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AIMS

(a) To offer a full library and resource service to the students of the school.


(b) To give children an opportunity to develop an interest in literature for enjoyment and leisure.


(c) To enable and encourage children to follow up personal interests and hobbies.


(d) To develop in each child the skills necessary to use a resource centre effectively.


(e) To provide a venue and resources as an adjunct to the classroom.


(f) To encourage the use of the library as a display centre of children’s work as part of class or community activities.


(g) To provide a wide range of up-to-date resources.
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RATIONALE

The school library should be viewed as an integral part of the school community. It offers resources, which enrich and extend the development of the child as an individual. The library environment will be a positive and happy one in which children will feel free to enjoy themselves and learn to respect and understand rules associated with using a community centre.

Also the school library acts as a resource centre for teachers to enable them to enhance the educational processes of their classes.

LIBRARY HOURS

Children

8:30 am  - 8:45 am




1:10 pm  - 2:40 pm




3:00 pm  - 3:15 pm

Individual students may borrow only at these times. Please do not send students to borrow outside these times without prior arrangement as library staff have other commitments and may not be in the library. 

Students will usually have time to borrow during scheduled class sessions with the T/L.

Supervised small group and individual research in the library is welcome at any time the library is open. However, students must have definite goals planned and observe acceptable standards of behaviour.

The Library Staff may not be available to assist with these groups due to other commitments and often will not be in the library. Please consider this before sending unsupervised students to the Library.

Teachers

At any time teachers are free to use the library facilities with or without the T/L.

For security reasons, the doors will be locked after 3:30 pm if the library is unattended.

Closed for maintenance, stocktaking, year 4, 5, 7 camp, etc

Term 1   -   1st week, last week
Term 2   -   1st week, last week
Term 3   -   1st week, last week, Exhibition week
Term 4   -   1st week, last week, week 4, week 8

The library will be closed to students at these times.

There will be no class or group sessions available.   

ROLE OF THE TEACHER-LIBRARIAN AS DEFINED BY THE DEPARTMENT OF EDUCATION  E.O.G.  14 JANUARY 1987

A teacher-librarian is an experienced classroom teacher who has been selected to undertake an additional professional development course. This training provides a specialised education in the promotion and effective use of learning resources, along with their selection, organisation and management. The teacher-librarian develops the school library as a resource centre, inseparable from the total school program.

All aspects of the teacher-librarian’s role, for example teaching, provision of services, resource management, administration and planning, are interdependent. One aspect only is concentrated on here – the teaching of pupils.

(a) In their teacher role, teacher-librarians join classroom teachers to co-operatively plan, develop, teach and evaluate resource-based programs as equal partners. With the support of the principal, this co-operative planning determines the nature and extent of the teacher-librarian’s teaching role, so that teaching through resource based activities is a shared responsibility. At the same time, it also provides one model for teachers to use independently in resource-based teaching and learning, both in the classroom and in the resource centre.

(b) Within any co-operatively planned program, the teacher and the teacher-librarian may teach groups of pupils or a whole class. The program may include a culminating activity; research processes in context, literature based activities or any other aspects of the school curriculum. Pupils may be grouped by interest, ability, topic being researched, reading age or by other criteria.

(c) The teacher-librarian also interacts informally with individual pupils, as in reader guidance or research assistance, when the need arises. Such interaction may take place before and after, as well as during, school time.

An integrated approach requires a supportive administration and staff, effective 

co-ordination of resources, space, personnel and time for co-operative planning. Flexible timetabling is recommended. The teaching role of the teacher-librarian must be established within the school context by the Principal, the classroom teachers and the teacher-librarian. Such an approach should ensure that many learning activities are integrated into the classroom program.

The teacher librarian provides non-contact time for teachers of years 2 to 7 based on a rigid timetable. Flexible timetabling and cooperative planning and teaching as defined above is not possible under these circumstances.

HOW THE TEACHER-LIBRARIAN CAN HELP YOU

Co-operative planning 

The Teacher-Librarian can advise you of all the relevant resources for units of work and assist in planning for their use.

Literature selection

The Teacher-Librarian can make suggestions for literature for a specific theme or topic and can draw appropriate class lists.

Bibliographies

The Teacher-Librarian can prepare lists of resources, which relate to specific units of work or themes.

Bulk loans

The Teacher-Librarian can locate and process appropriate resources to be used in classrooms.

Research

The Teacher-Librarian will attempt to answer questions, which may arise as part of classroom programs.

Videos and Museum loans

The Teacher-Librarian can order resources, which relate to units of work provided topics are known at least one week in advance.

Equipment

The Teacher-Librarian can arrange for tuition in the use of any school equipment you may need to use in your classroom.

Notice board

The Teacher-Librarian puts all material, which may be of interest to you on the staffroom notice board.

Resource collection

The Teacher-Librarian will purchase appropriate materials for use in class programs. Your advice is important and welcome.

