.
11. Circulation
a. Procedures
Specific parameters will vary from site to site within the District and can be managed by each teacher-librarian through the “Back Office” tab within the Destiny library computer program. Please check individual sites for their circulation policies and procedures.   
The Destiny software offers many options under the “Circulation” tab. 

Patrons’ barcodes or names can be entered when on the “Check out” screen.  Once a patron’s record has been brought up, library material barcodes can be scanned and will be checked out to that patron.

Material returned to the library or found in the library during the end-of-the-day clean-up can be scanned when on the “Check in” screen.

Books can be renewed by entering the book’s title in the box or scanning a book’s barcode.

Holds can be placed when on the “Holds/ILL” screen by searching for the patron wanting to make the request and clicking on the “Add Hold” button.

The “Copy Status” screen provides the copy information, as well as the current borrower and previous patrons who have borrowed the library material. 

The “Patron Status” screen provides a patron’s library information (checkouts, borrowing history, fines, holds, etc.), as well as their contact information.

The “Offline Circulation” screen allows external information to be uploaded (i.e. inventory done with Dolphins).
The “Library Info” screen gives a quick overview of lending periods, library statistics, including top patrons, top homerooms/grades, and top/bottom titles. 

b. Patron Updates

At the beginning of each school year, patrons will be updated for each site by the District (either through Media Services or TIS). Throughout the year, however, a teacher-librarian may want to update their patrons, as new students are registered into the school in order to be able to keep a computerized record of what the student has borrowed from/returned to the library. This may be accomplished as follows:

· Under the “Back Office” tab, select the “Manage Patron” button.
· On the right side of the screen, click on the “New Patron” button.
· Enter the student’s last name, first name, gender, homeroom, and any other information that is relevant for that particular school.
· Add the student’s barcode number. This number starts with a site-specific 7-digit number, followed by the student’s ID number generated by TURBO and available from the school’s office staff. A staff member’s barcode will be the first letter of the staff member’s first name followed by their last name (no spaces).

· Save the new patron’s information.

Please note: If a former student’s record has not been deleted and is still linked to the new student’s ID number, the former student must be deleted before the new student can be added. (“Manage patrons” button, “Find” the barcode, and follow the directions to delete the former student. Then repeat the previous steps to add the new patron to the system). 

Student pictures can be uploaded by asking office staff for the school’s disk and sending the disk to Media Services to be added to Destiny.

Staff members should be added through the Media Centre, as they may have an existing account at another school.

c. Lost Books and Materials
Policies and procedures with regards to lost books will vary from one school to another.  Every effort will be made to encourage patrons to find and return their outstanding books.  Should a book/library material be lost or damaged, the teacher-librarian should use their discretion and make decisions on an individual basis and consider whether the patron can afford to pay for a lost book and consider the situation in which the library material was lost or damaged. Notes about each situation can be added to the patron’s file for future reference. Students who pay for lost books are reimbursed if the material is recovered in usable condition. 

Should a staff member lose or damage a book, the replacement cost/fine should be paid.  Alternatively, a teacher-librarian may accept a replacement book of similar value or Scholastic coupons of the lost book’s value.

Schools may wait until the end of the school year to collect fines for lost books, in order to allow time for library material to be ‘found’ and to avoid additional paperwork (i.e. refunds). Failure to pay for lost or damaged books may result in consequences, as per site. 

d. Inter-library Loan
Destiny allows users to offer inter-library loan.  To sign out materials to a patron at another site:

· Click on the “circulation” tab

· Unclick “the only patrons” check underneath the search box

· Type in the name of the patron and hit the “go” button

· Click the patron’s name

· Check out the materials to the patron

Please note that all patrons will be treated as students and will therefore have fewer transactions allowed and a shorter loan period.
12. Cataloguing
a. General Procedures

Teacher-librarians at the elementary and middle school levels do not have full cataloguing rights. They have the ability to add copies to a title already existing in the union catalogue. The teacher-librarians are to send any titles not existing in the catalogue to centralized cataloguing at Media Services. They should arrange for a work order to be put in to have the boxes of books sent to Media Services, who will arrange for them to be returned to the site after cataloguing. All items sent to Media Services for cataloguing need to be processed before being boxed up and sent.
Teacher-librarians at NWSS are responsible for their own cataloguing and processing.  NWSS has a full-time library technician who is able to do this. As well, at least one teacher-librarian has full cataloguing rights to do original cataloguing.

b. Add Copy Instructions
1.  Login with your user name and password.

 2.  Click on “Catalog”.
       3.  If you are adding a copy that is in a collection in our school district, then change the location field to School District 40 (New Westminster).
      4.  Click on the “Number” tab and scan the ISBN barcode on the book.

      5.  If you can not find the book, then search by title or author to find the book.
6. When you find the author or title, click on it. 

7.  Click on “Add Copies”
    8.  In the “Starting Barcode” field – scan or type in the Follett barcode number placed on the book.
     9.  In the “Call Number” field – change or complete call number

    10.  Fill in other fields as needed, i.e. Sublocation, Vendor, or Funding Source.

    11.  When done, click on “Save Copy” to save. This copy has now been added into the    database.
c. Steps for Processing Materials

1. Check item off on packing list/invoice.
2.  Write information line on page opposite verso page (the page after the title page).  Info line consists of date acquired, vendor, and, price.
3. Stamp books with school stamp on top and on front pages of the book. Some sites also stamp the bottom and the last page of book.

