  APPENDIX K

Elementary Library Media Specialist Duties

Following is a list of duties that Elementary Library Media Specialists should strive to accomplish in each media center. These “duties” are necessary to maintain a functioning media center. 

Teaching duties during class period include:

· Teach Library Media Core Curriculum

· Deliver K-5/6 library media information literacy curriculum

· Deliver K-5/6 library media independent learning curriculum

· Deliver K-5/6 library media social responsibility curriculum

· Foster reading appreciation

· Teach usage and application of the On-line Public Access Catalog (OPAC)

· Guide information access and usage

· Promote reading motivation programs 

· Provide readers’ advisory service

· Oversee selection of materials by students

· Check-out materials to students
Planning time duties include:

· Plan lessons 

· Develop lesson plans to teach K-6 library media curriculum 

· Collaborate with staff to plan media lessons that support grade level pacing guides
· Locate resources to teach K-6 library media curriculum

· Purchase resources to teach K-6 library media curriculum

· Grade assignments

· Work with the staff (These must be done in the media center/building)
These activities will occur as time allows:

· Collaborate with staff to plan media lessons that support grade level pacing guides

· Locate and check out instructional materials to support curriculum

· Prepare bibliographies

· Notify staff when new materials arrive in the library media center

· Facilitate with technology (This must be done in the media center/building) 
· Troubleshoot and repair audio-visual technology (Computers, TVs, VCRs, overhead projectors, scanners, printers…). This has been a responsibility of the library media specialist, but must be assigned to someone else. Media specialists will not be in buildings often enough to give timely service. Also, media schedules do not allow for such unexpected and often time-consuming tasks.

Collection Management duties include (These jobs must be done in the media center): Suggestion: Substitutes should be instructed to help in the media center with maintenance duties when they have a planning period. The media specialist must focus efforts on planning lessons that support the curriculum and assisting students and staff with information needs. Management duties must occur but not at the expense of curriculum related activities.
· Create a pleasant, safe and information-rich facility

· Circulate instructional resources

· Add new students to the Follett system and update circulation notebook. The secretary should give names and room numbers of new students to the media specialist when they enroll. 

· Collect checked-out materials

· Check-in materials

· Return used materials to the appropriate location (Shelve books)

· Create overdue list for teachers

· Create overdue letters for children

· Send notices to other schools when students leave a building with books checked out

· Mend/repair damaged books and magazines

· Pull and check out classroom collections for teachers (as time allows)

Collection Development duties include (All jobs except previewing, reading reviews and ordering must be done in the media center):

· Develop the media collection:

· Weed the collection

· Analyze the collection

· Preview and/or read reviews of books, A.V. and computer software under consideration for purchase

· Order books, magazines and audio-visual software and hardware

· Catalog and process new materials (books, magazines, A.V. software, etc.) 

· Update and maintain media center electronic catalog 

Duties for the first week(s) students attend school: (Reminder: Most Media Specialists are in a building for 1 ½ to 2 days a week. These jobs must be done in the media center/building.)
· Set-up library computers

· Check in equipment that was out for repair during the summer and deliver it to classrooms

· Put together room collections (pull, check-out & deliver to classrooms)

· Gather materials to support the curriculum

· Schedule classes

· Set-up databases with current classes, grade levels and names of students in each class and information for the current school year for: 

· Follett – Automated Library System for circulation and cataloging 

· Put together a new circulation notebook for students and staff

· Inservice student teachers and new staff in how the Library Media Center can help them

· Work with new staff to make sure they have all necessary A.V. equipment for their classroom

· Process and catalog materials that arrived during the summer

· Put together substitute teacher lesson plan folder

· Delete students from the Follett system who have moved but retain those who moved with books checked out

Duties for the last week(s) students attend school: (Reminder: Most media specialists are in a building for 1 1/2 to 2 days a week. These jobs must be done in the media center.)
· Inventory the entire school library media center collection (books, magazines, A.V. software & hardware). To prepare for the inventory:

· Check-in and shelve all room collections

· Check-in and shelve all student books

· Remove all books to be discarded from the shelves

· Discard all worn-out or out-of-date magazines and paperback books

· Delete discarded books and magazines from the Follett system

· “Read” library shelves to make sure all items are in order

· Write overdue notices and/or bills for overdue and lost books

· Write notices for teachers of all books, A.V. software & hardware checked out

· Gather hardware that needs repair, label with problem and send to Media Repair. (Extra equipment could be housed in the media center, but teachers do not return all audio-visual equipment. These are kept in the classroom.)

· Check outstanding orders and resolve any problems

· Discard out-of-date catalogs

Additional information

Most media specialists are in a building for 1 1/2 to 2 days a week; however, the media center is used 5 days a week. 

Suggestions: 

· Schools should devise a plan for using the media center when the media specialist is not in the building. Included in the plan is a procedure for shelving used materials and leaving the media center in good condition.

· Substitutes should be instructed to help in the media center with maintenance duties when they have a planning period.

· Activities should not be scheduled in the media center when the media specialist is in the building and has classes scheduled.

· The secretary should give names and room numbers of new students to the media specialist when they enroll.

Revised June 1, 2006