Video recording

The Teacher-Librarian will record TV programs on request and store recorded material in the Library.

Displays

The Teacher-Librarian will attempt to create a stimulating environment in the Library. Any suggestions and contributions are welcome.

Teach

The Teacher-Librarian will teach children the skills to make them more independent and purposeful in their use of Library resources.

Train

The Teacher-Librarian can train staff in the use of the automated Library catalogue.

DUTIES OF LIBRARY AIDE

The Library Aide will contribute to the efficient organization of the library by performing tasks as required from the following:

1. Typing
Data entry and maintenance of the automated catalogue, preparing order lists, bibliographies, submissions, procedural manuals and letters concerned with the library as required by the Teacher Librarian.


2. Automated circulation
Maintaining student records, listing overdue loans, charging and discharging loans.


3. Shelving
Shelving books, replacing equipment and other materials, checking order of shelves, tidying in general.


4. Book processing
Checking books against invoice, checking for condition of books on arrival, stamping marks of ownership, adding barcodes, covering books, stapling, reinforcing spines where necessary, adding spine labels and minor repairs.


5. Processing audio-visual and information technology resources
All relevant steps as above.


6. Maintenance of periodicals, pictures and pamphlet boxes
Keeping periodicals and pamphlet boxes in order, keeping picture files in order.


7. Duplicating
Notices, bibliographies, worksheets, programs, etc.


8. Record keeping
Keeping records of stationary and processing equipment held as required.


9. Conducting stock takes
Gathering all accessioned resources from rooms throughout the school annually, scanning all book and non-book resources.


10. Recording
Recording school television broadcasts as requested.


11. Acquisitions
Maintaining accounts, wish list, orders, invoices, etc.


12. Information Technology Assistance
Assisting students and staff to access computer databases, educational software and Internet.

13. Laminating

Laminating pictures as required. Maintenance of records and collection of payments.

14. Other tasks
Performing non-professional tasks as required such as mounting displays and assisting students in use of library facilities.


15. Back-ups
Initiating daily data back-ups and archiving of computer records.


16. Network
Starting up and shutting down curriculum network.

17. Library Monitors
Selecting, training and supervising library monitors

18. Accelerated Reader
Maintaining the accelerated reader database. Ordering quizzes. Processing of books.

The Library Aide works on a flexible timetable arrangement, which involves working with children in classrooms. 

She does not work full time in the library. 
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PROCEDURES FOR STUDENT LIBRARY USE

Before school, lunch break, after school.

Children for may use the Library for:

1. General research, reading for pleasure, quiet study and browsing. 

2. Borrowing.

3. Playing chess.

4. Using computer network for, inquiry, educational software, accelerated reader, word processing and assignment based Internet access.


During class time

Students may use library computer workstations for Internet access if:

· Class teacher organizes supervision of students.

· Use of the Internet is for educational purposes.

· Students are directed to designated sites.

Borrowing

Children may borrow items as listed below:


Years  EEC, 1, 2
…..
2 books


Years 3, 4, 5

…..
2 fiction, 3 non-fiction


Years 6, 7

…..
2 fiction, 4 non-fiction

Period of loan:


Reference

…..
24 hours


Other books

…..
2 weeks

Library bags

All students are encouraged to have a library bag to protect books.

Returns

All returns are placed in the return box at the main entrance. Class monitors should bring returns to the Library before 10:00 am each day so that returns can be processed before class visits commence. Students who have reached their loan limit are not permitted to borrow. Late returns inconvenience students and library staff.

Over dues

Overdue lists are posted on the school intranet and emailed to teachers daily. Staff assistance in reminding students to return books is greatly appreciated.

 When books are long overdue, a letter will be sent home to parents. Students cannot borrow until the issue is resolved. 

Lost books

All lost books should be replaced, however, consideration will be given in special cases.

PROCEDURES FOR STAFF LIBRARY USE

Staff for may use the Library for:

1. Individual research, preparation and production of media.

2. Locating and borrowing resources.

3. Work with students that involves using material and equipment in the library.

4. Accessing the computer network.

Borrowing

Bulk loans can be arranged by filling in a Library Resources Request Form (email form preferred). Library staff will endeavour to have the materials ready within 24 hours.

At times, teachers require short-term loans for one or two items, e.g. dictionary, atlas, book to read to class.  Please send requests for these resources to the Library between 8am and 9:30 am, as Library Staff will be timetabled with classes, etc. from that time on. (email at any time).

Period of loan:


Reference


…..
24 hours


Teacher’s reference

…..
30 days


Junior Fiction


…..
30 days


Fiction



…..
30 days


Non-fiction


…..
30 days


AV Software


…..
30 days


AV Hardware


…..
1 year


Curriculum materials
…..
1 year

Resources kept in classrooms

Unfortunately more resources are lost when on loan to teachers than when on loan to students.