4. Place barcode on the book. You may also wish to write the barcode number on the first page of the book. Some sites place a duplicate barcode at the back of the book.
Books are now ready to be sent to Media Services for cataloguing.
d. Collections and Prefixes

Listed below are the current call number and spine label prefixes used throughout our district. Some schools have slight variations of these and are currently working toward standardizing their collection labels to match these prefixes. All new resources should be catalogued using the prefixes given here.
School District #40 SPINE LABELS - English

	Spine Label
	Catalog
	Description

	E

ABB
	E ABB
	Picture Books

(hard cover)

	EPB

ABB
	EPB ABB
	Picture Books

(soft cover)

	FIC

ABB
	FIC ABB
	Hardcover Fiction

	FPB

ABB
	FPB ABB
	Paperback Fiction

	567.2

ABB
	567.2 ABB
	Non-fiction

	REF

796.96

ABB
	REF 796.96 ABB
	Reference

	TRE

FIC

ABB
	TRE FIC ABB
	Teacher Reference

Fiction

	TRE

971.1

ABB
	TRE 971.1 ABB
	Teacher Reference

Non-fiction

	TEM
	TEM
	Temporary

(i.e. magazines)

	MK

940.54

ABB
	MK 940.54 ABB
	Media Kit

	VF

971.1

ABB
	VF 971.1 ABB
	Vertical File

	VID

ABB
	VID ABB
	Fiction Video Recordings (Use subtypes)

	VID

796.962

ABB
	VID 796.962 ABB
	Non-fiction Video Recordings (Use subtypes)

	AUD

ABB
	AUD ABB
	Fiction Sound Recordings –Musical and Non-musical (Use subtypes)

	AUD

553.12

ABB
	AUD 553.12 ABB
	Non-Fiction Sound Recordings – Musical and Non-musical (Use subtypes)

	COM

ABB
	COM ABB
	Computer files – Fiction

(Use subtypes)

	COM

553.12

ABB
	COM 553.12 ABB
	Computer files 

 Non-fiction

(Use subtypes)

	GN

ABB
	GN ABB
	Graphic Novels

	PIC

ABB
	PIC ABB
	 NWSS only


School District #40 SPINE LABELS – French

	Spine Label
	Catalog
	Description

	FR

E

ABB
	FR E ABB
	French 

Picture Book 

(hard cover)

	FR

EPB

ABB
	FR EPB ABB
	French 

Picture Book 

(soft cover)

	FR

FIC

ABB
	FR FIC ABB
	French

Hard cover Fiction

	FR 

FPB

ABB
	FR FPB ABB
	French

Soft cover Fiction

	FR

796.96

ABB
	FR 796.96 ABB
	French

Non-fiction

	FR-REF

796.96

ABB
	FR-REF 796.96 ABB
	French

Reference

	FR-TRE FIC

ABB
	FR-TRE FIC ABB
	French

Teacher Reference

Fiction

	FR-TRE

796.96

ABB
	FR-TRE 796.96 ABB
	French

Teacher Reference

Non-fiction

	FR-MK

940.54

ABB
	FR-MK 940.54 ABB
	French

Media Kit

	FR-VF

545

ABB
	FR-VF 545 ABB
	Vertical File

	FR-VID

ABB
	FR-VID ABB
	French Fiction

Video Recordings (Use subtypes)

	FR-VID

796.962

ABB
	FR-VID 796.962 ABB
	French Non-fiction 

Video Recordings (Use subtypes)

	FR-AUD

ABB
	FR-AUD ABB
	French Fiction Sound Recordings – Musical and Non-musical (Use subtypes)

	FR-AUD

553.12

ABB
	FR-AUD 553.12 ABB
	French Non-Fiction Sound Recordings – Musical and Non-musical (Use subtypes)

	FR-COM

ABB
	FR-COM ABB
	French Fiction

Computer files (Use subtypes)

	FR-COM

553.12

ABB
	FR-COM 553.12 ABB
	French Non- Fiction

Computer files (Use subtypes)

	FR-GN

ABB
	FR-GN ABB
	French Graphic Novel

	FR-PIC

ABB
	FR-PIC ABB
	 NWSS only


e. Other Cataloguing Resources
Destiny allows cataloguers to search other catalogues for find pre-existing records for an item. This, however, is not always perfect. These sites provide good quality MARC records that can be imported directly into the catalogue, or can be cut and pasted into a MARC record.
AMICUS – National Library of Canada
http://www.collectionscanada.gc.ca/amicus/index-e.html
You register for the free service and you can search through millions of items. These items can be downloaded and then imported into the catalogue. Click on “import titles” and then find the file you saved the downloaded items in.  

Bibliothèque Nationale de France – National Library of France

http://catalogue.bnf.fr/jsp/recherchemots_simple.jsp?nouvelleRecherche=O&nouveaute=O&host=catalogue
You can search through millions of items, however, these items cannot be downloaded.  Cut and paste each part of the MARC record into the record you are working on. A great source for French records.

Bibliothèque Publique de Montréal – Montreal Public Library

http://ville.montreal.qc.ca/portal/page?_pageid=4276,5526475&_dad=portal&_schema=PORTAL
You can search through millions of items, however, these items cannot be downloaded.  Cut and paste each part of the MARC record into the record you are working on. A great source for French records.

When doing original cataloguing, it is also important to consult the Sears List of Subject Headings, as well as The Dewey Decimal Classification to ensure that subject headings and Dewey numbers used are current and correct.
13. Inventory
a. Objectives

The purpose of inventory is to find out what items are missing from the library and what is actually in the collection. Ideally, inventory should be done every year, however, every 2-3 years is also acceptable.
b. Procedures

Teacher-librarians at the elementary and middle school levels may contact Media Services and request help completing an inventory. Teacher-librarians at NWSS do not receive help completing an inventory.
Before starting inventory, teacher-librarians should book at least one dolphin remote scanner from Media Services. They should also shelf read their entire library as this makes finding the missing books easier.

In the container that the dolphin comes in, are complete instructions how to hook up the dolphin to your computer and how to upload the files to your computer and Destiny.  Please take the time to read these documents.

