APPENDIX B

School Library Media Center

End – of – Year Check List

Collection Management:


_____ Enter cataloging information into the Follett system for all materials received. 

_____ Remove all books to be discarded from the shelves. (Weed)

_____ Discard out-of-date and worn-out magazines.

_____ Discard out-of-date trade catalogs. 

_____ Delete discarded books from the Follett system.

_____ Send out overdue notice and/or bill for all overdue and lost books.

_____ Check-in and shelve all books.

_____ Inventory the school library media center holdings.

_____ Weed file cabinets

_____ Straighten up circulation desk and put everything undercover.

_____ Clean and put everything inside desk and supply cupboards.

Items To Be Left In The Desk Drawer And Properly Labeled:
_____ Orders for books and media not received.

_____ Magazine order for the next school year.

_____ Print copy of the School Library Media Center MANUAL

_____ Copy of the current library media center schedule.

_____ Copy of your substitute plans so new Media Specialist was an idea of how you ran the Media Center.

_____ Copy of sample lessons you did for each grade level so new Media Specialist has an idea of how you taught Media Center classes.

_____ Receipt book, with a receipt for all items paid for, and a dated notation for all refunds.

Other:

If there are other items and/or deviations for the above that would be helpful to an incoming library media specialist, please indicate on the back of this page.

NOTE:

This page should be duplicated at the end of the school year after completing the tasks and checking them off. One copy should be left in the Library Media Center.
Library Media Center_________________
Library Media Specialist ___________________

Date___________