To reduce the loss of resources by teachers it is suggested that an area be set aside in the classroom for all library resources. Library books on bulk loan should not go home with children unless the teacher records such borrowing.

Returns

Materials may be returned at any time. Leave them in the return box . The Library staff will do scanning.

Please note:
The Library is allocated a very limited budget for stationery and equipment   to be used only in the library. The library does NOT lend adhesive tape, glue, staplers, cardboard, felt pens, contact, etc.

RESOURCES

1. Fiction books

A wide range of fiction material is available in both the Fiction and Junior Fiction sections. Both sections are arranged alphabetically by author’s surname. Children of all grades are allowed to borrow books from either section.
2. Accelerated reader books

Accelerated reader books are kept separate from other fiction and non-fiction books. They are arranged by reading level. Only students involved in the accelerated reader program are allowed to borrow these books.
3. Non-fiction books

The non-fiction books are divided into two sections – non-fiction and reference. Each section is arranged in Dewey decimal classification. Children may borrow books from both areas but Reference material is available for an overnight loan only.


4. Audio-visual software

Audio-visual software includes audiocassettes, kits, computer discs,  videotapes, transparencies, pictures and maps. All software is arranged in the Dewey decimal classification system. Teachers only may borrow the software.

5. Teacher reference

Teacher reference is housed separately and contains both practical and theoretical material. Dewey decimal classification also arranges these materials.

6. Computer equipment
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The following Audio-visual hardware is available for teacher use:
Photocopiers
Colour television receivers
Video cassette recorders
Overhead projectors
Computers
Scanners
Printers
Audio cassette recorders
CD players
Listening posts
Camera 16mm
Video camera
Digital cameras
Telescope (astronomy)

Please note:
Please be considerate and return equipment if it is no longer required.

Please do not send small children to borrow or return Audio-visual hardware. This can be dangerous for the students and our equipment is expensive!

THE CATALOGUE

The library uses an automated catalogue accessed through all computers on the curriculum network. Open Library Services Folder and select AfW for Inquiry.

Teachers who are not familiar with the use of AfW Inquiry should contact Library Staff and arrange a suitable time for training.

VIDEO LIBRARY AND MUSEUM LOANS

Videos may be ordered from the Video Library. Teachers may search the Video Catalogue or on line http://nslib.qed.qld.gov.au/oau-fvlib/webinqu2.dll or go to Alice inquiry and enter the search term ‘video library’. Select the globe symbol to access a link to the Film and Video Library database. Library staff can assist you. 

Orders should be given to the Teacher-Librarian at least one week in advance. The videos are available for a period of one week but there is not guarantee that particular films ordered will be sent. Pre-bookings may be made.

Museum loans are ordered and picked up by a teacher aide. Requests for museum loans can be made on the ‘Library Resources Request’ form. (email form preferred)

<Name> STATE SCHOOL POLICY ON COPYRIGHT REGULATIONS

1. Educational implications of the use of multiple copies ought to be considered.


2. Works protected by copyright are literary, dramatic, musical or artistic units which may exist as books, films, recordings, computer software, pictures, etc.


3. Multiple copying under statutory licence, which involves extensive record keeping and the payment of royalties, is NOT PERMITTED at this school.


4. The onus of responsibility legally rests with teachers and/or the Principal, irrespective of who actually operates the copying device. Offences against copyright law (with fines up to $500) are liable to be dealt with by civil law.


5. Hand copying in a classroom is permitted.

Copyright – What is allowed?

Photocopies and OHTs:

(a) One complete article from a periodical, or more than one from the same issue if the articles relate to the same subject matter.

(b) One copy of up to 10 percent or one chapter from any other printed or published work.

(c) Teachers may make multiple copies of short pieces from printed literary or dramatic works (but not musical works). They may copy no more than one percent of the total number of pages in the edition, or two pages, whichever is the greater. Copies must be made in the school and for the purposes of a course given in the school.
NB  It is not permissible to copy the whole of a work including a whole poem or a whole song no matter how short.
Once a copy is made in accordance with this concession, then no further copy may be made by or for that teacher for fourteen days. All such copying should state on every page the date of copying. Illustrations intended to clarify a text are deemed to be part of the text and not artistic works.

(d) In setting examination papers/tests, materials may be copied without infringing copyright.

(e) Many educational publications, example black line masters are copyright free.

(f) Television broadcasts may be copied for use as part of a program of instruction provided the videocassette is labelled with broadcast details including: Source of broadcast and date copied. Further copies may not be made from this videotape.

(g) It is illegal to show rented videos to a class unless this is done as part of a program of instruction. Supporting documentation (lesson plans, worksheets, etc.) may be required to substantiate your purpose of use should a complaint be received. 


All staff involved in copying and preparing items should carefully check copyright requirements before copying publications.
     (See the policy on the  DOEM  LL – 04)
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