The inventory function of Destiny is under the “Back Office” tab of Destiny. Click on the “Inventory” button and start. You can choose to do a full or partial inventory. Scan the items, upload them to inventory, and then run a report for missing items. After every scan, you should print off the report as it lists checked out items on your shelf, as well as items that are not catalogued but on the shelf, or already marked missing. Save this report and pull all these items after you have completed scanning all your items. To reconcile your inventory, correct and amend all of the records for the pulled items.
c. Troubleshooting Information
For more information, see the Follett online tutorials at 
http://www.follettsoftware.com/
Log in and then click on “Professional Learning” – Product “Destiny”-Refine Selection “Library Manager” - choose topic - “Administration Functions”.  There are four or five short videos you can watch.
You may also phone Media Services for more help.
14. Repairs
Simple repair tasks may be completed by the library clerk/technician on site. More involved or difficult repair tasks can be referred to Media Services. Contact Media services before sending items for repairs.
a. Procedures

Books needing repair should be boxed up and sent to Media Services through Inter-office Mail. The copy's status may be edited to "out for repairs" in Follett Destiny. A bookmark or sticky note attached to the book noting the damage for repair is helpful.
· Brodart  www.brodart.ca/book-care-repair/ 

This company’s web site has many helpful tips on cleaning, protecting and repairing library materials.

· Gaylord Library Supplies www.gaylord.com/images/Bookcraft_BookRepairGuide.pdf 

This company has an excellent book repair guide available online. It includes good visuals and simple step-by-step instructions for maintaining and repairing books.

.
b. Rebinds 
Rebinding is available for a reasonable cost at:
Academic Bookbinding Co. Ltd.

 #11 – 13550 77th Avenue, Surrey. BC
Telephone: 604-591-8288

Hours: 6am – 2:30 pm Closed Fridays

Hardcover rebinds: $19.17 each for under 50 books, $17.05 each for over 50 books

Softcover rebinds (to hardcover) $19.36 each 
Shipping extra
15. Textbooks
Textbooks are not circulated through the library system in our district.
16. TIS Department
a. Responsibilities

The TIS department is responsible for the installation and maintenance of all computers, peripherals, and their networks in School District #40 – New Westminster. They are the people to contact if your computers do not work, or you want a new computer or printer installed and hooked up to the network.
b. Contact Information

To contact TIS, call local 6000 and leave a detailed message, or email tisgroup@sd40.bc.ca.  
17. Fundraising
With plunging budgets and/or budgets that are below the recommended amount per student, teacher-librarians often take on the role as a fundraiser in order to buy books and materials for their libraries or pay for literary events/experiences for their students (i.e. author or illustrator visits).  
a. Book Fairs
Scholastic Bookfairs -    MACROBUTTON HtmlResAnchor www.scholastic.ca/bookfairs

     Contact: Dawn Goodall-    MACROBUTTON HtmlResAnchor DGoodall@scholastic.ca

                    604-538-0700 ext. 225

Festival du Livre (French Scholastic Bookfair)

     Contact: Julie Dumas- JDumas-Rivest@scholastic.ca

                   Rivest 1-877-340-0552
Scholastic Book Clubs-    MACROBUTTON HtmlResAnchor www.scholastic.ca/clubs
 or www.scholastic.ca/clubsonline

Usborne- usborneonline.ca

b. Grants
Applying for grants is another way to bring resources into the library. The school district has a registered charitable number that you may need when filling out grant applications.  
You can gather data to support your applications from a variety of sources: 
EDI data     MACROBUTTON HtmlResAnchor http://www.earlylearning.ubc.ca/maps-and-data/local-maps/

The Mapping Report (June 2008) based on data from Statistics Canada in 2001 & 2006    MACROBUTTON HtmlResAnchor http://kidsnewwest.ehosting.ca/wp-content/uploads/2011/02/NWUEYMappingReport.pdf

FSA Results    MACROBUTTON HtmlResAnchor http://www.bced.gov.bc.ca/reporting/school_data_summary.php

Statistics Canada-    MACROBUTTON HtmlResAnchor www.bcstats.gov.bc.ca

Early Years Community Mapping Report- www.kidsnewwest.ca/earlyyears/pdfs/NWUEYMappingReport.pdf

Fraser Institute School Rankings Results- britishcolumbiaschoolrankings.org

Grants are available from a variety of sources, including:

Chapters/Indigo “Love of Reading Grant”

ArtStarts- artstarts.com (grants available to bring in authors and illustrators)

Breakfast TV, “Be there for Schools”-     MACROBUTTON HtmlResAnchor www.btvancouver.ca/contests
 ($1000 education grant)

Best Buy, “Best in Class Fund”- www.bestbuy.ca/en-CA/best-in-class-fund.aspx

Raise a Reader, www2.canada.com/national/features/raiseareader/Vancouver.html

Staples, staples.ca  (community, education)

Idelire, idelire.ca  (French Author/Illustrator visits in April.  Pay full amount for first year and receive a credit/grant for following year)

School PAC
18. Volunteers
a. Student Library Monitors

Student volunteers are limited at the elementary schools due to the age and skill levels of the students. For example, at Herbert Spencer Elementary (K-5), interested Grade 5 students are asked to come in one recess and one lunch break weekly to assist with shelving. Approximately 5 students are chosen for each time period. Students may volunteer for a term (Sept.-Dec., Jan.-Mar., April-June) or for the full year. See Appendix E for examples of sign-in sheets and tasks assigned to different grades.  
The secondary school has a Library Club sponsored by their teacher-librarians. The club members receive weekly training sessions and volunteer regularly in the library completing many basic tasks such as sorting and shelving books. These volunteers complete a Volunteer Contract and a Library Skills Test as part of their training. See Appendix E for examples of these.

b. Parent Volunteers

Very few parent volunteers help regularly in our libraries due to CUPE considerations and the skill levels of the volunteers.
19. Library Programs
a. Curriculum Connections/Support
               -Saskatchewan Rubrics
              -UDL: Resources may be found at SMART Exchange 





http://exchange.smarttech.com/#tab=0
b. Research Models

The following are research models which may be used when developing research units:
· Points of Inquiry  http://bctf.ca/bctla/pub/documents/Points%20of%20Inquiry/PointsofInquiry.pdf
· The Research Quest

http://bctf.ca/bctla/pub/documents/libraryprogram/RQ%20English.pdf
· The Big Six

http://www.big6.org/
· Different Research Models from Ontario http://www.accessola.com/action/positions/info_studies/html/research.html
c. Copyright Rules
     A Short Review on Copyright

· You are allowed to photocopy from a book, magazine, or newspaper, but you are only allowed to copy 10% of an entire book.

· You are allowed to show students movies as long as you complete a viewing report.
· These reports must be sent in at the end of December, March, and June.  

· More information may be found at http://www.acf-film.com/ or 
http://www.criterionpic.com/CPL/mm/lcl_VEC_2009_Reporting_form.pdf
· You may show your students a television program you taped, but the recording must be destroyed 12 months after it was recorded.
· You may play CDs in your classroom as long as you are not making a profit from their performance
· More information about copyright can be found at http://www.accesscopyright.ca/Default.aspx
d. Bibliography Style Guides

There are two main styles of bibliographies used in School District #40 – New Westminster, the Modern Languages Association (MLA) style and the American Psychological Assocation (APA) style.  

A detailed summary of the MLA style can be found on the NWSS Library Website
http://sites.google.com/site/nwsslibrary/bibliographyhelp or a colour-coded version can be found at the C.W. Post Library website http://www2.liu.edu/cwis/cwp/library/workshop/citmla.htm .

A colour-coded version of the APA style guide can be found at the C.W. Post Library website http://www2.liu.edu/cwis/cwp/library/workshop/citapa.htm .

e. Collaborative and Cooperative Planning
Teacher-librarians and classroom teachers work in partnership to plan a resource-based unit of study. Each partner agrees to undertake responsibility for preparing and presenting specific sections of the unit to the students. Typically, the teacher-librarian would be responsible for providing instruction in areas such as information literacy, research and note-taking skills. The classroom teacher would be expected to provide the expertise in their field of study and ensuring the planned unit meets the required curriculum learning outcomes. Both partners share in the planning, supervision and evaluation of the students. 
At the end of the unit, the teacher-librarian and classroom teacher should have a debriefing session wherein they review the collaboratively planned unit, evaluating its effectiveness in meeting the learning outcomes and making notations of any adjustments that could be tried next time to improve its success.

f. Internet Access Policies

To use the computers with internet access, each student should have signed an acceptable use policy (AUP) when registering.  Please contact whoever at your site is responsible for student registration if you have queries regarding whether a student/parent has signed an AUP.  
20.  Challenged Materials

a. Requests for Reconsideration of Materials

The goal of the School Library Resource Centre is to provide materials with broad and varying viewpoints to help students to develop critical thinking skills and become lifelong learners. Our libraries support the “Statement on Intellectual Freedom” from the British Columbia Library Association and the Canadian Library Association. The libraries also support the “Students’ Bill of Information Rights” adopted by the Association of Teacher-Librarianship in Canada. 

Specific objections made by any member of the school or community shall be addressed following the procedures outlined in School District policy which states “when the appropriateness of any particular learning resource is questioned by a parent or community group, the Board may authorize the Superintendent of Schools to establish a Review Committee (comprised of professionals, citizens and at least one member of the Board) to assess the complaint and to recommend a course of action to the Board” (Policy No. 603.5).
b. Procedures and Guidelines

When an individual questions the appropriateness of including a resource in the school library collection, the teacher-librarian may discuss the matter with the individual informally to determine the exact nature and extent of the concern. If the matter cannot be resolved informally, then the individual would be advised to submit a formal written request for reconsideration of the material to the school principal. When a written request for reconsideration is received, the principal may to attempt to resolve the matter at the school level, or it can be directly forwarded to the School Board. The concern would then be addressed by the School District staff with the teacher-librarian providing documentation and information as needed and requested by the District staff.

All materials under reconsideration shall remain in circulation and access will not be restricted until a final decision is made regarding the request for reconsideration. Challenged resources will only be removed from the collection if a judgement is made against their inclusion in the school library collection.

A copy of the written judgement on a challenged resource will be made available to any interested individual. A written copy of the final decision on a challenged resource will be given to all individuals involved in the challenge including the individual initiating the request and all school staff.
21. Professional Development/Support
Teachers in School District #40 – New Westminster have five professional development days a year that are decided and planned by teachers. No administrator can tell a teacher what to do on a pro-d day, and self-directed pro-d is always an option, unless it is summer pro-d. All teachers in School District #40 – New Westminster can access professional development funds. Each 1.0 FTE is allocated $750 a year, which can accumulate to $3000. Funds can be used for a wide range of activities including, but not limited to:

· Attending a conference

· Conference registration, traveling expenses, TTOC costs

· Joining a professional association

· Purchasing professional materials

· Visiting a museum

· Attending a guest speaker’s presentation 
· Taking a post-secondary or continuing education class

If a teacher moves schools within the district, his/her professional development funds can be transferred to the new school. Please see your school’s pro-d treasurer for more information.

For more detailed information, please visit the NWTU’s pro-d website at http://www.bctf.ca/nwtu/prod_home.htm or contact your school’s pro-d chair.

a. Organizations

There are many different professional organizations that teacher-librarians can belong to including:

· British Columbia Teacher-Librarians’ Association

· http://www.bctf.ca/bctla/
· Canadian Association of School Librarians

· http://www.cla.ca/AM/Template.cfm?Section=CASL2
· American Library Association

· http://www.ala.org/index.cfm
· International Association of School Librarians

· http://www.iasl-online.org/
· BC Coalition for School Libraries

· http://www.bccsl.ca/
b. Professional Journals
The following is a list of professional journals that teacher-librarians might find useful:

· The Bookmark

· http://www.bctf.ca/bctla/pub/bookmark.html
· School Libraries in Canada

· http://www.clatoolbox.ca/casl/slic/
· Teacher-Librarian

· http://www.teacherlibrarian.com/
· School Library Journal

· http://www.schoollibraryjournal.com/
· Resource Links

· http://www.resourcelinksmagazine.ca/
· CM Magazine

· http://umanitoba.ca/cm/
· Alan Review

· http://www.alan-ya.org/
· Horn Book

· http://www.hbook.com/magazine/
Many professional journals are available at no additional charge through our ERAC database. These include:

· Book List

· Horn Book

· School Libraries in Canada

· School Library Jounal

· Teacher-Librarian

c. Reviews & Book Lists

There are many sources of reviews & book lists for teacher-librarians to access online and in print.  

Reviews
CM Magazine:  Canadian Review of Materials (weekly)

   MACROBUTTON HtmlResAnchor http://www.umanitoba.ca/cm/

Quill & Quire:  Canada’s Magazine of Book News and Reviews

   MACROBUTTON HtmlResAnchor http://www.quillandquire.com/

School Library Journal (current month’s reviews under recent issue)    MACROBUTTON HtmlResAnchor http://www.schoollibraryjournal.com/

Follett Library Resources    MACROBUTTON HtmlResAnchor http://www.flr.follett.com/
 can also be a good source of reviews.  If you search for a book, they will often have multiple reviews on the title.

You can also subscribe to review magazines and journals for reviews such as:

Resource Links Magazine (5 times per year)    MACROBUTTON HtmlResAnchor http://www.resourcelinksmagazine.ca/



Book Lists
Children’s Literature Web Guide http://people.ucalgary.ca/~dkbrown/bestbooks.html 

This site provides links to award and book lists from many different organizations.
ALA:  Notable Children’s Books www.ala.org/ala/mgrps/divs/alsc/awardsgrants/notalists/ncb/index.cfm 
Provides current and archived book lists for readers in different age groups.
Children’s Book Council in cooperation with National Council for the Social Studies:  Notables Social Studies Trade Books for Young People (previous year’s list is free)    MACROBUTTON HtmlResAnchor http://www.nsta.org/publications/ostb/
 and the National Science Teacher’s Association:  Outstanding Trade Publications for K-12 (updated every March)    MACROBUTTON HtmlResAnchor http://www.socialstudies.org/notable

d. Conferences and Professional Learning Opportunities

Each of the professional organizations listed previously (in section 21.a) does offer a yearly conference. In addition, the BCTF maintains a list of conferences on their website.  http://www.bctf.ca/uploadedFiles/Public/ProD/PD-Calendar.cfm
There are many professional learning opportunities for teacher-librarians to expand their library qualifications.
· UBC Faculty of Education  http://educ.ubc.ca/
Department of Language and Literacy  http://lled.educ.ubc.ca/
UBC offers three programs in teacher-librarianship.
1. Certificate in Teacher Librarianship 

15 credits (5 credit courses) for courses which teach the basics of teacher-librarianship
For qualified teachers with a degree from a recognized university

It has both on-line and independent study courses

2. Diploma in Teacher Librarianship 

For certified teachers with at least 2 years’ classroom teaching

30 credits of senior course work

5 year limit to complete diploma
May apply to transfer courses from some other Western Canadian universities

3. Master’s Degree in Teacher-Librarianship (LIBE) 

For certified teachers with at least 2 years’ classroom teaching

Requires 30 credit hours of courses (for candidates with teacher-librarian experience) or 33 credit hours of courses (for candidates without teacher-librarian experience
· University of Victoria Faculty of Education  http://www.educ.uvic.ca/

1. Diploma in Teacher-Librarianship http://web.uvic.ca/calendar2003/FACS/FoEd/10DiaCP/index.html
The Diploma in Teacher-Librarianship is a 15 unit program which must be completed at UVic.  Many of the courses are available during summer sessions, and some are offered during the winter both on and off campus. 
· University of Alberta Faculty of Education  http://www.education.ualberta.ca/

1.  School of Library and Information Studies (SLIS)  http://www.slis.ualberta.ca/
· Diploma Programs 

· Language and Literacy Diploma 

· Teacher-Librarianship by Distance Learning   http://www.quasar.ualberta.ca/tl-dl/
2. Graduate Studies    http://www.elementaryed.ualberta.ca/
3. Instructional Technology Program 

N.B. UBC and U of A have a reciprocal agreement for transfer of courses. Check the web sites provided for more information. 
· Your School Library  http://yourschoollibrary.org/
Your School Library provides online professional development courses for Teacher Librarians, School Librarians and Children's Librarians.
22. Media Centres
There are two media centres in School District #40 – New Westminster:

· McBride Media Services

· NWSS Media Centre
a. Services Provided

McBride Media Services is home to the district laminator, two die-cut machines, and the elementary and middle school resources.  McBride Media Services also is home to central cataloguing and is responsible for major book repairs.

NWSS Media Centre is home to one die cut machine and the secondary resources. 
b. Contact Information

McBride Media Services

311 Richmond Street, New Westminster, BC V3L 4B7

Phone: 604-517-6325        Fax: 604-517-6359

· Sandra Pace, Director of Instruction Learning Services        604-517-6111        space@sd40.bc.ca
· Yoko Johanson, Executive Assistant/Manager                       604-517-6333        yjohanson@sd40.bc.ca
· Jo-Ann Liem, District Library Technician                               604-517-6325         jliem@sd40.bc.ca
· Filomena Ambrosino, District Library Clerk


604-517-6333 fambrosino@sd40.bc.ca
NWSS Media Centre (Located in NWSS Library)
835 8th Street, New Westminster, BC, V3M 3S9

Phone:  604-517-6244

Fax:  604-517-6204

Teacher-Librarian in Charge:  Sarah Wethered  swethered@sd40.bc.ca
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Appendix A - September Start-up Procedures 
All teacher-librarians have to prepare their libraries for the new school year. Some of the tasks that need to be completed are listed here.
1. September Start-up Procedures for Elementary and Middle Schools
· Sort summer mail

· Do light cleaning as necessary

· Contact the custodian about any heavy cleaning, etc.

· Check supplies inventory

· Update Destiny
· Calendar/Hours

· Patron information (Contact the media center if they are doing updates)  

· Circulation changes

· Ceiling date for Circulation of materials for the school year

· Update hours and other information on school website

· Get updated class lists from the school secretary

· If you use shelf markers, re-sort the markers by division

· Prepare or update library orientation/introduction lessons

· Create and update library forms

· Check with the secretary to determine how much money is in the library account 

· Meet with library clerk or library tech 

· Meet/recruit library volunteers

If you are providing Prep coverage – determine how prep schedules are set in your school and develop a library schedule. 

2. Start-up Procedures for the Secondary School
Start-up Procedures for NWSS
· Set out Library Booking Binder
· Teachers may book their classes into the library for first semester at 8:15 am on the first day of school. Teachers may not book for their second semester classes until the first day of second semester.
· Teacher-librarians schedule in all grade 8 and 9 classes for a library orientation. Generally, all grade 8 classes come in block A, and all grade 9 classes come in block B.
· Review or follow up on all work orders submitted for summer completion.
· Bring library plants back from summer care.
· Review library rules with all classes coming into the library.
· Make certain enough library handouts (e.g. bibliographies) are photocopied and ready to go when needed.
· Take a quick inventory that all library equipment is available and functioning.
· Begin preliminary selections of materials.
· Schedule an after school orientation for all new staff.
· Do new work orders for any tasks needing completion e.g. heavy cleaning, equipment repair
· Launch Library Club - Recruit/meet with library volunteers
Appendix B - Year End Procedures

1. Year End Procedures for Elementary and Middle Schools 
· If you are doing a Year End Inventory – arrange for scanner, set timeline for inventory, and library closures

· Read shelves and weed as needed

· Set a last day for circulation for students and staff 

· Set a last day for materials to be returned to the library

· Set dates for sending out Year End notices (initial & final)

· Review procedures for getting materials from students and teachers back into the library (countdown for books out, prize for first class that returns all their books, classroom visits, etc.)

· Look for lost/missing books in the collection

· Light cleaning

· Touch base with custodian about summer cleaning

· If the school library or library books are being used by a user group over the summer then touch base with the group and set clear parameters for library/book use

· Run Statistics Report (Destiny) and prepare an Annual Report 

· Distribute Annual Report to interested parties

· Write thank you notes to volunteers

· Clean off desktops

· You can choose to update Calendar information in Destiny for the upcoming school year or wait until September to do this

2. Year End Procedures for the Secondary School
    At NWSS, the year end report is given to the principal, and then the entire library   department meets with her to discuss the report.  Headings for the report include:

· Circulation

· Class Bookings

· Collection Assessment and Maintenance

· Information Literacy

· Library Purchasing

· Enrolling Students

· Lunch Time Procedures

· Technology

· Library Events

· Events are listed by month, to demonstrate the number of events, and wide breadth of events held in the library.

· Special Programs

· Goals for next School Year
Year End Procedures for NWSS

· Shelve all remaining materials

· Shelf read entire library and dust the shelves

· Put in work orders for any work needing to be done. These include cleaning of the carpets, and construction or repairs needed

· Work on getting all library materials back (including those from staff)

· Clean up offices and remove everything from desk tops

· Meet with principal to discuss year end library report

· Hold library volunteer thank you luncheon

· Begin preliminary selections of materials for next year

· Prepare booking book for next year

· Arrange for care of library plants over the summer
Appendix C - Year at a Glance in the Library
September

· First NWTLA meeting of the year

· Nominations and election for positions

· Clean, organize, and prepare library for the year

· Book Scholastic Bookfair(s) for the year

· Sign-up sheets Video Education Centre, attached to every TV (teachers must document which videos they show to their students in class- reporting sheets are due at the end of December, March, and June)

· New patrons added by TIS or Media Centre

· Manually delete former students


Elementary

· Class Scheduling, allotment of Library Prep time. Book exchange schedule.

· Class tours/orientation of the library 

· Sort students shelf markers into their new classes

· Add/edit homeroom (division) for each student

· Barcodes (library bookmarkers) for students

· Organize students by division (recycle bookmarkers from last year, if possible)

· Create new bookmarkers for new students and any other students needing a new one

· Record outstanding material of former students and forward list to the students’ new school in the district.
· Manually delete former students with outstanding books.

        Secondary

· Orientation for grade 8 and 9 students

· Orientation for new teachers

· Teachers sign up for library times for the first semester

October

· Many schools hold a Scholastic Bookfair that coincides with the parent-teacher evening/ school open house

· ULS Book Sale

· National School Library Day (check    MACROBUTTON HtmlResAnchor http://www.cla.ca/slip/
 for the date)

· Drop Everything and Read province-wide initiative to coincide with National School Library Day

· BCTLA conference (coincides with province-wide pro-d day)

· New Westminster Teacher-Librarian Grade-group meeting

· Sign-up for Red Cedar Award (www.redcedaraward.ca/ or Stellar Award (http://www.stellaraward.ca ) information and request posters
· Public Library visits to kindergarten students in the elementary schools
· New Westminster Secondary School launches the Hyack Awards

· NWTLA monthly meeting

November

· Red Cedar/Stellar Awards kick off

· Many schools send home first round of overdue notices

· School photos can be added to Destiny 

· B.C. Lions’ sponsored Read, Write, Roar: register all primary classes

· New Westminster Secondary School hosts an author visit or other literary event

· NWTLA monthly meeting

December

· Scholastic Warehouse Sale 

· Fax or mail list of videos shown in classrooms (Visual Education Centre: 416-251-3720 or 416-252-1676 or email: diana@criterionpic.com, 41 Horner Ave, Unit 3 Etobicoke, Ont. M8Z 4X4 or online)

· NWTLA Social

January

· Kidsbooks Sale

· ULS sale

· Annual New Westminster Reads event

· Elementary Schools submit dates for Ready, Set, Learn Program (http://www.bced.gov.bc.ca/early_learning/rsl/)

· NWTLA monthly meeting

February

· Many schools hold a Scholastic Bookfair with Parent-teacher interviews or student-led conferences (February is a bonus month)

· Ready, Set, Learn program begins in some elementary schools

· Love your Library Month (http://www.librarysupport.net/librarylovers)

· Freedom to Read Week (http://www.freedomtoread.ca)

March

· Fax or mail list of videos shown in classrooms (Visual Education Centre: 416-251-3720 or 416-252-1676 or email: diana@criterionpic.com, 41 Horner Ave, Unit 3 Etobicoke, Ont. M8Z 4X4 or online)

· Second round of overdue Notices to go out

· Start researching and applying for grants for the upcoming year

· Ready, Set, Learn program (elementary schools)

· New Westminster Secondary School Bookfair

· NWTLA monthly meeting

April

· ULS sale

· Continue researching and applying for grants for the upcoming year

· Ready, Set, Learn program (elementary schools)

· NWTLA monthly meeting

May

· Overdue notices to go out (especially for graduating students from elementary, middle school, and secondary)

· NWTLA meeting at the New Westminster Public Library

· NWTLA Social

· Public Librarians visit elementary schools to promote the Summer Reading Program

· Welcome to Kindergarten program (http://www.thelearningpartnership.ca/page.aspx?pid=334)

June

· All library material due mid June (elementary school: 2 weeks before the last day; secondary: 1 week before last day of classes) 

· Overdue notices and reminders throughout the month

· Year-end overview to principal

· Number of students/classes serviced

· Highlights of the year in the library

· Concerns regarding the library

· Number of checkouts

· Number of students who participated in the Public Library Summer Reading program

· Number of lost books and their combined value

· Number of library copies

· Average age of the books

· New Westminster Secondary School hosts a party for library volunteers and    alumni

· Fax or mail list of videos shown in classrooms (Visual Education Centre: 416-251-3720 or 416-252-1676 or email: diana@criterionpic.com, 41 Horner Ave, Unit 3 Etobicoke, Ont. M8Z 4X4 or online)

Appendix D - Annual Reports
Annual Report Planning
· Overview – accomplishments, highlights 

· Circulation Statistics (Destiny)

· Table showing statistics over a number of years 

· Data to include: titles, copies, check outs, holds, number of patrons

· Interpret table data – i.e. changes/trends in circulation, etc.

· Teaching overview – table by division showing topics covered, highlight certain units, collaborations, etc.

· Technology Update - computers, Destiny, etc.

· Gifts/Fundraising – Scholastic Bookfairs, donations, fundraising

· Community – public library, Strong Start, etc.

· Concerns/needs and possible solutions for the upcoming school year

· Goals for next year

Annual Report Template
Annual Report 2009-2010
Overview:

Circulation Statistics:

Scheduled Lessons and Curriculum Related Visits:

	Div.
	Topic
	Lesson Focus and/or Resources Used
	Teacher Partner

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	


Technology:
Budgets & Other Funds:
Community:
Community Outreach/Partnerships:
Concerns/Needs:
Goals for Upcoming Year:
Appendix D – Templates
Given herein are some examples of typical organizational tools and forms used by teacher-librarians in our district. These can be modified or adapted to suit each individual teacher-librarian’s needs.
1. Daily Schedule Template - Primary Grades

	
	
	Class
	Theme, Book, Activity

	9:00 - 9:20 am
	
	
	

	
	
	
	

	9:20 - 9:40am
	
	
	

	
	
	
	

	9:40 - 10:20 am
	
	
	

	
	
	
	

	Recess
	
	
	

	10:40-11:20 am
	
	
	

	
	
	
	

	11:20-12:00 am
	
	
	

	
	
	
	

	Primary Lunch
	
	
	

	
	
	
	

	12:45 - 1:05 pm
	
	
	

	
	
	
	

	1:05 - 1:25 pm
	
	
	

	
	
	
	

	1:25 - 2:05 pm
	
	
	

	
	
	
	

	2:05 - 2:45 pm
	
	
	


2. Student Materials Sign-out Sheet
This template can be used when students want to borrow materials from the library and the online check-out system is not available.
Student Materials Check-out Sheet
	Date
	Name 
	Division
	Barcode

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT

	
	
	
	RLT


3. Elementary Volunteer Schedule 
   M. Hanson

     Herbert Spencer

LIBRARY MONITOR SCHEDULE  

Revised January 2011

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	RECESS
	Div.1 (a)


	Div. 2 (a)


	Div.3


	Div. 2 (b)


	Div. 4



	LUNCH
	Div.3


	Div. 4


	Div. 2 (a)


	Div.1

 
	Div. 2 (b)




Division 1

Shelve and tidy Non-Fiction books

Fill and tidy display racks

Tidy Non-Fiction baskets

Return book bins

Tidy Lost & Found

Check pencil baskets

Tidy magazines

Check computers

Ask Librarian for extra jobs

Monitor sign-in

  ___________________

 ___________________

 ___________________

 ___________________

 ___________________

 ___________________

Division 2

Shelve and tidy French books

Process magazines

Shelve and tidy “e” section

Return book bins

Tidy Lost & Found

Check pencil baskets

Tidy magazines

Check computers

Ask Librarian for extra jobs
Monitor sign-in

  ___________________

 ___________________

 ___________________

 ___________________

 ___________________

 _____________________________

Division 3

Shelve and tidy ECH, FPB and Fiction books

Return book bins

Tidy Lost & Found

Check pencil baskets

Tidy magazines

Check computers

Ask Librarian for extra jobs
 Monitor sign-in

  ___________________

 ___________________

 ___________________

 ___________________

 ___________________

 _____________________________

Division 4

 Shelve and tidy E hardcover and EPB books

Fill and tidy display racks

Return book bins

Tidy Lost & Found

Check pencil baskets

Tidy magazines

Check computers

Ask Librarian for extra jobs

 Monitor sign-in

  ___________________

 ___________________

 ___________________

  ___________________

 ___________________

4. Volunteer Application Form and Contract (Secondary)

S. Wethered, H. Zivarts

September 2008

Library Volunteer Application Form and Contract

Name ________________________________________        Grade _______

Phone Number ___________________    Student Number ______________

Block A teacher __________________________     Room ______________

List all previous volunteer experience in a library.

List all previous other work experience. (If you need more space, write information on a separate piece of paper.)

Please indicate when you are available to help.

Select day(s) and time(s) for your library shift(s).

	
	Mon.
	Tues.
	Wed.
	Thurs.
	Fri.

	8:00 - 8:30
	
	
	
	
	

	11:35 - 12:15
	
	
	
	
	

	3:15 - 3:30
	
	
	
	
	


Please complete the following:

I believe I will be a successful library volunteer because…..

_______________________________________________________________________________________________________________________________________________________________________________________
What do you believe are your strengths?

_______________________________________________________________________________________________________________________________________________________________________________________
What are your weaknesses?

Library Volunteer Responsibilities

1. Sign up for a library shift and arrive as scheduled.
2. Sort books into Fiction, Non-Fiction, French, Reference, etc.

     - Put Fiction books into alphabetical order.

     - Put Non-Fiction books into numerical order.

3. Shelving books.

4. Shelf reading.

5. Straighten and organize magazines.

6. Help with display/decorating/poster-making as required.

7. Assist with Library shutdown after school.

8. Replenishing supplies as needed.

9. Water plants.

10. Other miscellaneous tasks as assigned by library staff.

11. Be polite and helpful.

Remember to set a good example for others.  If you have any problems, please be sure to talk to the library staff in charge.

I, _________________________________________, have read and understand the above list of responsibilities and agree to perform these

tasks to the best of my abilities.

Please sign and print your name below.

Signature                                                                    Print your full name

_______________________________________________________

   5. Volunteer Skills Test (Secondary)

 S. Wethered, H. Zivarts

March 2011
Name _______________________________

Library Skills Test for Volunteers

This test contains questions that are typical of the some of the tasks that you would be required to do as a library volunteer.  Please attempt to complete all of the questions to the best of your abilities.

Place a number from 1 to 6 under the call number to show the correct order of the books.

A.  Fiction Books 

Put the following fiction books into alphabetical order.

PB               PB               PB               PB               PB               PB

HOL           WAL            ROW           VON           CAB            HIN

_____         _____          _____         _____          _____           _____

B.  Non-Fiction Books

Put the following non-fiction books into numerical order.

808.01        796.0032        796.541         796.02        796.6        796.3

COL           AKA               MON             HAR           HAL         MOO

_____        _____              _____            _____         _____       _____

page 2

Place the following call numbers into numerical order (from 1 to 10) to

show how they would be placed on a library shelf. 

(Write a number from 1 to 10 in front of the given call numbers.)

_____ 790.092 HAP                             _____ 790.19 SAV

_____ 791.3 ALE                                 _____ 719.02 PAC

_____ 790.02 LAM                              _____ 790.019 CAM

_____ 719.1 BIR                                  _____ 790.01 ACA

_____ 790.0971 KAL                          _____ 790.025 FIR

In the call number, REF 503 NEW, what do the letters REF mean? 

_________________________________________________

In the call number, FR 551.2 KIL, what do the letters FR mean?

_________________________________________________

Thank you for taking the time to complete this skills test.

NWSS Library Staff
6. Library Materials Request Form

Library Material Request

Date: ___________________                 Teacher: ____________________

Materials are needed by this date: _________________________________

(Please keep in mind that I work Monday – Wednesday and may need a couple of days to collect the materials for you)

Subject: ________________________   Grade / Age of students: _________

Check the applicable material:
Fiction Picture books

Fiction: Novels

Non-Fiction

Video

CD-Rom

Other _______________________________

7. Sample Letter to Parent/Guardian for Overdue Materials
Lord Tweedsmuir Community School

1714 8th Avenue, New Westminster, B.C. V3M 2S7

(604) 517-6070







September 28, 2009

Dear Parent of: student











grade: 











teacher:









Our Library Inventory was completed at the end of June.  All materials in the Library have been scanned.  Our records show that the following item(s) is/are missing and are still signed out to your child.  


1.







Cost $




2.







Cost $




3.







Cost $




We request that these materials be returned to the Library or paid for as soon as possible, so that your child will be able to take out books this new school year.  Should you pay for an item that is subsequently found and returned to the Library, a full refund will be issued.  


Thank you for your support in helping your child locate and return these Library materials.  Please contact Mrs. Bridger with any questions or concerns.

Regards,

Mrs. J. Bridger and Mr. T. Oleksyn

Teacher Librarians

8. Date Due Slip Template
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  9. Processing Slips
PO#__________ Date_______
PO#____________Date_______
Vendor___________________     Vendor_____________________
Packing List



    Packing List 

Info. Line



             Info. Line

Stamp




    Stamp

Strip




             Strip

Barcode




    Barcode

Date due




    Date due

Catalogued



             Catalogued

Tape – Spine


             Tape - Spine

Tape – Flaps


             Tape - Flaps

Tape – Inside
                               Tape - Inside

Spine Label


             Spine Label

PO#__________ Date_______   PO# __________Date_________
Vendor___________________    Vendor_____________________
Packing List



 Packing List 

Info. Line



           Info. Line

Stamp




 Stamp

Strip




           Strip

Barcode




 Barcode

Date due




 Date due

Catalogued



          Catalogued

Tape – Spine



 Tape - Spine

Tape – Flaps



 Tape - Flaps

Tape – Inside


          Tape - Inside

Spine Label



 Spine Label

10. Spine Label Templates

